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o; kf7ok':ts;DaGwL ;Dk"0f{ clwsf/ kf7\oj|md ljsf; s]Gb| ;fgf]l7dL, eStk'/df lglxt 
/x]sf] 5 . kf7\oj|md ljsf; s]Gb|sf] lnlvt :jLs[ltljgf Jofkfl/s k|of]hgsf nflu o;sf] 
k"/} jf cf+lzs efu x'ax' k|sfzg ug{, kl/jt{g u/]/ k|sfzg ug{, s'g} ljB'tLo ;fwg jf cGo 
k|ljlwaf6 /]s8{ ug{ / k|ltlnlk lgsfNg kfOg] 5}g .

k|yd ;+:s/0f			  M lj=;+= @)*)

kl/dflh{t ;+:s/0f 	 M lj=;+= @)*@

d'b|0f	 M		  hgs lzIff ;fdu|L s]Gb| ln=

			   ;fgf]l7dL, eStk'/ .

d"No ?=	 M

kf7\ok':ts;DaGwL kf7sx¿sf s'g} klg k|sf/sf ;¬´fj ePdf kf7\oj|md ljsf; s]Gb|, ;dGjo 
tyf k|sfzg zfvfdf k7fOlbg'x'g cg'/f]w 5 . kf7sx¿af6 cfpg] ;¬´fjx¿nfO{ s]Gb| xflb{s 
:jfut u5{ .
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xfd|f]�������������� egfO

kf7\oj|md l;sfO ;xhLs/0fsf]� d"n cfwf/� xf]� . kf7\ok':�ts ljBfyL{df ck]�lIft bIftf ljsf; ug]�{ Ps d'Vo 
;fwg xf]� . o; kIfnfO{ b[li6ut ub}�{ kf7\oj|md ljsf; s]�Gb|n]� ljBfno lzIffnfO{ Jofjxfl/�s, ;do;fk]�If 
/� u'0f:�t/�Lo agfpg]� p2]�Zon]� kf7\oj|md tyf kf7\ok':�tssf]� ljsf; Pjd\ kl/�dfh{g sfo{nfO{ lg/�Gt/�tf 
lbFb}� cfPsf]� 5 . dfWolds lzIffn]� dfgjLo d"No, dfGotf / nf]stflGqs ;+:sf/ cjnDag ub}{ /fi6« / 
/fli6«otf k|jw{gsf nflu ;r]t gful/s lhDd]jf/L jxg ug]�{ cj;/� k|bfg ug{'k5{ . lzIffsf dfWodaf6 
afnaflnsfn]� /fli6«o tyf cGt/f{li6«o kl/j]z;Fu kl/lrt eO{ ljljwtf, ;b\efj / ;xcl:tTjnfO{ 
cfTd;ft\ ub}{ ;Eo, ;';+:s[t / ;dtfd"ns ;dfh lgdf{0fsf nflu e"ldsf lgjf{x ug'{k5{ . o;n]� 
cfwf/�e"t 1fgsf]� ljsf; u/�fO{ snf tyf ;f}�Gbo{k|lt cle?lr hufpg'k5{ . zf/�Ll/�s tGb'?:�tL, :�jf:�Yos/� 
afgL Pjd\ l;h{gfTdstfsf]� ljsf; tyf hfthflt, wd{, efiff, ;+:�s[lt, If]�qk|lt ;Ddfg /� ;defjsf]� 
ljsf; klg dfWolds lzIffsf ck]�lIft kIf x'g\ . b]�zk|]�d, /�fli6«o Pstf, nf]�stflGqs d"NodfGotf tyf 
;+:�sf/� l;sL Jofjxfl/�s hLjgdf k|of]�u ug'{, ;fdflhs u'0fsf]� ljsf; tyf gful/�s st{Jok|lt ;hutf 
ckgfpg' /� b}�lgs hLjgdf cfOkg]�{ Jofjxfl/�s ;d:�ofx¿sf]� klxrfg u/�L ;dfwfgsf pkfosf]� vf]�hL ug'{ 
klg dfWolds txsf]� lzIffsf cfjZos kIf x'g\ . o; kIfnfO{ b[li6ut u/�L ljBfno lzIffsf]� /�fli6«o kf7\
oj|md k|f¿k, @)&^ sf]� dd{cg'¿k b]�zsf ljleGg ljBfnodf k|of]�hgsf nflu dfWolds lzIff -sIff (_ 
sf]� sfof{no ;~rfng tyf n]�vf ljifosf]� kf7\oj|mdcg'¿k of]� k':�ts ljsf; ul/�Psf]� xf]� .

o; kf7\ok':�tssf]� n]�vg >L d'/�f/�L lg/�f}�nf, >L cd[t >]�i7, >L bfdf]�b/� ;'j]�bLaf6 /� kl/�dfh{g >L z}�n]�z rGb| 
a/�fn, >L k|df]�b k/�fh'nL /� >L u0f]�zafa' sdnLaf6 ePsf]� xf]� . kf7\ok':�tsnfO{ o; ¿kdf Nofpg]� sfo{df 
s]�Gb|sf dxflgb]�{zs >L o'j/fh kf}8]n tyf >L j}�s'07k|;fb cof{n, ljifo ;ldltsf cWoIf /� ;b:�ox¿ 
k|f=8f= w|'js'df/� uf}�td, >L Clif/�fh uf}�td, >L lji0f' 1jfnL /� >L 6]�sk|;fb l3ld/�]�sf]� of]�ubfg /�x]�sf]� 5 . o;  
kf7\ok':�tssf]� ljifoj:�t' ;Dkfbg >L n]�v/�fh vgfn, efiff ;Dkfbg >L lrgfs'df/�L lg/�f}�nf /� snf ;Dkfbg  
>L >Lxl/� >]�i7af6 ePsf]� xf]� . kl/dflh{t ;+:s/0fsf] ljifoj:t' ;Dkfbg >L n]�v/�fh vgfn,  
>L /�fh]�Gb|ljj|md sfsL{af6, efiff ;Dkfbg >L k'?iff]�Qd l3ld/�]� Pjd\� >L s'df/� l3ld/�]�af6 tyf n]�cfp6 
l8hfOg >L eStaxfb'/� sfsL{af6 ePsf]� xf]� . o; kf7\ok':�tssf]� ljsf; tyf kl/�dfh{g sfo{df ;+nUg 
;a}�k|lt kf7\oj|md ljsf; s]�Gb| wGojfb k|s6 u5{ .

o; kf7\ok':�tsn]� lgwf{l/�t ;Ifdtf ljsf;sf nflu ljBfyL{nfO{ ;xof]�u ug{]� 5 . o;n]� ljBfyL{sf]� l;sfOdf 
;xof]�u k'¥ofpg]� Pp6f dx¤jk"0f{ /� cfwf/�e"t ;fdu|Lsf ¿kdf sIff lj|mofsnfkaf6 x'g]� l;sfOnfO{ dha't 
agfpg ;xof]�u ug{]� 5 . of]� lzIfssf]� l;sfO lj|mofsnfksf]� of]�hgf geO{ ljBfyL{sf l;sfOnfO{ ;xof]�u 
k'¥ofpg]� ;fdu|L xf]� . kf7\ok':�tsnfO{ ljBfyL{sf]� l;sfOdf ;xof]�u k'¥ofpg]� Pp6f dx¤jk"0f{ cfwf/�sf 
¿kdf afns]�lGb|t, l;sfOs]�lGb|t, cg'ejs]�lGb|t, p2]�Zod"ns, k|of]�ud'vL /� lj|mofsnfkdf cfwfl/�t 
agfpg]� k|of; ul/�Psf]� 5 . l;sfO /� ljBfyL{sf]� hLjGt cg'ejlar tfbfTDo sfod ub}�{ o;sf]� ;xh k|of]�u 
ug{ lzIfssf]� e"ldsf ;xhstf{, pTk|]�/�s, k|jw{s /� vf]�hstf{sf ¿kdf ck]�Iff ul/�Psf]� 5 . o; k':�tsnfO{ 
c´ kl/�is[t kfg{sf nflu lzIfs, ljBfyL{, cleefjs, a'l4hLjL Pjd\ ;Dk"0f{ kf7sx¿sf]� ;d]�t ljz]�if 
e"ldsf /�xg]� x'Fbf ;Da4 ;a}�sf]� /�rgfTds ;'´fjsf nflu kf7\oj|md ljsf; s]�Gb| xflb{s cg'/�f]�w u5{ .

lj=;+= @)*@ 			   g]�kfn ;/�sf/�
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kf7 !
sfof{no /� sd{rf/�L 

(Office and Personnel)

!=! sfof{no (Office)

!=!=! sfof{nosf]� kl/�ro (Introduction to Office)

sfof{no zAb ;+:�s[t efiffsf]� …�sfo{Ú� /� …�cfnoÚ� b'O{ zAb ldn]�/� ag]�sf]� xf]� . …�sfo{Ú� sf]� cy{ sfd 
/� …�cfnoÚ� sf]� cy{ ejg jf cfjf; jf :�yfg x'G5 . sfof{nonfO{ cª\u|]�hLdf 'Office' elgG5 .  
cª\u|]�hLdf Office zAb !# cf}�F ztfAbLdf k|of]�udf cfPsf]� k|m]�Gr zAb 'Ofice' /� !$ cf}�+F ztfAbLdf 
k|of]�udf cfPsf]� Nofl6g efiffsf]� 'Opificium' af6 cfPsf]� dflgG5 . cª\u|]�hLdf Office sf]� cy{ "A 
room, set of rooms, or building used as a place for commercial, professional or bureaucratic 
work" eg]�sf]� kfOG5 . o;/�L sfof{no zAbn]� s'g}� lghL jf Jofj;flos sfo{, k]�;f jf sfof{noLo 
sfd ;Dkfbg ug]�{ s'g}� sf]�7f, ejg, :�yfg /� lglZrt If]�qleq /�x]�sf ejg;d]�tnfO{ hgfpF5 .

ljleGg zAbsf]�z tyf Joj:�yfkg ljifosf k':�tsx¿df sfof{nosf]� cy{ /� kl/�efiff ljleGg ¿kdf 
ul/�Psf]� kfOG5 . o:�tf s]�xL cy{ /� kl/�efiff tn k|:�t't ul/�Psf]� 5 M

g]�kfnL a[xt\ zAbsf]�zcg';f/� sfof{no eGgfn]� s'g}� ljz]�if sfd jf Joj;fo ug]�{ 3/�, sf/�vfgf, 
k|zf;g;DaGwL sfd ug]�{ lglZrt 7fpF jf c8\8f eGg]� a'lemG5 .

George R. Terry sf cg';f/� sfof{no eGgfn]� To:�tf]� :�yfgnfO{ a'emfpF5, hxfF ;ª\u7gnfO{ lgoGq0f 
ug]�{ ;+oGq /�x]�sf]� x'G5 ("An office may be regarded as a place where the control mechanism 
of an organization are located") .

J.C. Denyer sf ljrf/�df sfof{no;Fu ;DalGwt ultljlwx¿ ;Dkfbg x'g]� s'g}� :�yfg g}� sfof{no 
xf]� ("An office is any place where clerial operations are carried on") .

Edward Roche sf cg';f/� lglZrt k|sf/�sf sfd ;Dkfbg ul/�g]� h'g;'s}� :�yfg sfof{no xf]� 
("Office exists anywhere, where certain kind of work are performed") .

k/�Dk/�fut cjwf/�0ffcg';f/� sfof{no eg]�sf]� :�yfg xf]� eg]� cfw'lgs cjwf/�0ffn]� sfof{nonfO{ 
sfdsf ¿kdf lnPsf]� 5 . dflysf kl/�efiffsf cfwf/�df sfof{nonfO{ s'g}� klg sfo{ ;Dkfbg x'g]� 
:�yfgsf ¿kdf a'lemG5 . sfof{non]� s'g}� 7fpF jf sf]�7fnfO{ dfq ghgfP/� To:�tf]� sfo{;Dkfbg ul/�g]� 
lglZrt ;Ldfleqsf]� Pp6f cb[Zo If]�qnfO{ ;d]�t hgfpF5 . o;n]� s'g}� klg p2]�Zo k|fKt ug{sf nflu 
:�yfkgf ul/�Psf ;ª\3;+:�yfx¿sf]� h'g :�yfgaf6 lgoldt sfo{ ;~rfng x'G5, To:�tf :�yfgnfO{ 
To:�tf]� ;ª\3;+:�yfsf]� sfof{no elgG5 .
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sfof{no s'g}� klg ;ª\u7gsf ;a}� sfo{;Dkfbg ug]�{ dxÎjk"0f{ :�yfg xf]� . sfof{non]� ;+:�yfsf 
;Dk"0f{ lj|mofsnfksf]� ;dGjo u/�L Joj:�yfksLo sfo{x¿ ;Dkfbg ug{df Joj:�yfkgnfO{ dbt 
u5{ . ;+:�yfsf]� p2]�Zo tyf nIo k|flKttkm{ ;Dk"0f{ lj|mofsnfkx¿ lgb]�{lzt ug{df sfof{nosf]� ljz]�if 
e"ldsf x'G5 . s'g}� klg ;+:�yfsf lgwf{l/�t nIo tyf p2]�Zo k|flKtsf lglDt cfjZos ;"rgf k|fKt 
ug]�{, ;ª\u|x ug]�{, cfjZos 7fpFdf k|:�t't ug]�{, Jofj;flos sf/�f]�af/� ug]�{ tyf ;|]�:�tf /�fVg]� h:�tf 
sfo{x¿ sfof{noaf6 ul/�G5g\ . sfof{nodf sfo{sf]� of]�hgf agfpg]�, sfof{Gjog ug{]�, Joj:�yfkg 
ug]�{nufotsf Joj:�yfksLo /� lgoGq0ffTds sfo{x¿ x'G5g\ .

ljBfno klg Pp6f sfof{no g}� xf]� . k"/�}� ljBfno ljBfyL{nfO{ lzIff lbg]� sfof{no xf]� . ljBfnodf 
lzIfs /� k|wfgfWofkssf]� sfof{no, ljBfnosf]� k|zf;lgs sfo{ ug]�{ sfof{no /� ljBfyL{n]� cWoog 
ug]�{ sIffsf]�7fx¿ /�x]�sf x'G5g\ . o:�t}� sltko ljBfnodf ;a}� sfo{sf]� ;~rfng tyf /�]�vb]�v ug]�{ 
Joj:�yfkg ;ldltsf]� klg cnUu}� sfof{no /�x]�sf]� x'g ;S5 .

xfd|f]� ;d'bfodf /�x]�sf ;fj{hlgs ;]�jf k|jfx ug]�{ ;/�sf/�L lgsfox¿sf :�yfgLo sfof{no, ufpFkflnsf 
jf gu/�kflnsf, ljleGg ;xsf/�L ;+:�yf, pkef]�Stf ;ldlt, ljleGg a}�ª\s tyf ljQLo ;+:�yf, 
u}�/�;/�sf/�L ;ª\3;+:�yf tyf lghL pBd jf Joj;fosf sfo{ ;~rfng x'g]� :�yfgx¿ sfof{nosf 
pbfx/�0f x'g\ . o:�tf sfof{non]� ;DalGwt ;+:�yfsf]� p2]�Zocg';f/� ug'{kg]�{ ;a}� k|sf/�sf sfo{ 
;~rfngsf]� cfjZos Joj:�yf u5{g\ .

!=@	 sfof{nosf k|sf/� /� u7g ljlw (Types of office and methods of 
office formation)

!=@=! sfof{nosf k|sf/� (Types of office)

sfof{nodf sfd w]�/�}� 5g\ eg]� ;|f]�t;fwg /� sd{rf/�L klg w]�/�}� rflxG5 . o; cj:�yfdf sfof{no 
klg 7'nf]� x'G5 . sfof{nosf]� sfo{If]�qcg';f/� o;sf ljleGg dxfzfvf, zfvf jf pkzfvf klg 
vf]�lnG5g\ . ;fwf/�0f ¿kdf sfof{nonfO{ ltgLx¿n]� ug'{kg]�{ sfd, ltgsf]� cfsf/� jf ;+/�rgf, p2]�Zo, 
sfo{If]�q /� ef}�uf]�lnstfsf cfwf/�df lgDgfg';f/� kfFr ;d"xdf juL{s/�0f ul/�Psf]� 5 M

sfof{Tdstfsf 
cfwf/df

cfsf/sf  
cfwf/df

p2]Zosf  
cfwf/df

sfo{If]qsf 
cfwf/df

ef}uf]lnstfsf 
cfwf/df

g]t[Tj jf 
d'Vo ;dGjo, 
sfof{Gjog

7'nf :t/sf, 
dWod :t/sf, 

;fgf;fgf

gfkmfd"ns jf 
Jofj;flos,  

;]jfd"ns, ;xsf/L

;/sf/L, lghL, 
u}/;/sf/L, 
;fd'bflos

cGt/f{li6«o,  
/fli6«o, :yfgLo, 

er{'cn

sfof{nosf k|sf/
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-s_ sfof{Tdstfsf cfwf/�df (On the basis of function)

sfo{sf]� ljlzi6Ls/�0fsf cfwf/�df sfof{Tdstf lgwf{/�0f x'G5 . o; cj:�yfdf ljs]�lGb|t ;+/�rgfdf 
sfof{nox¿ u7g x'G5g\ . dflyNnf jf g]�t[Tjdf /�xg]� sfof{nox¿n]� k|Tofof]�hg u/�]�sf clwsf/�cg';f/� 
tNnf txn]� sfo{ u5{g\ . sfof{Tdstfsf cfwf/�df sfo{ ug]�{ sfof{nox¿sf lgDglnlvt pkk|sf/�x¿ 
/�xG5g\ M

-c_ g]�t[Tj jf d'Vo sfof{no (Head office)

;a}�eGbf dflyNnf]� txdf /�x]�/� gLlt lgdf{0f, of]�hgf tyf sfo{j|md th'{df, cfjZos ;|f]�t;fwgsf]� 
Joj:�yfkg /� cg'udg Pjd\ d"Nofª\sg ug]�{ sfo{ g]�t[Tj sfof{no jf d'Vo sfof{non]� u5{g\ . 
d'Vo sfof{no, skf]�{/�]�6 sfof{no, g]�kfn ;/�sf/�sf]� ;Gbe{df dGqfno tyf s]�Gb|Lo cfof]�ux¿ o:�tf 
sfof{nosf pbfx/�0f x'g\ .

-cf_ ;dGjo sfof{no (Coordinating office)

g]�t[Tj sfof{no /� sfof{Gjog sfof{nosf lardf /�xL ;dGjofTds sfo{ ug]�{, ;"rgf tyf hfgsf/�L 
ljZn]�if0f ug]�{ /� sfof{Gjog r/�0fdf cfpg]� ;DefJo ;d:�of ;dfwfgdf ;xhLs/�0f ug]�{ sfof{nox¿ 
;dGjo sfof{no x'g\ . PseGbf a9L sfof{nox¿;Fu ;DalGwt If]�qLo sfof{nox¿ tyf ;/�sf/�sf 
ljefux¿ o:�tf sfof{nosf pbfx/�0f x'g\ .

-O_ sfof{Gjog sfof{no (Implementation office)

g]�t[Tj sfof{non]� lnPsf lg0f{o tyf th'{df u/�]�sf of]�hgfx¿sf]� sfof{Gjog ug]�{, pkef]�Stf 
jf ;]�jfu|fxLnfO{ j:�t' jf ;]�jf pknAw u/�fpg]� sfof{nox¿ sfof{Gjog sfof{no x'g\ . o:�tf 
sfof{nox¿ ;d'bfo, :�yfgLo :�t/�df jf lhNnf :�t/�df /�xG5g\ . ljBfno, :�yfgLo :�jf:�Yorf}�sL, 
lhNnf sfof{nox¿ o:�tf sfof{nosf pbfx/�0f x'g\ .

-v_ cfsf/�sf cfwf/�df (On the basis of size)

sfof{nosf]� sfo{If]�q, hgzlSt, km}�nfj6, cfly{s ;fdYo{, pkof]�u ePsf k|ljlw h:�tf cfwf/�df 
sfof{no ;fgfb]�lv 7'nf;Dd x'G5g\ . cfsf/�;Fu ;DalGwt o:�tf sfof{nox¿sf d'VotM lgDglnlvt 
pkk|sf/�x¿ /�xG5g\ M

-c_ 7'nf :�t/�sf sfof{no (Large scale office) 

w]�/�}� hgzlSt ePsf, sfo{If]�q Jofks ePsf, cfly{s ¿kdf ;Ifdtf xfl;n u/�]�sf /� 7'nf 7'nf sfo{ 
ug{ ;Sg]� k|fljlws ;fdYo{ ePsf sfof{nox¿ 7'nf sfof{nosf ¿kdf /�xG5g\ . o:�tf sfof{nox¿ 
Jofj;flos, ;/�sf/�L tyf u}�/�;/�sf/�L ;a}� If]�qdf /�xg ;S5g\ .
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-cf_ dWod :�t/�sf sfof{no (Middle scale office)

7'nf sfof{nosf]� h:�tf]� ;+/�rgf /� ;fdYo{ geP klg PseGbf a9L :�yfgdf k|efj kfg{ ;Sg]�, cfly{s 
tyf k|fljlws lx;fan]� ;an sfof{nox¿ dWod :�t/�df k5{g\ .

-O_ ;fgf sfof{no (Small office)

;fgf]� k'FhL, k|ljlw /� yf]�/�}� hgzlSt ePsf, ;;fgf :�t/�sf pTkfbg jf ;]�jf k|jfxdf ;+nUg sfof{no 
;fgf sfof{no x'g\ . sfo{k|s[ltcg';f/� ;fgf sfof{nox¿ 5'6\6}� cl:�tTjo'St jf 7'nf /� dWod 
:�t/�sf sfof{nosf zfvf jf ;xfos sfof{nosf ¿kdf /�xg ;S5g\ .

-u_ p2]�Zosf cfwf/�df (On the basis of objective)

sfof{nosf]� u7g ljleGg p2]�Zon]� ePsf]� x'G5 . sfof{no ;~rfng ug]�{ lgsfosf]� p2]�Zosf 
cfwf/�df sfof{nosf]� lsl;d lgwf{/�0f x'G5 . o:�tf sfof{nosf d'VotM lgDglnlvt pkk|sf/�x¿ 
/�xG5g\ M

-c_ Jofj;flos jf gfkmfd"ns sfof{no (Business/�Profit oriented office)

Jofj;flos sf/�f]�af/� ug]�{ /� gfkmf sdfpg]� p2]�Zon]� ;~rflnt Joj;fo jf pBdsf sfof{nonfO{ 
Jofj;flos jf gfkmfd"ns sfof{no elgG5 . o:�tf sfof{nox¿ ;fdfGotM lghL If]�q tyf 
Jofj;flos If]�qdf ;~rfngdf /�x]�sf kfOG5g\ .

-cf_ ;]�jfd"ns sfof{no (Service oriented office)

gfkmfsf]� p2]�Zon]� geO{ ;]�jf efjn]� sfo{ ug{ v'n]�sf ljleGg ;+:�yfsf sfof{nonfO{ ;]�jfd"ns 
sfof{no elgG5 . clwstd ¿kdf o:�tf sfof{no ;/�sf/�L, ;fdflhs tyf wfld{s sfof{nox¿ 
/�xG5g\ hxfFaf6 ljleGg k|sf/�sf ;]�jf k|jfx x'G5g\ .

-O_ ;xsf/�L sfof{no (Cooperative office)

;xsfl/�tfsf]� cjwf/�0ffcg';f/� ;~rflnt ;+:�yfsf sfof{nonfO{ ;xsf/�L sfof{no elgG5 . o:�tf 
sfof{non]� ;b:�ox¿sf]� ;fd"lxs lxtsf nflu s'g}� ljifodf lglZrt k|sf/�sf]� of]�ubfg ug]�{ ljlw 
cjnDag u/�]�sf x'G5g\ .

-3_ sfo{If]�qsf cfwf/�df (On the basis of scope)

sfof{nosf]� ;+nUgtf, :�jfldTj jf o;sf]� sfo{If]�qsf lx;fan]� klg sfof{nox¿ km/�s km/�s 
:�j¿kdf sfo{ u5{g\ . o:�tf sfof{nox¿sf d'VotM lgDglnlvt pkk|sf/�x¿ /�xG5g\ M
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-c_ ;/�sf/�L sfof{no (Government office)

sfo{If]�qsf lx;fan]� ;a}�eGbf a[xt\ sfo{If]�q ;/�sf/�sf]� /�x]�sf]� x'G5 . ;/�sf/�n]� ug{'kg]�{ ljleGg 
lsl;dsf sfo{ ug{ vf]�lng]� sfof{nox¿ klg cfsf/�, lhDd]�jf/�L /� ;+nUgtfsf lx;fan]� ljleGg 
lsl;dsf x'G5g\ . ;/�sf/�L sfof{nox¿ cfjZostfsf cfwf/�df v'Ng]� tyf lj:�tfl/�t x'g]�  
u5{g\ .

-cf_ lghL sfof{no (Private office)

Joj;fosf]� jf JolStsf]� lghL sfo{;Dkfbg ug{sf nflu :�yflkt sfof{nox¿ lghL sfof{no 
x'g\ . o:�tf sfof{non]� cfˆgf]� d"ne"t p2]�ZoeGbf aflx/�sf]� sfo{ ug{ ;Sb}�gg\ . lghL sfof{nosf]� 
;~rfng ;DalGwt sfof{nosf]� Joj:�yfkg ug]�{n]� agfPsf]� gLltsf cfwf/�df x'g]� u5{ .

-O_ u}�/�;/�sf/�L sfof{no (Non-governmental office)

u}�/�;/�sf/�L ;+:�yfx¿n]� cfˆgf ultljlw ;~rfng ug{ vf]�Ng]� sfof{nox¿ u}�/�;/�sf/�L sfof{nox¿ 
x'g\ . u}�/�;/�sf/�L ;+:�yfx¿sf]� klg ;/�sf/�L lgsfoaf6 btf{ /� lgodg x'G5 .

-O{_ ;fd'bflos sfof{no (Community office)

;dfhsf ljleGg kIfx¿df ;xsfo{ ug{ u7g x'g]� sfof{nox¿nfO{ ;fd'bflos sfof{no elgG5 . 
;fd'bflos sfof{nox¿n]� cfˆgf]� ;d'bfosf]� lxtsf nflu sfo{ u5{g\ .

-ª_ ef}�uf]�lnstfsf cfwf/�df (On the basis of geographical teritory)

ef}�uf]�lnstfsf b[li6n]� klg sfof{nox¿nfO{ ljleGg lsl;dn]� juL{s/�0f ug]�{ ul/�Psf]� 5 . o:�tf 
sfof{nox¿sf d'VotM lgDglnlvt pkk|sf/�x¿ /�xG5g\ M

-c_ cGt/�f{li6«o sfof{no (International office) 

PseGbf a9L b]�zdf sfo{ ug]�{ sfof{nox¿nfO{ cGt/�f{li6«o sfof{no elgG5 . o:�tf sfof{nosf 
d'Vo sfof{no s'g}� Ps b]�zdf /�xG5 eg]� cfjZostfcg';f/� cGo b]�zdf zfvf jf ;xfos 
sfof{nox¿ /�xg ;S5g\ .

-cf_ /�fli6«o sfof{no (National office) 

Ps b]�zleqsf ;a}� jf clwsf+z :�yfgdf sfo{ ug]�{ sfo{If]�qo'St sfof{nonfO{ /�fli6«o sfof{no 
elgG5 . o:�tf sfof{nosf b]�zleq zfvf, pkzfvf jf PsfO cfjZostfcg';f/� /�xG5g\ .
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-O_ :�yfgLo sfof{no (Local office) 

lglZrt :�yfg jf If]�q dfq ;d]�6]�/� sfo{ ug]�{ sfof{nonfO{ :�yfgLo sfof{no elgG5 . :�yfgLo 
sfof{non]� cfˆgf]� :�yfg jf If]�qdf /�xL lgwf{l/�t sfo{ ;Dkfbg u5{ .

-O{_ er'{cn sfof{no (Vertual office)

k|ljlwsf]� ljsf;;Fu}� lglZrt sfo{:�yn jf ejgdf /�xg]� geO{ g]�6js{df cfwfl/�t eP/� sfo{ ug]�{ 
sfof{nox¿ er{'cn sfof{no x'g\ . o:�tf sfof{non]� s'g}� Ps JolStn]� ;dGjo ug]�{ /� cGon]� 
ljB'tLo ;"rgf k|ljlwsf dfWodaf6 cfk;L ;DaGw :�yflkt u/�L sfd ug]�{ nrsbf/� sfo{k|0ffnL 
cjnDag u/�]�sf x'G5g\ .

!=@=@ sfof{nosf]� u7g ljlw (Methods of office formation)

;fdfGotM sfdsf]� k|s[ltcg';f/�sf sfof{no u7g ul/�G5 . a]�Unfa]�Un}� sfdsf nflu a]�Unfa]�Un}� 
sfof{no :�yfkgf ul/�Psf x'G5g\ . ;+:�yf jf ;ª\u7gsf]� p2]�Zo xfl;n ug{sf nflu sfof{nosf]� 
u7g lgDgfg';f/�sf b'O{ ljlwaf6 x'g]� u/�]�sf]� kfOG5 M

-s_ :�yfoL sfof{no (Permanent office)

lg/�Gt/� sfo{ ;~rfng ug{ :�yfoL ¿kdf /�x]�sf sfof{nonfO{ :�yfoL sfof{no elgG5 . g]�kfn 
;/�sf/�sf dGqfno, ljefu, sfof{no, ;+:�yfgx¿, :�yfgLo txsf ufpFkflnsf, gu/�kflnsf /� 
Jofkfl/�s k|lti7fgx¿ o:�t}� k|s[ltsf sfof{no x'g\ .

-v_ c:�yfoL sfof{no (Temporary office) 
lglZrt cjlwleq sfd k"/�f ug{ c:�yfoL ¿kdf vf]�lng]� sfof{nonfO{ c:�yfoL sfof{no elgG5 . 
o:�tf sfof{nox¿ sfd k"/�f ePkl5 :�jtM lj36g x'G5g\, h:�t}� M ljleGg of]�hgf jf kl/�of]�hgfsf 
sfof{nox¿, lgjf{rg u/�fpg vf]�lnPsf ufpF jf If]�qsf sfof{nox¿, ljz]�if sfo{j|mdcGtu{t ;]�jf 
lbg vf]�lnPsf sfof{nox¿ cflb . c:�yfoL sfof{nonfO{ klg b'O{ efudf ljefhg ul/�G5, h'g 
lgDgfg';f/� 5g\ M

-c_ lglZrt cjlwsf cfwf/�df (On the basis of specific time) 

s'g}� lglZrt ;dofjlw tf]�s]�/� ;f]� ;doleq sfo{ ;DkGg ug]�{ p2]�Zon]� :�yfkgf /� ;~rfng 
x'g]� sfof{no o;cGtu{t k5{g\ . pbfx/�0fsf ¿kdf :�jf:�Yo lzlj/�, lgjf{rg cfof]�usf sfof{no 
cflbnfO{ o; k|sf/�sf sfof{nodf ;dfj]�z ul/�G5 .

-cf_ lglZrt sfdsf cfwf/�df (On the basis of specific work) 

s'g}� lglZrt sfd ;DkGg ePkl5 :�jtM lj36g x'g]� sfof{no o;cGtu{t k5{g\ . ljsf; 
kl/�of]�hgf;DaGwL sfo{ ug{ :�yfkgf ul/�g]� sfof{nox¿ o; k|sf/�sf c:�yfoL sfof{no x'g\ .
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!=# sfof{nosf sfdx¿ (Functions of office)
;ª\3;+:�yf jf ;ª\u7gsf]� cl:�tTj sfod /�fVgsf nflu ckl/�xfo{ b}�lgs sfo{ tyf k|zf;sLo 
Joj:�yfkg;DaGwL ;Dk"0f{ sfo{x¿ sfof{noåf/�f g}� ;Dkfbg ul/�G5 . sfof{noaf6 ;Dkfbg x'g]� 
sfo{nfO{ ;DalGwt ;ª\u7gsf]� p2]�Zo, k|s[lt /� cfsf/�cg';f/� sfof{nosf cfwf/�e"t jf lgoldt 
sfo{ /� ;xfos jf k|zf;sLo Joj:�yfkg sfo{ u/�L lgDgfg';f/� b'O{ k|sf/�df juL{s/�0f ul/�G5 M

-s_ cfwf/�e"t sfo{x¿ (Basic functions)

sfof{nosf cfwf/�e"t sfo{x¿ lg/�Gt/� ul/�/�xg'kg{]� tyf b}�lgs sfo{;Fu ;DalGwt 5g\ . o:�tf 
sfo{cGtu{t sfof{no;Fu ;DalGwt ;"rgf k|fKt ug]�{, ;"rgfsf]� clen]�v /�fVg]�, ;"rgfx¿nfO{ 
k|zf]�wg ug]�{, ljt/�0f ug]�{ /� pkof]�u ug]�{ h:�tf sfo{x¿ k5{g\ .

-v_ ;xfos jf k|zf;sLo Joj:�yfkg sfo{x¿ (Auxiliary or administrative 
management functions)

sfof{nosf cfwf/�e"t sfo{sf cltl/�St cGo ;xfos sfo{x¿ klg 5g\ . oL sfo{x¿n]� Joj:�yfkgsf]� 
bIftfdf j[l4 ug]�{ /� sfof{nosf sfddf r':�ttf Nofpg]� sfo{ u5{g\ . sfof{nosf o:�tf sfo{nfO{ 
lrqfTds ¿kdf lgDgfg';f/� k|:�t't ul/�Psf]� 5 M

sfof{nosf sfo{x¿

cfwf/�e"t sfo{x¿				    ;xfos sfo{x¿

sfof{no;Fu ;DalGwt ;"rgf k|flKt jf ;ª\sng	 Joj:�yfksLo sfo{

;"rgf tyf hfgsf/�Lsf]� clen]�vg			  sd{rf/�L;DaGwL sfo{

;"rgf Joj:�yfkg /� ljZn]�if0f			   hg;Dks{ sfo{

ljleGg hfgsf/�L k|flKt /� k|bfg .			   ;DklQsf]� ;'/�Iff sfo{

							       sfof{no ;fdu|L /� d;nGbsf]� Joj:�yf

							       ;dGjo :�yfkgf .

!=$ sfof{nosf]� dxŒj (Importance of office)
sfof{no s'g}� klg ;ª\ul7t lj|mofsnfk ;~rfngsf lgldQ geO{ gx'g]� ;fª\u7lgs :�j¿k xf]� . 
h'g;'s}� ;ª\u7gsf]� ;kmntf ;f]� ;ª\u7gsf]� sfof{no Joj:�yfkgsf]� s'zntfdf lge{/� u5{ .  
;ª\u7gsf lgwf{l/�t p2]�Zo k|flKtsf nflu cfjZos ;a}� sfo{sf]� ;'?cft sfof{noaf6 g}� x'G5 . 
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To:�tf]� sfo{ ;~rfngsf]� lg/�Gt/�tf klg sfof{noaf6}� lbOG5 . sfof{no geO{ s'g}� klg ;fª\u7lgs 
ultljlw ;~rfng ug{ ;lsFb}�g . sfof{non]� ;DalGwt ;ª\u7gsf ;DaGwdf hfgsf/�L s]�Gb|, ;]�jf 
s]�Gb|, clen]�v s]�Gb|, hg;Dks{ s]�Gb|, ;dGjo s]�Gb|, lgoGq0f s]�Gb|, ;xof]�u s]�Gb|, ;~rf/� s]�Gb|, 
Joj:�yfkg s]�Gb| Pjd\ :�d/�0f s]�Gb| h:�tf dxÎjk"0f{ e"ldsf klg lgjf{x u5{ . o;}�n]� sfof{no  
;ª\u7gsf]� dl:�tissf ¿kdf cxd e"ldsfdf /�x]�sf]� x'G5 . pbfx/�0fsf nflu ljBfno Jojl:�yt 
¿kdf ;~rfng x'g g;s]� ljBfyL{sf]� lzIff cfh{g ug]�{ /� ljBfnosf]� lzIff k|bfg ug]�{ nIo k"/�f 
x'g ;Sb}�g . ljBfno Jojl:�yt ¿kdf ;~rfng x'gsf nflu cGo lj|mofsnfksf cltl/�St o;sf]� 
sfof{no /� sd{rf/�Ln]� k|efjsf/�L ¿kdf sfo{;Dkfbg ug'{k5{ . o:�t}� 8fS6/�, OlGhlgo/�, jlsn cflb 
k]�;fdf nfu]�sf JolStn]� cfcfˆgf k]�;f;DaGwL sfd ug{ sfof{no cfjZos x'G5 . o; k|sf/�sf 
s'g}� klg sfd bIftfk"j{s ;DkGg ug{ /� lglb{i6 p2]�Zo k"/�f ug{ sfof{nosf]� 7'nf]� dxÎj /�xG5 . 
sfof{nosf]� dxÎjnfO{ lgDg a'Fbfx¿df pNn]�v ul/�Psf]� 5 M

-s_ 	 ;ª\u7gfTds sfo{k|lj|mofsf]� lgwf{/�0f /� kfngf ug{

-v_	 of]�hgf th'{df /� sfof{Gjog ug{

-u_	 hgzlSt k|flKt /� kl/�rfng ug{

-3_	 ef}�lts tyf ljQLo ;fwgsf]� k|flKt /� kl/�rfng ug{

-ª_	 gLltut lg0f{o tyf sfo{of]�hgf lgdf{0f ug{

-r_	 ;Dkflbt sfo{sf]� u'0f:�t/� lgoGq0f ug{

-5_	 ;ª\u7gsf]� k|s[ltcg';f/�sf ;]�jf k|bfg ug{

-h_	 ;ª\u7gsf]� k|s[ltcg';f/�sf j:�t' pTkfbg ug{ jf pknAw u/�fpg

-em_ 	 cGo ;ª\u7g tyf lgsfo;Fu ;Dks{ ;dGjo /� ;~rf/� ug{

-`_	 ljleGg k|sf/�sf sfo{sf]� clen]�v /�fVg /� pkof]�u ug{

-6_	 ;ª\u7gfTds lg/�Gt/�tf sfod ug{

-7_	 ;ª\u7gfTds sfo{;Dkfbgdf ldtJolotf sfod ug{

-8_	 ;]�jf k|jfx ug]�{ sfo{nfO{ l56f]� 5l/�tf]� agfpg

-9_	 ;ª\u7gfTds 5lj ;'wf/� ug{ /� ljZj;gLotf sfod /�fVg cflb .

!=% sfof{no Joj:�yfkg (Office management)
s'g}� klg sfof{nonfO{ p2]�Zo Pjd\ sfdcg'¿k k|efjsf/�L lsl;dn]� Joj:�yfkg /� ;~rfng 
ug{'k5{ . o;sf nflu lglZrt sfo{k4ltsf]� cjnDag u/�L sfof{no;DaGwL lj|mofsnfk ;~rfng 
ug]�{ sfo{nfO{ sfof{no Joj:�yfkg (Office management) elgG5 . csf]�{ zAbdf sfof{nosf 
lglZrt p2]�Zo k|flKtsf nflu of]�hgf agfpg]�, ;dGjo ug]�{ /� JolStx¿sf k|of;nfO{ PsLs[t u/�L 
;dGjofTds ¿kdf ;~rfng ug]�{ sfo{nfO{ sfof{no Joj:�yfkg elgG5 . ;+:�yfsf]� p2]�Zo k"/�f 
ug{sf nflu cfjZos dfgjLo, ef}�lts tyf cfly{s ;|f]�t;fwgsf]� plrt kl/�rfng u/�L glthf 
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k|fKt ug]�{ sfo{ sfof{no Joj:�yfkgdf k5{ . sfof{no Joj:�yfkgn]� ;+:�yfsf]� p2]�Zo k|flKtsf nflu 
of]�hgf agfpg]�, ;ª\u7g lgdf{0f ug]�{, sd{rf/�L Joj:�yfkg ug]�{, lgb]�{zg lbg]�, ;dGjo ug]�{, k|ltj]�bg 
ug]�{ tyf cfjZos ;|f]�t;fwg Joj:�yfkg ug]�{ h:�tf sfo{ u5{ . sfof{nosf]� Joj:�yfkg ubf{ pknAw 
dfgjLo, ef}�lts Pjd\ ljQLo ;+;fwgsf]� e/�k'/� pkof]�u ug]�{ u/�L sfo{ljlwsf]� lgwf{/�0f ug'k5{ . 
sfof{nodf sfo{ k|lj|mofsf]� ;~rf/� ug]�{, sfo{ ;~rfngsf nflu g]�t[Tj, lgoGq0f, cg'udg tyf 
d"Nofª\sg ug]�{ h:�tf sfo{ klg ul/�G5 . sfof{no Joj:�yfkgsf]� ;DaGw dfgjLo lj|mofsnfk;Fu 
x'G5 . o;n]� c¿nfO{ dfu{bz{g, lgoGq0f /� g]�t[Tj k|bfg u5{ . o;}�n]� sfof{no Joj:�yfkg klg 
sfof{nosf]� g]�t[Tj jf Joj:�yfkg ;d"xåf/�f Jojl:�yt x'G5 .

!=%=! sfof{no Joj:�yfkgsf sfo{x¿ (Functions of office management)

sfof{no Joj:�yfkg lgs}� hl6n tyf lj:�t[t ljifo xf]� . Luther Gulick sf cg';f/� Joj:�yfkgn]� 
of]�hgf agfpg]�, ;ª\u7g ug]�{, sd{rf/�L Joj:�yfkg ug]�{, lgb]�{zg lbg]�, ;dGjo ug]�{, ;~rf/� tyf 
k|ltj]�bg ug]�{ /� ;|f]�t Joj:�yf ug]�{ sfo{ u5{ . sfof{no Joj:�yfkgn]� oL sfo{x¿sf ;fy}� lg0f{o 
lng]�, g]�t[Tj lng]�, lgoGq0f ug]�{, lg/�LIf0f ug]�{, d"Nofª\sg ug]�{ h:�tf sfo{x¿ ug'{k5{ . sfof{no 
Joj:�yfkgn]� eljiosf]� of]�hgf agfpg]�, ;+:�yfsf]� ljleGg ljefu tyf zfvflar ;dGjo u/�fpg]�, 
Joj:�yfksnfO{ cfjZos hfgsf/�L tyf clen]�v k|bfg ug]�{ h:�tf sfo{x¿ klg ug'{k5{ . sfof{no 
Joj:�yfkgn]� ;+:�yfsf]� nIo tyf p2]�Zodf s]�lGb|t eO{ y'k|}� lsl;dsf sfo{x¿ lhDd]�jf/�Lk"j{s 
ug'{k5{ .

Joj:�yfkgljb\ Luther Gulick n]� Joj:�yfkgsf sfo{x¿ POSDCoRB sf]� ;"qdf JoSt u/�]�sf 
5g\ . POSDCoRB sf]� k"/�f ¿k of]�hgf (Planning), ;ª\u7g (Organizing), :�6flkmª (Staffing), 
lgb]�{zg (Directing), ;dGjo (Co-ordinating), k|ltj]�bg (Reporting) /� ah]�l6ª (Budgeting) 
x'g\ .

!=%=@= sfof{no Joj:�yfkgsf]� dxŒj (Importance of office management)

sfof{no Joj:�yfkgsf]� dxÎj Pjd\ cfjZostf lgDgfg';f/� k|:t't ul/�Psf]� 5 M

-s_ 	 hg;Dks{ j[l4 u/�L sfof{nonfO{ ;kmn agfpg

-v_ 	 ;fwg;|f]�tx¿ kl/�rfngdf lgoGq0f sfod ug{

-u_ 	 ;ª\u7gsf lj|mofsnfk, ;fwg /� ;|f]�tlar ;dGjo sfod ug{

-3_ 	 hgzlSt kl/�rfngnfO{ yk k|efjsf/�L agfpg

-ª_ 	 ;|f]�t kl/�rfngdf ldtJolotf sfod ug{

-r_ 	 ;]�jf k|jfx ug]�{ sfo{nfO{ l56f]� 5l/�tf]� agfpg

-5_ 	 ;+:�yfsf]� nIo /� p2]�Zo xfl;n ug{
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!=^ sd{rf/�L (Personnel)

!=^=! kl/�ro (Introduction)

;fdfGo cy{df ;ª\u7g jf ;+:�yfdf sfo{ ug]�{ ;a}� hgzlStnfO{ sd{rf/�Lsf ¿kdf a'lemG5 . t/� 
;ª\u7gdf sfd ug]�{ ;a}� hgzlStnfO{ sd{rf/�L dfGg ;lsFb}�g . k|To]�s ;ª\u7gdf Joj:�yfks 
jf dflns /� sfdbf/� jf sd{rf/�L u/�L b'O{ k|sf/�sf hgzlSt x'G5g\ . sd{rf/�L /�fVg]� jf /�f]�huf/� 
lbg]� kIfnfO{ /�f]�huf/�bftf (employer) elgG5 eg]� csf{sf nflu lglZrt ;t{df cfwfl/�t eO{ 
sfd u/�]�afkt s'g}� k|sf/�sf]� e'StfgL k|fKt ug]�{ JolStnfO{ sd{rf/�L elgG5 . o;dWo]� sd{rf/�Lsf 
;DaGwdf xfdL oxfF cWoog ug]�{ 5f}�F .

s'g}� Joj;fo, ;+:�yf jf lgsfon]� tf]�lsPsf]� nIo k|fKt ug{ jf glthf xfl;n ug]�{ u/�L s;}�nfO{ 
lhDdf lbg]� /� ;f]�afkt lglZrt /�sd e'StfgL ug]�{ u/�L sfddf nufPsf]� JolStnfO{ sd{rf/�L 
elgG5 . csf{]� cy{df sd{rf/�L To:�tf]� JolSt xf]� h;n]� c¿ s;}�sf nflu sfd u5{ /� sfd u/�]�afkt 
kfl/�>lds k|fKt u5{ .

;fdfGotM /�f]�huf/�bftfn]� s'g}� sfd u/�]�afkt lglZrt Hofnf, kfl/�>lds, z'Ns jf cGo k|sf/�sf]� 
e'StfgL lbg]� u/�L sfddf nufPsf]� JolStnfO{ sd{rf/�L elgG5 (A person who is hired for a wage, 
salary, fee or payment to perform work for an employer) .

sfg'gL efiffdf sfddf nufpg]� jf /�f]�huf/�L lbg]� ;fy}� sfd ug]�{nfO{ lgoGq0f ug]�{ e"ldsf ePsf]� 
kIfnfO{ dflns (Principal) /� tf]�lsPsf ;t{ kfngf u/�L kfl/�>lds jf s'g}� k|sf/�sf]� e'StfgL lnO{ 
sfd ug]�{ kIfnfO{ ;xfos (Agent) elgG5 .

sd{rf/�L sf]� xf]� /� /�f]�huf/�bftf sf]� xf]� eGg]� 5'6\ofpg Tolt ;xh 5}�g . pxL JolSt sltko 
cj:�yfdf dflns jf /�f]�huf/�bftfsf]� e"ldsfdf b]�lvG5 eg]� sltko cj:�yfdf sd{rf/�Lsf]� e"ldsfdf 
b]�lvG5 . pbfx/�0fsf ¿kdf ljBfnosf k|wfgfWofksnfO{ lng ;lsG5 . k|wfgfWofksn]� ljBfno 
;~rfng ug]�{ sfddf c¿ lzIfs, sd{rf/�L /� ;xof]�uLnfO{ sfddf nufpF5g\ . o; b[li6sf]�0fn]� x]�bf{ 
k|wfgfWofks /�f]�huf/�bftf h:�tf b]�lvG5g\ . t/� k|wfgfWofksn]� k9fpg'sf ;fy}� ljBfno Joj:�yfkg 
;ldlt tyf ;/�sf/�n]� tf]�s]�adf]�lhdsf]� sfd u5{g\ /� o;afkt c¿ lzIfs, sd{rf/�L jf ;xfosn]� 
h:�t}� tna k|fKt ug]�{ ePsfn]� pgL klg sd{rf/�L g}� x'g\ . oyfy{df ljBfno lzIfsnfO{ lgo'St u/�L 
k9fpg]� sfddf v6fpg]� ;/�sf/� /�f]�huf/�bftf jf dflns (Principal) /� lzIfs ;xfos jf sd{rf/�L 
(Agent) xf]� . o;}�n]� sf]� dflns /� sf]� sd{rf/�L xf]� eGg]� 5'6\ofpgsf nflu sf]� lgoGq0f ug]�{ e"ldsfdf 
;a}�eGbf dflyNnf]� :�yfgdf 5 /� sf]� lgolGqt e"ldsfdf 5 eGg]� olsg ug'{k5{ .

;du|df sd{rf/�L To:�tf]� JolSt xf]�, hf]� c¿sf nflu sfd u5{ . sfd u/�]�afkt s'g}� g s'g}� 
k|sf/�sf]� Hofnf, kfl/�>lds jf ;'ljwf k|fKt u5{ . lglZrt ;t{ /� ;Ldf kfngf u5{ . cfkm" :�jod\ 
Joj:�yfksLo lg0f{o ug]�{ clwsf/� /�fVb}�g /� ;ª\u7g jf /�f]�huf/�bftfk|lt lhDd]�jf/� /� hjfkmb]�xL 
/�xG5 .
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!=^=@ sd{rf/�Lsf k|sf/� (Type of personnel)

;a}� sd{rf/�Ln]� ljleGg txut ;+/�rgfdf /�x]�/� cfkm"nfO{ k|fKt lhDd]�jf/�Lcg';f/�sf sfo{ u5{g\ . 
pgLx¿sf]� sfd ug]�{ ;dofjlw klg lgwf{l/�t x'G5 . o;}�n]� sd{rf/�Lsf k|sf/� 5'6\ofpFbf To:�tf]� 
sd{rf/�Ln]� lgjf{x ug]�{ lhDd]�jf/�L tyf p;sf]� ;DalGwt ;+:�yfdf Joltt x'g]� ;dosf cfwf/�df 
juL{s/�0f ug]�{ tl/�sf a9L k|rlnt 5 . sd{rf/�LnfO{ sfddf ;+nUg ePsf If]�qcg';f/� ;/�sf/�L 
sd{rf/�L, u}�/�;/�sf/�L sd{rf/�L, lghL sd{rf/�L jf Jofj;flos sd{rf/�L, cGt/�f{li6«o ;+:�yfsf 
sd{rf/�L cflb cfwf/�df klg juL{s/�0f ug]�{ ul/�Psf]� 5 . To:�t}� lgjf{x ug]�{ lhDd]�jf/�Lsf cfwf/�df 
sd{rf/�LnfO{ pRr:�t/�Lo, dWod:�t/�Lo jf ;xfos sd{rf/�Lsf ¿kdf ljleGg txdf juL{s/�0f 
ul/�G5 . sd{rf/�LnfO{ sfd ug]�{ ;]�jf cjlw /� kfpg]� kfl/�>ldssf cfwf/�df :�yfoL, c:�yfoL, cf+lzs, 
s/�f/� jf Hofnfbf/�L sd{rf/�L h:�tf k|sf/�df juL{s/�0f ug{]� ul/�Psf]� kfOG5 . tnsf]� /�]�vflrqaf6 
sd{rf/�Lsf k|sf/�sf ;DaGwdf :�ki6 x'g ;lsG5 M

sd{rf/�Lsf]� k|sf/�

lgjf{x ug]�{ lhDd]�jf/�Lsf cfwf/�df		  sfd ug]�{ ;dofjlwsf cfwf/�df

pRr Joj:�yfkg sd{rf/�L			  :�yfoL sd{rf/�L

ljz]�if1 (Specialist) sd{rf/�L		  c:�yfoL sd{rf/�L

;fdfGo (Generalist) sd{rf/�L		  Hofnfbf/�L sd{rf/�L

;xfos sd{rf/�L				   cf+lzs ;do sd{rf/�L, s/�f/� sd{rf/�L

!=& sd{rf/�L Joj:�yfkgsf]� cy{ (Meaning of personnel management)
sfof{no :�yfkgfsf]� lglZrt nIo /� p2]�Zo x'G5 . To:�tf]� nIo /� p2]�Zo xfl;n ug{sf nflu sfdsf]� 
9fFrfsf]� lgdf{0f ug'{k5{ . To:�tf]� sfd s]� s:�tf l;k /� Ifdtf ePsf s]� slt sd{rf/�Laf6 ug{ jf 
u/�fpg ;lsG5 olsg ug'{k5{ . o; cfwf/�df cfjZos ;ª\Vof /� :�t/�df sd{rf/�L Joj:�yf u/�L 
sfof{nosf]� nIo /� p2]�Zocg';f/� sfd ug]�{ u/�fpg]� sfo{ g}� sd{rf/�L Joj:�yfkg xf]� . sd{rf/�L 
Joj:�yfkgdf d'VotM lgDglnlvt kfFrcf]�6f sfo{x¿ k5{g\ M

sd{rf/�L Joj:�yfkgsf d'Vo sfo{

-s_ hgzlSt of]�hgf lgDff{0f

-v_ cfjZos sd{rf/�Lsf]� k|flKt
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-u_ sd{rf/�L ljsf;

-3_ sd{rf/�L kl/�rfng

-ª_ sd{rf/�Lsf]� ;Def/�

-s_ sfof{nosf]� hgzlSt of]�hgf lgdf{0f ug]�{ (Human resource plannig)

sfof{nosf sfdsf]� ljZn]�if0f ug]�{ /� To:�tf sfd ug{sf nflu s]� s:�tf]� of]�Uotf, Ifdtf /� l;k 
ePsf slt sd{rf/�L cfjZos k5{g\ eGg]� of]�hgf agfpg]� sfo{ sfof{nosf]� Joj:�yfkgn]� u5{ . 
o; of]�hgfcg';f/� g}� sfof{nosf nflu cfjZos ljleGg txsf kb /� sd{rf/�Lsf]� ;ª\Vof lgwf{/�0f 
x'G5 .

-v_ cfjZos sd{rf/�Lsf]� k|flKt ug]�{ (Acquisition of personnel)

sfof{nosf]� Joj:�yfkgn]� sd{rf/�L k|fKt ug{]� ;DaGwdf :�ki6 gLlt, lgod /� k|lj|mof lgwf{/�0f 
ug'{k5{ . hgzlSt of]�hgf /� sfof{nosf]� cfjZostfcg';f/�sf sd{rf/�L k|fKt ug{sf nflu lj1fkg 
ug]�{, k/�LIff lng]� jf ;f]�em}� lgo'lSt ug]�{ h:�tf ljleGg k|lj|mofaf6 sfof{nodf sd{rf/�L k|fKt ul/�G5 .

-u_ sfof{nosf]� cfjZostfcg';f/� sd{rf/�L ljsf; ug]�{ (Development of personnel)

sfof{nodf ePsf ;a}� sd{rf/�L ;dfg of]�Uotf, Ifdtf /� l;k ePsf x'Fb}�gg\ . pgLx¿df /�x]�sf]� 
ljljwtfnfO{ sfof{nosf]� p2]�Zocg';f/�sf sfd ug{ ;Ifd agfpg ljleGg k|sf/�sf tflnd, k|lzIf0f 
tyf Ifdtf j[l4sf sfo{j|mdx¿ ;~rfng ul/�g' cfjZos x'G5 . sd{rf/�Lsf]� ljsf;;DaGwL o:�tf 
sfo{j|mdaf6 sd{rf/�LnfO{ sfof{nok|lt k|lta4 /� ;Ifd u/�fpg ;lsG5 . o;af6 sfof{nosf]� 
ljlzi6 sfo{z}�nL ljsf; eO{ k|efjsf/�L sfo{ ;Dkfbg ug{ ;lsG5 .

-3_ sd{rf/�Lsf]� kl/�rfng ug]�{ (Utilization of personnel)

sd{rf/�LnfO{ of]�Uotf, Ifdtf, l;k /� ?lrcg';f/�sf pko'St sfddf v6fpg]�, lglZrt lhDd]�jf/�L 
tf]�Sg]�, u/�]�sf sfdsf]� dfkg ug]�{ /� sfddf glthfdf lhDd]�jf/� agfpg]� h:�tf sfo{ Joj:�yfkgn]� 
ug'{k5{ . hlt;'s}� of]�Uo /� ;Ifd sd{rf/�L eP klg pgLx¿n]� lhDd]�jf/�Lk"j{s sfd gu/�]�df vf]�h]�sf]� 
glthf xfl;n ug{ ;lsFb}�g . o;}�n]� sd{rf/�LnfO{ sfd ug]�{ plrt jftfj/�0fsf]� lgdf{0f ug]�{ u/�fpg]� 
sfo{ sd{rf/�L Joj:�yfkgstf{sf]� x'G5 .

-ª_ sd{rf/�Lsf]� ;Def/� ug]�{ (Maintenance of personnel)

sd{rf/�LnfO{ sfddf nufPafktsf]� pko'St ;]�jf /� ;'ljwf cyf{t\ kfl/�>lds e'StfgLsf]� Joj:�yf 
ldnfpg'k5{ . sd{rf/�LnfO{ pTk|]�l/�t u/�fpg'sf ;fy}� sd{rf/�LnfO{ lglZrt cg'zf;g /� cfr/�0fdf 
/�fVg]� sfo{ klg ug'{k5{ . o;sf nflu sd{rf/�L /� sfof{nosf]� Joj:�yfkglar ;';DaGw sfod 
x'g'k5{ .
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!=&=!	 sd{rf/�Lsf]� >]�0fL jf txut juL{s/�0f (Rank and levelwise classification 
of personnel)

Ps}� lsl;dsf sd{rf/�Laf6 dfq}� sfof{nosf]� sfd p2]�Zocg';f/� ;~rfng ug{ ;lsFb}�g . To;}�n]� 
sfof{nodf g]�t[Tj ug]�{ k|d'vb]�lv ;]�jf k|bfg ug]�{ ;a}�eGbf tNnf]� tx;Ddsf ;xof]�uL sd{rf/�Lx¿ 
cfjZos x'G5g\ . sfof{nodf ePsf sd{rf/�Lx¿dWo]� pRr txdf sfof{nodf k||d'v, dWod jf 
sfof{Tds txdf zfvf k|d'v tyf ;xfos sd{rf/�Lx¿ /� tNnf txdf sfof{no ;xfos h:�tf 
ljleGg kbsf sd{rf/�Lx¿sf]� Joj:�yf ul/�Psf]� x'G5 . sfof{nosf]� sfdsf]� ljZn]�if0fsf cfwf/�df 
k|To]�s txdf pkjuL{s/�0f u/�L ljleGg gfdsf kb l;h{gf ul/�Psf]� x'g ;S5 . s'g txsf]� s'g 
kbdf s]� s:�tf]� of]�Uotf, Ifdtf tyf cg'ej ePsf sd{rf/�L /�fVg]� eGg]� s'/�fsf]� lgwf{/�0f sd{rf/�L 
Joj:�yf;Fu ;DalGwt lgodsf cfwf/�df ul/�Psf]� x'G5 . ;fdfGotM sd{rf/�Lsf]� >]�0fLut /� txut 
u/�L k|d'v b'O{ cfwf/�df juL{s/�0f ug]�{ ljlw k|rngdf 5g\ M

-s_ >]�0fLut juL{s/�0f (Rankwise classification)

sd{rf/�LnfO{ :�t/�cg';f/� ljleGg >]�0fL /� >]�0fLleqsf kbx¿df juL{s/�0f ul/�G5 . g]�kfn ;/�sf/�sf 
sfof{nox¿df sfd ug]�{ lghfdtL ;]�jfsf sd{rf/�Lx¿sf]� juL{s/�0fnfO{ >]�0fLut juL{s/�0fsf]� 
pbfx/�0fsf ¿kdf lng ;lsG5 . lghfdtL ;]�jfdf sd{rf/�LnfO{ /�fhkqfª\lst, /�fhkq  
cgª\lst /� >]�0fLljxLg u/�L d'Vo tLg >]�0fLdf juL{s/�0f ul/�Psf]� 5 . oL tLg >]�0fLleq klg 
k|fljlws /� k|zf;lgs u/�L b'O{ k|sf/�sf sd{rf/�L 5g\ . tL b'a}�cGtu{t k|To]�s >]�0fLleq klg 
k|yd, låtLo, t[tLo, rt'y{, kfFrf}�F h:�tf kbdf pkjuL{s/�0f ul/�Psf]� 5 . o; juL{s/�0fcg';f/�  
/�fhkqfª\lst k|yd >]�0fL pRr :�t/�sf]� kb xf]� eg]� >]�0fLljxLg kfFrf}�F ;a}�eGbf tNnf]� :�t/�sf]� kb xf]� .

-v_ txut juL{s/�0f (Levelwise classification) 

sfof{nosf sd{rf/�LnfO{ lglZrt txdf juL{s/�0f u/�]�/� ;'? txaf6 j|mdzM dflyNnf txdf hfg]� u/�L 
juL{s/�0f ul/�G5 . ;fdfGotM o:�tf]� tx juL{s/�0f, cª\s ljlwaf6 klxnf]�, bf]�;|f]�, t]�;|f]� ub}�{ ;a}�eGbf 
dflyNnf]� tx;Dd ul/�Psf]� x'G5 . ;/�sf/�L If]�qsf]� jfl0fHo a}�ª\sdf tx ! b]�lv tx !@ ;Ddsf 
sd{rf/�L /�xg]� u/�L tf]�lsPsf]� Joj:�yfnfO{ o;sf]� pbfx/�0fsf ¿kdf lng ;lsG5 . o:�tf]� juL{s/�0fdf 
tx !@ ;a}�eGbf dflyNnf]� :�t/�sf]� kb /� tx ! ;a}�eGbf tNnf]� :�t/�sf]� kb dflgG5 . oL b'O{ txsf 
lardf /�xg]� kbnfO{ dWod :�t/�sf kbsf ¿kdf lnOG5 .

!=*	 sfof{no ;~rfngdf sd{rf/�Lsf]� txut e"ldsf (Levelwise role of 
personnel in the office operation)

dfly pNn]�v ePsf k|sf/� /� txsf sd{rf/�Lx¿sf]� sfof{nodf /�xg]� e"ldsfsf af/�]�df cWoog ug{ 
oL ;a}� sd{rf/�LnfO{ -!_ g]�t[Tj tx -sfof{no k|d'v_ -@_ dWod tx -zfvf k|d'v_ /� -#_ ;xfos 
tx -;xfos sd{rf/�L_ u/�L d'Vo tLg k|sf/�df juL{s/�0f ul/�G5 .
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-s_ g]�t[Tj tx (Leading level)

sfof{nosf]� ;Dk"0f{ lhDdf lnO{ cfˆgf]� /�]�vb]�vdf sfof{nosf]� sfd ug]�{ /� u/�fpg]� u/�L clwsf/� k|fKt 
sd{rf/�Lsf]� txnfO{ g]�t[Tj tx elgG5 . g]�t[Tj txsf]� d'Vo JolStnfO{ sfof{no k|d'v elgG5 . 
cfˆgf]� sfof{nosf]� p2]�Zocg';f/�sf sfo{;~rfng /� ;Dkfbg ug]�{ lhDdf sfof{no k|d'vsf]� x'G5 . 
p;n]� sfof{nosf sfdx¿nfO{ Jojl:�yt tl/�sfn]� ;~rfng /� cfkm"eGbf tnsf sd{rf/�LnfO{ 
kl/�rfng ug]�{ sfo{sf]� g]�t[Tj ug'{k5{ . sfof{no k|d'vn]� cfkm"eGbf dflyNnf]� :�t/�sf]� sfof{no jf 
lgsfo eP To:�tf sfof{no jf lgsfoaf6 tf]�lsPsf cfˆgf sfof{nosf]� p2]�Zocg';f/�sf]� sfo{ 
ug]�{ u/�fpg]� clwsf/� /� lhDd]�jf/�L k|fKt u/�]�sf]� x'G5 . sfof{no k|d'vn]� ;a}� sfd cfkmF}�n]� ug]�{ geO{ 
g]�t[Tj tx jf sfof{nosf]� dflyNnf]� txdf /�x]�sf c¿ sd{rf/�Lx¿sf]� ;d]�t ;xof]�u k|fKt u/�L 
sfo{ ug'{ u/�fpg'k5{ . o; j|mddf sfof{no k|d'vnfO{ k|fKt clwsf/�dWo]� s]�xL clwsf/� g]�t[Tj 
txsf cGo sd{rf/�L jf tNnf txdf lbg]� jf k|Tofof]�hg ug{]� Joj:�yf ldnfOPsf]� x'G5 . g]�t[Tj 
txnfO{ sltko clwsf/� k|Tofof]�hg ug{ ldNg]� u/�L /� sltko clwsf/� k|Tofof]�hg ug{ gldNg]� u/�L  
lbOPsf]� x'G5 .

-c_	 g]�t[Tj txsf sd{rf/�Lsf]� e"ldsf /� sfo{x¿ (Roles and functions of leading 
personnel)

	 g]�t[Tj txsf sd{rf/�L vf; u/�L sfof{no k|d'vsf d'Vo sfdx¿ lgDgfg';f/� 5g\ M

(i)	 Joj:�yfkg jf dflyNnf]� txn]� lgwf{/�0f u/�]�sf]� gLlt sfof{Gjog ug'{

(ii)	 sfof{nosf]� of]�hgf tyf ah]�6 tof/� ug'{ /� sfof{Gjog ug'{

(iii)	 ljleGg lgsfo /� JolStx¿lar cfjZos ;dGjo ug'{

(iv)	 sfof{nosf sd{rf/�L /� ;|f]�t;fwgsf]� kl/�rfng tyf lgoGq0f ug'{

(v)	 sfof{nosf]� ef}�lts tyf cfly{s ;|f]�t;fwgsf]� ;'/�Iff ug'{

(vi)	 ;Dkflbt sfdsf]� clen]�v /�fVg nufpg'

(vii)	 cfly{s sf/�f]�af/�sf]� n]�vf /�fVg', /�fVg nufpg' /� n]�vf k/�LIf0f u/�fpg'

(viii)	 sfof{noaf6 ;Dkfbg ul/�Psf sfdx¿sf]� k|ltj]�bg ug'{

(ix)	 dflyNnf lgsfosf]� lgb]�{zg tyf cGo lgsfosf]� ;'emfj sfof{Gjog ug'{

(x)	 sfof{nosf]� p2]�Zo xfl;n ug{ cfjZos cGo sfo{x¿ ug'{, u/�fpg'
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-v_ dWod tx (Middle level)

sfof{nosf]� k|d'v jf pRr txcGtu{t /� ;xfos tyf tNnf txsf sd{rf/�LeGbf dflyNnf]� 
:�t/�df /�xL sfd ug]�{ sd{rf/�LnfO{ ;fdfGotM dWod txsf sd{rf/�L elgG5 . sfof{nosf]� sfdsf]� 
k|s[ltcg';f/� sfof{noleq ljleGg ljefu, dxfzfvf jf zfvfx¿sf]� u7g u/�L ltgsf]� k|d'vsf 
¿kdf sfo{ ug]�{ sd{rf/�Lx¿ g}� dWod txsf sd{rf/�L x'g\ . o;}� u/�L sfof{nodf /�xg]� k|zf;g zfvf, 
tflnd zfvf, n]�vf zfvf h:�tf zfvfdf /�xg]� zfvf k|d'v klg dWod txsf sd{rf/�Lx¿ x'g\ . 
dWod txdf klg kbut ¿kdf sfdsf]� lhDd]�jf/�L km/�s km/�s x'g]� u5{ . o; txsf sd{rf/�LnfO{ 
sfof{nosf]� d'Vo sfd ;Dkfbg ug]�{ sd{rf/�Lsf ¿kdf lnOG5 . oL sd{rf/�Ln]� cfˆgf]� lhDd]�jf/�Ldf 
/�x]�sf zfvfsf nflu lgwf{l/�t sfdx¿ ;Dkfbg ug]�{ /� u/�fpg]� sfo{ u5{g\ . o:�tf sd{rf/�Ln]� u/�]�sf]� 
sfdsf]� pQ/�bfloTj sfof{no k|d'v jf pRr txdf /�x]�sf]� x'G5 . pRr txsf]� hlt clwsf/� dWod 
txnfO{ geP tfklg tf]�lsPsf sfo{ ;Dkfbg ug]�{ ;Gbe{df sfof{no k|d'vn]� sfof{nosf]� ;Gbe{df 
u/�]� ;/�xsf sfdx¿ logLx¿n]� ug'{k5{ .

-c_	 dWod txsf sd{rf/�Lsf]� e"ldsf /� sfo{x¿ (Roles and functions of middle level 
personnel)

dWod txsf sd{rf/�Ldf klxn]� g}� lg0f{o eO;s]�sf jf :�ki6 ¿kdf kl/�eflift ePsf sfo{sf 
;DaGwdf lg0f{o lng kfpg]� clwsf/� /�xG5 . t/� gLltut ljifo jf dxÎjk"0f{ ljifodf lg0f{o ug]�{ 
/� cfly{s sf/�f]�af/� ug]�{ h:�tf clwsf/� eg]� dWod txdf /�xFb}�g . o;}�n]� lg0f{o ug]�{ j|mddf dWod 
txn]� cfjZos ;"rgf ;ª\sng u/�L ljZn]�if0f;lxt dflyNnf]� kbsf]� sd{rf/�L x'Fb}� sfof{no k|d'vdf 
k]�; ug'{k5{ . dWod txsf sd{rf/�Ln]� ;fdfGotM lgDglnlvt sfo{x¿ ug'{k5{ M

(i)	 cfˆgf]� lhDd]�jf/�Ldf /�x]�sf zfvfsf lgwf{l/�t sfo{ ug{'

(ii)	 dflyNnf]� txn]� lgwf{/�0f u/�]�sf]� gLlt sfof{Gjog ug{'

(iii)	 ljleGg lgsfo /� JolStx¿lar cfjZos ;dGjo ug'{

(iv)	 sfof{nosf sd{rf/�L /� ;|f]�t;fwgsf]� kl/�rfng tyf lgoGq0f ug'{

(v)	 sfof{nosf]� ef}�lts tyf cfly{s ;|f]�t;fwgsf]� ;'/�Iff ug'{

(vi)	 ;Dkflbt sfdsf]� clen]�v /�fVg nufpg'

(vii)	 cfly{s sf/�f]�af/�sf]� n]�vf /�fVg' /� n]�vf k/�LIf0f u/�fpg'

(viii)	 ;Dkfbg ul/�Psf sfd /� cGo ;"rgfx¿sf]� dflyNnf]� txdf k|ltj]�bg ug'{

(ix)	 dflyNnf lgsfosf]� lgb]�{zg tyf cGo lgsfosf]� ;'emfj sfof{Gjog ug'{

(x)	 sfof{nosf]� p2]�Zo xfl;n ug{ cfjZos cGo sfo{x¿ ug'{ u/�fpg'
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-u_ ;xfos tx (Assistant level)

sfof{nosf]� tNnf]� txdf /�x]�/� sfd ug]�{ sd{rf/�Lx¿ ;xfos txsf sd{rf/�L x'g\ . oL sd{rf/�Lx¿n]� 
sfof{no jf dxfzfvf zfvfsf]� ;a}� sfdsf]� lhDdf lng'kb{}�g . s'g}� Ps zfvfsf]� lglZrt k|sf/�sf 
sfd dfq ;Dkfbg ug'{k5{ . oL sfd ;w}�F bf]�xf]�l/�/�xg]� k|sf/�sf x'g ;S5g\ . pbfx/�0fsf ¿kdf 
ljBfnodf /�xg]� k|zf;g ;xfosnfO{ lng ;lsG5 h;n]� k|To]�s lbg ljBfyL{sf]� egf{ lng]�, z'Ns 
lng]�, ;"rgf tof/� ug]�{ /� k|wfgfWofks /� cGo lzIfsn]� nufPsf sfo{ dfq}� u5{g\ . g]�kfnsf]� ;/�sf/�L 
;]�jfdf /�fhkq cgª\lst >]�0fLsf sd{rf/�LnfO{ ;xfos txsf sd{rf/�Lsf ¿kdf lnOG5 .

-c_	 ;xfos txsf sd{rf/�Lsf]� e"ldsf /� sfo{x¿ (Roles and functions of assistant level 
personnel)

sfof{nosf]� sfo{ k|s[ltcg';f/� ;xfos txsf sd{rf/�Ln]� ug]�{ sfd klg km/�s km/�s x'G5g\ . t/� 
;a}�h;f]� sfof{nodf ;xfos txsf sd{rf/�LnfO{ dWod /� pRr txsf sd{rf/�L /� sfof{nosf]� 
Joj:�yfkgnfO{ ;xof]�u ug]�{ lhDd]�jf/�L lbOPsf]� x'G5 . ;xfos txsf sd{rf/�Ln]� sfof{nosf ;a}� 
k|sf/�sf sfdx¿sf ;DaGwdf ;fdfGo hfgsf/�L /�fVg'k5{ . ;xfos txsf sd{rf/�Ln]� cfkm"nfO{ 
tf]�lsPsf s'g}� klg sfdsf]� ;"rgf ;ª\sng ug'{, clen]�vLs/�0f ug'{, dflyNnf]� txnfO{ pknAw 
u/�fpg' jf tf]�s]�sf cGo sfd ug'{k5{ . ;xfos txsf sd{rf/�Lsf sfo{nfO{ lgDgfg';f/� k|:t't ug{ 
;lsG5 M

(i)	 sfof{Gjog sfo{	 M	sfof{nosf]� Joj:�yfkg /� pRr tyf dWod txsf 
sd{rf/�Laf6 lnOPsf ljleGg lg0f{o jf agfOPsf of]�hgf 
sfof{Gjog ug'{

(ii)	 ;]�jf k|bfg;DaGwL sfo{	 M	sfof{nosf]� cu| efu (front desk) df /�x]�/� ;]�jf k|bfg 
ug'{, hg;Dks{ ug'{, ;'emfj jf k[i7kf]�if0f k|fKt ug'{

(iii)	 cfly{s sfo{	 M sfof{nosf]� /�sd k|fKt ug'{, vftfdf bflvnf ug'{, n]�vf 
/�fVg' /� lx;fa a'emfpg'

(iv)	 clen]�v;DaGwL sfo{	 M sfof{nodf l;h{gf x'g]� sfuhft tyf clen]�vsf]� kmfOlnª, 
e08f/�0f tyf ;'/�Iff /� tYofª\s ;ª\sng ug'{

(v)	 k|zf;sLo sfo{	 M sd{rf/�L kl/�rfng Pjd\ sfof{no /� sd{rf/�Llarsf]� 
;DaGw Jojl:�yt ug{ ;xof]�u ug'{, k|lj|mofd"ns 
lj|mofsnfkx¿sf]� k|zf]�wg ug'{

(vi)	 ;~rf/� sfo{	 M sfof{no;DaGwL ;"rgf ;/�f]�sf/�jfnf tyf ;DalGwt 
sd{rf/�L /� Joj:�yfkgnfO{ lnlvt jf df}�lvs ¿kdf 
;~rf/� ug'{
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(vii)	 ;lrjfno ;]�jf sfo{	 M	sfof{nosf pRr tyf dWod txsf sd{rf/�L /� 
Joj:�yfksx¿nfO{ lghsf]� sfddf ;xof]�u k'Ug]� u/�L 
sfo{tflnsf Jojl:�yt u/�L e]�63f6 tyf a}�7s Joj:�yfkg, 
lg0f{o lgdf{0fdf ;xof]�u h:�tf sfo{ ug'{

(viii)	 pks/�0f ;~rfng;DaGwL sfo{ M sfof{nodf /�x]�sf sDKo'6/�, kmf]�6f]�skL, 6]�lnkmf]�g, 
P;L, cGo ljB'tLo pks/�0f tyf sfo{;Dkfbg;Fu 
;DalGwt cGo pks/�0fx¿sf]� ;~rfng tyf ;Def/� ug'{

(ix)	 ;]�jf tyf j:�t' k|flKt sfo{ M sfof{nosf nflu cfjZos ljleGg ;]�jf, j:�t' tyf 
;fdu|L c8{/� ug'{ tyf k|fKt ug'{

(x)	 k[i7kf]�if0f tyf ;'emfj ;ª\sng sfo{ M ;]�jfu|fxL tyf u|fxsx¿af6 sfd sf/�afxLsf 
;DaGwdf k|fKt sfof{nosf]� ;'emfj tyf k[i7kf]�if0f k|fKt 
ug'{

(xi)	 cGo sfo{	 M sfof{nosf]� sfd ;Dkfbg;Fu ;DalGwt cGo b}�lgs 
cfjZostfsf sfo{x¿ ug'{

cEof;

!=	 tnsf k|Zgsf]� clt 5f]�6f]� pQ/� n]�Vg'xf]�;\ M

-s_	 sfof{no eg]�sf]� s]� xf]� <

-v_	 cfwf/�e"t sfo{sf s'g}� b'O{ pbfx/�0f lbg'xf]�;\ .

-u_	 c:�yfoL /� ;]�jfd"ns sfof{nosf Ps Pscf]�6f pbfx/�0f lbgxf]�;\ .

-3_	 p2]�Zosf cfwf/�df sfof{nosf]� juL{s/�0f ug'{xf]�;\ .

-ª_	 dWod :�t/�sf]� sfof{no eg]�sf]� s]� xf]� <

-r_	 sfof{no Joj:�yfkg eGgfn]� s]�nfO{ a'emfpF5 <

-5_	 sfof{nosf d'Vo b'O{cf]�6f sfo{ s'g s'g x'g\ <

-h_	 ;/�sf/�L sfof{no eg]�sf]� s]� xf]� <

-em_ 	sd{rf/�L eGgfn]� s;nfO{ a'emfpF5 <
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-`_	 lhDd]�jf/�Lsf cfwf/�df sd{rf/�Lsf k|sf/� n]�Vg'xf]�;\ .

-6_	 sfof{nodf sd{rf/�Lsf]� kl/�rfng s]�sf cfwf/�df ug'{k5{ <

@=	 tnsf k|Zgsf]� 5f]�6f]� pQ/� n]�Vg'xf]�;\ M

-s_	 sfof{nosf s'g}� kfFrcf]�6f dxÎj n]Vg'xf]�;\ .

-v_	 sfof{nosf sfdsf af/�]�df 5f]�6s/�Ldf n]�Vg'xf]�;\ .

-u_	 sfof{nosf]� u7g ljlwsf af/�]�df n]�Vg'xf]�;\ .

-3_	 sfof{nosf]� p2]�Zo k|flKtsf nflu s;/�L sfof{no Joj:�yfkg ug'{k5{, n]�Vg'xf]�;\ .

-ª_	 sfd ug{]� ;dofjlwsf cfwf/�df sd{rf/�Lsf k|sf/� pNn]�v ug'{xf]�;\ .

-r_	 sd{rf/�Lsf]� >]�0fL tyf txsf]� juL{s/�0fsf af/�]�df n]�Vg'xf]�;\ .

-r_	 ;xfos txsf sd{rf/�Lsf s'g}� kfFrcf]�6f sfo{x¿ n]�Vg'xf]�;\ .

#=	 tnsf k|Zgsf]� nfdf]� pQ/� n]�Vg'xf]�;\ M

-s_	 sfof{nosf]� kl/�efiff lbFb}� sfof{nosf k|sf/�sf af/�]�df 5f]�6s/�Ldf j0f{g ug{'xf]�;\ .

-v_	 sfof{nosf cfwf/�e"t /� ;xfos sfo{x¿sf]� ljj]�rgf ug'{xf]�;\ .

-u_	 sfof{no Joj:�yfkgsf]� kl/�ro lbFb}� o;sf kfFrcf]�6f dxÎj a'Fbfut ¿kdf n]�Vg'xf]�;\ .

-3_	 sd{rf/�L Joj:�yfkgsf]� kl/�ro lbFb}� o;sf d'Vo sfo{sf af/�]�df n]�Vg'xf]�;\ .

-ª_	 sfof{no ;~rfng ug{df g]�t[Tj txsf sd{rf/�Lsf]� e"ldsfsf af/�]�df n]�Vg'xf]�;\ .

lj|mofsnfk

tkfO{“sf]� ;d'bfodf s]� s:�tf sfof{no /�x]�sf 5g\, ;fyLx¿;“u ;d"xdf 5nkmn u/�L ;"rL tof/� ug'{xf]�;\ 
/� sfo{ If]�qsf cfwf/�df juL{s/�0f u/�]�/� k|:�t't ug'{xf]�;\ .
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kf7 @
sfof{no ;xfos 
(Office Assistant)

@=! 	sfof{no ;xfossf]� kl/�ro /� k|sf/� (Introduction and types of 
office assistant)

sfof{nodf /�xg]� ;xfos txsf sd{rf/�LnfO{ ;du|df sfof{no ;xfossf ¿kdf a'lemG5 . 
sfof{nosf]� sfo{;Dkfbgdf lgoldt k|sf/�sf sfo{ ;~rfngdf k|ToIf jf k/�f]�If ¿kn]� lhDd]�jf/�Lk"0f{ 
9ª\uaf6 ;xof]�u ug]�{ ;xof]�uL sd{rf/�Lx¿ g}� sfof{no ;xfos x'g\ . sfof{nosf]� k|s[ltcg';f/� 
sfof{no ;xfosnfO{ tLg k|sf/�sf afF8\g ;lsG5 M

-s_ kmfF6jfnf

-v|_ lghL ;xfos

-u_ ;Dks{ ;xfos

-s_ kmf“6jfnf (Sectional clerk)

s'g}� sfof{nosf]� zfvfcGtu{t klg ljleGg kmfF6x¿ /�flvPsf x'G5g\ . sfof{nosf]� kmfF6n]� lgoldt 
:�j¿kdf ;Dkfbg ug'{kg]�{ Ps}� k|sf/�sf sfo{ ;Dkfbg x'g]� sfof{nosf]� lglZrt :�yfg (desk) nfO{ 
hgfpF5 . ljBfnodf /�x]�sf]� k/�LIff;DaGwL sfd ug]�{ :�yfgnfO{ …�k/�LIff kmfF6Ú� /� n]�vf /�fVg]� :�yfgnfO{ 
…�n]�vf kmfF6Ú� elgG5 . ljleGg ;/�sf/�L sfof{no, cbfnt, a}�ª\s tyf cGo lgudx¿sf o:�tf kmfF6sf]� 
sfd ug]�{ ;xfos :�t/�sf sd{rf/�LnfO{ kmfF6jfnf elgG5 . kmfF6jfnfn]� zfvf jf dxfzfvf k|d'v 
/� dflyNnf txsf sd{rf/�Lsf]� lgb]�{zgadf]�lhd sfof{nosf b}�lgs sfo{ ;Dkfbgdf ;xof]�u u5{g\ .

-v_ lghL ;xfos (Personal assistant)

7'nf]� lhDd]�jf/�Ldf /�x]�sf, w]�/�}� k|sf/�sf sfo{ ug'{kg]�{, cToGt Jo:�t /�xg'kg]�{ Joj:�yfks tyf 
kbflwsf/�Ln]� ;a}� sfd :�jod\ ug{ EofpFb}�gg\ . o:�tf kbflwsf/�Lsf sfo{;Dkfbgdf ;xof]�u k'¥ofpg]� 
lhDd]�jf/�L k|fKt ;xfos :�t/�sf sd{rf/�LnfO{ lghL ;xfos elgG5 . lghL ;xfossf]� d'Vo sfo{ 
kbflwsf/�LnfO{ ljZj;gLo ¿kdf ;xof]�u k'¥ofpg' xf]� . o;sf nflu To:�tf kbflwsf/�Ln]� ug]�{ 
sfdsf ;DaGwdf plrt hfgsf/�L lghL ;xfosn]� /�fVg'k5{ .

-u_ ;Dks{ ;xfos (Receptionist)

sfof{nosf]� ;]�jf lng cfpg]� ;]�jfu|fxL, u|fxs jf kfx'gfnfO{ To:�tf]� sfof{no;DaGwL sfddf ;xof]�u 
k'¥ofpg]� u/�L vl6g]� ;xfos :�t/�sf sd{rf/�LnfO{ ;Dks{ ;xfos elgG5 . ;fwf/�0ftM sfof{nodf 
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k|j]�z ug]�{lalQs}� hg;Dks{ jf ;f]�wk'5 sIf cflb n]�lvPsf 7fFpdf a;]�/� ;Dks{ ;xfosn]� sfd 

u5{g\ . ;Dks{ ;xfos sfof{nodf cfpg]� s'g}� klg JolStsf]� klxn]� e]�6\g]� JolSt xf]� . hg;Dks{ 

a9L ePsf sfof{nox¿df o:�tf sd{rf/�Ln]� a9L lhDd]�jf/�L jxg ug'{kg]�{ x'G5 . ;Dks{ ;xfosn]� 

;]�jfu|fxL jf u|fxsnfO{ s'/�f a'‰g]� u/�L Pp6}� sfo{ jf s'/�f k6s k6s bf]�xf]�¥ofP/� ug'{k5{ . ;Dks{ 

;xfossf]� sfd tyf dxÎj c¿ ;xfossf]� eGbf cln a9L g}� dflgG5 lsgls ;]�jfu|fxL jf u|fxsn]� 

;Dks{ ;xfossf]� ;xof]�usf cfwf/�df ;xh ¿kdf ;]�jf lng ;S5 /� p;sf]� sfof{nok|ltsf]� wf/�0ff 

aGg hfG5 .

@=@ sfof{no ;xfossf sfo{x¿ (Functions of office assistant)

sfof{nodf sfof{no ;xfosn]� ;fdfGotM lgDglnlvt sfo{ ug'{k5{ M

-s_ b}�lgs sfo{sf]� of]�hgf ug]�{ (Plan daily activities)

sfof{no ;xfosn]� lgoldt ¿kdf ug'{kg]�{ b}�lgs sfo{sf]� ;do;lxtsf]� tflnsf agfO{ sfd 

ug]�{ /� dflyNnf]� :�t/� jf g]�t[TjnfO{ ;xof]�u ug'{k5{ . sfof{no ;xfos cfkm}�Fn]� ug'{kg]�{ sfdsf]� 

k|fyldstf;lxtsf]� sfo{tflnsf ;"rLsf cfwf/�df sfd ubf{ ug'{kg]�{ sfd 5'6\b}�g eg]� ;dod}� klg 

ug{ ;lsG5 . k|To]�s lbg ug'{kg]�{ sfd /� ug{ ;lsPsf]� sfdsf]� ljZn]�if0f u/�L sfd ug]�{ k|lj|mofdf 

kl/�dfh{g jf sfo{af]�emcg';f/� k'gM sfdsf]� afF8kmfF6 ug{ Joj:�yfkgnfO{ ;"rgf lbg klg b}�lgs 

sfo{of]�hgfn]� dbt u5{ .

-v_ kqsf]� d;f}�bf tof/� ug]�{ /� 6fOk ug]�{ (Drafting and typing letters)

lgoldt k|s[ltsf lr7Lkqx¿sf]� tof/�L, hjfkm n]�vgnufotsf sfo{x¿ sfof{no ;xfos :�jod\n]� 

ug'{k5{ . sfof{nosf]� sfd;Fu ;DalGwt ljleGg k|ltj]�bg ug]�{, k|:�tfj tof/� ug]�{, kmf/�fd eg]�{, 

tYofª\s ;ª\sng ug]�{ tyf oL sfdsf]� sDKo'6/�df 6fOlkª ug]�{ jf k|ljli6 klg sfof{no ;xfosn]� 

ug'{k5{ .

-u_ l6kf]�6 /� lj:�t[tLs/�0f ug]�{ (Note and elaboration) :

sfof{nodf ljleGg ;dodf x'g]� 5nkmn, cGt/�lj|mof, a}�7s, 6]�lnkmf]�g, lel8of]� sGkm/�]�lG;ª, ;ef 

;Dd]�ng cflbsf jStf jf k|:�tf]�tfn]� k|:�t't u/�]�sf s'/�fsf]� l6kf]�6 /� gf]�6 tof/� ug]�{ sfd klg sfof{no 

;xfosn]� ug'{k5{ . o:�tf l6kf]�6sf]� lj:�t[tLs/�0f u/�L cfjZostfcg';f/� k|ltj]�bg tof/� ug]�{ jf 

l6kf]�6 cfkm"eGbf dflyNnf]� lhDd]�jf/� sd{rf/�LnfO{ pknAw u/�fpg'k5{ . sfof{no ;xfosn]� ljleGg 

dfWodaf6 sfof{no /� o;sf sfd;Fu ;DalGwt ljifodf cfPsf ;dfrf/� jf ;'emfj;d]�tsf]� l6kf]�6 

u/�L lhDd]�jf/� JolStnfO{ pknAw u/�fpg'k5{ .
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-3_ ;~rf/� ug]�{ (Communicating) 

lghL ;xfossf]� e"ldsfdf /�x]�sf]� jf 6]�lnkmf]�g ck/�]�6/�sf]� e"ldsfdf /�x]�sf]� sd{rf/�Ln]� sfof{nodf 
cfPsf 6]�lnkmf]�g /� sfof{noaf6 6]�lnkmf]�g ubf{ cGToGt lzi6tfsf ;fy Jojxf/� ug'{k5{ . 6]�lnkmf]�g 
cfpg]�lalQs}� cfˆgf]� /� sfof{nosf]� kl/�ro lbg]� /� 6]�lnkmf]�gdf dof{bfk"j{s s'/�fsfgL ug]�{, cfkm"n]� 
;dfwfg ug{ g;Sg]� s'/�fsf]� hjfkm lbg ;DalGwt zfvf jf kbsf sd{rf/�LnfO{ kmf]�g 6«fG;km/� 
ul/�lbg]�nufotsf sfd ug'{k5{ .

-ª_ kmfOlnª ug]�{ (Filing)

sfof{nosf]� sfd;Fu ;DalGwt sfhukqsf]� Jojl:�yt clen]�v /�fVg]� sfo{ klg sfof{no ;xfossf]� 
xf]� . kmfOlnª ljlwsf]� hfgsf/�L /�fVg]�, ljifo jf ;Gbe{ ldnfP/� Ps lglZrt lgodcg';f/� kmfOlnª 
ug]�{ sfo{ sfof{no ;xfosn]� ug'{k5{ . sfof{nodf k|fKt x'g]� jf l;h{gf x'g]� sfuhftx¿dWo]� s'g 
dxÎjk"0f{ x'g, s'g ;fdfGo x'g\ eGg]� 5'6\ofP/� kmfOn ug'{k5{ . o;/�L kmfOlnª ug]�{ j|mddf sfof{non]� 
sg}� lglZrt lgod agfPsf]� eP ;f]�xL lgodcg';f/� /� gagfPsf]� eP kmfOlnªsf ;}�4flGts 
ljlwcg';f/� vf]�h]�sf avt cfjZos sfuhftx¿ kQf nufpg ;Sg]� u/�L Joj:�yf ldnfpg'k5{ .

-r_ lr7Lkq tyf kf;{n cfbfgk|bfg ug]�{ (Exchange letters and parcels)

sfof{no ;xfosn]� sfof{noaf6 aflx/� k7fpg]� lr7Lkq Pjd\ kf;{n 8s'd]�G6x¿sf]� juL{s/�0fcg';f/� 
pko'Sttf ldnfO{ k7fpg'k5{ . aflx/�af6 sfof{nodf k|fKt o:�tf 8s'd]�G6x¿sf]� h?/�Lkgf tyf 
k|fyldstfcg';f/� ;DalGwt kmfF6, zfvf jf k|d'v s;nfO{ lbg'kg]�{ xf]� olsg u/�L pknAw 
u/�fpg'k5{ . o:�tf sfuhftsf]� cfbfgk|bfgdf k|fyldstfcg';f/� h?/�LnfO{ klxn]� /� sd h?/�LnfO{ 
To;kl5 k7fpg]� ug'{k5{ . o:�tf sfo{sf nflu x'nfs, s'l/�o/� ;]�jf jf cGo afxs ;]�jfx¿sf af/�]�df 
cBfjlws hfgsf/�L /�fVg'k5{ .

-5_ cfuGt'ssf]� e]�63f6 Joj:�yfkg ug]�{ (Arrange visitation of visiters) :�

sfof{nodf ljleGg dflg; cfpg ;S5g\ . sf]�xL k|d'v;Fu jf s'g}� zfvf k|d'v jf kmfF6jfnfx¿;Fu 
e]�6\g rfxG5g\ eg]� sf]�xL sfof{nosf]� ;fdfGo hfgsf/�L dfq lnP/� kms{G5g\ . sfof{no ;xfosn]� 
o;/�L sfof{nodf cfpg]� cfuGt's;Fu dof{bfk"j{s ;~rf/� ug]�{, e]�63f6 ug{ vf]�h]�sf]� sd{rf/�L 
jf kbflwsf/�L;Fu ;Dks{ u/�fOlbg]� jf ;do ldnfOlbg]�, e]�63f6 x'g g;Sg]� eP sf/�0f;lxtsf]� 
hfgsf/�L lbg]� ug'{k5{ . sltko cfuGt'sn]� ljgfk|of]�hg jf cgfjZos ljifodf e]�63f6 ug{ vf]�h]�sf 
eP ;f]�sf]� ;d]�t ljrf/� u/�L e]�63f6 Joj:�yfkg ug'{k5{ .

-h_ e|d0fsf]� Joj:�yfkg;“u ;DalGwt sfd ug]�{ (Visit management)

sfof{nosf]� s'g}� sd{rf/�L, k|d'v jf kbflwsf/�Ln]� sfof{no k|of]�hgdf ljleGg :�yfgsf]� e|d0f 
ug'{k5{ . To:�tf]� e|d0fsf]� tof/�L ug'{, e|d0f sfo{j|md agfpg', xjfOhxfh, a;, /�]�n jf cGo 
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e|d0f ;fwgsf]� l6s6 Joj:�yfkg ug{, e|d0fdf hfFbf rflxg]� cfjZos sfuhkq Jojl:�yt ug{  
;xof]�u ug{' tyf e|d0fkZrft\ k|ltj]�bg;DaGwL sfo{df ;xof]�u ug'{ klg sfof{no ;xfossf]� st{Jo 
x'G5 .

-em_ cfly{s clen]v /fVg] (Keeping financial record)

sfof{nodf ljleGg lsl;dsf cfDbfgL /� vr{x¿ ul/�G5g\ . cfDbfgL /� vr{sf]� lx;fa /�fVg]� 
sfo{;d]�t sfof{no ;xfosn]� ug'{k5{ . cfly{s sf/�f]�af/�sf]� n]�vf /�fVg]� sfo{ n]�vf;Fu ;DalGwt 
sd{rf/�Ln]� ug]�{ eP tfklg cGo ;xfos sd{rf/�Lx¿n]� cfkm";Fu ;DalGwt ;fgfltgf vr{sf]� 
lx;falstfa /�fVg'k5{ .

-`_ pks/�0f ;~rfng ug]�{ (Operating machines)

sfof{no ;xfosn]� cfˆgf]� sfo{nfO{ ;lhnf]� /� l56f]� ¿kdf ;~rfng ug{sf nflu sfof{nodf 
pknAw ljleGg pks/�0f tyf d]�l;gx¿sf]� ;~rfngsf]� 1fg /�fVg'k5{ . o:�tf d]�l;g tyf pks/�0f 
;~rfng ug{ hfg]�sf]� 5}�g eg]� hfg]�sf]� sd{rf/�Lsf]� ;xof]�u lng]�, d]l;gsf]� k|of]�ustf{ k'l:�tsfsf]� 
cWoog tyf OG6/�g]�6sf]� ;xof]�uaf6 d]�l;g ;~rfngsf]� hfgsf/�L /�fVg'k5{ .

-6_ sfo{tflnsf :�d/�0f u/�fpg]� (Remind the work schedule)

sfof{nosf dWod tyf pRr g]�t[Tjdf /�xg]� sd{rf/�Lx¿ gLlt lgdf{0f /� sfof{Gjog ug{, Joj:�yfksLo 
sfo{ ug{, ljleGg a}�7s tyf 5nkmndf ;xefuL x'g, sfof{nosf sfdsf]� cg'udg ug{, ;d:�of 
;dfwfg ug{, k|zf;lgs Joj:�yf ldnfpg Jo:�t /�xg]� x'G5g\ . o; k|sf/�sf sfdsf]� ;';~rfngdf 
;xof]�u ug{ ;xfos sd{rf/�Ln]� ;DalGwt kbflwsf/�Lsf]� sfo{tflnsf agfOlbg]�, ;dodf ;"rgf lbg]� 
/ o; k|sf/�sf sfo{nfO{ Jojl:�yt ug{ sfof{non] ljsf; u/]sf] k|0ffnLsf]� k|of]�u ug]�{nufotsf 
sfd klg ug'{k5{ .

@=# 	sfof{no ;xfos x'g cfjZos of]�Uotf /� u'0fx¿ (Qualification and 
traits of office assistant)

@=#=! sfof{no ;xfossf]� of]�Uotf (Qualification of office assistant)

sfof{nosf]� sfdsf]� k|s[lt /� sfo{ af]�emcg';f/� ljleGg tx /� kbsf sd{rf/�Lx¿ cfjZos x'G5g\ . 
s'g}� sfof{nodf yf]�/�}� dfq}� ;xfos :�t/�sf sd{rf/�L cfjZos x'G5g\ eg]� s'g}� sfof{nodf w]�/�}�  
;ª\Vofdf o:�tf sd{rf/�L /�xg ;S5g\ . o;/�L ;xfos :�t/�sf]� sfd ug]�{ sfof{no ;xfosn]� 
kmfF6jfnf, cGo sd{rf/�Lsf]� ;xfos jf ;Dks{ ;xfossf]� e"ldsfdf sfd ug'{k5{ . sfof{no 
;xfossf]� sfd ;a}� sfof{nodf lglZrt :�j¿ksf]� gx'g]� eP klg Tolt hl6n /� kbcg';f/� 
5'6\6f5'6\6}� ljz]�if of]�Uotf cfjZos x'Fb}�g . sltko sfof{nodf ;xfos :�t/�sf kbaf6 sfo{ ;'? 
u/�]�sf of]�Uo /� cg'ejL JolStnfO{ j|mdzM dWod /� pRr txsf kbdf sfo{ ug]�{ cj;/� lbOPsf]� 
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x'G5 . o;}�n]� sfof{no ;xfoss}� kbdf klg lglZrt of]�Uotf gePsf]� JolStnfO{ sd{rf/�Lsf ¿kdf 
lgo'St ul/�Fb}�g /� lhDd]�jf/�L klg lbOFb}�g . o;}�n]� sfof{no ;xfossf ljleGg kbdf ;]�jf k|j]�z ug]�{ 
sd{rf/�Ldf lgDgfg';f/�sf]� of]�Uotf cfjZos x'G5 M

-s_ Go"gtd lzIff (Minimum education)

sfof{nosf]� h'g;'s}� kbdf sfd ug{]� JolStn]� lglZrt z}�lIfs of]�Uotf k|fKt ug'{kg]�{ x'G5 . sd{rf/�L 
lgo'St ug]�{ ;+:�yf, lgsfo jf sfof{non]� cfkm"cGtu{t /�x]�sf k|To]�s kbn]� s]� s:�tf]� sfd ug'{k5{ egL 
sfo{ljZn]�if0f u5{g\ . sfo{ljZn]�if0fsf cfwf/�df To:�tf]� sfd ug{ Go"gtd ¿kdf s]� s:�tf]� of]�Uotf 
cfjZos x'G5 eGg]� lgwf{/�0f u/�]�sf x'G5g\ . o;}�n]� sfof{no ;xfos kbdf sfd ug]�{ s'g}� JolStdf 
tf]�lsPsf]� Go"gtd z}�lIfs of]�Uotf x'g' cfjZos k5{ . g]�kfnsf]� ;Gbe{df ;xfos sd{rf/�Lsf 
nflu dfWolds txsf]� Go"gtd z}�lIfs of]�Uotf x'g'k5{ t/�� ;f]��eGbf a9L of]��Uotf ePsf JolStnfO{ 
k|fyldstf lbg ;lsG5 .

-v_ P]�g, sfg'g /� lgod;DaGwL 1fg (Knowledge of acts, laws and by- laws)

sfof{nosf]� s'g sfd s]� s;/�L ug'{k5{ eGg]� hfgsf/�L klg sfof{no ;xfosnfO{ cfjZos x'G5 . 
ljleGg kbdf /�x]�/� sfof{nosf]� sfd ;~rfng ug{]� o:�tf sd{rf/�Ldf ;f]� sfof{no /� ug'kg]�{ sfd;Fu 
;DalGwt sfg'gL Joj:�yfsf]� 1fg x'g' cfjZos x'G5 . o:�tf sfg'gL Joj:�yfdf ;DalGwt P]�g, 
lgod, ljlgod, ljwfg, lgb]�{lzsf /� cEof;x¿ /�xG5g\ . sfof{nosf]� ;]�jfdf k|j]�zclu o:�tf 
sfg'gL ljifosf af/�]�df ;fdfGo hfgsf/�L dfq}� eP k'U5 eg]� ;]�jf k|j]�zkl5 sfd;Fu ;DalGwt 
sfg'gL ljifodf lj:�t[t hfgsf/�L cfjZos x'G5 . sfg'gL Joj:�yf /� sfo{;~rfng ljlw jf 
k|lj|mofsf]� hfgsf/�L ePsf sfof{no ;xfos jf sd{rf/�Ln]� /�fd|/�L cfˆgf]� lhDd]�jf/�L k"/�f ug{  
;S5g\ .

-u_ eflifs 1fg (Linguistic knowledge)

sfof{nosf]� sfdsfhsf]� efiffsf]� cfwf/�e"t hfgsf/�L sfof{no ;xfosdf x'g' cfjZos x'G5 . 
sfof{no ;xfosn]� sfof{nodf k|fKt lr7L kq k9\g]�, hjfkmsf]� d;f}�bf ug]�{, dflyNnf]� :�t/�sf 
sd{rf/�L jf Joj:�yfksnfO{ ;f]�sf]� hfgsf/�L u/�fpg]� h:�tf eflifs l;k;Fu ;DalGwt sfd ug'{k5{ . 
To:�tf sfd ubf{ sfof{nosf]� cf}�krfl/�s sfdsfhsf]� efiffsf cltl/�St :�yfgLo efiff tyf ljb]�zL 
efiff;d]�tsf]� hfgsf/�L cfjZos x'G5 . g]�kfnsf]� ;Gbe{df sfof{nodf cf}�krfl/�s efiffsf ¿kdf 
g]�kfnL efiff k|of]�u x'G5 eg]� s]�xL :�yfgLo txdf :�yfgLo efiff klg k|of]�u x'g yfn]�sf]� 5 . ljb]�zL 
efiffdf cª\u|]�hL efiff a9L k|of]�u x'G5 . o;afx]�s lxGbL, lrlgofF /� cGo ljb]�zL efiff klg k|of]�udf 
/�xG5g\ . sfof{nosf]� cfjZostfcg';f/� o:�tf cltl/�St efiffsf]� klg hfgsf/�L ePsf]� sfof{no 
;xfos ePdf sfof{nosf]� sfo{;~rfng ;xh x'G5 .
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-3_ n]�vf tyf a}�ª\lsª;DaGwL 1fg (Accounting and banking skills)

sltko ;xfos :�t/�sf sd{rf/�Ln]� sfof{nosf nflu /�sd k|fKt ug]�{ /� To:�tf]� /�sd a}�ª\sdf hDdf 
ug'{sf ;fy}� sfof{nosf tkm{af6 vr{ ug{df ;d]�t ;+nUg x'g'k5{ . o:�tf]� sfd ug{sf nflu n]�vf 
/� a}�ª\lsª sf/�f]�af/�;DaGwL cfwf/�e"t 1fg sfof{no ;xfosdf x'g' cfjZos x'G5 . sfof{nosf]� 
cfly{s gLlt jf z'Nsnufotsf s'/�fdf ;]�jfu|fxLnfO{ a'emfpg ;Sg]� hfgsf/�L klg sfof{no 
;xfosdf x'g'k5{ . o; k|sf/�sf sfdsf nflu /�l;b tyf lan e/�kfO{ agfpg]�, k]�:�sL lng]�, lx;fa 
a'emfpg]� nufotsf cfwf/�e"t l;k cfjZos x'G5g\ .

-ª_	 sDKo'6/� tyf cGo d]�l;g rnfpg]� l;k (Skills of computer and machine 
operation)

sfof{nodf /�x]�sf sDKo'6/�, kmf]�6f]�skL, lel8of]� sGkm/�]�lG;ª pks/�0fnufotsf ljleGg ljB'tLo 
pks/�0f ;~rfngsf]� 1fg klg sfof{no ;xfosdf cfjZos x'G5 . sfof{no ;xfosn]� cfˆgf]� 
sfd ug{ tyf sfof{noLo sfdnfO{ Jojl:�yt ug{ sDKo'6/�df cfwfl/�t k|0ffnLx¿ ;~rfng 
ug{ hfGg}� kg{]� x'G5 . k|ljlwdf cfwfl/�t ;]�jf k|jfx ug{'sf ;fy}� sfof{nodf /�x]�sf cGo pks/�0f 
;~rfng ug]�{ cfwf/�e"t l;k sfof{no ;xfosdf cfjZos x'G5 .

-r_ ;~rf/� l;k (Comminication Skills)

sfof{no ;xfosdf df}�lvs tyf lnlvt ;~rf/� l;k x'g' cfjZos x'G5 . df}�lvs ;~rf/�df 
6]�lnkmf]�g ;+jfb, ;]�jfu|fxL tyf u|fxs;Fusf]� ;+jfb, c¿sf s'/�f ;'Gg]� tyf s'/�f a'emfpg]� u/�L 
hfgsf/�L lbg]� h:�tf u'0fx¿ k5{g\ eg]� lnlvt ;~rf/�sf j|mddf kqfrf/�, Od]�n, k|ltj]�bg n]�vg, 
l6Kk0fL jf d]�df]� n]�vg h:�tf sfdsf]� hfgsf/�L x'g'k5{ . ;~rf/�sf j|mddf ;sf/�fTds /� ldqjt\ 
Jojxf/� ug{ ;Sg]� l;k /� u'0f o:�tf sd{rf/�Ldf cfjZos x'G5 .

-5_ sfo{;Dkfbg l;k (Performance Skills)

sfof{nodf cfkm"nfO{ nufOPsf sfd s'zntfk"j{s ;Dkfbg ug{ cfjZos cGo ljleGg l;k 
klg sfof{no ;xfosdf cfjZos x'G5 . sfof{nosf cGo sd{rf/�L tyf g]�t[TjnfO{ ;xof]�u ug]�{, 
tYofª\s ;ª\sng tyf k|ljli6, kmfOlnª /� clen]�v Joj:�yfkg, e]�63f6 tyf a}�7s Joj:�yfkg, 
e|d0f	 Joj:�yfkgnufotsf sfof{nosf cGo sfo{ ;Dkfbg;Fu ;DalGwt l;k klg ;xfos :�t/�sf 
sd{rf/�L;Fu x'g' cfjZos x'G5 . sfof{no ;xfosdf o:�tf l;k hlt a9L x'G5 sfof{nosf]� sfd 
Tolt g}� /�fd|f]�;Fu x'g hfG5 .

@=#=@ sfof{no ;xfossf u'0fx¿ (Traits of office assistant)

sfof{nosf]� sfd k|efjsf/�L ¿kdf ;Dkfbg ug{ o;sf sd{rf/�Lx¿ ;Ifd x'g'k5{ . sd{rf/�Lx¿df 
kf/�:�kl/�s ;xof]�u, cfb/�k"0f{ /� :�jR5 Jojxf/�, ;xsdL{x¿;Fu ;Ddfghgs ;xsfo{, cfk"meGbf 
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;fgf;Fu ldqjt\ Jojxf/� tyf 7'nf sd{rf/�L;Fu plrt cfb/�k"0f{ Jojxf/� h:�tf u'0fx¿ cfjZos 
x'G5g\ . ;a}� sd{rf/�Ldf sfd ug]�{ j|mddf cfjZostfcg';f/� hf]�;'s}�;Fu v'nf 5nkmn tyf 
cGt/�lj|mof ug{ ;Sg]�, cfˆgf]� nIok|lt ;dlk{t, ts{k"0f{ cleJolSt lbg ;Sg]�, hfFul/�nf]�, ;fx;L, 
w}�o{tf ePsf]�, kl/�>dL :�jefjnufot cfˆgf sfdsf af/�]�df u'0fbf]�if s]�nfpg /� cfTdd"Nofª\sg ug{ 
;Sg]� u'0fx¿ cfjZos dflgG5g\ . o:�tf u'0fx¿sf cnfjf sfof{no ;xfos sd{rf/�Ldf /�xg'kg]�{ 
u'0fx¿nfO{ lgDgaf]�lhd k|:t't ul/�Psf]� 5 M

-s_ JolStut cfs[lt (Personal appreance)

sfof{no ;xfosn]� ;w}�F ;kmf, 5l/�tf]�, cfsif{s /� sfo{:�yndf sfd ug{ ;xh x'g]� kf]�;fs -sfof{non]� 
8«]�; sf]�8 nfu' u/�]�sf]� eP ;f]�xLcg';f/�sf]�_ nufpg'k5{ . sfof{no ;xfossf]� JolStTjn]� sfof{nosf 
sfddf ;sf/�fTds k|efj kf5{ .

-v_ ;/�;kmfO (Hygiene)

sfof{no ;xfosn]� cfˆgf]� JolStut ;/�;kmfOsf ;fy}� cfˆgf]� sfo{sIf /� sfof{nosf]� ;kmfOsf]� 
;d]�t plrt Joj:�yf ldnfpg'k5{ . ;kmf /� lrl6Ss ldn]�sf]� sfof{nosf]� sfo{sIf Pjd\� ldnfP/� 
/�flvPsf sfof{nosf kmlg{r/� tyf ;fdu|Ln]� sfo{;Dkfbgdf ;sf/�fTds k|efj kf5{g\ .

-u_ ;+od (Restraint)

;+od Ps lsl;dsf]� cfTdlgoGq0f /� cfTdljZjf; xf]� . ;+od eg]�sf]� gcflQg]� /� gx8\a8fpg]� u'0f 
xf]� . sfof{nosf]� sfdsf l;nl;nfdf s;}�;Fu g8/�fO{ Pjd\� gwsfO{ ;+oldt eP/� sfo{ ug'{k5{ . 
l/�; p7]� klg klg cfk}�mFleq}� bafO{ gl/�;fP e}�Fm u/�L Jojxf/� ug'{ /� tTsfn s'g}� gsf/�fTds k|efj 
gb]�vfpg' klg ;+odtf xf]� . sfof{nodf cfpg]� cK7\of/�f /� ;d:�of;Fu h'Wg Pjd\� ljj]�szLn eO{ 
sfd ug{ sfof{no ;xfosdf ;+odsf]� h?/�L x'G5 .

-3_ ;xof]�uL (Helpful)

;xof]�u hlxn]� klg bf]�xf]�/�f]� k|s[ltsf]� /�fd|f]� x'G5 . c¿;Fu ;xof]�u lng' 5 eg]� cfk"mn]� klg csf{nfO{ 
;xof]�u ug'{k5{ . sfof{nosf cGo ;fyLx¿ u|fxsx¿;Fu klg ;xof]�uL efjgf /�fv]� cfk"mnfO{ cK7]�/�f]� 
kbf{ ;a}�n]� ;xof]�u u5{g\ . To;n]� ubf{ ;xof]�usf]� efjgf :�jtM knfpF5 . cfk"m ;xof]�uL ePdf 
c¿sf]� ;xof]�u klg :�jtM k|fKt x'G5 .

-ª_ lzi6frf/� (Courtesy)

csf{l;t ul/�g]� eb| Jojxf/� g}� lzi6frf/� xf]� . e]�6 x'Fbf d';'Ss xfF:�g]�, gd:�sf/� ug]�{, x]�nf]�, s]� 5 
xfnva/� eGgf]�;\, ;Gr}� xf]� lg egL ;f]�wk'5 ub}�{ clejfbg ug'{ /� labf x'Fbf hfG5' x}�, a:�g'xf]�;\ n Û 
h:�tf lzi6frf/�o'St efiffsf]� k|of]�u ug{ /� plrt lzi6tf b]�vfpg cfb/�fyL{ zAbx¿sf]� plrt k|of]�u 
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ug{ klg hfGg'k5{ . lzi6tfn]� sfof{no ;xfosdf ePsf c¿ u'0fx¿nfO{ ;d]�t ;sf/�fTds k|efj 
k5{ .

-r_ ljg|dtf (Humility)

gd| af]�nL /� c;n Jojxf/� ug]�{ dfG5]�nfO{ ;a}�n]� ?rfpF5g\ . gd|tfn]� JolStnfO{ cem /�fd|f]� agfpF5 . 
sfof{no ;xfosdf ljgd|tf o:�tf]� x'g'k5{ ls ;a}�n]� pgnfO{ cfFvfdf /�fv]� klg glaemfpg]� dfg'g\ 
/� ;a}�sf]� ;xof]�un]� p;n]� cfˆgf]� sfo{df ;kmntf k|fKt u/�f]�;\ . o;}�n]� sfof{no ;xfos nugzLn, 
st{Jok/�fo0f /� ljgd| x'g'k5{ .

-5_ ljZjf; (Faith)

sfof{nosf sltko sfd sf/�afxLx¿ lgwf{l/�t k|lj|mof, 9fFrf, u'0f:�t/� /� ;dod}� ;DkGg ug]�{ 
sfof{no ;xfosnfO{ dflyNnf]� txsf sd{rf/�L jf g]�t[Tjn]� ljZjf; u5{g\ . sfdk|lt Odfgbfl/�tf 
/�fVg]�, s'g}� klg s'/�f gn'sfpg]�, 5n5fd gug]�{ sd{rf/�LnfO{ c¿n]� ljZjf; u5{g\ . cfr/�0fo'St, 
sfo{;Dkfbg s'zntf /� ljZj;gLo afgL Jojxf/�, sfof{nosf sfdsf]� uf]�kgLotf sfod /�fVg 
;Sg]�, ;]�jfu|fxL tyf u|fxs;Fusf]� d}�qLk"0f{ Jojxf/� cflbn]� sfof{no ;xof]�uLdf ljZj;gLotf sfod 
/�fV5 .

-h_ cle?lr (Taste)

s'g}� sfddf cle?lr /�fv]�kl5 dfq l56}� sfd l;Sg ;lsG5 . cle?lr g/�fvLsg ul/�Psf sfddf 
uNtL x'g]� w]�/�}� ;Defjgf /�xG5 . ?lrk"j{s gu/�]�sf sfdsf]� glthf ljZj;gLo x'Fb}�g . s'g}� sfddf 
cle?lrk"j{s ;+nUg x'Fbf gofF l;k l;Sg]� ;Defjgf /�xG5 . sfof{no ;xfosn]� cfˆgf]� lhDdfdf 
cfPsf ;a}� vfnsf sfdx¿ ?lrk"j{s ug'{ /� cfkm"nfO{ ;a}�sf]� ljZjfl;nf]� sd{rf/�Lsf ¿kdf 
:�yflkt u/�fpg'k5{ .

-em_ e/�kbf]�{kgf (Relaibility)

sfof{no ;xfosn]� cfk"mnfO{ lhDdf lbOPsf]� sfd To:�tf]� tl/�sfn]� ;Dkfbg ug'{k5{ h;dfly 
s'g}� klg r/�0fdf s;}�n]� cljZjf; ug{ g;sf]�;\ . of]� sd{rf/�Ln]� u/�]�sf sfddf s'g}� vf]�6 jf sdL 
sdhf]�/�L x'Fb}�g /� o;sf k5fl8 yk cWoog ljZn]�if0f cfjZos 5}�g egL dflyNnf txaf6 k"0f{ 
e/� kg]�{ cj:�yf sfof{no ;xfossf sfddf cfpg'k5{ . e/�kbf]�{ ¿kdf sfd ug]�{ sd{rf/�Lsf]� 
sfo{s'zntfdf ;'wf/� eO{ ;]�jfleq}� j|mdzM dflyNnf]� kbdf hfg ;Sg]� cj:�yf klg /�xG5 . sfof{no 
;xfosn]� nufP cx|fPsf]� sfd dfq gu/�L :�jtM:�km"t{ ¿kdf yk sfdx¿ u/�]�/� klg cfˆgf]� e/�kbf]�{kg 
k|dfl0ft ug{ ;S5g\ .
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-`_ lgoldttf (Regularity)

sfof{nodf lgoldt ¿kdf pkl:�yt x'g]�, tf]�lsPsf]� ;do;Dd sfd ug]�{ / lgwf{l/�t ;dotflnsfcg';f/� 
cfˆgf sfd ug]�{ ug'{k5{ . To;}�u/�L labf :�jLs[t ug{]� clwsf/�Lsf]� :�jLs[lt lnP/� dfq}� labfdf a;L, 
cfkm" labfdf a:�bf cfkm"n]� ug]�{ sfdsf ;DaGwdf csf]�{ sd{rf/�LnfO{ hfgsf/�L u/�fpg'k5{ . cfˆgf]� 
cg'kl:�yltdf ePsf sfd s'/�fx¿sf af/�]�df klg cBfjlws hfgsf/�L /�fVg]� h:�tf lgoldttf;DaGwL 
u'0fx¿ sfof{no ;xfosdf /�xg'k5{ .

-6_ ;dosf]� kl/�kfngf (Punctuality)

sfof{no ;~rfngsf nflu lgwf{/�0f ul/�Psf]� ;do jf s'g}� sfd ;DkGg ug{ tf]�lsPsf]� ;do 
;Ldfleq}� /�xL sfo{ ;Dkfbg ug'{ ;a}� sd{rf/�Lsf]� st{Jo x'G5 . ;a}� sfd Ps}� k6s ug{ g;lsg]� 
ePsfn]� sfdsf]� k|fyldstfcg';f/� sfo{of]�hgf agfP/� sfof{Gjog ug'{k5{ . sfof{no ;xfosn]� 
;d]�t lgwf{l/�t sfdx¿ tf]�lsPsf]� ;dod}� ;Dkfbg u/�L ;dosf]� kfngf ug'{k5{ .

cEof;

!=	 tnsf k|Zgsf]� clt 5f]�6f]� pQ/� n]�Vg'xf]�;\ M

-s_	 sfof{no ;xfos eGgfn]� s:�tf sd{rf/�LnfO{ a'emfpF5 <

-v_	 kmfF6jfnf eGgfn]� s:�tf sd{rf/�LnfO{ a'emfpF5 <

-u_	 lghL ;xfossf]� k|d'v lhDd]�jf/�L s]� xf]� <

-3_	 s:�tf k|sf/�sf sfof{nodf ;Dks{ ;xfossf]� e"ldsf a9L x'G5 <

-ª_	 sfof{no ;xfossf]� Go"gtd z}�lIfs of]�Uotf slt x'g'k5{ <

-r_	 ;~rf/� l;kcGtu{t sfof{no ;xfosn]� s]� ug'{k5{ <

-5_	 sfof{no ;xfossf nflu cfjZos s'g}� rf/� of]�Uotf s]� s]� x'g\ <

-h_	 sfof{no ;xfossf b}�lgs sfo{ n]�Vg'xf]�;\ .

-em_ 	sfof{no ;xfossf]� JolStTjn]� sfof{nosf sfddf ;sf/�fTds k|efj kf5{, s'g}� Ps 
sf/�0f lbg'xf]�;\ .

-`_	 sfof{no ;xfossf s'g}� rf/� u'0f pNn]�v ug'{xf]�;\ .
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@=	 tnsf k|Zgsf]� 5f]�6f]� pQ/� n]�Vg'xf]�;\ M

-s_	 sfof{no ;xfosn]� sfof{nodf s]� s:�tf]� e"ldsf lgjf{x ug'{k5{ <

-v_	 kmfF6jfnfn]� s:�tf sfdx¿ ug'{k5{ <

-u_	 sfof{no ;xfosnfO{ P]�g, sfg'g /� lgod;DaGwL 1fg s;/�L lbg ;lsG5 <

-3_	 ;~rf/� l;ksf af/�]�df 5f]�6s/�Ldf n]�Vg'xf]�;\ .

-ª_	 ljgd| af]�nL jrg /� lzi6tf sfof{no ;xfossf k|d'v u'0fx¿ x'g\ . o; egfOnfO{ 
k'li6 ug'{xf]�;\ .

#=	 tnsf k|Zgsf]� nfdf]� pQ/� n]�Vg'xf]�;\ M

-s_	 Pp6f c;n ;xfosdf x'g'kg]�{ s'g}� cf7cf]�6f u'0f j0f{g ug'{xf]�;\ .

-v_	 olb tkfO{F sfof{no ;xfos sd{rf/�L x'g'eof]� eg]� cfkm"df s:�tf u'0f cfjZos 
7fGg'x'G5, pNn]�v ug'{xf]�;\ .

kl/�of]�hgf sfo{

tkfO{Fsf]� ljBfnodf jf glhssf]� s'g}� ;ª\3;+:�yfdf sfo{/�t ;xfos sd{rf/�L;Fu 5nkmn u/�L lghn]� 
u/�]�sf sfdsf]� ;"rL agfO{ sIffdf k|:�t't ug'{xf]�;\ .
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kf7 #
sfof{no ;|f]�t;fwg  
(Office Resources)

#=! sfof{no ;|f]�t;fwgsf]� kl/�ro (Introduction to office resources) 
sfof{no ;~rfngsf nflu ljleGg ;|f]�t;fwg cfjZos k5{g\ . o:�tf ;|f]�t;fwgsf]� k|of]�usf]� 
lglZrt df}�lb|s d"No jf cfly{s nfut x'G5 . o:�tf ;fwgx¿sf]� Joj:�yf ug]�{ /� ltgnfO{ plrt 
¿kdf kl/�rfng u/�L sfof{nosf]� p2]�Zocg';f/� glthf xfl;n ug]�{ sfo{ Joj:�yfkgn]� u5{ . 
sd{rf/�Lx¿n]� Joj:�yfkgn]� agfPsf]� of]�hgfcg';f/�sf sfd u5{g\ . Joj:�yfkg /� sd{rf/�Ln]� sfd 
ug{sf nflu ljleGg k|sf/�sf ef}�lts tyf cef}�lts ;fwgx¿ k|of]�u u5{g\ . sfof{nosf ultljlw 
;~rfngdf ;+nUg x'g]� dfgjLo, ef}�lts, cef}�lts /� cfly{s ;|f]�t;fwgnfO{ g}� sfof{no ;fwg 
elgG5 .

#=@ sfof{no ;fwgsf k|sf/� (Types of office resources)
sfof{no ;fwgx¿nfO{ d"ntM dfgjLo ;fwg, ef}�lts ;fwg, ljQLo ;fwg /� cb[Zo jf af}�l4s 
;fwg u/�L d'Vo rf/� k|sf/�df ljefhg ul/�G5 . ;a}� sfof{nodf d'Vo rf/� k|sf/�sf ;fwgsf]� 
pkof]�u x'g]� eP klg tL k|sf/�cGtu{t /�xg]� pkk|sf/� eg]� km/�s km/�s x'g ;S5g\ . sfof{nosf]� 
;+/�rgf, cfsf/�, sfo{k|s[lt, ;]�jfu|fxL jf pkef]�Stfsf]� ;+nUgtf h:�tf tÎjx¿n]� sfof{nodf slt 
pkk|sf/�sf ;fwgx¿ k|of]�u x'G5g\ eGg]� s'/�fsf]� lgwf{/�0f u5{ . ;fdfGotM sfof{no ;fwgsf k|sf/� 
/� pkk|sf/�nfO{ lgDgfg';f/� juL{s/�0f ug{]� ul/�Psf]� kfOG5 M

sfof{no ;|f]�t;fwg 
(Office resources)

dfgjLo ;fwg  
(Human resources)

Joj:�yfkg 

sd{rf/�L 

sfdbf/�

;]�jfu|fxL jf  
pkef]�Stf

ef}�lts ;fwg  
(Physical resources)

hUuf tyf ejg

;~rf/� pks/�0f 

kmlg{r/�

:�6]�;g/�L tyf sfuhkq 

d]�l;g/�L÷pks/�0f

oftfoftsf ;fwg

ljQLo ;fwg 
(Financial 
resources)

k'FhL 

C0f tyf ljQLo

pks/�0fx¿ 

cfo;|f]�t jf ah]�6

af}�l4s ;fwg 
(Intellectual 
resources)
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-s_ dfgjLo ;fwg (Human resources)

sfof{no ;~rfng ug]�{ d'Vo stf{ dfgjLo ;fwg xf]� . sfof{nosf]� d]�?b08 g}� dfgj ;fwg xf]� . 
dfgjLo ;fwgn]� g}� c¿ ;fwgsf]� ;d]�t kl/�rfng u5{ . dfgjLo ;fwg a]�u/�sf]� sfof{no g}� x'Fb}�g . 
dfgjLo ;fwgdf lgDgfg';f/�sf hgzlSt k5{g\ M

-c_ Joj:�yfkg jf g]�t[Tj (Management or leadership)

sfof{nosf]� pRr:�t/�df Joj:�yfkg jf g]�t[Tj /�xG5 . sfof{no ;~rfngdf d'Vo e"ldsf Joj:�yfkg 
jf g]�t[Tj txsf]� x'G5 . sfof{no ;~rfngsf]� of]�hgf agfpg]�, cfjZos hgzlSt, ef}�lts tyf 
cb[Zo ;fwgx¿ h'6fpg]�nufotsf sfo{ Joj:�yfkg jf g]�t[Tjn]� u5{ .

-cf_ sd{rf/�L (Personnel)

sfof{nosf]� sfd lgoldt ¿kdf sd{rf/�Laf6 ;~rfng eO/�x]�sf]� x'G5 . sd{rf/�Lx¿ klg ljleGg 
tx /� k|sf/�sf x'G5g\ . sd{rf/�Lsf]� l;k /� Ifdtfsf cfwf/�df sd{rf/�LnfO{ k|fljlws /� k|zf;lgs 
¿kdf ljefhg ul/�G5 . sfof{nosf]� sfdsf]� cfjZostfcg';f/�sf ;ª\Vof /� k|sf/�df, sd{rf/�L 
lgo'St u/�L sfddf kl/�rfng ug'{k5{ .

-O_ sfdbf/� (Worker)

sfof{non]� ug'{kg]�{ c:�yfoL k|s[ltsf sfd ug{ ljleGg l;k ePsf sfdbf/�x¿ klg ;+nUg x'G5g\ . 
sfdbf/�sf]� bIftf tyf l;ksf cfwf/�df sfdbf/�nfO{ bIf, cw{bIf /� cbIf u/�L tLg lsl;daf6 yk 
juL{s/�0f ug]�{ u/�]�sf]� kfOG5 .

-O{_ ;]�jfu|fxL jf pkef]�Stf (Client or consumer)

sfof{nosf]� ;~rfngdf ;f]�em}� ;+nUg geP klg ;]�jfu|fxL jf pkef]�Stfsf]� ;+nUgtfn]� dxÎjk"0f{ 
k|efj kf5{ . sfof{nosf]� sfdsf]� z}�nL, ;]�jf jf pTkfbgsf]� u'0f:�t/� ;'wf/�, gofF gofF ;]�jf jf j:�t'sf]� 
ljsf; /� ahf/�Ls/�0f h:�tf sfo{sf nflu ;]�jfu|fxL jf pkef]�Stfsf]� bafa, ;'emfj tyf k[i7kf]�if0fn]� 
e"ldsf v]�N5 .

dfgj ;+zfwg Joj:�yfkg (Human Resource Management)
sfof{nodf dfgjLo ;fwgsf]� k|flKt, kl/�rfng /� cGo Joj:�yfksLo kIfsf]� lgwf{/�0f pRr 
Joj:�yfkgaf6 x'G5 . ;fj{hlgs If]�qdf o; k|sf/�sf sfd ug{sf nflu 5'6\6}� ;+/�rgf /� sfo{k|0ffnL 
ljsf; ul/�Psf]� x'G5 . t/� lghL If]�qsf sfof{nox¿df ;f]� sfof{nosf]� g]�t[Tj pRr Joj:�yfkgn]� 
u5{ . o; k|sf/�sf dfgjLo ;fwg;DaGwL sfdnfO{ hgzlSt jf dfgj ;+zfwg Joj:�yfkg 
elgG5 . dfgj ;+zfwg Joj:�yfkgdf dfgjLo ;|f]�t, k|of]�usf ;t{ tyf k|lj|mof lgwf{/�0f ug]�{, 
lglZrt kfl/�>lds k|bfg ug]�{, sfof{nosf]� sfdsf af/�]�df tflnd tyf Ifdtf ljsf;sf sfo{ ug]�{, 
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sd{rf/�Lsf]� Ifdtf /� l;kcg';f/�sf sfd ug]�{ lhDdf lbg]�, u/�]�sf sfdsf]� dfkg tyf d"Nofª\sg ug]�{, 
sfdsf nflu pTk|]�l/�t ug]�{, sd{rf/�L g]�t[Tj ;DaGw Jojl:�yt ug]�{ h:�tf y'k|}� sfd ug'{k5{ . ljleGg 
k|sf/�sf hfthflt, ;d'bfo jf If]�qaf6 cfPsf, km/�s :�jefj, l;k jf Ifdtf ePsf JolStx¿nfO{ 
sfof{nosf]� p2]�Zocg';f/� sfddf nufpg'kg]�{ ePsfn]� dfgj ;+zfwg Joj:�yfkg lgs}� hl6n 
ljifosf ¿kdf lnOG5 . xfnsf lbgdf dfgj ;+zfwg Joj:�yfkg pRr lzIff cWoogsf]� Pp6f 
dxÎjk"0f{ ljwfsf ¿kdf ljsf; ePsf]� 5 . s'g}� klg sfof{nosf]� g]�t[Tj ug]�{ jf Joj:�yfkg x]�g]�{ 
?lr ePsf]� JolStsf nflu of]� ljwfsf]� cWoog pkof]�uL x'G5 .

-v_ ef}�lts ;fwg (Physical resources)

Joj:�yfkgsf txn]� :�kz{ ug{, b]�Vg, 7fpF ;fg{ / pkof]�u ug{ ;Sg]� t/� cfkm}�F ;~rfng x'g g;Sg]� 
;fwg ef}�lts ;fwg x'g\ . o:�tf ;fwgsf]� lglZrt :�j¿k jf cfsf/� x'G5 . ef}�lts ;fwg k|fs[lts 
j:�t'x¿sf]� pkof]�u u/�L dfgjLo ;+nUgtfaf6 lgdf{0f ul/�Psf]� x'G5 . o:�tf ;fwgsf]� ;xof]�un]� 
dflg;n]� ug'{kg]�{ sfd ;lhnf]�, l56f]�, /�fd|f]� /� u'0f:�t/�Lo ¿kdf ug{ ;lsG5 . sfof{nosf]� ;~rfngdf 
k|of]�u x'g]� o:�tf ef}�lts ;fwgsf k|sf/�nfO{ lgDgadf]�lhd ;d"xLs/�0f ug{]� ul/�G5 M

-c_ hUuf, ejg cyf{t\ sfo{:�yn (Land, building or worlplace)

sfof{no /�xg]� :�yfgsf]� hUuf /� ejg jf sfo{:�yn ;a}�eGbf klxn]� cfjZos kg]�{ ef}�lts ;fwg xf]� . 
o:�tf]� sfo{:�yn sfof{nosf]� cfˆg}� :�jfldTjsf]� jf ef8fsf]� hUuf /� ejgdf /�xg ;S5 . sfof{no 
/�x]�sf]� :�yfgdf sfd ug{sf nflu cfjZos cGo ef}�lts ;fwgx¿ plrt ¿kdf Joj:�yfkg ul/�Psf]� 
x'G5 . o:�tf sfo{:�yndf dfgj ;fwgsf nflu cfjZos cfwf/�e"t ;'ljwf h:�t}� lkpg]� kfgL, 
zf}�rfno, vfhf÷vfgf vfg]� :�yn (Cafteria), ;fdfGo lj>fd :�yn klg cfjZos x'G5g\ . xfd|f]� 
ljBfnosf]� ejg /� v]�nd}�bfg, sIffsf]�7fx¿ o;sf pbfx/�0fx¿ x'g\ .

-cf_ kmlg{r/� (Furniture)

sfo{:�yn Joj:�yfkgkl5 dfgj;|f]�tnfO{ plrt ¿kdf sfd ug]�{ jftfj/�0f k|bfg ug]�{ ;fwg kmlg{r/� 
xf]� . kmlg{r/� dfgjLo ;'ljwfsf nflu /� sfof{nosf ef}�lts ;DklQ ;+/�If0f ug{sf nflu pkof]�u 
x'G5g\ . s';L{, 6]�a'n, ;f]�kmf cflb dfgjLo ;'ljwf lbg]� kmlg{r/� x'g\ eg]� b/�fh, ¥ofs, afs; 
cflb cGo ef}�lts ;DklQ ;+/�If0fsf nflu pkof]�uL kmlg{r/� x'g\ . sfof{nodf k|of]�u x'g]� kmlg{r/� 
sfof{nosf]� cfsf/� /� sfof{noaf6 x'g]� sfdcg';f/� ljleGg lsl;d /� :�j¿ksf x'g ;S5g\ . xfd|f]� 
ljBfnodf /�x]�sf ljBfyL{ a:�g]� 8]�S; a]�Gr, 6]�a'n, s';L{ / b/�fh ljBfno kmlg{r/�sf pbfx/�0f x'g\ .

-O_ d;nGb tyf sfuhkq (Stationery and documents)

sfof{nosf]� sfdsf]� clen]�v /�fVg]� sfo{ ljleGg kmfOn, k|ltj]�bg, k':�tsdf ul/�G5 . sfof{nosf]� 
sfdnfO{ Jojl:�yt ¿k lbg tof/� ul/�Psf hfFr ;"rLx¿sf]� clen]�v /�fVg k|of]�u x'g]� o:�tf sfuh, 
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snd, d;L, kmfOn, sk8f, ;;fgf pks/�0f cflbnfO{ d;nGb elgG5 . ljleGg lsl;dsf d;nGb 
tyf sfhukqx¿ klg sfof{no ;~rfngsf l;nl;nfdf cfjZos x'G5g\ . ljBfnodf k|of]�u x'g]� 
rs, dfs{/�, 8:�6/� ANofsaf]�8{, xflh/�L /�lh:�6/�, v]�ns'bsf ;fdfg cflb d;nGbsf pbfx/�0f x'g\ .

-O{_ d]�l;g/�L tyf pks/�0f (Machine and equipments)

sfof{nodf x'g]� sfdnfO{ l56f]�, 5l/�tf]�, u'0f:�t/�Lo, Ps¿ktfsf ;fy ;DkGg ug{ ;3fp k'¥ofpg 
ljleGg k|sf/�df d]�l;g tyf pks/�0fsf]� k|of]�u x'G5 . o:�tf d]�l;g/�L ;fdfGob]�lv cToGt hl6n 
k|s[ltsf klg x'g ;S5g\ . ;fdfGo lx;fa ug{ k|of]�u x'g]� SofNs'n]�6/�b]�lv hl6n k|s[ltsf sfo{ 
;Dkfbg ug]�{ /�f]�af]�6 jf ;'k/�sDKo'6/� h:�tf d]�l;g/�L ;fdfg sfof{nodf k|of]�u x'G5g\ . s'g 
sfof{nodf s:�tf d]�l;g/�L pks/�0f k|of]�u x'G5g\ eGg]� s'/�f sfof{nosf]� sfdsf]� k|s[lt /� ;f]�;Fu 
;DalGwt k|fljlws ljsf;;Fu ;DalGwt x'G5 . ljBfnodf /�xg]� sDKo'6/�, lk|G6/�, Sofd]�/�f, :�df6{af]�8{ 
cflb lzIfsn]� k|of]�u ug]�{ d]�l;g/�L tyf pks/�0fsf pbfx/�0f x'g\ h'g lgDgfg';f/� 5g\ M

-p_ oftfoftsf ;fwg (Means of transportation)

sfof{nosf]� sfd ;Dkfbgsf j|mddf ljleGg oftfoft ;fwgx¿sf]� pkof]�u x'G5 . dflg;sf]� 
cfjthfjt tyf ;/�;fdfgsf]� cf]�;f/�k;f/� ug{ k|of]�u x'g]� ;fwg g}� oftfoftsf ;fwg x'g\ . 
sfof{nodf ;jf/�L ;fwgsf]� Joj:�yf cfˆg}� :�jfldTjdf /�x]�sf, ef8fdf lnOPsf jf ;fj{hlgs ;jf/�L 
;fwgx¿af6 ul/�G5 . ljBfnodf k|of]�u x'g]� ljBfno a;, Eofg cflb ljBfonsf oftfoft ;fwg 
x'g\ . oftfoft ;fwgnfO{ tLg k|sf/�df ljefhg ug{ ;lsG5 M

(i) :�yn oftfoft ;fwg	 (ii) hn oftfoft ;fwg	 (iii) xjfO{ oftfoft ;fwg

(i) :�yn oftfoft

:�yn oftfoft :�yndfu{df ;~rfng x'G5 . 3f]�8f, vRr/�, uf8f, ;fOsn, l/�S;f, 6]�Dkf]�, lhk, 
df]�6/�sf/�, a;, 6«s, 6«lna;, /�]�n cflb :�yn oftfoftsf ;fwgsf pbfx/�0fx¿ x'g\ . /�f]�kj]� Pjd\ 
s]�a'nsf/� h:�tf ;fwgnfO{ klg :�yn oftfofts}� ¿kdf lnOG5 .

(ii) hn oftfoft

gx/�, gbL, ;d'b| h:�tf kfgL ePsf :�yfgdf Ps :�yfgaf6 csf]�{ :�yfgdf hfg tyf dfn;fdfg 
Nofpg n}�hfg hn oftfoftsf]� Joj:�yf ul/�Psf]� x'G5 . 8'ª\uf, kfgLhxfh, kg8'AjL cflb hn 
oftfoftsf ;fwgx¿ x'g\ .

(iii) xjfO{ oftfoft

oftfoftsf]� ;a}�eGbf l56f]� /� ;lhnf]� dfWod xjfO{ oftfoft xf]� . dflg;sf]� cfjthfjtsf cltl/�St 
dfn;fdfg Nofpg /� n}�hfgsf nflu ;d]�t o;sf]� k|of]�u x'G5 . kxf8L If]�qo'St e"agf]�6df xjfO{ 
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oftfoftsf]� pkof]�lutf a9L x'G5 . xjfO{hxfh, x]�lnsK6/�, h]�6 ljdfg cflb xjfO{ oftfoftsf 
;fwgx¿ x'g\ .

sfof{nosf]� k|s[lt /� If]�qcg';f/� o;/�L k|of]�u x'g]� ef}�lts ;fdu|Lx¿sf k|sf/� /� dfqf km/�s 
km/�s x'g]� u5{, h:�t}� M ljBfnodf 8]�S;, a]�Gr, sfnf]�kf6L, ;]�tf]�kf6L cflb cfjZos k5{ eg]� s[lif 
sfof{nosf nflu dn, lap, sL6gfzs cf}�ifwL h:�tf ;fwgsf]� cfjZostf k5{ . xf]�6n tyf 
nhx¿df ljleGg vfB Pjd\ k]�o kbfy{, vf6, 8;gf, l;/�s, sDan, tlsof, tGgf cflbsf]� a9L 
k|of]�u x'G5 . lgdf{0f;DaGwL sfof{nox¿df l;d]�G6, 58, lu6L, afn'jf, OF6f, sf7 /� pks/�0fx¿, 
h:�t}� M 8f]�h/� nf]�8/�, l6«k/�, /�f]�n/�, j|m]�g cflb lgdf{0f;DaGwL ;fdu|Lsf]� k|of]�u x'g]� u5{ . c:�ktfndf 
k|of]�uzfnf pks/�0fx¿, cg';Gwfg pks/�0fx¿, ljleGg hfFrsf pks/�0fx¿ k|of]�u x'g ;S5g\ .

-u_ ljQLo ;fwg (Financial resources)

sfof{nonfO{ cfjZos kg]�{ csf]�{ k|d'v ;fwg ljQLo ;fwg xf]� . sfof{no ;~rfngsf nflu 
bL3{sfnLg Pjd\ cNksfnLg ljQLo ;|f]�tsf]� cfjZostf /�xG5 . :�yfoL ;DklQx¿, h:�t}� M ejg, 
;+oGq tyf d]�l;g/�L, ;jf/�L;fwg cflbsf lgdf{0f jf vl/�bsf nflu bL3{sfnLg k'FhL rflxG5 eg]� 
sfof{nodf b}�lgs k|of]�u x'g]� j:�t' vl/�bsf nflu cNksfnLg ljQLo ;fwg rflxG5 . sfof{nosf]� 
ljQLo ;|f]�t ;+:�yfks ;]�o/�, C0f, ;~rfng cfo /� ;xof]�uaf6 k|fKt x'G5 .

-c_ k'“hL (capital)

Joj;fo ;~rfng ug{ k'FhL cfjZos u5{ . k'FhL gub, lhG;L tyf >dsf ¿kdf /�xG5 . lgoldt 
vr{, h:�t}� M sd{rf/�Lx¿sf]� tna, ljB't\, kfgL, 6]�lnkmf]�g cflbsf]� dx;'n, :�6]�;g/�L vl/�b cflbsf 
nflu cNksfnLg jf rfn' k'FhLsf]� cfjZostf k5{ . k'FhL JolSt, ljQLo ;ª\u7g jf ;+:�yfaf6 
ljleGg k|sf/�n]� k|fKt ug{ ;lsG5 .

-cf_ C0f tyf ljQLo pks/�0fx¿ (Loan and financial instruments)

Joj;fo ;~rfng ubf{ k'FhLaf6 ck'u /�sd C0f /� ljQLo pks/�0fsf dfWodaf6 k|fKt ul/�G5 . 
C0f JolSt, a}�ª\s jf ljQLo ;+:�yfaf6 k|fKt ul/�G5 . o:�tf]� C0f k|fKt ug{ ;]�o/�, l8a]�Gr/�, aG8 
cflb ljQLo pks/�0fx¿ pkof]�u ul/�G5 .

-O_ cfo;|f]�t /� ah]�6 (Income source and budget)

x/�]�s ;ª\u7g jf ;+:�yfdf Joj;fo ;~rfngaf6 cfGtl/�s cfDbfgL eO/�x]�sf]� x'G5 . cfGtl/�s 
cfDbfgL /� cGo ;|f]�t;fwgaf6 ah]�6 tof/� ul/�G5 . ;+:�yfn]� tof/� ug]�{ of]�hgf /� ah]�6cg';f/� 
cfly{s ;fwg kl/�rfng x'g]� u5{ . ;/�sf/�L sfof{nox¿n]� ;/�sf/�sf]� :�jLs[t ah]�6adf]�lhd cfly{s 
;|f]�t k|of]�u u5{g\ eg]� lghL If]�qsf sfof{nox¿n]� pRr Joj:�yfkg jf ;fwf/�0f ;efaf6 :�jLs[t 
ePadf]�lhd cfly{s ;|f]�t k|of]�u u5{g\ .
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h'g;'s}� If]�qsf sfof{nodf klg cfly{s ;|f]�t;fwg ;Lldt x'G5 . ;Lldt cfly{s ;|f]�t;fwgsf]� cTo'Qd 
9ª\un]� pkof]�u ug'{k5{ . ;|f]�tsf]� k|flKt tyf pkof]�usf]� Jojl:�yt clen]�v /�fvL k|ltj]�bg;d]�t 
ug'{k5{ . o; k|sf/� cfly{s ;|f]�t;fwgsf]� pkof]�usf]� clen]�v /�fVg]� /� k|ltj]�bg ug]�{ sfo{ n]�vfkfng 
(Accounting) n]� u5{ .

-3_ af}�l4s ;fwg (Intellectual resources)
af}�l4s ;fwg sfof{no ;~rfngdf k|of]�udf cfpg]� dfgjLo /� ef}�lts ;fwg h:�t}� dxÎjk"0f{ 
;fwg xf]� . cef}�lts :�j¿kdf /�xg]� /� sfof{no ;~rfngsf cfwf/�sf ¿kdf /�xg]� o:�tf ;fwgnfO{ 
/�0fgLlts ;fwg klg elgG5 . sfof{no ;~rfngsf nflu Joj:�yfkg, sd{rf/�L /� ;]�jfu|fxL jf 
pkef]�Stfsf lardf ljleGg k|sf/�sf ;"rgf tyf hfgsf/�Lsf]� cfbfgk|bfg ug{sf nflu ljleGg 
cef}�lts /� cb[Zo ;fwg ;|f]�tsf]� cfjZostf k5{ . ljleGg ef}�lts ;fwg ;~rfng ug]�{ k|0ffnL jf 
;ˆ6j]�o/�x¿ klg cef}�lts ;fwgx¿ x'g\ . dflg;sf]� a'l4 ljj]�s k|of]�u u/�]�/� ljsl;t ul/�g]� o:�tf 
;+wfgnfO{ af}�l4s ;fwg elgG5 .

s'g}� sDkgL jf sfof{nosf]� gfd, a|fG8, Kof6]�G6 jf ljz]�ifflwsf/�, k|ltlnlk clwsf/�, k|m]�GrfOh, 
cWoog jf cg';Gwfg Ifdtf h:�tf af}�l4s ;|f]�tx¿ klg dxÎjk"0f{ sfof{no ;fwgsf ¿kdf 
/�xG5g\ . o; k|sf/�sf ;fwgsf]� Ps k6s ljsf; ePkl5 ltgn]� ;ª\u7gnfO{ k|ltlglwTj u5{g\ /� 
;xh ¿kdf ljz]�if sfo{;Dkfbg ug{ ;xof]�u u5{g\ .

#=# sfof{no ;|f]�t tyf ;fwgsf]� cfjZostf (Necessity of office resources)
sfof{non]� ug]�{ sfdsf]� k|s[lt, h?/�Lkgf, dxÎj pkof]�lutf, dfqf cflbsf cfwf/�df s]� s:�tf 
;|f]�t;fwg s]� slt dfqfdf pkof]�u ug]�{ eGg]� s'/�f lgwf{/�0f x'G5 . sfof{nosf]� Jojl:�yt ¿kdf 
;~rfng ug{ /� sfof{no :�yfkgfsf nIo tyf p2]�Zo xfl;n ug{ sfof{no ;fwgsf]� cfjZostf 
k5{ . o;afx]�s sfof{no ;fwgsf]� cfjZostf lgDglnlvt sf/�0fn]� x'G5 M

-s_	 sfof{nosf]� lgoldt ;~rfng ug{ (To run the office regularly) : sfof{nosf]� ;+/�rgf 
agfpg]�, sfdsf]� lgwf{/�0f ug]�{, sfd ug{sf nflu cfjZos ;+/�rgf, k|lj|mof /� ;fwg;|f]�tsf]� 
Joj:�yf ug]�{nufotsf Joj:�yfksLo sfo{ u/�L lgoldt sfof{no ;~rfng ug{ sfof{no 
;fwgsf]� cfjZostf k5{ .

-v_	 sfof{nosf]� nIo /� p2]�Zo xfl;n ug{ (To achieve target and objectives) : sfof{nosf]� 
:�yfkgf ubf{ lnOPsf]� nIo /� p2]�Zo xfl;n ug{ agfOPsf]� of]�hgf sfof{Gjog ug{ ljleGg 
k|sf/�sf ;fwg;|f]�tsf]� cfjZostf k5{ .

-u_	 sfddf x'g]� l9nf;':�tL x6fO{ zL3|tf Nofpg (To remove delays in work) : sfd;Fu 
;DalGwt ;fwg ;|f]�tsf]� Go"gtfn]� sfddf cgfjZos l9nfO x'g]� ;Defjgf x'g hfG5 . 
h'g;'s}� sfd ug{ kof{Kt ;fwgx¿ pknAw ePdf sfddf x'g]� cgfjZos l9nf;':�tL x6fO{ 
zL3|tf Nofpg ;lsG5 .
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-3_	 sfdsf]� u'0f:�t/� /� ljZj;gLotf a9fpg (To increase quality and reliability of 
work) : k|To]�s sfdsf]� lglZrt u'0f:�t/� x'G5 . plrt ;fwgx¿dfk{mt ul/�g]� sfdsf]� 
u'0f:�t/�df ljZj;lgotf x'G5 . o;sf nflu pko'Sttfcg';f/� sfd;Fu ;DalGwt ljleGg 
;fwgx¿sf]� cfjZostf k5{ .

-ª_	 l56f]�5l/�tf]� ¿kdf sfd ug{ (To work as fast as possible) : sfof{nodf x'g]� sfdnfO{ 
l56f]�5l/�tf]� /� ljgfcj/�f]�w ;DkGg ug{ klg sfof{no ;fwgsf]� cfjZostf k5{ . ljsl;t 
k|ljlw /� pko'St ;fwgsf]� kl/�rfng ubf{ sfof{nosf]� 5ljdf ;d]�t ;'wf/� x'G5 .

-r_	 sfof{nosf]� ef}�lts ;+/�rgf Jojl:�yt ug{ (To manage physical structure of office) : 
sfof{nosf ejg, kmlg{r/�, ljleGg d]�l;g/�L ;fdfg tyf pks/�0fx¿ h'6fO{ Jojl:�yt ¿k 
lbg sfof{no ;fwgsf]� cfjZostf /�xG5 .

-5_	 cfsl:�ds sfo{x¿ ;Dkfbg ug{ (To perform contingencies) : sltko cj:�yfdf 
sfof{non]� cfsl:�ds sfo{ ug'{kg{]� x'G5 . o; cj:�yfdf lgoldteGbf a9L ;fwgx¿ 
cfjZostf k5{ . To:�tf]� cj:�yfsf]� ;fdgf ug{ kof{Kt ;|f]�t;fwgsf]� cfjZostf x'G5 .

-h_	 sfof{nok|lt cfs{if0f a9fpg (To increase the attractiveness of office) : pko'St /� 
kof{Kt sfof{no ;fwgsf]� ;xfotfaf6 sfof{nosf]� sfo{z}�nL tyf ljZj;lgotf a9\g uO{ 
;DalGwt ;/�f]�sf/�jfnfsf]� sfof{nok|ltsf]� cfs{if0f a9fpg ;lsG5 .

-em_	 dfgjLo ;+nUgtf sd ug{ (To reduce human involvement) : dfgjLo ;+;fwgljgf 
sfof{no ;~rfng ug{ ;lsFb}�g . t/� kof{Kt dfqfdf ef}�lts tyf cef}�lts ;fwg pknAw 
ePdf yf]�/�}� dfgjLo ;+nUgtfdf u'0f:�t/�Lo sfd ug{ ;lsG5 .

#=$ sfof{no ;|f]�t;fwgsf]� Joj:�yfkg (Management of office resources)
sfof{nosf nflu cfjZos ;fwgsf]� lglZrt d"No jf nfut k5{ . To:�tf]� d"No jf nfut ljQLo 
;fwgsf]� ;xfotfn]� k"/�f ul/�G5 . ljQLo ;fwgsf]� ;Lldttfsf sf/�0f s'g}� klg ;fwg k|fKt ug'{k"j{ 
ljz]�if of]�hgf agfpg'k5{ eg]� k|fKt ePsf cGo ;fwgx¿sf]� clwstd pknlAw xfl;n x'g]� u/�L 
k|of]�u ul/�g'k5{ . o:�tf ;fwgsf]� clen]�v /�fVg', ;+/�If0f ug'{, dd{t ;Def/� ug'{, x/�fpg jf b'?kof]�u 
x'g glbg', k|lt:�yfkg of]�hgf agfpg', o:�tf ;fwgsf]� pkof]�u /� pTkfbsTj;DaGwL k|ltj]�bg 
ug'{ h:�tf sfo{nfO{ sfof{no ;fwgsf]� Joj:�yfkg elgG5 . sfof{no ;fwgsf]� cfjZostf /� 
pknAwtfsf]� of]�hgf agfpg]� sfo{ To:�tf]� sfof{nosf]� g]�t[Tj jf Joj:�yfkgsf]� x'G5 . sfof{nosf 
sd{rf/�L tyf ;/�f]�sf/�jfnfn]� ;d]�t sfof{no ;fwgsf]� ;xL pkof]�u /� Joj:�yfkg ug{sf nflu 
;xof]�uL e"ldsf lgjf{x ug'{k5{ .
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cEof;

!=	 tnsf k|Zgx¿sf]� clt 5f]�6f]� pQ/� n]�Vg'xf]�;\ M

-s_	 sfof{no ;fwgsf k|sf/� n]�Vg'xf]�;\ .

-v_	 dfgjLo ;fwg eg]�sf]� s]� xf]� <

-u_	 dfgjLo ;fwgsf s'g}� b'O{ pbfx/�0f lbg'xf]�;\ .

-3_	 ef}�lts ;fwgsf]� cy{ n]�Vg'xf]�;\ .

-ª_	 ef}�lts ;fwgsf s'g}� b'O{ pbfx/�0f lbg'xf]�;\ .

-r_	 ljQLo ;fwgcGtu{t s]� s]� k5{g\ <

-5_	 af}�l4s ;fwg cGo sfof{no ;fwgeGbf leGg x'G5, lsg <

@=	 tnsf k|Zgsf]� 5f]�6f]� pQ/� n]�Vg'xf]�;\ M

-s_	 sfof{no ;fwg eg]�sf]� s]� xf]�, ;ª\If]�kdf n]�Vg'xf]�;\ .

-v_	 sfof{no ;~rfng ug{ rflxg]� ef}�lts ;fwgsf]� j0f{g ug'{xf]�;\ .

-u_	 ljQLo ;fwgsf af/�]�df pbfx/�0f;lxt n]�Vg'xf]�;\ .

-3_	 sfof{no ;fwgsf]� Joj:�yfkg eg]�sf]� s]� xf]� <

-ª_	 sfof{no ;fwgsf s'g}� kfFr cfjZostf j0f{g ug'{xf]�;\ .

#=	 tnsf k|Zgsf]� nfdf]� pQ/� lbg'xf]�;\ M

-s_ sfof{no ;fwg eg]�sf]� s]� xf]�, dfgjLo /� ef}�lts ;fwg pbfx/�0f;lxt JofVof ug'{xf]�;\ .

-v_ sfof{no ;fwgsf]� cfjZostfdfly k|sfz kfg'{xf]�;\ .

-u_ sfof{nosf]� d]�?b08 g}� dfgjLo ;fwg xf]�, of]� egfOnfO{ k'li6 ug'{xf]�;\ .

lj|mofsnfk

tkfO{Fsf]� ljBfnodf s]� s:�tf ;|f]�t;fwgx¿ k|of]�u ePsf 5g\, ;f]�sf]� ;"rL agfpg'xf]�;\ . To:�tf]� ;"rLdf 
/�x]�sf ;fdfgnfO{ sfof{no ;fwgx¿sf]� k|sf/�cg';f/� juL{s/�0f u/�]�/� k|:�t't ug'{xf]�;\ .
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kf7 $
kq Jojxf/�  

(Correspondence)

$=!	 kq Jojxf/�sf]� kl/�ro, p2]�Zo /� dxŒj (Introduction, objectives and 
importance of correspondence)

$=!=! kq Jojxf/�sf]� kl/�ro (Introduction of Correspondence)

kq Jojxf/� ;"rgf, ;Gb]�z, ljrf/� tyf hfgsf/�Lsf]� cfbfgk|bfg ug]�{ ;~rf/�sf]� lnlvt ljlw xf]� . 
of]� JolSt JolSt, JolSt ;+:�yf /� ;+:�yf ;+:�yflar x'g]� u5{ . o;nfO{ ;~rf/�sf]� ;a}�eGbf cf}�krfl/�s, 
k|rlnt, k|fdfl0fs /� k|efjsf/�L ljlw dflgG5 . Ps kIfn]� csf]�{ kIf;Fu lnlvt ;~rf/� ug{sf nflu 
tof/� ul/�g]� 9fFrfnfO{ kq elgG5 . ;fdfGotM kqsf dfWodaf6 Pscfk;df ;"rgf jf hfgsf/�Lx¿ 
cfbfgk|bfg ug]�{ sfo{nfO{ kq Jojxf/� elgG5 . kq Jojxf/�df kq k7fpg]� kIf jf k|]�ifs /� kq k|fKt 
ug]�{ kIf jf k|fks u/�L d'Vo b'O{ kIf x'G5g\ eg]� kq Jojxf/�sf]� ;xof]�uL kIfsf ¿kdf o;sf]� dfWod 
klg /�xG5 . lj:�t[t cy{df eg]� k|]�ifs /� k|fkssf lar pko'St dfWodsf]� k|of]�u u/�L eljiodf 
pkof]�u ug{ ;lsg]� clen]�vsf ¿kdf /�xg]� u/�L lnlvt ¿kdf ;"rgf, hfgsf/�L jf ljrf/�sf]� 
cfbfgk|bfg ug]�{ sfo{nfO{ kq Jojxf/� elgG5 . kq Jojxf/�nfO{ kf/�:�kl/�s cGt/�;DaGw /� rf;f]�sf 
ljifodf s'g}� JolSt jf ;+:�yfx¿larsf]� lnlvt ;~rf/�sf ¿kdf lnOG5 (Correspondence is a 
means of written communication between individuals or organizations on specific issues of 
mutual interest between them) .

ljleGg sfof{nox¿df kq Jojxf/�sf]� lglZrt lgod jf k4lt agfOPsf]� x'G5 . sfof{non]� ug]�{ 
kqfrf/�df kqsf]� 9fFrf, To;df k|of]�u ul/�g]� efiffz}�nL, cflwsfl/�stf lbg]� ljlw, clen]�vLs/�0fsf 
nflu k|of]�u ul/�g]� ;ª\s]�t, sfof{nosf d'Vo kbflwsf/�L jf clwsf/� k|fKt JolStsf]� :�jLs[lt h:�tf 
Go"gtd s'/�fx¿ lgwf{/�0f ul/�Psf]� x'G5 . o;}�n]� sfof{no Joj:�yfkgcGtu{t kqfrf/�sf]� ljifo klg 
;dfj]�z u/�L cWoog ug]�{ ul/�Psf]� xf]� . cfw'lgs ;"rgf k|ljlwsf]� ljsf;n]� kq Jojxf/�sf dfWoddf 
eg]� ljljwtf NofOlbPsf]� 5 . sfuhdf n]�lvg]� kqsf cnfjf ljB'tLo ;~rf/�sf dfWodaf6 Od]�nsf 
¿kdf kqfrf/� ug]�{ k|ljlw xfn nf]�slk|o ¿kdf k|rngdf /�x]�sf]� 5 . ljB'tLo dfWodaf6 kqfrf/� 
ubf{ 7'nf]� dfqfdf /�x]�sf ;"rgf jf hfgsf/�Lx¿ klg t'?Gt}� /� ;xh}� kq Jojxf/�sf kIfx¿lar 
cfbfgk|bfg x'G5 .

$=!=@ kq Jojxf/�sf p2]�Zo (Objective of correspondence)

kq Jojxf/�sf]� d'Vo p2]�Zo ;femf rf;f]�sf ljifodf lnlvt ;~rf/� ug'{ xf]� . o;afx]�s kq 
Jojxf/�sf p2]�Zox¿ lgDgfg';f/� 5g\ M
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-s_ lnlvt ;~rf/� ug'{ (Communicate in writing)

kq Jojxf/�sf]� d'Vo p2]�Zo lnlvt ¿kdf ;~rf/� ug'{ xf]� . cGo tl/�sfaf6 ul/�Psf]� ;~rf/�sf]� 
cf}�krfl/�stf /� k|efjsfl/�tf sd x'g]� ePsfn]� lnlvt ;~rf/�sf ¿kdf kq Jojxf/�nfO{ k|of]�u 
ul/�G5 .

-v_ clen]�v Joj:�yfkg ug'{ (Managing records)

sfg'gL ¿kdf u|x0fof]�Uo /� cf}�krfl/�s k|df0fsf ¿kdf ;~rf/�nfO{ clen]�vLs/�0f ug{ kq Jojxf/� 
ul/�G5 .

-u_ ;DaGw :�yfkgf ug'{ (To establish relationship)

kq Jojxf/�af6 ljleGg kIflarsf]� ;DaGwnfO{ Jojl:�yt ug{ ;lsG5 .

-3_ eljiodf pkof]�u ug'{ (To use in future)

kq Jojxf/�af6 l;lh{t clen]�v tyf k|df0fx¿ ljleGg k|of]�hgdf eljiosf nflu pkof]�u ug{ 
;lsg]� u/�L k|df0fsf ¿kdf klg /�xG5g\ .

-ª_ ;"rgf k|fKt ug'{ (To receive information)

csf]�{ kIf, lgsfo jf sfof{noaf6 kqdf pNn]�v ePsf ljifodf :�ki6 ;"rgf jf hfgsf/�L k|fKt 
ug{ ;lsG5 .

-r_ lg0f{osf]� cfwf/� tof/� ug'{ (To prepare the basis of decision)

lg0f{o lgdf{0fsf nflu cfjZos ljleGg k|df0fx¿ h'6fpg]� ;Gbe{df kq Jojxf/�n]� dxÎjk"0f{ 
;xof]�u u5{ . lg0f{ostf{n]� kqdf plNnlvt tYo Pjd\ ;"rgfsf cfwf/�df lg0f{o ug{ ;S5g\ .

-5_ Jojl:�yt sfo{k|0ffnLsf]� ljsf; ug'{ (To develop systemetic working)

sfof{nosf]� sfd ubf{ hf]�;'s}�n]� h'g;'s}� k|sf/�sf]� ;"rgf jf hfgsf/�L k|jfx ug]�{ jf dfu ug]�{ 
cj:�yfsf]� cGTo u/�L lglZrt k|lj|mofsf]� lgwf{/�0f ug'{ kq Jojxf/�sf]� p2]�Zo xf]� . o; k|of]�hgsf 
nflu kqdf ;ª\s]�t lbg]�, rnfgL ug]�{nufotsf lglZrt sfo{k|0ffnL ckgfOG5 .

$=!=# kq Jojxf/�sf]� dxŒj (Importance of Correspondence)

kq Jojxf/� lglZrt ljifodf s'g}� hfgsf/�L, ljrf/� jf ;"rgf cfbfgk|bfg ug{ ul/�G5 . of]� JolSt 
JolStlar, JolSt /� s'g}� ;+:�yf jf sfof{nolar /� ;+:�yf jf sfof{nolar x'g]� u5{ . kq Jojxf/�af6 
ul/�g]� ;~rf/�n]� kq Jojxf/�sf k|]�ifs /� k|fkslar k|efjsf/�L ¿kdf ;"rgf jf va/� cfbfgk|bfg x'g 
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uO{ sfo{;Dkfbgdf ;xhtf cfpF5 . df}�lvs jf ;fª\s]�lts ¿kdf ul/�Psf]� ;~rf/�n]� cf}�krfl/�stf 
/� sfg'gL dfGotf gkfpg]� ePsfn]� cflwsfl/�s ¿kdf ;~rf/� Joj:�yfkg ug{ kq Jojxf/�sf]� 
cfjZostf k5{ . sfof{nosf]� sfo{;Dkfbgsf l;nl;nfdf ug'{kg]�{ ;dGjo, lgb]�{zg, lgoGq0f h:�tf 
Joj:�yfksLo sfo{df kq Jojxf/�sf]� dxÎjk"0f{ :�yfg /�xG5 . kq Jojxf/�sf]� o:�tf]� cfjZostf /� 
dxÎjnfO{ lgDgfg';f/� k|:t't ul/�Psf]� 5 M

-s_	 kq Jojxf/�sf ljleGg kIflar ;Dks{ tyf ;DaGw :�yflkt ug{

-v_	 ;~rf/� ul/�Psf ljifonfO{ eljiodf k|df0fsf ¿kdf k]�; ug{

-u_	 ;/�n /� sd vr{df ;"rgf cfbfgk|bfg ug{

-3_	 s'g}� ljifodf cflwsfl/�s wf/�0ff, ;'emfj, k[i7kf]�if0f tyf ;"rgf k|fKt ug{

-ª_	 ;~rf/� ul/�g]� ljifodf lj:�t[t hfgsf/�L cfbfgk|bfg ug{

-r_	 sfof{nosf]� sfo{;Dkfbg ;/�n, l56f]� /� k|efjsf/�L u/�fpg

$=@ kqdf x'g'kg]�{ u'0fx¿ (Qualities of letters)
JolStut÷sfof{nout jf Jofj;flos sfo{ ;~rfngsf nflu kqsf]� ljz]�if dxÎj /�xG5 . kqaf6 
eGg vf]�lhPsf jf ;~rf/� ug{ vf]�lhPsf s'/�fx¿ ;/�n efiffdf, :�ki6tfk"j{s pNn]�v ug{ ;Sg'k5{ . 
Pp6f c;n kqdf lgDglnlvt u'0fx¿ x'g' cfjZos dflgG5 M

-s_ ;/�ntf (Simplicity)

kqsf]� ljifoj:�t' ;/�n x'g'k5{ . kqaf6 JoSt ug{ vf]�lhPsf]� s'/�f ;/�n /� ;fdfGo efiffdf n]�lvPsf]� 
x'g'k5{ . kq k9\g]�lalQs}� a]�xf]�/�f ;lhn}�;Fu a'‰g ;lsg]� /� kq k7fpg]�n]� ;~rf/� ug{ rfx]�sf]� tyf 
kfpg]�n]� kqsf]� tfTko{ 5n{ª\u a'‰g]� x'g'k5{ .

-v_ :�ki6tf (Clarity)

kqdf eGg vf]�lhPsf]� s'/�f :�ki6;Fu n]�lvg'k5{ . c:�ki6, cw'/�f]� /� bf]�xf]�/�f]� cy{ nfUg]� u/�L kq 
n]�Vg'x'Fb}�g . :�ki6 ;Gb]�z k|jfx x'g' kqsf]� Pp6f dxÎjk"0f{ u'0f xf]� .

-u_ ;ª\lIfKttf (Brevity)

kq n]�Vbf d'Vo ljifo g5'6fO{ ;ª\If]�kdf /� ;kmf;Fu n]�Vg'k5{ . cgfjZos ¿kdf Pp6}� s'/�f 
bf]�xf]�¥ofpg]� jf ck|f;fª\lus s'/�f gn]�Vg]� ubf{ ;ª\lIfKttf sfod ug{ ;lsG5 . o;af6 ;do /� 
>dsf]� art x'gfsf]� ;fy}� bf]�xf]�/�f]� cy{ nfUg]� ;Defjgf /�xFb}�g .
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-3_ eflifs lzi6tf (Linguistic politeness)

kqdf ;wF}� lzi6 /� gd| efiffsf]� k|of]�u ug'{k5{ . lzi6 efiffdf n]�lvPsf]� kqn]� kq k7fpg]� /� 
kfpg]�sf lar ;'dw'/� ;DaGw sfod u5{ . kq JolSt jf ;+:�yf h;nfO{ ;Daf]�wg ul/�Psf]� eP klg 
;Ddfghgs /� cfb/�fyL{ efiff k|of]�u ug{'k5{ .

-ª_ k"0f{tf (Perfection)

kq h'g p2]�Zo jf k|of]�hgsf nflu n]�lvPsf]� xf]�, ;f]� k|of]�hgsf nflu cfjZos Go"gtd s'/�fx¿ 
;d]�6]�/� n]�lvg'k5{ . k|]�ifsn]� k|fksnfO{ hfgsf/�L u/�fpg rfx]�sf]� ;"rgf, lh1f;f jf wf/�0ff :�ki6 
¿kdf pNn]�v ub}�{ k|fksaf6 ck]�Iff u/�]�sf]� s'/�fx¿sf]� ;d]�t :�ki6 ug'{k5{ . cw'/�f]� a]�xf]�/�faf6 rfx]�sf]� 
p2]�Zo k"/�f gx'g]� ePsfn]� kqdf k"0f{tf cfjZos x'G5 .

-r_ df}�lnstf (Ownness)

kqsf]� efiff tyf n]�vgLdf df}�lnstf cfjZos x'G5 . ;'? n]�vg ePsf]� jf hjfkmsf ¿kdf 
n]�lvPsf]� kqdf eGg vf]�lhPsf]� s'/�f a'lemg]� u/�L k|]�ifssf]� cfˆg}� efifflzNk, z}�nL tyf df}�lns 
ljz]�iftf x'g'k5{ .

-5_ k|efjsfl/�tf (Effectiveness)

kq h'g p2]�Zon]� tof/� ul/�G5 ;f]� p2]�Zo xfl;n ug{ ;s]�df To;nfO{ k|efjsf/�L kq elgG5 . 
k|fksn]� kqdf n]�lvPcg';f/�sf sfd u/�]�df dfq}� kqsf]� k|efjsfl/�tf sfod /�xG5 cGoyf kq 
k|efjxLg x'G5 . kqsf]� k|efjsfl/�tf sfod ug{ kq n]�vgsf cGo u'0fx¿ ;dfj]�z ePsf]�  
x'g'k5{ .

-h_ z'4tf (Accuracy) 

kqdf n]�lvg]� a]�xf]�/�f jf s'/�fx¿ z'4 x'g'k5{ . efiffsf]� z'4tf, ul0ftLo, df}�lb|s jf tYofª\sLo z'4tf, 
p4/�0f ul/�Psf lg0f{o jf ;|f]�tsf]� jf:�tljstfn]� kqsf]� k|efjsfl/�tf a9fpF5 /� p2]�Zo k|fKt x'G5, 
To;}�n]� kqdf n]�lvg]� efiff tyf n]�lvPsf s'/�fx¿df z'4tf sfod ug{ Wofg lbg'k5{ .

-em_ cfsif{s (Attractive)

;kmf cIf/�, ldn]�sf]� b[Zo 9fFrf, s]�/�d]�6 gePsf]� jf sDKo'6/�df 6fOkåf/�f n]�lvPsf]� kq cfsif{s 
x'G5 . sfuhsf]� u'0f:�t/�, n]�Vbf 5f]�l8Psf]� vfnL:�yfg, cIf/�sf]� cfsf/� /� /�ª, zAb /� x/�kmlarsf]� 
cGt/�, kqsf]� efiffz}�nL /� a]�xf]�/�fsf]� l;nl;nfa4tf cflbn]� kqnfO{ cfsif{s agfpF5 . k|fksn]� kq 
em6\6 x]�bf{ k9\g dg nfUg]� ePdf kqsf]� cfsif{0f /�xG5 . kq n]�vgdf dfq geP/� vfdaGbL ubf{, 
vfdsf]� aflx/� k|fkssf]� ljj/�0f n]�Vbf;d]�t kqdf cfsif{0f sfod /�fVg Wofg lbg'k5{ .
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-`_ cf}�krfl/�stf (Formality)

sfof{nodf cfpg]� /� sfof{noaf6 hfg]� kqsf]� sfg'gL dfGotf x'g]� u/�L cf}�krfl/�s tj/�df tof/�L 
ug'{k5{ . kqsf]� n]�vg z}�nL, ;Daf]�wg, ljifo, kqsf]� k|fdfl0fstf lbg]� sd{rf/�Lsf]� x:�tfIf/� cflbn]� 
kqsf]� cf}�krfl/�stf lgwf{/�0f u5{g\ .

$=# kqsf cª\u jf efux¿ (Components of letters)
kq JolStut, ;+:�yfut jf Jofj;flos ¿kdf n]�lvG5 . kqsf]� k"0f{tfsf nflu kqdf k7fpg]� /� 
kfpg]�sf]� klxrfg x'g]� ljj/�0f, kqsf]� ljifo /� a]�xf]�/�f, kqsf]� ldlt, ;ª\s]�t, k|fyldstf juL{s/�0f, 
kqsf]� cflwsfl/�stf hgfpg]�sf]� x:�tfIf/� h:�tf s'/�fx¿ x'g'k5{ . oL s'/�fx¿nfO{ g}� kqdf /�xg'kg]�{ 
cª\u jf efusf ¿kdf lnOG5 . kqsf ;Dk"0f{ efux¿ l7s l7s /� /�fd|f]�;Fu ;ª\ul7t eP dfq 
kqn]� k"0f{tf k|fKt u5{ . ;fwf/�0ftM kqdf lgDglnlvt cª\u jf efux¿ /�xG5g\ M

-s_ zLif{ efu (Letter head)

kq k7fpg]�sf]� klxrfg jf kl/�ro v'nfpg]� ljj/�0fx¿ o; efudf k5{g\ . o;df k7fpg]�sf]� gfd, 
7]�ufgf, klxrfg ;ª\s]�t jf nf]�uf]�, 6]�lnkmf]�g gDa/�, kq ;ª\Vof, rnfgL g=, kqsf]� ldlt cflb kIfx¿ 
;dfj]�z x'G5g\ . ;+:�yfut kq n]�vgdf zLif{ efudf /�xg]� o:�tf ljj/�0fx¿sf]� lglZrt :�j¿k jf 
9fFrf tof/� ul/�G5 . o; k|sf/�sf]� 9fFrf (Format) klxn]� g}� kq n]�Vg]� sfuhdf 5flkPsf]� jf kq 
n]�Vbf sDKo'6/�af6 lk|G6 x'g]� u/�L ldnfOPsf]� x'G5 . o:�tf]� 9fFrfnfO{ letter head elgG5 .

-v_ leqL 7]�ufgf (Inside Address)

kq kfpg]�sf]� gfd /� 7]�ufgfnfO{ leqL 7]�ufgf elgG5 . leqL 7]�ufgf kqdf g}� n]�Vg'k5{ . o;af6 ;f]� 
kq s;nfO{ n]�v]�sf]� xf]� eGg]� :�ki6 x'G5 . k|fdfl0fstfsf nflu leqL 7]�ufgfdf k|fkssf]� jf:�tljs 
gfd, 7]�ufgf /� cGo ljz]�if dxÎjk"0f{ ;ª\s]�tx¿ eP ;f]� s'/�f n]�lvG5 . ;fdfGotM leqL 7]�ufgfdf 
k|fkssf]� gfd, lkgsf]�8 gDa/�, kmf]�g gDa/�, ˆofS; gDa/�, Od]�n cflb ljj/�0f n]�lvG5 .

-u_ ljifo (Subject)

kqsf]� d'Vo ;f/� jf tfTko{nfO{ ljifo elgG5 . ljifo ;+If]�kdf ;s]�;Dd 5f]�6f]� jfSodf n]�Vg'k5{ . 
ljifo x]�gf{;fy kq s]� ljifodf 5 eGg]� s'/�f yfxf kfpg ;lsG5 . s]�xL sfof{nox¿df ljifo leqL 
7]�ufgfeGbf kl5 n]�Vg]� u/�]�sf]� kfOG5 eg]� s]�xL sfof{nox¿df leqL 7]�ufgfeGbf cufl8 n]�Vg]� rng 
kfOG5 .

-3_ clejfbg (Salutation)

leqL 7]�ufgf n]�lv;s]�kl5 kqsf]� a]�xf]�/�f ;'? ug'{eGbf cufl8 kq kfpg]�nfO{ ;Ddfghgs zAbdf 
clejfbg n]�lvG5 . s;nfO{ s:�tf]� clejfbg jf ;Daf]�wg ug]�{ eGg]� s'/�f kqsf]� lsl;d, kq 
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n]�lvPsf]� lgsfo jf JolStsf]� klxrfg h:�tf s'/�fdf e/� k5{ . o:�tf]� clejfbg kqsf]� efiff /� 
k|rngcg';f/� dxfzo, dxf]�bo, lk|o h:�tf cfb/� hgfpg]� zAbaf6 ul/�G5 . g]�kfnL /� cª\u|]�hL 
efiffdf kq n]�Vbf ;Daf]�wgsf k|lj|mofx¿ klg km/�s x'G5g\ . kq n]�Vg]� /� kfpg]�sf]� ;DaGwcg';f/� 
klg o:�tf]� clejfbg km/�s km/�s x'g ;S5 .

-ª_ d'Vo efu (Main Body)

of]� kqsf]� d'Vo ljifoj:�t' xf]� . o;df kq kfpg]�nfO{ yfxf lbg'kg]�{ jf cfkm"n]� eGg'kg]�{ ;a}� kIfx¿ 
l;nl;nf ldnfP/� n]�lvG5 . of]� ;/�n efiff /� ;s]�;Dd yf]�/�}� zAbdf ;kmf /� k|:�6;Fu n]�Vg'k5{ . 
kqdf w]�/�}� s'/�fx¿ n]�Vg'kbf{ ;Gbe{cg';f/� cg'R5]�b 5'6\ofpg' pko'St x'G5 . d'Vo efudf oltg}� 
a]�xf]�/�f n]�Vg'k5{ eGg]� geP tfklg :�ki6tf, ;ª\lIfKttf, ;/�ntf /� k"0f{tf h:�tf kqdf x'g'kg]�{ u'0fx¿ 
;dfj]�z x'g'k5{ . ljifonfO{ k"0f{ ¿kdf k|:�6 kfl/�Psf]� x'g'k5{ .

-r_ clGtd clejfbg (Complementary close)

kqsf]� d'Vo efu jf a]�xf]�/�f n]�lv;s]�kl5 kqsf]� cGTodf k|fksnfO{ wGojfb hgfpg]� jf k|fksk|lt 
k|]�ifssf]� ;DaGw b]�vfpg]� u/�L ul/�g]� ;Daf]�wgnfO{ clGtd clejfbg elgG5 . clGtd clejfbgdf 
k|]�ifsn]� k|fksk|lt s[t1tf, lzi6tf jf ljgd|tf hgfpg]� k|sf/�sf wGojfb;lxt, tkfO{Fsf]� z'elrGts, 
cg'/�f]�ws, lgj]�bs, ejbLo, ;Ddfg;lxt cflb zAbx¿ k|of]�u ul/�G5 .

-5_ b:�tvt (Signature)

kqsf]� cGTodf kq n]�vs jf kqdf cflwsfl/�stf lbg]� JolStsf]� b:�tvt jf ;xL ;dfj]�z x'G5 . 
sfof{no jf ;+:�yfut kqdf clwsf/� k|fKt JolStsf]� b:�tvt x'g'k5{ . b:�tvt k|foM k9\g g;lsg]� 
jf ga'lemg]� x'Fbf b:�tvtd'lg b:�tvt ug]�{sf]� k"/�f gfd /� kb;d]�t a'lemg]� u/�L n]�v]�sf]� x'g'k5{ . 
kqsf]� zLif{ efudf pNn]�v ePsf]� k|]�ifssf]� kl/�ro /� b:�tvtaf6}� kqsf]� cflwsfl/�stf hfFr ul/�G5 .

-h_ ;+nUg sfuhft (Attachments)

kqsf]� ljifo;Fu ;DalGwt ;a}� ljj/�0fx¿ d'Vo efudf ;dfj]�z ug{ ;Dej jf ;fGble{s gx'g 
;S5 . kqsf]� d'Vo efudf pNn]�v ul/�Psf ljifoj:�t'nfO{ k|dfl0ft ug]�{ cGo sfuhft, ;fdu|L 
cflb ePdf ;+nUg sfuhftsf ¿kdf ;dfj]�z ug'{kg]�{ x'G5 . o;}�n]� kq;fy k|fksnfO{ k7fpg'kg]�{ 
clt cfjZos /� pkof]�uL sfuhftx¿ ;dfj]�z ul/�g]� cj:�yfdf o:�tf sfuhftsf]� ljj/�0f ;+nUg 
sfuhftsf ¿kdf pNn]�v ul/�G5 . kq;fy cGo s]� s:�tf sfuhftx¿ ;dfj]�z 5g\ eGg]� hfgsf/�L 
k|fksnfO{ ;xh ¿kdf lbg ;+nUg sfuhftsf]� ljj/�0f ;dfj]�z ug'{k5{ .

-em_ k'gZrM (In addition to)

slxn]�sfxLF kqsf]� d'Vo efudf pNn]�v ug{ g;lsPsf]� t/� ;f]� ljifo;Fu ;DalGwt s'g}� s'/�f pNn]�v 
ug'{kg]�{ x'G5 . o:�t}� kq tof/� ul/�;s]�kl5 klg s'g}� s'/�f 5'6]�sf]� x'g ;S5 . o:�tf]� cj:�yfdf kqsf]� 
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cGTodf pNn]�v gu/�L gx'g]� s'/�fx¿ ;ª\If]�kdf n]�lvG5 . of]� kqsf]� clgjfo{ efu eg]� xf]�Og . ;a}� 
kqdf k'gZrM /� ;+nUg sfuhft gx'g ;S5g\ .

-`_ af]�wfy{ (Carbon Copy)

kq jf Od]�n k7fpg]� d'Vo JolSt jf lgsfosf ;fy}� cGo JolSt jf lgsfonfO{ ;d]�t ;f]�sf]� 
hfgsf/�L lbg'kg]�{ ePdf af]�wfy{ n]�lvG5 . af]�wfy{ PseGbf a9L JolSt jf lgsfonfO{ lbg ;lsG5 .  
lnlvt kqdf af]�wfy{ k7fpg]� ;a}�sf]� ljj/�0f b]�lvG5 eg]� Od]�n k7fpFbf ss;nfO{ af]�wfy{ lbOPsf]� 5 
eGg]� hfgsf/�L ;a}�nfO{ gx'g]� u/�L BCC (Blind Carbon Copy) ljlw klg cjnDag ug{ ;lsG5 .

$=#=! kqsf]� gd'gf (Sample of a letter)

zLif{ efu (Letter head)	 -sfof{no jf ;+:�yf ePsf]� cj:�yfdf sfof{nosf]� n]�6/� x]�8 
/�xG5 eg]� n]�6/� x]�8sf]� tn afFoflt/� kq ;ª\Vof /� rnfgL g= 
;d]�t x'G5_

						      ldlt M =====.=====.=====

leqL 7]�ufgf (Inside Address)	 >Ldfg\ dxfk|aGwsHo", 

		  uf]�/�vfkq ;+:�yfg 

		  wd{ky, sf7df8f}�F .

ljifo (Subject)	 ljifo M ;Dkfbs kbdf lgo'lSt kfpmF .

clejfbg (Salutation)	 dxf]�bo,

		  d oxL r}�q !% ut]� uf]�/�vfkq b}�lgsdf k|sflzt lj1fkg gDa/� 
!& cg';f/� dfu ul/�Psf]� ;Dkfbs kbsf nflu cfj]�bg ub}�{ 
5' . k|sflzt lj1fkgdf pNn]�v ePcg';f/�sf]� d;Fu of]�Uotf 
/� cg'ej /�x]�sf]� 5 . of]�Uotf /� cg'ej v'n]�sf]� JolStut 
ljj/�0f tyf o;;Fu ;DalGwt k|df0fkqsf k|ltlnlkx¿ ;+nUg  
u/�]�sf]� 5' .

d'Vo efu (Body)	 uf]�/�vfkq h:�tf]� /�fli6«o :�t/�sf]� ;~rf/� dfWodsf]� ;Dkfbsn]� 
jxg ug'{kg]�{ lhDd]�jf/�L, hjfkmb]�lxtf /� pQ/�bfloTjsf ;DaGwdf 
dnfO{ :�ki6 hfgsf/�L 5 . uf]�/�vfkq ;+:�yfgsf]� nIo /� p2]�Zo 
xfl;n ug{df d x/�;Dej k|oTg ug{]� 5' . uf]�/�vfkq ;+:�yfg 
h:�tf]� ;Ddflgt ;+:�yfdf ;+nUg eO{ d]�/�f]� kqsfl/�tf If]�qdf 
/�x]�sf]� cWoog /� cg'ej pkof]�u u/�L o;}� If]�qnfO{ hLjg lgjf{x 
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k]�;fsf ¿kdf cfTd;ft\ ug{ kfpg]� cj;/�sf ¿kdf d}�n]� o; 
kbdf cfj]�bg lbPsf]� 5' .

		  d]�/�f]� of]�Uotf /� cg'ejcg';f/� To; ;+:�yfgdf ;Dkfbs kbdf 
lgo'lSt eO{ sfdsfh ug{ kfpg]� cfzf lnPsf]� 5' .

clGtd clejfbg 
(Complementary close)	 ejbLo

b:�tvt (Signature)	 b:�tvt ==============

		  gfd ===================

;+nUg sfuhft 	 ;+nUg sfuhftx¿

(Attachments)	 != 	 JolStut ljj/�0f (Biodata)

		  @= 	 gful/�stfsf]� k|df0fkq, z}�lIfs of]�Uotf /� cg'ejsf 
k|df0fkqsf k|ltlnlkx¿

		  #=	 cfj]�bg b:�t'/� a'emfPsf]� ef}�r/� .

k'gZrM (In addition to)

af]�wfy{ (Carbon Copy)

$=$ kqsf]� juL{s/�0f (Classification of letter)
kq ljleGg tl/�sf /� :�j¿kdf n]�lvg]� s'/�f dfly pNn]�v eO;s]�sf]� 5 . kqnfO{ cf}�krfl/�stfsf 
cfwf/�df, ;+:�yfut cfwf/�df, k|of]�usf cfwf/�df tyf k|fyldstfsf cfwf/�df juL{s/�0f ug]�{ ul/�Psf]� 
kfOG5 . kqsf k|sf/�nfO{ lgDgfg';f/� juL{s/�0f ul/�Psf]� 5 M

kqsf]� juL{s/�0f

cf}�krfl/�stfsf  
cfwf/�df 

cf}�krfl/�s kq 
cgf}�krfl/�s kq

;+:�yfut cfwf/�df

sfof{nout kq
-;/�sf/�L /� 
Jofj;flos_
JolStut jf lghL kq

k|of]�usf cfwf/�df 

cfGtl/�s kq 
afx\o kq
kl/�kq 
cfj]�bg kq

k|fyldstfsf  
cfwf/�df
;fwf/�0f kq, h?/�L 
kq, clt h?/�L kq, 
t'?Gt kq, uf]�Ko kq, 
clt uf]�Ko kq
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-s_ cf}�krfl/�stfsf cfwff/�df kqsf k|sf/� (Types of letter on the basis of formality)

kqx¿ sfof{no, ;ª\3;+:�yf Pjd\ JolStn]� ljleGg k|of]�hgsf nflu n]�V5g\ . o;/�L n]�lvg]� kqnfO{ 
cf}�krfl/�stfsf cfwf/�df cf}�krfl/�s /� cgf}�krfl/�s kqsf ¿kdf juL{s/�0f ul/�G5 .

-c_ cf}�krfl/�s kq (Formal letter)

cf}�krfl/�s kq lglZrt 9fFrf, z}�nL, sfg'gL jf ;+:�yfut lgod, kqsf]� cflwsfl/�stf k|bfg ug]�{ 
JolStsf]� x:�tfIf/�, kqdf hgfpg'kg]�{ ;ª\s]�t jf k"/�f ug'{kg]�{ s'/�fx¿ k"/�f ePsf]� kq xf]� . o:�tf 
kqx¿ k"0f{ ¿kdf Jofj;flos /� ljifout k|s[ltsf x'G5g\ . cf}�krfl/�s kqdf kqdf /�xg]� cª\u jf 
efux¿sf]� Jojl:�yt ;+of]�hg ul/�Psf]� x'G5 . cf}�krfl/�s kq k|df0fsf ¿kdf k|of]�u ug{ ;lsG5 . 
cfj]�bg kq jf ;+:�yfut kqx¿ cf}�krfl/�s ¿kdf n]�lvG5g\ . ;a}� sfof{nout jf Jofj;flos 
kqx¿ cf}�krfl/�s kqx¿ x'g\ .

-cf_ cgf}�krfl/�s kq (Informal letter)

JolStut /� ;fdflhs kqx¿ cgf}�krfl/�s kqx¿ x'g\ . o:�tf kqdf JolStut ;"rgf, wf/�0ff jf 
ljrf/� JoSt ul/�Psf]� x'G5 . JolStn]� ;fyLefO, gftfuf]�tf jf c¿ s;}�nfO{ n]�Vg]� kq cgf}�krfl/�s 
k|s[ltsf]� x'G5 . ;"rgf jf hfgsf/�L lbg]� eP tfklg cgf}�krfl/�s kqnfO{ k|df0fsf ¿kdf k|of]�u 
ug{ ;lsFb}�g .

-v_ ;+:�yfut cfwf/�df kqsf k|sf/� (Types of Letter on Institutional Basis)

kq n]�Vg]� sfof{no jf ;+:�yfsf cfwf/�df kqnfO{ sfof{nout /� JolStut u/�L d'Vo b'O{ k|sf/�df 
juL{s/�0f ul/�G5 M

-c_ sfof{nout kq (Official letter)

sfof{nout k|of]�hgsf nflu cfbfgk|bfg ul/�g]� kqx¿nfO{ sfof{nout kq elgG5 . o:�tf kqx¿ 
Pp6f sfof{non]� csf]�{ sfof{nonfO{ cyjf sfof{non]� s'g}� klg JolStnfO{ k7fpg]� u5{ . s'g}� 
;/�sf/�L sfof{no, Jofj;flos lgsfo, u}�/�;/�sf/�L ;+:�yf, bft[;+:�yf, cGt/�f{li6«o lgsfo jf lghL 
;+:�yfx¿n]� cfbfgk|bfg ug]�{ kqx¿ klg sfof{nout kq x'g\ . o:�tf sfof{nout kqnfO{ klg 
;/�sf/�L /� Jofj;flos u/�L b'O{ efudf juL{s/�0f ul/�G5 M

(i)	 ;/�sf/�L kq (Government letter)

Ps ;/�sf/�L sfof{non]� cGo sfof{no, ljefu, zfvf, cGo JolSt jf ;+:�yf;Fu ug]�{ ;~rf/� k|of]�hgsf 
nflu n]�lvg]� kqnfO{ ;/�sf/�L kq elgG5 . ;/�sf/�L kqx¿ sfof{nosf]� sfd;Fu ;DalGwt x'G5g\ . 
;/�sf/�L kq Jojxf/�df kqsf]� 9fFrf, ;+/�rgf tyf n]�vgz}�nL lgwf{l/�t ul/�Psf]� x'G5 . s:�tf]� ljifo 
jf If]�qdf s'g txsf kbflwsf/�Ln]� kq n]�Vg]� /� s'g kbflwsf/�Ln]� k|dfl0ft ug]�{ eGg]� s'/�f lgwf{/�0f 
ul/�Psf]� x'G5 . clwsf/�If]�qeGbf aflx/�sf ljifodf s'g}� klg ;/�sf/�L sfof{non]� kq n]�Vg ;Sb}�gg\ .
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(ii)	 Jofj;flos jf Jofkfl/�s kq (Business letter)

Jofkfl/�s ;ª\3;+:�yfx¿sf lardf cfbfgk|bfg x'g]� kqnfO{ Jofj;flos jf Jofkfl/�s kq elgG5 . 
s'g}� Joj;fo jf ;+:�yfn]� csf]�{ Joj;fo jf ;+:�yf jf JolStnfO{ k7fpg]� kqx¿ Jofj;flos jf 
Jofkfl/�s kq x'g\ . Jofj;flos kqdf klg ;/�sf/�L kq ;/�x lglZrt lgod jf sfo{ljlw tf]�lsPsf]� 
x'G5 . Jofj;flos kqdf ;f]�wk'5, l;sfot, cfb]�z, kl/�kq, ;Gbe{ tyf cfj]�bg kqx¿ klg k5{g\ . 
Jofj;flos kq klg lglZrt 9fFrf jf ;+/�rgfdf n]�lvg'k5{ .

-cf_ JolStut kq (Personal letter)

s'g}� JolStn]� cfˆgf]� kl/�jf/�sf ;b:�o jf ;fyLnfO{ JolStut ljifodf n]�lvg]� kqnfO{ JolStut kq 
elgG5 . JolStut kqdf s'g}� k|sf/�sf]� lglZrt :�j¿k jf 9fFrf lgwf{/�0f ul/�Psf]� x'Fb}�g . JolStsf]� 
cleJolSt l;k, Ifdtf jf eGg vf]�h]�sf]� s'/�f n]�Vg]� z}�nLn]� JolStut kqsf]� 9fFrf to u5{ . s'g 
JolStn]� s;nfO{ s:�tf]� cj:�yfdf kq n]�V5 eGg]� lglZrt x'Fb}�g . oBlk JolStut kq ;Grf]� 
la;Grf]�, ;'emfj, ;dfrf/�, kfl/�jfl/�s ;dfrf/�, z'esfdgf, lgdGq0ff, ;dj]�bgf, P]�Soa4tf cflb 
JoSt ug{ n]�lvG5 .

-u_ k|of]�usf cfwf/�df kqsf k|sf/� (Types of letter on the basis of utilization)

;+:�yfut jf sfof{nout k|of]�hgsf cfwf/�df kqnfO{ cfGtl/�s kq, afx\o kq, kl/�kq /� cfj]�bg 
kq u/�L d'Vo rf/� k|sf/�df juL{s/�0f ul/�G5 M

-c_ cfGtl/�s kq (Internal letter)

sfof{nosf]� cfGtl/�s k|of]�hgsf nflu sfof{noleq}�, dflyNnf]� txsf]� sfof{noaf6 tNnf]� txsf]� 
sfof{nodf jf tNnf]� txsf]� sfof{naf6 dflyNnf]� txsf]� sfof{nodf n]�lvg]� kqnfO{ cfGtl/�s kq 
elgG5 . ;fdfGotM cfGtl/�s kqdf cfGtl/�s ;~rf/�kq (Internal memo), tf]�scfb]�z (Order) 
tyf l6Kk0fL (Decision note) nfO{ lnOG5 .

(i)	 cfGtl/�s ;~rf/�kq M k"0f{ kqsf ¿kdf geO{ k7fpg]� /� kfpg]� tyf ;~rf/� ug{ 
vf]�lhPsf]� ljifo dfq pNn]�v ePsf]� ;ª\lIfKt l6kf]�6 xf]� .

(ii)	 tf]�scfb]�z M clwsf/� k|fKt clwsf/�L jf dflyNnf]� txsf]� clwsf/�Ln]� s'g}� kq, k|ltj]�bg 
jf lgj]�bgdf s'g kbflwsf/�L jf zfvfn]� s]� s:�tf]� sf/�jfxL (action) ug]�{ eGg]� s'/�f  
;ª\If]�kdf n]�lvlbPsf]� cfb]�zfTds a]�xf]�/�f xf]� tf]�scfb]�z .

(iii)	 l6Kk0fL M s'g}� ljifodf lg0f{odf k'Ugsf nflu tYo, sf/�0f /� ;DefJo lg0f{o ljsNkx¿ 
v'nfP/� tNnf txaf6 lg0f{o clwsf/� ePsf tx jf kbflwsf/�Ldf k]�; ul/�g]� l6kf]�6 
xf]� .

	 cfGtl/�s kq cf}�krfl/�s jf cgf}�krfl/�s ¿kdf klg x'g ;S5 . o:�tf]� ;~rf/� ljB'tLo 
¿kdf jf sfuhL ¿kdf klg x'g ;S5 .
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-cf_ afx\o kq (External letter)

;DalGwt sfof{no jf ;f]� sfof{nocGtu{tsf lgsfo jf sfof{noafx]�ssf lgsfo jf JolStnfO{ 
n]�lvg]� kqx¿ afx\o kq x'g\ . kqsf]� ljifo;Fu ;/�f]�sf/� /�fVg]� cGo sfof{nox¿, ;]�jfu|fxL, u|fxs, 
Jofkf/�L, a}�ª\s tyf ljQLo ;+:�yf, z}�lIfs ;+:�yf h:�tf lgsfodf n]�lvg]� jf To:�tf lgsfoaf6 k|fKt 
x'g]� kq afx\o kqdf k5{g\ . afx\o kq klg cf}�krfl/�s /� cgf}�krfl/�s b'a}� x'G5g\ . lglZrt ;+/�rgf 
jf 9fFrfdf n]�lvg]� o:�tf kqn]� ljifoj:�t'sf]� :�ki6tf /� k"0f{tf k|:�t't ug{ ;Sg'k5{ .

-O_ kl/�kq (Circular)

s'g}� lgsfo jf sfof{non]� cfˆgf]� lgsfocGtu{t jf p:�t}� k|s[ltsf]� sfd ug]�{ lgsfox¿;Fu ;/�f]�sf/� 
/�fVg]� ljifodf :�ki6 ug{ ul/�g]� kqfrf/� kl/�kq xf]� . kl/�kq klg cf}�krfl/�s ¿kdf ul/�g]� ;~rf/� xf]� . 
of]� ljleGg dfWodaf6 ug{ ;lsG5 . sfof{no jf ;+:�yfut k|lj|mof /� k|0ffnLdf s'g}� kl/�jt{g x'Fbf, 
gofF s'/�f cjnDag ug'{kbf{, PseGbf a9L lgsfodf kg{ ;Sg]� ;femf ;d:�of ;dfwfg ug'{kbf{ jf 
s'g}� ljifodf Ps¿ktf sfod ug'{kbf{ kl/�kq ug]�{ ul/�G5 . kl/�kq dflyaf6 tnlt/� k|jflxt x'G5 . 
kl/�kq h'g ljifodf ul/�G5 ;f]� ljifon]� k|efj kfg]�{ jf ;f]� ljifo;Fu ;/�f]�sf/� /�fVg]� ;a}�n]� yfxf kfpg]� 
u/�L ;fj{hlgs ;"rgfsf ¿kdf klg ug{ ;lsG5 . s'g}� sDkgLn]� ;fwf/�0f ;ef ug'{kbf{ o;sf ;]�o/� 
xf]�N8/�nfO{ ;"lrt ug{ k|sflzt ;"rgfnfO{ klg kl/�kqsf]� pbfx/�0fsf ¿kdf lng ;lsG5 . kl/�kq 
dflyNnf]� lgsfoaf6 ;a}� lgsfodf jf ;ª\u7gfTds ;+/�rgfcg';f/� tx tx x'Fb}� klg k7fOG5 .

-O{_ cfj]�bg kq (Application letter)

s'g}� JolSt, sd{rf/�L jf ;+:�yfn]� cfˆgf]� ljz]�if sfdsf nflu s'g}� lgsfodf k]�; ug]�{ lnlvt 
cg'/�f]�wnfO{ lgj]�bg jf cfjb]�g kq elgG5 . s'g}� ;+:�yf jf sfof{noaf6 k|jfx x'g]� ;]�jf k|fKt ug{, 
s'g}� ljj/�0f jf sfuhft a'emfpg, s'g}� s'/�fsf]� hfgsf/�L u/�fpg, To:�tf]� ;+:�yf jf sfof{nodf 
/�f]�huf/�Lsf nflu lgj]�bg ug{ jf s'g}� s'/�f k|fKt ug{ cfj]�bg kq n]�lvG5 . h'g k|of]�hgsf nflu 
cfj]�bg kq n]�lvg]� xf]� ;f]� ;DaGwdf Go"gtd v'nfpg'kg]�{ s'/�fx¿sf]� hfgsf/�L /�fvL lzi6 /� gd| 
efiffsf]� k|of]�u u/�L cfj]�bg n]�Vg' /�fd|f]� dflgG5 . cfj]�bg kq nfdf]�, 3'dfp/�f]� jf ax'cyL{ geO{ 
;/�n /� :�ki6 x'g'k5{ . cfj]�bg kqdf pNn]�v ug}�{kg]�{ s'/�fx¿ dfq pNn]�v u/�L ;xfos ljj/�0fx¿ 
;f]� cfj]�bg kq;fy ;+nUg /�fVg' pko'St x'G5 . ljBfnodf ljBfyL{n]� labfsf nflu jf 5fqj[lQ 
kfpgsf nflu n]�Vg]� kqnfO{ cfj]�bg kqsf]� pbfx/�0fsf ¿kdf lng ;lsG5 .

-3_ k|fyldstfsf cfwf/�df kqsf k|sf/� (Types of letter on the basis of priority)

sfof{noaf6 ;Dkfbg ug'{kg]�{ sfdsf ;Gbe{df s'g kqnfO{ s]� s:�tf]� k|fyldstfdf /�fvL sfd ug'{k5{ 
eGg]� cfwf/�df ul/�Psf]� kqsf]� juL{s/�0fnfO{ k|fyldstfsf cfwf/�df ul/�Psf]� juL{s/�0f elgG5 . 
kqsf]� ljifosf]� dxÎj, ;f]�df p7fg ul/�Psf]� ljifosf]� ;dfwfgdf lbg'kg]�{ ;do /� ;f]�;DaGwdf sfod 
ug'{kg]�{ uf]�Kotf h:�tf s'/�fnfO{ cfwf/� dfg]�/� kqsf]� k|fyldstf lgwf{/�0f ug]�{ ul/�G5 . ;fdfGotM 
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kqsf]� k|fyldstf ;fwf/�0f, h?/�L, clt h?/�L, t'?Gt, uf]�Ko /� clt uf]�Ko u/�L 5 k|sf/�df juL{s/�0f 
ug]�{ ul/�Psf]� kfOG5 M

-c_ ;fwf/�0f kq (Ordinary letter)

s'g}� sfof{noaf6 sfd km5\of}�{6sf nflu s]�xL s'/�f hfgsf/�L k|fKt ug{ n]�lvcfPsf]� jf k7fOPsf]� kq 
;fwf/�0f kq xf]� . o:�tf]� kqdf s'g}� k|fyldstf ;ª\s]�t k|of]�u ePsf]� x'Fb}�g . o:�tf]� kqsf]� hjfkm jf 
k|ltlj|mof ;DalGwt sfof{no jf sd{rf/�L cfk}�mFn]� k|fyldstfdf /�fv]�/� lbg'k5{ . g]�kfnsf ;/�sf/�L 
sfof{nodf o:�tf]� kqnfO{ s'g}� sd{rf/�L cfkm}�n]� sfd km5\of}�{6 ug'{kg]�{df ;ft lbgleq /� dflyNnf]� 
:�t/�df k]�; ug'{kg]�{df tLg lbgleq k]�; u/�L sfo{ km5\of}�{6 ug'{kg]�{ Joj:�yf /�x]�sf]� 5 .

-cf_ h?/�L kq (Urgent letter)

kq k7fpg]�n]� kqsf]� k|To'Q/�sf]� h?/�Lkgsf cfwf/�df h?/�L ;ª\s]�t u/�L k7fPsf]� kq g}� h?/�L 
k|fyldstfo'St kq xf]� . cfkm"n]� k7fpg]� kqdf k|fyldstf hgfpFbf ljifosf]� h?/�Lkgsf cfwf/�df 
h?/�L k|fyldstf hgfpg'k5{ . sfof{nodf k|fKt kqdf h?/�L k|fyldstf cª\lst ePdf k|To'Q/� 
lbg]� jf kqaf6 cg'/�f]�w ePsf]� sfddf ljz]�if Wofg lbg'k5{ . g]�kfnsf ;/�sf/�L sfof{nodf h?/�L 
k|fyldstf cª\lst kqsf]� ;DalGwt sd{rf/�L cfkm}�Fn]� sfd ug'{kg]�{df kfFr lbg /� dflyNnf]� :�t/�df 
k]�; ug'{kg]�{df b'O{ lbgleq k]�; u/�L cfb]�z ePcg';f/� km5\of}�{6 ug'{kg]�{ Joj:�yf /�x]�sf]� 5 .

-O_ clt h?/�L kq (Most urgent letter)

kq k7fpg]�n]� kqsf]� k|of]�hg cToGt h?/�L lsl;dsf]� ePdf clt h?/�L k|fyldstf cª\lst u/�L 
k7fpg'k5{ . kq k|fKt ug]�{n]� o:�tf]� k|fyldstf hlgP/� k|fKt ePsf]� kqdf oyf;So rfF8f]� k|ltlj|mof 
hgfpg]� jf kqaf6 cfu|x ePsf]� sfd ;Dkfbg ug'{k5{ . clt h?/�Lsf]� ;ª\s]�t /�fVbf k|foM /�ftf]� 
dl;n]� /�fVg'k5{ . g]�kfnsf ;/�sf/�L sfof{nodf h?/�L k|fyldstf cª\lst kqsf]� ;DalGwt sd{rf/�L 
cfkm}�Fn]� sfd ug'{kg]�{df tLg lbg /� dflyNnf]� :�t/�df k]�; ug'{kg]�{df Ps lbgleq k]�; u/�L cfb]�z 
ePcg';f/� km5\of}�{6 ug'{kg]�{ Joj:�yf /�x]�sf]� 5 .

-O{_ t'?Gt kq (Immediate letter)

s'g}� sfo{ tTsfn ug'{kg]�{ ePdf /� ;f]� ;DaGwdf kqJojxf/� ug'{kg]�{ ePdf t'?Gt k|fyldstf 
hgfpg'k5{ . o:�tf]� k|fyldstf cª\lst u/�L k|fKt ePsf]� kqsf]� sf/�afxL klg t'?Gt ug'{k5{ . ;Dej 
eP;Dd o:�tf]� kqsf]� sfo{sf]� k|s[lt x]�/�L t'?Gt kq;DaGwL sfo{ km5\of}�{6 ug'{k5{ . s'g}� sd{rf/�Ln]� 
cfkm}�Fn]� sfd ug'{kg{]� ePdf k|fKt ePs}� lbg /� dflyNnf�]� :t/�df k]�; ug'{kg]�{df ;d]�t t'?Gt}� k]�; u/�L 
;Dkfbg ug'{k5{ . olb sfof{no ;do ;dfKt x'g]� jf lg0f{o ug]�{ clwsf/�L pknAw gx'g]� cj:�yf 
ePdf csf]�{ lbg sfof{no ;do ;'? x'gf;fy jf lg0f{o ug]�{ clwsf/�L;Fu cg'dlt lnO{ t'?Gt}� o:�tf]� 
sfo{ ;Dkfbg ug'{k5{ .



49sfof{no ;~rfng tyf n]vf, sIff (

-p_ uf]�Ko kq (Confidential letter)

lglZrt JolSt jf kbflwsf/�Ln]� dfq}� x]�g{' jf sf/�afxL ug'{kg]�{ ljifodf n]�lvg]� kqnfO{ uf]�Ko k|fyldstf 
hgfOG5 . uf]�Ko kq vf; JolStx¿sf lardf dfq ;~rf/� x'G5 . o:�tf]� kq;Fu ;DalGwt sfo{ 
lglZrt JolSt jf clwsf/�k|fKt clwsf/�Ln]� uf]�Ko tl/�sfn]� ;Dkfbg ug'{k5{ . lglZrt ;do;Dd 
uf]�Ko /�fVg'kg]�{ kq ePdf ;f]� ;dokl5 dfq kqsf]� a]�xf]�/�f k|sfzdf Nofpg ;lsG5 . uf]�Ko kq 
k7fpFbf jf vf]�Nbf vfdaGbL u/�L rnfgL Pjd\ btf{ klg uf]�Ko tl/�sfn]� ug'{k5{ .

-pm_ clt uf]�Ko kq (Very confidential letter)

vf; ljifodf lglZrt If]�qsf ljz]�if JolStn]� afx]�s c¿n]� yfxf kfpg gx'g]� vfnsf]� ljifosf]� 
kqnfO{ clt uf]�Ko k|fyldsLs/�0f ul/�G5 . clt uf]�Ko /�fVg'kg]�{ kqsf]� a]�xf]�/�f ;DalGwt sfd ug]�{ If]�q 
jf JolStafx]�]�s c¿nfO{ hfgsf/�L lbg'x'Fb}�g . clt uf]�Ko egL cª\lst eO{ cfPsf]� kq k|fKt x'gf;fy 
sfof{no k|d'v jf ;DalGwt JolStsxfF k'¥ofpg'k5{ . ;DalGwt JolStn]� dfq}� vf]�Ng]� /� cWoog 
u/�L clt uf]�Ko tl/�sfaf6 sf/�afxL ug'{k5{ . o:�tf]� k|fyldstf cª\lst kq k7fpFbf vfdaGbL u/�L 
To;nfO{ l;naGbL u/�L vfdsf]� aflx/� klg clt uf]�Ko egL n]�Vg'k5{ .

$=% kq n]�vg z}�nL /� 9f“rf (Writing style and structure of letter)

kq n]�Vbf o;sf]� ef}�lts :�j¿k cyf{t\ 9fFrfdf klg s:�tf]� x'g]� eGg]� klg Wofg lbg'k5{ . h'g;'s}� 
k|sf/�sf kq n]�Vbf klg s'g}� g s'g}� 9fFrfdf cfwfl/�t x'G5 . kq n]�vgsf]� k|rngsf cfwf/�df kq 
n]�vgsf d'Vo tLg z}�nL jf 9fFrf k|rngdf /�x]�sf]� kfOG5 .

-s_ kª\lSta4 9f“rf (Justified style)

kqdf n]�lvg]� ;a}� s'/�fx¿ kqsf]� Psftkm{af6 dfq}� ;''? ug]�{ kqnfO{ kª\lSta4 9fFrf elgG5 . o:�tf]� 
kqn]�vg cª\u|]�hL efiffdf Hofbf k|rngdf /�x]�sf]� eP tfklg cGo efiffx¿df klg plQs}� k|of]�udf 
kfOG5 . kqsf]� zLif{ efu jf Letter head sf]� nuQ}� tn kq ;ª\Vof tyf rnfgL g= ldlt, ljifo, 
;Daf]�wg, d"n a]�xf]�/�f /� kqsf]� clGtd ;Daf]�wg, kq n]�Vg]� clwsf/�Lsf]� klxrfg x'g]� ;xL, gfd, bhf{ 
jf 5fk;d]�t afofFtkm{af6}� n]�lvg]� kq o; 9fFrfdf k5{ .

-v_ s]�Gb|Ls[t 9f“rf (Centred style)

;fdfGotM kqsf]� zLif{ efueGbf tn afFoftkm{ kq ;ª\Vof /� rnfgL g= /� bfofFtkm{ ldlt /� 
To;nuQ}� s]�Gb|Lo efudf ljifosf]� ;ª\If]�kdf pNn]�v, To;d'lg afofFtkm{ k|fksnfO{ ;Daf]�wg /� kqsf]� 
s]�Gb|Lo s'/�f cyf{t\ n]�Vg'kg]�{ s'/�f n]�lvPsf]� /� cGTodf kqsf]� afofFtkm{ clGtd ;Daf]�wg /� bfofFtkm{ 
kq n]�Vg]� clwsf/�Lsf]� klxrfg x'g]� ;xL, gfd, bhf{ jf 5fk /�xg]� u/�L k|rngdf /�x]�sf]� 9fFrfnfO{ 
s]�Gb|Ls[t 9fFrfsf ¿kdf lnOG5 .
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-u_ ldl>t 9f“rf (Mixed style)

kª\lSta4 tyf s]�Gb|Ls[t b'a}� 9fFrfsf]� k|of]�u u/�L n]�lvg]� kqsf]� 9fFrfnfO{ ldl>t 9fFrf elgG5 . o:�tf]� 
9fFrf x]�bf{ cfsif{s;d]�t b]�lvG5 . clwst/� If]�qdf of]� 9fFrf k|of]�udf /�x]�sf]� kfOG5 .

kqsf]� :�j¿k jf 9fFrf s:�tf]� x'g]� eGg]� af/�]�df ;dfg wf/�0ff kfOFb}�g . sDKo'6/�sf]� k|of]�u u/�]�/� 
n]�lvg]� kqdf sltko algagfp 9fFrfx¿ k|of]�udf cfpF5g\ . s'g}� lgsfo jf sfof{non]� lglZrt 
:�j¿ksf]� letter pad k|of]�u u5{g\ . cem sltkon]� t kqdf k|of]�u ug]�{ cIf/� jf kmG6sf]� gfd /� 
cfsf/�, x/�kmx¿sf]� kª\lSta4tf, x/�kmx¿larsf]� cGt/� h:�tf s'/�fx¿ ;d]�t lgwf{/�0f u/�]�sf x'G5g\ . 
sDKo'6/� ;ˆ6j]�o/� k|of]�u u/�]�/� n]�lvg]� kqx¿df n]�Vg'kg]�{ s'/�f n]�v]�kl5 afFsL 9fFrf :�jtM tof/� x'g]� 
Joj:�yf klg ul/�Psf]� kfOG5 . kqsf]� cg'R5]�b 5'6\ofpg]� jf Ps}� cg'R5]�bdf n]�Vg]�, cg'R5]�bsf]� zLif{s 
lbg]� h:�tf k|sf/�sf 9fFrf klg k|of]�udf /�x]�sf]� kfOG5 . o:�tf ljljwtfsf sf/�0fn]� ubf{ s:�tf]� 9fFrfdf 
kq n]�Vg]�eGbf klg cª\u k'u]�sf]� /� kqdf JoSt ug{ vf]�lhPsf]� s'/�f k"/�f ug{ ;Sg]� cfsif{s kq n]�vg 
/�fd|f]� dflgG5 .

$=^ kqsf]� btf{ /� rnfgL (Registration and dispatch of letter)
sfof{nodf k|fKt ePsf tyf sfof{noaf6 aflx/� hfg]� kqx¿sf]� Joj:�yfkg ug]�{ lglb{i6 k|lj|mof 
lgwf{/�0f ul/�Psf]� x'G5 . o:�tf k|lj|mofnfO{ sltko lgsfodf cfGtl/�s sfo{ljlw agfP/� lglZrt 
ul/�Psf]� x'G5 eg]� sltko lgsfodf o; ;DaGwdf ;fdfGo k|rngnfO{ g}� cjnDag ug]�{ u/�]�sf]� 
kfOG5 . sfof{nodf k|fKt ePsf kqnfO{ btf{ ug]�{ tyf sfof{noaf6 aflx/� hfg]� kqx¿sf ;DaGwdf 
rnfgL lstfadf clen]�v /�fvL rnfgL ug]�{ ul/�G5 . kq btf{, rnfgL tyf uf]�Ko sfuhft a'‰g]� /� 
a'emfpg]� ubf{ ;fjwfgL ;fy ug'{k5{ . btf{ tyf rnfgL lstfadf plNnlvt ljifox¿sf]� k"0f{tf x'g]� 
u/�L kqsf]� clen]�v /�fVbf sfof{nosf]� kmfOn /� clen]�v Joj:�yfkgdf dxÎjk"0f{ ;xof]�u k'U5 . btf{ 
tyf rnfgL lstfa jflif{s ¿kdf jf cfly{s jif{cg';f/� km]�l/� gofF btf{ jf rnfgL g= lbg]� k|rng 
/�x]�sf]� 5 . sltko sfof{nodf btf{ tyf rnfgLsf]� ;xfos vftf jf kmf/�fdx¿ klg k|of]�udf 
Nofpg]� ul/�Psf]� kfOG5 . g]�kfnsf s]�xL ;/�sf/�L sfof{nodf btf{ jf rnfgL ul/�Psf kq a'emfpg 
;xof]�uL k'l:�tsf (Peon book) gfdsf]� 5'6\6}� vfsf klg k|of]�u ug]�{ k|rng 5 .

$=^=! btf{ (Registration)

sfof{nodf ljleGg ;|f]�t, dfWod /� 7fpFaf6 cfPsf lr7Lkq, lgj]�bg, k|ltj]�bg, cfb]�z /� cGo 
sfuhkqx¿ k|fKt x'gf;fy ;'?sf]� clen]�v /�fVg]� sfo{nfO{ btf{ elgG5 . kq btf{ ubf{ k7fpg]�sf]� 
gfd /� 7]�ufgf, ldlt, ljifo cflb s'/�fx¿ pNn]�v ul/�G5 . sfof{nosf]� k|s[ltcg';f/� btf{ ljj/�0f 
km/�s km/�s x'g ;S5g\ . sfof{nodf kq k|j]�z ug]�{ klxnf]� tx btf{ xf]� . btf{ ug]�{ JolStn]� s'g}� 
kq cfˆgf]� sfof{nosf]� xf]� xf]�Og olsg ug'{k5{ . s'g}� sfof{nodf k|fKt ePsf kqx¿ klxn]� btf{ 
ug]�{ /� ;DalGwt kmfF6, sd{rf/�L jf k|d'v ;dIf k]�; ug]�{ rng x'G5 eg]� s'g}� sfof{nodf klxn]� 
;DalGwt sd{rf/�L jf k|d'vsf]� tf]�s cfb]�zkl5 dfq btf{ ug'{kg]�{ Joj:�yf ul/�Psf]� x'G5 . btf{ ug{ 
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nfos, l/�t k'u]�sf /� tf]�s cfb]�z ePsf kqx¿ j|mda4 ¿kdf btf{ lstfadf btf{ ug'{ /� btf{ gDa/� 
r9fpg'k5{ .

-s_ btf{ lstfasf]� gd'gf (Sample of registration book)

btf{ lstfadf btf{ gDa/�, btf{ ldlt, k|fKt ePsf]� kqsf]� ;ª\Vof /� kq ldlt, k7fpg]� sfof{nosf]� 
gfd, kqsf]� a]�xf]�/�f jf ljifo /� kq a'‰g]� kmfF6jfnfsf]� gfd, ;xL /� ldlt tyf s}�lkmot h:�tf 
dxnx¿ /�flvPsf]� x'G5 . k|of]�u ug]�{ lgsfocg';f/� btf{ lstfasf]� 9fFrfdf ;fdfGo km/�s x'g ;S5 . 
oxfF btf{ lstfasf]� ;fdfGo gd'gf lbOPsf]� 5 .

========== sfof{no jf lgsfo

btf{ lstfa

btf{ g= btf{ 
ldlt

btf{ 
;do

k|fKt kqsf]� k7fpg]�sf]� gfd 
/� 7]�ufgf

ljifo a'lemlng]�sf]�

s}�lkmotkq  
;ª\Vof

ldlt gfd ;xL ldlt

-v_ btf{sf]� dxŒj (Importance of registration)

btf{ ug]�{ sfo{ x]�bf{ ;fdfGo eP klg sfof{nodf btf{sf]� dxÎj lgDgfg';f/� /�xG5 M

-c_	 sfof{nodf sxfFaf6 s]� slt kq jf sfuhft k|fKt eof]� eGg]� s'/�fsf]� hfgsf/�L /�fVg

-cf_	 sfof{nodf k|fKt ePsf kqx¿ x/�fpg glbO{ ;+/�If0f ug{

-O_	 kqsf]� btf{ gDa/�, btf{ ldlt, k|fKt ePsf]� kqsf]� ;ª\Vof /� kq ldltaf/�]� l;nl;n]�jf/� 
hfgsf/�L k|bfg ug{

-O{_	 k|fKt ePsf kqx¿ ;DalGwt zfvf jf sd{rf/�LnfO{ lhDdf nufpg /� ;f]�sf]� clen]�v /�fVg

-p_	 s'g kqsf]� ;DaGwdf s]� s:�tf]� sfdsf/�afxL ePsf]� 5 eGg]� s'/�fsf]� hfgsf/�L /�fVg cflb .

$=^=@ rnfgL (Dispatch)

sfof{noaf6 kqx¿ cGoq k7fpg]� ;dodf kqx¿sf]� clen]�v /�fVg]� sfo{nfO{ rnfgL elgG5 . 
kq rnfgL ubf{ kq kfpg]�sf]� gfd, 7]�ufgf, ldlt, ljifo cflb s'/�fx¿ pNn]�v ul/�G5 . sfof{nosf]� 
k|s[ltcg';f/� rnfgLsf ljj/�0fx¿ km/�s km/�s x'G5g\ . w]�/�}� dxfzfvf jf zfvf ePsf]� Pp6}� 
sfof{nodf Pp6}� jf zfvfut rnfgL ug]�{ Joj:�yf klg ul/�Psf]� x'G5 . rnfgL ul/�Psf kqx¿sf]� 
clen]�v rnfgL lstfadf /�flvG5 . rnfgL ug]�{ k|lj|mofn]� ljleGg ;ª\3;+:�yf sfof{no jf JolStnfO{ 
s]� s:�tf]� ljifosf]� s'g sfuh slxn]� sxfF k7fOof]� eGg]� s'/�f kQf nufpg ;lhnf]� x'G5 .



52 sfof{no ;~rfng tyf n]vf, sIff (

rnfgL ug]�{ JolStn]� kqsf]� rnfgL ubf{, kq kfpg]�sf]� gfd, 7]�ufgf, k|:�6 eP gePsf]�, ldlt,  
kq;ª\Vof, 5fk, ;xL 5'6]� g5'6]�sf]� /�fd|/�L hfFr ug'{k5{ . ;a}� hfFlr;s]�kl5 kqsf]� k|s[lt /� :�yfg x]�/�L 
x'nfs, PS;k|]�; 8]�lne/�L, ;xof]�uL sd{rf/�L jf ˆofS; s]�af6 k7fpg]� xf]� ;f]�sf]� lgSof{}�n u/�L rnfgL 
lstfasf]� dxncg';f/� cfjZos k|lj|mof k"/�f u/�L rnfgL ug'{k5{ . rnfgL ul/�;s]�/� kq vfdaGbL 
ubf{ vfddf k7fpg]� /� kfpg]�sf]� gfd /� 7]�ufgf :�ki6 ¿kdf pNn]�v ug'{k5{ . cj:�yfcg';f/� h?/�L, 
cToGt h?/�L, ;fwf/�0f, uf]�Ko cflb n]�Vg'k5{ .

-s_ rnfgL lstfasf]� gd'gf (Sample of dispatch book)

btf{ lstfadf rnfgL gDa/�, rnfgL ldlt, rnfgL x'g]� kqsf]� ;ª\Vof /� kq ldlt, kfpg]� sfof{nosf]� 
gfd, kqsf]� a]�xf]�/�f jf ljifo /� kq a'‰g]� kmfF6jfnfsf]� gfd, ;xL /� ldlt tyf s}�lkmot h:�tf 
dxnx¿ /�flvPsf]� x'G5 . k|of]�u ug]�{ lgsfocg';f/� rnfgL lstfasf]� 9fFrfdf ;fdfGo km/�s x'g 
;S5 . oxfF rnfgL lstfasf]� ;fdfGo gd'gf lbOPsf]� 5 .

============= sfof{no

rnfgL lstfa

rnfgL 
ldlt

rnfgL 
g=

rnfgL 
;do

kqsf]� kfpg]�sf]� 
gfd /� 
7]�ufgf

kqsf]� 
ljifo

kq 
k7fPsf]� 
dfWod

a'lemlng]�sf]� b:�tvt

s}�lkmotkq  
;ª\Vof

ldlt gfd ;xL ldlt

gf]�6M rnfgL lstfa k|of]�u ul/�;s]�kl5 sfof{no ;xof]�uL tyf lr7L kq k'¥ofpg hfg]� JolSt tyf 
kqjfxssf nflu nu a'ssf ¿kdf lkog a's k|of]�u ug]�{ rng 5 .

-v_ rnfgLsf]� dxŒj (Importance of dispatch)

rnfgL ug'{sf lgDgfg';f/�sf]� dxÎj /�xG5 M

-c_ 	 sfof{noaf6 aflx/� hfg]� kqx¿sf]� clen]�v /�fVg

-cf_ 	 aflx/� k7fOPsf kqsf]� l;nl;n]�jf/� gDa/�sf]� hfgsf/�L cBfjlws ug{

-O_ 	 k7fOPsf kqsf]� clen]�v k|df0fsf ¿kdf k|fKt ug{

-O{_ 	 kq kfpg]� JolSt, ;+:�yf /� sfof{nout ljj/�0f pknAw u/�fpg

-p_	 aflx/� k7fOPsf kqx¿ x/�fPdf jf gk'u]�df k'gM k7fpg ;xh agfpg

-pm_	 k7fOPsf kqx¿ k|fKt ug]�{nfO{ slxn]� s;/�L k7fOP eGg]� hfgsf/�L cBfjlws ug{
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$=& Od]�nsf]� kl/�ro /� dxŒj (Introduction and importance of email)

$=&=! Od]�nsf]� kl/�ro (Introduction of email)

ljB'tLo ;~rf/� dfWodsf ljlw pkof]�u u/�L kq Jojxf/� ug'{nfO{ Od]�n elgG5 . Od]�n Pp6f 
ljB'tLo x'nfs xf]� . Od]�n k7fpFbf OG6/�g]�6sf]� k|of]�u ul/�G5 . kqdf h:�t}� o;df klg k|]�ifs /� k|fks 
x'G5g\ eg]� dfWodsf]� sfd Od]�n ;]�jf k|bfosn]� u5{g\ . Od]�n k7fpg Go"gtd cfjZostfsf ¿kdf 
OG6/�g]�6 hl8t sDKo'6/�sf]� pknAwtf /�xg'k5{ . o;sf ;fy}� Od]�n k7fpg]� /� kfpg]�sf]� Od]�n 7]�ufgf 
(email address) clgjfo{ x'g'k5{ . Od]�naf6 Ps}� k6s w]�/�}� JolStx¿nfO{ kqfrf/� ug{ ;lsG5 . 
Od]�ndf ;Gb]�z;Fu}� lrq, lel8of]�, cl8of]� h:�tf ljB'tLo kmfOnx¿;d]�t ;dfj]�z ug{ ;lsG5 .

ef}�lts ¿kdf k7fOg]� kqx¿ k|fks;Dd k'Ug s]�xL ;do nfU5 t/� Od]�n lgs}� 5f]�6f]� ;dodf k'U5 . 
Od]�nsf]� k|of]�udf OG6/�g]�6sf]� k|of]�usf]� j[l4;Fu}� tLj|tf cfPsf]� 5 . pkof]�udf ;xhtf /� ;'netfsf 
sf/�0fn]� kqeGbf of]� a9L nf]�slk|o /�x]�sf]� 5 . kqnfO{ kqfrf/�sf]� k'/�fgf]� ljlw /� Od]�nnfO{ cfw'lgs 
ljlwsf ¿kdf lnOG5 .

$=&=@ Od]�nsf]� dxŒj (Importance of email)
-s_ 	 k|of]�u ug{ ;lhnf]�

-v_ 	 >Jo, b[Zo h:�tf ;fdu|Lx¿ ;dfj]�z ug{ ;lsg]�

-u_ 	 k]�k/�/�lxt ;~rf/� x'g ;Sg]�

-3_ 	 tTsfn k|fKt x'g]�

-ª_ 	 nfut sd nfUg]�

-r_ 	 eljiodf ;d]�t ;xh}� k|of]�u ug{ ;lsg]�

$=*	 Od]�n tof/� ubf{ Wofg lbg'kg{]� s'/�fx¿ (Things to be considered while 
prepering an email)

Od]�n JolStut tyf ;+:�yfut ¿kdf n]�Vg ;lsG5 . Od]�n ;'ljwfsf nflu s'g}� Od]�n ;]�jf 
k|bfosaf6 Od]�n 7]�ufgf (Email ID) lng' cfjZos x'G5 . o:�tf]� Od]�n 7]�ufgf ;s]�;Dd 5f]�6f]� ¿kdf 
tof/� ug'{ cfjZos x'G5 . Od]�n s;nfO{ s'g ljifodf n]�lvFb}� 5 /� To;sf]� cf}�krfl/�stf s:�tf]� 
x'G5 eGg]� s'/�f Wofg lbP/� n]�Vg'k5{ . k|efjsf/�L Od]�n n]�Vg b]�xfosf ljifox¿df Wofg lbg'k5{ M

-s_	 Od]�n k|fkssf]� 7]�ufgf z'4;Fu n]�Vg'k5{ . Od]�n 7]�ufgf n]�Vgdf ;fdfGo uNtL ePdf klg 
Od]�n hfFb}�g .

-v_	 PseGbf a9L k|fksnfO{ Od]�n n]�Vg]� ePdf s; s;nfO{ Carbon Copy (CC) /� ss;nfO{ 
Blind Carbon Copy (BCC) ug]�{ eGg]� lgwf{/�0f ug'{k5{ .
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-u_	 Pp6f Od]�ndf Pp6f dfq}� ljifo ;d]�6\g' /�fd|f]� x'G5 . PseGbf a9L ljifox¿ ;d]�6\g]� ePdf 
Attachment df ;dfj]�z ug'{ /�fd|f]� x'G5 .

-3_	 Od]�nsf]� efiff gd| /� lzi6 x'g'k5{ . Ps k6s d'Vo ljifo n]�lv;s]�kl5 /�fd|/�L k9]�/� dfq}� 
k7fpg'k5{ .

-ª_	 s'g}� Od]�nsf]� hjfkm n]�Vbf k|fKt Od]�ndf ;dfj]�z ;a}�nfO{ jf Ps PsnfO{ jf d'Vo JolStnfO{ 
dfq}� hafkm lbg]� xf]� olsg u/�L Reply jf Reply all ug{'k5{ .

-r_	 Od]�n k7fpg]�n]� cfˆgf]� klxrfg x'g]� u/�L ljB'tLo x:�tfIf/� jf ljj/�0f ;dfj]�z ug'{k5{ .

-5_	 Od]�n ;fy s'g}� ljB'tLo kmfOn jf ljj/�0f ;dfj]�z ug'{kg]�{ ePdf ;dfj]�z eP gePsf]� olsg 
ug'{k5{ .

cEof;

!= 	 tnsf k|Zgsf] clt 5f]6f] pQ/ n]Vg'xf];\ M

-s_ 	 kq Jojxf/ eg]sf] s] xf] <

-v_ 	 kq Jojxf/sf s'g} b'O{ dxÎj pNn]v ug'{xf];\ .

-u_ 	 lr7Lkqsf] u'0fdf ;/ntf lsg cfjZos x'G5 <

-3_ 	 cf}krfl/s kq eg]sf] s] xf] <

-ª_ 	 Jofj;flos / JolStut kqlarsf] s'g} Ps leGgtf n]Vg'xf];\ .

-r_ 	 kl/kq eg]sf] s] xf] <

-5_ 	 lr7Lkq n]vgdf kª\lSta4 9fFrf eg]sf] s] xf] <

-h_ 	 sfof{nodf kqx¿ lsg btf{ ul/G5 <

-em_	 Od]nsf] kl/ro lbg'xf]; .

-`_ 	 Od]nsf s'g} b'O{ kmfObf pNn]v ug'{xf];\ .

-6_ 	 aflx/ k7fpg] kqx¿ rnfgL ug'{sf s'g} b'O{cf]6f sf/0f pNn]v ug'{xf];\ .

-7_ 	 k|of]usf cfwf/df kqnfO{ s;/L juL{s/0f ul/Psf] 5 <
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@=	 tnsf k|Zgsf]� 5f]�6f]� pQ/� n]�Vg'xf]�;\ M

-s_	 kq Jojxf/�sf]� dxÎj j0f{g ug'{xf]�;\ .

-v_	 ;+:�yfut cfwf/�df kqsf]� juL{s/�0f ug'{xf]�;\ .

-u_	 cf}�krfl/�s /� cgf}�krfl/�s kqlarsf leGgtf b]�vfpg'xf]�;\ .

-3_	 btf{ /� rnfgL ubf{ s]� s]� s'/�fdf Wofg lbg'k5{ <

-ª_	 Od]�nsf]� kl/�ro lbFb}� o;sf kmfObfx¿ n]�Vg'xf]�;\ .

-r_	 uf]�Ko /� clt uf]�Ko k|fyldstf cª\lst kqsf]� sf/�afxL s;/�L ug'{k5{ <

-5_	 kqsf efusf af/�]�df aF'bfut ¿kdf n]�Vg'xf]�;\ .

-h_	 ;/�sf/�L /� Jofj;flos kqsf km/�s n]�Vg'xf]�;\ .

-em_ 	 kq n]�vgsf 9fFrfsf af/�]�df n]�Vg'xf]�;\ .

#=	 tnsf k|Zgsf]� nfdf]� pQ/� n]�Vg'xf]�;\ M

-s_	 kqsf ljleGg cª\usf af/�]�df JofVof ug'{xf]�;\ .

-v_	 kqdf x'g'kg]�{ s'g}� cf7cf]�6f u'0fsf]� JofVof ug'{xf]�;\ .

-u_	 k|of]�usf cfwf/�df kq slt k|sf/�sf x'G5g\, s'g}� b'O{sf]� aofg ug'{xf]�;\ .

-3_	 k|fyldstfsf cfwf/�df kqnfO{ slt k|sf/�df afF8\g ;lsG5, aofg ug'{xf]�;\ .

-ª_	 Od]�n eg]�sf]� s]� xf]�, Od]�n n]�Vbf Wofg lbg'kg{]� ljifox¿ n]�Vg'xf]�;\ .

lj|mofsnfk

-s_ 	 tkfO{Fn]� cfˆgf]� ;fyLnfO{ Email dfkm{t s'g}� Document k7fpg' 5 t/� tkfO{Fn]� Email id 
agfpg'ePsf]� 5}�g . Email id sf]� l;h{gfb]�lv Document k7fpg]�;Ddsf sfo{ ;dfj]�z u/�]�/� 
ljj/�0f tof/� ug'{xf]�;\ .

-v_ 	 kq Jojxf/�df æcfw'lgs ;"rgf k|ljlwsf]� k|of]�uÆ sf]� kIf /� ljkIfdf sIffdf jfbljjfb 
k|ltof]�lutf ;~rfng ug'{xf]�;\ .
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kf7 %
clen]�v Joj:�yfkg  

(Record Management)

%=! clen]�vsf]� kl/�ro (Introduction of record)
sfof{nosf]� h'g;'s}� k|sf/�sf]� lnlvt b:�tfj]�h Jojl:�yt ug'{nfO{ clen]�v elgG5 . clen]�v zAb 
;+:�s[t efiffaf6 cfPsf]� xf]� . g]�kfnL zAbsf]�zdf o;sf]� cy{ æn]�v, k|df0f, wft'sf]� kftf jf k|:�t/�df 
s'FlbPsf]� lr/�sfn;Dd /�xg]� u/�L dxÎjk"0f{ ljifosf]� lrgf/�L lbg]� n]�v, clelnlvt k|df0f, k|fdfl0fs 
n]�vÆ sf ¿kdf ;dfj]�z ul/�Psf]� 5 . clen]�vsf]� ;dfgfyL{ cª\u|]�hL zAb Record xf]� . of]� Nofl6g 
efiffsf]� Recordari zAbsf]� cke|+z ¿k xf]� h;sf]� cy{ ;Demgfdf /�fVg' (keep in memory) eGg]� 
nfU5 .

Oxford dictionary df Record sf]� cy{ "A written account of something that is kept so that it 
can be looked at and used in the future" elgPsf]� 5 . o:�t}� Joj:�yfkgljb\ Zene K. Quible n]� 
s'g}� ;ª\u7g jf sfof{non]� cfˆgf]� ljleGg sfo{;Dkfbg ug{ pkof]�u ug]�{ ;"rgfd"ns sfuhftnfO{ 
clen]�v elgG5 ("Records refer to the informational documents utilised by an organization 
to carry out its various functions.") eg]�sf 5g\ .
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s'g}� JolSt, Joj;fo jf sfof{nosf sfdsfh;Fu ;DalGwt eljiodf s'g}� g s'g}� ¿kdf pkof]�u 
x'g ;Sg]� jf ;Gbe{ aGg ;Sg]� hfgsf/�Ld"ns ljj/�0fnfO{ clen]�v eg]�/� a'lemG5 . clen]�v lnlvt 
/� :�yfoL :�j¿kdf /�x]�sf x'G5g\ . lxhf]�cfh ljB'tLo :�j¿kdf klg clen]�v /�fVg]� ul/�G5 . k':�ts, 
kqklqsfx¿, gS;f, lznfn]�v, b[Zolrq, rnlrq, cfjfhsf]� /�]�s8{ cflb clen]�vsf ¿kx¿ x'g\ . 
Joj:�yfkgljb\x¿n]� pkof]�uL clen]�vdf x'g'kg]�{ u'0fnfO{ SURPRISE sf]� ;qdf cfa4 u/�]�sf 
5g\, h;sf]� k"/�f ¿k ljz]�if (Specific), cBfjlws (Up to date), ;fGble{s (Relevant), ;l6s 
(Precise), e/�kbf]�{ (Reliable), ;"rgfd"ns (Informative), :�jfefljs (Spontaneous) /� k|fdfl0fs 
(Evidential) xf]� .

%=@ clen]�vsf]� k|sf/� (Types of record)
;a}� sfuhft tyf ;"rgfx¿ clen]�vsf ¿kdf /�fVg'kb}�{g . sf/�f]�af/�sf l;nl;nfdf l;h{gf x'g]� 
jf k|fKt x'g]� clen]�vnfO{ ltgsf]� dxÎj x]�/�L juL{s/�0f u/�L a9L dxÎjk"0f{ clen]�vsf]� ljz]�if 
¿kdf ;'/�Iff ug'{k5{ . o;/�L clen]�vsf]� juL{s/�0f ubf{ lgDgfg';f/� juL{s/�0f ug]�{ k|rng  
/�x]�sf]� 5 M

-s_ clt dxŒjk"0f{ clen]�v

JolStsf]� hLjgsfne/� pkof]�u x'g]�, Joj;fosf]� ;~rfngsf nflu cTofjZos / ;/�sf/�sf]� 
;~rfngsf nflu ljz]�if dxÎj ePsf clen]�vx¿ clt dxÎjk"0f{ clen]�v x'g\ . JolStsf]� xsdf 
gful/�stf, /�fxbfgL, /�fli6«o kl/�rokq, z}�lIfs of]�Uotfsf k|df0fkq, lghL ;DklQ;DaGwL k|dfl0ft 
sfuhft tyf cfˆgf l;h{gf;Fu ;DalGwt clen]�vx¿ o;cGtu{t k5{g\ . Joj;fosf nflu 
Joj;fo btf{, k|zf;lgs sf/�f]�af/�sf sfuhft, s/� r'Stf k|df0fnufotsf sfuhft tyf /�0fgLlts 
of]�hgf h:�tf clen]�vx¿ dxÎjk"0f{ x'G5g\ . ;/�sf/�sf]� ;Gbe{df b]�zsf]� ;+ljwfg, sfg'g, gLlt, 
lgod, l;dfgf, gfk gS;f, ;lGw ;Demf}�tf, gful/�ssf]� clen]�v, zflGt ;'/�Iff, xft xltof/�;DaGwL, 
cbfntsf dxÎjk"0f{ km}�;nf, ;/�sf/�L ;DklQ k|flKt /� x:�tfGt/�0f;Fu ;DalGwt ljleGg k|sf/�sf 
clen]�vx¿ dxÎjk"0f{ x'G5g\ . o:�tf clen]�vsf]� dxÎj slxNo}� sd gx'g]� ePsfn]� ;w}�Fel/� ;'/�Iff x'g]� 
u/�L ljz]�if ¿kdf ;+/�lIft ul/�G5 . g]�kfn ;/�sf/�n]� !% jif{eGbf a9L ;+/�If0f ug'{kg]�{ clen]�vnfO{ 
o; ju{df juL{s[t u/�]�sf]� 5 .

-v_ dxŒjk"0f{ clen]�v

lglZrt ;do;Dd /�fVg}� kg]�{ /� To;kl5 To;sf]� k'g:�yf{kg, x:�tfGt/�0f jf :�yfgfGt/�0f ug{ 
;lsg]� sfuhft jf clen]�v dxÎjk"0f{ clen]�v x'g\ . cfly{s sf/�f]�af/�;Fu ;DalGwt sfuhft, 
dxÎjk"0f{ cg';Gwfg k|ltj]�bgx¿, lg0f{o lgdf{0f /� sfof{Gjog;DaGwL clen]�vnfO{ o; ;d"xdf 
/�fVg ;lsG5 . o:�tf clen]�v sDtLdf klg !) b]�lv !% jif{;Dd jf ;DalGwt sfd jf sf/�f]�af/�sf]� 
6'ª\uf]� gnfu]�;Dd dxÎjk"0f{ x'G5g\ .
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-u_ pkof]�uL clen]�v

lglZrt k|of]�hgdf kl5 klg pkof]�udf cfpg ;Sg]� ;Defjgf ePsf clen]�vx¿ pkof]�uL 
clen]�vx¿ x'g\ . o:�tf clen]�vdf s'g}� ;fdfGo k|n]�v, ;fwf/�0f lr7Lkq, cGt/�sfof{no kq /�  
a}�ª\skq, lan e/�kfO{, lgb]�{zg, n]�v jf ;fdfGo k|ltj]�bg k5{g\ . o:�tf clen]�vx¿ c:�yfoL ¿kdf 
pkof]�u x'G5g\ . o:�tf clen]�vx¿nfO{ cfjZostf /� pkof]�lutf x]�/�L k|of]�hg /�xFbf;Dd jf 5f]�6f]� 
;do;Dd dfq}� ;+/�If0f ul/�G5 . g]�kfn ;/�sf/�n]� Ps jif{, tLg jif{, rf/� jif{ /� kfFr jif{;Dd /�fVg'kg]�{ 
k|sf/�sf clen]�vnfO{ pkof]�uL clen]�vsf ¿kdf juL{s/�0f u/�]�sf]� 5 .

-3_ sd pkof]�uL clen]�v

eljiodf vf; dxÎj g/�xg]� k|sf/�sf clen]�vx¿ sd pkof]�uL clen]�v x'g\ . o:�tf k|s[ltsf 
clen]�v ;+/�If0f u/�L /�flv/�xg' h?/�L x'Fb}�g . ;fwf/�0f k|s[ltsf lgj]�bg, labfsf kmf/�fdx¿, hfgsf/�L 
kqx¿, ;"rgfd"ns kqklqsfx¿, Ps k6s k|of]�u u/�]�kl5 k'gM pkof]�udf cfpg]� ;Defjgf gePsf 
;"rgf, lgdGq0ffkq, awfO{, 1fkgkq, lkmtf{ /�l;b, ;f]�wk'5 ug]�{ kq cflb o:�tf sd pkof]�uL 
clen]�v x'g\ . o:�tf clen]�vx¿ k|of]�hg ;lsPkl5 g:�6 jf lj;h{g ul/�G5 .

clen]�v sltGh]�;Dd /�fVg]� eGg]� s'/�f sfuhkqsf]� dxÎjdf lge{/� u5{ . JolStsf xsdf JolStsf]� 
hLjgkl5 ;Gtltsf nflu klg sltko clen]�v dxÎjk"0f{ x'G5g\ . h:�t}� M hUufwgL k|df0fk"hf{ . 
Joj;fo jf sDkgL jf ;ª\3;+:�yfn]� s]� s:�tf sfuhft dxÎjk"0f{ x'G5g\ /� s;/�L clen]�v ul/�G5 
eGg]� ljifo cfkm}�F lgwf{/�0f u5{g\ . ;/�sf/�L clen]�vsf xsdf clen]�vsf]� juL{s/�0f /� ;'/�Iff ug]�{ 
ljz]�if Joj:�yf ldnfOsf]� x'G5 . g]�kfn ;/�sf/�sf]� ;/�sf/�L sfuhft w'Nofpg]� lgodfjnL, @)@& 
-klxnf]� ;+zf]�wg, @)&)_ n]� clen]�vnfO{ Ps jif{, tLg jif{, kfFr jif{, !) jif{ @) jif{kl5 w'Nofpg]� /� 
slxNo}� w'Nofpg gx'g]� clen]�vsf ¿kdf juL{s/�0f u/�]�sf]� 5 . g]�kfn ;/�sf/�sf P]�ltxfl;s dxÎjsf 
sfuhkqx¿ /� @% jif{eGbf k'/�fgf clen]�v /�fli6«o clen]�vfnodf /�fVg]� ul/�G5 .

%=# clen]�v Joj:�yfkgsf]� kl/�ro (Introduction to record management)
clen]�vx¿ eljiodf k|of]�u ug{ ;lsg]� u/�L Jojl:�yt ¿kdf ;+/�If0f, e08f/�0f /� pkof]�usf]� 
;'lglZrttf ug]�{ sfo{ clen]�v Joj:�yfkg xf]� . o; j|mddf clen]�vsf]� cfsf/� xf]�Og dxÎj x]�l/�G5 . 
sfof{nodf sfuhftx¿ k|fKt ePb]�lv, htg u/�L /�fVg]� /� k|of]�uxLg ePkl5 w'Nofpg]�;Ddsf 
lj|mofsnfknfO{ clen]�v Joj:�yfkgdf ;d]�l6G5 . o;/�L s'g}� ;ª\u7gdf clen]�v l;h{gf x'Fbfb]�lv 
pkof]�u /� ltgLx¿sf]� lj;h{gsf]� cj:�yf;Ddsf r/�0fx¿nfO{ g}� clen]�v Joj:�yfkg elgG5 
(Record management is the practice of maintaining the records of an organization from the 
time they are created up to their eventual disposal) .

s'g}� JolSt, ;ª\3, ;ª\7g jf ;+:�yfdf cflwsfl/�s ¿kn]� cfkm}�F l;h{gf ul/�Psf jf sfo{ljz]�ifsf]� 
l;nl;nfdf ljleGg lgsfox¿af6 k|fKt x'g cfPsf lnvt sfuhft tyf clen]�vnfO{ tL sfuhft 
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jf clen]�vsf]� dxÎj, k|s[lt Pjd\ cfjZostfsf cfwf/�df ;'Jojl:�yt /�fVgsf nflu cjnDag 
ug'{kg]�{ cfjZos Joj:�yfnfO{ clen]�v Joj:�yfkg (Record Management) elgG5 . cyf{t\ s'g}� klg  
;ª\u7gdf lnvt sfuhftnfO{ ;/�n, k4lta4 /� vf]�h]�sf]� ;dodf ;xh ¿kdf k|fKt ug]�{ u/�L ;'/�lIft 
¿kdf /�fVg]� Joj:�yf g}� clen]�v Joj:�yfkg xf]� . lgisif{df eGbf sfof{nodf cflwsfl/�s ¿kdf 
k|fKt ePsf jf x'g]� lnlvt sfuhft jf b:�tfj]�hnfO{ ltgsf]� dxÎj, k|s[lt Pjd\ cfjZostfnfO{ 
b[li6ut u/�L clen]�vsf]� k|sf/�, ljifo, ;dofjlw, ef}�ltstf cflbsf cfwf/�df ;'Jojl:�yt 9ª\un]� 
ldnfP/� /�fVg]� /� pkof]�usf]� cfjZostf x'Fbf ;xh}� k|fKt ug{ ;lsg]� u/�L ;'lglZrttf k|bfg ug]�{ 
sfo{ g}� clen]�v Joj:�yfkg xf]� .

-s_	 clen]�v Joj:�yfkgsf]� p2]�Zo /� dxŒj (Objective and importance of record 
management)

eljiodf pkof]�u ug]�{ p2]�Zon]� clen]�v Joj:�yfkg ul/�G5 . ;DalGwt sfuhkq jf clen]�vsf]� 
;'/�Iff ug'{ /� cfjZostfcg';f/� k'gM k|of]�udf Nofpg' clen]�v Joj:�yfkgsf]� k|d'v p2]�Zo xf]� . 
o;sf cGo p2]�Zox¿ lgDgfg';f/� 5g\ M

-c_	 clen]�vsf ¿kdf /�xg]� dxÎjk"0f{ sfuhftnfO{ Jojl:�yt ¿kdf /�fVg'

-cf_	 vf]�h]�sf]� ;dodf k|fKt x'g]� u/�L sfuhftnfO{ ;+/�If0f ug'{

-O_	 ;"rgf /� clen]�vdf ;a}�sf]� kx'Fr Jojl:�yt /� dof{lbt agfpg'

-O{_	 lg0f{ostf{nfO{ cfjZos ;"rgf tyf tYofª\s pknAw u/�fO{ k|efjsf/�L lg0f{o ug{ 
;xof]�u k'¥ofpg'

-p_	 ljleGg k|sf/�sf cWoog tyf cg';Gwfg ug{ ;xof]�u k'¥ofpg'

-pm_	 clen]�v ;+/�If0fsf]� ;do, :�yfg /� ;|f]�t;fwgsf]� art ug'{

-C_	 kl5Nnf sfo{k|0ffnLnfO{ k|efjsf/�L ¿kdf ;~rfng ug'{

-P_	 eljiodf k|df0fsf ¿kdf k]�; ug'{

-P]�_	 Joj:�yfkg ;"rgf k|0ffnLsf]� cfwf/�sf ¿kdf sfo{ ug'{

%=$ clen]�v Joj:�yfkg ljlw /� rj|m (Record management process and 
cycle)

clen]�vsf]� l;h{gfb]�lv clGtd pkof]�u /� lj;h{g;Ddsf r/�0fdf o;sf]� ;+/�If0fsf nflu ul/�g]� 
sfo{x¿ clen]�v Joj:�yfkgdf k5{g\ . clen]�v Joj:�yfkg rj|mn]� ;j{k|yd ;"rgfsf]� l;h{gf /� 
;ª\sng (Creation and Collection), juL{s/�0f (Classification), ;+/�If0f (Retention) /� lj;h{g 
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(Disposal) ;Ddsf sfo{nfO{ ;d]�6\5 . o; k|of]�hgsf nflu lgDgfg';f/�sf sfo{x¿ r/�0fa4 ¿kdf 
ug'{k5{ M

-s_	 sfof{nosf]� ;"rgf cfjZostfsf]� of]�hgf agfpg]� (Planning the information needs)

-v_	 clen]�v ug'{kg]�{ ;"rgfsf]� k|flKt ug]�{ (Acquiring required information)

-u_	 clen]�v;Fu ;DalGwt gLlt, l;4fGt l;h{gf /� cg'df]�bg ug]{ (Creating & approving 
relevant policies & practices regarding records)

-3_	 clen]�v e08f/�0fsf of]�hgfsf]� lgdf{0f ug]�{ (Developing records storage plan)

-ª_	 clen]�vsf]� juL{s/�0f /� 5gf]�6 ug]�{ (Classifying & sorting records)

-r_	 clen]�v pkof]�udf kx'Frsf]� Joj:�yf ldnfpg]� (Managing access to record 
utilization)

-5_	 clen]�vsf]� ljZj;lgotf, uf]�klgotf tyf cglws[t kx'Frdf lgoGq0f ug]�{ (Managing 
confidentiality, privacy & uncontrolled access)

-h_	 clen]�vsf]� dxÎj /� pkof]�lutfsf cfwf/�df clen]�v ;+/�If0f /� lj;h{gsf]� Joj:�yf 
ldnfpg]� (Managing retention and disposal of records)

o;/�L clen]�v Joj:�yfkg ug]�{ sfo{nfO{ Ps rj|mLo k|0ffnLsf ¿kdf klg lnOG5 . clen]�v 
l;h{gfb]�lv o;sf]� lj;h{g;Ddsf]� k|lj|mof g}� clen]�v Joj:�yfkg rj|m xf]� h;nfO{ lgDgfg';f/� 
k|:�t't ul/�Psf]� 5 M

;+/If0f 
Retention

lj;h{g 
Disposal

l;h{gf / ;ª\sng 
Creation and Collection

juL{s/0f 
Classification

clen]�vsf]� pTklQ /� pkof]�u x'G5 . ljutsf cEof; jf sfo{sf]� hfgsf/�L lnO{ s'g}� ljifodf tYodf 
cfwfl/�t ljZn]�if0f ug{, ljleGg lsl;dsf cWoog cg';Gwfg ug{, t'ngf ug{ jf lg0f{ostf{n]� 
tYodf cfwfl/�t eO{ lg0f{o lng]� h:�tf cg]�sg k|of]�hgdf clen]�vsf]� pkof]�u x'G5 . o:�tf]� clen]�v 
s'g}� ljifodf ;Dk"0f{ hfgsf/�L k|bfg ug]�{ vfnsf]�, ;l6s, ;fGble{s, e/�kbf]�{, k|fdfl0fs x'g'sf ;fy}� 
cBfjlws x'g'k5{ .
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cEof;

!=	 tnsf k|Zgsf]� clt ;ª\lIfKt pQ/� n]�Vg'xf]�;\ M

-s_	 clen]�v eGgfn]� s]� a'lemG5 <

-v_	 dxÎjk"0f{ clen]�v eg]�sf]� s]� xf]� <

-u_	 pkof]�uL /� sd pkof]�uL clen]�vsf Ps Pscf]�6f pbfx/�0f lbg'xf]�;\ .

-3_	 sd pkof]�uL clen]�v eg]�sf s:�tf clen]�v x'g\ <

-ª_	 clen]�v Joj:�yfkg eGgfn]� s]� a'lemG5 <

-r_	 clen]�vsf k|sf/� n]�Vg'xf]�;\ .

-5_	 ;/�sf/�L sfuhft w'Nofpg]� lgodfg';f/� slxNo}� w'Nofpg gx'g]� clen]�v s]� s]� x'g\ <

-h_	 clen]�v Joj:�yfkgsf s'g}� b'O{ dxÎj n]�Vg'xf]�;\ .

@=	 tnsf k|Zgsf]� 5f]�6f]� pQ/� n]�Vg'xf]�;\ M

-s_	 clen]�vsf]� ;+/�If0f ug{nfO{ s]� s]� s'/�f ug{'k5{ <

-v_	 clen]�v Joj:�yfkg ljlwsf af/�]�df n]�Vg'xf]�;\ .

-u_	 SURPRISE sf]� k"/�f cy{ n]�Vg'xf]�;\ .

-3_	 sd pkof]�uL clen]�v eg]�sf s:�tf clen]�v x'g\, JofVof ug'{xf]�;\ .

-ª_	 hf]�8f ldnfpg'xf]�;\ M

-c_	 Hofb}� dxÎjk"0f{ clen]�v			   lgdGq0ff kq

-cf_	 dxÎjk"0f{ clen]�v				    Joj;fosf]� k|aGw kq

-O{_	 pkof]�uL clen]�v				    cbfntsf]� km}�;nf

-O_	 sd pkof]�uL clen]�v				   aLhs
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#=	 tnsf k|Zgsf]� nfdf]� pQ/� n]�Vg'xf]�;\ M

-s_	 clen]�v kl/�ro lbO{ o;sf k|sf/�sf af/�]�df pbfx/�0f;lxt aofg ug'{xf]�;\ .

-v_	 k|of]�udf cfpg]� ;a}� kqx¿ clen]�v x'g\ t/� ;a}� clen]�v kq xf]�Ogg\ . s'g}� rf/�cf]�6f 
ts{ lbO{ k'li6 ug'{xf]�;\ .

-u_	 clen]�v Joj:�yfkgsf p2]�Zo /� dxÎjsf af/�]�df n]�Vg'xf]�;\ .

-3_	 clen]�v Joj:�yfkg ug{sf nflu ckgfpg'kg{]� ljleGg ljlwsf]� JofVof ug'{xf]�;\ .

-ª_ 	 clen]�v Joj:�yfkg rj|msf r/�0fsf]� JofVof ug'{xf]�;\ .

lj|mofsnfk

tkfO{Fsf]� 3/�df jf :�yfgLo txsf]� s'g}� sfof{nodf s]� s:�tf sfuhft clen]�vsf ¿kdf /�flvPsf 5g\, 
cWoog u/�L clen]�vsf]� juL{s/�0fcg';f/� ;"rLs[t ug'{xf]�;\ .
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kf7 ^
;~rf/� /� ;"rgf k|ljlw  

(Communication and InformationTechnology)

^=! ;~rf/� (Communication)

^=!=! ;~rf/�sf]� cy{ (Meaning of communication)

;~rf/� eg]�sf]� Ps kIfsf]� ljrf/� tyf wf/�0ff tyf ;"rgfx¿ csf]�{ kIf;dIf k'¥ofpg]� Pp6f k|lj|mof 
xf]� . ;~rf/� cª\u|]�hL zAb "Communication" Nofl6g efiffsf]� "communis" af6 ljsf; ePsf]�]� 
dflgG5 . Communis sf]� cy{ ;femfkg (commonness) jf JolStsf]� ;femf cg'ej (common 
experience) eGg]� x'G5 . o;af6 ;~rf/�sf]� cy{ JolStsf]� ljrf/�, wf/�0ff jf dgdf nfu]�sf s'/�f 
c¿nfO{ eGg]� jf afF8\g]� eGg]� ¿kdf a'lemG5 . ;fdfGotM ;"rgf cfbfgk|bfg ug]�{ (transmitting 
information) cy{df ;~rf/�nfO{ lnOG5 . lj:�t[t cy{df ;"rgf k7fpg]�n]� h'g p2]�Zon]� k7fPsf]� 
5 kfpg]�n]� ;f]�xL cy{df a'‰g /� ;f]�adf]�lhd k|ltlj|mof hgfpg ;Sg]� bf]�xf]�/�f]� k|lj|mofsf ¿kdf 
;~rf/�nfO{ lnOG5 .

;~rf/�nfO{ æPs JolStaf6 csf]�{ JolStdf ;"rgf, ljrf/� tyf wf/�0ff k|;f/� ug]�{ snf xf]� 
(Communication is the art of transmitting information, ideas and attitudes from one person 
to another.") egL pNn]�v u/�]�sf]� kfOG5 . o;nfO{ kl/�eflift ub}�{ Joj:�yfkgljb\ Millet n]� 
æ;~rf/� eg]�sf]� ;femf p2]�Zosf nflu ul/�g]� ;femf ;dembf/�L xf]� (Communication is a shared 
understanding of a shared purpose.)" eg]�sf 5g\ . o:�t}� Leagans gfds ljåfg\n]� ;~rf/�nfO{ æb'O{ 
jf b'O{eGbf a9L JolStlar ljrf/�, tYo, r]�tgf jf efjgf Pscfk;df cfbfgk|bfg u5{g\ h;af6 
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pgLx¿ ;~rf/� ul/�Psf ljifosf]� cy{ /� nlIft k|of]�usf ;DaGwdf ;femf wf/�0ff agfpF5g\ eg]�sf 
5g\ . (Communication is a process by which two or more people exchange ideas, facts, 
feeling or impression in that way each gain common understanding of meaning intents and 
use of messages.)

oL kl/�efiff;d]�tsf cfwf/�df, ;~rf/� k|lj|mofdf ;~rf/� ul/�g]� k|]�ifs cyf{t\ ;~rf/�stf{ (Sender 
or communicator), ljifo (Message), ;~rf/�sf dfWod (Means of communication) /� k|fks 
jf u|x0fstf{ (Receiver or Audience) u/�L d'Vo rf/� kIfsf]� pkl:�ylt /�xG5 eGg]� :�ki6 x'G5 . 
;~rf/�df k|]�ifs /� k|fkslar s'g}� vf; ljifodf ljrf/�, wf/�0ff tyf ;"rgfx¿ ljlgdo jf ;f6f;f6 
ul/�G5 .

^=@ ;~rf/�sf lsl;d (Types of communication)
JolStut, ;d"xut jf ;+:�yfut ;~rf/�df k|]�ifsn]� cfˆgf]� dgsf]� efjgf, ljrf/�, ;"rgf, 1fg 
cflbnfO{ ljleGg tl/�sfaf6 cGo JolStnfO{ hfgsf/�L u/�fpg ;S5 . k|fksn]� klg cfkm"nfO{ rflxg]� 
hfgsf/�L ;"rgf, 1fg, efjgf lzIff cflb ljleGg tj/�n]� u|x0f ul/�/�x]�sf]� x'G5 . ;~rf/� k|lj|mofdf 
;Gb]�z k|jfxstf{ (Sender) /� k|fKtstf{ (Reciver) sf lardf ;Gb]�zsf]� cfbfgk|bfg ug]�{ ljleGg 
lsl;d x'G5g\ . ;~rf/�sf lsl;d lgDgfg';f/� 5g\ M

cleJolSt ljlwsf 
cfwf/df

df}lvs ;~rf/

lnlvt ;~rf/ 

b[Zo ;~rf/

cf}krfl/stfsf 
cfwf/df

cf}krfl/s ;~rf/ 

cgf}krfl/s ;~rf/

k|jfxsf cfwf/df

Psf]xf]/f] ;~rf/ 

bf]xf]/f] ;~rf/

7f8f] ;~rf/

;dtn ;~rf/

k|of]usf  
cfwf/df

cfGtl/s ;~rf/ 

afx\o ;~rf/

;~rf/sf lsl;d

-s_ cleJolSt ljlwsf cfwf/�df (On the basis of expression)

-c_	 df}�lvs cyf{t\ >Jo ;~rf/� (Verbal communication) :� Ps JolStn]� csf]�{ JolSt;Fu 
df}�lvs dfWodåf/�f s'/�fsfgL u/�L ljifoj:�t'sf af/�]�df hfgsf/�L u/�fpg]� tl/�sfnfO{ df}�lvs 
cyf{t\ >Jo ;~rf/� (Verbal Communication) elgG5 . o;df k|of]�u ul/�g]� efiff ;~rf/�sf 
b'a}� kIfn]� a'‰g ;Sg]� x'g'k5{ . df}�lvs ;~rf/� s'/�fsfgL, 5nkmn, k|jrg, /�]�l8of]� tyf 
6]�lnkmf]�g cflb dfWodaf6 x'G5 . ;do, nufgL /� ;lhnf]�kgsf]� b[li6n]� of]� tl/�sf pko'St 
5 .
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-cf_ lnlvt ;~rf/� (Written communication) :� ;~rf/� ug{ vf]�lhPsf]� s'/�f sfuh jf 
ljB'tLo ;~rf/� ;fwgsf dfWodaf6 lnlvt ¿kdf k7fpg]� /� ;~rf/�sf]� nlIft ju{ cyf{t\ 
k|fksn]� k9]�/� ;~rfl/�t ljifo a'‰g]� u/�L ul/�g]� ;~rf/� lnlvt ;~rf/� xf]� . lnlvt ;~rf/�sf 
dfWodaf6 k|]�ifsn]�	 ;~rf/� ug{ rfx]�sf ;a}� jf s'g}� s'/�f ;~rf/� ug{ ;S5 . ;~rf/�sf ;a}� 
kIfn]� lnlvt ;~rf/�df JoSt ePsf s'/�fx¿ k9\g /� a'‰g ;Sg]� x'g'k5{ . lr7Lkq, lnlvt 
;"rgf, k':�ts, kq klqsf, k|ltj]�bg, Od]�n jf P;PdP; cflb lnlvt ;~rf/�sf pbfx/�0f 
x'g\ . lnlvt ;~rf/� cflwsfl/�s /� k|fdfl0fs dflgG5 . of]� ;a}� eGbf a9L k|rngdf cfPsf]� 
;~rf/� dfWod klg xf]� . xfdLnfO{ lzIff lbg]� k':�tsdf n]�lvPsf ljifo xfdLn]� b}�lgs cEof; 
ug]�{ lnlvt ;~rf/� xf]� .

-O_	 b[Zo ;~rf/� (Visual communication) :� ;~rf/� ug{ vf]�lhPsf]� ljifo ;~rf/�sf]� nlIft 
ju{ cyf{t\ k|fks;dIf b]�lvg]� u/�L ul/�g]� ;~rf/� b[Zo ;~rf/� xf]� . ;'g]�sf eGbf b]�v]�sf s'/�f 
w]�/�}� ;do;Dd ;lDem/�xg ;lsg]� ePsfn]� >Jo ;~rf/�eGbf b[Zo ;~rf/� a9L k|efjsf/�L 
x'G5 . sIffdf u'?x¿n]� k9fpFbf ;'g]�sf s'/�feGbf ;DalGwt ljifoj:�t'nfO{ g}� x]�/�]�/� l;s]�sf 
s'/�f kl5;Dd ;lDem/�xg ;lsG5 . b[Zo ;~rf/� ;fdu|Ldf k':�ts, kqklqsf, lr7L, kmf]�6f]�, 
kf]�:�6/�, zf/�Ll/�s O;f/�f, :�nfO8, k|bz{gL, lel8of]� ;fdu|L cflb k5{g\ . b[Zo ;fdfu|L 
h'6fpg s]�xL sl7g /� vlr{nf]� x'G5 .

-O{_	 >Job[Zo ;~rf/� (Audio-visual communication) :� >Jo ;~rf/� /� b[Zo ;~rf/� 
b'a}�sf]� ;lDd>0fsf dfWodaf6 ul/�g]� ;~rf/� >Jo b[Zo ;~rf/� xf]� . ;~rf/� ug{ vf]�lhPsf]� 
ljifonfO{ b]�vfpFb}� To;sf]� j0f{g;lxt ul/�Psf]� ;~rf/� k|efjsf/�L x'g ;S5 . gf6s, clego, 
k|b{zg ljlw, lkmNd, 6]�lnlehg, cfjfh;lxtsf]� lel8of]�, cGt/�lj|mofTds sfo{j|md cflb 
o; >Job[Zo ;~rf/�sf pbfx/�0fx¿ x'g\ . >Jo b[Zo ;~rf/� k|efjsf/�L x'g]� eP klg a9L 
vlr{nf]� /� ;w}�F}� ;Dej x'Fb}�g .

-v_ cf}�krfl/�stf cfwf/�df (On the basis of formality)

-c_	 cf}�krfl/�s ;~rf/� (Formal communication) :� lgwf{l/�t ljifoj:�t', ;do, k4lt, 
nfut, k|lj|mof cflbdf cfwfl/�t eO{ ul/�g]� ;~rf/� k|lj|mof cf}�krfl/�s ;~rf/� xf]� . o:�tf]� 
;~rf/�sf]� k|lj|mof sfof{no, ;ª\u7g, ;+:�yf jf ;/�sf/�af6 cg'df]�lbt x'G5 . o; k|sf/�sf]� 
;~rf/� k|0ffnLdf lnlvt clen]�v /�flvg]� x'gfn]� of]� ;~rf/� 7'nf]� ;d"xdf a9L k|efjsf/�L 
x'G5 . sfg'g, gLlt, sfo{j|md, lg0f{o cflbsf]� ;fj{hlgs hfgsf/�L u/�fpg]� ;DaGwdf x'g]� 
k|sfzg tyf k|;f/�0f cflb cf}�krfl/�s ;~rf/�sf pbfxf/�0f x'g\ . cf}�krfl/�s ¿kdf ul/�Psf 
;~rf/�sf]� sfg'gL dfGotf x'G5 .
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-cf_ 	 cgf}�krfl/�s ;~rf/� (Informal communication) :� s'g}� k"j{;"rgf cyjf k"j{lgwf{l/�t 
sfo{j|md geO{ cgf}�krfl/�s ¿kdf e]�63f6 eO{ Pscfk;df s'/�fsfgL ug]�{, ljrf/�sf]� 
cfbfgk|bfg ug]�{ k|sf/�sf]� ;~rf/� dfWod cgf}�krfl/�s ;~rf/� xf]� . 3/� kl/�jf/�sf ;b:�ox¿sf 
larsf]� 5nkmn, ;fyLefO e]�nf eP/� ul/�g]� ;Nnfx, xf]�6n, rf}�tf/�Ldf jf ;fj{hlgs :�yndf 
x'g]� e]�6jftf{ cflb cgf}�krfl/�s ;~rf/�sf pbfx/�0f x'g\ . cgf}�krfl/�s ;~rf/�sf ljifonfO{ 
;Gbe{ lng ;lsg]� eP tfklg ltgsf]� sfg'gL dfGotf x'Fb}�g .

-u_ k|jfxsf cfwf/�df (On the basis information flow)

-c_	 Psf]�xf]�/�f]� ;~rf/� (One way communication) :� ;~rf/� k|jfx ug]�{ JolSt jf dfWodaf6 
hfgsf/�L k|fKt ug]�{ JolSt jf tx;Dd ;"rgf jf hfgsf/�L k|]�lift ul/�g]� t/� ;"rgf k|fksn]� 
k|fKt u¥of]� u/�]�g eGg]� s'/�fsf]� hfgsf/�L gx'g]� vfnsf]� ;~rf/�nfO{ Psf]�xf]�/�f]� ;~rf/� (One way 
communication) elgG5 . Psf]�xf]�/�f]� ;~rf/� k|0ffnLdf /�]�l8of]�, l6=le=, lr7L, ;ª\u7gdf 
k|d'vn]� dftxtsf JolStnfO{ lbg]� cfb]�z, lgb]�{zg cflb k5{g\ .

-cf_	 bf]�xf]�/�f]� ;~rf/� (Two way communication) :� ;~rf/� k|lj|mofdf ;"rgf k|fKt ug]�{ 
tyf k|]�lift ug]�{ b'a}� kIfsf]� cGt/�lj|mof /�xG5 eg]� To;nfO{ bf]�xf]�/�f]� ;~rf/� (Two way 
communication) elgG5 . bf]�xf]�/�f]� ;~rf/�df 6]�lnkmf]�g s'/�fsfgL, 5nkmn, cGt/�lj|mof h:�tf 
;~rf/� k|lj|mof k5{g\ .

-O_ 	 7f8f]� ;~rf/� (Vertical Communication) :� ;ª\u7gsf ;Gbe{df dflyaf6 tnlt/� 
(downwards) tyf tnaf6 dflylt/� (upwards) x'g]� ;~rf/�nfO{ 7f8f]� ;~rf/� elgG5 . 
dflyNnf]� lgsfo, g]�t[Tj jf pRr clwsf/�Laf6 tNnf lgsfo jf tNnf txsf ;xfos 
sd{rf/�LnfO{ lbOg]� lgb]�{zg, cfb]�z jf lg0f{osf]� hfgsf/�L tnlt/� x'g]� ;~rf/� xf]� eg]� o;sf]� 
ljk/�Lt tNnf lgsfo jf ;xfos sd{rf/�Laf6 dflyNnf lgsfo jf pRr clwsf/�LnfO{ 
k7fpg]� ;"rgf jf k|ltj]�bg dflylt/� x'g]� ;~rf/� xf]� . o:�tf]� ;~rf/�sf]� k|lj|mof sltko 
cj:�yfdf 58\s]� (Cross) ¿kdf klg cjnDag x'g]� u5{ .

-O{_	 ;dtnLo ;~rf/� (Horizontal communication) :� s'g}� ;ª\u7gdf Ps ;dfg x}�l;otsf 
sfof{no, dxfzfvf jf zfvf tyf ;dfg txsf sd{rf/�L ;xsdL{x¿lar x'g]� ;~rf/� 
;dtnLo ;~rf/� xf]� . ljrf/�sf]� cfbfgk|bfg ug{, Ps csf{sf]� wf/�0ff a'‰g, sfdsf]� 
tf}�/�tl/�sf l;Sg jf l;sfpg o; k|sf/�sf]� ;~rf/� pkof]�uL x'G5 .

-3_ ;ª\u7gfTds k|of]�usf cfwf/�df (On the basis of organizational use)

-c_	 cfGtl/�s ;~rf/� (Internal communication) : Pp6}� lgsfo, ;ª\u7g jf sfof{noleq 
/� To:�tf lgsfodf sfo{/�t JolStx¿sf lardf ul/�g]� ;~rf/�nfO{ cfGtl/�s ;~rf/� elgG5 . 
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b]�zsf ;DaGwdf b]�zleq x'g]� ;~rf/� cfGtl/�s ;~rf/� xf]� eg]� s'g}� ;ª\u7gsf ;DaGwdf ;f]� 
;ª\u7gleq x'g]� ;~rf/� cfGtl/�s ;~rf/� xf]� . ;DalGwt lgsfosf gLlt, lgod, lgb]�{zg 
Pjd\ cfb]�z h:�tf s'/�f sd{rf/�LnfO{ cjut u/�fpg cfGtl/�s ;~rf/�n]� dbt u5{ . Pp6}� 
;ª\u7g jf lgsfocGtu{tsf ljleGg sfof{nodf ul/�g]� ;~rf/� klg cfGtl/�s ;~rf/� g}� 
xf]� . cfGtl/�s ;~rf/�sf nflu kqfrf/�, 6]�lnkmf]�g, sDKo'6/� g]�6jls{ªdf cfwfl/�t k|0ffnL, 
cfGtl/�s Od]�n, cfGtl/�s d]�df]� cflb k|sf/�sf ;fwg jf ljlw pkof]�u ul/�G5 . sfof{nosf]� 
sfo{k|0ffnL Jojl:�yt u/�fpg cfGtl/�s ;~rf/� dxÎjk"0f{ x'G5 . Pp6f hLjGt ;ª\u7gdf 
cfGtl/�s ;~rf/� k|0ffnLljgf sfd x'g}� g;Sg]� ePsfn]� cfGtl/�s ;~rf/� nfO{ sfof{nosf]� 
/�St;~rf/� k|0ffnL klg elgG5 .

-cf_ 	 afx\o ;~rf/� (External communication) : ;ª\u7g jf sfof{noeGbf aflx/� x'g]� 
;~rf/�nfO{ afx\o ;~rf/� elgG5 . s'g}� lgsfo, ;ª\u7g jf sfof{non]� cfkm";Fu ;DalGwt 
s'g}� ljifodf ;ª\u7geGbf aflx/�sf]� csf]�{ lgsfo, ;ª\u7g, JolSt, ;d"x jf ;fj{hlgs 
If]�q;Fu ug]�{ ;~rf/� afx\o ;~rf/� xf]� . afx\o ;~rf/� kqfrf/�, Od]�n, ;fj{hlgs ;"rgf 
k|sfzg, k|ltj]�bg k|sfzg, j]�a;fO6df /�flvg]� ;"rgf, k|ltj]�bg jf hfgsf/�L cflbsf 
dfWodn]� ul/�G5 . b]�zsf]� ;DaGwdf b]�zaflx/� x'g]� cGt/�f{li6«o ;~rf/� /� s'g}� ;ª\u7gsf 
;DaGwdf ;f]� ;ª\u7geGbf aflx/� x'g]� ;~rf/� afx\o ;~rf/� xf]� .

^=# ;~rf/�sf]� dxŒj (Importance of communication)
;dfhdf JolStut jf ;d"xut s'g}� klg sfo{ Psn ¿kdf ;Dej 5}�g . c¿ s;}�;Fu ;Dks{ 
gu/�L s'g}� klg sfo{ ug{ g;lsg]� ePsfn]� ;~rf/� Ps csf{sf]� ;xof]�u k|fKt ug]�{ cfwf/�e"t tÎjsf 
¿kdf ;j{q pkl:�yt x'G5 . s'g}� Jofkf/�, Joj;fo jf sfof{nout sfd ;Dkfbg ug{ ;~rf/�sf]� 
dxÎjk"0f{ e"ldsf /�xG5 . sfof{nosf]� sfo{k|0ffnL Jojl:�yt ug]�{ ;DaGwdf ljleGg k|sf/�sf ;"rgf 
tyf hfgsf/�Lsf]� cfbfgk|bfg, ljZn]�if0f tyf pkof]�u ug'{k5{ h'g kf/�:�kl/�s ;~rf/� a]�u/� ;Dej 
5}�g . ;~rf/�sf cfwf/�df g}� of]�hgf tof/� ug{, sfo{ ;Dkfbg ug{ /� ;dGjo /� lgoGq0f ug{ 
;lsG5 . sfof{nosf sd{rf/�LdWo]� sf]� slt Ifdtfjfg\ 5g\ /� s]� slt sfo{sf]� lhDdf ss;nfO{ lbg 
;lsG5 eGg]� d"Nofª\sg ug]�{ sfd klg k|fKt ;"rgfsf cfwf/�df ug]�{ ul/�G5 . ;~rf/� k|lj|mofaf6 
k|fKt ;"rgfsf cfwf/�df g}� sfdsf]� cg'udg tyf sfo{;Dkfbg l:�yltsf]� d"Nofªsg ul/�G5 . o; 
k|sf/� sfof{nosf]� sfdsf]� kl/�df0ffTds, u'0ffTds /� k|zf;lgs kIfsf]� of]�hgf, sfof{Gjog, ;dGjo 
/� lgoGq0f h:�tf kIfdf ;~rf/�sf]� ljz]�if dxÎj /�xG5 . ;~rf/�sf]� dxÎjnfO{ lgDgfg';f/� a'Fbfut 
¿kdf k|:t't ug{ ;lsG5 M

-s_	 ljleGg kIfx¿sf lar ;"rgf tyf hfgsf/�Lsf]� cfbfgk|bfg ug{

-v_	 k|efjsf/�L Joj:�yfkg /� g]�t[Tjsf]� sfo{ ug{

-u_	 hgzlSt tyf cGo ;fwgsf]� of]�hgfa4 kl/�rfng ug{



68 sfof{no ;~rfng tyf n]vf, sIff (

-3_	 hg;Dks{ tyf u|fxs;Fu ;DaGw Jojl:�yt ug{

-ª_	 hgzlStsf]� Jojxf/�, 1fg, l;k tyf Ifdtf ljsf; ug{

-r_	 ;ª\u7gfTds sfo{;+:�s[ltsf]� ljsf; ug{

-5_	 ;d:�of ;dfwfgsf pkfo cjnDag ug{

-h_	 sfo{k|0ffnLnfO{ Jojl:�yt, k"jf{g'dfgof]�Uo /� lgolGqt agfpg

-em_	 Jofj;flos l:�y/�tf /� ;kmntf xfl;n ug{ cflb .

^=$ ;~rf/�sf ;fwgx¿ (Means of communication)
;~rf/�sf ;fwgx¿ km/�s km/�s x'g]� u5{g\ . ;dfrf/�, ljrf/�, wf/�0ff /� tYox¿nfO{ ;Dk|]�if0f ubf{ 
ljleGg ;fwgx¿ k|of]�u ul/�G5 . df}�lvs ¿kdf ;dfrf/� k7fpFbf dflg;, cfsfzjf0fL, 6]�lnkmf]�g, 
lnlvt ¿kdf ;~rf/� ubf{ lr7Lkq, cfsfzjf0fL -n]�v]�/� k7fpFbf_, 6]�n]�S;, ˆofS;, kf]�:�6/� krf{, 
kqklqsf, Od]�n OG6/�g]�6 cflbsf]� k|of]�u ul/�G5 . To:�t}� u/�L ;fª\s]�lts ¿kdf ;~rf/� ubf{ 3G6L, 
lrx\g, /�ª lrq, cfjfh, ;fO/�g, l;6L cflbsf]� k|of]�u ul/�G5 . cfhsn ljZjdf w]�/�}� lsl;dsf 
;dfrf/� k7fpg]� ;fwgx¿ k|rngdf /�x]�sf 5g\ . To:�tf ;fwgx¿nfO{ ;d"xLs/�0f u/�L d'Votof 
lgDglnlvt tLg k|sf/�df k|:�t't ug]�{ ul/�G5 M

dfgjLo ;~rf/ ;fwg
hg;Dks{

>Job[Zo ;~rf/ 

cGt/lj|mof tyf 5nkmn

lnlvt ;~rf/ ;fwg
lr7Lkq, 

k':ts tyf kqklqsf, 

hfgsf/Lkq, clen]v

ljB'tLo ;~rf/ ;fwg 
b"/;~rf/ ;fwgx¿ 

ljB'tLo ;fwgx¿

dlN6ldl8ofx¿

;~rf/�sf lsl;d

-s_ dfgjLo ;~rf/� ;fwg (Human means of communication)

;~rf/�sf kIfx¿lar ;"rgf jf hfgsf/�Lsf]� cfbfgk|bfg ug]�{ sfd dfgjLo ;fwgaf6}� ul/�G5 . s'g}� 
JolStnfO{ ;"rgf jf hfgsf/�L pknAw u/�fpg]� /� To:�tf]� JolStn]� ;~rf/� ug'{kg]�{ csf]�{ kIfnfO{ k'gM 
hfgsf/�L u/�fpg]� u/�L dfgjLo ;+nUgtfdf ;~rf/� ug{ ;lsG5 . ;fdfGotM dfgjLo ;~rf/� ljleGg 
lsl;dn]� x'g]� hg;Dks{sf dfWodaf6 x'G5 . dfgjLo ;fwgaf6 ;~rf/� ubf{ k|ToIf ¿kdf df}�lvs 
tyf ;fª\s]�lts ;~rf/� ljlwsf]� cjnDag x'G5 . b[Zo Ifdtf ePsf tyf ;'gfO Ifdtf gePsf 
dflg;nfO{ b[ZofTds ;ª\s]�tsf dfWodaf6, b[Zo Ifdtf gePsf dflg;nfO{ ;'gfO ;ª\s]�tsf ;fy}� 
ef}�lts ;ª\s]�tsf dfWodaf6 /� ;fdfGo dflg;nfO{ ;'gfO, af]�nfO, ;ª\s]�t, >Job[Zo jf lnlvt 
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dfWodaf6 ;~rf/� ul/�G5 . 5nkmn, cGt/�lj|mof, k|jrg, efif0f, ;dfrf/� jfrg, k|lzIf0f cflb 
dfgjLo ;fwgaf6 k|ToIf ¿kdf x'g]� ;~rf/� ljlwx¿ x'g\ .

ljleGg sfof{nosf kqjfxs, 6]�lnkmf]�g ck/�]�6/�, ljB'tLo ;~rf/� k|0ffnLsf ;~rfns, x'nfs 
tyf s'l/�o/� ;]�jfsf sd{rf/�L jf ;"rgf k|jfxs}� nflu eg]�/� lgo'St x'g]� cGo sd{rf/�Ln]� ;~rf/� 
cfbfgk|bfg ug]�{ ;fwgsf]� sfd u5{g\ . k|ljlwsf]� ljsf; gePsf]� cj:�yfsf ;dfhdf dfgjLo 
dfWodaf6}� ;~rf/� x'g]� u5{ . dfgjLo ;fwgsf]� ;+nUgtfljgf ;~rf/� ;Dej klg 5}�g . ljut 
s]�xL ;do;Dd k|rngdf /�x]�sf]� g]�kfnsf]� …�s6'jfn s/�fpg]�Ú� k|yfnfO{ dfgjLo ;~rf/�sf]� lgs}� /�fd|f]� 
pbfx/�0fsf ¿kdf lng ;lsG5 .

-v_ lnlvt jf d'lb|t ;~rf/� ;fwg (Written or printed means of communication) 

;~rf/�sf]� ;a}�eGbf k|efjsf/�L ;fwg lnlvt jf 5kfO ul/�Psf]� ;fwg xf]� . lnlvt ;~rf/�sf kIfx¿ 
Go"gtd ¿kdf ;fIf/� x'g' cfjZos x'G5 . lnlvt dfWodaf6 x'g]� ;~rf/� sd nrsbf/� x'g'sf ;fy}� 
kl5;Dd k|df0fsf ¿kdf /�xG5 . lnlvt ;~rf/� nlIft u|fxs, ;]�jfu|fxL jf ;/�f]�sf/�jfnf;dIf 
cfˆgf s'/�fx¿ :�ki6 /� k|efjsf/�L 9ª\un]� k'¥ofpg cjnDag ul/�G5 . nfdf]� b'/�Ldf ;~rf/� ug{, 
;a}�nfO{ ;dfg ¿kdf ;~rf/� ug{, ljZj;gLotf sfod ug{, ;~rf/�sf ;a}� kIfx¿lar lnlvt 
cGt/�lj|mof sfod ug{ lnlvt ;~rf/�sf]� k|of]�u x'G5 . lnlvt jf d'lb|t ;~rf/� ;fwgdf lr7Lkq, 
kqklqsf, k':�ts, clen]�vkq, tl:�a/�, /�]�vflrq, hfgsf/�L kq, a|f]�;/� cflb k5{g\ .

ljutdf cGo ;~rf/� ;fwg ljsf; gx'Fbf lnlvt lr7Lkq cfbfgk|bfg ug{ x'nfs ;]�jfsf]� ljsf; 
ePsf]� kfOG5 . x'nfs lnlvt lr7Lkq, kf;{n tyf k'lnGbf cfbfgk|bfg ug]�{ ;]�jf xf]� . xfn x'nfs 
;]�jfsf]� ;6\6fdf ljB'tLo k|ljlwdf cfwfl/�t b"/� ;~rf/� ;]�jfsf]� nf]�slk|otf a9sf]� 5 .

-u_ ljB'lto ;~rf/� ;fwg (Electronic means of communication) 

ljleGg k|sf/�sf ;ª\s]�t, lrx\g, cIf/�, tl:�a/� jf u|flkmS;, cfjfh, tYofª\s, gS;fnufotsf 
;"rgfx¿ jfo' t/�ª\u jf tf/�sf dfWodaf6 k|jfx x'g]� ;~rf/�nfO{ ljB'tLo ;~rf/� elgG5 . 
ljB'tLo ¿kdf ;~rf/� ubf{ tf/�;lxt jf tf/�/�lxt ¿kdf Ps :�yfgaf6 csf]�{ :�yfgdf ;"rgf k|jfx 
ul/�G5 . o;/�L k|jfx x'g]� ;"rgfnfO{ ljleGg ljB'tLo k|ljlwsf]� k|of]�u u/�L sf]�l8ª u/�]�/� k7fpg]� /� 
k|fKt ;ª\s]�tnfO{ l8sf]�l8ª u/�]�/� k|jfx u/�]�s}� :�j¿kdf k|fksn]� a'‰g]� u/�L k|ljlwsf]� ljsf; ePsf]� 
5 . /�]�l8of]� ;ª\s]�t, On]�S6«f]�DofUg]�l6s ;ª\s]�t, kmf]�6f]�clK6sn k|0ffnLnufotsf ljlwaf6 ;"rgf 
cfbfgk|bfg ug]�{ sfo{ ljB'tLo ;~rf/�df x'G5 . kl5Nnf]� ;do sDKo'6/� k|ljlwn]� ;"rgf tyf ;~rf/� 
k|0ffnLdf NofPsf]� b|'tt/� kl/�jt{gsf sf/�0f ljB'tLo ;~rf/�nfO{ OG6/�g]�6df cfwfl/�t ;~rf/�sf 
¿kdf a'‰g]� ul/�Psf]� 5 .

cfjfh, b[Zolrq tyf ;ª\s]�tx¿ ljB'tLo ¿kdf k|jfx ug]�{ u/�L ljZjdf ljleGg ;fwgx¿sf]� ljsf; 
ePsf]� 5 . ljB'tLo ;~rf/�df d'Vo b'O{ k|sf/�sf ;fwgx¿ /�x]�sf 5g\ h;df b"/�;~rf/� ljlwx¿, 
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h:�t}� M /�]�l8of]�, 6]�lnlehg, 6]�lnkmf]�g, ˆofS; cflb /� sDKo'6/� k|ljlwåf/�f Jojl:�yt OG6/�g]�6df 
cfwfl/�t ;~rf/� ljlwx¿, h:�t}� M Od]�n, j]�a;fO6, ;ˆ6j]�o/�, cl8of]� leh'cn Dof;]�lhª, ;fdflhs 
;~hfn, dlN6ldl8of, Plgd]�;g h:�tf ;fwg k5{g\ . ljB'tLo ;~rf/�sf ;fwgsf]� nf]�slk|otf  
a9\bf]� ¿kdf /�x]�sf]� 5 .

^=%	 sfof{nodf ;~rf/� Joj:�yfkgsf]� ljlw (Communication 
management methods in an office)

s'g}� ;ª\u7g jf sfof{non]� cfˆgf]� ;ª\u7gsf p2]�Zocg'¿k ;~rf/� /�0fgLltsf]� ljsf; ug'{ 
/� tbg'¿k ;~rf/� of]�hgf agfP/� sfof{Gjog ug'{nfO{ ;~rf/� Joj:�yfkgsf ¿kdf lnOG5 .  
;ª\u7gfTds nIo xfl;n ug{ sfof{non]� bf]�xf]�/�f]� ;~rf/� k|0ffnLsf]� cjnDag ug'{k5{ . o; 
k|sf/�sf]� ;~rf/� k|0ffnLsf]� ljsf; ug{ Joj:�yfksn]� lgDglnlvt sfo{x¿ ug'{k5{ M

-s_	 sfof{nosf]� :�ki6 ;~rf/� p2]�Zo;lxtsf]� /�0fgLlts of]�hgf tof/� ug]�{

-v_	 sfof{nosf]� ;+/�rgfdf /� ;/�f]�sf/�jfnflarsf ;DefJo cGt/�lj|mofTds kIfsf]� klxrfg 
ug]�{

-u_	 pRr Joj:�yfkg tyf g]�t[Tjsf]� ;dy{go'St ;~rf/� Joj:�yfkg PsfOsf]� Joj:�yf ug]�{

-3_	 ;~rf/�sf nflu pknAw ljleGg ;fwgsf]� klxrfg u/�L ;a}�eGbf pko'St ;fwgsf]� 
5gf]�6 ug]�{

-ª_	 ;ª\u7g ;+/�rgfadf]�lhd cfGtl/�s tyf afx\o ;~rf/� k|lj|mofdf Ps¿ktf /� 
cGt/�cfa4tf;lxtsf]� sfo{ljlw agfpg]�

-r_	 ;a}� sd{rf/�L, Joj:�yfks, ;/�f]�sf/�jfnf tyf afx\o kIfnfO{ sfof{nosf]� ;~rf/� 
ljlwsf af/�]�df hfgsf/�L u/�fpg]�

-5_	 cWoog, cg';Gwfg, gofF k|ljlwsf]� k|of]�u, ;'emfj tyf k[i7kf]�if0fåf/�f ;~rf/� Joj:�yfdf 
;'wf/� ub}�{ hfg]� .

^=%=!	 cfGtl/�s tyf afx\o ;~rf/� Joj:�yfkg (Internal and external 
communication management)

;ª\u7gfTds ;Gbe{df ;~rf/�nfO{ sfof{no jf ;ª\u7gleq}� x'g]� ;~rf/� /� sfof{no jf  
;ª\u7geGbf aflx/� ul/�g]� ;~rf/� u/�L d'Vo b'O{ ¿kdf Joj:�yfkg ul/�G5 . ;ª\u7gsf lj|mofsnfk;Fu 
;fd~h:�o sfod ug]�{ u/�L ljleGg kIfsf]� ljZn]�if0f u/�]�/� lgDgadf]�lhd cfGtl/�s tyf afx\o ;~rf/� 
Joj:�yfkg ul/�G5 M
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-s_ cfGtl/�s ;~rf/� Joj:�yfkg (Internal communication management)

lnlvt ;~rf/�, 6]�lnkmf]�g -tf/�;lxt, tf/�/�lxt_, ̂ ofS;, OG6«fg]�6, OG6/�g]�6 /� cfGtl/�s Od]�n, cfGtl/�s 
a}�7s, cGt/�lj|mof, Joj:�yfkg ;"rgf k|0ffnL cflb dfWodaf6 cfGtl/�s ;~rf/� Joj:�yfkg ul/�G5 .

-v_ afx\o ;~rf/� Joj:�yfkg (External communication management)

hg;Dks{, x'nfs, s'l/�o/�, Od]�n, j]�a;fO6, ;fj{hlgs ;"rgf, /�]�l8of]�, 6]�lnlehg, cGt/�lj|mof cflb 
dfWodaf6 afx\o ;~rf/� Joj:�yfkg ul/�G5 .

ljleGg sfof{nodf km/�s km/�s tl/�sfn]� cfGtl/�s tyf afx\o ;~rf/�sf ;Gbe{df ;~rf/�sf]� k|jfx 
ljlw lgwf{/�0f ul/�Psf]� x'G5 . s'g k|sf/�sf]� ;"rgf jf hfgsf/�L s'g sd{rf/�L jf kbflwsf/�Ln]� pknAw 
u/�fpg]�, s'g}� ;/�f]�sf/�jfnf jf ;]�jfu|fxLn]� s;/�L ;"rgf k|fKt ug]�{ jf s]� s:�tf ;"rgf jf hfgsf/�L 
uf]�Ko /�fVg]� /� s]� s:�tf ;"rgf ;fj{hlgs ug]�{ eGg]� s'/�f ;ª\u7gsf]� ;~rf/� /�0fgLltdf ;d]�l6Psf]� 
x'G5 . o;}�cg'¿k ljleGg lgsfodf ;"rgf clwsf/�L jf k|jStf tf]�Sg]� /� ;"rgf clwsf/�Laf6 dfq}� 
sfof{nosf dxÎjk"0f{ /� cflwsfl/�s ;"rgf k|jfx ug]�{ Joj:�yf ldnfOPsf]� x'G5 .

^=^ x'nfs ;]�jf (Postal service)

^=^=! x'nfssf]� kl/�ro (Introduction of Postal Service)

x'nfs lnlvt lr7Lkq, kf;{n tyf k'lnGbf cfbfgk|bfg ug]�{ ;]�jf xf]� . ljZje/� x'nfs ;]�jf 
;fj{hlgs cyf{t\ ;/�sf/�L ;~rf/� ;]�jfsf ¿kdf k|rlnt /�x]�sf]� 5 . lghL If]�qaf6 x'nfssf]� 
h:�t}� ;]�jf lbg v'n]�sf sDkgLnfO{ s'l/�o/� klg elgG5 . x'nfsn]� Ps 7fpFsf]� ;"rgf /� k'lnGbf 
csf]�{ 7fpFdf k'¥ofpF5 . ;~rf/�sf cfw'lgs ;fwgsf]� ljsf; gePsf]� cj:�yfdf lnlvt lr7Lkq 
Psdfq ;~rf/�sf]� pkfo lyof]� . oftfoft tyf 9'jfgLsf ;fwg;d]�t oy]�i6 ¿kdf ljsf; gePsf]� 
cj:�yfdf Ps :�yfgaf6 csf]�{ :�yfgdf lr7Lkq cfbfgk|bfg ug{ x'nfssf]� :�yfkgf ePsf]� xf]� . 
x'nfsn]� glhs}�sf :�yfgb]�lv b]�z ljb]�zsf ljleGg :�yfgdf ;~rf/� ;]�jf pknAw u/�fpF5 .

^=^=@ x'nfsaf6 kq k7fpg]� tl/�sf (Method of sending letters by postal 
service)

x'nfsaf6 ;~rf/� ug{sf nflu klg lglZrt lgod tf]�lsPsf]� x'G5 . x'nfsaf6 k7fpg ;lsg]� 
lr7Lkq tyf kf;{nx¿sf]� lglZrt cfsf/� /� tf}�nsf]� ;Ldf /�xG5 . x'nfsaf6 k7fOg]� lr7Lkqsf]� 
lglZrt z'Ns ltg'{k5{ . o:�tf]� z'Ns x'nfs l6s6af6 jf x'nfs 6fFrfsf]� k|of]�uaf6 ltg'{k5{ . 
x'nfsaf6 lr7Lkq k7fpg k|]�ifs /� k|fks b'a}�sf]� :�ki6 x'nfs 7]�ufgf kqsf]� vfddf n]�v]�sf]� x'g'k5{ . 
x'nfsn]� lr7Lkq k|fksnfO{ a'emfpg g;s]�df k|]�ifsnfO{ g}� lkmtf{ u5{ . x'nfsn]� k7fpg]� lr7LkqnfO{ 
klg ljleGg k|sf/�df juL{s/�0f ul/�Psf]� kfOG5 . ;fdfGotM x'nfsaf6 k7fOg]� lr7LkqnfO{ …�;fwf/�0f 
kqÚ� /� …�btf{ kqÚ� u/�L b'O{ lsl;ddf juL{s/�0f ul/�Psf]� kfOG5 . o;sf ;fy}� x'nfsn]� lglZrt 9fFrfdf 
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xjfO{kq (Aerogram) /� x'nfskq (Postal Card) ;d]�t k|rngdf NofPsf]� kfOG5 . ;fwf/�0f kq 
(General Letter) nfO{ sd k|fyldstfdf /�fvL la:�tf/�}� k7fOg]� eP tfklg btf{ kq (Registry 
Letter) nfO{ eg]� k|fyldstfdf /�fv]�/� k7fOG5 . btf{ kqnfO{ l56f]� ¿kdf k7fpg ;fwf/0f kqeGbf 
a9L z'Ns lng]� u/�L b|'t kq ;]�jf (Express Mail Services) sf ¿kdf klg k|rngdf NofOPsf]� 
5 . ;fdfGotM btf{ kq ;DalGwt k|fksn]� a'em]�sf]� k|df0f;d]�t tof/� u/�L k|]�ifsn]� a'emfPsf]� k|df0f 
dfu]�df pknAw u/�fOG5 .

^=^=# x'nfsaf6 k|jfx x'g]� ;]�jfx¿ (Services provided by postal office)

x'nfsn]� b]�zsf ljleGg :�yfgnfO{ lglZrt x'nfs ;ª\s]�tx¿ lbO{ Jojl:�yt ¿kdf 7]�ufgf n]�Vg]� 
k|rng rnfPsf]� kfOG5 . ljsl;t d'n'sx¿df k|To]�s 3/� jf ef}�lts ;+/�rgfnfO{ Ps Pscf]�6f 
x'nfs ;ª\s]�t (Postal Code) lbg]� /� ToxL ;ª\s]�tnfO{ ;a}� lgsfon]� 7]�ufgfsf ¿kdf k|of]�u ug]�{ 
u/�]�sf]� kfOG5 . o:�tf b]�zsf s'g}� :�yfgsf]� vf]�hL ug'{kbf{ google maps h:�tf cfw'lgs ljB'tLo 
gS;fdf ;d]�t x'nfs ;ª\s]�t k|of]�u x'g]� u/�]�sf]� 5 . x'nfssf]� sfd ljz]�iftM lnlvt lr7Lkq 
cfbfgk|bfg ug'{ xf]� . lr7Lkqsf]� cfbfgk|bfgafx]�s x'nfsn]� lglZrt tf}�n /� cfsf/� ePsf Jofkfl/�s 
j:�t';d]�t cfbfgk|bfg ug]�{ (merchandise service), Ps :�yfgaf6 csf]�{ :�yfgdf /�sd :�yfgfGt/�0f 
ug]�{ wgfb]�z ;]�jf (Money Order) /� x'nfs art a}�ª\s (Postal Saving Bank), ladfkq h:�tf 
ljQLo tyf Jofj;flos ;]�jf;d]�t k|jfx u5{ .

^=^=$ x'nfs ;ª\u7g (Postal organization)

g]�kfndf x'nfs ;]�jfsf]� ;'?cft k[YjLgf/�fo0f zfxsf kfnfdf ePsf]� kfOG5 . pgsf]� kfnfdf 
lr7Lkq cfbfgk|bfg ug{ sfuh]� x'nfs /� /�f;g kfgL tyf xftxltof/� cf]�;f/�k;f/� ug{ yfKn]� 
x'nfssf]� Joj:�yf lyof]� . x'nfs ;]�jfsf]� ;+:�yfut yfngL tTsfnLg /�fhf ;'/�]�Gb|sf kfnfdf lj=;+= 
!(#@ b]�lv ePsf]� kfOG5 . lj=;+= !(#% df g]�kfn x'nfs3/�sf]� :�yfkgf eof]� eg]� lj=;+= !(#^ b]�lv 
6fFrf nufP/� lr7L k7fpg yflnof]� . lj=;+= !(#* df g]�kfndf x'nfs l6s6 k|rngdf cfof]� . 
Toltv]�/� tLg a]�Unfa]�Un}� d"Nosf l6s6 lg:�s]�sf lyP . lj=;+= @)!% ;Dd ljb]�zdf lr7L k7fpFbf 
ef/�tLo l6s6 6fF;]�/� k7fOGYof]� eg]� lj=;+= @)!^  j}�zfv ! b]�lv g]�kfnL l6s6 6fF;]�/� ljZjsf 
ljleGg d'n'sdf lr7L k7fpg]� sfdsf]� yfngL eof]� . xfn g]�kfndf x'nfs ;]�jf ljefu x'nfs ;]�jf 
;~rfng ug]�{ s]�Gb|Lo lgsfo xf]� . kl5Nnf]� ;do ;"rgf k|ljlwsf]� If]�qdf ePsf]� b|'tt/� ljsf;sf 
sf/�0f g]�kfndf x'nfs ;]�jfsf]� k|efjsfl/�tf sd dfq}� b]�lvPsf]� 5 .

x'nfs ;]�jfsf]� k|rng ljZje/� /�x]�sf]� 5 . ljZj x'nfs ;ª\u7g (Universal Postal Union - UPU) 
ljZjsf ;a}� b]�zx¿sf x'nfssf]� ;femf ;ª\u7g xf]� . of]� ;+o'St /�fi6« ;ª\3sf]� ;a}�eGbf k'/�fgf]� 
ljlzi6Ls[t ;ª\u7g xf]� . dxfb]�zLo tyf If]�qLo :�t/�df ;d]�t x'nfs ;ª\u7gx¿sf ;femf ;+:�yfx¿ 
/�x]�sf 5g\ . Pl;of tyf k|zfGt If]�qsf b]�zx¿ ;b:�o /�x]�sf]� Asia Pacific Postal Union gfdsf]� 
;ª\u7g lj|mofzLn /�x]�sf]� 5 . g]�kfn oL b'a}� ;ª\u7gsf]� ;b:�o /�x]�sf]� 5 .
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^=^=%	 sfof{nosf]� kq Jojxf/�df x'nfs ;]�jfsf]� pkof]�u (Use of postal services 
for official correspondence)

s'g}� sfof{nosf]� ;]�jf;Fu ;DalGwt cGo sfof{no jf lgsfo, pkef]�Stf tyf ;]�jfu|fxLx¿;Fu x'g]� 
lnlvt kqfrf/�sf]� dfWod of t sfof{nosf kqjfxs jf ;xof]�uLx¿ x'g\ of t kq cfbfgk|bfg 
ug]�{ ;]�jf k|bfg ug]�{ x'nfs tyf s'l/�o/� h:�tf lgsfo x'g\ . ;fdfGotM lnlvt /� k|fdfl0fs 
¿kdf kqfrf/� ug'{kg]�{ cj:�yfdf x'nfs ;]�jfsf]� k|of]�u u/�L sfof{nosf lr7Lkqx¿ k|fksnfO{  
k7fOG5 .

x'nfsdfkm{t sfof{noLo kqfrf/� ubf{ x'nfsn]� lgwf{/�0f u/�]�sf]� kqsf]� cfsf/�, tf}�n, l6s6 / 7]�ufgfsf]� 
:�ki6tfsf nflu x'nfs ;ª\s]�tsf]� k|of]�u, kq a'em]� a'emfPsf]� hfgsf/�L x'g]� cj:�yf h:�tf lgodx¿ 
kfngf ug'{k5{ . sfof{non]� x'nfsdfkm{t k7fpg]� kqnfO{ /�fd|/�L vfdaGbL u/�L vfddf k7fpg]� /� 
kfpg]�sf]� 7]�ufgf :�ki6;Fu n]�Vg'k5{ . o:�tf]� kq ;fwf/�0f kqsf ¿kdf, btf{ kqsf ¿kdf jf b|'t 
kq ;]�jfsf ¿kdf s;/�L k7fpg]� xf]� ;f]� lgwf{/�0f u/�L x'nfsdf a'emfpg'k5{ . x'nfs ;]�jf k|of]�u 
u/�]�afktsf]� z'Ns l6s6dfkm{t jf gub}� e'StfgL ug{ sfof{nodf cfjZos /�sd Joj:�yf ug'{k5{ .

^=&	 ;~rf/�df ;"rgf k|ljlwsf]� dxŒj /� k|of]�u (Importance and uses of 
information technology in communication)

dflg;n]� efiff tyf lnlksf]� ljsf; u/�]�b]�lv g}� ;"rgf tyf ;~rf/�sf ljleGg ljlw /� k4ltsf]� 
ljsf; ub}�{ cfPsf 5g\ . o:�tf k|ljlwdf ;'wf/� vf]�Hb}� hfg]� j|mddf kl5Nnf]� ;dodf ljsf; ePsf]� 
sDKo'6/� k|0ffnLdf cfwfl/�t ;"rgf cfk|jfxsf]� dfWodnfO{ Jojl:�yt ¿kdf JoSt ug]�{ sfo{nfO{ 
;"rgf k|ljlw elgPsf]� xf]� . ;g\ !(%* df Harold J. Leavitt /� Thomal L. Whisler n]� dflg;n]� 
ljsf; u/�]�sf ;~rf/�sf ljlw /� k|0ffnLnfO{ Information technology gfd lbg'k5{ eg]�/� JofVof 
u/�]�kl5 o; zAbsf]� k|of]�u Jofks ¿kdf ePsf]� kfOG5 .

;"rgf tyf tYofª\s ;ª\sng, ljZn]�if0f, k|jfx, e08f/� tyf pkof]�u ug{sf nflu ul/�Psf]� 
sDKo'6/� tyf b'/�;~rf/� pks/�0fsf]� Jojl:�yt k|of]�unfO{ ;"rgf k|ljlw elgG5 . ;"rgf k|ljlwn]� 
;fdfGotM sDKo'6/� tyf sDKo'6/�sf]� g]�6js{df cfwfl/�t eO{ ;"rgf tyf hfgsf/�Lsf]� k|jfx 
ug]�{ ljlwnfO{ a'emfpF5 . (Information technology (IT) is the application of computers and 
telecommunications equipment to collect, analyse, store, retrive, transmit or manipulate data 
easily) . lj:�t[t cy{df ;"rgf k|ljlwdf ljB'tLo dfWodaf6 ;"rgf k|;f/�0f tyf ;~rf/� x'g]� ;a}� 
k|sf/�sf ;fwg kg{ cfpF5g\ . xfdLn]� b}�glGbg ¿kdf k|of]�u ug]�{ ;~rf/� pks/�0fx¿ /� xfdLn]� ug]�{ 
;~rf/� ;"rgf k|ljlws}� lx:�;f x'g\ . ;"rgf k|ljlwsf]� ljsf;df tf/�;lxt /� tf/�/�lxt dfWodaf6 
;~rf/� ug]�{, magnetic device x¿df data storage ug]�{, hl6n k|sf/�sf ljZn]�if0ffTds hfgsf/�Lx¿ 
;xh ¿kdf k|of]�ustf{;dIf Nofpg]� /� glthfd"ns k|of]�u ug]�{ h:�tf cg]�sg k|ljlw ljsf; ePsf 
5g\ .
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^=&=! ;"rgf k|ljlwsf]� dxŒj (Importance of information technology)

;"rgf k|ljlwsf]� dxÎj ;j{;fwf/�0f, Joj;foL tyf ;/�sf/� ;a}�nfO{ 5 . cfcfˆgf]� sfo{If]�q, ;+nUgtf 
tyf ljz]�if1tfcg';f/� o;sf]� dxÎj JolSt jf ;+:�yflkR5]� km/�s km/�s x'g ;S5 . h'g;'s}� k]�;f, 
Joj;fo, Joj:�yfkg jf k|0ffnL ;~rfngdf klg ;"rgf k|ljlwsf]� ljz]�if dxÎj /�x]�sf]� 5 . o;sf]� 
dxÎjnfO{ lgDglnlvt kfFr d'Vo If]�qdf k|:�t't ug]�{ ul/�Psf]� kfOG5 M

-s_ sfo{ k|0ffnL /� sfo{ Jojxf/�sf]� ¿kfGt/�0f (Reengineering of work) ug{

-v_ sfo{;Dkfbgdf zL3|tf tyf r':�ttf (Maintain speed) sfod ug{

-u_ sfo{k|0ffnLdf oyfy{tf /� l:�y/�tf (Accuracy and consistency) Nofpg

-3_ ;Dkflbt sfo{ jf k|0ffnLsf]� ljZj;gLotf (Reliability) sfod ug{

-ª_ ;|f]�t;fwgsf]� Jojl:�yt pkof]�u /� kl/�rfng (Efficient use of resources) ug{

^=&=@ ;"rgf k|ljlwsf]� sfo{ (Functions of information technology)

;"rgf k|ljlwsf]� gfd /� kl/�roaf6}� o;sf]� sfdsf ;DaGwdf :�ki6 x'g ;lsG5 . s'g}� klg ;"rgf 
jf hfgsf/�L ;xh}� ;DalGwt ;/�f]�sf/�jfnf ;dIf ;~rf/� ug{', To:�tf]� hfgsf/�Lsf]� k|flKt, pkof]�u /� 
efjL k|of]�usf nflu kx'Fr of]�Uo ¿kdf /�fVg]� /� ;f]�sf dfWodaf6 j}�olSts, ;fd"lxs jf ;+:�yfut 
sfo{;Dkfbgdf ;xhLs/�0f ug'{ g}� ;"rgf k|ljlwsf]� sfo{ xf]� . o;sf d'Vo sfo{x¿ lgDgcg';f/� 
5g\ M

-s_	 tYofª\s ;ª\sng jf k|flKt (Data capture) 

-v_	 tYofª\s e08f/�0f (Data Storage)

-u_	 ;"rgf tyf tYofª\s k|zf]�wg (Data processing) 

-3_	 ;"rgf ;ª\u|x (Storage of information)

-ª_	 ;"rgfsf]� k'gk|f{lKt (Retrieval of information)

^=&=#	 sfof{no ;~rfng /� n]�vfdf ;"rgf k|ljlwsf]� pkof]�u (Use of information 
technology in office management and account)

lxhf]�cfh sDko'6/� tyf OG6/�g]�6a]�u/�sf]� sfof{no kfpg}� d'l:�sn k5{ . ljleGg sfd ug]�{ ;ˆ6j]�o/�sf 
dfWodaf6 sfof{nosf]� sfo{ ;~rfngdf ;xhtf tyf k|efjsfl/�tf x'g]� ePsfn]� ;"rgf k|ljlwsf]� 
pkof]�u a9\bf]� j|mddf /�x]�sf]� 5 . OG6/�g]�6 g]�6js{df cfwfl/�t eP/� er'{cn sfof{nosf]� ;~rfng;d]�t 
x'g]� j|md ;'?cft ePsf]� 5 . sfof{nosf]� nIo tyf p2]�Zo xfl;n ug{df lgoldt k|s[ltsf, lg/�Gt/� 
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;~rfng x'g'kg]�{, sfddf ;dfg u'0f:�t/� tyf k|efjsfl/�tf sfod ug{ ;"rgf k|ljlwsf]� pkof]�u 
x'G5 . sfof{non]� ug'{kg]�{ ;~rf/�sf]� k|efjsfl/�tfsf nflu, sfof{nodf l;h{gf x'g]� tyf cfjZos 
ljleGg k|sf/�sf ;"rgfsf]� ;ª\sng, e08f/�0f, ljZn]�if0f /� pkof]�u ug{sf nflu klg o; k|ljlwsf]� 
pkof]�u x'G5 .

sfof{no ;~rfngdf sDKo'6/� /� o;nfO{ ;~rfng ug{ cfjZos kg]�{ operating system cyf{t\ 
windows sf]� a9L k|of]�u x'G5 . o;afx]�s sfof{nosf]� cfjZostfcg';f/�sf ljleGg ;ˆ6j]�o/�x¿ 
klg sfof{no ;~rfngdf pkof]�u x'G5g\ . Mocrosoft compay n]� ljsf; u/�]�sf]� Microsoft 
Windows /� Office package ;a}�eGbf nf]�slk|o sDKo'6/� k|0ffnLx¿ x'g\ . Office package sf 
ljleGg k|0ffnLdWo]� klg PS;]�n, j8{ /� kfj/� KjfOG6 ;a}�eGbf a9L k|of]�u ul/�G5 .

n]�vfsf If]�qdf klg n]�vfª\sg k|lj|mofsf ;a}� r/�0fnfO{ ;d]�6]�/� ljleGg ;ˆ6j]�o/�x¿ ljsf; ePsf 
5g\ . o;sf nflu 7'nf]� dfqfdf ljQLo ;"rgf ;ª\sng, e08f/�0f /� k|zf]�wg ug{ ;Sg]� database 
management k|0ffnLx¿ ljsf; ePsf 5g\ . o:�tf k|0ffnLdf cfwfl/�t /�x]�/� n]�vf /�fVg]� lgsfosf]� 
cfjZostfcg';f/� ljleGg k|sf/�sf n]�vf ;ˆ6j]�o/�x¿ ljsf; ePsf 5g\ . g]�kfn ;/�sf/�sf]� 
n]�vfk|0ffnLdf ;"rgf k|ljlwsf]� k|of]�u u/�L ah]�6 lgsf;f ug]�{ TSA k|0ffnL, n]�vf /�fVg]� CGAS 
k|0ffnL, :�yfgLo txsf]� n]�vf /�fVg]� SuTRA h:�tf k|0ffnLx¿ ljsf; ePsf 5g\ . lghL If]�qsf]� n]�vf 
/�fVgsf nflu Tally, Oddo, HostBooks Accounting h:�tf y'k|}� k|0ffnLx¿ /�x]�sf 5g\ . o;sf 
cnfjf ljleGg sDkgL tyf Joj;fon]� cfˆgf]� cfjZostfcg';f/�sf ;ˆ6j]�o/�x¿ :�jod\ ljsf; 
u/�]�/� pkof]�u ug]�{ u5{g\ .

cEof;

!=	 tnsf k|Zgsf]� clt 5f]�6f]� pQ/� n]�Vg'xf]�;\ M

-s_	 ;~rf/� eGgfn]� s]� a'lemG5 <

-v_	 df}�lvs ;~rf/�sf]� kl/�ro lbg'xf]�;\ .

-u_	 Psf]�xf]�/�f]� ;~rf/� eg]�sf]� s]� xf]� <

-3_	 cfGtl/�s ;~rf/�sf rf/�cf]�6f pbfx/�0fx¿ lbg'xf]�;\ .

-ª_	 cgf}�krfl/�s ;~rf/� s'g cj:�yfdf ul/�G5 <

-r_	 ;~rf/�sf s'g}� rf/� ;fwgsf]� pbfx/�0f k|:�t't ug'{xf]�;\ .

-5_	 ljB'tLo ;~rf/� eg]�sf]� s]� xf]� <
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-h_	 ;~rf/�sf s'g}� b'O{ dxÎj n]�Vg'xf]�;\ .

-em_	 x'nfs ;]�jf eGgfn]� s]� a'lemG5 <

-`_	 ;"rgf k|ljlw eg]�sf]� s]� xf]� <

@=	 tnsf k|Zgsf]� 5f]�6f]� pQ/� n]�Vg'xf]�;\ M

-s_	 df}�lvs ;~rf/� /� b[Zo ;~rf/�sf]� km/�s n]�Vg'xf]�;\ .

-v_	 ;~rf/�sf]� dxÎjsf af/�]�df pNn]�v ug'{xf]�;\ .

-u_	 df}�lvseGbf >Job[Zo ;~rf/� lsg a9L k|efjsf/�L x'G5, k|:�6 kfg'{xf]�;\ .

-3_	 ;~rf/� ;fwgsf k|sf/�x¿sf af/�]�df ;ª\If]�kdf rrf{ ug'{xf]�;\ .

-ª_	 sfof{nodf ;~rf/� Joj:�yfkg s;/�L ug{ ;lsG5 <

-r_	 x'nfs ;]�jf sfof{noaf6 s]� s:�tf ;]�jfx¿ k|jfx x'G5g\ <

-5_	 ;"rgf k|ljlwsf d'Vo sfo{x¿ s]� s]� x'g\ <

#=	 tnsf k|Zgsf]� nfdf]� pQ/� n]�Vg'xf]�;\ M

-s_	 ;~rf/�sf lsl;dx¿ pNn]�v ub}�{ k|To]�s lsl;dsf b'O{ b'O{cf]�6f pbfx/�0f lbg'xf]�;\ .

-v_	 k|jfxsf cfwf/�df x'g]� ;~rf/�sf lsl;dsf]� j0f{g ug'{xf]�;\ .

-u_	 ljB'tLo ;~rf/�sf]� kl/�ro lbO{ cfw'lgs o'udf o;sf]� dxÎjsf af/�]�df n]�Vg'xf]�;\ .

-3_	 ;"rgf k|ljlwsf]� ;ª\lIfKt kl/�ro lbFb}� o;sf]� dxÎj aF'bfut ¿kdf pNn]�v ug'{xf]�;\ .

lj|mofsnfk

-s_	 tkfO{Fsf]� ljBfnodf cleefjs lbj; dgfpg]� sfo{j|md /�flvof]� /� tkfO{Fsf]� sIffsf ljBfyL{nfO{ 
;f]� sfo{j|mdsf]� ;~rf/� Joj:�yfkg ug]�{ lhDdf lbOof]� eg]� o; sfo{j|mdsf]� ;~rf/� Joj:�yfkg 
s;/�L ug'{knf{, ;fd"lxs 5nkmn u/�L ;~rf/� Joj:�yfkg of]�hgf tof/� ug'{xf]�;\ .

-v_	 tkfO{Fsf]� ljBfno cfsl:�ds ¿kdf vf]�Ng' jf aGb ug'{kbf{ ljBfyL{nfO{ ;"rgf lbg ljBfnon]� 
s:�tf s:�tf ;~rf/�sf ljlw ckgfpg ;S5, ;"rL tof/� u/�L sIffdf k|:�t't ug'{xf]�;\ .
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kf7 &
Joj;fo (Business)

	

&=! Joj;fosf]� kl/�ro (Introduction of business)
hLjgofkgsf nflu dflg;n]� ljleGg lj|mofsnfk u5{ . o;/�L ul/�g]� lj|mofsnfkaf6 s'g}� g s'g}� 
¿kdf hLjg lgjf{xsf]� cfwf/� k|fKt x'G5 . sltko dfgjLo sfo{x¿ cfˆgf]� lxtsf nflu dfq geO{ 
c¿sf]� lxt /� sNof0fsf nflu klg ul/�G5g\ . o:�tf lj|mofsnfkaf6 s'g}� dflg;n]� cfTd;Gt'li6 
k|fKt ug]�{ eP tfklg hLjg lgjf{xsf nflu lgZlrt ;fwg cfjZos x'G5g\ . o; k|sf/�sf j}�olSts 
jf ;fd"lxs nfesf nflu ul/�g]� lj|mofsnfknfO{ ;fdfGo cy{df Joj;fo elgG5 .

zflAbs cy{df Joj;fon]� s'g}� sfo{df Jo:�t eO/�xg]� cj:�yfnfO{ hgfpF5 . t/� ;a}� k|sf/�sf 
Jo:�ttfnfO{ Joj;fo eGg ldNb}�g . Joj;fo x'gsf nflu lglZrt k'FhL nufgL u/�L hf]�lvd jxg 
u/�]�/� gfkmf sdfpg]� p2]�Zoaf6 s'g}� sfo{ ePsf]� x'g'k5{ . o:�tf sfo{x¿ j:�t' Pjd\ ;]�jfsf]� pTkfbg 
/� ljlgdo;Fu ;DalGwt x'G5g\ . o; k|sf/�sf ;fwg jf j:�t'sf]� ljlgdo ug{ df}�lb|s ;fwgsf]� 
pkof]�u ul/�G5 . d'b|fsf]� ;xof]�udf nfebfostfsf]� p2]�Zocg';f/� ljleGg cfly{s lj|mofsnfk 
;~rfng ul/�G5 . nfebfostfsf]� b[li6n]� ;~rfng x'g]� o:�tf cfly{s lj|mofsnfknfO{ Joj;fosf 
¿kdf lnOG5 . o;}�n]� Joj;fo x'gsf nflu nfebfostf cTofjZos tTjsf ¿kdf /�xG5 .

Joj;fodf cfˆgf]� hLljsf rnfpg b}�lgs cfjZos kg]�{ j:�t'x¿sf cltl/�St ;dfhsf cGo 
;b:�onfO{ rflxg]� j:�t'x¿ pTkfbg ug]�{, ;ª\sng ug]�{ tyf ljt/�0f ug]�{ sfo{x¿ ;dfj]�z x'G5g\ . 
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o; k|sf/�sf sfo{x¿ ljleGg k|sf/�sf x'g]� ePsfn]� Joj;fosf]� bfo/�f cToGt}� km/�flsnf]� x'G5 . 
Joj;fodf oltg}� s'/�fx¿ ;d]�l6G5g\ eGg]� s'/�f olsg;fy eGg ;lsFb}�g . o;}�n]� ljleGg ljåfg\n]� 
Joj;fonfO{ km/�s km/�s ¿kdf kl/�eflift u/�]�sf 5g\ .

Peterson and Plowman sf ljrf/�df, Joj;fo Pp6f o:�tf]� sfo{ xf]� h;df ljleGg JolStx¿ 
kf/�:�kl/�s lxt Pjd\ nfesf nflu s'g}� pkof]�uL j:�t' jf ;]�jfx¿sf]� ljlgdo u5{g\ ("Business may 
be defined as an activity in which different person exchange something of value, whether 
goods or services for mutual gain or benefits") .

Prof.L.H. Haney sf cg';f/� j:�t'x¿sf]� j|moljj|moåf/�f wg k|fKt ug]�{ p2]�Zon]� ul/�g]� dfgjLo 
lj|mofsnfk g}� Joj;fo xf]� . ("Business may be defined as human activity directed toward 
producing or acquiring wealth through buying or selling goods.")

C.F. Abbot sf cg';f/� ljgfnfesf]� Joj;fo Joj;fo xf]�Og ("Business without Profit is not a 
business.") .

oL kl/�efiffx¿af6 gfkmf sdfpg]� p2]�Zon]� j:�t'sf]� pTkfbg /� vl/�blaj|mL ug]�{ jf ;]�jf cfbfgk|bfg 
ug]�{ sfo{nfO{ Joj;fosf ¿kdf a'lemG5 . t/� Joj;fo nfe cfh{g ug'{df dfq ;Lldt 5}�g . 
k|ToIf ¿kdf gfkmf cfh{g gu/�L s'g}� sfo{sf]� ;~rfng u/�]�/� Voflt (Good will) sdfpg]�, cfˆgf]� 
sfo{;Dkfbgdf k|efjsfl/�tf, ldtJolotf, bIftf xfl;n ug]�{ sfo{nfO{ klg Jofj;flos sfo{sf 
¿kdf lnOG5 . Jofj;flos sfo{ j}�olSts jf ;fd"lxs ¿kdf, lghL tyf ;fj{hlgs ;+:�yfsf 
dfWodaf6 ;Dkfbg x'G5 .

&=!=!= Joj;fosf ljz]�iftfx¿ (Characteristics of business)
s'g}� Joj;fo Ps jf PseGbf a9L JolStx¿sf]� :�jfldTj /� lgoGq0fdf rnfOPsf]� x'G5 . ljleGg 
JolStn]� ;~rfng ug]�{ lghL k;n, ;fem]�bf/�L ¿kdf ul/�g]� Joj;fo, 7'nf sDkgL, a}�ª\s tyf ljQLo 
;+:�yf, ladf cflb Joj;fosf pbfx/�0f x'g\ . Joj;fo s'g}� ;fgf cfsf/�sf x'G5g\ eg]� s'g}� 7'nf 
cfsf/�sf x'G5g\ . sltko Joj;fo b]�zleq}� ;~rfng ePsf x'G5g\ eg]� sltko b]�zleq /� aflx/� 
b'a}�lt/� ;~rfng eO/�x]�sf x'G5g\ . ;/�sf/�n]� klg s]�xL Jofj;flos lj|mofsnfk ug{ ;S5 . ;a}� 
k|sf/�sf Joj;fosf lgDglnlvt k|d'v ljz]�iftfx¿ x'G5g\ M

-s_ cfly{s lj|mofsnfk (Economic activity) 
Joj;fodf ljleGg cfly{s lj|mofsnfkx¿ ;dfj]�z x'G5g\ . Joj;fodf k'FhL nufgL, hf]�lvd, nfe, 
xflg, lg/�Gt/�tf h:�tf tÎjx¿ /�xG5g\ .

-v_ j:�t' tyf ;]�jfsf]� sf/�f]�af/� (Transaction of goods and services)
Joj;fodf j:�t' tyf ;]�jfsf]� pTkfbg /� sf/�f]�af/� x'G5 . o:�tf]� sf/�f]�af/� df}�lb|s d"Nosf cfwf/�df 
ul/�G5 .
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-u_ pTkfbg tyf ljlgdo (Production and exchange)

j:�t' tyf ;]�jfsf]� pTkfbg tyf ljlgdo Joj;fosf cleGg cª\u x'g\ . kf/�:�kl/�s ljlgdosf]� 
cefjdf Joj;fo ;Dej 5}�g .

-3_	 sf/�f]�af/�df lgoldttf tyf lg/�Gt/�tf (Regularity and continuty of transaction)

Jofj;flos sf/�f]�af/�sf]� lgoldttf /� lg/�Gt/�tfn]� Joj;fo ;kmn x'G5 . Joj;fosf]� ;kmntfdf 
nfdf]� ;do nfUg]� ePsfn]� Jofj;flos lg/�Gt/�tf cfjZos x'G5 .

-ª_	 hf]�lvd jf clglZrttf (Risk and uncertainity)

Joj;fosf]� p2]�Zo gfkmf cfh{g ug]�{ eP tfklg gf]�S;fg x'g]� klg TolQs}� ;Defjgf /�x]�sf]� x'G5 . 
o;sf/�0f Joj;fodf nfebfotstf ;fy}� hf]�lvd klg cGt/�lglxt x'G5 .

-r_	 d'gfkmf (Profit)

Joj;foLnfO{ hlxn]� klg gfkmfn]� Joj;fo ug{ k|]�l/�t ul/�/�x]�sf]� x'G5 . d'gfkmf ePg eg]� Joj;fonfO{ 
lg/�Gt/�tf lbg ;lsFb}�g .

&=!=@= Joj;fosf]� dxŒj (Importance of business)

Joj;fosf]� dxÎjnfO{ lgDgfg';f/� k|:t't ug{ ;lsG5 M

-s_ cfly{s k|ult (Economic progress)

Joj;fo s'g}� klg b]�zsf]� cfly{s k|ultsf]� dfWod xf]� . cfly{s k|ultsf nflu Jofj;flos If]�qsf]� 
of]�ubfg dxÎjk"0f{ /�lxcfPsf]� 5 . Joj;foljgf cfly{s k|ult ;Dej x'Fb}�g .

-v_ a]�/�f]�huf/�L ;d:�ofsf]� ;dfwfg (Solving the problem of unemployment)

Joj;fosf]� dfWodaf6 w]�/�}� dflg;n]� /�f]�huf/�L k|fKt u5{g\ . pBf]�u /� jfl0fHosf]� ljsf;af6 g}� 
/�f]�huf/�Lsf cj;/�x¿ l;h{gf eO{ b]�zsf]� a9\bf]� hg;ª\VofnfO{ a]�/�f]�huf/�L ;d:�ofaf6 arfpg 
;lsG5 .

-u_ ;fwgsf]� ;b'kof]�u (Use of resources)

b]�zdf ePsf k|fs[lts ;fwgx¿sf]� ;b'kof]�u ug{sf nflu klg Joj;fosf]� 7'nf]� xft /�x]�sf]� x'G5 . 
pBf]�u /� jfl0fHosf dfWodaf6 b]�zdf ePsf sRrf kbfy{ /� dfgjLo ;+;fwgnfO{ /�fd|/�L ;b'kof]�u 
ug{ ;lsG5 .
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-3_ /�fh:�j k|flKtsf]� ;|f]�t (Sources of revenue)

Jofj;flos sf/�f]�af/�af6 cfly{s j[l4 x'g uO{ /�fh:�jdf of]�ubfg a9\g hfG5 . Jofj;flos 
;kmntfaf6 o;sf]� bfo/�f /� If]�q a9L /�fh:�jsf]� j[l4 x'G5 .

-ª_ hLjg:�t/�df ;'wf/� (Improvement in living standard)

Joj;fon]� dflg;sf]� hLjg:�t/�df ;'wf/� NofpF5 . Jofj;flos sf/�f]�af/� a9\bf cfo a9\g hfg]� /� 
a9]�sf]� cfosf]� ;xfotfn]� hgtfsf]� hLjg :�t/�df ;'wf/� x'g hfG5 .

-r_	 /�fli6«o efjgfdf j[l4 (Increase in national sentiment)

Jofj;flos ¿kdf ;kmn /�fi6« cfTdlge{/� /� ;Ifd x'G5 . cfly{s k|ultn]� ;d[l4 xfl;n ug{ dbt 
u5{ . /�fli6«otfsf]� efjgf a9\g hfG5 .

-5_	 ljb]�zL d'b|f cfh{g (Earning foreign exchange)

Joj;fosf]� ljsf;sf dfWodaf6 lgof{t Jofkf/� j[l4df dbt k'U5 . o;af6 ljb]�zL d'b|f cfh{g ug{ 
/� :�jb]�zdf pTkfbg gx'g]� j:�t' cfoftdf ;xhtf x'G5 . o;/�L ljb]�zL Jofkf/�df j[l4 ePdf ljb]�zL 
d'b|f cfh{g ug{ ;lsG5 .

-h_	 cGt/�f{li6«o ;DaGwsf]� :�yfkgf (Establishment of international relation)

b]�zdf Jofj;flos jftfj/�0f ePdf j}�b]�lzs nufgL a9\g]�, afx\o Jofkf/�sf cj;/� pknAw x'g]�, 
ko{6g If]�qsf ultljlw a9\g]� cflb eO{ cGt/�f{li6«o :�t/�df ;DaGw :�yfkgf x'g hfG5 .

&=@ Joj;fosf k|sf/�x¿ (Types of business)
sf/�f]�af/�sf]� k|s[lt /� If]�qsf cfwf/�df Joj;fonfO{ pBf]�u, Jofkf/� /� ;]�jfd"ns pBd u/�L tLg 
k|sf/�df afFl8G5 . Joj;fosf d'Vo k|sf/�nfO{ tn k|:�t't ul/�Psf]� 5 M

pBf]u

sRrf dfn pBf]u
tof/L dfn pBf]u

Joj;fo

Jofkf/

:jb]zL Jofkf/ 
ljb]zL Jofkf/

jfl0fHo

;]jf Joj;fo
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-s_ pBf]�u (Industry)

j:�t'x¿sf]� pTkfbg ug'{ jf j:�t'''x¿df pkof]�lutf l;h{gf ug'{ (Creation of Utility) nfO{ pBf]�u 
elgG5 . sRrf kbfy{nfO{ kl/�jt{g u/�L j:�t'sf]� pTkfbg ug]�{ sfdnfO{ klg pBf]�u elgG5 . pBf]�unfO{ 
Joj;fosf]� d'Vo cª\u dflgG5 . pTkfbgd"ns pBf]�u b'O{ k|sf/�sf x'G5g\ h'g lgDgfg';f/� 5g\ M

-c_	 sRrf dfn pTkfbg pBf]�u M sRrf dfn pTkfbg pBf]�u eGgfn]� pBf]�u ;~rfng ug{ 
cfjZos j:�t' tof/� ug]�{ pBf]�u xf]� . e"lddf kfOg]� j:�t'x¿ lgsfnL hDdf ug]�{, vfgL 
vGg]� h:�tf lsl;dsf pBf]�unfO{ sRrf dfn pTkfbg ug]�{ pBf]�u elgG5 . o:�tf pBf]�uaf6 
pTkfbg ug{ geO{ gx'g]� ;xfos tyf d'Vo ;fdfgx¿ aG5g\, h:�t}� M kmnfdsf]� w'nf]�, sf7, 
sfFrf]� 5fnf, Uof;, df5f dfg]�{ sfd cflb .

-cf_	 tof/�L dfn pTkfbg pBf]�u M sRrf dfnnfO{ tof/�L dfnsf ¿kdf kl/�0ft u/�L pkef]�u ug{ 
;lsg]� k|sf/�sf pBf]�unfO{ tof/�L dfn pBf]�u elgG5, h:�t}� M kmnfdsf]� w'nf]�af6 kmnfd]� 
8G8L, sf7af6 kmlg{r/�, 5fnfaf6 h'Qf, k]�6L, Aofu /� ;gkf6 jf h'6af6 sfk]�{6, af]�/�f 
cflbsf]� pTkfbg ug]�{ pBf]�ux¿ .

-v_ jfl0fHo (Commerce)

pBf]�uaf6 pTkflbt j:�t'x¿sf]� Jofkf/� ug]�{ sfo{nfO{ jfl0fHo elgG5 . jfl0fHo zAbn]� ;ª\s'lrt 
cy{df vl/�blaj|mL sfo{nfO{ dfq hgfpF5 eg]� lj:�t[t cy{df Jofkf/�sf nflu ;Dk"0f{ ;xfos sfo{x¿ 
/� ;]�jfd"ns Jofkf/�nfO{ klg hgfpF5 . pTkfbsaf6 pkef]�Stf;Dd j:�t' k'¥ofpg ul/�g]� ;Dk"0f{ 
sfo{x¿ jfl0fHo;Fu ;DalGwt /�x]�sf 5g\ . To;}�n]� jfl0fHo To:�tf]� ;ª\ul7t k|0ffnL xf]� h;n]� pBf]�u 
/� pkef]�Stfsf lardf j:�t'sf]� ljlgdo u/�fOlbG5 . o;n]� ;'? pTkfbg /� clGtd pkef]�Stfsf 
larsf]� b'/�L x6fpg]� u5{ . jfl0fHodf cg]�s k|sf/�sf sfo{x¿ eP klg logLnfO{ d'Vo b'O{ ju{df 
ljefhg ul/�G5 .

-c_	 Jofkf/� (Trade) : Jofkf/�Lx¿åf/�f gfkmf sdfpg]� p2]�Zon]� ul/�g]� sRrf dfn jf tof/�L dfnsf]� 
vl/�blaj|mL;DaGwL sfo{nfO{ Jofkf/� elgG5 . pTkfbsx¿nfO{ cfjZos sRrf kbfy{x¿ 
pknAw u/�fpFbf /� pkef]�Stfx¿nfO{ tof/�L dfn;fdfg laj|mLljt/�0f ubf{ Jofkf/�Ln]� lglZrt 
nfe lnG5 . sRrf dfn jf tof/�L dfnsf]� ljt/�0f sfo{nfO{ Jofkf/� elgg]� x'Fbf o; If]�qdf 
sfd ug]�{nfO{ Jofkf/�L elgG5 . Jofkf/�nfO{ klg :�jb]�zL Jofkf/� (Home trade) /� ljb]�zL 
Jofkf/� (Foreign trade) u/�L juL{s/�0f ul/�G5 .

(i)	 :�jb]�zL Jofkf/� (Home trade)

	 cfˆg}� b]�zleq ul/�g]� Jofkf/�nfO{ :�jb]�zL Jofkf/� elgG5 . :�jb]�zL Jofkf/�df b]�zleqs}� 
pTkfbgsf Jofkf/�L /� pkef]�Stf dfq}� ;+nUg /�xG5g\ .
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(ii)	 ljb]�zL Jofkf/� (Foreign trade)

	 cfˆgf]� d'n'seGbf aflx/� cGo ljb]�zL d'n'sx¿;Fu Jofkf/�nfO{ j}�b]�lzs Jofkf/� 
elgG5 . o;cGtu{t cfoft -k}�7f/�L_ /� lgof{t -lgsf;L_ Jofkf/� k5{g\ .

-cf_	 ;]�jf Joj;fo (Service enterprise) : jfl0fHo Joj;fosf]� csf]�{ ¿k ;]�jf Joj;fo xf]� . ;]�jf 
Joj;fon]� pkef]�Stfx¿nfO{ j:�t' geO{ ;]�jf k|bfg u5{ . ;]�jfx¿ cb[Zo k|s[ltsf x'G5g\ . 
To:�tf ;]�jfx¿ eljiodf pkef]�u ug]�{ u/�L ;l~rt u/�L /�fVg ;lsFb}�g . :�jf:�y, lZfIff, 
b"/�;~rf/�, xf]�6n, a}�ª\s, ladf, k/�fdz{ cflb ;]�jf Jofkf/�sf pbfx/�0f x'g\ .

&=# Jofj;flos ;ª\u7gsf :�j¿k (Forms of business organization)

pBf]�u, jfl0fHo, Jofkf/� cflb ;~rfng ug'{nfO{ Joj;fo ug'{ elgG5 . Jofj;flos sf/�f]�af/� ug]�{ 
;+:�yfnfO{ Jofj;flos ;ª\u7g elgG5 . dfn;fdfg pTkfbg tyf laj|mLljt/�0f ug]�{ Joj;fosf]� 
;ª\ul7t :�j¿knfO{ klg Jofj;flos ;ª\u7g elgG5 . Joj;fo ;~rfng ug]�{ JolSt jf ;+:�yf 
ljz]�ifnfO{ Jofj;flos ;+:�yfsf ¿kdf a'lemG5 . Jofj;flos ;ª\u7g eGgfn]� s'g}� vf; nIo 
k|fKt ug{ ;~rflnt s'g}� Joj;fosf nflu cfjZos ;a}� cª\ux¿sf]� j|mlds Joj:�yf ug]�{ ;fd"lxs 
k|oTgnfO{ a'lemG5 .

Jofj;flos ;ª\u7gsf]� :�j¿k Joj;fosf]� k|s[ltcg';f/� km/�s km/�s x'G5g\ . k|To]�s Jofj;flos 
;ª\u7gsf cfˆg}� ljz]�if u'0f tyf cju'0fx¿ x'G5g\ . Ps lsl;dsf]� Joj;fosf nflu s'g}� Ps 
k|sf/�sf]� ;ª\u7g pko'St x'G5 eg]� csf{]� Joj;fonfO{ csf]�{ lsl;dsf]� ;ª\u7g pko'St x'G5 . 
s:�tf]� Joj;fosf nflu s'g vfnsf]� ;ª\u7g rflxG5 eGg]� lg0f{o ug{sf nflu Jofj;flos nufgL 
/� k|rlnt P]�gsfg'gsf]� Joj:�yf, pTkfbg ug]�{ j:�t'sf]� lsl;d, pknAw u/�fpg]� ;]�jfsf]� k|s[lt, 
;/�sf/�L lgoGq0fsf]� cj:�yf, ;DalGwt pBf]�usf]� k|lt:�kwf{Tdstf, :�jfldTj /� s/� ;x'lnot Joj:�yf 
cflb s'/�fx¿nfO{ ljrf/� ug'{k5{ .

hgtfnfO{ cfjZos j:�t' tyf ;]�jf pknAw u/�fPafkt lglZrt cfly{s nfe k|fKt ug]�{ p2]�Zon]�  
;ª\ul7t Jofj;flos ;ª\u7gx¿nfO{ :�jfldTj (Ownership) tyf ;~rfng ul/�g]� tl/�sfsf cfwf/�df 
ljleGg k|sf/�sf ljefhg ug]�{ ul/�Psf]� kfOG5 . d'Vo Jofj;flos ;ª\u7g lgDgfg';f/� 5g\ M

	 Psnf}�6L	 ;fem]�bf/�L	 ;+o'St k“'hL	 ;xsf/�L	 ;fj{hlgs	 ax'/�fli6«o
	 Joj;fo	 Joj;fo	 sDkgL	 ;ª\u7g	 ;+:�yfg	 sDkgL

Jofj;flos ;ª\u7gsf :�j¿kx¿
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&=#=! Psnf}�6L Joj;fo (Sole trading concern)

-s_ kl/�ro (Introduction) 

Psnf}�6L Jofj;flos ;ª\u7g ljleGg Jofj;flos ;ª\u7gx¿dWo]� ;a}�eGbf k'/�fgf]� k|sf/�sf]� 
dflgG5 . Ps}� JolStn]� cfˆg}� k'FhL /� k|aGwdf gfkmf sdfpg]� p2]�Zon]� ;~rfng u/�]�sf]� Joj;fonfO{ 
Psnf}�6L Joj;fo elgG5 . Joj;fosf]� ;Dk"0f{ bfloTj, gfkmf tyf gf]�S;fg ;a}� cfkm}�F jxg u/�L 
cfˆg}� lgoGq0f /� k|aGwdf o:�tf]� Psnf}�6L Joj;fo :�yfkg u/�L ;~rfng ul/�G5 . g]�kfndf o:�tf]� 
Joj;fo k|fOe]�6 kmd{ /�lh:�6]�«;g P]�g @)!$ -bf]�;|f]� ;+zf]�wg @)$$ Pjd\ @)&%÷!!÷!( sf]� 
kl/�dfh{g_ cg';f/� ;DalGwt ljefudf jf sfof{nodf btf{ /� gjLs/�0f u/�fpg'k5{ . xfd|f]� ufpF 
;dfhdf k|z:�t dfqfdf Psnf}�6L Joj;fo :�yfkg u/�L ;~rfngdf /�x]�sf]� kfOG5 .

-v_ dxŒj (Importance)

-c_ :�yfkgf ug{ ;lhnf]� (Easy to establish)

Psnf}�6L Joj;fo sd vr{ /� ljgfemGem6 :�yfkgf ug{ ;lsG5 . g]�kfndf o:�tf]� ;ª\u7gnfO{ 
sfg'gcg';f/� btf{ u/�fpg'k5{ .

-cf_ gfkmfsf]� Psnf}�6L efuLbf/� (Sole partner in profit)

Joj;fodf cfh{g u/�]�sf]� ztk|ltzt gfkmf c¿ s;}�nfO{ gafF8L Psnf}�6L x'g]� x'Fbf Joj;fo 
;~rfng ug]�{ JolSt ;b}�j ;r]�t eO{ a9L gfkmf cfh{g ug{ k|oTgzLn x'G5 .

-O_ lg0f{odf :�jtGqtf (Freedom in decision)

;ª\u7gsf]� Psflwsf/� ;~rfns :�jod\;Fu ePsfn]� cfk"mn]� rfx]�cg';f/� Joj;fo rnfpg jf aGb 
ug{ c¿ s;}�sf]� klg ;Nnfx, lgb]�{zg tyf lg0f{o lng ;xof]�u cfjZos kb{}�g .

-O{_ k|]�/�0ff tyf ;Gtf]�if (Inspiration and satisfaction)

Psflwsf/� :�jfldTj ePsfn]� ;~rfnsn]� l;k, a'l4, >d tyf ;do k"0f{ dfqfdf nufO{ Joj;fosf]� 
pGgltsf lgldQ x/�avt k|oTgzLn /�xG5 . cfˆgf]� sfdk|lt ;Gt'i6 x'g]� jf gx'g]� s'/�f p;sf]� 
Jofj;flos Ifdtfdf e/� k5{ .

-p_ uf]�Kotf (Secrecy)

Joj;fosf]� ;kmntfaf/�]� ckgfOPsf tl/�sf s;}�nfO{ klg hfgsf/�L lbg' gkg]�{ ePsfn]� ;kmntfsf 
tl/�sfx¿ uf]�Ko /�fVg ;lsG5 .
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-pm_ sd k'“hL (Less capital)

cGo Joj;fosf]� bfFhf]�df Psnf}�6L Joj;fo yf]�/�}� k'FhLaf6 klg ;~rfng ug{ ;lsg]� ePsfn]� yf]�/�}� 
k'FhL ePsf JolStx¿n]� klg o:�tf]� Joj;fo ug{ ;S5g\ .

-P_ cfly{s ;fwgsf]� a[l4 (Increase in financial resources)

Psnf}�6L Joj;fosf]� gfkmf cfh{gaf6 yk nufgL u/�L jf ljleGg C0fLaf6 C0f h'6fO{ k'FhLdf j[l4 
ug{ ;lsg]� x'G5 . o;/�L j[l4 ePsf]� cfly{s ;fwgn]� Jofj;flos ;kmntf lbg dbt u5{ .

-P]�_ lj36g ug{ ;lhnf]� (Easy to dissolve)

Psnf}�6L Joj;fo h;/�L ;/�n tl/�sfaf6 :�yfkgf x'g ;S5, To;/�L g}� lj36g ug{ klg ;lhnf]� 
x'G5 . o:�tf]� Joj;fosf]� lj36g ug{ w]�/�}� sfg'gL emGem6 /�xFb}�g .

-u_ ;Ldfx¿ (Limitations)

-c_ c;Lldt bfloTj (Unlimited liability)

Joj;fodf cfk"mn]� nufgL u/�]�sf]� /�sdeGbf ltg'{kg]�{ /�sd a9L eO{ cfˆgf]� JolStut ;DklQ;d]�t 
a]�rlavg u/�L ltg'{kg]�{ cj:�yf cfpg ;S5 . Psnf}�6L Joj;fo 6f6 kN6]�df jf 3f6f ePdf cfˆgf 
3/�3/�fgfaf6 eP klg Joxf]�g'{kg]�{ x'G5 .

-cf_ Joj:�yfkg;DaGwL sl7gfO (Management difficulties)

;fwf/�0ftM Psnf}�6L Jofj;flos sf/�f]�af/�nfO{ ;/�n elgP klg Joj:�yfkg;DaGwL ljleGg sfo{x¿, 
h:�t}� M vl/�blaj|mLsf]� ;Nnfx lbg]�, sd{rf/�Lsf]� Joj:�yfkg, cfly{s clen]�v /�fVg]� h:�tf sfo{x¿ 
Pp6}� JolStaf6 k|efjsf/�L ¿kdf ug{ ;Dej x'Fb}�g . o;n]� Joj;fosf]� k|ultdf afwfcj/�f]�w cfpg 
;S5 .

-O_ ;Lldt cfly{s ;fwg (Limited economic resources)

Psnf}�6L Jofj;flos sf/�f]�af/�df Pp6}� JolStsf]� dfq k'FhL nufgL x'g]� x'Fbf ;Lldt k'FhLsf cfwf/�df 
;~rflnt Joj;fo klg ;Lldt x'G5 . a}�ª\s tyf ljQLo ;+:�yfaf6 klg o; k|sf/�sf]� Joj;fonfO{ 
lbOg]� C0f ;fgf]� /�sdsf]� /� 5f]�6f]� cjlwsf nflu dfq x'g]� x'Fbf 7'nf]� k'FhLsf]� cefjdf 7'nf lsl;dsf 
Jofkf/� /� pBf]�u ;~rfng ug{ ufx|f]� x'G5 .

-O{_ clglZrt cjlw (Indefinite time)

;~rfng ug]�{ JolStsf]� zf/�Ll/�s cyjf dfgl;s cj:�yfn]� ubf{ Joj;fosf]� cjlw clglZrt x'G5 . 
s]�xL u/�L dflnssf]� d[To' ePdf p;sf pQ/�flwsf/�Lsf]� ;Lldt 1fgsf sf/�0faf6 Joj;fo rfn' x'g 
g;sL lj36g x'g klg ;S5 .
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&=#=@ ;fem]�bf/�L Joj;fo (Partnership business)

-s_ kl/�ro (Introduction)

b'O{ jf b'O{eGbf a9L JolStx¿n]� ;+o'St ¿kdf k'FhL nufgL u/�]�/� pgLx¿s}� k|aGw /� lgoGq0fdf 
;Dk"0f{ gfkmf tyf gf]�S;fgLsf]� efuL agL ;~rfng u/�]�sf]� Joj;fonfO{ ;fem]�bf/�L Joj;fo elgG5 . 
;fe]�mbf/�L ;ª\u7gdf ;fem]�bf/�sf lardf Joj;fo ug{ sa'lnot cyf{t\ ;dembf/�L x'G5 . g]�kfndf 
o:�tf]� Joj;fo ;fem]�bf/�L P]�g, @)@) -bf]�;|f]� ;+zf]�wg @)$$ Pjd\ @)&%÷!!÷!( sf]� kl/�dfh{g_ 
cg';f/� btf{ /� gjLs/�0f ug'{k5{ .

-v_ dxŒj (Importance)

-c_ :�yfkgf ug{ ;lhnf]� (Easy to establish)

;fe]�mbf/�Lx¿sf]� ;xdltdf ;fem]�bf/�L Joj;fo :�yfkgf /� ;~rfng ug{ ;lsG5 . o:�tf]� Joj;fosf]� 
btf{ /� lgodg;d]�t ;/�n x'G5 .

-cf_ c;Lldt bfloTj (Unlimited Liabilities)

Joj;fodf ;fe]�mbf/�x¿sf]� cfly{s bfloTj c;Lldt /�xG5 . o:�tf]� c;Lldt bfloTjsf]� lgjf{x ug{]� 
sf/�0fn]� Joj;fo lg/�Gt/� ;~rfng x'G5 .

-O_ ;+o'St k|of; (Joint effort)

b'O{ jf b'O{eGbf a9L JolStx¿sf]� ;+o'St k|of;df Joj;fosf]� k|efjsfl/�tfdf j[l4 eO{ Joj;fosf]� 
If]�q lj:�t[t ug{ ;lhnf]� x'G5 .

-O{_ nlrnf]�kg (Flexibility)

;a}� ;fe]�mbf/�x¿n]� cfk;L lxt /� enfOsf nflu cfjZostfcg';f/� Jofj;flos gLlt /� of]�hgf 
kl/�jt{g ug{ ;Sg]� nlrnf]�kgf /�xG5 .

-p_ d'gfkmfsf]� ;Defjgf (Possibility of profit)

;a}� ;fe]�mbf/�x¿sf]� of]�ubfg /� nufgLn]� Joj;fosf]� sfo{Ifdtfdf j[l4 eO{ Joj;fosf]� p2]�Zocg';f/� 
clws d'gfkmf cfh{g ug{ ;Defjgf /�xG5 .

-pm_ Jofj;flos ;kmntf (Business success)

JolStut /� ;fd"lxs k|oTgåf/�f ;a}� ;fe]�mbf/�n]� Joj;fosf]� ;kmntf /� Voflt Goodwill a9fpg 
e"ldsf v]�N5g\ . ;b:�ox¿lar hf]�lvd /� nfesf]� ;dfg afF8kmfF6 x'g]� ePsfn]� Jofj;flos ;kmntf 
k|fKt ug{ ;lhnf]� x'G5 .
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-P_ ;hutf (Awareness)

;fe]�mbf/�x¿sf]� c;Lldt bfloTj x'g]� x'Fbf ;fjwfgLsf ;fy cfˆgf]� hf]�lvd sd ug{ ;a}� ;r]�t 
eO/�xG5g\ . ;a}� ;fe]�mbf/�x¿sf]� ;hutfn]� Joj;fodf cfpg]� cj/�f]�wsf]� ;Daf]�wg ug{ ;xh x'G5 .

-u_ ;Ldfx¿ (Limitations)

-c_ lg0f{o lng ufx|f]� (Difficult to make decision)

o; ;ª\u7gdf ;a}� ;fe]�mbf/�x¿sf]� ;xdltsf]� cfjZostf x'g]� xF'bf t'?Gt}� lg0f{o lng sl7g x'G5 . 
;a}� ;fe]�mbf/�sf lar ;+:�yfsf]� k|aGw ;DaGwdf Ps}� dt gePdf Joj;fosf]� pGgltdf cK7]�/�f]�;d]�t 
kg{ ;S5 .

-cf_ cof]�Uo ;fe]�mbf/�sf]� ;Defjgf (Possibility of unqualified partners)

Joj;fodf ;a}� ;fe]�mbf/� ;dfg Ifdtf tyf of]�ubfg ug{ ;Sg]� gx'g ;S5g\ . o:�tf]� cj:�yfdf 
cGo ;fe]�mbf/�nfO{ c;/� k/�L Joj;fodf xflg k'Ug]� ;Defjgf /�xG5 . g/�fd|f]� sfd ug]�{ ;fe]�mbf/�n]�  
;ª\u7gnfO{ ;d]�t eª\u u/�fpg ;S5g\ .

-O_ hf]�]�lvdk"0f{ (Risky)

;ª\u7gdf ;fe]�mbf/�x¿sf]� c;Lldt bfloTj x'g]� x'Fbf k|To]�s kfOnfdf hf]�lvdsf]� ;Defjgf x'G5 . 
w]�/�}� k'FhL nufgL ug'{kg]�{ 7'nf 7'nf Joj;fo ;~rfng ug{ ufx|f]� x'G5 .

-O{+_ cl:�y/�tfsf]� ;Defjgf (Possibility of instability)

;fe]�mbf/�x¿ lar ljjfb ePdf jf s;}�n]� ;fem]�bf/�L 5f]�8]�df jf ;fem]�bf/�sf]� d[To' ePdf ;xh ¿kdf 
;~rfng ug{ sl7gfO x'G5 . o;n]� Joj;fodf cl:�y/�tf Nofpg]� /� cGTodf Joj;fo g}� aGb jf 
lj36g x'g]� cj:�yfdf k'U5 .

-p_ kof{Kt k'“hLsf]� cefj (Lack of adequate capital)

Psnf}�6L Joj;fodf eGbf k'FhL ;ª\sng a9L x'g ;Sg]� eP tfklg ;fem]�bf/�L Joj;fodf cfjZos 
k'FhLsf]� Joj:�yfkg x'g sl7g x'g ;S5 .

&=#=# ;+o'St k'“hL sDkgL (Joint Stock Company)

-s_ kl/�ro (Introduction)

;+o'St k'FhL sDkgL s'g}� sfo{, Jofkf/� jf Joj;fo ug{sf nflu lgld{t JolStx¿sf]� Pp6f 
;ª\3 xf]� . csf]�{ zAbdf c+lzof/�x¿sf]� bfloTj ;Lldt x'g]� u/�L ;]�o/� jf c+zsf]� laj|mLåf/�f k'FhL  
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;ª\sng u/�]�/� c+lzof/�x¿dWo]�af6 r'lgPsf c+lzof/�x¿n]� Joj;fosf]� ;~rfng /� k|aGw ug]�{ u/�L 
:�yfkgf ePsf]� Joj;fonfO{ ;+o'St k'FhL sDkgL elgG5 . ;+o'St k'FhL sDkgL Ps s[lqd JolSt 
xf]� . g]�kfndf sDkgL P]�g @)^#, -;+zf]�wg @)&$_ cg';f/� btf{ eO{ ;~rfng ePsf]� Joj;fonfO{ 
sDkgL elgG5 . o;nfO{ ljleGg ljåfg\x¿n]� km/�s km/�s lsl;dn]� kl/�eflift u/�]�sf 5g\ .

Kimball and Kimball sf cg';f/� ;+o'St k'FhL sDkgL eg]�sf]� s'g}� ljlzi6 p2]�Zo k|flKtsf nflu 
sfg'gåf/�f lgld{t jf clws[t Pp6f s[lqd JolSt xf]� (A corporation is by nature an artificial 
person created or authorized by the legal status for some specific purpose.)

Prof. L.H. Haney sf cg';f/� ;+o'St k'FhL sDkgL gfkmf sdfpgsf nflu vf]�lnPsf]� JolStx¿sf]� 
P]�lR5s ;ª\3 xf]�, h;sf]� k'FhL x:�tfGt/�0fLo c+zdf ljeflht x'G5 /� ;b:�otfsf nflu :�jfldTj 
x'g' cfjZos ;t{ dflgG5 (A joint stock company is a voluntary association of individuals 
for profit, having a capital divided into transfererable shares, ownership of which is the 
condition of membership.)

g]�kfndf o:�tf]� Joj;fo sDkgL P]�g @)^#, -klxnf]� ;zf]�wg @)&$_ cg';f/� btf{ /� ;~rfng 
ug'{k5{ .

-v_ dxŒj (Importance)

-c_ ;Lldt bfloTj (Limited liability)

;+o'St k'FhL sDkgLsf]� bfloTj c+lzof/�df dfq}� ;Lldt x'g]� xF'bf o;n]� s'g}� klg 7'nf Joj;fo 
;~rfng ug{ ;S5 . olb sDkgLnfO{ 7'nf]� /�sdsf]� gf]�S;fg ePdf c+lzof/�x¿n]� cfˆgf]� c+zsf]� 
;]�o/� /�sdafx]�s 3/�3/�fgfaf6 sDkgLdf ePsf]� /�sdsf]� Ifltk"lt{ ug'{kb}�{g .

-cf_ :�yfoL cl:�tTj (Permanent existance)

Joj;fosf c+lzof/�x¿sf]� d[To' ePdf, 6f6 kN6]�df klg o;n]� cfˆgf]� Joj;fo ;~rfng ul/�/�x]�sf]� 
x'G5 . To;}�n]� o;sf]� :�yfoL cl:�tTj x'G5 .

-O_ ;]�o/�sf]� gfd;f/�L (Transfer of share)

;fdfGotM sDkgLsf c+lzof/�x¿n]� s'g}� klg avtdf cfˆgf]� ;]�o/� gfd;f/�L /� laj|mL;d]�t ug{ 
;S5g\ . ;]�o/� nufgLafkt k|fKt x'g]� k|ltkmnsf sf/�0fn]� ;]�o/�sf]� vl/�b laj|mL ;xh}� x'G5 .

-O{_ kof{Kt k'“hL ;ª\sng (Adequate capital collection)

;+o'St k'FhL sDkgLnfO{ ;~rfng ug{ 7'nf]� kl/�df0fdf k'FhLsf]� cfjZostf k5{ . of]� cfjZostf 
k"lt{ ug{sf nflu sDkgLn]� ;]�o/� laj|mL u/�]�/� w]�/�}� k'FhLsf]� ;ª\sng ug{ ;S5 .
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-p_ lgb]�{zgdf Ps¿ktf (Uniformity in direction)

sDkgL]� Jojl:�yt ¿kdf ;~rfng ug{ ;~rfns ;ldltn]� k|hftflGqs /� ;xeflutfd"ns ljlwdf 
lg0f{o u5{ . lg0f{o /� sfo{;~rfng k|0ffnLsf]� lgwf{/�0f ;~rfns ;ldltn]� ug{]� x'Fbf o;n]� hf/�L ug]�{ 
lgb{]�zgdf Ps¿ktf /�xG5 .

-pm_ k|efjsf/�L k|aGw (Effective management)

;~rfns ;ldltn]� cWoog cg';Gwfgdf cfwfl/�t eO{ Joj;fo ;~rfngsf]� gLlt /� sfo{j|md 
agfpF5g\ . Joj;fo ;~rfngsf nflu cfjZos ef}�lts tyf dfgjLo ;fwgsf]� k|aGw Jojl:�yt 
/� k|efjsf/�L ¿kdf glthf xfl;n ug{]� u/�L ul/�Psf]� x'G5 .

-P_ hgljZjf; (Public trust)

;+o'St k'FhL sDkgLsf]� :�yfkgf ;/�sf/�sf]� lgodgdf /�xL sfg'gL ¿kdf x'G5 . sfg'gL k|fjwfg kfng 
ug'{kg{]� ePsfn]� sDkgLn]� s'g}� klg s'/�f hgtfaf6 uf]�Ko /�fVg kfpFb}�gg\ . To;}�n]� o:�tf]� ;ª\u7gk|lt 
hgljZjf; /�xG5 .

-P]�_ /�f]�huf/�L (Employment)

;+o'St k'FhL sDkgL ;~rfng ug{ cfjZos kg{]� 7'nf]� hgzlStsf]� ;+nUgtfn]� /�f]�huf/�Lsf]� cj;/� 
k|bfg u5{ .

-cf]�_ ;fdflhs pQ/�bfloŒj (Social responsibility)

sDkgLsf]� :�yfkgf Jofj;flos p2]�Zon]� ul/�Psf]� x'G5 . o;sf ;fy}� sDkgLn]� ;fdflhs pQ/�bfloTjsf 
sltko sfo{x¿ klg u5{g\ . ljleGg ;fdflhs ;f+:�s[lts kIfnfO{ k|jw{g ug{]� sfddf 7'nf 
sDkgLsf]� of]�ubfg /�x]�sf]� x'G5 .

-cf}�_ gof“ JolStnfO{ df}�sf (Opportunity to a new person)

sDkgLsf]� k|aGw tyf Joj:�yfkgdf ;'wf/� ug{ ;Ifd tyf of]�Uo JolStx¿nfO{ klg ;dfj]�z u/�fpg 
;lsg]� xF'bf gofF JolStx¿n]� sfdsf]� df}�sf kfpF5g\ .

-u_ ;Ldfx¿ (Limitations)

-c_ :�yfkgf ug{ sl7gfO (Difficult to establish)

sDkgLsf]� :�yfkgf ug{ w]�/�}� sfg'gL k|lj|mofx¿ k"/�f ug'{kg]�{ ePsfn]� :�yfkgf ug{ sl7gfO k5{ . o;sf 
nflu w]�/�}� k|n]�v /� k|ltj]�bgx¿ tof/� ug{ lgs}� ;do Pjd\ vr{ nfU5 .
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-cf_ nrstfsf]� cefj (lack of flexibility)

sDkgL :�yfkgfb]�lv lj36g;Dd P]�g, sfg'g /� lgodx¿sf]� cwLgdf /�xL ;~rfng ug'{k5{ . o;/�L 
lglZrt lgodx¿ kfngf ug'{kg]�{ ePsfn]� ;dofg';f/� kl/�jt{g ug{ nrstf g/�xg ;S5 .

-O_ yf]�/�}� c+lzof/�x¿åf/�f lgoGq0f (Control by limited shareholders)

sDkgLsf]� ;~rfns ;ldltdf w]�/�}� ;ª\Vofdf c+z vl/�b ug]�{ yf]�/�}� c+lzof/�x¿n]� k|ltlglwTj u5{g\ . 
o;n]� ubf{ yf]�/�}� c+z vl/�b ug]�{ w]�/�}� c+lzof/�x¿sf]� egfO ;~rfns ;ldlt;dIf k'Ug ;Sb}�g .

-O{_ uf]�Kotf gx'g]� (Lack of secracy)

;+o'St k'FhL sDkgLsf]� jflif{s k|ltj]�bg, jf;nft tyf cGo dxÎjk"0f{ k|n]�vx¿ k|sflzt ug'{kg]�{ 
xF'bf o;df uf]�kgLotf xF'b}�g .

-p_ lg0f{odf l9nfO (Delay in decision)

sfg'gL k|fjwfgx¿ k"/�f ug'{kg{]� ePsfn]� ;+o'St k'FhL sDkgL Joj;fodf zL3| lg0f{o ;Dej x'Fb}�g . 
lg0f{odf x'g]� l9nfOn]� Jofj;fosf]� k|efjsfl/�tf g/�xg ;S5 .

-3_ k|sf/� (Type)

;fdfGotM ;+o'St k'FhL sDkgLnfO{ ;b:�o ;ª\Vofsf cfwf/�df lgDglnlvt b'O{ k|sf/�df ljefhg 
ug{ ;lsG5 M

;+o'St k'FhL sDkgLsf k|sf/

;fj{hlgslghL

-c_ lghL sDkgL (Private company)

sDkgLsf gfdsf]� k5fl8 k|fOe]�6 lnld6]�8 zAb /�flvPsf]� /� ;j{;fwf/�0fnfO{ ;]�o/� lgisf;g ug{ 
gkfpg]� sDkgLnfO{ lghL sDkgL elgG5 . sDkgL P]�g @)^#, -klxnf]� ;zf]�wg @)&$_ cg';f/� lghL 
sDkgLdf Go"gtd ! hgf /� a9Ldf !)! hgf ;]�o/� ;b:�o x'G5g\ . lghL sDkgLdf ;a}� ;]�o/�wgLsf]� 
;xdltdf dfq ;]�o/� x:�tfGt/�0f ug{ kfOG5 . o:�tf]� sDkgLn]� Joj;fo btf{ u/�]�sf]� k|df0fkq 
kfPnuQ}� Joj;fo ;~rfng ug{ ;S5g\ . lghL sDkgLn]� cfˆgf]� cfly{s ljj/�0f ;fj{hlgs ug{ 
clgjfo{ x'Fb}�g .
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-cf_ ;fj{hlgs sDkgL (Public company)

sDkgLsf]� gfdsf]� k5fl8 lnld6]�8 zAb /�flvPsf]� /� ;j{;fwf/�0fnfO{ ;]�o/� lgisf;g ug{ kfpg]� 
sDkgLnfO{ ;fj{hlgs sDkgL elgG5 . sDkgL P]�g @)^#, -klxnf]� ;zf]�wg @)&$_ cg';f/� 
;fj{hlgs sDkgLdf Go"gtd ;ft hgf /� a9Ldf hlt klg ;]�o/� ;b:�o x'g ;S5g\ . ;fj{hlgs 
sDkgLdf ;]�o/�wgLn]� :�jtGq ¿kdf ;]�o/� x:�tfGt/�0f ug{ ;S5g\ . o:�tf]� sDkgLn]� Joj;fo btf{ 
u/�]�sf]� k|df0fkq /� Joj;fo ;~rfngsf]� cg'dltkq kfPkl5 dfq Joj;fo ;~rfng ug{ ;S5g\ . 
;fj{hlgs sDkgLn]� cfˆgf]� cfly{s ljj/�0f clgjfo{ ¿kdf ;fj{hlgs ug{'k5{ .

&=$ ;fj{hlgs ;+:�yfg (Public enterprise)

-s_ kl/�ro (Introduction)

;/�sf/� cyf{t\ ;fj{hlgs If]�qsf]� p2]�Zo /�fhgLlts, k|zf;lgs, cfly{s tyf Jofj;flos If]�qsf]� 
;d'lrt ljsf; ug'{ /�x]�sf]� x'G5 . o:�tf p2]�ZodWo]� cfly{s tyf Jofj;flos If]�qdf ;/�sf/�n]� cfkm" 
:�jod\ ;+nUg x'g]� jf u}�/�;/�sf/�L÷lghL If]�qdfkm{t ljleGg lj|mofsnfk ;~rfng ug]�{ ljlwdWo]� Ps 
ljlwsf]� pkof]�u u5{ . o; k|of]�hgsf nflu s'g}� ;+:�yfsf]� k'FhL ;+/�rgf, Joj:�yfkg jf ;~rfng 
ljlwdf ;/�sf/�sf]� k"0f{ jf cf+lzs ;+nUgtf /�xG5 eg]� To:�tf ;+:�yfnfO{ ;fj{hlgs ;+:�yfg elgG5 . 
ljZj a}�ªsn]� ;fj{hlgs	 ;+:�yfg	 ;/�sf/�sf]� :�jfldTj ePsf jf ;/�sf/� lgolGqt Jofj;flos 
;+:�yfx¿ x'g\ h'g cfˆgf j:�t' jf ;]�jfsf]� laj|mLaf6 x'g]� cfoaf6}� ;~rfng x'g]� u/�L ;+/�lrt 
x'G5g\ (Public enterprises are designed as government owned or controlled commercial 
enterprises that generate all or most of their revenues from the sale of goods and services) 
eg]�/� ;fj{hlgs ;+:�yfgnfO{ kl/�eflift u/�]�sf]� 5 . ;fj{hlgs ;+:�yfgsf]� :�yfkgf /� ;~rfngsf 
nflu ;/�sf/�n]� ;fdfGo Jofj;flos sfg'g jf ljz]�if sfg'gL Joj:�yfsf]� k|of]�u u5{ . ;fdfGotM 
;fj{hlgs ;+:�yfgsf]� k'FhL ;+/�rgfdf ;/�sf/�sf]� cf+lzs jf k"0f{ :�jfldTj /� Joj:�yfksLo lg0f{odf 
s'g}� g s'g}� :�j¿ksf]� ;+nUgtf /�xG5 .

-v_	 ;fj{hlgs ;+:�yfgsf ljz]�iftf (Characterstics of public enterprises)

–– ;fj{hlgs ;+:�yfgsf]� :�jtGq sfg'gL cl:�tTj x'G5 . 

–– ;~rfngdf ;/�sf/�sf]� gLltcg'¿k Joj:�yfksLo :�jfoQtf /�xG5 .

–– ;fj{hlgs ;+:�yfg cljlR5Gg pQ/�flwsf/�jfnf ;+:�yfsf ¿kdf /�xG5 .

–– JolSt;/�x rn crn ;DklQ k|fKt ug{, ef]�u ug{ jf x:�tfGt/�0f ug{ ;S5 . j:�t' tyf 
;]�jfsf]� pTkfbgdf Jofj;flostfsf]� l;4fGt cjnDag u5{ .

–– cfTdlge{/� x'g]� u/�L sd dfq}� d'gfkmf lng]� /� ;]�jf ug]�{ p2]�Zo /�fvL Jofj;flos ¿kdf 
;~rfng x'G5 .
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–– ;+:�yfgsf]� cfˆg}� sf]�if x'G5 /� ;f]� sf]�ifsf]� ;~rfng ;+:�yfgsf]� p2]�Zocg';f/� x'G5 .

–– ;+:�yfgsf]� pQ/�bfloTj ;/�sf/� /� o;sf pkef]�Stf jf ;]�jfu|fxLk|lt x'G5 .

-u_ e"ldsf (Role)

;fj{hflgs ;+:�yfsf]� e"ldsfnfO{ lgDgfg';f/� k|:t't ug{ ;lsG5 M

-c_	 of]�hgfa4 ¿kdf pBf]�u tyf jfl0fHo If]�qsf]� ljsf;sf]� cu'jfO ug'{

-cf_	 cfly{s If]�qdf ;/�sf/�sf]� e"ldsf j[l4 tyf sfod ug{'

-O_	 hgsNof0f tyf hgpkof]�uL ;]�jf k|bfg ug'{

-O{_	 cfly{s nfesf]� cj;/�sf]� ;dfg /� ;Gt'lnt ¿kdf ljt/�0f ug{'

-p_	 ;/�sf/�L cfo j[l4df of]�ubfg ug{'

-C_	 ljleGg j:�t' tyf ;]�jfsf]� d"No l:�y/�tf sfod /�fvL lghL If]�qsf]� Psflwsf/� /�f]�Sg'

-P_	 ;j{;fwf/�0fsf]� lxt x'g]� t/� cfly{s kmfObf gx'g]� k|sf/�sf ;]�jfx¿ ;~rfng ug'{

-P]�_	 b]�zsf]� hgzlSt kl/�rfng ug{ /�f]�huf/�L l;h{gf ug{' cflb .

g]�kfndf ;fj{hlgs ;+:�yfg

g]�kfndf lj=;+= !(*& df :�yflkt pBf]�u kl/�ifb\ tyf lj=;+= !((# df :�yflkt lj/�f6gu/� h'6 
ldnaf6 ;fj{hlgs ;+:�yfg :�yfkgfsf]� j|md ;'? ePsf]� xf]� . lj=;+= !(($ df :�yfkgf ePsf]� 
g]�kfn a}�ª\s lnld6]�8 bf]�;|f]� ;fj{hlgs ;+:�yfgsf ¿kdf /�x]�sf]� 5 . g]�kfndf ;fj{hlgs ;+:�yfgsf]� 
:�yfkgfsf nflu sDkgL P]�g, ;+:�yfg P]�g, ;DalGwt ;+:�yfg ljz]�if P]�g /� ;~rf/� ;+:�yfg P]�g u/�L 
rf/� k|sf/�sf sfg'gnfO{ cfwf/�sf ¿kdf lnOPsf]� 5 . :�yfkgf ePsf ;+:�yfgx¿nfO{ ltgLx¿n]� ug]�{ 
sfdsf k|s[ltsf cfwf/�df ljleGg ^ cf]�6f ;d"xdf ljefhg ul/�Psf]� 5 . o:�tf ;d"xdf cf}�Bf]�lus 
If]�q, Jofkfl/�s If]�q, ;]�jf If]�q, ;fdflhs If]�q, hgpkof]�uL If]�q /� ljQLo If]�q /�x]�sf 5g\ .

g]�kfnn]� cjnDag u/�]�sf]� ldl>t cy{Joj:�yfsf]� cjwf/�0ff /� of]�hgfa4 ljsf; k|of;df ;fj{hlgs 
;+:�yfgsf]� :�yfkgf /� ;~rfng tyf aGb ug]�{ cEof; eO{ cfPsf]� 5 . ;fj{hlgs ;+:�yfgsf]� 
:�yfkgfsf]� j|md a9\b}� hfFbf Ps ;do s'n ^# cf]�6f ;+:�yfgx¿ k'u]�sf lyP . lj=;+= @)%) b]�lv 
g]�kfn ;/�sf/�n]� lghLs/�0fsf]� k|lj|mof cjnDag u/�L s]�xL ;+:�yfgsf]� lghLs/�0f, lj36g tyf laj|mL 
;'?cft u¥of]� . cfjZostfsf cfwf/�df s]�xL gofF ;+:�yfg vf]�Ng]� tyf s]�xL aGb ug]�{, ufEg]� jf 
lghLs/�0f ug]�{ gLlt g]�kfn ;/�sf/�n]� lnPsfn]� ;+:�yfgsf]� ;ª\Vof 36a9 eO/�xg]� u/�]�sf]� 5 .
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&=% ;xsf/�L ;ª\u7g (Co-operative organization)

-s_ kl/�ro (Introduction)

s'g}� lglZrt p2]�Zo k|fKt ug{sf nflu ldn]�/� ul/�g]� ;xsfo{nfO{ ;xsf/�Lsf ¿kdf a'lemG5 . 
;xsfl/�tfdf ædÆ sf]� ;6\6f æxfdLÆ /� æxfd|f nflu pBd u/�f}�FÆ eGg]� efjgf ;a}� ;b:�odf /�x]�sf]� 
x'G5 . ;fd"lxs lxtsf nflu p:�t}� x}�l;ot ePsf JolSt jf JolStsf]� ;d"x ldnL ;~rfng x'g]� 
;fd"lxs lj|mofsnfknfO{ ;xsf/�L elgG5 . ;xsf/�Ln]� ;b:�osf]� lxt clej[l4, ;femf d'2fx¿ 
;Daf]�wg tyf Jofj;flos rf;f]�nfO{ k|jw{g u5{ . ;xsf/�L o;sf ;b:�oaf6 :�j]�lR5s ¿kdf ;femf 
cfly{s, ;fdflhs tyf ;f+:�s[lts cfjZostf /� nIo k|fKt ug{sf nflu u7g ePsf]� :�jfoQ ;+:�yf 
xf]� . ;xsf/�Lsf]� :�jfldTj ;+o'St ¿kdf ;a}� ;b:�odf /�x]�sf]� x'G5 /� o;sf]� sfo{k|0ffnL k|hftflGqs 
x'G5 . ;xsf/�L :�yfgLo :�t/�df pknAw ;fwg tyf ;|f]�tsf]� Joj:�yfkg ug{ :�yfgLo l;k /� >dsf]� 
k|of]�u ug]�{ bl/�nf]� dfWodsf ¿kdf :�yflkt ePsf]� 5 .

;xsf/�Lsf]� ;'?cft ;g\ !*$$ cS6f]�a/� @$ df a]�nfotsf pBf]�uklt /�a6{ cf]�j]�gn]� /�f]�r8]�n 
;f]�;fO6L ckm OlSj6]�an kfof]�lgo{; (Rochdale Society of Equitable Pioneers) gfds pkef]�Stf 
;xsf/�L ;ª\3sf]� :�yfkgf u/�]�af6 ePsf]� xf]� . To;kl5 hd{gL, O6nL, k|mfG;, hfkfg h:�tf b]�zdf 
lj:�tf/� eof]� . ;xsf/�Lsf]� lj:�tf/�;Fu}� ljleGg lsl;dsf ;xsf/�L ;+:�yf k|rngdf cfPsf 5g\ .

Prof. Calvert sf cg';f/�, ;xsfl/�tf eg]�sf]� Pp6f ;ª\u7gsf]� :�j¿k xf]� h;df JolStx¿ cfˆgf]� 
cfly{s lxtsf]� ;+jw{gsf nflu ;dfgtfsf cfwf/�df :�j]�R5fn]� efu lnG5g\ ("Co-operative is a 
form of organization where in persons voluntarily associate together as human being on the 
basis of equality for the promotion of economic interests of themselves.") . o; kl/�efiffn]� 
klg Ps}� p2]�Zo ePsf JolStn]� cfˆgf]� lxtsf nflu ;dfgtfsf cfwf/�df ;ª\ul7t eP/� ul/�g]� 
sfo{nfO{ ;xsfl/�tfsf ¿kdf lnPsf]� 5 . ;xsfl/�tfsf]� cjwf/�0ffn]� lglZrt d"No /� dfGotfsf 
cfwf/�df ;fd"lxs k|oTgaf6 x'g]� nfesf]� ;b:�ox¿ dfem ;dfg ¿kn]� ljt/�0f ug]�{ s'/�fnfO{ JoSt 
u5{ .

g]�kfndf lj=;= @)!^ df ag]�sf]� ;xsf/�L P]�g /� xfnsf]� ;xsf/�L P]�g @)&$ cg';f/� ;xsf/�Lsf]� btf{ 
/� ;~rfng ug'{k5{ .

;xsfl/�tfsf d"NodfGotf (Values of Cooperatives)
;xsfl/�tfdf b'O{ jf ;f]�eGbf a9L JolStx¿ ldn]�/� ;dfg :�t/�df cfly{s lxt k|jw{g ug]�{ p2]�Zo 
/�x]�sf]� x'G5 . ;fdfGotM ;xsf/�L ;femf lxt;DaGwL d"NodfGotfdf cfwfl/�t x'G5 . ;xsf/�Lsf 
cfwf/�e"t tyf g}�lts d"Nox¿ lgDgfg';f/� 5g\ M

-s_ 	;xsf/�Lsf cfwf/�e"t d"Nox¿ (Basic values)

!= 	 cfTd ;xof]�u (Self-help) :� cfˆgf]� ;xof]�u cfkmF}� ug]�{
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@= 	 :�jpQ/�bfloTj (self-responsibility) :� cfkm}�F lhDd]�jf/� /� hjfkmb]�xL x'g]�

#= 	 k|hftGq (democracy) :� ;b:�ox¿n]� ;b:�ox¿åf/�f ;b:�ox¿sf nflu Joj:�yfkg x'g]�

$=	 ;dfgtf (equality) :� ;b:�ox¿lar wd{, hft, k]�;f cflbsf cfwf/�df e]�befj gul/�g]�

%=	 ;dtf (equity) :� nufgLsf cfwf/�df a/�fa/� k|ltkmn k|flKt ug]�{

^=	 P]�Soa4tf (solidarity) :� Pstfaf6 alnof]� x'g]� ljZjf; /�xg]�

-v_ cfjZostf (Needs)

Go"g cfDbfgLdf hLjg lgjf{x ug'{kg]�{ JolStn]� ;xsf/�Ldfkm{t j:�t'sf]� pTkfbg tyf laj|mLljt/�0f 
u/�]�/� cfocfh{g ug{ ;S5g\ . o;n]� Psftkm{ art ug]�{ afgLsf]� ljsf; u/�L cfod"ns 
sfo{j|mddf nufgL u/�L cfDbfgL jf nfe k|fKt ug]�{ cj;/� l;h{gf u5{ eg]� csf]�{tkm{ d"Noj[[l4 
lgoGq0fdf ;xfos eO{ pkef]�Stfsf]� lxt /�Iff u5{ . ;du|df lgDglnlvt sfo{sf nflu ;xsf/�L  
cfjZos 5 M

-c_ ul/�aL /� c;dfgtf sd ug{ (To reduce poverty and inequality)

;xsf/�Ln]� hfthflt, wd{, j0f{, lnª\u cflbsf cfwf/�df s'g}� e]�befj gu/�L ;b:�osf]� cfly{s lxt /� 
nfedf hf]�8 lbG5 . o;n]� cfly{s pkfh{gsf lj|mofsnfkdf nfUg k|]�l/�t u5{, kmn:�j¿k ul/�aL /� 
c;dfgtf sd ug{ ;xof]�u k'U5 .

-cf_ hgr]�tgf hufpg (To raise public awareness)

;xsf/�Ldf cfa4 ePkl5 hgtfdf cfˆgf]� clwsf/� /� st{Josf af/�]�df ;';"lrt x'G5g\ ;fy}� :�yfgLo 
lj|mofsnfkdf ;xeflutf hgfpg ;Ifd x'G5g\ h;n]� hgr]�tgf clej[l4 ug{ ;xof]�u k'U5 .

-O_ C0fsf]� cfjZostf k"lt{ (To fulfill loan requirments)

;xsf/�Ldfkm{t ;b:�on]� n3'shf{sf]� cfjZostf k"/�f u5{g\ . cgf}�krfl/�s If]�qaf6 rsf]�{ Aofhb/�df 
C0f lng'kg]�{ afWotf x6\5 . shf{sf]� ;b'kof]�u u/�]�/� n3'pBd jf Joj;fo ;~rfng u/�]�/� cfTdlge{/� 
x'g ;xsf/�Ln]� ;xof]�u u5{ .

-O{_ ;fdflhs Pstf (Social solidarity)

;xsf/�L n]� ædÆ sf]� ;6\6f æxfdLÆ, /� xfd|f nflu pBd u/�f}�F eGg]� efjgf ljsf; u5{ . g}�ltstf, 
;lxi0f'tf, cfk;L ;b\efj cflb a9fpg ;xof]�u u5{ . o;n]� ;du| ;fdflhs Pstf lgdf{0fdf 
;xof]�u k'¥ofpF5 .
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-p_ g]�t[Tj Ifdtf ljsf; (Leadership development)

;xsf/�L ;+:�yfn]� :�yfgLo l;k /� bIftfnfO{ hf]�8 lbFb}� u|fdL0f If]�qsf]� ljsf;df :�yfgLo l;k /� 
bIftfnfO{ hf]�8 lbFb}� cfPsf]� kfOG5 . o;n]� :�yfgLo :�t/�df hgtfsf]� g]�t[Tj ug]�{ IfdtfnfO{ :�yflkt 
ug{ ;xof]�u u5{ .

-pm_ :�yfgLo ;|f]�tsf]� klrfng (Mobilization of local resources)

;xsf/�Ln]� :�yfgLo If]�qdf pknAw ;|f]�tsf]� k|efjsf/�L /� bIftfk"0f{ 9ª\un]� kl/�rfng ug{ dbt 
k'¥ofpF5 . o;n]� k|fs[lts ;|f]�t, dfgjLo ;|f]�t /� ljQLo ;|f]�tsf]� plrt kl/�rfngdf ;xof]�u u5{ .

&=^ ax'/�fli6«o sDkgL (Multinational Company)

-s_ kl/�ro (Introduction)

ax'/�fli6«o sDkgL eg]�sf]� b'O{ jf b'O{eGbf a9L b]�zdf cGt/�f{li6«o :�t/�sf]� Joj;fo ;~rfng ug]�{ 
;ª\u7g xf]� . ax'/�fli6«o sDkgL a[xt\ cfsf/�sf]� cf}�Bf]�lus ;ª\u7g xf]� . o;sf]� pTkfbg tyf 
laj|mLljt/�0f sfo{ cfˆgf]� zfvf jf ;xfos sDkgLdfk{mt cg]�s /�fi6«df k}�mlnPsf]� x'G5 . sf]�sfsf]�nf, 
k]�K;Lsf]�nf, lx6frL, xf]�G8f, ;'h'sL, ;f]�gL, g]�:�n]�, dl;{l8h s]�xL ax'/�fli6«o lgudsf pbfx/�0fx¿ x'g\ . 
klxn]� s'g}� Ps /�fi6«df ;~rflnt Joj;fo ;f]�xL gfdaf6 ljZjsf cGo d'n'sdf klg lj:�tf/� u/�L 
cfˆgf]� pTkfbgnfO{ cfˆg}� Brand name df ljZje/� ;~rfng u/�L cGt/�f{li6«o :�t/�sf]� agfPkl5 
ax'/�fli6«o sDkgLsf]� lgdf{0f x'G5 .

Devid E. Lilenthal sf cg';f/� s'g}� Pp6f /�fi6«df :�yfkgf eO{ cGo /�fi6«x¿df ;d]�t ;DalGwt 
b]�zsf]� lgod tyf k/�Dk/�fcg';f/� ;~rfngdf /�x]�sf lgud jf sDkgLnfO{ ax'/�fli6«o sDkgL 
elgG5 ("Multinational corporation are corporations which have their home in one country 
but operate and live under the laws and customs of other countries as well.") . Book and 
Remmers) sf]� wf/�0ffdf, sDtLdf b'O{ b]�zdf j:�t'sf]� pTkfbg jf ;]�jf ug]�{ sfo{df ;+nUg /�x]�sf]� 
sDkgLnfO{ ax'/�fli6«o sDkgL elgG5 (A multinational company is any firm which performs its 
main oparations in at least two countries.) .

;+o'St /�fi6«;ª\3n]� lj:�t[t cy{df ax'/�fli6«o sDkgLnfO{ kl/�eflift u/�]�sf]� 5, ax'/�fli6«o lgud eg]�sf]� 
Tof]� pBd xf]� h;n]� b'O{ jf ;f]�eGbf a9L b]�zdf ;~rflnt pBdx¿sf]� ;DklQ, sf/�vfgf, vfgL, 
laj|mL sfof{no cflb lgoGq0f u/�]�sf]� x'G5 (Multinational corporation, in the broad sense, cover 
all enterprises which control assets, factories, mine, sales offices and the like in two or more 
countries. - United Nations) .

o; k|sf/�sf ax'/�fli6«o lgudx¿ k|foMh;f]� cd]�l/�sf, hd{g, k|mfG;, hfkfg, rLg cflb /�fi6«x¿df 
5g\ . oL /�fi6«x¿sf lgudx¿sf]� :�jfldTjdf /�x]�sf ax'/�fli6«o lgudx¿n]� ljZjsf ljsl;t, 
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cljsl;t /� cGo d'n'sx¿df klg cfˆgf zfvf÷k|zfvfx¿ ;~rfng u/�]�sf 5g\ . pbfx/�0fsf 
nflu g]�kfndf sf]�sfsf]�nf, o'lglne/�, 8fa/�nufotsf sDkgLx¿ ;~rfngdf /�x]�sf 5g\ .

-v_ ljz]�iftfx¿ (Characteristics)

ax'/�fli6«o lgudsf ljz]�iftfx¿ lgDgfg';f/� 5g\ M

-c_ pTkfbsLo pBd (Productive enterprise)

ax'/�fli6«o sDkgL jf:�tjdf pTkfbg ug]�{ ;+:�yf xf]�, h;n]� ljZjsf cg]�s d'n'sx¿df j:�t' jf 
;]�jfsf]� pTkfbg u/�]�sf]� x'G5 . o;sf zfvf ljleGg d'n'sdf k}�mlnPsf x'G5g\ .

-cf_ ljZjJofkL sfo{If]�q (Worldwide workspace)

ax'/�fli6«o sDkgLsf]� sfo{ If]�q vf; /�fi6«df dfq ;Lldt /�xFb}�g . ljZjsf cg]�s b]�zx¿df ;xfos 
sDkgLx¿ vf]�n]�/� o;sf]� sfo{ ;~rfng ul/�G5 .

-O_ a[xt\ pTkfbg tyf laj|mL (Large scale production and sales)

ax'/�fli6«o sDkgLsf]� :�yfkgf clws k'FhL /� pRr k|ljlwaf6 ul/�g]� x'Fbf o;n]� a[xt\ kl/�df0fdf j:�t' 
jf ;]�jfsf]� pTkfbg /� laj|mLljt/�0f u/�]�sf]� x'G5 .

-O{_ Joj:�yfkg /� lgoGq0f (Management and control)

;fdfGotM ax'/�fli6«o sDkgLdf d"n sDkgLn]� g}� ;+;f/�e/� k'FhL /� k|ljlw nufPsf]� x'G5 . t/� 
sDkgLsf]� zfvf :�yfkgf ug]�{ b]�zsf nufgLstf{x¿n]� klg cfˆgf]� nufgLsf]� cg'kftdf Joj:�yfkg /� 
lgoGq0fdf ;xeflutf /�fV5g\ . olb d"n sDkgLsf]� dfq nufgL ePdf p;sf]� dfq lgoGq0f /�xG5 .

-p_ PsflwkTo (Monopoly)

ax'/�fli6«o sDkgL cTofw'lgs k|ljlw, ljlzi6 6«]�8dfs{ Pjd\ k]�6]�G6 /�fO6, ljlzi6 laj|mL ;]�jf, 
k|efjk"0f{ cg';Gwfg tyf ljsf;, s'zn lj1fkg tyf k|jw{g h:�tf ljz]�iftfn]� ahf/�df PsflwkTo 
xfl;n u/�L cGo cf}�Bf]�lus j:�t' tyf ;]�jf;Fu k|lt:�kwf{ ug{ ;kmn /� ;Ifd x'G5 .

-pm_ pRr k|ljlwsf]� k|of]�u (Use of advanced technology)

ax'/�fli6«o sDkgLn]� pRr k|ljlwsf]� k|of]�u u/�L pTkfbg sfo{ u5{g\ . ko{fKt k'FhLn]� ubf{ pRrtd 
k|ljlwsf]� ljsf; ug{ ;Ifd x'g]� xF'bf pSt k|ljlw /� k'FhLsf]� clwstd k|of]�u ug{ ;Ifd x'G5g\ .

pko{'Stcg';f/� afx]�s :�jfldTj, lgoGq0f /� ;ª\u7gsf]� b[li6sf]�0fn]� ax'/�fli6«o lgudsf ljz]�iftfx¿ 
km/�s klg x'G5g\ .
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cEof;

!=	 tnsf k|Zgsf]� clt 5f]�6f]� pQ/� n]�Vg'xf]�;\ M

-s_	 Joj;fo eg]�sf]� s]� xf]�, kl/�efiff lbg'xf]�;\ .

-v_	 Joj;fosf s'g}� b'O{ ljz]�iftf n]�Vg'xf]�;\ .

-u_	 pBf]�usf]� kl/�ro lbg'xf]�;\ .

-3_	 tof/�L dfn pBf]�usf s'g}� b'O{ pbfx/�0f lbg'xf]�;\ .

-ª_	 j}�b]�lzs Jofkf/� eg]�sf]� s]� xf]� <

-r_	 ;]�jfd"ns pBdsf]� kl/�ro lbg'xf]�;\ .

-5_	 Psnf}�6L Joj;fo :�yfkgf ug{ lsg ;lhnf]� x'G5 <

-h_	 Psnf}�6L Joj;fodf bfloTj cl;ldt x'G5, lsg <

-em_ 	;fem]�bf/�L Joj;fosf s'g}� rf/� dxÎj pNn]�v ug'{xf]�;\ .

-`_	 ;fem]�bf/�L Joj;fodf cl:�y/�tfsf]� ;Defjgf lsg /�xG5 <

-6_	 ;]�o/�xf]�N8/� eGgfn]� s;nfO{ a'lemG5 <

-7_	 ax'/�fli6«o sDkgLsf af/�]�df n]�Vg'xf]�;\ .

-8_	 g]�kfn h:�tf b]�zsf nflu ;fj{hlgs ;+:�yfg lsg cfjZos x'G5g\ <

-9_	 ;xsf/�Lsf]� kl/�ro lbg'xf]�;\ .

@=	 lbOPsf ljsNkdWo] ;xL ljsNkdf l7s -ü_ lrx\g nufpg'xf]�;\ M

-s_	 ;fj{hflgs ;+:�yfg :�yfkgfsf]� cfjZostf s'g xf]� <

-c_ d"No lgoGq0f				    -cf_ /�f]�huf/�L l;h{gf

-O_ /�fh:�jsf]� clej[l4			   -O{_ dflysf ;a}�

-v_	 ;+o'St k'FhL sDkgLsf ;DaGwdf tnsf]� s'g ;xL 5 <

-c_ bfloTj c+lzof/�x¿df a/�fa/� /�xG5 .	 -cf_ ;]�o/�sf]� gfd;f/�L x'Fb}�g .

-O_ :�yfoL cl:�tTj /�xG5 .			   -O{_ ;/�sf/�n]� lgodg u5{ .
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-u_	 ax'/�fli6«o sDkgL a[xt\ cfsf/�sf s:�tf ;ª\u7gx¿ x'\g\ <

-c_ ;fdflhs ;ª\u7g		  -cf_ cf}�Bf]�lus ;ª\u7g

-O_ ;xsf/�L ;ª\u7g			  -O{_ /�fhgLlts ;ª\u7g

#=	 tnsf k|Zgsf]� 5f]�6f]� pQ/� n]�Vg'xf]�;\ M

-s_	 Joj;fosf ljz]�iftf n]�Vg'xf]�;\ .

-v_	 Joj;fosf k|sf/� ;ª\If]�kdf rrf{ ug'{xf]�;\ .

-u_	 pBf]�u eg]�sf]� s]� xf]� < o;sf k|sf/� j0f{g ug'{xf]�;\ .

-3_	 Psnf}�6L Joj;fo eg]�sf]� s]� xf]�, o;sf ;Ldf n]�Vg'xf]�;\ .

-ª_	 ;fem]�bf/�L Joj;fosf]� dxÎj n]�Vg'xf]�;\ .

-r_	 ;+o'St k'FhL sDkgL /� ;fem]�bf/�Llarsf leGgtf 5'6\ofpg'xf]�;\ .

-5_	 ax'/�fli6«o sDkgLsf af/�]�df pbfx/�0f;lxt n]�Vg'xf]�;\ .

-h_	 ;xsf/�L ;ª\u7gsf]� kl/�ro lbFb}� o;sf cfjZostf n]�Vg'xf]�;\ .

$= 	 tnsf k|Zgsf]� nfdf]� pQ/� n]�Vg'xf]�;\ M

-s_	 Joj;fo slt k|sf/�sf 5g\, tflnsf agfP/� ;ª\lIfKt JofVof ug'{xf]�;\ .

-v_	 Jofj;flos ;ª\u7gsf :�j¿kaf/�]� j0f{g ug'{xf]�;\ .

-u_	 ;+o'St k'FhL sDkgLsf]� kl/�ro lbg'xf]�;\ . o;sf ;Ldf pNn]�v ug'{xf]�;\ .

-3_	 ;fj{hflgs ;+:�yfg eg]�sf]� s]� xf]�, o;sf]� e"ldsf n]�Vg'xf]�;\ .

-ª_ 	 ;xsf/�Lsf]� kl/�ro lbFb} o;sf] cfjZostfsf af/]df rrf{ ug'{xf]�;\ .

lj|mofsnfk

-s_	 tkfO{Fsf]� ;dfhdf s:�tf :�j¿kdf Joj;fo ;~rfngdf 5g\, s'g}� kfFrcf]�6fsf]� ;"rL agfP/� 
lzIfsnfO{ b]�vfpg'xf]�;\ .

-v_	 tkfO{Fsf]� 3/�sf]� ;b:�o jf l5d]�sL hf]� ;xsf/�Ldf ;+nUg x'g'x'G5 pxfFnfO{ e]�6L ;xsf/�Ln]� 
;Dkfbg ug]�{ sfo{ l6kf]�6 ug'{xf]�;\ .
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kf7 *
;ef /� a}�7s  

(Conference and Meeting)

*=! ;ef /� a}�7ssf]� kl/�ro (Introduction to assembly and meeting)
ljleGg k|sf/�sf ;"rgf tyf ljrf/� cfbfgk|bfg ug{, s'g}� vf; ljifodf cGt/�lj|mof u/�L 7f]�; 
lgisif{df k'Ug, s'g}� k|:�tfjdfly 5nkmn u/�L :�jLs[lt k|fKt ug{ jf lg0f{o lng]� h:�tf sfo{sf nflu 
e]�nf, a}�7s, uf]�i7L, ;]�ldgf/�, cfd;ef, 5nkmn, cGt/�lj|mof cflb sfo{j|mdx¿ ;~rfng ul/�G5g\ . 
;ef jf a}�7s s'g}� cf}�krfl/�s k|s[ltsf x'G5g\ eg]� s'g}� cgf}�krfl/�s ¿kdf klg ;~rfng ul/�G5g\ .

s'g}� klg ;ª\3, ;+:�yf jf ;ldltnfO{ Jojl:�yt ¿kdf ;~rfng ug{ ;ef tyf a}�7ssf]� dxÎjk"0f{ 
e"ldsf /�x]�sf]� x'G5 . ;+:�yfsf sfo{nfO{ ;xeflutfd"ns, kf/�bzL{ /� Jojl:�yt agfO{ ;femf dfGotfsf 
cfwf/�df ;+:�yf ;~rfng ug{ ;ef /� a}�7s clgjfo{ dflgG5g\ . x/�]�s ;+:�yfsf lglZrt p2]�Zo 
x'G5g\ /� tL p2]�Zo k|flKtsf nflu ;fd"lxs sfo{sf ¿kdf ;ef /� a}�7sn]� ;xof]�u k'¥ofpF5g\ . ;ef 
jf a}�7s s'g}� ljifodf lg0f{o lng, lnOPsf lg0f{o ;/�f]�sf/�jfnf;dIf k'¥ofpg]� /� sfof{Gjog ug]�{ 
dxÎjk"0f{ cfwf/� x'g\ .

*=!=! ;ef (Assembly)

;fdfGotM ;ef eGgfn]� s'g}� k|of]�hgsf nflu Ps 7fpFdf e]�nf ePsf ;femf :�jfy{ jf ;/�f]�sf/� 
ePsf JolStx¿sf]� ;fd"lxs e]�nfnfO{ a'lemG5 . cgf}�krfl/�s ¿kdf x'g]� e]�nf, 5nkmn, efif0f jf 
k|jrg ;'Gg jf ljrf/�ljdz{ ug{, ;df/�f]�x, pT;j cflb dgfpg Ps 7fpFdf x'g]� ;fd"lxs sfo{nfO{ 
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;ef elgG5 . w]�/�}� ;b:�o ePsf]� ;ª\ul7t lgsfon]� pRr Joj:�yfksLo lg0f{o lng kl/�ifb\ jf 
;ef ug]�{ u5{g\ . ;fj{hlgs ;ef, k|ltlglw ;ef, k|b]�z ;ef, ufpF jf gu/� ;ef, k|1f ;ef, 
sDkgLsf]� ;fwf/�0f ;ef, /�fhgLlts bnn]� ug]�{ cfd;ef, wfld{s k|of]�hgdf x'g]� ;ef, ;fd'bflos 
jg pkef]�Stfx¿sf]� ;ef, ljBfnosf cleefjssf]� e]�nf cflb ;efsf pbfx/�0fx¿ x'g\ . ;efdf 
x'g]� 5nkmndf ;a}�n]� efu lng ;Dej gx'g]� ePsfn]� s]�xL JolStn]� k|ltlglwd"ns wf/�0ff /�fVg]� /� 
;;fgf pk;d"x agfP/� 5nkmn u/�L cGTodf lgisif{ lgsfNg]� ul/�G5 .

-s_ ;efsf k|sf/� (Types of assembly)

;efsf lgDglnlvt k|sf/�x¿ 5g\ M

;efsf k|sf/

dxflwj]zgljz]if ;fwf/0f ;ef;fwf/0f ;efcfd ;ef

-c_ cfd;ef (Mass assembly)

cfdhgtfsf]� ;xeflutf /�xg]� ;ef cfd;ef xf]� . o;df ;j{;fwf/�0f ;a}�n]� af]�Ng]� jf cfˆgf]� ljrf/� 
/�fVg]�eGbf klg ;'Gg]� tyf a'‰g]� sfo{ x'G5 . hgtfnfO{ ;';"lrt ug{, cfˆgf]� p2]�Zo jf sfo{j|mdaf/�]� 
hfgsf/�L k|bfg ug{ cfd;ef ul/�G5 . hgtfsf]� ;fdflhs rfxgf a'‰g klg cfd;ef ul/�G5 . 
o;df ;efsf]� cfof]�hgfstf{sf]� g]�t[Tj jf d'Vo dflg;n]� k|ltlglwd"ns ljrf/� JoSt ul/�G5 . 
cfd;efdf ;a}�n]� af]�Nbf jf dGtJo k|s6 ubf{ ;do tyf Joj:�yfkgsf b[li6n]� ;Dej klg x'Fb}�g .

-cf_ ;fwf/�0f ;ef (Annual gereral assembly)

s'g}� sDkgL jf ;+:�yfsf]� jf:�tljs cj:�yf hfgsf/�L u/�fpg /� ah]�6 tyf gLlt sfo{j|md cflb kfl/�t 
ug{sf nflu ;fdfGotM jif{sf]� Psk6s ul/�g]� ;efnfO{ ;fwf/�0f ;ef elgG5 . o:�tf]� ;efdf sDkgL 
jf ;+:�yfsf ;fwf/�0f ;b:�o, ;]�o/� xf]�N8/� jf c+lzof/�x¿sf]� ;xeflutf /�xG5 . ;fwf/�0f ;efdf 
;fdfGotM lgDgfg';f/�sf ljifodf 5nkmn eO{ cfjZos lg0f{o lng]� ul/�G5 M

(i)	 jif{el/�sf ultljlw jf sfo{ k|ult÷sfo{ cj:�yf

(ii)	 jflif{s cfoJoo ljj/�0f

(iii)	 cfufdL cfly{s jif{sf of]�hgf /� ah]�6sf]� :�jLs[lt

(iv)	 n]�vfk/�LIfssf]� lgo'lSt, kfl/�>lds lgwf{/�0f /� k|fKt n]�vf k/�LIf0f k|ltj]�bg

(v)	 nfef+z ljt/�0f tyf k'FhL ;+/�rgfdf km]�/�abn

(vi)	 ;~rfnsx¿sf]� k|ltj]�bg
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(vii)	 ;+:�yfsf]� ljwfg÷lgodfjnL ;+zf]�wg

(viii)	 sfo{sfl/�0fLsf]� lgjf{rg÷dgf]�gog

(ix)	 cGo dxÎjk"0f{ gLltut s'/�fx¿

-O_ ljz]�if ;fwf/�0f ;ef (Special general assembly)

s'g}� kmd{, ;+:�yf jf sDkgLdf s'g}� dxÎjk"0f{ ljifo jf h?/�L lg0f{o lng'kg]�{ cj:�yf l;h{gf eO{ 
ljz]�if kl/�l:�yltdf 5f]�6f]� ;dodf jf ;ª\lIfKt ;"rgfsf cfwf/�df af]�nfOg]� ;ef ljz]�if ;fwf/�0f 
;ef xf]� . c;fwf/�0f jf ljz]�if kl/�l:�yltdf h?/�L lg0f{o lngsf nflu ;ef a:�g'kg]�{ ePsfn]� o:�tf]� 
;efnfO{ ljz]�if ;fwf/�0f ;ef elgPsf]� xf]� . o:�tf]� ;efnfO{ cfsl:�ds ;ef klg elgG5 . ljz]�if 
;fwf/�0f ;ef af]�nfpg'kg]�{ cj:�yfx¿ ;fdfGotM ljwfg jf sfo{ljlwdf Jojl:�yt ul/�Psf]� x'G5 . 
ljz]�if ;fwf/�0f ;ef h'g k|of]�hgdf af]�nfOPsf]� x'G5 ;f]�eGbf afx]�ssf k|of]�hg jf ljifodf 5nkmn 
/� lg0f{o ul/�Fb}�g .

-O{_ dxflwj]�zg÷;Dd]�ng (General conference)

7'nf]� ;+/�rgf ePsf ;+:�yf, sDkgL, /�fhgLlts bn, ;fd'bflos ;ª\u7g cflbsf]� ;a}�eGbf pRr:�t/�Lo 
;efnfO{ dxflwj]�zg elgG5 . dxflwj]�zg To:�tf]� ;ª\u7gsf]� ;~rfng ug]�{, d"n ljwfg :�jLs[t 
ug{, gLltut km]�/�abn ug{, g]�t[Tj rog ug{ jf ljz]�if kl/�l:�yltdf ljz]�if lg0f{o ug{sf nflu 
ul/�G5 . ;fdfGotM dxfclwj]�zg lglZrt ;do cGt/�fndf dfq}� ul/�G5 . dxflwj]�zgaf6 x'g]� 
lg0f{osf nflu ax'dt cfjZos k5{ . ljz]�if lg0f{osf nflu b'O{ltxfO jf ;j{;Ddlt kgL cfjZos 
kg]�{ Joj:�yf ;+:�yfn]� ug{ ;S5g\ .

*=@ a}�7s (Meeting)

a}�7s eGgfn]� b'O{ jf b'O{eGbf a9L JolSt a;L s'g}� k|:�tfj jf ljifosf ;DaGwdf lg0f{o lngsf 
nflu ul/�g]� 5nkmnnfO{ a'lemG5 . a}�7s s'g}� sfo{sf ;DaGwdf ;DalGwt ;/�f]�sf/�jfnfsf]� :�jfldTj 
/�xg]� u/�L ;fd"lxs 5nkmn ug{ /� To:�tf 5nkmnaf6 lg0f{odf k'Ugsf nflu ul/�G5 . a}�7sdf sf]� sf]� 
;xefuL x'G5g\ eGg]� s'/�f a}�7s;Fu ;DalGwt k|lj|mof jf sfo{ljlwaf6 lgwf{l/�t x'G5 . o; k|sf/�sf 
a}�7sdf ;xefuL ;a}� ;b:�on]� 5nkmndf efu lng /� cfˆgf]� wf/�0ff /�fVg ;S5g\ . a}�7saf6 s'g}� 
ljifoj:�t'sf ;DaGwdf s]� s:�tf]� k|ltlj|mof hgfpg]� jf sfo{ ug]�{, s;/�L ug]�{ /� lsg ug]�{ eGg]� h:�tf 
;jfnx¿sf]� lgSof}�{n ug{ ;xh x'G5 . a}�7saf6 Jofj:�yfksLo sfo{nfO{ s;/�L cufl8 a9fpg]� 
eGg]� to x'G5 . a}�7snfO{ s'g}� klg ;ª\u7gsf]� lj|mofzLntfsf nflu cTofjZos Joj:�yfksLo 
cEof;sf ¿kdf lnOG5 .

a}�7s ljleGg vfnsf x'G5g\ . a}�7sdf sf]� ;xefuL x'g]� /� s'g ljifodf 5nkmn u/�]�/� s:�tf]� lg0f{o 
lng]� eGg]� s'/�f a}�7s s'g lgsfosf]� jf s:�tf]� ;+oGqsf]� a:�g nfu]�sf]� 5 eGg]� s'/�fn]� lgwf{/�0f u5{ . 
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s'g}� sfd ug{sf nflu ;fdfGotM sfo{ ;ldlt, sfo{sf/�0fL ;ldlt a}�7ssf dfWodaf6 lg0f{o lng]� 
ul/�G5, h:�t}� M lzIfs, cleefjs /� ljBfyL{sf]� ;+o'St ;ef jf ;Dd]�ngn]� gLltut lg0f{o lng]� 
sfd u5{g\ eg]� ljBfno Joj:�yfkg ;ldltn]� sfo{sfl/�0fL txdf lg0f{o u5{ . To:�t}� s'g}� sDkgLsf]� 
;fwf/�0f ;efn]� ah]�6 tyf sfo{j|md :�jLs[[t ug]�{, ljwfg ;+zf]�wg ug]�{nufotsf dxÎjk"0f{ gLltut 
lg0f{o u5{ . sDkgLsf]� sfo{sfl/�0fL ;ldlt jf ;~rfns ;ldltn]� ;fwf/�0f ;efsf]� lg0f{oadf]�lhd 
lgoldt ¿kdf ul/�g]� sfo{sf nflu a}�7ssf dfWodaf6 lg0f{o lnG5 .

-s_ a}�7ssf k|sf/� (Types of meeting)

a}�7s ljleGg k|sf/�sf x'G5g\ . s'g}� klg ;ª\u7gdf gofF /�0fgLlt agfpg, ljleGg lg0f{o lng, 
of]�hgf th'{df ug{, sfof{Gjog Joj:�yf ldnfpg, sfg'gL cfjZostf k"/�f ug{, ;d:�of ;dfwfg 
ug{, ;"rgf jf hfgsf/�L cfbfgk|bfg ug{ h:�tf k|of]�hgk/�s p2]�Zon]� a}�7s /�flvG5 . o:�tf km/�s 
km/�s :�j¿kdf al;g]� eP tfklg ;du|df a}�7snfO{ cf}�krfl/�s tyf cgf}�krfl/�s u/�L b'O{ lsl;dn]� 
juL{s/�0f ug{]� ul/�G5 .

-c_ cf}�krfl/�s a}�7s (Formal meeting)

o:�tf a}�7sx¿ sfof{no jf ;+:�yfleq cf}�krfl/�s lsl;ddf ul/�g]� a}�7sx¿ x'g\ . cf}�krfl/�s 
a}�7ssf nflu s'g}� sfg'g jf sfo{ljlwaf6 lglZrt k|lj|mofsf]� lgwf{/�0f ul/�Psf]� x'G5 . lg0f{osf 
nflu a}�7sdf Go"gtd ;ª\Vofdf ;b:�ox¿ pkl:�yt x'g'kg]�{, a}�7s a:�g'cufl8 k'¥ofpg'kg]�{ k|lj|mof 
k"/�f ug'{kg]�{ /� a}�7skZrft\ klg lglZrt k|lj|mof k"/�f u/�L lg0f{o k|df0fLs/�0f ug'{kg]�{ h:�tf s'/�fx¿ 
o;df lgwf{/�0f ul/�Psf]� x'G5 . sfof{noleq x'g]� Joj:�yfksLo a}�7s, ;~rfns ;ldltsf a}�7s, 
ljleGg pk;ldltsf a}�7s cflb cf}�krfl/�s a}�7ssf pbfx/�0fx¿ x'g\ . cf}�krfl/�s a}�7ssf]� lg0f{o 
lnlvt ¿kdf tof/� ul/�G5 /� j}�wflgstf lbOG5 .

-cf_ cgf}�krfl/�s a}�7s (Informal meeting)

a}�7s a:�bf s'g}� lgod jf cf}�krfl/�stf kfngf ug'{ gkg]�{, cfjZostfcg';f/� a:�g ;lsg]�, s'g}� 
sfg'g jf sfo{ljlwaf6 k|lj|mof Jojl:�yt gePsf, 7f]�; lg0f{o geP klg ljifoj:�t'df 5nkmn tyf 
;fd"lxs wf/�0ff aGg]� k|sf/�sf a}�7s cgf}�krfl/�s a}�7s x'g\ . ufpF3/�, ;dfh, ;fyLefOlar ljleGg 
k|of]�hgdf cgf}�krfl/�s a}�7s pko'St x'G5 . cgf}�krfl/�s a}�7ssf]� lg0f{o n]�vg jf k|df0fLs/�0f 
ul/�Fb}�g . o:�tf a}�7sdf ePsf 5nkmn /� ;xdltsf a'Fbf s;}�n]� l6kf]�6 u/�]� klg To;sf]� sfg'gL 
dfGotf x'Fb}�g .

*=@=! a}�7ssf]� ;~rfng k|lj|mof (Meeting operation process)

a}�7s cfof]�hgf ug'{sf]� lglZrt k|of]�hg x'G5 . sltko a}�7sx¿ lgoldt k|s[ltsf x'G5g\ eg]� 
sltko a}�7sx¿ cfsl:�ds jf k|of]�hgcg';f/� a:�5g\ . k|efjsf/�L ¿kdf a}�7ssf]� ;~rfngsf 
nflu lgDglnlvt s'/�fx¿df Wofg lbg'k5{ M
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-s_ 	a}�7sk"j{sf]� r/�0f (Pre-stage of meeting)

-c_ 	 clwsf/�k|fKt JolStaf6 a}�7ssf]� cfjZostf olsg ug]�{

-cf_	 a}�7sdf k|:�t't x'g]� 5nkmnsf ljifoj:�t' lgwf{/�0f ug]�{

-O_	 a}�7s a:�g]� ldlt, :�yfg /� ;do lgwf{/�0f ug]�{

-O{_	 ;xefuLnfO{ a}�7ssf]� p2]�Zo /� ljifoj:�t'sf]� hfgsf/�L;lxt cfdGq0f ug]�{

-p_	 a}�7s :�yn /� cfjZosLo ;'ljwf (logistic) sf]� Joj:�yfkg ug]�{

-pm_	 a}�7ssf]� ;~rfng ljlw /� ;~rfns tf]�Sg]�

-C_	 a}�7s ;~rfngsf]� k"jf{Eof; ug]�{

-v_	 a}�7s ;~rfngsf]� r/�0f (Meeting conducting stage)

-c_	 cflwsfl/�s JolStn]� a}�7ssf]� cWoIftf ug]�{

-cf_	 ;xefuLx¿nfO{ a}�7s ;~rfng /� 5nkmnsf]� ljlw hfgsf/�L u/�fpg]�

-O_	 k|fyldstfcg';f/� ljifoj:�t' /� k|:�tfljt lg0f{o a}�7sdf k|:�t'lt ug]�{

-O{_	 5nkmnsf]� 9fFrf, ;do /� kfnf]� ldnfpg]�

-p_	 ljifoj:�t'df s]�lGb|t eO{ 5nkmn rnfpg]�

-pm_	 ;xefuLsf]� wf/�0ff /� dtsf]� ;Ddfg ug]�{

-C_	 5nkmndf p7]�sf ;jfnx¿sf]� l6kf]�6 ug]�{

-P_	 ;DefJo cj/�f]�w jf lj/�f]�wsf]� ts{k"0f{ ;fdgf ug]�{

k|efjsf/�L a}�7s ;~rfngdf Wofg lbg'kg]�{ d'Vo kf“r s'/�fx¿ (5P's for Effective 
Meeting Management)

p2]�Zo (Purpose) M a}�7s af]�nfpg'sf]� :�ki6 p2]�Zo /�xg'k5{ .

of]�hgf (Plan) M a}�7s s;/�L ;~rfng ug]�{ eGg]� of]�hgf agfpg'k5{ .

;xefuL (Participants) M a}�7sdf ;xefuL /� ;xhstf{sf]� e"ldsf /� of]�ubfg ;'lglZrt x'g'k5{ .

;xeflutf (Participation) M ;xefuLsf]� ;lj|mok"0f{ /� ;sf/�fTds ;xeflutf /�xg'k5{ . 

b[li6sf]�0f (Perspective) M a}�7saf6 xfl;n ug{ vf]�lhPsf]� glthf cfsng ug'{k5{ .
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-u_ 	 a}�7s ;dflKtsf]� r/�0f (Post-stage of meeting)

-c_	 5nkmnsf j|mddf p7]�sf ljifodf hjfkm lbg'kg]�{ jf :�ki6 kfg'{kg]�{ s'/�fx¿ :�ki6 ug]�{

-cf_	 k|:�tfljt lg0f{osf]� a]�xf]�/�f a}�7sdf k|:�t't ug]�{

-O_	 k|:�tfljt lg0f{o cg'df]�bgsf nflu k]�; ug]�{

-O{_	 ;j{;Ddt lg0f{o geP jf lgwf{l/�t k|lj|mofadf]�lhd lg0f{osf nflu dtbfg u/�fpg'kg]�{ 
eP dtbfg u/�fpg]�

-p_	 lg0f{onfO{ lnlvt ¿k lbO{ k|df0fLs/�0f ug]�{ .

uf]�i7L (Seminar)

uf]�i7L eGgfn]� k]�;fut lj1x¿, lzIffljb\x¿ /� ljz]�if1x¿ s'g}� ljz]�if d'2f jf ljifoj:�t'df 
cfˆgf ljrf/� cfbfgk|bfg, 5nkmn ub}�{ lg0f{o ug{sf nflu x'g]� hd36nfO{ a'emfpF5 . sljx¿sf]� 
;Dd]�ng, j}�1flgsx¿sf]� ;Dd]�ng uf]�i7Lsf pbfx/�0fsf ¿kdf lng ;lsG5 . ;fdfGotM uf]�i7Ldf 
d'2fx¿nfO{ k|:�6 kf/�L ;d:�ofsf]� klxrfg ub}�{ lgisif{ lgsflnG5 . ;|f]�tJolSt tyf ljz]�if1n]� 
uf]�i7Ldf lgisif{ lgsfNgsf nflu ;xhLs/�0f u5{g\ . ;fdfGotM uf]�i7L cf}�krfl/�s ¿kdf cfof]�hgf 
ul/�G5 . o;nfO{ Jojl:�yt ¿kdf ;~rfng ul/�G5 . To;sf/�0f, uf]�i7L cfof]�hgf ubf{ lgDglnlvt 
r/�0fx¿ ckgfOG5 M

-s_	 ;xefuLx¿sf]� cfudg

-v_	 ;efWoIfaf6 cf;g u|x0f

-u_	 k|d'v cltlyaf6 cf;g u|x0f

-3_	 :�Jffut dGtJo

-ª_	 uf]�i7Lsf]� pb\3f6g

-r_	 ljleGg JolStTj jf ljz]�if1af6 jStJo

-5_	 uf]�i7Lsf]� p2]�Zo tyf d'2fx¿df 5nkmn

-h_	 ;d"xsfo{ k|:�t'lt /� 5nkmn

-em_	 lgisif{

-`_	 wGojfb 1fkg
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*=# lg0f{o n]�vg (Minuting)
s'g}� ljifodf lg0f{o ug{sf nflu jf ;femf wf/�0ff lgdf{0f ug{sf nflu ;ef jf a}�7s al;G5 . s'g}� 
a}�7sdf 5nkmn ePsf ljifodf lg0f{odf k'luG5 . sltko cj:�yfdf lg0f{odf k'Ug'k"j{ y'k|}� kIfdf 
5nkmn ljZn]�if0f /� k/�fdz{ klg cfjZos x'G5 . lg0f{o ug{sf nflu cfjZos ;"rgf jf hfgsf/�L 
k|fKt ug{ /� lg0f{osf]� sfof{Gjog of]�Uotfsf]� cg'dfg ug{ kof{Kt tof/�L ug'{kg]�{ x'G5 . a}�7ssf 
;xefuLx¿lar g}� kof{Kt 5nkmn /� ;femf wf/�0ff lgdf{0f gx'Gh]�n lg0f{odf k'luFb}�g .

lg0f{odf k'u]� jf gk'u]� klg s]�xL hfgsf/�LnfO{ clen]�vsf ¿kdf Jojl:�yt ug'{ cfjZos x'G5 . 
;ef jf a}�7ssf]� ;~rfng ultljlw;Fu ;DalGwt hfgsf/�L k'gM pkof]�u ug{ /� k|dfl0fstf lbgsf 
nflu lg0f{o clen]�vLs/�0f ug'{k5{ . lg0f{o ePsf]� cj:�yfdf a}�7ssf]� lg0f{o n]�vg;lxtsf]� clen]�vg 
ug'{k5{ . lg0f{o gePsf]� cj:�yfdf a}�7sdf ePsf 5nkmn jf a}�7ssf ultljlwx¿sf]� ljj/�0f 
clen]�vg ug'{k5{ . o;/�L ePsf]� a}�7sdf ;DalGwt kbflwsf/�L /� cGo JolStx¿sf]� pkl:�ylt, 
5nkmn ePsf ljifo /� lg0f{o jf lg0f{odf k'Ug g;Sg'sf sf/�0fsf]� lnlvt clen]�v /�fVg]� sfo{nfO{ 
lg0f{o n]�vg elgG5 .

;fdfGotM a}�7s a;]�sf]� ;ldltsf]� ;b:�o;lrjn]� lg0f{o n]�vgsf]� sfo{ u5{g\ . ;b:�o;lrjnfO{ cGo 
sd{rf/�Lx¿n]� cfjZostfcg';f/� ;xof]�u u5{g\ . lg0f{o lgdf{0fsf nflu a}�7sdf k|:�t't ;afn, 
;xefuLsf]� wf/�0ff tyf lg0f{odf k'Ugsf nflu ug'{kg]�{ yk k|oTgsf]� ;DaGwdf JoSt ePsf wf/�0ff 
l6kf]�6 ul/�G5 . o;/�L ul/�Psf]� l6kf]�6 /� a}�7sk"j{ ul/�Psf]� tof/�Lsf cfwf/�df a}�7ssf]� lg0f{o tof/� 
ug'{k5{ .

-s_ lg0f{o d;f}�bf (Minute drafting)

sfof{no tyf sDkgLdf lg0f{osf]� dxÎjk"0f{ :�yfg /�xG5 . lg0f{os}� cfwf/�af6 s'g}� ;+:�yf, sDkgL, 
;ª\3÷;ª\u7g tyf sfof{nosf]� sfdsf]� lgwf{/�0f x'G5 . sfof{nosf]� of]�hgf agfpg]�, sfof{Gjog ug]�{ 
/� k|fKt glthfsf]� d"Nofª\sg ug]�{ sfd lg0f{osf cfwf/�df g}� x'G5 . s'g}� sfo{ ;~rfng ug{sf nflu 
k|d'v cfwf/� lg0f{o xf]� . ;ef jf a}�7saf6 ePsf]� lg0f{o clwsf/�k|fKt JolSt jf lg0f{odf ;xdt 
ax'dt kbflwsf/�L /� ;b:�ox¿n]� x:�tfIf/� u/�]�kl5 dfq}� dfGo x'G5 . clwsf/� k|fKt lgsfoaf6 ePsf]� 
lg0f{o a]�u/� ul/�Psf sfo{sf]� k|dfl0fstf /�xFb}�g . o;}�n]� lg0f{onfO{ cflwsfl/�s ¿k lbgsf nflu 
lg0f{o n]�vg ul/�G5 . o:�tf]� lg0f{odf k'Ug' cufl8 lg0f{osf]� d;f}�bf tof/� ug'{k5{ . lg0f{o d;f}�bf 
a}�7s cufj}� k|:�tfjsf ¿kdf klg tof/� ug{ ;lsG5 .

-v_ lg0f{o d;f}�bfsf]� ljlw (Minute drafting procedure)

;efdf jf a}�7sdf k|:�t't ePsf k|:�tfjdfly lj:�t[t jf bkmfjf/� 5nkmn eO{ lg0f{o x'G5 . o:�tf]� 
lg0f{osf]� d;f}�bf tof/� ubf{ k|:�tfjsf ¿kdf tof/� ug'{k5{ . a}�7sdf ePsf 5nkmndf JoSt 
wf/�0ff lg0f{o n]�vgsf]� lhDd]�jf/�L k|fKt JolSt jf ;lrjn]� Wofgk"j{s ;'gL cfjZos s'/�fx¿ l6kf]�6 
u/�L /�fVg'k5{ . lg0f{osf]� d;f}�bfdf ;ef jf a}�7sdf k]�; ePsf k|:�tfjsf cltl/�St cGo cfjZos 
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ljj/�0fx¿ ;dfj]�z ug'{k5{ . a}�7s jf ;ef ePsf]� :�yfg, ldlt, cWoIftf ug]�{ JolStnufotsf]� 
ljj/�0f, 5nkmnsf nflu k]�; ePsf]� k|:�tfj /� k|:�tfjdf ePsf]� 5nkmndf JoSt wf/�0ffsf]� ;f/� /� 
k|:�tfljt lg0f{osf]� t'ngf u/�L d;f}�bf tof/� ug'{k5{ . d;f}�bf a}�7ssf]� cWoIftf ug]�{ JolSt /� cGo 
kbflwsf/�LnfO{ pknAw u/�fP/� ;'emfj jf lgb]�{zg;d]�t ;d]�6L clGtd lg0f{osf]� ¿k lbg'k5{ .

-u_ 	 lg0f{o n]�vgsf r/�0fx¿ (Minute writing steps)

-c_	 a}�7ssf]� k|of]�hgcg';f/� cnu cnu lg0f{o lstfa tof/� ug]�{

-cf_	 k|To]�s k6ssf a}�7ssf]� lg0f{o 5'6\6f5'6\6}� kfgfdf n]�vg ug]�{

-O_	 a}�7ssf]� k|of]�hg, ldlt, ;do, :�yfg, cWoIftf ug]�{sf]� ljj/�0f ;d]�l6Psf]� kl/�rofTds 
k[i7e"ld pNn]�v ug]�{

-O{_	 a}�7s;Fu ;DalGwt kbflwsf/�L /� cGo cfdlGqt tyf ;/�f]�sf/�jfnfx¿sf]� pkl:�ylt 
ljj/�0f tof/� ug]�{ . pkl:�ylt ljj/�0fdf ;DalGwt kbflwsf/�Lsf]� gfdy/�, kb /� 
k|ltlglwTj ug]�{ lgsfosf]� gfd n]�vL lghsf]� x:�tfIf/� ug]�{ :�yfg 5f]�8\g]�

-p_	 a}�7sdf 5nkmnsf nflu k]�; ePsf k|:�tfjx¿sf]� ;ª\If]�kdf zLif{sut ljj/�0f ;dfj]�z 
ug]�{

-pm_	 a}�7sdf 5nkmn ePsf d'Vo d'Vo ljifox¿ pNn]�v ug]�{

-C_	 x/�]�s lg0f{osf]� lg0f{o g= /� ;f/� hgfpg]� pko'{St zLif{s lbg]�

-P_	 k|efjsf/�L lg0f{odf /�xg'kg]�{ u'0fx¿ ;d]�6L lg0f{o n]�vg ug]�{

-P]�_	 lg0f{osf]� ;DaGwdf s;}�sf]� km/�s dt ePdf /� To:�tf]� km/�s dt lg0f{o;Fu}� n]�Vg 
rfx]�df ;f]�sf]� n]�vg ug]�{

-cf]�_	 lg0f{onfO{ pkl:�ylt kbflwsf/�Lx¿ jf cWoIftf ug]�{ JolSt jf k|dfl0ft ug]�{ clwsf/�L 
egL tf]�lsPsf JolStaf6 k|dfl0ft u/�fpg]� .

-3_ lg0f{o sfof{Gjog (Minute execution)

lg0f{o ul/�;s]�kl5 o;sf]� sfof{Gjog r/�0fdf k|j]�z ul/�G5 . sltko lg0f{o klxn]� eO;s]�sf 
sfdnfO{ ;dy{g ug{ ul/�G5g\ eg]� clwsf+z lg0f{ox¿ eO;s]�kl5 dfq sfof{Gjog x'G5g\ . lg0f{osf]� 
sfofGjogsf nflu lg0f{on]� cflwsfl/�stf k|fKt u/�]�kl5 sfof{Gjog ug]�{ ;DalGwt lgsfo jf 
JolStnfO{ hfgsf/�L u/�fpg'k5{ . o:�t}� lg0f{o sfof{Gjogaf6 k|efj kg]�{ ;DalGwt ;/�f]�sf/�jfnf 
jf cfd ;j{;fwf/�0fnfO{ ;fj{hlgs ¿kdf hfgsf/�L u/�fpg'k5{ . t/� uf]�Ko ¿kdf sfof{Gjog 
ug'{kg]�{ ljifodf ePsf lg0f{o eg]� ;fj{hlgs ug'{ cfjZos gx'g ;S5 . lg0f{osf]� sfof{Gjogstf{n]� 
;DalGwt sfo{ljlw tyf k|lj|mofsf cfwf/�df lg0f{osf]� sfof{Gjog ug'{k5{ .
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cEof;

!=	 tnsf k|Zgsf]� Ps jfSodf pQ/� n]�Vg'xf]�;\ M

-s_	 ;ef eg]�sf]� s]� xf]� <

-v_	 ;efsf k|sf/� pNn]�v ug'{xf]�;\ .

-u_	 ljz]�if ;fwf/�0f ;ef s:�tf]� cj:�yfdf al;G5 <

-3_	 a}�7s lsg cfjZos x'G5 <

-ª_	 cgf}�krfl/�s a}�7s eg]�sf]� s]� xf]� <

-r_	 lg0f{o n]�Vfg lsg dxÎjk"0f{ 5 <

-5_	 lg0f{o s;/�L sfof{Gjg ul/�G5 <

-h_	 s:�tf]� cj:�yfdf lg0f{o dfGo x'Fb}�g <

@=	 tnsf k|Zgsf]� 5f]�6f]� pQ/� n]�Vg'xf]�;\ M

-s_	 ;ef /� a}�7slarsf]� km/�s 5'6\ofpg'xf]�;\ .

-v_	 ;efsf k|d'v k|sf/�x¿ s]� s]� x'g\, pNn]�v ug'{xf]�;\ .

-u_	 a}�7ssf k|sf/� pNn]�v u/�L s'g}� b'O{sf]� j0f{g ug'{xf]�;\ .

-3_	 a}�7ssf]� cfjZostf af/�]�df rrf{ ug'{xf]�;\ .

-ª_	 a}�7s ;~rfng ubf{ Wofg lbg'kg{]� kIfsf af/�]�df n]�Vg'xf]�;\ .

-r_	 lg0f{o n]�vgsf r/�0f pNn]�v ug'{xf]�;\ .

#=	 tnsf k|Zgsf]� nfdf]� pQ/� n]�Vg'xf]�;\ M

-s_	 ;efsf k|sf/� rrf{ ug'{xf]�;\ .

-v_	 a}�7s ;~rfngsf k|lj|mofx¿ 5f]�6s/�Ldf n]�Vg'xf]�;\ .

-u_	 lg0f{o n]�vgsf]� kl/�ro lbFb}� lg0f{o sfof{Gjog dfly k|sfz kfg'{xf]�;\ .
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lj|mofsnfk

tkfO{Fsf]� ljBfno Joj:�yfkg ;ldltsf]� u7g ug{ cluNnf]� jif{ ePsf]� cleefjs e]�nfsf]� ;~rfng 
ljlwsf ;DaGwdf ljBfnosf k|wfgfWofks /� cGo lzIfs;Fu 5nkmn u/�L s]� s:�tf]� k|lj|mof 
ckgfOPsf]� /�x]�5 eGg]� ;DaGwdf Ps k|ltj]�bg tof/� ug'{xf]�;\ . o;sf nflu sIffdf ePsf ljBfyL{nfO{ 
ljleGg ;d"xdf ljefhg u/�L sIff lzIfssf]� ;xof]�u lng'xf]�;\ .

tnsf ljifodWo]� s'g}� Ps ljifodf ljrf/� ;ef ;~rfng ug'{xf]�;\ M

	-s_	 ljBfyL{ /� /�fhgLlt	

	-v_	 l;sfOdf k|ljlwsf]� k|of]�u
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kf7 (
n]�vfljlw  

(Accounting)

(=! n]�vf clen]�v -Bookkeeping_

-s_ cy{ -Meaning_

n]�vfk|0ffnLdf sf/�f]�af/� (Transactions) /� 36gf j|mdnfO{ klxrfg u/�L ljleGg vftfx¿df df}�lb|s 
d"Nodf (Monetary Value) clen]�vg ul/�G5 . o;/�L Joj;fodf x'g]� sf/�f]�af/�sf 36gf clen]�v ug{]� 
sfo{nfO{ n]�vf clen]�vg (Bookkeeping) elgG5 .

n]�vf clen]�vg cyf{t\ Bookkeeping, Book /� Keeping af6 ag]�sf]� 5 . Book eGgfn]� s'g}� klg 
sf/�f]�af/�sf]� vftf /� Keeping eGgfn]� ;DalGwt sf/�f]�af/�nfO{ Jojl:�yt u/�]�/� /�fVg' eGg]� a'lemG5 . 
o;sf s]�xL k|rlnt kl/�efiffx¿ lgDgfg';f/� 5g\ M

J.R Battliboi sf cg';f/�, n]�vf clen]�vg eg]�sf]� ;DalGwt vftfdf Jofj;flos sf/�f]�af/�sf]� 
clen]�v /�fVg]� snf xf]� (Book-keeping is the art of recording business transactions in a set of 
book) .

R.N. Carter sf cg';f/� n]�vf clen]�vg d'b|f jf df}�lb|s d"Nodf g}� ;a}� k|sf/�sf Jofj;flos 
sf/�f]�af/�sf]� ;xL ¿kdf n]�vf lstfadf clen]�vg ug{]� lj1fg /� snf xf]� (Book-keeping is the 
science and art of correctly recording in the books of accounts all those business transactions 
that result in the transfer of money or money�’s worth.) .
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clen]�vg n]�vfsf]� ;a}�eGbf k|f/�lDes sfo{ xf]� . x/�]�s sf/�f]�af/�sf 36gf 36\gf;fy 
sf/�f]�af/�sf]� n]�vf clen]�vg ul/�G5 . df}�lb|s d"Nodf pNn]�v ug{ ;lsg]� sf/�f]�af/�x¿sf]� 
dfq}� clen]�vg /�flvG5 . n]�vf clen]�vgleq ef}�r/� tof/�L, vftfdf r9fpg]� /� vftf 
aGbL ug{]� h:�tf sfo{x¿ k5{g\ .

n]�vf clen]�vdf All transaction are events but all events are not transaction eGg]� egfO{ k|l;4 
/�x]�sf]� 5 . o;sf]� cy{ cfly{s sf/�f]�af/�sf]� dfq n]�vf clen]�v /�fVg ;lsG5 eGg]� x'G5 . pbfx/�0fsf 
nflu Joj;fodf /�fd|f]� ;/�;kmfO eof]�, of]� Ps 36gf jf b}�lgs sfo{ xf]� t/� o;nfO{ clen]�v ul/�Gg 
t/� ;f]� ;/�;kmfOsf nflu vl/�b ul/�Psf]� ;fdu|L /� lbOPsf]� Hofnfsf]� eg]� clen]�v /�fVg'k5{ lsgls 
To;df /�sdsf]� ;+Ungtf /�x]�sf]� x'G5 .

-v_ ljsf;j|md (Evolution)

n]�vf clen]�vgsf]� ;'?cft Oltxf;sf]� k|flDessfnb]�lv g}� ePsf]� dflgG5 . oBlk To; ;dosf]� 
n]�vf ck"0f{, cj}�1flgs / cw'/�f]� lyof]� . k/�fk"j{sfndf Jofkfl/�s sf/�f]�af/�x¿ dfn;dfgsf]� ;6\6f 
k6\6fdf ;~rfng x'g]� uYof]�{ . ljlgdo k|0ffnLsf]� yfngL;Fu}� n]�vf ;|]�:�tf /�fVg]� k|yf ;'?cft ePsf]� 
dflgG5 . O{=k"= &)) lt/� lu|;df d'b|fsf]� ;'?cft eP;Fu}� n]�vf clen]�vg Jofj;flos ¿kdf k|f/�De 
ePsf]� kfOG5 . O{=k"= %)) jif{ klxn]� a]�lanf]�lgof eGg]� ;x/�df cfly{s sf/�f]�af/�sf]� clen]�v /�fVg]� 
sfo{sf]� yfngL ePsf]� dflgG5 . cf}�Bf]�lus j|mflGtkZrft\ Joj;fosf]� cfsf/� /� cfly{s sf/�f]�af/�df 
ePsf]� j[l4;Fu}� n]�vf clen]�vgsf]� sfo{ Jofks /� dxÎjk"0f{ aGb}� uof]� .

;g\ !$($ df O6fnLsf k|l;4 ljåfg\ No'sf l8= k]�l;of]�nL (Luca D. Pacioli) n]� cfˆgf]� Summa 
de Arithmetica, Geometria, Proportioni et Proportionalita (The collected knowledge of 
Arithmetic, Geometry, Proportions and Proportionality) gfds k':�tsdf e]�lg;sf]� ;|]�:�tf 
k|0ffnLsf af/�]�df pNn]�v u/�]�sf]� kfOG5 . o; k':�tsdf bf]�]�xf]�/�f]� ;|]�:�tfdf cfwfl/�t uf]�:�jf/�f vftf /� 
clGtd vftf;d]�tsf]� j0f{g ePsf]� kfOG5 . o; k':�tsnfO{ bf]�xf]�/�f]� ;|]�:�tf k|0ffnLsf]� k|f/�lDes k':�ts 
dflgG5 . To;}�n]� Luca D. Pacioli nfO{ Father of Accounting ;d]�t eGg]� ul/�G5 .

;g\ !&(^ df n]�vs Edward Jones n]� Luca D. Pacioli sf]� e]�lg;sf]� n]�vfk|0ffnLdf cfwfl/�t 
eO{ kl/�dfh{g u/�L English System of Book-keeping gfds k':�ts k|sflzt u/�]� . of]� k':�ts g}� 
bf]�xf]�/�f]� ;|]�:�tf /�fVg]� d"n cfwf/�sf ¿kdf :�yflkt eof]� . To;kl5 n]�vf clen]�vg (Book-keeping) 
Jojl:�yt x'Fb}� xfnsf]� :�j¿kdf cfPsf]� xf]� . bf]�xf]�/�f]� n]�vfk|0ffnL j}�1flgstfdf cfwfl/�t ePsfn]�]� o;sf]� 
cjnDag ug{]� j|md a9\b}� uof]� . Joj;fodf cfPsf gjLg k|j[lQcg';f/� gofF k|sf/�sf sf/�f]�af/�x¿sf]� 
n]�vfª\sg ub}�{ hfFbf o; k|0ffnLdf ;dofg's"n ;'wf/� x'Fb}� xfnsf]� cj:�yfdf cfOk'u]�sf]� 5 .



110 sfof{no ;~rfng tyf n]vf, sIff (

(=@ n]�vfljlw (Accounting)

-s_ 	cy{ (Meaning)

n]�vf clen]�vgn]� sf/�f]�af/�sf]� k|f/�lDes 36gfnfO{ n]�vf lstfadf clen]�v dfq}� /�fV5 . To:�tf 
sf/�f]�af/�sf 36gfx¿n]� ;du|df lbg'kg{]� glthf glbg]� ePsfn]� ltgsf]� ljZn]�if0ffTds glthf 
k|flKtsf nflu ul/�g]� lj|mofsnfknfO{ n]�vfljlw elgG5 . n]�vfljlwdf n]�vf clen]�vgaf6  
;ª\slnt ljj/�0fsf]� juL{s/�0f, ;ª\If]�kLs/�0f, ljZn]�if0f / ;"rgf ;Dk|]�if0f ug]�{ sfo{ ul/�G5 .

R.N. Anthony sf cg';f/� Joj;fo;Fu ;DalGwt df}�lb|s ;"rgfsf]� ;ª\sng, ;ª\If]�kLs/�0f, 
ljZn]�if0f tyf k|ltj]�bg ug{]� sfo{ n]�vfljlw xf]� (Accounting is a means of collecting, 
summarizing, analyzing and reporting in monetary terms, information's about the 
business.) .

n]�vfljlwsf]� cfw'lgs kl/�efiffcGtu{t Institute of Certified Public Accountants n]� 
n]�vfljlw k"0f{ jf cf+lzs ¿kdf ljQLo u'0f ;dfj]�z ePsf cfly{s sf/�f]�af/�sf]� n]�vfª\sg, 
juL{s/�0f /� ;ª\If]�kLs/�0f u/�L cy{k"0f{ ¿kdf ljj]�rgf ug{]� snf xf]� eg]�sf]� 5 (Accounting is 
the art of recording, classifying and summarizing in a significant manner and in terms 
of money, transactions and events which are, in part at least of a financial character 
and interpreting the result thereof.) .

ljleGg lj4fGf\x¿af6 JoSt kl/�efiffdf n]�vfljlwnfO{ df}�lb|s d"Nodf JoSt x'g]� cfly{s 
sf/�f]�af/�sf 36gfnfO{ n]�vf lstfadf r9fpg]�, Ps}� k|s[ltsf sf/�f]�af/�nfO{ ;fd"lxsLs/�0f u/�L 
juL{s/�0f ug{]�, ljZn]�if0f ug{]� /� ljleGg 9fFrfdf k|ltj]�bg ug{]�;Ddsf lj|mofsnfksf ¿kdf 
cy{ nufOPsf]� 5 .

-v_	 p2]�Zox¿ (Objectives)

	 n]�vfljlwsf]� p2]�Zox¿ lgDgfg';f/� /�x]�sf 5g\ M

-c_	 cfly{s sf/�f]�af/�sf]� clen]�v /�fVg'

-cf_	 cfly{s sf/�f]�af/�sf]� ljZn]�if0f ug'{

-O_	 Joj;fosf]� ljQLo cj:�yfsf]� l:�ylt kQf nufpg''

-O{_	 n]�vf;DaGwL cfjZos ;"rgf k|jfx ug'{

-p_	 tYok"0f{ lg0f{o ug{ ;xof]�u ug'{

-pm_	 s/� lgwf{/�0fdf ;xof]�u k'¥ofpg'
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-u_	 sfo{x¿ (Functions)

	 n]�vfljlwdf lgDglnlvt sfo{x¿ ul/�G5g\ M

-c_	 cfly{s sf/�f]�af/�sf]� klxrfg ug{]�

-cf_ 	 lglZrt lgoddf /�xL clen]�v /�fVg]�

-O_	 sf/�f]�af/�sf]� juL{s/�0f ug{]�

-O{_	 sf/�f]�af/�sf]� ;ª\If]�kLs/�0f /� k|ltj]�bg ug{]�

-p_	 ljZn]�if0f /� ljj]�rgf ug{]�

-3_ 	 ;Ldfx¿ (Limitations)

	 n]�vfljlwsf ;Ldfx¿ lgDgfg';f/� 5g\ M

-c_	 df}�lb|s d"Nodf sf/�f]�af/� eO;s]�sf cfly{s 36gfsf]� dfq}� n]�vf /�flvG5 .

-cf_ 	n]�vfljlwdf ljutsf sf/�f]�af/� dfq clen]�v /�flvG5 t/� efjL lbgdf x'g]� sf/�f]�af/�sf]� 
clen]�v ul/�Fb}�g .

-O_	 d'b|fl:�kmltnfO{ a]�jf:�tf u5{ .

-O{_	 j:�t' tyf ;]�jfsf]� d"No lgwf{/�0f ug{ sl7gfO x'G5 .

-p_	 k|fljlws 1fg /� bIf hgzlSt cfjZos x'G5 .

(=# 	n]�vf clen]�vg /� n]�vfljlwsf]� cGt/�;DaGw (Interrelationship 
between Book- keeping and Accounting)
n]�vf clen]�vg n]�vfljlwsf]� Pp6f cleGg  
cª\usf ¿kdf /�x]�sf]� x'G5 . n]�vf clen]�vg 
(Book-keeping) sf]� sfo{ ;dfKt ePkl5 
n]�vfljlw (Accounting) ;'? x'G5 . n]�vf 
clen]�vgdf n]�vfsf]�]� k|f/�lDes sf/�f]�af/�sf]� 
clen]�v /�flvG5 . n]�vfljlwn]� k|f/�lDes 
clen]�vgsf cfwf/�df sf/�f]�af/�sf]� juL{s/�0f, 
;ª\If]�kLs/�0f, ;~rfng glthf lgsfNg]� tyf 
k|ltj]�bg tof/� u/�L ljZn]�if0f ug{]� sfo{ u5{ .

Bookkeeping

Accounting
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n]�vf clen]�vg /� n]�vfljlwsf]� km/�s (Differences between book-keeping and 
accounting)

n]�vf clen]�vg (Book-keeping) n]�vfljlw (Accounting)

sf/�f]�af/�sf]� k|f/�lDes n]�vfª\sg ug]�{ sfo{ 
xf]� .

n]�vfª\sg ul/�Psf]� sf/�f]�af/�sf]� ;ª\If]�kLs/�0f, 
ljZn]�if0f, ljj]�rgf /� k|ltj]�bg ug{]� sfo{ xf]� .

of]� n]�vfsf]� k|f/�lDes (Primary) sfo{ xf]� . of]� n]�vfsf]� k|f/�lDes sfo{ k"/�f ePkl5 ul/�g]� 
(Secondary) sfo{ xf]� .

o;sf]� p2]�Zo Joj;fosf]� sf/�f]�af/�nfO{ 
Jojl:�yt ug'{ xf]� .

o;sf]� p2]�Zo Joj;fosf]� sf/�f]�af/�sf]� v'b l:�ylt 
klxrfg tyf k|ltj]�bg ug'{ xf]� .

o;sf]� k|s[lt lgoldt /� ;xfos (routine 
and clerical) x'G5 .

o;sf]� k|s[lt ljZn]�if0ffTds /� sfo{sf/�L 
(Analytical and Executive) x'G5 .

tNnf]� txsf sd{rf/�LnfO{ o;sf]� lhDd]�jf/�L 
lbOG5 .

dflyNnf]� txsf]� clws[tnfO{ o;sf]� lhDd]�jf/�L]� /�x]�sf]� 
x'G5 .

tNnf]� txsf sd{rf/�Ln]� sf/�f]�af/�sf]� hfFr 
ub{}�gg\ .

dflyNnf]� txsf clws[tn]� tNnf]� txsf sd{rf/�Ln]� 
u/�]�sf]� sfo{sf]� hfFr u5{g\ .

(=$ n]�vfljlwsf]� If]�q (Scope of accounting)
;fdfGo a'emfOdf n]�vfljlw cfly{s n]�gb]�g jf ljQLo sf/�f]�af/� x'g]� Jofj;flos If]�qdf dfq k|of]�u 
x'G5 eGg]� nfU5 t/� o;sf]� If]�q Toltdf dfq ;Lldt 5}�g . 3/�kl/�jf/�, Joj;fo, ;/�sf/�L, u}�/�;/�sf/�L 
/� k]�;fsdL{ x/�]�s If]�qdf o;sf]� plQs}� dxÎj 5 . oL x/�]�s If]�qdf n]�vfljlwsf l;4fGt, k|0ffnLsf]� 
k|of]�u u/�]�/� n]�vfª\sg ug]�{ ul/�G5 . n]�vfljlwsf If]�qnfO{ ;ª\If]�kdf lgDgfg';f/� k|:t't ug{ ;lsG5 M

-s_ 	 Joj;fo (Business) : j:�t' tyf ;]�jfsf]� pTkfbg /� laj|mLljt/�0f ug]�{ ;a}� Joj;fon]� cfly{s 
sf/�f]�af/�sf]� clen]�v /�fVg, gfkmfgf]�S;fg kQf nufpg, ljQLo cj:�yf yfxf kfpg /� ;f]�sf]� 
JofVof ljZn]�if0f ug{ n]�vfljlwsf]� k|of]�u u5{g\ .

-v_ 	 u}�/�gfkmfd"ns ;ª\u7g (Non-profit institution) : gfkmf cfh{g ug]�{ p2]�Zon]� geO{ ;]�jf 
k|bfg ug]�{ p2]�Zon]� :�yflkt, h:�t}� M d7dlGb/�, k':�tsfno, /�]�8j|m; h:�tf u}�/�gfkmfd"ns 
;ª\u7gn]� cfˆgf]� cg'bfg, cfo, Joo, ;DklQ tyf bfloTjsf]� clen]�v /�fvL oyfy{ ljQLo 
hfgsf/�L k|fKt ug{ n]�vfljlwsf]� k|of]�u u5{g\ .

-u_ 	 ;/�sf/�L lgsfo (Government organization) : ;/�sf/�sf]� s/� tyf u}�/�s/� /�fh:�j, ;/�sf/�L 
;DklQ, ;/�sf/�L vr{ C0f tyf cg'bfg cflbsf]� Jojl:�yt clen]�v /�fVg /� ah]�6 lgdf{0f ug{ 
n]�vfljlwsf]� k|of]�u ul/�G5 .



113sfof{no ;~rfng tyf n]vf, sIff (

-3_ 	 JolSt tyf k]�;fsdL{ (Individuals and professionals) : ljleGg JolStn]� cfˆgf]� 3/�fo;L 
cfDbfgL /� vr{, n]�gb]�gsf]� Jojl:�yt ug{ n]�vfljlwsf]� k|of]�u u5{g\ . To:�t}� 8fS6/�, OlGhlgo/�, 
jlsn, n]�vfk/�LIfs h:�tf k]�;fsdL{n]� cfˆgf]� JolStut tyf kmd{sf]� lx;fa lstfa Jojl:�yt 
ug{ /� sf]�ifsf]� cj:�yf kQf nufpg n]�vfljlwsf]� k|of]�u u5{g\ .

(=% n]�vfljlwsf]� k|lj|mof÷n]�vfrj|m (Accounting process/�cycle)
n]�vfljlwsf]� k|lj|mof eg]�sf]� ljQLo sf/�f]�af/�sf]� klxrfg ug]�{, clen]�v /�fVg]�, juL{s/�0f ug]�{, ;f/�f+z 
lgsfNg]�, JofVof tyf ljZn]�if0f /� k|:�t'lt ug]�{ sfo{ xf]� . o;nfO{ tnsf]� lrqaf6 :�ki6 kfg{ ;lsG5 M

!=
ljQLo  

sf/f]af/sf] 
klxrfg

@=
n]vfª\sg

%=  
JofVof /
ljZn]if0f

#=
juL{s/0f

$= 
;ª\If]kLs/0f

^=
k|:t'tLs/0f

-s_ 	 ljQLo sf/�f]�af/�sf]� klxrfg (Identification of financial transaction)

n]�vfrj|msf]� klxnf]� r/�0fdf Joj;fon]� ug]�{ ljleGg sf/�f]�af/�dWo]� df}�lb|s d"Nodf dfkg ug{ 
;lsg]� ljQLo sf/�f]�af/�sf]� klxrfg ul/�G5 . n]�vfljlwdf ljQLo sf/�f]�af/�x¿sf]� dfq clen]�v 
/�flvg]� x'Fbf Jofj;flos sf/�f]�af/�nfO{ ljQLo /� u}�/�ljQLo sf/�f]�af/�sf ¿kdf klxrfg ug'{kg]�{ 
x'G5 . o; r/�0fdf sf/�f]�af/�;Fu ;DalGwt cfjZos sfuhft klg ;ª\sng ul/�G5 .
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-v_ 	n]�vfª\sg (Accounting)

n]�vfª\sg n]�vfrj|msf]� bf]�;|f]� r/�0f xf]� . o; r/�0fdf ljQLo sf/�f]�af/�nfO{ Jojl:�yt /� j}�1flgs 
9ª\uaf6 k|f/�lDes clen]�vdf n]�vfª\sg ul/�G5 . o;sf nflu uf]�:�jf/�f ef}�r/� /� ;xfos 
k'l:�tsf tof/� ul/�G5 .

-u_ 	 juL{s/�0f (Classification)

n]�vfrj|msf]�]� t]�;|f]� r/�0fdf vftfaxLsf]� tof/�L k5{ . o; r/�0fdf k|f/�lDes clen]�vdf /�fv]�sf 
sf/�f]�af/�nfO{ ltgsf]� k|s[ltsf cfwf/�df juL{s/�0f u/�L 5'6\6f5'6\6}� vftfdf clGtd clen]�v 
/�flvG5 /� k|To]�s vftfsf]� z]�if /�sd lgwf{/�0f ul/�G5 .

-3_	 ;ª\If]�kLs/�0f (Summarizing)

n]�vfrj|msf]� rf}�yf]� r/�0fdf vftfjxLdf /�x]�sf clen]�vnfO{ ;Gt'ng k/�LIf0f /� ljQLo ljj/�0fdf 
;ª\If]�kLs/�0f ul/�G5 . o;cGtu{t ;j{k|yd ;Gt'ng k/�LIf0f tof/� u/�L sf/�f]�af/�sf]� cª\s 
ul0ftLo z'4tf dfkg ul/�G5 /� cGTodf ljQLo ljj/�0f -cfoljj/�0f /� jf;nft_ tof/� kf/�L 
Jofj;flos glthf kQf nufOG5 . cfoljj/�0fdf cfDbfgL /� vr{sf]� ;ª\If]�kLs/�0f /� t'ngf 
ul/�G5 eg]� jf;nftdf ;DklQ, bfloTj /� k'FhLsf]� ;ª\If]�kLs/�0f ul/�G5 .

-ª_	 JofVof tyf ljZn]�if0f (Interpretation and analysis)

ljQLo ljj/�0fn]� b]�vfpg]� glthfsf cfwf/�df lgisif{ lgsfNg ;lsFb}�g . t;y{ n]�vfrj|msf]�]� 
kfFrf}�F r/�0fdf ljQLo ljj/�0fsf]� JofVof /� ljZn]�if0f ul/�G5 . o; r/�0fdf ljleGg ljQLo 
r/�x¿lar t'ngf u/�L lgisif{ lgsfNg]� ul/�G5 .

-r_ 	 k|:�t'tLs/�0f (Presentation)

n]�vfrj|msf]� clGtd r/�0fdf ljQLo sf/�f]�af/�sf]� n]�vfª\sg, juL{s/�0f, ;ª\If]�kLs/�0f /� JofVof 
tyf ljZn]�if0faf6 k|fKt ;"rgf /� lgisif{ ;/�f]�sf/�jfnfnfO{ k|bfg ul/�G5 . o; r/�0fdf 
ljleGg ljQLo tyf jflif{s k|ltj]�bg tof/� ul/�G5 .

o;/�L n]�vfljlwcGtu{t r/�0fa4 ¿kdf ul/�g]� sfo{nfO{ g}� n]�vfrj|m elgG5 .
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cEof;

!=	 tnsf k|Zgsf]� clt ;ª\lIfKt pQ/� lbg'xf]�;\ M

-s_	 n]�vf clen]�vg eg]�sf]� s]� xf]� <

-v_	 Luca D. pacioli nfO{ lsg n]�vfsf lktf elgG5 <

-u_	 n]�vfljlwsf]� cy{ n]�Vg'xf]�;\ .

-3_	 n]�vfljlwsf s'g}� b'O{ p2]�Zo pNn]�v ug'{xf]�;\ .

-ª_	 n]�vfljlwsf ;Ldfx¿ s]� s]� 5g\ <

-r_	 n]�vf clen]�vg /� n]�vfljlwsf]� ;DaGw Ps jfSodf n]�Vg'xf]�;\ .

@=	 tnsf k|Zgsf]� 5f]�6f]� pQ/� lbg'xf]�;\ M

-s_	 n]�vf clen]�vgsf]� kl/�ro lbg'xf]�;\ .

-v_	 n]�vfljlw eg]�sf]� s]� xf]�, o;sf p2]�Zox¿ n]�Vg'xf]�;\ .

-u_	 n]�vfljlwsf sfo{ pNn]�v ug'{xf]�;\ .

-3_	 n]�vf clen]�vg /� n]�vfljlwsf]� cGt/�;DaGw j0f{g ug'{xf]�;\ .

-ª_	 n]�vfljlwsf If]�qx¿ s]� s]� 5g\, j0f{g ug'{xf]�;\ .

#=	 tnsf k|Zgsf]� nfdf]� pQ/� n]�Vg'xf]�;\ M

-s_	 n]�vfljlwsf]� cy{ n]�Vg'xf]�;\ . o;sf sfo{ tyf ;Ldfx¿ pNn]�v ug'{xf]�;\ .

-v_	 n]�vfrj|m eg]�sf]� s]� xf]�, o;sf r/�0f j0f{g ug'{xf]�;\ .

lj|mofsnfk

tkfO{Fsf]� 3/�df Ps dlxgfsf]� ;dofjlwdf ePsf s'g}� bzcf]�6f cfly{s sf/�f]�af/�sf]� ;"rL agfO{ 
sIffdf k|:�t't ug'{xf]�;\ .
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kf7 !)
cfwf/�e"t n]�vfk|0ffnL  

(Basic Accounting System)

!)=! n]�vfk|0ffnLsf]� kl/�ro (Introduction to accounting system)
n]�vf eGgfn]� sf/�f]�af/�sf]� k|:6 a]�xf]�/�f b]�lvg]� u/�L k|rlnt P]�g lgod sfg'gadf]�lhd /�flvg]� clen]�v, 
vftf, lstfa cflb /� ;f]� sf/�f]�af/�nfO{ k|dfl0ft ug]�{ cGo sfuhft;d]�tnfO{ ;Demg'k5{ . n]�vfk|0ffnL 
eGgfn]� sf/�f]�af/�sf]� klxrfg, dfkg, ljZn]�if0f, juL{s/�0f /� k|ltj]�bg;Ddsf ;Dk"0f{ sfo{nfO{ ;dli6 
¿kdf a'lemG5 .

;:�+yfsf]� ;Dk"0f{ cflys sf/�f]�af/�sf]� ;"rgf, clen]�v /�fVg]�, k|zf]�wg ug{]� tyf cfly{s k|ltj]�bgsf 
dfWodaf6 ;DalGwt kIfnfO{ hfgsf/�L lbg]� j}�1flgs k4lt g}� n]�vfk|0ffnL xf]� . ;+:�yfdf ePsf 
;Dk"0f{ cfly{s sf/�f]�af/� nfO{ ljZjJofkL l;4fGtsf cfwf/�df klxrfg ug]�{, ;ª\sng /� juL{s/�0f 
ug]�{, ljQLo ljj/�0f tof/� u/�L k|ltj]�bg ug]�{;Ddsf ;Dk"0f{ sfo{ ug]�{ k|0ffnLnfO{ ;du| n]�vfk|0ffnL 
elgG5 . n]�vfk|0ffnLnfO{ b'O{ efudf juL{s/�0f u/�]�/� cWoog ul/�G5 .

!)=@	Psf]�xf]�/�f]� n]�vfk|0ffnLsf]� kl/�ro (Introduction to single entry 
system)

sfof{no jf Joj;fodf ePsf ;a}� sf/�f]�af/�sf]� Ps kIfLo clen]�v /�fVg]� n]�vfk|0ffnLnfO{ Psf]�xf]�/�f]� 
n]�vfk|0ffnL elgG5 . pSt kIf 8]�la6 jf j|m]�l86 h'g}� klg x'g ;S5 . o; k|0ffnLnfO{ sf/�f]�af/�sf]� 
clen]�v dfq}� ug{]� ljlweGbf a9L pko'St x'G5 . o; k|0ffnLdf gub jf a}�ª\ssf]� sf/�f]�af/� s]� slt 
dfq eof]� eGg]� kIfaf6 dfq}� clen]�v /�flvG5 . o;sf]� d'n p2]�Zo eg]�sf]� cfDbfgL /� vr{ slt eof]� 
eGg]� hfgsf/�L /�fVg' xf]� . o;n]� ;DklQ /� bfloTjsf]� n]�vf /�fVb}�g .
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Psf]�xf]�/�f]� n]�vfk|0ffnLnfO{ ck"/�f]� jf ck"0f{ n]�vfk|0ffnL elgG5 . sf/�f]�af/�x¿åf/�f k|efljt vftfx¿dWo]� 
s'g}�sf]� k"0f{ clen]�v ug]�{ /� s'g}�sf]� gug]�{ ePaf6 o; k|0ffnLnfO{ cj}�1flgs /� cJojl:�yt k4lt 
klg elgG5 . To:�t}� o; k|0ffnLcGtu{t /�flvPsf]� n]�vfsf]� z'4tf hfFr ug]�{ plrt cfwf/� gePaf6 
o;nfO{ cljZj;gLo k|0ffnLsf ¿kdf klg lnOG5 . o; k|0ffnLcGtu{t /�flvPsf]� n]�vfnfO{ 
cbfntn]� k|df0fsf ¿kdf /� s/� clwsf/�Lx¿n]� s/� lgwf{/�0f ubf{ Tolt dfGotf lbFb}�gg\ . Psf]�xf]�/�f]� 
n]�vfk|0ffnLcGtu{t /�flvg]� n]�vfsf]� s'g}� lglZrt :�j¿k x'Fb}�g . ePsf sf/�f]�af/�x¿sf]� ;fdfGo 
vftfdf ul/�g]� ;fdfGo l6kf]�6sf ¿kdf klg of]� /�xg ;S5 . To:�t}� cnu cnu k|sf/�sf sf/�f]�af/� 
clen]�v ug{ cnu cnu vftfx¿ /�flvg]� ¿kdf klg of]� b]�vf k5{ . ;+:�yfsf]� k|s[ltcg';f/� 
vftfx¿sf]� k"0f{ clen]�v Psf]�xf]�/�f]� n]�vfk|0ffnLdf /�xFb}�g .

yf]�/�}� sf/�f]�af/� x'g]� tyf n]�vf /�fVg a9L vr{ ug{ g;Sg]� Joj;fo jf sfof{nox¿sf nflu Psf]�xf]�/�f]� 
n]�vfk|0ffnL pko'St b]�lvG5 . o; n]�vfk|0ffnLsf]� sdhf]�/�L eg]�sf]� sf/�f]�af/�sf ;a}� kIfsf]� k"0f{ 
clen]�v gx'g]� sf/�0faf6 l;h{gf x'g]� ljleGg ;d:�ofx¿ x'g\ .

!)=# bf]�xf]�/�f]� n]�vfk|0ffnL (Double entry accounting system)

-s_ kl/�ro (Introduction)

bf]�xf]�/�f]� n]�vfk|0ffnLsf cfwf/�e"t dfGotf sf/�f]�af/�sf]� bf]�xf]�/�f]� k|efj /� ;f]�sf]� ;d'lrt clen]�v xf]� . 
lj:�tfl/�t ¿kdf eGbf k|To]�s sf/�f]�af/�n]� b'O{ kIfLo k|efj kf5{ /� b'a}� kIfLo k|efj b]�lvg]� u/�L 
sf/�f]�af/�sf]� clen]�v /�flvg'k5{ eGg]� dfGotf af]�s]�sf]� n]�vfk|0ffnLnfO{ bf]�xf]�/�f]� n]�vfk|0ffnL elgG5 .

bf]�xf]�/�f]� n]�vfk|0ffnLdf sf/�f]�af/�n]�]� kf/�]�sf]� Ps kIfLo k|efjnfO{ ;DalGwt vftfx¿df 8]�la6 ul/�G5 eg]� 
csf]�{ kIfLo k|efjnfO{ j|m]�l86 ul/�G5 . To;f]� x'Fbf k|To]�s sf/�f]�af/�sf]� 8]�la6 kIfLo clen]�v a/�fa/� 
j|m]�l86 kIfLo clen]�v x'G5 . o;n]� ubf{ s'g}� vf; ldlt;Dd ePsf ;Dk"0f{ sf/�f]�af/�sf]� hDdfhDdL 
8]�la6 /�sd a/�fa/� hDdf hDdL j|m]�l86 /�sd x'G5 . bf]�xf]�/�f]� n]�vfdf 8]�la6 /� j|m]�l86 a/�fa/� eP 
gePsf]� ;lhn}� hfFRg ;lsg]� ePsfn]� o; k|0ffnLnfO{ k"0f{ /� e/�kbf]�{ k|0ffnL dflgG5 . pbfx/�0fM 
dfgf}�F Ps JolStn]� Joj;fo ;'?cft ug{ ?= @,)),))).– nufPsf]� 5 . o; sf/�f]�af/�sf]� Ps kIfLo 
k|efj Joj;fodf gub ?= @,)),))).– cfof]� /� csf]�{ kIfLo k|efj Joj;foLsf]� k'FhLsf ¿kdf ?= 
@,)),))).– a/�fa/�sf]� bfloTj l;lh{t eof]� . o; cj:�yfdf cfPsf]� gub /� l;lh{t bfloTj u/�L 
b'a}�sf]� ;d'lrt clen]�v gub vftfnfO{ 8]�la6 u/�]�/� /� k'FhL vftfnfO{ j|m]�l86 u/�]�/� ul/�G5 .

-v_ ljz]�iftfx¿ (Features)

-c_ bf]�xf]�/�f]� k|efj (Dual effect)

bf]�xf]�/�f]� n]�vfk|0ffnLsf]� k|d'v jf cfwf/�e"t ljz]�iftf eg]�s}� bf]�xf]�/�f]� k|efj xf]� . k|To]�s sf/�f]�af/�n]� b'O{ 
kIfLo k|efj kf5{ eGg]� s'/�fnfO{ cfwf/� dfg]�/� b'a}� kIfLo k|efjsf]� clen]�v o; k|0ffnLdf ul/�G5 .



118 sfof{no ;~rfng tyf n]vf, sIff (

-cf_ 	 a/�fa/� k|efj (Equal effect)

bf]�xf]�/�f]� n]�vfk|0ffnLcGtu{t sf/�f]�af/�sf b'a}� kIfdf a/�fa/� /�sd clen]�v ul/�G5 . cyf{t\ s'n 
8]�la6 /�sd a/�fa/� s'n j|m]�l86 /�sd x'g]� u/�L clen]�v eP gePsf]� ;lhn}� hfFRg ;lsG5 .

-O_	 n]�vf k/�LIf0fdf ;/�ntf (Simplicity in auditing)

bf]�xf]�/�f]� n]�vfk|0ffnLcGtu{t /�flvPsf]� lx;falstfa hfFr tyf n]�vf k/�LIf0f sfo{ ;/�n Pjd\ 
;xh ¿kdf ug{ ;lsG5 . sf/�f]�af/�sf]� k|efj /�xg]� k|To]�s vftfsf]� ;f/�+fz ljj/�0faf6 n]�vf 
k/�LIf0f ;xh ¿kdf ug{ dbt k'U5 .

-O{_	 kl/�jt{gzLntf (Variability)

bf]�xf]�/�f]� n]�vfk|0ffnLsf]� b'O{ kIfLo k|efjsf]� cjwf/�0ff ljleGg k|sf/�sf sf/�f]�af/�x¿df 
cfjZostfcg';f/� ;dfof]�hg jf kl/�jt{g ug{ ;lsG5 .

-p_ 	 j}�1flgstf (Scientific)

lglZrt l;4fGt, wf/�0ff /� dfGotfsf cfwf/�df n]�vf /�fVg]� ePsfn]� o;nfO{ j}�1flgs k|0ffnL 
elgG5 .

-pm_	 l;4fGtsf]� k|of]�u (Use of principles)

bf]�xf]�/�f]� n]�vfk|0ffnLdf n]�vfsf]� cjwf/�0ff /� l;4fGtsf]� k|of]�u ul/�Psf]� x'G5 .

-P_	 Jofks k|of]�u (Wider application)

e/�kbf]�{ Pjd\ j}�1flgs k|0ffnLsf ¿kdf /�x]�af6 ;+;f/�e/� o; k|0ffnLsf]� k|of]�u Jofks :�t/�df 
x'g]� u/�]�sf]� 5 .

-u_ p2]�Zox¿ (Objectives)

-c_	 sf/�f]�af/�sf]� k"0f{ clen]�v ug'{ (Keep complete record of transaction)

Joj;fo jf sfof{nodf ePsf ;a}� sf/�f]�af/�x¿sf]� clen]�v kl5;Dd /�xg]� u/�L clen]�v ug'{ 
bf]�xf]�/�f]� n]�vfk|0ffnLsf]� Ps k|d'v p2]�Zo xf]� .

-cf_ 	 gfkmfgf]�S;fg lglZrt ug'{ (To determine profit or loss)

clen]�lvt sf/�f]�af/�sf cfwf/�df lglZrt cjlwsf]� gfkmf jf gf]�S;fg lgwf{/�0f ug'{ klg bf]�xf]�/�f]� 
n]�vfk|0ffnLsf]� p2]�Zo xf]� . o;sf nflu ;DalGwt cjlwleq ePsf]� cfDbfgL tyf vr{sf 
ljleGg zLif{ssf]� /�sd le8fOG5 . vr{sf]� hDdf /�sd cfDbfgLsf]� hDdf /�sdeGbf sd eP 
gfkmf /� a9L eP gf]�S;fg x'G5 . gfkmfgf]�S;fg lgwf{/�0f ug{ cfo ljj/�0fkq jf gfkmfgf]�S;fg 
vftf tof/� kfl/�G5 .
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-O_ 	 cfly{s cj:�yfsf]� lrq0f ug'{ (To depict the economic situation)

lglZrt cjlwsf]� cGTodf /�x]�sf]� Joj;fosf]� cfly{s l:�yltsf]� lrq0f ug'{ bf]�xf]�/�f]� n]�vfk|0ffnLsf]� 
csf]�{ dxÎjk"0f{ p2]�Zo xf]� . o;sf nflu Joj;fodf /�x]�sf]� ;DklQ, k'FhL /� bfloTj;DaGwL 
ljj/�0f ;dfj]�z u/�L jf;nft tof/� kfl/�G5 .

-O{_ 	 j:�t' tyf ;DklQsf]� ;+/�If0f ug'{ (To protect goods and assets)

sfof{no jf Joj;fodf cfjZos kg]�{ ljleGg j:�t' tyf ;DklQ vl/�b u/�L k|of]�udf NofOg]� 
x'G5 . oL ;DklQsf]� b'?kof]�u tyf lxgfldgf x'g gkfpg]� k|sf/�af6 clen]�v ug'{ bf]�xf]�/�f]� 
n]�vfk|0ffnLsf]� p2]�Zo xf]� .

-p_ 	 cfly{s ;"rgf pknAw u/�fpg' (To provide financial information)

Joj;fo;Fu ljleGg kIfx¿, h:�t}� M Joj;foL, ;fx', sd{rf/�L, ;/�sf/�, cfly{s ljZn]�ifs, 
nufgLstf{ cflbsf]� rf;f]� /�xG5 . logLx¿sf]� rf;f]� d'VotM Joj;fo;Fu ;DalGwt cfly{s 
;"rgfx¿df s]�lGb|t /�xg]� ePsfn]� Joj;fo;Fu ;DalGwt cfly{s ;"rgfx¿ pknAw u/�fpg' 
klg bf]�xf]�/�f]� n]�vfk|0ffnLsf]� p2]�Zo /�xG5 .

-pm_	 q'l6sf]� ;dfwfg /� ;xL lg0f{o ug{df dbt ug'{ (Helps to resolve errors and to make 
right decision)

Joj;fosf]� n]�vfª\sgsf j|mddf ljleGg q'l6x¿ cfO k5{g\ . bf]�xf]�/�f]� n]�vfk|0ffnLsf]� ;xfotfn]� 
Ps kIfdf ePsf q'l6 csf{]� kIfdf n]�vfª\sg;Fu t'ngf u/�L ;dfwfg ug{ ;lsG5 . 
n]�vf;DaGwL ;"rgf k|fKt u/�L lg0f{o ubf{ lg0f{o a9L k|efjsf/�L x'G5 . cfly{s ;"rgfsf 
;|f]�tsf ¿kdf /�x]�sf]� bf]�xf]�/�f]� n]�vfk|0ffnLn]� cfjZos ;"rgf k|bfg u/�L q'l6 ;Rofpg /� ;xL 
lg0f{o ug{ dbt u5{ .

-3_	 Psf]�xf]�/�f]� /� bf]�xf]�/�f]� n]�vfk|0ffnLlar km/�s (Differences between single and 
double entry accounting system)

	 Psf]�xf]�/�f]� n]�vfk|0ffnL /� bf]�xf]�/�f]� n]�vfk|0ffnLlarsf]� km/�s lgDgadf]�lhd /�x]�sf 5g\ M

Psf]�xf]�/�f]� n]�vfk|0ffnL 
(Single entry system)

bf]�xf]�/�f]� n]�vfk|0ffnL 
(Double entry system)

-c_	 o;n]� sf/�f]�af/�df b'O{ kIfLo c;/� 
gkfg]�{ x'Fbf ck"0f{ tyf cw'/�f]� tYofª\s 
dfq k|fKt ug{ ;lsG5 .

-c_	 o;n]� sf/�f]�af/�df b'O{ kIfLo c;/� kfg]�{ 
x'Fbf k"0f{ tYofª\s k|fKt ug{ ;lsG5 .
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Psf]�xf]�/�f]� n]�vfk|0ffnL 
(Single entry system)

bf]�xf]�/�f]� n]�vfk|0ffnL 
(Double entry system)

-cf_	 cjf:�tljs vftf g/�flvg]� x'Fbf 
gfkmfgf]�S;fg vftf tof/� ug{ ;lsFb}�g .

-cf_	 o;df JolStut, jf:�tljs /� cjf:�tljs 
;a}� vftf /�flvg]� x'Fbf gfkmfgf]�S;fg 
vftfnufot cGo vftf tof/� ug{ 
;lsG5 .

-O_	 o;af6 ;Gt'ng k/�LIf0f ljj/�0f tof/� 
ug{ g;lsg]� x'Fbf ul0ftLo cz'4tf tyf 
q'l6 yfxf kfpg ;lsFb}�g .

-O_	 o;af6 ;Gt'ng k/�LIf0f ljj/�0f tof/� 
ug{ ;lsg]� x'Fbf ul0ftLo cz'4tf tyf 
q'l6x¿ kQf nufpg ;lsG5 .

-O{_	 o;af6 jf;nft tof/� ug{ g;lsg]� 
x'Fbf ;+:�yfsf]� oyfy{ cfly{s l:�ylt yfxf 
kfpg ;lsFb}�g .

-O{_	 o;af6 jf;nft tof/� ug{ ;lsg]� x'Fbf 
;+:�yfsf]� jf:�tljs oyfy{ cfly{s l:�ylt 
yfxf kfpg ;lsG5 .

-p_	 ljleGg k|sf/�sf zª\sf:�kb cfly{s 
ljj/�0f b]�vf k5{g\ .

-p_ 	 o;df zª\sf:�kb cfly{s ljj/�0fsf]� 
jf:�tljs kl/�;"rsx¿ k|fKt x'G5 .

-pm_	 5nsk6 lxgfldgf cflb kQf nufpg 
Hofb}� ufx|f]� x'G5 .

-pm_ 	 5nsk6 lxgfldgf ePsf]� s'/�f ;lhn}� 
kQf nufpg ;lsg]� x'Fbf gf]�S;fg x'gaf6 
arfpg ;lsG5 .

-C_	 o;af6 kof{Kt cfly{s ljj/�0f pknAw 
gx'g]� xF'bf eljiosf]� dfu{bz{g ug{ 
;lsFb}�g .

-C_	 o;af6 ;Dk"0f{ cfly{s ljj/�0f k|fKt 
ug{ ;lsg]� x'Fbf eljiosf]� dfu{bz{g ug{ 
;xfos x'G5 .

-P_	 ;fgf Joj;fonfO{ pko'St x'G5 . -P_	 7'nf sf/�f]�af/� ePsf Joj;fo tyf 
;+:�yfx¿df k|of]�u x'G5 .

-P]�_	 ;a}�n]� n]�vf /�fVg ;xh x'G5 . -P]�_	 k|fljlws 1fg ePsfn]� dfq n]�vf /�fVg 
;Sg]� x'gfn]� vlr{nf]� x'G5 .

!)=$ n]�vfljlwsf cfwf/�x¿ (Basis of accounting)
gub cfwf/� /� k|f]�befjL cfwf/� u/�L n]�vf /�fVg]� d'Vo b'O{ cfwf/�x¿ k|rlnt 5g\ M

-s_ gubdf cfwfl/�t n]�vf (Cash basis of accounting)

sf/�f]�af/� hlxn]�;'s}� eP tfklg gub k|flKt jf gub e'StfgL ePsf]� ;donfO{ jf sf/�f]�af/�nfO{ dfq}� 
cfwf/� lnP/� n]�vfª\sg ul/�g]� ljlwnfO{ gubdf cfwfl/�t n]�vfk|0ffnL elgG5 . o; k|0ffnLdf gub 
k|fKt jf vr{ ePsf]� jf x'g]� u/�L r]�s, 8«fˆ6 jf cGo a}�ª\s cfb]�zaf6 sf/�f]�af/� ePsf cfwf/�df 
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cyf{t\ lgsfosf]� gub k|jfxdf x'g]� c;/�sf cfwf/�df n]�vf /�flvG5 . ;/�sf/�sf]� n]�vf, gfkmf 
gsdfpg]� ;+:�yf, ;fdfGo sf/�f]�af/� dfq}� ug{]� Joj;fodf gubdf cfwfl/�t n]�vf /�flvG5 .

-v_ k|f]�befjL n]�vf (Accrual basis of accounting)

gub e'StfgL jf k|flKt h'g;'s}� ;dodf eP tfklg sf/�f]�af/� ePsf]� ;dodf g}� n]�vfª\sg ug]�{ 
k4ltnfO{ k|f]�befjL n]�vfk|0ffnL elgG5 . sf/�f]�af/�sf]� l;h{gf x'gf;fy To;n]� k|efj kfg]�{ kIfx¿nfO{ 
;d]�6]�/� k|flKt, e'StfgL, ;DklQ tyf bfloTjsf]� k"0f{ ¿kdf klxrfg /� n]�vfª\sg o; cfwf/�df 
ul/�G5 . o; cfwf/�df n]�vf /�fVbf cfly{s jif{sf]� cGTodf ltg'{ jf Joxf]�g'{{ kg]�{ bfloTj slt afFsL 5 
jf lng'kg]�{ /�sd slt afFsL 5, hDdf k'FhL, bfloTj /� ;DklQ slt 5 eGg]� hfgsf/�L ;xh ¿kdf 
k|fKt x'G5 . Jofj;flos k|of]�hgsf]� sf/�f]�af/� ug{]� ;+:�yfdf k|f]�befjL cfwf/�df n]�vf /�flvG5 .

-u_ 	 gubdf cfwfl/�t tyf k|f]�befjL n]�vfsf]� km/�s (Differences between cash basis 
and accrual basis accounting)

gubdf cfwfl/�t n]�vf 
(Cash Basis of accounting)

k|f]�befjL n]�vf 
(Accrual basis of accounting)

gub k|fKt x'Fbf, cfDbfgL /� e'StfgL x'Fbf 
vr{ n]�vfª\sg ul/�G5 .

sf/�f]�af/� ePkl5 tTsfn}� n]�vfª\sg ul/�G5 .

;DklQ /� bfloTjsf]� n]�vfª\sg ul/�Fb}�g . 
o;sf]� clen]�v dfq tof/� ul/�G5 .

;DklQ /� bfloTjsf]� n]�vfª\sgsf ;fy}� clen]�v klg 
/�flvG5 .

;DklQsf]� clen]�vdfq /�flvG5 . o;sf]� 
x|f; s6\6L ul/�Fb}�g

;DklQsf]� n]�vfª\sg /� x|f; s6\6L;d]�t ul/�G5 .

ljleGg bfloTj e'StfgL ug{ cnUu}� Joj:�yf 
(provisions) ul/�Fb}�g .

ljleGg bfloTj e'StfgLsf nflu cnUu}� Joj:�yfx¿ 
(provisions) df ;d]�t n]�vfª\sg ul/�G5 .

gub df}�Hbftsf]� cj:�yf tTsfn hfGg 
;lsG5 .

gub df}�Hbftsf]� cj:�yf hfGgsf nflu 5'6\6}� ljj/�0f 
tof/� ug{'k5{ .

;/�sf/�L n]�vf, gfkmf gsdfpg]� u}�/�;/�sf/�L 
;+:�yf jf ;fgf Joj;fodf a9L]� k|of]�u x'G5 .

gfkmf sdfpg]� p2]�Zo ePsf /� ;+:�yfut sf/�f]�af/� 
ug{]� Jofj;flos sfof{no, a}�ª\s, ladf cflbdf 
o;sf]� k|of]�u ul/�G5 .

!)=% n]�vfljlwsf cfwf/�e"t dfGotf (Basic accounting concepts)
n]�vfljlw eg]�sf]� Pp6f Jojl:�yt k4lt xf]� . n]�vfljlwsf ljleGg df}�lns l;4fGt tyf wf/�0ffx¿ 
k|rngdf 5g\ . o:�tf wf/�0ffnfO{ n]�vfsf dfGotfsf ¿kdf klg lnOG5 . cfw'lgs n]�vfsf cfwf/�e"t 
l;4fGt tyf wf/�0ff jf dfGotfx¿ lgDgcg';f/� 5g\ M
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-s_ Jofj;flos cl:�tTjsf]� dfGotf (Business entity concept)

o; dfGotfcg';f/� n]�vf /�fVbf Joj;fonfO{ o;sf]� Joj;foL jf ;Da4 c¿ kIfeGbf leGg, Ps 
cnu jf a]�Un}� cl:�tTj /�x]�sf]� PsfO dflgG5 . o;n]� Joj;fo /� c¿ kIflar ePsf]� sf/�f]�af/�sf]� 
cnu}� /� jf:�tljs l:�yltsf]� hfgsf/�L lbG5, h:�t}� M Joj;foL /� Joj;fo Ps}� xf]� eg]�/� clen]�v 
/�fv]�df Joj;foLn]� Joj;fodf nufPsf]� /� lems]�sf]� /�sdsf]� s'g}� clen]�v /�xFb}�g . o:�tf s'/�fsf]� 
clen]�v g/�fVg]� xf]� eg]� Joj;fon]� u/�]�sf]� jf:�tljs gfkmf jf gf]�S;fg slt xf]� yfxf x'Fb}�]�g . n]�vfn]� 
lbg]� hfgsf/�L Joj;fo;Fu ;DalGwt dfq x'G5 . Joj;fo;Fu c;DalGwt sf/�f]�af/�nfO{ clen]�v 
ul/�Fb}�g . To;}�n]� n]�vf /�fVbf Joj;fosf]� cl:�tTj 5'6\6}� x'G5 eGg]� dfg]�/� ;Dk"0f{ x/� lx;fa Joj;fos}� 
gfddf ul/�G5 .

-v_ df}�lb|s dfkgsf]� dfGotf (Money measurement concept)

d'b|f n]�gb]�gsf]� dfWod dfq geO{ ljljw :�j¿ksf sf/�f]�af/�nfO{ ;dfg :�j¿kdf JoSt ug{ ;Sg]� 
;j{dfGo dfks klg xf]� . To;}�n]� Jofj;flos sf/�f]�af/�sf]� clen]�v /�fVbf df}�lb|s d"Nodf clen]�v 
/�fVg'k5{ . ;fdfg jf ;]�jfnfO{ df}�lb|s d"Nodf kl/�jt{g ul/�Pg eg]� To;af6 cfly{s ;"rgf tyf 
tYofª\s pknAw ug{ ;lsFb}�g . To;sf/�0f n]�vf /�fVg sf/�f]�af/�sf]� d"Nodf dfkg ug{'k5{ .

-u_ lg/�Gt/�tfsf]� dfGotf (Going concern concept)

Joj;fo jf ;+:�yfsf]� n]�vf /�fVbf of]� slxNo}� aGb x'g]� 5}�g jf lg/�Gt/� ;~rfngdf /�lx/�xg]� 5 eGg]� 
dfGotfdf tof/� ug'{k5{ . o;n]� ubf{ vr{ /� ;DklQ Pjd\ cfDbfgL /� bfloTjlar leGgtf ug{, 
ltg'{kg]�{ /� lng'kg]�{ afFsL cflbsf]� lx;fa /�fVg ;xh x'G5 .

-3_ n]�vf cjlwsf]� dfGotf (Accounting period concept)

k|To]�s Joj;fon]� cfˆgf]� cfly{s cj:�yfsf]� d"Nofª\sg Ps lglZrt cjlwnfO{ cfwf/� dfg]�/� ug'{k5{ . 
slt gfkmf eof]�, slt gf]�S;fg eof]� /� lng'lbg' slt 5 < yfxf kfpg /�flvg]� n]�vf Pp6f lglZrt 
cjlwsf]� x'g'k5{ . ;fdfGotM n]�vf /�fVbf cfly{s jif{sf cfwf/�df /�fVg]� ul/�G5 . o;/�L lgwf{/�0f 
ul/�Psf]� cfly{s jif{ km/�s km/�s cjlwsf]� x'g ;S5 . g]�kfndf ;fpgb]�lv c;f/�;Ddsf]� cjlwnfO{ 
/� klZrdf d'n'sdf hgj/�Lb]�lv l8;]�Da/�;Ddsf]� cjlwnfO{ cfly{s jif{ dflgPsf]� 5 .

-ª_ cfo k|flKt l;4fGt (Revenue concept)

Joj;fo ;~rfngsf j|mddf s'n ;DklQ a9]�/� jf s'n bfloTj 36]�/� Joj;fosf]� kF'hLdf x'g]� j[l4nfO{ 
cfo dflgG5 . j:�t' jf ;]�jfsf]� laj|mL, Jofj;flos ;fwg ef8fdf nufP/� /� k|of]�u ug{ g;lsg]� 
;DklQsf]� laj|mL cflbaf6 Joj;fon]� cfo k|fKt u5{ . o; l;4fGtcg';f/� h'g cjlwsf]� cfo 
lglZrt ug]�{ xf]�, ToxL cjlw;Fu ;DalGwt cfDbfgLnfO{ dfq cfo dflgG5 . gubsf ¿kdf k|fKt 
geP klg cfo x'g]� k|lj|mof k'u]�sf]� eP To:�tf]� /�sdnfO{ klg cfodf ;dfj]�z ul/�G5 .
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-r_ nfut l;4fGt (Cost concept)

cfo k|fKt ug]�{ j|mddf ePsf vr{nfO{ nfut dflgG5 . nfutn]� s'n ;DklQ 36fP/� jf s'n bfloTj 
a9fP/� k'FhL 36fpF5 . o; l;4fGtcg';f/� ;DalGwt cjlwsf]� cfo ug]�{ j|mddf u/�]�sf]� vr{ dfq ;f]� 
cjlwsf]� nfut dflgG5 . s'g}� vr{sf]� kmfObf Joj;fon]� kl5sf]� cjlwdf p7fpF5 eg]� To;nfO{ 
;DalGwt cfo jif{ jf n]�vf cjlwsf]� nfut dflgFb}�g . d"No glt/�]�sf]� eP klg cfo ug]�{ j|mddf vkt 
eO;s]�sf]� j:�t' jf ;]�jfsf]� /�sdnfO{ eg]� nfutsf ¿kdf ;dfj]�z ug'{k5{ .

-5_ le8fg l;4fGt (Matching concept)

o; l;4fGtcg';f/� lglZrt cjlwsf]� cfoJoo le8fP/� dfq ;f]� cjlwsf]� gfkmfgf]�S;fg lglZrt 
ug'{k5{ . ;f]� cjlw;Fu c;DalGwt cfoJoo ;dfj]�z ug'{x'Fb}�g .

n]�vfljlwsf]� cWoogsf j|mddf k|f/�Dedf n]�vfsf cjwf/�0ff /� l;4fGtx¿sf af/�]�df 
;fdfGo hfgsf/�L dfq /�fv]� k'U5 . oL l;4fGtx¿sf]� lj:�t[t ljj/�0f n]�vfkfng If]�qdf 
ljlzi6 cWoog ubf{ k|fKt x'G5 . dfly k|:�t't n]�vfsf l;4fGt o; txdf cWoogsf 
nflu kof{Kt x'G5g\ .

!)=%	n]�vf;“u ;DalGwt d'Vo zAbfjnLx¿ (Key terms related to accounting)

n]�vfdf ;a}� sf/�f]�af/�x¿ rf/�cf]�6f d'Vo vftf;Fu ;DalGwt x'G5g\ . ;DklQ vftf, vr{ vftf, 
cfDbfgL vftf /� k'FhL tyf bfloTj vftf o:�tf d'Vo vftf x'g\ . n]�vfsf oL vftf;Fu ;DalGwt 
s]�xL zAbfjnLsf]� kl/�ro tn lbOPsf]� 5 M

;DklQ k'“hL tyf bfloTj

d'Vo vftfx¿

vr{ cfDbfgL

-s_ ;DklQ (Assets)

s'g}� JolSt jf ;+:�yf;Fu /�x]�sf dfn;fdfg, gub, kmlg{r/�, 3/�hUuf cflb /� c¿ JolSt jf ;+:�yf;Fu 
lng afFsL /�sdnfO{ ;DklQ dflgG5 . h;/�L ljBfyL{nfO{ n]�vk9 ug{ snd, sfkL, lstfa rflxG5, 
To:�t}� Joj;foLnfO{ cfcfˆgf Joj;fo rnfpg 3/�hUuf, d]�l;g/�L, kmlg{r/�, gub dfn;fdfg cflb 
rflxG5 . oL ;fwgx¿ Joj;fosf]� ;DklQ x'g\ . ;DklQnfO{ rfn' /� l:�y/� ;DklQ u/�L b'O{ efudf 
ljefhg ug]�{ ul/�G5 .
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-c_ 	 rfn' ;DklQ (Current assets)

Joj;fosf]� lgoldt ;~rfng sfo{df k|of]�u x'g]� ;DklQnfO{ rfn' ;DklQ elgG5 . rfn' 
;DklQ Ps jif{sf]� cjlwleq k|of]�udf cfO;Sg'k5{ . gub, a}�ª\s df}�Hbft, k]�:�sL, p7fpg'kg]�{ 
cf;fdL cflb rfn' ;DklQsf pbfx/�0f x'g\ .

-cf_	 l:�y/� ;DklQ (Fixed assets)

l:�y/� ;DklQnfO{ :�yfoL ;DklQ klg eGg]� ul/�G5 . o;cGtu{t To:�tf ;fdfgx¿ k5{g\ 
h;nfO{ Ps cfly{s jif{df gubdf kl/�jt{g ug{ ;lsFb}�g . csf]�{ zAbdf eGg' kbf{ rfn' 
cfly{s jif{df gubdf kl/�jt{g ug{ g;lsg]� ;fdfgnfO{ l:�y/� ;DklQ elgG5 . 3/�, hUuf, 
d]�l;g, cf}�hf/�, kmlg{r/�, df]�6/� cflb l:�y/� ;DklQcGtu{t k5{g\ . l:�y/� ;DklQn]� ;+:�yfsf]� 
gfkmf sdfpg ;Sg]� IfdtfnfO{ j[l4 ug{df ;xof]�u u5{ .

-O_	 cef}�lts ;DklQ (Intanglible assets)

ef}�lts cl:�tTj g/�x]�sf]� t/� To;sf]� :�jfldTjsf]� k|of]�uaf6 cfly{s nfe x'g]� /� xs tyf 
clwsf/� l;h{gf x'g]� ;DklQnfO{ cef}�lts ;DklQ elgG5 . Kof6]�G6 clwsf/�, Voflt, ;ˆ6j]�o/� 
tyf cGo af}�l4s ;DklQ cef}�lts ;DklQsf pbfx/�0f x'g\ .

-v_ bfloTj (Liabilities)

;+:�yfn]� cGo s'g}� JolSt jf kIfnfO{ lkmtf{ ug'{kg]�{ ;fdfgx¿ jf ltg'{kg]�{ /�sdnfO{ g}� bfloTj 
elgG5 . eljiodf s;}�nfO{ s]�xL lbg'kg]�{ 5 eg]� ;f]� g}� bfloTj xf]� . ;fx'nfO{ ltg'{kg]�{ /�sd, ltg{ 
afFsL vr{, C0f /�sd, ;fk6L cflb ;a}� bfloTjx¿ x'g\ . o;nfO{ klg b'O{ efudf afF8\g ;lsG5 .

-c_ 	 rfn' bfloTj (Current liabilities)

rfn' cfly{s jif{leq e'StfgL u/�L ;Sg'kg]�{ ;a}� bfloTjnfO{ rfn' bfloTj elgG5 . Ps 
cfly{s jif{leq lt/�L ;Sg'kg]�{ 5 eGg]� dfGotf ePsf ;a}� bfloTj rfn' bfloTj x'g\ . ;fx', 
ltg{ afFsL lan, a}�ª\s clwljsif{ cflb rfn' bfloTjx¿ x'g\ .

-cf_ 	 bL3{sfnLg bfloTj (Longterm liabilities)

To:�tf bfloTj h;nfO{ o; cfly{s jif{df ltg'{kb}�{g To;nfO{ bL3{sfnLg bfloTj elgG5 . 
Ps jif{leq ltg'{ gkg]�{ ;a}� bfloTj bL3{sfnLg bfloTj x'g\ . kfFr a;]�{]�{ a}�ª\s C0f, b'O{ jif{kl5 
ltg'{kg]�{ ;fx'x¿ cflb bL3{sfnLg bfloTj leq k5{g\ .

-u_ k'“hL (Capital)

k|To]�s ;+:�yf Jofkf/� ;~rfng ug{sf nflu /�sd cfjZos k5{, ;f]� /�sd Jofkf/�L÷dflnsn]� 
;+:�yfdf nufgL u5{g\ . ;+:�yf ;~rfngfy{ o;sf dflnsn]� u/�]�sf]� nufgLnfO{ g}� kF'hL elgG5 . csf]�{ 
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zAbdf eGg' kbf{ Joj;fo ;~rfng ug]�{ ;dodf o;sf ;~rfnsx¿n]� ;+:�yfdf s]�xL g s]�xL /�sd 
jf ;fdfgsf]� df}�Hbft lbPsf x'G5g\ To;nfO{ g}� k'FhL elgG5 .

Joj;fo ;~rfngfy{ /�d]�z eGg]� dflnsn]� gub ?= %,)),)))÷– /� ?= !),)),)))÷– kg]�{ hUuf 
;+:�yfdf nufgL u¥of]� eg]� ;+:�yfsf]� k'FhL ?= !%,)),)))÷– x'g hfG5 .

-3_ a}�ª\s clwljsif{ (Bank overdraft)

;fdfGotM a}�ª\sdf u|fxsn]� cfˆgf]� vftfdf hDdf u/�]�sf]� /�sd a/�fa/� jf ;f]�eGbf sd /�sd lemSg 
kfpF5 . t/� a}�ª\sn]� kTofPsf]� u|fxsnfO{ a}�ª\sn]� vftfdf ;l~rt /�sdeGbf a9L /�sd klg lemSg 
kfpg]� ;'ljwf lbPsf]� x'G5 . vftfdf hDdf /�sdeGbf a9L /�sd lemSg kfpg]� of]� ;'ljwf g}� a}�ª\s 
clwljsif{ xf]� . of]� ;'ljwf ;a}� u|fxsnfO{ eg]� x'Fb}�g, h:�t}� M /�f]�lgz sfsL{ eGg]� u|fxsn]� g]�kfn a}�ª\s 
ln= df ?= !),)))÷– hDdf u/�]�sf]� 5 /� p;n]� a}�ª\saf6 ?= %),)))÷– lemSof]� eg]� p;n]� ;l~rt 
/�sdeGbf a9L lems]�sf]� /�sd ?= $),)))÷– nfO{ a}�ª\s clwljsif{ elgG5 .

-ª_ sf/�f]�af/� (Transaction)

k|To]�s ;+:�yfn]� cfˆgf]� p2]�Zo k|flKtsf nfuL b}�lgs ¿kdf s]�xL g s]�xL cfly{s lj|mofsnfk ug]�{ u5{ . 
o;/�L b}�lgs ¿kdf ul/�g]� cfly{s lj|mofsnfk, h:�t}� M gub hDdf, ;jf/�L vl/�b, gub laj|mL, pwf/�f]� 
vl/�b jf laj|mL cflbnfO{ sf/�f]�af/� elgG5 .

-r_ vl/�b (Purchase)

;+:�yfnfO{ cfjZos lrhj:�t' ;fx'af6 vl/�b ug]�{ /� s]�xL lglZrt /�sd gfkmf /�fvL a]�Rg]� ul/�G5 . 
o;/�L k'gM laj|mL ug]�{ p2]�Zon]� ;+:�yfn]� ;fx'af6 lsGg]� sfdnfO{ vl/�b elgG5 . csf]�{ zAbdf laj|mL 
ug]�{ p2]�Zon]� dfn;fdfg lsGg]� sfo{nfO{ vl/�b elgG5 . dfn;fdfg lsGg]� j]�nfdf g}� gub ltl/�G5 
eg]� To;nfO{ gub vl/�b elgG5 . dfn;fdfg lsGg]� j]�nfdf gub glt/�L kl5 ltg]�{ u/�L lslgof]� eg]� 
To;nfO{ pwf/�f]� vl/�b elgG5 .

-5_ vl/�b lkmtf{ (Purchase return)

Jofkfl/�s k|of]�hgsf nflu pwf/�f]�df lslgPsf dfn;fdfgx¿ vl/�b cfb]�zadf]�lhd gePsf]� v08df 
vl/�bstf{n]� To:�tf dfn;fdfgnfO{ laj|m]�tfnfO{ g}� lkmtf{ k7fpg'kg]�{ x'G5 h;nfO{ vl/�b lkmtf{ 
elgG5 . laj|m]�tfn]� dfn;fdfg vl/�bstf{nfO{ k7fpFbf vl/�b cfb]�zdf pNn]�v ul/�Psf j:�t'sf]� 
d"NoeGbf a9L d"No /�fvL k7fPdf, kl/�df0f sd jf a9L k7fPdf, sd u'0f:�t/�sf]� j:�t' k7fPdf, 
jf cGo sf/�0fn]� ubf{ dfn;fdfg vl/�bstf{n]� lkmtf{ k7fpF5 . o;/�L vl/�b ul/�Psf dfn;fdfg 
ljleGGf sf/�0fn]� ubf{ vl/�bstf{n]� laj|m]�tfnfO{ lkmtf{ k7fpg' g}� vl/�b lkmtf{ xf]� . dfn;fdfg vl/�b 
cfb]�zcg';f/� gePdf j|m]�tfn]� To;nfO{ lkmtf{ ug{ ;S5 . o;/�L vl/�b ul/�Psf dfn;fdfg lkmtf{ 
ug'{nfO{ g}� vl/�b lkmtf{ elgG5 .
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dfn;fdfgsf]� d"No a9L x'g', dfn;fdfgsf]� kl/�df0f sd x'g', lau|]�sf jf s'lxPsf ;fdfg x'g', 
sd;n u'0f:�t/�sf dfn;fdfg, ;doeGbf kl5 dfn;fdfg cfOk'Ug' cflb sf/�0fn]� j|m]�tfn]� lsg]�sf 
dfn;fdfgx¿ vl/�b lkmtf{ u5{ .

-h_ Jofkfl/�s j:�t' (Trading goods/� Merchandise)

;+:�Yffn]� dfn;fdfgx¿ k'gM laj|mL ug]�{ p2]�Zon]� vl/�b u5{ eg]� To;nfO{ Jofkfl/�s j:�t' elgG5 . 
;+:�yfn]� dfn;fdfg vl/�b u5{ t/� cfkmF}� k|of]�u u5{ eg]� To;nfO{ Jofkfl/�s j:�t' elgFb}�g .

-em_ laj|mL (Sales)

vl/�b ul/�Psf Jofkfl/�s j:�t' u|fxsnfO{ a]�Rg' g}� laj|mL xf]� . ;fdfGotM dfn;fdfgdf s]�xL /�sd 
gfkmf /�fvL a]�Rg]� p2]�Zo Jofkfl/�s ;+:�yfsf]� /�xG5 . slxn]�sfxLF vl/�b u/�]�sf]� d"Nodf jf ;f]�eGbf klg 
sd d"Nodf dfn;fdfgx¿ a]�Rg'kg]�{ x'g ;S5 . vl/�b ul/�Psf dfn;fdfg u|fxsnfO{ a]�Rg' g}� laj|mL 
xf]� . dfn;fdfg a]�Rbf t'?Gt}� gub k|flKt x'G5 eg]� To;nfO{ gub laj|mL /� gub kl5 kfpg]� u/�L 
laj|mL ul/�G5 eg]� To;nfO{ pwf/�f]� laj|mL elgG5 .

-`_ laj|mL lkmtf{ (Sales return)

;+:�yfn]� laj|mL u/�]�sf dfn;fdfgx¿ j|m]�tfn]� vl/�b cfb]�zadf]�lhd gePdf lkmtf{ k7fpF5 . o;/�L 
laj|mL ul/�Psf dfn;fdfgx¿ j|m]�tfaf6 lkmtf{ kfpg'nfO{ g}� laj|mL lkmtf{ elGfG5 . laj|mL lkmtf{n]� ubf{ 
cf;fdLaf6 kfpg' kg]�{ /�sd 36\g hfG5 . ?= !))) a/�fa/�sf]� dfn;fdfg sd u'0f:�t/�sf]� ePsfn]� 
j|m]�tfaf6 lkmtf{ k7fOG5 eg]� o;nfO{ laj|mL lkmtf{ elgG5 .

-6_ cf;fdL (Debtor)

;+:�yfn]� dfn;fdfg pwf/�f]�df laj|mL u/�]�sf]� v08df cf;fdL l;h{gf x'G5 . h'g JolSt jf ;+:�yfnfO{ 
pwf/�f]�df dfn;fdg laj|mL ul/�G5 ;f]�nfO{ cf;fdL÷C0fL elgG5 . dfn;fdfg laj|mL ug]�{ ;+:�yfsf 
nflu cf;fdL ;DklQ xf]� h;af6 eljiodf /�sd kfpg afFsL /�xG5 . cf;fdLnfO{ jf;nftdf 
;DklQ zLif{scGtu{t clen]�v /�flvG5 . ?= %))) sf]� dfn;fdfg /�d]�znfO{ pwf/�f]�df laj|mL u/�]�sf]� 
v08df /�d]�znfO{ cf;fdL elgG5 .

-7_ ;fx' (Creditor)

;+:�yfn]� dfn;fdfg slxn]�sfxLF pwf/�f]� klg vl/�b ug'{kg]�{ x'G5 . dfn;fdfg kl5 /�sd ltg]�{ u/�L 
h'g JolSt jf ;+:�yfaf6 vl/�b ul/�G5 To;nfO{ ;fx' elgG5 . lglZrt ;dokZrft\ /�sd ;fx'nfO{ 
ltg'{kg]�{ x'G5 . ;fx'nfO{ /�sd ltg'{kg]�{ ePsfn]� o;nfO{ jf;nftsf]� bfloTj zLif{sdf clen]�v 
/�flvG5 . of]� pwf/�f]� vl/�bsf dfWodaf6 l;h{gf x'G5 . ?= @))) a/�fa/�sf]� dfn;fdfg cfo{g 
k|f=ln= af6 pwf/�f]�df vl/�b u/�]�df cfo{g k|f= ln= nfO{ ;fx' elgG5 .
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-8_ Voflt (Goodwill)

k|To]�s ;+:�yfn]� ug]�{ lj|mofsnfksf af/�]�df u|fxs ju{ jf ;dfhdf Pp6f 5'6\6}� 5fk k/�]�sf]� x'G5 /� 
u|fxsnfO{ k|bfg ul/�Psf ;]�jf tyf j:�t'sf]� u'0f:�t/� /�fd|f]� ePdf ;f]� ;+:�yfsf]� gfd ;dfhdf /�fd|f]� 
x'g hfG5 h;nfO{ Voflt elgG5 . of]� Pp6f cb[Zo ;DklQ xf]� . Jofkfl/�s ;+:�yfsf]� gfd u|fxs 
ju{df /�fd|f]� rNg uPdf To;sf]� ;]�jf tyf dfn;fdfgsf]� laj|mL a9\g]� x'G5 . o;nfO{ jf;nftsf]� 
;DklQ zLif{scGtu{t b]�vfOG5 .

-9_ Jofkfl/�s lrx\g (Trade mark)

;+:�yfn]� pTkfbg ug]�{ j:�t'nfO{ 5'6\6}� klxrfg lbg]� p2]�Zon]� s'g}� gfd jf lrx\gnfO{ Jofkfl/�s lrx\g 
elgG5 . o:�tf]� gfd jf lrx\g csf{]� ;+:�yfn]� k|of]�u ug{ sfg'gL ¿kdf kfOFb}�g h'g ;+:�yfsf]� ;DklQ 
dflgG5 .

-0f_ v/�fa C0f (Bad debt)

;+:�yfn]� cfˆgf]� dfn;fdfg jf ;]�jf slxn]�sfxLF pwf/�f]� klg a]�Rg'kg]�{ x'G5 . o;/�L pwf/�f]�df a]�Rbf 
slxn]�sfxLF ;f]� /�sd p7\b}�g . pwf/�f]� /�sd ;ª\sng ug{ g;lsg]� ePsf]� v08df To;nfO{ gp7\g]� 
C0f÷v/�fa C0f elgG5 . of]� ;+:�yfsf nflu 3f6f xf]� . To;y{ o;nfO{ gfkmfgf]�S;fg vftf tof/� 
kfbf{ vr{ jf 3f6fsf ¿kdf clen]�v ul/�G5 .

-t_ gub (Cash)

xfd|f]� b]�zsf]� ;Gbe{df gub eGgfn]� ?lkofF jf k}�;fnfO{ hgfpF5 . To:�t}� cGo b]�zsf]� ;Gbe{df eGg]� 
xf]� eg]� kfp08, 8n/�, lbgf/� cflb ;a}� gub xf]� . s'g}� klg j:�t' tyf ;]�jf laj|mL ubf{ kfpg]� ?lkofF 
jf k}�;fnfO{ ;+:�yfn]� Ps 7fpFdf ;'/�lIft /�fV5 . o;/�L ;+:�yf;Fu ePsf]� ?lkofF jf k}�;fsf]� art /�sd 
g}� gub xf]� h'g jf;nftsf]� ;DklQ zLif{scGtu{t b]�vfOG5 .

-y_ a}�ª\s df}�Hbft (Bank balance)

?lkofF, k}�;f, 8n/�, lbgf/�, kfpG8 h:�tf gubsf ;fwgnfO{ ;'/�lIft /�fVg]� ;+:�yf a}�ª\s xf]� . a}�ª\s 
gub sf/�f]�af/�sf nflu sfg'gL ¿kdf dfGotf k|fKt ;+:�yf xf]� . o;n]� ljleGg JolSt tyf ;+:�yfaf6 
gub lgIf]�ksf ¿kdf :�jLsf/� u5{ /� ToxL gub cGo JolSt jf ;+:�yfnfO{ ;fk6L jf C0f lbg]� u5{ . 
o;/�L lgIf]�kstf{n]� cfkm";Fu a9L ePsf]� gub /�sd a}�ª\sdf hDdf u5{ eg]� o;/�L a}�ª\sdf hDdf 
ePsf]� /�sd g}� a}�ª\s df}�Hbft xf]� . a}�ª\s df}�Hbft ;DklQ ePsfn]� jf;nftsf]� ;DklQ zLif{sdf 
r9fOG5 .

-b_ Aofh (Interest)

;+:�yfn]� gub cefj ePsf j]�nf cGo JolSt jf a}�ª\saf6 C0f ;fk6L lng]� u5{ . o;/�L C0f lnFbf 
C0f lnPafkt ltl/�g]� jf ltg'{kg]�{ /�sdnfO{ g}� Aofh elgG5 . Aofhsf]� /�sd k|To]�s jif{ ltg'{kg]�{ 
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ePsfn]� of]� vr{ x'G5 h'g gfkmf gf]�S;fg vftfsf]� 8]�la6tkm{ r9fOG5 . C0f lnFbf Aofh ltg'{kg]�{ 
x'G5 eg]� C0f lbFbf Aofh kfpg'kg]�{ x'G5 . C0f k|jfx ug]�{ JolSt jf kIfsf nflu eg]� Aofh /�sd 
cfDbfgL x'G5 .

-w_ df}�Hbft (Stock)

laj|mLkZrft\ ;+:�yfsf]� uf]�bfddf afFsL /�xg uPsf Jofkfl/�s j:�t'nfO{ df}�Hbft elgG5 . csf]�{ zAbdf 
eGg]� xf]� eg]� laj|mL x'g afFsL dfn;fdgnfO{ df}�Hbft elgG5 . oL dfn;fdfg kl5 laj|mL eO{ gubdf 
kl/�0ft x'g]� ePsfn]� of]� ;+:�Yffsf]� ;DklQ xf]� . o:�tf]� df}�Hbftsf]� u0fgf k|To]�s cfly{s jif{sf]� cGTodf 
ug]�{ ul/�G5 . o;/�L jif{sf]� cGTodf b]�vfOg]� df}�HbftnfO{ clGtd df}�Hbft elgG5 /� o;}� clGtd 
df}�HbftnfO{ csf]�{ jif{sf]� ;'?df ;fl/�G5 h;nfO{ ;''?sf]� df}�Hbft elgG5 .

-g_ k'“hL lkmtf{ (Drawing)

Psnf}�6L jf ;fe]�mbf/�L Joj;fodf ;+:�yfsf]� dflnsn]� cfjZostfg';f/� slxn]�sfxLF ;+:�yfsf]� a}�ª\s 
df}�Hbft jf gub df}�Hbftaf6 /�sd lemsL JolStut k|of]�hgsf nflu vr{ u/�]�df To;nfO{ k'FhL 
lkmtf{cGtu{t clen]�v /�flvG5 . To:�t}� ;+:�yfsf]� dflnsn]� dfn;fdfgsf]� df}�Hbftaf6 dfn;fdfg 
lemsL cfˆgf]� 3/�fo;L k|of]�hgdf vr{ u/�]�df ;f]� klg kF'hL lkmtf{cGtu{t k5{ . o;/�L 3/�fo;L 
k|of]�hgsf nflu gub jf j:�t' ;+:�yfaf6 3/�fo;L k|of]�usf nflu vr{ ug'{ g}� k'FhL lkmtf{ xf]� .

-k_ C0f (Loan)

;+:�yf jf JolStnfO{ gubsf]� cefj ePsf]� v08df s'g}� cGo JolSt jf a}�ª\saf6 gub ;fk6L 
lnOG5 . Pp6f lglZrt k|ltztsf b/�n]� Aofh ltg]�{ u/�L s'g}� JolSt jf ;+:�yfaf6 lnOg]� gub ;fk6L 
/�sd g}� C0f xf]� . o;/�L ;fk6L lnFbf ;fjfF /�sd slxn]� lkmtf{ ug]�{ /� slt Aofh ltg'{kg]�{ xf]� ;f]�sf]� 
olsg u/�L lnOG5 . o;/�L lnPsf]� C0f /�sd ;dod}� lkmtf{ ug'{kg]�{ C0f lkmtf{ ug'{kg]�{ ePsfn]� of]� 
jf;nftdf bfloTj zLif{scGtu{t b]�vfOG5 .

-km_ r]�s (Cheque)

a}�ª\s vftfdf /�x]�sf]� /�sd lemSg jf e'StfgL ug{ k|of]�u ul/�g]� ;fwgnfO{ r]�s elgG5 .

-a_ ;'? df}�Hbft (Opening stock)

cfly{s jif{sf]� sf/�f]�af/�sf]� ;Gbe{df cluNnf]� jif{sf]� cGTodf afFsL /�x]�sf]� ;fdu|L /� sRrf kbfy{sf]� 
df}�HbftnfO{ rfn' jif{sf]� ;'? ;fdu|L df}�Hbft elgG5 .

-e_ clGtd df}�Hbft (Closing stock)

Joj;fodf pTkfbg jf vl/�b ePsf dfn;fdfg laj|mL geO{ jf pTkfbg k|lj|mof g}� k"/�f geO{ jf 
sRrf kbfy{ k|of]�u geO{ cfly{s jif{sf]� cGTodf afFsL /�xG5 eg]� To;nfO{ clGtd df}�Hbft elgG5 . 
Ps jif{sf]� clGtd df}�Hbft csf]�{ jif{sf]� ;'? df}�Hbft x'G5 .
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-d_ gfkmf /� gf]�S;fg (Profit and loss)

Jofj;flos sf/�f]�af/�df Ps lglZrt cjlwleq ePsf]� vr{eGbf cfDbfgL a9L ePsf]� cj:�yfnfO{ 
gfkmf /� vr{eGbf cfDbfgL sd ePsf]� cj:�yfnfO{ gf]�S;fg elgG5 .

-o_ ;l~rt hu]�8f (Retained earnings)

Joj;fosf]� ;~rfngsf l;nl;nfdf ;~rfng gfkmfaf6 ;]�o/� xf]�N8/�x¿nfO{ nfef+z a'emfPkZrft\ 
afFsL /�x]�sf]� v'b df}�HbftnfO{ ;l~rt hu]�8f elgG5 .

-/�_ x|f; (Deprecition)

;DklQsf]� df]�ndf j|mlds ¿kn]� x'g]� sdLnfO{ x|f; elgG5 . x|f;nfO{ Joj;fodf gf]�S;fg dfgL vr{ 
;/�x Jojxf/� ul/�G5 .

-n_ 5'6 (Discount)

;fdfg vl/�b, laj|mL jf /�sdsf]� n]�gb]�g ubf{ lgwf{l/�t d"Nodf ul/�g]� lglZrt s6f}�tLnfO{ 5'6 
elgG5 . 5'6 b'O{ k|sf/�sf x'G5g\ M

-c_ 	 Jofkfl/�s 5'6 (Trade discount) 

;fdfgsf]� d"Nodf lglZrt b/�n]� lbOg]� 5'6nfO{ Jofkfl/�s 5'6 elgG5 . laj|mL a9fpg]� p2]�Zon]� 
o:�tf]� 5'6 lbg]� ul/�G5 .

-cf_ 	 gub 5'6 (Cash discount)

pwf/�f]�df laj|mL ul/�Psf s'g}� j:�t'sf]� /�sd ;dod}� ;ª\sng ug]�{ p2]�Zon]� tf]�lsPsf]� ;do 
cufj}� e'StfgL x'Fbf lgwf{l/�t d"Nodf s'g}� /�sd 5'6 lbOPdf To:�tf]� 5'6nfO{ gub 5'6 
elgG5 .

n]�vfª\sgdf k|of]�u x'g]� ;ª\lIfKt zAbfjnLx¿

!=	 Dr. = n]�vfª\sgsf j|mddf k|of]�u x'g]� Debit sf]� ;lª\IfKt ¿k 

@=	 Cr. = n]�vfª\sgsf j|mddf k|of]�u x'g]�]� Credit sf]� ;ª\lIfKt ¿k

#=	 L.F. = s'g}� vftfsf]� kfgf g= nfO{ hgfpg]� Ledger Folio sf]� ;ª\lIfKt ¿k

$=	 J.F. = sf/�f]�af/�sf]� n]�vfkfng ubf{ p7fOg]� ef}�r/� g= nfO{ hgfpg]� Journal Folio sf]� ;ª\lIfKt 
¿k
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%=	 c/�d = df}�Hbft /�sdsf]� lhDd]�jf/�L ;fg]�{ sfo{nfO{ hgfpg]� Carried down nfO{ ;ª\If]�kdf 

n]�lvg]� ;ª\s]�t

^=	 b/�d =	df}�Hbft /�sdsf]� lhDd]�jf/�L cufl8 Nofpg]� sfo{nfO{ hgfpg]� Brought down nfO{  

;ª\If]�kdf n]�lvg]� ;ª\s]�t

!)=% 8]�la6 /� j|m]�l86 ug]�{ lgodx¿ (Rules of debit and credit)

cfly{s sf/�f]�af/�sf]� k|s[ltcg';f/� clen]�vgdf b'O{ ;dfg t/� ljk/�Lt k|efj /�xG5 . cyf{t\ k|To]�s 

sf/�f]�af/�sf]� Ps lglZrt df}�lb|s d"Nodf Ps kIf 8]�la6 tyf ;dfg d"Nodf csf]�{ kIf j|m]�l86 x'G5 . 

8]�la6 /� j|m]�l86 k|ljli6sf vf; cfwf/�e"t l;4fGt tyf lgod ljsf; ul/�Psf 5g\, h;sf cfwf/�df 

;a}� cfly{s sf/�f]�af/�sf]� k|ljli6 ul/�G5 . vf;u/�L o;sf lgodnfO{ lgDglnlvt b'O{ efudf afF8\g 

;lsG5 M

-s_	 k/�Dk/�fut ljlw (Traditional approach)

-v_	 cfw'lgs ljlw (Modern approach)

-s_ 	k/�Dk/�fut ljlw (Traditional approach)

o; ljlwdf cfly{s sf/�f]�af/�n]� k|efljt kfg]�{ zLif{s, h:�t}� M JolSt, kmd{ tyf sDkgL, ;fdfg, 

;DklQ, tna, ef8f, C0f, Aofh cflbnfO{ ltgLx¿sf]� k|s[lt tyf ljz]�iftfsf cfwf/�df ljleGg  

;d"xdf ljefhg ul/�G5 . o; ljlwdf vftfnfO{ d'Vo ¿kdf lgDglnlvt tLg ;d"xdf 

ljefhg ug{ ;lsG5 M

-c_	 JolStut vftf (Personal account)

-cf_	 jf:�tljs vftf (Real account)

-O_	 ;fª\s]�lts÷gfddfq vftf (Nominal account)

vftfsf k|sf/

JolStut jf:tljs ;fª\s]lts
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vftfsf k|sf/� cy{ tyf pbfx/�0f

JolStut vftf JolSt, ;ª\3;+:�yf, k'FhL /� bfloTjnfO{ JolStut vftf dflgG5,  
h:�t}� M /�fd, kf;fª, uLtf, s'df/�L a}�ª\s, k|eft sn]�h cflb .

jf:�tljs vftf JolSt tyf ;ª\3;+:�yfafx]�s ef}�lts cl:�tTj ePsf b]�Vg /� 5'g ;lsg]� 
j:�t'nfO{ jf:�tljs vftf elgG5, h:�t}� M gub, ;fdfg, kmlg{r/�, 
d]�l;g, cf}�hf/� cflb .

;fª\s]�lts vftf ef}�lts cl:�tTjdf gePsf cyjf b]�Vg /� 5'g g;lsg]� cb[Zo 
zLif{snfO{ ;fª\s]�lts vftf elgG5 . cfDbfgL tyf vr{sf zLif{s o; 
vftfdf k5{g\, h:�t}� M tna, ef8f, Aofh, sld;g, gfkmf, gf]�S;fg, 
cflb .

k/�Dk/�fut ljlwdf 8]�la6 /� j|m]�l86 ug]�{ lgod

vftfsf k|sf/� 8]�la6 (Dr.) j|m]�l86 (Cr.)

JolStut vftf
(Personal Account)

kfpg]� JolSt
(Receiver)

lbg]� JolSt
(Giver)

jf:�tljs vftf
Real Account

k|fKt ;DklQ
What comes in

aflx/� uPsf]� ;DklQ
What goes out

;fª\s]�lts vftf
Nominal Account

vr{ /� gf]�S;fg
Expenses and losses

cfDbfgL /� kmfObf÷gfkmf
Income and gains/�Profit

-v_ 	cfw'lgs ljlw (Modern approach)

o; ljlw n]�vf;dLs/�0fdf cfwfl/�t x'G5, hxfF k'FhL /� bfloTjsf]� of]�u ;DklQsf]� of]�u;Fu 
a/�fa/� x'G5 . cfly{s sf/�f]�af/�sf]� clGtd k|efjsf ¿kdf ;DklQ, k'FhL tyf bfloTjdf 
bf]�xf]�/�f]� k|efj /�x]�sf]� x'G5 . of]� jf;nftsf]� ;DaGw æ;DklQ, k'FhL, bfloTjÆ df cfwfl/�t 
x'G5 . n]�vf clen]�vgsf]� k|ljli6sf]� lgod ha ;DklQ tyf k'FhL /� bfloTj tyf ltgsf cGo 
;DalGwt zLif{sdf cfwfl/�t /�x]�/� agfOPsf]� 5, o;nfO{ n]�vf ;dLs/�0f ljlw elgG5 . o; 
ljlwcGtu{t vftfnfO{ ;DklQ, k'FhL, bfloTj, vr{ tyf gf]�S;fgL /� cfDbfgL vftf u/�L kfFr 
efudf ljefhg ul/�G5 . o;nfO{ lgDglnlvt ;dLs/�0fdf k|:�t't ug{ ;lsG5 M

;DklQ Ö k'FhL ± bfloTj (Assets = Capital+Liablities)
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o;cGtu{t clen]�vgsf]� lgod lgDglnlvt tflnsfdf lbOPsf]� 5 M

vftfx¿ 8]�la6 j|m]�l86

;DklQ a9]�df -±_ 36]�df -–_

vr{ /� gf]�S;fg a9]�df -±_ 36]�df -–_

kF'hL 36]�df -–_ a9]�df -±_

bfloTj 36]�df -–_ a9]�df -±_

cfDbfgL÷kmfObf 36]�df -–_ a9]�df -±_

cEof;

!=	 tnsf vftf JolStut, jf:�tljs, cjf:�tljs s'gdf k5{g\ 5'6\ofpg'xf]�;\ M

-s_	 Joj;fodf ul/�g]� ;]�o/� nufgL		 -r_ vl/�b vftf

-v_	 Joj;fodf k|fKt ul/�g]� C0f		  -5_ w/� ef8f vr{

-u_	 ljljw ;fx'				    -h_ Aofh cfDbfgL

-3_	 ljljw cf;fdL			   -em_ /�fd vftf

-ª_	 laj|mL vftf				   -`_ ;fu/� ;le{;]�h k|f=ln=

@=	 tnsf zAbsf]� cy{ n]�Vg'xf]�;\ M

-s_	 ;]�o/�					     -ª_ bfloTj

-v_	 laj|mL					     -r_ cf;fdL

-u_	 ;DklQ					    -5_ ;fx'

-3_	 vl/�b					     -h_ ;l~rt hu]�8f

#=	 tnsf k|Zgsf]� clt 5f]�6f]� pQ/� n]�Vg'xf]�;\ M

-s_	 n]�vfk|0ffnLsf]� kl/�ro lbg'xf]�;\ .

-v_	 Psf]�xf]�/�f]� n]�vfk|0ffnL eg]�sf]� s]� xf]� <
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-u_	 Psf]�xf]�/�f]� n]�vfk|0ffnLsf s'g}� b'O{ ljz]�iftf n]�Vg'xf]�;\ .

-3_	 bf]�xf]�/�f]� n]�vfk|0ffnLnfO{ lsg j}�1flgs n]�vfk|0ffnL elgG5 <

-ª_	 gubdf cfwfl/�t n]�vf eg]�sf]� s]� xf]� <

-r_	 df}�lb|s dfkgsf]� dfGotfaf/�]� n]�Vg'xf]�;\ .

-5_	 nfut l;4fGt eg]�sf]� s]� xf]� <

-h_	 k/�Dk/�fut ljlwcGtu{t vftfsf k|sf/� n]�Vg'xf]�;\ .

$=	 tnsf k|Zgx¿sf]� 5f]�6f]� pQ/� n]�Vg'xf]�;\ M

-s_	 Psf]�xf]�/�f]� n]�vfk|0ffnLsf]� JofVof ug'{xf]�;\ .

-v_	 Psf]�xf]�/�f]� n]�vfk|0ffnL s:�tf k|j[mltsf ;+:�yfx¿n]� /�fVg]� u5{g\ <

-u_	 n]�vfljlwsf cfwf/� j0f{g ug'{xf]�;\ .

-3_	 n]�vfljlw;Fu ;DalGwt s'g}� kfFr zAb pNn]�v u/�L ltgsf]� j0f{g ug'{xf]�;\ .

%=	 tnsf k|Zgsf]� nfdf]� pQ/� n]�Vg'xf]�;\ M

-s_	 bf]�xf]�/�f]� n]�vfk|0ffnL eg]�sf]� s]� xf]�, o;sf ljz]�iftf dfly k|sfz kfg'{xf]�;\ .

-v_	 Psf]�xf]�/�f]� /� bf]�xf]�/�f]� n]�vfljlwsf]� leGgtf b]�vfpg'xf]�;\ .

-u_	 n]�vfljlwsf cfwf/�e"t dfGotf JofVof ug'{xf]�;\ .

-3_	 vftfsf 8]�la6 /� j|m]�l86 ug{]� lgodsf af/�]�df lj:�t[t ¿kdf n]�Vg'xf]�;\ .

lj|mofsnfk

-s_	 kf7 ( sf lj|mofsnfkdf klxrfg u/�]�sf sf/�f]�af/�nfO{ vftfsf k|sf/�cg';f/� 5'6\ofpg'xf]�;\ .

-v_]	 vftfx¿ 8]�la6 /� j|m]�l86 ug]�{ ljleGg lgodsf]� ;fyL ;d"xdf Jofjxfl/�s cEof; u/�L sIffdf 
k|:�t't ug'{xf]�;\ .
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kf7 !!
ef}�r/�  

(Journal Entry)

!!=! ef}�r/�sf]� kl/�ro (Introduction to journal)
ef}�r/� n]�vfª\sgsf]� k|f/�lDes sfuhftdWo]�sf]� dxÎjk"0f{ sfuhft xf]� . o;df sf/�f]�af/�sf]� klxrfg 
u/�L ;DalGwt vftfdf 8]�la6 tyf j|m]�l86 k|ljli6 ul/�G5 . ef}�r/�nfO{ cª\u|]�hLdf Journal elgG5 . 
Journal ZfAb Jour eGg]� k|m]�Gr efiffaf6 cfPsf]� xf]� . o;sf]� cy{ b}�lgs k'l:�tsf eGg]� x'G5 . 
Joj;fodf ePsf b}�lgs sf/�f]�af/�nfO{ k|f/�lDes clen]�v /�fVg Journal cyf{t\ ef}�r/� tof/�  
ul/�G5 .

L.C Copper sf cg';f/� sf/�f]�af/�nfO{ ;DalGwt vftfdf ;xh ¿kdf k|ljli6 ug{sf nflu juL{s/�0f 
ug{ k|of]�u ul/�g]� vftfsf]� 9fFrf ef}�r/� xf]� (A journal is a book employed or classified or sort out 
transcation in a form convinent for their subsequent entry in the ledger.) . Joj;fodf ePsf 
cfly{s sf/�f]�af/�nfO{ 8]�la6 /� j|m]�l86sf]� lgodsf cfwf/�df ldltcg';f/� j|md ldnfP/� /�fVg]�]� ;'? 
clen]�vnfO{ ef}�r/� elgG5 .

ef}�r/�df k|To]�s sf/�f]�af/�sf]� ;'?sf]� clen]�v /�flvg]� x'Fbf o;nfO{ Book of original entry klg 
elgG5 . cfly{s sf/�f]�af/�sf]� ef}�r/� cyf{t\ k|f/�lDes clen]�vsf cfwf/�df vftf (Ledger) tof/� 
kf/�L k|To]�s zLif{ssf af/�]�df k"0f{ ¿kn]� cnu cnu n]�vf /�flvG5 .

n]�vfsf]� k|lj|mof sf/�f]�af/�sf]� klxrfgaf6 ;'? x'G5 . n]�vfdf gubdf dfkg ug{ ;lsg]� sf/�f]�af/� 
tyf 36gf Dffq}� ;dfj]�z x'G5g\ . n]�vfkfnn]� To:�tf cfly{s sf/�f]�af/�;Fu ;DalGwt sfuhftnfO{ 
cfwf/� dfG5 . cfwf/�e"t sfuhftsf]� tof/�L n]�vfª\sgsf]� klxnf]� r/�0fsf]� sfo{ dflgG5 . cfwf/�e"t 
sfhuftdf cfb]�z, lan tyf ljhs, /�l;b, e'StfgL /�l;b, r]�s, ef}�r/� h:�tf sfuhft k5{g\ .
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!!=@ ef}�r/� tof/�Lsf]� p2]�Zo (Objectives of journal entry)
ef}�r/� tof/� ug'{sf p2]�Zo lgDgfg';f/� 5g\ M

-s_	 k|To]�s cfly{s sf/�f]�af/�sf]� k|f/�lDes clen]�v /�fVg'

-v_	 ;a}� sf/�f]�af/�sf]� Ps}� 7fpFdf hfgsf/�L u/�fpg'

-u_	 sf/�f]�af/�sf]� 8]�la6 /� j|m]�l86sf]� c;/� 5'6\ofpg ;xof]�u ug'{

-3_	 ljleGg lsl;dsf vftf tof/� kfg{ ;xof]�u ug'{

-ª_	 sf/�f]�af/� k'i6\ofO ug{]� sfuhft ;ª\sng ug'{

-r_	 cfly{s sf/�f]�af/�df uNtL x'g]� ;DefjgfnfO{ sd ug'{

-5_	 sf/�f]�af/�sf]� juL{s/�0f ug'{ cflb .

!!=# ef}�r/�sf]� gd'gf 9f“rf (Specimen format of journal)
;a}� k|sf/�sf sf/�f]�af/�sf]� n]�vfª\sgdf k|of]�u x'g]� ef}�r/�sf]� ;fdfGo 9fFrf lgDgfg';f/� /�x]�sf]� 5 M

ldlt ljj/�0f vf=kf= g= 8]�la6 j|m]�l86

====÷==÷=== 8]�= ================vftf
j|m]�====================vftf
-==========sf/�f]�af/�sf]� ;ª\lIfKt ljj/�0f_

======

======

xxxx

xxxx

hDdf xxxx xxxx

-s_ ldlt	 M	 o;df sf/�f]�af/� ePsf]� ldlt jif{, dlxgf /� ut]� j|mda4 ¿kdf 
(Chronological order) df n]�lvG5 .

-v_ ljj/�0f	 M	 o;df sf/�f]�af/�n]� c;/� kf/�]�sf]� 8]�la6 vftf /� j|m]�l86 vftf 5\'6\ofO{ 
sf/�f]�af/�sf]� JofVof;d]�t ug'{k5{ . klxn]� 8]�la6 x'g]� vftf To;kl5 j|m]�l86 
x'g]� vftf /� sf]�i7sdf sf/�f]�af/�sf]� ;ª\lIfKt ljj/�0f n]�lvG5 .

-u_ vftf kfgf gDa/�	 M	 ljj/�0fdf plNnlvt vftfsf]� sf/�f]�af/� r9fPkl5 ;f]�sf]� kfgf gDa/� 
n]�lvG5 .

-3_ 8]�la6	 M	 ljj/�0fdf n]�lvPsf]� 8]�la6 vftfsf]� /�sd r9fOG5 .

-ª_ j|m]�l86	 M	 ljj/�0fdf n]�lvPsf]� j|]�ml86 vftfsf]� /�sd o;df r9fOG5 .

-r_ ;ª\If]�kLs/�0f	 M	 sf/�f]�af/�nfO{ a'lemg]� u/�L 5f]�6f]� ¿kdf k|:�t't ug{]� ul/G5 . o;n]� eljiodf 
klxrfg tyf lx;fa ldnfgdf ;xof]�u u5{ .
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!!=$ ef}�r/� tof/� ug{]� ljlw (Methods to prepare journal)
ef}�r/� tof/� ug{ b'O{ ljlw k|rngdf /�x]�sf 5g\ M

-s_ Psn sf/�f]�af/� k|ljli6 ef}�r/� (Single transaction entry)

o; ljlwdf 8]�la6 /� j|m]�l86df Ps Ps vftfdf dfq}� k|ljli6 ul/�G5 . o;/�L ef}�r/� tof/� ubf{ k|To]�s 
sf/�f]�af/�sf]� 5'6\6f5'6\6}� ef}�r/� tof/� ul/�G5 . ef}�r/�sf k|sf/�df pbfx/�0f:�j¿k lbOPsf ef}�r/� Psn 
sf/�f]�af/� k|ljli6 ef}�r/� pbfx/�0f x'g\ .

-v_ ax'sf/�f]�af/� k|ljli6 ef}�r/� (Compound transaction entry) :

o; ljlwdf 8]�la6 /� j|m]�l86df Ps jf PseGbf a9L vftfx¿ k|ljli6 ul/�G5 . o;/�L ef}�r/� tof/� 
ubf{ Ps jf PseGbf a9L vftfdf k|ljli6 x'g]� sf/�f]�af/�sf]� Pp6}� ef}�r/� tof/� ul/�G5 . pbfx/�0fsf 
¿kdf >fj0f ( ut]� 3/�ef8f ?= !),))) /� ?= %))) OG6/�g]�6 vr{;d]�t ?= !%,))) g]�kfn  
a}�ª\saf6 r]�s n]�vL vr{ ubf{ lgDgfg';f/�sf]� ax'vftfdf k|ljli6 ef}�r/� tof/� ul/�G5 M

ldlt ljj/0f vftf g= 8]la6 j|m]l86

)$.)( 8]�= 3/�ef8f vr{ vftf

8]�= OG6/�g]�6 vr{ vftf

j|m]�= g]�kfn a}�ª\s vftf

-3/�ef8f / OG6/g]6 vr{ e'StfgL ul/�of]�_

!),))).–

%,))).–

!%,))).–

hDdf !%,))).– !%,))).–

!!=% ef}�r/� tof/� ug{]� r/�0f (Steps to prepare journal)
-s_	 k|To]�s sf/�f]�af/�sf]� klxrfg u/�L ;DalGwt vftf lglZrt ug{]�

-v_	 pSt vftf JolStut, jf:�tljs jf cjf:�tljs vftf s'g xf]� klxrfg ug{]�

-u_	 k|To]�s vftfsf]� 8]�la6 /� j|m]�l86 kQf nufpg]� lgod olsg ug{]�

-3_	 sf/�f]�af/�sf ldlt dxndf ldlt n]�Vg]

-ª_	 ljj/�0f dxndf klxn]� 8]�la6sf]� ljj/�0f n]�Vg]�, ;'? 8]�= jf (Dr.) n]�vL ;DalGwt vftfsf]� 
gfd n]�Vg]�

-r_	 8]�la6 ul/�;s]�kl5 j|m]�= jf (Cr.) n]�vL j|m]�l86 x'g]� vftf n]�Vg]�, j|m]�l86 n]�Vbf afofFtkm{ 
s]�xL 7fpF 5f8L n]�Vg]�
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-5_	 8]�la6 /� j|m]�l86sf]� dxnsf]� hDdf ug{]�, 8]�la6 a/�fa/� j|m]�l86 x'g}� k5{ .

-h_	 ljj/�0f dxnsf]� clGtddf sf/�f]�af/�sf]� ;ª\lIfKt ljj/�0f n]�Vg'k5{ .

-em_	 ef}�r/�df cfjZos cGo ljj/�0f n]�Vg'kg{]� ePdf n]�Vg'k5{ .

-~f_	 cGTodf ef}�r/� p7fpg]� /� k|dfl0ft ug{]�n]� k|dfl0ft ug'{k5{ .

-6_	 sf/�f]�af/�;Fu ;DalGwt sfuhft ;+nUg ug'{k5{ .

Vfftf kfgf g= sf]� k|of]�u Manual Accounting system df a9L ;fGble{s 
/�xG5 . Software system af6 /�flvg]� n]�vfdf o;sf]� ;fGble{stf sd jf Go"g 
/�xG5 .

!!=^	ef}�r/� tof/�Lsf k|of]�ufTds pbfx/�0fx¿ (Practical examples of 
journal entry)

dfly lbOPsf]� ef}�r/�sf]� 9fFrf, ef}�r/� tof/�L ljlw /� ef}�r/� tof/�Lsf r/�0fdf cfwfl/�t eO{ ljleGg 
lsl;dsf sf/�f]�af/�sf]� ef}�r/� tof/� ul/�G5 . oxfF s'g}� Ps lghL Joj;fodf x'g]� sf/�f]�af/�nfO{ cfwf/� 
dfgL ef}�r/� tof/�Lsf pbfx/�0f k|:�t't ul/�Psf]� 5 M

!!=^=! Psn sf/�f]�af/� k|ljli6 (Single transaction entry)

-s_ Joj;fo :�yfkgf (Business commencement)

Joj;fo :�yfkgf tyf ;~rfng ug{sf nflu o;sf :�jfldTjstf{n]� gub jf lhG;L jf b'a}� ¿kdf 
u/�]�sf]� nufgLnfO{ k'FhL elgG5 . k'FhL Joj;fosf nflu o;sf :�jfldTjstf{tkm{sf]� :�yfoL k|sf/�sf]� 
bfloTj dflgG5 . k'FhL nufgLdf nufgLstf{sf]� gfddf k'FhL hf]�l8g]� ePsfn]� o;nfO{ JolStut 
vftf dflgG5 .

-c_	 gub ?=&),))) af6 Joj;fo ;'? ul/�of]� (Business started with cash Rs.70,000)

of]� sf/�f]�af/�n]� Joj;fodf gub vftf /� k'FhL vftfnfO{ k|efljt kf5{ . vftf juL{s/�0fsf 
cfwf/�df x]�bf{ o;df gub jf:�tljs vftf ePsfn]� h]� cfpF5 8]�la6 eGg]� lgodcg';f/� 
o;nfO{ 8]�la6 ul/�G5 /� k'FhL vftf Joj;fosf]� dflns;Fu ;DalGwt ePsfn]� JolStut 
vftf dfg]�/� lbg]� kIf j|m]�l86 eGg]� lgodcg';f/� k'FhL vftfnfO{ j|m]�l86 ul/�G5 .

n]�vf ;dLs/�0sf cfwf/�df x]�bf{ gub ;DklQ /� k'FhL ePsfn]� ;DklQdf j[l4 8]�la6 eGg]� 
lgodcg';f/� gub vftf 8]�la6 /� k'FhLdf j[l4 j|m]�l86 eGg]� lgodcg';f/� k'FhL vftf j|m]�l86 
ul/�G5 .
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of]� sf/�f]�af/�nfO{ o; k|sf/� k|ljli6 ul/�G5 .

ldlt ljj/�0f vfkf g=
8]�la6  
/�sd

j|m]�l86  
/�sd

gub vftf ================== 8]�=

k'FhL vftf =============== j|m]�=

-gubaf6 Joj;fo ;'? ul/�of]�_

&),))).–

&),))).–

-v_ k'“hL lkmtf{ (Drawing)

s'g}� Joj;fosf]� :�jfldTjstf{n]� ljleGg 3/�fo;L jf lghL k|of]�hgsf nflu cfˆgf]� Joj;foaf6 gub 
jf lhG;L lemSg]� sfo{nfO{ k'FhL lkmtf{ elgG5 . k'FhL lkmtf{ k'FhLaf6 36fOg]� /�sd xf]� . of]� Psnf}�6L 
tyf ;fem]�bf/�L Joj;fodf x'g ;S5 t/� sDkgL :�j¿ksf Joj;fodf o:�tf]� cj:�yf /�xFb}�g . k'FhL 
lkmtf{;DaGwL ljleGg sf/�f]�af/�sf]� lgDglnlvt ¿kdf k|ljli6 ul/�G5 M

-c_	 Joj;foaf6 3/�fo;L k|of]�hgsf nfu ?= %,))) lemlsof]� (Withdrew Rs. 5,000 from 
business for domestic use)

of]� sf/�f]�af/�n]� k'FhL lkmtf{ /� gub vftfnfO{ k|efljt u5{ .

vftf ljefhgsf cfwf/�df x]�bf{ gub jf:�tljs vftf ePsfn]� j|m]�l86 h]� hfG5 eGg]� 
l;4fGtcg';f/� gub vftf j|m]�l86 /� k'FhL lkmtf{ JolStut vftf -Joj;fosf]� dflns_ ePsfn]� 
8]�la6 k|flKtstf{ eGg]� l;4fGtcg';f/� k'FhL lkmtf{ vftf (drawing A/�c) 8]�la6 ul/�G5 . km]�l/� 
n]�vf ;dLs/�0fsf cfwf/�df x]�bf{ gub ;DklQ ePsfn]� ;DklQdf sdL eGg]� l;4fGtcg';f/� 
gub vftf j|m]�l86 /� k'FhL lkmtf{ k'FhL ePsfn]� k'FhLdf sdL eGg]� l;4fGtcg';f/� k'FhL lkmtf{ 
8]�la6 ul/�G5 . o;/�L of]� sf/�f]�af/�nfO{ lgDgcg';f/� k|lji6 ul/�G5 M

ldlt ljj/�0f vfkf g=
8]�la6  
/�sd

j|m]�l86  
/�sd

k'FhL lkmtf{ vftf =============== 8]�=

gub vftf ==================== j|m]�

-Joj;foaf6 3/�fo;L k|of]�hgsf nflu gub 
lemlsof]�_

%,))).–

%,))).–
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-u_ a}�ª\sdf gub hDdf bflvnf (Cash deposited into bank)

-c_	 a}�ª\sdf gub ?= %%,))) bflvnf ul/�of]� (Cash deposited into bank Rs.55,000)

of]� sf/�f]�af/�n]� Joj;fodf gub vftf /� a}�ª\snfO{ k|efljt k5{ . vftf juL{s/�0fsf cfwf/�df 
x]�bf{ o;df gub jf:�tljs vftf ePsfn]� h]� hfG5 j|m]�l86sf]� lgodcg';f/� o;nfO{ j|m]�l86 
ul/�G5 /� a}�ª\s JolStut vftf ePsfn]� 8]�la6 k|flKtstf{sf]� lgodcg';f/� a}�ª\snfO{ 8]�la6 
ul/�G5 . n]�vf ;dLs/�0fsf cfwf/�df x]�bf{ o;df gub /� a}�ª\s b'a}� ;DklQ x'g\ . gub ;DklQ 
36]�sfn]� j|m]�l86 ;DklQ 36\g' eGg]� lgodcg';f/� gub vftfnfO{ j|m]�l86 /� 8]�la6 ;DklQ 
a9\g' eGg]� lgodcg';f/� a}�ª\s vftf 8]�la6 ul/�G5 . o;/�L of]� sf/�f]�af/�nfO{ o;k|sf/� k|ljli6 
ul/�G5 .

ldlt ljj/�0f vfkf g= 8]�la6 /�sd j|m]�l86 /�sd

a}�ª\s vftf ================== 8]�=

gub vftf ================== j|m]�=

-a}�ª\sdf gub hDdf bflvnf ul/�of]�_

%%,))).–

%%,))).–

-3_ gubdf ;fdfg vl/�b (Purchase of goods in cash)

lgoldt cf}�Bf]�lus tyf Jofkfl/�s k|of]�hgsf nflu sRrf kbfy{, cw{lgld{t j:�t' tyf lgld{t 
j:�t'sf]� j|monfO{ vl/�b elgG5 .

-c_	 gubdf ?= !%,))) sf]� ;fdfg vl/�b ul/�of]� (Goods of Rs. 15,000 purchased in cash)

j:�t'sf]� vl/�b ubf{ o;nfO{ vr{sf ¿kdf lng'k5{ . o;/�L x]�bf{ dflysf]� sf/�f]�af/�df vl/�b 
(purchase) /� gub vftf k|efljt x'G5g\ . vftf ljefhgsf cfwf/�df x]�bf{ vl/�b -vr{_ 
;fª\s]�lts vftf ePsfn]� 8]�= vr{ eGg]� lgodcg';f/� vl/�b vftfnfO{ 8]�la6 ul/�G5 eg]� gub 
jf:�tljs vftf ePsfn]� j|m]�l86 h]� hfG5 eGg]� lgodcg';f/� gub vftf j|m]�l86 ul/�G5, km]�l/� 
n]�vf ;dLs/�0fsf cfwf/�df x]�bf{ o;df vl/�b vr{ /� gub ;DklQ ePsfn]� 8]�la6 vr{ a9\g' 
eGg]� lgodcg';f/� vl/�b vftf 8]�la6 /� j|m]�l86 ;DklQ 36\g' eGg]� lgodcg';f/� gub vftf 
j|m]�l86 ul/�G5 . o;/�L pSt sf/�f]�af/�nfO{ o;k|sf/� k|ljli6 ul/�G5 M

ldlt ljj/�0f vfkf g= 8]�la6 /�sd j|m]�l86 /�sd

vl/�b vftf ================== 8]�=

gub vftf ================ j|m]�=

-gubdf ;fdfg vl/�b ul/�of]�_

!%,))).–

!%,))).–
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-ª_ pwf/�f]�df ;fdfg vl/�b (Purchase of goods on credit)

-c_	 cfo{gaf6 ?= ##,))) sf]� ;fdfg vl/�b ul/�of]� (Purchased goods of Rs. 33,000 from 
Aryan)

Joj;fodf lgoldt ¿kdf ;fdfgsf]� vl/�b eO/�xG5 . w]�/�}�h;f]� vl/�b pwf/�f]�df x'G5 . 
;fdfgsf]� vl/�bnfO{ vr{sf ¿kdf lnOG5 . pwf/�f]� vl/�b sf/�f]�af/�n]� vl/�b vftf /� ;fx' 
vftfnfO{ k|efljt kf5{ . vftf juL{s/�0fsf cfwf/�df x]�bf{ o;df vl/�b -vr{_ ;fª\s]�lts 
vftf ePsfn]� 8]�la6 vr{ tyf gf]�S;fg eGg]� lgodcg';f/� o;nfO{ 8]�la6 ul/�G5 eg]� ;fx' 
JolStut vftf ePsfn]� j|m]�l86 lbg]� kIf eGg]� lgodcg';f/� ;fx' vftf j|m]�l86 ul/�G5 .

n]�vf ;dLs/�0fsf cfwf/�df x]�bf{ o;df vl/�b vr{ ePsfn]� 8]�la6 vr{ j[l4 eGg]� lgodcg';f/� 
vl/�b vftfnfO{ 8]�la6 /� cfo{g -;fx'_ bfloTj ePsfn]� j|m]�l86 bfloTj j[l4 eGg]� lgodcg';f/� 
vftfnfO{ j|m]�l86 ul/�G5 .

o;/�L pSt sf/�f]�af/�nfO{ lgDgfg';f/� k|ljli6 ul/�G5 M

ldlt ljj/�0f vfkf g= 8]�la6 /�sd j|m]�l86 /�sd

vl/�b vftf=========== 8]�=

cfo{g vftf======== j|]�m=

-cfo{gaf6 pwf/�f]�df ;fdfg vl/�b ul/�of]�_

##,))).–

##,))).–

-r_ vl/�b lkmtf{ (Purchase return)

vl/�b ul/�Psf ;fdu|LdWo]� dfqf a9L ePdf, Jofkfl/�s ;t{x¿df ljjfb ePdf, u'0f:�t/�Lo gePdf 
jf cGo s'g}� klg sf/�0fn]� ;a}� jf s]�xL kl/�df0f laj|m]�tfnfO{ g}� lkmtf{ ul/�g]� sfo{nfO{ vl/�b lkmtf{ 
elgG5 . o;df k|fKt ePsf ;fdfg aflx/� hfg]� ePsfn]� j|m]�l86 ul/�G5 . vl/�b tyf vl/�b lkmtf{ 
;DaGwL ljleGg sf/�f]�af/�sf]� k|ljli6 lgDglnlvt ¿kdf ul/�G5 M

-c_	 cfo{gnfO{ ?= #,))) sf]� ;fdfg lkmtf{ ul/�of]� (Goods of Rs. 3,000 returned to Aryan)

pwf/�f]�df vl/�b ul/�Psf ;fdfgdWo]� s]�xL ;fdfg cfb]�zcg';f/� geP jf ljljw sf/�0fn]� 
laj|m]�tfsxfF g}� lkmtf{ ul/�G5 . o:�tf]� sf/�f]�af/�n]� ;fdfg vftf /� laj|m]�tf -;fx'_ vftfnfO{ 
k|efj kf5{ . dflysf]� sf/�f]�af/�n]� vl/�b lkmtf{ /� cfo{g vftfnfO{ ?= #))) a/�fa/� k|efljt 
u/�]�sf]� 5 . o;nfO{ vftf ljefhgsf cfwf/�df x]�bf{ vl/�b lkmtf{ ;fª\s]�lts vftf ePsfn]� 
/� vftfsf]� lj:�t[t k|efj ePsfn]� vl/�b lkmtf{ vftf j|]�ml86 ul/�G5 . To:�t}� cfo{g -;fx'_ 
JolStut vftf ePsfn]� 8]�la6 k|flKtstf{ eGg]� lgodcg';f/� cfo{g vftfnfO{ 8]�la6 ul/�G5 .
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km]�l/� n]�vf ;dLs/�0fsf cfwf/�df x]�bf{ vl/�b lkmtf{ -vr{ 36\g]�_ ePsfn]� j|m]�l86 vr{ 36\g' 
eGg]� lgodcg';f/� vl/�b lkmtf{ vftf j|m]�l86 ul/�G5 . To:�t}� cfo{g -;fx'_ bfloTj g36\g]� 
ePsfn]� 8]�la6 bfloTj 36\g' eGg]� l;4fGtcGtu{t cfo{g vftfnfO{ 8]�la6 ul/�G5 . o;/�L of]� 
sf/�f]�af/�nfO{ lgDgfg';f/� k|ljli6 ul/�G5 M

ldlt ljj/�0f vfkf g= 8]�la6 /�sd j|m]�l86 /�sd

cfo{g vftf ================== 8]�=

vl/�b lkmtf{ vftf ========j|]�m=

-cfo{gnfO{ ;fdfg lkmtf{ ul/�of]�_

#,))).–

#,))).–

-5_ gubdf ;fdfg laj|mL (Sales of goods in cash)

lgoldt cf}�Bf]�lus tyf Jofkfl/�s k|of]�hgsf nflu sRrf kbfy{, cw{lgld{t j:�t' tyf lgld{t 
j:�t'sf]� ljj|monfO{ laj|mL elgG5 .

-c_ 	 gubdf ?= #%,))) sf]� ;fdfg laj|mL ul/�of]� (Goods of Rs. 35,000 sold in cash)

s'g}� klg Jofj;flos ;+:�yfn]� d'Vo cfDbfgLsf ¿kdf cfkm}�F pTkfbg u/�]�/� jf tof/�L j:�t' 
vl/�b u/�]�/� laj|mL ul/�/�x]�sf x'G5g\ eg]� To:�tf j:�t'nfO{ ;fdfg (goods) elgG5 . o;nfO{ 
ljj|mo cfDbfgL dflgG5 . o;/�L x]�bf{ dflysf]� sf/�f]�af/�df laj|mL (sales) /� gub vftf 
k|efljt x'G5g\ .

vftf ljefhgsf cfwf/�df x]�bf{ ljj|mo -cfDbfgL_ ;fª\s]�lts vftf ePsfn]� j|m]�l86 cfDbfgL 
tyf gfkmf eGg]� l;4fGtcg';f/� ljj|mo vftfnfO{ j|m]�l86 ul/�G5 eg]� gub jf:�tljs vftf 
ePsfn]� 8]�la6 h]� cfpF5 eGg]� l;4fGtcg';f/� gub vftfnfO{ 8]�la6 ul/�G5 .

To;/�L g}� km]�l/� n]�vf ;dLs/�0fsf cfwf/�df x]�bf{ o;df ljj|mo cfDbfgL /� gub ;DklQ 
ePsfn]� 8]�la6 ;DklQ a9\g' /� j|m]�l86 cfDbfgL a9\g' l;4fGtcg';f/ gub vftfnfO{ 8]�la6 /� 
ljj|mo vftfnfO{ j|m]�l86 ul/�G5 . o;/�L of]� sf/�f]�af/�sf]� lgDgcg';f/� k|ljli6 ul/�G5 M

ldlt ljj/�0f vfkf g= 8]�la6 /�sd j|m]�l86 /�sd

gub vftf ==================8]�=

ljj|mo vftf =========j|]�m=

-gubdf ;fdfg laj|mL ul/�of]�_

#%,))).–

#%,))).–
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-h_ pwf/�f]�df ;fdfg laj|mL (Sales of goods on credit)

-c_ 	 gljgfnfO{ ?= %%,))) sf]� ;fdfg a]�lrof]�]� (Goods of Rs.55,000 sold to Nabina)

dflysf]� sf/�f]�af/�df ljj|mo (sales) /� gljgf vftf k|efljt x'G5g\ . vftf ljefhgsf 
cfwf/�df x]�bf{ o;df ljj|mo cjf:�tljs vftf ePsfn]� j|m]�l86 cfDbfgL tyf gfkmfsf]� 
l;4fGtcg';f/� ljj|mo vftf j|m]�l86 /� gljgf -cf;fdL_ JolStut vftf ePsfn]� 8]�la6 lbg]� 
kIfsf]� l;4fGtcg';f/� gljgf vftf 8]�la6 ul/�G5 .

km]�l/� n]�vf ;dLs/�0fsf cfwf/�df ljj|mo j|m]�l86 cfDbfgL j[l4sf]� l;4fGtcg';f/� ljj|mo 
vftfnfO{ j|m]�l86 /� 8]�la6 ;DklQ j[l4sf]� l;4fGtcg';f/� gljgf -cf;fdL_ vftfnfO{ 8]�la6 
ul/�G5 . o;/�L of]� sf/�f]�af/�sf]� lgDgcg';f/� k|ljli6 ul/�G5 M

ldlt ljj/�0f vfkf g= 8]�la6 /�sd j|m]�l86 /�sd

gljgf vftf ================== 8]�=

ljj|mo vftf ============== j|m]�]�=

-pwf/�f]�df ;fdfg laj|mL ul/�of]�_

%%,))).–

%%,))).–

-em_ laj|mL lkmtf{ (Sales return)

laj|mL ul/�Psf j:�t'dWo]� sd u'0f:�t/�Lo ePdf, dfu ul/�PeGbf a9L dfqfdf j:�t' k7fOPdf, 6'6km'6 
jf Ifltu|:�t j:�t' kg{ uPdf, Jofkfl/�s ;t{x¿df ljjfb b]�lvPdf jf cGo s'g}� klg sf/�0fn]� ;a}� 
jf s]�xL kl/�df0f j|m]�tfaf6 lkmtf{ cfpg]� sfo{nfO{ laj|mL lkmtf{ elgG5 . o;df k7fOPsf j:�t'x¿ 
lkmtf{ cfpg]� ePsfn]� o;nfO{ 8]�la6 ul/�G5 . laj|mL tyf laj|mL lkmtf{;DaGwL ljleGg sf/�f]�af/�sf]� 
k|ljli6 lgDglnlvt ¿kdf ul/�G5 M

-c_	 gljgfaf6 ?= %,))) sf]� ;fdfg lkmtf{ k|fKt eof]� (Goods of Rs.5000 returned from 
Nabina)

pwf/�f]�df laj|mL ul/�PsfdWo]� s]�xL ;fdfg ljljw sf/�0fn]� lkmtf{ cfpg ;S5g\ . o:�tf 
sf/�f]�af/�n]� ;fdfg /� cf;fdL vftfnfO{ k|efj kf5{g\ . dflysf]� sf/�f]�af/�n]� gljgf -cf;fdL_ 
/� ;fdfg vftfnfO{ ?=%))) a/�fa/�n]� k|efj kf/�]�sf]� 5 . o;nfO{ vftf ljefhgsf cfwf/�df 
x]�bf{ ljj|mo lkmtf{ (sales return) ;fª\s]�lts vftf ePsfn]� ljj|mosf]� ljk/�Lt k|s[lt -jf 
ljj|mo lkmtf{df ;fdfg cfpg]� ePsf]�]�_ 8]�la6 /� gljgf JolStut vftf j|m]�l86 lbg]� kIf eGg]� 
l;4fGtcg';f/� j|m]�l86 ul/�G5 . km]�l/� n]�vf ;dLs/�0fsf cfwf/�df x]�b{f ljj|mo lkmtf{ cfDbfgL 
36\g]� ePsfn]� 8]�la6 cfDbfgL sdL eGg]� l;4fGtcg';f/� ljj|mo lkmtf{ vftf 8]�la6 /� gljgf 
-c;fdL_ ;DklQ ePsfn]� j|m]�l86 ;DklQdf sdL eGg]� l;4fGtcg';f/� gljgf vftf j|m]�l86 
ul/�G5 .
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o;/�L pSt sf/�f]�af/�nfO{ lgDgcg';f/� k|ljli6 ul/�G5 M

ldlt ljj/�0f vfkf g= 8]�la6 /�sd j|m]�l86 /�sd

ljj|mo lkmtf{ vftf ================== 8]�=

glagf vftf =================j|]�m=

-gljgfaf6 ;fdfg lkmtf{ k|fKt eof]�]�_

%,))).–

%,))).–

-`_ gub tyf pwf/�f]�df ;DklQ vl/�b (Purchases of assets in cash or credit)

Jofkfl/�s k|of]�hgsf nflu j:�t' vl/�b ul/�G5 jf laj|mL ug]�{ p2]�Zon]� vl/�b ul/�Psf j:�t'nfO{ 
dfq ;fdfg elgG5 . o:�tf Jofkfl/�s j:�t' vl/�b ul/�Psf]� 5 eg]� vl/�b vftfnfO{ 8]�la6 ul/�G5 . 
Joj;fodf lgoldt sf/�f]�af/�sf ;fdfgafx]�s cGo cNksfnLg tyf bL3{sfnLg ;DklQsf]� klg gub 
tyf pwf/�f]�df vl/�b x'G5 . Jofkfl/�s j:�t'sf]� ;6\6fdf Joj;fon]� cfˆg}� k|of]�usf nflu s'g}� :�yfoL 
;DklQ vl/�b u/�]�sf]� 5 eg]� vl/�b vftfnfO{ 8]�la6 gu/�L ;DalGwt ;DklQnfO{ g}� 8]�la6 ul/�G5, 
h:�t}� M d]�l;g, cf}�hf/�, kmlg{r/�, ;jf/�L ;fwg, 3/� hUuf, cflbsf]� vl/�b . o:�tf sf/�f]�af/�sf]� pbfx/�0f 
lgDgfg'';f/� lbOPsf]� 5 M

-c_	 sfof{nosf nflu ?= @$,))) sf]� kmlg{r/� vl/�b (Purchased office furniture for cash 
worth Rs. 24,000)

ldlt ljj/�0f vfkf g= 8]�la6 /�sd j|m]�l86 /�sd

kmlg{r/� vftf ================== 8]�=

gub vftf ==================== j|m]�=

-Joj;fodf gubdf kmlg{r/� vl/�b ul/�of]�_

@$,))).–

@$,))).–

dflysf]� sf/�f]�af/� gub sf/�f]�af/� xf]� . o;df kmlg{r/� -jf:�tljs vftf_ cfpg]� ePsfn]� 8]�la6 /� gub 
-jf:�tljs vftf_ hfg]� ePsfn]� j|m]�l86 x'G5 .

-cf_	 Pk]�S; 6«]�8;{af6 kmlg{r/� ?= !),))) pwf/�f]�df vl/�b ul/�of]� (Purchased furniture of Rs. 
10,000 from Apex Traders)

ldlt ljj/�0f vfkf g= 8]�la6 /�sd j|m]�l86 /�sd

kmlg{r/� vftf ==============8]�=

Pk]�S; 6«]�8;{ vftf ===========j|m]�=

-Pk]�S; 6«]�8;{af6 kmlg{r/� pwf/�f]�df vl/�b ul/�of]�_

!),))).–

!),))).–
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pSt sf/�f]�af/�n]� kmlg{r/� vftf /� Pk]�S; 6«]�8;{ vftfnfO{ k|efj kf5{ . kmlg{r/� vftf jf:�tljs vftf 
xf]� . jf:�tljs vftfsf]� lgodfg';f/� h]� cfpF5, ;f]� 8]�la6 x'g]� ePsfn]� kmlg{r/� vftfnfO{ 8]�la6 
ul/�G5 . Pk]�S; 6«]�8;{ vftf JolStut vftf xf]� . kmlg{r/� vl/�b ubf{ Pk]�S; 6«]�8;{ lbg]� kIf ePsfn]� 
JolStut vftfsf]� lgodfg';f/� j|m]�l86 ul/�5 . n]�vf ;dLs/�0f lgodfg';f/� kmlg{r/� vl/�b ubf{ 
kmlg{r/� df}�Hbft÷;DklQ a9]�sfn]� kmlg{r/� vftf 8]�la6 /� Pk]�S; 6«]�8;{af6 pwf/�f]�df vl/�b u/�]�sf]� / 
ltg{ afFsL bfloTj÷;fx' a9]�sfn]� Pk]�S; 6«]�8;{ vftfnfO{ j|m]�l86 ul/�Psf]� 5 .

-6_ gub tyf pwf/�f]�df ;DklQ laj|mL (Sale of assets in cash or credit)

Joj;fodf lgoldt sf/�f]�af/�sf ;fdfgafx]�s cGo cNksfnLg tyf bL3{sfnLg ;DklQsf]� klg gub 
tyf pwf/�f]�df laj|mL x'G5, h:�t}� M d]�l;g cf}�hf/�, kmlg{r/�, ;jf/�L ;fwg, 3/�hUuf, cflbsf]� laj|mL . 
o:�tf sf/�f]�af/�sf]� pbfx/�0f lgDglnlvt lbOPsf]� 5 M

-c_ ?= !^,))) df k'/�fgf]� uf8L a]�lrof]� (Sold old vehicle for cash worth Rs. 16,000)

ldlt ljj/�0f vfkf g= 8]�la6 /�sd j|m]�l86 /�sd

gub vftf ================== 8]�=

;jf/�L ;fwg vftf =============== j|]�m=

-Joj;fodf gubdf ;jf/�L ;fwg laj|mL ul/�of]�_

!^,))).–

!^,))).–

dflysf]� sf/�f]�af/� gub sf/�f]�af/� xf]� . o;df ;jf/�L ;fwg -jf:�tljs vftf_ hfg]� ePsfn]� j|m]�l86 /� 
gub -jf:�tljs vftf_ cfpg]� ePsfn]� 8]�la6 x'G5 .

-cf_ gub ?= ^,))) df pks/�0f laj|mL ul/�of]� (Sold equipment of Rs. 6000 at cash)

ldlt ljj/�0f vfkf g= 8]�la6 /�sd j|m]�l86 /�sd

gub vftf=========8]�=

pks/�0f vftf=====j|m]�=

-d]�l;g gubdf vl/�b ul/�of]�_

^,))).–

^,))).–

dflysf]� sf/�f]�af/�n]� gub vftf /� pks/�0f vftfnfO{ k|efj kf5{ . gub cfPsfn]� gub vftf 8]�la6 
/� pks/�0f uPsfn]� pks/�0f vftf j|m]�l86 ul/�G5 . oxfF pks/�0f vftfsf]� ;6\6f laj|mL vftfnfO{ 
j|m]�l86 ug{ kfOFb}�g lsgeg]� pks/�0f Jofkfl/�s j:�t' xf]�Og . Jofkfl/�s j:�t' a]�Rbf dfq laj|mL 
vftfnfO{ j|m]�l86 ug'{k5{ . n]�vf ;dLs/�0fsf cfwf/�df klg pks/�0f a]�Rbf pks/�0f÷;DklQ 36\g]� 
ePsfn]� pk/�s0f vftfnfO{ j|m]�l86 ul/�G5 /� laj|mLaf6 gub k|fKt x'g]� tyf ;DklQ a9\g]� ePsfn]� 
gub vftfnfO{ 8]�la6 ul/�G5 .
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-O_	 lx/�fnfO{ ?= %,))) sf]� kmlg{r/� pwf/�f]�df laj|mL ul/�of]� (Sold forniture at Rs. 5000 to Hira)

ldlt ljj/�0f vfkf g= 8]�la6 /�sd j|m]�l86 /�sd

lx/�f vftf========= 8]�=

kmlg{r/� vftf ===========j|m]�=

-lx/�fnfO{ pwf/�f]�df kmlg{r/� laj|mL ul/�of]�_

%,))).–

%,))).–

of]� sf/�f]�af/�n]� lx/�fsf]� vftf /� kmlg{r/� vftf k|efljt x'G5g\ . JolStut vftfsf]� lgodfg';f/� lx/�f 
kfpg]� kIf ePsfn]� lx/�fsf]� vftfnfO{ 8]�la6 /� jf:�tljs vftfsf]� lgodfg';f/� h]� hfG5, ;f]�nfO{ 
j|m]�l86 ul/�g]� ePsfn]� kmlg{r/� uPsf]� -36]�sf]�_ n]� kmlg{r/� vftfnfO{ j|m]�l86 ul/�G5 .

-7_ vr{ tyf cfDbfgL (Expense and income)

Joj;fon]� lgoldt Jofj;flos lj|mofsnfkdfkm{t gfkmf cfh{g ug{sf nflu ljleGg vr{ u5{g\, 
h:�t}� M tna, ef8f, lah'nL z'Ns, ladf, dd{t ;Def/� cflb o:�tf vr{ x'g\ . To;/�L g}� Jofj;flos 
lj|mofsnfksf l;nl;nfdf j:�t' tyf ;]�jfsf]� laj|mLaf6 ljj|mo cfDbfgL, Aofh, sld;g cflb 
cfDbfgL ul/�/�x]�sf]� x'G5 . o:�tf vr{ tyf cfDbfgLsf]� k|f/�lDes n]�vf k'l:�tsfdf lgoldt k|ljli6 
ul/�G5 . vr{ tyf gf]�S;fgsf vftf 8]�la6 /� cfDbfgL tyf kmfObf÷gfkmfsf vftf j|m]�l86 x'G5g\ . 
o;nfO{ lgDgcg';f/� k|ljli6 ul/�G5, h:�t}� M

-c_ vr{ (Expense)

-i) tnaafkt ?= @^,))) r]�såf/�f e'StfgL lbOof]� .

of]� gub sf/�f]�af/� xf]� . o;n]� Joj;fodf tna /� a}�ª\s vftfnfO{ k|efljt kf5{ . o;nfO{ vftf 
ljefhgsf cfwf/�df x]�bf{ tna -vr{_ ;fª\s]�lts vftf ePsfn]� …�8]�la6 vr{ tyf gf]�S;fgÚ� sf]�]� 
l;4fGtcg';f/� 8]�la6 /� a}�ª\s JolStut vftf ePsfn]� …�j|m]�l86 k|bfg ug]�{Ú� sf]� l;4fGtcg';f/� 
j|m]�l86 ul/�G5 . km]�l/� n]�vf ;dLs/�0fsf cfwf/�df x]�bf{ klg tna vr{ ePsfn]� …�8]�la6 vr{ j[l4Ú� 
sf]�]� l;4fGtcg';f/� 8]�la6 /� a}�ª\s ;DklQ ePsfn]� …�j|m]�l86 ;DklQ sdLÚ� sf]�]� l;4fGtcg';f/� j|m]�l86 
ul/�G5 . o;/�L pSt sf/�f]�af/�nfO{ o;k|sf/� k|ljli6 ul/�G5 M

ldlt ljj/�0f vfkf g= 8]�la6 /�sd j|m]�l86 /�sd

tna vftf=======8]�=

a}�ª\s vftf======= j|]�m=

-r]�såf/�f tna e'StfgL_

@^,))) @^,)))
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(ii) ef8f ?= !),))) e'StfgL lbOof]� .

of]� gub sf/�f]�af/� xf]� . o;n]� Joj;fodf ef8f /� gub vftfnfO{ k|efljt kf5{ . o;nfO{ vftf 
ljefhgsf cfwf/�df x]�bf{ ef8f -vr{_ ;fª\s]�lts vftf ePsfn]� …�8]�la6 vr{ tyf gf]�S;fgÚ� sf]�]� 
l;4fGtcg';f/� 8]�la6 /� gub jf:�tljs vftf ePsfn]� …�j|m]�l86 h]� hfG5Ú� sf]�]� l;4fGtcg';f/� 
j|m]�l86 ul/�G5 . km]�l/� n]�vf ;dLs/�0fsf cfwf/�df x]�bf{ klg ef8f vr{ ePsfn]� …�8]�la6 vr{ j[l4Ú� 
sf]�]� l;4fGtcg';f/� 8]�la6 /� gub ;DklQ ePsfn]� …�j|m]�l86 ;DklQ sdLÚ� sf]�]� l;4fGtcg';f/� j|m]�l86 
ul/�G5 . o;/�L pSt sf/�f]�af/�nfO{ o;k|sf/� k|ljli6 ul/�G5 M

ldlt ljj/�0f vfkf g= 8]�la6 /�sd j|m]�l86 /�sd

ef8f vftf ======8]�=

gub vftf======j|m]�=

-ef8fafkt gub e'StfgL_

!),)))

!),)))

-cf_ cfDbfgL (Income)

-i) r]�såf/�f Aofh ?= !!,))) k|fKt eof]� .

of]� gub sf/�f]�af/� xf]� . o;n]� Joj;fodf a}�ª\s /� Aofh vftfnfO{ k|efljt kf5{ . o;nfO{ vftf 
ljefhgsf cfwf/�df x]�bf{ a}�ª\s JolStut vftf ePsfn]� …�8]�la6 k|fKt ug]�{Ú� sf]� l;4fGtcg';f/� 8]�la6 
/� Aofh -cfDbfgL_ cjf:�tljs vftf ePsfn]� …�j|m]�l86 cfDbfgL tyf gfkmfÚ� sf]� l;4fGtcg';f/� j|m]�l86 
ul/�G5 . km]�l/� n]�vf ;dLs/�0fsf cfwf/�df x]�bf{ klg a}�ª\s ;DklQ ePsfn]� …�8]�la6 ;DklQ j[l4Ú� sf]�]� 
l;4fGt cg';f/� 8]�la6 /� Aofh cfDbfgL ePsfn]� …�j|m]�l86 cfDbfgL j[l4Ú� sf]�]� l;4fGtcg';f/� j|m]�l86 
ul/�G5 . o;/�L pSt sf/�f]�af/�nfO{ o;k|sf/� k|ljli6 ul/�G5 M

ldlt ljj/�0f vfkf g= 8]�la6 /�sd j|m]�l86 /�sd

a}�ª\s vftf ======8]�=

Aofh vftf ======j|m]�=

-r]�såf/�f Aofh k|fKt_

!!,)))

!!,)))

(ii) sld;g :�j¿k ?= !%,))) gub k|fKt eof]� .

of]� gub sf/�f]�af/� xf]� . o;n]� Joj;fodf gub /� sld;g vftfnfO{ k|efljt kf5{ . o;nfO{ vftf 
ljefhgsf cfwf/�df x]�bf{ gub jf:�tljs vftf ePsfn]� …�8]�la6 h]� cfpF5Ú� sf]�]� l;4fGtcg';f/� 8]�la6 
/� sld;g -cfDbfgL_ cjf:�tljs vftf ePsfn]� …�j|m]�l86 cfDbfgL tyf gfkmfÚ� sf]� l;4fGtcg';f/� 
j|m]�l86 ul/�G5 . km]�l/� n]�vf ;dLs/�0fsf cfwf/�df x]�bf{ klg gub ;DklQ ePsfn]� …�8]�la6 ;DklQ j[l4Ú� 
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sf]�]� l;4fGtcg';f/� 8]�la6 /� sld;g cfDbfgL ePsfn]� …�j|m]�l86 cfDbfgL j[l4Ú� sf]�]� l;4fGtcg';f/� 
j|m]�l86 ul/�G5 . o;/�L pSt sf/�f]�af/�nfO{ o;k|sf/� k|ljli6 ul/�G5 M

ldlt ljj/�0f vfkf g= 8]�la6 /�sd j|m]�l86 /�sd

gub vftf ======8]�=

sld;g vftf=====j|m]�==

-sld;g gubdf k|fKt_

!%,)))

!%,)))

-8_ 5'6 (Discount)

s'g}� j:�t'sf]� d"No ;"rLdf plNnlvt d"Nodf laj|]�mtfn]� j|m]�tfnfO{ lbg]� ;x'lnot jf ;fx'n]� c;fdLnfO{ 
;do;Ldf cufj}� C0f r'Stf u/�]�afkt lbg]� ;x'lnotnfO{ 5'6 elgG5 . Jofj;flos sf/�f]�af/�sf]� 
l;nl;nfdf 5'6nfO{ ljleGg k|sf/�df afFl8Psf]� x'G5 . o:�tf]� 5'6 ;fdfGotM b'O{ k|sf/�sf]� x'G5Ù klxnf]� 
Jofkfl/�s 5'6 /� bf]�;|f]� gub 5'6 . logLx¿sf]� 5f]�6f]� kl/�ro lgDgcg';f/� lbOPsf]� 5 M

-c_ 	 Jofkfl/�s 5'6 (Trade discount) : Jofkfl/�s l;nl;nfdf ljj|m]�tf /� j|m]�tfsf lardf ePsf]� 
;Demf}�tf tyf ;xdltcg';f/� laj|]�mtfn]� j|m]�tfnfO{ j:�t' tyf ;]�jfsf]� ;"rLs[t d"No (listed 
price) df lbPsf]� ;x'lnotnfO{ Jofkfl/�s 5'6 elgG5 .

-cf_ 	 gub 5'6 (Cash discount) : of]� gub e'StfgLdf lbOg]� 5'6 xf]� . pwf/�f]� sf/�f]�af/�sf]� 
l;nl;nfdfdf ;fx'n]� c;fdLnfO{ ;do;Ldf cufj}� /�sd e'StfgL lbPsf]� kmn:�j¿k lbOg]� 
d"Nosf]� ;x'lnot jf ;'ljwfnfO{ gub 5'6 elgG5, h:�t}� M /�fdn]� Zofd;Fu Ps dlxgfsf]� 
pwf/�f]�df ?= !%,))) sf]� ;fdfg vl/�b u¥of]� . Zofdn]� /�fdnfO{ @) lbgleq}� gub e'StfgL 
u/�]�df !)Ü 5'6 ug]�{ k|:�tfj lbof]� . olb /�fdn]� pSt !)Ü 5'6 lnO{ afFsL /�xg cfPsf]� /�sd 
@) lbgleq r'Stf ug{ d~h'/� eof]� eg]� ?= !,%)) -!%,))) sf]� !)Ü_ 5'6 /�sdnfO{ gub 
5'6 elgG5 . gub 5'6;DaGwL k|ljli6 lgDgcg';f/� lbOPsf 5g\ M

5'6 lbO{ c;fdLaf6 /�sd k|fKt (Receipt from debtors with discount)

gljgfaf6 ?= %,))) 5'6 lbO{ gub ?= %),))) k|fKt eof]� .

of]� sf/�f]�af/�n]� Joj;fodf gub, 5'6 -gf]�S;fg_ /� gljgf -c;fdL_ vftfnfO{ k|efljt kf5{ . 
o;nfO{ vftf ljefhgsf cfwf/�df x]�bf{ gub jf:�tljs vftf ePsfn]� …�8]�la6 h]� cfpF5Ú� sf]�]� 
l;4fGtcg';f/� 8]�la6, 5'6 gf]�S;fg ePsfn]� …�8]�la6 vr{ tyf gf]�S;fgÚ� sf]�]� l;4fGtcg';f/� 8]�la6 /� 
gljgf -c;fdL_ JolStut vftf ePsfn]� …�j|m]�l86 k|bfg ug]�{Ú� sf]� l;4fGtcg';f/� j|m]�l86 ul/�G5 . km]�l/� 
n]�vf ;dLs/�0fsf cfwf/�df x]�bf{ klg gub ;DklQ ePsfn]� …�8]�la6 ;DklQ j[l4Ú� sf]�]� l;4fGtcg';f/� 
8]�la6, 5'6 gf]�S;fg ePsfn]� …�8]�la6 gf]�S;fg j[l4Ú� sf]�]� l;4fGtcg';f/� 8]�la6 /� gljgf -cf;fdL_ 
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;DklQ ePsfn]� …�j|m]�l86 ;DklQ sdLÚ� sf]�]� l;4fGtcg';f/� j|m]�l86 ul/�G5 . o;/�L pSt sf/�f]�af/�nfO{ 
o;k|sf/� k|ljli6 ul/�G5 M

ldlt ljj/�0f vfkf g= 8]�la6 /�sd j|m]�l86 /�sd

gub vftf ====8]�=
5'6 vftf -gf]�S;fg_====8]�=

glagf vftf====j|m]�=
-5'6 lbO{ gljgfaf6 gub k|fKt_

%),)))
%,)))

%%,)))

5'6;lxt ;fx'nfO{ /�sd e'StfgL (Payment to creditors with discount)

cfo{gnfO{ ?= #,))) 5'6;lxt gub ?= #),))) e'StfgL ul/�of]� .

of]� sf/�f]�af/�n]� Joj;fodf cfo{g -;fx'_, 5'6 -gfkmf_ /� gub vftfnfO{ k|efljt kf5{ . o;nfO{ vftf 
ljefhgsf cfwf/�df x]�bf{ cfo{g -;fx'_ JolStut vftf ePsfn]� …�8]�la6 k|fKt ug]�{Ú� sf]� l;4fGtcg';f/� 
8]�la6, 5'6 gfkmf ePsfn]� …�j|m]�l86 cfDbfgL tyf gfkmfÚ� sf]� l;4fGtcg';f/� j|m]�l86 /� gub jf:�tljs 
vftf ePsfn]� …�j|m]�l86 h]� hfG5Ú� sf]�]� l;4fGtcg';f/� j|m]�l86 ul/�G5 . km]�l/� n]�vf ;dLs/�0fsf cfwf/�df 
x]�bf{ klg cfo{g -;fx'_ bfloTj ePsfn]� …�8]�la6 bfloTj sdLÚ� sf]�]� l;4fGtcg';f/� 8]�la6, 5'6 gfkmf 
ePsfn]� …�8]�la6 gfkmf j[l4Ú� sf]�]� l;4fGtcg';f/� 8]�la6 /� gub ;DklQ ePsfn]�]� …�j|m]�l86 ;DklQ sdLÚ� 
sf]�]� l;4fGtcg';f/� j|m]�l86 ul/�G5 . o;/�L pSt sf/�f]�af/�nfO{ o;k|sf/� k|ljli6 ul/�G5 M

ldlt ljj/�0f vfkf g= 8]�la6 /�sd j|m]�l86 /�sd

cfo{g vftf =======8]�=
5'6 vftf -gfkmf_===j|m]�= 

gub vftf =======j|m]�=
-cfo{gnfO{ 5'6;lxt gub e'StfgL_

##,)))
#,)))

#),)))

!!=^=@ ax'n sf/�f]�af/� k|ljli6 (Multiple transaction entry)

pbfx/�0f ! M Joj;fo ;'?cft cj:�yfdf

8f= e'jgdfg sfo:�yn]� Pp6f lghL lrlsT;fno vf]�nL To;df u/�]�sf nufgL tyf vr{x¿ 
lgDgfg';f/� 5g\ M

j}�zfv ! df lrlsT;fno vf]�Ngsf nflu gub ?= *,)),))).– k'FhL nufgL u/�]� . j}�zfv @ df a}�ª\s 
vftf vf]�nL pSt gub ?= *,)),))).– hDdf u/�]� .

j}�zfv @ df g}� lrlsT;fnosf nflu cfjZos cf}�hf/� vl/�b u/�L ?= !@,))).– sf]� r]�s gDa/� 
#$%^*& af6 e'StfgL u/�]� .

j}�zfv # df ?= %,))).– kg]�{ d]�r /� 6]�a'n xl/�axfb'/� sfsL{af6 pwf/�f]�df vl/�b u/�]� .
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pQ/� ! M pSt sf/�f]�af/�sf]� ef}�r/� lgDgfg';f/� tof/� ul/�G5 M

ef}�r/� g= ldlt ljj/�0f
vf=kf= 
g=

8]�la6 /�sd 
?=

j|m]�l86  
/�sd ?=

! )!÷)! 8]�la6 – gub vftf

j|m]�l86 – k'FhL vftf

-k'FhL nufgL u/�L lrlsT;fno ;'?_

*,|)),))).–

*,)),))).–

@ )!÷)@ 8]�la6 — a}�ª\s vftf

j|m]�l86 – gub vftf

-lrlsT;fnosf nflu k|fKt

/�sd a}�ª\sdf bflvnf_

*,)),))).–

*,)),))).–

# )!÷)@ 8]�la6 – cf}�hf/� vftf

j|m]�l86 – a}�ª\s vftf

-lrlsT;fnosf nflu cf}�hf/� vl/�b 
u/�L r]�såf/�f e'StfgL_

!@,))).–

!@,))).–

$ )!÷)# 8]�la6 – kmlg{r/� vftf

j|m]�l86 –xl/�axfb'/� sfsL{ vftf

-xl/�axfb'/� sfsL{af6 kmlg{r/� 
pwf/�f]�df vl/�b_

%,))).–

%,))).–

pbfx/�0f @ M gub tyf a}�ª\s sf/�f]�af/� ;dfj]�z ePsf]� sf/�f]�af/�

8f= e'jgdfg sfo:�yn]� vf]�n]�sf]� lghL lrlsT;fnodf j}�zfv dlxgfdf lgDgadf]�lhd sf/�f]�af/� eP M

!.% df la/�fdL hfFr u/�L ?= %,))).– gub cfh{g eof]� .

!.!) df 3/�ef8f ?= @,))).– sf]� gub}� e'StfgL]� ul/�of]� .

!.!# df ;xof]�uL sd{rf/�L]� tna ?= !),))).– a}�ª\saf6 e'StfgL eof]� .

!.@) df xl/�axfb'/�sf]� kmlg{r/�sf]� pwf/�f]� ?= %,))).– a}�ª\saf6 e'StfgL eof]� .

!.@% df lrlsT;fnosf]� gfddf ?= (),))).– df xf]�G8f df]�6/�;fOsn vl/�b u/�L r]�saf6 e'StfgL 
eof]� .

!.#) df O= l;= lh= d]�l;g vl/�b u/�L ?= #,@),))) a}�ª\saf6 e'StfgL ul/�of]� .
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pQ/� @ M pSt sf/�f]�af/�sf ef}�r/�x¿ (Journal Entries) lgDgfg';f/� tof/� ul/�G5g\ M

ef}�r/� 
g=

ldlt ljj/�0f vf=kf=g= 8]�la6 /�sd 
?=

j|m]�l86 /�sd 
?=

% )!÷)% 8]�la6 – gub vftf

j|m]�l86 – la/�fdL hfFr  
z'Ns vftf

-la/�fdL k/�LIf0fsf]� z'Ns gub 
cfDbfgL_

%,))).–

%,))).–

^ )!÷!) 8]�la6 – 3/�ef8f vftf

j|m]�l86 – gub vftf

-3/� ef8f e'StfgL_

@,))).–

@,))).–

& )!÷!# 8]�la6 – tna vftf

j|m]�]�l86 – a}�ª\s vftf

-tna r]�såf/�f e'StfgL_

!),))).–

!),))).–

* )!÷@) 8]�la6 – xl/�axfb'/� vftf

j|m]�l86 – a}�ª\s vftf

-xl/�axfb'/�sf]� pwf/�f]� /�sd r]�såf/�f 
e'StfgL_

%,))).–

%,))).–

( )!÷@% 8]�la6 – df]�]�6/�;fOsn vftf

j|m]�l86 – a}�ª\s vftf

-df]�6/�;fOsn vl/�b u/�L r]�såf/�f 
e'StfgL_

(),))).–

(),))).–

!) )!÷#) 8]�la6 – d]�l;g/�L vftf

j|m]�l86 – a}�ª\s vftf

-d]�l;g/�L vl/�b u/�L r]�såf/�f e'StfgL_

#,@),))).–

#,@),))).–

pbfx/�0f # M Joj;fodf pwf/�f]� sf/�f]�af/� ePsf]� cj:�yfdf

8f= e'jgdfg sfo:�ysf]� lrlsT;fndf h]�i7 dlxgfdf lgDgfg';f/� pwf/�f]� sf/�f]�af/� eof]� M 

@.)! df ?= !,%),))).– sf]� cf}�ifwL lj/�f6 kmdf{af6 pwf/�f]� vl/�b ul/�of]� .

@.)@ df cNkmf kmdf{af6 ?= *%,))).– sf]� cf}�ifwL pwf/�f]�df vl/�b ul/�of]� . 
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@.)# Dff lj/�f6 kmdf{nfO{ ?= !,)),))) .– a}�ª\sdfkm{t e'StfgL ul/�of]� .

@.)% Dff lxdfnog d]�8nfO{ ?= !,*),))) .– a/�fa/�sf]� cf}�lifwL pwf/�f]�df laj|mL ul/�of]� . 

@.)& Dff la/�fdL hfFr afktsf]� ?= #%)).– z'Ns ;f]�dgfy sfˆn]�af6 lng afFsL /�x\of]� .

pQ/� # M pSt sf/�f]�af/�x/�sf]� ef}�r/� (Journal Entries) lgDgfg';f/� tof/� ul/�G5 M

ef}�r/� 
g=

ldlt ljj/�0f vf=kf=g= 8]�la6  
/�sd ?=

j|m]�l86 /�sd 
?=

!!

)@÷)!

8]�la6 – cf}�ifwL vl/�b vftf 

j|m]�l86 – lj/�f6 kmdf{ vftf

-lj/�f6 kmdf{af6 pwf/�f]�df cf}�ifwL vl/�b_

!,%),))).– !,%),))).–

!@

)@÷)@

8]�la6 – cf}�ifwL vl/�b vftf 

j|m]�l86 – cNkmf kmdf{ vftf

-cNkmf kmdf{af6 pwf/�f]�df cf}�ifwL vl/�b_

*%,))).– *%,))).–

!#

)@÷)#

8]�la6 – lj/�f6 kmdf{ vftf 

j|m]�l86 – a}�ª\s vftf

-lj/�f6 kmdf{nfO{ pwf/�f]�df vl/�bsf]� /�sd 
a}�ª\saf6 e'StfgL_

!,)),))).– !,)),))).–

!$

)@÷)%

8]�la6 – lxdfnog d]�8 vftf 

j|m]�l86 – cf}�ifwL laj|mL vftf

-lxdfnog d]�8nfO{ pwf/�f]�df cf}�ifwL 
laj|mL_

!,*),))).– !,*),))).–

!%

)@÷)&

8]�la6 – ;f]�dgfy sfˆn]� vftf 

j|m]�l86 – la/�fdL hfFr z'Ns vftf

-;f]�dgfy sfˆn]�af6 hfFr z'Ns lng 
afFsL_

#,%)).– #,%)).–

pbfx/�0f # M Joj;fodf gub tyf pwf/�f]� ldl>t sf/�f]�af/�x¿

8f= e'jgdfgsf]� lrlsT;fnon]� >fj0f dlxgfdf lgDglnlvt sf/�f]�af/� u¥of]� M 

( ut]� c/�ljGb rf}�w/�LnfO{ ?= @%,))).– sf]� cf}�ifwL pwf/�f]�df laj|mL eof]� .

!) ut]� c/�ljGb rf}�w/�Laf6 ?= !%,))).– gubdf e'StfgL k|fKt eof]� .



152 sfof{no ;~rfng tyf n]vf, sIff (

!& ut]� ?= %),))).– sf]� :�6]�;g/�L ;fdfg s}�nfz g]�kfnLaf6 pwf/�f]�df vl/�b ul/�of]� .

@) ut]� s}�nfz g]�kfnLnfO{ ?= #),))).– dfq gubaf6 e'StfgL ul/�of]� .

pQ/� $ M pSt sf/�f]�af/�sf]� ef}�r/� (Journal Entries) lgDgfg';f/� tof/� ul/�G5 M

ef}�r/� 
g

ldlt ljj/�0f vf=kf= 
g=

8]�la6 
/�sd ?=

j|m]�l86 
/�sd ?=

!^
$÷(

8]�la6 – c/�ljGb rf}�w/�L vftf 
j|m]�l86 – ;fdfg laj|mL vftf

-pwf/�f]�df ;fdfg laj|mL_

@%,))).–
@%,))).–

!&

$÷!)

8]�la6– gub vftf
j|m]�l86 – c/�ljGb rf}�w/�L vftf

-pwf/�f]�df ;fdfg	laj|mLaf6 gub ;ª\sng_

!%,))).–
!%,))).–

!*
$÷!&

8]�la6– :�6]�]�;g/�L vl/�b vftf
j|m]�l86 – s}�nfz g]�kfnL vftf

-pwf/�f]�df ;dfg vl/�b_

%),))).–
%),))).–

!(

$÷@)

8]�la6– s}�nfz g]�kfnL vftf 
j|m]�l86 – gub vftf

-pwf/�f]� vl/�b u/�]�afkt e'StfgL ul/�of]�_

#),))).–
#),))).–

pbfx/�0f $ M Joj;fodf gub tyf pwf/�f]� ldl>t ljljw sf/�f]�af/�x¿

8f= e'jgdfgsf]� lrlsT;fnodf efb| dlxgfdf lgDglnlvt sf/�f]�af/� eof]� M

( ut]� c/�ljGb rf}�w/�LnfO{ ?= @%,))).– sf]� ;fdfg laj|mL u/�L ?= !%,))).– dfq gub k|fKt /� 
afFsL pwf/�f]� /�x\of]� .

!& ut]� ?= %),))).– sf]� ;fdfg s}�nfz g]�kfnLaf6 vl/�b u/�]�sfdf ?= #),))).– dfq e'StfgL .

pQ/� % M pSt sf/�f]�af/�sf]� ef}�r/� (Journal Entries) lgDgfg';f/� tof/� ul/�G5 M

ef}�r/� 
g=

ldlt ljj/�0f vf=kf=g= 8]�la6  
/�sd ?=

j|m]�l86  
/�sd ?=

@) %÷( 8]�la6– gub vftf
j|m]�l86 – c/�ljGb rf}�w/�L vftf 

j|m]�l86 – ;fdfg vftf
-gub /� pwf/�f]�df ;fdfg laj|mL_

!%,))).–
!),))).–

@%,))).–
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@! %÷!& 8]�la6– ;fdfg vftf
j|m]�l86 – gub vftf

j|m]�l86 – s}�nfz g]�kfnL vftf
-;fdfg gub /� pwf/�f]�df vl/�b ._

%),))).–
#),))).–
@),))).–

pbfx/�0f % M Joj;fosf e'StfgLdf 5'6;DaGwL sf/�f]�af/�x¿

8f= e'jgdfgsf]� lrlsT;fnon]� cflZjg dlxgfdf lgDglnlvt sf/�f]�af/� 5'6;lxt Uf¥of]� M

!! ut]� c/�ljGb rf}�w/�Laf6 k|fKt x'g'kg{]� ?= !),))) dWo]� ?= ())).– k|fKt u/�L ?= !,))).– 5'6 
lbPsf]�

!$ ut]� s}�nfz g]�kfnLsf]� @),))) dWo]� gubdf ?= !(,))).– lbO{ e'StfgLdf ?= !,))).– 5'6 
k|fKt u/�]�sf]� .

pQ/� ^ M pSt sf/�f]�af/�sf]� ef}�r/� (Journal Entries) lgDgfg';f/� tof/� ul/�G5 M

ef}�r/�  
g=

ldlt ljj/�0f vf=kf=g=
8]�la6  

/�sd ?=
j|m]�l86  
/�sd ?=

@@ ^÷!! 8]�la6– gub vftf

8]�la6– 5'6 k|bfg vftf 

j|m]�l86 – c/�ljGb rf}�w/�L vftf

-5'6 lbO{ c/�ljGb rf}�w/�Laf6 gub k|fKt_

(,))).–

!,))).–

!),))).–

@# ^÷!$ 8]�la6– s}�nfz g]�kfnL vftf

j|m]�l86 – gub vftf 

j|m]�l86 – 5'6 k|fKt vftf

-s}�nfz g]�kfnLnfO{ e'StfgL lbFbf 5'6 
k|fKt_

@),))).–

!(,))).–

!,))).–

pbfx/�0f ^ M laj|mL lkmtf{ /� vl/�b lkmtf{

8f= e'jgdfgsf]� lrlsT;fnon]� sflt{s dlxgfdf lgDgfg';f/� vl/�b /� laj|mL lkmtf{sf sf/�f]�af/� Uf¥of]� M

( ut]� c/�ljGb rf}�w/�LnfO{ ?= @%,))).– sf]� ;fdfg pwf/�f]�df laj|mL .

!) ut]� c/�ljGb rf}�w/�Laf6 ?= %,))).– sf]� pwf/�f]�df ;fdfg laj|mL lkmtf{ ul/�of]� .
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!& ut]� ?= %),))).– sf]� ;fdfg s}�nfz g]�kfnLaf6 pwf/�f]�df vl/�b .

@) ut]� ?= !),))).– sf]� ;fdfg s}�nfz g]�kfnLnfO{ vl/�b lkmtf{ .

pQ/� & M pSt sf/�f]�af/�sf]� ef}�r/� (Journal Entries) lgDgfg';f/� tof/� ul/�G5 M

ef}�r/� 
g=

ldlt ljj/�0f vf=kf=g=
8]�la6 

/�sd ?=
j|m]�l86  
/�sd ?=

@$ &÷(

8]�la6– c/�ljGb rf}�w/�L vftf 

j|m]�l86 – ;fdfg laj|mL vftf

-c/�ljGb rf}�w/�LnfO{ pwf/�f]�df ;fdfg 
laj|mL ._

@%,))).–

@%,))).–

@% &÷!)

8]�la6– ;fdfg laj|mL lkmtf{ vftf 

j|m]�l86 –c/�ljGb rf}�w/�L vftf

-;fdfg laj|mL lkmtf{ ul/�of]� ._

%,))).–

%,))).–

@^ &÷!&

8]�la6– ;fdfg vl/�b vftf 

j|m]�l86 – s}�nfz g]�kfnL vftf

-pwf/�f]�df ;dfg vl/�b ._

%),))).–

%),))).–

@& &÷@)

8]�la6–s}�nfz g]�kfnL vftf 

j|m]�l86 – ;fdfg vl/�b lkmtf{ vftf

-s}�nfz g]�kfnLaf6 pwf/�f]�df vl/�b 
;dfg vl/�b lkmtf{ ._

!),))).–

!),))).–

pbfx/�0f & M gf]�S;fgL /� cGo sf/�f]�af/�

8f= e'jgdfgsf]� lrlsT;fnon]� dª\l;/� dlxgfdf lgDglnlvt sf/�f]�af/�x¿ Uf¥of]� M

@^ ut]� cfunfuLaf6 gi6 ePsf]� ladf u/�]�sf]� ?= !),))).– sf]� ;fdfgafkt ladf sDkgLaf6 ?= 
&))).– gub k|fKt eof]� .

@* ut]� 8«fˆ6 agfpbf a}�ª\s b:�t'/�afkt ?= @)).– z'Ns nfUof]� . 

@( ut]� ?= @,))).– laj|mLafkt sld;g k|fKt eof]� .
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pQ/� M pSt sf/�f]�af/�sf]� ef}�r/� (Journal Entries) lgDgfg';f/� tof/� ul/�G5 M

ef}�r/� 
g=

ldlt ljj/�0f vf=kf=g=
8]�la6  

/�sd ?=
j|m]�l86  
/�sd ?=

@* *÷@^ 8]�la6– gub vftf

8]�la6– cfunfuLaf6 gf]�S;fgL vftf

j|m]�l86 – ;fdfg vftf

-cfunfuLaf6 k"0f{ ¿kdf gf]�S;fgL ePsf 
;fdfgsf]� ladf k|fKt _

&,))).–

#,))).–

!),))).–

@( *÷@& 8]�la6– a}�ª\s b:�t'/� vftf

j|m]�l86 – gub vftf

-8«fˆ6 agfpg – a}�ª\s b:�t'/� e'StfgL _

@)).–

@)).–

#) *÷@* 8]�la6– gub vftf

j|m]�l86 –sld;g k|fKt vftf

-sld;gafkt gub k|fKt_

@,))).–

@,))).–
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cEof;

!=	 tnsf k|Zgsf]� clt ;ª\lIfKt pQ/� lbg'xf]�;\ M

-c_	 ef}�r/� eg]�sf]� s]� xf]� <

-cf_	 ef}�r/� lsg tof/� kfl/�G5 <

-O_	 ef}�r/� tof/�Lsf s'g}� b'O{ p2]�Zo n]�Vg'xf]�;\ .

-O{_	 Psn sf/�f]�af/� k|ljli6 eg]�sf]� s]� xf]� <

@=	 tnsf k|Zgsf]� ;ª\lIfKt pQ/� lbg'xf]�;\ M

-c_	 hg{nsf]� kl/�efiff lbg'xf]�;\ / o;sf p2]�Zo klg pNn]�v ug'{xf]�;\ .

-cf_ 	ef}�r/� tof/� ug]�{ r/�0f n]�Vg'xf]�;\ .

#=	 lgDglnlvt sf/�f]�af/�sf]� ef}�r/� tof/� kfg'{xf]�;\ M

!=	 dfu{ ! /�fhefOn]� k'FhL ?= (),))).– nufgL u/�L Joj;fo ;'?

@=	 dfu{ # ut]� ;"o{axfb'/�;Fu pwf/�f]�df dfn;fdfg vl/�b ?= !%,))).– 

#=	 dfu{ $ ut]� dfn;fdfg laj|mL gubdf ?= %,))).–

$=	 dfu{ & 3/�ef8f e'StfgL gubdf ?= %,))).–

%=	 dfu{ !) ut]� rf}�w/�L kmlg{r/� pBf]�uaf6 pwf/�f]�df kmlg{r/� vl/�b ?= #,))).–

^=	 dfu{ !! ut]� gubdf ljB't\ dx;'n e'StfgL ?= !,))).–

&=	 dfu{ !& ut]� k]�;f z]�kf{af6 gub ;fk6L k|fKt ?= &)).–

*=	 dfu{ !* ut]� gubdf Hofnf e'StfgL ?= !^).–

(=	 dfu{ !( ut]� k]�;f z]�kf{nfO{ gub ;fk6L ?= &)).–

!)=	 dfu{ @! ut]� OG6/�g]�6 lan gubdf e'StfgL ?= !,*)).–

$=	 z]�kf{ a]�s/�L k|f=ln= n]� u/�]�sf]� lgDglnlvt sf/�f]�af/�sf]� ef}�r/� tof/� ug'{xf]�;\ M

!=	 )$.! df /�d]�zn]� ?= !,%),))).– nufgL u/�L Jofkf/� ;'? u/�]� /� ;f]�xL lbg ?= 
!,)),))).– a}�ª\sdf hDdf eof]� .
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@=	 )$.@ df d]�l;g/�L vl/�b gubdf ?= !#,))).–

#=	 )$.# df Zofdk|;fb l3ld/�]�;Fu ;fdfg vl/�b u/�L gubaf6 e'StfgL ?= %,))).–

$=	 )$.$ df xl/� 8ª\uf]�nnfO{ ;fdfg laj|mL gubdf ?= $,))).–

%=	 )$.% df lji0f' lj=s=;Fu ;fdfg vl/�b pwf/�f]�df ?= @,#)).–

^=	 )$.^ df jl0ftf /�fO{nfO{ ;fdfg laj|mL pwf/�f]�df ?= @,))).– 

&=	 )$.& df /�LltsfnfO{ ;fdfg laj|mL pwf/�f]�df ?= #,#)).–

*=	 )$.* df cl/�ifaf6 ;fdfg vl/�b pwf/�f]�df ?= !%)).–

(=	 )$.( df g/�axfb'/�af6 ;fdfg vl/�b pwf/�f]�df ?= @,!)).–

!)=	 )$.!) df sfof{nosf nflu n]�h/� xfp;af6 d]�l;g vl/�b pwf/�f]�df ?= #,%@).–

%=	 tn lbOPsf]� chLt gsdL{sf]� sf/�f]�af/�sf]� ef}�r/� tof/� ug{'xf]�;\ M

!=	 )$.! df %,)),))).– gub nufgL u/�L Pp6f Joj;fo ;'?

@=	 )$.# df ?= $,)),))).– a}�ª\sdf gub hDdf

#=	 )$.$ df sfof{no kmlg{r/� ?= %%)).– sf]� r]�saf6 vl/�b

$=	 )$.% df ?= !,)),))).– sf]� Pp6f ejg r]�saf6 vl/�b

%=	 )$.^ df ;fdfg ?= #,))).– sf]� /�fd;Fu pwf/�f]�df vl/�b

^=	 )$.& df ?= @%))).– sf]� kmlg{r/� pwf/�f]�df vl/�b

&=	 )$.* df aflx/�L 9'jfgL vr{ ?= @,))).– r]�saf6 e'StfgL

*=	 )$.( df ?= @,%%).– sf]� ;dfg gubdf laj|mL 

(=	 )$.!) df ?= &))).– gub a}�ª\sdf bflvnf 

!)=	 )$.!! df dx]�Gb| If]�qLnfO{ ?= $,^%).– sf]� ;fdfg pwf/�f]�df laj|mL

^=	 cª\lstf zdf{n]� ug'{ePsf]� lgDglnlvt sf/�f]�af/�sf]� ef}�r/� tof/� ug'{xf]�;\ M

!=	 efb| ! df ?= @,)),))).– nufgL u/�L Joj;fo ;'? ul/�of]� .

@=	 efb| @ df ?= @&,))).– sf]� gubdf z}�Ifl0fs ;fdu|L vl/�b ul/�of]� .
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#=	 efb| # df /�ldtf pkfWofo;Fu ?= %!,))).– sf ;fdfg vl/�b ul/�of]� .

$=	 efb| % df /�ldtf pkfWofonfO{ ?= %,))).– sf]� ;fdfg lkmtf{ ul/�of]� .

%=	 efb| ^ df ;/�f]�h sf]�O/�fnfnfO{ ?= %),))).– sf]� ;fdfg laj|mL ul/�of]� .

^=	 efb| !% df ?= #,))).– sf]� ;fdfg rf]�/�L eof]� .

&=	 efb| @! df ?= #),)))df kmlg{r/� vl/�b u/�L ?= @%,))).– sf]� r]�s /� afFsL /�sd 
gubdf e'StfgL eof]� .

&=	 k]�df df]�Stfgsf]� h]�i7 dlxgfdf ePsf lgDglnlvt sf/�f]�af/�sf]� ef}�r/� tof/� ug'{xf]�;\ M

!=	 )@.# df ljdn s]�=;L= af6 ?= @%,))).– gub k|fKt eof]� . 

@=	 )@.% df ljdn /�fO{af6 ?= %,))).– sld;gafkt k|fKt eof]� .

#=	 )@.( df 3/�wgL s?0ff >]�i7nfO{ 3/�ef8f ?= !),))) sf]� !%Ü s/� s6fO{ ?= 
*%)).– 3/�ef8f e'StfgL lbOof]� .

$=	 )@.!! df 3/�ef8fafkt s6\6L ul/�Psf]� s/� ?= !%)).– s/� sfof{nodf a'emfOof]� .

%=	 )@.!# df ?= !!)).– x'nfs b:�t'/�afkt vr{ ul/�of]� .

^=	 )@.!% df lah'nL /� kfgL dx;'nafkt j|mdzM ?= !,%)).– /� &)).– sf]� r]�s hf/�L 
ul/�of]� .

*=	 lgDglnlvt sf/�f]�af/� dfOyfg k|f=ln=sf]� axLdf hg{n k|ljli6 tof/� ug'{xf]�;\ M

j}�zfv ! M 	 Joj;fosf]� ;'?cft ?= %),))) af6 ul/�of]� . 

j}�zfv % M 	 a}�ª\sdf ?= @%,))) hDdf ul/�of]� .

j}�zfv * M 	 r]�sdfkm{t ?= *,))) sf]� kmlg{r/� v/�Lb ul/�of]� . 

j}�zfv !! M 	?= %,))) sf]� ;fdfg gubdf vl/�b ul/�of]� .

j}�zfv !% M 	lzj k|f=ln= af6 ?= ^,))) sf]� ;fdfg vl/�b ul/�of]� . 

j}�zfv @) M	 lzj k|f=ln= nfO{ ?= ^,))) sf]� r]�sdfkm{t e'Stfg ul/�of]� .

(=	 lgDglnlvt sf/�f]�af/� lbOPsf 5g\ M

df3 ! M 	 Joj;fosf]� ;'?cft lgDgfg';f/� ul/�of]� M

	 gub		 ?= ^),)))

	 a}ª\s		 ?= #),)))

	 kmlg{r/� 	 ?= !),))) 
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df3 % M 	 a}�ª\sdf ?= !%,))) hDdf ul/of] .

df3 & M 	 s}�nfzaf6  ?= *,))) sf] ;fdu|L vl/�b ul/of] .

df3 ( M 	 bLlksfnfO{ ?= !,%)) sf] kmlg{r/� laj|mL ul/of] .

df3 !% M 	 a}�ª\saf6 ?= !),))) sfof{no k|of]�hgsf lglDt lemlsof]� . 

df3 @! M 	 s}�nfznfO{ ?= *,))) r]�såf/�f e'StfgL ul/�of]� .

df3 @% M 	 df3 dlxgfsf]� tna ?= !@,))) gub e'StfgL ul/�of]� . 

df3 #) M 	 bLlksfaf6 kmlg{r/�sf]� e'StfgL k|fKt ul/�of]� . 

cfjZos M hg{n ef}�r/�

!)=	 lbOPsf sf/�f]�af/�sf]� hg{n k|ljli6 tof/� ug'{xf]�;\ M

c;f]h ! 	 M 	 lgdfn]� ?= *),))) gub /� ?= &),))) a}�ª\s df}�HbftAff6 Joj;fo ;'? 

ul/�g\� .

c;f]�h @ 	 M 	 ?= @),))) sf]� ;fdfg vl/�b ul/of] .

c;f]�h % 	 M 	 ?= !@,))) a}�ª\sdf hDdf ul/of] .

c;f]�h ( 	 M 	 ?= ^,))) sf]� ;fdfg pwf/�f]�df cg'nfO{ laj|mL ul/of] .

c;f]�h !% 	M 	 JolStut k|of]�hgsf nflu ?= @,))) gub vr{ ul/of] .

c;f]�h @)	 M 	 k]�Dafaf6 ?= &,))) sf]� ;fdfg pwf/�f]�df vl/�b ul/of] .

c;f]�h @@	 M 	 cg'af6 ?= %,()) e'StfgL lnO{ ?= !)) 5'6 lbOof]� .

c;f]�h @%	 M 	 dlxgfsf]� 3/�ef8f ?= (,))) r]�sdfkm{t e'Stfg ul/�of]� .

c;f]�h @&	 M 	 lah'nL /� wf/�fsf]� lan j|mdzM ?= !)) /� ?= @%) gub e'StfgL ul/�of]� .

c;f]�h #)	 M	 k]�DafnfO{ ?= ^,(%) sf]� r]�såf/�f e'StfgL lbOof]� .
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!!=	 zdf{ 6]�«l8ªsf]� h]�7 dlxgfsf]� sf/�f]�af/� lbOPsf]� 5, To;sf cfwf/�df hg{n k|ljli6 tof/� 
ug'{xf]�;\ M

h]�7 !	 M	 a}�ª\sdf gub ?= !,%),))) hDdf eof] .

h]�7 %	 M	 pwf/�f]�df afa'sfhLaf6 ?= @),))) sf] ;fdfg vl/�b eof] .

h]�7 (	 M	 s[lif ljsf; a}�ª\saf6 ?= &),))) C0f k|fKt eof] .

h]�7 !!	 M	 gubdf vl/�b ul/of] M

		  ;fdfg M ?= &,)))

		  sDKo'6/� M ?= @!,)))

		  kmlg{r/� M ?= #),)))

h]�7 !#	 M	 sljtfnfO{ ?=$,%)) sf] ;fdfg pwf/�f]�df laj|mL ul/of] .

h]�7 !%	 M	 dlxgfsf]� 3/�ef8f ?= !!,))) e'StfgL eof] .

h]�7 !*	 M	 ?= !))) 5'6 s6fP/� afa'sfhLnfO{ ?= !(,))) e'StfgL ul/of] .

h]�7 @)	 M	 JolStut k|of]�hgdf ?= @,))) vr{ eof] .

h]�7 @%	 M	 sljtfaf6 ?= $,$%) sf]� r]�s k|fKt eof]� -5'6 ?= %)_ . 

h]�7 #)	 M	 ?= *,))) d"No kg]�{ kmlg{r/� ?= *,%)) df gub}� laj|mL eof]� .

!@=	 kfyLe/�f 6]�«8;{sf]� lgDglnlvt sf/�f]�af/�sf]� cfwf/�df hg{n k|ljli6 tof/� ug'{xf]�;\ M

;fpg !	 M 	gub ?= (),))) /� a}�ª\s Aofn]�G; ?= ^),))) af6 Joj;fo ;'? eof] .

;fpg @	 M 	?= @),))) sf] kmlg{r/� vl/�b ul/of] .

;fpg #	 M 	b'uf{ 6«]�l8ª xfp;af6 pwf/�f]�df ?= !*,))) df ;fdfg vl/�b ul/of] .

;fpg $	 M 	a}�ª\sdf ?= $),))) gub hDdf eof] .

;fpg *	 M 	:�6]�;g/�L ?= %)) sf] vl/�b ul/of] .

;fpg !@	 M	 j|mo d"No ?= %,))) sf]� kmlg{r/� ?= %,%)) df gubdf laj|mL ul/of] .
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;fpg !%	M	 sf7df8f}�F laj|mL s]�Gb|nfO{ ?= (,))) sf]� ;fdfg pwf/�f]�df laj|mL ul/of] .

;fpg @)	M	 dlxgfsf]� kfgL lah'nLsf]� lan ?= &)) r]�såf/�f e'StfgL eof] .

;fpg @!	 M	 b'uf{ 6«]�l8ª xfp;nfO{ gub ?= !%,))) /� afFsL r]�såf/�f e'StfgL eof] .

;fpg @%	M	 sd{rf/�Lsf]� tna ?= !,#)) gub e'StfgL eof] .

;fpg #)	M	 sf7df8f}�F laj|mL s]�Gb|af6 ?= *,*%) e'StfgL k|fKt u/�L lx;fa ldnfg eof]� . 

;fpg #)	M	 JolStut k|of]�hgsf nflu ?= %)) vr{ eof] .

lj|mofsnfk

tkfOFsf]� 3/�df Ps dlxgfsf]� ;dofjlwdf ePsf s'g}� @) cf]�6f 3/�fo;L sf/�f]�af/� ;d]�6]�/� ef}�r/� 
tof/� ug'{xf]�;\ .
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kf7 !@
axLvftf (Ledger)

!@=! axLvftfsf]� cy{ (Meaning of ledger)
s'g}� lglZrt ljifo jf JolSt;Fu ;DalGwt Ps}� k|s[ltsf ;a}� sf/�f]�af/�x¿ Ps}� 7fpFdf clen]�v 
/�flvg]� ljj/�0fnfO{ axLvftf elgG5 . axLvftfsf]� cy{ k':�ts jf lstfa xf]� . ;a}� vftfsf]� ;dli6nfO{ 
hgfpg]� u/�L lstfasf]� :�j¿kdf axLvftf /�flvG5 . vftf jf lstfa zAb Ps}� cy{df klg k|of]�u 
x'g]� u/�]�sf]� kfOG5 .

sf/�f]�af/�sf]� ;'? n]�vfª\sg ef}�r/�df ul/�Psf]� x'G5 . o; clen]�vaf6 s'g}� klg sf/�f]�af/�sf]� k"0f{ 
hfgsf/�L k|fKt gx'g]� x'gfn]� ef}�r/�df ul/�Psf]� 8]�la6 /� j|m]�l86sf cfwf/�df vftfdf clen]�v /�flvG5 . 
o; clen]�vaf6 s'g}� lglZrt ldltdf Joj;fosf]� ;DklQ /� bfloTjsf]� l:�ylt s]� 5, ;fx' /� 
cf;fdL;Fu lng'lbg'kg]�{ /�sd s]� slt 5 eGg]� s'/�f yfxf kfOG5 . axLvftfsf]� ;xof]�uaf6 k|To]�s 
zLif{ssf af/�]�df cnu cnu hfgsf/�L k|fKt ug{ ;lsG5, h:�t}� M ;fdfg, gub, k'FhL . axLvftfdf 
/�flvg]� sf/�f]�af/�df s'g}� vf; JolSt jf ljifo;Fu ;DalGwt ;Dk"0f{ sf/�f]�af/�sf]� clen]�v j|mdfut 
ldnfP/� /�flvPsf]� x'G5 .

Willianm Pickles sf cg';f/� vftf ;a}� ;xfos lstfadf k|ljli6 ul/�g]� n]�vf ljj/�0fsf]� clGtd 
uGtJosf ¿kdf /�xg]� Ps dxÎjk"0f{ n]�vf lstfa xf]� ('A ledger is the most important books of 
accounts and the final destination of the entries made in the subsidiary books) .

L.C. Cropper sf cg';f/� s'g}� Joj;fosf]� :�yfoL k|s[ltsf ;a}� sf/�f]�af/�sf]� juL{s[t clen]�v 
;dfj]�z x'g]� lstfa g}� vftf xf]� (The book which contains a classified and permanent record 
of all the transactions of a business is called the Ledger) .

ljutdf sf/�f]�af/�sf]� dfqf Tolt w]�/�}� gx'g]� xF'bf Joj;fodf vftfx¿nfO{ Pp6}� 7'nf]� lstfadf 
afOlG8ª u/�]�/� /�fVg]� cEof; lyof]� . sf/�f]�af/� w]�/�}� x'g]� Joj;fodf vftfnfO{ Pp6}� lstfaL ¿kdf 
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;d]�6\g ;lsFb}�g . To;}�n]� clxn]� Loose Leaf Ledger sf]� cjwf/�0ff klg k|rngdf 5 . o;af6 
vftfdf cfjZostfcg';f/� kfgfx¿ yk ug{ ;lsG5 . ;ˆ6j]�o/�df /�flvg]� n]�vfaf6 ;d]�t o:�tf]� 
n]�h/� tof/� ug{ ;lsG5 .

!@=@ axLvftf /�fVg'sf]� p2]�Zo (Objective of ledger)
axLVfftf sf/�f]�af/�sf]� k|s[ltcg';f/� clGtd clen]�v ug{]� k|d'v ;fwg xf]� . axLVfftfsf cfwf/�df 
k|ltj]�bg tof/� x'G5g\ . axLvftf sf/�f]�af/�sf]� clen]�v x'g]� clGtd :�yfg xf]� . To;}�n]� axLvftfnfO{ 
Book of final entry ;d]�t elgG5 . axLvftf tof/� ug{'sf lgDgadf]�lhd p2]�Zo /�x]�sf 5g\ M

-s_ 	 cfDbfgL tyf vr{sf]� juL{s[t hfgsf/�L u/�fpg]�

-v_ 	 k|To]�s vftfsf]� ;fd"lxs l:�ylt kQf nufpg]�

-u_ 	 ;fx' tyf cf;fdLsf]� l:�ylt lglZrt ug{]�

-3_ 	 ;Gt'ng k/�LIf0f agfpg ;xof]�u ug{]�

-ª_ 	 ul0ftLo z'4tf kQf nufpg]� .

!@=# ef}�r/� /� vftfdf leGgtf (Diffrences between journal and ledger)

ef}�r/� axLvftf

of]� sf/�f]�af/�sf]� k|f/�lDes clen]�v xf]� . of]� sf/�f]�af/�sf]� clGtd clen]�v xf]� .

o;df sf/�f]�af/�sf]� ljj/�0f l;nl;n]�jf/� 
¿kdf /�flvG5 .

o;df vftfut ljj/�0f tof/� ul/�G5 .

k|f/�lDes sfuhftsf cfwf/�df of]� ljj/�0f 
tof/� ul/�G5 .

hg{nsf cfwf/�df of]� vftf tof/� ul/�G5 .

o;df vftf kfgf gDa/� (L.F) n]�lvG5 . o;df ef}�r/� gDa/� (J.F) n]�lvG5 .

o;df hDdf dfq n]�lvG5 . o;df vftfsf]� z]�if (Balance) ;d]�t n]�Vg'k5{ .

!@=$	axLvftfsf]� gd'gf 9f“rf (Specimen design of ledger)
	 Vfftf tof/� ug{]� b'O{ 9fFrf /�x]�sf 5g\ h'g lgDgfg';f/� 5g\ M

-s_ df}�Hbft 9fFrf (Continous balance form ledger)

-v_ 6L 9fFrf (T Format/�Ledger)
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-s_ df}�Hbft 9f“rf (Continous balance form ledger) sf]� gd'gf

df}�Hbft 9fFrfdf sf/�f]�af/�sf]� ldlt /� ljj/�0f afofFtkm{ Pjd\� 8]�la6 tyf j|m]�l86 dxn ;Fu;Fu}� ;fy}� 
8]�la6 /� j|m]�l86sf]� df}�Hbft /�xg]� dxn bfofFtkm{ ;dfj]�z ul/�G5 . o; tl/�sfdf 8]�la6sf]� /�sd 8]�la6 
dxndf /� j|m]�l86sf]� dxn j|m]�l86df g}� /�flvG5 . o;df sf/�f]�af/�sf]� k|:�t'lt 7f8f]� 9fFrfdf x'G5 .

ldlt ljj/�0f ef}�r/� g /�sd ?= -8]�la6_ /�sd ?= -j|m]�l86_ df}�Hbft /�sd

XXX XXX

XXX XXX

hDDff XXX

o; k|sf/�sf]� n]�h/� 9fFrf b}�lgs k|of]�udf NofOg]� vftfx¿df pkof]�u u/�]�sf]� kfOG5 . a}�ª\s :�6]�6d]�G6, 
cf;fdLx¿sf]� vftf, dfn;fdfgsf]� df}�Hbft ljj/�0f cflb To; k|sf/�sf 9fFrfsf pbfx/�0f x'g\ . o; 
9fFrfnfO{ lgDglnlvt pbfx/�0faf6 :�ki6 ul/�Psf]� 5 M

pbfx/�0f ! M Continous balance form ledger tof/� ug{]� tl/�sf

gub vftf

ldlt ljj/�0f ef}�r/� g= /�sd ?= 
-8]�la6_

/�sd ?= 
-j|m]�l86_

df}�Hbft /�sd 
-8]�= – j|m]�= _

$.@) k'FhL vftf %,%),))).– %,%),))).–

$.@! a}�ª\s vftf %,)),))).– %),))).–

$.@# ;fdfg vftf !),))).– ^),))) .–

$.@# a}�ª\s vftf !),))).– %),))).–

$.#! ;fdfg vftf %,$@).– $$,%*).–

gub df}�Hbft hDdf $$,%*).–

gf]�6M oxfF k|:�t't pbfx/�0f o;}� kf7sf]� pbfx/�0f ^ df k|:�t't gub vftf;Fu ;DalGwt 5 .

b}�lgs k|of]�udf Continous balance form ledger a9L k|of]�u ul/�G5, lsgls of]� 
9fFrf k|of]�u ug{ a9L ;/�n x'G5 .

-v_ 'T' Format/�Ledger sf]� 9f“rf

o; 9fFrfsf]� afofFtkm{ 8]�la6 /� bfofFtkm{ j|m]�l86sf ljj/�0fx¿ ;dfj]�z ul/�G5 . vftfsf 8]�la6 /� 
j|m]�l86 b'a}� kIfdf ;DalGwt sf/�f]�af/�sf ljj/�0f /�xG5g\ . k7gkf7gdf T Format/�Ledger nfO{ a9L 
k|of]�u ul/�G5, lsgls of]� a'em\g a9L ;lhnf]� x'G5 .
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=====lx;fa vftf

8]�=� j|m]�=

ldlt ljj/�0f ef}�r/� g= /�sd ?= ldlt ljj/�0f ef}�r/� g= /�sd ?=

o; 9fFrfsf]� vftfdf sf/�f]�af/�x¿ r9fpg lgDgfg';f/�sf]� ljlw cjnDag ul/�G5 M

-c_	 k|To]�s vftfsf]� lz/�df ;DalGwt vftfsf]� gfd n]�lvG5 .

-cf_	 k|To]�s vftfsf]� afofFtkm{ 8]�la6 /� bfofFtk{m j|m]�l86 ljj/�0f ;dfj]�z ul/�G5 .

-O_ 	 k|To]�s sf/�f]�af/�sf]� 8]�la6 /� j|m]�l86 b'a}� v08df ldlt, ljj/�0f, ef}�r/� gDa/� /� /�sd 
v'nfpg'k5{ .

-O{_ 	 vftfdf sf/�f]�af/� r9fpFbf k|f/�lDes ef}�r/�df h'g sf/�f]�af/� h'g kIfdf 5, vftfdf klg 
ToxL sf/�f]�af/� ToxL kIfdf r9fpg'k5{ . cyf{t\\ sf/�f]�af/�sf]� ;'? clen]�v /�flv;s]�kl5 ;'? 
clen]�vsf]� 8]�la6 kIfsf]� sf/�f]�af/� 8]�la6 kIfdf /� j|m]�l86 kIfsf]� sf/�f]�af/� ;DalGwt vftfsf]� 
j]�|ml86 kIfdf g}� r9fpg'k5{ .

-p_ 	 Ps k6s s'g}� vftf vf]�ln;s]�kl5 ;f]� vftf;DaGwL ljleGg ldltdf ePsf sf/�f]�af/�sf nflu 
csf]�{ 5'6\6}� vftf vf]�ln/�xg'kb}�{g .

-pm_ 	 vftfdf ljj/�0f n]�Vbf 8]�la6df By /� j|m]�l86sf]� eP To n]�Vg]� ul/�G5 . cª\u|]�hL vftfdf By 
(af6) /� To -nfO{_ clgjfo{ ¿kdf n]�lvP klg g]�kfnL efiffdf eg]� o;sf]� k|of]�u clgjfo{ 
u/�]�sf]� kfOFb}�g .

;'? clen]�vsf]� 8]�la6 kIfsf]� vftfsf]� 8]�la6 kIfdf /� j|m]�l86 kIfsf]� sf/�f]�af/� /�sd 
;DalGwt vftfsf]� j|m]�l86 kIfdf g}� r9fpg'k5{ .

'T' 9fFrfsf]� vftfdf sf/�f]�af/� k|ljli6sf]� tl/�sfnfO{ lgDglnlvt pbfx/�0faf6 :�ki6 ug{ ;lsG5 M

dfgf}�F, ;fpg @) df %,%),))).– sf]� kF'hLn]� ;'? u/�]�sf]� Jofj;flos sf/�f]�af/�sf]� ef}�r/� /� vftf 
tof/�L ug'{ 5 . o; sf/�f]�af/�sf]� klxn]� ef}�r/� /� To;kl5 vftfdf k|ljli6 ul/�G5 M

-c_ ef}�r/� k|ljli6

ldlt ljj/�0f vf=kf=g= 8]�la6 j|m]�l86

$.@) 8]�la6 M gub vftf

j|m]�l86 M k'FhL vftf

-Joj;fo ;'? ul/�of]�_

%,%),))).–

%,%),))).–

�
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o; ef}�r/�nfO{ ljZn]�if0f u/�f}�F . o;df b'O{ vftfdf c;/� /�x]�sf]� 5, klxnf]� vftf gub vftf /� bf]�;|f]� 
k'FhL vftf . o;sf]� cy{ xfdLn]� o; sf/�f]�af/�nfO{ b'O6}� vftfdf k|ljli6 ug{'k5{ . gub vftf tof/� 
ubf{ ljj/�0fdf k'FhL vftf n]�Vg'k5{ . o;n]� ubf{ gub vftf x]�bf{ s'g vftfaf6 /�sd cfPsf]� xf]� ;f]� 
k|:�6 x'G5 . o:�t}� k'FhL vftfdf tof/� ubf{ ljj/�0fdf gub vftf n]�Vg'k5{ .

-cf_ vftfdf k|ljli6

Dffly lbOPsf]� ef}�r/�sf]� vftf k|ljli6 ubf{ gub vftf /� k'FhL vftfdf k|ljli6 x'G5 .

gub vftf tof/� ubf{ klxn]� ef}�r/�sf]� ldlt n]�lVfG5, To;kl5 j|m]�l86 ul/�Psf]� vftfsf]� gfd -o; 
pbfx/�0fdf k'FhL vftf_ n]�lvG5 /� gub vftfdf r9]�sf]� /�sd 8]�la6 kIfdf n]�lvG5 lsgls ef}�r/�df 
gub vftf 8]�la6 ul/�Psf]� 5 . gub vftfdf j|m]�l86 ul/�Psf]� vftf k'FhL vftf n]�lvPsf]� 5 .

k'FhL vftf tof/� ubf{ klg gub vftfdf h:�t}� klxn]� ef}�r/�sf]� ldlt n]�lvG5 . To;kl5 ef}�r/�df 
8]�la6 ul/�Psf]� vftfsf]� gfd /� ljj/�0f n]�lvG5 . o;}�n]� /�sd j|m]�l86sf]� n]�lvG5 eg]� vftfsf]� ljj/�0f 
gub vftf n]�lvG5 . ef}�r/� /� vftf k|ljli6nfO{ lgDglnlvt lrqaf6 :�ki6 ug{ ;lsG5 M

ef}�r/�df Ps jf PseGbf a9L vftfx¿ ;dfj]�z ePsf]� v08df klg ;DalGwt sf/�f]�af/�sf]� ljj/�0f 
/�x]�sf]� ;DalGwt vftf kfgf g= df sf/�f]�af/� k|ljli6 ul/�G5 . olb dflysf]� pbfx/�0fdf gubdf  
?= %),))) /� a}�ª\sdf ?= %,)),))) hDdf ePsf]� cj:�yf ePsf]� eP k'FhL vftf ?= %,%),))) 
x'g]� lyof]� eg]� gub vftfdf ?= %),))) dfq /�sd /�xGYof]� .
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!@=%	vftf aGb u/�L z]�if lgsfNg]� tl/�sf (Method of closing with balancing)
sf/�f]�af/�sf]� ef}�r/�df clen]�v ul/�Pkl5 To;}�sf cfwf/�df vftfdf k|ljli6 ul/�G5 . o;/�L k|ljli6 
ul/�;s]�kl5 k|To]�s vftfsf]� 8]�la6 /� j|m]�l86 kIfdf r9]�sf]� sf/�f]�af/�sf]� /�sd a/�fa/� u/�L vftf aGb 
ug'{k5{ . vftfsf]� /�sd ;Gt'ng gu/�L vftf aGb ug'{x'Fb}�g . ;Gt'ngdf ;j{k|yd 8]�la6 /� j|m]�l86 
/�sdsf]� s'n of]�u lgsfNg'k5{ . 8]�la6 /� j|m]�l86 b'a}�sf]� of]�u a/�fa/�L gePsf]� cj:�yfdf a9L ePsf]� 
kIfaf6 sd ePsf]� kIfsf]� /�sdsf]� s'n /�sd 36fO{ df}�Hbft lgsfNg'k5{ . o:�tf]� km/�s cyf{t\ 
df}�Hbft /�sdnfO{ ;Gt'ng /�sd (Balance cyf{t\ c/�d) elgG5 /� z]�if lgsfn]�/� lx;fa ldnfg ug{]� 
sfo{nfO{ ;Gt'ng ug]�{ elgG5 . vftf ;Gt'ng ePkl5 dfq aGb ul/�G5 .

pbfx/�0fsf nflu s'g}�]� a}�ª\s vftfdf 8]�la6 kIfsf]� s'n of]�u ?= %,!),))).– /� j|m]�l86 kIfsf]� s'n 
of]�u ?= $,**,))).– 5 eg]� j|m]�l86 kIfdf ?= @@,))).– df}�Hbft b]�vfpFbf dfq b'a}�tk{m a/�fa/� 
eO{ lx;fa ;Gt'ng x'g k'U5 . vftf aGb ubf{ vftfsf]� b'a}�tk{msf]� of]�u a/�fa/� b]�vfpg'k5{ . of]�usf]� 
l7s tn b'O{ wsf{ lbO{ vftf aGb u/�]�sf]� ;ª\s]�t ul/�G5 . of]�u a/�fa/� x'g gcfPdf 8]�la6 hDdfsf]� 
/� j|m]�l86 hDdfsf]� leGgtfnfO{ df}�Hbft egL b]�vfO{ vftf aGb ul/�G5 . o;/�L aGb ubf{ b]�vfOg]� 
df}�HbftnfO{ clGtd df}�Hbft elgG5 . csf]�{ dlxgf jf jif{df vftf k'gM ;'? ul/�G5 eg]� cluNnf]� 
cjlwsf]� ;f]�xL clGtd df}�HbftnfO{ o; cjlwsf]� ;'? df}�Hbft elgG5 .

o;/�L vftf aGb ubf{ lglZrt ;dofjlwnfO{ cfwf/� dflgG5 . sf/�f]�af/� ;~rfng ug]�{ ;+:�yfsf]� 
cfjZostfcg';f/� b}�lgs, q}�dfl;s, cw{jflif{s jf jflif{s ¿kdf vftf aGb ug]�{ ul/�G5 . o; k|sf/� 
vftf aGb ubf{ klxn]� Ps wsf{n]� hf]�8]�/� /�sdsf]� of]�u u/�]�kl5 cGTodf b'O{cf]�6f ;dfgfGt/� wsf{ 
tfgL vftf tTsfnnfO{ aGb u/�]�sf]� hgfOG5 M

pbfx/�0f @ M vftf aGb u/�L z]�if lgsfNg]� tl/�sf

a}�ª\s vftf
8]�la6� j|m]�l86

ldlt ljj/�0f ef}�r/� g /�sd ?= ldlt ljj/�0f ef}�r/� g /�sd ?=

$.@) gub vftf %,!),))).– $.!* vl/�b vftf $,**,))).–

$.#! df}�Hbft 
afFsL
(c/�d)

@@,))).–

%,!),))).– %,!),))).–

%.! df}�Hbft
cNof
(b/�d)

@@,))).–
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!@=^ vftfsf]� df}�Hbft lgsfNg]� tl/�sf (T Format df cfwfl/�t)
vftfdf clen]�v ul/�g]� tl/�sf tnsf]� pbfx/�0fdf k|:�t't ul/�Psf]� 5 . oL pbfx/�0faf6 df}�Hbft 
u0fgfsf]� tl/�sf;d]�t x]�g{ ;lsG5 . vftfsf]� df}�Hbft 8]�la6af6 j|m]�l86 36fO{ afFsL /�x]�sf]� /�sd 
xf]� . df}�Hbft k|To]�s cjlwsf]� cGTodf u0fgf ul/�G5 . df}�Hbft dfl;s, rf}�dfl;s, jflif{s jf h'g 
cjlwsf]� vftf tof/� ul/�G5 ;f]�xL cjlwsf]� u0fgf ul/�G5 .

pbfx/�0f # M gubdf vr{ dfq}�sf]� sf/�f]�af/� ePsf]� cj:�yfdf -gub vftf tof/�L_ 

cd[t zfSon]� cfˆgf]� Joj;fosf lgDgcg';f/�sf sf/�f]�af/� gubdf dfq}� u/�]�sf 5g\ M

j}�}�zfv ! M ?= #)),))) gubaf6 Joj;fo ;'? u/�]� .

j}�zfv @ M clkm; ejgsf nflu ?= !)),))) vr{ eof]� .

j}�zfv # M ?= #),))) df clkm; ;dfg vl/�b eof]� .

j}�zfv $ M ?= $),))) sf]� kmlg{r/� vl/�b eof]� .

pSt sf/�f]�af/�sf]� ef}�r/� /� vftf lgDgfg';f/� tof/� ul/�G5 /� csf{]� dlxgfsf nflu df}�Hbft ;fl/�G5 .

pQ/� M klxn]� pSt k|To]�s sf/�f]�af/� ldlt /� j|mdcg';f/� ef}�r/� p7fOG5 .

cd[t zfSosf]� Joj;fosf ef}�r/�

ef}�r/� g= ldlt ljj/�0f 8]�la6 /�sd ?= j|m]�l86 /�sd ?=

))! )!÷)! 8]�la6 – gub vftf

j|m]�l86 – k'FhL vftf

-Joj;fo ;'? ul/�Psf]�_

#,)),))).–

#,)),))).–

))@ )!÷)@ 8]�la6 – clkm; ejg vftf

j|m]�l86 – gub vftf

-clkm; ejg Joj:�yf ul/�Psf]�_

!,)),))).–

!,)),))).–

))# )!÷)# 8]�la6 – sfof{no ;fdfg vftf

j|m]�l86 – gub vftf

-clkm; ;dfg vl/�b ul/�of]�_

#),))).–

#),))).–

))$ )!÷)$ 8]�la6 – kmlg{r/� vftf

j|m]�l86 – gub vftf

-kmlg{r/� vl/�b ul/�of]�_

$),))).–

$),))).–



169sfof{no ;~rfng tyf n]vf, sIff (

o;/�L p7fOPsf]� ef}�r/�sf cfwf/�df ;DalGwt vftfdf sf/�f]�af/� r9fOG5 . oxfF gub vftfdf k|ljli6 
ul/�Psf]� pbfx/�0f k|:�t't 5 M

gub vftf
8]�la6	�  j|m]�l86

ldlt ljj/�0f ef}�=g= /�sd ?= ldlt ljj/�0f ef}�=g= /�sd ?=

)!÷)! k'FhL vftf ))! #,)),))) )!÷)@ clkm; ejg ))@ !,)),)))

)!÷)# sf=;dfg vftf ))# #),)))

)!÷)$ kmlg{r/� vftf ))$ $),)))

)!÷)% Dff}�Hbft afFsL
(c/�d)

!,#),)))

hDdf #,)),))) hDdf #,)),)))

)@÷)! df}�Hbft
cNof
-b/d_

!,#),)))

pbfx/�0f $ M gubsf]� cfDbfgL /� vr{ sf/�f]�af/� ePsf]� cj:�yfdf -gub vftf tof/�L_

dflysf]� pbfx/�0f # df gub vr{sf]� dfq}� sf/�f]�af/� k|:�t't ul/�Psf]� 5 . pSt sf/�f]�af/�sf j|mddf h]�7 
dlxgfdf lgDgadf]�lhd gub cfDbfgLsf sf/�f]�af/� klg ePsf 5g\ .

h]�7 % M ;dfg laj|mLaf6 ?= ^),))) gub k|fKt eof]� . 

h]�7 @^ M ;]�jf laj|mLaf6 ?= $),))) gub k|fKt eof]� .

pQ/� M	h]�7df ePsf pSt b'O{ sf/�f]�af/�;d]�t ;dfj]�z u/�L csf{]� dlxgfsf nflu lgDgfg';f/� ef}�r/� /� 
vftf k|ljli6 ul/�G5 M

uf]�:�jf/�f clen]�v÷hg{n

ef}�r/� g= ldlt ljj/�0f 8]�la6 /�sd ?= j|m]�l86 /�sd ?=

))% )@÷)% 8]�la6 – gub vftf
j|m]�l86 – ;dfg laj|mL vftf

-gubdf ;dfg laj|mL ul/�of]�_

^),))).–
^),))).–

))^ )@÷@^ 8]�la6 – gub vftf
j|m]�l86 – ;]�jf laj|mL vftf

-gubdf ;]�jf laj|mL ul/�of]�_

$),))).–
$),))).–
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gub vftf
8]�la6	�  j|m]�l86

ldlt ljj/�0f ef}�=g= /�sd ?= ldlt ljj/�0f ef}�=g= /�sd ?=

)!÷)! k'FhL vftf ))! #)),))) )!÷)@ clkm; ejg ))@ !)),)))

)@÷)% ;dfg laj|mL vftf ))% ^),))) )!÷)# sf= ;dfg vftf ))# #),)))

)@÷@^ ;]�jf laj|mL vftf ))^ $),))) )!÷)$ kmlg{r/� vftf ))$ $),)))

)@÷#! Dff}�Hbft afFsL
(c/d)

@,#),)))

hDdf $,)),))) hDdf $,)),)))

)#÷)! df}�Hbft cNof -b/d_ – @,#),)))

b|i6Jo M ef}�r/� g= ))! b]�lv ))$ ;Dd pbfx/�0f # s}� sf/�f]�af/� x'g\ .

pbfx/�0f % M gub tyf a}�ª\s sf/�f]�af/� ePsf]� cj:�yfdf -gub vftf /� a}�ª\s vftf_

dfly pbfx/�0f # /� $ sf sf/�f]�af/�sf ;fy}� lgDglnlvt a}�ª\s sf/�f]�af/� klg c;f/� dlxgfdf ePsf]� 5 M

c;f/� @ M a}�ª\sdf ?= !%),))) gub bflvnf eof]� .

c;f/� !@ M ;jf/�L ;fwg df]�6/�;fOsn vl/�b u/�L ?= !)),))) r]�saf6 e'StfgL eof]� .

c;f/� !% M lj1fkg vr{ ?= !),))) r]�sdfkm{t e'StfgL eof]� .

c;f/� !& M :�6]�;g/�L vr{ ?= %,))) r]�sdfkm{t e'StfgL eof]� .

pQ/�

uf]�:�jf/�f clen]�v÷hg{n

ef}�r/� g= ldlt ljj/�0f 8]�la6 /�sd ?= j|m]�l86 /�sd ?=

))& )#÷�)@ 8]�la6 – a}�ª\s vftf
j|m]�l86 – gub vftf

-a}�ª\sdf gub hDdf ul/�of]�_

!,%),))).– !,%),))).–

))* )#÷!@ 8]�la6 – ;jf/�L ;fwg vftf
j|m]�l86 – a}�ª\s vftf

-df]�6/�;fOsn vl/�b ul/�of]�_

!,)),))).–
!,)),))).–

))( )#÷!% 8]�la6 – lj1fkg vr{ vftf
j|m]�l86 – a}�ª\s vftf

-lj1fkg u/�]�sf]� /�sd a}�ª\saf6 e'StfgL_

!),))).–
!),))).–

)!) )#÷!& 8]�la6 – :�6]�;g/�L vr{ vftf
j|m]�l86 – a}�ª\s vftf

-:�6]�;g/�L vl/�b u/�]�sf]� /�sd a}�ª\saf6 e'StfgL_

%,))).–
%,))).–
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gub vftf
8]�la6	�  j|m]�l86

ldlt ljj/�0f ef}�=g= /�sd ?= ldlt ljj/�0f ef}�=g= /�sd ?=

)!÷)! k'FhL vftf ))! #)),))) )!÷)@ clkm; ejg ))@ !)),)))

)@÷)% ;dfg laj|mL vftf ))% ^),))) )!÷)# sf= ;dfg vftf ))# #),)))

)@÷@^ ;]�jf laj|mL vftf ))^ $),))) )!÷)$ kmlg{r/� vftf ))$ $),)))

)#÷)@ a}�ª\s vftf ))^ !,%),)))

)#÷#! Dff}�Hbft afFsL (c/�d) *),)))

hDdf $,)),))) hDdf $,)),)))

)$÷)! df}�Hbft cNof -b/�d_ *),)))

b|i6Jo M ef}�r/� g= ))! b]�lv ))^ ;Dd pbfx/�0f # s}� sf/�f]�af/� x'g\ .

a}�ª\s vftf
8]�la6	�  j|m]�l86

ldlt ljj/�0f ef}�=g /�sd ?= ldlt ljj/�0f ef}�=g= /�sd ?=

)#÷)@ gub vftf ))& !,%),))) )#÷!@ ;jf/�L ;fwg vftf ))* !)),)))

)#÷!% lj1fkg vr{ vftf ))( !),)))

)#÷!& :�6]�;g/�L vr{ vftf )!) %,)))

)#÷#! Dff}�Hbft afFsL (c/�d) #%,)))

hDdf !,%),))) hDdf !,%),)))

)$÷)! df}�Hbft cNof #%,)))

o;/�L gub vftfn]� Joj;fosf]� ;'?b]�lv gub k|flKt /� vr{ tyf df}�HbftnfO{ b]�vfpF5 eg]� a}�ª\s 
vftfn]� a}�ª\sdf hDdf ePsf]� /�sd, a}�ª\sdfk{mt ePsf]� vr{ /� df}�HbftnfO{ b]�vfpF5 . b'a}�sf]� 
df}�Hbftn]� vr{ of]�Uo gub /� a}�ª\s df}�HbftnfO{ b]�vfpF5 .

pbfx/�0f ̂ M ;a}� sf/�f]�af/� ePsf]� cj:�yfdf -gub vftf /� a}�ª\s vftf ;fy}� cGo ;DalGwt vftfsf]� tof/�L_

bfdf]�b/� PG8 ;G; sDkgLsf]� ;fpg dlxgfdf b]�xfoadf]�lhdsf]� sf/�f]�af/� /�x]�sf]� 5 . o;sf cfwf/�df 
tof/� x'g]� ;DalGwt vftf tof/� ug'{xf]�;\ .

-s_	 )$.@) df bfdf]�b/� PG8 ;G; sDkgLsf]� ?= %,%),)))÷– df Joj;fo ;'?

-v_	 )$.@! ?= %,)),))).– /�sd a}�ª\sdf vftf vf]�nL hDdf

-u_	 )$.@! df ?= @),))).– sf]� ;fdfg pwf/�f]�df ¿kf sDkgL;Fu vl/�b
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-3_	 )$.@# df /�df >Ljf:�tjnfO{ gub ?= !),))).– lnP/� ;fdfg laj|mL . pSt ;dfgsf]� 
nfut ?= *,))) /�x]�sf]� 5 .

-ª_	 )$.@# df ?= !),))).– gub a}�ª\s bflvnf

-r_	 )$.@$ df kGgf kmlg{r/� pBf]�uaf6 ?= !%,))).– sf]� kmlg{r/� pwf/�f]�df vl/�b

-5_	 )$.@% df r]�saf6 ?= @),))).– 3/�ef8f e'StfgL

-h_	 )$.#) df r]�saf6 ?= %,))).– tna e'StfgL .

-em_	 )$.#! df s[i0f ;'j]�bLaf6 ?= %,$@).– sf]� ;fdfg gubdf vl/�b .

pQ/� M	;j{k|yd pSt sf/�f]�af/�sf]� ef}�r/� b]�xfoadf]�lhd tof/� ul/�G5 M

uf]�:�jf/�f clen]�v÷hg{n

ef}�r/� g= ldlt ljj/�0f 8]�la6 /�sd ?= j|m]�l86 /�sd ?=

))! )$.@) 8]�la6 – gub vftf
j|m]�l86 – k'FhL vftf

-Joj;fo ;'? ul/�of]�_

%,%),))).–
%,%),))).–

))@ )$.@! 8]�la6 – a}�ª\s vftf
j|m]�l86 – gub vftf

-a}�ª\sdf gub hDdf ul/�of]�_

%,)),))).–
%,)),))).–

))# )$.@! 8]�la6 – vl/�b vftf
j|m]�l86 – ¿kf sDkgL vftf

-¿kf sDkgL;Fu pwf/�f]�df ;fdfg vl/�b ul/�of]�_

@),))).–
@),))).–

))$ )$.@# 8]�la6 – gub vftf
j|m]�l86 – laj|mL vftf

-gubdf ;fdfg laj|mL ul/�of]�_

!),))).–
!),))).–

))% )$.@# 8]�la6 – a}�ª\s vftf
j|m]�l86 – gub vftf

-a}�ª\sdf /�sd hDdf ul/�of]�_

!),))).–
!),))).–

))^ )$.@$ 8]�la6 – kmlg{r/� vftf
j|m]�l86 – kGgf kmlg{r/�

-pwf/�f]�df kmlg{r/� vl/�b ul/�of]�._

!%,))).–
!%,))).–

))& )$.@% 8]�la6 – 3/�ef8f vftf
j|m]�l86 – a}�ª\s vftf

-3/�ef8f e'StfgL ul/�of]� ._

@),))).–
@),))).–

))* )$.#) 8]�la6 – tna vftf
j|m]�l86 – a}�ª\s vftf

-tna e'StfgL ul/�of]� ._

%,))).–
%,))).–

))( )$.#! 8]�la6 – vl/�b vftf
j|m]�l86 – gub vftf

-gubdf ;fdfg vl/�b ul/�of]�._

%,$@).–
%,$@).–
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pko'{St ef}�r/�af6 b]�lvPsf]� sf/�f]�af/�nfO{ vftfdf clen]�v ug'{k5{ . T Format sf]� vftfdf pSt 
sf/�f]�af/�sf]� k|ljli6 j|mdzM tn b]�vfOPsf]� 5 . df}�Hbftsf]� z]�if dlxgfsf]� cGTodf lgsflnPsf]� 5 .

gub vftf
8]�la6� j|m]�l86

ldlt ljj/�0f ef}�=g= /�sd ?= ldlt ljj/�0f ef}�=g= /�sd ?=
)$.@) k'FhL vftf ))! %,%),))).– )$.@! a}�ª\s vftf ))@ %,)),))).–

)$.@# laj|mL vft ))$ !),))).– )$.@# a}�ª\s vftf ))% !),))).–

)$.#! ;fdfg vftf ))( %,$@).–

)$.#! df}�Hbft (c/�d) $$,%*).–
hDdf %,^),))).– hDdf  %,^),))).–

)%.)! df}�Hbft (b/�d) $$,%*).–

k'“hL vftf
8]�la6	�  j|m]�l86

ldlt ljj/�0f ef}�=g= /�sd ?= ldlt ljj/�0f ef}�=g= /�sd ?=
$.#! df}�Hbft (c/�d) %,%),))).– $.@) gub vftf ))! %,%),))).–

hDdf %,%),))).– hDdf %,%),))).–

%.! df}�Hbft (b/�d) %,%),))).–

a}�ª\s vftf
8]�la6	�  j|m]�l86

ldlt ljj/�0f ef}�=g= /�sd ?= ldlt ljj/�0f ef}�=g= /�sd ?=
$.@) gub vftf ))@ %,)),))).– $.@% 3/�ef8f vftf ))& @),))).–

$.@# gub vftf ))% !),))).– $.#) tnj vftf ))* %,))).–

df}�Hbft (c/�d) $,*%,))).–
hDdf %,!),))).– hDdf %,!),))).–

%.! df}�Hbft(c/�d) $,*%,))).–

vl/�b vftf
8]�la6	�  j|m]�l86

ldlt ljj/�0f ef}�=g= /�sd ?= ldlt ljj/�0f ef}�=g= /�sd ?=
$.#! ¿kf sDkgL vftf ))# @),))).–

$.#! gub vftf ))( %,$@).–

hDdf  @%,$@).– df}�Hbft (c/�d)  @%,$@).– 

gf]�6 M	 vl/�b vftfsf]� hf]�8 g}� df}�Hbft xf]� . o;df 8]�la6 kIfsf]� hDdf /� j|m]�l86 kIfsf]� hDdfsf]� km/�s /�sdn]� 
;fdfgsf]� jf:�tljs df}�Hbft b]�vfpFb}�g . ;fdfgsf]� vl/�b d"No /� laj|mL d"No ;fdfGotM km/�s x'g]� xF'bf o;sf 
nflu 5'6\6}� lx;fa ul/�G5 .
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laj|mL vftf
8]�la6	�  j|m]�l86
ldlt ljj/�0f ef}�=g= /�sd ?= ldlt ljj/�0f ef}�=g= /�sd ?=
)$.#! df}�Hbft (c/�d) !),))) gub vftf ))$ !),))).– 

hDdf !),))).– hDdf !),))).– 

%.! df}�Hbft (b/�d) !),))).–

¿kf sDkgL vftf
8]�la6� j|m]�l86

ldlt ljj/�0f ef}�=g= /�sd ?= ldlt ljj/�0f ef}�=g= /�sd ?=
$.#! df}�Hbft (c/�d) @),))).– $.@! ;fdfg vl/�b ))# @),))).– 

hDdf @),))).– hDdf @),))).– 

%.! df}�Hbft (b/�d) @),))).–

kmlg{r/� vftf
8]�la6� j|m]�l86

ldlt ljj/�0f ef}�=g= /�sd ?= ldlt ljj/�0f ef}�=g= /�sd ?=
$.@$ kGgf kmlg{r/� 

sf/�vfgf vftf

))^ !%,))).– $.#! df}�Hbft (c/�d) !%,))).– 

hDdf !%,))).– hDdf !%,))).– 

%.! df}�Hbft (b/�d)

kGgf kmlg{r/� sf/�vfgf vftf
8]�la6� j|m]�l86
ldlt ljj/�0f ef}�=g= /�sd ?= ldlt ljj/�0f ef}�=g= /�sd ?=
)$.#! df}�Hbft (c/�d) !%,))).– $.@$ kmlg{r/� vftf ))^ !%,))).–	

hDdf !%,))).–	 hDdf !%,))).–	

df}�Hbft (b/�d) !%,))).–

3/�ef8f vftf
8]�la6� j|m]�l86

ldlt ljj/�0f ef}�=g= /�sd ?= ldlt ljj/�0f ef}�=g= /�sd ?=
$.@% a}�ª\s vftf ))& @),))).– $.# df}�Hbft (c/�d) @),))).–

hDdf @),))).– hDdf @),))).–

%.! df}�Hbft (b/�d) @),))).–

tnj vftf
8]�la6� j|m]�l86

ldlt ljj/�0f ef}�=g= /�sd ?= ldlt ljj/�0f ef}�=g= /�sd ?=

$.#) a}�ª\s vftf ))* %,))).– $.#! df}�Hbft (c/�d)  %,))).–

hDdf  %,))).– hDdf  %,))).–

%.! df}�Hbft (b/�d) %,))).–
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o;/�L sf/�f]�af/�nfO{ k|f/�lDes k|ljli6 u/�]�kl5 ;DalGwt vftfdf r9fOG5 . vftfdf r9fpFbf k|f/�lDes 
k|ljli6df ePsf ;a}� zLif{ssf 5'6\6f5'6\6}� vftf tof/� u/�L /�sd r9fpg'k5{ . Joj;fo ;'? ubf{ 
cfPsf]� gubsf nflu ef}�r/� tof/� ubf{ gub vftfnfO{ 8]�la6 /� k'FhL vftfnfO{ j|m]�l86 ul/�Psfdf 
gub vftfdf k|ljli6 ubf{ k'FhLsf ¿kdf gub k|fKt ePsfn]� k'FhL vftfnfO{ sf/�0f hgfpg 8]�la6 
kIfsf]� ljj/�0fdf n]�lvG5 . o;}�u/�L k'FhL vftfsf]� j|m]�l86 kIfdf gub vftfnfO{ sf/�0f hgfpg]� 
ul/�G5 . k'FhLsf ¿kdf gub cfPsf]� x'Fbf k'FhL vftfnfO{ j|m]�l86 ul/�Psf]� xf]� . o;/�L g}� cGo ;'? 
clen]�vnfO{ klg vftfdf r9fOG5 .

cEof;

!=	 tnsf k|Zgsf]� clt 5f]�6f]� pQ/� lbg'xf]�;\ M

-s_	 axLvftf eg]�sf]� s]� xf]� <

-v_	 axLvftf lsg tof/� kfl/�G5 <

-u_	 ef}�r/� /� axLvftflarsf]� s'g}� Ps leGgtf n]�Vg'xf]�;\ .

-3_	 axLvftf /�fVg'sf s'g}� b'O{ p2]�Zo s]� s]� x'g\ <

-ª_ 	 tkfO{F s'g}� sfof{nosf]� n]�vfkfn x'g'eof]� eg]� vftf s;/�L aGb ug'{x'G5 <

@=	 tnsf k|Zgsf]� 5f]�6f]� pQ/� lbg'xf]�;\ M

-s_	 axLvftfsf]� cy{ n]�Vg'xf]�;\ /� of]� tof/� ug'{sf p2]�Zo k|:�6 kfg'{xf]�;\ .

-v_	 axLvftf tof/� ug]�{ df}�Hbft 9fFrfsf]� gd'gf tof/� ug'{xf]�;\ .

-u_	 T Format sf]� ledger 9fFrfdf sf/�f]�af/� r9fpg]� ljlw n]�Vg'xf]�;\ .

-3_	 vftf aGb u/�L z]�if lgsfNg]� tl/�sf pbfx/�0f;lxt pNn]�v ug'{xf]�;\ .

#=	 tnsf sf/�f]�af/�sf cfwf/�df ef}�r/� (Journal entry) tof/� u/�L gub /� a}�ª\s vftfdf 
r9fpg'xf]�;\ M

!=	 ebf}� !% df dLgf sDkgL k|f=ln=n]� ?= %,)),))).– gub hDdf u/�L Joj;fo ;'? 
u¥of]� . ef]�lnkN6 a}�ª\sdf vftf vf]�nL /�sd hDdf ul/�of]� .

@=	 ebf}� !& df sfof{nosf nflu kmlg{r/� ?= @@,))).– df vl/�b ul/of] .
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#=	 ebf}� !& ;'lgtf sDkgL;Fu ?= %%,))).– sf]� ;fdfg pwf/�f]�df vl/�b ul/of] .

$=	 ebf}� !* df k|ltdf eGg]� sd{rf/�LnfO{ ?= !%,))).– ;fk6L a}�ª\saf6 lbOof]� .

%=	 ebf}� @@ df ;'lgtf sDkgLsf]� /�sd ?= %%,))).– a}�ª\saf6 e'StfgL ul/�of]� .

^=	 ebf}� @% df k|ltdfaf6 ?= !%,))).– ;fk6L lkmtf{ gubdf k|fKt ul/�of]� . ;f]� /�sd 
;f]�xL lbg a}�ª\sdf bflvnf ul/�of]� .

$=	 tnsf sf/�f]�af/�sf]� ef}�r/� (Journal entry) tof/� u/�L vftfdf r9fpg'xf]�;\ M

!=	 c;f]�h ! df ;l/�tf sDkgLn]� ?= !),)),))).– gub a}�ª\sdf hDdf u/�L Joj;fo 
;'? eof]� .

@=	 c;f]�h @ df ?= #,%),))).– gub g]�kfn sDkgLaf6 ;fk6 k|fKt u/�L ;f]� /�sd 
ef]�lnkN6 a}�ª\sdf hDdf ul/�of]� .

#=	 c;f]�h & df /�fdrGb| ltjf/�L;Fu ?= &%,))).– sf]� ;fdfg pwf/�f]�df vl/�b eof]� .

$=	 c;f]�h @% df zf]�ef dxh{gnfO{ ?= $%,))).– sf]� ;fdfg pwf/�f]�df laj|mL ul/�of]� .

%=	 c;f]�h @& df ?= #%,))).– g]�kfn sDkgLnfO{ ;fk6L lkmtf{ r]�saf6 ul/�of]� .

^=	 c;f]�h @* df sld;g k|fKt ?= !%,))).– ;f]�xL lbg a}�ª\s bflvnf ul/�of]� . 

&=	 c;f]�h #) df a}�ª\saf6 ?=$%,))).– /�sd lgsfnL tna ljt/�0f ul/�of]� .

%=	 lgDglnlvt sf/�f]�af/�sf cfwf/�df u0fklt 6]�«8;{, dx]�Gb|gu/�sf]� k|f/�lDes clen]�v 
tof/� kfg'{xf]�;\ /� vftfdf r9fpg'xf]�;\ M

h]�7 !	 gub df}�Hbft ?= #),))) /� a}�ª\s df}�Hbft ?= &),))) af6 Joj;fo ;'? ul/�of]� .

h]�7 $	 >L xl/� ltjf/�LnfO{ ?= *),))) sf]� ;fdfg laj|mL ul/�of]� .

h]�7 (	 clu|d 3/�ef8f ?= %,))) ;lxt 3/�ef8f ? @),))) r]�saf6 ltl/�of]� .

h]�7 !$ 	gub ?= !),))) a}�ª\sdf hDdf ul/�of]� .

h]�7 !*	 >L xl/� ltjf/�Laf6 ?= %,))) sf]� ;fdfg laj|mL lkmtf{ k|fKt eof]� .

h]�7 @$	 >L xl/� ltjf/�LnfO{ @),))) sf]� ;fdfg gubdf ?=#),))) sf]� ;fdfg pwf/�f]�df 
laj|mL ul/�of]� .

h]�7 #!	 gub ?= @),))) >L xl/� ltjf/�Laf6 k|fKt eof]� .
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^=	 lqof]�u 6]�«l8ª xfp;sf lgDglnlvt sf/�f]�af/�sf]� k|f/�lDes clen]�v /� cfjZos vftfx¿ 
tof/� kfg'{xf]�;\ M

hgj/�L ! 	 gub ?= %),))) af6 a}�ª\s vftf vf]�lnof]� .

hgj/�L % 	 ;]�tL xfp;af6 ?= $),))) sf]� ;fdfg vl/�b ul/�of]� .

hgj/�L !) 	?= ^,))) sf]� ;fdfg gubdf laj|mL ul/�of]� .

hgj/�L !%	 3/�ef8f /� Hofnfafkt ?= @,))) /� ?= #,))) j|mdzM r]�saf6 e'StfgL ul/�of]� .

hgj/�L !*	 /�d]�znfO{ ?= &,))) sf]� ;fdfg laj|mL ul/�of]� .

hgj/�L @@	 k"0f{ e'StfgL x'g]� u/�L gub ?= #(,*)) ;]�tL xfp;nfO{ e'StfgL ul/�of]� .

hgj/�L @%	 ?= @,))) sf]� ;fdfg cfunfuLaf6 g:�6 eof]� .

hgj/�L #)	 gub ?= ^,*%) k"0f{ e'StfgL:�j¿k /�d]�zaf6 k|fKt eof]� .

&=	 s]�rg lahg]�; KjfOG6sf lgDglnlvt sf/�f]�af/�sf]� k|f/�lDes clen]�v /� cfjZos 
vftfx¿ tof/� kfg'{xf]�;\ M

ebf}� !	 gub ?= %),))) /� kmlg{r/� ?= $),))) af6 Joj;fo ;''? ul/�of]� .

ebf}� &	 ?= @),))) sf]� ;fdfg vl/�b ul/�of]� .

ebf}� !)	 ?= @%,))) a}ª\s hDdf ul/of] .

ebf}� !!	 6]�lnkmf]�g vr{afkt ?= &,))) r]�saf6 e'StfgL ul/�of]� .

ebf}� !%	 Hofnfafkt ? @,))) gub e'StfgL ul/�of]� /� ltg{ afFsL Hofnf ?= #,))) 
/�x]�sf]� 5 .

ebf}� !*	 >L pd]�z >]�i7nfO{ ?= !),))) sf]� ;fdfg laj|mL ul/�of]� .

ebf} @)	 gub ?= @),))) af6 a}�ª\s vftf vf]�lnof]� .

ebf}� @$	 ?= @,))) sf]� ;fdfg b'3{6gfaf6 gi6 eof]� .

ebf}� #!	 gub ? (,*%) k"0f{ e'StfgL:�j¿k pd]�z >]�i7af6 k|fKt eof]� .

*=	 nIdL Jofkfl/�s s]�Gb|, bdssf lgDglnlvt sf/�f]�af/�sf]� k|f/�lDes clen]�v /� cfjZos 
vftfx¿ tof/� kfg'{xf]�;\ M

kmfu'g !	 nIdL gflktn]� gub ?= %),))) sf]� nufgLaf6 Joj;fo ;'? ul/�g\ .

kmfu'g @	 a}ª\sdf gub ?= %),))) hDdf ul/�of]� . 
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kmfu'g ^ 	 >L sdn e08f/�LnfO{ gubdf ?= %),))) /� pwf/�f]�df ?= !),))) sf]� ;fdfg 

laj|mL ul/�of]� .

kmfu'g !) 	 3/�ef8f ?= #),))) r]�saf6 e'StfgL ul/�of]� .

kmfu'g !& 	 ozf]�bf 7fs'/�af6 ?= @),))) sf]� ;fdfg gubdf vl/�b ul/�of]� . 

kmfu'g @! 	 clu|d sld;g cfDbfgLafkt ?= !),))) sf]� r]�s k|fKt eof]�]� . 

kmfu'g @# 	 kmlg{r/� ?= #),))) sf]� vl/�b ul/�of]� .

kmfu'g @* 	 Hofnf vr{ ?= !),))) r]�saf6 e'StfgL ul/�of]� .

kmfu'g #) 	 gub ?= (,*)) sdn e08f/�Laf6 k"0f{ e'StfgL x'g]� u/�L k|fKt eof]� .

(=	 lgDglnlvt cfly{s sf/�f]�af/�sf cfwf/�df df]�xgsf]� vftf tof/� kfg'{xf]�;\ M

h'g !	 df]�xgaf6 kfpg afFsL ;'? df}�Hbft ?= @),))) lyof] .

h'g *	 df]�xgnfO{ ?= !@,))) sf]� ;fdfg gubdf laj|mL ul/�of]� . 

h'g !@	 ?= %,))) gub df]�xgaf6 k|fKt eof]� .

h'g !%	 df]�xgnfO{ ?= *,))) sf]� ;fdfg laj|mL ul/�of]� .

h'g !(	 ?= $,))) sf]� ;fdfg df]�xgaf6 laj|mL lkmtf{ k|fKt eof]� . 

h'g @&	 gub ?= %,*)) df]�xgaf6 k|fKt eof]� /� ? !)) 5'6 lbOof]� .

!)=	 lgDglnlvt gljgf;“u ;DalGwt cfly{s sf/�f]�af/�sf cfwf/�df gljgfsf]� vftf tof/� 

kfg'{xf]�;\ M

sflQs !	 gljgfnfO{ ;'?df ltg{ afFsL df}�Hbft ?= @&,))) lyof] .

sflQs &	 gljgfaf6 ?= !%,))) sf]� ;fdfg vl/�b ul/�of]� .

sflQs !@	 gub ?= %,))) /� ?= !),))) sf]� r]�s gljgfnfO{ e'StfgL ul/�of]� . 

sflQs !%	 gljgfaf6 ?= &,))) sf]� ;fdfg gubdf vl/�b ul/�of]� .

sflQs @*	 ?= #,))) sf]� ;fdfg gljgfnfO{ vl/�b lkmtf{ ul/�of]� . 

sflQs #)	 gljgfnfO{ ?= @,))) r]�saf6 e'StfgL ul/�of]� .
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!!= 	 lgDglnlvt sf/�f]�af/�sf cfwf/�df cf;fdLsf]� vftf /� laj|mL vftf tof/� ug'{xf]�;\ M

;]�K6]�Da/� !	 cf;fdLaf6 ;'?df kfpg afFsL ?= @),))) lyof] .

;]�K6]�Da/� (	 ?= !%,))) sf]� ;fdfg pwf/�f]�df laj|mL ul/�of]� .

;]�K6]�Da/� !#	 ?= %,))) sf]� ;fdfg gubdf laj|mL ul/�of]� .

;]�K6]�Da/� !%	 ?= @,))) sf]� ;fdfg cf;fdLaf6 laj|mL lkmtf{ k|fKt eof]� .

;]�K6]�Da/� !(	 gub ?= (,(%) cf;fdLaf6 k|fKt eof]� /� ?= %) 5'6 k|bfg ul/�of]� .

;]�K6]�Da/� @*	gub ?= !),))) /� pwf/�f]�df ?= %,))) sf]� ;fdfg laj|mL ul/�of]� .

-k|f/�lDes k|ljli6 jf uf]�:�jf/�f clen]�v (Journal) kf7df /�x]�sf cEof;af6 klg vftfdf 
r9fpg]� cEof; ug]�{ ._

lj|mofsnfk

kf7 !! sf lj|mofsnfkdf clen]�v u/�]�sf ef}�r/� k|of]�u u/�]�/� axLvftfdf k|ljli6 ug'{xf]�;\ .
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kf7 !#
;xfos k'l:�tsf  

(Subsidiary Book)

!#=! ;xfos k'l:�tsfsf]� kl/�ro (Introduction to subsidiary books)
;a}� sf/�f]�af/�sf]� clen]�vsf nflu ef}�r/�df em}�F Ps}� vftf jf lstfa k|of]�u ug'{sf]� ;6\6f sf/�f]�af/�sf]� 
k|s[ltcg';f/� Joj;fodf cnu cnu vftf k|of]�u ug{ klg ;lsG5 . vf; k|sf/�sf]� sf/�f]�af/�sf]� clen]�v 
vf; vftf jf lstfadf dfq ul/�Fbf ;'? clen]�vsf]� sfo{ vftfdf r9fpg]� sfo{ 5f]�6f]� /� ;lhnf]� x'G5 . 
o;/�L sf/�f]�af/�sf]� ;'? clen]�vsf nflu k|of]�u ul/�g]� ljleGg vftf lstfax¿sf]� ;d"xnfO{ ;xfos 
k'l:�tsf (Subsidiary ledger) jf hg{nsf]� pkljefhg (Sub-division of journalelgG5 .

jf:�tjdf ;xfos k'l:�tsf eg]�sf]� b}�lgs sf/�f]�af/�nfO{ Jojl:�yt ¿kdf clen]�v /�fVg tof/� ul/�Psf]� 
b}�lgs clen]�vsf]� sf/�f]�af/�ut btf{ k'l:�tsf xf]� . o;sf ;xfotfn]� vftfdf sf/�f]�af/�x¿ r9fpg 
dbt u5{ . o;sf]� d'Vo p2]�Zo ;/�n, k|efjsf/�L /� sd ;dodf sf/�f]�af/�sf]� Jojl:�yt /� ljifout 
n]�vf cfwf/� tof/� ug'{ xf]� . o;af6 cfGtl/�s hfFr tyf k/�LIf0f sfo{df lj:�t[t ;"rgf pknAw eO{ 
q'l6 ;Rofpg dbt u5{ .

!#=@ ;xfos k'l:�tsfsf]� p2]�Zo /� dxŒj (Objectives and importance)
-s_	 sfo{ ljefhg (Work division) 

	 sf/�f]�af/�nfO{ km/�s km/�s k|s[ltsf cfwf/�df n]�vf /�fVbf n]�vf /�fVg]� hgzlSt klg km/�s 
km/�s /�fVg ;lsG5 . o;/�L sfo{ ljefhgdf k|efjsfl/�tf sfod ug{ ;xfos k'l:�tsfn]� 
dbt u5{ .
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-v_	 ;"rgfsf]� juL{s/�0f (Classification of information)

sf/�f]�af/�nfO{ k|s[ltsf cfwf/�df juL{s/�0f u/�L clen]�v /�flvG5 . o;/�L clen]�v /�fVbf 
hfgsf/�L tyf ;"rgfsf]� ljifout lj:�t[tLs/�0f ug{ ;lhnf]� x'G5 .

-u_ 	 bIftf j[l4 (Increase efficiency)

Ps}� k|s[ltsf]� sf/�f]�af/�sf]� n]�vf Ps}� sd{rf/�Ln]� /�fVbf pSt sd{rf/�Lsf]� bIftfdf j[l4 x'G5 . 
o;af6 sfddf l;w|tf tyf z'4tf sfod ug{ dbt ldN5 .

-3_ 	 q'l6df sdL (less errors)

bIftfdf j[l4 ePsf sd{rf/�Ln]� n]�vf /�fVbf q'l6df sdL x'G5 .

-ª_	 cfGtl/�s lgoGq0fdf ;xof]�u (Helps in internal control)

Ps sd{rf/�Ln]� /�fv]�sf]� n]�vfnfO{ clGtddf vftfdf csf{]� sd{rf/�Ln]� /�fVg]� x'Fbf o;sf]� 
cflGt/�s hfFr;d]�t xG5 . s'g}� q'l6 blvPdf jf sf/�f]�af/�sf]� k"0f{tfsf ;DaGwdf k/�LIf0f 
ug'{k/�]�df ug{ ;xh x'G5 .

!#=# ;xfos k'l:�tsfsf k|sf/� (Types of subsidiary books)
;xfos k'l:�tsf w]�/�}� k|sf/�sf x'G5g\ . ltgLx¿dWo]� k|d'v ;xfos k'l:�tsf lgDgfg';f/�sf 5g\ M

-s_	 hg{n k|k/ (Jou�rnal proper)

-v_	 b}�lgs lstfa (Day book)

-c_	 vl/�b k'l:�tsf (Purchase book)

-cf_ 	 laj|mL k'l:�tsf (Sales book)

-O_	 vl/�b lkmtf{ k'l:�tsf (Purchase return book)

-O{_	 laj|mL lkmtf{ k'l:�tsf (Sales return book)

-u_	 laN; k'l:�tsf (Bills book)

-c_	 k|fKo lan k'l:�tsf (Bills receviable book)

-cf_ 	e'StfgL lan k'l:�tsf (Bills payable book)

-3_	 gub k'l:�tsf (Cash book)

-c_	 ;fwf/�0f gub k'l:�tsf (Single column cash book)

-cf_ 	b'O{ dxnLo k'l:�tsf (Double column cash book)

-O_	 tLg dxnLo k'l:�tsf (Triple column cash book)
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-s_ hg{n k|f]�k/� (Journal proper)

;xfos k'l:�tsfdf clen]�v ug{ g;lsg]� sf/�f]�af/�sf]� hg{ns}� ¿kdf clen]�v ug]�{ u/�L /�flvg]� 
;xfos k'l:�tsfnfO{ hg{n k|f]�k/� elgG5 . ;'? clen]�v ;Defjgf gx'g]� sf/�f]�af/�x¿sf]� cGo ;xfos 
k'l:�tsfx¿df r9fpg ;lsFb}�g . ljleGg ;xfos k'l:�tsfx¿ g/�fVbf ;a}� sf/�f]�af/�x¿sf]� ;'? 
clen]�v Ps}� k'l:�tsdf /�flvG5 t/� ljleGg ;xfos k'l:�tsfx¿ /�xFbf eg]� cGo ;xfos k'l:�tsfdf 
clen]�v ug{ g;lsg]� ;Lldt sf/�f]�af/�x¿ Pp6f 5'6\6}� k'l:�tsfdf /�flvG5 . o:�tf sf/�f]�af/�sf]� 
clen]�vsf nflu hg{n k|f]�k/�sf]� k|of]�u ul/�G5 .

k'FhL lkmtf, ltg{ afFsL vr{, cflh{t cfDbfgL, ;l~rt art, k'FhL tyf C0fdf Aofh, ;DklQ 
laj|mLafktsf]� gfkmfgf]�S;fg, unt k|ljli6sf]� ;'wf/� tyf cGo gf]�S;fgL h:�tf sf/�f]�af/� cGo ;xfos 
k'l:�tsfdf /�fVg g;lsg]� ePsfn]� hg{n k|f]�k/� /�flvG5 . hg{n k|f]�k/� ;dfj]�z x'g]� a9L dxÎjk"0f{ 
sf/�f]�af/�x¿ lgDgcg';f/� 5g\ M

-c_ 	 k|f/�lDes ef}�r/�x¿ (Opening entries)

-cf_ 	clGtd ef}�r/�x¿ (Closing entries)

-O_ 	 x:�tfGt/�0f ef}�r/�x¿ (Transfer entries)

-O{_	 ;'wf/� k|ljli6x¿ (Rectification entries)

-p_	 pwf/�f]�df ;DklQ vl/�b /� laj|mLsf ef}�r/�x¿ (Entries of credit purchase and sales 
of assets)

-pm_ 	;dfof]�hg ef}�r/�x¿ (Adjustment entries)

hg{n k|f]�k/� cGo ;xfos k'l:�tsf agfO;s]�kl5 dfq}� pkof]�udf cfpF5 . 
o;sf]� kl/�ro /� sxfF k|of]�u x'G5 eGg]� hfgsf/�Lafx]�s lj:�t[t hfgsf/�L xfnsf]� 
cWoogsf j|mddf cfjZos kb{}�g .

-v_	 b}�lgs vftf÷lstfa (Day book)

k|To]�s lbgdf ePsf]� sf/�f]�af/�sf]� cj:�yf b]�vfpg]� vftfnfO{ b}�lgs vftf elgG5 . of]� lbgel/� ePsf 
y'k|}� sf/�f]�af/�sf]� ;f/�f+z b]�vfpg]� vftf xf]� . Ps}� k|sf/�sf y'k|}� sf/�f]�af/� x'g]� cj:�yfdf b}�lgs vftfsf]� 
k|of]�u ul/�G5 . b}�lgs vftfsf lgDgadf]�lhdsf rf/�cf]�6f ;xfos k'l:�tsf 5g\ M

-c_	 vl/�b k'l:�tsf

-cf_	 laj|mL k'l:�tsf

-O_	 vl/�b lkmtf{ k'l:�tsf

-O{_	 laj|mL lkmtf{ k'l:�tsf
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-c_ vl/�b k'l:�tsf (Purchase book)

k'gM laj|mL ug]�{ p2]�Zon]� pwf/�f]�df vl/�b ul/�Psf ;fdfgsf]� clen]�v /�fVg dfq k|of]�u ul/�g]� 
k'l:�tsfnfO{ vl/�b k'l:�tsf elgG5 . vl/�b k'l:�tsfnfO{ aLhs jf kr]�{h hg{n klg elgG5 . vl/�b 
k'l:�tsfdf k|fKt aLhssf cfwf/�df lj:�t[t ¿kn]� sf/�f]�af/�sf]� clen]�v /�flvG5 . o;af6 s'g 
ldltdf, s;n]�, slt, ;fdfg k7fPsf]� xf]�, To;sf]� ljj/�0f vf]�h]�sf j]�nfdf k|fKt ug{ ;lhnf]� x'G5 . 
vl/�b k'l:�tsfsf]� 9fFrf lgDgfg';f/� /�x]�sf]� 5 M

vl/�b k'l:�tsfsf]� 9f“rf

ldlt ljj/�0f aLhs 
gDa/�

vftf 
kfgf g=

/�sd 
(Subtotal)

b}�lgs hDdf 
/�sd (Total)

o; k'l:�tsfdf b}�lgs ePsf sf/�f]�af/�sf]� hf]�8 hDdf /�sd dxnd}� ug{]� jf bfofFtkm{ ! dxn yk]�/� 
b}�lgs hDdf /�sd n]�v]�/� sf/�f]�af/� ug{]� cEof; /�x]�sf]� 5 . pbfx/�0f ! af6 vl/�b k'l:�tsfsf af/�]�df 
yk :�ki6 x'g ;lsG5 .

pbfx/�0f ! M vl/�b k'l:�tsf

tn lbOPsf sf/�f]�af/�nfO{ vl/�b k'l:�tsfdf r9fpg'xf]�;\ M

dª\l;/� !, 	 aLhs g= ! cg';f/� t'n;L gf/�fo0f dxh{g, If]�qkf6Laf6 vl/�b

	 !) s]�=hL= sfh' k|lt s]�=hL ?= %)).– sf b/�n]�

	 !% s]�=hL= avtf k|lt s]�=hL= ?= @)).– sf b/�n]�

dª\l;/� #,	 aLhs g= !( cg';f/� gftLsfhL 8ª\uf]�n, c;gaf6 vl/�b 

	 @)) s]�=hL cfn' k|lt s]�=hL= ?= @).– sf b/�n]�

dª\l;/� &,	 aLhs g= !)! cg';f/� xl/�gf/�fo0f ofbj, kf6gaf6 vl/�b 

	 #)) s]�=hL lrgL k|lt s]�=hL= ?= #%.– sf b/�n]�

	 !))) s]�=hL rfdn k|lt s]�=hL= ?= $).– sf b/�n]� 

dª\l;/� !%,	 aLhs g= !)% cg';f/� /�Ltf lu/�L ef]�6flx6Laf6 vl/�b

	 !) sf6'{g la:�s'6 k|lt sf6'{g ?= !))).– sf b/�n]�
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pQ/�

vl/�b k'l:�tsf

ldlt ljj/�0f
aLhs 
g=

/�sd b}�lgs hDdf /�sd

dª\l;/� !

t'n;L gf/�fo0f dxh{g, If]�qkf6L 

!) s]�=hL= sfh' k|lt s]�=hL ?= %)).– sf b/�n]�

!% s]�=hL= avtf k|lt s]�=hL= ?= @)).– sf b/�n]� !

%,))).–

#,))).– *,))).–

dª\l;/� #

gftLsfhL 8ª\uf]�n, c;g 

@)) s]�=hL= cfn' k|lt s]�=hL ?= @).– sf b/�n]� !( $,))).– $,))).–

dª\l;/� &

xl/�gf/�fo0f ofbj, kf6g

#)) s]�=hL= lrgL k|lt s]�=hL= ?= #%.– sf b/�n]�

!))) s]�=hL= rfdn k|lt s]�=hL= ?= $).– sf b/�n]� !)!

!),%)).–

$),))).– %),%)).–

dª\l;/� !%

/�Ltf lu/�L, ef]�6flx6L

!) sf6'{g la:�s'6 k|lt sf6'{g ?=

!))).– sf b/�n]� !)% !),))).–

hDdf &@,%)).–

o; ;xfos k'l:�tsfaf6 s'n ?= &@,%)) sf]� vl/�b ePsf]� b]�lvof]� . ;xfos vftfaf6 
cfjZostfcg';f/� vl/�b vftfdf r9fOG5 . pSt ljj/�0fsf cfwf/�df vl/�b vftf (Purchase 
Ledger) lgDgfg';f/� tof/� ul/�G5 M

vl/�b vftf

8]�la6� j|m]�l86

ldlt ljj/�0f ef}�=g= /�sd ?= ldlt ljj/�0f ef}�=g= /�sd ?=

)*÷@( ljljw vl/�b vftf &@,%)).– )*÷@( df}�Hbft (c/�d) – &@,%)).–

&@,%)).– &@,%)).–

)(÷! df}�Hbft (b/�d) &@,%)).–

vl/�b k'l:�tsfdf plNnlvt JolSt tyf ;+:�yfsf]� klg JolStut vftf clgjfo{ 
¿kdf tof/� kfg'{k5{ . pwf/�f]�df vl/�b ubf{ bfloTj a9\g hfg]� x'Fbf k|To]�ssf]� 
vftfnfO{ j|m]�l86 ug'{k5{ .
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-cf_ laj|mL k'l:�tsf (Sales book)

pwf/�f]�df laj|mL ul/�Psf ;fdfgsf]� dfq clen]�v /�fVg]� k'l:�tsfnfO{ laj|mL k'l:�tsf elgG5 . slxn]�, 
s;nfO{ slt /�sdsf]� pwf/�f]� laj|mL ePsf]� lyof]� eGg]� s'/�f kQf nuffpg /� x/�lx;fa /�fVg ;lhnf]� 
kfg]�{ p2]�Zon]� pwf/�f]�df laj|mL eP hlt ;fdfgsf]� clen]�v o; k'l:�tsfdf /�flvG5 . o; laj|mL 
k'l:�tsfnfO{ cfp6jf8{ a's jf laj|mL uf]�:�jf/�f klg elgG5 .

laj|mL k'l:�tsfsf]� gd'gf

ldlt ljj/�0f aLhs g= /�sd (Subtotal)
b}�lgs hDdf 
/�sd (Total)

vl/�b k'l:�tsfdf ;/�x sf/�f]�af/�sf]� k|ljli6 /� hf]�8 hDdf u/�L b}�lgs laj|mLsf]� ljj/�0f k|fKt ug{ x/�]�s 
lbgsf]� tn jf bfofFtkm{ b}�lgs hDdf dxn yk ug{]� ul/�G5 . s'n hDdf u0fgf ug{ ;lhnfsf nflu 
bfofFtkm{ b}�lgs hDdf dxn yk ug{]� cEof; a9L x'g]� u/�]�sf]� 5 .

pbfx/�0f @ M laj|mL k'l:�tsf

tnsf sf/�f]�af/�sf cfwf/�df laj|mL k'l:�tsf /� laj|mL vftf tof/� kfg'{xf]�;\ M

)*÷)@ 	 aLhs g= !)( af6 8f]�df z]�kf{ kfFry/�nfO{ ;fdfg laj|mL

	 $)) s]�=hL= rfdn k|lt s]�=hL= ?= $).– sf b/�n]�

	 !)) kfs]�6 g'g k|lt kfs]�6 ?= !!.– sf b/�n]�

)*÷)% 	 aLhs g++ !!% af6 uf]�kfn tfdfª, /�fd]�5fknfO{ laj|mL @)) s]�=hL= d';'/�f]�sf]� bfn k|lt 
s]�=hL= ?= &).– sf b/�n]� #)) s]�=hL= lrgL k|lt s]�=hL= ?= $).– sf b/�n]�

)*÷!! 	 aLhs g= !@) af6 lx/�fb]�jL dxh{g, sfe]�|nfO{ laj|mL

	 %)) s]�=hL cfn' k|lt s]�=hL= ?= #) sf b/�n]�
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pQ/�
laj|mL k'l:�tsf

ldlt ljj/�0f aLhs g= /�sd
b}�lgs hDdf 

/�sd

)*.@ 8f]�df z]�kf{, kfFry/� 

$)) s]�=hL= rfdn k|lt s]�=hL= ?= $).–

!)) kfs]�6 g'g k|lt kfs]�6 ?= !!.–

!)(

!^,))).–

!,!)).– !&,!)).–

)*.% uf]�kfn tfdfª, /�fd]�5fk 

@)) s]�=hL= d';'/�sf]� bfn k|lt s]�=hL= ?= &).–

#)) s]�=hL= lrgL k|lt s]�=hL= ?= $).–

!!%

!$,))).–

!@,))).– @^,))).–

)*.!! lx/�fb]�jL dx{hg, sfe]�| 

%)) s]�=hL= cfn' k|lt s=hL= ?= #).–

!@)

!%,))).– !%,))).–

hDdf %*,!)).–

o; ;xfos k'l:�tsfaf6 ?= %*,!)) sf]� laj|mL ePsf]� b]�lvof]� . o; ljj/�0fsf cfwf/�df lgDgfg';f/� 
laj|mL vftf (Sales Ledger) tof/� ul/�G5 M

laj|mL vftf
8]�la6� j|m]�l86

ldlt ljj/�0f ef}�=g= /�sd ldlt ljj/�0f vftf g= /�sd

)*.@( df}�Hbft (c/�d) %*,!)).– )*.@( ljljw vftf %*,!)).– 

hDdf %*,!)).– hDdf %*,!)).– 

)(.)! df}�Hbft (b/�d) %*,!)).–

laj|mL k'l:�tsfdf plNnlvt JolSt tyf ;+:�yfsf]� klg JolStut vftf clgjfo{ 
¿kdf tof/� kfg'{kg]�{ x'G5 . pwf/�f]�df ;fdfg laj|mL ubf{ cf;fdL a9\g]� x'Fbf 
k|To]�ssf]� JolStut vftfnfO{ 8]�la6 ug'{k5{ .

-O_ vl/�b lkmtf{ k'l:�tsf (Purchase return book)

pwf/�f]�df vl/�b u/�L NofOPsf ;fdfg ljleGg sf/�0fn]� ubf{ lkmtf{ ug'{kg]�{ x'G5 . vl/�b cfb]�zadf]�lhdsf]� 
;ª\Vof, lsl;d /� u'0fsf ;fdfg gx'Fbf, ;fdfg 6'6k'm6 ePsf]� kfOPdf /� tf]�lsPsf]� ;dodf pknAw 
gePdf To:�tf ;fdfg ;fx'nfO{ lkmtf{ k7fOG5 . o;/�L lkmtf{ k7fOPsf ;fdfgsf]� clen]�v /�fVg]� 
k'l:�tsfnfO{ vl/�b lkmtf{ k'l:�tsf elgG5 . o;sf]� clen]�v /�fVg' h?/�L 5 lsgeg]� lkmtf{ ePsf 
;fdfgsf]� /�sd ltg'{kb}�{g .
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vl/�b lkmtf{ k'l:�tsfsf]� 9fFrf

ldlt ljj/�0f
8]�la6 gf]�6 

gDa/�
vftf kfgf 

gDa/�
/�sd

b}�lgs /�sd 
hDdf

pbfx/�0f # M vl/�b lkmtf{ k'l:�tsf

tnsf sf/�f]�af/�nfO{ vl/�b lkmtf{ k'l:�tsfdf r9fO{ vl/�b lkmtf{ vftf tof/� kfg'{xf]�;\ M

*.!) df t'n;Lgf/�fo0f dxh{g, If]�qkf6LnfO{ lkmtf{ @ s]�=hL= sfh' ?=%)).– sf b/�n]�, 8]�la6 gf]�6 
g= %%

*.!% df xl/�gf/�fo0f ofbj kf6gaf6 lkmtf{ !)) s]�=hL= rfdn k|lt s]�=hL= ?= $).– b/�n]�, 8]�la6 
gf]�6 g= #)^

pQ/�
vl/�b lkmtf{ k'l:�tsf

ldlt ljj/�0f
8]�la6 

gf]�6 g=
vf=kf=g= /�sd

b}�lgs hDdf 

/�sd

)*.!) t'n;Lgf/�fo0f dxh{g, If]�qkf6L 

@ s]�=hL sfh' k|lt s]�=hL= ?= %)).– sf b/�n]�

%%

!,))).– !,))).–

)*.!% xl/�gf/�fo0f ofbj, kf6g 

!)) s]�=hL= rfdn k|lt s]�=hL= ?= $).– sf b/�n]�

#)^ $))).– $,))).–

hDdf  %,))).– 

pko'St vl/�b lkmtf{ k'l:�tsfsf cfwf/�df lgDgfg';f/� vl/�b lkmtf{ (Purchase Return ledger) 
agfOG5 .

vl/�b lkmtf{ vftf
8]�la6	�  j|m]�l86

ldlt ljj/�0f ef}�=g= /�sd ldlt ljj/�0f ef}�=g= /�sd

*.#) df}�hbft (c/�d)
afFsL

%,))).– *.#) ljljw vftf %,))).–

%,))).– %,))).– 

(.! df}�Hbft ;f/�]�sf]� (b/�d) %,))).–
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8]�la6 gf]�6 (Debit Note) : pwf/�f]�df vl/�b ul/�Psf ;fdfgdWo]� ljljw sf/�0fn]� ;fx'nfO{ 
lkmtf{ k7fOPsf ;fdfgsf]� ljj/�0f;lxt k7fOPsf]� kqnfO{ 8]�la6 gf]�6 elgG5 . o;sf 
cfwf/�df ;fx'sf]� vftfnfO{ 8]�la6 u/�L ltg'{kg]�{ /�sd 36fOG5 .

-O{_ laj|mL lkmtf{ k'l:�tsf (Sales return book)

pwf/�f]�df laj|mL ePsf ;fdfgdWo]� lkmtf{ cfPsf ;fdfgsf]� dfq clen]�v ug]�{ u/�L /�flvPsf]� ;xfos 
k'l:�tsfnfO{ laj|mL lkmtf{ k'l:�tsf elgG5 . laj|mL eO{ uPsf ;fdfgx¿ ljleGg sf/�0fn]� lkmtf{ eO{ 
cfpF5g\ . To:�tf ;fdfgsf]� klg clen]�v /�fVg'k5{ lsgeg]� tL ;fdfgsf]� e'StfgL k|fKt x'Fb}�g /� lkmtf{ 
ePsf ;fdfgx¿ k]�ml/� klg laj|mL ug'{k5{ .

laj|mL lkmtf{ k'l:�tsfsf]� 9f“rf

ldlt ljj/�0f j|m]�l86 gf]�6 g= vf=kf=g= /�sd b}�lgs hDdf /�sd

pbfx/�0f $ M laj|mL lkmtf{ k'l:�tsf

tnsf sf/�f]�af/�sf]� laj|mL lkmtf{ k'l:�tsf /� laj|mL lkmtf{ vftf tof/� kfg'{xf;\ M

*.!# 8f]�df z]�kf{ kfFry/�af6 lkmtf{ !) kfs]�6 g'g k|lt kfs]�6 ?= !!.– sf b/�n]�, j|m]�l86 gf]�6 g= #)#

*.@* lx/�fb]�jL dxh{g sfe|]�af6 lkmtf{ !)) s]�=hL= cfn' k|lt s]�=hL= ?= #) sf b/�n]�, j|m]�l86 gf]�6 
g= $$

pQ/�
laj|mL lkmtf{ k'l:�tsf

ldlt ljj/�0f
j|]ml86 
gf]�6 g=

vf=kf=g= /�sd
b}�lgs hDdf 

/�sd

*.!# 8f]�df z]�kf{, kfFry/�

!) kfs]�6 g'gk|lt kfs]�6 ?=!!.– b/�n]�

#)#

!!).– !!).–

*.@* lx/�fb]�jL dxh{g, sfe|]�

!)) s]�=hL= cfn' k|lt s]�=hL= ?= #) sf 
b/�n]�

$$

#,))).– #,))).–

hDdf #,!!).– #,!!).–

pko'{St laj|mL lkmtf{ k'l:�tsfsf cfwf/�df lgDgfg';f/� laj|mL lkmtf{ vftf (Sales return ledger) 
tof/� ul/�G5 .
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laj|mL lkmtf{ vftf
8]�la6� j|m]�l86

ldlt ljj/�0f ef}�=g= /�sd ?= ldlt ljj/�0f ef}�=g= /�sd ?=

*.#) ljljw vftf #!!).– *.#) df}�Hbft afFsL (c/�d) #!!).–	

hDdf #!!).– hDdf #!!).– 

(.! df}�Hbft ;f/�]�sf]� (c/�d) #!!).–

j|m]�l86 gf]6 Credit Note) : pwf/�f]�df laj|mL ul/�Psf ;fdfgsf]� lkmtf{ k|fKt x'Fbf cf;fdLaf6 To:�tf 
;fdfgsf]� ljj/�0f;lxt k7fOg]� kqnfO{ j|m]�l86 gf]�6 elgG5 . o;sf cfwf/�df cf;fdLaf6 k|fKt 
x'g'kg]�{ /�sd 36fOG5 .

8]�la6 gf]�6 vl/�bsftf{n]� laj|mLstf{nfO{ vl/�b lkmtf{ ubf{ k7fpg]� xf]� . 

j|m]�l86 gf]�6 laj|mL stf{n]� vl/�bstf{nfO{ laj|mL lkmtf{ ubf{ k7fpg]� xf]� .

-u_ laN; k'l:�tsf (Bills books)

sf/�f]�af/�sf]� l;nl;nfdf s;}�nfO{ e'StfgL ug'{kg{]� jf s;}�af6 k|fKt ug'k{g]�{ ljj/�0fsf]� klg clen]�v 
/�fVg'kg{]� x'G5 . 7'nf]� dfqfdf e'StfgL k|fKt ug{ afFsL jf e'StfgL ug{ afFsL sf/�f]�af/�x¿ /�xFbf 
k|To]�ssf]� ef}�r/� tof/� u/�L vftfdf k|ljli6 ug{ sl7g x'G5 . o; k|sf/�sf e'StfgL ug{ afFsL tyf 
e'StfgL lng afFsL lansf]� clen]�v /�fVg]� k'l:�tsfnfO{ laN; k'l:�tsf elgG5 . laN; k'l:�tsf 
pwf/�f]�df ;fdfg k|fKt ubf{ jf pwf/�f]�df ;fdfg laj|mL ubf{sf]� cj:�yfdf tof/� ul/�G5 . Pp6}� 
sf/�f]�af/� Ps kIfsf nflu e'StfgL ug'{kg{]� (Payable) x'G5 eg]� k|fKt ug{]� kIfsf nflu e'StfgL k|fKt 
ug'{kg{]� (Receviables) x'G5 . lan k'l:�tsfsf k|sf/� lgDgfg';f/� 5g\ M

-c_ k|fKo laN; k'l:�tsf (Bills/�Accounts receviable)

-cf_ e'StfgL laN; k'l:�tsf (Bill/�Accounts payable)

laN; k'l:�tsfsf]� 9fFrf lgDgfg';f/� 5 M

ldlt hf/�L ug{]�sf]� gfd
e'StfgL ug{]�sf]� 

gfd
k|fKt /� e'StfgL 

x'g]� /�sd
gub vftf 
kfgf g=

k|fKt jf e'StfgL 
x'g]� ldlt



190 sfof{no ;~rfng tyf n]vf, sIff (

-3_ gub k'l:�tsf (Cash books)

-c_ gub k'l:�tsf kl/�ro (Introduction of cash books)

Jofkf/�df lbglbg}� ePsf ljleGg sf/�f]�af/�af6 gub k|fKt /� gub e'StfgL x'G5 . o;/�L ePsf]� 
gub;DaGwL ljleGg sf/�f]�af/�nfO{ dfq clen]�v ug]�{ k'l:�tsfnfO{ gub k'l:�tsf elgG5 . gub 
k'l:�tsfn]� Joj;fodf ePsf]� gubsf]� k|flKt (Receipt), e'StfgL (Payment), :�yfgfGt/�0f (Transfer), 
/� afFsL (Balance) sf]� cj:�yfsf]� hfgsf/�L u/�fpF5 . gub sf/�f]�af/�sf]� ef}�r/�df ;f]�em}� ul/�g]� tyf 
gub k'l:�tsfdf ;f]�e}�m k|ljli6 ul/�g]� sf/�f]�af/�nfO{ k|f/�lDes k|ljli6 (Primary Entry) elgG5 . gub 
k'l:�tsfsf]� 9fFrf klg vftf -n]�h/�_ sf]� h:�t}� x'G5 . k|fKt gubnfO{ vftfsf]� 8]�la6 kIfdf /� aflx/� 
uPsf]� gubnfO{ j|m]�l86 kIfdf clen]�v ul/�G5 .

gub k'l:�tsf tof/�LnfO{ sf/�f]�af/�sf]� ef}�r/� tof/� ug'{eGbf cluNnf]� k|lj|mof dflgG5 . ef}�r/� tof/� 
ePkl5 dfq}� To:�tf]� sf/�f]�af/� vftfdf k|ljli6 ul/�G5 o;y{ gubL lstfanfO{ ef}�r/�sf]� ;xfos 
ljj/�0fsf ¿kdf lnOG5 .

-cf_ gub k'l:�tsfsf ljz]�iftf (Features of cash book)

gub k'l:�tsfsf ljz]�iftf b]�xfoadf]�lhdsf 5g\

(i)	 gub k|flKt tyf a}�ª\s;DaGwL ;Dk"0f{ sf/�f]�af/�x¿ ;d]�6\5 .

(ii)	 gub lstfasf]� 8]�la6df k|flKt /� j|m]�l86 kIfdf e'StfgL n]�lvG5 .

(iii)	 gub lstfa ef}�r/� tyf ;xfos vftf b'a}� xf]� .

(iv)	 o;n]� gub k|jfxsf]� cj:�yfsf]� hfgsf/�L lbG5 .

(v)	 gub /� a}�ª\sdf x'g]� låkIfLo c;/�sf]� clen]�v /�flvG5 .

-O_ sG6«fsf]� (Contra Entry-"C") k|of]�u

sf/�f]�af/�sf j|mddf k|flKt /� e'StfgLafx]�s gub of t gub (Physical cash) jf a}�ª\s df}�Hbftsf 
¿kdf /�xG5 . gubaf6 a}�ª\s /� a}�ª\saf6 gubdf /�sd /�sdfGt/�0f ubf{ s'n gub pknAwtfdf 
s'g}� c;/� ub{}�g t/� gub df}�Hbft /� a}�ª\s df}�Hbftdf eg]� c;/� u5{ . o; k|sf/�sf]� gub df}�Hbft 
36\bf, a}�ª\s df}�Hbft a9\g]� /� a}�ª\s df}�Hbft 36\bf gub df}�Hbft a9\g]� sf/�f]�af/�nfO{ gubsf]� låkIfLo 
c;/� (Contra Effect) elgG5 . o:�tf]� cj:�yfdf sf/�f]�af/�nfO{ "C" n]� ;ª\s]�t u/�L gub k'l:�tsfdf 
k|ljli6 ul/�G5 .
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-O{_ gub k'l:�tsfsf k|sf/� (Types of cash books)

Vfftf tyf sf/�f]�af/�sf cfwf/�df gub k'l:�tsf tLg k|sf/�sf x'G5g\ M

(i)	 ;fwf/�0f gub k'l:�tsf (Single column cash book)

gub dxn dfq ePsf]� gub k'l:�tsf (Single column cash book with cash column)

a}�ª\s dxn ePsf]� gub k'l:�tsf (Single column cash book with bank column)

(ii)	 b'O{ dxnLo gub k'l:�tsf (Double column cash book)

	 gub tyf 5'6 dxn;lxtsf]� gub k'l:�tsf (Cash book with cash & discount 
column)

	 a}�ª\s tyf 5'6 dxn;lxtsf]� gub k'l:�tsf (Cash book with bank & discount 
column)

	 gub tyf a}�ª\s dxn;lxtsf]� gub k'l:�tsf (Cash book with cash & bank column)

(iii)	 tLg dxnLo gub k'l:�tsf (Triple column cash book )

(i) ;fwf/�0f gub k'l:�tsf (Single column cash book)

gub eGgfn]� a}�ª\s tyf gub b'a}� a'lemg]� x'Fbf gub jf a}�ª\sdf k|flKt jf e'StfgLsf]� lx;fa tof/� 
ug]�{ vftfnfO{ ;fwf/�0f gub k'l:�tsf elGg5 . gub jf a}�ª\sdf /�sd k|fKt x'Fbf 8]�la6df /� e'StfgL 
x'Fbf j|m]�l86 kIfdf /�sd r9fOG5 . o;sf b]�xfoadf]�lhdsf b'O{ k|sf/� /�x]�sf 5g\ M

gub dxn ePsf]� gub k'l:�tsf (Single column cash book with cash column)

sfof{nodf k|fKt gub /� aflx/� uPsf]� gubsf]� lx;fa /�fVg tof/� ul/�Psf]� k'l:�tsfnfO{ ;fwf/�0f 
gub k'l:�tsf elgG5 . of]� ;fwf/�0f vftfsf]� :�j¿kdf /�x]�sf]� x'G5 . jf:�tljs vftfsf]� l;4fGtcg';f/� 
k|fKt gubnfO{ vftfsf]� 8]�la6 kIfdf /� aflx/� uPsf]� gubnfO{ j|m]�l86 kIfdf r9fOG5 . ;fwf/�0f 
gub k'l:�tsfsf]� gd'gf o;k|sf/� /�x]�sf]� 5 M

;fwf/�0f gub k'l:�tsfsf]� 9f“rf

8]�la6	�  j|m]�l86

ldlt ljj/�0f vf=kf=g= /�sd ?= ldlt ljj/�0f vf=kf=g= /�sd ?=
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pbfx/�0f ! M gub dxn ePsf]� gub k'l:�tsf

gub sf/�f]�af/� dfq ePsf]� ;fwf/�0f gub k'l:�tsf M Jofj;flos sf/�f]�af/� ubf{ gubdf ePsf 
sf/�f]�af/�sf]� clen]�v /�fVg]� gub k'l:�tsf k|of]�u u/�L gub k|flKt /� e'StfgLsf]� hfgsf/�L k|fKt 
ul/�G5 . o; k|sf/�sf]� gub k'l:�tsfdf gub;DaGwL cGo sf/�f]�af/� ;dfj]�z ul/�Fb}�g . pbfx/�0f ! 
af6 o;nfO{ :�ki6 ug{ ;lsG5 . tnsf sf/�f]�af/�nfO{ ;fwf/�0f gub k'l:�tsfdf r9fpg'xf]�;\ M

ebf}� ! ut]� 		  ;'? df}�Hbft ?= @%,))).–

ebf}� # ut]� 		  ?= !),))).– sf]� ;fdfg vl/�b

ebf}� $ ut]� 		 ?= %,))).– df ;fdfg laj|mL

ebf}� !& ut]� 		 ?= !,))).– Hofnf e'StfgL

ebf}� !( ut]� 		 ?= %)).– sld;g k|fKt

ebf}� @@ ut]� 		 ?= $,))).– ;fk6L k|fKt

ebf}� @% ut]� 		 ?= #,))).– 3/� ef8f e'StfgL

ebf}� #) ut]� 		 ?= @,%)).– tna e'StfgL

pQ/�

gub k'l:�tsf -;fwf/�0f_

8]�la6� j|m]�l86

ldlt ljj/�0f vf=kf=g= /�sd ?= ldlt ljj/�0f vf=kf=g= /�sd ?=

ebf}� ! df}�Hbft (b/�d) @%,))).– ebf}� # ;fdfg vl/�b !),))).–

ebf}� $ ;fdfg laj|mL %,))).– ebf}� !& Hofnf e'StfgL !,))).–

ebf}� !( sld;g k|fKt %)).– ebf}� @% 3/�ef8f e'StfgL #,))).–

ebf}� @@ ;fk6L k|fKt $,))).– ebf}� #) tna e'StfgL @,%)).–

ebf}� #) df}�Hbft (c/�d)  !*,))).–

hDdf  #$,%)).– hDdf #$,%)).– 

c;f]�h ! df}�Hbft (b/�d) !*,))).–

a}�ª\s dxn ePsf]� gub k'l:�tsf (Single column cash book with bank column)

Joj;fodf ePsf sf/�f]�af/�sf]� n]�gb]�g a}�ª\sdfk{mt ul/�Fbf To;sf]� dfq}� clen]�v /�fVg]� k'l:�tsfnfO{ 
a}�ª\s sf/�f]�af/� ePsf]� ;fwf/�0f gub k'l:�tsf elgG5 . cfhsfn clwsf+z :�yfgdf a}�ª\lsª ;]�jf 
pknJw eO;s]�sfn]� sf/�f]�af/� a}�ª\sdfk{mt g}� ug]�{ ul/�G5 . o; k'l:�tsfdf a}�ª\sdf /�sd hDdf x'Fbf 
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8]�la6df /� a}�ª\saf6 /�sd lemSbf -r]�s hf/�L ubf{_ j|m]�l86df clen]�v /�flvG5 . o;af6 Ps lglZrt 
cjlwsf]� a}�ª\s df}�Hbft yfxf kfpg ;lsG5 . o;nfO{ b]�xfPsf pbfx/�0faf6 :�ki6 ul/�Psf]� 5 M

pbfx/�0f @ M a}�ª\s dxn ePsf]� gub k'l:�tsf

tnsf sf/�f]�af/�nfO{ a}�ª\s dxn ePsf]� gub k'l:�tsfdf r9fpg'xf]�;\ M

)$.!	df 		  ;'? df}�Hbft ?= %%,))).–

)$.#	df 		  ;fdfg vl/�b u/�L r]�såf/�f e'StfgL ?= @%,))).–

)$.%	df 		  sld;gafkt r]�s k|fKt ?= #,))).–

)$.!) df 		  ;fdfg laj|mL u/�L ?= !),))).– sf]� r]�s k|fKt

)$.!#	 df 		  gub a}�ª\s hDdf ?= %,))).–

)$.!& df 		  Hofnf e'StfgL r]�sdfk{mt ?= #,))).–

)$.@) df 		  s[ltsf hf]�zLaf6 ?= !@,))).– sf]� r]�s k|fKt

)$.@* df 		  kf;fª nfdfnfO{ e'StfgL ?= &,))).–

pQ/�

a}�ª\s dxn ePsf]� gub k'l:�tsf

8]�la6� j|m]�l86

ldlt ljj/�0f vf=kf=g= /�sd ?= ldlt ljj/�0f vf=kf=g= /�sd ?=

)$.! ;'? df}�Hbft %%,))).– )$.# ;fdfg vl/�b @%,))).–

)$.% sld;gafkt r]�s k|fKt #,))).– )$.!& Hofnf e'StfgL #,))).–

)$.!) ;fdfg laj|mLaf6 r]�s

k|fKt

!),))).– )$.@* kf;fªnfO{ e'StfgL &,))).–

)$.!# gub hDdf %,))).–

)$.@) r]�s k|fKt !@,))) .– )$.#) a}�ª\s df}�Hbft afFsL %),))).–

hDdf *%,))) hDdf *%,)))

)%.)! df}�Hbft cNof %),)))
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(ii) b'O{ dxnLo gub k'l:�tsf (Double column cash book)

Joj;fodf ePsf gub;DaGwL sf/�f]�af/�x¿sf]� clen]�v /�fVg]� j|mddf b'O{cf]�6f /�sd n]�Vg]� Joj:�yf 
ul/�Psf]� gub k'l:�tsfnfO{ b'O{ dxnLo gub k'l:�tsf elgG5 . b'O{ dxnLo gub k'l:�tsf tLg 
k|sf/�sf x'G5g\ M

gub /� 5'6 /�sd;lxtsf]� gub k'l:�tsf (Cash book with cash and discount column)

Jofj;flos sf/�f]�af/�df gub n]�gb]�g ubf{sf]� 5'6 /�sd;d]�t clen]�v /�fVg]� u/�L tof/� ul/�Psf]� gub 
k'l:�tsfnfO{ 5'6;lxtsf]� b'O{ dxnLo gub k'l:�tsf elgG5 . o;df k|fKt gub 8]�la6 /� e'StfgL 
lbPsf]� gubnfO{ j|m]�l86 ul/�G5 . To:�t}�u/�L k|fKt 5'6nfO{ j|m]�l86 /� lbPsf]� 5'6nfO{ 8]�la6 ul/�G5 . 
gub df}�Hbft dxnsf]� lx;fa ul/�G5 t/� 5'6 dxnsf]� hDdf ul/�G5 . z]�if df}�Hbft lx;fa ul/�Fb}�g . 
o;sf]� 9fFrf lgDgfg';f/� /�x]�sf]� 5 M

gub tyf 5'6 dxn;lxtsf]� gub k'l:�tsf

8]�la6	�  j|m]�l86

ldlt ljj/�0f vf=kf=g= /�sd ?= 5'6 ldlt ljj/�0f vf=kf=g= /�sd ?= 5'6

pbfx/�0f # M gub tyf 5'6 dxn;lxtsf]� gub k'l:�tsf

tnsf sf/�f]�af/�nfO{ gub tyf 5'6;lxtsf]� gub k'l:�tsfdf r9fpg'xf]�;\ M

!!.! df 	 gub df}�Hbft ?= !%,%)).–

!!.# df 	 ?= #,))).– 3/�ef8f e'StfgL

!!.% df 	 ?= !,))).– sld;g k|fKt

!!.^ df		 /�ldtf zdf{nfO{ e'StfgL ?= !),))).–, 5'6 k|fKt ?= @)).–

!!.( df 	 gub laj|mL ?= @%,))).–

!!.!@ df	 Hofnf e'StfgL ?= !,%)).–

!!.!* df 	 z]�kf{ :�6f]�/�af6 gub k|fKt ?= *,))).– 5'6 lbPsf]� ?= !))

!!.@) df	 :�6]�;g/�L ;dfg vl/�b ? %)).–
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pQ/�

gub tyf 5'6 dxn;lxtsf]� gub k'l:�tsf

8]�la6	�  j|m]�l86

ldlt ljj/�0f vf=kf=g= /�sd ?= 5'6 ldlt ljj/�0f vf=kf=g= /�sd ?= 5'6

!!.! df}�Hbft cNof 
(b/�d)

 
!%,%)).–

!!.# 3/�ef8f e'StfgL  
#,))).–

!!.% sld;g k|flKt !,))).– !!.^ /�ldtfnfO{ e'StfgL !),))).– @)).–

!!.( gub laj|mL @%,))).– !!.!@ Hofnf e'StfgL !,%)).–

!!.!* z]�kf{ :�6f]�/�af6 
k|fKt

 
*,))).–

 
!)).–

!!.@) :�6]�;g/�L ;fdfg 
vl/�b

 
%)).–

!!.#) df}�Hbft afFsL(c/�d) #$,%)).–

hDdf $(,%)).– !)).– hDdf $(,%)).– @)).–

!@.)! df}�Hbft cNof 
(b/�d)

#$,%)).–

b|i6Jo M 	gub df}�Hbft dxnsf]� lx;fa gub k'l:�tsfdf ul/�G5 eg]� 5'6 dxnsf]� lx;fa o;df gu/�L 
lx;fa 5'6 vftfdf dfq}� ul/�G5 . 5'6 df}�Hbftsf]� afFsL cNof (b/�d /� c/�d) ul/�Fb}�g .

a}�ª\s tyf 5'6 dxn;lxtsf]� gub k'l:�tsf (Cash Book with bank and discount column)

Joj;fodf ePsf sf/�f]�af/�x¿ a}�ª\sdfkm{t u/�L 5'6sf]� clen]�v /�flvg]� k'l:�tsfnfO{ a}�ª\s tyf 
5'6;lxtsf]� gub k'l:�tsf elgG5 . o;df a}�ª\sdf /�sd hDdf ePdf 8]�la6df /� a}�ª\sdfk{mt 
e'StfgL ePdf j|m]�l86 ul/�G5 . lbPsf]� 5'6nfO{ 8]�la6 /� k|fKt ePsf]� 5'6nfO{ j|m]�l86 ul/�G5 . o;sf]� 
9fFrf lgDgfg';f/� /�x]�sf]� 5 M

a}�ª\s tyf 5'6 dxn;lxtsf]� gub k'l:�tsf

8]�la6	�  j|m]�l86

ldlt ljj/�0f vf=kf=g= /�sd 5'6 ldlt ljj/�0f vf=kf=g= /�sd 5'6

hDdf hDdf
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pbfx/�0f $ M a}�ª\s tyf 5'6 dxn;lxtsf]� gub k'l:�tsf

tnsf sf/�f]�af/�sf]� a}�ª\s tyf 5'6 dxn;lxtsf]� gub k'l:�tsfdf r9fpg'xf]�;\ M

!@.! df 	 a}�ª\s df}�Hbft ?= %),))).– lyof] .

!@.# df 	 ?= !),))) sf]� kmlg{r/� vl/�b u/�L r]�såf/�f e'StfgL ul/of] .

!@.^ df 	 lxdlzv/� k|f=ln= nfO{ ?= %)).– 5'6 36fP/� ? (,%)).– sf]� r]�s hf/�L ul/�of]� .

!@.!! df 	 ?= !%,))).– sf]� ;fdfg vl/�b u/�L r]�såf/�f e'StfgL ul/of] .

!@.!& df 	 ?= !@,))).– sf]� d]�l;g vl/�b u/�L r]�såf/�f e'StfgL ul/of] .

!@.@) df 	 /�fdrGb| sfsL{af6 !)Ü 5'6 ?= !,))) s6fP/� ?= (,))).– r]�såf/�f e'StfgL 
k|fKt eof] .

!@.@* df 	 ?= &,))).– r]�såf/�f tna e'StfgL ul/of] .

!@.#) df 	 ?= !%,))).– sf]� ;fdfg laj|mL u/�L r]�s k|fKt eof] .

pQ/�

a}�ª\s tyf 5'6 dxn;lxtsf]� gub k'l:�tsf

8]�la6� j|m]�l86

ldlt ljj/�0f vf=kf=g= /�sd ?= 5'6 ldlt ljj/�0f vf=kf=g= /�sd ?= 5'6

!@.! df}�Hbft cNof 
(c/�d)

%),))).– !@.# kmlg{r/� vl/�b !),))).–

!@.@) /�fdrGb| 
sfsL{af6 k|fKt

(,))).– !,))).– !@.^ lxdlzv/� k|f=ln= (,%)).– %)).–

!@.#) ;fdfg laj|mL !%,))).– !@.!! ;fdfg vl/�b !%,))).–

!@.!& d]�l;g vl/�b !@,))).–

!@.@* tna e'StfgL &,))).–

!@.#) df}�Hbft afFsL 
(c/�d)

@),%)).–

hDdf &$,))).– !,))).– hDdf &$,))).– %)).–

)!.)! df}�Hbft cNof 
(b/�d)

@),%)).–
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gub tyf a}�ª\s dxn;lxtsf]� gub k'l:�tsf (Cash book with cash & bank column)

Joj;fodf ePsf gub tyf a}�ª\s;DaGwL sf/�f]�af/�;DaGwL clen]�v /�fVg]� k'l:�tsfnfO{ gub tyf 
a}�ª\s dxn;lxtsf]� gub k'l:�tsf elgG5 . o;df k|fKt gubnfO{ 8]�la6df /� e'StfgL ul/�Psf]� 
gubnfO{ j|m]�l86df /� a}�ª\sdf /�sd hDdf x'Fbf 8]�la6df /� r]�såf/�f e'StfgL ubf{ j|m]�l86df clen]�v 
/�flvG5 . o;sf]� 9fFrf lgDgfg';f/� /�x]�sf]� 5 M

gub tyf a}�ª\s dxn;lxtsf]� gub

8]�la6	�  j|m]�l86

ldlt ljj/�0f vf=kf=g= gub a}�ª\s ldlt ljj/�0f vf=kf=g= gub a}�ª\s

hDdf hDdf

pbfx/�0f % M gub tyf a}�ª\s dxn;lxtsf]� gub k'l:�tsf

tnsf sf/�f]�af/�nfO{ gub tyf a}�ª\s dxn;lxtsf]� gub k'l:�tsfdf r9fpg'xf]�;\ M 

!).! df 	 gub df}�Hbft ?= $,%)).– /� a}�ª\s df}�Hbft ?= @),))).– lyof] .

!).@ df 	 bofgGbaf6 ?= !,))).– gub k|fKt eof] .

!).$ df 	 ?= %,))).– sf]� ;fdfg vl/�b u/�L r]�såf/�f e'StfgL ul/of] .

!).& df 	 ?= #,))).– a}�ª\s hDdf ul/�of]� .

!).!) df 	 ?= !),))).– sf]� ;fdfg laj|mL u/�L ;f]�sf]� r]�s k|fKt eof]� .

!).!! df 	 ?= !,))).– ladf z'Ns e'StfgL lyof] .

!).!* df 	 sfof{no k|of]�hgsf nflu ?= @,))).– a}�ª\saf6 lemlsof]� .

!).@@ df 	 k'/�fgf sfuh laj|mLaf6 ?= %)).– k|fKt eof] .
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pQ/�
gub tyf a}�ª\s dxn;lxtsf]� gub

8]�la6	�  j|m]�l86

ldlt ljj/�0f vf=g= gub a}�ª\s ldlt ljj/�0f vf=g= gub a}�ª\s

!).!! ;'? df}�Hbft 
(b/�d)

$,%)).– @),))).–

!).@ bofgGbaf6 
k|fKt

!,))).– !).$ ;fdfg vl/�b %,))).–

!).& gub hDdf C1 #,))).– !).& a}�ª\s hDdf C1 #,))).–

!).!) ;fdfg 
laj|mLaf6 r]�s 
k|fKt

!),))).– !).!) ladf z'Ns 
e'StfgL

!,))).–

!).!* a}�ª\saf6 
gub lems]�sf]�

C2 @,))).– !).!* a}�ª\s gub 
lems]�sf]�

C2 @,))).–

!).@@ k'/�fgf sfuh 
laj|mLaf6 
k|fKt

%)).– df}�Hbft afFsL 
(c/�d)

$,))).– @^,))).–

hDdf *,))).– ##,))).– hDdf *,))).– ##,))).–

!!.! df}�Hbft cNof 
(b/�d)

$,))).– @^,))).–

b|i6Jo M C n]� Contra ef}�r/�nfO{ hgfpF5 . o; cj:�yfdf 8]�la6 /� j|m]�l86 b'a}� kIfdf c;/� /�xG5 .

(iii) tLg dxnLo gub k'l:�tsf (Triple column cash book)

Joj;fodf x'g]� gub, a}�ª\s tyf 5'6 /�sd;d]�tsf]� clen]�v /�fVg]� k'l:�tsfnfO{ tLg dxnLo gub 
k'l:�tsf elgG5 . vf; u/�L 7'nf 7'nf Joj;fodf o;sf]� k|of]�u a9L x'g]� u5{ . o;af6 gub, a}�ª\s 
/� 5'6 /�sdsf af/�]�df Ps}�k6s hfgsf/�L k|fKt ug{ ;lsG5 . o;sf]� 9fFrf b]�xfoadf]�lhd /�x]�sf]� 5 M

tLg dxnLo gub k'l:�tsf

8]�la6	�  j|m]�l86

ldlt ljj/�0f vf=kf=g= gub a}�ª\s 5'6 ldlt ljj/�0f vf=kf=g= gub a}�ª\s 5'6

hDdf hDdf
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pbfx/�0f ^ M tLg dxnLo gub k'l:�tsf (Triple column cash book)

tnsf sf/�f]�af/�nfO{ tLg dxnLo gub k'l:�tsfdf r9fpg'xf]�;\ M

!).! df 	 gub df}�Hbft ?= ^,))).– /� a}�ª\s df}�Hbft ?= !@,))).– eof] .

!).# df 	 n]�vf k/�LIf0f z'Ns gubaf6 e'DtfgL ?= #,))).– eof] .

!).( df 	 ?= @,))).– a}�ª\s hDdf ul/�of]� .

!).!) df 	 ?= *,))).– sf]� ;fdfg vl/�b u/�L r]�såf/�f e'StfgL eof] .

!).!! df 	 b'lgn rf}�w/�Laf6 ?= (,))).– sf]� r]�s k|fKt, ?= @)).– 5'6 lbPsf]� lyof] .

!).!# df 	 ;fdfg laj|mL u/�L ?= !),))).– sf]� r]�s k|fKt eof] .

!).!( df 	 d'gf /�f]�sfoaf6 ?= !,))).– gub k|fKt eof] .

!).@@ df 	 d~h' g]�kfnLnfO{ ?= %,))).– dWo]� ?= $,*)).– r]�såf/�f e'StfgL lbO{ lx;fa r'Stf 
ul/�of]� .

!).@% df 	 sfof{no k|of]�hgsf nflu ?= !,))).– a}�ª\saf6 lemlsof]� .

!).@* df 	 a}�ª\s b:�t'/� ?= @)).– s6\6f ul/of] .

pQ/�
tLg dxnLo gub k'l:�tsf

8]�la6	�  j|m]�l86

ldlt ljj/�0f vf=g= gub a}�ª\s 5'6 ldlt ljj/�0f vf=g= gub a}�ª\s 5'6

!).! ;'? 
df}�Hbft 
(b/�d)

^,))).– !@,))).– !).# n]�vf k/�LIf0f 
z'Ns e'StfgL

#,))).–

!).( gub hDdf C1 @,))).– !).( a}�ª\s hDdf C1 @,))).–

!).!! ;'lgnaf6 
r]�s k|fKt

(,))).– @)).– !).!) ;fdfg vl/�b 
u/�L r]�saf6

*,))).–

!).!#
;fdfg 
laj|mL

!),))).–

!).!(
d'gf 
/�f]�sfaf6 
k|fKt

!,))).– !).@@
d~h' 
g]�kfnLnfO{ 
e'StfgL

$,*)).– @)).–

!).@%
a}�ª\saf6 
gub 
lems]�sf]�

C2 !,))).– !).@%
a}�ª\saf6 gub 
lems]�sf]�

C2 !,))).–

!).@* a}�ª\s b:�t'/� @)).–
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!).#) afFsL df}�Hbft 
(c/�d)

#,))).– !(,))).–

hDdf *,))).– ##,))).– @)).– *,))).– ##,))).– @)).–

!!.)! df}�Hbft 
cNof (b/�d)

#,))).– !(,))).–

b|i6Jo M	8]�la6sf]� 5'6 vr{ /� j|m]�l86sf]� 5'6 cfDbfgL ePsfn]� o; dxnsf]� df}�Hbft glgsfnL 
5\6\6f5'6\6}� hf]�l8g'k5{ .

cEof;

!=	 tnsf k|Zgsf]� clt 5f]�6f]� pQ/� lbg'xf]�;\ M

-s_	 ;xfos k'l:�tsfsf]� cy{ n]�Vg'xf]�;\ .

-v_	 ;xfos k'l:�tsfsf k|sf/� n]�Vg'xf]�;\ .

-u_	 8]�la6 gf]�6 /� j|m]�l86 gf]�6 eg]�sf]� s]� xf]� <

-3_	 ;xfos k'l:�tsf k|rngdf /�xg'sf]� sf/�0f n]�Vg'xf]�;\\ .

-ª_	 gub k'l:�tsfsf k|sf/� n]�Vg'xf]�;\ .

-r_	 s:�tf]� cj:�yfdf hg{n k|f]�k/� agfOG5, n]�Vg'xf]�;\\ .

-5_	 sG6«f OG6«L s'g cj:�yfdf k|of]�u ul/�G5 .

@=	 tnsf k|Zgsf]� 5f]�6f]� pQ/� lbg'xf]�;\ M

-s_	 ;xfos k'l:�tsfsf]� kl/�ro lbg'xf]�;\ .

-v_	 ;xfos k'l:�tsf tof/� ug'{sf]� p2]�Zo n]�Vg'xf]�;\\ .

-u_	 hg{n k|f]�k/� eg]�sf]� s]� xf]�, o;df ;dfj]�z x'g]� sf/�f]�af/� s]� s]� x'g\ <

-3_	 vl/�b k'l:�tsf eg]�sf]� s]� xf]�, o;sf]� 9fFrf tof/� ug'{xf]�;\ .

-ª_	 laj|mL /� laj|mL lkmtf{ k'l:�tsfaf/�]� n]�Vg'xf]�;\\ .

-r_	 laN; k'l:�tsf lsg tof/� ul/�G5, o;sf]� 9fFrf tof/� ug'{xf]�;\ .

-5_	 gub k'l:�tsfsf]� kl/�ro lbg'xf]�;\ /� o;sf ljz]�iftf pNn]�v ug'{xf]�;\ .
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#=	 tnsf sf/�f]�af/�nfO{ vl/�b k'l:�tsfdf r9fO{ vl/�b vftf tof/� kfg'{xf]�;\ M

efbf}� ! df 	 lgdf a'S; PG8 :�6]�;g/�L kfNkfaf6 vl/�b, aLhs g= !)! 

	 @) cf]�6f n]�vf lstfa k|lt Pssf]� ?= #*.– sf b/�n]�

	 @) cf]�6f cy{zf:�q lstfa k|lt Pssf]� ?= #%.– sf b/�n]� 

ebf}� % df 	 ;"o{ >]�i7, kfNkfaf6 vl/�b, aLhs g= ##$

	 !) bh{g sfkL k|lt Ps sfkLsf]� ?= *.– sf b/�n]�

	 % bh{g k]�lG;n k|lt bh{g /�= $).– sf b/�n]�

ebf}� !! df	 uf]�ljGb tfdfª :�ofª\hfaf6 vl/�b, aLhs g= %@)

	 $! bh{g ˆn]�d k]�g k|lt Pssf]� ?= !).– sf b/�n]�

	 !) bh{g O/�]�h/� k|lt bh{g ?= @).– sf b/�n]�

ebf}� @% df	 l;h{gf du/�, a'6jnaf6 vl/�b, aLhs g= #!!

	 !)) cf]�6f g]�kfnL kmfOn k|lt Pssf]� ?= #.– sf b/�n]� 

	 @) l/�d kmf]�6f]�skL k]�k/� k|lt l/�d ?= @%).– sf b/�n]�

$=	 lgDglnlvt sf/�f]�af/�sf cfwf/�df vl/�b k'l:�tsf tof/� kfg'{xf]�;\ M

sflt{s % ut]� 	 n]�h/� xfp; lqk'/�]�Zj/�af6 vl/�b, aLhs g= !!!

	 !) cf]�6f Dell sDKo'6/� k|lt ;]�6sf]� ?= #!,))).– sf b/�n]�

	 !) cf]�6f OGsh]�6 lk|G6/� k|lt Pssf]� ?= #,*)).– sf b/�n]� 

sflt{s !% ut]� 	 cl/�if ;le{;]�h lqk'/�]�Zj/�af6 vl/�b, aLhs g= !#@^

	 !@ cf]�6f UPS k|lt Pssf]� ?= @,^)).– sf b/�n]�

	 !@ cf]�6f TV Card k|lt Pssf]� ?= !,$)).– b/�n]�

	 -b'a}�df Jofkfl/�s 5'6 !)Ü_

sflts @) ut]� 	sDKo'6/� s]�o/�, eStk'/�af6, aLhs g= !#$@

	 !) cf]�6f dlg6/� k|lt Pssf]� ?= ^,%)).– sf b/�n]�

	 !) cf]�6f lsaf]�8{ k|lt Pssf]� ?= #%).– sf b/�n]�
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%=	 tnsf sf/�f]�af/�nfO{ nIdL kmlg{r/� pBf]�usf]� laj|mL k'l:�tsfdf r9fO{ laj|mL vftf tof/� 
kfg'{xf]�;\ M

df3 @ ut]� 	 nvg rf}�w/�L, jL/�uGhnfO{ laj|mL, aLhs g= $)% 

	 @) cf]�6f sDKo'6/� 6]�a'n k|lt Pssf]� ?= @,$)).– sf b/�n]�

	 !) cf]�6f clkm; 6]�a'n k|lt Pssf]� ?= #,))).– sf b/�n]�

df3 !% ut]� 	 dgsfdgf kmlg{r/� ;]�G6/�, x]�6f}�F8fnfO{ laj|mL, aLhs g= (!^

	 !% cf]�6f ;fwf/�0f 6]�a'n k|lt Pssf]� ?= !,@)).– sf b/�n]� 

r}�t & ut]� 	 ;ljtf g]�kfnL wflbªnfO{ laj|mL, aLhs g= &)(

	 % 6]�a'n kª\vf Pssf]� ?= #,))).– sf b/�n]�

	 !) kmf]�g ;]�6 Pssf]� ?= *%).– sf b/�n]�

r}�t !! ut]� 	 ^ cf]�6f yd{; Pssf]� ?= #)).– sf b/�n]�, aLhs g= *!!

	 ^ cf]�6f x6\s]�; Pssf]� ?= $%).– sf b/�n]� -b'a}�nfO{ Jofkfl/�s 5'6 %Ü_

^=	 tn lbOPsf]� sf/�f]�af/�nfO{ vl/�b lkmtf{ k'l:�tsfdf r9fpg'xf]�;\ M

(.!# 	gftLsfhL 8ª\uf]�n, c;gnfO{ lkmtf{, 8]�la6 gf]�6 g= ^^ 

	 #) s]�=hL= cfn' k|lt s]�=hL ? @).– sf b/�n]� \

(.!& 	xl/�gf/�fo0f ofbj, kf6gnfO{ lkmtf{, 8]�la6 gf]�6 g= *)*

	 %) s]�=hL lrgL k|lt s]�=hL= ?= #%.– sf b/�n]�

&=	 tnsf sf/�f]�af/�nfO{ nIdL kmlg{r/� pBf]�usf]� laj|mL lkmtf{ k'l:�tsfdf r9fpg'xf]�;\ M

df3 @* ut]� 	 nug rf}�w/�L, jL/�uGhaf6 lkmtf{, j|m]�l86 gf]�6 g= %%

	 % cf]�6f sDKo'6/� 6]�a'n k|lt Pssf]� ?= @,$)).– sf b/�n]�

df3 @( ut]�	 dgsfdgf kmlg{r/� ;]�G6/�, x]�6f}�F8faf6 lkmtf{, j|]�ml86 gf]�6 g= ()* 

	 @ cf]�6f 6L 6]�a'n Pssf]� ?= !,%)).– sf b/�n]�
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*=	 tn lbOPsf sf/�f]�af/�sf cfwf/�df ;fwf/�0f gub k'l:�tsf tof/� u/�L df}�Hbft 
lgsfNg'xf]�;\ M

j}�zfv ! ut]� 	 ;'? gub df}�Hbft ?= %,%)).– 

j}�zfv $ ut]� 	 ;fdfg laj|mL gubdf ?= $,))).– 

j}�zfv ^ ut]� 	 lah'nL dx;'n e'StfgL ?= !,)!).–

j}�zfv !) ut]� 	 kmlg{r/� vl/�b ?= #,))).–

j}�zfv !* ut]� 	 Hofnf lt/�]�sf]� ?= !,))).–

j}�zfv @! ut]� 	 uf]�kfn l;jfsf]�6LnfO{ e'StfgL ?= @,))).– 

j}�zfv @% ut]� 	 k]�df tfdfªaf6 k|fKt gub ?= ^,))).– 

j}�zfv #) ut]�	 :�6]�;g/�L ;fdfg vl/�b ?= !,@)).–

(=	 lgDglnlvt sf/�f]�af/� ;fwf/�0f gub k'l:�tsfdf r9fpg'xf]�;\ /� df}�Hbft kQf nufpg'xf]�;\ M

h]�7 ! ut]� 	 ;'? gub df}�Hbft ?= !$,))).–

h]�7 & ut]� 	 /�flwsf lj=s nfO{ C0f lbPsf]� ?= !@,))).– 

h]�7 !) ut]� 	 d]�l;g vl/�b ?= @,))).–

h]�i7 !^ ut]� 	 /�d]�z yf?af6 lng afFsL /�sd k|fKt ?= !@,))).– 

h]�7 @) ut]� 	 km]�fg dx;'n e'StfgL ?= %$).–

h]�7 @@ ut]� 	 cfos/� bflvnf ?= @)).– 

h]�7 @% ut]� 	 tna e'StfgL ?= @,))).–

h]�7 @% ut]� 	 Aofh k|fKt ?= !)).–

h]�7 #) ut]� 	 gub rf]�/�L ePsf]� ?= %)).–

!)=	 tnsf sf/�f]�af/�nfO{ a}�ª\s dxn ePsf]� gub k'l:�tsfdf r9fpg'xf]�;\ M

^.! df 	 ;'? a}�ª\s df}�Hbft ?= @*,))).–

^.$ df 	 sfof{nosf]� sfdsf nflu ?= @,))).– gub lemlsof]� .

^.& df 	 ef8fafkt ?= %,))).– sf]� r]�s k|fKt eof]� .

^.!! df 	 ;fOsn vl/�b u/�L r]�såf/�f e'StfgL ?= %,%)).–

^.!$ df 	 j;Gt rf}�w/�LnfO{ r]�såf/�f e'StfgL ?= #,))).–
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^.!* df 	 :�6]�;g/�L ;fdfg vl/�b u/�L r]�såf/�f e'StfgL ?= @,))).–

^.@% df 	 g'/�]�Gb|af6 r]�s k|fKt ?= ^,))).–

!!=	 tnsf sf/�f]�af/�nfO{ gub tyf 5'6 dxn;lxtsf]� gub k'l:�tsfdf r9fpg'xf]�;\ M

%.! df 	 gub df}�Hbft ?= !!,%)).–

%.% df 	 !,@)).– sf]� d]�r vl/�b

%.* df 	 ?= #,))).– tna e'StfgL

%.!) df 	 nIdLaf6 gub k|fKt ?= #,))).– -5'6 lbPsf]� ?= @)).–_

%.!# df 	 ;fdfg laj|mL gubdf ?= $,))).–

%.@! df 	 uf8L ef8f e'StfgL ?= %)).–

%.@^ df 	 ?= #)).– 5'6 s6fP/� /�lagfnfO{ e'StfgL ?= #,))).–

%.@( df 	 gub a}�ª\s hDdf ?= #,))).–

!@=	 sflt{s dlxgfdf ePsf]� lgDglnlvt sf/�f]�af/�sf nflu a}�ª\s tyf 5'6 dxn;lxtsf]� gub 
k'l:�tsf tof/� ug'{xf]�;\ M

! ut]� 	 ;'? a}�ª\s df}�Hbft ?= !&,))).–  lyof] .

@ ut]� 	 gub hDdf u/�]�sf]� ?= #,))).– lyof] .

( ut]� 	 glngfnfO{ ltg'{kg]�{ ?= $,!)).– dWo]� ?= $,))).– sf]� r]�s hf/�L u/�L 
lx;fa r'Stf ul/�of]� .

!% ut]�	 SnanfO{ ;xof]�uafkt ?= !,))).– sf]� r]�s hf/�L ul/�of]� .

!( ut]�	 wL/�]�Gb| d'lvofaf6 k|fKt x'g'kg]�{ ?= %,))).– df ?= !)%.– 5'6 lbP/� afFsL 
/�sdsf]� r]�s k|fKt eof]� .

@& ut]� 	 a}�ª\s b:�t'/� ?= !)).– s6\6f ePsf]� hfgsf/�L a}�ª\saf6 k|fKt eof]� .

!#=	 lgDglnlvt sf/�f]�af/�sf]� gub tyf a}�ª\s dxn;lxtsf]� gub k'l:�tsf tof/� u/�L df}�Hbft 
kQf nufpg'xf]�;\ M

k'if ! ut]� 	 ;'? df}�Hbft M gub ?= ^,%)).– /� a}�ª\s ?= @!,))).– lyof] .

k'if $ ut]� 	 gub a}�ª\s hDdf ul/�Psf]� ?= $,))).– lyof] .

k'if & ut]� 	 /�ljGb|nfO{ r]�saf6 ;fk6L lbPsf]� ?= %,))).– lyof] .

k'if ( ut]� 	 ?= !),))).– sf]� ;fdfg vl/�b u/�L ?= *,))).– r]�s af6 /� afFsL /�sd 
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gub ltl/�of]� .

k'if !@ 	 k|ltefnfO{ ?= $,))).– sf]� ;fdfg laj|mL u/�fOPsfdf ?= #,))).– cf+lzs 
¿kdf gubdf k|fKt eof]� .

k'if !* ut]� 	 /�ljGb|af6 ;fk6L lkmtf{afkt ?= %,))).– sf]� r]�s k|fKt eof]� . 

k'if @% ut]� 	 3/� ef8f ?= ^,))).– r]�såf/�f e'StfgL .

k'if @( ut]� 	 sfof{no k|of]�hgsf nflu a}�ª\saf6 ?= @,))).– lemlsof]� . 

k'if @( ut]� 	 k]�6«f]�n vl/�b u/�L ?= $)).– gubdf e'StfgL ul/of] .

-pQ/ M gub df}Hbft ?= %,!)).– / a}ª\s df}Hbft ?= (,))).–_

!$= 	 lgDgfg';f/�sf sf/�f]�af/�nfO{ tLg dxnLo gub k'l:�tsfdf r9fpg'xf]�;\ M

*.! ut]� 	 gub df}�Hbft ?= !!,))).– /� a}�ª\s df}�Hbft ?= ^),))).– lyof] .

*.$ ut]� 	 ?= !*,))).– sf]� ;fdfg vl/�b u/�L ?= @,))).– gub /� afFsL /�sdsf]� 
r]�s hf/�L ul/�of]� .

*.^ ut]� 	 ?= ^,))).– r]�såf/�f 3/�ef8f e'StfgL eof]� ul/of] .

*.( ut]� 	 piffaf6 k|fKt x'g'kg]�{ /�sddWo]� ?= %)).– 5'6 s6fP/� afFsL /�sd  
?= (,%)).– sf]� r]�s k|fKt eof]� .

*.!) ut]� 	 ?= %,))).– a}�ª\sdf hDdf ul/�of]� .

*.!^ ut]� 	 lj1fkg vr{ ?= !,%)).– gub}� e'StfgL .

*.@) ut]� 	 xs{nfnnfO{ ?= !),))).– ltg'{kg]�{df !)Ü 5'6 s6fP/� afFsL /�sdsf nflu 
r]�s hf/�L ul/�of]� .

*.@@ ut]� 	 sld;gafkt gubdf ?= @,%)).– k|fKt eof]� .

*.@% ut]� 	 sfof{no k|of]�hgsf nflu ?= @,))).– a}�ª\saf6 lemlsof]� .

*.@^ ut]� 	 6]�lnkmf]�g /� lah'nL dx;'n j|mdzM ?= *)).– /� ?= %)).– e'StfgL lbOof]� .

lj|mofsnfk

kf7 !! /� !@ df ef}�r/� /� vftfdf k|lji6 u/�]�sf sf/�f]�af/�sf cfwf/�df ;xfos k'l:�tsfsf ljleGg 
k|sf/� /� gub k'l:�tsfsf]� tof/�L ug'{xf]�;\ .
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kf7 !$
;Gt'ng k/�LIf0f  
(Trial Balance)

!$=! ;Gt'ng k/�LIf0f (Trial Balance)

-s_ kl/�ro (Introduction)

Joj;fodf ePsf k|To]�s cfly{s sf/�f]�af/�x¿sf ef}�r/� 
tof/� ul/�;s]�kl5 To;nfO{ vftfdf k|ljli6 ul/�G5 . 
To;kl5 To:�tf k|flDes k|ljli6df s'g}� uNtL ePsf]� 5 
jf 5}�g egL cª\sul0ftLo z'4tf hfFr ul/�G5 . o;/�L 
ul/�g]� k/�LIf0f jf hfFrsf]� ;"rL g}� ;Gt'ng k/�LIf0f xf]� . 
cyf{t\ k|To]�s vftfsf]� 8]�la6 hf]�8 /�sd /� j|m]�l86 hf]�8 
/�sd a/�fa/� 5 jf 5}�g egL cª\sul0ftLo z'4tfsf]� hfFr ug{ tof/� ul/�g]� ljj/�0fnfO{ g}� ;Gt'ng 
k/�LIf0f elgG5 . 8]�la6 /� j|m]�l86 hf]�8 /� sd a/�fa/� ePdf ;fdfGotM lx;fa /�fv]�sf]� l7s 5 egL 
a'‰g ;lsG5 . ;Gt'ng k/�LIf0fsf cfwf/�df ljQLo ljj/�0fx¿ tof/� ul/�G5 .

J.R. Batliboi sf cg';f/� vftf lstfasf]� 8]�la6 /� j|m]�l86 kIfsf df}�Hbftsf ;xfotfn]� ;DalGwt 
vftf lstfadf ul0ftLo q'l6 /�x]� g/�x]�sf]� k/�LIf0f ug{ tof/� ul/�g]� ljj/�0f ;Gt'ng k/�LIf0f xf]� . 
(Trial balance is a statement, prepared with the debit and credit balances of ledger accounts 
to test the arithmetical accuracy of the books.)

R. Pickels sf cg';f/� lglZrt cjlw jf cflYf{s jif{sf]� cGTodf vftf lstfadf /�x]�sf]� df}�Hbftsf]� 
;xfotfn]� 8]�la6 /� j|m]�l86sf]� hf]�8 hDdfsf]� a/�fa/�L k/�LIf0f ug{]� u/�L tof/� ul/�Psf]� ljj/�0f g}� 
;Gt'ng k/�LIf0f xf]� . (The statement prepared with the help of ledger balances at the end of 
finacnial year (or any other dates) to find out whether debit total agrees with credit total is 
called trial balance.)

;Gt'ng k/�LIf0f eg]�sf]� vftfx¿sf]� ;f/�+fz xf]� . o;df ;a}� vftfx¿sf]� clGtd 
df}�Hbft NofOG5 . of]� cfkm}�Fdf vftf xf]�Og, vftfx¿sf]� ;ª\If]�kLs/�0f dfq xf]� . o;sf 
cfwf/�df ljQLo ljj/�0fx¿ tof/� ul/�G5 .

-v_	 ;Gt'ng k/�LIf0fsf]� p2]�Zo /� dxŒj (Objectives and importance of trial 
balance)

;Gt'ng k/�LIf0f tof/� ug'{sf b]�xfoadf]�lhsf p2]�Zo /�x]�sf 5g\ M
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-c_ ;a}� vftfsf]� ul0ftLo z'4tf hfFr ug{''

-cf_ s'g}� q'l6 ePdf To;nfO{ kQf nufpg'

-O_ clGtd ljQLo ljj/�0f tof/�df dbt ug{'

-O{_ ;dfof]�hgsf ljj/�0fnfO{ ;dfj]�z ug'{

-p_ n]�vfk/�LIfsnfO{ n]�vf k/�LIf0fdf ;xof]�u ug{'

!$=@ ;Gt'ng k/�LIf0f tof/�L ljlw (Preperation of trial balance)
;Gt'ng k/�LIf0f tof/� ug{ b]�xfosf b'O{ ljlw /�x]�sf 5g\ M

-s_ hDdf ljlw (Total method) 

o; ljlwdf k|To]�s vftfsf]� 8]�la6 /�sd /� j|m]�l86 /�sdsf]� hf]�8 hDdf n]�lvG5 . cGTodf ;a}� 
vftfsf]� 8]�la6sf]� hf]�8 hDdf a/�fa/� j|m]�l86sf]� hf]�8 hDdf ul/�G5 /� a/�fa/� x]�l/�G5 . of]� ljlw vf;}� 
k|rngdf /�x]�sf]� kfOFb}�g .

-v_ z]�if ljlw (Balance method)

o; ljlwdf k|To]�s vftfsf]� cGTodf afFsL df}�Hbft 8]�la6 jf j|m]�l86 s'g kIfdf /�xG5 n]�lvG5 /� 
cGTodf hf]�8 hDdf ul/�G5 . 8]�la6 /� j|m]�l86 ul/�Psf]� /�sdsf]� hf]�8 hDdf a/�fa/� eP gePsf]� hfFr 
ul/�G5 /� a/�fa/� eP sf/�f]�af/� ldn]�sf]� dflgG5 . gldn]�sf]� eP s'g vftfsf]� df}�Hbft km/�s k/�]�sf]� xf]� 
le8fg ul/�G5 /� k'gM lx;fa ldnfg ul/�G5 . of]� ljlw a9L k|rngdf /�x]�sf]� 5 .

-u_ ;Gt'ng k/�LIf0fsf]� gd'gf 9fFrf (Specimen design of trial balance)

;Gt'ng k/�LIf0fsf]� 9fFrf lgDgadf]�lhd /�x]�sf]� 5 . of]� 9fFrf ;Gt'ng k/�LIf0f tof/� ug{]� z]�if ljlwdf 
cfwfl/�t 5 M

j|m=;= ljj/�0f -vftfx¿sf]� gfd_
vftf kfgf 

g=
8]�la6 ?= j|m]�l86 ?=

!=

@=

;DklQ, vr{ /� 3f6f

cfDbfgL, bfloTj /� k'FhL

xxx

xxx

hDdf xxx xxx



208 sfof{no ;~rfng tyf n]vf, sIff (

-3_	 ;Gt'ng k/�LIf0fdf 8]�la6, j|m]�l86 x'g]� vftfx¿ (Accounts debited and credited 
on trial balance)

ljQLo sf/�f]�af/�nfO{ k'FhL, bfloTj, cfDbfgL, ;DklQ, /� vr{ u/�L d'Vo kfFr lsl;ddf juL{s/�0f 
ul/�G5 . ;Gt'ng k/�LIf0f tof/� ubf{ ;DklQ /� vr{nfO{ 8]�la6tkm{ tyf ;]�o/�, bfloTj /� cfDbfgLnfO{ 
j|m]�l86tkm{ /�flvG5 . oL sf/�f]�af/�sf d'Vo zLif{scGtu{t ljleGg vftfx¿ /�xG5g\ . To:�tf vftfx¿ 
h'g sf/�f]�af/� zLif{scGtu{t k5{g\ ;f]�xLcg';f/� 8]�la6 jf j|m]�l86 ul/�G5 . Joj;fodf clwst/� k|of]�u 
x'g]� ;Gt'ng k/�LIf0f;DaGwL s]�xL vftfx¿ lgDgfg';f/� 5g\ M

j|m=;= ljj/�0f cu|]�hL gfd
vftfsf]� 
k|sf/�

8]�la6 j|m]�l86

!= k'FhL Capital k'FhL j|m]�l86

@= k'FhL lkmtf{ Drawing k'FhL 8]�la6

#= ;'? df}�Hbft Opening Balance ;DklQ 8]�la6

$= gub df}�Hbft Cash balance ;DklQ 8]�la6

%= a}�ª\s df}�Hbft Bank Balance ;DklQ 8]�la6

^= k|fKt x'g'kg]�{ lan Bills receivable ;DklQ 8]�la6

&= 3/� tyf hUuf Building and Land ;DklQ 8]�la6

*= d]�l;g Machinery ;DklQ 8]�la6

(= kmlg{r/� Furniture ;DklQ 8]�la6

!)= df]�6/� Motor Vehicle ;DklQ 8]�la6

!!= nufgL Investment ;DklQ 8]�la6

!@= k]�6]�G6 Patent ;DklQ 8]�la6

!#= ljljw cf;fdL Sundry Debtors ;DklQ 8]�la6

!$= ljljw ;fx' Sundry Creditors bfloTj j|m]�l86

!%= e'StfgL afFsL Outstanding payments bfloTj j|m]�l86

!^= zª\sf:�kb C0fsf]� Joj:�yf
Provision for doubtful 
debt bfloTj j|m]�l86
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!&= ck|fKo C0f Bad Debts Gff]�S;fg 8]�la6

!*= a}�ª\s cf]�e/� 8«fˆ6 Bank Overdraft bfloTj j|m]�l86

!(= C0f Loan bfloTj j|m]�l86

@)= ltg'{kg]�{ /�sd÷lan Bills payable bfloTj j|m]�l86

@!= ;dfg vl/�b Purchase of Goods vr{ 8]�la6

@@= Hofnf Wages vr{ 8]�la6

@#= ef8f Rent vr{ 8]�la6

@$= tna Salary vr{ 8]�la6

@%= eQf Allowances vr{ 8]�la6

@^= k|zf;lgs tyf ofqf vr{
Administrate & travel 
expense vr{ 8]�la6

@&= 5'6 k|bfg Discount Allowed vr{ 8]�la6

@*= sld;g vr{ Commission Expense vr{ 8]�la6

@(= Aofh vr{ Interest Expense vr{ 8]�la6

#)= ladf tyf lj1fkg vr{
Insurance 
Advertisment exp. vr{ 8]�la6

#!= 5kfO, 9'jfgL /� OGwg vr{
Printing, Transport 
and Fuel expense vr{ 8]�la6

#@= 5'6 k|fKt Discount received cfDbfgL j|m]�l86

##= ;fdfg laj|mL Sales of goods cfDbfgL j|m]�l86

#$= sld;g k|fKt Commission received cfDbfgL j|m]�l86

#%= ef8f k|fKt Rent received cfDbfgL j|m]�l86

#^= Aofh k|fKt Interest received cfDbfgL j|m]�l86
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pbfx/�0f ! M ;Gt'ng k/�LIf0f -vftf kf7sf]� pbfx/�0fsf cfwf/�df_

dfly o; k':�tssf]� kf7 !@ sf]� pbfx/�0f g= ^ df tof/� kfl/�Psf]� vftfsf cfwf/�df ;Gt'ng 
k/�LIf0fsf]� tof/�L lgDgfg';f/� ug{ ;lsG5 M

;Gt'ng k/�LIf0f

j|m=;= ljj/�0f vf=g= 8]�la6 ?= j|m]�l86 ?=

!=
@= 
#=
$=
%=
^= 
&=
*=
(=
!)=

gub vftf
k'FhL vftf 
a}�ª\s vftf
vl/b vftf
laj|mL vftf
¿kfsf]� vftf 
kmlg{r/� vftf
kGgf kmlg{r/� vftf 
3/� ef8f vftf
tna vftf

$$,%*).–
–

$,*%,))).–
@%,$@).–

–
–

!%,))).–
–

@),))).–
%,))).–

–
%,%),))).–

–
–

!),))).–
@),))).–

–
!%,))).–

–
–

hDdf %,(%,))).– %,(%,))).–

pbfx/�0f @ M ;Gt'ng k/�LIf0f

/�Lltsf zfSosf]� Jofkf/� vftfsf]� c;f/� d;fGtdf b]�xfoadf]�lhdsf df}�Hbft /�x]�sf 5g\ . o;sf 
cfwf/�df ;Gt'ng k/�LIf0f tof/� ug'{xf]�;\ .

k'FhL @%,))).– Hofnf !,))).–

d]�l;g/�L cf}�hf/� !),))).– vl/�b $,))).–

gub %,))).– tnj @,))).–

a}�ª\s df}�Hbft @,))).– lj1fkg vr{ %)).–

laj|mL !),))).– ;dfgsf]� Dff}�Hbft !),%)).–

pQ/�

l;=g= ljj/�0f 8]�=/�sd j|m]�= /�sd

!= k'FhL @%,))).–

@= d]�l;g/�L cf}�hf/� !),))).–

#= gub %,))).–

$= a}�ª\s df}�Hbft @,))).–
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%= laj|mL !),))).–

^= Hofnf !,))).–

&= vl/�b $,))).–

*= tna @,))).–

(= lj1fkg vr{ %)).–

!)= ;dfgsf]� Dff}�Hbft !),%)).–

hDdf #%,))).– #%,))).–

pbfx/�0f M ;Gt'ng k/�LIf0f -ljljw cf;fdL tyf ;fx'x¿_

cl/�if >]�i7sf]� Jofkf/�sf vftfsf]� c;f/� d;fGtdf b]�xfoadf]�lhdsf df}�Hbft /�x]�sf 5g\ . o;sf 
cfwf/�df ;Gt'ng k/�LIf0f tof/� ug'{xf]�;\ M

k'FhL #%,%)).– ;dfgsf]� Dff}�Hbft !),))).–

laj|mL !),))).– ljljw ;fx' !%,))).–
a}�ª\s df}�Hbft %,))).– vl/�b $,))).–

gub @,))).– tna @,))).–
d]�l;g/�L cf}�hf/� &,))).– lj1fkg vr{ %,))).–

ljljw cf;fdL !%,))).– Hofnf !%,))).–

pQ/�

l;=g= ljj/�0f 8]�=/�sd j|m]�= /�sd
!= k'FhL #%,%)).–

@= laj|mL !),))).–

#= a}�ª\s df}�Hbft %,))).–

$= gub @,))).–

%= d]�l;g/�L cf}�hf/� &,))).–

^= ljljw cf;fdL !%,))).–

&= ;dfgsf]� Dff}�Hbft !),))).–

*= ljljw ;fx' !%,))).–

(= vl/�b $,))).–

!)= tna @,))).–

!!= lj1fkg vr{ %,)).–

!@= Hofnf !%,))).–

hDdf ^),%)).– ^),%)).–



212 sfof{no ;~rfng tyf n]vf, sIff (

pbfx/�0f $ M ;Gt'ng k/�LIf0f -C0f tyf Aofh ;dfj]�z ePsf]�_

ljlgtfsf]� Jofkf/� vftfsf]� c;f/� d;fGtdf b]�xfoadf]�lhdsf df}�Hbft /�x]�sf 5g\ . o;sf cfwf/�df 
;Gt'ng k/�LIf0f tof/� ug'{xf]�;\ M

k'FhL @),))).– ;dfgsf]� Dff}�Hbft &,))).–

ljljw ;fx' *,))).– laj|mL cfDbfgL !@,))).–

a}�ª\s df}�Hbft !),&)).– Aofh cfDbfgL @,))).–

gub !,%)).– Aofh vr{ !,%)).–

d]�l;g/�L cf}�hf/� !*,))).– dd{t vr{ #)).–

k]�:�sL #))).– tna $,))).–

C0f !),))).– vl/�b ^,))).–

pQ/�

l;=g= ljj/�0f 8]�=/�sd j|m]�= /�sd

!= k'FhL @),))).–

@= ljljw ;fx' *,))).–

#= a}�ª\s df}�Hbft !),&)).–

$= gub !,%)).–

%= d]�l;g/�L cf}�hf/� !*,))).–

^= k]�:�sL #,))).–

&= C0f !),))).–

*= ;dfgsf]� df}�Hbft &,))).–

(= laj|mL cfDbfgL !@,))).–

!)= Aofh cfDbfgL @,))).–

!!= vl/�b ^,))).–

!@= Aofh vr{ !,%)).–

!#= dd{t vr{ #)).–

!$= tna $,))).–

hDdf %@,))).– %@,))).–
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!$=# ;Gt'ng k/�LIf0fdf ;dfof]�hg (Adjustment in trial balance)
;Gt'ng k/�LIf0f tof/� ul/�;s]�kl5 pTkGg ePsf sf/�f]�af/� jf ;Gt'ng k/�LIf0fdf ;dfj]�z x'g 
5'6]�sf sf/�f]�af/�sf]� b'O{kIfLo k|efj b]�lvg]� u/�L ;dfof]�hg ug'{kg]�{ x'G5 . o;/�L ;Gt''ng k/�LIf0fdf 
5'6]�sf sf/�f]�af/� ;dfof]�hg u/�L ;dfof]�lht ;Gt'ng k/�LIf0f tof/� kfl/�G5 . ;dfof]�hg ug'{kg]�{ 
sf/�f]�af/�nfO{ ;Gt'ng k/�LIf0feGbf aflx/� b]�vfOPsf]� x'G5 . s]�xL sf/�f]�af/� /� ltgLx¿sf]� ;dfof]�hg 
k|ljli6 lgDgfg';f/� /�x]�sf]� 5 M

;dfof]�hg sf/�f]�af/� ;dfof]�hg k|ljli6

clGtd df}�Hbft (Closing stock) 8]�= clGtd df}�Hbft
j|m]�]�= Jofkf/� vftf

clu|d e'StfgL vr{ (Prepaid expenses) 8]�= clu|d e'StfgL vr{
j|m]�= ;DalGwt vr{

ltg{ afFsL vr{ (Outstanding expenses) 8]�= ;DalGwt vr{
j|m]�= ltg{ afFsL vr{

clu|d cfo (Advance income) 8]�= ;DalGwt cfDbfgL
j|m]�= clu|d cfDbfgL

cflh{t cfDbfgL÷k|fKt x'g afFsL cfDbfgL
(Accured income/� Income earned but not received)

8]�= cflh{t cfDbfgL
j|m]�=;DalGwt cfDbfgL

x|f;s6\6L (Depreciation) 8]�= x|f;s6\6L
j|m]�=;DalGwt l:�y/� ;DklQ

!$=$ ;dfof]�lhg ;Gt'ng k/�LIf0f (Adjusted trial balance)
;Gt'ng k/�LIf0feGbf aflx/� b]�lvPsf sf/�f]�af/� jf ;Gt'ng k/�LIf0fleq ;dfj]�z x'g 5'6]�sf sf/�f]�af/�nfO{ 
;dfj]�z u/�L k'gM tof/� kfl/�g]� ;Gt'ng k/�LIf0fnfO{ ;dfof]�lht ;Gt'ng k/�LIf0f elgG5 .

;dfof]�lht ;Gt'ng k/�LIf0fsf]� gd'gf

j|m=;= ljj/�0f
-vftfsf]� gfd_

c;dfof]�lht ;Gt'ng k/�LIf0f ;dfof]�hg ;dfof]�lht ;Gt'ng k/�LIf0f

8]�la6 ?= j|m]�l86 ?= 8]�la6 ?= j|m]�l86 ?= 8]�la6 ?= j|m]�l86 ?=
!= ;DklQ xxx

dflyNnf]� efu@= bfloTj xxx

#= k'FhL xxx

$= vr{ /� 3f6f xxx

%= cfDbfgL xxx

hDdf xxx xxx

;dfof]�hg tNnf]� efu
hDdf xxx xxx xxx xxx



214 sfof{no ;~rfng tyf n]vf, sIff (

;dfof]�lht ;Gt'ng k/�LIf0f tof/� kfg]�{ k|lj|mof

r/�0f ! 	;j{k|yd k|Zgdf lbOPsf vftfaxL z]�ifnfO{ c;dfof]�lht ;Gt'ng k/�LIf0fdf clen]�v ug]�{ 

r/�0f @ 	bf]�;|f]� r/�0fdf ;dfof]�hg sf/�f]�af/�nfO{ lgodcg';f/� ;dfof]�hg dxndf clen]�v ug]�{, o; 
r/�0fdf lgDgfg';f/� ;dfof]�hg ug'{k5{ M

;dfof]�hg sf/�f]�af/� tNnf]� efudf k|ljli6 dflyNnf]� efudf k|ljli6

clGtd df}�Hbft
(Closing stock)

8]�la6 /� j|m]�l86 b'a}� kIfdf 
b]�vfpg]�

==========================

clu|d e'Stfg vr{
(Prepaid expenses)

8]�la6df b]�vfpg]� ;DalGwt vr{sf]� j|m]�l86df 
b]�vfpg]�

ltg{ afFsL vr{
(Outstanding expenses)

j|m]�l86df b]�vfpg]� ;DalGwt vr{sf]� 8]�la6df 
b]�vfpg]�

clu|d cfo
(Advance income)

j|m]�l86df b]�vfpg]� ;DalGwt cfDbfgLsf]� 8]�la6df 
b]�vfpg]�

cflh{t cfDbfgL
(Accured income)

8]�la6df b]�vfpg]� ;DalGwt cfDbfgLsf]� j|m]�l86df 
b]�vfpg]�

x|f;s6\6L
(Depreciation)

8]�la6df b]�vfpg]� ;DalGwt l:�y/� ;DklQsf]� 
j|m]�l86df b]�vfpg]�

r/�0f # c;dfof]�lht ;Gt'ng k/�LIf0fdf ePsf vftfsf]� /�sddf ;dfof]�hg dxndf ePsf 
k|ljli6sf]� hf]�8 36fp u/�L ;dfof]�lht ;Gt'ng k/�LIf0f tof/� kfl/�G5 . o;/�L hf]�8 36fp 
ug{ lgDgfg';f/�sf lgod kfngf ug'{k5{ M

-s_	 c;dfof]�lht ;Gt'ng k/�LIf0fsf]� 8]�la6 /�sddf ;dfof]�hg k|ljli6sf]� 8]�la6 /�sd eP hf]�8]�/� 
;dfof]�lht ;Gt'ng k/�LIf0fsf]� 8]�la6df b]�vfpg]�

-v_	 c;dfof]�lht ;Gt'ng k/�LIf0fsf]� 8]�la6 /�sddf ;dfof]�hg k|ljli6sf]� j|m]�l86 /�sd eP 
36fP/� ;dfof]�lht ;Gt'ng k/�LIf0fsf]� 8]�la6df b]�vfpg]�

-u_	 c;dfof]�lht ;Gt'ng k/�LIf0fsf]� j|m]�l86 /�sddf ;dfof]�hg k|ljli6sf]� j|m]�l86 /�sd eP hf]�8]�/� 
;dfof]�lht ;Gt'ng k/�LIf0fsf]� j|m]�l86df b]�vfpg]�

-3_	 c;dfof]�lht ;Gt'ng k/�LIf0fsf]� j|m]�l86 /�sddf ;dfof]�hg k|ljli6sf]� 8]�la6 /�sd eP 
36fP/� ;dfof]�lht ;Gt'ng k/�LIf0fsf]� j|m]�l86df b]�vfpg]�
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pbfx/0f ! M ;dfof]lht ;Gt'ng k/LIf0f

/�Lltsf zfSosf]� Jofkf/� vftfsf c;f/� d;fGtdf b]�xfoadf]�lhdsf df}�Hbft /�x]�sf 5g\ M

k'FhL @%))).– Hofnf !))).–

d]�l;g/�L cf}�hf/� !)))).– vl/�b $))).–

gub %)).– tna @))).–

a}�ª\s df}�Hbft @))).– lj1fkg vr{ %)).–

laj|mL !)))).– ;dfgsf]� Dff}�Hbft !),%)).–

yk hfgsf/�L

-s_ d]�l;g/�L cf}�hf/�sf]� x|f;s6\6L ?= %))).–

-v_ ltg{ afFsL tna ?= #))).–

tof/� kfg'{xf]�;\ M ;dfof]�lht ;Gt'ng k/�LIf0f 

pQ/�

/�Lltsf zfSosf]� ;dfof]�lht ;Gt'ng k/�LIf0f

l;=g= ljj/0f
c;dfof]lht ;Gt'ng k/LIf0f ;dfof]hg ;dfof]lht ;Gt'ng k/LIf0f

8]= /sd j|m]= /sd 8]= /sd j|m]= /sd 8]= /sd j|]m= /sd

!= k'FhL @%,))).– @%,))).–

@= d]l;g/L cf}hf/ !),))).– %))).– %))).–

#= gub %,))).– %,))).–

$= a}ª\s df}Hbft @,))).–

%= laj|mL !),))).– !),))).–

^= Hofnf !,))).– !,))).–

&= vl/b $,))).– $,))).–

*= tna @,))).– #))).– %,))).–

(= lj1fkg vr{ %)).– %)).–

!)= ;fdfgsf] Dff}Hbft !),%)).– !),%)).–

hDdf #%,))).– #%,))).–

;dfof]hg

d]l;g/L cf}hf/sf] x|f;s6\6L %))).– %))).–

ltg{ afFsL tna #))).– #))).–

hDdf *,))).– *,))).– #*,))).– #*,))).–
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pbfx/0f @ M ;dfof]lht ;Gt'ng k/LIf0f

;o'h Gof}�kfg]�sf]� Jofkf/� vftfsf]� c;f/� d;fGtdf b]�xfoadf]�lhdsf df}�Hbft /�x]�sf 5g\ M

k'FhL #%,%)).– ;fdfgsf]� Dff}�Hbft !),))).–
laj|mL !),))).– ljljw cfDbfgL !%,))).–
a}�ª\s df}�Hbft %,))).– vl/�b $,))).–
gub @,))).– tna @,))).–
d]�l;g/�L cf}�hf/� &,))).– lj1fkg vr{ %,))).–
ljljw cf;fdL !%,))).– Hofnf !%,))).–

yk hfgsf/�L

-s_ clGtd df}�Hbft 	 ?=!),))).–
-v_ cu|Ld cfDbfgL 	 ?= !,))).–

tof/� kfg'{xf]�;\ M ;dfof]�lht ;Gt'ng k/�LIf0f 

pQ/�
;o'h Gof}�kfg]�sf]� ;dfof]�lht ;Gt'ng k/�LIf0f

l;=g= ljj/0f
c;dfof]lht

;Gt'ng k/LIf0f
;dfof]hg

;dfof]lht
;Gt'ng k/LIf0f

8]= /sd j|m]= /sd 8]= /sd j|m]= /sd 8]= /sd j|]m= /sd
!= k'FhL #%,%)).– #%,%)).–

@= laj|mL !),))).– !),))).–

# a}ª\s df}Hbft %,))).– %,))).–

$= gub @,))).– @,))).–

%= d]l;g/L cf}hf/ &,))).– &,))).–

^= ljljw cf;fdL !%,))).– !%,))).–

&= ;fdfgsf] Dff}Hbft !),))).– !),))).–

*= ljljw cfDbfgL !%,))).– !,))).– !$,))) .–

(= vl/b $,))).– $,))).–

!)= tna @,))).– @,))).–

!!= lj1fkg vr{ %,)).– %)).–

Hofnf !%,))).– !%,))).–

hDdf ^),%)).– ^),%)).–

;dfof]hg

clGtd df}Hbft !),))).– !),))).– !),))).– !),))).–

clu|d cfDbfgL !,))).– !,))).–

hDdf !!,))).– !!,))).– &),%)).– &),%)).–
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pbfx/0f # M ;dfof]lht ;Gt'ng k/LIf0f

ljlgtfsf]� Jofkf/� vftfsf]� c;f/� d;fGtdf b]�xfoadf]�lhdsf df}�Hbft /�x]�sf 5g\ M

k'FhL @),))).– ;dfgsf]� Dff}�Hbft &,))).–
ljljw ;fx' *,))).– laj|mL cfDbfgL !@,))).–
a}�ª\s df}�Hbft !),&)).– sld;g cfDbfgL @,))).–
gub !,%)).– ;~rf/� vr{ !,%)).–
d]�l;g/�L cf}�hf/� !*,))).– ladf #)).–
k]�:�sL #))).– tna $,))).–
C0f !),))).– vl/�b ^,))).–

yk hfgsf/�L
-s_ 	 clu|d ladf e'StfgL 	 ?= !)).–
-v_ 	 cflh{t sld;g 		  ?= %)).–

;dfof]�lht ;Gt'ng k/�LIf0f tof/� kfg'{xf]�;\ M 

pQ/�				    ljlgtfsf]� ;dfof]�lht ;Gt'ng k/�LIf0f

l;=g= ljj/�0f

c;dfof]�lht ;Gt'ng k/�LIf0f ;dfof]�hg ;dfof]�lht ;Gt'ng k/�LIf0f

8]�= /�sd j|m]�= /�sd 8]�= /�sd j|m]�= /�sd 8]�= /�sd j|m]�= /�sd
!= k'FhL @),))).– @),))).–

@= ljljw ;fx' *,))).– *,))).–

#= a}�ª\s df}�Hbft !),&)).– !),&)).–

$= gub !,%)).– !,%)).–

%= d]�l;g/�L cf}�hf/� !*,))).– !*,))).–

^= k]�:�sL #))).– #))).–

&= C0f !),))).– !),))).–

*= ;fdfgsf]� df}�Hbft &,))).– &,))).–

(= laj|mL cfDbfgL !@,))).– !@,))).–

!)= sld;g cfDbfgL @,))).– %)).– @,%)).–

!!= vl/�b ^,))).– ^,))).–

!@= ;~rf/� vr{ !,%)).– !,%)).–

!#= ladf #)).– !)).– @)).–

!$= tna $,))).– $,))).–

hDdf %@,))).– %@,))).–

;dfof]�hg

clu|d ladf e'StfgL= !)).– !)).–

cflh{t sld;g %)).– %)).–

hDdf ^)).– ^)).– %@,%)).– %@,%)).–

pbfx/0f #
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cEof;

!=	 tnsf k|Zgsf]� clt 5f]�6f]� pQ/� n]�Vg'xf]�;\ M

-s_	 ;Gt'ng k/�LIf0f eg]�sf]� s]� xf]� <

-v_	 ;Gt'ng k/�LIf0fsf s'g}� b'O{ p2]�Zo n]�Vg'xf]�;\ .

-u_	 ;Gt'ng k/�LIf0f tof/� ug]�{ ljlw s]� s]� x'g\ <

-3_	 z]�if ljlw a9L k|rngdf /�x]�sf]� 5, lsg <

-ª_	 ;Gt'ng k/�LIf0fsf]� 8]�la6 /� j|m]�l86 kIfdf x'g]� rf/� rf/�cf]�6f vftfsf]� gfd n]�Vg'xf]�;\ .

-r_	 ;dfof]�lht ;Gt'ng k/�LIf0f eg]�sf]� s]� xf]� <

@=	 tnsf k|Zgsf]� 5f]�6f]� pQ/� n]�Vg'xf]�;\ M

-s_	 ;Gt'ng k/�LIf0f eg]�sf]� s]� xf]� < of]� ljj/�0f lsg tof/� ul/�G5 <
-v_	 ;dfof]�lht ;Gt'ng k/�LIf0f tof/� ug]�{ r/�0f rrf{ ug'{xf]�;\ .

#=	 tnsf k|Zgsf cfwf/�df ;Gt'ng k/�LIf0f tof/� ug{'xf]�;\ M

-s_	 s'g}� Ps Joj;fosf]� c;f/� d;fGtdf vftfsf]� df}�Hbft b]�xfoadf]�lhd /�x]�sf 5g\ 
o;sf cfwf/�df ;Gt'ng k/�LIf0f tof/� ug{'xf]�;\ M

ljj/�0f /�sd ljj/�0f /�sd
k'FhL %)),))).– e'StfgL afFsL #),))).–

3/� hUuf %,)),))).– a}�ª\s df}�Hbft !,%),))).–

C0f afFsL *),))).– laj|mL !,&),))).–

;l~rt hu]�8f %),))).– laj|mL lkmtf{ @,))).–

cf;fdL !@%,))).– vl/�b %#,))).–

-v_	 o'u]�z PG8 o'lg;f :�6f]�/�sf]� c;f/� d;fGtdf vftfsf]� df}�Hbft b]�xfoadf]�lhd /�x]�sf 5g\ 
o;sf cfwf/�df ;Gt'ng k/�LIf0f tof/� ug{'xf]�;\ M

ljj/�0f /�sd ljj/�0f /�sd

k'FhL vftf %,)),))).– cf;fdL *%,))).–

d]�l;g !,^%,))).– e'StfgL afFsL #,))).–

nufgL $,)),))).– a}�ª\s df}�Hbft !^,))).–

ljljw ;fx' !,@),))).– tna #%,))).–

ltg'{kg{]� /�sd &),))).– laj|mL ^(,))).–

vl/�b lkmtf{ !,))).– laj|mL lkmtf{ @,))).–

vl/�b ^),))).–
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-u_	 /�ljg sf]�N8 :�6f]�/�sf]� c;f/� d;fGtdf vftfx¿sf df}�Hbft b]�xfoadf]�lhd /�x]�sf 5g\ . 
o;sf cfwf/�df ;Gt'ng k/�LIf0f tof/� ug{'xf]�;\ M

ljj/�0f /�sd ljj/�0f /�sd

k'FhL vftf !,)),))).– laj|mL (,))).–

nufgL *%,))).– 5'6 k|bfg #)).–

k]�6]�G6 @),))).– sld;g vr{ @)).–

eG;f/� s/� !,))).– vl/�b *,))).–

a}�ª\s cf]�e/�8«fˆ6 %,))).– 5'6 k|fKt @,))).–

k|zf;lgs vr{ @,))).– Aofh cfDbfgL %)).–

-3_ 	 tnsf k|Zgx¿ ;dfwfg ug'[{xf]�;\ M

!=	 #! r}�q, @)*) ut]�]� Pk]�S; xfp;n]� pknAw u/�fPsf]� lgDglnlvt vftfaxLsf z]�ifx¿ 
/� cltl/�St hfgsf/�Lsf cfwf/�df ;dfof]�lht ;Gt'ng k/�LIf0f tof/� kfg{'xf]�;\ M

d]�l;g/�L
C0f

@,%),)))
!,#%,)))

cf;fdL #,)),)))

Aofh vr{ !%,%))

vl/�b lkmtf{ ##,)))

vl/�b ^,)),)))

tna ^%,)))

ef8f e'StfgL *),)))

k'FhL $,%),)))

;fx' !,$%,)))

gub df}�Hbft @,)),)))

laj|mL lkmtf{ *%,)))

sld;g -j|m]�l86_ @),)))

laj|mL *,!@,%))

yk hfgsf/�L

-s_ clGtd df}�Hbft ?=!),)))

-v_ e'Stfg ug{ afFsL tna ?= %,)))

-u_ clu|d sld;g k|fKt ?= #,)))
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@=	 #! c;f/�, @)*) ut]�]� sGrghª\3f 6«]�l8ª sG;g{n]� pknAw u/�fPsf]� lgDglnlvt 
vftfaxLsf z]�ifx¿sf cfwf/�df ;dfof]�lht ;Gt'ng k/�LIf0f tof/� kfg{'xf]�;\ M

l:�y/� ;Dklt 	 &),)))

ef8f		  *,)))

sld;g -j|m]�l86_	 $,)))

;fx' 		  !!,)))

sfof{no vr{ 	 ^,&%)

cf;fdL 	 !@,%))

laj|mL lkmtf{ 	 &%)

vl/�b		  !,@%,)))

gp7\g]� C0f 	 &,)))

vl/�b lkmtf{	 #,)))

gp7\g]� C0fsf]� hu]�8f 	 @,)))

Hofnf /� tna 	 @),)))

gub df}�Hbft	 !$,)))

laj|mL		  @,@!,)))

;'? df}�Hbft -@)&(.$.!_	 !@,)))

a}�ª\s C0f	 #%,)))

		  yk hfgsf/�L
	 -s_	 l:�y/� ;DklQdf x|f;s6\6L 	 !)Ü
	 -v_	 clu|d Hofnf /� tna 		 ?= %,)))
	 -u_	 clh{t sld;g 		  ?= #,)))
	 -3_	 clGtd df}�Hbft 		  ?= *,)))

#=	 @! c;f/�, @)&( ut]�]� s[i0f lahg]�; xfp;n]� pknAw u/�fPsf]� lgDglnlvt vftfaxLsf 
z]�ifx¿sf cfwf/�df ;dfof]�lht ;Gt'ng k/�LIf0f tof/� kfg{'xf]�;\ M

;'?sf]� df}�Hbft	 %,)))

vl/�b		  $%,)))

5'6 k|fKt	 !,%))

sf/�vfgfsf]� ef8f	 $,%))

Hofnf /� tna	 !@,)))

vl/�b Joo	 !,@))
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ladf		  @,*))

laj|mL		  *%,)))

:�6]�;g/�L	 !,)))

Aofh k|fKt	 #,%))

ljljw Joo	 %))

l:�y/� ;DklQ	 !*,)))

yk hfgsf/�L
-s_ 	 l:�y/� ;DklQdf x|f;s6\6L	 !%Ü
-v_ 	 clu|d ladf	 ?= %))
-u_ 	 ltg{ afFsL sf/�vfgfsf]� ef8f ?= #,)))

$=	 >L /�fdxl/� n]�vfljlwsf ljz]�if1 xf]�Ogg\ . pgn]� tof/� kf/�]�sf]� q'l6k"0f{ ;Gt'ng k/�LIf0f 
tn k|:�t't ul/�Psf]� 5 M

;Gt'ng k/�LIf0f

j|m=;= ljj/�0f vf=kf=g= 8]�la6 /�sd j|m]�l86 /�sd
!= k'FhL (@,#%)
@= sf/�vfgfsf]� ef8f *,)))
#= ;'?sf]� df}�Hbft &,)))
$= Hofnf !*,)))
%= ;fpF !),!%)
^= a}�ª\s df}�Hbft !@,)))
&= /�ljaf6 C0f k|fKt @%,)))
*= a}�ª\s clwljsif{ *,%))
(= vl/�b lkmtf{ @,)))
!)= vl/�b ^),)))
!!= l:�y/� ;DklQ <
!@= k'FhL lkmtf{ !),)))
!#= laj|mL !,!),)))

hDdf < <

	 yk hfgsf/�L

	 -s_ l:�y/� ;DklQdf x|f;s6\6L ?= %,)))
	 -v_ clu|d Hofnf e'StfgL ?= !,%))
	 -u_ ltg{ afFsL sf/�vfgfsf]� ef8f ?= @,)))
	 -3_ clGtd df}�Hbft ?= @),)))
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%=	 #! r}�q, @)&( ut]�]� s[i0f lahg]�; xfp;n]� pknAw u/�fPsf]� lgDglnlvt vftfaxLsf 
z]�ifx¿sf cfwf/�df ;dfof]�lht ;Gt'ng k/�LIf0f tof/� kfg{'xf]�;\ M

;'?sf]� df}�Hbft !,@)) vl/�b (),)))

clu|d e'StfgL vr{ !,*)) vl/�b lkmtf{ #,)))

gub df}�Hbft !&,))) lj1fkg !),)))

hu]�8f @&,))) sld;g k|fKt !$,)))

!)Ü C0f ^),))) C0fdf Aofh $,%))

laj|mL vr{ %,))) laj|mL lkmtf{ ^,)))

tna @%,))) k'FhL *),)))

;fwf/�0f vr{ *,))) ;fx' (,)))

sf/�vfgfsf]� ef8f $),))) cf;fdL ##,)))

5'6 k|fKt !,))) 5'6 k|bfg *,)))

:�6]�;g/�L %)) d]�l;g/�L %),)))

ladf vr{ $,))) nufgL #),)))

laj|mL !,$),)))

yk hfgsf/�L

-s_ 	 d]�l;g/�L x|f;s6\6L b/� 	 !)Ü

-v_ 	 clu|d sld;g k|fKt 	 ?= $,)))

-u_ 	 ltg{ afFsL Aofh		  ?= !,%))

-3_ 	 clGtd df}�Hbft 		  ?= @,)))

lj|mofsnfk

k'FhL, ;DklQ, vr{, bfloTj /� cfDbfgLsf Ps Pscf]�6f sf/�f]�af/�sf]� ef}�r/�, axLvftf /� ;Gt'ng 
k/�LIf0f tof/� ug'{xf]�;\ .
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kf7 !%
;/�sf/�L n]�vfk|0ffnL  

(Government Accounting System)

!= clVtof/L k|flKt

;/�sf/�L ?lkofF /� lx;fa 
lstfa jf k|df0f /�fVg]� 
lhDd]�jf/�L ;DalGwt 
kbflwsf/�Ldf /�xg]�

%= ljlgof]hg ah]6 ;Ldfleq 
e'StfgL cfb]z tof/ ug]{

$= dfn;fdfgsf] vl/b cfb]z, 
bflvnf l/kf]{6 tof/ ug]{

ljz]if vr{ jf zflGt ;'/Iff tyf 
u'Ktr/;DaGwL vr{ h;sf] lan 
ekf{O{ b]vfpg plrt gx'g]

k|zf;lgs vr{ut cg'dfg tof/L 
/ :jLs[t u/fpg]

#= lan ekf{O{df -e'StfgL ePsf]�_ 
hgfpg]� 5fk u/�L b:�tvt u/�fpg]�

@=	clwsf/ k|fKt clwsf/Laf6 vr{ 
:jLs[t u/L n]vf /fVg]

sf]�=n]�=lg=sf= n]� 
e'StfgL lgsf;f ug]�{

^= kmfF6jf/�L tyf cf=jL= 
sf]�=n]�=lg=sf= tyf tfn's 
sfof{nodf k]�; ug{]�

*= d=n]�=k=n]� n]�vf k/�LIf0f
(= x/�]�s cf=a=sf]� 

lhDd]�jf/� JolStn]� n]�vf 
k/�LIf0f u/�fpg]�

&= sf]�=n]�=lg=sf=n]� cfGtl/�s n]�vf k/�LIf0f

sfof{no k|d'vsf]�  
lg0f{oadf]�lhd

ljsf; cfof]hgfsf] lgwf{l/t 
sfo{j|mdcg';f/ k|fljlws Pjd\ 
k|zf;lgs Joj:yf ldnfpg]

ljn ekf{O{ gePsf]� v08df 
sd{rf/�Ln]� k|dfl0ft u/�L clwsf/�k|fKt 
clwsf/�Låf/�f ;dy{g u/�fpg]�

k|lj|mof /� /�Lt k'u]�sf]� vr{sf]� 
e'StfgLsf]� dte]�bdf
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!%=! ;/�sf/�L n]�vf (Government accounting)

-s_ kl/�ro (Introduction)

;/�sf/�L cfly{s sf/�f]�af/�sf]� n]�vf /�fVg ;/�sf/�n]� cjnDag u/�]�sf]� n]�vfk|0ffnLnfO{ ;/�sf/�L 
n]�vfk|0ffnL elgG5 . ljZj a}�ª\ssf cg';f/� ;du|tfdf ;/�sf/�L n]�vfk|0ffnL ;/�sf/�sf cfly{s 
;"rgfsf]� clen]�v /�fVg]�, ljZn]�if0f ug]�{, juL{s/�0f ug]�{, ;ª\If]�kLs/�0f ug]�{, ;~rf/� ug]�{ tyf JofVof 
ug]�{ k|lj|mof xf]� . lj:�t[t cy{df ;/�sf/�L n]�vfk|0ffnL ;/�sf/�L ;DklQ tyf bfloTj;DaGwL ;a}� 
k|flKt, e'StfgL, :�yfgfGt/�0f, pkof]�u /� lj;h{g;Ddsf sf/�f]�af/� tyf cGo cfly{s 36gfj|mdsf]� 
k|ltlaDag ug]�{ k|lj|mof xf]� ("Government accounting is the process of recording, analyzing, 
classifying, summarizing, communicating and interpreting financial information about 
government in aggregate and in detail reflecting transactions and other economic events 
involving the receipt, spending, transfer, usability and disposition of assets and liabilities.") . 
o; kl/�efiffaf6 ;/�sf/�n]� ug]�{ ;a}� k|sf/�sf cfly{s sf/�f]�af/�sf]� n]�vfª\sg, k|ltj]�bg /� k|ltj]�bgsf]� 
pkof]�u;Ddsf sfo{nfO{ ;/�sf/�L n]�vfk|0ffnLn]� ;d]�6\5 eGg]� :�ki6 x'G5 .

;/�sf/�L n]�vfk|0ffnLn]� ;/�sf/�L jf ;fj{hlgs sf]�ifsf]� cfDbfgL /� vr{sf]� clen]�v Jojl:�yt /� 
j}�1flgs 9ª\un]� /�fVg'k5{ . ;/�sf/�sf ;a}� lgsfo /� txdf Pp6}� l;4fGt /� n]�vfljlwdf cfwfl/�t 
eO{ n]�vf /�flvG5 . ;/�sf/�L n]�vfk|0ffnLn]� ;/�sf/�L cfly{s sf/�f]�af/�sf ;"rgf /� tYofª\s pknAw 
u/�fpF5 . oL ;"rgf ;/�sf/�L lgsfonfO{ ljleGg gLlt tyf of]�hgf agfpg /� lg0f{o lng pkof]�udf 
cfpF5g\ eg]� ;j{;fwf/�0fnfO{ /�fHosf]� ;DklQ s]� s:�tf sfddf k|of]�u ePsf]� 5 eGg]� hfgsf/�L lng 
pkof]�udf cfpF5g\ . ;/�sf/�L ;|f]�t, ;fwg /� ;DklQsf]� pkof]�usf ;DaGwdf ;/�sf/�n]� hgtfk|lt 
pQ/�bfloTj dfkg ug]�{ cfwf/�sf ¿kdf ;/�sf/�L n]�vfk|0ffnL /�xG5 .

-v_ ljz]�iftfx¿ (Features)

;/�sf/�L n]�vfk|0ffnLsf]� cfwf/�e"t rl/�q g}� o;sf ljz]�iftf x'g\ . ;+j}�wflgs tyf sfg'gL 
Joj:�yfadf]�lhd ;/�sf/�sf ;a}� k|sf/�sf sf]�if tyf cfDbfgL vr{sf]� n]�vfª\sg u/�L ljleGg k|ltj]�bg 
tyf lgoGq0f /� k/�LIf0f Joj:�yfsf dfWodaf6 ;dli6ut cfly{s cg'zf;g kfngf u/�fpg' ;/�sf/�L 
n]�vfsf]� d"n ljz]�iftf xf]� . ;/�sf/�L n]�vfsf cGo ljz]�iftf lgDgfg';f/� 5g\ M

-c_	 sfg'gaf6 lgb]�{lzt (Directed by law)

-cf_	 ;f/�e"t ;dfgtf (Relatively uniform)

-O_ 	 sf/�f]�af/�sf]� sfuhftaf6 k'i6Ls/�0f (Well-documented)

-O{_ 	 ;dfof]�hg ;/�ntf (Easy to consolidate)

-p_ 	 bf]�xf]�/�f]� n]�vfdf cfwfl/�t (Dual accounting based)
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-pm_ 	gfkmf /�lxttf (Non profit motive)

-C_ 	 ah]�6af6 lgb]�{lzt (Guided by budget)

-P_ 	 k|of]�udf ;/�ntf (Simplicity in operation)

-P]�_ 	 pQ/�bfloTj /� kf/�blz{tf (Accountablitiy and transparency)

-cf]�_	 l:�y/�tf /� nrstf (Permanent and flexible)

-u_ p2]�Zo tyf dxŒj (Objective and importance)

;/�sf/�L n]�vf ;/�sf/�sf]� ;|f]�tsf]� k|flKt /� pkof]�usf]� n]�vfª\sg u/�L cfly{s tyf k|zf;lgs kf/�blz{tf 
tyf pQ/�bfloTj ug{]� ;fwg xf]� . ;/�sf/�L n]�vfsf]� k|d'v p2]�Zo ;du| ljQLo ;'zf;g sfod ug{ 
;xof]�u k'¥ofpg' xf]� . o;sf cltl/�St ;/�sf/�L n]�vfsf lgDglnlvt p2]�Zo /�x]�sf 5g\ M

-c_	 ;/�sf/�L cfDbfgL tyf vr{sf]� clen]�v /�fVg'

-cf_	 ah]�6sf]� ;Ldfleq /�xL ;/�sf/�L sf/�f]�af/�nfO{ Jol:�yt ug'{

-O_	 ;/�sf/�L sf]�ifsf]� oyfy{ l:�yltsf]� hfgsf/�L u/�fpg'

-O{_	 ;/�sf/�L ;DklQ, bfloTj, vr{ tyf /�fh:�jsf]� Joj:�yfkg /� ;+/�If0fdf ;xof]�u ug{'

-p_	 cfjlws ¿kdf ljQLo ljj/�0f pknAw u/�fpg'

-pm_	 ;fj{hlgs ;DklQsf]� k|of]�usf]� pQ/�bfloTj :�yflkt ug'{

-C_	 cfGtl/�s lgoGq0f tyf n]�vf k/�LIf0fdf ;xof]�u ug'{

-P_	 k|efjsf/�L Joj:�yfkgdf ;xof]�u ug'{ .

-3_ ;/�sf/�L n]�vfk|0ffnLsf l;4fGt (Principles of government accounting)

;/�sf/�L n]�vfdf klg Jofj;flos n]�vfdf cjnDag ul/�Psf l;4fGt cGt/�lglxt 5g\ . Jofj;flos 
n]�vfsf l;4fGtsf cltl/�St ;/�sf/�L n]�vfdf yk s]�xL cGo l;4fGt 5g\ h;n]� ;/�sf/�L n]�vfnfO{ 
ljlzi6 :�j¿k lbg dbt u5{g\ . oL l;4fGtx¿ lgDgcg';f/� 5g\ M

-c_	 sfg'gL ;jf]�{Rrtf /� sfg'g kl/�kfngfsf]� l;4fGt

-cf_	 ;/�sf/�L sf]�if n]�vfª\sgsf]� l;4fGt

-O_	 ah]�6 lgoGq0f /� ;Gt'ngsf]� l;4fGt

-O{_	 /�fh:�j tyf vr{ juL{s/�0fsf]� j:�t'lgi7tfsf]� l;4fGt
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-p_	 k"0f{tf /� ;doa4tfsf]� l;4fGt

-pm_	 ljQLo ljj/�0fdf Ps¿ktfsf]� l;4fGt

-C_	 ljQLo pQ/�bfloTjsf]� l;4fGt cflb .

Jofj;flos n]�vfdf h:�t}� ;/�sf/�L n]�vfdf klg n]�vfsf l;4fGt /� cjwf/�0ffx¿ ;dfg 
¿kdf k|of]�u ul/�G5 . ;/�sf/�L sf/�f]�af/�sf]� k|s[lt tyf k|lj|mof eg]� cj:�yfcg';f/� 
km/�s x'G5g\ .

!%=@	;/�sf/�L /� Jofj;flos n]�vfdf leGgtf (Difference between government 
and commercial accounting)

;/�sf/�L /� Jofj;flos n]�vfsf l;4fGt, ljz]�iftf tyf n]�vfª\sg cfwf/� h:�tf ljifodf w]�/�}� xb;Dd 
;dfgtf /�x]�sf]� x'G5 . b'a}�df sf/�f]�af/�sf]� bf]�xf]�/�f]� k|efjsf cfwf/�df n]�vfª\sg ul/�g]�, lglZrt cjlw 
cyf{t\ cfly{s jif{sf cfwf/�df k|ltj]�bg ul/�g]�, n]�vf /�fVg]� tyf sf/�f]�af/� ug]�{ ljlw p:�t}� /�xg]� h:�tf 
;dfgtf /�x]�sf x'G5g\ . tyflk ;/�sf/�L n]�vf Jofj;flos n]�vfeGbf sfg'gL b[li6sf]�0fn]� sd nlrnf]� 
x'g]�, a9L ;fj{hlgs bfloTjo'St, nfebfostfeGbf klg ;fj{hlgs lxt x]�g]�{ h:�tf s'/�fdf leGg 
/�x]�sf]� x'G5 . ;/�sf/�L /� Jofj;flos n]�vfdf x'g]� o:�tf leGgtf lgDgfg';f/� /�x]�sf 5g\ M

leGgtfsf If]�q ;/�sf/�L n]�vf Jofj;flos n]�vf

p2]�Zo kf/�blz{tf /� ;'zf;g sfod /�fVg]�, 
gfkmf gf]�S;fgsf]� cj:�yf x'Fb}�g .

gfkmf gf]�S;fg kQf nufpF5 .

sfg'g ;+ljwfg, k|rlnt P]�g lgod /� 
;/�sf/�L ah]�6 k|0ffnLadf]�lhd 
;~rfng x'G5 .

Joj;fo lgodg ug]�{ sfg'g, ;+:�yfut 
lg0f{o /� sfo{ljlw tyf Jofj;flos 
cfjZostfsf]� l;4fGtadf]�lhd ;~rfng 
x'G5 .

cfwf/� gubdf cfwfl/�t n]�vfljlwadf]�lhd 
;~rfng x'G5 .

gub /� k|f]�befjL b'a}� cfwf/�sf]� n]�vf 
ljlwdf cfwfl/�t x'g ;S5 .

If]�q ;/�sf/�L n]�vfn]� a[xt\ If]�q ;d]�6\5 . 
/�fli6«o tyf cGt/�f{li6«o :�t/�df 
t'ngf x'g]� u/�L n]�vf /�flvG5 .

;Lldt Jofj;flos If]�q /� Joj;fo;Fu 
;DalGwt If]�q ;d]�6\5 . 7'nf Jofj;flos 
;+:�yfsf]� n]�vfk|0ffnL;Fu t'ngf x'G5 .

n]�vf k/�LIf0f ;fj{hlgs sfg'gåf/�f Jojl:�yt 
ul/�Padf]�lhd n]�vf k/�LIf0f x'G5 
/� k|ltj]�bg ;fj{hlgs x'G5 .

:�jtGq Jofj;flos n]�vfk/�LIfsåf/�f n]�vf 
k/�LIf0f x'G5 /� Jofj;flos k|of]�hgdf 
dfq}� pkof]�u x'G5 .
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ljQLo ljj/�0f lgod sfg'gåf/�f tf]�lsPsf 
ljQLo ljj/�0fx¿ tof/� ul/�G5 . 
o;df Joj;fosf]� h:�tf]� gfkmf 
gf]�S;fgsf]� klxrfg x'g]� k|sf/�sf 
tYox¿ gkfpg ;lsG5 .

jf;fnft, gfkmf gf]�S;fg, ;Gt'ng k/�LIf0f 
h:�tf Jofj;flos ;"rgfd"ns n]�vf 
k|ltj]�bgx¿ tof/� ul/�G5 . Joj;fosf]� 
oyfy{ cj:�yf yfxf x'G5 .

lgoGq0f :�jLs[t ah]�6 vr{sf]� ;Ldf gf3]�/� 
vr{ ug{ kfOFb}�g .

vr{ Jofj;flos cfjZostf /� cf}�lrTosf 
cfwf/�df 3f6f gx'g]� u/�L vr{ ug{ ;lsG5 .

d"Nofª\sg cfjlws k|ltj]�bg, ;dLIff 
tyf ;+;baf6 ;d]�t k|ultsf]�  
d"Nofª\sg x'G5 . o;sf]� glthf 
tTsfn gcfpg ;S5 .

ljQLo k|ltj]�bgs}� cfwf/�df d"Nofª\sg ug{ 
;lsG5 . d"Nofª\sgsf s'g}� 7f]�; cfwf/� /� 
k|lj|mof gtf]�lsg klg ;S5 .

!%=#	g]�kfndf ;/�sf/�L n]�vfsf]� ljsf;j|md (Development of government 
accounting system in Nepal)

g]�kfndf ;/�sf/�L n]�vfk|0ffnLsf]� Jojl:�yt ;'?cft lj=;= @))& df k|hftGqsf]� :�yfkgfkl5 dfq 
ePsf]� kfOG5 . lj=;+= @))* df klxnf]� k6s ;/�sf/�L ah]�6åf/�f ;/�sf/�L cfoJoo Jojl:�yt 
ul/�Psf]� lyof]� . n]�vf /�fVgsf nflu @))* ;fnd}� dxfn]�vfkfnsf]� :�yfkgf ePsf]� lyof]� . To;kl5 
xfn;Dd cfpFbf g]�kfn ;/�sf/�sf]� n]�vfk|0ffnLdf lgs}� kl/�dfh{g tyf ;'wf/� eO;s]�sf]� 5 . g]�kfndf 
ePsf]� n]�vfk|0ffnLsf]� ljsf;j|mdsf]� ;ª\lIfKt hfgsf/�L tn k|:�t't ul/�Psf]� 5 M

-s_ 	 g]�kfndf ;/�sf/�L n]�vfk|0ffnLsf]� ;'?cft lnR5ljsfnaf6 ePsf]� dflgG5 . lnR5ljsfndf 
lhG;L, >dbfg cflb ;/�sf/�L cfosf ¿kdf lnOGYof]� /� ;/�sf/�L cfoaf6 o'4 k'gMlgdf{0f, 
dlGb/� lgdf{0f, wfld{s sfo{ cflbdf vr{ x'GYof]� .

-v_ 	 lj=;+= !*&! df hUuf s/�sf]� lx;fa lstfa /�fVg nfn98\8f k|of]�udf cfPsf]� lyof]� . lj=;+= 
!*&( df /�fh:�j tyf k|zf;sLo vr{sf]� clen]�v /�fVg df]�7 98\8f k|rngdf cfof]� . 
oL kmf/�fdnufotsf cGo 9fFrfdf /�flvg]� ;|]�:�tfnfO{ jfl;n afFsL ;|]�:�tf k|0ffnLsf gfdn]� 
hflgG5 .

-u_ 	 lj=;+= !(@% df lstfavfgfsf]� :�yfkgf ePkl5 ;/�sf/�L n]�vfk|0ffnLn]� s]�xL Jojl:�yt 
:�j¿k kfPsf]� lyof]� . lstfavfgfn]� ;/�sf/�L sd{rf/�Lsf]� tYofª\s /�fVg]� /� pgLx¿sf]� tna 
ljt/�0fsf]� clen]�v /�fVYof]� .

-3_	 lj=;+= !(#^ df vl/�bf/� u'0fjGtn]� :�ofxf >]�:�tf k|0ffnLsf]� ljsf; u/�]� . :�ofxf ;|]�:�tfdf Pp6}� 
kfgfdf afofF efudf ;/�sf/�L cfDbfgL /� bfofF efudf ;/�sf/�L vr{sf]� clen]�v /�flvGYof]� .
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-ª_	 lj=;+= !(^* df kmf/�fd ;|]�:�tf k|0ffnL nfu' eof]� . o;df %! cf]�6f ljleGg kmf/�fd th'{df 
ul/�Psf]� lyof]� . o; k|0ffnLdf cfwfl/�t kmf/�fd gofF ;|]�:�tf k|0ffnLsf]� ljsf; eO{ sfof{Gjog 
gx'Fbf;Dd sfof{Gjogdf /�x]�sf lyP .

-r_	 lj=;+= @)!^ df ;/�sf/�L ?lkofF vr{;DaGwL -sfo{ljlw_ lgodx¿ hf/�L eof]� . o;sf 
cfwf/�df bf]�xf]�/�f]� ;|]�:�tf k|0ffnLdf cfwfl/�t e'StfgL >]�:�tf k|0ffnLsf]� th'{df eof]� h'g @)!^ 
r}�q # df /�fhfaf6 :�jLs[t eO{ @)!& j}�zfv ! b]�lv ;'?cft eof]� .

-5_	 @)!& df3 @) df ul7t rf/� ;b:�oLo PsfpG6\; sld6L -PsfpG6]�G6 hg/�n, ;+o'St 
/�fi6« ;ª\3sf]� n]�vf lj1, cy{dGqfnosf]� ;lrj /� USAID sf]� ljz]�if1_ n]� @** lbgsf]� 
cWoogkZrft\ k|ltj]�bg k]�; u¥of]� . pSt k|ltj]�bgn]� @)!* sflQs !* ut]� l;kmfl/�; u/�]�sf]� 
n]�vf 9fFrf tfTsfnLg /�fhfaf6 @)!* r}�q @ ut]� gofF ;|]�:�tf k|0ffnLsf gfddf :�jLs[t eO{ 
cf=j= @)!(.@) b]�lv afudtL /� gf/�fo0fL c~rnaf6 j|mdzM sfof{Gjogdf cfof]� . gofF 
;|]�:�tf k|0ffnLdf ;do ;dodf kl/�dfh{g x'Fb}� xfn;Dd klg sfof{Gjogdf /�x]�sf]� 5 .

-h_	 g]�kfn ;/�sf/�n]� @)^& efb| #) df g]�kfn ;fj{hlgs If]�q n]�vfdfg :�jLs[t u¥of]� . of]� 
n]�vfdfg cf=j= @)^(.&) b]�lv sfof{Gjogdf cfPsf]� 5 .

-em_	 lj=;+= @)&@ df g]�kfnsf]� ;+ljwfg hf/�L eO{ ;ª\3Lotfsf]� cjwf/�0ff sfof{Gjogdf cfPkl5 
g]�kfnsf]� ;|]�:�tf k|0ffnL klg tbg'¿k ;ª\3Lo 9fFrfdf ¿kfGt/� ePsf]� 5 . ;ª\3Lo 9fFrfdf 
n]�vfk|0ffnLsf]� ¿kfGt/�0f ug{]� j|mddf @)&$ sflt{s ! ut]� PsLs[t cfly{s ;ª\s]�t, 
juL{s/�0f /� JofVof @)&$ dxfn]�vf k/�LIfsaf6 :�jLs[t eof]� .

-`_	 g]�kfn ;fj{hlgs If]�q n]�vfdfgdf cfwfl/�t eO{ ;ª\3Lo ;+/�rgfsf tLg}� tx -;ª\3, k|b]�z 
/� :�yfgLo tx_ df sfof{Gjog x'g]� u/�L gofF ;/�sf/�L n]�vf kmf/�fdsf]� th'{df eO{ @)&^ 
h]�7 !( df dxfn]�vf k/�LIfsaf6 :�jLs[t ePcg';f/� xfn g]�kfndf cfw'lgs ;|]�:�tf k|0ffnL 
sfof{Gjogdf /�x]�sf]� 5 .

-6_	 @)^% df3 !% ut]�sf]� dGqLkl/�ifb\sf]� lg0f{on]� Psn sf]�if vftf (Treasury Single Account-
TSA) nfu' ug]�{ lg0f{o u/�]�sf]� lyof]� .

!%=$ g]�kfndf ljleGg ;dodf k|rngdf /�x]�sf ;|]�:�tf k|0ffnL /� gof“ ;|]�:�tf k|0ffnL 
(Sresta system and new sresta system in Nepal at different times)

-s_ jfl;n af“sL ;|]�:�tf k|0ffnL (Wasil banki sresta pranali)

jfl;n afFsL ;|]�:�tf k|0ffnL Psf]�xf]�/�f]� ;|]�:�tf k|0ffnLdf cfwfl/�t k'/�fgf]� ;|]�:�tf k|0ffnL xf]� . o; 
k|0ffnLdf cfDbfgLtk{msf]� n]�vf Psfk6\l6sf]� kfgfdf /� vr{sf]� n]�vf csf]�{k6\l6sf]� kfgfdf /�flvGYof]� . 
o;df 7f8f]� ¿kdf cfDbfgL vr{sf]� l6kf]�6 dfq /�flvPsf]� x'GYof]� . sf/�f]�af/�sf]� ;'? /� clGtd n]�vf 
Pp6f kmf/�fddf Psk6s dfq /�flvGYof]� . cGTodf /�x]�sf]� df}�HbftnfO{ jfl;n afFsL elgGYof]� . 
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jfl;n afFsLsf]� ljj/�0f Pp6}� kfgfdf ;dfj]�z ul/�GYof]� . o:�tf]� ljj/�0f g}� cfDbfgL vr{sf]� k|ltj]�bg 
;/�x x'GYof]� . o; k|0ffnLdf lj=;+= !*&! df k|of]�udf cfPsf]� nfn98\8f /� !*&( df k|of]�udf 
cfPsf]� df]�7 98\8f h:�tf 9fFrf ;dfj]�z lyP . of]� Jojl:�yt n]�vf tYofª\s /�fVg /� k|ltj]�bg ug{ 
;Sg]� k|0ffnL lyPg .

-v_ :�ofxf ;|]�:�tf k|0ffnL (Syaha sresta pranali)

g]�kfndf ;/�sf/�L n]�vfljlw k|0ffnLsf]� ljsf;j|md x]�bf{ :�ofxf n]�vfljlw k|0ffnL dxÎjk"0f{ v'8\lsnf]� 
xf]� . gub, w/�f}�6L Pjd\ lhG;L cflbsf]� lgoldt ¿kdf clen]�v /�fVg]� p2]�Zon]� lj=;+= !(#^ df 
vl/�bf/� u'0fjGtn]� k|rngdf NofPsf]� n]�vfljlwnfO{ :�ofxf n]�vfljlw k|0ffnL elgG5 . :�ofxfdf clen]�vx¿ 
/�flv;s]�kZrft\ clen]�vnfO{ PsLs[t ug{]� p2]�Zn]� cfjfh]�{ /� clen]�vsf]� ;f/�f+z lgsfNg 9kf]�6sf]� k|of]�u 
ul/�GYof]� . :�ofxf n]�vfljlwn]� k|0ffnLnfO{ lgDglnlvt tLg efudf ljefhg u/�]�sf]� kfOG5 M

-c_ :�ofxf (Syaha)

k|To]�s cfly{s sf/�f]�af/�sf]� k|f/�lDes clen]�v btf{ lstfa g}� :�ofxf xf]� . o;nfO{ cfw'lgs bf]�xf]�/�f]� 
n]�vfljlw k|0ffnLsf]� k|fylds sf/�f]�af/� clen]�v btf{ lstfa uf]�:�jf/�f ef}�r/�;Fu bfFHg ;lsG5 . 
:�ofxf 'T' 9fFrfsf]� xG5 . hxfF afofFtkm{ efudf cfDbfgL /� bfofFtkm{ vr{ b]�vfOG5 . :�ofxfnfO{ ;f]�x| 
tf]�8]� :�ofxf klg elgGYof]� . lsgls :�ofxfcGtu{t g]�kfnL sfuh -tfp_ nfO{ ;f]�x|� tf]�8df ljefhg 
ul/�GYof]� /� :�ofxfsf]� 9fFrf 'T' cfwf/�df kl/�0ft u/�L pSt 9fFrfsf]� tnlt/� cfDbfgL÷vr{ u/�L afFsL 
/�x]�sf]� /�sdnfO{ n]�lvGYof]� . :�ofxfcGtu{t ;DalGwt lbgsf]� cfDbfgL vr{sf]� hf]�8sf]� km/�s lgsfnL 
Ps wsf]�{ tfgL 6ª\Uofpg]� ljlwnfO{ t]�l/�h elgGYof]� . ljutsf]� ldltsf]� km/�s;d]�t ;dfj]�z u/�L b'O{ 
wsf]�{ tfgL 6'ª\Uofpg]� ljlwnfO{ j]�l/�h elgGYof]� . :�ofxfcGtu{t lgDglnlvt tLg sf/�f]�af/�sf]� cnu 
cnu :�ofxf tof/� kfl/�GYof]� .

(i)	 gubL :�ofxf M gub cfDbfgL /� gub vr{sf]� dfq clen]�v /�fVg

(ii)	 lhG;L :�ofxf M sfof{no k|of]�hgsf nflu k|fKt ePsf]� lhG;L ;fdfgsf]� clen]�v /�fVg

(iii)	 w/�f}�6L :�ofxf M ljleGg JolSt, u'7L /� cGo lgsfoaf6 k|fKt x'g]� w/�f}�6L /� ;DklQsf]� 
clen]�v /�fVg .

-cf_ cfjfh]�{ (Awarje)

:�ofxf n]�vfljlw k|0ffnLcGtu{t bf]�;|f]� k|d'v cfly{s sf/�f]�af/�;DaGwL clen]�v btf{ ug]�{ lstfa 
cfjfh]�{ xf]� . bf]�xf]�/�f]� n]�vfk|0ffnLcGtu{t tof/� kfl/�g]� vftfsf]� p2]�Zo k"/�f ug{ cfjfh]�{ tof/� kfl/�GYof]� . 
:�ofxfcGtu{t clen]�v /�flvPsf]� cfDbfgL /� vr{sf zLif{sx¿nfO{ juL{s/�0f u/�]�/� cfjfh]�{ tof/� 
kfl/�GYof]� . cfjfh]�{nfO{ cfDbfgL cfjfh]�{ /� vr{ cfjfh]�{ u/�L b'O{ efudf ljefhg ul/�GYof]� . cfDbfgL 
cfjfh]�{df ljleGg zLif{saf6 k|fKt x'g]� s'n cfDbfgLnfO{ b]�vfOGYof]� . vr{ cfjfh]�{df ljleGg 
zLif{sdf ul/�g]� vr{sf]� s'n vr{nfO{ b]�vfOGYof]� .
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-O_ 9kf]�6 (Dhapot)

h;/�L bf]�xf]�/�f]� n]�vfk|0ffnLdf clGtddf ;DklQ, k'FhL /� bfloTj ;dfj]�z u/�L jf;nft tof/� kfg]�{ 
k|rng 5 . To;}�u/�L :�ofxf n]�vfljlw k|0ffnLcGtu{t k|To]�s jif{sf]� clGtddf tof/� kfl/�g]� clen]�v 
9kf]�6 xf]� . clGtddf gub, lhG;L, w/�f}�6L cfDbfgL /� vr{sf]� ;f/�f+zsf ¿kdf 9kf]�6 tof/� kfl/�GYof]� . 
tf]�lsPsf]� sfd k"/�f ePkl5 tof/� kfl/�g]� 9kf]�6nfO{ sfd tdfdL 9kf]�6 elgGYof]� . k|To]�s dlxgfsf]� 
clGtddf lx;fa lstfa aGb ug]�{ p2]�Zon]� tof/� kfl/�g]� 9kf]�6nfO{ df; tdfdL 9kf]�6 elgGYof]� 
eg]� k|To]�s jif{sf]� clGtddf lx;fa lstfasf]� ;f/�f+z jf k|ltj]�bg tof/� kfg]�{ p2]�Zo tof/� kfl/�g]� 
9kf]�6nfO{ ;fn tdfdL 9kf]�6 elgGYof]� .

-u_ kmf/�fd ;|]�:�tf k|0ffnL (Form sresta pranali)

a9\bf]� cfly{s sf/�f]�af/� /� cGo sf/�0fn]� ubf{ :�ofxf ;|]�:�tf k|0ffnL vf; u/�L t/�fO{ If]�qsf nflu ckof{Kt 
dx;'; ePsf]� lyof]� . lj=;+= !(^* df kmf/�fd ;|]�:�tf k|0ffnLsf]� th'{df u/�L gofF Joj:�yf nfu' u/�]�sf]� 
kfOG5 . h'g :�ofxf ;|]�:�tfsf]� klxnf]� kl/�jt{g dfGg ;lsG5 . t/�fO{sf dfn sfof{nox¿df /�fh:�j 
cfDbfgL a9L x'g]� x'gfn]� To;nfO{ Jojl:�yt ug{sf nflu kmf/�fd ;|]�:�tf k|0ffnLsf]� th'{df ul/�Psf]� 
lyof]� . t/� of]� Tolt Jofjxfl/�s /� ;/�n gePsf]� x'gfn]� nfdf]� ;do;Dd k|rngdf cfpg g;sL 
:�ofxf ;|]�:�tf k|0ffnL g}� sfod /�xg uof]� . o;df hDdf %! cf]�6f kmf/�fd k|of]�u ul/�Psf lyP . 
o;nfO{ t/�fO{ dfn kmf/�fd ;|]�:�tf k|0ffnL klg elgGYof]� .

-3_ e'StfgL ;|]�:�tf k|0ffnL (Bhuktani sresta pranali/�Payment accounting system)

e'StfgL ;|]�:�tf k|0ffnLsf]� ;'?cft ;/�sf/�L vr{;DaGwL -sfo{ljlw_ lgodx¿ @)!^ sf cfwf/�df 
lj=;+= @)!& df ePsf]� xf]� . of]� ;|]�:�tf k|0ffnL bf]�xf]�/�f]� n]�vfk|0ffnLsf]� l;4fGtdf cfwfl/�t /�x]�sf]� 
lyof]� . of]� ;|]�:�tf k|0ffnL nfu' ePkl5 o;clusf :�ofxf ;|]�:�tf k|0ffnL /� kmf/�fd ;|]�:�tf k|0ffnL x/�fpFb}� 
uP t/� e'StfgL ;|]�:�tf k|0ffnL ;a}� sfof{nodf Ps}�k6s nfu' gePsfn]� /�fh:�jtk{m k'/�fg}� :�ofxf 
/� kmf/�fd ;|]�:�tf k|0ffnL g}� k|rngdf /�x]�sf]� lyof]� . e'StfgL ;|]�:�tf k|0ffnLn]� ah]�6cg';f/�sf vr{sf]� 
;|]�:�tf /�fVg]� uYof]�{ . of]� ;|]�:�tf k|0ffnL ;}�4flGts /� Jofjxfl/�s ¿kdf nfu' ug{sf nflu w]�/�}� lsl;dsf 
sl7gfO b]�vf k/�]�sfn]� nfdf]� ;do;Dd sfod /�xg ;s]�g /� lj=;+= @)!* df of]� vf/�]�h eO{ gofF 
;|]�:�tf k|0ffnL nfu' eof]� .

-ª_ gof“ ;|]�:�tf k|0ffnL (New accounting system)

e'StfgL ;]�|:�tf k|0ffnL;Dd cfOk'Ubf klg g]�kfnsf]� ;|]�:�tf k|0ffnL Jojl:�yt ¿kdf ljsf; gePsf]� 
s'/�fnfO{ b[li6ut u/�L ;do ;'xfpFbf]�, j}�1flgs Pjd\ cfw'lgs ;|]�:�tf k|0ffnLsf]� th'{df ug]�{ p2]�Zon]� 
@)!& ;fn df3 @) ut]� Ps n]�vf ;ldltsf]� u7g eof]� . pSt ;ldltn]� sl/�a @** lbgsf]� 
cWoogkZrft\ gofF ;|]�:�tf k|0ffnLsf]� 9fFrf;lxtsf]� k|ltj]�bg k]�; u¥of]� . pSt k|ltj]�bg sfof{Gjogdf 
Nofpg dxfn]�vfk/�LIfsn]� u/�]�sf]� l;kmfl/�;sf]� cfwf/�df ;/�sf/�n]� @)!* r}�q @ ut]� gofF ;|]�:�tf 
k|0ffnL :�jLs[t u¥of]� . of]� ;|]�:�tf k|0ffnLsf]� sfof{Gjog cfly{s jif{ @)!(÷@) af6 ;'? eof]� . 
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of]� ;|]�:�tf k|0ffnL ljlgof]�hgtkm{ @)@#÷@$ ;Ddsf k"0f{ ¿kdf nfu' eof]� . o;cGtu{tsf]� lhG;L 
;|]�:�tf k|0ffnL @)@) df3 ! ut]�b]�lv /� cf=j= @)#!÷#@ b]�lv ;fj{hlgs lgdf{0f /� /�fh:�jsf]� ;|]�:�tf 
sfof{Gjogdf cfof]� . o; k|0ffnLdf ;do ;dodf kl/�dfh{g x'Fb}� xfn;Dd klg sfof{Gjogdf /�x]�sf]� 
5 . gofF ;|]�:�tf k|0ffnL k"0f{, j}�1flgs Pjd\ bf]�xf]�/�f]� n]�vfk|0ffnLdf cfwfl/�t 5 .

-r_ cfw'lgs ;|]�:�tf k|0ffnL (Modern accounting system)

;fj{hlgs If]�qsf]� n]�vfkfngdf ePsf]� ljZjJofkL ljsf;sf kl5Nnf cjwf/�0ffnfO{ ;d]�6]�/� g]�kfn 
;/�sf/�n]� g]�kfn n]�vfdfg af]�8{sf]� l;kmfl/�;df @)^^ ebf}� #) df g]�kfn ;fj{hlgs If]�q n]�vfdfg 
:�jLs[t u¥of]� . cGt/�f{li6«o ;fj{hlgs If]�q n]�vfdfg ;g\ @))& sf cfwf/�df g]�kfn ;fj{hlgs If]�q 
n]�vfdfg tof/� ul/�Psf]� xf]� . g]�kfn ;/�sf/�sf]� s]�Gb|Lo n]�vfdf of]� n]�vfdfgsf]� sfof{Gjog cf=j= 
@)^(÷&) af6 ;'? eO{ @)&#÷&$ ;Dddf k"0f{ ¿kdf sfof{Gjogdf cfPsf]� of]� n]�vfdfg k|b]�z 
tyf :�yfgLo txdf klg sfof{Gjog x'G5 . lj=;+= @)&@ df g]�kfnsf]� ;+ljwfg hf/�L eO{ ;ª\3Lotfsf]� 
sfof{Gjog ePkl5 ;fljssf]� n]�vfk|0ffnLdf kl/�dfh{gsf]� cfjZostf eof]� . @)&$ sflts ! ut]� 
dxfn]�vf k/�LIfsaf6 ;/�sf/�sf tLg}� tx -;ª\3, k|b]�z /� :�yfgLo_ df ;dfg ¿kdf nfu' x'g]� u/�L 
PsLs[t cfly{s ;ª\s]�t, juL{s/�0f /� JofVof, @)&$ :�jLs[t eof]� . gofF ;�]�|:tf k|0ffnL nfu' x'Fbf 
tf]�lsPsf ;/�sf/�L n]�vf kmf/�fd -d=n]�=k=kmf/�fd_ df g]�kfn ;fj{hlgs If]�q n]�vfdfgadf]�lhd ePsf]� 
kl/�dfh{g dxfn]�vf k/�LIfsaf6 @)&^ h]�7 !( ut]� :�jLs[t eof]� . ;/�sf/�L n]�vfsf ;a}� If]�q ;d]�6]�/� 
!$! cf]�6f ;ª\Vofdf /�x]�sf oL kmf/�fd @)&^ ;fpg ! b]�lv ;/�sf/�sf tLg}� txdf k"0f{ ¿kdf 
sfof{Gjogdf cfP;Fu}� g]�kfnsf]� ;|]�:�tf k|0ffnL cfw'lgs k|0ffnLsf ¿kdf ¿kfGt/�0f x'g uof]� .

-c_	 cfw'lgs ;|]�:�tf k|0ffnLsf p2]�Zo (Objectives of modern accounting system)

	 cfw'lgs ;]�|:�tf k|0ffnL cjnDag ug'{sf lgDglnlvt p2]�Zo /�x]�sf 5g\ M

(i)	 g]�kfnsf]� ;/�sf/�L n]�vfk|0ffnLnfO{ cGt/�f{li6«o :�t/�df t'ngLo agfpg]�

(ii)	 ;/�sf/�L n]�vfk|0ffnLnfO{ ;fj{hlgs If]�q n]�vfdfgcg';f/� cBfjlws ug]�{

(iii)	 gubdf cfwfl/�t n]�vfª\sg ljlwnfO{ j|mdzM kl/�dfh{g ub}�{ n}�hfg]�

(iv)	 ;ª\3Lo zf;g Joj:�yfsf ;a}� ;/�sf/�df Ps¿ktfdf cfwfl/�t n]�vfk|0ffnL nfu' ug]�{

(v)	 e/�kbf]�{, ljZj;gLo, kf/�bzL{ /� cfw'lgs ;"rgf k|ljlwd}�qL agfpg]�

-5_ Psn vftf sf]�if k|0ffnL (Treasury Single Account-TSA system)

Psn vftf sf]�if k|0ffnL d"ntM ;/�sf/�L sfof{nosf gfddf /�x]�sf a}�ª\s vftfnfO{ PsLs[t u/�L 
;a}� ;/�sf/�L sfof{nosf sf/�f]�af/� Psn vftfdfkm{t ;~rfng ug]�{ Joj:�yf xf]� . g]�kfnsf]� ;Gbe{df 
;fj{hlgs ljQLo Joj:�yfkg /� gub Joj:�yfkgsf]� sfo{nfO{ k|efjsf/�L /� kf/�bzL{ agfO{ ;/�sf/�sf]� 
sf]�if ;~rfng k|0ffnLnfO{ cfw'lgs /� ljZj :�t/�sf Joj:�yfsf]� ;dsIfL t'Nofpg NofOPsf]� gjLg 
k|0ffnL xf]� . Psn vftf sf]�if k|0ffnLaf6 ;l~rt sf]�ifsf]� ;~rfng Jojl:�yt /� j}�1flgs tl/�sfaf6 
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ug{ gub Joj:�yfkgsf ljleGg kIfdf hf]�8 lbg]�, gub k|jfxsf]� of]�hgf agfpg]�, gub k|If]�k0f ug]�{, 
gubsf]� cfk|jfx (Inflow and outflow) sf]� lg/�Gt/� cg'udg ug]�{ /� cfjZostfcg';f/� lgoGq0f 
ug]�{ ul/�G5 .

g]�kfn ;/�sf/�sf]� ;l~rt sf]�ifsf]� ;~rfng /� gub Joj:�yfkgsf]� sfo{nfO{ ;/�n, ldtJooL, 
k|efjsf/�L /� kf/�bzL{ agfpg cfly{s sfo{ljlw lgodfjnL, @)^$ sf]� lgod #@-&_ tyf lgod &# 
adf]�lhd dxfn]�vf lgoGqs sfof{non]� g]�kfn ;/�sf/�n]� ;fljsdf k|of]�udf /�x]�sf]� gub Joj:�yfkgsf]� 
k|lj|mofdf ;fdfGo kl/�jt{g u/�L g]�kfn ;/�sf/� -dGqLkl/�ifb\_ sf]� ldlt @)^%÷!)÷!% sf]� lg0f{oaf6 
Psn vftf sf]�if k|0ffnL nfu' u/�]�sf]� xf]� . gd'gf (piloting) sf ¿kdf eStk'/� /� nlntk'/� lhNnfaf6 
cfly{s jif{ @)^^÷^& af6 ;'? ul/�Psf]� of]� k|0ffnL cfly{s jif{ @)&)÷&! ;Dddf d'n'se/� nfu' 
eO;s]�sf]� 5 . cfly{s jif{ @)&@÷&# ;Dddf b]�zsf ;Dk"0f{ lhNnfaf6 ljlgof]�hg, w/�f}�6L, /�fh:�j, 
v–^ -ljljw_ ;d"xsf]� vftfsf]� sf/�f]�af/�, sf]�ifsf]� cj:�yf tyf cfGtl/�s n]�vf k/�LIf0fsf]� k|ltj]�bg 
ug]�{ sfd;d]�t o; k|0ffnLdf ;dfj]�z ul/�Psf]� 5 .

Psn vftf sf]�if k|0ffnLdf Ps lhNnfl:�yt ;a}� ;/�sf/�L sfof{nosf gfddf /�x]�sf ljlgof]�hg, 
w/�f}�6L, /�fh:�j, v–^ -ljljw_ ;d"xnufotsf a}�ª\s vftfnfO{ ;f]� lhNnfsf]� sf]�if tyf n]�vf lgoGqs 
sfof{nosf]� gfddf ;/�sf/�L sf/�f]�af/� ug]�{ a}�ª\sdf vf]�lnPsf vftfaf6 dfq ;~rfng ug]�{ Joj:�yf 
ul/�Psf]� 5 . o; k|0ffnLcGtu{t vr{ ug]�{ lgsfon]� vr{ :�jLs[t ug]�{ sfo{ ;Dkfbg u/�L ;s]�kl5 
;DalGwt kIfnfO{ e'StfgL ug{sf nflu tof/� ul/�g]� a}�ª\s cfb]�z cyf{t\ r]�s (Cheque) dfq tof/� 
ug]�{ sfo{ sf]�if tyf n]�vf lgoGqs sfof{noaf6 x'G5 .

of]� k|0ffnL ;~rfngsf nflu d=n]�=lg=sf=n]� cgnfOgdf cfwfl/�t Psn vftf sf]�if k|0ffnL ljsf; 
u/�]�sf]� 5 . o; k|0ffnLaf6}� ;a}� sf]�if tyf n]�vf lgoGqs sfof{non]� ljlgof]�hg, /�fh:�j, w/�f}�6L, tyf 
ljljw ;d"xsf vftfsf]� ;~rfng u5{g\ .

!%=% g]�kfnsf ;/�sf/�L n]�vf kmf/�fd (Government accounting forms in Nepal)

gofF ;|]�:�tf k|0ffnLdf ;a}� k|sf/�sf n]�vf kmf/�fdnfO{ th'{dfsf]� j|mdcg';f/� j|mdzM /�flvPsf]� lyof]� . 
o;af6 Ps k|sf/�sf]� n]�vf;Fu ;DalGwt kmf/�fd ljleGg kmf/�fd g= df 5l/�P/� /�x]�sf lyP . k6s 
k6s ePsf ;+zf]�wgaf6 d=n]�=k=kmf/�fd g= @!# ;Dd /� s]�xL kmf/�fdsf ;xfos kmf/�fd ;d]�t @@) 
cf]�6f kmf/�fd k'u]�sf lyP . oLdWo]� s]�xL kmf/�fdx¿ c;fGble{s ePsf /� s]�xL If]�qut kmf/�fdnfO{ 
n]�vf kmf/�fdsf ¿kdf lg/�Gt/�tf glbPsfn]� cfw'lgs ;|]�:�tf k|0ffnLdf s'n !$! cf]�6f n]�vf kmf/�fd 
sfod ePsf 5g\ . ljleGg gf}cf]�6f If]�qdf ;d]�l6Psf kmf/�fdnfO{ d=n]�=k=kmf/�fd g}� elgPsf]� /� tLg 
cª\ssf]� kmf/�fd g= lbOPsf]� 5 . o:�tf kmf/�fdsf ;f/�f+z ljj/�0f lgDgcg';f/� 5g\ M

-s_	 /�fh:�j n]�vf;Fu ;DalGwt kmf/�fd !% cf]�6f -d=n]�=k=kmf=g= !)! b]�lv !!% ;Dd_

-v_	 vr{, n]�vfª\sg /� k|ltj]�bg;Fu ;DalGwt kmf/�fdx¿ #^ cf]�6f -d=n]�=k=kmf=g= @)! b]�lv @#@ 
;Dd /� @&) b]�lv @&# ;Dd_
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-u_	 ah]�6 sfof{Gjog;Fu ;DalGwt kmf/�fdx¿ !% cf]�6f -d=n]�=k=kmf=g= #)! b]�lv #!% ;Dd_

-3_	 lhG;L tyf ;DklQ Joj:�yfkg;Fu ;DalGwt kmf/�fd !* cf]�6f -d=n]�=k=kmf=g= $)! b]�lv 
$!* ;Dd_

-ª_	 ;fj{hlgs lgdf{0f;Fu ;DalGwt kmf/�fd !$ cf]�6f -d=n]�=k=kmf=g= %)! b]�lv %!$ ;Dd_

-r_	 w/�f}�6L;Fu ;DalGwt kmf/�fd cf7cf]�6f -d=n]�=k=kmf=g= ^)! b]�lv ^)* ;Dd_

-5_	 C0f;Fu ;DalGwt gf}cf]�6f /� nufgL;Fu ;DalGwt kmf/�fd !) cf]�6f -d=n]�=k=kmf=g= &)! b]�lv 
&)( ;Dd /� d=n]�=k=kmf=g= &%) b]�lv &%( ;Dd_

-h_	 n]�vf k/�LIf0f tyf a]�?h';Fu ;DalGwt kmf/�fd 5cf]�6f -d=n]�=k=kmf=g= *)! b]�lv *)^ ;Dd_

-em_	 cfGtl/�s lgoGq0f;Fu ;DalGwt kmf/�fdx¿ !) cf]�6f -d=n]�=k=kmf=g= ()! b]�lv (!) ;Dd_ 

sIff ( sf k|of]�hgsf nflu cfjZos x'g]� s]�xL ;/�sf/�L kmf/�d b]�xfoadf]�lhd 5g\ M

kmf/�dx¿ d=n]�=k=kmf=g=

!=	 k|fylds kmf/�dx¿
	 uf]�:�jf/�f ef}�r/� -vr{÷ljljw_ 
	 gubL÷k|flKt /�l;b

@)#
!)!

@= 	 vftfx¿
	 a}�ª\s gubL lstfa 
	 ah]�6 vftf
	 ;d"xut÷JolStut÷;xfos vftf
	 /�fh:�j cfDbfgL a}�ª\s÷gubL lstfa

@)(
@)*
@)&
!)*

#= 	 dfl;s k|ltj]�bg kmf/�d 
	 vr{sf]� kmfF6jf/�L
	 km5\of}�{6 ug{ afFsL k]�:�sLsf]� df:�s]�af/�L 
	 a}�ª\s lx;fasf]� ljj/�0f

@!)
@!! 
@!@

$=	 ljljw kmf/�fdx¿
	 e'StfgL cfb]�z @)$
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cEof;

!= 	 tnsf k|Zgsf]� Ps jfSodf pQ/� n]�Vg'xf]�;\ M

-s_ 	 ;/�sf/�L n]�vfk|0ffnL eg]�sf]� s]� xf]� <

-v_ 	 ;/�sf/�L n]�vfk|0ffnLsf s'g}� b'O{ ljz]�iftf n]�Vg'xf]�;\ .

-u_ 	 ;/�sf/�L n]�vfk|0ffnLsf]� k|d'v p2]�Zo s]� xf]� <

-3_ 	 p2]�Zosf cfwf/�df ;/�sf/�L /� Jofj;flos n]�vfk|0ffnLlarsf]� leGgtf b]�vfpg'xf]�;\ .

-ª_ 	 9kf]�6 lsg tof/� ul/�G5 <

-r_ 	 b]�zdf n]�vf;DaGwL kmf/�fd /� 9fFrf k|of]�udf Nofpg]� ;+:�yf s'g xf]� <

@= 	 tnsf k|Zgsf]� 5f]�6f]� pQ/� n]�Vg'xf]�;\ M

-s_ 	 ;/�sf/�L n]�vfk|0ffnLsf]� kl/�ro lbg'xf]�;\ . o;sf ljz]�iftf s]� s]� 5g\ <

-v_ 	 :�ofxf n]�vfk|0ffnLsf]� j0f{g ug'{xf]�;\ .

-u_ 	 gofF ;|]�:�tf k|0ffnLsf af/�]�df n]�Vg'xf]�;\ .

-3_ 	 g]�kfn ;/�sf/�sf ;/�sf/�L n]�vf kmf/�fdsf af/�]�df pNn]�v ug'{xf]�;\ .

#= 	 tnsf k|Zgsf]� nfdf]� pQ/� n]�Vg'xf]�;\ M

-s_ 	 ;/�sf/�L n]�vfk|0ffnL eg]�sf]� s]� xf]�, o;sf l;4fGt JofVof ug'{xf]�;\ .

-v_ 	 ;/�sf/�L /� Jofj;flos n]�vfk|0ffnLlarsf]� leGgtf b]�vfpg'xf]�;\ .

-u_ 	 g]�kfndf ;/�sf/�L n]�vfk|0ffnLsf]� ljsf;j|md pNn]�v ug'{xf]�;\ .

-3_ 	 Psn vftf sf]�if k|0ffnLsf af/�]�df JofVof ug'{xf]�;\ .

lj|mofsnfk

uf]�:�jf/�f ef}�r/�, a}�ª\s gubL lstfa, ah]�6 vftf, vr{sf]� kmf“6jf/�L, a}�ª\s lx;fa ljj/�0fsf 9f“rf 
vf]�hL u/�]�/� gd'gf 9f“rf tof/� ug'{xf]�;\ .


