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(Office and Personnel)

9.9 @A (Office)
4.9.9 FAETRT I=T (Introduction to Office)

FATAT 9768 FEha ATUTRT ‘B’ T ‘ATAT’ T5 96 THCIX FAHl &l | ‘B’ F1 T HH
T AT B A WAd A7 A AT T g | Frraddrs agisiar 'Office’ S |
FUSTAT Office 9758 93 & STATSSTAT TANTHT TUHT el 9Tex 'Ofice’' T 9% & 9Tareardr
TARTHT STUHT AT T 'Opificium’ aTE ATTERT JIAws; | AZISIAT Office &1 3T "A
room, set of rooms, or building used as a place for commercial, professional or bureaucratic
work" ST ITEwg | AL FTATAT 9Tl el (Aol a7 SAraania w1, TG a7 Frarad
FH GETET T F BT, T, T ¥ W= &afas WEah qamqaqideg S\ s, |

[T 9TeaehIeT TAT HATATIA [TTTFT TEAFe&H FATAIR A T qRATHT fafae qHr
TRUH qTew | &7 Hal dF T GRAT qd & TR0 G

TATAT FE ATTPIATIR FIATAT AATA Bl (9T HTH a7 GG T R, H@rT,
TUMAAFFE FH TH [HR=d 213 a1 ASST 9+ s |

George R. Terry & ATAR FRATAT AT AT TATS TGS, el TGSTATS (=07
T WA WH &5 (“An office may be regarded as a place where the control mechanism
of an organization are located") |

J.C. Denyer &1 fa=RAT HTATTIRT FHITed Maraiaes TTaT g & T F Had
1 ("An office is any place where clerial operations are carried on”) |

Edward Roche &1 @R fAR=rd JeheeT FH ¥IET TR TA9F TH Haad &
("Office exists anywhere, where certain kind of work are performed™) |

FTHHT EIAT [ATHT T | HTIPT IRATTTHT ATIH FTATATATE HT AT FI GG 8
TTHHT TTHT FHw5, | FIATATS F 313 AT HISTATE AT AR AT BTG T
fafeera Srafier Tsar 9geg A aHd TS, | 9 F 90T Se¥d YT T AT
TTIAT TRUH AZHALIEEH F SAae ara H1d T grg, aell Sqals
A TSIAITRT FATAT A, |

FIAT GTAT TAT JAGT, FET § q



FATAT FH T AGTSAH Tl FAFTEIGH T Hewd U AT & | BTATaae] GeTehl
TR fRaTFaTadl THET TR FAAIRT HeE g¥ed T Aaedaadars Aad
TG | EATHT Jg9T TAT AT FIATH TFITN (AT aTIe (MaaTd THHT Hraeraerl a9
AT &7 | B U FEATHT [alied e qar Jged Yiiept (i Sra9ae J=mm g
T, FEUE T, ATFYAF SSHT YA I, ATAANIF FRIGR T TAT J&AT T&T STl
FIEE FRATATATE TG | BATATAT BIHART ATSTAT TS, HIATEIAT T, FTLATTH
TR ATEITAR T FIAHE FIe® gra |

ferammera afe Tger sratea F €1 | W faae faandiars e fov smatem & ) faemern
78T T GATATEATehebl HTATAA, [aATATDT TR 1T T AT ¥ [qandier qeqa
T FEATRISER Tl e | T&T HIATT [qATaHT T FAHT GoaTerd Id7 T@I@ T
ETTIH AIAfTPT AT AATT FATAT TEHl & T |

a1 TR, fafT=T Tedry gear, ST gtafq, fafa=r S qur faxir @,
TRETHT qgEGe A7 (Aofl ITH AT AT F AT g e FATATHT
AR g | AT AT FEIeA GRATH FEAATAR AT Tl JPREFT T
FATAAH] ATAITE AALAT TS |

LR FHATATHRT FHRIY T WA fafer (Types of office and methods of
office formation)

9.R.9 FAATHT THX (Types of office)

FEATAAAT FE 47 T T FIAGEA T HUARN T 83 ATMews, | T AT BT
I ST B8 | HIATATD] FIAGAATAR T (ATA~ FETET, 9@l ar IJIeqEl qi

>
oo

GIfAws | ATIRY &IA] FTATATATS [qrTEeeel TIT HIH, faepl R a1 F=T, 3697,
FTAET ¥ AR ATHT ATLRAT (HEATTAR I THEAT A6 TRUHT G
FATATHRT TR
FTATHEbATHT HTRTCHRT IeTIH TR W fereRaTeRT
HTETTHT HTLTTHT HTETHT HATETHT HATLTTAT
Tqca A AT TATH, AR AT TR, fAo, e
T gHY, TEAH TTH, ATIATIIE, T, T, @,

R FIIAT GATAT TAT AGT, FEIT <



(F) FAHFATHRT ATELAT (On the basis of function)

FAF! FARTERIOHT ATIRHAT FRATHEAT IR g7 | TF AT faebfema Fe=arn
FTATAAGE ST &rar] | AT AT AT 8 HraTAdeEe JATATST TR ATTFRATIAR
TeedT Teed B TS | FTATCHSATHT ATIHT B TH FTATATGEHT FATANGT STTHREE
Erd

LN

(1) Adea a1 AEA FA@T (Head office)

AT A(qeel] TeHT W& A A7, AT JaT FRHH To@1, AEeTF FraareTar
AT ¥ AWHA TaH HAZHA T4 Hd Adcd HAAd a1 & Faadd ToH |
&I FHTATA, FARE FATAT, TATA AIHRBT TEHAT TATAT AT sl ATARTEE T
FTATATHT IaTEX0 & |

(3T) §H7aT Fw@d (Coordinating office)

TqA FATAT T FATAIT FIATAART [T=AT TET AHAATHE BT T, AT AT AR
fereereur 9 T FTATTIIT FROTHT AT AFATH THST THTATTHAT EATHIUT T FTATATEE
THAT FATAT & | THART T61 FIATAASEIT FFTedd &A1 FATATSE AT LB
[T RIS F&dT HTATATFT ISTEX & |

(%) Faag= ®E@d (Implementation office)

qqcd FATAAA (AR U qAT T(HT BT ATSTAESH] HATETT T, FTHET
a1 FEAWTEAE a5 a1 a1 Iqded TRISH FATAIeE HAadd Faad g | J&T
FTATTTE® THIT, TATHA TRAT a7 fedT TRAT Tevgr | faemers, g s,
ISTecT HTATAAEE TEAT HATATHT I & |

(@) ATRTTHRT ATATLAT (On the basis of size)
FRATAT ARG SATHHH F7a. | ATHRIN Fea(=ad Il Frafadeed qead: Hefatad
SUYIPRe® (regd !

(31) AT &R w1 (Large scale office)

&Y ST STUT, FTAETT SATTF TR, ATTIF TTHT TEHAT BTG T T Gl Gl 1
T T gTiatasd e TUH FATATe® Al HATAAH ETH] Je7g | T&T HATATes
Aok, AXHRT qIT TRALHRT o &FHT & AT |

FIAT GTAT TAT JAGT, FET § 3



(31) AeuH &LHT FA@E (Middle scale office)

AT FTATAAD] STEAT FIAAAT T AL THY G0 THH=T q¢] TTTHT THAE ITH T, ATTH
AT gTfatae feamee qae FET@TeE TeaH TIAT T |

(%) | FA@T (Small office)

T i, ey T @i STerfe ST, U1 TREN IATEH a1 YaT JATEHT FA™ w1
AT FATAT G | PEATERATIR AT FAAIEE gad Alqeadad a1 A1 T HAH
TAXHT FIATATRT 9ET AT FeTTh FIATATRT TIAT I8 FFa |

(1) ITTTRT ATEMTAT (On the basis of objective)

FATAIHR! oA falq= IgeTd FUH g7 | FATAT ToaTAT T AhTARI ILTR
AR FRATAAF! [FaH IR grg | T AT T MHfaad STIFRes
TES

<

(37) =TEETiUE® a1 ATRHAER FET@E (Business/Profit oriented office)

TGN E FRIEAR T T ATHRT FATSH I JoaTad AGATT a7 AT FATATATS
AEFNIE A ATRHAS P A7 | T FATades AT (Feil & q4an
AN E GTH] FSATATHT Taehl qSvs |

(31) daTAF wATET (Service oriented office)

ATHRTH ILTA THS FaT ATaA H1A TH GAH [0 FLATH FATAIAs GaTHA®
FATAT 5 | ATTHaH TIHT T&AT HATAT FLHN, JTATNAE qIT GTTHE BATATEED
g Setare [l R Ja1 yare gea |

(3) gEwTU FAET (Cooperative office)

TEHIATH ATIRUTATIR ToaAd FEATHT FIATATATS bl HIATAT AAS | T
FATTAS AERIETD] AT e @it & fawewr ff=ra yerer dmew 7 fafa

AT LT Freg |

(€1) FHEATHRT ATETTHT (On the basis of scope)

FATATRT AT, WA a7 TGbT FIILTH] BT Ui FATATE® Hih hih
EHT 1A TS | T FATATewd Hed: MHAfaad STIHRe® Ewa

% FIIAT GATAT TAT AGT, FEIT <



(37) TR FF@T (Government office)

FTIETFT fE@Tae AT Jed HIAGTT AXHRB WH g5 | TIHRA Ta [afqe
fepfaweT &M@ TH Gifad FET@TeE 9 TeR, Mearr ¥ doradre eamad fafg=

[opf g g | RPN FAGIEE  AAYAFBATH AEIRAT Gord  qAT (a&qied g
TEA |

(3) fostt e (Private office)

ZFATIH] AT AfRTH! (Aol FTGETET THET AT T FATATER (Al BT
T | TRAT FTATATA ATHT AT eITATwaT ATeTehl F1d T Faadd | (ol Frareraet
oA qefedd FATATH] ATEITIA Tl FATTHT AT ATIHAT & T, |

(3) TeETwT w@iem (Non-governmental office)

TRETFR TEATEE ATHT ATAT ToATAT T Gled FTATAAEE IALHRT BIATATEE
T | TRERHT FEAEEH 9 GRERl e gdf 7 e g |

() amweTfE F@EE (Community office)

THTSTH [aFT TeeAT T T oA g Haddesndls AHaiasd Haad aes |
IR F FATATEEd ATFI THTAH! fecqart AT Hd T |

(§) WrferraTeT SMEmTAT (On the basis of geographical teritory)
AITeThdred gteel i waTaaeedrg fafg fefamer avfiezo 7= ke g 7=
FATATEEH HET: (Mg ITTFREE B

(31) sFaifEd w@@d (International office)

THART T¢1 AT FE T FATAIERAls Araiied HATAd A=g, | T&AT HraTadel
A HATAT FA Th IHT vy 99 AEATFATATEAR. AT GH @l a1 FeTdh
FATATEE e THS |

(31m) g wEiEa (National office)

T TUTAAFT T AT ATTHIT TIAHT F1I T FALAIFT FATATATS AT FATAT
g | T FATAART IATAT @, IJTLET a7 THE ATTLTRATATAR e |

FIAT GTAT TAT JAGT, FET § 4



g) wHE w@rEd (Local office)

=g T ar & wTF WEER FA T FAEIAE WA BT s, |
FATATA ATHT AT AT &7 &0 (Fdiied wrd qere T |

(F) s e (Vertual office)

gfeafaer faeprast fAR=ra w91 G THT Ted A9 TEdEHT AT U T
FATATEE THAA FATAT g | TXAT FATATA FA T ATad G T T Aol
fergeira =T iaiaerT ATeaAeTe ATl q¥aed T T HTH T4 AABR HTATOTA

HAAFI LT Freg |

9.R.] FATETR T fafer (Methods of office formation)

ATAT: FTHH TR TATARET FTATAT TS TG, | SRATSN  FTHET AN IR
FATAT TATAAT TRUHT Frgl | HT AT ASISAB Ie9 BIFA THAHT AT HIATAART
T FTaRE 3 fafaare g4 War T

&) et w1 (Permanent office)

TR & goarad T4 AT ®YAT TR FATATATS AT FAT Aideg, | T97e
TYERET GeATAd, [G9RT, HAd, YA, T Tedl TSR, AT T
TR FITSTHEE TEd FH(qHT FATAT & |

@) JEATT FIid (Temporary office)

= s@fafas FF R T ARG BIAT @l FATAadrs AErdl Haad qieg |
TET FTATAAEE HTH R TR, T faaed gear, & : fafq=T arsr ar gfearstaree
FATATE®, (ar=m TRIST GIAUET TS AT &AET FATATE, [T FAHATTT A4l
a7 @ifqus FA@IEE AMMG | AR FAGIATS I g5 ANTHT (G916 T, 7
e TaR 34

) fafi=a srafeswt smem<@T (On the basis of specific time)

F =g gwamEts dee 9 GHAt T 1 gEe T Sevdd Tl ¥ g
g FATAT AFATIT TS | IReX0eh &A1 @ree Rifar, faf=m e #rarea
ATEATS T THIHT FTATGAIAT FHALT TS, |

o) fAfy=a @ swemAT (On the basis of specific work)

aﬁrﬁrﬁaﬁwwwﬁw faeed g7 FHA@T TJFAA TG | [aehrE
RIS HTd TH TITIAT TR FATAIEE T ThRHT AT HAAT B |

< FIIAT GATAT TAT AGT, FEIT <



9.3 FAATHRT FHEE (Functions of office)

LI a7 ATSTh] AEqcd HAH TACTHN AT AARETH b HA TAT TMERIT
EATATIAATIE] TFU FAEE FATAIZRT § GEET TR | FATAIare TrraEd g

FIATS AHIrdd ASSAH I, T T ATRPRATAR FATAIHT ATGRAT a1 (Hatqa

F T FETF AT JATHRT FAXATIA H1d T AR T8 THRHAT IR T,

(%) ATIHT FEE (Basic functions)

FIATATFT ATIRAT FAEE ATY MRREATT JAT I FIEAT Fratead g | T
FAFNT FAAIAT FFAeId AT I T, AR AfAeE e, FeAeedrs
JITTE I, faaeer T T ITANT T T[T FHEE IS |

(@) TgIF AT TEAHRYT I FUEE (Auxiliary or administrative
management functions)

FATATFT ATIAT FTAHT AT AT TETTF HUEE I G | AT FEwd HITITIAH]
TAATH (g TH T FTATATHT FIHAT TEAAT AT 1A TS | FTATATR TEAT FAATS
ferarerss &aHT [AFTTER 9&qd TRUH &

| FmimE wwiEE |
v v

FATATIT Fratedd AT I a1 Feberd (Sreamtrn h

FEAAT AT STARRIB] ATHAET FHATRTIETAT T

FAAT FFLIIA T faeeruor SIS F

fafs= STeerT wiftd ¥ 9&Te | FrITeRT qRET F
FATAT THAT T HIAR R FaEAT
\FHET T | Y,

.¥ FI@THR! Haed (Importance of office)

FATAT F U FENod FRaThara Fsaraqer Ming 99 789 AEsHE @ed &l |
SAE ASSAR TRAAT G TSAH] FRATAT  ATCITIAH FAAAAT AR T |
TSR (M Jgear WIiepT aNT ATa9dH o FEAH] JEATT HTAIAE 7 &5 |

FATT GATAT TAT @, FET 9



AT F FoATATR] FEaRal Ui BT (457 | TS 95 F I ATSITSTE
Tiataty Tearerd T AfFEIT | FTATATS FEATeIT TSGR EI=IAT ATAHRT 5, JaT
Frg, ATAG g, TTAWb brg, UG brg, (TIAT brg, AN Hrg, oAR &g,
HEAR] HICTSheb] BIAT AGH ATHBTHT TEH] B | AT AN forareray erafead
FIHT ToaATAT g "9 [aArdiel Rrear i I ¥ fanages Rian gae T &g w0
T AR | [qarey Safedd &9 T gl AN d7 TR aTeheraeT Afaiead age
FATAT T FHATIA TATFHRT ETHT FTIGFITEA TIS, | T& ST, SR, afeber anfa
UHTHT AN SATRTd SATATHFT Tl FH T AT AaTF 676, | T THRE
F I FH TLAAIEF G T T A T R TH FATAIR SAT Hewd &7, |
FATATR AeTadTs [+ JIEEHT Ioci@ TRTH B

(F) ASTSATHS HTAYRHATH! ROl T ITAAT T

(@) AT ASAT T HAEAT T

() SAALTHT I T qR=rA T

(&) iifqe dar faxdirr araer ot 7 afEras T

(F)  Afaa Mo qur FrEbsEn FAv T

(%) FEIfad PSR! TR a0 T

(@) ASTSTR THITATARET FaT F&TT T

() AR THRAATARF T& IAEH T a1 JqA RIS

() T AT qIT MHIET T8 o= T F=aR) TH

@) fafa=r g FEEr afvaE el T TN TH

(@) ASTSATHE ARwa=ar HaH T

(3) ASTSATCHS HATHEAHT AT HIH TH

() ¥aAT yaTe T FAs 8 sikar aarsd

(@) IIMSATCHE Bid FUR T4 ¥ faeaaaaar #1a8 T afe |

.4 FIATAT HFEATA (Office management)

FA TN FEATAAAE IEIT TAH FTHATET THTFERRT [FaHT a=aras T g=areld
T, | I AT =rd FRYgias daaT T Faaaawel [harddrd aoardd
T HAATs FEAET FaLaraq  (Office management) STH=g, | el TeEHT  HTATAA®T
fafr=ra SEea Wit ATfT ATSTET FATSH, TR T T AfdTEERT TATIATS THIhd T
THEATHEF ®THT F=ATAT T FAATS FATAT AT G | FLTR IL9T TR
TR ATNT AR AT, AT qoT AP Fraaraeesl Irerd aiesrerd To0 qteolr

G FIIAT GATAT TAT AGT, FEIT <



T T T HTATAT SHALITIAHT U, | AT SAFeATIA S G I FTAehT ATRT
ZTSTAT FATSH, TGSH (AT T, FHAT AFqrad 1, e fao, aw=a 1, gfdees
T qGT ATFITF ATAATIT SFLITAT T TEAT BT T, | BIATAT R ATLATIH TaT JTA
HqET, i vEH fade SQEEeT SRR SUANT I TR FrAtatae fHeer a9 |
HATSHA T ST FA I TS, | FTATAT LTI R Fed AT (R ATehaA =T
TS | TG ATATS ANEI, M= ¥ 99 Y89 T8 | T4 FEATT HATaT gt
FTATAAF] TJcA AT FLATIT THEGRT AT E7 |

9.4.9 T FIEATTTHT F1U2E (Functions of office management)

FTATAT SHFLATIA Heb ST Jar fa=qd fawar &7 1 Luther Gulick T AR saeard=el
ATSAT TS, TGS TH, FHARI SAALAIA T, e fad, I9=a T, e g1
gideres T T A HGRAT T F TG | BATAT TG AT Frgesr ard g
fae, Aqca fam, = 19, e T, gearedd T Sl dhew T | Hrard
ZALITIAS ATl ATSTAT TATIH, FEATH! fafq=T fasImT qoar emaras qHq=d RIS,
AT ATS ATALAF AN AT AT T T AT HAee g T[98, | Harad
HFRATIAA AT AL TN SLTAT Hiesd 95 I [Hiawer #res fTrangas
T |

ZFeTIAias. Luther Gulick & Sa@aTIae®T #14e% POSDCORB % FAAT Sk T
T | POSDCORB &I 9T &9 IT<TAT (Planning), 137 (Organizing), TS (Staffing),
<9 (Directing), ¥H=a (Co-ordinating), 9fdae™ (Reporting) ¥ avificg (Budgeting)
Gull

LY.R. FUAAT TFEATqAHT Hawd (Importance of office management)
FRATAT FALATTAH Hewd TIH AT (AFTTAR T&d TR G -

(F) SAGEF Fqig T FATATATE ThS AT

(@) AIAHAEE TRATATHT [FaeA0 HaH T

(1) ATSAH [RATHATT, FTIT T Frated qH=d HIAH T

() ST FR=ATATS T THATIRI TATIA

(3) I qiETeE qeataar s T

(@) AT gaTe T Frders f@er siar aared

(@) FEATH q&T T LI Bl TH

FIAT GTAT TAT JAGT, FET § R



9.% ®FHAT (Personnel)
9.%.9 9¥=T (Introduction)

AT AIHT FGST AT FLATHT FA T G SAANFAATE FHAIHT BIHT Ao, | AR
FGISTHAT HMH T TS TARIATS FHART AT Alehad | Tk TSSTHAT AT
a7 A T FHIR a1 FHART T T5 THRH STALCKT grg | FHAT T a1 AR
fa gerars ASRETAT (employer) =g W AT AT MR=ra FaAr smamed 9%
FTH IETIT F TRRHT TEAA I T SATRTATE FHART A, | TAH FHAT T
TEERIAT BT Tt AFTT T G |

F AT, FEAT AT AP dipUed! AT YT T a7 Aol glgel T TR FHAATs
frer fod ¥ drama e w9 g T T FTHAT ACH ATRTATs FHEATRT
ATT=g, | BT ATHT FHART AT AT BT TAA A% HUbT ATNT HBTH T, T 1T TLaT9d
arfestae 9T T |

T STIRETAT e BTH IETqd Aiv=rd sarer, qiestie, ek a1 a7 Jehreen
AT f&7 TR HIHAT TMTHT AfdTers HHATT 975 (A person who is hired for a wage,
salary, fee or payment to perform work for an employer) |

FIAAT ATITET BTHHT TG AT AT & T BT Toers (Ha=0r T qiaedr e

TETATS HteAeb (Principal) ¥ AT T AT T qIRATHE a7 B TehIRepl ST (o7
FTH T JeTdTs Terad (Agent) A= |

FHAT T &7 ¥ ARGl & 81 A FaATS AT Gesl & | el ATk wfqaa
HAITH] AITh AT ASTRETATH] AIHBTHT Ihaweg A HIATT ATLATHT FHATI R AABTAT
3G, | IRV EIHT [qATATHRT TATHATATIRATS oI Alcheg, | TATATATTHRS [qaTed
FoATAT T HTHAT A% RT6TF, FHAN T FeARATs HIHAT AMSS | TF RGP 2aT
JATATEATT S ITSTRETAT ST 3G | dY TTATEATThe TeTgehT aTel faemerd saa=ard=
AT TAT TRPRA ATAHTAHDB! HTH T T TFATIT T& 1676, FHAR! AT FeTdehel
S T T I SUET IAT 9 FHEATT T A | FAeAT feremera Rrapers foaa wh
TETSH HTHAT GaT3H TP ASVRATAT a1 |iteasd (Principal) ¥ R1eTe Femae ar wH=m
(Agent) & | TR T HITeTeh T BT FHATT & T SEATSHHT ATHT T [T T+ JFTHTAT
=T WIfed] TFAT g ¥ 1 fafera afaerr g a=1 afes 79 |

THTHT FHATT A ATHT &1, ST Aq%hT AT B T | BE TWEATTT FKA T Fel
TR SATAT, qIATHE ar qiaar a1 T, | fAfvera & ¥ FEr e T8 | o9 @uH
FALTHTT 0 T AfTepR Tedd ¥ ST a1 ARSI (FFaR ¥ TaThaer
G |
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9.%.R FHATUHT THTT (Type of personnel)

T FHARNS (AT T FEAATH Te¥ ATRATS I STrHamIsaweT F1d TEH |
SHEwES! FH T FHATE 9 fAaifa g a8 FHERE IER gaarsar
FHARIA (A T [TFarT qar I9&T grirdd FRMAT ATad g1 eI ATRH
FATELT T ARHT T&l TAAT B | FHANATE BIHAT T AUHT AT AT
FHAT, TREXFTE FHATT, Ao FHARr a7 raaiaed FHET, ARG d eATH
FHAT ATl ATARAT gfF FeiTeheor T TRUHT 3 | A= a7 e e
FHARTAE Ioaeqd, AAHITIT a7 et FHIATRIH] BIAT (G JedT auiihor
M, | FHATRATS HTH T JaT AaTd T Gra AT HehehT ATLRAT LT, AT, AT,
FRX AT SATATGTT FHAT TE&AT TBRHT FN(bR0T T TRTHI ITS7, | deiehl @IS
FHATIET JHHT FEI=IH T g Ilehes;

|

l l

frafg 7 T s FH T HIATATEHRT SATUTTHT
I FFEITYT FHAT TITAT FHATT

9Tt (Specialist) FH=TT HEATAT FHART

JTHT (Generalist) FHATT STATGT HHAT

9.9 FHAT TFEATFHT 4 (Meaning of personnel management)
FTATAT TATIATH] (AT AT T LT §7g | AT A& T I 9T A TeAehT ATNT HTHEBT
AR AT T | AT HH & H&dl 99 T SHAT AUH o Bl HHAREE TF a7
TRISH Alheg, (b I | TF ATIRAT ATALAF TGIT T WRHAT FHATW FLAT T
FTATATHT AT T FJeITATAR FMH I RIS B1F 5 FHAT HARATIT &7 | FHART
FATIIAH] HE: [AHATANGd qI=3Tel Fres Te

FHAR FTEAUAHT qET F

(%) STHLTRT ArSTar o

(@) ATTITF HHATHRT I
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(M) HH=T fThTE
(%7) HH=ATT =TT
(T) FHATH! TFATY

() TR AR JAT R/OT T (Human resource plannig)

FTATATHT HBTHE! [FIATIT T T AT FTH Tl AT & F&Al ARIAT, &Tqar T {49
AUHT Hq FHAN ATAYTF TS A A(SAT aAISH H1I FATATH] ATLTIAA T, |
T AIATATAR = FATATHT AT ATGE (AT TeehT T3 ¥ FHATIHT TS e
g |

(@) A& FHATLRT QUi 19 (Acquisition of personnel)

FATATRT TS FHATY YT T Fra=gdr T Aifg, w7 gfear fqaror
T, | AT TTSTAT ¥ FRATAAR] ATTLARATATARET FHAT YT TR AT fa=rae
T, wéve fam ar gk ffa T s fafe gfsrarare sratersET FHER g i |

() FETETRT ATEIFATATER FHAR fq@@ T (Development of personnel)

FATATHT qUHT Tl FHART THT AT, HAT T (T TUH G377 | SHEEHT T8l
fataaarTeTs HTATAART IJLTTATARET FIH T FeTH TATS (AT TebTIHT A, GRTere
TAT &THAT AfGHT FTUAFRHEE Toarad T ATAYTF 575, | FHARIB! [Ahraaraedl T&
FAFHAE FHARTATS FATAIYT qfqeg T TTH TRISH Alhvs | TIATE FHIATATR

fafiTse BT fahTE A% GHATEHET BT TRITET T Aihe |

(&) FHAR T af=raw 19 (Utilization of personnel)

FHARIATS AT, &TAdT, faq ¥ STeare ITgF FHA @argH, Hi=d feaamr
AT, THT HTHBT ATIT T T HTHAT AT (TFHER TATS Tl &1 FaedTa—d
TIE | TP AT T FeTH FHARN AT i IAewel AT de FTH FICH GIoTeh!
qferer gtfae T Al | T FHARIATS F1H T I AT (AT T RIS
F FHATR FALATIARATR &7, |

(T) FHAT® GFATT T (Maintenance of personnel)

FHANATS HTHAT ATATIAHR] ITIAT FaT T FradT FATq T HE THRTATR AT
FAATSUS | FHARIATE IR TRTSTHT AT FHARIATS A= AT T ATAOTET
M FE I T | THHT AN FHANT T FRATAAR] AT a" I FaH
Rl rl
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9.9 FHATIH! JUT AT T&@Td A[(HIUT (Rank and levelwise classification

of personnel)

T fpfawerr FHAREE A1 FATATHR FH JeITATAR TodATAT T Afhad | A&
ATAYTF Ear | FATAIAT AUH FHAREEH] Iod TeHT FIRAIAT THE, HAH a7
FATCHE TeAT 9@l TH@ TIT FETdF FHANES T Todl TeHT HATAT qerddh STl
faf=T T FHAREES FaedT TRUH TG | FIATAAD] HIHB! [IATITHT ATITHT
T TEHT ST TR fafa=T ATHeH 98 o1 TRUHT g4 d%g | A dedhl &
9EHT & FHEAT ARIAT, &TAAT AT ATHT HUHT FHAKT A Tl HRTh! (IR0 FHATT
FTITH FE(ega [AAHHT ATIRAT TS §rg, | ATHT: FHAID! SR T TeTd
T Y@ q5 ATETAT a6 T fafd J=aa T S ¢

() Aufa afiw<uT (Rankwise classification)

FHARATE TRATIAR a2 T HOTATHT TEa&HT aRH T, | AT GRBIF]
FATATEEHT FH TH AT FaATHhT FHATRIGED aNTHLIATS ST A UTRT
SAENURl w9l fad afbeg | MSTHEAT AT FHEANEE S9Aged,  TST9T
AAgipd T AUIGeT T &I AT AT A ARUHN g | A aF Sefife qf
yifafae T geTrETTeE TRI g% URRET FHANT T | Ol gAARAIT G AUiita i
gow, fgdfr, g, =Iqd, of=t Sear 9eHr YA TRUET G| A9 AR aTan
RTSTIATS ha TIH AVl I=F THT T & 9 FOGE qr= =T Jeadl &Repl I8 27 |

(@) q&ma anrR<or (Levelwise classification)

FIATATHT FHATIATS (AT TEHT AT TR T TS FHAI: AT TEHT AT A
HTTeedT TEAFH RS gveg | AP &Aehl ATV AHAT a8 9 aM@ dg 9= TFH
FHAT TE T ANBUR! TAITATS TFeh! IETETUHT BIAT [ Ficbras, | TEAT FTBITHT
TE 9= FeITwIT HITIecAT TN TG T e q FATwaT Jeedl Tl 9T AIAwg | AT T8 TEahl
for=rT Y8 9gTs YeuH T S BUAT fd5s |

.5 FEEAT TATATHT FHATUH! q&d HHFT (Levelwise role of

personnel in the office operation)

AT It TUHT ThR T TR HHATEED] BTATATHT T& AHBIHT AT AAAT T
A T FHARNATS (1) Fcd Te (FEATAT YHE) () HeAH qE (G TH@) T (3) Gerdeh
qE (et FHARN) T T ATd JHRAT TR Mg, |
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(%) Adea g (Leading level)

FATATH TFI (THAT fdE ATHT TES@HAT FTATATR] HIH T T TRIST T ATIRR I
FHARIF! Tedls Aqcd de Aiwg | Adcd dedl & Afars g IqE 9 |
AT FTATATR] ILIAATARF FAFTSATAT T FHIEH T [T FATAT THEH §7, |

A FATATHT FHEEATs AT ANBA FoaTad T ATRART TAR HHATATS
A=A T HIH Adqcd TS, | FATAT THE ATRART Aol &bl Haad ar
T WU T e a1 MErIare JifURT ATHT FATATR! SEIAATARE! B
T RIS AR ¥ fTFardy yret Tl gvg | HaTad THEe 99 HH ARl T 9%
Iqcd T8 A1 FAAAR] AGeAl TEHT WHh d%® HHARBEH T FeaM I T
FE T RSAIS | TH FAAT FATAT THEATS I ATFRAD Fal ATHPR "qcd
TEHT A FHAW a1 TodAl TeHT (& a1 JATASA T ATEIT (HATRUH &75 | "qca
TEATS HATT ATTPR TATATST T (Ao T T Hqqd AfTFR TATST T Ao T

() A agwT FHART AT T FAEE (Roles and functions of leading

9%

personnel)

TIA TeH FHAN @E T FHATAT THEH A FHEE [MHFATTER B

(i) TFEITAA a7 HiedAl deol (MR Tl A BT T

(i) FTATAIERT TISTAT TAT Tl TR T T HAEAT T

(iii) fafa= T T Afaqewliaa dE@ETs qT9o=g T
(iv) FTATATRT FHATT T FrAdTaepl qe=rad qar fHAae=or T
(v) ST Sifdad Jav Mfdes Frqaraeer qGRar T

(Vi) FFIIfad Il AT & A3

(vii) e FRIARH T@T TE, TE TS T A@l e RS
(viii) FATATATE TR TRUHT FTHEEH Trqdad T
(ix) WTear s (e qar @= Haraes ¥R Hra=a= T

(X) FATAIER! LT A TH ATAYAF AT FUE® T, TRIST
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(@) |weaw g (Middle level)

FATAAR JHE a1 I=F qed=Nd I e qdT dodl qaehl HHATSRT /el
TARHAT TET FH T FHARIATS ATATA. HAH Tehl FHARI A3, | FTATATRT HTHERT
TR AATAR FAT@aras fafqe faamT, Heremar a1 smaesd! o9 T (qasl THEsH
EIHT HT T FHANEE 5 HEH TEhT HHATT g | T T HTATATHT T8+ JE 7@,
T T, @@l T &l ST 38 Sl JH@ 97 HeaH @bl FHAREE g |
HeAH qEHT G Ia9Td ETHT BTHRT (T B Bk g 75 | T Tehl hU=RIars
FTATATH] H&A HIH FHTEA T HHARIH ®IHT [qgeg | AT FHAR ATHFT AT
TEHT QTETRT AT fAaifed FTHeeE qeares T4 ¥ RIS 1 T | T FHATIA TRl
FHTHH! IALENIA FATAT THE a7 I=o TEAT hl 575 | 9o qeebl A ATFR HAH
qedTs AN AT AIfBUHRT T TR T FEHAT FATAT THEA FATATR] T HHT
TR HEH] FHEE [FHEEd T |

() HeOW qEHT FHATRT HHEAT T F@EE (Roles and functions of middle level
personnel)

HeTH el FHARMT Tieed 5 g Tgdcher a7 T BYHAT YRTT STTHT BIAR
THEAHT (AU [ are+ AfueR g | a¥ AT fawa a1 wewaqui fawermr o 1=
7 e FRER T T ARGFR T TAT TEAT EaT | T T T FHEAT HAH
qEd ATAYTF AT TGl TR [aeeqqurated HIfdecl IEl FHART &3 HTATAT THEH]
T TG | HAH el FHANS AT AAfafed e THIs,

(i) &THT FSTFHETET e e [uitd wr T

(i) AT T HaRor Tl Jifq Hrar=ad T

(iii) fafa= e ¥ aafrdeslias dm@va® FTq=g T

(iv) FTATAIR FHART T FrAFTaTH TR=ATAT qAT (AT T
(V)  FETAIHT i TAT AT ATTaATETRT FRET T

(vi) FFIIfed HIHH AT TET A3

(vii) e FRIARET @l TET T @l IR0 RIS

(viii) FFITET TRTHT FH T q7 GoAEEd Alded] TeAl Jiqaed T
(ix) WIIeAT P Mo 91 a7 e Hhra wReadT T

(X) FATAIR] LA A TH ATAYAF AT FUE® T RIS
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() |g@® dg (Assistant level)

FATATR] TocAl TEAT T&T FIH T FHAREE FeTIF Tl FHARI g1 | 4T FHAREEA
FTATT a1 HETTET QMETH Tl FTHPT [THAT [TaT | FH T amare! A= gerreesr
FE AT FEEA TG, | AT FTH Fe IEMIET THREFT &7 TS | IETexIThl &I
foraTea AT T YT FeTdwdTs (A Aiheg, S oddh {ad [qandier A7 fod, Oeh
fer, AT TR T T GATATEATIE ¥ T+ RTETehel AT T | TS | TATAhT AP
FATHT AT A b AUTHT FHANATE FETIF Teehl FHARIFB BT [d5+3; |

() TETE® qERT FHARS! qfET T wEEE (Roles and functions of assistant level

personnel)
FATATR FA THAATAR FETdF Tehl FHARIA T HH I HYFh FXh g | av
FISTET FATATHT ek qEh FHIARTATS HAH T I dehl FHDR] T HATATR

FEATTIAATE TEANT T FTFar Ggus g7 | Gerdd Tehl FHARS FAaadE a9
THRFT FTHEEH TERIH] AT AHHT AT, | TeTdd qedl FHAR AThals
AP T AT FHHT Gl TEhAT T, ATTAGIRIT T, ATIecA] qedATs FIeTed
RIS AT ATl A HH T, | TETIF TeHl FHARIFR HIAATE MEATTAR T&Id T4
BIETE
(i) FEET FH : FATATR] AIXITAT T I=F q9uT HIH el
FHARIEE fdaguar fafT=r o ar aaguest Jren
FATEAT T

(i) @& yEEFseedt FE . FEATEIASR AT AT (front desk) AT e a1 9&TH
T, ST T, H1a a7 JSATT0T JTd T

(i)  sfdw Fd : FIATATHR] THH ITA I, @IATHT SEer T, o@m

(iv) srfroEereret &0 FATEIET ST g9 BTG q9T AfTer@eT hrgfas,
HUSRYT qIT qIET T TATSH AShad T

(v) TEEE & : HHAN qRETAT TaH FEET T wHAT b
g FAEd T WEdRT T, YR ATId®
FRAThATIREHl TeITdT T

(vi) T=a ;. BTG FIAAT ARAFRATAT AT qEA =T
FHART ¥ FAIIAATE fafgd a1 Hifges =91
FAR T

9% FIIAT GATAT TAT AGT, FEIT <



(vii)y afaaem &1 F@ : FEAC@IR S=F qAT HAH  dedl  FHANT T
AIFEEAls (MoThl HHAT FEaRT TF T

HTATITRT ST T HEETE 9T TSb SHTEATI,
o FRTOET FediT St &1 T

(viii) STHRTUT FSATAAGTREN FE : FBATAIAT ILH HFAY, RIEHUl, AR,
T, d A IURR qAT HTAEIEa ST
THEIIT A JTRIUETH] oA 9T TR T

(ix) @& O qJEq WA F : FAAART AT ATALF [afq=T ar, a&q qar
AT ST T q4qT I T

(X) JSUINUT qAT G GSHFAT & : JATTR! AT YTeha&dld HIH BRETalH
FEIHT T FIATAAD] G¥RTT TAT TSI I

R

T

>

(xi) ¥ FH : HIATAAR] BT TEETAT JHEET 97 &®
ATAITRATH FTIE® T

SIS

. TAHT TSI AT BIET IAL ACRE :
() HTATAT AR & &I 7

c

(@)  ATIRIT FTAHT F g5 IaTeX [GHe |

() AT ¥ HATHAF FTATAART Ueh Ul IaTex0 [aad |
(&) JEYART ATRHT FrATAH A THEE |
(3) HAH TP HATAT AR & &l ?

(&) HATAT FIXIIA AT FeATs TGS, 7
(B) FATATH q&T TeaATal FI FHF & &1

?

() P HATAT AR % 2T 7

(¥F) HHARI T FAATS THISS 7

FIAT GTAT TAT JAGT, FET § qV



() TSTFHARIRT ATIRHAT FHARIHT bR Ao |

(@) FATATHT FHATNB] GRETAT bebl ATUTHT THIE, 7

3. O AR Bl IO AR ¢

(&) FEATATRT FA (AT Fewd AT |

(@) HTATATRT BHBT AHAT BlEBHT AT |

(M) HITATH TS AT AHT AT |

() HAATD] IeT TTCAH ATV HAL FATAT AT IS, AT |
(F)  HH TH FHATATIR] ATIRHAT FHATRIER THR Iocid Tl |
(F)  FHATR! HA AT Tebl FTHLITHT AHT TR |

() FETH TeHT FHARIBT F TAAIT FAEE TCTE |

3. TR JEFART AW IAT ACR/Y -

(%) PEATATRT TR &3 BTATATRT THRPT ATLHT SITHAT T T |

(@) FEATAIH ATTRAT T FeTdF FIAEH [qa=qT THe |

() HTATTT HALATIATHT IR & AT A=A Hewd FaNTT &I TR |
(])  HHARI FEIHH G &3 T Hed FTIH TRAT TETed |
(3) FEATAT FoATAT TAHT qqcd TeHT FHATH] qTHBTHT AAT AR |

IehIIeheily

TIEHT THITIAT & FEAT FATHT EHT ©A, AT THEAT BAhRA T TH TR TR
T T EFHT ATETHT FAHLOT TR T&qd TR |

9= FIEATAT TSHTAT TAT AGT, FEIT <



KR
PRI JABRID

(Office Assistant)

Rq FEET TEg@HFE I=T T TR (Introduction and types of
office assistant)

FRATAIAAT B GeAF TH FHARATE THIAT FAT el &OHT AW |

FTATAI D] FHTAGFAGTAT (HATHT TeRRFT FIT ToaATATHAT TAeT AT IRIET Tl (STFHaTerqor

TLATE FEART T Fed Rl FHANIEE 5 FAT@T TedF g | FrATAdhl TR AT

FATAT TeTAHATS AT THRE ATgT Alehrs,

(%) TTcaTeT
(@) s gerred
() THIE FETTH

(@) wiEaTen (Sectional clerk)

F FATATH] ST IT AT RTew AU g7 | FIATATR] Hiae (I
ETHT JEITE T{IT Tk ThREFT 19 TEET g BATAAH! (H=a € (desk) ATg
TS | [IeTeradT Tl TRl I T+ TTFaTs T Hid’ T @l Tl THArg
T Hia 9ig | faf=T IRery wraTdd, aTad, S5 q9T 97 THEEET T Bidw
FH T FETIF WH FHARIATS Bl =g, | Ridardrd smar a1 Heremal 57

N A

T WAl TEhT HHARTR! (HEITTTHINTH FATATRT iTeh I TEATETHAT AT TS |

(@) fasft @g@® (Personal assistant)

Tl TTFaTeHAT EehT, 8 THERET FA AT, AT AT TEAIT AARATE  qdr
TETIITET | I T T DTS | TAT TR HT FTIAFAGTHT FEdRT TATIH

FTFETT 9T WeTE WRET FHEAN AT (el AeTad A | sl Ferashal qe Fd
RTINS [aaad ®qHT TEaRT TS &l | TqH AT XA TEIeTehrere T
FIHEF] THI=IAT I AT i TeTaehed T |

() ¥k TEEE (Receptionist)

FRATAAR] FAT (a9 AT FATITE!, TTEk AT TEATelTs AT HIATAATFIAT FIHAT TEANT
AT T Giad TeTad TRET FHANATS ¥ Geldd Aieg | AraRora: FrRradar
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TAYT TS TAAEE AT WIS, FET AME AMGURT SISHT T TFIE TeTahel HTH
TS | T FETIF FATATHT AT ke i ATadepl Tl Had =t 21 | Taawh
FEl AUH FTATATSEHT TEAT FHARIA FGl (TFHART 8 I g7, | T8I FeTdshel
YATTET AT ATEHeATS BT AT T T3S b1d AT FT Tdeh Udeh SIETATTR T, | THIh
FETIhRT HH TAT TeTT 9% AETThbl T2l AT q&l | HIv; [eheiieh YaATUTEr a7 UTeehel
Tk AETTheh] TEANTHT ATARHAT Feol ®IHT JaT [ T, T IART BIATAT (T ETITT
T AT, |

3.} FATAT TEARRT HUTE (Functions of office assistant)

FRATATHAT FATAT TeTdehel A (AeAtargd w1 T -

(%) T FEfRT AT T (Plan daily activities)

T T Wfed] TR AT AIEAdATE GednT THIE | FATT GeTdE AThe THIT FIHET
qrafHeFATaEaeT FTAIA®T TATHT ATETHT FIH &M TS FTH Faad 99 THIH qfT
T F(hw5 | TAUF (& THIT HH T T A(BUHT HIHB [qEATT T HIH TH FRITHT
QAT o1 FTAAHATAR . FTHH ATSHIC T HALATITATE a1 6 afq I
FRATSATS AT T |

(@) TR AEET a9¥ 9 T 127 I (Drafting and typing letters)

fraftaa yesfde Ferdraaesea! TN, STaTh @R TadHE HUeE HAdd qerdd EaTHd
TS, | FETATH G FrEfag fafr= gfqaes T, g=daE AR T, ®RW 9,
TATSH AGHAT T TAT AT FIHH FFAIAT ASMTS TH a7 Jrare afd FATad Teradh
T, |

() fedte T fawqdi®<or T (Note and elaboration) :

FEATATHT fafT= THAHT g AR, AR aAT, T3, fahi, fafedr whd=re, T9r
FEA AR FEAT AT TEATAT T T FRTHT [edie T F1E TAR T HH 91 Hrared

o

FeTehel T, | IEAT faureel (g T ATeIFATHTEaR Jiqaad qar T ar
fedie STRY=T ATl AR FHAREE ITde TRISAIE, | FATAd FeTadhd (g
ATEAHETE FATAT T THHT FHAT FFalead (qUaHT ATTH FHEAR AT GHRTTAHTR [adiE

TR AR Afaaars ITded TRISIE |
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(&) g1 T (Communicating)

Foil el THETAT TEd a1 AR IR qIHFTHT &l FHAI HTATATHT
ATUHT AR T FATATSTE AR TN A= RTEATH AT ATER THIG, | AR
ATeAfafas ATHT T FATAH GR=T & T fAREHT HATGTIEE FRIHHT TH, AT
THETT TH A9 FLIH TR (a7 FEAeda M@l a7 JEH FHAATS BT IHT
MRIGHRTITRT HTH T |

() wgfag T (Filing)

FATAAR] FTHI I FBTIAB] FAEIT ATAE e H1A T HrATAd TaTdehh
BT | TElas [afgel STHERI e, [9ud a1 9= HaR UF M= MaHaTar wreidas
T HTH FATT FETARA TS, | BATTIA T g A1 (ST B BTSAAeE=HEd b
w4 =g g aauer qu T MIwaaaR ¥ aAual 9U RIEidaear dgiiasd
fafars AR @i a@q ATaede FESTAEE qd1 dSH ol TR T fHarsus, |

(=) fadirst qar arEe smemYe™ T (Exchange letters and parcels)

FATAY HETAhd FATATATE (6T TSI (ST TaH ITHA ShAEEEH aUhIUIATIR
IIIFIAT THATS T3I8T9E | ATfeRdre ®IAT@IH] I TEAT ShH aa®dl STedar qar
NAfAFATATAR T Wie, oTEr 9 THE FEdrs [@q9d 21 AfeT T guaed
TRISAIE, | IEAT HTSATAR] ATRTFIETTHT TTATHFATHTIR TATs qiecd T FH AL ATs
AT, TSI TS, | TXAT FTAHT AN §ATh, HIR FaAT T AT gk YaATEET qTCHT
HITATIF SATENRT TETS, |

() ATl WTHTE TGEATTA T (Arrange visitation of visiters) :

FTATrIAT fafae Wi ST T | FET THEET a7 & Gl THE a7 BiaTdeediT
T FRATAAAT ATST AR FARIIEF =R T, HEHE TH @Ioiehl HHATRT
A7 TRMIHRET T TRISed a1 0T [HaATS(ad, FeuTe g q9a] WU HRUHEaeh!
SAHTT fa T | BT ATl (AT ar A9 U $EHte T @it
qU ARl JHA fa=R TR0 T AT T, |

() WHUTR AFEATIAET Tqrafeerd w1 T (Visit management)
FATATHRT B FHAR, THE a7 TSR HATAT FAar fafae=T e A
T | T AR TAR T, FHT FAHHA qAT3, FATIETS, a9, I a1 A4
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THU IR [dehd AT 9, JHIHT (T ANed ATIITF FRETTIT FAId T
FEANT T T GHITTLAT I AdEATFAT FAHT FEINT T I FTATAT TeTIRFN FHoed
T3 |

(vh) sTfdeR stfwer@ T (Keeping financial record)

FrAEIAT fafa= fFfaasr a=mr ¥ @uee MRegd | ARl T @l fead el
FHGHT FATAT FETIFA I | ATMIF FRIEARS] @l TCT B AGrET FFfed
FHARIA T AT A AT e FHAREEA  ATHAT FEafeqd AT @bl
feamafeare TeTTs |

(37) STHIUT =1 T (Operating machines)

FEATET FETTHd ATHT FATs Aol T (ST TG Foarad THH AT HTATATHT
Sueed fafam Iueeer qar Afadewd TeATdH FAH AETIS, | JEAT JfaT 91 ITHT
oo T AT T AT TPl FHATTR AR fered, AfGTehT TANTRAT qfeTeprepl
AT TAT Traddadhl edNare HGT FoaTadeh! TRl AT, |

(T) FEATART TILUT TS (Remind the work schedule)

FTATAIR HAH TAT Io AJAHT T8+ HHATEE ATl (THIIT T HTATEAT T, SATEATIR T
F T, fafae S5 TAT FARAHAT EAN &, FATATRT HBTHbT ATTHT T, THLAT
FHTEIT T, TR LT (HATSH T 8 &5 | T THRH FIHb GoaTATH]

T Y JhRET FAATS AT T FIATATA [GhTd TIhI TUTATRT TART TAATATRT
FH I TS |

3 FHUET GEUF g AEH JRIaT T UEE (Qualification and

traits of office assistant)

.3.9 FEAAT GEUHH! TRTAT (Qualification of office assistant)

FATATD] FTHH TRi T F1F AFHATIAR [T T@ T T8 FHAREE AdTF 575 |
F FATAIAHT A¥ /T eIk TRH FHART Aa9TF g A9 F FAT@IAT 92
ASAH T&AT FHARI A qFS | T Feldeh Wl HH Tq FAEad Ferdehe
FCATdl, 7 FHARIG] Feldd a1 TFIh FeaddH] AHEHT FH To9g | Hrarad
YETAFE] W T FATGIHT H=T @EIH Tgd 9C 9fq @afd dfed T @aqar
Feargee fadiy FRAar AEaTF FaA | HATT FATATAT GEF TF TGS F qE
THT AW T AATAT ATFTATS FHM HAT T I qgehl TGHT F T Faay faguan

R FIIAT GATAT TAT AGT, FEIT <



T | T BIATAT FETqehek TIHT ITH (A= FRIar TThT ATHTATE HHATIRT &THT
fore wi¥ew 7 eard ufv fagew | o8 srraa Geradsr e qaar Jar gerer T
FHAHT FFATTARH Il ATFTF 57 -

(%) =gmaw frew (Minimum education)

FIATATR] TAGF TEHT HH T aafaqer M= Gfae Tradr g T gwg | FHEm
fga T 2, (e a1 SR ATRARIS T8l Todh Tael & H&dl BT T e 9l
FATTTATU TS | FIATTIATITHT ATIRHT AT HTH T IAdH FIHT & FAT ARIAT
AT grg AT (IR THT Gl | T FTATAT FeTqF TG BTH T Bl SATHRTHT
AFTHT FATH SAfeTF AWIAT g ATAVAF TS, | AIAR GEEHT FETF FHATF]
AT ATeATHE TEel FAqH AT AT IS aY AITwET FTE AT TUHT ATaqars
AR fam Hipg |

(@) @A, F T fomewedt @ (Knowledge of acts, laws and by- laws)

FTATATHT T HTH & HAA THIS A SATHHRT I FTATAT TeTTHdATs ATIITF T |
fafae aeHT 8T FATAART FTH a1 T J&AT FHARAT AT FATAT T TAIA FIHET
TEI(eIT FIAAT AALATH] A & ATAYTF &75 | T A FaLITHT Feafegd U,
o, fafqom, faae, MeRTeEr ¥ a9e® WBrad | SEeddadl Jamdr FaeranT a=ar
FTHT FAToRT AT T ST W ¢ Qg I AT JATAS FEET AEiead
FAAN (AT fa5qd TEERT A@9dF &5 | FAAl Fadl ¥ wragsarad fafg ar
IIRATRl ATHHNT AUHT FATAT FedF a1 HHANI JTHT ATEI AT W ITH
T3 |

() wWifes ;W (Linguistic knowledge)

FTATATR] FTHFTSH] ATATH ATARAT AHHN HATAT TETTFAT g1 AaTF 57, |
FATAT FETThel FATATAT I =8 05 GgH, Tarhepl HAIET T, Aol TR
FHARI AT FTLATTFATS ATl STAFRI RIS & A (I Fratedd HH T |
TEAT FTH & HBTATAAR] FTHATE FIHBISTRT ATITRT ATTTCHT TTHIT ATHT For fageft
ATITAH AT AT ATTITD Er, | TATAR] TS THT FIATATHT AT TTITRT TTHT
ATl AT TART &7 W hel T JEAT LT AT 909 JART &9 aTerehl g | faael
ATITHT SS9 T TANT 8o, | qHATe e faeal, Faiar ¥ o= fqaell 9o afq g
TG | FATATH] ATATRATATAR TEAT ATqRT ATHTT I SATAHT HUH FrATAT
TETIF FTHT FATATH] FHAGAAT Teof g7, |

FIAT GTAT TAT JAGT, FET § 3



(ET) JET qAT Sgfrgarret I (Accounting and banking skills)

FATT TETTF TATHT FHATN FTATATHT AN TehH YT I T AT THH STSHHT THT
THT TTT FTATAART THATE G THH] THT Fo 9, | TXAT HBTH THHT AT @l
7 P FREARTERT ATEIRYT A FATAT FETTFAT g AAAF &g | FIATAaHT
AT AT a1 e TIAqH HIHAT JAETEATs H1ST G AHERI 9 FRmad
FETIHHAT EATS | TF THREFT FIHET AT Aqq Fa7 faed 9rars avrs, Tebr fo=, feara
TS TMITRT AR (99 ATT9TF grg |

(¥) FFHIT A §= Afaw =«re+ f&w (Skills of computer and machine
operation)

FIATAIAT ILHT FFIAY, RIATHUl, TS Fhfag STBCRIATRT fafta= fasrer
JIRU F=ATAAH] A G FATAT TEIRHAT ATGTF §7g | HATAT FETAb  ATHT
FH TH JAT FAGAT FHATS AARIT TH FFIAT AR TS AoaTed T
T S 9 geg | At e A waTe TR A1 BTATAHT TEHhT AR TR
FATAT T ARV 67 FTATAT TETAFHT ATTLTF 573, |

(=) &= f&w (Comminication Skills)

FTATT FeTAFAT Hifgs q91 fafgd F=ar (90 gq am&eas g | Hifgs Foa=ar
AR FaTE, FATITEl TAT EHETH] FaTd, FBHl F G JIT F TS TR0
feoqolt a1 T @ AT FHB AARR] 598, | FoARH FHHAT HRIAS T fH7ad
FAER T (89 3 O T FHARAT ATALAF 57, |

(®) wEavaes @ (Performance Skills)

FATAIAT AThRATS ANSUHT HH HAAAIAE GHET TH qTaeqF a7 fafa~ faq
af FATAT HETAFH] ATALAF &7, | FATAIH] AT FHAR] AT Adcddrs ednT T,
TATgH qgehel qIT Glafte, HIsiaeg ¥ Afqeg TawaTad, STETe q97 d86 aLITaH,
FHANE & AEATF g7 | FATAT FETTHAT AT (9 A qEl &7 FrATAdH HH
wafd § THET g T |

3R FIAT TETFRHT UTEE (Traits of office assistant)

FTATAADT HIH THATAH] TTHT HEH T THHT FHAREE T gATS, | FHAEEHT
TRENFE FEAN, AU T @y, AdeR, AehHEed] AFATAATE qahd, AR
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AT (HAaq aeR 97 3AT FHAREN I AU FaeR &l [Ues ATdaH
O | G99 FHARMT HTH T HAAT AEATRATATEAN SAGHAT AT AR qdT
AT T T, ST deqqiq FHd, qhqul Afqeataq fad qa, Siear, aredr,
AT TP, TRTHT AT ATHT FTHBT FCHT OGNS FeATS T ATCHHATERT TH
TF e ATATF AIArSA | T TUEEH AATAl HIATAT FETAF FHATIHT T&qa
MUEEATS [FAEISTH J&d TS 3

(%) =afFaa sm®fa (Personal appreance)

FIATAT GeTdebel Tel AT, AT, ATHTE T BTILIAHT BTH T GET g U (FIATATA
99 HIE AR Tl AT WETATARF]) TSI, | HATAT FeTARR! ATdTcdel HTATATF]
FHTHAT FHRTHAS FIE TTE, |

(@) aya®wTg (Hygiene)

FATAT WETTFA ATHT AT AXABIGE] AT AT BHFET T BIATATRT TRIZH]
THa 3Ifaa aedr faesTTE | IR ¥ fafcdr Ao wataasr wwes e fAamy
AMGUHT FTATATHT HideR TIT ATHUA BRHAGFITETHAT GHERIHE T TS |

(M) @I\ (Restraint)

GIH T [RFHEPT ATCHAA T ATCHILATH BT | HIH ARl AT T AegaeSrad T
&1 | FTATATHT FTHHT (TATGATHT FAGT TSRS TAH AdHTE FATHT TR FA I, |
fea 33 ufv uf smhRfay garg af@m & T EER T T TR & AERICHE T
Ta@rSq 9 FIHAT 7 | FATATHT ATST AKIART T TR oA TaH gl w5
FH TH FATAT FETIAFAT FAHB ST 57, |

(er) "gawi (Helpful)

FEANT Sfeet 9t IERT TR THT &5, | A=aT Fedn [ g A7 TR 9 Ahidrs
FEANT T, | FATATHR q ATAEE Tehewd T i FedRl ATaqT TG AThATs A0
qel ool GeANT TS | TS & GedAWTHl qaqT @ TATSE | ATh FTedniT TTH
D A aiq & I g7 |

(¥) fire=r (Courtesy)

FqFIT TR 95 FIeR F RTLER &1 | 42 §a1 A e, TEhR T, gall, & 3
ETAEeY 1=, I &1 (4 991 Waqs; e Afqares T ¥ foar ga1 Seg &, a8 o |
STET RTSE=RIEd AT GART T4 ¥ IFad RTeedT @rss Arerdl areaesd! Irea yamT
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T 9 A8, | RTedTel #H1aad FeTdeAl qUH 0% (Uewdls THd GHRIcHE 91T
TE |

(=) fawmar (Humility)

TH ATCAT ¥ AAA AAER T ATGeATS qool TATSSH | THAT ATTATs o5k THT TS, |
FEATAT TETTHAT a7 T &9, o Folol IcTs AT@THT @ i ATTHTST AT
T k! FEATT I ATHT BTIHT AR T TR | T HrATed FeTab A9,
FAARA T faa9 g |

(®) fazam@ (Faith)

FEATAART HIATT FH FRAEEE (AT Ghdr, g=n, Ty I qG0IH e T
FATAT AETIFATE HITeed] Teebl FHAR a7 Jqcdel [aeard T | YT SHEaIT
TE, F UM FIT AAFIS, TAGH A FHARIATS A [qaTd T | AT,
FRETHET HAAAT T [F9TGAT AT AR, HTATAAHT FIHBT AAIAT FAH T
T, JATITET TAT TMEHTTRT HAIU e ATl FRATAT e ET fTeaawradr w0
TE; |

(&) srfwefa (Taste)

e HTHAT wfaet ety W fgd #m fae afees | afasis TR afwesr s
Tl B IR qEATAAT TEw, | Ffaqdes "Vl BTHPT AT [A9aaqHTT o | F BTHAT
ATUHT T GTAHT FTHER FAqdH T T ATHATE Al (FIATTAT FHATIR &THT
T TRISAIE |

(¥F) AuET (Relaibility)

FATAT FeTThe AThHATs [SFAT [GSUH] FH TN ARE TR I STAANg
F T TAROTHT B AT T AR | T HHAN T FTHAT FH @I a1 FH
FHGRT o ¥ TTHN TSI a9 AIA [qeeiqw daeqF G T Hiidedr qeare qor
TR I AR FATAT FETAhH] HTHAT SIS | AXIGT &IHT HMH T FHARIH!
FAFIATHT IR HE FaATTHT FHHIM: HTTeedT TEHT T G AGT I T8+ | Hrarerd
FETAHA AT AZTCHT HIH A T AT BIHT 9 FHe®w T qiT ATHT SRIad"
JHTITT T T |
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(a1 frafaaar (Regularity)

FATAAAT (AT ETHT IUTIT &, TFTRT FHATFH F1H T ¥ (AT FHAATARIATITT
T FTH T IS, | TR foraT Siebe T Afrebrret @iester feruz Ay faaram o<y,
AT [aTHT a%&T ATl T HIHST FFegHT AF] FHARATS AR TRISTIE, | ATHT
HAYTEATTH] HURT HIH FRTEER] SAH] T AL D SATABN e ST [AATHTAra=r=d
UEE FATAT FEAFHT TEAqE, |

() gugs e (Punctuality)

FTATAT FoATATRT AT [AGROT TTRTRT THT AT BT BTH FEI I ANBURT THT
AT W& F FEAEH T G FHARIBT Foed g5 | T HTH T Ideh T A1
HUHT HTHE! FTATHFATATIR FRHASHAT FAUR FEAFEIT IS, | FATAT FeTaHhd

U fAuTiea FTHes AIfPUR! A TETET T GHART AT THIS, |

SIS

. dH TR JfT Bt IO AR

(F)  FAAT FETTF AT AT FHANATS TS S, 7

(@) ATl AT & FHANATS A3, 7

@ Sl FErewdl gHE fSFRaT & 8l e

(&) HET YR FATGAAT ¥d TeTahH AHH 6l 575 7
(¥) FHATAT GETaFH FAqH dAfeTh ARIdT Hie gqIe 7

(@) AR fGUAd FAT GErdhd & TIE, ¢

(@) HTATAT TETAHEH AT AEATF FH TR AFIAAT & % g 7

() AT TETAFF dF F1d ACTerd |

() FTATAT TETAFH] SAfHTcac FTATATH] FTHAT GHFRTCHE TG TE, FF TH
FRO feTR |

() FATAT FETIAFH! F AR 0T Jeold TR |

FIAT GTAT TAT JAGT, FET § R9



AT J¥HT DIl ST ACT
(&)  FEATAT FETdFA HATATA & H&AT AAET et T ?

(@) hlcaTdrel HET FTHE®D TG ?

(M) FEATET FEAFATS UF, HAA T FMIHGE AH FA0 oAb, ?

() R [FURT aAT FrEhdH Tl |

(@) foF" deT =T ¥ Rear FEiad FEded T UEE g4 | 9 dAedrs
fte TR |

TR TR ATHT AT AR :

() UIST AAA GETAFHT AU H ATSHAT T FU T |

(@) Ife qUTE FATAT FETAF FHAR FAFAT AF AHAT H&A A0 ATALAF
SO ;’ g ;\\l

grRaisiai aref

quEHT faenem ar afvwat £ aguHEA™T FEE GEEE FHATRT pAwd TR e
TRET HHERT GAT I8 HETAT T TR |

Rg

FIIAT GATAT TAT AGT, FEIT <



BRI ANdaArErd

(Office Resources)

3.9 FEET FAATEAERT T=T (Introduction to office resources)
FATAT FoATATHT AN Al Fraaras draeds 9gq | Tl Graard=esl TaRTe
fafeera Hifeed e a1 ofde aTd gv | T ATaewdl Faw 9 ¥ fqqers 3fEa
EIHT GATAT TR FHATATR] ILLAATIAR AT A 9 Hd  ATITIAA T |
FHAREE HALITIAA TATIH ATTATATARET HH TS | LTI T FHARA HIH
TeepT T fafa=T weprert siifqes qar adfifqe Aeves TANT TG | FATTRT Taramg
FSATATHT FATd g AT, i, AAMTE T AMIF GIadqraaedre 5 s avee
A= |

3.} FUET ATIFHT TR (Types of office resources)

FATT ATewaTs Gad: AT A, difdes arae, faxdia a3 9ged a1 difgs
QI T LT AR TERAT (G999 TReg, | T FATATHT HEA =X THRET AR
SN & 9T 9fF o YhRAHT B ITIPR AT FXF Hih g7 Ad | HTATATH]
AT, ATHR, FAYEHT, FATTE! qT JTATHIH] AT STl dedaed] FATATHT i
SIYFRF AITE® TANT Era AT HRThl MR Teg | ATHT: FIATAT ATIAHT TP
¥ SUYHRATS (FATTAR a0 T RS e,
FAAT FrAATER
(Office resources)

l l l l

AT e Hifoaw anem faim @rem difegw aum
(Human resources) (Physical resources)  (Financial (Intellectual
AT ST q9T AT resources) resources)
FHAT AR TR EEll

FHTHER whiER O q9r far

AT AT T qAT AT S e

JIHTEAT it e AT AT ol

JIArATdeel did+d

FIAT GTAT TAT JAGT, FET § ESS



(F) AWET @19 (Human resources)

FATAT FoaTAT T HET FAT AAATT AT &7 | FrATATH] HEIUE F AFT e & |
HIFETT AT 7 0% Qe G TR TE, | AT AT SRR AT T g3 |
ATFA FTGTHT TR AR T

(37) =EEdTUA a1 Aded (Management or leadership)

FTATAT R ITAEAHT FALATIA AT AJA 673, | FATAT AoaTATH HET A HPT FadTa
AT qqA TeH g7 | FTATAT FoaATATE! ATSTAT TATSH, ATAAE AT, s qar
HZYT ATIHE® AATSAANAAHT FI LTI a7 AJcdel T, |

(3M) FHAT (Personnel)

FATAADT BH [T BTHAT FHANATE oA Teledl 576 | FHAREE aid [ara=
TqE ¥ TPRH g | FHANIR! (9 T SHATH ATIRHAT FHAKATS FTataed T Femaris
T fqATSd TRg | FATATDT BIHBT ATATTFATATIRET ST T JHRHAT, FHART
I T HTHAT IR=AT T, |

(%) WX (Worker)

FTATAAA THIA AT TRIHT B T (G0 [T AUH FHIRE® a1 o T ga |
FTHEIRE! TETAT TAT (AT ATARHT FTHTRATE T&1, AIGET T AGET I A [ehqHare a9
TR T TRl TS, |

(%) JammEr ar JusET (Client or consumer)

FTATATRT ToaATATHT Aeh oo qTT I FATITET a1 JTETHRATH] FATTAAT  Heaqor
AT U7, | FTATATRT HTHPT TS, FAT AT FJeATawehT TR JUR, FAT 74T Far a1 axqe
forepTer ¥ SSTIEIRROT ST&AT FIAHT AT JATITET T JTATAATHT TaTel, G¥HTT TAT TSI
AP Te |

e gaed s@aed™q (Human Resource Management)

FATATAT AT ATIART U, IR=TAT T 07 FaeTIehid el HaRT 3=
SALATIAAE &7, | ATASAR &TAT T THIReBT BTH THbT AN Gad AXAAT T BRI
forepra TRUHT 875 | A [S1 & FATadeedl d1 FAT@IR Adcd I=o FTeqTIqd
TS | 9 THRE! AFAE AaTae vl FHdls J90ad a1 qdd Qe SFa<ard
qf=g | AT G SAGTATITHT GT9aTd Grd, ARl 9 g1 9ieRar fqarer T,
fAf=a aifvstiae 9eTe 9, FATATRT BIHET IEAT ANAH TIT &THAT [ahTert & T,

30 FIEATAT TSHTAT TAT AGT, FEIT <



FHATIR! &TAAT T [TTATHRET HTH T (ST [, TEHT FIHH AT TAT HATZHA T,
FTHFT AT JSHTC I, FHATT TJcd THIwe AT T &l I brH T | fafa=
JFRET AT, FHIT AT ST ATUHT, H¥eh @A, (69 a1 d7al qUH Alddewdrs
FTATAAR] FLITATAR  HTHAT AMGAIT TUHTT HIHT FMIA HIRAIT b WAl
oo AT {3 | eTeel [ a1 UTHea GMad Fagad I=d T Aeaa=edl T3l
He<aqul fagreeT AT (G TUFT @ | HA U FATAAR! TJcA T T TALATIH &
T URT ATFTHT AT AT TRl AT ITANT 5, |

(@) wifas @mem (Physical resources)

SHFRATIAHT Tl T T, T, 33 I T ITANT T o q% ATh F=aTad g A
AT e AT & | TXAT ATeIhT AY=T TET a7 AT g7 | Wi AT TTehicTeh
AEAEER STANT T AFAE FeRAardre (a0 TRUST g7 | T&AT ATgTH TeaRTd
AT T HTH AqtsTar, fGal, T|T T AT BT T Fiches, | FTATATRT oo TeATH]
TART g T&aT Sifqd ATaae ghrers Meawiiad FHEE T e

(37) S, Waw AT FFEAA (Land, building or worlplace)

FTATAT TEd TITART AW T T o7 BT AT qfgel ATa9TF I Aifceh qra &l |
TEAT FTIT FTATATRT AT TATHEAR! a7 ATETR] AWM T TGTHT & a3, | Hraed
TEhT TTTHT BT THHT AT ATTIAP AT H(cTeh ATIE% Jrefa ®THT SGLITIA TEUHRT
TG | TET FAIAHT A ATIAHT AT ATGAF ATRAT Graam ST&d fag= i,
STI=ITeTd, @TSlT/ @1 @ € (Cafteria), I fa5TH Tt 9 AT999F g7 | 8THT
foamTerarehT qa= T GAHE, FETHSEE TqH IEEXVEE & |

(31 ®ie=T (Furniture)

P FTTIAI (G, AT TATS (o ETAT HIH T ATATERY Y& TH A1 Hi=rR
21 | Rid=R AIETT Gfaardr AT T FETEaE Hiiae G SR THHET AT TART
g | HAl, 4o, dRT ATl AHAT qiaar fad &A= g1 99 a=1e], ATk, ahd
s av AT Trafq GRETUTRT AT IUAT BiT=R &7 | HIEATAIAHT AT g9 Hiv=T
FTATATH] ATHR T FATATAE E FTHATAR (A1 [BaH T TEdH g a1 | BTl
feramera e e faamdl s& SoT o d, dad, HAl T S (qATAd Rid=Resl IaTe<0 & |

(%) HOA qAT FWSUA (Stationery and documents)

FTATAD] FIHB! AT Tl HI [T BTed, ITqdad, TEAHAT g | HATATD]
FHATS AAEId &9 [a7 TR TRUST A= GAEEH AT@ TCT TAN g TEAT FRTS,
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FAY, TAT, BT, FIST, AT ITHU ATGdATs HOA= qiwe; | fata= frfamesr aae=
TAT FONTIAEE U FRATAT oATATE] (FATTATHT ATTLTF Fra | [aameaa s gaqmT g+
=P, WY, ST ATHAS, Bl ITeax, GeAHah ATHIT G HAARH IaTeX0 & |

(%) A& qa ITHTUT (Machine and equipments)

FATATHT & FTHATS [@al, ST, TR, The&adredl A T8I T Jarg [ATSH
gt geRAT HiaT T97 ITFTH] TART &g | TEAT WGl AT AT SAed
TE[THT 9 g FaS | A E e T YA g Rilehdaiaid Siiad Iehidet
JEET T aE a7 UUhFA &l HGT AHA  FA@TAT TN 7 | &
FIATAIAT FHEAT HTAN FTRLI FANT g T FRT FIATATDT BIHBT Fehicl T IR
aTfe RTeTehel TART 9 AIGALT T9T ITFLITHT IETeX0 & S (MHATTaR B -

(I) AraETaRT AT (Means of transportation)

FATAIR] FTH FFEIEAH] HHAT [T ATATATT  ATdAeEd] ITAN geg | AITaah
ATFASTEd JAT AITHFH] AEARTAR. T FART g I F Jrarardal aree g |
FTATATHT FATET TP AL ATH STHCTAT TEhT, TTSTHT [TgUehT o7 HraoTie damr
ArgAEEATe g | [F=aradd T TRt g7 faared a9, S e e ararard ara
g | ATATATT Aradars dIF GRRAT faaqrse T dfebg -

(i) TS AT FET (i) T ATATATT A (i) §ATS ATATATT ATEA

(i) &I aTaTET

HIETHR, q9, TF, TAed, I A TS ATATATART ATITHT IaeXE® ad | A9 TIH
FIAFR ST AIATS I Tl ATATATTF BIHT [e7ges; |

(i) 9 @™

TEX, &I, HE S AT AUHT TAH] Ueh AT Al STAHT S 9T ATAFTHIA
TIT A TA ATATATAR AqEAT TRTHT B | S, THISET, TAgeAr e 5
FTAATART HIAEE B |

(iii) g@aTe T

ATATATART Fad=T el T ARl A1 gaTg ATArATd &l | Wi dep! Araasiiader Afdivad
HIAATHT @TSH T AR ATNT THA TG TANT g7 | TeTST S Ja=IaHT gag

3R FIIAT GATAT TAT AGT, FEIT <



JIATATART ITAMTAT TGl &7 | EATSSTeTS, 2@y, S [qH #ATfd gars AT
IS g |

FTATATHT Tl T SAATIAR TG FANT g AIfqd AHARER JFR T AT F¥h
T B TS, W (qATTIHT SH, T, BIAMIET, AT AT ATIAF T T BT
FIATATRT AT A, forg, Heers Aud] STeqr draeedl ATa9adbal 96 | gred adr
AeedT fata= @re TaH 97 uerd, @re, $94T, fave, #vae, afear, e et aer
AR 75 | (el #aageedr faawe, 88, R, arean, a1, #18 ¥ ITaes,
ST 1 SR Wiey, faur, AR, Hv e (Humoraeredy I O g TS | qRIdTea
TARTAT ITHUEE, AT FTHIUEE, [aide ATl ITFUEE YART g T |

() fa=ftar @vem (Financial resources)

FAIAT ATALIF T Abl FHE A (a0 a9 &l | FATAd goaredel qT
ETETRTATT TAH AeqebTell [aeiid Arderl ATaTITHAT TEvg; | LTl rafdes, T qa,
e qAT AL, AT Atfaer AT a7 @REd diT e gl wies e
FATATHT IFF TANT & %] GG AT AR (T AT ATMEws; | FATATE]
faira Iraq G G, AW, FA1a9 A1 ¥ GedNere I &+ |

(31) 90 (capital)

AT AT T ISl ATILAF T, | ol A=, 4T qo7 =76 &9 8 | faataa
G, T FHAREEH qdd, [G3q, I, AR AfCH Teqd, WA @RE ATGH
AT ATHTATT AT AT Goilehl ATALIHAT T | Ioil AT, faxira Fimed a1 dearane
faf=T gl 9T T Aiehes; |

(31m) ko1 aAr fa<hig ITFIUTEE (Loan and financial instruments)

AT AT &l GSirare AT THH AT T (i STHIH] AT I e |
HO Afa, g AT faig FEAEE qre s, | TET /O 9T T IR, feae, o
ATt fadiig ITHR0ER IYAMT T |

() @E@ T a=iE (Income source and budget)

B HISA a1 HETHT AT Foald=ale ATNh ARl HIedhl g | ATd
AT T A FIAAEAeE qole AR TG | AT FAR TH AT T TS ATEAR
ATIF AT TRATAT & T | RN FATATEE AR TR AeieauliaTd fdsw
AT TN TS T (ST &1 P oo AedTdd a1 A1gRe FHrare @rdhd
AUGHITSTH AT Fd AR T |

FIAT GTAT TAT JAGT, FET § EE




TS ITANT IS, | il I 9T ITARTRl Fafedd afaere 9T gfqagaadd
IS, | I THR ATE ATqATITH] ITARTER AT e T Jidaad T Hd d@rarad
(Accounting) = g |

(en) sifgs @mem (Intellectual resources)

difgF AT FATAT FATATHT FARTHAT TS WFATT T Fifqep AT ST&d Aeaqor
AT BT | AT ST T8 T BIATAT FoATAhl ATIREBT TTAT Tg T&T qTe-es
TN ATIH 9T A5 | FATAT ST AT STaeqTaq, HHATT T JaRITer ar
IIAFATHT fo=r T [ TR F=AT JAT SATHFRIB] ARG Tl A fafae=
AT ¥ AT AT GIAHT ATAIAFAT T | [T Fifqep AT Foarerd T Jorredy ar
AIIIEE T AHTTF qaFe® gq | WaH! dig foas JanT TR fastad afe o=
FUTATS alfger qrea g |

FA FEAT AT HTATAAR] ATH, F7e, @ a7 fasrortaeer, gfafafr e, weerss,
HAAT AT AAAE HAT TEAT AMgF FIqe® U Hewdqul FraTad AIaE! SIHT
A | T9 YFERFT AIAE! Tk Gaa faeprq quals e agmeaars gfatqfaea T&q ¥
FEol EIHT (G99 FREEHET TH FedT T |

3.3 T Gid AT ATEAFRT J@eqFwar (Necessity of office resources)
FIAATET & A AEATHT ITANT T A T IR &7 | FATAdb] AT BIH
AT T4 T FATAT TATIATRT A& qAT T et T Hbraredd ATl ATaeThar
TG | AHATed HATAT AR ATTLAbA [Tefaigd RO & -

(@) &S Fafaa @s=ea W (To run the office regularly) @ wrar@@e®r 3=
FATSH, HBTHHT (LR T, HTH THBI ATNT ATAITd GAAAT, FIHAT T ATTTATART
AT AT TFLATIHT 18 T (aaa wEed g=arad 9 #1arag
qIAHT ATTTRAT TS, |

(@) FEEgH q8T T g afaa T (To achieve target and objectives) : ST
TITIAT T&T [T q8q T I Biad T TATUR! o1 Hrareaa= T fafae
TeRTReRT ATITGTAHRT ATTITRAT T |

(M wWAET g feaget g wear @rea (To remove delays in work) : &#mHET
THEIfeId AT Al AT FTHAT FAEAF [6eATs g7 qeATaar gq oes, |
TAGE FH T qAT ATTe® JTeed AUHT BTHAT g AAITF (el 2arg
ofrerar a3 Al |

3Y¥ FIEATAT TSHTAT TAT AGT, FEIT <



(&) wwE ey T fawaemar agrea (To increase quality and reliability of
Work) : gc® FHH M= TR &8 | Stad ATgae&HThd e HTHE
URERAT [Faafaaal g7 | THHT AT ITAFIANATIR BTHET Frel{ega (=
ATIEEH AT T |

%ﬁaﬁﬁzﬁmaﬁamﬁwﬁmﬁwmmﬁm&mq&lw
gfafy ¥ ITIET AR IREATAT & FraTadd Sfad THT IR &7 |

() FEeEH Wifdw =T sqafedd T (To manage physical structure of office) :
FATATHT Had, ®id=R, [T A GEE 97 ITFUER Sele Aaedqd &9
fa AT ATIART ATFITRAT TV |

(¥ foarefar Tomr & 7 (To work as fast as possible) : FTATAIHT g4 FHATS

(B) oATRfeRE® FUge @eaed W (To perform contingencies) : &{aqar sa<arHT
FATAAS  ATHHE FA TAIH 875 | T9 AT (afqaa==T a¢r qades
ATEALAFAT T, | XA AALATR] ATHAT T G FTTATAD ATALAHAT §, |

() FEiemgfd srwwer agreq (To increase the attractiveness of office) : 37 T
AT HTATAT ATEh] GETTATATE BIATATBT FETAT qAT fTeagiadr ag7 g
TR FRFBRATATER] FTATATT AR ATHT TSI (b, |

(W) WM™ d@eAar &7 T (To reduce human involvement) : A& F&T&H AT

FTATAT o1 T Alehad | a3 TATA HIATHT Al q9T AFTF A Iqereed
JUAT ¥ AAATT FATATHT TURAT HTH T b |

3.¥ FAGT GAATaH! Faeq™= (Management of office resources)

FTATATRT AN AL ATIAR! (AT Hed a1 AN 9 | T Todf a7 AN faard
ATIAHT FETIAT IRT e, | o arereer Siaadrest FRor &7 9fq aree g Te
fareTs AT SS9 U U AT ATaHewd] Addhad gudared anad g1 a0
TART AT, | T FTIAR] ATHerE &, FET T, HHT TRIR T, 2331 AT 389N
g Afad, Yiaeamae AT aArsd, I&AT ArgAdl ITAN ¥ IARdHEaara el giaaan
T & FAATE FATAT ATIAR] LTI A | HAAd ATaH AaeTbal T
SAACIATH! ATSTAT TATI FIA XA FIATATH] AqcA AT FALATIAH §75 | FTATATHT
FHANT TIT TFRATATT GHA FATAT FTaTH] Fel ITAN T FALATIT THHT AT
FEART e Hafe TIs |

FIAT GTAT TAT JAGT, FET § 3



SIS~

. JEHT TEEEEH AT BlEl I AR ¢

(F) HATAT ATITR THR AETad |

(@) HEE A A R & Al ?

() ATAETT AR HT T% IETE (G |
(&) A AR 7 AT |

(3  Hifqe AR F g5 ITEX [GE |
@) faxirT AgaseRT & & T 7

(@) difgEd T AT FATAT AEAHRT (T g, b 7

. TOHT YR BIET ST AR :
(@) FEATAT AIT AAER & &l, TSHTHAT A&Tald |

(@) AT FoaTed T ATew Fiiqe ATl a0 T |

(aY ~

(M) T AgAHT ST IeTeRuded detard |

)

() AT FTIAh] AIEITIT TAhl & 8l 7

(3) HATAT ATIAHT F I ATALTHAT T TR |

3. aA® TH AW 99X R
() FTATAT AT TTFN & &1, AT T A Qe IIERv@ied ATedT THar |
(@) FATAT IR ATTLTRATHNT THTeT Tl |
(A7) FTATAGHT HEEUE F AT AT &1, 41 Agelrs e THar |

J(oaX% e aTer L7}

AUTEHT faememaT & FEaT SAETENET TR WOHT B, AR gt SASTEe | et et
THHT EAATE FATT ATEAEEHRT THTATATT THHTOT TR &G TR |

3% FIIAT GATAT TAT AGT, FEIT <



Usl AdER
(Correspondence)

¥.9 U5 SUEEIHRl qi{ad, I ¥ WEed (Introduction, objectives and

importance of correspondence)

¥.9.9 T3 SUAERH! T (Introduction of Correspondence)

U7 FFER AT, =T, [q9R AT ARG ATRAIRTT T GoaRe! farad fafr v |
T AT AT, AT AT ¥ TRAT FRATTA g T | AAATE FoATIRT FeISwaT AT,
gafed, ITHTE T THTE R fafd Wi, | T T&Tel 3ehl T&TET fegd g Twehl ATNT
TAR TR FEATATs T A7, | ATHIIT: TAHT HIAHETE THATTIHT AT a7 ATHHNEE
HATGTIRT T HTIATS I HFeR 9iwg | TF SAGeRAT T 513+ &7 a7 T ¥ T I
T 97 a7 919 T Hed 35 94 &ral 9 99 AFeRE] FedRT G&THl ®TAT THb! HIeaH
af YEvs | faeqd AET A9 GUE T UTIhehl foe IUAET WIAHRT TANT W ATaSTHT
START T4 Fipr AT@HT ®GHT @ T (A &qH F=A1, PRI a1 (q=en]
HATITAYETT T HHATs TF FdeR 9Hvg | T FeRATs TRTARE Araeaqwasd T ATATH
faweraT e =afad a1 FRaTEwiaaeH! fafgd g=areEr AT fdgw (Correspondence is a
means of written communication between individuals or organizations on specific issues of
mutual interest between them) |

fafoer Frataesw 7 @Eers Mivea fFaw ar ugfd saEusr & | w1+
QATERAT TFBT ST, AT AN A AToneredt, anferepiearar fa fafa, afrerdreszore
FATNT JART TR ASehd, FIATATHR] HET TIIAHRI AT ATTHR AT SATHTBT TR STl
FATH FREE (MU TRUH &g | TS FrATad AGATITATId TAARHT {97 qf
THTELT T AT T TR &1 | AT =1 gfafeerr faere 99 saaere qread
e fafaeaar mefausr @ | FRSTHT dfew T7wT JraT (G oaredT AreaHare SHAS
BIH] TAER T Gt &7 AHIT TTHT TAATH] 8l B | [ areqware war=m
TaT GAT ATATHT Tl FEAT a7 AHFREE 9 o ¥ Gesl 99 FqeRHE Jeeaiad
AR §75 |

¥.q.R T3 SUAEhT I (Objective of correspondence)

T FAERH] WG I¢¢d WIVRT AR [quaHr fafgd g=9r T 81 | Igaed 99
HAERE JeeTEE [THTTER B

FATAT TSATAT TAT AGT, FET 39



(@) fafead == ™ (Communicate in writing)

U7 FAERH A& 3¢9y fafad ®IH =R T &7 | d7 A& TRUH oA
ATAHAT T THTARINAT FH g TUHS (Argd ToaHdT ®IH TF HAFeRATS FAT
e |

(@) Afwarg sgaearas T (Managing records)

FIAAT SIHT AT T ATTATE JHIIH] ETHT ToAATE ATTAGTRII T T TER
=g, |

(TT) |¥eE EAAT T (To establish relationship)
T FFERATe fata~T qerfarer e sqaread T i |

(&r) wWiersTA T It T (To use in future)

99 FEaeRdae [Mied Afqe@ dar YHIES (a1 TASTHT AfasIedT T IIarT 49
e TR JHIUIRT &THT i TEvs |

() =1 9 7 (To receive information)

P! 987, (P AT FATAIATE TIH Ioord FUHT [qUqH T AT AT SR I
T afres |

(=) feofoet e @9 T (To prepare the basis of decision)

faorar fawforer @nfn smaeae fafa= yRTOREE SETe WRWHT U9 SAFeRd Hewdqu
TR T, | (oerdiel a1 Sfeaiad qe0 TaH AR ATIRHAT (A0 T4 Fas |

(®) afedq wEUTTR faswm@ T (To develop systemetic working)

FIATATHT FTH TG SATGH TAGF THRH oA a7 AAHE JaTe T4 a7 JE T
FALATH Fq=d TR A= Gieparedl MaRT 9 99 FaeRH Se9d &l | TF JATSTHH
AT THAT FEebl &, FATT TR A= HATOTA AT, |

¥.9.3 U5 EEICHl Hged (Importance of Correspondence)

T FEER MR=d ATaar & A, fa=r a1 gear Jeeyes 19 Tk | 4 st
feter), Safad T F FEAT AT FATAAEGH T FLT a7 FATAI A g TS, | TF FTeRATE
TMRA AR I ST YU T GTIehier=l TATARR] IH] =1 a1 o ATATE g

35 FIIAT GATAT TAT AGT, FEIT <



TS FTATHTETH FEoldl ATSS, | Hiigeh a7 ATSehiqeh ®THT T el ATT=ATIeRAT
T HEAT ATIAT AITST HUHTA AMIFIE TTHAT FodAR AIATIT TH T TFERET
ATAITHAT TG, | FIATATD] BIATFIEART ATTATHT T G, aere, Fa=or s
FFTITIHT FIAHT T AERb] Hea Ul T T@wg | T FagRebl T&T ATaeqehal T
HewadTs [MFTTaR J&qd TRUH B

(F) T FEERH fatq qeIfa=s FFIe qAT eI T T

(@) FAR TRUS [quaars A+ 1 JHH E9HT 99 T4

(W) FXA T FH AT AT ATGFIE T

(&) F FATIAT SfreRTe SR, FERTE, JSUITOr AT FEAAT I T
(F) FAR TRA [qUgH [ AerRl AREIa T+

(F)  HATATRT FEAFEET G, BT T TAEEN TRIST

¥.R TFHT A URE (Qualities of letters)

ST / FIATAIIS AT ATAANAF HTI FoATATHT AT TAHT [T Hewd g, | I9a1e
AT GITTUHT a7 AR T GITUHT FRTe% Al ATHTHT, TLATAF Jooid T FaIs |
T3l qFd TAAT AFfafad Tues gq Araedd "

() AIAAT (Simplicity)

TAH [T WA gAIE | TAATE Had T @ITSTUHT T I3 I ATATY ATHTH] ARGURT
TAIE | TF geAtarae qRRT Al ay Al T OF ISISHd oA I ARl a4
qrIAA TP ATTT FAGT T EAIS |

>

(@) TueEar (Clarity)

TAAT A @Il HT TALHT df@qae | F9qe, HARN ¥ IRRT AT A T 9o
AETEeT | T =31 JaATE g Tl TIIT Wewaqul 0 & |

() agferaar (Brevity)

T @l e (AU geTs 9gaTHT T R deldy | AE9dd ®IH UGS AT
TRMATIH a1 AITATSNTH HIT AACT &l ASEATAAT FAH T Al | TFqaE THT T

LN c

STHeT T gATehT T1 AERT AT AR FEATIAT TEaH |

FIAT GTAT TAT JAGT, FET § B



(er) iR farsan (Linguistic politeness)

AT e RIS T AW ATETRT YANT T | R o df@uer el 99 93rsT ¥
TSR o=l HYY THd 1A e | TF ATk a7 JGT TqATs TR TRUHT AT GiT
FEATSIE T ATl AT G T |

() quiar (Perfection)

TF A I AT JASIART AT ANGUHT T, |1 JATSTAR] AT AT F FATH FREH
HY AT | TUFA TTIhATs SAAERI RIS =Tkl To1, =& a1 grom &
FIH Il & ITIFATE ATEAT TR FIEEH] THT T TS, | AR TERTATS AT
3ET T g HUHTA TTHT TUAT ATATF g, |

(=) HiferRaT (Ownness)

TAHT ATIT JAT AGATHT HiTAbaT A9TF &rg | g of@d TUH a7 STAThepl &THT
ARGURT TAAT T GINATHT BT FOFT T TUBRT ATH STTETRTA, STell qer Fifetep
fargTerdr gue |

(®) gwTasRTean (Effectiveness)

TT I SeAd AR TG Al 9eed BAd T AT AqdATs TATEH 99 9 |
qTIehel TAHT ARGUATARET HTH TAT HA TAHT TATIHNAT FIIH Evg, d799T I7
THEEE §75 | ARl TATAHIRAT HIH T 9 d@As I [Uee FHEL TUH
Qorl

(W) FgT (Accuracy)

TAHT ARG TERT AT FRTE% 98 A0S, | ATITRT 9TgdT, AT, Wifaeh a1 Teargahrd g,
IGO0 RUHT T a7 ATl AATIHATd TAHB] THTHIAT eSS T IevdT I E75,
S TAAT AN AT TAT ANGURT FRTEEHT TG HTIH T AT 6% |

(WF) TS (Attractive)

THRT AeR, TAA®l IO AT, HTHS THTH T FFAIHT SURT AMGUHl TT ATHYH
TS, | BN URAY, TET SITSUHI GTARAT, AGH ATHR I TG, IR T EXh{aah]
=A%, TART ATEAT ¥ TERTHT (AATTATAZAT AT TAATS ATHTF TATSS, | WTTebel T
Yhad 8l 9 HH AN WUHT GAH ATHY Evs | T A@aHT |T A0 GrHawl e,
GTHE! ATMeX ITIHH! [Ta A@ETTHT TIHT ATHUU HAH AET T (G IS, |

%O FIIAT GATAT TAT AGT, FEIT <



(31) sftw=faRaT (Formality)

FTATATAT ATSH T FATATATE T TR FIAAT AT & T ATANE TaHT FITLA
AT ATTATRAT FETROT T |

¥.3 TR A a7 AHEE (Components of letters)

T AT, WA a7 AT BIAT A | TABT QUATR] AT THHT TESH T
arSHE feed g faarer, gFewr fawa T aerT, aFel fAfd, aged, wratHear avtiee,
TAHT AR BT STATIAER! BEATER T FRIE® gus | A1 FRewels | TIAT ETI
AT AT ATTH EIAT (575 | TAHT TV ANTEw [6F (& T AU FSA&T 9¢ AT
A U 9T T, | AR THHT [Arfdrad A a1 INe®s Tevs

(F) IS WOT (Letter head)

TGS R TE= a1 I GATSH [qavues a8 AN T | THHT TSl ATH,
ST, Ife=T e al @Rl diahid T¥R, 99 @, A 9., Il fafq sffe qees
THTELT Ergrl | FEIARTA 99 @Al ofiY ArTHT 8+ o) fqarueses Hivea @sa a1
FET AR TS | T TRebT =T (Format) Tleed 5 T el shIToTaT SITHr a1 T
AT FFIEATe e g T [Hesue &= | &l gr=mens letter head Wf=g |

(@) fwsft 37T (Inside Address)

T qTSepl ATH T SATATs (AT 3T Afwg; | Pl ST 9T § oequs | a9ere 9t
7 FHATe AdH &l Fel I g | TAITRATeRT ATNT P31 SITATAT ITHehebl Ao
AH, SAAT T d [a999 Aeaqu dgdhdes AU A F2T dfgwg | AATA: (a1 STTETH]
Ikl ATH, Ui 7R, ®iF F@R, W TW@R, 0 Al [Fav Jfgs, |

() fasa@r (Subject)

TAH & AR AT drcaddrs [Gud =g | [0 SEqH Geav el aadl Jelus |
fooa eArTg 97 & (AU g 9 FRT AT ST Alhs | Fel RAaaeEH aua e
SITATSRT Ufg e Wbl UTErg 9 el HIATAda®Hl Al STHTTRT e ol =
gD |

(er) srfwames (Salutation)

AT S wfeadals 99eE dERT qE AAEET A T ISl AFHASAE el
Afqared dfe=g | FAATs FEAT ATTATRT a7 FRETTT T T T IAH [BiaH, T

FIAT GTAT TAT JAGT, FET § ¥q



Afauer e a1 =afaaer afeae TET FRET 9 9E | AT ATAATEd TRl 9T ¥
TAATATIAR HETd, Heled, [ &l Aey 13 Teaare Rwg | Jurell ¥ Agisil
ATOTHT 99 €dT FFIGAH] JhaTes qid ®eh grarl | TF o] ¥ I3l Gredaddr
af J&T ATTATET H¥eh Tk g I |

(¥) 9= WET (Main Body)

AT IR e fawgesq 1 | A9 97 ST dTel fAqud a1 AR WO 9o qeEe
faafaer faemRz sfawg | a7 IR 99T 3 G d1Y 9TeRHT T T YT e |
T IR FREE ACIIE TRHATAR AR gadrsd STIE &g | W& 9RTHT Ifa
TERT AT, T A9T AT AT, TSN, FZAAT T qUAT STEAT TAHHT g [UEe
FHTALT gATE, | [a9aers quf ®9H1 I&e qiRUH g9, |

(=) srfe® sfs@mE" (Complementary close)

AR HEF AN AT JeRT ARGEaharg TAHl T<aHl JTIhdTs aaarg A= a1 JTIeufd
Ul THTT @I TR XA FEaqdATs AT ATTATET A3, | AfTH SATaTaTHT
el ITIHITT s, RISaar a7 [aaoar STHrS Yo el gearadred, Turehl Afaw<e,
qF, (Magsd, Taad, FHAdEd e TeEes TART TS, |

(®) T&I@d (Signature)

Il AIH] T G a1 TAAT AT (o AfkTepl T&q@d a1 el FHELT g |
FATAT AT FEINTT TTHT ATTPR YT ATHTh] T&A@T 898, | 3@ 1 T Aaiehe
a7 AR FaT XAEAH IEA@d THH] TR AT T TEHHT ORI A g |
TP T ARTAT Fool@ HUHT ThehT TR T TEGAATE TADT ATl ST T, |

() §oWE FWG (Attachments)

AT IR Tt de fqEaRveE W R GHTET T ARTG a1 ATaided qgd
qFS, | TAR HEA ANH] Ioci@ TRUHT (qUaaeqars THINE T9 d=T FEAd, ATHA
e TTHT FATT FRTSATTHT STAT GHTFIT THAT &7, | T TAATT JTIFeATs TSI
AT AL T ITARN BRTSAIAEE AL A FTLATAT T&AT BSATAD] (a0 HAT
FRTSITAH BTH] Joold TG, | TS A b H&dl BESTAeeE GHELT G Aol SATAHTT
UTIhATE AEsl ®IHT [a Fe BT [dazel FHTEE THIE |

(W) q%=: (In addition to)

FIETFTET TAFT T ARTH ool T AGFUHT q AT [qTIET FrIfead e HT Feold
T &7, | TS I AR TNGHUNS G B BT Fahl &7 I, | TAT AGTITH TAHT

¥R FIEATAT TSHTAT TAT AGT, FEIT <



AIHT oo LT g FRIe® AgarTHT dfavs, | AT Tl AfFard 91T 99 &g | ad

TAHT qAYH: T HeATd BT A8 Ao |

(37) sremd (Carbon Copy)

TT AT ZHA TITS HEd ATHd a1 (Mebrdepr qd dv Al AT Hepradrs THT @

SR faqa FUAT ey dfawg | arerd UHH=T del At a1 Merars fad afeeg |

fafea g Send garaq e faavr s T SHA TSTSeT hehdars ardand [Ggusl 3
T BT FAeTg 78T T BCC (Blind Carbon Copy) fafer afet sraereas w1 afeess; |

¥.3.9 TR THAT (Sample of a letter)

o | (Letter head)

¥ mm (Inside Address)

fawa (Subject)

srf¥amen (Salutation)

g W (Body)

FIAT GTAT TAT JAGT, FET §

(BTATAT a7 G UR] ATLITHT HTATATD] 2T B
TErg W |ax @Sl dd aiaiay 99 qS@l T Al A
FHT §73)

ST HETII %,

UIESCINERCESIE

gAY FISATS! |

fawar : @ geAr fagfe o |

HEed,

T FET =T QY T TRETIT TBAT FeR1fard fasma T
99 AR TR TRUHT qETEF TaH AT ATaET TQ
G | THIRTT [IITHT ool AUSATARB! HET TRIar
T AAHT @Rl B | ARGAT T ATHT Gl TR
faarer qor I9ET FEead FHOATE iqraiee g
T G |

TRETTT &l AT TR oA HATAHB! THATahe
FEA T [TFHAT, STAThafedT ¥ AR TFee Al
AATS T AEHN G | TRETTT AR T T Iged
B THHT | BT GIT 9 g | TRET HE T
TEHN FAAT T ATT JTART T T GAATE W are

LE



fraw srfwrames

(Complementary close)

F&@Ed (Signature)

FH HSA
(Attachments)

TTehT TTHT ATHATT T IS ATGRHT ETHT T 79
TIH ATAET [SUH G |

R IATIAT ¥ AAAIATAR A GEATHA] GHEh TTHT
i wig TSt T9 arSA ATeT fAUH G

T FSAEE

9. =AfFd fg@RT (Biodata)

R ANIREATET gETOYS, Gifed AT T ATad
THTOIAHT Fidtaiias

3 TS T AERTTH S |

gaz=: (In addition to)

gremy (Carbon Copy)

¥.¥ TH! aR0T (Classification of letter)
o fafa=r aftsr 7 weyar afad #31 Af Swi@ gl @ | TS SATETiReard

ATITHT, FRITTA ATATTAT, TARTHT ATTRHT FAT ATATHRATRT SATATRHT IR T TRTHT

qTEwg, | TAH THRATS (TFATTER FTE0T TRTH

! v : v v
gﬁnw&mm h /a'wma STETCAT A /sra‘lw—r STETCAT /matﬁamm A
SUALAS FATRTE T ATARE T HATETTHT
A= T (ST 7 EIERICE] SR T, ST
JATERF T | | e R fﬁﬁﬁﬂ
g y \wﬁﬁﬁﬁmﬁsﬁw \anﬁa—rrq-ar \aiﬂ%rTﬁw’q-ar ’/

¥
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(%) T=TICHATRT ATEMTLAT TERT TRTT (Types of letter on the basis of formality)

THE® HATAT, AL TIH SATHae [aide TATTHH AT de3 | T Afae I9edlg
FO=ieeharerT ATEIRHT Aq={eeh T AFIANE TART ETHT G0 TR |

(37) =ty @ (Formal letter)

Fro=Tteed o A= g, 9, FAAT AT FRANTT (AW, TART ATIABTRBAT TIT T
ATdTH] FEATER, TIHT AATSAIT AShd a1 TR TAI HIEe I TR T & | &/
THEE U &YHT SATIATIF ¥ [qTIT it grgr | ATT=Tiees a1 G| @ 93 af
ARTEEh] AT FATTT TNUHT gvg | ATATE T THIIHT EGHT FANT T Al |
ATIET TF 97 FRANTT TAgE A= ®TAT oAgegr | T BTarerdiTd a1 AT
TAEE AIEINE TIEw g |

(31 srT=Tie® 7= (Informal letter)

AT T ATHINTF THE® AATTANF THEw g | TXAT TAHT AT G, areem a1
foame =aad Iivuet gvg | FAfaaer ATAATE, AAEET 91 9% FAATS e TF AATIATRE
JeRTaRT g7 | T a1 FTHHRT GF T qTIH AHTT=TE TAATE THIHT &TH TART
T Afepa |

(@) FEAWT ATYTLAT T=hRT TR (Types of Letter on Institutional Basis)

T e HEATAT a7 ALATHT ATIRHAT TTATS HIATAANT T AT T 7 T5 THRAT
TR T

(37) s 9= (Official letter)

FTATAIT FATSTHHT AT ATGTATET TR THERATs FATAATT T7 A5 | T THe®
TSI FATATS A FATATATS AIAT FATATA HA 9 Al T8rsd Mg | &
AP FATAA, AT B, TP G, AT, FvaRifead faera ar feir
e ATRTAYET T J9e% 9 HEATEITd 99 &4 | I S aodrs qi

TIFRT T ATEATF T T3 ARTHT AR TR,
(i) &L 971 (Government letter)

Teh GIHR FIATATS AT AT, (AT, @, 377 AT a1 YRATHT T AR TATT AT
ATRT Afg TAdTs IRHNT TF A5 | TFRT A6 HATAAR] FTHAT THad gra |
TIHRT TF HFSRHT TAF! AT, AT JAT ST@w2rell Farfed Tuerr gwg | Fear faua
AT AT H qeHT TRIIHNIA TF A&l T Fd TINIPRI AT T A= BT iz
TR &7 | ATTFREATRT ATMEThT FATTHT F GfT TP FTATATS TT AT T |

FATAT TSATAT TAT AGT, FET ¥y



(ii) =meEETta® a1 @mTew 97 (Business letter)

TR F ASHHTEEH] [T=A] ATGAYRTT g TAATs ATAIINIF a1 ATAF T A |
F TIAT AT G Al AT a7 AT T ATRIATE TS TAe® AT IF a1
SATIE T g | SATEANTE TIHT 90 AR 97 WX [iv=d o a1 srfafy difeger
g7 | SATAAIAF TAHT Aeqe, faeprad, Aareer, afeqs, sl qor maee I9e® 9 Ja |
ST 9 afv e eter a1 dEmmE afedus |

(31) =afemma 9= (Personal letter)

F ATIT AT IREARHT TG AT ATAATE AT AT oA goars AT 99
A3, | SATFITT THHT e THRE! AR=d T a1 g (i TRUEr g3 | eafadar
wireafed faa, ewar a1 9= @ISt FRT deT Iefiel AT THPT gr=m TT T | F
Afadel FAATE FEA HALATHT T deg T MR=d ged | Jafy Afadwa oo Fwar
fag==i, qwhTa, TR, TRETRE THER, THEHAT, AT, GHaEAl, TRegar e
I T A, |

() JUNTRT ATLUTTHT T=1RT ThR1T (Types of letter on the basis of utilization)

LRI a1 HTATAAT TATSTART ATARHAT TAATs AT T, AET I, TRIT T ATaad
T T q&T =R THRAT AR T,

(31) rreate® o= (Internal letter)

FIATAADT AT TASTAHT AT BATAATA, AT TEh BIATAAATE Toedl ABHI
FTATATHT AT TedAl TSRl FATAATE ANTeA] T8l FIATAAHAT AfG GAATE ATARh TF
=g, | T ATde TIHT ATt q=arad (Internal memo), AreTReT (Order)

T fawquir (Decision note) @5 A=, |

(i) Saf® F=AUA : 99 GFF] ®TA] 95 O34 ¥ q19+ I =A% 9
gifstuert fawa a3 Soor@ queRt wEfar fadra &

(i) AvRAR : ARIFR T AT AT AT TehT ATTPRIA Bl T, GleTara
a1 [T THT FA YR a1 Ml % F&dl FRATel (action) T W T
FGETHT AT@ITURT ATMHSE JBIRT &l AT |

(iii) feoofy : = fawmr vy g @it qe, FR ¥ awrer v faeares
GATR Tl qedre [Hod AR AUH d8 a1 TRigeiAr 99 e fadie
Gl
AT=ATCeh T AT AT SAATaATE TTHT G g T, | TAT T (it
AT T FRTSH SIAT 9 g9 T4, |

¥ FIEATAT TSHTAT TAT AGT, FEIT <



(A1) g 9= (External letter)

I AT a7 Al BTATATATIART (BT a7 FTATATAE R (BT a7 ATFTATS
JfET 9AE® AEd IF g | TR (AT WIER ACT A FATATEE, aTITEl, e,
AT, Sgep T Tt T, 9ifereh TRAm ST (HebTa |y <ifge a1 o fqereare gt
g IF A8 TANT TS | ATEd IF I AT T AAIEIE 39 gran | A e
T SIATHT i@ T&T Tl fauoraeqer! Tatedr ¥ quidr J&ad 9 FeuE |

(g) af¥a= (Circular)

e (T a1 FTATATS AT HPTIS=a_Ta a7 SET THIqeh! HIH T [MpTaeed T aRier
T fa AT TS A A gATER 9fvs &7 | gfeaT qfe Sraeniee wIA A e 6@ |
a1 fafam ArerdaTe 9 Afbes | FETET AT SR GiRAT T YUTEET E qiREd T gaT,
TIT FT AqAFEA THIaT, THTRT qE1 MBIHT I Tl ATSRT FHLT FHEE THIET a1
A AT TS T TR giead T e | afegT Aifere qatay yarted g, |
afves 9 fawaar wiveg @1 fawaer g9ra ar a1 91 T SRR T Fele areT 9re
T ATEATTE FEATHN &G G T Afehes; | F FFIATS AR GAT TAIET TR TR
gregedrs giad T JeRTd FaATars 9fd qieasTel el AT faq afe=g | afeas
ATttt HepTareme T (T a1 FSIEATcHE TAATATAR a8 I8 ge T T35+ |

(Z) AmaTT 7= (Application letter)

F AT, FHATT a7 FEATT ATFT (G979 FHET AT F e T a9 fofad
TIATE (Haad a1 ATaa" IF A5, | %G1 a7 Fraraaare Ja1e g4 Jar g T,
F qER0 AT FETSATT RIS, BT FLRN AFEN IS, T AT AT FATAITAT
TSR] AT e T a1 & F2T I T A6 T Afavg, | 7 TATSTA R AN
ATaEd 99 @@ &l | TFEegH FAdH GATSII EHIeedl SHENl @l R T 99
AT JANT TRI ATaEd %] | A, | ATea 99 ATHl, TATSR a1 agaAdi 79
I ¥ T ZATS, | ATAGT TAHT ool I FREw AT ool T eI [qarures
Al ATaET AT o el IUAH &7 | faarag e famndier foarer @i a1 greata
AT AT e TAATS ATAE TAb] IATETUH BHT (A Hlhreg, |

(&) grrfHardrRT SATITLAT TRt q1C (Types of letter on the basis of priority)

FRATAAATE FFITEA TAI FTHE AT B TAATS b BT YTATHBATHT TN FTH T,
T ATIRAT TRUHT TART ITBIIATS JTATHBATRT ATITIHT TTRT S0 w3, |
AT AR Hewd, ATHT ISTH TNTHT [qTh! THIETTHT fqa" T9T T Fraea=a 1 H1aH
THIA AT &7 AT AR AT TAb Grafaehdr e T Tiewg | qrara:

FATT GATAT TAT @, FET %9



TABT FTATHHAT TR, SAEA, AT ST, o, A T AT T ML G THRHAT AR
T TRUH qTEes,

(31) |rEmeT 9= (Ordinary letter)

A FTATATATS FTH FSATEHT AN Fal BT SATAHRT G T ARGATTERT AT TSR T
TR I &7 | JAT TAAT el TTITHBAT T TN TN g3 | T&T TAhT TR AT
giafear Trtead FETAT a1 FHARN AThd FTATHHATHT @R &GS | T aRhrT
FIATATHT TEAT TAATE bl FHART AThel FIH FgdTE TITAT ATl fGA0TT ¥ wiferedr
AT G TAIAT A &A= T8 F B THIT HAIT WH G |

(31) ST 9= (Urgent letter)

T SIS TAPT JAALH] TERIIAHRT ATARHAT T qgebd T TSTHT T F T
TTATHERATIET T &7 | AT TS13+ TIHT YTATHEAT STATSAT [audeh] ST aTehT ATIHT
ST qTITHHAT TATSAIS, | BIATATAT YT TAAT ST GTAHear Agfhd AUHT Ty
fa a1 T=eme AT UH HTHAT [99T9 ST faqde | TITAR] AP BIATATAT STET
TITHRAT ASfhd TABT TEATRIT FHATT AT BTH TITH T fo T Aol &qean
g T 7F AR T T e MUSATER Rt T e T g |

(3) atfa S=L 7 (Most urgent letter)

T TSTSTA TABT TATSTA AT AR (B THB! ATHAT ATT ST ITATHBAT AZTeba A
TETSAIE | T YT Tl Tl IATHRAT AU T AU THHT AR =TSl Gidienar
SATSH a1 YA ATIE HUH! HH FEEA TH9s | AT STEhl dghd AT I I0al
A AT | TATAHT TIHET FTATATAT STET ITATHBAT ASfha TART FHATIT FHAT
TRl BT I o f&d T Aifecd] TRAT 99 YT U faAtas 9= T emaer
TUATIR Hegdic I HaET e g |

(%) a&a 73 (Immediate letter)

F FA TopId AT TUAT T G GEIIAT THIFFER T AUAT 6w ITaiaepar
STATSTIE, | T GTafHedT gfeha TR U HURHT Tl FRATE I qowd Tde | 7T
TUGFT AT TAHN FTIRN i 20 qowd TAAFT B BFATe THIE, | F FHART
FEIEA THIE | Ife FAT@T FHA FTAG g a1 MU T AfgRRI ST qgr dAaed]
TUHT 97ehT foe ATerd qud ge g o1 Hur T afaereT gt fag qend g
F FHEIET TS |

Y FIIAT GATAT TAT AGT, FEIT <



(I) M@ o= (Confidential letter)

fafe=rer =afeer o qaTfreTerer AT & AT FRATET AU (A= A T qrer qrafaewar
SHES, | T 99 @9 AT ewdl [a=H T 919 T9R g7 | &l T8 FFiead s
fAft=ra =afaq a1 AfgeRIT AfaeTere M qRede TFIed e, | A= a9aae
M AT 9 FUAT AT GHIAANG, AT TAHT GeRT ThTHT AT Aiched, | M 97
TSTSAT AT @leal A=l TR0 <A TIH Il G177 T qRepTel T, |

(F) atfa e 7= (Very confidential letter)

gy fauAT [MR=ra & G99 Al ded dFd GTel 9I9H AgH @rddhl [l
qAeTs Afd e yrafaeTeRor Tiews; | $Afd T AT TAHT TERT FEITRIT FTH T 4T
a7 ATHTATEF AEATE ATAHT [Ggad | AT T T Ahd T ATTHT T I AT
FATT YHE a1 qEaiedd Afdddbel TATSIIS, | TrIieId ataqel HT @led ¥ ATIA
TR Afq I qRFTATE FRATEN THIS, | T&AT GTATHEAT ASfhd T TSTIT @IHET T
aEATs fqda=l T @HS! 16T qiT A(q T A de]qs, |

¥.Y T @A el T g (Writing style and structure of letter)

T EET TAERN ik T@ET AATA ETAT I FHedl g A i e faqus | g
TFTIRT T oGl U el 7 bl GIaTHT ATITRT g7, | TF of@wehl JeIeTeehl ATHT T
G T A AT a1 gl ToIATH] TEhT TTEwg, |

(%) ugfraeg gt (Justified style)

TAHT AMGT T BRTET TAHT THTARATE | T& T IAATS TSfRag el A, | T&l
TAA@S A ATITHT SATST FAATHT Tgehl AT AT 7 ATIEEHT T ITeeh FANTHT
aTgg, | Tl ofTT WY AT Letter head T <9Td a1 U9 Ag@m ad1 =« A, fafq, fawa,
THEIIH, 9 JeRT T TAH] ATH TR, TF el ATTHIh! qie=rd g del, 76, I
a1 FIAHT AATRATE afgd TF TF =TT 98 |

(@) @edtwa grat (Centred style)

AEIA: TFR oY AN a9 FAd® 99 Ggell I Fdml 9. T qEiah i ¥
FeAT FIT AT ACTIA FRT AGURT T ATHT TSR] ATATTH ATTH FFGT T IATAH
T o] ATTPNIR Aead g1 Fel, ATH, 9 a1 B9 @ W JIAATH Ehl gATars

o

Fralhd GIEATH ®IH] [A573 |

FATAT TSATAT TAT AGT, FET ¥Q



() fafsa gt=m (Mixed style)

TEfaTag TAT FraThd o QAT JANT T Afge THHT Frarars (AP gr=m 9iaws; | 7wt
I TaT ATHYHIHT g | ATIFAT &1 AT S= TANTHT I8l TS, |

TR EEY AT e bl g A AT GE RO g | bRl YAN TR
JAfge THT FqTF AEATS FTETEE TARTHT ATSSHA | & (ebTd a1 FIATAdS (Ai=rd
@wETH letter pad TART TS | % HATAA T THAT FANT T A& a7 Feddhl A9 T
HTFR, EVhETH TSRTAGAT, BXHEBIToR] AT ST FR(E® THA (IR TH g |
FFYEY FHAIX TN TR oM@ TAGEAT ACTIr HT Qule; el =1 @l qAR g
T qf TRUFT e, | TARN Ao GaATSH AT Tob ATTIEHT e, AT=agdebl ofeh
fam STEaT TeTReRT QT 9T JANTHT T8l UTgwg, | AT [aiqdarest R Tal HEAT ST=rH1
T TRl i ST TRl T TTHT ST T @ISR 2T IR T Al AR T @A
YT AT, |

¥.% T5h! gdi T AATT (Registration and dispatch of letter)

FATATHAT ITT TUHT TIT FATAAATE e AT AT D] AFLATIT T fAfasa gferar
fraror s g | T gtwarars Hiaud Heaar sraie srEfaly aqmr Hiea
TRTHT g7y T HATT (HHTHT T8 FEHT ATHT JAATdATs | AqereT T Teh
qTEve;, | BTATATAT I HURT TAATS &l T qAT FTATATSATE SNMER AT TAGT b AEIHT
=Tl fepdrerdT Afver@ @ =@l T TR | T T4, AT JAT M BRI TH T
RIS &I @Al AT T | TAT TIT FAT [haradl Sfearad fauagese! quidr g
TR g ATHE &R FTATAAH B3 T ATHE aLATITHT Hewd T Fed il T | &l
TAT FATH fohaTe ATt ®IHT AT ATTHF THATAR i F41 T a1 =arr 7. fad g=ree
THE G | BATT FATATAT AT qqT AATHH] TeTh Gl T BRIFE® a9 TARTHT
TS TRTHT qS7S, | THTART el BN HATATHT IAT a1 FATHT MU T TS
FEATI af&TeT (Peon book) ATHHT Gad @I I TIANT TH J=a 3 |

¥.%.9 aaf (Registration)

FATAIAT = G, ATTH T SIS ATTHT (oae, faee, gfaeed, omeer T 9+
FNSIAEE YT FATHTS F3h! ATAAE e HAATs aal w3 | 99 IdqT T&T TSTIhT
¥ T e, i, fawa aife aREE e R | FATaadl JRaaTar &di fqawe
e ¥ g TaS | BTATTIHT TF FAT T Ufecdl d8 Ial &7 | gdl T Ataael del
T T FTATAART 2T &8 A(hd TS, | F FTATATHT YT ATHT THe® qiee aal
T T eI i, FEAT 91 GHE GHE TG T FAT g5 AT B FATAIAT qreed
FEIteg FHATT a7 THEH! ATk ATl AT TAqT T ATLAT TRUHT &5, | Al T

40 FIEATAT TSHTAT TAT AGT, FEIT <



ATTF, [T qHT T ATF ATILT HUH TAE%® HAdg ®IH adl [BATaHT &l T T Fal THIT
EEEREEY

(@) Tat ferame@t a0 (Sample of registration book)

TdT fparasr gal 7R, gar fhfa, are o g agen T 97 fafq 9srew Hratae
ATH, TAHT GERT AT faYT T 97 g widararel 9, 97 ¥ fAfq qur sfeaa s
HEAEE AMEUH! §7g; | TANT T [MHHATIAR Idq1 [hareesl Sr=H M Hid g 43 |
7et Tal fepdrerer AraTT THAT faguE o |

.......... FaEm ar e
Gdf fbae
@t a | Eal Tat T TRl | qaTeNE! AW | fawm givafamant
fafa | @um - fafr T ST S P
agEn

(@) Tdtt "Wad (Importance of registration)

TAT T F &l ATHT 9C 91 HTATATH Il Hewd MR s

() FRATATH FE(ATE & HIq T AT BESATT I TAT T FRTR] SATARRT TET

(AT)  BTATETTAT T TUHT TAE® 23 Aiag e T

(%) IFH AT q¥R, IAT [AIQ, 9T HUR THST Ggedr T 97 [Aiqar faaradar
SRR J&Td T+

(3) YT TUH TS G Gl AT FHATATS ST A0S T repl Afaerd e

(I) A TAR F¥IIHT & FHEAT FIHEBRATE] TURT G Tl FAH SRR TET ATS |

¥.%.] Il (Dispatch)

FATATATE TAEE AT USSH THAHT TFAETh ATTAG &l FTIATg AATH A+, |
T FATT & I GGl ATH, ST, (7iq, o e Fes Jooi@ g, | S
JRAATAR  FATHIF] [TaRUEE F¥h H¥h &g | d¢ HETeTar a1 9mel 9UH Ugd
FTATTTAT TS AT SMERTT FATHT T AT T TRTHT G, | TATHT TR TAERT
ATTerg FATHT [ATAT MG, | AT T FhaTel [aiqeT ASad<r wraad a1 ateddrg
& FHET [qUTBT BA BTSN Hleel Fal TSSAN A HT GAqT A Fioredl geeg |

FIAT GTAT TAT JAGT, FET § 9



FATl 9 ATHTA TR TAT T&, T TSRl ATH, ST, Y& 9T THCH, 4T,
TAGEIT, B9, FET G& TSdh! THA A TG | T AT qbTNS, TABT Jebid T T 2T
T, UFRIUE ST, TedTI HH=l a1 TS HaTd TS &1 |Iehl (Mt T AT
fepaTeres! HedATar ATaeTF IrhdT TRT TN AATT TTe | AATHT TR T GrHaear
& GIHAT TS T qIAe! A7 ¥ ST T EGAT Jool@ TS, | ATLITATAR ST,
qAT STEL, TR, M AT eI |

(@) Tt feramast F9AT (Sample of dispatch book)

ZAT fRATerAT AT TFIR, FATAT AT, AT & TAHT ST T T [AT, T3 Hraeaae
AH, TAHT TERT AT faUT T 9 Y hiddTeel A9, €T ¥ fAfq qar #fead s
AEde® AMEUH &5 | TART T4 HMEIaaar Iam fharas! = G ®d g
qFG | AT FATAT fehcATaehl AT THAT fEgUar 3 |

............. FATAT
actiell fdhae
EEC - givnfamet Teqaq
FA | T | T B LECT| i
LE| TSTT Fftraa
fafa q qug — fafg ST faom e | ad | fafx

e FATl foFare AN TREdas HTaad Gedni q9r fodr 9 qArsT S tad q9ar
TAATEHRHT ATNT A Fehehl FIHT [GAF A TART T = S, |

(@) AT qged (Importance of dispatch)
WT@WWWW

() FEA@IAE AT AT TAEwH ATTTE Tl

(A1) ATET TSTEUHT TR [FATTAAR THIRH AR AAAIF T

(F)  TITSUR! TAR! AT THIHT BTHT YT T

(%)  OF G ATHT, AT T BIATAIN (a0 IqeAed TRISH

(I) dMfex TBIESUHT TAe® eTHT Al AR I TS139 el aarsd
(F) TSR TAEE YT THels Hiael Hadl TSY Tl AR FATadH T

4R FIIAT GATAT TAT AGT, FEIT <



¥.\9 TAAHR! =T T H&wa (Introduction and importance of email)
¥.9.9 FHA®T TI=T (Introduction of email)

fagdr =9 AeHE [dfg ST W 99 AdeR THAls gHA Wieg | HA Tgal
fearereiar gaTeh 21 | THW TSTST Sra¥"aal TANT g | THHT & JGqHT i JF T I
TS W HTHH! FH THA GaT T T | SHA To13T FATH AT TTH
graIAd SSd HFHITH JTAAT BTG, | TAHT TTT THA TG T TSl THA ST
(email address) ATETT EHUS | THAGTE T IIF 8¢ AGAEEATE TATAR T T, |
THHT Fraerd o, fafea, afear s faedr wreaeeadd quraer 1= afes |

e ®IHT TS THE® IR T Fel 0T ANG, X THA (b il GHaAT T |
THAHT TANTHT Trazdehl TANTH! fgaT Sar AUHT @ | ITARTHT GEsTal ¥ GeASTcTeH]
FRU TIART AT TN ATHAT Tl G | TIATS TAERE] AT a1 T THAATS A b
fafeepr &oHT fag=s |

¥.9.3 AR AT (Importance of email)
(F) AN T Frrar

(@) =, TYA ST YRS HTE T FibT
[ UIRfET =R & g

(°)  qobre 9T g

() ARG FH AR

(=) qtaIAT FHT Feol FANT T Afehe

¥.c AN qAIX i e fqud FTEE (Things to be considered while
prepering an email)

THA MR T9T TN &9 deT Aibeg | THA AT ANT FA IHA gaT

YRTIEETE THA ST (Email ID) faq smareds g= | Tl SHA ST Febavd Bl BTH

TAR T ATEATF &7, | THA HAATS FF (AUIH e T T DT JTTATRDAT HEAT

T8 = T AT G0 F&iTe | THTAHN] THA A& BTl [quaesdl e faqas :

(F) THA YTkl ST MFET IS, | SHA SN AGTHT ATATY Tedl HTAT qi
THA SAfa |

(@) UHTT J¢ YTIhdls SHA oe] JUAT &9 &adls Carbon Copy (CC) ¥ FHaATS
Blind Carbon Copy (BCC) 9 9+ fAgRuT 79 |

FIAT GTAT TAT JAGT, FET § 43



€

TSAT THAHT T3 AT [0 THeA U1 &7 | THA=T T¢I [au9ee THA qTAT

Attachment HT FHTALT T 4T &7 |

THAF! AT 79 T 7T g9 | UF Uak HET favT AfG@dis TH qe] A

TESATE |

F THAPT TATH AT YT THAHT THTAT JAelTg a1 Ueh TehaTs o HE AT

AT FaTh fad & Al T Reply AT Reply all 9IS, |

THA TS ATHT Gfg=me g T faeeiiar g&adrer a1 fe=or qureeT T |

THA AT H (TAT BT AT R FHTAT I TUAT GHFIT qT THUR T(ehT

C (o
T4 |
>

SIS~

TRt et AT Blal I ATR

T HAER Akl & Bl ?

T3 HAERE F 33 Wewd i@ TRl |

FerSIer=rebT TUTAT ARl febe ATa9TS B 7
=T T TR & &l 7

ST T ATHATT TATT=RT F Teb AT e |
qRTT qHE F BT 7

ferdra =T qgladeg e wAeHl & Bl ?

FIATATHT A% (bl gl Mg ?
THAH! q=T faTe e |

THAFT FH 35 BIEET Sooid TR |

e TS TAEE® FAATAT T{HT FH TATT FRI Ieodd THEI |
TATTRT ATTTAT TFATS FE< aUTHI TRTepT G 7

FIIAT GATAT TAT AGT, FEIT <



SEEIIESC AR CURCES FS (G R

~

(F) UF FAERH Hewd qUA TR |

(@) FERTA ATIRHAT GAH] A HLIT TR |

(M) SIARE T AATIARE TATT=eT ar sarserd |

() AT T FATHN &N % & FHT AT (&, ?

(3) THWS =T &% THE BIEAEE TR |

(=) T T At A qAHEAr AShd TAHN FRATET HAA AT, 7
(@) ARl ANTHI AT FENT ®TAT &Ry |

(W) FIHRI T ATGHNIH TAHT Tl AETald |

(W) O TEAHRT SR AAT A6l |

TThT JRAHRT ATAT I ACTR ¢

~

AT (AP AT AIEAT AT TRl |

TAAT EAI F ATSHTET TUIT AT THE |

YATTRT STERAT T FT TFRFT Erad, BT 5T TaT TR |
TATHEATERT ATARAT TAATS Hicd THRAT TG Tlchvas, TATT TR |
THA THN F 21, THA ofeal AT [ fauges defey |

IfepITIabeTq

qUESA ST ATAEE Email A% F¥ Document 3189 © @X quiga Email id
FASIATHT B | Email id ® fasiefa Document weTs @t #rf @@m@e TRT
faa<or @R I |

T EETAT ‘e gean gfafusr g wv gt T fametEn wewn aefaEn
gl gt T |

FIAT GTAT TAT JAGT, FET § 14



3o RIanud

(Record Management)

© DOCUMENT
LIFE CYCLE

Storage

™
! !

4.9 Afwa@®t af=T (Introduction of record)

FATATHT TAGF THRF! fafgd =T safead Tars dfierg aidwg | afiea o
LR ATTETE ATTHT &1 | ATl STeRehI9THT T A “h@, THTOT, aTeh! IraT a1 JEI<HT
TG HT EIHT AT TRUHT G | ATTer@RT TR AU 9768 Record 7 | AT ATaA
ATUTehT Recordari 9Te3ehl ATHT &9 &1 Jqh AT FEHATAT & (keep in memory) =1
AR |

Oxford dictionary AT Record &I s "A written account of something that is kept so that it
can be looked at and used in the future” AT B | J=d Fa€aTaAas Zene K. Quible o
F TS AT FIATAIS AT fafq=T FTIGEITEA T START T GAATHAF FRISATTATS
Atqer@ Aws ("Records refer to the informational documents utilised by an organization
to carry out its various functions.") =T B |

1% FIIAT G=ATAT TAT JAGT, FET



F AT, SATATT AT FATATRT FIHBITLT GEEad ATHT FT T HT ®THT ITANT
T FH AT G2 H I FoH AHERAAF [qaRuars dtaerd vk Jiheg | afqera fafad
T Tl WETHT T8kl gragrl | fEsiiarst (aeaa @eadr 9 Aiqe@ e T, | T,
TAATARTES, TR, RTATe, 3earad, Jarad, ATaSidl (hs AMG ATAEH TIEE g |
FEATATIAfIgE®d START ATT@HT g9 TUrere SURPRISE &1 FFAT ATag LT
B, TP W & G99 (Specific), d=mafa® (Up to date), AT=fde (Relevant), dfca®
(Precise), ¥*9aT (Reliable), T=ATHAF (Informative), T@THIE% (Spontaneous) T JTHTIUIE
(Evidential) T |

Y. AfWa@®! THX (Types of record)

qI FRTATT TAT FAAEE ATTAGH BIHT TCATSA | FRIARHT fqaAtaardr fasr g
a g g aAfaerEdrs faqel #ewd 8 a0 W el Hewd At @t e
BIH] AT IS | TA ATA@Hl a0 & AFTER awfieer T g=rad

(%) fr AEgTaqul Afwea

TR SATHAAR JIART g, ATAIR GoaTeaAdH] AT AATAITE T ATRb]
TSATATR] AT (97T Hewd AUH ATAE@e® Afd Hewaqul ATqe@ g | SATHqhl ZHHT
PN TAT AT TOSTET FHead AT e@e® JqAd e | STaardedl |1t
AT TA1, FMHATE BRIATRET HETSA, HY adT THTTTITHT HETST AT 0T
AT & ATTAEEE HewdqU grg | GXhiehl AaWHl I9Thl F(FemE, HAA, Aiid,
for, feramT, A9 e, e TERIAT, ATTRERT AferE, 9 qRe, a1 afqamasadT,
HITATHRT HETIIU e, IR FFA JId T EATaRoreT qieerd fafaeT JerTeeht
AferEE® FETaqu R | AT ATHOEd! Hewd Hiecd FH qg TUHe qadi qRar g
TR fa9y wAT Wi TRy | O RS 4 TR g6l FE THaA AfHeEdrs
T AT AR TH G |

(@) AEeaqul AfHerE

fafeerd qwaee et 99 T AUty AEHT THRATIE, gAY AT TATAIRARI T
fp HEST a1 AfTo@ Aea Ul ATTe@ g1 | e PRIERET Feafed HRTed,
He U Aawa Yiqaedes, Mo Hai ¥ fsrrEaaases ataeddrs a9 G9edr
e Alehg, | TEAT AfTer@ FFIHT afd Q0 3@ Y TUEFT a1 FFed HH a7 BRI
T TARTEHH FEaqu g |

FATAT TSATAT TAT AGT, FET PLC)



(M) IR AfverE

F=d g Ar 9fs 99 SYERTHT MTSH o GRIEA] JUHl AfTd@e®  ITAr
AT erEE® g9 | AET ATAOEHT F AHT Jord, AR fda, seaerdd 97 ¥
Fgepad, faer aRuTg, AEem, 9 a1 T gideeT U8 | AT Atae@ee ATl &0t
STANT &8 | &1 A@eears ATaedehdl T ITAMIAT &30 YIS Earaed ar el
THIGE T GV TR, | T AP Teb a9, AH a9, =X a9 T qi TTAFH T q
THERET ATTAGATS STAN ATTAGHT I I TehT 3 |

() FH ITAR e

AHT @MY Hewd AR ThREl ATades HH IJUANT ATqe@ & | & TRt
ATSerg TRETOT T MERET ST gae | AR JehicehT e, faarer ®Rwes, STEr]
qAE%, EATHAS TAIAhEe, Teh Tadh TART TU(e TH: STANTH] ATI FATIA] THUHT
AT, (A=, FdTs, AOA9E, Ral A9E, Wadg T 99 e I HH TN
afvTerg g1 | IEar afierEe® garee Aieudie 98 a1 faesi Mg |

AT HTeTae R Tl T FRT FNISTIAHR] HewdHT (4R T | SAfaTerT ST AfaTeh!
Al Fedfde! a1t ai Haad AfTeE Fewdqul g7 | ST © SRTEHT THTOIST |
AT a7 FFAT AT GAALATA & H&dl FRATT HewdqU 7o T HAL ATHAE g,
T fao o e T | aXerd afaeraert geAT AfergedT aviier T FIAT T
{9y e [AATgHl g | SUTe GhRebl TP BTN gedlg (MaAHTEl, 039
(afeer FeMTed, 090) F ATqerE@dTs TF a9, A a9, 1= a9, 10 a9 30 JUUlg gearsd T
FEed qATST TE ATTGEHT ETHT (BT TLH T | Il TR UTeT g Teeaepl
FASIAEE T Y, YA RAT ATer@ g ATTAGTATHT e T3, |

y.3 AfveE saaeam==ht af=a (Introduction to record management)
ufirerges afasrar gamT 9 Gfed T AT ®OAT REW, JUSRU T IUANTHR
FRATY=aar T 1 Ao AT 21 | 9 FHHAT ATTedd] ATHR aled Hewd o |
FATATAT FNAAe® I UM, FAT T AT T TAREM TUH(g qeATgTaFaeET
forarereTrars afrera srEawar =aT gy | TFT F GISAAT AT fasiT gaTatE
I ¥ faieEdr fGasyel JaaTHET TRUEEAE 1 ANdE  FaTd qiaeg,
(Record management is the practice of maintaining the records of an organization from the
time they are created up to their eventual disposal) |

F ATHT, ALY, ST AT TLATHT ATIPINE I AR [qSTAT TRTHT AT HrAfaaToeh
feafeaarar fata= Meaeware o g9 ATUH fdad HRTIa q97 dAfqeadrs df HHTsTd

P FIEATAT TSHTAT TAT AGT, FEIT <



a1 ATAEHT Hewd, THId TaH ATTTRATH ATIRAT AT ACTH AT AqAvaH
T AT H AAITATE AT AF€aTI (Record Management) 99w, | 919Tq s i
TS fa@d FTSTAATS A, TGIqag T @IoTehl THIAT FEoT STHT YT T+ T GRIeqdT
BIAT T AGXIT § ATTer@ aaraT 27 | (IpyAr a1 FAas ATebried &0
ITed WUHT T g fAfad wRTSa a7 S&ardeidls (d9eé! Aewd, Jhid TaH ATaeqshdrdrs
fHATTR T ¥ ST AEeTFAT 2T Feol YTl T @Afehe T Ffar=radr gar
FE T AT LTI & |

(F) WAfHerE eI Rl 3¢ T "g<d (Objective and importance of record
management)

ATTSHT ITANT T ILTA ATerG AL TR, | F¥ATedd BETSIT AT AfTer@eT
AT T ¥ AAIFAATAR I TANTH] AT ATAE ATIIAH THE 3¢9T &l |
THH AT ILIEE [AFTTEAR B

() ATTTGRT ETHT T8+ Hewd 0l HISITAATS Aaiedd BIH] &

(AT)  WISTehl FHAAT I B T BRTSITAATS FET0 T

(%)  FAAT T AAAGHT Fah! Tae AT T HANGT aA13q

(%) MUFEddrs ATaYIE I AT TAEF T TWTs TATEHERT (Ao T

T ~ ~
(F) fafa=T JReT AFTT 91 AT TH AR TATST

(&) AT FREH 9T, T T FrAATdAd F=d T
(W) ST FTATTATATS TATTHN] BTAT oo T

(@)  ATTSAT JHIHT BTHT T T

(@) SHAAEITIT AT JOTATD] AT &HT FT T

Y.¥ AfserE saaedmaq fafa © =6 (Record management process and
cycle)

el fasATafg AfedH ITART T [FASTAHFHET =ROHT THPH FREURT AT TR

FUEE AT FTCITIAHT TS | ATAed FTEITIA =Aohed FATIH AR fasiar ¥

FgHAA (Creation and Collection), TTe¥ur (Classification), ¥&T (Retention) ¥ fassi

FIAT GTAT TAT JAGT, FET § LR



(Disposal) TFHHT FIATE THES, | TH FATART AT HHATTARET FRHEE SRITEG ETH

>

(S7)

FTATAT D] FAAT ATALAHATH AT aar3+ (Planning the information needs)
Aiverg T TRl 9 T (Acquiring required information)

ATTC@ETT TRt Aid, fagrea fsi=T T & T (Creating & approving

relevant policies & practices regarding records)
AT JUSTRUTERT ATSTATeRT fRTIT 9 (Developing records storage plan)

AT AR T GAle T (Classifying & sorting records)

ATl ITANTHT  Tgoehl aedl fAarsd (Managing access to record
utilization)

Ater@e! faeaataaarn, Arafaaar q9r daided Tg=Hr a0 19 (Managing

confidentiality, privacy & uncontrolled access)

AfTer@sd! Hewd T ITATNTATHET ATIRHAT AT A& T faaside! g
fAATS (Managing retention and disposal of records)

T8 AT FGEIYT T HAATE Th FAhd JUTeidl ®9qr g fageg | afveg

fastr T agwem EiC Tl
Creation and Collection Classification
faast= GTRTUT
Disposal Retention

Afirerger Jeaf T SUANT &3 | FavTereh 9T AT hroiehl el ferg e fearerarar qeren
rartea faeeror I, fafa= frfamer semae aqaea T, qEar T a7 Hureeard
TEHT AT 95 (O o STEr e GATSITHT ATqer@h! START gwg | T&AT ATqerE
Fe T TRl SIHFERI G&TH T @], Aides, qTeadeh, TR, ITHIS gl ard
FaTatIF AT |

KO

FIIAT GATAT TAT AGT, FEIT <



Sl

. doHT gEE Afd aEfte ST AER
(®F) ATHAE AT &b v, ?

NN

(@) HETIIO ATHeE TR & 2l 7

o ~

[ IR T HH ITART AfH@edT T Tsharel ITe0 faiary |

(&) FHH ITANT AT A AT ATAE 8 7

(o)

[Vhveg ?

(F) ATHAE FIZITIT T & 9

>

(=) ATAGR JhR TCTald |

(@) TP BT AT TIATIAR Biged gears T ATqed & & &

N

(&) wfrerg SFaEaTITE F 3% "eed ARl |

R. TR YR BIET IO AETRH
(@) ATHEH HIETT TS & b H T, 7
(@) Ao FaeTae fafaer aar deTerd |
([  SURPRISE & T #¥ T&TRH |
(&) HH ITANT AT AH] F&AT ATE g, AT THard |

o =

(F) et HATSTRE

[N

() AT Wewdq i freeom oo

() HETAqul AfaeE TR Ja=d T
(%) STERT Ataerd HITATHT Hraga
(%)  FH ITANT Ao EIEE3

FIAT GTAT TAT JAGT, FET §
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AT JIART ATHT I AR :

firerE afeera {45 IR TR AT Jeervaed Jar THE |

TANTHT AT G TAEE AT g Y qd ATTOE TF 218 | FH =T
% fag qfte e |

A AoTE SaLATTAHT Ie9d T HEcadhl AHT A&Tald |

AT AT T AN AAATS A [aiqwT fafeepl =amedr THed |

Al Terg STaTATId el AXUH ATT THald |

IebaIIeheiy

AUTSHT THT AT AT TERT el FITATHT & HEqT HEATT ATHAGRT TIAT IMRITHT G,
HEAIR T ATHAERT SR LUTHATATR FRha TR |

%R

FIIAT GATAT TAT AGT, FEIT <



A>dR 3 Jaon ufdfa

(Communication and InformationTechnology)

E

%.9 ¥4 (Communication)

%.9.9 §=ATLHT J (Meaning of communication)

AR TAAh Teh T&Tehl [q9R qIT GO TIT GoAATEE Aehl TEAHE TATS T3l Giehar
2l | go9R AN 9158 "Communication” waTias |THTERT “communis” ST faeM & WUeHT
A= | Communis T 1 ATHTIA (commonness) aT SATddeH! FTHRT ATH (common
experience) =1 &7 | THATE F=ARH A ATHTbl [q=R, GRUT a1 HAAT ARTHT T
qEATS A a1 dig 9w ®IAT qIhwg | I FoAT ARSI (transmitting
information) FIHT T=aRATs [dewg | fa=qa AIHT AT TS 7 9T TSTehT
T UG ARl AIHT g9 T AIAHINTH TIARAT TATST T BRI ThATH BIH

TS (g |

TARAE ‘U AGIAE AF ACKHAT o1, =R T gROT GER TH FAT @l
(Communication is the art of transmitting information, ideas and attitudes from one person
to another.”) T Jeoi@ TXeh UTErg | TGS URATHT T Faama=tag Millet =
‘SR AR FTHRT ILYART ATNT I AR FHRENT &l (Communication is a shared
understanding of a shared purpose.)" ST T | RES Leagans ATHE (8Tl ToaRdls “%ﬁ
a7 TEART 961 ATddtad [q=R, T2, IAAT a1 a1 THATTHH] ATRTAIET TS STaeTE

FIAT GTAT TAT JAGT, FET § <3



JHAE® o TRUHT AUl a4 T AlTd TANTHT GEeI T AI9RT TROT TATS S TRl
1 | (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.)

AT IRATIHTHRT SATIRHAT, oo IIRATHT ToaR TRT 0% A9 qoarawdr (Sender
or communicator), faTa (Message), =&l HTeAH (Means of communication) ¥ 99
a1 Jeurkal (Receiver or Audience) TR H&T =R T&Tshl IJUEATT Evg I L & |
FSARHT Y9 T JTIH(= F @9 [T fa=m, aron qa1 gedes fafaaa a7 aremEre
TR |

<.] goaTant ffaw (Types of communication)

ATFTT, THETd a1 FLARTA FoARAT JUF ATHF HAH! qEA1, (g9, =, q+
AifeaTs fafa= qieTeTe J7 ATdTars STHFPRT TRIST qFg, | TTIHhe I ATHATS =ATied
SRR =T, A, A1 Qe afe fafie qaved 980 MREe g7 | 91 YihmarHr
F=9T gaTewal (Sender) ¥ Tl (Reciver) T fa=rAT Iw<eTehl ATRHIRE T fatqe=
foptad grgd | oA (hiaH MR g

e et
\ 4 4 l

ufvreatr fafueer RILEIFELIE qaTEhT ATETTHT TUTHT
HTETHAT HTETHAT THERT T=AR STETTHT
i TR ATF TR | | Sy T AIF FAR
ferfaa T==m YT E =R SEIIECI EIERICESI
9T TR AT TR

(@) srfweafer fafusr seame@r (On the basis of expression)

(31) wifew srafq sew @ (Verbal communication) : Te safadel el eafaae
Hifger HTEAHGRT FHTHTAT T FATa=qerl AT ST RIS qRFETs diidsd
FATA T F=a1R (Verbal Communication) STH=3; | TEHAT FANT T AT FoATIH

T TS I T gAIE | HIgE FoAR FIEMI, FARA, TaAH, AgAT q4qT
AR AT ATATATE T3 | THA, AT T ASTATAABT 3reael AT AR ITIFA
e

¥ FIEATAT TSHTAT TAT AGT, FEIT <



(3m faf@@ @=== (Written communication) : ¥=9R T @ITUH T HRTS Al

faIcia =9 AgAH ArAHaTe fdfgd ®TAT T35 T ToaRaE! afed vl qard
YTaehel Je T (a9 ¥ TR TR g9 fafad I==r ar | fafad T
HIAHATE JIFA GoAR T ATl G a1 Fel FLT ToAR T TG | FoaATCHT q
qerel fafed F==HT SAad AU FRE® qad T G T gade | (e, fatad
AT, T, I A, Jqaad, THA a1 THUATH ATfe fafagd TR eV
g | fafaa g=ar afueries T qTHTieTe Wi | A7 Fer STVaT FEl TIeITHT ATTHT
AR |IEAH 9 27 | gTHrens R1er fad e dfauet faua erdiel sfqe aama
T g F==mr 2@ |

g == (Visual communication) : F59R 9 @ITTUHT a0 T=araE! dferd
T AT TTIFAHE Ihae TR TR TR 9T o9 8l | bl A3l T@h HT
R qEAGTH QIRvEd Al TR HeA FoaRIAT 397 AR q&I FATFhI<T
T, | FEATHT Eeec] TGTSaT bl BT qeafedd [augaeqes 5 &% faqed
T IS AfERRe Al | 399 T=a ATHUET (&, TAutaer, f=dr, war,
de?, NIE TART, T@ige, gaemr, fafedr ammir anfe 9eq | g9 amemi
S[ETSH el Fiod ¥ @redl 573 |

wegq == (Audio-visual communication) : eI AR ¥ 38T T=AR
AT FFHUIET ATAHATE A AR 2o 397 FoAR &1 | AR T GITUH]
favaeTs TETST e FUA™Ed MRUH ToaR TAAFR! g7 qa, | A3k, AT,
gaere fafa, frew, dfafysm, smarsrafeqsr fafedr, sRfmarcas ®EHA ATE
T HATLT FARF! IAEUEE g | Heq 9T F=AR THATARRI 8 A 9 Fqel
giear ¥ 98 g9 g3 |

(@) SrT=ATfLRaT SMEmTAT (On the basis of formality)

(31)

st @s= (Formal communication) : fHaifea fawoeey, @, wgfq,
ANTT, UieRar oATfedr Areamivd 9g TRT g=uR Yihar Sq=eE gour &1 | g
T=ARE] FiehaT FATAT, TSEH, FT AT AXFHRATE ATANGT &7 | TH THREH
=R gurerHl fafaa afqera afad gare a1 F59R Sl THEHT el TATIHN
YT qAT TEARW AT SAT=F ToaREbT FITERIT & | AT THT TTHT
oAbl BTl AT G |

FIAT GTAT TAT JAGT, FET § %4



(31)

seET® @ (Informal communication) : & Ta—@=AT S19aT qatTaid
FAFH A5 AAIANE ®IHAT HIUTE T5 UHATTAHAT BRI T, fo=me
TR T TBhT oA AT AT T==R &l | 87 IRAR BT TITEEF]
fererepT TeTher, WIS TAT TR TRA Goelle, Bad, AATTAT a7 rasiiieh LT
g Heardl A1fe AATIARE TooRbT IATER0 & | AATaNF ToaHT (qTaaArs
e fo Afer 9T aqrafq faeer FET ar=aar ga 7 |

(1) gaghT ATATTHT (On the basis information flow)

(31)

THRERT g4 (One way communication) : ¥4 JaTe T+ At a1 HIHaTe
STTAERT YT T TR a7 TedeH A1 a1 Al Gid TR a8 A1 araebed
T AT XA T HITehl ATAHRT A5 @Al TaRdars THeRT 591 (One way
communication) \i=g | THERI =R JurerAr dedr, fa.fr., =, agmeHr

o

THE HIAeddl SAfaddrs o areer, e anfe 9= |

TERT =R (Two way communication) : I==% JieRam{T =1 g T
Jar Gfed T T T ARBAT WS I ATATS AERI AR (Two way
communication) v | IERT FSATHT AR FTRMAI, AR, AIRIHAT ST
TR TR dT T84 |

a8t @ (Vertical Communication) : TGS I=HHT HITgaTE qaAtd?
(downwards) T9T qeare MfAfaY (upwards) 1 FeARATs STel AR A= |
Aol [, "dcd a1 I=d ATTRNIATE Todl (b a1 JocAl daehl aldd
FHANATS [Ge (ML, AT a7 (MU ATFHNT Taidy g9 9% &l 9 TIH!
faaéira qeat e a1 Terd FHEREE "dedt HE a1 3= AfawRee
IS GEAT a1 gfqded A9iaR g4 ¥ourR & | &l G EREl UiRdr Ha9d
HITITHT GEF (Cross) ®IAT IfH TaeF= g e |

THae g (Horizontal communication) : &+ TEITSTAT Ueh THT &l aader
FATAT, FET@T a7 @l qd7 JHA qehl FHARI GehHEEad g qoar
THAAD FoaR 2T | [aaRel AQEISE T, Tk AH(Hl gIROT ¥, HIHE!
FRAfeeR faa a1 faeprs a9 YehRH T=arR ITAE &3 |

(5) ASISATHF TARTRT ATEMTAT (On the basis of organizational use)

(31)

&%

At @== (Internal communication) : T3¢ fHeTa, TG a1 HraTAd T
T AT HRTIAT SRR SATFAg%dT (o=l T oaRdTg AT d TR i |

FIIAT GATAT TAT AGT, FEIT <



TR FFI=IHT ST g ToAR AT ToaR & T bl TSR] GEIedaT 4
TSSATT g FoaR ATRE F=AR &l | qeaiedd (Aebraerr Aid, a9, e
T AT AT FT FHARATE AT TRISH ATARep ToARe Hed T, | T3
TTed a1 fHepraamaide fafae S 1T Ieeur 9 araiie asar
2T | AT TR AN TATAR, AR, FFEY AATBSHT AT JOTTT,
ATRANE THA, ATAE THT AT TR T aT fafd ITANT (e, | FHTATATR
FRAYUTAT AT RIS ATANE TR HEwdqU g5 | T3l Al ASTSH]
A=A FSAT JUTAEAT HTH g AGa TUHS AAEF oA AT FATATR]
TFTASAR. JUITSAT IFT A=, |

(3m amem @s= (External communication) @ FSTeT AT HATATART alfex g
FoARATS Aed ToAR AiAwg | F (T, TS a1 FATAI ATHET qratead
F TTIAT AT AMMEed A (b, FeA, A, THE a1 ATASAE
EEET T goAR ded F5AR @l | 98 9odR UAER, THA, ATEsae e
TRTLTH, Gidaad ThIed, JerdrgeHl Afad A1, Giqaad a1 bl Al
HIAH T | F9ThT GFIRAT AR & AIngd TodR ¥ F GSISH
T |1 FTSAART MY & =R qed T4 &l |

%.3 ARl Agwd (Importance of communication)

QUISTHT AT a1 THETT B Ui FA Tohel ®IHT TR I | A% HIET THF
LT B I BT T TR BT T=aR Teb APl AT YT T AT TeeTehl
EUHT I IIAT &7 | FHT AR, AT a7 HIATATI FIH FEEH TH AT
e AHPT 87 | FTATATR] BRI AT T g dl [l Jebre F=rn
TAT SATHHRIH] ATGATET, [TAT TAT ITART IS, F TREARF oo R T8
S | TERPT ATIRAT o ATTAT GAR TH, HA GFEd T T G/ T e 19
qlehrg, | FTATATRT HHATH Bl Hid FHATATT B T & B HTIH! (THT FHhAATS (67
qithreg, T TeATEHA 9 HTH T T AR ATIRAT T w5, | F9aR Fiharane
YT GEAATHT ATIRAT § FIHER! ATTHT TAT FAFGEAEA feafqed qeargsd Mg | a9
JFR FIATAAD] HTHB! THTUTCHS, TUMCHE T TTAS TETEHT AT, FTAEAT, THAT
¥ [0 ST UETHT FoERE (99 Hewd W@ | g ARH] Hewadls (MFTTER danrd
EIHT J&qq T Aleheg,

(@) fafa=T qereeEe fo= T a9r SHAERIE! ATRTAYET T4

(@) TATIFRT FEETIH T AJcadl & T

M) STAfHT qIT AT IR ASTATIg q=TAT T

FATAT TSATAT TAT AGT, FET %9



(})  SAgHE qIT AT ¥ Faedqd T

(¥ AR SFEeR, I, faq q9r aar faera 1=

o N

(F)  FITSATCHE FTAARIAH] [qhTd T

(@) FET HETH ST FATAFIA T
(F) FREYUTAATS AT, AAAAART T gt aqrs=
(¥F) STEAITH (RAT ¥ Ahadr aiad 19 a1iq |

%. ¥ ATl qTEAgE (Means of communication)

FSARFT AIAEE F¥eh FXdh g T | FHER, [q9R, aRuT T qAeedls Ge9 &l
fafi= argme® gam ity | Aifgd FTAT TR TSI AIAE, ATRTTETON, AfqhiE,
fafgd =oaT T==mr e S, ATEETET (e USTSel), oy, Wrey, Uk udl,
feres, g fort, amarer, @mgem, fadr snfear wamT i | arstee faeamr &% fepfamear
THTER G139 ATIAEE JAATH TEhl Sl | I AdAeedls GHaHT T HEIadn
freAfafEd | JehRHT J&qd T T,

gt fRfaw

qAd @A qred | | fofad gsa aiem | | ferd @S aem

EEEEEE Ferdra, G ECII PR
G AR qEF qAT TAATTH, [EEGIRICIPEES
AR AT TIT BARH SR, Ao wfecfufeares

(F) AT TS A (Human means of communication)

AR TEEE(T FAAT AT AT ATGTTIETT T HIH HAG AT T | el
ATFTATs FoAAT T AFERT ITAS RIS T XN ATdAl oaR TAI Aebl TeTelTs I
SR TRTIA T AT FAAATH TR T Alebeg; | AT AT o1 faiq=
fepfawer g7 STHavIeheT HIAHATE gvg | HIHAIT ATeFaTe oA &[T TAE ®IH WG
TIT ATGHIAF oo [aidel AT g5 | 39T &THAT TUHT T AT &HdT ATTH
AITTETS 39ATCHF Tgehehl HIEANATE, I &THAT THUHT HIAAATE AT bR AT
e AghasT AT T ATHI HIAGATs qATE, Alellg, qgehd, HAZYA a7 fdtad

%G FIEATAT TSHTAT TAT AGT, FEIT <



AAYATE AR TG, | SAhd, A=aindl, Yoo+, o, THMEAR ==, TR1err fe
AT AT Joael I g9 FoaR [afde® g |

AT FNAX FATHT FHAKT AT GAAT FaTeF AT AR T g o FHEre GoAR
ATRTAYRTT T ATITH] HTH T | Giaraerl [aered THUHI AaeThl FHHT AHAT
HIAHATE ToaR & TS, | AT AP FAaaiadl o) aeqd afq g | fawd
FEN THAGE JAATH TEhT TATAPT ‘FIATA FISH FATATS HIAATT TR f7eb 0T
IRTERH ®HT [ Al |

(@) foafaa ar qfea == qE (Written or printed means of communication)

ToATHT FerTwa] TATAHT ATer feafad a1 gurg Teuerr qrae &1 | fdfgq g==awewr qees
ATH &YW AR g ATa9TF g | fafad Areadare g Goa% FH Aha gl ard
i AR ®IET e | [dfgd gsar Aferd UTed, Jarinel a7 dRIbRardraael
HATFT e L T FATAFRT G [ATIT AqAA ¥g, | ATHT TUAT F=AR T,
TIATE THT ®IAT FoaR T, [Feaaq=aar FOH T4, =aRET o Tegsias fdgd
AR AT FEH T (Afgd F=aRH! TN g | fafad a1 disd == qrawar f=dmam,
TAATAHRT, T, ATTAGTS, @R, T@I=, SAERRI T, JER S TE |

forTadT o= F==IR AgH [gere Agar fafad e AramysE T gerd Jardl fawra
HUHI I, | AT [drad (=oae, ardd qIT qidwal ATRTAYET T+ a1 27 | &Td gl
HATRT FTHT A Jafadr ATemed ¥ I5aR ATl AR a@dl & |

() fa=rfo @==< @mem (Electronic means of communication)

fafa=T goR&r agd, (&, d&R, dfEy a1 Thad, ATars], TATEH, TaTAITRT
FIAAEE AT T a1 qRET HAHAE YAl@ g qoaRdls [a9gdd 5ar A |
[ &OHT F59R T& dRAfEd a1 ARI{Ed ®IHT Ueh TTAAE Aehl TATTA] A1 JATE
e, | T9E gaTe g+ geEnTars At fasrira gfafaer gamm T8 #ifgg TR 9T ¥
T A Als [SHISS TR JaTe Wb W@EIHT YTqehel I T gfafaesl faera STuar
T | Ul qIhd, TARIFATHICE Fgehd, HIEIANEHA JUTACRIITR [didare g=ar
HATRTATET T4 %1 [ T=aRAT g5 | Tgedl] TR FFe? glalae F=ar qor I59R
JUITATHT U] FAAR qRATAHT BRI (AT ToARATs SradAaH AT T=ATHT
AT ¥ TRUH T |

HTATS, 3YATAT AT AShde® [T TIHT JaATE T T faeaHT (Al Araaewdl [

(e o}

AUH B | [ T=9RAT A& T8 THREFT Aade® Ehl g Tl XaoaR [aiies,

FIAT GTAT TAT JAGT, FET § %2



&g« e afafaew, dfawm, wem aifs ¥ wrer gfafugmr srafera greedam
raTiva Tear fafues, & © T8, FaATEe, quAAR, dfedl faye waiae, arATSe
T, Alcafaiear, THAET S&al Ag" Ted | [aea Toadl Aaael Ardaadr
TEAT BIHAT WWH B |

%Y FAIHT g5A FFeqqaht fafa (Communication
management methods in an office)

FA TGS AT FATATA ATHT TSR FELAATET FoAN I0HIAR! faebra T

¥ e AR AT gR FEEIT THdE 9o0R  AaeMIaad] &9q1 [qgg |

TGEATHE ded Bfaa TH FATAIA eRl ToaR JUTATRl dAqaead 9 | T4
THRH! oA TR [FehTe T HaLATIHA (A e I,

(F) HATATR] T AR I AT TEAH! TUITAh ATSTAT JAR T

(@)  HATATR] GIAATHT T FRIBRATANTT R FATST A~ [shaATcHE T&TehT qie=

~C

RG]

(M) = FALITIAT JAT Al AHITIAT =R AATATIT THGH] AT T

(])  FoERET AT Ul fafg~T FTeeTepT Gfg=me TRT qadq=al SUga aTerepl
Ale T

() WASIST WEAAEHITH  ATARE qIT AEA =R FRIATHT ThEaar T
AR ATAZATAEAHT HTATATT TATS A

(&) TS FHAN, AAh, TAGRATAT JAT AET TS BEATAADT GoaT

faferept amedT TSR RIS
(B) AT, AT, TAT Gl TR, G¥HTT TIT TSUTUERT AT aEITHT
QAR Td A7 |

TY.q ATAEH AT JET AR qaedqm™d (Internal and external
communication management)

TLTEATCHE AT FoaAReATs AT a1 GEISAHd g1 IoaR I Hraad ar
FEITSAHRT AT(ex M oaR TR & §5 TTHT HaLITIA TS, | TSR (SR ATHATTHT

A= HTIH T T [T Te7ehl faeeraor W et (i 97 aed To9r
AT T -
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(%) ATafYw AT Faedrq= (Internal communication management)

fated F=aR, AfahE (@rafed, ARRed), T, Traldd, Iraire T ATAE THA, ATAE
TS, AR AT, SHALATIT AT JUTCAT AT HIAHATE AT Ao ARITIT T, |

(@) amga g1 egaedqmq (External communication management)

STHII%, gATh, HRAT, THA, dadTee, asiiae a1, AT, A, A=aindr g
ATAHATE dTed TodR AT (g, |

[T~ HTATATHT TXh H¥eh AP ATAXh AT A6d oA TRHAT ToaRB TATE
fafer feior TRuer g7 | £ THRST AAT a7 SAARRT HA FHAW a7 TaTgeherel JTeqed
RIS, el ARIFRATAT AT AT FhT GeAAT T T a7 & BT AT AT ATTHIE
M & T & HEAT FoAAT ATASAER T A FRT TSR oaR TOHITH] FHICTHT
T8 | F9uEy fafa=T ferrr g sfusrd a1 gaadr de ¥ gEer Afadrrare wr
FATAAFT HETaqUl T ATIFE AT FATE T FIT (HATSUH 573 |

%.% g% 4T (Postal service)
%29 'g'a'lﬂﬁlﬁ uf=T (Introduction of Postal Service)

g fafea fadom, o« qar gfdw=r AEEYeE 9 ¥4 2 | faevawR gdre dar
AASHE A TFRT AR TR SAAT JATAT Tabl @ | (Aol &TAare gl
T AT G Gordl AT RO U 9w | gedel U STl gEAT ¥ feteat
AT STIAT TATSS, | ToaARHT ATIIAH ATITRT [qebT THUH! eI fear@a Ferdra=
THHTT FaRepl IUTA {97 | ATATATA TAT AT AITAHT JIE BTH] [oebra TR
HATATHT b TATHATE AF[ AT [odaa AU T geATheb] TTIAT TUHI &l |
geATehel AAfSTebepT TATSNG 39T faeTeht fafqe T T T=aR a1 SUaed TRISH |

%.%. EATRAIE T TSI afeaT (Method of sending letters by postal
service)

gAThaTe FoAR THHl o7 9f fafv=ra fow difeusr &5 | garware Tarsd afed
ferdras qur Irieewd MR=rd areR T drasr AT @Ry | gerdare qared FardraEer
ft=ra oo fqde | TJET ok gATh [chedie al gATh aramehl YANTEre fade |
FeAThaTE (ST TSISH T T UTIh ol TIE geATh STAT Tk @THHAT el g9 |
g ST ITaeheTs I¥RTSH AHHHT JUFHaArs o Rl T8 | gardd Tare fadraars
afe fafa= JehTeAT a0l TRURT qT5wg, | ATHIIT: gAThale TaIe (AoMaadls AT
T ¥ TAT T T g5 TRTaHAT FiTeRe MRURT Ugw, | AT AT gATR (A= AT

FIAT GTAT TAT JAGT, FET § R



gaTsaT (Aerogram) ¥ gATeIT (Postal Card) THT J=@=HT ATTHI TEws | ATERT I
(General Letter) ©T% %W YTATHepaTdT @ faeq® 9a@d WU dM9f9 gar 99 (Registry
Letter) T8 A= YTATHATAT Q@R TS5+, | 3T TAATS (Sl BIHT TSI TR TATET
el odh [T T g 9 FaT (Express Mail Services) &1 ®GHT afH Jorea=HdT ATSUH]
T | AT AT 9 FEATeId YTIehel q¥hebl THTEHT TAR T Jehe] FHRTTH FHTOT
ARHT 0 RIS |

%.%.3 §AThE 798 g ARE (Services provided by postal office)

gATHR IHT afT Taears M= g agadew 48 Sqafeqd ®9AT ST ot
T AT TS | [T Hehe®dT Joush ¥R a1 Hiided AXaaTars Uk UHle]
gaTF dgHa (Postal Code) fa ¥ TET Tgehdars @e AT SIMATH EIAT AN T
TR qTEwg, | TEAT FTHT F TATAHT @Ioi THIET google maps ST el fazeirr
THRITAT FHA gATF Fgbd TANT &1 TR B | gl A [qeua: farga =
HTSTAIETT T &7 | FISIaaehl ATGTYRTaTes gaATehel (M= dief T ATHX AT ATE
JEAAHT ATGFIETE 9 (merchandise service), T FATAATE bl TATTHT THH TATHATRI
T gATIT FAT (Money Order) T g a=id oI (Postal Saving Bank), ferara st
fa<irr qan earaatas JaraHd g4 TE |

%.%.¥ glh 9731 (Postal organization)

AITAHT gATE HATH GEATA JLATARTIU MEHT ITATH] FUH T35 | IeAehl ATATHT
Ferd e ATRMYRE T FES gl ¥ A Gl AT TSI AARIAR 9 97
ZATHEH] FTXIT (AT | geATh HaTehl FXAWTA ATAA] TcbTedl AT GLrgehl ITATHT [ F.
9233 G TUFT T | A" QR3Y AT AU EATHURHT TIATIAT qAT A9 f4.9. 9%3% 3@
= AR fodl gorsH Anferdn | [9.E. 9935 AT AUTAHT gATh [dhd TEATH] AT |
fqER A STl Teda fedhe Mebdr w1 fad. 209y I fagemr F=er qorger
TR fese @@ qergeAl v fad Roqe Fumm q @ AUl fewe @R favawr
fata= AAFAT fordl ToT3 FTHH ATAA1 FAT | BT TATAH] AT Yl [aaRT geres Far
oA T Hed (b 8l | Gfgedl FHT AT Jraterehl &=HT qUH TR [dehTaeht
FRI TITAHT geATeh JATH! TATARAT HH AT GURT G |

EATE HATH! Toad [q9a9R Teahl g | [d99 gt a5 (Universal Postal Union - UPU)
forserept T IMETHT gATHH TIRT TSTSH &1 | AT GYHT AT TSHHT FaTwaT TR
faRTdied TS &1 | HeTeel T 97 &g TIAT THA gaTdh TITSTAewEH IR JXIMEE
TEHT B | TGAT TAT FT=T &A1 I9E% G2 TEhl Asia Pacific Postal Union ATHeT
TS fRanefiel &l B | AT AT T TSHDT T EH F |

93 FIEATAT TSHTAT TAT AGT, FEIT <



%% FUCIHR! 05 FIGLAT AT qQThT ITAT (Use of postal services

for official correspondence)

F FTATATHT JATHT FHIIT AT FATAT AT (T, JTHATRAT TAT FATMEEEET &
fafga TAERET ATEH AT T FATAAR TAAEE a1 GedNies ga a1 d 99 ATETAIETT

T AT YSH TH gATh a9l RIS MEd g9 | A e ¥ qTHIS
EIAT TAEAR [T ATLITHT EATh FAThl TN T FRATAIH [HETaEs gTashelrs
REIERTN

FATHHTRT FIATAAT TATAR T&T GATRS ARV TR TAFT ATHR, AT, [T T SITHTHT
TIATHT AN AT AZHAR! TN, TF I+ I¥RTUH SRR g FaeT ST (HaHees
qTAAT IS | FATATA GATHHTRT TIG TAATS THT @IHEAT T GIAAT TS T
TSR] ST LT A& e | TN T AR GAHT &G, TAT TAHT BIHT AT 5
T HATH ®IHT FHA TS1SH &l A R T gATHHT 1S9 | gATh dar FANT
TEATIART Teeh [ahaATRT a7 AT FFATHT T FTATAIHT ATATH THH G TS, |

€.\ FSATLHT &A1 Tfafet Hgva ¥ 990 (Importance and uses of
information technology in communication)

Hitq@er wrar qar fafuer faera ate F FEAr qur geenwr fata fafa v agfaer

forehTar 1% 3TN B | FT FATIHT AR @loe A9 HHAT Aol THIAT FabTa quet

FFASY JUITCATHT AT AT ATTATEH] AIAHATS AAEIdT BIAT T T HaATS

AT giatg ATHT 21 | 1 9%4s AT Harold J. Leavitt / Thomal L. Whisler & #TfR&e

faepre T F=aRSET fafy ¥ gumerers Information technology wT¥ faddeg W=R =amen
TUfe T TeEh! TANT ATIF BIAT AUH IS, |

TIAT T TATSH ASHad, [qeu0, Jare, HAUSR a7 IJIART TRl AT TRUHT
FFEX TIT RASAR ITFIH] FAIT TANTATS AT Fratd Aws, | Foer gfaiaer
AATAT: FFISY AT FFHEIF] ACaHHT AT F5 AT T AHHHR TATE
T fafrers T3 | (Information technology (1T) is the application of computers and
telecommunications equipment to collect, analyse, store, retrive, transmit or manipulate data
easily) | faeqa st gemT fafawr faedrr wrermare o@T IR 91 59N g9 99
TRIRRT AT T ATSHA | BTHIS aiad ®TH] FANT T AR JUHUEE T eTHIel T
TR FAAT qiateaes fewar g | Geer gfatasr fasraar drated T arefed arerdare
=4 9, magnetic device &HT data storage T, STce THRHT [TIATUTHE ATAHNEE
e EIHT FANTHATTHE ATIH ¥ ATTSTHAS TANT T STEAT Aehe Frarer faepre Ut
call
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%.9.9 g4qT gfafat weea (Importance of information technology)

AT yfafuerT He<a TR, SaGAT TA7 ARFR TIATE B, | ATATHT FIAE, Forar
TAT FATITATHTAR T Hewd ATdd a7 eI, Fleh B¥dh g 93, | (A9 4,
AT, FATATIA AT JUITCA] FoaTea] i G giafaet a9 7ewa wal @ | T9qE!

(%) T YUl ¥ F FaeReb A= (Reengineering of work) =

(@) FTIFFTETHT ofredr T97 =[Fqam (Maintain speed) HTIH T

(3T) HBTAYUTATHT TATIAT T FEI=ar (Accuracy and consistency) =TS

(9) qEATea I ar Jumetrel faeaaraar (Reliability) e T

(3) FIAATIAERT FAEId ITART ¥ afe=rad (Efficient use of resources) T+

%.9.3 =T qfafa=rt @ (Functions of information technology)

AT yiaferel 919 ¥ a=aard aeT HIHE TERAT T g Alebeg | HT i g
AT ST ol qrafead FIHRATAT THE FoAR T, AT ATAHRIBT T, ITART T
ATET TARTHT AT Tgo TRT STHT e T Tl WIAHATE JATHTeh, qrifes a1 FEmTd
FIAFEIGTAT TESNHO T 7 gaar gfafarer 1 &7 | a9 qer Fres Araar
B

LN

(®) TATSH FgHdA al g (Data capture)

(@) qHeH ATSRU (Data Storage)

(M) FEAT qAT JeATEH T (Data processing)
(")  H=ET ¥SUe (Storage of information)

() gEATHI g9 (Retrieval of information)

%93 FHAEY oA T A@HET AT JfAfet ITWRT (Use of information

technology in office management and account)

FerTTeITsT FFITar TAT TraTAaaN el HTATAT T3 Aiehd T | fafqw 18 1 Fuaaawen
ATAHATE FRATAAR] FTH FSATATHT GEodT qAT TATARIAT g TR F=AAT Frarerer
JIANT A&l HHHAT TEH G | T TCAHHT AT FUX THAA HIATATH ToATATTHA
BT HH FEATT HUH B, | FTATATHT Aed AT T el THAT (Hataa gepfaerr, A=

) FIIAT GATAT TAT AGT, FEIT <



T=ATAT A9, FIHHAT THE [UEAR JIT TATARNAT FAH TH o1 gfaidgsl 3TN
TG | FATAAA THIT ToaREl TAAHATR AT, FATATAT (FoAT g9 T9T ATaLTH
fafs =T JepRepT ATl TSHAA, ISR, faeeiur T ITANT THHT AT 9T T9 Fraraepr
JAANT &7 |

FATAT TSATATHT FFHEX T JATs AoaTd= T ATAeTF 99 operating system AT
windows #T TEl TIRT g7 | TTATeH FATATH ATAITFATATARST [l THRATEE
afd FETET FSATATAT ITANT &5 | Mocrosoft compay o @& TRl Microsoft
Windows ¥ Office package TI9w=T WTehfyd FFIaX Jueiie® & | Office package T
fafir=r gumeied ufq TR, 9 ¥ 9TER @rgee Fa9=al gEl TN A |

B | THHT AT AT ATATHT faxird FAT qgehad, AUSRUl ¥ Jeiiae T+ 9a database
management JUTee®& [qehT HUHT S | TEAT TUTATHT AT Te< of@l qed [AhTaeh!
AEAFFNATAR [l JpRebl ol qreduee® (e 9UH B | A9 AXHReb!
AGTIUITCATHT FoAT Fraaehl G T asfe ebrar T TSA JUrTell, of@r el CGAS
JUITET, T Teehl @l T SUTRA ST YUITCATe% [ehTe HUHT S | sl &l oam
TRl AT Tally, Oddo, HostBooks Accounting STEAT 9 JUTCiTe® &l Bl | TR
Ferar fafa= HFIT AT FTAI ATFI AT RATATARET I AAeE FTH [qeh
TR JIANT T TS |

Sl

. A GEERT AT Bl ST AR
(F) TR A & s ?

@) witgs FoARH 9= e |

LN

(M) ThERT TR TTHT % &l 7

(F)  ATAE FoaRET ARACE IIEIEH [Gerd |
(%) HAIIANF TooR B AARATHT e, 7

() FSARH F AR ATIAHT a0 JEId TR |
@) fEEdE 999 99 & 8l ?

FATAT TSATAT TAT AGT, FET WY



%

()  ToARE F q5 Tewd AR |

(¥F) BATP Hal A=A & qhvs, ?

() FEAT gratg AeAH & Bl 7

ARl JIRT BT I AR

(@) HifgF T=AR T 59T ToARPl BIF AE

>

~

el

(@)  FSARH HETIH dHAT Ioei@ el |
(M) HfEFEIRT HgeT AR hd T TAEFERT &g, Y& Iy |

(F) AR AIAF ThRe&d! aeal GSaqq ==l THe |

(3)  HATATAT G=AR AT FGT 9 Alcbeeg 7

() FATH AT FATAIAE & FH&AT YaA6% TATE G5 7

(@) FAAT YAIHT HET PUEE & & B 7

ATRT qTAhR! ATHT I ACR/Y
(F) FoARH [ aHEE I L TUE [BTaTePT T2 ATl ITEX0 (a7l |

(@) YATEHT ATIRHAT g F=AH [HTaHE! 0 TH |

(M TR =R 9= (65 Arefae JIHT THHl Ae<ddhl aHT J&ield |

(&) AT gfatae FEfe afverg €T g9 Hew gEd ®UHT Seid TR |

IehIch ey

auEet faeemar sfwsmaes feaa AaeA Fnfsrn Tieal T auareet FeTrT farmediad
T FRHHBT AT AGEAIA T T fTgm 9 a9 Fifcha®l a9 aae
FEY AT, AHEH DAGA T TSA TGEAAH AT AR TR |

TUEHR eI STRRE ST @i a1 & et e aeer i fammem
FEAT FEAT TSATLHT (A HOASH qF0, A AU T FHET Teqd TR |

FIIAT GATAT TAT AGT, FEIT <



QAT (Business)

9.9 FEAIHR! T =T (Introduction of business)

SETATITRT AT WIae T fmareers 75 | a9 T fRareeaere & T &1
EIHT WA [FaTgehl ATUR I &7, | FITTT AT FAEE ATHT Gl AT AT 795
P fod T FATH AT I MDA | TEqT fRarhardare & wiad JTeadw=te
YT T 9T A9 SrE (aTget AT (et are arEaead grsr | a9 TR Jatadh
a7 ATH{EE ATHHT AN TR fFATRaATTers QI AT aqr 9 s |

oTfeaer AAHT FFAATIS F FAAT AL AIWET AAITATE TATSS | aY T THIRHT
FIATATE HFATT T (Head | SHFATT gl TN [Afy=rd goil aFmer T4 Sifgd qee
TR AR FATST LIS H F1d TUH TS | TN F1Iee a&] TaH Jarehl Icarad
¥ fafraae avafeard g7 | I8 YoReRT AU a1 aeqH! fataed T 6ifaew AT
SN g | HATH FEANTHT AFRAFATH IeeaATar fafaer anfyess fmamsar
AT g, | ATHETIRATR] G FoaTdd g IAT A% [RAThATIars SAaamaet
=T fgeg | T SFFATT GARN AT AT AATILAF Tl BIAT & |

(el a)

AT ATHT S{aFT TATST Qe ATAYAF T TEAe@ehl ATAHT GHTSAHT AT
TIIATE ATed a&e® IR T, Tghald T qdT [ T FReE GHELT 5o |

FAITT TATAT TAT AT, FET § CL



T GERBT FUEE (AT~ THRPT g7 T ATTIH] STAT AT~ BRITPeAT & |
SAQTIAT AfT HTEw® GHfargd T FRT A(HAard T Aicbad | 78l fafaer fagrerer
FTIIATS H¥h Tk BIHT TATIT TR B |

Peterson and Plowman &7 fa==RyT, 20&a@rd U3ar I&dr #1d 8l WAl fafg= aafaaes
R T TaH AT AT % JTART F&q a1 JaTeweh! A8 T ("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 #T dR aqe®®dl HAEGHIFRT &g YT T LTl TR AHA
ERIEEIEIE i C i ("Business may be defined as human activity directed toward
producing or acquiring wealth through buying or selling goods.")

C.F. Abbot #T STAR fadTaTHe®I @@ =aard aregq (“Business without Profit is not a
business.") |

41 aRATITEEETE ATHT FHASH Ieedel T&H IcAE T @RE(Aeh! T a1 JaT ATTAYETH
T TS AGIIF AT qFG, | A AT AT AT TAT A A S
T TIHT ATRT AT VRN H HTAR] FoaTed T @M (Good will) FATSH, ATHT
FTAGTETAT FHATAHTAT, TATATITT, &7 el T HAArg I ATaqT b HBTahT
®UHT fogwg; | SATawaE w1 qATGdE AT AEfed AT, (AN TAT ATESAE GEATH
AT TFIEA &7 |

9.9.9. sFEEEH favmaEe (Characteristics of business)

F FTATT T a7 THAT TG ATRIeEE] @M T FMa=AvET Farsus g | fata=
Aol FoaTel T (91 T8, AIHETET SIHT TR GG, AT HFT, Sgeh 4T faeia
T, famr e saaarsT IeERw g | SHE9rT B AT ATERE g8 AT HT &l
HTRRHT Gl | HATT aAT A AT TUHT grgd, A H(ATT F909T T a1fee
qafeR FoaTAT TEEH G | AR UM FeEl AT F fRaATERarT T 99 | qo
JPRE ATAIH (AHTArEd THE [FTaE® gra

(&) srfd=w feramaaTa (Economic activity)
AT fafq= i fRaThaTdes TRTELT grgH | aardd si 9T, Sifad, °r9,

2T, fR=aRar Si=ar dwde® Eva |

(@) &g a2 FarRl FTUE (Transaction of goods and services)
A FET AT FATH IATEH ¥ FRIER &7, | TTAT PRI TG Tl ATATTHT

T |

I FIIAT GATAT TAT AGT, FEIT <



() Iearew aAr fafe @ (Production and exchange)

T JAT FATH IcATed qAT fafq/a sgaamaedr Afq= A3 g | IRERE [ Hae
FATAHT AT TETT G |

(&) FwreETenT fafiaar quar femar (Regularity and continuty of transaction)
AEANIF FREARE! (AT T FReRAre aaad a%d geg | Aadqrdsl GhadrHl

ATHI AT AR AU ATTANIF (AIa=al Aaede® g7, |

(§) wifaw ar sffi=aar (Risk and uncertainity)

AR I29T ATRT AT T qU ATIH AT g 99 afdes qemae 8l £ |
THFRIT AT ATTGITRAT AT AMGH I AR AEd &7, |

(&) |/AT®T (Profit)

AATAATS Sflecl 9 ATRTe FaEr T IR TREH g7 | HATRT AU 7 Tl
o

feeaear feq afepeq |

9.9.3. FAYIHT HETD (Importance of business)

AR HEadls (AFATTAR I&qd T9 Al -

(%) i gafa (Economic progress)

[T F I FHT AITIF IR HIEAH 21 | AT GafeTehr AT samaaniaes aaept
ANTAT Aewaqul AETH & | AIAATaAT AT R T8 g4 |

(@) STASHY THETR! AT (Solving the problem of unemployment)

AR AT 83 ATE RN G T | SUNT ¥ AToredesl faraare 3
SRR HAAREE (AT I5 TR Qe TAASEITATs SRS GHDTEE T=T3H
s |

() TR AT (Use of resources)

TTHT AUHT Tl ATdTaed] TTIAN THH AN 9 FIIEIF TAT BT Wbl 573 |
AN ¥ AR HIAHATE J9TAT HUHT =l Ja1d T AT FETdaars 5 IR
T Hlheg |

FATAT TSATAT TAT AGT, FET 9



(&) TTeted qrfteRt @i (Sources of revenue)

AT FREARAE AGF g g TS AST@AT AN F@ ST, | AT D
TRAATATE TP IA T &7 TGl AT H] qlg 5 |

() SframeaAr ga (Improvement in living standard)

AT HITAHR] STATEIH] IR ATIG | SATTANAF FRIAR TGal AT d@ A T
FEH ATTH FETIATA STAATH] S(aq AT IR & A7 |

(@) i wrawmr gfg (Increase in national sentiment)

ATEHTIE FTAT R AT ATCATHY T F&TH g, | AT G FHg BFe T9 Had
T, | AMZIATHT AT TG AT, |

(@) fageft 7gT s (Earning foreign exchange)

T [TFTHEH HTegHaTe (Hald AR JMgAT 9ed T | TFare faaell {57 AT T
T TQITAT IATEA gl 9% ATATTHT Heoldl g5 | TH0 [aell SATIRAT gig 9UHAT [aaefr
AT AT T b, |

(F) ea<ifegd awaeaat eqmaar (Establishment of international relation)

FTHT AT H ATATERY HUHT IR AT T, d8d ATIRFT Ha9% ITAH g,
A S Alataty dgd ATd 7 ARINGT TRA] Fred TTIAT 8 3178, |

9. AATHRT Th1LEE (Types of business)

FRIEAREN JHid T &AH ATGRAT ATAIATs JAN, AR I JATHAF IIH T A
JHRHAT (S | TaATIH H&d ThRATS ad T&d TR G -

gtm
Fedl A IAN i l
AT AT IAWT R a1 FIq™d
TRl |
faasft =R

zo FIIAT GATAT TAT AGT, FEIT <



(F) SAW (Industry)

TRAE®H] JATEA T a1 JE[E®HT IJUANTAT fasr T (Creation of Utility) @Tg ST
g, | F=dT TRIddTs TR TN &l IR T HIHATS a1 AN AHS | SANTATS
TATITH HEH AT HIS, | ICAEAHAF IUNT 55 THRH g7 o MHFATTAR B

() AT A IURA IJAW : Foa] HA IJATET AN AT FAN J=aATeAq 9
AEAYTF q&] TR TH AN &7 | AHAT qIe &8s (el STFT T, @l
G~ AT (aHET JTANTATS boal A IATET T JANT 95, | I&qT IS
IS I A9E qg eTdd g1 HET AHHEE avgd, T& : FeATHH! gell, FI3,
HIEAT BIAT, T, AT AT HTH TS |

(AT)  AATLY ATA IUTEA IJAWT : FodT HTAATS AT HTAHT BTHT RO T FTHRT T
TP THRHT JANTATS TART | FAN v, ST FATHR! JaATaE FATH
Svel, FISATE HiH=R, JrATEE ST, I, &R T IF9E a1 Jeae Hue, dRT
ATTgep! IoATed T IANES |

(@) arfutsar (Commerce)

SEURTEATE INEd T&Iewd] IR T FAATS AT A | ATMred 9Tead aghad
HAH GREEHT FEAATS AT TASS, A (&I ALHT SATIRHT AT TFI0 HeTdF HAes
¥ qATHAF ATRATE 9 TASE | SCTEHaTe ITAEIEHR g% TATST A F#0
T QUATEITR fa=rHT aeqel falaaa WRiglang | awd gF o Icred ¥ Al JUHiETR
fer=rebl T @ars g | ATUISTHAT e TRl FeE 9C 9 [Iiars e g5 av
fareToT T, |

(3) =R (Trade) : ATIRIEEGRT ATHRT FHATSH Il T F=dAT HIA AT AT HTART
GiEfamIaa=dl FAAE AR THvs, | IATEHendls ATaedE Hodl TITIes
ST TRISET ¥ JUAIFATEEATE JATT HIAGTHTT [ghlfaaeor Tal STqTere (Ai=ra
a1 favs | F=AT AT a1 qAT ATAD] (a0 HIers AR AT a8l T &80
HH TAATg AN A5 | TIRATs 907 @l M9’ (Home trade) ¥ faaefT
TR (Foreign trade) T aRTEI0T (e |

(i) @ =R (Home trade)

AT ST TR SATIRATS eell TR Jiveg | Tesll SaTqeAT 29T
JATERT SATART T FTHTEAT AT FeATT TEwg |

FIAT GTAT TAT JAGT, FET § =9



(i) fagsft = (Foreign trade)

AT HePSTraT aTfex a7d [aqef odeed ] AIRATE JaMTHh AR
AT | FFAIT AT (IR T fard () = ae |

(3T)  F&AT W™ (Service enterprise) : AT SAAATART b T JaT FI9TT &1 | 4T
A JTHEAEEATS a%] 995 4al JaH e | Jae® A5eT THIdH s |
AT e AfTSAT JUGHT T T Afsaa T AT Aibad | ey, e,
RI=AR, &1ad, g, [oAT, WrHel ATfe a1 ATIRHT IITER0 & |

9.3 HTFATUF ASISAHT &€ (Forms of business organization)

JHNT, aTforsy, TR ATfe oA THArs FTAd T Al | ATAQIAb PRER T
FEITATE ATAANTF SIS A3, | ATAATHT IJATed qaT fagniiadrur T Aaarae
TEET W@EIATs I ATEAANIF TSISH A3, | FaATT qoardd T+ Aafdd a1 der
fadtoeTs craefa® GEATE EIAT A | ATEANIE TGS A A @ A
YT T FSATAS o AR AN ATAYAF T AR FHiAF ATLAT T ATHEH
JIATs qIe |

ATTANIF NS b TR AFATTR] TRAATIAR FF FF grg | s ATad1T%
TLTSAHT AT [T T[0T JAT AAOIEE E75H | U ({0 AGAIH AT F Th
TERE TEEA SUIHT &5 T oAbl JFATTATs b [HIaHH! T ITIFT B, |
FEA FAFTAR] AT A GTAD] TSNS AT T (A0 Tl AT ATAHIAE AT
T gEAd UARIAH] Fadl, IATET T T&qhl [HaH, ITaded RIS Al Jahid,
TENT [TV qaedT, qeatedd IARTEH! FTeqdicHeal, T T F Fgfaad aaedT
Afe FREEATS [T=R T, |

AT AEedd F& 9T a1 IJqeAed TRIUAIT HR=d e a9 T Ieede
FE(&q ATAAIF ASMSAewdTe @A (Ownership) TAT TSaTeA T ATBTRT ATETTHT
fafa= g fasrsa 9 RS qEeg | eI ATaENIE ST HHEaR 8

TS TSGR FACIEE

v
v Y v Y Y y
T SIS g S wew ) wEwie sganed
Haa™ ELID] FEYAT qgHA qea FFAAT

&R FIIAT GATAT TAT AGT, FEIT <



9.3.9 Qﬂn_vﬁ?ﬁ 9™ (Sole trading concern)

&) afe=d (Introduction)

Thelldl SATFATF TS [afqe ATaANId qSTeeded qIqwal Rl THREH
HITveg, | Tk SATader T GOl ¥ Jaed®T AThT FHTSH SEa FoATAq el AaATIATS
Tl A AT | AaadP! GO e, FIhT qoT A g9 AT g8 T4
AT (0T T Gaea T Tl Uhelldl Sqaard T T80 GoefTere e | STerdl Tl
AT Yedd FH AT U 0% (I FgF 0%¥ TAH 064 /99/9% FI
qRHATS) AR FHIiegd [qAETHT a7 FRETEIAT a7 T TR0 IRISAIE, | 8161 T8
FHTSTAT TITET HTATAT TheAldl Fadrd TaTq" 7 oo T Taehl Ire= |

(@) "gxa (Importance)

(31) &ATqET T |@fWET (Easy to establish)

THAS] TG FH @ ¥ (qAThehe TIAT 9 Flebrg, | TATTHT T&AT AGTSAATS
FATATIAR AT TRTSAIE |

HT) ATRTRT THAT WEETT (Sole partner in profit)

FEAFTIAT ST THT TAITT ATRT A% FIATs Aaiel THAldl g1 ga Faard
FoATAT T T T Fod T Tl ATRT AT T g2 g |

g) faofomr s@a==@r (Freedom in decision)

TSR] THIIFR ToATeTh TR TUHT AR TAEATIR AT TG a7 oI
T % Hb T Gl ﬁé&wamﬁvmﬂa—rrwamawﬁm

() JTUT AT &= (Inspiration and satisfaction)

TP GMHeT AU e (99, dig, FH 91 THT 0 AEAH qTMM5 ATIAR
ITaRT MET gvaad yaeele Ewg | ATFl HTHIG G g1 al "dgd &1 IaH
AT &THATH AR T |

I) Mear (Secrecy)
AR THAATAR ATATGURT TTRHT FHAATS T AT (67 I TUBTA AHATTET

qfeeTe® M AT b, |

FATAT TSATAT TAT AGT, FET =



(¥) ®H YSAT (Less capital)

TSI U SAfFIeed I TXT Faard 9 o |

() s aremeRt afg (Increase in financial resources)

TeheATd] SHFATIHT ATRT ATAAATE T9 AT T a7 fafg= gofiare o S[2rg I gig
T Gl g7 | A9 qhg TUHT ATIF AT ATTATNIF TRAAT &7 FIT T |

(@) faeew 7 afs =t (Easy to dissolve)

TFATST AT T G JRFTATE T & Ay, A o fqeas 7 afq afeer
T3 | LT AT fTeree T 8% FAT R TEIA |

(1) @=EE (Limitations)
(31) srEltfRa i (Unlimited liability)

o

SEAHTIAT AT AT T THAART (G0 THA F¢1 95 AT SATRRTd TFI e
raferEe TR faaT SERaT TS TG | UhATd] AT IS TedHT AT BT STTHT HATHT
FVERTATATE 9T I I 878, |

(31T) egEEaTURETEre HiEATE (Management difficulties)

IR TheAld] ATTANTE FRIARATS T AT G qeaeqaaaral [aiq= #raes,
T : Givafaaiel Goale fad, FHERIG! FAIIIA, ATdd AaE Ted Tl Hdee
T34 AfTATE THATAFRT STHT T TEIF gae | T TAATAR GIITHT ATTHAN TS
TS, |

(g) difaa srif¥s @rem (Limited economic resources)

FoaTted aard qid HHd g, | T q47 fairg Geadre 9id a9 Yehieepl Aaaradrs
{2 U AT THAPT T GlAT AT AT AT E 8T Sl YSilebl AFTTHT SAT [eh[FHEBT
FATIR T IAN T T el 575 |

(&) srfafysa st@fy (Indefinite time)

AT T ATdAH] MHCH ATAT AIAGE AT TaT AR AT AT §7, |
el T AAhed] G AT IHBT JANAHIRIB] AIMHT AR HRUETE FAAT =T &
Tl faead gq afq a4 |

=¥ FIIAT GATAT TAT AGT, FEIT <



9.3.3 AT¥ReRT SHaa@™ (Partnership business)

(@) af=a (Introduction)

I35 AT TNl &I ATKEEd GIF &IHT Gofl aRIHT Y SHewd gawd T (A=
TFIOT ATRT TAT AR AR a9 AT Tl AaAadrs e a9 qieg |
AIHERT FGTSTHAT ATHARF [T=HT Faard T Fefadd AT THFHER &v5, | TATAHT
TEAT AT AT UA, 030 (IMEN AT 0%¥ TIH 3094 /99 /9% H FIHTST)
FAAR AT ¥ TATHI T, |

(@) "gxa (Importance)

(31) EAUAT T GiWET (Easy to establish)

JIHETIEEd] EATTHT AT AT TITIAT T =T T Aleh=g, | T&AT TaATTHT
ZAal ¥ MIaaHd &R g |

(3m) srefifa afie@ (Unlimited Liabilities)

ATATIHT ATHHaAREwd! AEF I AFHT TEvs | T&dT dditaaq arfacae Hafe T+
PR AT AR g g |

(3) "% @@ (Joint effort)

T2 A7 TeATT dG1 ATddewd GgFT JATHHT FTATIR] TAEHIATHT qig 5 ATITIR
&7 faeqa T Al g |

(F) afa=mm (Flexibility)

q AIHEREEA ATTAT f6d T TATGHN SANT ATAAFATAAAR SATAANAEF HMTT T AT
qREdd T FE AT 6w |

(I) AATHRTRT FFATEAT (Possibility of profit)
T ATHTRETD! AR T AT HFAATTDT FTHLTHATAT Fig TS ATATART ILIAATIR
Afge HATHT ATSH T GEATEAT 76w |

(F) SE@ETUF Al (Business success)

AT T ATHEF TAZRT T AHARS AR THATT T @Ma Goodwill TETSH
AT God | FTLEEA SEH T AR FHA ATSHIE g1 AUSA ATIHNIE GHeAd]
g T ATl 8 |

FATAT TSATAT TAT AGT, FET ¥



(T) TS (Awareness)
AIREREEH! AAMTT I g gaT ATAUTHIHT T AT SM@q FH T T qod
TEETTH | T ATREREEH TN SAGITIHT ST AARTTH] TEAIA T Teol &7, |

(1) @AEE (Limitations)

(31) fofa fam @ (Difficult to make decision)

T FEISTHT Tl AThARE®H TeH(TPT ATTIARAT g 8al qovd (0T fa Foe gv |
o IR [or=] AR TeaIvd TrIeHT Ueb Ao THUHT TTHTIR] FTTHT ASITaHT
99 I |

(1) WY ATHRILRT GFATEAT (Possibility of unqualified partners)

SAQTAHT o AIhAN TAT SHAT T9T AN T Ga g TFS | IdT AT
q FIHEARATS X T FATIH] BT [ FPATEAT 8w, | FRTET HH T ATHERA
TS THA AT TRI3T TF |

(3) Sifgwqut (Risky)

AT AThAREEH AAAT IMTA & 8al TUF IISATHT ST@HH! THATEAT §73, |
A IS SN I AT FAT AT FoATAA T el £ |

(%) srfeaaTRt aFaTaAT (Possibility of instability)

ATRARE® o= faaTe TUHT a1 3 ATHaATT SISHT a7 ATHERE! G TTHT FasT &I
AT T FEATE T3 | T AGATIHT AT TS ¥ AIHT aarg F aw= af
fareres g HAa=ATH T |

(3) Tt efiwt s\ (Lack of adequate capital)

Uehelldl SAaTaHT STval Yol AShae el g qo qU dTdfd AIRaRl AaaraHT ATa9ad
TSIl STaeITIA g H{6H g qF |

9.3.3 §YF ISt FFAAET (Joint Stock Company)

(@) af=a (Introduction)
FIFT ISl HEAT B B, AIR AT AGGE ITHH AN 0T AlTg®md T3
TS B | AR UEAT ARTAREEH (e ATAT g TN YA a1 AT faahigrr gsi

% FIEATAT TSHTAT TAT AGT, FEIT <



TEHAT TR ARTAREEHAATE AUH ARTAREE AAATIHR] FoaTdd T Faed T T
20 | TITAHT HFIAT T 053, (FMGA 00¥) AR AT He Toardd AUH Taaddls
FHAT AMTG | AT [T (3T e®d Hi¥eh Bl [T AT TH S |

Kimball and Kimball T &R TIad ol FF=T THebT F fafirss Igea giitert o107
FAAERT [T ar afaea utser &9 =afad &1 (A corporation is by nature an artificial
person created or authorized by the legal status for some specific purpose.)

Prof. L.H. Haney &1 MdR FIaT YSi HFIAT ATHT HHTS AR AT @IATH ATHTEhl
Ufegd AT &1, T IS AT e fawied gy ¥ aeeaarer o e
g1 ATaYTF I HiA=g (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.)

TAAHT TEAT FAAT HHAT U 053, (Ufeddl Qe R09%) JTaR Idl T goarad
T, |

(@) "gwa (Importance)
(31) "ifa atfiea (Limited liability)

ToATAA T TF3, | Afe FFIATATS AT THHPT A TUAT ARTIRES AT sfeTept
IR THAATESF TVERTATANS FFIAAT TUHT THHEB! ST THIEH |

(M) &Y Afeaea (Permanent existance)

FFAIHT ARTAREEH Hcg AUHT, aE TedHl Ui T ATHFI FTHT FATAT TRTEH
TS | A JART AT AT g7 |

(%) quIHT AWETA (Transfer of share)

AT FFIATRT ARTAREES F 9T F@dAT ATHT G- AHEny ¥ fagwmasd T
THFS | TR AT T g TTReAbT PRI JATHT @G (aehl Tl g7 |

(¥) Tara tjx‘rﬁ qghaq (Adequate capital collection)

AT Gl HHIATATS qoaTdd 9 Al THTUHT GSilbl ATaeqhal 96 | AT ATl
qfel TeeT AT FFerer o faghr MR 4R gofrer agead T 99 |

FATT GATAT TAT @, FET 9



(I) FEwmmT wETar (Uniformity in direction)

FHAT FaAfedd BIH] oo T FaATA% AT TN T TEATNTATHAS [STdHT
Aol 1 | fAuTer ¥ =TT JuITetieh! el Foeeles drafael T ga1 T&el Sl T
ST AT Theqdr B |

(F) THTERI ga=ar (Effective management)

FoeAd AT ATIT ATIATTA] AT F AIATT Foaradepl A T wdHH
TATSSA | ATATT F=ATATHT AT ATATE SH{qeh TAT ATTAT Teehl Jaed qaresd
T GATFHNT BIAT ALTST BT T T TR &7, |

(W) sHfagam@ (Public trust)

FIAT ISl B! TITIAT B! (HAATAT TET BIAAT BIH] 8e, | BIAAT TradT IreA
T TUHTA FFIATA Fe G FRT STAATETS T AT TS | Gl T TSI
AT 7B |

(¥) VAT (Employment)

~ o

TAFT Gl HFIA] FoaTed TH ATATF T AT AT FATAATA ISTEIHT ATTR
JaT T |

(311) wTwTiwe IAXETaed (Social responsibility)

FFIRTPT TATIHT STAGTE YA TR v, | THPT AT HFIATS ATHINTF FALT BT
FATA FEEE qM Ted | fafasr e Aieniqe qedrs ggda T HHAT Soll
FHFIATR] AN Ehl T, |

(3f1) Tt =fFaerE @1 (Opportunity to a new person)

FFATR] Javd T FALATITHT AR T F&H JAT AT Aladeedls 97 GHELT TRISH
Tlep ZaT TAT ATHTETA FIHHT HIH TS |

(1) HHETEE (Limitations)

(31) ®aTaAT T FisATE (Difficult to establish)
FFIRTH] TITIAT T G AT TehaTe® qRT AT TUHTA TITIAT T H&ATE T | TR
AT &R Jei@ ¥ Yidaere® qarR T4 (e 99 1aq @9 ang |

3= FIIAT GATAT TAT AGT, FEIT <



(3T) S=haTeRt T (lack of flexibility)

FHA] TTIATING [TEEAGHH UA, A I [HIHewd AdTAT Tl Foarad T8, | TaU0
fAf=ra fomes qrar 9O AUHT GHATER 9Rade 9 d=edl ded d43 |

(3) A sifmrmgeg ==t (Control by limited shareholders)

FHEIHTR] FoaTAd GIATTHT SY TSEITHT 397 @i T4 di¥ dhraresd yfatfae T |
A TET AR HIT G T G4 ANTAREEHT qATE FoATAF ATATAH T T |

(%) Trerar 7gw (Lack of secracy)

FIFT qSI HFIATR] AT GTqaad, AT a7 qT Hewd Ul Ti@es TehTTd T
T TFAT AT E3T |

() faufawr feag (Delay in decision)

FTAAT JTAETHER qRT I TP FIFT IoiT a1 gararaAr ofrg Ao g 259 |
[UrAT g feaTse SATaqTae] ARl TR Ja463 |

(&r) R (Type)

AHETIT GIFT ISl FFIATATs G TGEITH ATIRHT (AeATdrad g5 FehRAT [adTsT
™ s

HYFA Yl FEOART TR

\

: :

fastt CIESIGED

(31) fostt #Fui (Private company)

FHHHIERT ATHERT TSIE TeHe [arAde 958 AMURT T IITERIATS 9I% (Feprd= T
TATSH FFIATATS (A1l HFIAT ARG | HFIAT TA 2053, (Ifeedl FefTae 209%) AR st
FEHAET FATH q ST ¥ FEHAT 409 AT TR AL g7 | [l HFawrHAT e FuReriva
FEA(THT T YIX TR0 T U875, | Tl HHAId Aaard &dl bl FHOIS
U AT oA T G | o1 rairel T anfer faamor arastiae T=
AfvaTd e |

FATAT TSATAT TAT AGT, FET =3



o) |rEwt® FEAT (Public company)

FEATR] ATHH! USTe [AfAee e AMGUHT T AQTIRIATS AT (HSprae T qra+
FEAIATS ATASE HFAT A | FFAT T 2053 (Afeedl Iqeia" 00¥) JqAR
ATASAE FFIATHT FATH dTT AT T TG S 91 JIR e g9 Faae | qrasiiih
FEAMT TRIATA WA TIHT JIX TR TH TS | TXAT HFIAT A gal

T THTIS ¥ AT FoaTAAE] ATHATIT qTUH(e, AT AT oo 9 TF |
AT FFIAA AT AT faazor afqard ®aar qresiae THIS |

9.¥ ATESI® GEa™ (Public enterprise)

&) afe=@ (Introduction)

TFR AATT ATAATER AR Ie9d ASAANAD, TMEAAD, AMTF TAT ATAANTE ST
TR [IhTe T WWH g7 | TXAT FeeTHEd AMIF TAT ATAANAF ST TXFRA TR
IR FA g a1 TREwer /et g fafaer framsdarT g=erea 1 fafawer o
faforept SUART 75 | 79 YA SATRT F FRATHT ol FHAT, HFLATIT a7 FoaATeA
faferaT e Iu7 a1 Aiferes FAar TEvg A9 AT QAT Arasiiie qedrd 9= |
?o‘f&‘ora?.‘a@rwaﬁraﬁ Y GIHRH] WEMHT UHT a7 GIhR [Aaiead  ATadias
TXAEE g 9 AT a%] a1 JaThl [Ghard g AFare sarad ga T dRiad
g (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)
HR Frasleh AEITHATs IRATIT TRl B | el GeATHHl TATIAT T FoaTd e
AT AXPRA ATHT AN E HAA a7 (I HTAAT TGEATHl TAN TG, | ATATI:
AASF FEITR] Gl ATAATAT FXFRH] AT a7 qUl T T Faedrdend Ao«
F T B EER FATAT ES, |

(@) dresi® deqranT fa@war (Characterstics of public enterprises)

- AEASE IR @A AT ATA 57 |

- FATATHT WERE ANATET FaeATIh T @Il &+ |

- ITESIE I Ao SARahRardl JEThl ®GHT T8+ |

- FAEYE T q9d GEI I T, 9T T AT SRl T 9w, | a] a9
AR ICATEAAT ATTANIHATH g TTAT T |

- HATCHMNR g I FH AT HATRT A T AT T Sevd @l ATIEIAE TH
RECIEE I

20 FIEATAT TSHTAT TAT AGT, FEIT <



- TN AT T &r, T TT PIUh] GoATdT LR JLITATIAR T3 |

- FEIFE ITRANIE TFR T THHT IJTAEIT a1 aTEId &7, |

() «fFwT (Role)

ATASATE TR AHFATS (THATTER I5qd T Fihes;
() ATSATEG BGHT JANT AT AT Sb! [Tl ars T
(3T) Tk &STFAT AHRE qTAHT dfg TAT FEH T

(%) AR T AASTAN FaT Y& T

(%) AT WATTR! ATFLHT AT ¥ Geaiedd ®IAT fqaqor T

(3) FEMRT AT FGHT TETET T

) fafa=r a%q dgr Jarer qed [eRar wEH TEr 9ol &= Taetiaedr
(T) FAFTIRH! 6 &4 ¥ ATMF FIZAT Agd THREH! e Joardd Tq
(@) FerepT AT qR=TAT T IS FqSAT T A7

AYTAAT TEAR dEq™

T fa " 9Rc0 |77 Tiud U aiug d9r 9.8 9283 7 wWiud faReT R S
HaTe dEsiie SEE TI9ATHE FF G% AUH ol | [ & Y 1 T[T JUH!
AT g fafide ST WA GRATHHT ST EHN B | TATAHT AT AT
TITYATHT ATHT FFIAT TA, GRITH U, a2 G99 U9 ¥ =9 g9 U9 197
AR JFREN FATATE ATIRHT T [ASUHT B, | TATTAT HUH FEIFEwdTs [qAEee T
FTHET TeRTTehT SATATRAT fafae= & sfter ToeaT faarere ivusr @ | 7%dr queaT ST
87, SATATE &7, YaT &=, ATHITE &7, TASTANT &7 ¥ faxirg &% LH S |

AT TaA¥ad bl [HET ATHGLITHR] ATLRIN T A(STATeG [FhTd TATIHT Jrasiide
AT TMIAT T FoAmeAd qIT g TH AXITE S ATTH! | ATao(Aeh FEITAHR]
AT FH dgs Wl UF GHT %o &3 diel dedes [ 40 | fad qoy0 @
TUTA WRHIRA [ASIBIUTRT FTRAT TTAFAT T el ALATAR! Aol faeed qom fagnT
FEATA TAT | ATALHATHT ATARAT el qAT FLATH @lorl AT el aws T, Te aT
FASTIeRRaT T Fifq F9Tdl ARER (TR FEATHH! TSI TdE HIed Wl 3 |

FIAT GTAT TAT JAGT, FET § 29



.Y HERT ST (Co-operative organization)

(®) af¥=a (Introduction)

w4 =g Sevg o e aif feor e GEedenE GedRier AT aiveeg |
TEFTATHT “H” T 22T “BTHI" T “BTHT AT ITH TR T~ AT T AT TEehl
T8 | e feas @t & sfaad wuar afe a1 afer a9 faelt gserad g
AHEF [RATHATATE TEHhH Ay | FEHNIe AP (6d A9dlg, TR ALES
THETIA TIT AT TF ATEATS TIIT TS, | TEhNT TAF GaIATE W55 TAT AT
AT, ATHINTE TAT AIER(AE ATTIARAT T AT YT THBT ATNT TS AUH] T AT
21 | FEPTIHT T TYFT TTHT Tl JIEIAT bl g7 ¥ AT BTV FSATI(h
TS | FEHRI WA A ITded AgH qAT YTcAehl AaLATa T WA (9 T 2H7EB
TART T IRAT ATEAHEHT BIHT T TR G |

TEFNHT TEATT I 15¥¥ Fd@EX ¥ AT IAFAH IANAIG TFd AEAd AAS
I A% gieadad qrataad (Rochdale Society of Equitable Pioneers) ATHeE J9sIrarT
FEFNT FgHH! TITIAT AT U 2T | AFU(G, THAT, Fell, Tl, ST ST&T G
foream T | TRt faear fafa=T fpfawerr Tedrr JeT Joa-TaT ATUH B |

Prof. Calvert 1 SR, FEHIAT Fhl TIT STSAR] &Y & STHHT Afdqa® ATHI
AMToF feqel Tae=edT AT THTHATERT ATIRHAT =gl 9T fa=gA ("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.”) | T TRATHT
afT U Jg9T TR ATFTA AT fEdel ATNT TATAATHT ATIRET TSI qUR (A
FIAATE FEHIATH ®HT fAURT T | Teeharedl ATIRUTS FMR=rd Tea T AT=Iemed
HTIRHAT FTH{EF TATATE & ATHH TG A THI &G (G020 T FR[eATs Ak
T |

TITAHT [ |, 098 HT A FeFNRT UF T BTAH] bl U R09% FAAR A<l adl
T AT IS, |

AEHRT(CATRT HeQHTIAT (Values of Cooperatives)

FEFRATHT T3 a1 HIH=T del ATddes® [HolR AT TIAT ATGF f6d Jad= T I
WH Frg | ATATAT: HEbRI AIHRT [Bageerdl HedHT=ad¥l ATaTRd g7 | Geepreiehl

HTIRAT TAT AT HeTew (MEATTER B -

() WERTLRT ATARAT FUE (Basic values)

Q. ATH FEART (Self-help) : AT FEAWT AR T

R FIIAT GATAT TAT AGT, FEIT <



. EgavEnad (self-responsibility) : 3T fFER ¥ TATHRIET g

3. 9STae (democracy) : EIEE AEIEEGRT GG H AN ATTIT &
¥, FHEMEA (equality) : TITEEEE gH, ST, THT TG ATIRHT TEIHTF A
Y. FHAT (equity) : AT ATIRHT aRTEAX Fahd I T

% UHgEgar (solidarity) : Tarare Sfddl g+ faeard @

(@) ATazgqhar (Needs)

FF AR S(aq [qae I Afddel FehRAThd d&dbl Ja q97 fagniiaaze
TR AIASE T Fa3d | T Thldh g 9 Al [ahE TR ATTHAD
FRAFHAT TN T AR a1 AT G T @@ (s Te 99 TPah qeadig
framrer e W IudEde fed e g | gHge fAwtatad Frer @t g
AEALTF F -

(37) TSt T S@H™ET &9 T (To reduce poverty and inequality)

TEFRIS AT, &H, F07, FATT ATt ATIHT F TIqTT TR LT A1 fod ¥
AT WS fae | IO AT TSR (hATRATTHT AN IRT T8, Foea®y el ¥
HFIAHAT HH T AR T |

(M) STA=AAT SRS (To raise public awareness)

TEFTHT HTag AR, STAATHT ATHT ATIFR T FelehT AT G geae ard T
[RATHATTHT HEATNTAT SATSH FETH Frgr STl SAA=AAT ATAG TH FEART T |

(%) FUTRT E¥gFat qfe (To fulfill loan requirments)

TEFRATRHT TG AGFATH] ATTTHAT T TS | AT &TFeTE T ATTGTHT
AT [T ATAAT B, | FSATH] EIANT T ALSIH AT AT FSATAT T ATCHTTHT
T FEHhRI FednT e |

(F) amTfie TEHaT (Social solidarity)

TEHTT o “H” T Tl “BTHI”, T ETHT AINT SAH TR ST~ ATAAT (qebTa T | Afefepar,
Gfewar, IEr GEeTd oAlie dersd FedT e | a9 qHIT ATAISI Thar [AHorHT
FEAN AT, |

FIAT GTAT TAT JAGT, FET § Q3



(I) A" &war fawm@ (Leadership development)

TEFR T WHE a7 T geqqrensg sire &3 qriror gept faspran zamg fag 1
TLATATS WS (€8 ATUHT Tgrg) | T T TLHT TAATHT AT T &THATATS TATII
T FEART T |

() T @t g (Mobilization of local resources)

TEFRIA T &TqT ITAd ATAR] FAEERRI T TAATIY TG q=red T4 Had
TATSE | TTA TTR(AH I, AAAT Arq T faxir Il 3taa ae=ra q 1 FeanT T |

9.% Elg'{'l'ﬁﬂ'ﬂ It (Multinational Company)

(®) af¥=@ (Introduction)

FEXNET FFIAT FAH g5 AT Ge¥val el a9 ARG TPl FTAT F=ared T
TGS BT | TgAMET FEAT Jed ATHRBT ATATH TGTST &l | TG JATaT qaT
ferghiTaraer T SITOHT STIET AT FETdeh FFIATHTRT e JTHT iUl g7 | PIehTehIeT,
qfEel F Teh ATHT FoANAT AT |IET AHATE [T9aqehT d7T TAFHT I faeaqe Ty
HTHT TGS AT Brand name T fa9a9R I==mae T AvRIMET TRBT SHTUUNS,
FEIIEA FFIATH] (AT § |

Devid E. Lilenthal T AR % TIT ATHT TATIAT TE 70 ATEEH] THA FHIed
IR IR YT RERIATAR AT Tl (TH AT FFAIAls aaiegd &l
\i9 =g ("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) &0 GRUTHT, HHRIAT 35 I9THT &Rl IAET a1 HaT TH HTAHT AT Taehl
FIIATATS FExIed FFAr 9i=g (A multinational company is any firm which performs its

main oparations in at least two countries.) |

HUFT AT [aEq AGAT FAGRAMLT FFIATATS TRAINIT el &, TBed (AITH T ehl
T IIH &1 A g5 AT AVRT del AT A1 IAHewd! qHrd, HRET, @l
faan! FraTed ATfe fHae=or T g7 (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) |

T JPRFH! TERed MHe® YLSTEl AHHT, STHA, T, STAH, AF ATE Temd
G| AT ACEwH MHeEH @HAHT Jedhl darieed MHeeEd (qedd faeed,

QY FIEATAT TSHTAT TAT AGT, FEIT <



AEGRTT T AT HABEHHT I7 ATHT @l / TETe® FoaATad bl G | IITETUIHT
ATNT AITAHT BIBTRIAT, TTATAAR, STERANIATR] HFIAEeE oo TH] Taehl G |

(@) fasioaeE (Characteristics)
FgIted (T fagmdres Aemar &1

(37) St I (Productive enterprise)

FEIET FFIAT ARAGHT IoATed T G¥AT 2T, T [a9qh] A HABeEHAT a&] T
FATPT JTATEA TP E75 | AHHT M@ (A AAHHT HIATH g7 |

(31m) fawaeaTdt ®@e= (Worldwide workspace)

BRI FFIAI! H1H 47T @I ILAT A AT ESA | (9T o Teee qe1ash
FEAIEE @r? JTH FT F=ATAT S, |

() F&A IR qAT fasrt (Large scale production and sales)

FEXIMCT FHFIATH] TITAAT ATdb ISI T I=A Graraara M gal Tl Fad TCHTIHET T
a1 HATH! IATEA T [TahIaaRor Tl &7 |

(%) suaeamq T =AUt (Management and control)

AT TERIeT FFATHT I FFIASl § GaRAT G T gfafd awmes gwg | av
FFIATR] QAT TATIAT T SHT A Eee T ATF] A ATATTHT HTITIA T
[0 FEATRTAT TS | T HA FFIATH] | AT TCAT JERT AT (AT 76w |

(I) TaRTtEra=a (Monopoly)

TN FHFAT AATAF Glafd, (AR TSHIS TaH Tdwe e, [ARre fagnr 4@,
THTETU AT AT (a1, Fel faATad 97 gad= ST=ar (qemedre asieAr shiaded
BTEer 4T o ST a%q qAT FATET Giaeqdt I AR T GeH T, |

(I) S gfafa=rt 7@ (Use of advanced technology)

FEANCT FFIAMA g Al TART T IR F T | TAT Goirel & g=aad
gfafe! fasr 9 q&H g gaT Iad gfatd T qSirel Afahad TINT T FeH graA |
STIETATAR dledh WA, [MIF0 T ASSHH! FEHU TGIE [FHIHHT [qerudres
®Reh G g |

FIAT GTAT TAT JAGT, FET § AL



SIS~

WWST%WWW

() ATHE ARl F T, TRATT fTE |

(@) AIIH FH 5 (99T TETE |

(W) FEWTHN G AR |

(]) T W FUNTHT e 55 IaTEXW [GTa |

() JNTF ATIR THT % &7 7

(@) FAHEE ITHAH! A=y TR |

(B) THA TG AT T fob AfTelt &7 7
() UHHEl G e AAa 8w, fob ?
() ARSI AR FH TR Fewd i@ e |

() FIRERT FFITIHT ATIRATRT FATIAT [ohe T8, 7

(@) ISR AT FEATS Ahes, ?

(3)  SIEUET HFIATH] AHAT AETald |

() AT ST 9THT ATNT FTaSAAeh LA (b ATALAF Ergl ?
(@) FEHNIH q=d fGqad |

fegua fawemmed @@ faweamt 6% (v) foem @

(@) FTESAE I TITIATH] ATALAFAT A &l ?
(1) AT fAg=or EVKEUNEEEEI
(3) IISTEHT ATAITg (%) et Tl
(@)  FIET IS BT TEIIHT TAD] e Tel B 7
(1) TIE ARTAREEH SRR & | (3T) IR ATHATE FeT |
(3) Tl A g | () THR (FTAA T |

FIIAT GATAT TAT AGT, FEIT <



()

FEXIMCT FFIAT Jed ATHRFN BT TGTSAE® g 7

(1) ATHITTF TGS (3T) ST TS
(3) PRI SIS (%) TASTAMTH TGS

TR I3R! BT I AR/ :

AATIHT [F9TAT AT |
JEANT AT & BT 7 TGH THR T Tl |
TSIl AT THEN & &, TFHN ATHT TETer |

~

AN AR Hed ACTeld |
FIFET IS FHFIAT T TR QRIS [Tl GeaTs1erd |
FEIINEA FFIATHT ACAT IATERIAEd AT |

TEFRT AGTSTH! TR (&3 TR ATTYTRAT ey |

ThT YA ATHT IO ACR/Y :

AT HIT THRFT B, ATMART T TG AT THRI |

~

ATEANTF TSR D& U THR |
AT YT HFAATRT G (Gerd | aHept 4T Ioeig TRl |

NN

AR HEITT FAE & &, TAH AHP ACTa 4 |

TEFRIHT qieerd f&3 TGehT ATTCAFATHT FAT =T TR |

b Ich ey

ATTEHT THTAAT FEAT EEEUAT TG SATATHT B, F TEAIHT AT SACT
et IEeTREE |

AU ORI §IET AT foRt S @R SO g SEeE WEl @i
qHITEA W 1 fauie THEE |

FIAT GTAT TAT JAGT, FET §
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o1 I oD

(Conference and Meeting)

.9 T T SSHhT afe=g (Introduction to assembly and meeting)

fafaeT yebReT T JaT =R mEmyeE I, &9 @ faueer aeaRiear T8 3
fSFEHT O3, B YRATAHIY BARe T TEeRi I T AT (07 fef ST shraehl AT
AT, TS, TSN, ATHAR, ATHAAT, FABA, AR AT AG BB TEE oA TS |
QAT AT TSF H ATTATF TR Grg T e AT H STHT G FoaTee s |

F I TGH, AT AT AITATS AT EIHT GodATAT T AT TAT SShebl ool
AT Tl g | AEATHT FAATS AN AF, TREe0T ¥ afedd aars ATvhT AT
HATIRAT T FooATA T AT T S5k ATTATT A | B¥eh TLATHT Mv=d L9
v ¥ A1 SE9T WITeTehT ATRT ATH{Ee Tl THT TAT T T5ehel TedRT TATSHA | AT
AT T w4 famear v fom, faguer v SRrerRareraHe 9=TsT ¥ FEEad T
e ATER & |

5.9.9 9¥T (Assembly)

JTATIT: AT T el TAAAHT AT Ueh STSHT TeAT TTHT TR 1T a1 FRIHR
TUFH ATHTewd AHEF AATAE qHS; | AATIANE STAT g AT, FARd, ATH0 a7
A= T AT [qanRianel T4, THRE, Icad A AATSH UFh STSHT g ATHed Fraars

RE FIIAT GATAT TAT AGT, FEIT <



AT 9 | 8Y G TR qST (ebrae g Aaedradg Ao faw ufewg ar
AT T TG | AT FAT, YAt T, J&9T FET, S a7 AR AT, G AT,
FEIATH] ATIROT T, AR T T ATHAAT, dTHE TATSTAHT g T, ATHAH
T ITATFAREH] T, [T2TATRT ATTATARH] TAT TG TATH IIAEVEE g | FAHT
T TARAAT Gl AT f q¥qd Tg TUHTA el eAfdae] HAATTHAS GRUT T ¥
AT ITIHE TATIR BARA T FAAAT [T [HebTerd T |

() FATRT THRTL (Types of assembly)
QAT [Aefafad geres B

HTRT THhTT
v
v v v v
AW T TTELTTUT TAT fag gremoT @wn CHIDCME]

(31) AHAHAT (Mass assembly)

ATASTAATR FEATNTAT Y& T SATHIAT &7 | THAT AR Fael alerd a7 AT (=R
TETTRT 9T Gl qIT A H g, | STAdTars qarad T, ATFI I AT FRAHHE
SRR Y& T ATHIAT T | SAAATR] ATHINSTE =eAT g afd ATHEHT TR |
THHT AR ATIATSTATRATR Fqcd a1 Hed AT giariadads fa=um =@ 1= |
ATHAATHT Fool dTeal a1 Heqed Yehd Tl oY TIT IR Jrael eI I 2o |

(AT) |TEMOT AT (Annual gereral assembly)

e FEIAT AT FEATHT AT ATRAT TATABRT IRTH T 9T AT HIT BTAhA TG e
T ATNT ATHATIT: TR TehUceh T FHATATS TR AT Al | TXaT FHATHT HFIHT
T FEITHT IR F&, IR Bleg? a1 ANTARE®H EHTNTAT 8w, | ATaRu IS
ATATAA: [AFATTARET [T gaha 98 ATaeded (Mo foa g

(i) avwlier wfafata ar w7 9wIfq /&R @

(i) aftes sraeay faawo

(iii) ATITHT AT FHT ATSTAT T ASTEHl TR

(iv) <rErreTdd! A, qiestae MR ¥ 9 J@n 9RrEer giqeaad

(v) @THIT faaRO qAT 4§ HEAATHT Hhaad

(vi) ToaTAEERHl Faaad

FIAT GTAT TAT JAGT, FET § R



(vii) SeaTeRT faar / faemaer Fefra
(viii) ®rIETeleR A= /A
(ix) ¥ Fe@qul Afaad #ees

(%) fa@iwr |remwor @9 (Special general assembly)

T BH, GIT AT FFEIAMT FHT Hewa o o a1 Sy (o fomqae s fast 9%
ferery affeafaar @dr qwaw a1 AT GAATHT ATIRAT arars G (909 AR
JAT 27 | srargreer ar faery afifeafaar s Ao famer aifit a9r aeqad Ao F&ar
ATATS [T FTR FAT ATRT BT | TTqT FHTATS ATeh(Heb FqT I T | fa9rw
TR FAT AATSAIT HFALATE® T (G AT FTATAHT Fafedd TRUH g7 |
{9 AR AT A FASTTHT ATATZURT §reg, AT ATeehebl TATST a7 (UIHT FARA
7 foorg wfeaT |

(%) wETfaas= /@ @ (General conference)

ZEAT T STUHT FAT, HEIAT, AT T, AT TS AT(GhT FASTvaT Feaed<rd
FATATS HeTtdae di=g | Helfdae™ Tl TgedH] Foardd T+, A faard Frehd
T, AT ®Reed T, qqcd =AT T a7 fqew qRfetaar fFew e T @i
e | AR WeTdfae MRET qWa AeARIerH W e | WeTtaeTere g
foTererT oRT FEAa Aravdes Tg | (a9 e ot gEfaerg a1 wEewiq o aEavas

T AT AT T TS |

c.R 9% (Meeting)

TSF T qE AT TeTvaT TET AT TN P JEATT a1 {audepr qeereadr o femer
AT T FARAATE A(hveg, | T&b Bl FIIHT GFIRIHT FFATIT ARIPRATATH] TATTH
TE T Hfed FAB T T AL SABASE (HUTAHT TIPT ATNT T, | TSHAT BT BT
e g7ar I~ BT TSHET Fratead fenar a1 srafafuere Haifed gw | 79 TR
TEFHT TEART T T FABAHT AT oI T ATHT RO AT TFGH | ASHaTE Fel
[TIaEhT THIHT & AT IATHAT STATSH AT H1d T, FFA T T b T A= ST
FaATAEEd MR T Tes gv | ISHaTe AT FTIATs HAU AMES TGS
T T &7 | TSHheATS F UM AGTSAR [RATIATTRT AN AcATIITF ARATTHT
HTHHT ®IHT (A3, |

o fafa @Il grgr | TSHAT BT FEdRN g7 ¥ FA [aUaH Yerhd TR FET g
fe T 3T 5F FA AEIRT AT FEAT FAABT T ANTEHN G T FA (R T |

qo00 FIIAT GATAT TAT AGT, FEIT <



T FTH IHT AT ATETA: FA AT, BTIPRUT ATATT TSehept HATeaware o fa=
Tiewg, St « Rrere, wifwaraes ¥ faendier @@ @wr a1 @weHe Sitard e fae
FTH TS AT (qaTd a=arae atafdqe FAHel e Hur e | S & HFIIh
IR FATA Aoid AT FTAFHH Tk T, [FaTT LT THAMAdHR Heaqul AT
FOT g | FFIATRI FEFIN TG T F=aATaed AT TR AATHRT AorasiteTs
fafad wawr TR FTIH AT Foher wrerHaTe o fowg, |

(%) SFHT THX (Types of meeting)

ST TS T, HATAaT aed] [HArsd, HAA1 ATaeahar R T, THLT FH1Em
T, AT AT ATAHRT AT T TEAT FATAAIF 9Tl e AMavg, | T FYeh
Teh TETHT I T ATIH THIHT ASHATg ATTATNE TAT AFTATE T g5 (e rawer
AR T T, |

(37) =t 5% (Formal meeting)

AT TEPEE FAT AT GAMTA droenieer ferfamar e Sodes g 1 dd=ieE
STSFFT ATNT F FIA AT wratargare Hiv=a gfemarer faror v gwg | e
AT TSHFAT FATH TSEITHT JTIE® IUEAT g, A5F TG TATITIA Ifhar
TR THI T TSHIIAT 9t A= gfemar =1 T8 fHorg qmareireseer a9 sear #es
T AR TRUERT g | HTATAATTT g AGEIHTT Teh, T=aATeAh ATHITHT TS,
fafaer Soafafaer SoF @l AT=ied TSHFT IIMEXMEE & | ATTATE TSHE! [T
fafaa 98T TaR g, T TdTiaear fHgwg |

(31) sTTE $5% (Informal meeting)

TEF T H AW AT ATTEREAT ATAAT T I, ATAVAFATATAR T ATEA, HT
FAA AT FATAIeTE Giohar SAATEad THCH, S 0T TAT 91 faueeasqa r gaha aar
ATHfEF GRO o~ ThHT A5F FATANE T5F g | TSR, TS, ardrarefer= fafa=
YATSIHAT SAAMF TS SIIHT &7, | AATIANE TSFE (0T @ a7 FHTAIHT
T | &7 TSHFAT TUHT FARS T TEHIAH! T FEA [aUIg T GT TFPT FTAAT
HIIET 4 |

©.3.9 SSHHT oA TiRAT (Meeting operation process)

ISF ATATAAT Tl M= T g7 | Haqd Tbew HATHT Th{dHT g a7
FHTTT TSFeE ATHHE a7 FATTTATIAR TES | TR TTHT TSHER] FoeATeATR
AT (AFATafad FREEAT e [aqas;

FIAT GTAT TAT JAGT, FET § 909



(@) SFFYEHRT FLUT (Pre-stage of meeting)
(&) ATTERYT ATITATE TSbehl ATAITHRAT AlhT T
(AT)  TSHFAT F&AT &7 FATABT [quaaw Hemor T

(3 o5& g fafq, o T gug Mg T
(%)  WEWRITS Sohal Ie9d ¥ [auaaeder! Aeraed e T+

(I)  TF A T ATEALART Fraar (logistic) FT AFLATIT T

(F) ASHH AT [aid T F=oreqh qred

() TEF FoATATH AT T

(@) &% g=ar®T a7 (Meeting conducting stage)
(1) STTTepTieeh SATaTel STSehehl FLAEAT T
(AT)  FEANEEATS T5F ToaTd" T GABA®! (G STHERT RIS
(®)  wrafHearaTER fawrEe ¥ yedartad e S geqia T
(%) TARAER! =T, FHT T ATl (HATIA

(F) TavaeaHr #fwa 9 gawRa FAared

(F) TR IR T AT GFAT T

(H) BARAHAT IS FaATAEwH! [ddrE T
(@ AP qAG a1 faRTge qeqel AT T

THTEHTL S5 ToaTedT e faqud qen ai |3EE (5P's for Effective
Meeting Management)

IE9T (Purpose) : I3 STATIHI T Fe9T TEAIS |

AT (Plan) : T3 FOA FoATAT T4 A= AT TATSAIE |

TEAT (Participants) : STEeFHT TEHTT T FeoTehcTehl IHPT T ANTIE JA=T g, |
FETRTAT (Participation) : FEHTII! ATHIATN T AFRTCHE FEHTNTAT TEAIS, |

IR (Perspective) : STEHATE BTG T GITTATHT AT ATHAT THIS, |

q0% PIAITH =TT TAT AGT, FET



(M) &3 GETfAs FLUT (Post-stage of meeting)

o

() FARAF! HHAT ISHT (ATIHT FATH fadue a1 T qTHIA s T T
(A7) gEATIA (AUeRT SERT TSHAT Y= T
(%) g MU AHEAHT qTT 9" T

(%) FEgEHq g 9T a1 gt afwaraaitss o ahn adqee e
AT Haa RS

3 Favreg fafaa =v feg ywmofrezor o |

TRt (Seminar)

TeT aTel TarTa fases, fenfages ¥ faoses &9 M9 ger ar fawmreqen
AT fa=mR ATETHYR, YR T3 (MU THHT AT g7 THEIEATS THTSS, | Flaemed]
qFIAA, JFAheed] TFHAT TSI IETeXUR! BIAT (o Aldhrg, | AT TSHT
HETewdls Y& U FHETH ufgend e (qehy ey | graeatad qar e
ST feh HepTererT @TNT FESiIeheor Ter | ATAT: TS ST=ieer TAT ATATSTAT
M, | TATS AT BTAT FoATAT M, | THHR, ST ATATSAT Tl (eArergd

A e YA, ©

(F) WEANIE®dl ANTHT

(@)  ATAATT ATAT T

[ 9HE Alqigere ATET Jeo

(") W@ A

(3) TSRl ITETEA

=) fata= safede ar faeiusere gaqe
(F) TSR LT TAT HEEEHT FARA
(&) FHEFE Yd T SARA

(W) ey

(=) ggdrs A™A

FIAT GTAT TAT JAGT, FET § q0%



.3 (Ui @@« (Minuting)

& fareerar fofg iRt @nfit a1 TRt g fHETor TR ST G AT S5 At 1w
TSFHT FAHA TUHT fauordT (Horar qfiTes; | Hiaaa srawaran (o oagd 99 gerdr
FAR (AT T RIS G AAF g | (0 TebT N Araedess G0 a1 STl
g T ¥ AT FrEdE ARl AAEE T 9AT A T e | TS
FEATIERT 5 TAT AR ¥ ATHT GRUT AT Fgeorer (HoraHT qivee |

[HOHT O A1 A 9 FE AAPRArs ATH @R BIAT AT T ATATF § |
AT AT TSHHT FoATAT TATATET GEafead ATFBRT I: FUANT T T JHITRAT fawehT
ATRT 07T AT TS, | (U AUhT A=A STSehebl (MU d@ddtedehl dAfead
TS | AT THURT AATITHT SSHFHT TUFT FAFRA AT SShepl Arataawadl faawo
AT UG | TET qURT SSHHT JEATFIT TETIHNT ¥ d7F ATFdewmepl Ui,
BATRA AUH (g9 T (0 a7 (AT F AT FROeH fataa afqerg et wrarg
ol erEe At |

AT TSF TAFT GIATTH] FIFATTA (AU TGP FTT TG | AELAATATS A
FHARIEE ATATTHATATAR TedNT T | (Hora FARToresT anfiT Sradar y=aqd g,
FEATIIHT RO AT AT AT ATRT TAIT T FAT R FEI=d{ T AUHT GRT
fadre wifemg | ey Tivuar fadie ¥ Sahqd TRUHT TATHH AGRAT TSFa (07T TR
T |

(%) fufar @@= (Minute drafting)

FIATAT TAT FFIATHT (AUTTPT Hewd 0] T 65, | U SaRare s Fe, v,
ST /IS AT FTATATRT FTHE! [UR &5, | FTATATRT ATSTHAT TATIH, FIATIT T
T YT TSR] HeATGHT T BT [AUPT ATARHAT T g7 | e F FoaTaAd Tl AT
THE TR A0 27 | qAT a1 SSehare WUHl (Hug dfrerara =ate ar e agud
TEHT TRIUFRT T Faewd eTeR U /I AT &7, | ATITFR 9T feprrane quet
fqoter svR ivueer @R gHITRAT Eed | ade Mg anfaeiives w9 faqer @i
furr rEm Tiewg | a=AT v O st fAvireRT AETeT qaR 9 | e weEr
FSF IS GEATIHT BTAT I TAR 9 Abes; |

(@) fruta weteTRt fafia (Minute drafting procedure)

JATHT a1 TSHAT J&T TTHT FEIEH (G a1 THTER geihed 95 T gwg | Tar
fAuTrepT WEET qAR T YRATEIHT BIHT TAR IS, | TSHAT TUHT SARAHT o]
g Ao Sl HanT g safed a1 afedd e qad 9A1 ATaea® FReE (aurd
TR T, | (HOTIehT TRTRTHT AT a7 SSFAT T TUHT JEATAHT AT q7T ATTITH

qo% FIIAT GATAT TAT AGT, FEIT <



faues UM TG | TSF AT AT TUHT ¥, (6fd, demerar T At
faa=ur, GAEHET AT T JURT JXATF T TEATaHT JURT SARAHT TFd RN AR T
yRATTad TRl qAAT TN HATET TR TS | HETET TSehehl HLAETAT T AT T 3+
TRIIFRIATS ITAed TRIUR F¥h1a a7 [HaeHaHd THET ATaH e &9 faqow |

(M fquta d@wswT FLOEE (Minute writing steps)
() TSHEBN FATIATIAR AT FeTT (0 fopara qam T
(A1) JCHF Tahehl TSHe! (VT FaaTged ITHTHT o T

(3)  TEHH gATSH, Afd, THa, T, qemerdr T [qaRe qHfeus gfEaend
TSI oot T

(%) TSHAT FEEATI TR T A7 ATHAT q9T GRIPRATeEH Jureafdq
farer qar = Sufeafq faeroar wafa gemasrRiel AT9eR, 98 ¥
gfafafaca T fAeprrer AT @l AT g%arer 9 T e

(I)  TSHAT FATBAHT ATNT I TUHT FATTE b TETHT 9 TehTe farawor FaTaeT
™

() TSHAT AR TUH HeH HeH (U9 Jeol@ T

(W) EF MRS [ 9. ¥ qR 419 I o fod

(T)  GHTFHNT FHUHT @A+ [0 gl [0 o/@d 17

@) R FET FAET BIE A WUAT T AT BIE HA MUgEd deT
FATEHT FIhT @ T

@) foraers guteafd gerfueries a1 deqerar T Ated a1 HITT T Al
T AI{UERT SATFTATS FHIOTT RIS |

(&) futa st (Minute execution)

o ivEeals 9@ FATEIT TROHAT FA9T TS, | Haad g afed TgdeE!
FHATS THIT T g T ATTHIT Mues Tggedis AT S1a=a grar | e
FATEIAR] AT [qurrer anfaetiear g Rafg a1 geetad e a
AfadeTs BRI TRISAIE, | T [0 Fraraa=are g9E 99 qeaiedd Gererardm
AT ATH FAATIRUATS ATdS(ae ®TA] ATHHT TRISAIE, | a¥ AT ETAT HAEaT
T fawoAT SUHT Ao w9 FEstas T AEedd g a9 | AT Frateaaedie
qEAfeId FTATEART AT TRATHT SATARAT A0 Frar=a= T |

FIAT GTAT TAT JAGT, FET § q04



SIS~

9.  ORT TEAHT Toh JEAAT IO ACRY :
(%) FHT IHhl & Bl ?

(@) FHAH JPR Jooi@ TRl |

@M a9 AR AT FEAT FAATATHAT A, ?
(&) T5F foFd ATAYAF 7

(3)  AATIHATRE TS TR & & 7

@) o e e W g v

@ T FE a1

() AT FAEATHT (A0 W 8o 7

3. T TR DIl I AR ¢

~

(F) AT T TSHTAR FYF FaATSTEE |

(@) FATH JHE TFRE® & & gd, Jooi@ Tl |

() TSHFN YR Seold T F Tabl qUF THEIE |

(])  TSHFN ATALIHAT AHT A=A TR |

o =~

(@) TSF FoaATA TN AT faqa qeTepl aeAT AR |

>

(@) MU FEAH T I T |
3. O TR AW IO ATREE ¢
(®) TR JHR == T |

@) F3F FEATATHT THATEE SITHhHT ACTRI |
@@ o e ufeer & o wrateaee wifa gerer aEr |

10% PTATTT T=aTTT TAT JGT, FET <



IepITIabeTq

audet faeme sqaeaum afafaw A T afieer ad wowr sfawrad AT asaten
fafue avaremn faememe gumtemmd T ae fieeem oawd T & wEar gfewn
HTAETHT O Wl TFeEdT TF Ffaded aare TR | TqHT AT FHeTHT ot faendiand
fafwe axgaT fawem T Fan ferwwr gmm fage |

qo fammmed 7 uF faween faem aen asaew TR
(@) fa=ndi T Irna
(@) THPTEHT Fiafereer JFmT

FAIAT TTAT TAT F@T, FET < 1o



oarfafer

(Accounting)

R.q @r #Afwad (Bookkeeping)
(F) 74 (Meaning)
FGIIUITATHT RTER (Transactions) ¥ ¥aAT FwHTg Tie=rd 11 fafaw ardresar Aitxs

HIHT (Monetary Value) Ae@ =g, | T8 SATATIHT g7 HRIARE TaAT Afqer@ T
FTIATS oEr Afer@s (Bookkeeping) 9+ |

J@r Afgerad wgTa Bookkeeping, Book / Keeping AT aehl & | Book W=Tel & afv
FRIERE @AT T Keeping T=Tel HIedd FRIGRATS Aaredd TR A& T A |
JHHT el JATad GRATIES [HFTTAR S

J.R Battliboi #1 #MEAR, @@l AfHei@d A=wl FrIirgd @IATAT ATTHATTE  HRIATTR
Atae@ et FaT &l (Book-keeping is the art of recording business transactions in a set of
book) |

R.N. Carter T @R @l ATTA@T HIT a1 HIGh HAHT T Fel TehH ATTANIF
FRIARE! el TIAT J@T fhareaar sAfiqerad T a5 ¥ %1 27 (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.) |

qog FAAT GATAT TAT JA@T, FEIT {



ATeT@T T FeITwaT YRIEAeH F1A & | 8¥eh BRIARHT TadT gaATary
FRIARET @l ATTerE T | Hifge Hed Jooi@ T FleheT FRIAREEH

AT AfgerEd g | @ AfTe@a T SR AR, @ Fersy T @rar | YA L0
TT T & FAEE T |

or@r sfger@dT All transaction are events but all events are not transaction 9+ T8 yfeg
EE G | AHH A4 AP FRIARH AT @] AT e icheeg A~ g | IaTETITH
SATNT SAAFTIAT THT YRS AT, AT Teb HEAT a7 (7 H1F &1 IR AFATS ATHIE T
AT AT AXARTSH AT @G TRTHT ATHAUT T [GZUHT SATATHT T AT TCTTS, [hATh

TIHHT THHD] FIATAT TEH g, |

(@) fawmsd (Evolution)

AGT ATTAGTART FEATT STARTHRT WA o TRl HIAveg, | TAT T FHAR
G AU, AR T AR [T | WIIARAHT SATRE FRIARE® ATAGHTAH qaal
TEITHT F=aTaAs g T | fafad qureiTepl e oaT I el TaT FEATT TR
A=, | 5.9, oo fav =T HETehT FEATd UG @r ATTI@ AT IF STHT JRET
qUH T3 | .9, 400 FY Ulgel ATTWIAT T TExHT ATTdH PRI ATTIE ITeT
FIEBT AT T A=, | AR BT FTITIR AT T AT BRI
qUHT G @l ATTAGAHT HT ATTF ¥ Hewd ol avs 4T |

T Q¥RY | Tareie gieag fage e fg. gtaarer (Luca D. Pacioli) @ 39T Summa
de Arithmetica, Geometria, Proportioni et Proportionalita (The collected knowledge of
Arithmetic, Geometry, Proportions and Proportionality) ATH® T&IAT HfTERT  F&T
JUITATERT AHT Jocd@ Wbl TTevg | T8 TRAFHT QR J&ATHT AT TEERT @rar T
HTTH GTATHHAR T AUH TE75, | TH TAHAs aRT J&AT JUTe el TRIFTF T&i
AqTf+3 | ST Luca D. Pacioli @Tg Father of Accounting THd 9= T+ |

T Q9RE T @& Edward Jones © Luca D. Pacioli &1 9HEel S@THUITAHT AT
g qiATST T English System of Book-keeping FTH® e JeIfATd X | AT T&de
FERT & AT HA AT IH] T AT | A9y o@r Afaer@d (Book-keeping)
AT &3 BTAhT TETHT ATTHT &1 | ARRT AGTHITAT TFTHHATHT AT TTHT TTH
AT T W TGS TAT | TAATTHT ATTHT TATT TIAATIR TAT TFRFT BRIAREEP]
TETgHT T8 SAGT TF JUTATHT THATTET TR &4 BTeh] AT ATSTHT 3 |

FIAT GTAT TAT JAGT, FET § q0%



QR w@Tfafe (Accounting)

()

4 (Meaning)

TG AT BRI JRIEAeh TaATATS <@l {ehaTaar dfer@ AT e, | T
FRIARFT TaATEEd THIHAT (AT AT Al TR [qT TeeraueHs qiersm
grftaeRr &tfT TR fRarearaers amnfata vfvws | sfataar s sfirereware
agHfad faazurer anfeeor, Tgardreer, faeaor ¥ Fordr TEwe T9 F TR, |
R.N. Anthony =T AR FETAET qeafead Hitgeh ol TEhaAd, TEdTH,
faeeraur qur ufqass T & or@rar & (Accounting is a means of collecting,
summarizing, analyzing and reporting in monetary terms, information's about the
business.) |

[aNl o)

cratfafaer  amegfae  aR|rETs=RIa  Institute of Certified Public Accountants o
@It g A7 ARTE BIH] [ [0 FHELT AR ATF FRIARH AETGH,
FATHIT T FZEGTRROT T AAY &EGHT =1 T FHaT &1 9eehl g (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.) |

fafaer fagreware =oad aiRsToTHT SrETfafadrs Hife HeaAT ad g s
FafeRor T, faeeraor e 7 fafye r=raT gfaeed THargedT fRareardeT w9t
q AMRTH G |

(@) IgEE (Objectives)

190

SETatael IgYaEE [AHFTTER TEh &

() ATTIF FRIEARH ATTAE T

(3T)  ATF PRIERD! (e T

(F) HIAAIH! (G daegrer f@afq 9dr amsT

(%) @] ATEeAF AT TaATE T
(F) TAT M T FEART T

(F) & IR FEanT =arsd

FIIAT GATAT TAT AGT, FEIT <



() *wEE (Functions)
rartataar frrfafad FEee e
() AT FRIERST qfe=rT T
(3m) i T 28 AfaerE e
(3) ISR BT T
(%) PRI TGEYTHLTT T Fiqaam T
(3)  fageror T fae=mr T

(1) #HMEE (Limitations)

aanfatas Frrees fAETEr 81

() Hifgeh HIAT FRIAR TGARHT AT TIATH AT @l A |

(3T)  SEIEfAT faRTeert FRER 717 dfiaE =g av srar &8 T g7 SRR
Afvrerg TTie |

(%) HAERITATS FaTEm e |

(%) FE JAT FATH T LRI T FEATE g7 |

(F) Il S T T&7 SAALMRT AP 5o |

.3 W@ ATHAGH ¥ AGAEahT A< (Interrelationship

between Book- keeping and Accounting)
@l ATAAET  @TEaigel  TIal  ATA
ALTHT ®IAT @bl g | @l ATqe@d
(Book-keeping) #1 I  HT  WUITS
J@rata  (Accounting) ¥ &g | @l
ATT@THT  o@Thl GRS BRI D
aaeE e | ddndtad YRiEE
ATTS@hT  ATIRAT  FRIATRD]  AHTHT,
TIEYIRR, oot Afqo [Aebred  qar
gidaed qaR T fFeemor T FE T |

Accounting

Bookkeeping

FIAT GTAT TAT JAGT, FET § 1999



@t sfwera ¥ dEtfafast weE (Differences between book-keeping and
accounting)

J@n sfwa@d (Book-keeping) J@tafer (Accounting)
2l | fereeroor, fae=mT T gfaees T #1787 )

IT or@TRl GRIAE (Primary) &1 &7 | | AT @l IRIFAE  H1d I F0dhg T
(Secondary) FTI 2T |
TEF IeT  FAAIR  FREARATS | TTH Ie9T AAITH FREARH @3 (i

FTeId T &l | afe=ma a9 gfqasd T 2 |

JHHT TEq HATHT T FETd% (routine | THHT TH(T [GITUTHE T HIABNI

and clerical) g5 | (Analytical and Executive) €7 |

Tl ekl FHATRATS TG [STFHAT | Aol Tehl AfThaars THeH! (TFHarl el
fage 1 T |

5 N

T | TR HTABT ST TS |

R.¥ WWETfafert &3 (Scope of accounting)

AT A¥RTSHT @I ATGF e a1 [ FRER g ATaqiiaed &H AT AN

T78 T A1g, A% TFepl & ATTHT AT JIHT S | BRI, ST, TIHRT, TRATEHRT

7 UgTEHT 2¥ek STHT T9hl I Hewd | A ek SIFAT a@iiaidel fagred, Jurreihr

TART TR A@IEHA T TS, | @I &TdTs LEdHl MHTaR J&dqd T afdg

(®) =HEE™ (Business) : a%] q4T JATHl IATE T [T G T T HFQATAA ATTIE
FRIARH] ATTAG T, ATHTATFITT T ATSH, A< a<ar 9reT qrs= ¥ Gl
AT fa9esOT T S@raiaed! TN T |

(@ FATREEE agweA (Non-profit institution) : ATHRT TS 9 Ig9TA A4S IaT
UATH T FEAA M, ST : HSHIEY, LA, (ghd ST IATRIHAS
TS AT S, A, FT, AFId qIT MAcAD ATTerg @l 419 fadrT
SRR YT I AGTafere T2 TEH |

(M  &ERT @ (Government organization) : AT Y TIT TXHT ITTE, GBI
THIT, TRHNT @ T TAT TG ATGHT Tafedd Afaerg T T asie (A I
S@Traterel FANT e, |

99R FIIAT GATAT TAT AGT, FEIT <



(&) exfe aam dErRHT (Individuals and professionals) : fafs=T =afader ST SR
AT T @, ArTaehl SAaresd T A@Tatered! TR TS | & ST, 3wy,
Fiehel, TT@TIRTETh AT YATRHIA ATHT SATHTT qIT FHET {691 fohaTa eqaferd
T T BIURT AT IAT AMSH AGTETITDT TANT TS |

Q.Y wETfafat TfshaT/ s@m=eh (Accounting process/cycle)

@Ttafae! Gienar Yol faxira wRIaReE! qfe=rT T+, ATqe@ e, aieeor T, JreieT
fehTert, ZATRIT AT faeeloo ¥ YT T H1Y &1 | AFATS qAH] (a1 T I F(hg, -

(@) fa<hi e afg=m (Identification of financial transaction)

@Rl el TRUHET EaGe T (9w SRErTe Hifgd Teadm /9= T
i A FRIARET Tle=Ta T, | F@Iarad a0 FREReEH A7 Aiqerd
afew a1 Sareaaitad FRARE G T R FRERE ST 9fg=r T
TG | 9 TUHT FRIEARET FFeId ATaedeh BRI I qgehad T |

FIAT GTAT TAT JAGT, FET § 993
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A@TEHRA (Accounting)

QTG @GR! TGl =R &1 | TF 0T [ FRIARATS Faredd ¥ aa7E
FLMETE TRIBTE ATTAGHT FETEHT T, | TIHT AN TEERT F=R ¥ FETH
T TIR TS, |

FITHIUT (Classification)

AGTHH B! TIT FAIHT GTATTRTR! TART TS, | TG FRUTAT YRIATE ARTI@AT TdhT
PRIETATE fTTPT TeR{THT ATAHT AR T FaaTgad GIaTHT Afeq® ATTorg
g3 T Ui @rarehl 9 THH (FIR Mg |

FEAIHIUT (Summarizing)

A@TEH PN AT ALITHT GIATAETHT TEehT ATTAGHATS e Tereqor ¥ fairg faaorar
FZETITHIU TG, | AFARA FATIH I IRIET0 TR T FRIARE AZFH
TOTCAT STgaT A9 Rwg, T A=A HT [ [qaRor (ATAGaer T araard) qaR qier
AEFIEF AT I AES, | ATATARIAT ATFRTAT T Gelehl AR T AT
TRwg, 9 ATFATaHT FHEIT, e T YS! TgaTdred T |

et A fawewur (Interpretation and analysis)

fadrT faarorer T@rae ATASTeT AaRHT ey Herem afebed | d9ed raT=rehe]
qi=t =R fadra faerer srer T faeeyn vy | g9 =R fateer o
TREwEteH AT T Aepy fHehrer g |

gEqd 10T (Presentation)

SGTAFRHT ATTH FROTHT T FRIATDT AGTGeER, B, FZEIIRT T ATl
T faeeiurEre g FEAT ¥ SRy aierarardre Yard e | 9 SROHT
fafsr=r fa<ira qar aTffe gfqass qar g |

T AT AR =RUTelg ®THT TRA BAATE o A@T=igh T |

FIIAT GATAT TAT AGT, FEIT <



Sl

. aaw g Afd agfera Iax e
(F) oET ATqA@H ATl & & ?
(@) Luca D. pacioli @% febe wr@rerr faar wiqwg, 7

(W) erETatae 7 TR |

(&) oETETId £ g5 Ie9T Seord Terd |

(3) EATIH FHES & & S 7

(F) @l ATAET T @Rl gFered Uh Al Jeleld |

R AEHT TR BIET I R
(@) @@l AaEd iy fTTE |

~

(@) @I Al & T, TR Ieede® delald |

() ETataer 1 Jeord THe |

(&) oG ATEd T d@iardgedl deaseed aue TRl |
(3) @R 8w & & S, 909 THad |

3. TR TR AH IO AR

(el o} N

(F) @R T TR | AR FA 9T AHES oo T |

(@) o@reeh AR & 2T, THH WO qUH THR |

IepITIabeTq

qUIEH OXHAT TF AlATHRT THATEAT AURT F IANET ATIF FIELHT gl a1
FETHT TEIA TR |

FIAT GTAT TAT JAGT, FET § 994



_ wig 90
3EIRJd IATUOTIGH

(Basic Accounting System)

) i
o i
Clase
Your Boalks
o (] | :
Financial Recerd Joumal
Statements Entries - _ - - " - = — . r
Adjusted Po
i

ACCOUNTING
OCE N

st Ledger

.

90.9 H@IIUTIATRT TI=T (Introduction to accounting system)

@ AT FRIARB] & TeRT G T Je=iied U (I8 SAaaHisd qay dfaed,
grar, feard #Afe T A FRERATS FHIT T A7 FRISAAHAATS FFHTIE, | T@IIoTer
AT FRIERD! Tle=Td, A, (9o, FEe0 T Yidaadavde] q¥0 H1adrs THE
AT A3, |

FLATHT GO ATTIF PRIARP] o1, ATr@ &, TNGH TH qaT ATEF Giqaaaar
HIAHEE Fraied &g el (&9 Ise 9gia 5 «a@yorel a1 | SEarHr U
TrUl AT FRER Aq15 [Feqeardl fqgreel ST qig=m" T4, ghaq T auiieo
T, faxira faaRer TR T gfqesd THaFAdT T80 S T JUTAars THT S@raomer
Awg | A@TIUITeTATs g5 AITHT a0 TRY AATT T |

0.3 THERT AGIUTAIHRT q¥=T (Introduction to single entry

system)

FTATAT T ATATTHT TUHT o BRI T TENT AT Tl A@TIvTeATeATS THIERT
A@TIVTST 9w, | 5o 9&7 Sfag a1 dige ST 99 &7 o | T JOIelieirg BRI
Ffvrerg w9 fafara=aT 9 ITIE &7 | AT YUITCTET A9 E a7 Sgehehl IR & whic
AT AT A= TETSTS A ATTG Rave, | TG A S¢9T AAbl AT T @ Bl T4
T STHHRT e &1 | A9 JFafd ¥ aMcash! ofem e |

1% FIIAT GATAT TAT AGT, FEIT <



THERT AT A AT A0 AGTIUTAT A7, | PRIAREEERT AT @TATeEHd
FART GO AT T T FHAh] A AT TG JUTAATS AAANEF T AT qgia
afe i | T T FOCT AR JTMGUeRT Tl STl W= T 3rad ATIR ATTATE
JqATs ATGIaqATd GOl &qdT 919 fageg | 99 queiesr=aid  AMgUel  J@rarg
HRTAd THIUIRT ®HT T Y ATTBTIEE H LR &l ATq AT=gar f&ea | TR
@YU qfE @l & M= W& gad | JUH FRIAREEH ATHT
GIATHT TR AT fedreesdr &aar af a7 T8q Tag | AR AT AT FhRbT BRI
AT T AAT AT GTTe® Mg &A1 9 AT S@T U | WREATR TRTATEAR
GIATEEH! T07 ATHORG TPIERT AGTHITATHT T |

¥ FRIEAR g TAT FGT ITET FTET @ T TGH AT a1 FATATEEHT AT TPIERT
AGTIITAT ITTFT A7, | T AGTIONTATRT AN AAFI FRIEAHT G Tl qo7
Afigerg T8 FRurEre fasr g fafa= awames gq |

90.3 TR AGTIUTAT (Double entry accounting system)

(%) af¥=a (Introduction)

BRI A@IIUTAHT ATIRAT AT FRIARE FERT TATE T Alebl GHM=d ATE 2l |
feaiita ®9AT 9T TAF FREARA g8 T THAT UTe T g 9T gara sf@| R
FRIEARF] ATAE AT, A ATIAT Albebl A@IIUTATATS 36T A@TIoTe A, |

NN

TR AGTIUITATHT BRIATRA TTChT Teh Tl TS Jrai=ad Grareedl Siee Mg, 9=
A TETT THTAATS shige g | TET §al Idd PRIEARS Sfae T Aferd axrer
Hige T AT g7 | A9l a1 F @ (AITaeH TR TP PRI TSI

S ~

Sfae YA AR STHET STHAT hige YA &g | JRRIT J@rHl Sfad T fhige arTer U
TAURT Aol (=T FlebT TUHTS TF JOTeATATs qO7 T FIIET JUCAT HIAve, | FETERT:
AT Ueh ATl AFETT GEATT T %. 2,00,000|- TTH G, | TT HRIARPT Tk TaiT
JqTE AT TG %, R,00,000|- ATAT T AH T&T TATT FaITATH GShl BIH 3.
3,00,000|- FRTERH! qTfacd fafsTa 93T | I9 AGEITHT U 79e ¥ fafed arfaea T

(SN

FhT G ATqerE T8 @TATeTg Sfae TR ¥ ol G@IATdTs higd T g |
(@) favaEs (Features)

(37) E g9 (Dual effect)

NN

AERT A@TITETH] THE a1 AR [a8Taar 9ok SeRT Y919 &1 | oI FRIARAT 55
Tefl IHTE 9T T FRTATS ATIR AR o Faird Jraepl Afaerd a9 Juetrar i |

FIAT GTAT TAT JAGT, FET § 9



(M  sET 79 (Equal effect)
FERT TGTIOTATARTI T HRIET T TETHT ST THH ANTAG v, | 97 FA
Sfere TH TR Fel Hige THH g TR ATqeE qU THUHT Jiofel e Alehes; |

(3) @@ O qIat (Simplicity in auditing)
FERT A@TIUTATART AU feardichara Si=r q97 @l qeT w1 TR TaH
el ®IHT T Fichs, | HRIGTRE! TATT ¥8T Fceh @rarel AR fqarurane i @m
TEAT el ®IAT T4 Aed TS |

(&)  ufead=sfiear (Variability)
FERT AGYUTATD] 5 T TATEGR ATIRIT [ATq ThRebT  FRIGRESHT
ATAYTHATATAR FHRSA AT GRadT T AT, |

(I) =TT (Scientific)
frfe=ra fagr=a, 9RO T ARIATRT ATIRAT <@l el AUHT THATS S TOTell
Al |

(&) fagrast 9@ (Use of principles)
FRRT A@TYUTATHT @Il ATGRT T Fqgrecepl AN TRTH g |

(W =g g@nT (Wider application)
YRUET UqH ITE JOTeATRT TAT TaTE GHRTT T TUTCATRT TN AT TIAT
Eﬁ_ ~ ~ a l

() ITTTEE (Objectives)

()  FERHT qut swfwera T (Keep complete record of transaction)
AT AT FATATH TUHT Tl PRIAEEH ATTE IS e T Afqera T
LN f ~ QEF T W\_ng\_rl

(3m)  ArwEEEE fqfrEa T (To determine profit or loss)
AT FRIAREHT ATIRHAT MR=d srafaepl ATHRT a7 A Heier 99 99 e
TGTIUITSATRT FE9T BT | TAFeRT AT FEITeera ST ATRT TR TAT @bl
fafir=r o Torw RMeTE | @9 STHAT YA ATRRTHIET STHAT THHWT W U
ATRT ¥ G AU AR g7, | ATRIAETT el T 77 faa=oras a1 AT
grar dar kg |

1= FIEATAT TSHTAT TAT AGT, FEIT <



(3)  TfdF sraeardt f=0T T (To depict the economic situation)
TR STafdehl AT Yeehl TR ATIF Eafqer! Feraor T IERT A™TIUeATRT
bl HedqU Se9d &l | AMH! AT TAHTIAT bl FHrd, Ioil ¥ IMoacaaeaear
ferear FHTEeT TR ATEArd TAR 9 |

() @& AT TEAFAET WIETOT T (To protect goods and assets)
FATT T AAAITHAT AELAF T (a9 9% 97T ¥ @RE TN TARTAT TS
g% | A1 Frfdel RIANT qa7 feaifadr g9 q9rse YehrRare Aferg I IR
AGTIUTTCATeRT I9T &l |

(I)  fdF F=AT Iuetsd TS (To provide financial information)
g fafa= qees, FEd  AF9rdN, A, FHAR, AIFR, ATdE fTeeres,
AT AR AT 6w, | [Oiemdl A6l HeId: AaaadT Jried dds
FAATEEHT Hiad @ AUH FGIEAHT FFfega AfdF FeAes T RIS
af SERT AGTITATH I8 &+, |

(F) AfewT GHIEW T @& Ui W@ 7g@ T (Helps to resolve errors and to make
right decision)
IR AGTSHAH FHAT [T A[CE® ATS TS | J[RRT AGTIUTATRT TaTadTed
TF TEHT FUF Afd AP T&H] A@EHAGT JAAT T FHEE TH Alhes; |
AEFF] GHAT YT MR 0 T U @ gATEasw el ges | ATt AR
TAHT AT TEH] AERI AGTIUTCAT ATTLAF AT F&IH W Al F=ATIA T Fel
fur 9 wad g |

() UHERT T RN q@mquieits= we® (Differences between single and
double entry accounting system)
THERT AGIUTA T FERI A@TIITAIT=b] F¥eh [HFAaHITH T8 &

(Single entry system) (Double entry system)

() TgA FIREARH Fz T HHR | () TG FPRERAT I3 I qH A
TA & AqU qAT ART TATEH gaT I0 JAEF T T Hiches; |
A 9T T Ficheg, |

FIAT GTAT TAT JAGT, FET § 9%



THIERT AQTIUTTAT TR AGTIUTTET
(Single entry system) (Double entry system)
() FATEAtaR  @IAT AREA BaT | (A7) THH] AT, ATEdiad T AArEdiac
ATRTHIFRITT @TAT TR T AfFa | qa @rar AtEd e AR
gamead q @t AR T
i |
(%) FAWIE Frdad T (a0 TR | (3)  FHAE Feqad G foqere qur
T @b gaT T sTergar a«n T AT gaT AT AqGAT qAT
Al ATET qTST Aleha | AfcE® gAq1 AMSH Alhs |
(%) FEAE A JAR A AHBA | (F)  IFATE ATEATd JAR T FibA gal
BAT WEAThT qATY oAidep feafey o HEATRT ATEdiTE AT AR et
qrS Afepa | ATET qTSH Alehreg |
(F) [T YPRHT TFHEIR ANGF |(I) TTAT  UESHRAS AGF  [Faurehr
faarr Z@r 95 | aEfad IREEFEE I g |
(F) TAFIE EATHAT ATfe o1 oS | (F) BABTS [@ANAAT qURT BT AlAA
ST el &7 | AT TS Ak gaT AT gaare
FHATIA Aleheeg |
(W)  FHE 9AT AT foaror guered | ()  agae WO AfdE  faerer grea
TEA AT afTerE AnEE T Wl ga AfAseR e
qfepa | TEAF 57 |
(@) — IET FFEIATE ST &7, | (W) FAT FRER  AUH  TEGrE qoq
HEITEEH] T &7 |
@ e oG AT e &7 | (@  oifafas 9 qURS WA o@T TET
TF gAT @hedl &7 |

q0.% AGIATIRT ATATLEE (Basis of accounting)
T AR T YIGHTEl ATIR T @l Ae] Hed 35 AdRe® T=idd g -

(%) EHT enfya d@r (Cash basis of accounting)

FRIAR Aedqed AT AT 778 TR a7 7T JFAHT TURT GHAATS a7 FRIEARATS AT
TR [0 S@Tgeh e [afaars AEHT AT A@TIuTedl AiHws; | T GO 998
qIT AT G qUHT AT g T Wb, IIIE AT AT AgF TGS FRIAR TUHT ATERHAT
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HATq MFER TG YARHT & FAAIH ATIRAT F@T A | FIHREB] <@l ATH
TEATSH FEIT, ATAT FRIR A T AGEIHT ATEH] AT T g, |

(@) grewTet J@T (Accrual basis of accounting)

TG FAHT a1 T S THAHT 90 A9 FRIEN U GHAAT 7 Fa@Tghd T
TGS YIEHTET SETIvITe 9w, | FRIaTeT (aei=T goTared e Y91 9T Jeeeadrs
THT I, qHAI, O q97 Al 90 Y 9fe=d T @gdd aq ATRH
g | 9 ATIRHAT @M ITERT AT qHhT A= AT e a7 SHal I I I aAebl g
a7 faqae T Fq e B, STEAT 4ol qT1acd ¥ FHId Hd B I SR Fasl BT
I &7, | SATAHTIE TSB! FRIAT T ALITHAT GIEHTET ATIRHT F@T A1 |

(T) FEIEHT ATEMA qAT TewWrt d@rht ®a (Differences between cash basis
and accrual basis accounting)

TEHT Tenia w@r TEHTET @l

(Cash Basis of accounting) (Accrual basis of accounting)
TG YT Bal, AR T qHEIAT Fal | PRIAR AUA(S Joblel d@rgeb e, |
GF qGIgHA T, |
Frfq T IMIEdl FEEHT TG || GH ¥ STicdehl d@rgehee ard qigeg at
JgE! AfderE d4r AR T | tE=g |
ARl ATTAGHT @S, | TFHT | GHITdh] @TgHhd T gT8 hedaHd g, |
g hadl TMieed
fafa=r ifaca e T srerdt see | fafa aifac qaarer anfit s Ewaes
(provisions) T¥E | (provisions) AT THT AETEHA T |

T HISETAR!  HALAT  ThTed ST | AT HISGTAhT HA€AT SATehT AT gad faaeo
Tlerg | TAR IS, |

FIHMT Gl ATHRT AT TREATHRT | ATHRT FATST Ie9T TUH T JTINT HRIAR
AT AT AT AT TET TANT &5, | | T ATk F1aied, a5, faar e
THH TART T, |

q0.4 AGTfaferahT HATYTYHA ATIAT (Basic accounting concepts)

Sty AT TS ateqd Ygia & | d@naiaer oia= Hifees fagma aar aromes
TEATH] G | AT GROTATS @I AR ETH] G (573 | ATF @TRT AR
fgT= 91 gRUT A7 HAEE FMEATER S
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(%) TaETd® Afedeast "Fgar (Business entity concept)

T9 AIATATER A@T @ ATAAATS TGH ATqHT a1 ¥g q% Je09=] 9=, T
AT AT AT ATETcd @I ThIg HIiT=g | T HAHT T A% Teffars) HUehl HRISTeh!
qAT T ATt iR AHen fomg, W& FGAE ¥ FA9 Uk 81 A7 Afaed
TEHT FFATE ATATTHT AMURT T (Febebl THHBT Bl ATHE TEaw | TqT HRTHT
ATHerg FRTET &7 W SHF@Tae Tl qTdtash AR AT AT i &1 qTeT gad | d@re
TG | S T TERT ATATTF] AT Fad geg, A= AR qeqvT ¥ feara raamas
ATHAT TS |

(@) Hifgw ATGAHT AT (Money measurement concept)

AT AAGAH] HIAH AT 995 (a9 @Edd] FRARATS GHH @A a9 Fa
QAAT AIF I &7 | TH ATAGNTH FRIEARH] ATerd TCET HiTgh JedT dAfera
AEITE, | AT a1 YATATS Hitge Hed AT GRad" TRUH 99 AGqard A Faar qar
JATgF ITAH T Alcbaw | AR @l AT BRI TedT HTIT I, |

(M) fAE=aaTRt |AFEET (Going concern concept)

AT AT FATHT FGT AERT AT Fieed 975 g4 I a7 (HRecy GodATATHT feRed g I
AATH] TR T, | I & @9 ¥ G TaH AT ¥ aigcatee faear 9,
ﬁ;\(?ﬁ\:\( us ﬁ\ﬁ W @'

(&) =r@T S|t AFFaT (Accounting period concept)

U AT AT ATH AALATH HATSHA Ueh (M¥=d HAAIATs ATIR A T |
(T ATHT WA, Hiq A= wAT1 T faqiad i @ 7 9re1 9199 A= «@r Uger Hiv=d
FATTHT gATE | AT F@T AT ATIEF FHHT ATIRAT & e, | T e
TRTERT ATIF T FYF FYh AATIER! g a5, | AUTHT ARG ATRITHHT AATIATS

o

T qR=HT HAFHA] TAAGNG [SHFeRaFd dataars ATfds au¥ dTauH § |

(¥) s mifta faga (Revenue concept)

TG GooATeTH] HUAT el TEART T AT bl MTT HY ATATTHT YTHT g qigers
AT w5, | 9% a1 JaThl feaehl, SATIATIE qTad AISTHT AU T FANT T T b
FEAR] foshl ATGaTe qaddd dF I Tg | T9 [@gTaadqr. S= Al (e
fafe=ra T &, e srataE T grEld TR T AT /IS, | G IHT YT
9T i AT g GTRAT TRT U ILAT THHATS Gf AT FHTAET T, |

9 FIIAT GATAT TAT AGT, FEIT <



() @ma faga (Cost concept)

AT T T HHAT AUHT GodAls AR HAHS | AN el FFId TeUR a7 &l Macd
ATl AT AIS | & Gelebl HIgaT AT UGl HATH ISS, T TS
FEITeId AT a9 AT @l ATl AT A GT | e ATqLehl 9 9f 37T T /AT gud
HEHbh! & a1 HATH IHAATS A ANTAR ETHT FHELT T, |

() fwem fagra (Matching concept)
79 fagraaaR [Miv=d sEfaer ey (et AT |1 Aaigedl AT A=
IS, | AT AT AT ATTAT HET TR |
EIATIRT AATTHT FHHAT TRETHT A@H ATIRUT T (qgTeaeeedl ar<cHm
A STHHET A T [ | AT [FgTriese! faeqd fqaer d@rare &=+

fafiTee s TRl 9T &7 | AT Y& J@re [Hared I8 TEAl AATTH
ART qATT g |

0.4 AGTRT Gl HE NeITadze (Key terms related to accounting)

A@THT T FRIAREE FRAE T GIareT qeafead gea | 9 @rdr, @< @rdr,
HATRRTAT @TaT ¥ gSil q97 e @TaT J&dT 7 @Tal aq | J@rehl A1 @rarEsT qeaiead
el ERTAcld =T ad [aeudl g ¢

qrfa ISt qan T

e GEE

(CE] AT

(%) @Fta (Assets)

e AT AT AT TEehT HICTATHIA, 7S, Bi=, SITN AT T A% SATRT a1 G
=fewg | AT ATge® JAAEH] HR g1 | FHrdars =1 T &y F#ata T g5 9RTE
faarer T s |
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= &¥afa (Current assets)

ARl (HafAd Foard FTIHT TR g FHfdere = R A | e
TrRT Teh auehT FATTTT TANTHT AEHTS | 7978, g HIwald, Th, ISTSTa
HTETHT AT(G =T FIehT IETEX0 3 |

feux avuta (Fixed assets)

fer grfqars Tardl vt 9 9= g | I Al arEEeE e
TEAATE Tk ATIE TTHT AMGHT GRAAT T Alebae | AhT MeaHT A= TaT =Tl
AMIE FHHAT FISHT GRadd TH AQlFd ATAAATS (R gmid afHbw | a7, S,
AT HHST G STHATATS d1g THAT AN T |

s+itfaw @wafa (Intanglible assets)

Hifqer AfeTca AREHl qX TR W@IHAR! FARTETS ATGF A9 g9 T &F qdl
sz fastar g awafaarg afifaes awta 9iig | @rdwe afuer, enfa, areaa
JAT AT SAiiger FEART A TP TrATAHT IIMET & |

(@) T (Liabilities)

T 97 el AT a1 GEATS hell I ATHES a1 {qqad ThHers 5 qifac
g, | wfasTaT Faars el faqa @ 99 91 7 qfaed & | qgars faqae wH, faT
T @, HO TEH, AL TG G ATAET g | TS I 33 WA ArgT Ak |

(31)

=1 Tt (Current liabilities)

T ATMF TS THAT T FHI T IS AT FAE A | T
s FURT fadl T @ 9 AT JUHT I qMTed =T q1aed g1 | 4TE,
gt qTfrea (Longterm liabilities)

T I TAATS AT ATF qUHT fqae AqATs SR e 9w |
T Fuf foe O T Afrea SreebTeli e & | af = 9 gk S}, g% Al
[q I dTEe® ATNG Srehre g T Ted |

() St (Capital)

g G IR JoATAT Tl AT ThH ATG9TF Ue, G ThH AT/ ATfAhe
TRATHT T TS | GRAT FoaATeAATS TR WIieTebel TRl AIHICATE F GoiT w5 | 37T

R¥
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TEEHT ] Ya[ Fadd oo T+ THIHT THH oaTachesac] GeATHT hel 7 Fel THH
AT FTHIHT WSS [GUH g7 aaqars § Ioil A, |

AT FoATAATS THT A~ Hifefebel A& &, 4,00,000/- ¥ ¥ 40,00 000 /- G W
GEITHT T T=AT 9 G2 G511 &, 9¢,00,000 /- §H ST+ |

(en S sfufaswd (Bank overdraft)

ATATI: STSHHT TTeehel ATHT @IATHT THAT TYhT TehW aRTaY AT ATHwaT FH ThH R
2 ~ ~ c

qISE | AT AZHe TATTHR] TEhdls dghed GIATHT Al THATT del THH i [a

qIS e fGUPT T75 | GIATAT THT THEATRT Jel ThW R qrs AT Jiaem § I

wferfarepy &1 | a1 gaar T Aehars T gad, ST © AT BTl T YTkl qUTed g

feT. AT %. 40,000/ - THAT TXHT B ¥ IT AZHATE 3. 40,000/ - FFRlT 9 gl Afs=ra

TN TG Rl TFH & ¥0,000/ - A% dgF Atafawy A |

(§) @ (Transaction)

T FEAT ATHT Fe9T TTAehT R <fFeh T el 7 bel ATtk fharderd T TS |
T 2 waar iy et fRareara, S Ae SR, g9 @iie, e faet, Sart
givg a1 faaT afears FRER A9\ |

(&) @ (Purchase)

TS ATAYAF [eooiae] dTgate @iRg 9 T el Mi=d THA ATHR @l a= Mg |
T G faehl T LT WIAT AT (bl HIHATS @IXE AiTwg | bl WTeaHT faght
T I AAGTAT fobrt wraers @i i | Arearare fo~ Jerr 5 79 fafes
I AGATs A8 Givg 9iwg | AT fobet aerar w9rg Afadr afig fae o fepfear s
TS IR @RE A, |

(@) @f¥e fwat (Purchase return)
ST E TATSTART AT JURTAT [hTURET ATAITHTIES e ATGTTHITH THTH GUSHT

GREFAT AT HAAHEATS [Gehardrg F fhdl Jargqud g7 w9als @R Rl
=g | fagdre ATaamEe @REwarars Torsal @ike dATGeTHl Joi@ TRUHT a&qH!
AT d¢l Hed @ YSTHT, TRHT FH AT &l TSTHT, HH TUIEIH] 9% TSITHT,
T A FROA &l ATAATHE @REHATS hdl 5138 | T GRE TMRUHT HTAGTHAT
fafaer rvrer 7T @ftgewdrer fagdreng fear gorsT 7 @fte fFar &1 | e afa
HATIATAR THTHT haldl AqATs hal 9 T, | T @G TRTHT ATaara fmar
THaTE 7 @ftg fmdr 9 |
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HIAATHTAS] Hed del g, AIAATHTAS] qHTT FH g, (a3 a1 HeUdl IqrH &,

FHIA AR HIAATHE, GHIART q7eg; HIAFTHT ATSI ATE BRI Tl [eheiehl
HAATHIE® @g fhal T8 |

() =i a&q (Trading goods/ Merchandise)

FEIT ATAAHew O fadhl T Igedel @i g A s ATaRE aeq A |

(vr) fersmt (Sales)

@it TR =i a%q Medars J=1 7 fawr &7 | ArHId: ATA[HAHT el
ATHRT T T LT AT ALATHT 673, | FHleclblel @iXg TLhl HedHT aT el qi
FH HAHT ATAATHIES Soq9 & TFg | @XE TTHT ATAGTHIT Aehells o= 7 faehl
20 | AT g=a] qond 8 9 g7 9 cIdals A9g faehl ¥ 798 i 913 10
fersnT ey, A TS JART forshl A, |

(1) fermt fomat (Sales return)

T fashl T ATALATHTER hdldl @iXe ATSTANTH T90HT fRdT 9818 | T9<T
ferghT TTTeTerT ATATATES wdrere fhdr qre=erg 7 fagmr fhar afawg | fasr fedter et
HTHTHIETE GTIT I ThH A ST | T, {000 aRTeRH! HIAATHTT HH [UETh! AUHA
Harare hdl Ta1geg, 9+ J9aTs fae! fhar 9faws, |

(&) sr@rT (Debtor)

AT HIAHTHTT ST faanl TRepl GUSHT ATATH 91T &7 | S Al a1 q¥d1elrs
JURTHT ATerarad faehr iveg drare grardy/H7of afivs | Aragra faghr 19 g
T ATl gEafa & S9are IiaSET TEE qISH atedl Ews, | ATATHIATS ATt T
FHIT ST ad Aferg AEwg | & 4000 H HIAATHI THIATS JURMAT faghl T
GUSHT THITATS SATATHT M= |

(&) | (Creditor)

AT HIAATHA Fleeteplel SaRT O @RE THI g | ATAarHT i Thd fae T=r
S 2AHT a1 A=A GiXg g, aqarg arg \ideg | M= awage=nq w9 agars
[T I g5 | dgars IFA [q9ud FUF a9ars ardarad anac ofiSEar e
fEwg | AT JURT @REH ATAHATE [OST g7 | % 000 SRR HIAATHTT AT
or.fa. aTe AR @iiE AT qrae . fa. @ A e |
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() @i (Goodwill)

Y FRAT T (hATeheaerT aIXHT e a7 aT GHITHT Ul Pad gId Il &vg T
YTEHhaTs T&TT TRUHT FaT TAT &bl AR AT AUHT |1 FEATHh! qTH THISTHT T3
g Svg ST9dls @I 913 | A7 T3l AT qHId &l | AT ALATHh A9 T
AT ITHT FeA AT AFHT FAT TIT ATAATHAS] [Gehl T g7 | TTATe ATAATART
Fufa ofidEaraia @S |

(@) =Tty faem (Trade mark)

FRATST JTATGA T TEATS Pad Ued 6 I Fel AW a7 Forgaerg samiives e
Aiwg, | TEAT AW AT FoEe ool RATT TANT I FIAAT ETHT T4 S G0 qera
AT |

(OT) @« 0T (Bad debt)

AT AT ATAATHIA a1 AT Blecddlel SaRT 9 =9+ &3 | I JARAT a1
FEAPEl AT THA IS | AN ThH TShAT T TATHT TUH GUSHT AGATE TI&T
T/ GRS HO AAS | AT FEITHT AT G121 87 | TGS TqATs ATRAEITT @ral aaw
aTel @< AT HTeTehl ®IHT Ao TR |

(@) e (Cash)

BTHT TR T AT TG ST AT AT TATATS TATSS; | TS AT SThT FeadHT =
&1 A9 qT9vE, T, faAr anfe a9 79 1 | FA 9f awq a9 Far fagr Tar arew At
T YTATE AT Teh SISHT RIETT IC, | AT FLATHT TUHT &TAT AT TATHT = THH
7 TR Bl A ATl GEr SR g |

() g Hise (Bank balance)

Frat, 9T, SR, fAAR, UTeTe ST AIEe ATTes qRIGT e AT AF BT | 5
T FRIARBT AT BIAAT ETHT AT YT G247 &1 | T (Al ATaq qar =4rane
T [HETTehT TIHT SR 5 T LT AE 37+ SATad a1 FLATATS ATIET a7 507 fge 7% |
7 (HETHdTl ATRET & TUHT TG THT TghHT TTFAT Te T TILT TSHAT ST
qUehT ThT § g UieaTd 27 | dgh Hisald THa JUHA argerasl avar ofraewar
R

(@) satst (Interest)

FRIATS 7T AATT qUHT AT A= SATRT a1 AhaTS O AT o T | a9 07 fefar
= fauarad fafer ar faqud waarg § = a4 | TSt T gods av fada
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HUHTA AT G §5, [T ATRI AT @Al Sfaedh Fereg | HI [dal AT fada
g7g W O [GQT TS ISH9A g7a |} TaATe T ATdd a7 T&THl AN A AT TehH
AT 3785 |

(&1 Hsa@ (Stock)

fergh a9 =T FRATRT TTGTHHT FThT T& TUHT AT E TEAATS HIoaTd qiewe, | AehT 9w T
=T 21 99 faehl = sl wrerara=ers dieard Aia=s; | A1 Jrearar ufs fasr w8 aween
QIR & TURTSl AT FEATRT FHATT &7 | TAT HISQTTehl VAT Teeh AT ATHT A=A
T TRy | TAT FURN AAHT @I GeaTdals deqd Hisald 9w T I Afead
HISETAATS bl AUl AT AT, STqATE &bl Hivard 9w, |

() 4 fRat (Drawing)

TFATST T TS HAATAHT ALITHT HITeAbel ATAITTBATTAR FIEABTE GRITHT TgF
HISaTd a7 A9E HISaTdae ThH [¥Rehl ST TSIl AT @< TEAT aaqers gor
frdteraa wfrera wfawg | T AT JIfadd ATAFTHTTR! HISaTdaTe ATerarHT
el T BRIl JATSHT @ TRHT A7 9 gl RRare=iia 96 | a9 SRl
AT AT ATE AT A& AT SR FARTT AT @ T § Goir fRar & |

(T) 9T (Loan)

FEAT AT ATHTATS AGHT AT AUHI GUHT % AT T aT dgehald oG ATIEM
fergs | Tgar ffv=rd gfderdaer aver =t fa= T8 & =t a1 g fag Je qradr
THFH T WU BT | JFL LT fefqr Aqrat TH Feed fRAr T ¥ Fq s A & g
At T fages | awd FruaT WO T@H wwd fRAr IO W fedT T Ao A
ATAATTHT IMIE UFATIT T@EwS |

(%) = (Cheque)
ISF GIATHT TEHT THA (ha a1 TR T TART TR TIAers = A |

(@) g Hrse@ (Opening stock)
AR TTHRN PRIARD! TEHAT ANTedAT FHb] T dehl Tehl ATHUT T FHodAT TTHI
HISaTAdTs =T a9l & AUl Hioard 9= |

(W) rfe\ Wit (Closing stock)

FAATIAT IATEA a1 @iXq TUHT HIAGTHI (qghT q9E a7 SATET Fiohdm § Q1 T9E ar
=T TETS YATT A ATIF TTPT AW AThT gvg, T ATATS AeqH Froard T, |
T AN AT HIGITT APl TUHT G& Ao &7 |
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(A7) AT T A (Profit and loss)

TFETIF FRIEARAT Teh M= qafafs qusl @e=al AR d6l AUHl ATeTATs
ATHRT T GETET AR FH TR ATLTATS AT Al |

(@) af>=aa SIS (Retained earnings)

ZEAATIR] ToaTATHT [TATTATHT FoaTeAd ATHRIATE TR Eleeieedls AT FHRTTITHTT
AT TEhT & HISGTAeATS Fioerd ISl Al |

(¥) g& (Deprecition)
TETAR] HITHT HIHE B & FHIATS 18 A | FTaATs ATATIAT AT AT @<
TWE FAER g, |
(1) @< (Discount)
are @iw, fadr a1 TEHET ded el et geoar wiv fAfved wdrdens ge
AS | T T3 TPRF &5
(1) =TT B (Trade discount)
TTATHT HeadT (Hiv=ra avet fage gears samies ge e | fasnT aersy evad
T ge fod i |

(3 T B (Cash discount)

AT forhl TRt F TP 7T THAH TShad T FLAA allehUedl q0
IS AT gaT MU e T # T ge [GSUAT A%l gedls AN ge
qfwg, |

AGTTHAAT JANT g1 T TeaTacige
9. Dr.= <@g HAAT AN g Debit 1 Afgere &9

3. Cr.=d@EgHAHE HHHAT FAN g4 Credit 1 TS &7

3 LF =% @Il 91 9. @8 SArsT Ledger Folio %1 Fgfere &9

¥, JF. = ®RIERS! q@rared &l 389 S=R 7. 1% 913+ Journal Folio T Igfarea
=Y
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Y. c/d = HieeTd Wl EHATT AT #rders WATsd Carried down @S AEETTHT
e aghd

% b/d= HisETd THHE! [TEHAT AATTE @ATSH ®1AdTs SWATS+ Brought down T
FEATHT @ Tgebd

0.4 gfaz T @fge ™ Wz (Rules of debit and credit)

ATF FRIERH THRAATAR ATAGTHAT g5 A AT [GI0d T @75 | AT T
FRIARHT T A= Fifaes AT T &7 Sl TaT TH AT AT T8 HiSe &7 |
Sfere ¥ hiee yfaftedt @& AeaR9a fagr= a1 (4w faera RS S, STHHT ATRH
RICT

(%) IFRETT fafa (Traditional approach)

(@) &g fata (Modern approach)

(F) RN fafa (Traditional approach)

79 fafuwr anfie FRERer yatfaa ard ofide, S : =afad, 9 qar HF-1, 99T,
FHIT, T, ATST, |, AT ATGATS (A Teeehl Tepic qdT [aeTTeTehT AT fafsa=
e favre g | w9 fafuwr @rarere qer wwar Hefated 9 G5
ECIERRIG I IC

(37) =Ataawa @rar (Personal account)
(M) aTEdtaes @rar (Real account)

(3)  |Tghiqe /ATHATT @rar (Nominal account)

l [ l
fFaa JrEata® qrghfa®
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(CIGIEAREAEY HF AT IELOT
S W, 9rarE, AT, BER g, TATT delol AT |
EIESIECRCIG) THT TAT TSHALATATEF A AT TUHN T&T T A Al
Afge, AR e |
ATgHIaF Grar IfTeh ATCTCTHT THUHT ATAT I&T T A TATET AT
ofieheTs ATSHIAE GTaT Ai=g | ATRRTAT TAT Gl 9 a9
QTATHT T8, ST © qefdl, WTST, SATST, B9, AT, e,
e |
gt fafamr Sfae T @fee ™ faw
AR THTY gfs (Dr) @fsa (Cr)
ZfaaTTd |rar TS+ aafad fa =afea
(Personal Account) (Receiver) (Giver)
It @rar T I e MUl T
Real Account What comes in What goes out
ATGhIaE T g9 T AT ATRTAT T BTl /ATRT
Nominal Account Expenses and losses Income and gains/Profit

(@) segfw fafa (Modern approach)

AR 5 | AMF FRERET ATH TATEH BIAT F¥, GO0 J9T ST
BRI YT TEH g | Al ATFATTR] q¥ered “Fafd, qoil, araea” |1 Araned
g9 | ol ATl giattea! Mo\ Ser Feafa qar Iuir T aTcd qdr (s o=
Frafead STYEHT ATITRT LT TARTH B, TTATS AT GHIE [t A= | 79
fafarsreaita @rarars avdfa, Ioi, e, @9 a1 FE-T 3 AR @rdr T ar=
ANTHT faToI TR=g, | TFATs (AR GHIRIHT J&qd T Fiehee, ©

T = 991 + FTA (Assets = Capital+Liablities)
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3R

T~ AtTeEwl aw etataa aifasrar fagueer o ¢

TAEE gfee wige
FH FSHT (+) AT (-)
g9 ¥ A FCHT (+) AT (-)
EEll HEAT (-) TGHT (+)
HIDEC] AT (-) qSHT (+)
ATRTHAT / RTZaT AT (-) TSHT (+)
ST

TAHT QAT A TFT, AEAaH, JAEATTR HAAT THH DIASRE ¢

()  AETIAT TR JIT A (=) @ia @rdr

(@) SATFTIHAT YT A R () g¥ ATST @

M Tafay 48 (ST) =TT ATRTAT

(=) fafag sramT (%) | @I

(® faznr @rar (37) R AR 1.

(®) A (3) afaed

@) faer (=) AT

(M |qHd (@) 98

(')  @iE SIEIEC GRS

FIIAT GATAT TAT AGT, FEIT <




() UPERT AGTHTATH F g5 [90aT AETerd |

(7))  FERT AGTITATETS fohe TR FETIuerr Aiws, 7
() ITEHT AR of@r AH & 2l 7

(&) Hifges AP AT TETEY |

(@) g (g qhl & &r 7

() TRERE s @rdrel I6R delad |

¥. OO& TIAEER! BlEl IO AR/ ¢

(F) UHERI AGTIUTATH] ATEAT Tl |
(@) UHERI AGTIUTAT FEAT Fehideh ALATEE T T 7
() @It dATaR o THard |

(&) ST qeafed & qre 9768 ool T fqaeT qu TR |

Y. OHT JAHT AT IAL AR :

(@) FERT A@IIOTA! ARl F 2T, TG [T AT JbTeT qTard |
(@) UPERI T AERI A@agER! =T Tars1erd |
() erETataeRT ATIRET A=Al ATl THad |

(&) @TdTeR Sfae ¥ shige T Hawer anHT faeqa &9H1 deferd |

IebeIIeheily

(@) O & F RATHATTHT T TRFT FRARLATS GTATHT TRITATATT DTSR |

(@) @aEE Ifae T @fee ™ fafw frwer avfl aagar amaafs svma T s
TETA TR |
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MR

(Journal Entry)

9.9 WrETERT af=g (Introduction to journal)

o) TGTEHAH! TRIFTEF FEISTAHE DT Hewd U FRTST &7 | T FRIARE qie=r
TR grafead @ Sfae aar wige gfafte nfveg | Fereres w=¥eiraT Journal 9iH=s |
Journal STe% Jour = Whed WTOTATE ATUHT BT | T9H A9 fqe qfeqsr 9= &g |

TIAIHT AUHT IF PREARATS YRIETE dfe@ TeT Journal JGTd ST=R Ta®
T |

L.C Copper T JAR FRIARATE TrI(=Id @IATHT GesT TTHT Jrafeg T AT afreeor
T YT TR @IATeRT g 9= 27 (A journal is a book employed or classified or sort out
transcation in a form convinent for their subsequent entry in the ledger.) | STIHTIHT TURT
AqMF FREARATS Sfaa T higedl (HaHHET AaRA fAiqaTar w9 g Te 9%
AfergaTs =R Wi |

FeRHAT YoIF FRIARE] Gehl ATHo@ i@ gar a9ers Book of original entry af
=g | AT FRIARHT TR qATq YRIEAH ATqer@esT ATaRET @rdr (Ledger) TaR
T g 9fUehehT AT T07 &0 AT A @l haws, |

TG TIRAT FRIARH Gfe=TeTe & geg | @A AEHT A9 TH b HRIEr
JAT TEAT AT THTA Ergrd | AQTITed AL ATGF PRIARET qEafvad BT

ST HI | STATRHA hHTSTA Pl ?RTl_?l' ddlgeh ] q ?k‘_'l ;R"Tl?ﬁ EFIT? Hllr\"i"%ﬁ | ATIIRHd
FISAHT AT, faed TAT fasiep, IaE, a1 WEE, =, Ao Sl FET 9684 |

3% FIEATAT TSHTAT TAT AGT, FEIT <



9. WET qaTIHT T (Objectives of journal entry)
R TAR THHT IL9T (AHTEAR B
(®F) TAF ATMYF FRIARH IRIFTF AT TET
(@) T FRIARF! Tk SSHAT ATHRT TRIST
(W) FREARH SdE T HiSahl AAT FEATIT AN T
(&) fafaer fepfamesr @rar R o FgdnT T

(3) FRER TR&ATS TH ST GShad T

(F) e FRIERAT Tl g FEATaATATS HH T
()  HRARH GBI T AT |

9.3 WrETHT q_]qT gran (Specimen format of journal)
T THREHT FRIAREB] AQTGHTHT TANT & IRl AT FaT (TR e G

fafa faazon @rur. 4. | Sfae wige

RN/ 2NN = A gar XXXX
T grar
(ST FRIARE TGS fqazor) | ... XXXX
STEAT XXXX XXXX

(@) ffa : J9A] FRER 9UR fAfq a¥, ®@fedr T Tq wEag &9

(Chronological order) AT «f@=s; |
(@) faazor : FWHT BRERA FE GRS Sfad @rar ¥ hice @rar gears
~ ~ ~ ; [ | ﬁ = \ﬁ g_:l_ = ﬁ \i;\

g @Al T BISHAT FRIARD] TS [Fa0 Afaws |

(1) @A T L (GaRHT Ifed@d @TdTel RG] A@IUdls, |l arar qwR

e |

(&) Sfee . faazorar afeuerr Sfae @rdareEr T e |

(¥) #fge . faavr afgusr wfee @rarer a9 FTereg |

() AEHHROT ;. FRERATS SR T Slel ®TAT T&AT T TS, | TT AfasrHr
afg=rm qar fewra faem=ar Fgamr 19 |
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9.¥ WEY qure T fafy (Methods to prepare journal)
R AR T 3% fafd TeIerAT e S

(%) THRA FRE gfafe =T (Single transaction entry)

79 fafawr fae ¥ Hfeear v v @ramr 7 yfafte v | 7@ =R AR w1 godw
FRIARF FITFae TER TR T, | FIoRET THRAT IJaTeXVaET (G FeR Tha
FRIAR Jiafta 9= IJaTexT & |

(@) TgehTOETY gfafie = (Compound transaction entry) :

79 fafuar efae 7 wieear & a1 ghw=r 9¢7 @raEs gidite T | 79 e AR
TET T AT USSRl JE GIATHT Fiaitd g9 FRIARS Ugd SeR TaR T | SETexTe
TOAT HE0 & A ERATST . 40,000 T ¥, Y000 Ieidd GHEHT & 44,000 A
SgaTe F @l @ TE MRS ggardrE gt SR qar i

fafa faaor @t A | sfae wiga
0%10% | T ERYTST @F GraT 90,000I-
$. Irede @9 @rdr ¥,000|-
N = 2
%, 9T g @rar 94,000I-
(IRATET T Trae @ STl ear)
STHAT ‘1‘.(’000|— QV\’OOO|—

9.4 WY qOTE 9 FAT0T (Steps to prepare journal)
() THE FRIAREH Gle=r T qeatead arar Hi=ra 1+

(@) SHI GTaT AR, adided a1 Aaredide @ardr & & qe=r T
() YcUek QIATHl ST T Fhige Tal s+ HIH Afdd TH

()  HRIERHT AT T i oret

() TIa0 HeodHT qied Sfacdl [are o, 9% . a1 (Dr.) o€l qeiead @Tarehl
qH A&

@) Sfae Aivasddte &, a1 (Cr) @€l Hige g4 @rar e, Hhige ol ardidh
Fel B3 Frel ol

93% FIIAT GATAT TAT AGT, FEIT <



@ SfaT T FHicaH Heas! THT T, Ifae aRTER Hige &7 s |
(&) Toeror Heddl ATTHAT FRIARE T (TR TET1Ts, |
() STTERAT AT A AR AT AT A |

() AwIHT AR FSSH T T T JaIford T |

(@)  HRERET FHEegT BRI Fewo T |

T 9T A, # YART Manual Accounting system HT F@l dTe=(+
€3, | Software system STE (@ S@THT THhT AT=IHRAT HH o A
ED |

9.5 WET qRIHT AT ITELUEE (Practical examples of
journal entry)

Aty faguert =R @ren, AR aany f4fa ¥ der qarieer =Re aratia 9 e

fepfareerT FRIERET H=R TR TG | Tet B T {50 SAaaaeT g7 FRERArS d16R

AT AR TR SIEXT TEIT TRTH G

99.%.9 T&A FTUETX JfAfE (Single transaction entry)

() STIAT €JAT (Business commencement)

AT TTIAT TIT FoATAT TN AN THT TATHcABAT F1G a7 =41 AT go =TH
T ATAIATE Gl AT, | IS ATHTIRT AT THHT SAMTHEARATTR ST TATAT TR
grar A |

() TE T.\9o,000 AT =TI ¥ TLAT (Business started with cash Rs.70,000)

AT FRIEAR AIFEAT 78 @rar T Gl @At JAiad 916 | @rar ax(ieore
ATITRAT EaT TGAT G ATEaeh @Al TUH o ATSS, Sfad A MaHsar
TEATs fae e T IS @TAT AT HITdedsT G qUehTel SAfaTd
@rar "R fod aer wige 9= fameEr IS ararers s g |

AGT FHIEHIUHT AT &l 78 qHrd T ol FUH Fraar gig Sfae 9=
MI9ATaR 798 @rar Sfae ¥ ST dig hige 9= MIuaTar 4l @rar hige
g, |
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AT FRIEARATS T TR giaig T |

(RTEETE aary & Al

gfae wfga
fafa IECE grar |
THH TEH
T @l K 90,000-
H:Gﬁ grar ... Eo) 90 000|-

(@) Isft fRat (Drawing)

F ATATAR] TTHcART [ TRl a1 el G @i ST Saaaraare 9g
a7 o=y fera s Ot foRd s | Ot foRd dofame weres 76| 27 | a7 Taberdl
FAT ATHETE GG g TFg, AT FFIAT TEThT AGIIH TEAT AGRAT e | ol
frdrawerdr fafa= FRER® Mrfaigd ®9ar gidite T

(3) HEEEEE TCEET JHET @6 T Y ooo fWR{FRAT (Withdrew Rs. 5,000 from
business for domestic use)

IT FRERA G RFAT ¥ A8 @TATedrs Frtad e |

Grar faaTSTdT ATIRAT BaT AVE aredide @l AUHTd shiee o oy 9
g aR T @11 shige ¥ 4Sil fRdl AT Td @raT (aardeh! Hitdsd) TUHe
Sfere wiftaeral w1 fgrae @R 9sil fRal @rar (drawing A/c) Efae Teg; | &t

T @Il hige T ISil fRdT IS WUHTel ISIAT FHT I g ar 9eir fhai
Sfeae T | TR AT FRERATS A ATAR gfate T

fafa faawon g A st
R R
oSt fRdr @rer g ¥,000I-
AE @Al ED Y,000]-
(FFQIIETE BRTTAT FATSTAHT ATHT AT
Eaezy
3=

FIIAT GATAT TAT AGT, FEIT <




() STEHAT AE AT e (Cash deposited into bank)

(31)

STHAT G T 4Y, ooo ITFEET AT (Cash deposited into bank Rs.55,000)

AT FRIARS HTATIHT 7 @TAT T TEhaTs TAT T | GTAT FTehuTehT SATEHT
T& AGHT TG ATEAGE @A AR S S5, Sl MAHATIR TqATS Hhiee
v, | T FHTHOTRT TR a7 AGHT 79 ¥ g g9 G g9 | T918 et
HIHA shige THIT Heq A [MIAATER 798 @drars shige ¥ Sfae v
T 9= (FAHIER ag% @rar S g | A9 AT FRIARATE TqYFR At
=g, |

fafa

feaon gmr 7. | Sfee @ wfge wH

I @TAT o T YY,000I-
TG @Il o . Y¥,000|-

(AGHAT TG STFAT IT@AT AT

(&) AEHT g™ @i (Purchase of goods in cash)
frafaa el qar =afke FoaTeTTar T s gary, ddiAtgd geq Jar fafda

IEAH FIATs T A, |

(31)

TIEHT . Y, 000 HT AN @ILE AT (Goods of Rs. 15,000 purchased in cash)
(purchase) ¥ 778 @TAT JAEA g | @A (9IS ATIRHAT 88l @ieg (@)
ATEH (P @Al AUHRA . @F H (MIHATAR e @l Sfae Mg I 798
AT GTAT FUHA IS o ATG A MIFATIAR A& Tl shige Mg, HiX
@l FHIFRUTH] ATIRAT a1 THHT GG G T T8 FHI AUH Sfee @ og
I (HIHeTar @vg ardr sfae 7 hige aFfd ged 9= MaHaTar T1e @rar
Hige g | TT 9T FREARATE JAYERR Jrafe T,

fafa

faawor g A, | Ifae w@ww wiga A

Givg @At .o S 9Y,000I-

e 9rdr ... & qY,000]-
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() IgTMT FWE @ (Purchase of goods on credit)

(31)

HEAETE & 33,000 HI WM @XE TAT (Purchased goods of Rs. 33,000 from
Aryan)

FrEgE frafaa ®9ET qrHer @ikd qeEes | dRWEl @iRg SURMT &4 |
AT @RI Godl ®IAT fageg | SIRT @RE FRER @Rke @rar ¥ g
QIATeTS FATTad 9T | GTaT av(eheuIehT ATURAT §al TqHT @iRE (@) ATgehicd
T AUHTS Sfae @< qI1 A 9= MIHaTar a9ars Sfae Tieg 99 91
AT @A AUHTA hiSe fad 987 A [MIHATIAR F1g @il shige TR |
oIl AHIHIUTHT ATIRHT 21 ATHT RE @ AUHA Sfde @ J1g T (HAHATIAR
@itz @raraTs fae T AT (A1E) I AUFA Hige T gig T HIHATAR
GrATdTs Hice Mg |

T IH FRIEARATS MFER gfafe T,

fafa faaor T A, | Sfae ww | @fge @

gieg @rar........... S 33,000|-

A>T Gt &, 33,0001

(=) @f¥e fwat (Purchase return)

GvE TRUHT FTHAH qTAT qel AUHT, SATAE TAeeH] [qa1d TTAT, URAT THTHT
AT A F U RO G AT FeT AT feharars § fRAr Tk srarg @k fedr
T | THHT YT WU IATATT T1E AT AUH hige g | @g g1 @i fhdr
=T fafa=T FRIERS! gtafte =fdafaga 0T 1,

(31)

9%¥0

HTEAATE T, 3,000 & WM fRat @ (Goods of Rs. 3,000 returned to Aryan)

JIRMAT @RET MRS ATHEHS Fel ATHE ATCTATAR T/ a7 fafqd R
fershdepet § foRdl Titwg | AT PRERS QMEE @I T faghar (@mg) @rararg
TATS U7, | TG FRIARA @G {hal T AA Grardrs & 3000 aRIEY HIad
TREN B | AFATS @IAT TSIl ATIRHAT 2a7 @ikg Rl ATgehiae @rar AueHre
T grarel faeqd g9 quEe @ivq fRdT @rar wige g | @Rd ame (|9mg)
AT GTAT AUHTA Sfere Tidshdl A MIHATIR AT @rarars Siae TS, |
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hiY TG THIFLITHT ATIRHAT 2al GiKg TRl (@9 "ad) FUHA Fhisd @9 "ad
T fawear afke fear ardr wfee Theg | @=q 9ma (Ag) sTae Teed
qUFT Sfae e wad 9 agras=aiia o= e gfae i | 7=er 4
FRIERATS (HHER gfafte g

fufa faawor @y A, | Sfae = wiga A
ATAT @Il g 3,000|-
gieg fthar @rar ... EQ 3,000
(ATIAATS AT TR i)

(®) TeHT am™ faeht (Sales of goods in cash)
frafaa ol qa1 =ik FoATTTaT oNT el 9Ty, ddiigd a&q qar fAtga

I famaars ol Ai=g |

(31)

TIEHT . 3Y, 000 A WM feeht AT (Goods of Rs. 35,000 sold in cash)

F AT ATAAIIE T @I ATRTHIRT SIHT ATh FeATad TR a1 AR &
givg WY faal TREH gragm 99 T F&qadTs ATH (goods) A | TddTS
fagra AT HWIH=g | F9 @Sl HIH! HRIERAT ol (sales) ¥ A& @rdT
AT g |

QT faATSIAeRT ATIRHAT 837 I (AT ATgehiae GTaT JUHTS higd ATl
JaT ATRT 9 [FEaTaR [aeha @rarars hise Teg 99 T8 arediad @rdr
AUH Sfe & A5y 9= Mgaaar e a@rdrars Sfae g |

AN A B @ FHERE ATERAT g9 a9H famd aneTr ¥ e e
AUHT Sl Trafd aaq T hiee ATRMI de [HgaaTaR 798 @rardrs sfeae ?
fasha @raTaTs hige Mg | TFA AT FRIEARS! (AT ar gfafte T :

fafa

IECE

g |.

gfae @ w

wiga A

(AVTEAT ATAT fagnt Tieam)

34,0001

3¢,000I-
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() SarET @ faewt (Sales of goods on credit)

(31)

AfEATATE | Yy, 000 HT @M af=@T (Goods of Rs.55,000 sold to Nabina)

AP FRIEARAT faha (sales) T AEAT @A FATSd gregd | @Il faATSTRT
ATIRAT Bal TJOHT fahd sraraiasd @l AUHld shigd STRTHT J9T ATHRTHT
fagrasar fawa @rar wfee ¥ Afaar (e SafaaTa arar qusre gfaa fax
TeTehl [T AER AlaAT @rar fae e |

H TG FHIEHIUR ATARAT [aeha hige Ar=T afger fagraaTar fawg
AT hiee ¥ Sfde FF Figel fagraaTar afadr ) ardrars Sfae
RS, | T AT FRIARB] AR Jane T,

fafa faaor gmr A, | fve @ | @fee @

AfgEr @Tar S. Y¥,000I-

fawa @rar ... %, Y4¥,000l-

(vr) fereAt fRat (Sales return)

faanl TR a&qHed FH AT AUHT, HRT TRTART T ATATH 9% TSTSUHT, TThe
AT AT a%q I TCHT, ST F TAe@HT (qa18 IMGUAT a7 37 FF qT BRI oI
a7 FEl IRATT FhdTare Rl ATST FAATS faehl [hal diwg | TTHT TITeUHE T&Ies
foRal AT TUH aaars gfae Mg | fager qar fawT e fafas sREmre
gfafte frefated sqar i,

(1)

¥R

aferTETE & Y, 000 HI AWM fRal g waT (Goods of Rs.5000 returned from
Nabina)

TIRAT faal TRusEmed Far e fafgg R fRar oed awsA | A
FRIAR T T ATATHI @IATATs 9@ AT | JIIH] RIS qtadT (ATATH)
T QTHT GIATATE %.4000 SRR TAT URE! B | TAATS GTaT (ATl ATTHT
gal fagma TRal (sales return) ATSHide @TAT WUHR fawdh! o THfd (@r
fasra fEarar IrEm™ areT WD) Sfae T AfaaT Aafewra @rar wige fav g&7 o=
fagraeaar wfee wites | Bk <@r aHEorEr s g4 fawa fedar s
e WUFHA Sfae AR FH I fagraaTar fawa fral @rar fae 7 afaar
(TETHI) TR AUHA hige TFITAT FHT T [AGFAATAR ATaAT @Al Fhisa
s |

FIIAT GATAT TAT AGT, FEIT <



T IHT FRIEARATS MEATIAR Jrara T

fafa fararor gr . | Sfae ww | dfee W
fasa fRar @rar .. s Y,000]|-
AT @Al E Y,000]|-
(FfqATATE FTH TRAT 9T 74T)

() e A I gEafd @ieg (Purchases of assets in cash or credit)

ATIRE JASTAHT AT T @RE TRwg T [aehl TH ILad @G TRUH a&qdls
AT ATHE A5 | I ATARE T GRE TRUH G 99 @RE @i sfae TS |
AT fafad FRIARE AHTHaTE S A7 ATHTATT TAT STERTATT Rl afd 77Ta
TN IARAT GE g7, | SATANF TEIHT TEITHT AaITI AT TARTHT AT e €ry
Tta @iig Wl 7 w9 @ike @rdrrs Sfae T greteag grafaarg T gfae i,
T : HiGA, AR, BiA=R, AT AT, T T, AMGRT @ieg | TET FRIRET IaTE0
FrreTTEr feguar @ -

(37) wEfEEHT AT T ¢, 000 A WAL @K@ (Purchased office furniture for cash
worth Rs. 24,000)

fafa feraror gt 7. | e W | @fge @
AR @TAT . S. ¥,000|-
TG @Il e, e ¥,000|-
(FFFATIHT TEHT Hi=R @ieg Tear)

TR BRISR TG FRIER 87 | TGAT =R (ATEAigd @rar) AT JUH fad T 7908
(ATEATF GTeT) ST TUHA DS §w |

(A1) TUFH dSHETE WA= T 90,000 IUTLHT @f¥g @T (Purchased furniture of Rs.
10,000 from Apex Traders)

fufa faaror @ 7. | Ifae W | dfge @R
IR @Al s 90,000~
T 2@'@ grar ... ED q0,000|-
(TURT dS9aTe hid=r IR @ik i)

FIAT GTAT TAT JAGT, FET § %3



TFT FRMARA =R AT T T 740 GTardls T99 978, | Bid=R @rdr ardiaes ardr
21 | Aratas @rdrl HIHEER S ATSE, 91 Sfee g WURH ®wider @rardre stad
g, | TR dS9 1Al SATaTd @rar &l | wid=x @ &l UIa 89 fad J&7 uahrel
AT GTaThl MIAAR hige TG | @l U MIAaR ®id=x @Rg el
®i=R HISaTd / qEr Tgehrel Bid=R @Il e T TIaT dedale JURMAT @RE el T
fq afebT Tfacd /ATE TEHIel TUa S8 GIdTdls shigd TRUH B |

() T qar IaeHT aFfa faeht (Sale of assets in cash or credit)
TFITIAT (AT FRIARET TR S AT ATRTATT qAT SrE Tl FEIrdehl g 7918

JAT AR faahT gvey, T AfAF ISR, BiH=R, FEWT AT, SIS, ATGH faah |
TEAT FRIARET IeTE0 Hfafad faguar ¢

(3) | 9%,000 HT qXMET TGN af=@T (Sold old vehicle for cash worth Rs. 16,000)

fufa faawon @ 7. | Ifee @ | HfgT @A
G @Al s 9%,000I-
AT T @TAT .o E 9%,000]-
(FTAETIAT FITEHT G qTe ferehl AT

[T FRIEAR TG FHRIER 81 | JTAT FaNT AT (At grar) A JUH shied T
T (ATEAT® @TaT) AT AUHT Sfee g7, |

(M) TG & %, 000 AT IUHUT forght TRAT (Sold equipment of Rs. 6000 at cash)

fafa faawor QT q. gfee ww wfga wH
T @rdl........ s %,000|-
JIHIOT Q... . §,000|-
(HFT FIEHT @iva i)

HITTRT BRIERA 7 @TAT T IYHI @TATATg TATT ITe, | 778 ATTT 7918 GreT Sfed
T ITHRI TUHTA JTHIU GTAT FiSe g, | ST ITHI GIATRl Tl faan! @rardrs
Figd TH UTEad [had" SUH ATARE a&q g | SATANE F&q S=a1 qro faaht
QTATeTE Higd IS | TGl THIHIUIHT ATIAT I ITHII T=&T ITHI0/ FFIT T
AUHT IR GIATATs shigd TG ¥ faehlare 798 Il g4 qoT F¥ard agr JUHhTel
e @rarars sfae g |

%% FIIAT GATAT TAT AGT, FEIT <



(3) AR T Y 000 N wiHEY Iemmn feght T (Sold forniture at Rs. 5000 to Hira)

fafa faavor gt . | fae W | dfee w@w
fexT @rar........ S ¥,000]|-
Hi=R @TaT L . ¥,000|-
(fezremg SumraT wid=r fagr i@

AT FRIER 62Tl @TAT ¥ HiAaR @rar TaTad gea | SAfaaTd @rarel Maarar =T
TS TET HUHTA [eTehl @t Sfae ¥ arafas @rdrdl HaAar S g, dds
Fhigd TRH ATHTA HiF=X Tl (UHl) o HiAaR GIATATS g TS, |

(3) @@= qAT AT (Expense and income)

ST © doe, T, faTelr ook, foHT, 7T IR Al a%dT @9 g4 | Rl o AT
foparerade faafaard T a&q qa1 dardl faewmrare fawa AreaTl, e, #aa qilg
AT TRIEH &7 | TXAT @< qAT AT JRIFAE @l qreqerar FafAd giafe

Mg | @ qIT AR @IAT Sfee T AT qAT HIgal/ATRIHE @Il Fhiee 7o |
Fears fArgear gfafte i, sT=

(31) @= (Expense)
(i) TASTEATIT &, R&,000 g AT (24T |

AT AT FREN 27 | Tl JaIEHT dad T 956 grararg TaTad 9g | J9dre @rdr
[T STARAT &7 TS (@) ATghideh Gl AUHT ‘ST @@= qa1 A’ &l
fagrasmar Sfae T 95 =afaad @rdr YU ‘Hise yad T Bl fagrasTar
Hige TG | Bk @ THELTHT ATIRAT 2&l 97 qad @= AUH ‘fae @+ qig’
#1 fagraaar gfae T g% Twfa quE ‘Hige Twfa FHY &1 fagraaTar e
g | T T FRIARATs TAIFR Jraree 1w,

fafa IECE QT . gfee w wfge @w
qdd @ral...... S, 3%,000 35,000
IS @IdT....... &
(STPERT el HFTAT)
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(i) |TET & 90,000 WA fazaT |

T 7T FRIAR &1 | Tq FFaIHT TS T A8 @rarerg qqiad a7g, | J9arg ardr
TSIt ATIRAT 82T ATST (@) ATShidqe @Il FUH ‘Sfae o qar JEam’ &l
fgraaar Sfae T AE ar&diad @ar GUE ‘Hhigd o W Bl [EgadTEr
1 e aR Sfae T Te a¥a qUHE ‘Fhige vfa FHT 1 Mg ar Hise
TR | I IHT FRIEARATS JITHR Jrafea T,

fafa faazor T A, | Sfae @ | @fge @
Ter @rarv ... S, 90,000
T @5, 90,000
(ATSTATTA AT& AHAAT)

(31M) W= (Income)
(i) =IFERT AT & 99,000 YT HAT |

AT T FRER 27 | 9 AGIEHT 956 3 AT Grarars gaTad 98 | I9erg @rdr
fTATSTveRT SATITRHAT &aT SIS ATHTT GTaT TUHT ‘Sfae I T *7 fagraaar e
3 TS (ATRRTAT) AATEA T @Al AU ‘GhiSe ATRTAT q4T ATRT Pl [HGTIATAR hise
g 9 AR Sfde T &S AR IUHA ‘hige AR Fig’ &I fagrasTan Hise
g | T IHT FRERATS TGYHR gt T,

fafa faaor @ . Sfee wm | @fge @
g @Tar LT 99,000
TS @il ... %h. 49,000
(BRI AT YT

(ii) FAIT WET & 94,000 TE Y= 47 |

AT AE BRIER &7 | g AGIIHT 798 T AT Grarears FATad 9T, | TIe1g @rar
fTITSTeeRT ST 231 718 aTediae @ral SUHe ‘Sfad T A185a 1 fagrsrar sfae
T HHGA (ATFRTHT) FAATEAad @Il AUHT ‘Ghigd ATFRTHN q9T ATHRT H fFgraadan
Fhige Mg | BiY @l FHIHIUER! ATIRHT &l 9 78 TFId AUH ‘Sfee ¥t qig’
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P MGAATaR Sfaa T FHAT AR AU ‘higd ATRMI alg’ B HFaa{ar
Hige Ty | T T FRMEARATE JAYFR qrafe T,

fafa feaon g 4. | Sfae W | @fge @R
TS @rdr ... S 9Y,000
FHAT G, H.. 9¥,000
(BTG FITEHT 9T

() B (Discount)

F AR T FATHT Sfeafad Head T fasrarer sharars fa dgfaad ar qee &g
TUIATHT T O a1 Ta9d (67 Ggfaaadrg ge aivvg | SATaaras FRIare
[TATTATHT GeaTs [T THRHAT ATSUH &75 | TN B ATHAT: T5 ThRH! &73; Tiedl

oo LN

AMRE G T G e G | [rewmdl Blel a=g [MHTar [Cgus §

(31 =ATE B (Trade discount) : STaTRE FAATGEATHT faghal T et fer=rAT que
TERIAT AT TeAfTATaR fashdel Hardre a&q 91 Jarel gared 77 (listed
price) T faUHI FEfaadeTs ATINE G A, |

(3 & @E (Cash discount) : a1 A8 qFHMAT fagd G 27| IIWT FRERH]
faafaemaTaT Agel AATHTATE EARNTHT TS YW I QU Faeaey fagd
HAH A a1 Fiadrars e ge Aiwg, &l TR LATHIT Tk AfeATR
SHRMAT &. Q4,000 1 ATHE @i¥g T=AT | YATH THATE 0 faafqy T9e o
AT 0% G I YT f&aT | At e IaT 10% B2 foTs aTehT Te ATTHT TehH
R0 feAf =T TH W 9T 99 3. 9,400 (9,000 & 0%) FE THAATS AT
e S | T gl yrate fAreEr fagudr ge

oe fE sramiee @w 9 (Receipt from debtors with discount)
AfgeTaTe % ¥, 000 Fe faF TR & ¥0,000 Yo HAT |

A FRERA FFATH G, G2 (AEE) T AfGAr (@) @rarers grtad areg |
TqATs GTT [qATSTHHT ATIRAT 8a A& aTediasd @l JUed ‘Sfaa 5 arss’ &
fagraaTar Sfeae, ge AT TuE Sfae @= a1 R & fEgraaTar Sfae ¥
AT (FTHT) SATHTTT GTAT TR ‘Fhigd TaTT T Bl [FGIaATaR Fhise Mg | hiX
@l FHTEITHT ATITRHT Z&T1 9 AT FHId qUhre ‘Sfae Twarq gig’ &1 fagraaaar
Sfere, ge A wuEe Sfae A afy w1 fegraaTar Sfae 7 e e

FIAT GTAT TAT JAGT, FET § AR



T AUHT ‘Ghigd T FHI' FI MFAATAR Fhige TG | T Il PRIARATS
TJAYFR glane s,

fufe | faaEwor g A, | gfee @A Hige THA
S @rar ... 40,000
B @Il (ArT)... S, 4,000
AfedT @Tar.. &, 44,000
(@e fag afaarare e yra)

@'H'%?r HIEATE @A WEFAT (Payment to creditors with discount)
AAAATE T, 3,000 Fedled & & 30,000 THA! AT |

IT FRERS ATAIHT AT (A1), G (ATRT) T A9 @rarars TATad 91 | TFars @rar
fITSTeeRT ATIRHT 827 3T (ATg) SATHIa AT AU ‘Siaa g T 1 fagrasaan
Sfera, e ATHT AUF ‘hige ATRTAT AT ATRT F [HGaaTdR Hige T 778 ar&dideh
Tl AUHT ‘Fhige S g &l MHMFAATER hige TG | hiY @l THIHIITH ATHT
zal aft s (@) o wudre ‘Sfae atfaea w1 fagraaar Sfae, ge Aarwr
AU ‘Sfere AT dlg’ # fgras AR Sfae T M1 FHfd IUHT ‘hise q¥aid HHI
P [ ATER Hige TR | THI IHT FRARATS TFIHR Jiaie T

fafa faa<on gr A | Sfaw ww | @fee @
qTAT @rar . S 33,000
e @1l (ATRD)...%h. 3,000
e grar . &, 30,000
(TS Gedled AT STaTT)

99.%.] TZA HFAAX gfafie (Multiple transaction entry)

FIMETT 9 : HIATT GEATA HAEATAT
S HaHE FIEA UZal el Fafecarad @l IFdl Thl Al qal @ees
[RESIGCIEEC S

F9TTE § T FAf T @reeht AT 918 &, 500,000~ GSil ST TR | 900G R A7 TG
Qrar Gl I A8 &. 5,00,000|- FFT Y |

Jemg R AT A Fafecaraaedr T araead AR @ive W B qR,0001- FT AR AR
3¥YES O T HHE! T |

JIME 3 AT % 4,000\~ I HF T 3G ENAETGY Flhard JURTHT @RE Y |

¥z FIIAT GATAT TAT AGT, FEIT <



ST 9 : I FECH WER Frama @ 1o

‘ grar. | Sfae w@wH wfge
RS || (i . T THH T,

q 09,09 |efae - A9re @rdar 5,00,000]|-

hige - ISl @rdl 5,00,000|-

(TSI ST R e 9%)

R 09/03 |3fae - =% @ 5,00,0001-

Hige - A @Iar 5,00,000|-
(Ferfepcarerarser @it gret
THH SgHAT FTE)

3 04,03 |efae - AR @ran 9%,000]-
Hige - aE:oF grdr 93,000]-

(Fafrcareraer @i SieR @ie
T FAFFRT AT

¥ 0q/0% |gfde - ®iH=R @ra Y,000I-

Hiee -ERABTER HIebl @l ¥,000|-

(BRERTER FHHETE =T
JIRHT EiXg)

FRETT 7 : AT qAT A FIATC TATAN HGHT HIOAT
ST JATHIA BTAEI @rereh! il Fafreareraar e Afemrar fAeawifas FReaR 9v

iy, AT farTHT STf=r MR %, L,0001- T AT FAT |

Q90 HT BRATST ¥. 3,000I- &I FIG STHFAT AT |

993 T FEdRT FHAET T . 0,000|- FFHATE AT ST |

QIR0 AT ZRARTEXHI RITERH JURT . %,000|- TgFATE HFAHT ST |

URY AT fefepcarerae! AHHAT &, 20,0001~ | Rl HIETHTGHA @XE T =hare qHTl
ERIl

30 w1 3. fa. f. #faw @feg & %, 320,000 SgHare TFAHT AT |

FIAITT GHATAT TAT JAGT, FEIT < ¥R



IOY R : I wOEREHT WEwEE (Journal Entries) fremETe qam wfeen

Wa | fafa faawon grard. | Sfaw | @fge @
A T, T,
Y | oq/0% |efee - 7978 @rar Y,000]-
whige - feRmHl ST= Y,000]|-
9ok G
(EEIR: TR K i 2 I (o G B
HTETAT)
% | 09/90 |Efae - wxarer @rar 3,0001-
Hhige - AE @rar 3,000I-
(X ATST AT
v |[09/93 |Sfae - doa @rar 40,000~
Fiee - 3335 grdr 90,000I-
GREERCEARIK I
& | 09/%0 |efae - BlterER @rdn Y,000|-
#ige - Jg% @rar Y,000]-
(ERETRETERFT AR THH  =AhgNI
AFTTAT)
]| 0q/3¢ | Sfae - HiaxaE®a @rar 20 000|-
#ige - dg% @rar 20,000|-
(HIETETEHhe @iRE TR by
RESIEID
q0 |09/30 |gfae - AfG=r @rar 3,20,000]-
Hige - JgF @Il 330,000
(AT @ieE T =[ehgRT AT

JTIETT 3 : FIATTHT TERT FIRIGT HOFT HAEATHT

BT, ATH HIAEIE] [HhcaTedl SIS HGATHT [FTTAR JURT HRIER AT
09 HT %, 9,140,000\~ &1 ATTLT faRre HHETE JURT @ivg AT |

R0 HT AhT FHIETE F. 5¥,0001- % AT JARAT Givg T(AT |

140 FIATAT TSHTAT TAT FGT, FET <



103 T foRTE HHETE F. ,00,000 |- TZHATHT AT AT |
0y, T fEHTIT HEAS %, 4,650,000 |- aRTa¥eh! AT FRAT faght i |
109 AT faRTHT A= aTadehl 5. 3400I- edh HHATT HTHAE [a afehl @Al |

ITY 3 : SF FREELHT W= (Journal Entries) fma aar wfvs -

wae | fafa ferao |LATA, e | #fge @
b A T .
19 gfae - ofwer @l @rar q,40,000I- |9,%0,000|-
0/ 09 Fige - favre wal @ran
(farTe FHTaTe U AdT @feq)
R 2fae - dwdr afer @ran 54,0001~ | 5¥,000I-
0%/0% HiSe - FHRT HHT @rar
(ART HHTETE FJARTHT AT @)
93 gfae - farre w|l @ran 4,00,000|- | 4,00 ,000]-
03/03 | (foRTE FHHMATE AR GRETH! THH
EECEICACaIn]))
9% fere - fewTera #e @l 4,50,0001- | §,50,000I-
Hige - AueT fagr @rar
ox/o04 |(fewaas Heas U Sadr
fernt)
AES gfae - FEATT FRT @rar 3400l- 3,400I-
thige - feRTHI ST= Teeb @I
03/00 | (Y HFAGE S eeb oA
EIed))
JIETUT 3 : HAATIAT AT TAT TERT [T FRITREE
ST, AATHTSR (Aibearade =ra Higarar fAefafad Fremr 11
% I AT ETATE T Y,0001- F AT FAREAT T 2T |
Q0 T IRFA=T FEETE &, 44,000\~ TEH TEAHT I AT |
FIAT GTAT TAT JAGT, FET § 949



98 T & Y0,000|- B LI AHA BT TAAAE FARMT @ TREAT |

R0 A FATT AIAATE . 30,0001~ HIA AGHTE AT AT |

IR ¥ @ IFA F@RH =R (Journal Entries) famam qam wfvs -

W | fafa faaor grar. | Sfae wfga
T q| WEHE | @E T
9% efae - erfame =adr @rar JY,000]-
¥/ Fige - A fashl @rar 3Y,000|-
(IIRTAT AT fagnT)
99 sfae- g @rar 9Y,000I-
Higd - Rfa= =re=r @rdar 9¥,000|-
¥ /90 | (YIRMAT AHA [gahrare 78 qgHhaqd)
iz Sfere- I @ive @rar 40,000|-
¥ /99 i - HaATeT AT @rar 40,000l
(SIRMAT FHH GKT)
9% Sferg- derer q9Telr @rar 30,000|-
%Hige - AT @rar 30,000]-
¥ /R0 | (IR G TErad qFRT=! i)
JITETT ¥ : FAFTIHT TR 74T JEMT (i fafaer Feiage
BT, AAAHAH [ibcaraadT qrs AigArHT ffafad wReEr 934
@ T IRfaT FINATS B, IL,0001- HT FHA [Tl T & q4,0001- ATF T I T
i IR 74T |
99 T & 40,000\~ FI ATHIT FeAT TATATATE GIXT TLHHT . 30,000~ HIF TFAA |
3T Y : ST FEH =R (Journal Entries) frrma e 7w
Wee | fafa faaor Q|r.aTA. g wiga
. TFA & | THEA T
R0 L/% gfea- Ag @rar 9¥,000l-
Ffge - wRig= = @rar 40,000I-
Shigd - ITHTT QT 34,0001
(TG ¥ FURTAT FTH ferenr)
4R FATAT THTAT TAT AG@T, FET



9 ¥/q99 | Sfae- amm arar 40,000|-
hige - A& @rdr 30,000|-

Higd - FATT AT @r 30,000|-
(AT 1T T JIRMAT GRE )

JMEIT Y : FAATIHT HFATAAT DIqFIE] FIIAREE
ST, MATHAG [=ibcarade ATead Aleardr (Afatad eReR geafed 11

99 T sRfa =edETe g g9 %, 90,000 HeH ¥, 000|- Y T & ,0001- G

Q¥ A FATIT AT 20,000 HH AIGHT & 4%,000|- &€ JHEMET & q,0001- T
T TR |

IO & : I FEH §=X (Journal Entries) e qamw 7w ¢

ﬁ:T fafa faaor QrarA. iﬁz 12?2‘
R /9% | Sfere- e @ren % 000|-
Sfae- ge g @rar q,000|-
Hige - (A= %ﬁ%r?r grdar q0,000]-
(ge 2 srfams =adrare T8 )
3 %/9% | efee- Farer qurelr @rar 30,000]-
#hige - A9E @rar 4%,000I-
Hhige - g g @rar 4,0001-
(FATIT TUTATATE ST a1 T
qTe)

FRIEROT § : fawT fEAr T @fke fear

T AAHH Fafcaraae wiide Afear MR @iee  faeht tharer #riemr 1=
@ T IR =MEATS &, Y, 0001~ % AHA JHARTAT [T |

q0 Tq RfT=E =ERTETE 5. Y,0001- HT FURMT FHH feehl fedr wfear |

FIAT GTAT TAT JAGT, FET § 943



98 Td . 40,000|- HI FTHT He1eT AUTATTE FARTAT GE |
R0 T %. 90,0001~ HT FTHT ATl TATATATS @ieE TR |

3T 9 : I wTQEER W (Journal Entries) fema @u fvs ¢

S fufa faawor Q1.7 . oiE :
. TFA & | THA ®
gfee- eRfams et @ran 3¥,000I-
Hige - A feashr @rar 34,000~
¥ 9/ | (Rfa= gdeE IARET ITHT
faanr 1)
gfae- amame fasr fRar arar Y,000]-
Hige -aRfa=s =y @rar Y,000|-
Y 9/q0 | (@ feagr fmar wifear 1)
sfae- g @t @rar 10,000|-
Hige - FHaATY AT @rar 4.0,000|-
3% 9/99 | (IIRMET 9 @iE 1)
Sfere-areT AT @rar 40,000I-
Hiea - ImE @ivg fear arar 90,0001~
9 /30 | (heATIT U SARTAT @RS
THE gieg Rt 1)

JIMETUT 9 : TFGHT T I7F FIIETT
BT, YATHIH] [AihcaTade HIfaR AigdHl [HHfdiad FRIERes T7

% A ATTARNETE 7% JU&T [aHT TR &, 90,0001 H JTHFAIT [THT FEAEE 3.
\WOO0O|- T[T YT WY |

R A QU FATSET dg% TERATIT &, R00I- edh AT |

3% A ¥, 3,0001- [qahEmd &Ha" T 924 |

qu¥ FIIAT GATAT TAT AGT, FEIT <



IO : 99 HEH {E=Y (Journal Entries) fremam qamw wivs -

sﬂ:‘{ fafa [CERU| GravA. ;ﬁz ;EZ
Rz 5 /3% | Sfae- TE @t v 000|-
Sfere- ANTARIETE AT @ra 3,000|-
hise - A @rar 40,000|-
(ANTATIETE qUl ®GAT AT TR
QAT forAT g1 )
R 5 /¢ | gfae- FgF TR @ R00|-
Higd - AE @rar R00|-
(STHE TATSH - gk TEARX AT )
30 5 /5 | Sfae- AT @rar R,000l-
Hige -HHaT yred @rar 3,000~
(FIHETATIT AT 97
FIAT GTAT TAT JAGT, FET § 94y




4%

SIS~

qaHT TR Afq agfera Iax e

(31)

(3)

(%)

()

A= Al & &l ?
AR fopq qar aiiveg ?
=R TATEHT F §5 9T TR |

Thel FRIER glafte A=l & &l 7

qAHT TTH qgferd I @ -

(31)

STeereRl 9ieATeT faqeE T a9 39T Ui SeiE T el |

(A1) AR IR T AR AR |

frafatan FERET HE=T K THeE

9.
R.
3

q0.

HIT 4 IASTATSA GSIT %, 0,000|- THT T HFETT HE

AN 3 T FIERIEGIET IIRMAT ATAATH @iRE %, q4,0001-

ART ¥ I ATAATHTT ferghl F9r@HT %, Y, 0001-

AT 9 TRATST SFATHI AIMEHT & ¥, 000|-

AN Q0 T el Bi=R IENTATE JURMT Bi=r @R &, 3,000|-
A 99 T AMEHT (G AEde qET F q,0001-

AT 99 T YT ATeTe FE IOl 9 %, @ool-

AT 95 I AEAT SATAT JHE1 & 9801

HIT 92 I T QAT A AAE %, 900

AT 9 T geeede fod FeAr Rl %, q,5001-

Tt FwT e & R ffafan FRERE e R TR

9.

0%I{ HI THIAA & 4,40,000- TA M MR F& W T Fel a7 3.
q,00,000|- SEFHHAT STHAT HAT |

FIIAT GATAT TAT AGT, FEIT <



3. OY¥IR AT HiGEL @RE AMEHT ¥, q3,000I-

3. O¥13 HT YIHYERE THfHTERT |TH @ivE T Redre {adl & ¥,000|-
¥, O¥|¥ AT g SAdrs ATH [aehl FIEHT & ¥,000|-

Y. O¥IY HT [aW[ {9.% 4T A @iE JURMT %. 3,3001-

% OYIX HI FANAT A5eATs ATH faghl JARMAT &. ,000I-

o, 0%19 AT AfqErars ITHET faeT JIRMET &, 3,3001-

5. OY¥|g H JNYAIE ITHT @¥E JURMT ¥, 9L00|-
. O¥I% HI TXRIGIAIE T @i¥e JIRMA & 3,400l

q0.  O¥I90 HT FATATRT ATNT oIoi¥ T3TaTe HiGH @RE AWM &. 3 U301

Y. aa fegus sefia AR FEE SE au TR
1. 0¥I§ HI ¥,00,000|- T& Tl T TI[ FIAT 5
. OY¥I3 W[ ¥ ¥,00000|- SgFHFAT oG STEAT
3. O¥I¥ HT FAT@T iR & YU 0OI- F IFdTd T
¥,  0Y%|{ Al %. §,00,000|- % TIAT TI AFAE GG
Y. OIS {T ITHIH %. 3,000|- F IHAT IJARMAT GE
% O¥%|9 HT ¥ M 000|- H HidaR IJIRMAT @R
S O¥Ig HT A ATl @ %, ,000|- ZHaAre qHRH!
5. OY¥IR | % RULOI- F JHH AIGHT faahT
%. 0Y¥90 HT ¥ 900O0|- TG TGHAT FIf@aT
Q0. 0¥%4q HT Wews &ATATE . ¥ SYO|- T ATH IURMT faahr

& gfwar T HWeH fafafea FEEs e R TR
Q. 9TE q A %, 3,00,000|- FAH! T AGHT F& TRAT |
. 9TE R HT F. 9,000\~ & TrEHT rerfores At @i wifear |

FIAT GTAT TAT JAGT, FET § Qe



o

<

R

HIE 3 97 AT IUTATTIT F. K9,0001- FH FTHE @iXE AT |
AqTg Y AT AHAT IAATTATE €. Y,000|- HI FTHATH fRam Tear |

TS & AT GRS HIGAATATE &. 40,000 &I ATHT ferghl AT |
aqT% 94 AT &, 3,000\~ H JTHEE AT 4T |

qT% 9 AT ¥, 30,0007T HiFaY @RE T &, W,000|- H = T ATl ThHT
TTEHT AT AT |

9. T MEEER W AfFAwT wow rfafan FEE e R e

9.
R.

E

OR13 AT fa9e &1, d1E . *W,0001- AE I HAT |
ORAY AT faHe A=ATC ¥, ¥,0001- FHHAAATIT T AT |

ORAR HT TXYAT FTUT FSATE TRATST & 90,000 FH U% F Fdls ¥.
S 00I- BRATST HHIHT (43T |

OR19q AT IXATSTATIT FHadl TRUH FX & L 00I- FHY FRATATHT THRTSAT |
OR193 AT %. 9900I- gl TERATIT @ AT |

OR9Y AT fesTell ¥ 9T HeHAdTad FHHAM . 4,001~ T S00|- FH[ =k SR
Tt |

c. frafafea FOER qram nfas s s@a gfafe qar wEe
MG q . HAGEH EATT & ¥0,000 FTE AT |
TG ¥ : AGHAT & Y,000 AT TR |
9@ © ;.  FAFATRA %. 5,000 P BiTAR GgF AT |
TG 99 : B L,000 HT AT AEHT @i¥E AT |
Jemg ¥ fara gn.fer ame %, &, 000 @1 AT @iE wRAT |

e 30 : forg gr.fd. @TE ® €000 T AFATRT A AT |

. frfafas *R@ER feguat & :
Y HEEER GEATT AETTER AT

4z

GRS % 0,000
EEC] ¥ 30,000
EALEN ¥. 40,000

FIIAT GATAT TAT AGT, FEIT <



HE Y AEEAT . 94,000 TEAT ARAT |

AT O PANTEE & 5,000 B ATHAT @RS AT |

Y % QifusreTs %, 9,400 1 HiA=ER fq@hl AT |

AT QY SgHATE &. 90,000 HIATAT FATSTRT i FenferaT |
AT 3 BANTATE ¥, 5,000 TehgRT AT AT |

HTE Y, 0 HTH HEATR A9 B, 43,000 & HHRAET AT |
|TY 30 ¢ FIfUTETE HiAERH! HRITE! 9T AT |

A : FHA W=

P. fETE FRERE swa gfafie TR wWEe

FGST 9 MHTT 3. 50,000 M T %, 90,000 gk HISEIAdE a1 T
A |

FGST R . F. R0,000 FH JHE @G AT |

AT 4 & 43,000 THAT STEAT AT |

FHST & & §,000 F AN IARMT AqATs [dghl AT |

FATST QU :  ATFTT JATTHHT AT ¥, 2,000 797G @ TRAT |

FET 0 TYHEIE %, 8,000 H[ JTHE IURMT @G AT |

FES R 1 AATE B, Y200 FEAH! oI5 B, 900 T el |

FEST Y, 1 HEATH BTATST &, 2,000 AFHATHT THTH AT |

FES R0 fasTell ¥ gl fae FwE ¥ Q00 T F. U0 A& AR AT |

AEST 30 1 TS B G,QU0 BT SAbERI HEAA! (ST |

FIAT GTAT TAT JAGT, FET § AESS



Q. T afggwt iz Al FE REUHRT ©, TAHT ATUHAT FHA TAE T
T

I 9 FSHEAT AE B, 9,410,000 FEAT AT |
S Y SURHT ATHSIEE & 20,000 [ HHA @RE 94T |
5 % o W AT AgHATE T 90,000 FHIT YIS AT |
S5 99 ¢ ANEHT @iE Ar

A © & 8000

FFYAT & R],000

®f=R ;¥ 30,000
T3 93 © FAATATE F.¥,400 FH ATHE AR ferhr AT |
5 9% : AfEATH TRATET & 99,000 T AT |
S8 95 © % 9000 P FHATX ATEFEATS & §%,000 THAHT AT |
W3 R0 ;. AT FASHET ¥, 3,000 F AT |
WS Y HAATETE B, ¥, ¥HO Bl =k YT WAT (FE T 40) |

3 30 : ¥ 5,000 FF U ®BIFET & 5,400 HT A¢ faghl 94T |

R TR dgdw frfafaa Qe snawn sHe gfafe que wEE
ST © TG & 20,000 T TG AT %. §0,000 ITT FFATH & 54T |

3T R F. 0,000 H HiA=ER @R AT |

ST 3 ¢ T IfeT BIFATE JURMT %, 45,000 HT FHE @G TRAT |

q3a ¥ ag;qw-“ %, ¥0 000 Ti[g STHAT 9T |
qTSH & . LIAU T, {00 H GE IRAT |

TS 93 ¢ FT A %, 4,000 FI HiAeR % Y L 00 AT TIEHT faanl Thm |

%0 FIIAT GATAT TAT AGT, FEIT <



qr3= 9

3= R0 ¢

q3d Q9

dqT3T W™

qr3= 30 ¢

qr3T 30 ¢

FTSATST [T brgells &. 2,000 [ ATHIT JURTAT fershT (AT |

AieATR! ITHT fasTelierl faa & 00 ehgRT qadTl w4l |

T ¢S BIQEATE TG & 9X,000 T ATl AH3RT FHAAT HAT |
FHATIHR T %. 4,300 AE TR 94T |
FISHTS (AT Feaald & 5,540 T Yt T4 feqra faer s |

TFITT TATSTHRT AT &, L0O0 @ HAT |

by

AUTERT EXHT UF AlATH GEATEfAT WUHRT FH 0 AT THET FE qHIT W=

T TR |

FIAT GTAT TAT JAGT, FET § 99



da1Id1dT (Ledger)

R.9 SEE@ETRT A4 (Meaning of ledger)

w4 = fawa a1 =afaaa qwafead T I 99 FRaReE Th SSHT diTag
T faaRurets aéraTar wiiveg, | TERTdTeT e qEde a7 fhard &1 | Tl @rareh! qHfeaers
SIS T fehcTareh S&THT FErarar Afaws; | @rdr a1 fobaTel 9Teg Ueh W7 af gd@mT
T TEHT IS, |

SATHTE T e goTel SreRAT TRUH Ifae T Hifgasdr dreamar aramr afaera Afag |
79 tqeEaTe F& e fafaer cEamsr awta 7 aifrasr fafs & g, 91
AT fAfaae ThH & Hid @ T B30 9181 TEwg | Ter@rdiel gdnrene g
9fTehepT SATCHT AT AT ATHBRT I T Flebe, ST : AT, &, Lol | FTEr@rdran
Tfes FRERE 1 @9 afed a7 fquaeT arEted e FRERE afied HERTT
FHeTTR AfEUeT 87 |

Willianm Pickles T &R @TaT a0 FeTaeF feharesr grafte e o faaworer sfeas

=TT EAHT @+ Ueh Hecaqul or@r fara a1 (‘A ledger is the most important books of
accounts and the final destination of the entries made in the subsidiary books) .

L.C. Cropper 1 AR FH aGTIH] T FHAHT Tl FREATH aWed  Arqod
FHEAL B fohrel 7 @rar & (The book which contains a classified and permanent record
of all the transactions of a business is called the Ledger) |

forTaraT FRIERET AT Afd 8 AEA &1 AGATIHT @ldEEdls Ugd gl [hdTaar
qTeirgs T AT AT 037 | FRER 87 g9 AGIIH @IATals TS {ehardl A

Q&R FIIAT GATAT TAT AGT, FEIT <



qHIA Alhad | IS Afeet Loose Leaf Ledger T ATARON ITH Joa=THT T | THATE
GIATHT ATFLIHAATIR e 99 9 Ficheg, | IATIHT MG of@ree qHd T&ir
TR TAR T Al |

R.R FEETET TETHT I (Objective of ledger)

FET@TAT FRIARE TRTATAR ATH ATTA@ TH 7@ AT 27 | FTEr@rare AT
i TR g7 | TEMETdT FRIARH dTTer@ g AfaH T &1 | FJ TErarararg
Book of final entry THT A+ | FEMETAT TR TH [THHTHTTH 9T TEH B

(F) ATFRTAT AT @bl AT SATHAHNT RIS
(@) gcdd @il qrdfee el oar aEms
() g qgr ArgrHe feafq e T

() AT T FATSH FedNT T
(3) O 97T Il RS |

2.3 WER T @A fear (Diffrences between journal and ledger)

A=Y ERCIR
AT FRIAEHT TRIETE ARTerg 27 | AT BRIARET ATTH ATTAG & |

TOHT FRERE fgaror faataear | 799 g@ranrd faeawor aar =g |
YT AT |

JRISTE FRTSTARET ATITHAT AT faa0T | TR SATARHT AT @TAT TR TS, |
TR g |

JFHT AT qHT TR (L.F) df@wg | | F98r 9=r TR (JF) dfaws; |
THHT STFAT {1 e, | TJEAT @IATHN 99 (Balance) THT &I |

R.¥ TErATATRT AT gt (Specimen design of ledger)
QAT qAR T g3 AT Tehl B o AR S

(%) HTsaTd g (Continous balance form ledger)

(@) & = (T Format/Ledger)

FIAT GTAT TAT JAGT, FET § 9%z



(%) WisaT@ gt (Continous balance form ledger) ®t &

HISaTd FTETHT AR fAfd T faaor arataw tayq Sfae aor wiee ged I arg
Sfae ¥ Hfeasr Aiserd &1 Hed Tias THTE TRy | T8 dRETHT Siededl ThH Sfaa

TEAHT T HiSeH Hed higeHl F MGy | THHT FRIARE T SISl =T 87 |
fafa faazor =Y T | @8 T (Sfae) | & ' (@fee) | diea @
XXX XXX
XXX XXX
STET XXX

T JehReh! oASIX ST iHeh TANTHT Te GIATEwH] TN Tl T35 | 956 Wadw,
AT e h] GTAT, ATAATHIAER HIeaTd (qaR0T 1(q E eheehl gr=Tehl IITE0T g | T
TATATS (AHATARgd IITEXUETE T TRTH G

JJIETUT 9 : Continous balance form ledger @TT T af#T

ololG 1l

fafa farao WX A | AR THA T | HieGE TEH

(3f@) (Rfe) @ - &)
%130 | 9SiT @rar Y 40,000]- Y %0,000|-
Y19 gl?{oF grar ¥,00,000|- 40,000|-
¥IR3 | GMHTT @Tar 90,000~ %0,000 |-
¥133 | 9% @ q0,000]- 40,000|-
¥13q | "THTT 9rdr Y,¥0I- %% Y50l
7T HIoaTd STH] %% Y50l

Ig: 8T JEqd JITETT T GISH FRIE § H JIqA ANE @IATAT FTEIET & |

3 TERTET Continous balance form ledger &l YT ik, febefe =T
YE T TN T4 60 A &7 |

(@) 'T* Format/Ledger ®t gtat

TG FETHl aATTH Sfae T SAAH HISeHh [Favies FHTET g | @i Sfee T
HIST T T&THT TETId PHRIAREFT a0 TEva | TSTITSTH T Format/Ledger =T a@r
TART e, fohdler a1 ¥R aal afsTal gw |

%Y FIEATAT TSHTAT TAT AGT, FEIT <



fafa

T EETHl GIATHT FRIEAREE TG [FAFTTARS! (a1 dqaeT T,

(M)

gk @raTehl RTRHT IFafead @rare! AT |dE=g, |
T @TaThl aidh e T STATaE shigd [aavur FHTEeT Mg |

N (@Y

Yok FRIERE! A T dige gd @ueAT fAfq, fqaror, =R T%&¥ T A
AT, |

QAT FRIAR FETSET YRIETE A=RAT T $REN I T&W B, Grarar 9iq
TN FRIER Tl TeTH FASTSATE | AATA FRIEARS G ATTo@ AM@qHATS, o
ATIGH! Sfaad TeThl FRIEAR Sfae T&THT T higd TeTdhl FRIAR qated Tt
hige T&dT F FTeTSATs |

T I2F F @Il GiiAaeate, 1 @raraeear fafae fafaar Tusr FREres A
A Fad @Al GifeavEaad |

GraTHT 9@ oreaT SfaaHT By T higddl WU To ofed =g | Al @rdrHr By
(A1) T To (AATS) ATHATT EGAT AMGY I TITAT SATITHT T THebT YA AT
TEHT T |

qr Al Sfae gardl @rdrel Sfae 9eAT T hige 9HEl FRIAR THH
(eI GTaThl ST TETHT T TSI |

T Z(EATHRT GIATHAT FRIATR YRl TRFATS AT ISTEIETE TS T Ak

AT, ATST R0 AT ,40,0001- & Yuilel & IHT ATEANIF FRIEARH H=R T @rar
TR T B | TH FRIERE! qieed Hr=R T AT @rarar yiafe 1w :

(31) s gfafe
fafa faazur Qr.atA. gfae wiga
Y10 gfae © 79 g @rar Y %0,000|-

shigd : gsil @rdr Y,40,000|-
(I q& AT

FIAT GTAT TAT JAGT, FET § AEE



T RS (9o TR | THHT g5 @A J9R e B, el @rdr 797 @rdr T 60
IS @TaT | TR AT ETHIA T FRIERATE g5¢ @AM Jiaitd TS | 798 @rdr qar
T faaRoTHT ST @TAT eI | TAA &I AE @IaT 81 FA @rarare T AR a1 ar
IR g7 | AT IS @IATHT TR &7 faaRorET J9E @rar s |

(3 @A gfafe
wify feguert WreRer @rar gfafte T&T A918 @rdr T gl grarEr gttt gvs |

TE @1 IR &7 gled s=rwl Hiq dfgws, raats sige TRusr @rare T @9
JRTEXVET Yoil @A) «f@gwe, ¥ 78 GTaTHT FAGHl TehH Sfad T&THT dfgvs; fehefer dr=man
1T @rar sfee TRUH & | A GIATHT shige AR @rdr gsi @il Aiguel 3 |
ISt @i qAR MRl 9 AT @rar Sed qfed Sreeedl At dfews | ety e
2fare nfvuer @rarer A T faaRer =g | T8 THH HiSeH A WA @rdrel faear
TG AT digvs; | 9= ¥ @ral giaredrg Metdarad F=eere oIt T i,

fofer | dfue
|
130 4,40,0001- |
|[ (oomo) |
|
3 — “
by Vraam an & Tuakin Vaaqam an 5
e | qAT am L0000 |
o mremn gfaz afeog
ar T A At
9 ar o A R
gt mren
3 ad
[ fafa fraem @wn s fer Frrm s
L1 L =|€T  E=n D

AT=HT b a7 Ul el GTdTes® JHTET JUh! GUEHT i Traied HrRIaReH! [qa3o
TeH! AT @rar 9T 7. A6 BREAR Jiand s, | afe HAIH! SeTe<oraT AaHT
%, 40,000 ¥ JTFAT ¥. 4,00,000 SFAT TUHT AT U T Gl @TAT &, ¥,40,000
g fordl 9 9T @IArEr F 40,000 A TR TERAT |
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R4 @TAT &+ T AW fawTen afeawt (Method of closing with balancing)

PRIEARET JrEAT Ao TRUYT addT ATIRHT @rArAT gt Tiemg | 98 giate
TRHHATS, TehE @TATh S(ae T hige T&THT Tehl FRIAREH! THH a6 T @Il ava
TS | GIATHl THH Geqed ARI @Il 978 THead | aeqaal qayad gfae 7 wfge
TFAE FA ANT FMReATs, | Sfae T hige sl AN SRIE AHUR! ATEITHT el TR
TETETE FH SUHT TeTehl TehHeb! hel bW BATE UIeaTd [Hehleds | T&dl Hieh AT
AIeaTd YehHeTg I=deld LA (Balance J14Td c/d) A T 9 b fewrer e
FAATS Tqed T A | GTaT avdad qUaig 9 a8 TR, |

JETEROTHT ATNT e IS @TATHT S T&Thl Fel TNT & L 40,0001 T Figd T&THT el
AN ¥, ¥ 55,0001~ G T Hig TEFHAT ¥, IR,000|- HISATd I@ISET ATT FAAH ST
9% fedme IV g T7g | @IaT g5 &l @TdTel qadhel AN SR S@TIAIe, | AT
fo T g5 gl a5 @Tar a2 TH qgobd RS, | AN aRTEY g TATCHT Sfera STATehr
T hige STHATHN [=Tarers HisaTd WAl d@ls @rdl g g | I8 o= &l q@red
HISaTadTs Afead WioaTd =g | el AledT a1 auqT @rdr 99 9% g, 99 ARTeadr

ataepT FET AfeqH WioaTdels a9 FATIP e HioaTd A=, |

T GIAT g5 el M= quaraters ar /v, | FRIEAR Geurdd T GedTeh
AAITHATATIIR 31, THTF, AHATTE AT AT(F STHT GIAT Fv= T T | T THR
T @TAT AHTAATS R Tl TATSS,

JITETT 7 : GIAT a7 T A fared afFr

ds® |dar
2fere Fiec
fafg | faaqor | =R a| wwe | fafd | faagon | WRRA| @W R
¥|R0 | AXTE @rar ¥,90,000I- | ¥I{5 |@E @rdr ¥, 55,0001
%130 | Hrsard 33,000I-
EIE3
(c/d)
¥.90,000|- ¥.90,000|-
Y | Arsera 3R,000I-
Erl
(b/d)
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R.% GATH Hisa (e qf¥® T (T Format AT ST&T(a)

grarT afqera TRE AR qeel IIEXVHAT YRAd TRUST | A IETER0EE Hieard
TUATRT qRETEHT 2 Aicheg | @ATHT Hiserd Sfacare Hfge Targ il Wl A
21 | HISaTd Wb STaferehl =ca|T TUHT ¥ | Wieard HIfdeh, =HIEeE, arfied a7 7
FATIRT @TAT TR g FIET Al AT Mg, |

JITEIVT 3 : AIHT G ATAFT FIAFT TUHT JTEATAT (AT GIAT AT
HHT RIS ATHT HFATART FFAATRATIHT FRIER ATGHT AT THT B
MG 9 : & 300,000 TEATE AT T Y |

A9 3 AR WeAAH! AT & 900,000 @H HAT |

9@ 3 : . 30,000 AT ARG FATT @RE AT |

I ¥ : ¥, ¥0,000 F HiH=R GE T |

IHT FRIARF! H=R ¥ @1 FFATER TR T, T AT Afedrer ait dieard arfeg |

IO : Tl IF TAF FRER fAfd T FHATER {EY I3 |
319[d AMTAD) RARARIDIT AR
WaT A | fafa faaror fe v | dfge W T

009 09,09 |efge - T Grar 3,00,000|-
Hiea - gvr'ﬁ grar 3,00,000]|-
(AT F& TR
00% 09,03 |efae - afteg a= @rar 9,00,000]-
Fige - e @rar q,00,000|-
Eix:i ol ekl
003 09,03 |Efeae - HATET ATHE @rar 30,000]-
Hige - 79 @rar 30,000|-
(ATHE HHE @ik )
00Y% 09,/0% |gfae - wid=r @rar ¥ 0,000]-
Fige - e @rar %0 000|-
(=R @i T
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T ISTSUehT HIETehT ATATTHT Tratvea @IATHT HRIER TS5 | TS 7VTe @IarHT giame
TIRURT JEMEXV T&A & -

olorG Jrdl

2fee EACES
fafa faggor | WA | e | fafw IECEL A, | TR

09/09 |9Sir @@r | 009 |3,00,000|09/0% | AR 949 | 003 | 900000

>

09,03 |1 A @ET| 003 | 30,000
09/0% | ®iF=R @rdr | ooy %¥0 000
0q/0Y | Hrsara ater 4,30,000
(c/d)
STEAT 200,000 ST 300,000
03/09 | HiwaTa 9,30,000
TedT
(b/d)

JIETUT ¥ : AMEHI ATRTAI T @ FIRIAIK AUFT JFEATHT (T @AT JAq1RN)

HITIhT JTEXW 3 AT G @bl AT FRIAR TEIT TRUHT B, | FHT BRIARE FHHAT TS
AlEATHT AN 798 ATFRTHIH FRIER i TUE S |

ST Y M [a@iEe ¥ 0,000 TG YT 9AT |

S R ;. AAT faHIETE ¥ ¥0,000 FIE YT 9AT |

IO WSHT WOHT I ¢ FIRGTLEAT THIET T JHT Al AT fFama d=e T
g gfafe fes -

IMNFART 3AfdHAa/Steict
W A | fafa faawon fee = © | @fee @H =
00Y ox/0Y4 | gfae - T grar %0,000|-
Hige - ¥\ faar arar %0,000|-
(AVTEHT AT faghr i)
00% 03/3% | Sfae - FE @rar ¥0,000|-
Hise - Far ferehl @rarn ¥0,000|-
(ATEHT 4T fagnt i
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oldlc MdIdl

SECS Hice
fafa farazon @A | @ | fafa farazon WA | @R
oq/09 | qsfr @rar 009 300,000 | 09/0% | ARE qaT 003 400,000
ox/0Y | &\ faar @rar ooy, £0,000 [ 09/03 | &l JHF @IAT | 003 30,000
03/3% | Far faesr grar 00% ¥0,000 | 09,/0% | ®iF=X @Al 00% %¥0,000

03/3q | Hrsera afdr 3,30,000
(c/d)
STHT ¥,00 000 ST ¥ 00,000
03/0q | HISETd AT (b/d) | - 3,30,000

FEIe =Y 7. 009 G 00¥ THH FRIETT 3 & FRIGIR &7 |

FIERT § : AR TAT HGF FIRIATT HOH HAEATHT (TE @TAT T JgF @Tel)
TR IETERT 3 T ¥ B FRIERH A AT Sgeh HRIER I AR AEATHT qUH G
AW R : THFAT ¥, 940,000 T IAMGAT 7T |

FER 4R AW WA HETHZHA @i¥e TR & 400,000 Jkdre Tl 94T |
AR Q% : [GA99 @9 ¥ 90,000 AFHATRT TEATH FAT |
FAR O : WIAA @ T, 4,000 AFAHT TFAI AT |
I
IRART 31fdreia/Stolct
Way A | fafa faawor Sfewmc | Ffer@wH
00V o3/03 | 3fae - a‘{oﬁ grar q,4.0,000]- 9,%0,000]|-
Hige - 7T @rar
(STgHAT G TEAT TICAT)
0og 03/9R | Sl - AT g @ren 4,00,000|-
Hiee - a’{cﬁ grar q,00,000]|-
(HiezdTgehd g )
00% 03/q% | fae - fasma" = aran 90,000|-
#iee - FgF @ran 90,000|-
(FaRTI= TR THH AZHATE AT
090 03/99 | Sfae - LHAT @= @ ¥,000I-
Hfge - Sg& @rar 4,000l
(T @G T THH AgHaTE TR
q90 FATAT THTAT TAT AG@T, FET



oldlc Idl

Sfere higa
fafa faaror WA | www | fafd faaor WA | TEHE
09/09 | 9ST @rer 009 | 300,000 |04,/03 |HRFE o 003 400,000
03/0Y | THH oY @rar | ooy %0,000 | 09,03 | %1, GHA @rAT 003 30,000
03/3% | Iar faept @rar 00% ¥0,000 | 09/0% | HiH=R @Al 00% %¥0,000

03/0% | & @rer 00% 4,40,000
03/3y | WA AT (c/d) 50,000
ST % 00,000 ST %¥.00,000
0¥ /09 | Hiserd AT (bid) 50,000

FEIe . HIEY 7. 009 I 00§ JE TIAERV 3 P FRIATR &7 |

ds® Aian
sfeae Hisa
fafa faawor WA | AR fafa faaor WA | WHR

03/0% | MTE @rdr 009 9,410,000 | 03/93 | AT &A1& @Il 00z 900,000
03/9¢ | A= @@= @ran 00% 40,000
03/99 | WHT @ @ral 090 Y,000
03/3q | HisETd aArH (c/d) 34,000
STHAT 9,410,000 STHAT 9,410,000

0¥ /09 | Hiserd qeAT 3¥,000

T TG GTATel ATAIH Eard 7T G T @@= JoaT Hioaqdls sarss 99 a5
QAT SISHAT SIFAT TUH THH, dghHhd TUH @d T HRdals @Ss | qIbl

HisaTdel @ AT 7% ¥ A HeaTadrs erss, |

JRTEYYT §: G FIIT HGHT HAEATAT (A1 @TAT T AGF GTAT a1 H T¢I @it 7ard)
TTUER Urg I~ HTITh] T3 AIEATHT SRTTTHITHD! FRIATR TEehl ) | TAHT ATITRHT

~

TAR & Fea(=ad @l IR Tl |

(®) OY%IR0 HT IR Urg A~ HFAH T. ¥,40,000/- H AT q&
(@) OY¥IRY F. ,00,000|- THA AHAT AT @IeT STEAT

(A)  0¥%I] HT ¥. 0,000\~ FH JTHIT IJARMT AT FFIATET GRT

FIAT GTAT TAT JAGT, FET § |



(F)  0¥IR3 {T T HErgadrs 198 . 40,000l- [ Iqrae faent | Iad THTTH!
ARG &, 5,000 EHh B |

(3) OYIRZ AT %. 40,000\~ (T Ik ITTGAT

(F)  O¥IR¥ HT IHT Hid=RX IANEE T. 4,000\~ FI ®id=R IR @R

() OYIRY HT =[helE ¥, 0,000\~ UXATS] HHIHT

() O¥I30 HT =HeAE . 4,000l TAd FHAAI |

() O¥I13q HT FHW FAATE & ¥,¥30|- F[ JTH A GiE |

IO TEYAH IFA FIREH WAL FHERIH qaq TS
AR 3ifdrera/Stefet
H#=T A fafa faawon e wn e | @fee wH =

009 o¥|Ro | gfae - T @rar Y 40,000I-

Hige - fﬁﬁ grdar ¥,40,000|-
enipiaRire))
ook o¥1xy | gfae - a?{al'? grar 4 ,00,000|-

Hige - T @rar ¥,00,000|-
(SISHAT FTE TET (AT
003 o¥13q |efae - gfvg @rar 20,000|-
Hige - =AT BT Gral 30,000|-

(TUT FHHIET JURMAT ATHE @iRe TeET)

00% o¥133 | gfae - e @rar 40,000-
Hfge - fagr @rar 90,000|-
(FRTEHT AT foenT i)

00Y, o¥33 | gfae - aE:OF grar 40,000-
Fige - 79g @rar q0,000]-
(SISFAT TR STEAT TR

00% o¥IR¥ | gfae - wiH=r @rar 9Y,000I-
Hige - T BiT=R 9Y,000|-
(TR wid=R @feg w1feam)

001 0¥y | Sfaa - =wRATST |rar 30,000~
Hige - I @rar 0,000}
(BRATST SFATAT AT 1)

005 o¥130 | gfae - qaa @rar Y,000-

Hige - I& @rar ¥,000l-
(Ferd AT AT 1)
00%, o¥13q | fae - @it grar Y,%¥0I-

Higa - T @rar ¥,%¥30I-
(AITEHT |THTE @ieg i)

QR FIEATAT TSHTAT TAT AGT, FEIT <



SUIFT SreRETe IGUHT FRIERATE GIATHT ATTeE TS | T Format T @TaTHT Fad
FRIEARET Jiafte FHHIT: T IGISUHT T | GroaTdebl 9T HlEATHl ArcadT [HETAues! 3 |

oldlG dIdl
gfae Fige
fafa faaon A, T T fafa faaon A THA T
0%|R0 | YSIl @rdr 009 Y, 40,000l- |0¥3y |Sg® @TaT ooR Y,00,000|-
o¥133 |faaT @ra 00Y¥ 90,000|- [ 0¥|33 é'{as grar ooy 40,000|-
o¥13q ||TET @rdr 00%, Y, ¥30I-
0¥13q | HieaTd (c/d) ¥ 450l
ST ¥,£0,000I- | FFT ¥,£0,000|-
oY10q | (b/d) ¥¥,450l-
Uit Jran
gfae Hige
fufy | faa<on CIK A fufa faawor CIC AR R
¥13q | Hrserd (c/d) Y 40,000|- | ¥I30  |¥¥TE @Tar 009 Y,40,000I|-
SET Y, 40,000|- STEAT Y 40,000|-
Y19 Hrsard (b/d) ¥,40,000|-
s [an
gfae Figa
fafa fara=or IS THH T fafa [EERI A, THH T
%130 e @rdr ooR ¥,00,000]- | ¥I3Y% YITATST @TdT 004 R0,000]-
%133 e Grdr ooy q0,000I- | %130 SRERCIGH 00g ¥,000|-
Hrserd (c/d) ¥ 54,000|-
ST 4,40,000I- ST ¥,90,000I-
%19 HrwaTa(c/d) ¥ 5,000l
JR< Ardn
sfae Hisa
fufa faaor 1A, wH e | fafa fermor A, T
13 T FFIAT G 003 R0,000]-
X139 T 9rdr 00% Y, ¥30I-
Elal 34, ¥R0I- HIS2TT (c/d) RY,¥R0I-

Alg . @fT @rarEr die 7 Hivard & | TFAT SfIE YFE T T HIST GLFE THHIFE BIE THHA
AT ATAF HIGITT F@IGaT | ATHITF @IeT Ted ¥ [T T ATHTIA: BYF §7 §aT THT
T gad feare afveg |

FIAT GTAT TAT JAGT, FET §
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@1 |rar

gfae Hiee
fafa [EELl #1A. | E ® fafe | faawor WA |E ®
0¥13q | HISEd (c/d) 90,000 T @rar 00% 90,000|-
STEAT 90,000|- STEET 90,000|-
Y19 Hrserd (b/d) 40,0001~
.. JUT DUl ATl .
fufa [ECRU| CIKH THA T fafa [ECERU| CIKH T T
¥13q | Hrserd (c/d) 30,000|-|¥1RY  |AHE @RE 003 30,000|-
STHAT R0,000|- STHAT 20,000|-
119 HiaTd (b/d) 20,000
S it e e
fafa faaor WA | R fafa faaor WA | @HE
¥ | g iR 00% 94,0001 | ¥139 | HISETA (c/d) 94,0001
FHRETT T
STEAT 14,0001- STEAT 14,0001-
Y19 Hrserd (b/d)
.- Ucoll Whfofdx BR-JToIl J1dl s
fufa faawor WA | ® fafs | frawon WYA | w
0¥13q | Hrserd (c/d) 4%,000I- ¥I¥ | iR @rdn 00% _ |qY4,000I-
STHFAT (]V\’OOOI— STHAT qv\,oom-
Hrsard (b/d) 94,0001
S ST e
fufa [ECR| WA | TE R fufa faazor IS THA T
¥4 | 9% @A 008 30,0001- | ¥13 Hisard (c/d) 20,0001
STEAT 0.000)|- STEET 20,000]-
Y19 Hisa1d (b/d) 20,0001
S e e
fafa fararTon WA | TEAE fafa ferarTon WA | @wEE
¥130 | 9g% @rar ooz ¥,000l- | ¥I13y | BIe=Td (c/d) ¥,000]-
ST ¥,000I- ST 4,000I-
viq HisaTd (b/d) ¥,000]-
qOY¥ FATAT THTAT TAT AG@T, FET



T FREARATS IRIFTF fafte Tl geatead @arAr Jersg, | @TarHT Aersal TRiE
gtaftawr Ut g fiiws gearged @dr TaN W THH TSI | a9 & ITET
HTTHT AR AT AR TAR & NG GTaATere S T goil @rdrel’g FHiga TRUHET
T GIATHT JTafte &1 gl ®IHT 798 9T AUHT Goil @Iardrs R0 A3+ Sfed
qerehT foraeorT SfEes | JRERT ISl @It higd T&THT WG @Il $RU AT+
T | ISTThT ®UHT TG ATCHT &aT Yol @IATATS hied TRUH 27 | TG0 F 37T q&
ATAEs afd @rarAT @5 |

Sl

. A GEEE At Bl Sax ferEe
(@) Fer@rdr TeH & &l ’
(@) FErEdr &7 TarR qiiveg 7
() ATERY T FEr@rdmeaEel & U T TeTE |
(&) SErETAr TEAH F g5 9T F b g 7
(%) qUE FF PATATH] @IS GIHAT AT GIAT FEY 75 T8, 7

R, AW JEH Bal I e

(®F) FEr@rdrel d9 JETad ¥ AT TR THH I¢9d I IR |

(@) TEETAT AR I HeaTd grETehl THAT TR T |
([ T Format &l ledger ST=ITHT FRIAR FETS [aid TETel |

() @Tar g8 T A9 (Hehlord e IaTeRoaed oo TRl |

3. AT HTQETCRT ATETTHT W= (Journal entry) T TR AR T S @IATHT

Q. W& QY HT HET AT 9 . Y,00,0001- TG TEAT TR AEAT 9T
=T | AifeTTed ST @TAT Gredl TehH TEAT TIRAT |

3. WSl 99 AT BIATATRET AT BIT=R . I3,0001- {7 @KE TRAT |

FIAT GTAT TAT JAGT, FET § q9%



9%

GE
9.

ST QO FIAAT FEHTET %, YY,0001- & AT JURMET GiRE AT |

qE 95 TT GITHT 9= HHATIATS %, 94,0001- ISl Aghare fa5ar |

TaT IR AT AT FFIATHT THT & YUY,0001- TgHaTT TFATAT AT |

TET Y AT gfqHTaTe & q4,0001- AEr REAT AIEHT g Ty | 91 TR
ATET o Sgepar AMfgar i |

FTUGHT WHET (Journal entry) T T TEAWT FETSTRE :

FETST 4 AT ARAT FFIA & 40,00,0001- TG SFHAT STEAT T G
q& AT |

FES R AT & 3,40,000|- A& AU HHAEE AYE I T AT IHhH
AifeTqed TgHAT AT TRAT |

ST @ /T A= [qamET %, 9%, 000|- ® A JARMAT GiKg 4T |
ST W, AT 9ITAT HESqdTg ¥, ¥%,000l- H AHE IURMAT gl AT |
FHIST Q9 | %, 34,0001~ HUT FFIATs QAT (Bl =rebelre AT |
9ISl 35 AT HHET YT & 94,0001~ G fad g qifgen wfr |
IS 30 AT TgHATE &.%¥Y,000|- ¥ el qoa fadeor e |

frmfafaa FOEERT STaTAET UUfa I9H, ARl TRAWE  ATHAE

aa
BER
EriR
WS Q

IR T @TATHT J@ISHR -

TG HISETd %. 30,000 ¥ Sg% HIeaTd &. 90,000 T AFAT T& AT |
1 &Y fqamiars . 50,000 % JTA fagnT AT |
AT TRATST . ¥,000 [led BXATST & 0,000 Ahard [qredr |

E ¥ FIE ¥ 0,000 SGHAT TFAT (AT |
WS 95 =1 &l faariiare & ¥ ,000 ®1 A fashr fRAT g 924 |

S5 ¥ A7 B fqamerg 20,000 HT FTATT AAEHT ¥.30,000 % JTATT IFARTAT

[EEARIEEIN

W3 3 S % 0,000 I gR {qarEe gre 93T |

FIIAT GATAT TAT AGT, FEIT <



B 2fee e ffafen F e TRiEvs sifvera T sawas g@mEE

T TR

ERERR!
A Y,
EECERTe
ST 9%
SEERTS
ERELUES
ST RY,
S 30

TS . 40,000 T Jg& @IAT @iferdr |
AT ETIHATE &. ¥0,000 FH FTAIT G¥E (AT |
%, §,000 H[ qTHAT ATGHT fagnr THeam |

FRATST ¥ SATATAIT &, 3,000 T . 3000 FHHIT: Ahale FFI AT |
THITATS 3. 9,000 T ATHA faehl Tl |

qUl AT B TR AR 3. 38,500 FAT BT39aArs TR AT |

¥, 3,000 %I HHM ARTANIEE TE& AT |

TE % 540 JU qAATHIEa®Y THITETE YT ST |

Faq foomm wrgreaw ffafaa wERr oty afvea T s

GIAEE aqY THa

3T 9
war 9
93T 90
TaT 99

TET QY

‘ﬂfT‘{:
9er R0
T ¥

e 39

T 3, 40,000 T HiAeR ¥, ¥0,000 AT HFHET & AT |

¥. 30,000 & AT @i¥E AT |

¥, }Y,000 gk FEAT TRAT |

AR @EETIT %, 8,000 =epare EAH! AT |

ST & 3,000 WG AFAHT AT T fae afebr SArerr v, 3,000
TR |

ST IHIT ATHATS . 40,000 &I ATHIA fagnt AT |

T ¥ 30,000 AT IgF GraT @itera |

¥ 3,000 [ FHM FHATATE T AT |

TE T %540 JU TEAHEa®q IHLT HSare Y Al |

e =Ty g, THFR fAEfafaa sroeTeER v afvee T s

GAEE aq TR

H

R R

AEHT AT AIE . 40,000 HI AEATE AAIT T A |
SIZHHAT TG & 40,000 TTHAT AT |

FIAT GTAT TAT JAGT, FET § Qe



90.

Q95

HEA 90
FTA 49
AT 29
BRI 33
F 35

w30

AT HHA FUGRETg AEHT 3, 40,000 ¥ JURTHAT &, 40,000 & ATHTA
ferept T |

TXATST ¥. 30,000 JFATES HHRAH! AT |

JTET RIS . 30,000 H[ AHE AEHT @RE AT |
AT FHHET ATREETT & (0,000 HI Ak I HAT |
HIFEY ¥, 30,000 & @G TRAT |

SATAT @ . 90,000 ApaTe AT AT |

TR & 2,500 FHA AUSHIEATE qU TR g T Yo AT |

frafafaa snfde FCEET SETHT Jigawl @[T aue TR

S 9
S 5
S 4R
S 94
S 99

ST 29

HIgHaTE T3 ikl g% HIwald & 30,000 f |

HEATE %, 43,000 HI ATHA AIEHT ferghl TTAT |
¥, 4,000 (T HIEFaTd I 94T |

HEAdATE &, 5,000 & ATATT fash! AT |

¥, %¥,000 % JTHTF Hredare fas! fRar gre w2 |

TR & ¥,500 HEgAae I 9al T % 00 e fagar |

frfafea aferam awfraa anfis wOETCRT smearcar afaAmr @@ aue

TR

HIdE 9

AfareTers G faw ardr disard & 39,000 fiT |

FIrE 9

AfaTare . 94,000 & FTAEE @G AT |

HIF 9

T . 4,000 T & 40,000 [ JF AqATATs HAAHAT AT |

HIdF Y

FIF 5

AfaATaTE . 8,000 HT JTHIT AEHT Gi¥E AT |

¥, 3,000 [ THA ATGATATS @ieg Far T |

FIdF 30

AfaATeTs %, 3,000 =HATE TEATHT AT |

FIIAT GATAT TAT AGT, FEIT <



. freafafea srdarEe srarAn smarE @ T fast  @mEr e TR
@R 9 ATATHIETE GEAT 919 diehl ¥, 20,000 93T |
TR 2 B q%,000 HI FTHTE IJARAT faahT AT |
LT 93 F. 4,000 &H JTHA ATGHT feghl TRAT |
LR QY &, ,000 H JTHAE ATATHETE fagnt fRar gred |3 |
YT 92 G & R, 240 ATHMHIEE 9T Al T 5. 40 P& Y& Al |

TP 5 7S ¥, 0,000 ¥ JURMI ¥, ¥,000 [ ATHH faqaht TRAT |

(yrefewe gfafee ar wean wfw@@ (Journal) TTEHT WHT AVTTEETE I GTATHT
TGS A T 1)

b Ich ey

718 @ & frameET sifvere TRt WER T IR ademarn gfafe TR |

FIAT GTAT TAT JAGT, FET § Qe



AeRID YRddl

(Subsidiary Book)

SubsIdITry books

R e e

Cash Purchase Sales Purchase Sales Bills Bills Journal

Book Book Book Return Return Receivables Payables Proper
Book Book Book Book
L i. Single Column Cash Book TORN
———> ii. Double Column Cash Book
—> ii. Triple Column Cash Book

—> iv. Petty Cash Book

R.9 qEgTHR W qf¥=a (Introduction to subsidiary books)

T FRIARET ATTGHT AN F=RAT % Tk @rar a7 fehare TN THHl qaaT FRITH
TRITATAR AATIAT HAT AT @Il AR T Gi AlFs; | @I ThRehl HRISARD! AT
QT @Ta a7 frdradr |7 RET G% ATTer@h! H @I Fers+ H1d gial ¥ Aierdl &7 |
T FREARE! & ATTeRgeT AT gART Tl fafa=r arar frareess aqede qems
qieaeT (Subsidiary ledger) a7 STete! IafaTsi= (Sub-division of journal ¥ =s; |

3T Afer@ed FRIARITT T qedeT 87 | T TeTadTdl GIaTHT FRIANES TGS
AT TG | AP A I¢9d A, THTEFRI T HH THIAT FRIARH Faredd ¥ faoawra
TG ATIR TR T 27 | TFATE AT ST T4T TRIE FTIAT [eqd a1 Iqeed 5
Ffe T=ATIH HIT T |

R.} TEF st I T "gwa (Objectives and importance)

(®) & fawrs= (Work division)
FRIARATE FYF H¥h THTH ATIRHT F@T IR @l A A 9 Fieh
¥k A Alhes | T FA [IFSITHT THTERIRAT FAH T FeTaF qreqebrel
Had T |

950 FATAT THTAT TAT AG@T, FET



AT FAT6T0T (Classification of information)

FRIARATE FHITH ATIRHAT TR0 W Ao haws | aadl Ao et
STAERT 9T GHATH! [T (&g T qisTal g7, |

geTar afg (Increase efficiency)

T TeH{TPT FBRIEATH @l Tk FHARIS TCET I FHATIER! LT 3fg &7 |
JIITE FTHAT (GIAT TAT TEAT H1AH T Had (Heg, |

AfeAT FHT (less errors)

THATHT 1§ HUHT FHARIA @l ITET ACH FHI &7, |

sty frgesom™r @@ (Helps in internal control)

AR ST &3 | % Ad IMGUAT AT HIRIRbT JUIATeRT FFIwe®T JLTeqor
TAICAT T FES §7 |

R.3 qgTh m Tk (Types of subsidiary books)
TETAF INETHT SX THNFT g7 | [aeened JHE Ferdsd el MeTTaned S

()

@)

S qux (Journal proper)

fw R (Day book)

(37) @fvg gf&a®t (Purchase book)

() ferghT qfeaarT (Sales book)

(%) @iz fRar afeTer (Purchase return book)
(%) fagr fmar gfear (Sales return book)

faea gt (Bills book)

(3T 9T faer qreaat (Bills receviable book)
(#T) T fae qreqer (Bills payable book)

e qfea®t (Cash book)

() HFTIRY AT T (Single column cash book)
(A1) Tz Hedrd qr&aar (Double column cash book)
(%) A9 HEerd qieqkT (Triple column cash book)

FIAT GTAT TAT JAGT, FET § 929



() =« g (Journal proper)

TETTF IRTHTHT AT T TAfET FRIARST Sdd &g dfqer@ T T e
FETIF AETHATS A GIR A7 | & ATHerg FPATaAT A PRIAREwH A7 FETAD
qREAFEEHT QST Alhad | (A= Teras qiedses "RrEl o FRaReeH qe
Afverg U qiedeaT Afaws, ax fafae qerae qfeases e 99 37 Ferdsd qiedenra
Aferg T AR AIAT FRIERE® TSl ged Il Maws | J&T FRIFREH
@R AN ST GO TANT T, |

fahTaTader! ATRTATRIT, TAd Jiaiteh aR AT A= AT STE FRIAR AT HeTdh
QRETHTHT TET FH(FA AUHA S YTIR A=, | STl YTq% FHEL B el Hewaqu
FRIEANEE (AR T

(A) IRTATE F=Res (Opening entries)
(@) wf=aw de=Res (Closing entries)
(%) BRI Ar=RE® (Transfer entries)

(3) quR gfaftae® (Rectification entries)
(I) SawrET gt @fve ¥ fagdier s=Res (Entries of credit purchase and sales

of assets)
(&) FEEH de=re® (Adjustment entries)
TG GO A WETdE qdT aATgaRuis AT JUANTHT ASS, |
JHH! qR=A T HEl TAN &7 Al ATbRIdTadh (qeqd SAABRT BTl
FATHT HHAT ATTITF Tad |

(@) < @/ A (Day book)

Tk fETHT TURT FRISAHT AT @S @IATATS <iveh @raT Hid=g; | AT famafc quar
Y FTRIETRRT ARTAT T@TST @TAT & | Teb THREFT IT FRIAR & TAEATHT I @TATehT
TR TR | e @rare MEaEii e AREEr qerd Rad S

(&) @RT qiedert

(@) faenr afear

@ @ie fRar afeer

@) faear fRar qfeger

18R FIAITT T=ATAT TAT @, FET <



(31 @f¥g gfé@®T (Purchase book)

O foehl T IEAS JURMT @RS TRUHT ATAAH] ATAE Tl AT TART T
qfeears @vg gt vi=g | @te gfeerars @it a1 9=ie Sqa 9 qfHwg | @kg
qRETRTAT I STl ATIRAT fa5qd &9 FRERS] AFaE Afawg | JFare &
give il g MAEaR WhHl & ¢

IR gRadId! Gian

fufa [EERI fis | @mr THH afr stF
T | T AL (Subtotal) <& (Total)

TG YITETAT ST TUHT FRIGRE! A€ STEAT THH Teeld T a1 qafah § Fed Ju%
3 ST TRH @R FRIAR T AT e B | SETeX0 q AT Gikg GITehTeT a1t
g7 T g ik |

JERUT 9 : @RT gfeawr
e fegua FRERATE @RE RIFH TSR -
AT 9, A9 9. AR qAdT ARA HESd, SAUEEe @i
90 ST, Il Ui .51 & Y OOl- HT Tl
¥ &SI, F@dr 9fd &S0, F. 001- H WA
HfER 3, WS A 9% ATER ARSI S, AAFAIE G
200 & ST AT Yid &S, ¥ R0I- HT &
Hefaz ©,  deter 7. 909 AR ERARMV ATEd, qTeAare @i
300 %1 fol 9fq &5 & 3W- BT A
9000 % ST =S Yid .5, 5. ¥OI- H Il
X %, 5 7. 0% FAAR ar FMRr diaiedane aieg

90 F1EA fa¥ge gfd F1da ¥ Q000I- HT Tl

FIAT GTAT TAT JAGT, FET § 93



‘R gRadr
st
fafa faavor < FH e ST T
T ARV HEld, SIrdr
90 .. BIS] G B9 5. LOOI- & TeA Y,000I-
wIfER 9 | Q% &S, S@ar 9fd &5 ¥ R00I- F A q 3,000|- 5,000|-
MY 3 | R00 FH SN, AT Ui &S % 30|- FH IXeA 98 ¥ 000|- ¥,000l-
5i\<"|l<|<’«lul gicd, 9icd
300 &S FoT 9fq & 5. % 3W- FT A 40,400I-
HIfEX © | Q000 &SI FTHA Ui &SI, & ¥Ol- & Xl | 909 %¥0,000|- 4.0,400I-
T Y, wrertedn
AR Q4 | 0 FeA foreke ufq #1ea &
q000|- FT A Qo4 40,000]-
STHAT 93,400~
T9 HEdF EAHEE A T Y00 B WRE HUH @Al | HEE @A
ATAXYbATATATT gi¥e QrdrET Jeres | 3 faa=urepr saET @R @rar (Purchase
Ledger) M=TER TaR Tl
JR< [rdr
sfae Hiea
fufa faawor WA | TR fafa faaor WA | T
oz /3% | fafqa @feg @rar W %00I- | 05 /3% | HIwETd (c/d) 93 % 00I-
B? V\OO|— B? V\OO|—
0%/q | HsaTd (b/d) 93,4001
givg qieaedAr Iledtaa afad AT A¥ATH 909 AT @ral AtTard
FIHT TAR I | JTRAT @RS T qIMIcd aGT AT gal Iedhepl
rarars Hige TIs |
9% FATAT THTAT TAT AG@T, FET



(3m) fasnt gfea®T (Sales book)

AR el TRUHT ATATHST AT ARG T qedeprars (el Jrede A | Hled,
FIATe F(q THHB! JURT [aahl TR FaT =1 F=T 97 amed ¥ exfedrs wed afsrar
T JETAA JURMAT Tl AU ST ATHIAS! ATo@ T IeqbrAl AqMaws, | T9 faant

qRETHTATs ATIEATS aF aT faghl TEE@RT 91 A, |
w1 gRA®I® cegen
fafa faawor dist® 7. | I (Subtotal) fewe s
THA (Total)

@it YT ARE FRIERE! Fiaite T e T T 3ieh [l faa=or greg T 2%
feTepT et aT ITATaH ST STFAT W 99 T e, | el ST AT I FioTetrept ATHT
IATAR A(HF STHAT Hed a9 T AT TG g7 T G |

FITETT 7 : [zt gheawr
TAHT FRISARET ATIRHAT faehl Irecqert ¥ faehl @rar aar IHed
05/03 S q. 0% ATE ST AUl T=RATS AT faan!
¥00 %S =AW Ifd %51 & ¥O0l- & A
900 9rehe F9 Gid dTbe & 991~ H A

oc/04  FSiE | Q9% AT AT qTHIE, THGTATS faghT 00 & ST FIRIHT a1l gfd
&S, . 0|~ FHT T 300 H.SA. For gfd &S0, % ¥Ool- FH TReA

05 /94 Aot |, QRO o1 [EXeAT HESH, HTIeATs (el
Y00 & ST AT Iid .51, ¥, 30 [ TXeA

FIAT GTAT TAT JAGT, FET § 9%



famT gRamr
fafe foaon dwa | |
IFH
OzIR | SMHT 9T, Ir=eR q0%
¥00 % S AHA Iid &.5. F. ¥OI- 9%,000]-
q00 qrke A gfq g1k &, 991- q,900I- 98900|-
ogly | MU ATHTS, THST 194
200 &SI, HETH! T i %8l & 90| 1¥,000I-
300 %971, faAr gfq &5 % ¥ol- 93,000l |  3%,000l-
ocqq | fexredr wesH, FY 930
400 &SI, AT 9iq &5, % 301 9¥,0001- | q¥,000I-
STFAT 45 ,900I-
T AETIF qEAHTETE & 45,900 FI faghl AUHI M@ | I (a0 ATdRAT MHEEER
faaT @rar (Sales Ledger) TaR =g
faBt [ran
Sfae shiga
fafa fqazor | oA | W fafa fawor  |@@rA | W
0zIRe | HiseTd (c/d) Yz q00I- | 0zIR} | fafad @rar Y5 q00I-
STHT 45,900I- STHAT Y5400l
0’109 | Hre=Ta (b/d) Y5 400I-

fagnr qfeqerr Ifedfad safaq qaT FeATeh! 99 SAafeava @rar Afqars
EIHT TR IHIT &5 | SR A [aanl &l ATEmHT agd gar
TRl ATFIT GTaTdTe Sfae T |

(%) @¥g fmat qféaat (Purchase return book)

IR @RE T ATSUHT AT fafae FRrer Ta1 e dr T g7 | @RE ATaeTerHiTsTHeET
TS, [RIEH T (U ATHTT AEal, ATHT aha AUH TTAT T AMPUH] THIHT ITAd

FATHT XA ATHIE AEATs TRl T8 | Ta TRdT TSEUHT ATHAE! Afqerg el

afeaesres afve fral qfeasr afveg | aaer afte e =4 g feaaa fear soar
THTHT THH e |
5% FIEATAT TSHTAT TAT AGT, FEIT <



JR<e fhal gRadId cmran

by & gfae e | @m@r aEn _— %ﬁ:qu

JMERUT 3 : @T fwar qleasr

TP FRIARATS @IeE hdl JEIHH FeTs @a [hdl @rdr qaR e :

5190 AT TAFMARIIAY Hewid, &Adrerdrs fhdl .. Fe 5.400|- & aXd, fae A
q. 4

Sq HT BRARTIO e qrevare fRar Qoo &1, =rde gfq &.5f1. %, ¥ol- 3o, Sfeae
Hre 9. 30%

[CASEY
JR< fhal gRda®1
fafa feron st QT.aT.A. A e s
T Ll

05190 | TAUMRTA HESiH, &Il '

R .S TS G .S F LOOI- T T q,000]- q,0001-
ozcq¥ | ERARMA Ared, e 30% ¥000]- ¥ 000|-

900 % ST, =ATHA Ui .51, ¥, ¥Ol- HT I

ST Y,000l-

Iad @iva fRar qfeqerer smarer fAEr @fe fRar (Purchase Return ledger)
TATZ, |

JRq fpal [mar
gfae Higa
fufa faaron WA | @ | fafa faaon WA |
zI130 | HisETa (c/d) ¥,000I- | 5130 | fafay arar ¥,000I-
CIE]
4,000 4,0001-
Q1 | HieETd AwE (b/d) Y, 000|-

FIAT GTAT TAT JAGT, FET § 959



Ifs@ T (Debit Note) : SARTAT @i¥ TRTHT ATATTHE] fafeer HROT ATgATS
fRAT TBTSU®RT ATHTASRT [qaRurgied TSTEUH] T e Al Al | T
ATIRHT AEHT @TATATS Sfae T I TFH TarEes |

~ .

(&) foet fomat afeaet (Sales return book)
TR faehT AU ArEHeT Ral ATTHT ATHTHH! JIT ATTe@ T TR AMGURT FETdh
afeaerers faar fRal afeaesr wfams | far 98 s ames fafv= sroe fRafr W
ATSGH | LT ATHTTRT i AT TS, [T < ATHIRT Tl T gae ¥ Rt
HUFH! ATATAEE Y q faenl TH9E |

fdesY fipaf gRa®®! cian

fafa IECE #fge Mg a | @od | A | 3w S @

JTERUT ¥ : [t frat gleasr
qTABT FRIARD! [agnl fRal qiedeat T faehl har @rdr Jar ey

5193 ST 9797 qi=rerare fRdl 90 UTeha A i 9Tehe & 991- T &, hige did 9. 303

cIRc fexredr wese Fryare fRar 900 &1 o 9iq &5, ¥ 30 & X, Fhigd AT
LAREY

IT
faepl fthal yRdam1

fufa faawon :f: QuarA. | EH %ﬁ?ﬁmawr
clq3 | STET 99T, 9r=reR 303

90 9rebe AAYd dTebe &.991- A 190I- 190I-
cIRe | fexredr wesH, #1Y XY

900 HST. AT Ui &.ST. . 30 & 3,000~ 3,000~

T

ST 39901- 39901-
Suad faar fwal i srarar Hear fawr fRar @rar (Sales return ledger)
TR TR, |

isis FATAT THTAT TAT AG@T, FET



w1 fipat [rar

gfaa Hige
fafa faawor Wra. || . | fafa faawor WA | TR
=130 | fafaa arar 34901- | 130 | HiseTd =i (c/d) 3901
STFAT 39901- STHAT 39901-
g | HieaTd AR (c/d) 3901

#fga A1 Credit Note) : SARMAT faanl TRUHT ATATAH! FHAT YT 88T ATATHIETS T
TR [qaRuaied Togd I9dTs higd A AHvs, | TUHT ATIRHAT ATHIEATE I

~C

BT YhH TeTEg |
e e @ftaerrard fagmredrers afve fwar T TereT 2 |
Khd wfee dre fagl Fdrer @fawarars fagr fear T&T Jore 21 |
(M) faee qfeasT (Bills books)

FRIRE! (GATTATHT FHATS THRTAT THIT a1 FLATE YT T faaworer afq sfirera
AT &5 | IAT ATATHT Fa™l ITq 9 il a1 qFETl T aihl FREARE® Taal
Feehehl STeR TAR I @TATHT JAe T o gvg | T FehIRehT AT T Fiehl e
Tl [ atebl faeer afiere e qieddrars faed qieder diwg | faed afeqa
SR FMHE 91T Tl a7 FURTAT GTH (ergh] TETehl ATLITHT TaR TR | Ugd
PRI Teh TeTHT ATNT ATl THI (Payable) 7 A= TS I T&TeT ATNT AT ITed
T (Receviables) g7 | fae qfeqarret qe FFTEAR & ¢

(1) T feredr qfeert (Bills/Accounts receviable)
(3AT) ATl foreqr qieaart (Bill/Accounts payable)

foew gfeaamat gtan fmER © -

AT TR | I T AFAT | AE @rar | G qv A

>

Tt | ST T A aw g A qT A g fafa

FIAT GTAT TAT JAGT, FET § =%



(&) 7 gfeaat (Cash books)

(31) Te qfeqst afv= (Introduction of cash books)

AT feafet wuer fafa= FREREE 7T 9 ¥ TWE qEE g | A9 R
gl fafq= FRERas 71 dfiqa@ T qRaears. e qider 9 g | T
qRETepTel SATATIHT HUHT AIMEHT I (Receipt), THRITHT (Payment), TTHTROT (Transfer),
T a7 (Balance) T ATl SATHERT TRTSE, | FE BRI S=RAT ATk TR q9T
T G TR giafte R FRIERATS IR gfatte (Primary Entry) 9w | TR
qieTepTehT =T Ui @TAT (S15%) T ST 7, | YTl aells @rarel Sfae qerdr ¥ anfey
TMUHT FIEATE ST T AT R, |

TG qfeqehl TATATS BRIGREB! SoR TR TIT AN Tecdl Fiepar A, | =R Ta™
qUUfyg A FA] RGN GIqrA] giafte Mg 99 J9el fhdradig deRel 9edd
faaorer =T fages |

() ATE R fammaT (Features of cash book)

T GIEABTRT [FTAT TRTATHITSTHERT B
(i) g I qoT SgHaFEl TR0 FRIARES qH |
(ii)y e fwareasr faear wia 7 Hfge garar qaar dfaws |
(iii) e fepcTar =R FaT qETaE @I g & |

(iv) T A& JATEh! ATETH ATHERT (47, |

(V) TR T SgHT g fgueid davet dfa fag |

() ®ght (Contra Entry-""C'") @1

FRIARFT FHAT T T JAITETEH 7978 a1 T 797 (Physical cash) 3T T HIsaTde
®UHT e | AGATE dgF T IgHATE AMGHT THH THATY TaT el oG SIASIATH]
F AT Tad q A HISGTd T g HISSTTHT A AGR TS, | T THRET 791G HIoaTd
YT, g% HISATd 9 ¥ 99 HISald UeaT A8 HISaTd a9+ hRIARTS A el fgaefr
@Y (Contra Effect) w3 | Z%AT TaRATHT FRIARATE "C" of Aghd T AT qreqebTHT
gfafte 1w |

%0 FIATAT TSHTAT TAT FGT, FET <



(%) TE qfeawtaT 9H X (Types of cash books)
QAT q9T FRIARE ATRAT A8 &I AT TP g -

(i) @TeTeT A giEa®t (Single column cash book)
T Hed AT AUH 7978 qieda (Single column cash book with cash column)
SF Hed TUH 7T qiedahr (Single column cash book with bank column)

(i) g \eetw ag qfeaawt (Double column cash book)

T qI1 P& HeddisdH! e el (Cash book with cash & discount
column)

IgF TAT YT Heddleddl AG qiederl (Cash book with bank & discount

column)

TG qAT Tgeh Heaateder! A9 Gfedel (Cash book with cash & bank column)
(iii) @ wEetw 7@ gt (Triple column cash book )

(i) &eTuT A qfeaat (Single column cash book)

T AT A AT TG g R gaT G a1 STHAT Yt a7 qaAIel Eare qar
T @ATATs AR AE qREqehl Al | 78 a1 SSHAT THH IT gal SfaaHT T qaarr
3T thige T&THT ThH FeTerg | TTH IEATHITHET T3 THR IH B -

e HgA WOHT qg qfeqat (Single column cash book with cash column)

FATAIHT T AE T aMMeY TUhl ANEH fedre Ted qaR TRUHT qRAHers AT
TS qfeTeRT ATwS; | AT ATIRYT GTATeh! TETHT TEHT &7, | ATATah GTeTeh! [agTe s
YIS AIEATS GTTehl i T&THT T a1(eY TUHl AEATs Hhige T&THT Qe | AT
e TR THAT TAIFR TEH B

TR 0T oforG YRdmIm! Gian
Sfere EDE

fafa | faavor | amA | ww e | fafa IECE grutd. | HH T

FIAT GTAT TAT JAGT, FET § 999



JTERUT 9 : AT AET WUHI AT Thea®T

TR FRER T AUH AERY TG qfeqebl © SATEAANIF FRIATR T&T ATGHT TR
FRIARD] ATTAE ACT AE ARl TART T A I T TEATHIRT SAHBRT I
MRS | T THREN TG IREAHTHT AR A7 PRI GHFLT TG | IR 9

ATE AGATS T TH Hicheeg, | TABT FRIARATS AR TG GEABH TSR -
War 9 T qE HISIT & IY,0001-
qer 3 Td ¥. 40,000|- % AHA GRE

qar ¥ T i3
TET 99 T i3

Y 00O|- HT JTHTT faah!
4,0001- SgTAT AT
Y 00|~ FHHIT g

¥,0001- HTEl qred

e 9% T =,
qar 3 T s,

3T Y A ¥ 3,000~ T ST HAIATHT

qE 30 T ¥ R Y00I- qAT AT
ST
ololG gRA®T ([TEROT)
sfae Hiea
fafa faawor QLATA | TEHH T fafa faa<or QLA | W R
A | HE (bid) w000 |wdr 3 & wRE 40,0001-
qE Y || faeT Y,000- |98 Q8 | SATAT AT 4,000}
TR 9% | g Yool T Y| SRATST ST 3,000|-
g3 R | AIET e ¥,0001- |WET 30 | qere G 2,400I-
9T 30 | HISETd (c/d) 95,000l
STHAT 3%,400I- STFAT 3¥ 400I-
AT § | =T (bld) 95,0001

SgF HEw WUR T qfeat (Single column cash book with bank column)

FEAFTIAT AUF! FRIARE! e TGHFATRT AT AFHN AIH ATTerd TET qeaehrars
g FRIAR AU ARV A GEAHT AT, | ATSTRTA  ATTFIT TITAAT TSfepg FaT

JUAC AZAREHIT BRIAR SgHHATRT o T K, | T GTHTET TgehHT THH THAT &aT

’R FIIAT GATAT TAT AGT, FEIT <



Sfaaar T Agware A MRFRT (FF AT el Hisadr dffed Afawg, | TEeTe Ts Hi=rd
waferepl Igeh HISaTd ATET TS Alehrg | TAATS ETTH IEEXVATE T TRUH! B

FIETT 7 : dFF AEA WOHET AR qleAHT
TAFT FRIARATE TgF Hed TPl AT FAFHT TSI -

o¥1q AT q& HISETT 5. 44,0001

O¥I3 HT TATH GRE TR AhgRT FEAHT 5. I, 0001-
014 HT HAGAATIT =k I . 3,0001-

o¥i1qo |l A fahT T ¥, 90,0001~ & =F ITd
0%193 AT TG g TTFEAT . Y, 000I-

0¥199 | SATAT HAITH] =HHTRT %, 3,0001-

0%I30 AT FiqHT STeflaTe ¥ 9R,0001- HI =F I

0%I35 AT qTETE ATHTATS SHRIHT %, \3,0001-

CAS LY
A5 ASA HED) ololG YRA®I
SEES Hise
fafa faazor grota. | W & | fafa faaor GILAA. | TR ®

0¥ |¥E Hsad yy4,000- |0¥3 |@mEE @ivE 34,000I-
0¥\, | HHEEIT TF YT 3,0001- | 0%1Q9 | STAT THATAT 3,000l-
0¥190 | grH faerrere =& 90,000|- | 0¥IX5 | ATHTEATS W 9,000~

qred
0¥143 | TTE STET 4,000l
0%|30 | FF gre 9,000 |- |O¥I30 |4 HIsard il 40,000l-

il 54,000 s 54,000
oY10q | HreeTd T 40,000

FIAITT GHATAT TAT JAGT, FEIT < )3



(ii) ¢ we=tm e qfeast (Double column cash book)

ATITIHT AUH TR FRIAREEH! AT el FHHAT TeAel THH el Taem
MRUPT TG qeAHbTAls 35 Hedd A8 &Il A | §5 Hedld AT GEdal dre
THRE T

TE T B {@HARAHT g qfeaawt (Cash book with cash and discount column)

AT F FRIGRAT A AT TEH G IHHTH ATHeE TCT T TR TRTEHT T8
qETHTATE FEAETHRT 5 HET AT Yl 9w | T9qH I 798 Sfad T qami
faueT FEems Hige Mg | TR I geaTs Hiee T UH gears efae s |
TS HISATd Hedd! [@are Mg a¥ ge Weedl STHT e, | 919 HIsard fedre e |
THH G (AR Wbl B

ololG O ¥ dAgeRifed®l ololg YRdd1
gfere Hige

fafa | faavor |mmA |wwE | we | o | faawor |@mA |[wW R | e

JRMERUT 3 : AT AT OF AFAAGA®R] AT [heca®r
AR FRIEARATS AME AT EHEAH! A8 IEIHBTHT TSI Ta I -

9919 T T HIGTT %, Q4,4 00I-

9913 =T ¥ 3,000|- ERATST HHTHI

914 AT ¥ 4,0001- HHAF I

99I1% HT AT 9THTATE qEATHT &, 90,0001~ FI I &. J00I-
qq1% AT g fash! &, Y, 0001-

99193 AT SATAT FHAHT %, 9,4001-
9995 AT 7 TRATE TE I %, 5,0001- Fe [&UH & 400
991k0 HT WA FHH @ T Y 0O0|-

Y FIEATAT TSHTAT TAT AGT, FEIT <



ol01G 2T §ic dAscRIfedd! olorg gRddI
Sfere Ffee
fafs | frawor |@ma | wwe | g7 | fafw faazor GAOA | H R | BT
99 | HrSaTd e QI3 | ERTEST ST
(brd) 94,4 00I- 3,000|-
9 | FHHEE i ,000|- QI | XTEATATS AT 0,000I- | 2001
Q& | TR faer 34,0001 4R | AT THTA 4,4001-
95 |99 LrRaTE 9RO | HHA AT
gret 5,000|- | q00I- [CIEE Y 00l-
99130 | HreaTa Jfebi(c/d) 3% 400
STHAT ¥R,400I-| 900I- SE=: ¥2,4001- [ 3001~
qRI09 | HIwaTe e 3% Y00l
(b/d)

RIS 7T HIRTT HEAH [FATT 7% IApTaT Tieve] 97 5§ eIl [FETe TAT 7T
feer g2 @rarHT A3 g | g2 HieardE qid AT (b/d / c/d) TRET |

SgF qA1 B AEAEiEaE Ae qfedst (Cash Book with bank and discount column)
FEAGIHT TUHT FRIEANEE TSHATRT T Gadl ATTOE M@ GRaebTars a5 adr
geatedel TG qedel 9= | TIAT SSHAT ThH TFI TUAT SfaawT T SSHATRT
AT AUAT hise Mg | feual gears sfae ¥ I AU gadrs hige Mewg | TqH!
T (AFATTAR W &

d5® deN ¥c AseRIRA®! oorG gRddT
Sfere Hise

fafe | faaror grard. | @R (g |fafa | faawor qranA. | TRH |5

STHAT STHAT

FIAITT GHATAT TAT JAGT, FEIT < 9’4



FIEVT ¥ : AGF U1 G AgAAZAF TIF Gl

TAPT PRIEAH b TIT FE HEAH(EAR TG [EAPIHAT TSR

9319 |T g HiwaTd &, 40,000|- faT |

qR13 | ¥. 0,000 H HiF=R GRT TR =AFHFRT TEAHT AT |

9RIg AT feufera® wi.fe. @g % YooI- YT TATR ¥ & L 00I- HT ek AR AT |
4R199 #T ¥ q4,0001- HI FTHA @XE T =HFgRT AT AT |

qR9¢ AT ¥ 93,0001 1 AT @RE T =AHFRT AT AT |

9130 | IR FHETE 0% G F. 4,000 FAWX & 000|- ThgRT A
9T HAT |

AR AT T 9,000\~ TFFRT qAS AT AT |

qRI30 HT ¥, qY,000\- [ ATAT faehl T = Yo AT |

AT
S AT e AsoRifedd dolc JRd®dI
sfae Hise
fafa faaror  |mmaA | @R e | g | @@ faaor GLOA | RHE | B
RY | WIETT AT ¥0,000|- RE | wiHER a@fe 40,0001
(c/d)
qRIRO |[ITHAR ¢ 000l- | q,000l- |91 |feafrar ur.fa. ] Y 00I-| Y 0oolI-
FTHIETS I
qRi130 | fagr 9Y,000I- 93099 | FmEE @la 9Y,000I-
999 | @ig 93,000~
AR | TS AT 8,000|-
qRI30 | HISETd aih 30,4001
(c/d)
STFET 9% 000|-| 4,000I- STEAT 9% 000|- | {0OI-
09109 | HiwaTd T 30,%,00I-
(b/d)

R% FIIAT GATAT TAT AGT, FEIT <



T qAT g Hgaaea® e qfeast (Cash book with cash & bank column)
FEAYIHT TUHT 7ME TAT TgHAFIE] FRIARIFIET ATTerg T q(eTehlels A8 qam
ISF HEAHEdRl A AR A | TGHT YT AGATS STASHT T JHATHI TRTRT
TTATE HISTAT T THHAT THH STEAT 24T STATHT T AFERT TFAH Tl HigTAT Afierd
TfEg | THH AT AR wa G

G19IG d2AT IS AseRiledd! oG
Sfere higa

fafe | fqawor | @mA | Te |dew | fafa | fEwor | oA | wR | dEw

STHAT STHAT

FIETT § : T TAT dGF AEAAZART AT qlecar

TAPT FRIATATE AT AT ASF HeAdEedehl AE IETHTHT AETITE |
qo19 #T TS HISeTd %. ¥, 400I- T 99 Hieald &. 20,0001- f43T |
qoI1R HT TT=ATE &, §,000|- A& YT AT |

q01%¥ T ¥ 4,000\~ FH AHME @RE T FHFRT THRAAT AT |
qo19 AT ¥, 3,000~ Sg% THEAT AT |

qo0190 HT ¥. 90,000|- & JTH [aehl T ATl = I 4T |
10199 =T . 4,000~ [qHT ek AR {427 |
q0195 HT FTATAT FATSTAHT AT & 3,000~ Sghara FhfEaT |

qOIRR AT QRTAT HETS [eehlele & Y 00I- G AT |

FIAT GTAT TAT JAGT, FET § R0



oloIG 21 S dAscRIfcdd! olaiG
Sfere #fee
fufa faawor | @A | A dgw | fafa fawor | @A | ww ELd
Q0199 ||% WieaTd ¥ 4,00l [ R0,000|-
(b/d)
qoIR | TITH=dTe q,000I- qo1¥ IqHT @iE Y,000|-
TS
9019 | ¥ITE STFET C1 3000l- Qo1 |Sew ST Cl | 3000l
Qo190 |9grHT 90,0001-[q0190 | feHT Tk q,000]-
fargmrare = AT
T
0ls | SFaTe C2 | 3000 q095 | Sg® AT C2 3,000|-
GRERE T e
qOIRR | IRTAT BT 400I- Hrard s ¥,000I- | 3%,000I-
EEJEICS (c/d)
TS
STHAT G,000|- | 33,000I- STHAT 5,000l- | 33 000|-
9919 |HISeTd e ¥ 000|- | 3%,000]-
(b/d)

F52e : C o Contra §T=Reg TATSE | T HFCATHAT ST T H1eT §9 T&THT H7IT & |

(iii) d= wEetmr 7@ qfed®t (Triple column cash book)

TIATIAT g G, T TAT & IHHGHAH] ATr@ e qeAFIeg A Head T a918
qiedert AiFg | @I TR ST ST SAGATIHT TFHT TN FET & T, | TS G, S5
T GZ THABT ACAT ThIh FHHRT I T Alehes; | AAHT g1 IETATHITT &bl 3 -

diar aisetiT olorg gRamt
SEC Hige
fafe | famo |{ermA. |7e (99w (o |fafa |[faewer |E@mA (TR (Sew o
ST ST
s FIEATAT TSHTAT TAT AGT, FEIT <



FIEIT § : AT AT A gieasr (Triple column cash book)

AR FRIARATS A1H HEATH 7NE IETRTAT TS T614

Q09 HT  9IE HISETd %. %,000l- T 9g% HIwald &. 93,0001 54T |
Q013 /T <T@l TRIEU YTeeh ANGEE AR &, 3,0001- AT |
qOI% AT ¥ R,000I- g THEAT AT |
90190 AT ¥ ©,000|- % HHM @RE T AhGRT TFAT AT |
Q0199 W ZH ATERIETE &, %,0001- F =F I, . R00I- P2 [GTHT T |
90193 AT A faahl I %, 90,0001~ HI IH Y wAT |
q019% HT  HAT AHMEETE T, 9,000 7 G AAT |
QOIRR AT HES] ATATATE %. ¥,0001- A ¥, ¥,500|- AhgRT AT (45 fedre Farr
el
QOIRY AT HTATAT YATTIHHT ATNT &, q,0001- ST FRTHAT |
qOIRc W g% IXX %. R0O0I- FHagl AT |
IR
et srscli™T arorg gRaom1
Sfere Higa
fafe | faawor (@A | @ | SeF | g | fafw | fEwwr (@A | e | Sew | @@

09 |Hq® §,000l- [43,000l- 9013 | of@T e 3,000}

Hroard STe AT

(brd)
qoi¢, | 7e s CL 3,000l Qo1 |ag# s |Cl |3 0001
Qo1 | |ferare 2,000~ |00~ |00 | AT @iE 5,000]-

= I URCE I
‘{Olcﬁ g c[O]OOOl—

q =
q019% | IreprameE 4,000l QOIRR | TUTetreTS ¥ 500I- | R00|-

I AT
0134 Fm? C2 |9q,000l- 30134, ?g; ¢ T ¢ 9.000|-

NN ' o] '
ol
qoIRs | 9gF TER 200l

FIAT GTAT TAT JAGT, FET § AN



90130 | FiehT HIserd 3000l | 9%,000]-

(c/d)
STHT 5,000l- | 33,000I- |R00I- 5,000- | 33,0001- | 300I-
qqi09 | Frserd 3,000|- 9% 000|-
T (b/d)

RIS SfATH T @ T DISTH I ATRTAT HUFA TT HETF HIGGTT ATHA
gaaTgad FeTIe |

SIS~

. adE e Afq vt 39 e
() WETIE GETHTH AT AR |
(@) FETdeH AUEAFH THR AETad |
(M Sfae dre T Fhige A qqH & &l ?

() "ETI® Il JHAHT TEehl BRI e

>

~

e |

() TG qRTHEH TR TCTed |

(&) FET ATLEMAT TS IR TS5, AT |

(@) el ol HA AALATH TANT =g |

R, T g Biel S e
(F) FETd® qdHh I=y (G e |

(@) FETI® Tl TAR THH 3¢9 AETRd |

() S GO Al & &, THAT HATAL B FRIER & & 8 7

() @R IAHT AR & &l, THH gra AR THerd |

@) fasr 2 foenr fthal qieaeramr Jeterd |
@) foeq qieqert b IR g, T9e@! e JaR THe |
(@) AT AAEH TR TR ¥ TR (9 Ioord THa |

R00 FIAITT T=ATAT TAT @, FET <



3. qAE FUEATE GG (RARMT 9618 @iE @ar aur THae :
qTar q AT HET 9 Trg WEA GredTaTe @ikeE, At 7. 04

R0 T <@ fhara 9fd Tkl &. 3cl- & &

R0 AT A fhaTel Iiq Tebehl &. 3|~ HT &
IS Y AT I AT, ITedTaTe @i, dTed 7. 33%

90 g9 HUT 9fq T &I &, l- &1 a7

Y To9 Ufe 9fq @i T ¥ol- #T I
ST 99 | TWfave dTHTS WEWEe @ikE, dT9E 7. 4R0

¥q T TIH YT Gid Tehehl 5. qOI- &1 A

90 TS TSY i I99 &. 01~ HT A
qaT Y AT fae¥ 1 7R, geadare @fve, @9 7. 399

900 HTaT ATl TS Ui Tehehl . 31- T I

R0 o wERdT TR gfq 7 % jwol- # =

¥, frefeten srernT srarean @fee gfededt qar e
FIAH L Td oo 2199 (Rearare @iE, arte 7. 999
90 3Tl Dell F¥EX Ui FTH . 39,0001 FT WA
Q0 #TaT gwboie fYvax Gfd Twedl . 3,5001- & T
FicTeh U Td AR AHES Fqearare @ie, a9, 43%%
93 AT UPS 9fq Tehehl &. 2 %00I- &l &
93 #TaT TV Card 9fd Tehehl %. ,%¥00|- TeA

(T SATITRE FE 10%)

FIAH R0 T FFHR HAY, HITIRATE, Aol 7. 43%¥R

90 ¥TaT AiMER i UwHdl ¥, § Y00~ F aA

90 el fhale 9T Tehehl T 3YOI- &1 T

FIAT GTAT TAT JAGT, FET § RO9q



ROR

qAHT FAATE AeHT Fid= It faent qfeaswmn =gt ot @mar qaa
‘TF!@'E{:

HTE R T TG AL, FRAAATS [T, ot 7. ¥ oY,

0 Tl FFAEY A Ui Tehehl &. 3,¥00|- F XA

90 ATl AMRA I Ui Tehebl &. 30001~ FH A

AT 94 TT HAHTAAT BI=R dvax, galsTarg fael, disd 7. 9%
Y AT FTIRT o Fid Thal . 9,3001- FH WA
EGECRIG] Ffadr Furelt anfagers foshl, drste 9. o’
Y I Tg@l THH & 3,000\~ F A

90 I ¥< Tkl T. 5LOI- H T

=Iq 99 T % HTaT THH Tehehl &, 300|- & 3TA, &ToTb 9. 599

% ST E2HE THH & ¥YO|- F XA (TIAATE ATTNF T2 U%)

aa fezum wees @fie fmat gfeas™n TR
193 FATATHTSI S, dadTs hal, Sfae Al 7. <&

30 &SI AT i &S & 01- & & _

299 AR grad, 9 g &ﬁ_cﬁ, fee |ie 9. oz
Y0 &.51 fadT ufa .5 &, 3WI- &1 e

TAHRT FIOEATE AeHT BT IRt faat fval gftqemr seew
HE G Td o =R, dRIesTere e, shiee A 9. 4%

Y AT FFHER aqd i Thel & R, ¥00|- HT T

HE RQ A HARMHAT ®iA=R dve?, gdierare fharl, sige de 7. 205

R 7T &1 9 THH &, 9 U00I- F T

FIIAT GATAT TAT AGT, FEIT <



5. A fEIUHT FLELEHT ATUTAT ATUROT L Tedaht qaT T disad

TR
9T q A
9T ¥ T
MG & A
I Q0 T
G 5 T
ERICACCIRIC]
I Y, T

I 30 T

qT 7T HIITT %. 4,400l

AT feorehT TEHT F ¥, 0001

fersTelt #ege s &, 9,0901-
HiTER GE . 3,000l

ATl {qeeT %, 9,0001-

qaTe faTeprérers gamr & R,0001-
UHT qTHISATE YT 791§ €. §,000]-
YA ATHTT @R . q,3001-

2. frfafe FER @raReT T gfaEmr TEeTEg ¥ dise T6 ASTE

EERRIG
SEACRIG]
S8 Q0 Td
WS 9% T
BEECRIGH
SE IR TA
WS Y T
SE Y T
SIS 30 Tq

T 7T AT %, §¥,000|-

At fa.® @rg |/ fauswr & 93,0001
#faT @ftg 5. 30001

THIT ITeTe [T aATehl THH YT %, ,0001-
HTH Hedd a5, L ¥0l-

ATTFT TEAT &, R001-

e AT %, 3,000l

TS YT & q00I-

T =R TR 5. L00I-

Q. TAH FREATE SgF AZA WIH! TE [RAFHT TETSTR -

%19 AT
1Y AT
19 AT
%9 wr
ELRSI

% A& UIeaTd 3. 35,0001

FHTATATRT FTHHT AT &, 2, 000|- TG WRiEAT |
ATSTETId &, %,000|- &l Ih YTl HAT |

AIZehe @i¥g L =g HHRTA &, 4,400I-
T AIATS FHgRT TFAHT T, 3,0001-

FIAITT GHATAT TAT JAGT, FEIT < R03



1.

R.

R

0%

Qg AT
LIRY AT

LHA FHA GG T hgRT A &, R,000]-
ALHAE =h I %, §,0001-

TAHT FIQALATE WG TAT GE ATAA AR ANE AR TGS -

L9 |
UL AT
L5 HI
Y190 AT
LG
A9 =
LU HT
LURR HT

e GieaTd . 49,400I-

q,2001- & HF @i¥E

¥ 3000|- qAd EITH

LTS T Y . 3,0001- (P2 [&UH 5. R001-)
AT faahl FEHT %, ¥,000]-

TET ATST HFATHI & K00l

¥ 300|- YT FAR AqATATs Al . 3,000|-
TS Sge T T, 3,000]-

Ffeier AT W ffafaa FTaTeET A1t Sg aAr ge AEaatEaRt e

'{%ﬁlﬂ SLIEY TF@T‘[ :

q T qe dgF AoaTd & 49,0001 foT |

ERI| AT STHAT TRl &, 3,0001- foT |

R Afqarars faqad & ¥q001- H&H & ¥,000- F & FARI TI
fegrer =k i |

Y T FATATe FEAWTATId & §,0001- HI =k SR AT |

98 ITd g1z AiEATETE 9T gAY %, ¥,0001- AT %. Q04| G [GUx ot
THHEBT b Yo 94T |

R0 T T TR T. 1001~ FIAT TP ATHHRT TZHATE T 4T |

frafafea FOEET TE q41 TgF AgAAiaH TG qedant qa T Aea

e HISETd : 791G &, § 400~ T JIgF %. 9,000|- faT |
TS IS TTEAT TRUSHT &, ¥, 0001- f3T |
favelTs hare AqTadT fausr &. Y 000l- T |

T TSR :
q9 q T
T ¥ T
T 6 T
q9 & T

¥. 90,000\~ H AH GRE T & 5 ,000|- =F dTd T Tl THA

FIEATAT TSHTAT TAT AGT, FEIT <



99 95 Td

~

qu 4 Tq

>

~

qu R Iq

>
~

qu R Iq

>

e fafer |
ITATATS &, ¥,0001|- [ FTATT {FehT TRTSUHTAT &, 3,000\~ ATTH
EIHT AMGHT e 94T |

favema qTadr fRATamId %, 4,0001- #1 JF G q47 |
BY ATST %, §,0001- ShgR1 AF |
FTATAT FATATRT AN STEhaTe . 3,000~ FeRfFaT |
Udrd @RE T %, ¥0O|- FI(GHT AT AT |
(IAT : T HSTW . ¥,%00l- T 3337 Hisa . R, 000l-)

¢, fFEAREE FRERATE 1 AEAT T ™ F@geTad ¢

clq T
SI¥ a

cI% T

gI] A

slq0 Td
SI9% T
GIRO A

GIRR T
SIRY A

SIRE T

TS WieaTd %. 99,0001 T 99 HeaTd %. 0,000|- f3T |

¥. 95,000|- % FMHIT X T &, 3,000|- qE T Flhl THHB!
=6 ST AT |

¥ %,000|- SHFRT BTATST THIAT HAT AT |

SUTETE YT g THHHLT & Y 0O0I- P& HAIUR Flehl THH
¥, % Y0OI- &l Fh YT HAT |

%, 4,000\~ TgHHAT THEAT TRAT |

fasiTaT @ . q,4001- g T |

EHATAATS &. 40,000|- [THITHT 10% B FaTTT ATHT THHBT ATNT
= ST AT |

HHFAATTT ATEHT . L 00I- I AT |

FTATAT JATSTAHT AT . R, 0001~ FgHaTE (¥RFAT |

AR T [aSTell Hedd FAT: & 500I- T . YOOI~ TadTl (€34T |

IepITabETq

918 91 T R AT AET T TEET i TREH FROEE AT qgus Qe &
TR T A GlEdRtt qurd TEa |

FIAT GTAT TAT JAGT, FET § R0Y



w5 98|
Aoqotol WRIRI01

(Trial Balance)

9.9 g« 980T (Trial Balance)
(®) af¥=a (Introduction)

FITTAT JUHT JAd ANIF FRIARETH T
TR MRFFAG AGATE @ATHT gfafte TR |
IS, AT WIEAF JTafeaaT & Tecl AU &
AT YA T AGHIOIATT AT ST T, | TG
I TEE AT Ao AT F FeqAd T & |
FATq YU® @arhl Sfae Siig THH T Fhigd SAre
THH SRR G AT S AT AT AGATHN = T JAR TR [qaR0edrs 5 Feeqers
eI A | Sfae ¥ wfse Se T FH aRTER IUAT I fead qded 5F @ e
T Fiche | Feels YRIETUTR] ATIRAT faiig [qarues qar Mg |

J.R. Batliboi T @R @Tar fdrasr Sfaa T whiga Terer Hisards qeraard qwaterd
grar frdrerdT T Afe @ TRedl T TH GAR TR [qaR0 Fwqa aew a |
(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 #T 3@ ffv=rd safa a1 anfder awer sweaar @rdr feparemr et drearden
FETIAT Sl T Hhigedhl SIS STHATH SRTee] GE0 T T qaR TR fqawor 5
F=IaT 9RI&TT &7 | (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.)

e TRIET] bl @TATE®ehl AR &7 | TIHT Tl GTATe®dl Al=ad
HISaTd <ATgwa, | AT AR AT GTAT ETe, GTaTewed! qgardreaT I &l | THeH
HTIRHAT [ [qarues Tar Mg |

(@) Teqad TEIUTERT I3 T "ged (Objectives and importance of trial
balance)

(AT TG0 TAR T S@TAGHIABT 8T ToehT G -

R0% FIEATAT TSHTAT TAT AGT, FEIT <



(31) T AT AT qFar = T

(3T) B AT ATHT THATS IAT AMST

(3) At I [FaRe qaRAr 7ad T

(%) THTATSIART faaRorerg THTET T

(I) AGIAETFATS @l TETITHT FEANT T

¢.R T qeToT qardt fafa (Preperation of trial balance)
(AT TRIE0 TAR T SBTAHT q5 (419 I8HT S

(@) swt fafer (Total method)

a9 fafuaT g @rdrel Sfae ThH T higd THHHI SIe STFHT didwg | d=gHl gd

Tt STaahl SIS STFAT SRTaY Shigddhl Se STHAT TTiwg ¥ aRTeR 20wg, | 3l ot @rd
THATH] TEhl Tread |

(@) @iw fafer (Balance method)

7 faforar g @rarer =T At Hisard gfae a1 Hige & TLHT @ Afgvs ¥
AT SI€ STHAT g, | Sfdd T shigd TIKUH! THHE! A€ TFAT aRTay AT AU 1=
T, T aRTER AT HRIER (Heiehl Wi | ATl 9 & @TcTehl HioaTd Hedh G<H &l

fre v ¥ O feare faar wiieeg | a1 fafg srdr g=re=ar Wl 3 |

(TT) AR TEAUTHRT AHAT T (Specimen design of trial balance)

T IRIETUTH] ST (FAaHITTH Taahl B | AT =T Fwqeld TeTo qar T 99 fafgwr

>
@At qr
FA. faawur (@mEEH T™) . sfae = @iee ®.
q. I, @ T =TT XXX
2 I, aTided T gl XXX
STEAT XXX XXX
FATT GATAT TAT @, FET 300



(&) aeqem aderun gfae, #fge gv @m@EE (Accounts debited and credited

on trial balance)

RS, | A=A X0 TAR IT&T qHId T odls Siaedh qdl FA7, I T ATRMATS

Figedh E=g | I FREARH T MEF=Rd [T~ @rdres Ewgr | T @raees
S FRER ATFART TS AETATAR Sfae a1 hige Miwg | FATIH] AT TN
g AT T del @i (M ar 3

FA. faaor S AR T fae | @fee
'cary

q. i Capital qfr #fee

el qSir Rt Drawing L] fee

3 q& HiwaTd Opening Balance Twafa e

Y. e HeeTd Cash balance T Sfae

Y. | 9S® Hreea Bank Balance el Sfere

% T g9 fae Bills receivable et fae

. TR AT ST Building and Land Eepasiies =fee

. |#fET Machinery Fepssiics e

Q. | ®iH=R Furniture Fepssitcs e

q0. |HIE Motor Vehicle Eapaeitcy e

99. | =IEr Investment et e

R | Td Patent Lepasiiy e

3. |fafqe smEm Sundry Debtors Tt e

qQ¥. |fafag ge Sundry Creditors HIPIC Fiea

U, | EATAT aTeRl Outstanding payments | arfaca wied

%5, | oraErT AT S zer}gt[/ision for doubtful e St

R FIAITT T=ATAT TAT @, FET <



9, | T A= Bad Debts e
iz, |9gF R IR Bank Overdraft Fies
9_. | "I Loan Ffea
R0, |fadu TH /fae Bills payable S
Q. | gEmE @fve Purchase of Goods e
R | T Wages fee
R3. | ATST Rent e
RY¥. | qdd Salary fae
RE. | HaT Allowances fae
. | Administrate & travel N
%, | TTTEAE TAT ATAT @ 3fae
expense
9. | ge TEH Discount Allowed =fee
G, | HHET @9 Commission Expense Sfae
R. | =S g Interest Expense fae
. Insurance
30, | fa®|T quar fasmoa @= ) fae
Advertisment exp.
. | Printing, Transport f
. b ? a- and Fuel expense
RS I d Discount received Hfea
3. | = fawr Sales of goods #fex
3%, | BHET 9T Commission received Ffea
M. | HTST 9T Rent received #fee
" | AT T Interest received #fee
FIAITT GHATAT TAT JAGT, FEIT < R0%



JTEUT 9 : A GRISTUT (GTAT GBH1 IJTEIVIHT ATETTHT)

AT 79 qEAFH IS IR B AT 7. & AT TR RS @IAThT ATARAT Fe(el o
TEUTHT TART FATER T Fihes -
Joqetel GIRT0T
4. A e =. #iee &

9 RAIERCIS %% Y50l -
] ECURCEILI - ¥,40,000|-
3 a’&'@ﬁ grdr ¥ 5Y,000]|- -
¥ g |rar Y, ¥ 201~ -
4 ferht @rar - 40,000|-
% EqTehl @Il - 30,000]-
9 =R @ 9¥,000l- -
c T =R @rar - 44,000~
R X ATST grdr 30,000]|- -
10 SEERCISI Y,000|- -

ST Y,%%,000I- Y,]Y¥,000|-

JEETTT 7 : Feqeid qRIeTor

fepT MRIRT SATIR @IATRT AR AATTHT SETATHITTHRT HIoaTd TEHT T | T
HTIRHT T G TAR TR |

kSl RY,000]- | Tl q,000I-
g AR 40,000I- | @¥E ¥ 000-
CRIES Y,000I- | qeq 3,000|-
EECEIE ] 3,000|- | fasiI @@= Y00l
fersht 90,000~ | FHTH HrsaTd q0,400I-
IT
faa AL & A

1 |T 3Y,0001-

R AT AR 40,000]-

3 | ¥,000I-

¥, | dgF A 3,000l
40

FIIAT GATAT TAT AGT, FEIT <




'S forerT q0,000|-
<. STAT 9,000]-
9 gfve ¥ ,000|-
c. SEE R,000I-
. | fasE == 400l
Q0. | WHIHT HivaTd q0,400I-
STHAT 3¢,000I- 3¢,000I-

FITERT : I GRIEAVT (fAfaer sarHi T argEe)

AR TR ATIRFT GTATH AAR AITAHT JETATHITTHET HIoaTd @l T | TEAHT
HTIRHT Il IRIET0 TR T4

Rl 3Y Y 00I- | THTTSHT Tieard 40,000I-
REl q0,000- |fafag AT 9¥,000]-
IS HieaTd Y, 000|- |@ftg ¥ ,000]-
RALES R,000|- | Tddd R,0001-
AfaT e 9 000|- | a9 @< ¥,000|-
fafaer smarHT 14,000I- | ST 1%,000I-
[CASEY
faa faa=on 3. #. @A
Q. |de 3,4 00I-
Q. |faemT q0,000]-
3 a—g\zﬁ Arserg Y, 000]|-
¥ |TTe 3,0001-
S afawér Femr \9,000|-
% |fafae smardr 9Y,000|-
S, | FATTHT HieaTd 40,000I-
5. |fafag | 9¥,000I-
o. |@fre ¥ ,000|-
q0. |qa4 R,0001-
9. | == ¥,00I-
R |STTAT 94,0001~
ST %0,%,00I|- %0,%00I-
FIAITT GHATAT TAT JAGT, FEIT < RN




JITEIUT ¥ : AIAT GRISTUT (FUT TAT ST AHIAT HOH])

fafdTerT =R @TATRT AAR AATTAT SETATHITTHRT TIoaTd T8ehl T | TFeHT ATARHT
T TET TAR Tl

q:T‘ﬁ 20,000|- | GHTA®R! Arserd 8 000|-
EIECIIES 5,000I- | faehT ATRTHT 93,0001
3335 Hreard 90,900|- | ST ATETAT 3,000l-
e q,%00I- | =TS @=H 14,4001~
EIRENECIEIR 95,000I- | H¥HT @= 300]-
ey 3000|- | J9T ¥ 000]|-
oLl 90,000|- | @¥E %,000|-
[CAS LY
faa EREL %, H
q. LKl R0,000]-
2. fafag e 5,000|-
3 | ¥gF Hrsed 10,5001
¥, BRIES q,400I-
W |HfEd SR 15,000I-
T | R 3,000l
9. o 90,000|-
S | FHH HisaTd 9,000l
.| Tast TR 13,0001
q0. | =TS AT 3,000I-
q. |@fv= %,000]-
9. | =T @ q,400I-
3 | wHT @ 3001
¥, |dd9d ¥ 000)-
STHAT 43,000]- 43,000]-

AR FIIAT GATAT TAT AGT, FEIT <



1¥.3 A TLETUTAT TR (Adjustment in trial balance)
eI TN TR TREHTTE I HUHT FRIAR a1 Adad GeoTHT FHEE ga
TEHT FRIEARF] T THAE @ TR FHTAS T 875 | T el T
Tl FPRIEAR FAASA T FHEANTT Tl IRIE0 TAR A5, | FAEST T{aw

FRIARATE Aol TETTHRT AMMET ETSUH &7 | el FRIAR I [qrlemd] THENT

gfafte FMHTER wWH B ¢
THEH HRER qRE gfafe
Jfeaq HieaTrd (Closing stock) 3. afaw Hrsara
%, TR Erdr
AR\ sEaTr @ (Prepaid expenses) <. Afuw e @=
%, qEtead @
fa+ afer @= (Outstanding expenses) S, gHEfad g
ANH AT (Advance income) S, qEeId ATETAT
% AH ATFRTAT
AT ATRRTAT /T & @bl ATFRTAT S, AT AT
(Accured income/ Income earned but not received) | . TFfead ATFTHT
gre%adr (Depreciation) T, gTEHadl
% FEtad fer g
¢.¥ AT qeq = g{18TuT (Adjusted trial balance)
FrAT TRIETUTH AT AT(eY IRGUHT HRISR AT Tl TLIEVTHT THAL 57 SLFT FRIARATS
FHTEET T I TAR JIRA I IR 0elTs G deqed aeaTor Jidwg, |
JARNTSId Aoqetol WRIZT0IDI olafell
w8 | faawon HEAAT qeqe TIET0T FHTESA FEEAA qgem et
( N EEE #fers e | dfes | e #fee =
q. Erpeviioy XXX
3 |EfrE XXX ATfYEAT W
3 it XXX
¥, |@= ¥ e XXX
G XXX
ST XXX XXX |
FHTITSTH qedAl AT
STET XXX | XXX XXX XXX
FIAT GTAT TAT JAGT, FET § ESE



TR qeqe qeT0T qaqme ard Fferan
FLUT § FAYIH JYAHAT [GSUHT @rardel vdrs dAqHENTd e IRI&T0HT dAferd T

LT R AT TR AN FRERATS (HIHATAR AR Hedd Afqe@ T, a9

TROAT TR G T
THEA FIUET qedl WITHT gfafeE qrfeAr W gfafe
| HIsaTd g T dfgg g werar |
(Closing stock) @rsd
(Prepaid expenses) @rsd
(Outstanding expenses) @3
qNH AT FHigaH @3 TR ATFRTAIHRT STaaHT
(Advance income) @rsd
EISEEEIEART Steaear T@s TR ATFRTAIHT FhgadT
(Accured income) @3
gTEHacl sfaaar @ Tt feax Feqfaer
(Depreciation) HiSTHT T@r3+

IXOT 3 AFAANAA T GRIEHT FURT @Il THHAT FHTATSTT HETH] TUH
gfaftashl STE Terg T FHRINNT Frdad Tal qar g | T SE b3
T TR a9 ared T

(®F)  AFAANSTS G TRl Sfead THAAT FHTAS gtaftaedt Sfae T 9 Sre?

(@) AFATANST A TeHl A IHAAT THIENE Jiaieadl hige IHA 9T
TR FHTAINSTT Al IRIETTeh] STHT @3

([ AFHTANST FeqAT TEATD] hiSe IHHAT THTATST Gafadl Thige THH T e

()  AHENTT AT TeAH] hige IHHAT AN Jiaias! e T 9T
TR FHTIINSTT Tl TRIETITH] hiSHT @I

QY FIIAT GATAT TAT AGT, FEIT <



FRTEIUT 9 : AEIANAT TqAT GRIETIT
AT STRIET AR @TATHT AR HATTAT TETATHITAET HISaTd T8 S

q:T’ﬁ- R4 000|- | YT q000|-
EIEEREEIE I qoo00l- | @fva ¥000|-
GRIE L 00|~ | T R000|-
g% WreE 2000 | fasTaa &= 400l
EED 10000|- | FHTTH! HIwaTd 40,4001
qq AR
() HIGAET SATSIHT gTHHT & L00O|-
@) faq st e &, 3000|-
AT TR : A S TeTuT
IAY
a1 I JARNGIA Joqetol WRIRToT

JEHTANAT TvdeAd T IeTuT FHE A FHEN deqem TXeT0T

faa feraor = b
. EH FH(EH | S TEHH | HH | S A %, A
9. EEll R¥,000I- QY,000I-
2. EIEERECIEI 90,000|- Y 000|- Y 000|-
3. BRI 4,000~ ¥,000|-
X g HivaTd 3,000l
Y. [EE 40,000|- 90,000|-
% SgTAT q,0001- q,000I-
9, gfeg ¥,000|- ¥ 000|-
I~ GEES R,000|- 3000|- ¥,000|-
. fasa= == 400l Y 00l-
q0. | WTATTHI HISETd | 90,4001 0,400
STHAT 3¥¢,000|- 34,000~

JATATST
ARG AISTREPT BTEhadr 4000|- 4000|-
fa=r =t aoer 3000]- 3000|-
STHAT 5,000|- | 5 000|- 35,000|- 35,000I-
FIAITT GHATAT TAT JAGT, FEIT < 9%




JITERUT 7 : FHANAT TqAT GRIETIT
TS AT AT GIATH AR AATTH SETATHITHER HIZTT T8 B -

Ll 3Y,4.00|- | ATATHT HIsaTd 40,000I-
ferht 90,000|- | fafaer T 9¥,0001-
g HIwaTd Y, 000|- | GTE ¥,000]|-
< R,000|- | A 3,000I-
A AR 8 000I- | fasTa @@= Y,000|-
fafaa smardr 9%,000|- | STl 94,0001
g AT
(@) afeaw HrsaTd %90,000|-
(@) A AT & 4,000l-
AR TR : HEIWA Geqad TXeTut
I
ARIS1 AUToid! AARNSTA Joqetol WRIRToT
EEEIDIE] SEIPIER]
faa faarur Hre TR T A aLETuT
S THH | H THH | S THA | A @EH | T THA | H T

q. LSl 34,400l 34001
2. faaT 90,000]- 40,000|-
3 g HieaTd Y,000I- Y,000l-

¥ e ,000]- 3,000]-

4. #iaTdr e \9,000]- 8,000]-

% fafaer smamdr 4¥,000I- 94,0001

<) FTHTH! Hisard | 0,0001- 90,000|-

c. fafqe ameemr q4,000I- 9,000~ 9%,000 |-
Q. afvg ¥ 000|- ¥,000]-

q0. REE ,000]- R,000]-

99 fastro @ = Y ,00|- Y 00|-

SATAT q4,000I- q¥,000I-
STEAT %0 400|- | %0 Y00l-

FHATSA

afegw Heerg 90,000l- | 940,000|- | 90,000~ 90,000]-
afry T q,000]- q,000]|-
STFAT 99,0001- | 99,000l- | 90 Y 00|- 90 ¥ 00I-
A% FIIAT GATAT TAT AGT, FEIT <




FRIERIT 3 : FAANAT GqeAd qRIEToT
fafameer =aTa™ @IATHT FER AATTHT FETAGHITTHET HISETd & S -

Rl R0,000|- | THTTH HwaTd 9,000|-
fafag @mg 5,000~ | [q@l ATF=Tl 93,000|-
aTF AR 90,900|- | HFT AT 3,000|-
< q,400I- | g9’ G q,4.00I-
HigTE Free 95,000~ | fear 300-
broa 3000|- | ddd ¥ ,000|-
O 90,0001~ | @ltT §,000]|-
Jq AR

(&) SAH TaHT SaRarr T q00|-

@) e S T 400l
TS Fefere TRE0T qAL TR
IAY faforar®! AerR_NfS1a Aegeter WRigToT

HEHTAT e THETUT EIRISC] TR G aieTot
faa. ferarm T FA | AW | W | W | T w@W | A @

q. CET 30,000|- 30,000I-
R fafay =18 5,000|- 5,000|-
ES 3335 HrsaTd 40,900|- q0,900|-

¥ TS q,%.00I- q,%00I-

4. EIEERECIEI 95,000]- 95,000~

% Sroay 3000]- 3000|-

9, Ex 90,000~ 90,000|-
c. ATHTHT HIoeTd 8,000|- 8,000|-

Q. ferehl amaTr 93,000~ 9R,000I-
q0. FHIAG AT 3,000~ Y 00I- 3,400I-
19. afg %,000I- %,000l-

. KECILRCE] q,400I- q,400I-

93. feram 300]- q00I- 300|-

9%. SEE % ,000]|- %¥,000|-

STHAT 43,000]- %3,000I-

SEIPISE

Atqe AT T q00I- q00|-

ST HBrAFT yool- Yy 00|-

STHAT %00|- %00|- | 43 100I- 4,400I-
FIAITT GHATAT TAT JAGT, FEIT < B



9z

SIS~

qHT JEAaR! A Blal ST AR

e qLeq0 oAbl & &l 7

e TR Tl q5 I£9T AR |

T Qe TAR T fafg & & g 7

9 fafa aer g=re=aT W T, f 0
TeAAT IRIETTH] i T hige T&THT g AR FARATCT @Tarehl AH JTeTeld |

THTANSTT T AT TIET0 TAH & 2 7

AT JEHT Bl IO AR

(P)
()

e[l GRIET0T Fe{ehl & &1 7 AT (qar b qar e ?
THANST AT GRIE0 TR T =107 == TR |

TAFT TEAHT ATELHT T TLEAVT T TR

F TF FAAADR] AR HATIAT GIATH AT T@TATHITH TEH B
THHT ATIRHT FeqAT IRETT TR TR

(P)

()

feraor & faaor THH
ElTrﬁ' 400,000~ %1:}(—117?[ CIEal 30,000~
T ST ¥,00,000|- | Ig&F HIsETd 4,40,000]-
T FATehT 50,000~ | faaT 4,190,000~
gisarq ST Y0,000I- | faeT fmar 3,000I-
CICIE q3Y,000l- | @t Y3,000l-

T TS ATAT LRS! AR HATAT GIATHN AISaTd T@TAAHINTH TEH B
THHT ATIRHT FeqAd IRET TR TR

faaor TR faawor TFH

9Si @rar Y,00,000|- | FTEATHT 5Y,000|-
GIEE] q,%4,000I- W‘I’rﬁ el 3,000|-
ERIRT ¥,00,000|- | I HieaTd 9%,000]-
Tatae qE 9,30,000|- | A 34,0001~
faqa= | 90,000I- | fashT §%,000|-
gfvg fRar q,000]- [EEIREXNII R,000]-

gite %0,000|-

FIIAT GATAT TAT AGT, FEIT <




(M)

(%)

IaT Pleg WP AR AITTHAT GTATewed! HIoaTd SETISTHITTH TEh T |
THHT ATIRHT T &I TIR Tl

faaor & faawor A
‘iiﬁ grar 4,00,000I- | faanT 2 000|-
AT 5Y,000l- | G& JaH 300I-
EEC 30,000|- | HHGT @I R00)-
TR &2 q,000|- | @ftE 5,000~
a?:EF HTATSTTE 4,000\~ | B g1 3,000l-
I G 3,000I- | TS AT Yool

TAHT JYeE FHET Tl

4. 39 =, 050 T TY BT3H JUAe TRITHT (TR @rarearer Juees
¥ Afafvad STAERER ATIRAT TR A e IR Ier

EIREK

A

HATATHT
TS @
gfvg fmar
gfg

RGE

ATST HHATAT

qle

>
Q

I HISaTd
[EEAREXII

FHTT (Higd)

EE
qq SR

() w8 TieaTd $.90,000

(@) qFIH T el qAT . 4,000
(W) AH HHFT I %, 3,000

FIAT GTAT TAT JAGT, FET §

3,40,000
q,34,000
3,00 000
94,400
33,000
§,00,000
%Y,000
50,000

¥ 40,000
q,%¥Y4,000
3,00,000
G¥,000
30,000

543,400
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<0

3 ¥9R, 050 A FeadoigHl 468 wrddd JUded TRIUH (TG
QTR ST ATIRAT FHTANAT T IIE0 TR e

feary eafq 90,000
HreT 5,000
FHHAT (Ffgd) ¥ 000
qTE 99,000
FATAT G §,9%0
ATATHT 93,400
faanT Rt Y0
e 9,34,000
IS HA v 000
gfvg fRar 3,000
TIET HUTH! ST 3,000
SGTAT T AT 0,000
T HreaTd 9%,000
EE ?,%4,000
qe HIwaTd (R09R1¥19) 43,000
S I 3Y,000
Iq AHERT

(@) fer grafaar erasd
@) AR e ¥ a9

M ofeTa A
(

)
o) Hfvdw Hisard

39 R, R0R T FHWT [a57d BT I TR [AFATArgd @rererarest
TYEEH ATIRAT THTATAT Tl TE0 TR I

qoeh! HIeaTd Y,000
give %¥Y,000
g I 9,400
BRETATR] ATST ¥ {00
SgTT T qdd 93,000
aftg =g q,R00

FIIAT GATAT TAT AGT, FEIT <



fera 3,500

ferant 5¥,000
TG 9,000
TS gred 3,100
fafay =aar 400
feor guta 95,000
90 AR
(@) fer Feafaar gl 9u%
@) ot famr & Y00
M a9 FAFT FREHETR ATST . 3,000
¥, ] IHER @A TS geAd | I AR Gl AUl Aeled qeraTo
qd g TR G
oqetol WIgToT

A farawun Qr.aTA. sfoe wige @H
q. it %R,340

R FRETTH ATST 5,000

3. P! HIwaTd 8000

X, SITAT 95,000
4. qrs 90,940

<. aEEF Hrsard 93,000

2 fgare |/ 9T RY,000
s |daeF wfufaed 5,400

2. gfg fmar 3,000
qo. ang 30,000
99. feor qwfa ?

9. SRRl 90,000
qz. EE 9,90,000

STEAT 7 7

Iqq SR

%) feoR FHRAHT gT®adT €. Y 000

M) fa9 ATl FRGTATRT ATST . 3,000

)
) HHH ST AT %, 4,400
)
) AfTH HISATT &, 20,000

FIAT GTAT TAT JAGT, FET § 9



Y. 3 WA, 09 T FWT faweE geEd Sudsy gwT fAfafan amede
AUEEHT ATUTCAT THHIWA Teqes TET0T qITE TR -

qoeh! HIeaTe 9,300 | @vE 20,000
A e G500 |afe feat 3,000
T Arserq 98,000 | fqsTg 40,000
SHTET R9 000 | HHEFT I 9%,000
q09 %0,000 | FUTHT =ATH ¥ 4,00
faar @= ¥,000 |fa@l fRar %,000
cEE 3Y,000 | YSiT 50,000
IR &= 5,000 | &g 2,000
FHRETATH] ATST ¥0,000 | HTHTHI 33,000
g2 I q,000 |G T&H 5,000
A Yoo | HfETd 10,000
formr @ ¥,000 | S 30,000
forepT 4,%0,000
Iq AHHT

(%) A gT&dadl & 90%
@) afw HHET g T, ¥,000

@@ fa= =reer =TT % 4,400
(&) fad Hreard ¥ 3,000
I(o:X% [oaTo7 /']

i, wwufa, e, aifres T smewieT o uEsiier STOEE WiEY, gt T awden
TUE0T qR TR |

R FIIAT GATAT TAT AGT, FEIT <



IROR]T I=HUOTIell

(Government Accounting System)

q. srfeqary aifea

3. Afe=RY I rfeeree &=
wfd T @ T

3. fo@ watdaT (v WO

ICEACERIPISCIE I BT BRG]
FHFAATATC TfAfF T
TIEE e fHersa

TS @I SHE qAT
T < :

favtw == ar e e
TRl @ AGH! oA
HUTE T Ifaa Ag

FEET THEFT
FAG BT T TEq@a TS il S e e
FHATCA TATOT T SrferTymee
AafE l NG TN,
R e T
¥. AT @i S, gferan T G TRt @
Fifgen frdie qame = HFAHIHT AAHEHT
1 T &t T e
forama a1 O TR
SR ST FAT T T e
g, AAAA q@r GIET0T 1
%. WiEaT{l qa A, Q. TF ATAF
FrA. A qan awEw a fws @
Tt G o, FLAFFA srafew s gheTuT e TG

FIAT GTAT TAT JAGT, FET §
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4.9 LRI A@T (Government accounting)

(®) af¥=a (Introduction)

TWFRT AMIF FRIARE! @ AT TFRA  ATATAT TRl AGTIUTATATE  FLRTA
A@IIVTET 9w | fava SgehdT FMAR GHUATH] AXHET A@TIVTET GRFIRET AT
AR ATATE e, faeauor T, afieheor T, TR T, TR T q91 AT
T giRAT BT | AR A AR SEIIUTE! AR FE JAT fgcaaraear aef
I, qHRATHT, TR, STANT ¥ [AaSTaaF el FRER T97 d7 ANdE TSATH AR
gfafawas = uf@am & ("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.”) |
T IRATIAE GRFRE T AT THRET ATIR BRI T@Tgeh, FqaaT T Giaaae
STANTHEHET FIAATE AXHNT A@IITAS THES, A L &5 |

TIHN AGIUTATS AR AT AT HIThl AR T GEbl Alor@ Faedd T
AT LT IS, | TXHRFT o [HT T TEAT Te (Fgied ¥ sr@naradr Amanfed
T @l Mg | THRT @YU AT AT F BRIARE AT T TATGH T
TRISE | A FAAT TFNT (Aebraars fafaeT Fifq aar drse s ¥ o faq saamrr
ATIBA T FAATIRTATS TSR THIT % HAT BTHAT FANT TUHT B T+ AR feTe
JTANTHT ATSSA | BRI Gid, T T FFITAbl ITANTRT TEGH] TRbRA  STAATITT
IO |IA T AT EGHT TRBN] AGTIUTAT TEw |

(@) fadisatEs (Features)

AIFR] A@IIUTATR] AIRIT AT T TGP (99T g | FANAE  qAT BT
ATATTHINTH G ol JebTIehT b qIT ATRTHT Goehl wi@rgeh T¢I (g gfqae=
TAT T ¥ IRTET0 SHEATeR] HIeHaTe AHIET ATfde FeE qraql RIS AT
SGTRT He [T BT | AT @bl T (F9ar FeTEe S

(37)  AAaTe &Rt (Directed by law)

(A1) "RHET FHEAT (Relatively uniform)

() FRIEARS FETSTAETE T (Well-documented)
(%) FHTATSIT I¥aT (Easy to consolidate)

NN

(I) TRERT <@ Arariea (Dual accounting based)

¥ FIIAT GATAT TAT AGT, FEIT <



() ATRT Aeaar (Non profit motive)

(F) Feieare Harra (Guided by budget)

(T)  YARTHT FIam (Simplicity in operation)

(@)  IReTIE ¥ gRERTar (Accountablitiy and transparency)

(3T)  feaRar T @=raat (Permanent and flexible)

(T) I3 qAT "H&ged (Objective and importance)

GIHT] AT GIHRBT ATcAehl I T ITANTHT TSR TN AT TAT TS TREferar
FAT JALENIE T ATIF &1 | FRPNT @bl THE 3¢9 AT faxiiar Qe &1ad T9
FEANT TATIT &l | TAHT ATARHT AIRRT @Il [FAarad I¢9d Teehl S -

() FIPWT ATETA JAT Gelebl ATTE TET

(3T)  SSTeahl ATHITAT 6l THNT FRIEARATS AT T

(%)  FXPNT HITH JATd Feafqel AAFRT RIS

(%) TXHENT G, I, @9 AT AT D] FALATIT ¥ FETTHT TEaRT T

(I)  HATafds ®TH] g fqaro Iuaed Wrsq
(F) FrEsied FFafde! TARTH ITRaMIc Tiad T

() AT A0 JAT @ ILIETTHT FE AN T

(@)  JHATIHN] FELATITH] FedRT T |

(&) g F@muTEtE faga (Principles of government accounting)

THTRI AQGTHT I AT AGTHT ATATIT TRTHT (GG AaRAled S | ATaAIH
AT TagTeepT ATaad TRERT J@MHT 99 el a7 [Fgd A Tad GRahRl aaTdrg
faftree @wy o waq oA | A1 fETes MeEr 31

() HIAAT FAr=aAdT T BIAA GRATAATRT TG
(AT) BN B AQTGHAH (TG
(@) ole A= T gl fag

(%) TS qAT @ AHTRRURT AL TSR fagre

FIAT GTAT TAT JAGT, FET § EEE



(I)  gUrAr T FHISZATH! (g

(&) foxira faaorar gesaarer fagr=a

) faxirr gavataae fagra snfe |
AT T@THT T FLHTT AGTHT IT @I (GgTw T ATLROMES TH
=5 B 9AN MR | BN FRIERE Thid T IiRdr 99 Aaeiaar
FRF oA |
YR LR T AEQTAF AGET e (Difference between government

and commercial accounting)

TIERT T ATAGNIE @Il [agT=, aTear qor sareesd AR S fauadr 8% gaqsq
FUIAAT TEHT &7 | ToHT FRIARHT IERT THIEHT ATARHAT AT e, (v srafer
AT AT ATPT ATARAT IrTaae TR, @ el TIT FRIAR T fafer I&T 7@ e
FATAAT TEehT el | AT TP @l ATTHATIF A@IAT HIAAT aehUTel HH ATl
g, FET FraslAE ITcaddd, ATTITAHATRT I sl [6d & STl HAr qe
WH B | IR T AT A@THT g & (e (A Tar e &

foeaTaRT &= qEH @ EATUE qEn

SLED] IRERTAT T LT FIAH e, | ATRT AT AT RIS, |
ATRT STSRITT AT §a |

FAA Sfaam, y=fad tF Maw 7 | &FE|d MaE T #AF, 99T
TEFERT TS JUITCATTHITTH for ¥ wdfafs qar  SEaEas
FATAT & | AT HATR] THGTATHITH FeATA

T |

e TTEHT AT FEIafad i e | T8 T GEwdl g9 ATIReEr o
TATAT g | faferar smenfa g7 g |

2] THN] G Jad &7 FHeg | | Aiaa ATaqias & ¥ SFaaraaT
AT T FA=aRIeT WRAT | FFleId & G | ST ATaanad
TAAT B TR Gl AT, | | FEITh] A@TITATIT AT B |

TGN G | AEASAE  FAAGRT AT | WA ATTANIF AGTIIEAFFRT ol
MRUGHITTH @@l 90 e | T g ¥ ATadasd  GArSTTHl
7 yfqaes rEasiaE g | A ST &7 |

RRK FAIAT TATAT TAT AQ@T, FET



facira faarer | Mo| #AgRT iU | ararard, AThT AT, deqe aeer

foirg faeRue® TR Mg | | ST AEEaE  GAAHAS ol
JHH] FIFEE AT ATHT | Giqdedes TR TG | AIHTAR
AFIAH! e g TPRH | T FATLAT ITET 573, |

JE® 913+ diheg, |

LRIl TR ol @l AT AT | G ATAANIF ATAHAT T T
g9 T TS | ATATTHT BT g T @ T Alehe, |

LIECT] At gtaasd,  gETer | fadir gfqeadsd A geargsd =

T FIATE AT TR | (b, | HATSHART H S TR T
HATSHA g7 | THH ATTSAT | GTRAT TR T TFS; |
JehTd TATIA T |

.3 AUTAHT RN d@rhl faw@swd (Development of government

accounting system in Nepal)

TATAHT TP A@TIVTEATRT AT FEATT .9, 3000 AT YA LTI AT
TUHI ITev, | [4.°. 005 AT Ufedl 9o IRENI ToldgRl IIhl AT Faredd
T ford | of@r TeThl AT 005 FTTH HET@ITeleh! TTTAT AUH! T | eagais
ETETETH STIaT AU ARFRET TETIVTEATHT [T ARATST T4T R TZhPHT B, | TITHT
AU A@TIUTATR] [TRTAH D TSI SATHHRI T I&Ad TRTH S

(<P)

TATAHT TXFRT AGTIUTCATD] GHATT (Ao aebTerdre TUHl A= | [T=giaeraa
[ST=iT, =HaT ATl TFRT ATTHT FOAT [dgeal T PRI ATFare g AT,
Az fAHoT, atfie #1d anfedr @< g |

4.9 959 A1 TN FHl feqrd fhdre e ATdess! TARTHT AU (927 | f9.9.
159 T ITEd qIT GUMHHI oAbl Alqer@ TeT AIS ST ToAATHT ATl |
ST, |

fad q2W ¥1 fFare@mTer TYAT AUals;, AN q@gueid bel eaaied
@& qTUH! (947 | fharaaTTe TRHl FHATIH! TATEH AT T Irewdh qod
farazorerr AfiTerg e |

fa & 9938 AT @ER TUrawier TITET S=AT TUTeATsh! faehTe ¥ | el AT T3
ITHTAT ST ARTHT IR AR ¥ Q1T ATAT AR @bl Aqeg Rg=ar |

FIAT GTAT TAT JAGT, FET § R



@ fa¥ 9R%s A1 BRI IET GO AR FAT | TFAT K9 AT [T~ R JsiEr
TR ForaiT | T YOI SATETRa IR AT g7 YUITelreh! (et Tg Hrar=a
RETIH FRAITH] TEH (9T |

@) A" 098 AT WWERI AT @EIEer (Frafaty) Muwes 9w 99 | a9
HTITHT FERT FFAT TUTATHT AT TRATAT ST FUMATR! T[T AT ST 209§
= 3 AT ASTETE HET qE 2099 A | 2@ FEATT AT |

(@ R099 AT R0 AT TEd AR AT THGEH FHA (THGrdrd STAXA, IAIFd
AT FEHFT @l [, ATHATATERT gtEa T USAID 1 fa919s) o oo fawdedr
HAIAILHAT FiTaad T T | I&q Tiqdaded 3095 HIdeb 95 T AR TR
oGl grET ATCHE ASIETE R095 =T R I F4T &l JUITETeRT ATHHT kT 78
AT A, R09%IR0 M@ ARTHAT ¥ ARV F=aAae FHH: FATGITAT ATAT | 79T
AT JUTATHT THT THIAAT GRS &4 aTAdqeq i HrEr=a=a1 Wl 3 |

() A ARHRA 089 AIE 30 HT FUTA AAS(AE &7 @ Slekd T=ar | AT
AT AT, R0%R190 G FTATEATHT ATTH B |

(+F) fa.® 00 AT FUTEH AfTUTH AT TE AUIAATH! ATTRUT FTATEATHT ATTAS
TITAHT FEAT JUTEAT I TGAET ASUT STATHT BT AUH B | TG ST=THT
AGTYUTCATR] BRI FHAAT R09% Flicde q A Tebldhd ANGF Tgebd,
TR T SATRAT R09% HETerdl TIaThaTe Fidkd waT |

() AT ATESATE & AGTHHT AT 5 TSI GXAATH! d1F d8 (S, Ja9T
T A TE) W AT g T TAT GRERT A@T BRIHET TSHT T8 0%
ST 9% AT HETa@l UIeThale T@led AUATAR BT ATl AT J&AT JuITedr
FATIITHT TEh B, |

(@) ROSY AT Y Tl HATIREEH! (AU Tahe &9 @rar (Treasury Single Account-
TSA) AT T 99 T faa |

. ¥ AT fafi= T AT J=ERET T A& JUITEl T ATT &t Tt

(Sresta system and new sresta system in Nepal at different times)

(%) aTfae et dear quTret (Wasil banki sresta pranali)

S aAfebl IXAT JUMSAT UhleRI S&dT JUTATH] AT GRAT I&T ol &l | a9
JUITEATHT ATFRTAITheb! @l ThTddidehl THTHT ¥ Goehl of@l AbTafdehl qTHTHT G- |
AT ITST BIAT AR @bl [edia A AMGUHT gl | BRIARS q& T ATH @l
UISl BRIFHAT ThUdd HIF JAMGeAT | A=TA] I8l AISEIddrs aiae sl Wi |

Re FIEATAT TSHTAT TAT AGT, FEIT <



I ST (a0 T3S qTHATHT THTSLT TR | F&AT fqeRor § AT @bl gfeqae
WE T | T YUTATHT fa.8, 959 AT JANTHT ATH ATaeesl T 1598 AT FANTH
ATTHT HIS TSST ST&dT & JHE T | a1 afeqd «@ TAEs Ted T qiqaad T
o gurTedr forue |

(@) TITET &1 quTt (Syaha sresta pranali)

TATETAT AR A@IA JUTeATR] [qehT&eh 2ol TTel er@ratg Jurrell Hewaqu gafhal
B | TR, R uan fa=dy enfewr fafaa wwar afiem er Seewe 4, 923k @1
GRER [Urael T AU @IS Qe d@iiard Tl Al | DIaTH dAffadss
AMETHTATT ATATGATs Tehlhel T Fevel Tars] ¥ sATToraeshl ARieT e gaiea! Tt
=2 | T SRarfatael Joeiiets fefdfad e ARTHT 9IS T 98w,

(31) &M@ (Syaha)

STt JOelreRl WAatHe FRER AfTaE gqm fhdre TRt SeRaT aied e, |
TITET 'T' Tl &7, | STEf ardidh AT ATR=T ¥ Sias @9 SETgs, | e 9l
dre @t afq afq=ar | feAfe TmeTs=aiTd JuTel TS (AT3) oTg 9lE dreHT s
ey ¥ WTETRT g1 T ATIRHET U T I STaTehl daAfaR ATETHT /@9 T Fiehl
TEHT THHATS AfGeT | SATETA~T A= d Gl ATRTAT bl SIgh] Hidh (Hbrel
T gl AT 2HaTs fafaars afes wia=ar | faraerr fafde®r weywasa qmEeT T 35
g AT TgATsH fafuars afest wiaea | @mera=aea fAmfafad aF SRERE e
FT TET TR TT=AT |

(i) TSI ST : VG AT ¥ A8 @eehl A1 ATqg &
(i) FoI=dT et HrAd FATSTAET AT Yo TUehl =T arareent sAfiyerg et

(iii) @=rdr =er : fafa=r =t T T av emEETe urd g e’ T gwatde
A qerE e |

(31T) TETSt (Awarje)

ATATS &1 | ARRT A@TIUITATA i T G TR @TdTehl Ig9d IR T ATaTSl TAR AT |
TETHAT ATAAE AMGURT ATRTAT T @aehl Thedrg aif{eeor T ATars] qIar
IR | ATATSTATs AT TSl T @ ATaTSl T 5 AITAT (a1 TRAT | AT
Arars fafa= ofii@are o &9 Fd ATRMEE @Al | @d s [dtae
ofISFHT TR @bl Fd Goals a@g=aAl |

FIAT GTAT TAT JAGT, FET § R



() gaE (Dhapot)

SR BRI A@IIUTATH] ATHAT Fwafd, dSi ¥ Moea FATE T ar&dard Jar ar
T B, | I TR @Taie JuTeie=aid Toie auel A-qTar qar ik dfqera
TS 21 | AfeaaHT 9TE, FTwT, eRIET ATRRTHT T @eehl AIRIAThT TIAT GUIE TAR T |
TIPURT HTH IR AUATS TAR TR UIEATS BTH THTHT gUIE Wil | Tedsh AfewTeh
Afeqaar feama frama avs T ST qUR UIRA @Uiearg "I JHTHT gure safeeer
A Jcdeh FUHl ATHAT feare faraehl AR a1 qiqded TR 9+ Ieed qdr arie
TATCATS T THTHT g A= |

(1) WA &1 ot (Form sresta pranali)

TR T FRIAR T AT FIROTT TT&T SATET JEAT TSl @I TR ATE ST AT I
HEdd AUH! (997 | (4.9 3% AT BRTH FXAT TUMTCATR! TSTHT T FAT 2T q1] TR
S | S TET YEATHN Gfeddl qRaae A Alehes, | ATaehl AT HTATATSHT T
oy | @ a1 Al ATFelieed ¥ WA AFAUH gAT ATH THIAGF TAATHT AT Al
TIET AT YU § HH e AT | TGAT ST Y T BRI JIRT TRUH 7 |
TATE TS AT RIRTH AT JUTE qi A= |

(&) HFAT &1 quTet (Bhuktani sresta pranali/Payment accounting system)

AT AT JUTCATRl FEATT TIHNT Goaea=dl (Frfafy) FMaags 2098 &1 ATIRAT
fa @ 2099 AT AU BT | AT FEAT YUTEH IERT A@TIUTATR] (GgTeaaT ATanfed e
ferait 1 T FaT YOI AT AUAfE AGANTHT TTET FEAT JOTAT T BRI G&AT JUTE! 2SS
T qX TFATAT G&AT JOTAT T HTATATHT TbUdeh AN ATTHTA T AH IR TTeT
T BRTH IEAT JUMTEHT F FoIAHT TEehT (a7 | qFael I Ui aoie AaTeehT Geieh]
AT T TET | AT GEAT U AgTiwaeh ¥ AT &IHT AT THT AN ¢ fepfaeept
F{EATS T@T TP ATHT GHIGH FTIH T b 7 4.8 095 A1 a1 @Sl 95 44t
FET YUITAl AT ST |

(@) Fat dwar guTrer (New accounting system)

I J&AT JUTATAFT ATSIRET IT JTeAeh] J&AT JUITell A edd &TH] (b THTHR
FITATS QT TN qHT ETSal, ATEF TaH ATTE JEAT JOTATH! THAT T IETA
3099 FTe HATH R0 T T @ FAHITHRT TST AT | IId FHITA H(e 355 Gl
HATTLATA TAT FEAT JUTATRT SrATAETHT TTcTaae IF TAT | I FfcTaad HrA== a1
TS HeT@IIRIeTehel bl [qURTIRRl ATERAT ITHRA 095 oA =TT 71 I
JUITCAT TR =T | AT YIAT YOTGHTeh! FIATadd AMIF a5 R09%, /30 a1 g% 947 |

RR0 FATAT T=ATAT TAT AGT, FET <



AT FET GO fafTarSAdsh 033 /% FIET qU FIHT AN HAT | TFATIAHR! [ST741
YT JUTAT 2030 ATH § Tl ¥ A1, R039/3R 2@ Arasive 0T T It J&
FATITAT ATAT | T JUTATHAT 0T THTAT TRATSAT &9 TATEH IIH BT TAT I8!
B | TAT YA JOTAT IO, SA(TF TaH IERT AGTIVTEAHT TR |

(=) smerfaa ear quTret (Modern accounting system)

TAATF & AQTIATATHT qUHT faeaeardy faeraesr afgear sauromars qwdy {91
YTFRS I AGTHT ATSH ARTAT 088 FT 30 HT qUTA ATAS(HF 47T @
Hehd AT | ARG AT &7 @A T 009 HT ATIRAT JqTe TasiiAeb &
FGTATT TIR TRUEHT &7 | FUTA GIHRB! brald @l T A@THTAR HrAag= AT 4.
R0%R /%0 T FE AT 093 /\9¥ FFEAAT T ®TAT HAFITHAT ATTH AT A@IATT T
JAT T TEHT 909 P g | 4.8, 2093 AT Furars! Hfaard Jey 98 Ggu e
FTATETT qUafes ATfaehehl AGTIITATHAT GIRATTART ATIITHAT TAT | 09¥ Fifdes § T
HeTA@l YRS TYHNFT Al q€ (AgH, FI T L) | A &6 AW g T
TehTehd ATk Tgehd, aWIeh0T T SATEIT, R0\9Y Thlehd AT | FAT J&AT YUl N &aT
AIFFTRT FRHNT G BRI (H.. T FRIE) TT AUTA ATl &7 AGTATTTANTH TR
QAT HETeraT JRIeThaTd 0% W& & T TIehd AT | ARFRI @Ikl o &7 qHY
Q¥ ST FEEATHT TeH A FHRMH 0% ATSH § I ARHREFT A TEaT q07 &

(31)  emgfew deT qUTEERT e (Objectives of modern accounting system)
AT AT YUMTAT Haqra Tl A 3¢9d el G ¢
(i) TITAHN TENT TE@IUTAATS ARIET WA AT a3
(i)  FTHNT ACIUTATATS TSI 8T AQTATTATEAR AATETH T
(iii) TR AT FETEE fafuarg wEer afiArs T
(iv) THTT AMET AR T TIHRAT Th&TATHT ATATRT SA@TIVITeAT AR T
(v) aROET, faeaadr, aresdt T sdiae gee gtata b aareT

(®) T @TaT HW JOTT (Treasury Single Account-TSA system)

Tehel @I T JUTET HeAd: AT BRATATHT ATHHT TEHhT Ig @Iarers Tl TT
T FTHTE] FIATATRT FRIER Thel GIATHTRT FooTeAT T FAET &1 | TITeTeh] g
FTEAeh [ SFaETIT ¥ 7S AaeTIAHh! HITs TATEHRRT T qREefl a8 b
P FATAT JUTATATs AT I (99 TREFT AAXATH] THFET TATSH ATSUH] AT
TUITEAT &1 | Tehel Tl 1Y TUTATETE Fisec HIUbl ool A €dd T a1 JhTene

FIAT GTAT TAT JAGT, FET § B



T A9TE FFATYAeR! (A= Terar St fed, 797e Yargehl AreTT aar3+, 79E Jarqur I+,
TTEHl AT9aTE (Inflow and outflow) T X=X THA T ¥ ATAYAFATAAAR (HI=00
™ TS |

U GIRRB! Fisad TR oATdd ¥ AE TGLTIART FIATg 93, [HaeadT,
TATAHTT T TRET TATSH AT wrafarer Haamaetr, R0%% &7 a8 33(9) qar Haw 3
THTTH HETAGT [TI=Ab HATAT AU GIBRA ATTHHT FANTHAT Tgehl oG TTTATIh]
IFRATAT AT GREdT TR F9Td IRER (FHAMTE) ®1 [T 3084 /90 /94 &I Hurgare
T @Al I JUTAT A1 TT2ehl &1 | THAT (piloting) T FIHT WEATR T AfAqYR [Searara
AT a9 0%% /%9 AT F& TRTHT AT JUTCAT ATTIEF a6 090 /9 FFAAT HAFHT AN
TEFH! G | AMIF T 09 /93 TEAHT FTHT THIU Searare fafaae, aridr, a9,
g-% (fafay) THE®! @Al FRER, BOR AT TAT ATRE d@ TUETITR Giqaad
T HTHIHT T YOITATHT FHTILT TRUH T |

gRIEr, TTorea, @-% (fafay) aueeraaesT S5 ararars ar et $Y q491 of@m Haes
FTATAAD] ATHHT ATHRT BRIEAR TH TSHAT GIATHT GIATTE HIT FoaTAT T T FET
MRTRT B | T FUTSATATTT @ T (bl @ Sehd T 1 G T qebdie,
Frafead qeTers SEATH Tl ATNT AR A g AT AATd 9% (Cheque) ATT TR
T HA B JAT @l g Fraredae g |

AT JUITAT FoATATRT ATNT .o 7. BT AAATSTHT ATITRT Tebel @TAT BT JUITAT [ehTe
THN G | T YOMEATae Gl BT TIT @7 (Haeh Brarersrel (aiqarst, ToTed, gRial, aar
fafag @ @TaTH T=ATAT TEA |

.Y AATART ALHT AGT ®IH (Government accounting forms in Nepal)

TAT YEAT TUNCATHT TS JePIReT oGl FIRTHATS T(HIhT FHHATHAR FHH: AMGTHT 2T |
TGS Teh FehRehl q@THI I¥Id BRI [afi= BRI 7. 17 IR0 @ar 90 | e
ek AUH FTIAATE H.of TR/RIH 9. 93 THH T el RRTHET Feh RRIH THA IR0
AT BRTE TRl 97 | A0 FE BRIHEE AAT=(0E TUH T Fel G0d BRIEATS
T HRTHE! EGHT AT AU AT J&dT JUTATHT B (¥ AT @l BRI
FH qUHT T | (4T Freier &ar TRiausT FRIEAE T.o0. 9. ®RE F iR T a5
HIHF FRIA A, [T5URT @ | TEAT FRIAG AR foezor FEaTar 81

() TS AQGTET FEEafedd BRI Q¥ AT (AT HLA. 909 <fg 99w I79)

@) G, J@gHd ¥ HaaETaT Grled FRIFES 3% el (Ao, T FR1LA. 209 3@ 3%
THET T 00 3@ 03 FH)

W FIIAT GATAT TAT AGT, FEIT <



(%)

e FBATIITEN HRIIT FRTHAEE Q4 e (H.o. 0. %17, 309 3@ 394 I#9)

=T qu1 gta FERTIEET gEIad BRI 95 #ldl (HF.I.FR1A. ¥oq 3@

¥q9g 9H)

Jrasies FHTIERT qrafead ®RIA 9% el (A, 9. F1A. Loq 3@ 9% I¥)

GRIETET grafedd HRTH ATSATET (H.o .61, 09 2hg S05 q#)
FUTERT Grafedd FIATar T ANHTERT Feaiedd ®RIH Q0 #Tal (|, o, 9. %1, \90q 3fg

WOR WA T H U WHI.H. W0 g Wy I¥)

@l TS AT &SN e BRI AR (WA T H1A. 509 fd 508 q+)
AT=eh [AA=A0TET qFafedd BRAES 0 Al (WA 9.HILA. 09 2@ 190 T#)

FETT @ HT JAART ATRT ATTIIF gH Hal AR BIH @IASTHIH B

HIHES HATEA.

. JTAHF HICHEE

T J=R (@ fafaa) 03

GREVAC] [ I 309
R EEEE

g ST febea 0%

Fsie @rar 30T

HHET / AT / GBI @l R0V

I ATRTHT e /AT feberer Q0%
3. wifaw gfdaed weH

GHH! Hieand 30

TegdTa T aATehl Tehlehl AR BN

g feareet faa=or 1R
¥. fafag wmEE

AT AT 0¥

FIAT GTAT TAT JAGT, FET §
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SIS~

AT JIhRl T ATFIHT I ACTE

()  TIHIT A@TIUTAT TehT b &l 7
(@) FRPRN AGTIVTETHT FH g5 90T TETeTd |
(M) WIHRT A@IIUTeHl THE Fe9d & &l 7

() I ATIRAT IR T AT A@IIUTAl = ebl (A=l S84 |
(F) QUE fb TAR vy 7
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