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gyLeÜ 

DËiY evsjv‡`‡ki `wÿY-cwðg AÂ‡ji GKwU e„nr †emiKvix Dbœqb ms¯’v| 1985 mv‡j mvZÿxiv †Rjvi Zvjv 

Dc‡Rjvq GK`j D‡`¨vgx ZiæY hyeK bvixi cÖwZ mwnsmZv I ˆelg¨ cÖwZ‡iv‡ai gZ Bmy¨ wb‡q KvR Kivi ga¨ w`‡q GB 

ms¯’vi m~Pbv NUvq| Zviv H mg‡qB ¯^cÖ‡Yvw`Z n‡q GjvKvi `wi`ª, myweavewÂZ I cÖvwšÍK Rb‡Mvwôi AwaKvi Av`vq wb‡q 

KvR Kivi w`KwU‡Z †`q mgvb ¸iæZ¡| Kv‡ji cÖev‡n AvR ms¯’vi Kv‡Ri cwiwa A‡bK we¯Í…Z; DËiY AvR RbRxe‡bi 

mvwe©K Dbœq‡bi cÖ‡qvRbxq cÖvq cÖwZwU Bmy¨ wb‡qB mvd‡j¨i mv‡_ KvR Ki‡Q| `wi`ª I cÖvwšÍK RbM‡Yi Rxeb I RxweKvi 

gvb Dbœqbmn AšÍ¨R Rb‡Mvwôi AwaKvi Av`vq, gvbevwaKvi iÿv, bvixi ÿgZvqY, f~wgnxb‡`i LvmRwg I miKvix †mevq 

AwfMg¨Zv m„wó, cvwb e¨e ’̄vcbv I b`xi bve¨Zv iÿv, AvBbx mnvqZv cÖ`vb, Rjevqy cwieZ©‡bi P¨v‡jÄ †gvKv‡ejv, 

`y‡h©vM e¨e¯’vcbv, cÖv_wgK ¯^v¯’¨wkÿv, wkÿv †mev, cvwb-cq:wb®‹vkY I ¯^v¯’¨wewa, ÿz ª̀FY Kvh©µg, Lv`¨ wbivcËv, 

MYZvwš¿K mgvR MVYmn wewfbœ ai‡Yi cÖKí evsjv‡`‡ki cÖvq 21wU †Rjvq ev¯ÍevwqZ n‡”Q| DËiY Zvi `ÿ Kg©xevwnbxi 

mnvqZvq G eQi cÖvq ৪,৪০৫,১৪৭মানুষের (নারী-২,১২৪,২৮৪জন এবং পুরুে-২,২৮০,৮৬৩জন) gvby‡li †`vi‡Mvovq 

D‡jøwLZ †mevmg~n †c uŠ‡Q w`‡q‡Q| DËi‡Yi eûwea Kv‡Ri g‡a¨ wKQz KvR mK‡ji Kv‡Q mycwiwPZ I me©MÖnY‡hvM¨; 

Gig‡a¨ D‡jøL‡hvM¨ f~wgnxb‡`i LvmRwg‡Z AwfMg¨Zv e„w×, AšÍ¨R Rb‡Mvwôi AwaKvi Av`vq, bvixi ÿgZvqY, wkÿv 

Kg©mywP, Rjve×Zvi Aemv‡b wUAviGg, দুষ্ যাগ আক্রান্ত মানুেষে সাহা্য েরা Ges gvby‡li AwaKvi iÿv| 

 

LvmRwg‡Z f~wgnxb‡`i AwaKvi cÖwZôvi j‡ÿ¨ miKvi 1984 mv‡j f~wg ms¯‹vi Aa¨v‡`k Pvjy K‡i| DËiY `wi ª̀ gvby‡li 

AwaKvi wb‡q KvR Ki‡Z wM‡q 1985 mvj †_‡KB f~wgnxb‡`i LvmRwg‡Z AwaKvi cÖwZôvi welqwU wb‡q KvR ïiæ K‡i| 

cieZx©‡Z 1997 mv‡ji K„wl LvmRwg e¨e¯’vcbv I e‡›`ve Í̄ bxwZgvjvq f~wgnxb cwiev‡ii msÁv cybtwba©viY nq (†h 

cwiev‡ii emZwfUv ev K…wl Rwg wKQzB †bB, wKš‘ cwieviwU K…wl wbf©i wKsev 10 kZvsk ch©šÍ emZwfUv Av‡Q, wKš‘ K…wl 

Rwg bvB) wKš‘ miKvix bxwZgvjvi ev¯Íevqb cÖK…Z A‡_©B wQj Abycw¯’Z| GgZve¯’vq DËiY cÖK…Z f~wgnxb‡`i ZvwjKv 

ˆZixi gva¨‡g Zv‡`i msNe× K‡i, wb‡Ri LvmRwg cvevi AwaKv‡ii e¨vcv‡i m‡PZbZv m„wómn `ÿZv e„w×i mnvqZv 

cÖ`vb K‡i, wmwfj †mvmvBwU msMV‡bi/f~wgKwgwUi gva¨‡g miKv‡ii f~wg gš¿Yvjq Ges Zvi A½ msMV‡bi mv‡_ 

cÖ‡qvRbxq †`b-`ievi K‡i LvmRwg eiv× wbwðZ Kiv Ges LvmRwg‡K Drcv`bg~Lx Kivi Rb¨ Avw_©K mnvqZv cÖ`v‡bi 

gva¨‡g `ÿZvi mv‡_ m¤úbœ K‡i AvR ch©šÍ cÖvq 40% f~wgnx‡bi Rxeb-RxweKvi gvb Dbœq‡b wekvj f~wgKv †i‡L‡Q|  

 

AÎ AÂ‡ji †gvU Rb‡Mvwôi cÖvq 27% AšÍ¨R Rb‡Mvôxi emevm hviv mgv‡Ri †Pv‡L  wb¤œeY©, A¯ú„k¨, A”Qzr, †QvURvZ 

ev N„Y¨| Fwl, gyÛv, Kzgvi, Kvgvi, gywP BZ¨vw` hv‡`i‡K mgvR g~javivi mv‡_ m¤ú„³ n‡Z bv w`‡q Dciš‘ Av‡iv 

ˆelg¨g~jK AvPiY K‡i| MYcÖRvZš¿x evsjv‡`k miKvi msweav‡b mKj bvMwi‡Ki mgvb AwaKv‡ii K_v _vK‡jI ivóªxq 

m¤ú` I †mev MÖn‡Y G‡`i †Kvb AwfMg¨Zv †bB ej‡jB P‡j| DËiY AšÍ¨R Rb‡Mvôxi Rxeb-RxweKvi gvb Dbœq‡bi Rb¨ 

K…wl, wkÿv, `vwi`ªZv `~ixKiY, gvbevwaKvi iÿv I miKvix †mevq AwfMg¨Zv m„wói ga¨ w`‡q AšÍ¨R Rb‡Mvwôi mvgvwRK 

I AvZ¥gh©v`v Ges AwaKvi cÖwZôvq AMÖYx f~wgKv cvjb K‡i Avm‡Q|  

 

evsjv‡`‡k RbmsL¨vi cÖvq 50% bvix n‡jI Zviv hyM hyM a‡i cvwievwiK. mvgvwRK, ag©xq I ivR‰bwZKfv‡e ˆel‡g¨i 

wkKvi| DËiY g‡b K‡i bvixi Ae¯’v‡bi cwieZ©b bvn‡j †`‡ki mvwe©K fv‡e †UKmB Dbœqb †Kvbw`bB m¤¢e bq| GRb¨ 

cÖwZôvjMœ †_‡KB DËiY bvixi cÖwZ cvwievwiK, mvgvwRK, AvBbMZ I ivR‰bwZK ˆelg¨ `~ixKi‡Yi ga¨ w`‡q bvixi 

AwaKvi cÖwZôvi Rb¨ jvMvZvi KvR K‡i Avm‡Q| GB ms¯’vi DcKvi‡fvMxi 80% Rb‡MvôxB bvix| bvix I wkï cÖwZwU 

Kg©mywP‡Z we‡klfv‡e ¸iæZ¡c~Y©| 

 

1960-Gi `k‡K DcK~j AÂ‡j evua wbg©v‡Yi d‡j RbMY cÖv_wgKfv‡e wKQzUv DcK…Z n‡jI cieZ©x‡Z Zvi weiƒc 

cÖwZwµqvq `wÿY-cwð‡gi b`-b`x¸‡jv‡Z cwj R‡g bve¨Zv nvwi‡q hvq| Gid‡j AwZ e„wói Kvi‡Y eb¨v, R‡jv”Qvm ev 

†Rvuqv‡ii cvwb b`xi gva¨‡g wb®‹vwkZ n‡Z bv †c‡i we¯ÍxY© GjvKv Ry‡o Rjve×Zv m„wó nq| ZviB djkÖæwZ‡Z GjvKvi 

K…wl Drcv`b nªvm ev Kv‡Ri my‡hvM K‡g hvIqvq gvbyl w`‡b w`‡b GjvKv Z¨vM Ki‡Z ïiæ K‡i| GgZve¯’vq DËiY 

GjvKvi gvby‡li ¯^v‡_© GwM‡q Av‡m Ges RbMY‡K mv‡_ wb‡q †eu‡P _vKvi Av‡›`vjb-msMÖvg I ¯’vqx mgvav‡bi Rb¨ 

M‡elYvi KvR ïiæ K‡i| `xN© GB M‡elYv cÖgvb K‡i, b`-b`xi bve¨Zv wdwi‡q Avbvi Rb¨ ÒUvBWvj wifvi 

g¨v‡bR‡g›U/wUAviGgÓ n‡Z cv‡i me‡P‡q MÖnY‡hvM¨ c×wZ hv evsjv‡`k miKvi ডেল্টা প্লাষন অন্তভু ©ক্ত েষরষেন Ges 

`vZvms ’̄v KZ…©KI ¯^xK…Z n‡q‡Q| DËiY Avkv Ki‡Q miKvi Lye kxNªB GB c×wZi ev¯Íevq‡b GwM‡q Avm‡e|  

 

†h‡Kvb ai‡Yi Dbœq‡bi cÖavb kZ© wkwÿZ RvwZ| wkÿvi †Kvb weKí †bB| DËiY wkï, wK‡kvi I hyeK‡`i Rb¨ wkÿv 

wb‡q KvR Kivi j‡ÿ¨ me ai‡YiB wkÿv cÖwZôvb M‡o Zz‡j‡Q hvig‡a¨ mvZÿxiv †Rjvi Zvjv Dc‡Rjv m`‡i 3 ¯Í‡ii 



3wU wkÿv cÖwZôvb h_vµ‡g ÒwkïZx_©Ó bv‡g GKwU wKÐvi Mv‡U©b ¯‹zj, RvZcy‡i ÒmgKvj gva¨wgK we`¨vcxVÓ Ges Zvjv‡Z 

Òknx` gyw³‡hv×v gnvwe`¨vjqÓ D‡jøL‡hvM¨| GQvovI i‡q‡Q †`envUv Dc‡Rjvq GKwU ÒAvUkZ weNv miKvix cÖv_wgK 

we`¨vjqÓ| cÖwZôvb¸‡jv miKvix wewa Øviv cwiPvwjZ Ges wbqwš¿Z| DËiY GmKj wkÿv cÖwZôvb¸‡jv‡Z wewfbœ Bmy¨‡Z 

m‡PZbZv m„wómn cvV`vb Kvh©µg mnRZi, AeKvVv‡gv Dbœqb I wkÿK‡`i gvb Dbœq‡bi Rb¨ cÖ‡qvRbxq mKj ai‡Yi 

mn‡hvwMZv †`q|  

 

GQvovI me© Í̄‡ii gvby‡li g‡a¨ cov I Rvbvi AvMÖn RvwM‡q †Zvjv Ges Zv weKwkZ Kivi j‡ÿ¨ Zvjv m`‡i exi gyw³‡hv×v 

Avãym mvjvg MYMÖš’vMvi I wWRv÷vi wi‡mvm© †m›Uvi bv‡g `yÕwU jvB‡eªix ¯’vcb K‡i‡Q hvi m`m¨ msL¨v cÖvq 500 Rb| G 

jvB‡eªix `yÕwU my¯’wPšÍvi wkï-wK‡kvi I hyemgvR MV‡Yi c‡_ AMÖYx f~wgKv cvjb Ki‡Q|  

 

2011 Gi Rwic Abyhvqx †gvU Rb‡Mvôxi 56.5 wgwjqb n‡jv hyeK (15-34) Ges 2020G †mUv 67 wgwjqb n‡e| 

MYcÖRvZš¿x evsjv‡`k miKvi `xN©w`b `ÿ hyemgvR m„wói A½xKvi wb‡q KvR K‡i hv‡”Q| GwU GKwU AwaK P¨v‡jwÄs 

KvR, Ggb Kv‡R me©¯Í‡ii RbM‡Yi AvšÍwiK AskMÖnY Riæix| DËiY GB j‡ÿ¨i mv‡_ m¤ú~Y© GKgZ n‡q we‡kl K‡i 

MÖv‡gi hyeK m¤úª`vq‡K `ÿ K‡i M‡o †Zvjvi Rb¨ Zvi Kg©GjvKvq mxgvšÍ KvwiMix cÖwkÿY †K›`ª, cviæwjqv, †`envUv, 

PzKbMi KvwiMix cÖwkÿY †K›`ª, PzKbMi, Wzgywiqv Ges Zvjv KvwiMix cÖwkÿY †K›` ª, kvnvcyi, Zvjv bv‡g 3wU KvwiMix 

cÖwkÿY †K›`ª cÖwZôv K‡i‡Q| miKvix wewa Øviv cwiPvwjZ Ges wbqwš¿Z G cÖwkÿY †K›`ª¸‡jv‡Z eZ©gv‡b 5wU †Uª‡Wi Dci 

cÖwkÿY Kiv‡bv nq Ges Gch©šÍ †gvU 1557 Rb‡K wewfbœ wel‡q cÖwkÿY Kiv‡bv n‡q‡Q| cÖwkÿY cÖvßiv †`‡ki wewfbœ 

cÖwZôv‡b `ÿ Rb‡Mvwô wnmv‡e PvKzix Kivmn ¯^Kg©ms¯’vb m„wó‡Z mÿg n‡q‡Q| 

 

 

gvbevwaKvi cwiw¯’wZ Dbœqb, bvMwiK mgvR‡K msMwVZ I kw³kvjx Ki‡Z DËiY wmwfj †mvmvBwU MÖæc, mgv‡R bvbv 

msMVb Ges mggbv GbwRI‡`i wb‡q `xN©w`b Kvh©µg cwiPvjbv K‡i Avm‡Q| GB c_ Pjvq ev wewfbœ cÖKí ev¯Íevq‡b 

‡W‡ভলপষমন্ট পার্যনার, ইউএন এষজন্সি, ইন্টারনযাশনাল এনন্সজও এবং বাংলাষদশ সরোর DËiY‡K mn‡hvMxZv K‡i 

Avm‡Q| 

 

DËiY wek¦vm K‡i, gvby‡li AwaKvi iÿv Ki‡ZB n‡e| mgv‡Ri †UKmB Dbœqb PvB‡j Gi weKí †bB| †mB jÿ¨ wb‡q 

Rvcvb miKv‡ii mnvqZvq Zvjv Dc‡Rjvi †gveviKcyi MÖv‡g cÖvq 25 weNv Rwgi Dci M‡o Zz‡j‡Q AvBwWAviwU 

(Bbw÷wUDU di †W‡fjc‡g›U wimvP© GÛ †Uªwbs), hv Rb‡K›`ªxK Dbœq‡bi cwic~iK GKwU D‡`¨vM| GLv‡b GKwU wi‡mvm© 

†m›Uvi i‡q‡Q †hLv‡b wewfbœ ai‡Yi eB Gi cvkvcvwk mKj ai‡Yi Z_¨ msiwÿZ _v‡K| GB Z_¨‡K›`ª ‡_‡K ïay DËiY 

bq, `wÿY-cwðgvÂ‡ji Kg©iZ cÖwZwU Dbœqb msMVb, Zv‡`i Kg©x I GjvKvi mKj ¯Í‡ii RbMY Z_¨‡mev wb‡q _v‡K| 

ms¯’vi HKvwšÍK cÖ‡Póvq Gfv‡eB DËiY µgvMZ mvg‡bi w`‡K GwM‡q Pj‡Q Ges Av‡iv Av‡iv ¯^cœ wb‡q GwM‡q hv‡”Q.....| 

 

DËiY Gi Dbœqb Kg©Kv‡Ûi mnvqK kw³ wewfbœ mg‡qvc‡hvMx Dbœqb bxwZgvjv| Avi G bxwZgvjv mgy‡ni Ab¨Zg GKwU 

bxwZgvjv n‡”Q Kgx©e¨e ’̄vcbv bxwZgvjv| 1996 mv‡j cÖKvwkZ Kgx© e¨e¯’vcbv bxwZgvjvi 6ô ms¯‹i‡Yi Dci cwiewa©Z I 

cwigvwR©Z AvKv‡i Kgx© e¨e¯’vcbv bxwZgvjv 7g ms¯‹iY: Rvbyqvix, 2026 wLªt cÖKvwkZ n‡jv| hv ms¯’vi Dbœqb Kg©KvÛ 

cwiPvjbvq Av‡iv MwZkxjZv I k„•Ljv Avbvqb Ki‡e e‡j Avgiv g‡b Kwi| 

 

ZvwiL : Rvbyqvix, 2026 wLªt 

 

 

 

mfvcwZ                                                                                                  m¤úv`K 

 

 

 

 

 

 

 



Aa¨vq: GK  

mvaviY Z_¨ (General Information) 
 

1.1 wk‡ivbvg: (Title ) 

GB bxwZgvjvwU DËiY Gi ÒKgx© e¨e¯’vcbv bxwZgvjvÓ wn‡m‡e AwfwnZ n‡e| GB bxwZgvjv DËiY Gi Av`k© gvbe 

m¤ú` bxwZi ewn:cÖKvk| DËiY Gi mKj Kg©x GB bxwZgvjvi Av‡jv‡K cwiPvwjZ n‡e| 

 

1.2  bxwZgvjvi D‡Ïk¨: (Purpose of this policy) 

DËiY wek¦vm K‡i †h GKwU mycwiKwíZ cÖkvmwbK I Kg©x e¨e¯’vcbv bxwZgvjv ms¯’vi myôz cwiPvjbv, ¯^”QZv I 

Revew`wnZv wbwðZ K‡i| Kg©x e¨e ’̄vcbv bxwZgvjvq PvKzixi c~Y©v½ wewaweavb hv cÖkvmb wefv‡Mi †gŠwjK welq Zv 

ms‡hvwRZ n‡q‡Q| Aby‡gvw`Z bxwZgvjv h_vh_ ev¯Íevq‡bi gva¨‡g DËiY Gi g~j jÿ¨mg~n AR©b Kiv m¤¢e| GB 

Kgx© e¨e¯’vcbv bxwZgvjvi D‡Ïk¨ n‡jv ms ’̄vi myôz cwiPvjbv, ¯̂”QZv I Revew`wnZv wbwðZ Kiv| ms ’̄vi Af¨šÍ‡i 

Kg©x e¨e¯’vcbv Kvh©Ki I Kg©x‡`i Dbœq‡bi Rb¨ GB bxwZgvjv w`K wb‡`©kbv wn‡m‡e KvR Ki‡e| GQvov ms ’̄vi 

wfkb, wgkb, g~j¨‡eva, ms¯’vi ˆbwZK, †KŠkjMZ I mvsMVwbK e¨e ’̄vcbv, Kg©xi mv‡_ ms¯’vi m¤úK© ¯’vcb cÖwµqv 

Ges KZ©„c‡ÿi †hŠw³K I msMwZc~Y© wm×v‡šÍi KvVv‡gvi cÖwZdjb NUv‡Z wb‡`©kbv w`‡e| 

 

1.3  ms¯’vi wfkb: (Vision) 

 eY©, †kªYx I †RÛvi mgZv wfwËK GKwU mgvR MVb Kiv| 

 

1.4   ms¯’vi wgkb/j¶¨: (Mission) 

mgv‡Ri AbMÖmi Rb‡Mvôxi m¶gZv weKv‡ki j‡¶¨ cÖ‡qvRbxq mnvqZv cÖ`vb Kiv hv‡Z Zv‡`i mvgvwRK cwi‡ek, 

¯^v¯’¨ I A_©‰bwZK Dbœqb wbwðZmn mvgvwRK b¨vh¨Zv cÖwZôv Kiv| 

 

1.5   AvBbx Ae ’̄v: (Legal Status) 

DËiY evsjv‡`k miKv‡ii mgvR †mev Awa`ßi (‡iwR bs- mvZ-6/85), GbwRI e ÿ‡iv (‡iwR bs -255/18-1-88), 

gvB‡µv †µwWU †i¸‡jUwi A_wiwU (‡iwR bs - 00277) Ges R‡q›U ÷K †Kv¤úvbx‡Z (‡iwR bs - S-11188) wbewÜZ| 

 

1.6  msÁv: (Definition)t Pzw³cÎ ev welqe¯‘i mv‡_ mvsNwl©K bv n‡j wb¤œwjwLZ msÁv AbymiY Ki‡Z n‡et  

 

1.6.1 DËiY A_© DËiY, GKwU †emiKvix mgvR Dbœqb ms¯’vi bvg| 

1.6.2 wbe©vnx KwgwU A_© mvaviY cwil‡`i m`m¨‡`i Øviv wbe©vPb cÖwµqvi ga¨ w`‡q MwVZ me‡P‡q ¸iæZ¡c~Y© I Kvh©Kix 

KwgwU| 

1.6.3 mvaviY m¤úv`K gv‡b whwb wbe©vnx KwgwUi mvaviY m¤úv`K Ges DËiY Gi cwiPvjK wn‡m‡e `vwqZ¡ cvjb 

Ki‡eb| 

1.6.4 †Pqvig¨vb A_© DËiY Gi mfvcwZ, whwb GB ms¯’vi Kg©x ev civgk©K wnmv‡e KvR Ki‡eb| 

1.6.5 m`m¨ ej‡Z DËiY Gi mvaviY cwil` m`m¨‡`i eySv‡bv n‡e| 

1.6.6 cwiPvjK n‡jb wbe©vnx KwgwU KZ©„K wb‡qvM cÖvß e¨w³ whwb DËiY Gi cÖavb wnmv‡e KvR Ki‡eb| 

1.6.7 e¨e ’̄vcbv KwgwU nj cwiPvjK Ges mKj mgš^qKvixi mgš^‡q MwVZ KwgwU| 

1.6.8 cÖkvmb mgš^qKvix ej‡Z cÖkvmb wefv‡Mi cÖavb‡K eySv‡bv n‡e| 

1.6.9 A_© I wnmve mgš^qKvix ej‡Z wnmve wefv‡Mi cÖavb‡K eySv‡bv n‡e| 

1.6.10 Kg©m~wP mgš^qKvix ej‡Z Kg©mywP wefv‡Mi cÖavb‡K eySv‡bv n‡e| ববভাগীয় প্রধান বলষে ডপ্রাগ্রাষমর প্রধানষে   

Ges wewfbœ wefv‡Mi cÖavb‡K ডবাঝাষনা হষব। 

1.6.11 Kgx© ej‡Z ms¯’vq Kg©iZ wbqwgZ, Pzw³wfwËK,LÛKvjxb Ges cÖK‡íi mKj Kgx©‡K eySv‡e| 

1.6.12 wbqwgZ Kgx© gv‡b DËiY G hviv wbqwgZ wn‡m‡e KvR Ki‡eb| 

1.6.13    প্রেল্প েমী বলষে প্রেষল্প বনষয়ান্সজে সেল েমীষে বুঝাষব 

1.6.14    wkÿvbexk Kgx© gv‡b †h GL‡bv DËiY G wbqwgZ Kg©x wnmv‡e AšÍf©~³ nqwb| 

1.6.15 Pzw³wfwËK Kgx© gv‡b mywbwÏ©ó †Kvb Kv‡Ri j‡ÿ¨ wbw ©̀ó mg‡qi Rb¨ Pzw³i gva¨‡g Kg©iZ Kgx©| 

1.6.16 civgk©K ej‡Z DËiY KZ©„K wb‡qvM cÖvß we‡klÁ ev cÖwZôvb, †h wbw ©̀ó k‡Z©i wfwË‡Z GKwU wbw ©̀ó mg‡qi 

Rb¨ wbw ©̀ó †Kvb GKwU wel‡q †ckvMZ †mev cÖ`vb Ki‡eb|  

1.6.17 `vwqZ ¡ ej‡Z ms ’̄vq Kg©iZ Kgx©i c` Abyhvqx KiYxq|  



1.6.18 KvR ej‡Z GKRb Kgx© Zvi c` Abyhvqx K…Z `vwqZ¡ cvj‡bi Rb¨ Awdm wba©vwiZ mg‡q KiYxq KvRmg~n|  

1.6.19 g~j †eZb ej‡Z ms ’̄vi †eZb KvVv‡gv Abyhvqx c‡`i wecix‡Z eiv×K…Z †gvU A_©|   

1.6.20 †gvU †eZb ej‡Z eiv×K…Z g~j †eZb QvovI evox fvov, wPwKrmv I hvZvqvZ fvZv Gi mv‡_ hy³ n‡q Zvi 

†hvMdj n‡e †gvU †eZb|  

1.6.21 Drme fvZv ej‡Z Drme h_vh_fv‡e cvj‡bi Rb¨ eiv×K…Z GK gv‡mi †eZ‡bi mgcwigvY A_©| 

 

1.7 bxwZgvjvi cÖ‡qvM: (Application of this Policy) 

             DËiY Gi wbe©vnx KwgwU KZ©„K Aby‡gv`‡bi w`b †_‡K GB bxwZgvjvi wbqg-Kvbyb Kvh©Ki n‡e| c`gh©v`v, 

Ae¯’vb, c`ex †f‡` DËiY Gi mKj Kgx©i †ÿ‡ÎB GB bxwZgvjvi weavb cÖ‡hvR¨ n‡e| bxwZgvjvwU 

cwiPvj‡Ki Aby‡gv`b e¨ZxZ evB‡ii †Kvb e¨w³ ev cÖwZôvb‡K cÖ`vb Kiv hv‡e bv| GB bxwZgvjvi e¨vL¨v 

cÖ`vb I ev Í̄evq‡bi PzovšÍ ÿgZv cwiPvjK-Gi wbKU b¨¯Í _vK‡e|  

 

1.8        cwiPvjbv KwgwU  

1.8.1 mvaviY cwil` I Zvi KvR 

             DËi‡Yi mvaviY cwil` (mshyw³ - 1) ms¯’vi m‡e©v”P ÿgZvi AwaKvix| mgv‡Ri MY¨gvb¨, cÖMwZkxj, 

mgvR‡meK, DbœZ gvbwmKZv Ges ¯‹zj I K‡j‡Ri wkÿK‡`i ga¨ †_‡K 21 (GKzk) Rb m`m¨/m`m¨v wb‡q 

MwVZ n‡e GB KwgwU| eQ‡i GKevi mvaviY mfv AbywôZ n‡e| mfvq ms¯’vi bxwZ wba©viY, Kg©cwiKíbv, w`K 

wb‡`©kbv, c~e©eZ©x eQ‡ii wnmve-wbKvk I cieZ©x eQ‡ii ev‡RU I cwiKíbv Aby‡gv`b, Avw_©K wnmve-wbKvk 

wbixÿ‡Yi Rb¨ AwWU dvg© wb‡qvM Ges evwl©K cÖwZ‡e`b Gi Aby‡gv`b cÖ`vb GB mfvi gyj we‡eP¨|     

 

1.8.2 Kvh©wbe©vnx cwil` I Zvi KvR 

1.8.2.1 mvaviY cwil‡`i m`m¨‡`i ga¨ †_‡K wbe©vPb A_ev g‡bvbq‡bi gva¨‡g 7 (mvZ) m`m¨ wewkó Kvh©wbe©vnx 

cwil` (mshyw³ - 2), 3(wZb) eQi †gqv‡`i Rb¨ MwVZ nq|  

1.8.2.2 cÖwZ wZb gv‡m GKevi Kvh©wbe©vnx cwil‡`i mfv AbywôZ n‡e|  

1.8.2.3 Kvh©wbe©vnx cwil` ms¯’vi mKj cÖKímg~n ch©v‡jvPbv K‡i Ges wewfbœ `vZvms¯’v I miKvix wewfbœ 

wefvM/Awa`ßi/gš¿Yvjq †_‡K mywbw ©̀ó cÖKí ev¯Íevq‡bi Rb¨ Aby`vb I FY MÖn‡Yi Aby‡gv`b w`‡e|  

1.8.2.4 ms¯’vi evwl©K cÖwZ‡e`b I cieZ©x eQ‡ii ev‡RU mvaviY cwil‡` Aby‡gv`‡bi Rb¨ cÖ¯‘Z Ki‡eb| 

1.8.2.5 ms¯’vi mfvcwZ, m¤úv`K I †Kvlva¨ÿ DËiY Gi cÖavb e¨vsK wnmv‡ei †hŠ_ ¯^vÿiKvix|  

1.8.2.6 Kvh©wbe©vnx cwil` ms¯’vi hveZxq Kvh©µg cwiPvjbvi Rb¨ GKRb †hvM¨ cwiPvjK wb‡qvM w`‡eb whwb ms¯’vi 

cwiPvjK wn‡m‡e KvR Ki‡eb| 

1.8.2.7 Kvh©wbe©vnx KwgwUi Aby‡gv`b mv‡c‡ÿ cwiPvjK ms¯’vi Kg© †KŠkj wba©viY, cÖKí cÖYqb, cwiKíbv, `vZv ms¯’v 

I miKvix wewfbœ wefvM/Awa`ßi/gš¿Yvj‡qi mv‡_ †hvMv‡hvM, cÖK‡íi Znwej msMÖn, cÖKí ev Í̄evq‡bi 

wb‡`©kbv, Kg©x I Avw_©K e¨e¯’vcbv, Aby‡gv`b, Kg©x wb‡qvM I Kg©x‡`i †bZ…Z¡ w`‡eb|  

1.8.2.8 DËiY e¨e ’̄vcbv I cÖKímg~n myôy I my›`ifv‡e ev¯Íevq‡bi Rb¨ cwiKíbv Abyhvqx cwiPvjK †hvM¨ I AwfÁ 

Kg©x wb‡qvM w`‡eb| ms¯’vi mvwe©K Kvh©µg‡K myôyfv‡e cwiPvjbv, ¯^”QZv I Revew`wnZv, MwZkxjZv wbwðZ 

Kivi j‡ÿ¨ cwiPvjK‡K cÖKí mgš^qKvixMY, mgš^qKvix- cÖkvmb, mgš^qKvix (wnmve I A_©) c~Y©v½ 

mn‡hvwMZv w`‡eb|  

1.8.2.9 cÖwZwU cÖKí cÖavb cwiPvj‡Ki civgk© I wb‡`©kbv Abyhvqx cÖK‡íi jÿ¨ AR©‡bi Rb¨ Zvi mnKg©x‡`i wb‡q 

KvR Ki‡eb| cÖKí cÖavbMY cÖwZ gv‡m Zvi cÖK‡íi gvwmK cÖwZ‡e`b cwiPvjK eivei wjwLZfv‡e †cÖiY 

Ki‡eb, cwiPvjK cÖwZ‡e`b we‡kølY K‡i cÖKí cÖavb‡`i cÖ‡qvRbxq civgk© I wb‡`©kbv w`‡eb, cvkvcvwk 

cwiPvjK gwbUwis †mj Gi gva¨‡g wbqwgZ cÖK‡íi AMÖMwZ gwbUwis Ki‡eb|  

1.8.2.10 ms¯’vi Af¨šÍixY wbixÿv wefvM Avw_©K ¯^”QZv I Revew`wnZv wbwðZ Kivi j‡ÿ¨ wbqgZvwš¿Kfv‡e Avw_©K 

wbixÿY cÖwZ‡e`b cÖ¯‘Z K‡i cwiPvjKÕ‡K cÖ`vb Ki‡eb|  

1.8.2.11 cÖwZgv‡m mgš^qKvix, cÖKí mgš^qKvix, cÖKí cÖavb, cÖavb AwWUi, cÖKí wnmveiÿK Ges Ab¨vb¨ DaŸ©Zb 

KZ©„cÿ‡`i wb‡q gvwmK mgš^q mfv Av‡qvwRZ n‡e †hLv‡b Av‡Mi gv‡mi cÖKí I Kg©m~Pxmg~‡ni Kv‡Ri 

AMÖMwZ m¤ú‡K© cÖwZ‡e`b Ges cieZ©x gv‡mi Kg©cwiKíbv Dc¯’vcb I Av‡jvPbvi gva¨‡g P~ovšÍ Kiv n‡e| 

 

 

 



1.9 KvVv‡gv/ AM©v‡bvMÖvg: (Organogram) 

ms¯’vi AM©v‡bvMÖvg, e¨e¯’vcbv Ges Kg©xi KvVv‡gvMZ w`K wb‡`©k K‡i| GUv j¤^v A_ev mgvšÍivjfv‡e Kg©x‡`i 

g‡a¨ cvi¯úvwiK m¤úK© cÖKvk K‡i| DËiY Gi e¨e¯’vcbv bxwZgvjvq Kvi Ae¯’vb †Kv_vq Ges †K Kvi jvBb 

g¨v‡bRvi Zv my¯úófv‡e AM©v‡bvMÖv‡g D‡jøL _v‡K (mshyw³- 3)| DËiY Gi cÖavb Kvh©vjq Ges cÖwZwU cÖKí 

Awd‡m AM©v‡bvMÖv‡gi GKwU K‡i nvjbvMv` Kwc _vK‡e|  

 

1.10 bxwZgvjv nvjbvMv` Kivi cÖwµqv: (Process for updating this policy) 

1.10.1  GB bxwZgvjvwU DËiY Gi wbe©vnx KwgwU KZ…©K ms‡kvab, cwigvR©b, ms‡hvRb, we‡qvRb Ki‡Z cvi‡eb Ges 

mKj ms‡kvab, ms‡hvRb, we‡qvRb ms¯’vi wbe©vnx KwgwU KZ©„K Aby‡gvw`Z n‡Z n‡e|  

1.10.2 wbe©vnx KwgwU KZ©„K Aby‡gvw`Z †h‡Kvb ms‡kvab, cwigvR©b, ms‡hvRb, we‡qvRb KwgwUi mfvcwZ Ges 

m¤úv`‡Ki ¯^vÿimn AvšÍ: Awdm †g‡gv/†bvwUk AvKv‡i mK‡ji Kv‡Q cÖPvi Ki‡Z n‡e|  

1.10.3 wbe©vnx KwgwU KZ©„K Aby‡gvw`Z me©‡kl ms‡kvab, cwigvR©b, ms‡hvRb, we‡qvRb Kgx© e¨e¯’vcbv bxwZgvjvq 

ms‡hvwRZ n‡Z n‡e| 

1.10.4 GB bxwZgvjvwU Aby‡gv`‡bi ci cÖkvmwbK I Kgx© e¨e¯’vcbv msµvšÍ c~e©eZx© bxwZgvjv Avcbv-Avcwb evwZj e‡j 

MY¨ n‡e|  

1.10.5 bxwZgvjvwU wÎ-evwl©K wfwË‡Z A_ev cÖ‡qvR‡bi wfwË‡Z Zvi Av‡MI chv©‡jvPbv I nvjbvMv` Kivi j‡ÿ¨ wbe©vnx 

KwgwU †h‡Kvb civgk©K/civgk©K cÖwZôvb‡K wb‡qvM w`‡Z cvi‡eb wKsev gvbe m¤ú` I cÖkvmb wefvM‡K cÖavb 

K‡i KwgwU/mve-KwgwU MVb Ki‡Z cvi‡eb|   

1.10.6 bxwZgvjvq ewY©Z †Kvb wbqg ev aviv wb‡q †Kvb A¯úóZv †`Lv w`‡j wbe©vnx KwgwU KZ©„K e¨vL¨vB P~ovšÍ e‡j 

we‡ewPZ n‡e|  



Aa¨vq: ỳB 

Kg©x †kÖYxweb¨vm: (Category of Staff) 
 

mywbw`©ó jÿ¨ AR©‡bi Rb¨ hviv cvwikÖwg‡Ki wewbg‡q kÖg, mgq I †mev`v‡b ms¯’vi mv‡_ KvR Kivi Rb¨ Pzw³e× nb Ges 

hv‡`i †hvM¨Zv I `ÿZv Abyhvqx wbwÏ©ó `vwqZ¡ cÖ`vb Kiv nq ZvivB ms¯’vi Kg©x e‡j we‡ewPZ nb| wb‡¤œ DËiY G 

wb‡qvwRZ Kg©x‡`i †kÖYx web¨vm D‡jøL Kiv nj: 

 

2.1 wbqwgZ Kgx© (Regular Staff):  wbqwgZ Kgx© ZvivB hv‡`i PvKzix wbqwgZ Kivi c‡i wb‡qv‡Mi †gqv` wbw`©ó Kiv 

†bB| ms¯’vi Kg©x e¨e¯’vcbv bxwZgvjv Ges PvKzixi mgqmxgv †g‡b hZw`b cÖ‡qvRb ZZw`b Zviv KvR Ki‡Z 

cvi‡eb| 

 

2.2 cÖKí Kgx© (Project Staff): `vZvms ’̄vi Avw_©K mn‡hvwMZvq A_ev DËiY Gi wbR¯^ A_©vq‡b ev¯ÍevwqZ cÖKímg~‡n 

wbw ©̀ó mg‡qi Rb¨ †hme Kg©x wb‡qvM cÖvß nb ZvivB cÖKí Kgx© wn‡m‡e we‡ewPZ n‡eb| cÖK‡íi †gqv` †kl n‡j D³ 

Kg©xi PvKzixi †gqv`I †kl e‡j MY¨ n‡e| G‡ÿ‡Î `vZvms¯’v ev DËiY KZ©„K Aby‡gvw`Z my‡hvM-myweav DËiY Gi 

Kg©x e¨e¯’cbv bxwZgvjv Abyhvqx D³ Kgx©iv †fvM Ki‡eb| 

 

2.3 Pzw³wfwËK Kgx© (Contructual Staff): †h mKj Kgx© mywbw`©ó Kv‡Ri j‡ÿ¨ mswÿß mg‡qi Rb¨ Pzw³e× nb 

ZvivB Pzw³wfwËK Kgx©| Zv‡`i mv‡_ GKwU Pzw³ Dfqc‡ÿi m¤§wZ‡Z m¤úvw`Z nq †hLv‡b Kv‡Ri kZ©, m¤§vbx, 

my‡hvM-myweav, `vq-`vwqZ¡ Ges †gqv` D‡jøL _v‡K|  

 

2.4 LÛKvjxb Kgx© (Part-time Staff): wbw`©ó †Kvb Kv‡Ri Rb¨ A¯’vqx wfwË‡Z AwbqwgZ I AvswkK Kg©NÈvi Rb¨ 

wb‡qvM cÖvß Kgx©B LÛKvjxb Kgx© wn‡m‡e we‡ewPZ n‡eb|  

 

GQvov hviv DËi‡Yi mv‡_ †Kvb we‡kl Kv‡Ri D‡Ï‡k¨ mshy³ n‡Z cvi‡eb Zviv n‡jb: 

 

2.5 civgk©K(Consultant): †ckvMZ wel‡q we‡klÁ hviv DËiY Gi GK ev GKvwaK cÖKí/ms¯’vi wbw`©ó †Kvb Kv‡Ri 

Rb¨ `vwqZ¡ cÖvß n‡eb| GB ai‡Yi KvR ¯^í‡gqv`x| Zv‡`i Kv‡Ri weeiY, mgqmxgv, djvdj, wi‡cvwU©s c×wZ, 

m¤§vwb Ges Ab¨vb¨ kZ©vejx D‡jøLc~e©K Pzw³ m¤úvw`Z n‡jI Zviv ms¯’vi LÛKvjxb ev Pzw³wfwËK Kgx© wn‡m‡e 

we‡ewPZ n‡eb bv| 

 

2.6 †¯^”Qv‡meK (Volunteer): †Kvb e¨w³ hw` ¯̂cÖ‡Yvw`Zfv‡e DËiY Gi jÿ¨, D‡Ïk¨ I Kv‡Ri cÖwZ AbycÖvwYZ n‡q 

mgv‡Ri cÖwZ Zuvi `vwqZ¡ cvj‡b ‡¯”̂Qvq Ges webv †eZ‡b ev ¯^í m¤§vwb‡Z `wi`ª Rb‡Mvôxi ¯^v‡_© †mev I M‡elYv 

Kv‡R DËiY Gi mv‡_ wbw`©ó mg‡q KvR Ki‡Z AvMÖnx nb, ZvivB n‡eb †¯^”Qv‡mex|  

 

Ab¨ †Kvb ms¯’vi cÿ †_‡KI †Kvb Kg©x ev cÖwZwbwa webv †eZ‡b ev ¯^í m¤§vwb‡Z DËi‡Y KvR Ki‡Z Avm‡j ZuvivI 

†¯^”Qv‡mex wn‡m‡e cwiMwYZ n‡eb| †¯̂”Qv‡mex‡`i mv‡_ DËiY Gi GKwU  Pzw³cÎ _vK‡e| we‡kl †ÿ‡Î Av‡jvPbv 

mv‡c‡ÿ †¯^”Qv‡mex‡`i gvwmK fvZv †`qv †h‡Z cv‡i ev †Kvb cÖK‡í D‡jø¨wLZ ˆ`wbK/gvwmK fvZv †`qv n‡e| Z‡e 

†Kvb †eZb cv‡eb bv| cÖK‡íi †ÿ‡Î gvwmK Pzw³‡Z †Kvb †¯^”Qv‡meK †bqv n‡j H cÖK‡í wba©vwiZ Ab¨vb¨ my‡hvM 

myweav (‡hgb: hvZvqvZ fvZv I Ab¨vb¨) Zviv †fvM Ki‡Z cvi‡eb| †gqv` †k‡l †¯^”Qv‡mex Zvu‡`i Kv‡Ri cÖwZ‡e`b 

DËiY G Rgv †`‡e| †¯^”Qv‡mex †Kvb M‡elYv KvR Ki‡j †mLv‡b DËiY Gi ¯^xK…wZ cÖ`vb Ki‡Z n‡e| DËiY PvB‡j 

Zvui Kg©x‡KI †Wcy‡Uk‡b †¯^”Qv‡mex wn‡m‡e KvR Kivi Rb¨ †cÖiY Ki‡Z cvi‡e| †¯^”Qv‡mexiv DËiY Gi mvaviY 

Kg©x wnmv‡e we‡ewPZ n‡eb bv| Af¨šÍixb ev †`qvj weÁvc‡bi gva¨‡g †¯^”Qv‡meK DËiY Gi wb‡qvM cÖwµqv Abyhvqx 

wb‡qvM cÖ`vb Kiv hv‡e| 

 

 

 

 

 



Aa¨vq: wZb 

wb‡qvM (Recruitment) 
 

Kvh©µg Gi mdj ev¯Íevq‡bi j‡ÿ¨ ag©, eY©, †MvÎ, wj½, Avw`evmx ev cÖwZeÜx mK‡ji Rb¨ mgvb Kv‡Ri my‡hvM ˆZix 

KivB DËiY Gi jÿ¨| DËiY Kg© cwiwa Ges A_©‰bwZK wfwË we‡ePbv c~e©K Kg©x wb‡qv‡Mi †ÿ‡Î wb¤œwjwLZ cÖwµqvq 

†hvM¨ I AwfÁ cÖvw_©‡`i wb‡qvM cÖ`vb Ki‡e|  

 

3.1  wb‡qvM msµvšÍ mvaviY kZ©vejx (General Condition of Recruitment): 

3.1.1 wkÿvMZ †hvM¨Zv, `ÿZv, AwfÁZv I mÿgZv hvPvB; 

3.1.2 18 eQ‡ii Kg eqmx †Kvb cÖv_©x‡K DËi‡Y wbqwgZ, cÖKíwfwËK, LÛKvjxb, Pzw³wfwËK I †m¦”Qv‡meK †Kvb 

ai‡Yi wb‡qvM ‡`qv hv‡e bv| 

3.1.3 cÖwZwU wb‡qv‡Mi Av‡M GKwU wb‡qvM KwgwU MwVZ n‡e| Kgc‡ÿ wZb m`‡m¨i ev Z‡ZvwaK m`‡m¨i GKwU 

wb‡qvM KwgwU MVb Ki‡Z n‡e †hLv‡b cÖkvmb wefvM †_‡K GKRb, mswkøó cÖKí/wefvM †_‡K GKRb Ges †h 

c‡` Kg©x wb‡qvM †`qv n‡e †mB wel‡q GKRb we‡klÁ _vK‡e| KwgwU cwiPvjK KZ…©K Aby‡gvw`Z n‡Z n‡e| 

KwgwU D‡jøwLZ kZ©vejx †g‡b wb‡qvM cÖwµqv m¤úbœ Ki‡eb| 

 

3.2   wb‡qvM cÖwµqv (Recruitment Procedures): 

3.2.1 k~Y¨c` c~i‡Yi Aby‡gv`b I Af¨šÍixb wb‡qvM: (Approval to fill up vacant position and 

Internal recruitment) 
3.2.1.1 cÖ_‡g mswkøó wefvM/cÖKí cÖavb, Zvi cÖK‡í Kg©xi c`k~Y¨ n‡q‡Q Zv cÖkvmb wefvM‡K AewnZ Ki‡eb|  

3.2.1.2 AewnZ nevi c‡i cÖkvmb wefvM cÖ_‡g †`L‡eb, DËiY Gi Af¨šÍ‡i eZ©gvb Kgx©‡`i g‡a¨ †Kvb †hvM¨ cÖv_x© 

Av‡Q wKbv| hw` _v‡K, Z‡e Af¨šÍixY wb‡qvM weÁwß w`‡q cÖwZ‡hvwMZvg~jKfv‡e Kgx© wb‡qvM cÖwµqv m¤úbœ Kiv 

n‡e|  

3.2.1.3 Af¨šÍixY wb‡qvM weÁwßwU cÖavb Kvh©vjq I †K›`ª/eªvÂ Kvh©vjqmg~‡n Af¨šÍixY cÖPv‡ii Rb¨ †cÖiY Ki‡e Ges 

Af¨šÍixY wb‡qvM weÁwß b~b¨Zg 5 Kg©w`em ms¯’vi †bvwUk †ev‡W© Szjv‡bv _vK‡e| 

3.2.1.4 wb‡qvM KwgwUi gva¨‡g cixÿv wb‡q cÖv_©xi wb‡qvM cÖwµqv m¤úbœ Ki‡e cÖkvmb wefvM| Z‡e †m‡ÿ‡Î D³ cÖv_©xi 

†hvM¨Zvi h_vh_ cÖgvYvw` (me©‡kl evrmwiK cvidi‡gÝ GcÖvBRvj, mswkøó Kv‡Ri AwfÁZvi `wjjvw`) 

Dc ’̄vcb Ki‡Z n‡e| 

3.2.1.5 Riæix cÖ‡qvR‡b cÖkvmb wefvM ms¯’vi wmwf e¨vsK †_‡K †nW nvw›Us cÖwµqvi gva¨‡g Kgx© evQvB K‡i cwiPvjK 

eivei Aby‡gv`‡bi Rb¨ †cÖiY Ki‡e (‡Kvb e¨w³ ¯^-B”Qvq cÖ‡`q, wb‡qvM weÁwß n‡Z cÖvß, wewfbœ cÖKí n‡Z 

cÖvß I mnKg©x n‡Z cÖvß)| 

 

3.2.2 Pzw³wfwËK Kgx©‡`i wb‡qvM cÖwµqv (Recruitment procedures of contractual staff): 

3.2.2.1 mswkøó wefvM/cÖKí cÖavb G ai‡Yi wb‡qvM cÖ`v‡bi c~‡e© wb‡qv‡Mi KviY, Kv‡Ri †ÿÎ Ges wb‡qvM`v‡bi cÖwµqv 

ch©v‡jvPbvi Rb¨ cÖkvmb wefv‡Mi gva¨‡g cwiPvj‡Ki wbKU wjwLZ cÖ¯Íve cvVv‡eb|  

3.2.2.2 cwiPvjK KZ©„K cÖ¯Ívebv Aby‡gv`‡bi ci cÖkvmb Pzw³wfwËK Kg©x wb‡qvM cÖwµqvi KvR ïiæ Ki‡e| 

 

3.2.3 k~Y¨c` c~i‡Yi Aby‡gv`b I evwn¨K wb‡qvM (Approval to fill up vacant position and External 

recruitment): 

3.2.3.1 weÁvcb I PvKzwii `iLv¯Í ((Circular and Job application): bZzb ev k~Y¨ c‡` Kg©x wb‡qv‡Mi Rb¨ 

DËiY RvZxq I ¯’vbxq cwÎKv, cÖPvi wgwWqv Ges AbjvBb wfwËK Re mvB‡U weÁvcb w`‡e Ges weÁvc‡b 

D‡jøwLZ kZ©vbyhvqx PvKzix cÖv_x©‡`i Av‡e`b cÖkvmb wefv‡Mi gva¨‡g M„nxZ n‡e|   

3.2.3.2 weÁvc‡b c`, wb‡qv‡Mi aiY, ¯’vb, g~j `vwqZ¡, †eZb, PvKzixi †gqv`, me©wb¤œ wkÿvMZ †hvM¨Zv, Kv‡Ri 

AwfÁZv, we‡kl †hvM¨Zv BZ¨vw` AšÍf©~³ _vK‡e| mswkøó wefvM/cÖKí KZ©„K cÖ`Ë Z‡_¨i wfwË‡Z cÖkvmb 

wefvM k~Y¨ c`wUi Rb¨ weÁvcb †`qvi e¨e ’̄v Ki‡e|  

3.2.3.3 mswÿß ZvwjKv cÖYqb (Short list preparation): cÖkvmb wefvM Av‡e`b cÎ¸wj weÁvc‡b D‡jøwLZ 

kZ©vbyhvqx hvPvB evQvB K‡i GKwU cÖv_wgK mswÿß ZvwjKv cÖ¯‘Z Ki‡eb| 

 



3.2.3.4 wb‡qvM KwgwU I mvÿvrKvi MÖnY cÖwµqv (Recruitment Committee and Interview process): 

wb‡qvM KwgwUi `vwqZ¡cÖvß ev g‡bvbxZ e¨w³ cÖv_wgK mswÿß ZvwjKv †_‡K PzovšÍ ZvwjKv cÖ¯‘Z Ki‡eb| cÖkvmb 

wefvM PzovšÍ ZvwjKv Abyhvqx cÖv_©x‡`i bv‡g B›UviwfD KvW© Bmy¨ K‡i WvK‡hv‡M ev B-‡gBj ev †dv‡bi gva¨‡g 

wjwLZ/†gŠwLK cixÿvi wel‡q AewnZ Ki‡e|  

 

3.2.3.5 mvÿvrKv‡ii ¯’vb (Place of Interview): B›UviwfD KvW©/B-†gBj/†dv‡bi gva¨‡g mvÿvrKv‡ii ¯’vb, mgq 

Ges ZvwiL mywbw`©ófv‡e D‡jøL Ki‡Z n‡e| mvÿvrKv‡ii Rb¨ cÖv_©x‡`i †Kvb cÖKvi wUG/wWG cÖ`vb Kiv n‡e bv 

Zvi D‡jøL _vK‡e|  

3.2.3.6 mvÿvrKvi cÖwµqv (Process of Interview): wb‡qvM KwgwU wb‡Pi †h †Kvb GKwU/K‡qKwU/ meKqwU c×wZ 

AbymiY Ki‡Z cvi‡eb  

K. wjwLZ cixÿv 

L. †gŠwLK mvÿvrKvi 

M. e¨envwiK cixÿv  

N. c‡`i Rb¨ cÖ‡hvR¨ Ab¨ †Kvb cixÿv 

3.2.3.7 wb‡qvM KwgwU cixÿv/mvÿvrKvi †k‡l cÖv_©x‡`i dvBbvj †iRvë mxU Aby‡gv`‡bi Rb¨ cwiPvj‡Ki Kv‡Q cÖ`vb 

Ki‡e|  

 

3.2.3.8 wb‡qvM P~ovšÍKiY (Recruitment Finalization): wb‡qvM KwgwU cwiPvjK মষহাদষয়র mv‡_ Av‡jvPbv 

mv‡c‡ÿ cÖv_©x‡`i dvBbvj †iRvë wmU ch©v‡jvPbv K‡i cÖv_wgK ZvwjKv ˆZix Ki‡eb|  

3.2.3.9 cwiPvjK g‡nv`q B›UviwfD †evW© KZ…©K cÖ`Ë PzovšÍ ZvwjKv Aby‡gv`‡bi ci cÖkvmb wefvM †_‡K wb‡qvM m¤úbœ 

n‡e| 

 

3.2.4 †idv‡iÝ †PK: (Reference check) 

cÖkvmb wefvM PzovšÍKiY cÖv_©x‡K wb‡qvMcÎ cÖ`v‡bi c~‡e© Zvi m¤ú‡K© eZ©gvb/me©‡kl wb‡qvM `vZvi A_ev 

†d«kvi‡`i ‡ÿ‡Î Zvi cÖ‡`q †idv‡i‡Ýi wbKU †_‡K DËiY Gi wbw ©̀ó †idv‡iÝ †PK di‡g‡U †idv‡iÝ hvPvB 

Ki‡e †hgb cÖv_©xi Av‡e`bcÎ, Rxebe„ËvšÍ, wkÿvMZ †hvM¨Zv, Kv‡Ri AwfÁZv, me©‡kl Kg©‡ÿ‡Îi c`gh©v`v 

BZ¨vw` Abyhvqx hvPvB-evQvB Ki‡e| cÖ‡hvR¨ †ÿ‡Î Kg©x ¯’vqx wVKvbv Abyhvqx cywjk †fwiwd‡Kkb wi‡cvU© cÖ`vb 

Ki‡e| cÖ`Ë Z‡_¨i Av‡jv‡K hw` Rvbv hvq cÖv_©x †Kvb †dŠR`vix Aciv‡a `ÐcÖvß n‡qwQj ev cÖv_©x c~‡e© †Kvb 

cÖwZôv‡b Safeguarding/PSEA bxwZgvjv f½ K‡iwQj Zvn‡j DËiY KZ©„cÿ †m cÖv_x©‡K wb‡qvM cÖ`vb Ki‡e 

bv|  

 

3.2.5  PvKzix‡Z †hvM`v‡bi AvnŸvb: (Offer of Employment)  

†idv‡iÝ †P‡Ki c‡i Av‡e`bKvixi cÖ`Ë mKj Z_¨ m‡šÍvlRbK cÖZxqgvb n‡j cÖv_©x‡K Kv‡R †hvM`v‡bi 

AvnŸvb Rvbv‡bv n‡e| 

 

3.2.6  wb‡qvMcÎ: (Appointment letter) 

cÖkvmb wefvM P~ovšÍfv‡e wbe©vwPZ cÖv_x©i wb‡qvMcÎ cÖ¯‘Z K‡i ¯^vÿ‡ii ci cÖv_©x‡K Zv †cÖiY Ki‡e| 

wb‡qvMc‡Î (mshyw³ - 4) †h mKj welq D‡jøL _vK‡e Zv wb¤œiƒc: 

▪ ¯§viK b¤̂i  

▪ wb‡qvMcÎ cÖKv‡ki ZvwiL 

▪ bvg 

▪ gvZvi bvg 

▪ wcZv/¯^vgxi bvg 

▪ wVKvbv 

▪ c‡`i bvg 

▪ cixÿvi ZvwiL 

▪ Kg©m~Px/cÖK‡íi bvg 

▪ †mKkb/wefv‡Mi bvg 



▪ wb‡qv‡Mi aiY  

▪ †eZb 

▪ wkÿvbexkKvj 

▪ Kg©¯’j 

▪ PvKzix/wb‡qv‡Mi †gqv` 

▪ mycvifvBRvi Gi bvg I c`ex 

▪ Awdm mgqm~Px 

▪ my‡hvM myweav 

▪ PvKzixi Ab¨vb¨ kZvejx©  

▪ Kgx© Kj¨vb Znwej Gi Z_¨ 

▪ wb‡qvM Kvh©Ki nIqvi ZvwiL 

 

3.2.6.1 wb‡qvMc‡Îi mv‡_ Re †Wmwµckb/Kg© eY©bv, †mdMvwW©s Ges PvBì †cÖv‡UKkvb dig Ges †KvW Ae KÛv± 

mshy³ K‡i w`‡Z n‡e|  
 

3.3  Kg©xi Kv‡R †hvM`vb (Staff joining):  

 Ab¨ cÖwZôvb †_‡K AvMZ Kgx© DËiY G †hvM`v‡bi mgq Aek¨B c~e© cÖwZôv‡bi QvocÎ Rgv w`‡e| hw` †Kvb 

Kvi‡Y mv‡_ mv‡_ QvocÎ Rgv w`‡Z e¨_© nq †m‡ÿ‡Î DËiY KZ©„c‡ÿi Aby‡gv`b mv‡c‡ÿ m‡e©v”P 1 gvm ch©šÍ 

mgq w`‡e| ewa©Z mg‡qi g‡a¨ QvocÎ cÖ`vb Ki‡Z e¨_© n‡j Kgx©i wb‡qvM iwnZ Kiv n‡e| cÖwZôv‡bi wbav©wiZ 

†hvM`vb dg© (mshyw³-6) c~ib K‡i Kgx©‡K †hvM`vb Ki‡Z n‡e| 
 

3.4  wkÿvbexkKvj: (Probationary period) 

DËi‡Y cÖKí Ges wbqwgZ mKj ai‡Yi Kgx©i †ÿ‡Î 6 gvm wkÿvbexk Kvj n‡e| we‡kl †ÿ‡Î Kgx©i g~j¨vqb 

mv‡c‡ÿ wkÿvbexk Kvj Kg ev †ewk n‡Z cv‡i| Kgx© hw` Zuvi Re †Wmwµck‡b D‡jøwLZ `vwqZ¡ cvj‡b e¨_© nq 

Zvn‡j cÖ‡qvR‡b Zv‡K AcmviY Kiv hv‡e|  

cyivZb Kg©x hv‡`i wkÿvbexkKvj B‡Zvc~‡e© DËxY© n†q‡Q Zv‡`i e`wj A_ev c‡`vbœwZi †ÿ‡Î bZ yb c‡`i Rb¨ 

wkÿvbexk Kvj cÖ‡hvR¨ n‡e bv|  

¯^í‡gqv`x cÖK‡íi Kgx©†`i †ÿ‡Î wkÿvbexkKvj cÖkvmb wefvM KZ…©K wba©viY K‡i †`qv n‡e| 

3.4.1 wkÿvbexkKv‡ji mgvwß: (Completion of probationay period) 

3.4.1.1 wkÿvbexkKvj †k‡l Kg©xi g~j¨vqb wba©vwiZ g~j¨vqb dig e¨envi K‡i m¤úbœ Ki‡e|  

3.4.1.2 me©wb¤œ 3 m`m¨ wewkó GKwU g~j¨vqb KwgwU wba©vwiZ dig e¨envi K‡i D³ Kgx©i mswkøó mycvifvBRv‡ii 

gZvgZ MÖnY Ki‡eb Ges H Kgx©i Kv‡Ri gvb, AvPiY I D³ c‡` Zuvi Dchy³Zv BZ¨vw`i mgš^‡q GKwU 

cÖwZ‡e`b ˆZwi K‡i Z uv‡K wbqwgZKi‡Yi ev wkÿvbexkKvj e„w× A_ev Acmvi‡Yi mycvwikmn Zv cÖkvmb 

wefv‡Mi gva¨‡g cwiPvj‡Ki eive‡i †cÖiY Ki‡eb|  

3.4.1.3 g~j¨vqb di‡g Kg©x,Kgx©i mycvifvBRvi, cÖKí/wefvMxq cÖavb, cÖkvmb wefv‡Mi cÖavb Ges cwiPvj‡Ki ¯^vÿi 

_vK‡e| 

3.4.1.4 cwiPvjK D³ Kg©xi wkÿvbexkKv‡ji mgq e„w×/AcmviY/wbqwgZKi‡Yi Aby‡gv`b w`‡eb| 

 

3.4.2 wkÿvbexkKv‡ji my‡hvM myweavw`: (Benefits during probation period) 

3.4.2.1 wkÿvbexkKv‡j Kg©x cÖKí/wefvM KZ©„K cÖ`Ë †eZb cv‡eb GQvov Ab¨ †Kvb Avw_©K myweav cv‡eb bv †hgb 

Drme fvZv, Avby‡ZvwlK I Ab¨vb¨|  

3.4.2.2 wkÿvbexkKvj m‡šÍvlRbKfv‡e DËxY© n‡j DËiY Gi †eZb KvVv‡gv/cÖK‡í eiv× Abyhvqx †eZb I my‡hvM myweav 

cv‡eb| 

3.4.2.3 PvKzix wbqwgZKi‡Yi ci Kgx© Zuvi †hvM`v‡bi ZvwiL †_‡K DËiY Gi Kgx© e¨e¯’vcbv/gvbe m¤ú` bxwZgvjv 

Abyhvqx Ab¨vb¨ mKj myweav †fvM Ki‡eb|  

3.4.2.4 mvßvwnK I miKvix QzwU Ges AwZe Riæix cÖ‡qvR‡b Aby‡gvw`Z QzwU e¨wZZ Ab¨ QzwU †fvM Ki‡Z cvi‡eb    

bv|  

 

 



3.5 c`ex cwieZ©b: (Change of Designation) 
†eZb e„w× ev c‡`vbœwZ QvovI cwiPvjK †h †Kvb Kg©xi c`ex Ges Zuvi `vwqZ¡ cwieZ©b Ki‡Z cvi‡eb hv ms¯’vi 

AM©v‡bvMÖvg, Re †Wmwµckb, Kgx©i †hvM¨Zv Ges Zvi evwl©K g~j¨vq‡bi mv‡_ m½wZc~Y© n‡Z n‡e| 

 

3.6  cybtwb‡qvM: (Re-employment) 

3.6.1 DËi‡Y mKj cybtwb‡qvM cwiPvj‡Ki Aby‡gv`‡bi Dci wbf ©ikxj| †KejgvÎ k~Y¨c` _vKv mv‡c‡ÿB G ai‡Yi 

Av‡e`b we‡ePbv Kiv n‡e Ges G‡ÿ‡Î Av‡e`bKvixi AZxZ Kv‡Ri gvb Ges eZ©gvb †hvM¨Zv Dfq hvPvB I 

we‡ePbv Kiv n‡e| 

3.6.2  †Kvb Kg©x AcmvwiZ ev eiLv¯Í n‡j Zvi cybtwb‡qvM we‡ePbv Kiv n‡e bv| 

 

3.7   AvZœxq-¯^R‡bi PvKzixi †ÿ‡Î kZ©vejx: (Employment of Relatives) 

3.7.1 DËiY Gi Kgx©‡`i Nwbô AvZœxq ¯^Rb‡K PvKzwi‡Z wb‡qvM`v‡b wbiærmvwnZ Kiv n‡e (Nwbô AvZ¥xq A_© evev/gv, 

¯^vgx/¯¿x, mšÍvb, fvB/†evb, k¦ïi c‡ÿi AvZ¥xq, Avcb PvPvZ/gvgvZ/LvjvZ/dzdvZ fvB/†evb, Avcb 

PvPv/PvPx, Lvjv/Lvjy, gvgv/gvgx, dzdv/dzdy, Avcb fv‡Mœ/fvMœx, fvwZRv/fvwZwR)| 

3.7.2   ms ’̄vi cÖ‡qvR‡b we‡kl †ÿ‡Î cwiPvjK g‡nv`‡qi wjwLZ Aby‡gv`b mv‡c‡ÿ A_ev cÖ‡hvR¨ †ÿ‡Î DËiY wbe©vnx 

KwgwUi Aby‡gv`b mv‡c‡ÿ Kgx©i Nwbô AvZœxq-¯^Rb‡K wb¤œwjwLZ kZ©mv‡c‡ÿ wb‡qvM †`qv hv‡e; 

3.7.3   AvZœxq-¯^R‡bi g‡a¨ †KD wb‡qvM cÖvß n‡jI GKB wefv‡M/cÖK‡í PvKzix Ki‡Z cvi‡eb bv| 

3.7.4 DËiY G Kg©iZ †Kvb bvix Kg©x Ges cyiæl Kg©x `yB RbB DËi‡Y PvKzwiiZ Ae¯’vq hw` weevn eÜ‡b Ave× n‡Z 

Pvb Ges ỳB RbB DËi‡Y PvKzwi Ae¨vnZ ivL‡Z Pvb Zvn‡j Zv‡`i ỳRb‡KB cwiPvj‡Ki KvQ †_‡K AbygwZ 

wb‡Z n‡e|  

 

3.8  Re †Wmwµckb/ `vwq‡Z¡i eY©bv: (Job Description) 

3.8.1 DËiY G GKRb Kg©xi `vwqZ¡, g~j¨vq‡bi m~PK, c‡`vbœwZ, †eZb, cÖwkÿY I Ab¨vb¨ c`‡ÿ‡ci g~j wfwË nj 

ÒRe †WmwµckbÓ (mshyw³ - 7)| 

3.8.2 Kg©x wb‡qvM cÖvwßi ïiæ †_‡K Zvi PvKzixi Kg© eY©bv wbw`©ó _vK‡e| 

3.8.3 wb‡qvMcÖvß Kg©x Zvi mycvifvBRv‡ii Kv‡Q Kv‡Ri Rb¨ `vqe× _vK‡e|  

3.8.4 wb‡qvMcÖvß Kg©xi Kg© eY©bvq Zvi `vq-`vwqZ¡ I KZ©e¨ ewY©Z _vK‡e|  

3.8.5 cÖ‡qvR‡b †h †Kvb mgq Kg©xi Kg© eY©bv cwiPvj‡Ki Aby‡gv`b mv‡c‡ÿ cwiewZ©Z n‡Z cv‡i|  

3.8.6 cÖkvmb wefvM cÖwZwU c‡`i nvjbvMv` Re †Wmwµckb msiÿY Ki‡e| 

 

3.9 e¨w³MZ †Mvcbxq dvBj: (Personnel Confidential Files (PCF) and Records) 

3.9.1 DËiY mKj Kgx©i Avjv`v Avjv`v e¨w³MZ dvBj msiÿY Ki‡e| Kg©xi e¨w³MZ dvBj †_‡K GK bR‡iB Zvi 

mvwe©K Z_¨ cvIqv hv‡e| wb¤œ wjwLZ Z_¨ mg~n Kgx©i e¨w³MZ dvB‡j msiwÿZ _vK‡e| 

▪ k~Y¨c` c~i‡Yi Aby‡gv`b  

▪ PvKzwii weÁvcb  

▪ PvKzwii Av‡e`bcÎ  

▪ Rxeb e„ËvšÍ I Qwe 

▪ RvZxq cwiPqcÎ  

▪ wkÿvMZ Ges cÖ‡hvR¨ †ÿ‡Î cÖwkÿY mvwU©wd‡KU Kwc  

▪ WªvBwfs jvB‡m‡Ýi Kwc (cÖ‡hvR¨ †ÿ‡Î)  

▪ me©‡kl cÖwZôv‡bi QvocÎ  

▪ AwfÁZvi mb` 

▪ wjwLZ cixÿvi LvZv (cÖ‡hvR¨ †ÿ‡Î)  

▪ wjwLZ I †gŠwLK cixÿvi †iRvëmxU  

▪ wb‡qvMcÎ I †hvM`vb cÎ  

▪ †KvW Ae KÐv± †NvlYv  

▪ Re †Wmwµckb  

▪ evrmwiK QzwUi †iKW©  



▪ g~j¨vqb dg©, e`jxi †iKW©, †eZb e„w×/n«vm, Avby‡ZvwlK (cÖ‡hvR¨ †ÿ‡Î), c‡`vbœwZ/ c`vebwZ, k„•Ljv 

wewa Abyhvqx M„wnZ c`‡ÿ‡ci wPwV, Kgx©i mv‡_ Ab¨vb¨ wPwVcÎ/†hvMv‡hvM msµvšÍ mKj Z_¨ msiwÿZ 

_vK‡e 

▪ e¨vsK GKvD›U m¤úwK©Z Z_¨ 

▪ Riæix Ae¯’vq †hvMv‡hv‡Mi Z_¨|  

 

3.9.2 e¨w³MZ dvBj iÿYv‡eÿ‡Yi Kvh©vjq: 

▪ e¨w³MZ dvBj GKwU †Mvcb welq wn‡m‡e we‡ewPZ| 

▪ cÖavb Kvh©vj‡q cÖkvmb wefvM Ges cÖKí Awdm/kvLv Awdmmg~‡n DËiY Gi `vwqZ ¡cÖvß e¨w³ Kgx©‡`i 

e¨w³MZ dvBj iÿYv‡eÿ‡Yi Rb¨ dvB‡ji g~j Kwc Ges cÖKí/†m›Uvi Awd‡m †h mKj Kg©x Kg©iZ Av‡Q 

Zv‡`i Qvqv dvBj (shadow file)- msiwÿZ _vK‡e|  

▪ cÖKí Kgx©‡`i e¨w³MZ dvB‡j bw_cÎ msiÿ‡Yi Rb¨ mKj Z_¨vw` 2 Kwc K‡i cÖ¯‘Z Ki‡Z n‡e| g~j 

Kwc cÖavb Awd‡m Ges Qvqv dvBj cÖKí Awd‡m ivL‡Z n‡e| 

▪ †Kvb Kgx©i wjwLZ Aby‡iva I Zvi Ab y‡gv`‡bi †cÖwÿ‡Z `vwqZ¡ cÖvß e¨w³ H Kgx©‡K Zuvi e¨w³MZ dvBj 

†`Lvi AbygwZ w`‡Z cv‡i| 

 

3.9.3  mv‡eK Kgx©‡`i e¨w³MZ dvBj:(Ex-employees’ Personnel file) 
P~ovšÍ cvIbv wgwU‡q †`qvi ci Kgx© P‡j hvIqvi ZvwiL †_‡K 5 eQi †k‡l mv‡eK Kgx©‡`i e¨w³MZ dvBj aŸsm 

K‡i †`qv hv‡e| G‡ÿ‡Î mswkøó Awdm aŸsm/ev‡R‡qvß Kiv dvB‡ji GKwU †iKW© msiÿY Ki‡eb| DËiY mKj 

dvB‡ji h_vh_ iÿYv‡eÿY wbwðZ Ki‡e †hb AwWU/AvBbx Ges fwel¨r cÖ‡qvR‡b Zv e¨envi Kiv hvq|  

 

3.10 cÖvK PvKzix AewnZKiY (Pre Service Orientation) 

DËiY mKj bZzb wb‡qvMcÖvß Kgx©‡K ms¯’vi mv‡_, ms¯’vi cwjwm, Zvi KvR, Kg©¯’j Ges Kg©¯’‡ji Kgx©‡`i mv‡_ 

cwiPq Kwi‡q †`q| hvi ga¨ w`‡q Kgx© Zvi wb‡Ri KvR, cÖwZôvb, cÖKí, AvPiYwewa, PvKzixi kZ© mn ms¯’vi 

Ab¨vb¨ Z_¨ m¤ú‡K© Rvb‡Z cv‡i Ges Zvi †hvM¨Zv I `ÿZvi gva¨‡g cÖwZôvb‡K c~Y© kÖg cÖ`vb Ki‡Z cv‡i|  

 mvaviY D‡Ïk¨:  

Kg©x †hvM`v‡bi ci 1 †_‡K 15 w`‡bi g‡a¨ AewnZKiY †mk‡bi wba©vwiZ mnvwqKv AbymiY K‡i cÖvK PvKzix 

AewnZKiY ‡mkb Av‡qvRb Ki‡Z n‡e †hb Zviv m¤¢ve¨ `ªæZZg mg‡qi g‡a¨ wb‡R‡`i‡K Zv‡`i c` I 

cwi‡e‡ki mv‡_ Lvc LvB‡q wb‡Z cv‡i| GB †mk‡bcÖKí I cÖkvmb wefv‡Mi cÖwZwbwaiv AskMÖnY Ki‡eb|   

 mywbw`©ó D‡Ïk¨:  

▪ DËi‡Yi wgkb, wfkb, g~j¨‡eva, Kv‡Ri gvb`Û, †KŠkj I Kg© c×wZ m¤ú‡K© Rvbv| 

▪ DËiY Gi Kg©x e¨e¯’vcbv bxwZgvjv, †mdMvwW©s bxwZgvjv, Avw_©K bxwZgvjvi cÖ‡qvRbxqZv m¤ú‡K© AewnZ 

Kiv| 

▪ msMV‡bi †KvW Ad KÛv± ev AvPiY wewamn Acivci †gŠwjK bxwZgvjv m¤ú‡K© Rvbv| 

▪ msMV‡bi KvVv‡gvi mv‡_ cwiPq| 

▪ cÖKí/Kg©m~Px welq cwi¯‹vi aviYv cvIqv| 

▪ Zuvi Re †Wmwµckb Gi †cÖwÿ‡Z Zvi `vwqZ¡ I KZ©e¨ m¤ú‡K© Rvbv|  

▪ msMV‡bi cÖwZ GKvZ¥Zv‡eva I mngwg©Zv M‡o †Zvjv|  

▪ D`¨g Ges D”P g‡bvej M‡o †Zvjv| 

▪ DcKvi‡fvMx‡`i mv‡_ cÖKí ev¯Íevq‡b †KŠkj AewnZKiY Kiv| 

3.11 PvKzix cieZ©x AewnZKiY (Post Service Orientation) 

▪ PvKzix PjvKvwjb mg‡q cÖwZ eQi Rvbyqvix gv‡m DËiY Gi mKj cwjwm I wbqvgvejx m¤ú‡K© mKj ÷vd‡`i 

1w`‡bi wi‡d«kvm© Iwi‡q‡›Ukb Gi e¨e¯’v Ki‡Z n‡e| cÖ‡qvRbxq †ÿ‡Î AbjvB‡b wi‡d«kvm© Iwi‡q‡›Ukb Gi 

e¨e ’̄v Kiv hv‡e| 



 

Aa¨vq: Pvi 

A_© eQi I Awdm mgqm~Px (Fiscal Year and Office Timetable) 
 

mg‡qi mwVK e¨venv‡ii gva¨‡g GKRb Kgx© Zvi Kg©‡ÿ‡Î wb‡R‡K †hvM¨ K‡i Zzj‡Z cv‡i| DËiY g‡b K‡i Zvi cÖwZwU 

Kgx©B wba©vwiZ Awdm mgq mxgvq Zv‡`i ¯^ ¯^ `vwqZ¡ cvj‡bi gva¨‡g mg‡qi cwic~b© e¨envi wbwðZ Ki‡e| 

 

4.1  A_© eQi: (Fiscal Year) 

DËiY RyjvB †_‡K Ryb mgq‡K A_© eQi wn‡m‡e MY¨ Ki‡e wKš‘ QzwU, Drme fvZv I Kg©xi evwl©K g~j¨vq‡bi †ÿ‡Î 

Rvbyqvix-wW‡m¤^i Abyhvqx wnmve Kiv n‡e| cÖK‡íi Pvwn`v Abymv‡i GB wnmve cwieZ©b n‡Z cv‡i|  

 

4.2  Kg© w`em Ges Kg© N›Uv : (Working day and Hours) 

DËiY G kwbevi †_‡K e„n¯úwZevi ch©šÍ mßv‡n †gvU 6 w`b Kg© w`em| ïµevi mvßvwnK QzwUi w`b| 

4.2.1 DËiY Gi cÖavb Ges AvÂwjK Kvh©vj‡q ˆ`bw›`b Awd‡mi mgqm~Px n‡e mKvj 9.00Uv †_‡K weKvj 5.00Uv ch©šÍ 

(1 N›Uv ga¨vý weiwZmn)|  

4.2.2 GQvovI cÖKí/Kv‡Ri Pvwn`v †gvZv‡eK kvLv/‡K›`ª Kvh©vj‡q Awd‡mi mgqm~Px wfbœ n‡Z cv‡i|  

4.2.3 DËiY Gi cÖavb I kvLv/†K›`ª Awdm mg~‡n WªvBfvi, wcIb/‰bk cÖnix, iuvaybx I cwi”QbœZv Kgx©‡`i Awdm ïiæi 

Kgc‡ÿ 30 wgwbU c~‡e© Zvi c~e©mywii KvQ †_‡K Awd‡mi `vwqZ¡ ey‡S wb‡Z n‡e Ges wWDwU †k‡l cieZ©x wkd‡Ui 

Kg©xi Kv‡Q Awd‡mi `vwqZ¡ eywS‡q w`‡Z n‡e| D‡jøL¨ ˆbk cÖnix I cwi”QbœZv Kg©xi Kg© N›Uv n‡e ˆ`wbK 10 

N›Uv| wb‡qv‡Mi c~‡e© GB welqwU wbwðZ Ki‡eb mswkøó †cÖvMÖvg/cÖ‡R±| 

4.2.4 †Kvb Kgx© Awdm ïiæi wba©vwiZ mg‡qi c‡i Kg©¯’‡j †hvM`vb Ki‡j wZwb wejw¤^Z Dcw¯’Z (LP) wn‡m‡e MY¨ 

n‡eb| †Kvb Kgx© hw` Zuvi mycvifvBRv‡ii AbygwZ Qvov 1 gv‡m wZb w`b wej‡¤̂ Dcw ’̄Z nb Zvn‡j Zuvi GK 

w`‡bi ˆbwgwËK QzwU KvUv hv‡e| Avi hw` Zuvi QzwU cvIbv bv _v‡K Z‡e Zuvi GKw`‡bi †eZb KZ©b Kiv n‡e| 

(GUv nvwRiv LvZv †`‡L wba©vib Kiv n‡e)| 

4.2.5 Awd‡m nvwRivi e¨vcv‡i bvix Kgx©‡`i FZzKvjxb, Mf©Kvjxb I cÖme cieZx© mg‡qi RwUjZvi K_v we‡ePbvq 

ivL‡Z n‡e|  

4.2.6 niZvj/ivR‰bwZK Aw¯’iZv ev Ab¨ †Kvb AbvKvw•LZ Kvi‡Y Kgx©i †gvU Kg©N›Uvq cwieZ©b n‡Z cv‡i|  

4.2.7  †ivRvi mgq Awdm weiwZnxbfv‡e weKvj 4.00Uv ch©šÍ Pj‡e| Mig/kxZKvj †f‡` KZ©„c‡ÿi wm×všÍ †gvZv‡eK G 

mgqm~Px cwieZ©b‡hvM¨| 

 

4.3  Kgx© nvwRiv: (Staff attendance) 

cÖ‡Z¨K Kgx©‡K Awdm cÖ`Ë nvwRiv LvZvq wbw`©ó mg‡q ¯̂vÿi Ki‡Z n‡e| QzwU‡Z, åg‡Y Ges wd‡ì _vKvKvjxb 

A_ev Amy¯’ bv n‡j cÖ‡Z¨K Kg© w`e‡m h_vmg‡q Awd‡m nvwRiv †`qv cÖwZwU Kgx©iB `vwqZ¡|  

4.3.1 AbvKvw•LZ cwiw¯’wZi Kvi‡Y Awd‡m Avm‡Z bv cvi‡j Kg©x Hw`bB hZ `ªæZ m¤¢e Zuvi mycvifvBRvi‡K Rvbv‡eb 

Ges cÖkvmb wefvM‡K Zv AewnZ Ki‡eb|  

4.3.2 cÖK‡íi Kg©x†`i nvwRiv msµvšÍ Z_¨ cÖKí cÖkvm‡bi Kv‡Q msiwÿZ _vK‡e| 

4.3.3 Abby‡gvw`Z Abycw¯’wZi Kvi‡Yi MÖnY‡hvM¨ e¨vL¨v w`‡Z e¨_© n‡j DËiY KZ©„cÿ Kgx©i †eZb †_‡K D³ w`‡bi 

†eZ‡bi UvKv †K‡U ‡b‡e|  

 

4.4  Awdm PjvKvjxb evwn‡i hvIqv: (Leaving office during working hours) 

4.4.1 jvBb g¨v‡bRv‡ii AbygwZ Qvov Awdm PjvKvjxb ‡Kvb Kgx© Awdm cÖv½‡bi evB‡i †h‡Z cvi‡eb bv| Awd‡mi 

evB‡i †M‡j gyf‡g›U †iwR÷v‡i cÖ‡qvRbxq Z_¨ wjwce× Ki‡eb| gyf‡g›U †iwR÷v‡i cÖ‡qvRbxq Z_¨ wjwce× bv 

_vK‡j H Kgx© H w`‡b Awd‡m ÒAbycw¯’ZÓ e‡j MY¨ n‡eb|  

4.4.2 gyf‡g›U †iwR÷v‡i cÖ`Ë Z_¨ µm †PwKs Gi gva¨‡g wg_¨v cÖgvwbZ n‡j cÖkvmb wefvM D³ Kgx©i weiæ‡× kvw¯Í 

g~jK e¨e¯’v MÖnb Ki‡e| 

 

 



Aa¨vq: cvuP 

†eZb KvVv‡gv wba©viY (Specification of Salary Structure) 

 
mgqc‡hvMx I MÖnY‡hvM¨ †eZ‡bi gva¨‡g DËiY †hvM¨ Ges Kvh©Ki Kgx© evwnbx M‡o Zzj‡Z I a‡i ivL‡Z AvMÖnx| 

DËi‡Yi cÖwZwU Kgx©B gvwmK g~j †eZb Ges Gi mv‡_ evwo fvov, wPwKrmv fvZv, mvaviY hvZvqvZ fvZv †gvU †eZb 

wn‡m‡e cv‡eb| wb‡qvM c‡Î Kg©xi †eZb D‡jøL _vK‡e| cÖ‡qvRb g‡b Ki‡j gyj¨wùwZ we‡ePbv K‡i cÖwZ 5 eQi cici 

ev †h †Kvb mgq †eZb ch©v‡jvPbv I ms‡kvab Kiv n‡e|  

 

5.1 †eZb KvVv‡gv wba©vi‡Yi bxwZgvjv (Specification of Salary Stracture policy) 

5.1.1 ms¯’v KZ©„K g‡bvbxZ †eZb ch©v‡jvPbv KwgwUi cÖwZwU c‡`i `vq-`vwqZ¡, wewfbœ cÖwZôv‡bi bgybv †eZb KvVv‡gv 

we‡kølY, K‡g©i †gqv` I cÖwZôv‡bi Avw_©K m½wZ cÖf…wZ we‡kølY K‡i Kg©xi †eZ‡bi nvi cÖ¯Íve Ki‡eb|  

5.1.2 cwiPvjK g‡nv`q cÖ¯ÍvweZ †eZb KvVv‡gv Kvh©wbe©vnx cwil` Aby‡gv`‡bi Rb¨ h_vh_ c`‡ÿc wb‡eb|  

5.1.3 wbqwgZ Kg©x‡`i c` gh©v`v Abyhvqx wbw ©̀ó †MÖ‡W D‡jøwLZ nv‡i †eZb cÖ`vb Kiv n‡e| cÖKí Kg©xiv cÖK‡íi 

wba©vwiZ nv‡i †eZb cv‡eb|  

5.1.4 cÖKí Kg©xi †eZb ms¯’vi †eZb KvVv‡gvi mv‡_ m½wZc~Y© ivLvi †Póv Kiv n‡e|    

 

5.2 Kg©x‡`i c` gh©v`v Ges †MÖW web¨vm (Staff Grade) 

5.2.1 wbe©vnx cÖavb wnmv‡e cwiPvjK g‡nv`q DËiY Gi Kvh©µ‡gi †bZ…Z¡ w`‡eb| GRb¨ cÖwZôvb n‡Z Zuv‡K gvwmK 

‡eZb cÖ`vb Kiv n‡e| cwiPvj‡Ki gh©v`v, `ÿZv, AwfÁZv, †hvM¨Zv I m¤§v‡bi welq we‡ePbv K‡i ms¯’vi 

Kvh©wbe©vnx KwgwU Zuvi gvwmK m¤§vbx I Ab¨vb¨ my‡hvM myweav cÖ`vb Ki‡eb|  

5.2.2 Ab¨vb¨ Kg©xi `vwq‡Z¡i cwiwa, Re †Wmwµckb, wkÿvMZ †hvM¨Zv, AwfÁZv, `ÿZv I Kv‡Ri ¸iæ‡Z¡i Dci 

wfwË K‡i DËiY Gi mKj wbqwgZ c`mg~n‡K 8wU cÖavb †kÖwY‡Z fvM Kiv n‡q‡Q|  

5.2.3 cÖwZwU †MÖ‡Wi Avevi 10wU avc i‡q‡Q| Kg©xiv Zv‡`i c`gh©v`v Abyhvqx †eZb †MÖ‡W wba©wiZ nv‡i †eZb cv‡eb| 

DËiY Kgx©‡`i †eZb KvVv‡gv †_‡KB DËiY Gi Kgx©‡`i †eZb m¤ú‡K© Rvbv hv†e|   

 

      DËiY Gi Kg©x‡`i c`gh©v`v Ges †MÖWmg~n wb¤œiƒc:  

†MÖW c‡`i bvg  

1 mgš^qKvix/wefvMxq cÖavb 

2 mnKvix mgš^¦qKvix 

3 e¨e ’̄vcK/ Kg©m~Px e¨e¯’vcK 

4 cÖKí mgš^qKvix/ cÖKí e¨e¯’vcK 

5 Kg©m~Px/ cÖKí Kg©KZv© 

6 Kg©m~Px/ cÖKí msMVK 

7 mycvifvBRvi 

8 wdì d¨vwmwj‡UUi 

9 mv‡cvU© ÷vd  

• cÖK‡íi Kgx©‡`i c`ghv©`v I †MÖwWs cwiPvjK I cÖkvmb wefvM wbav©iY Ki‡eb| 

 

5.3 †eZb KvVv‡gvi ˆewkó¨ wb‡P D‡jøL Kiv nj:  

5.3.1 †eZb KvVv‡gvq D‡jøwLZ †eZ‡bi avcmg~‡ni g‡a¨ cv_©K¨ 5%|  

5.3.2 DuPz c‡` Kg©iZ GKRb bZzb Kgx©i †P‡q wb‡Pi c‡` Kg©iZ GKRb cyivZb Kgx© (Bbwµ‡g›U Gi Kvi‡b) †ewk 

†eZb †c‡Z cv‡ib|  

5.3.3 DËi‡Y Kgx©i †eZb KvVv‡gv Abyhvqx Zvi DbœwZi gva¨g n‡e- fvj cvidi‡gÝ, KvR m¤úKx©q Ávb, `ÿZv I 

cÖ‡MÖm/AR©b, ms¯’vi cÖwZ AvbyMZ¨ Ges DËiY G PvKzwii †gqv`mxgv|  

5.3.4 DËiY Gi wbqwgZ Kg©xiv wewfbœ cªK‡í †h cwigvY m¤ú„³ n‡eb Zviv †mB mgvbycvwZK nv‡i H cÖKí †_‡K 

†eZb cv‡eb| GB AvbycvwZK †eZb GKwU wbw`©ó GKvD‡›U Rgv n‡e Ges D³ GKvD›U †_‡K c~Y© ‡eZb GK‡Î 

Zvi e¨w³MZ GKvD‡›U UªvÝdvi Kiv n‡e| 

  



5.3.5 †Kvb Kgx©i †eZb `kg av‡c DËxY© nIqvi ci H Kgx©‡K H GKB c‡`i wecix‡Z Avi Bbwµ‡g›U cÖ`v‡bi my‡hvM 

_vK‡e bv| G ch©v‡q Zuvi †eZb Fringed n‡e Ges wZwb evwl©K Bbwµ‡g›U e¨ZxZ evwK mKj my‡hvM myweav 

cv‡eb|  

5.3.6 msMV‡b 1 eQi c~Y© nqwb Ggb Kgx©iv Bbwµ‡g›U cv‡eb bv| wKš‘ cwiPvjK g‡nv`q Zuvi cÖ`Ë ÿgZv e‡j †h 

†Kvb Kgx©‡K Bbwµ‡g›U cÖ`vb Ki‡Z cv‡ib Z‡e G‡ÿ‡Î †hŠw³KZv e¨vL¨v K‡i GKwU †bvU cÖ`vb Ki‡Z n‡e|  

 

5.4 †eZb wba©viY cÖwµqv (Salary specification process): `ÿZv, †hvM¨Zv, `vwqZ¡ I AwfÁZvi 

Av‡jv‡K DËiY GKRb Kgx©i †eZb wba©viY Ki‡e, cÖwµqvwU wb¤œiƒc-  

 

5.4.1 bZzb Kgx© (New staff): bZzb wb‡qvM cÖvß Kgx© †h c‡` wb‡qvM cv‡eb †mB †MÖ‡Wi cÖviw¤¢K avc †_‡K †eZb 

wba©vwiZ n‡e| AwaKZi `ÿ I AwfÁ Kg©x‡`i †ÿ‡Î ev‡R‡U eivÏ _vKv mv‡c‡ÿ cwiPvjK g‡nv`‡qi 

Aby‡gv`‡b ci `yB †_‡K wZb avc e„w× K‡i Zvi cÖviw¤¢K †eZb avh© Kiv †h‡Z cv‡i|  

5.4.2 eZ©gvb Kg©x (Present staff): †eZb KvVv‡gv ch©v‡jvPbvi d‡j GKRb eZ©gvb Kgx©i bZzb †eZb Zvi 

Pjgvb †eZ‡bi †P‡q †ekx A_ev ms¯’vi Avw_©K Ae¯’v we‡ePbv c~e©K Kg n‡Z cv‡i| 

5.4.3  mvaviY e„w×(General Increment): g~j¨vq‡bi gva¨‡g weMZ eQ‡ii cvidi‡gÝ m‡šÍvlRbK nIqv 

mv‡c‡ÿ DËiY Gi cÖwZwU Kgx©‡KB cÖwZ eQi GKwU mvaviY Bbwµ‡g›U cÖ`vb Kiv n‡e| Kgx©i †gvU †eZ‡bi 

5% †eZb †K 1wU mvaviY Bbwµ‡g›U aiv n‡e| cÖKí Kg©x‡`i †ÿ‡Î `vZv ms ’̄v cÖ`Z¡ ev‡RU Abyhvqx wm×všÍ 

wb‡Z n‡e| mKj Kg©xi evrmwiK g~j¨vqb Ki‡Z n‡e| †Kvb Kgx©i AmvaviY cvidi‡g‡Ýi Kvi‡Y cwiPvjK 

g‡nv`q Zuvi Rb¨ GKmv‡_ me©vwaK wZbwU Bbwµ‡g›U †NvlYv Ki‡Z cvi‡eb A_ev †eZb ch©v‡jvPbv KwgwUi 

wm×všÍ Abyhvqx e„w×i cwigvY wVK Ki‡Z cvi‡eb| 

 ms¯’vi mvg_© bv _vK‡j mvaviY Bbwµ‡g›U cÖ`vb wej¤¢ ev wbw`©ó mg‡qi Rb¨ ¯’wMZ _vK‡Z cv‡i| 

 

5.5 †eZb ch©v‡jvPbv KwgwU (Salary Review Committee): RxweKvi e¨q e„w× †c‡j Ges DËiY 

KZ©©„cÿ h_vh_ g‡b Ki‡j wZwb DËi‡Yi †eZb KvVv‡gv ch©v‡jvPbvi Rb¨ GKwU †eZb ch©v‡jvPbv KwgwU MVb 

Ki‡eb| GB ch©v‡jPbv KwgwU‡Z cÖkvmb I A_ © wefvMmn Ab¨vb¨ wefvM †_‡K cÖwZwbwa _vK‡e| GB KwgwUi 

m`m¨ msL¨v n‡eb 5-7 Rb| cÖ‡qvRb n‡j cwiPvjK g‡nv`‡qi Aby‡gv`b mv‡c‡ÿ GB KwgwU‡Z evB‡ii 

civgk©KI wb‡qvM †`qv †h‡Z cv‡i| 

 

5.6 †kqvi †eZb: †hme cÖK‡í †Kvb wbw ©̀ó cwRk‡b AvswkK Kv‡Ri Rb¨ AvswkK †eZb eiv× _vK‡e †mme cÖK‡í 

DËiY cÖkvmb wefvM †_‡K †kqvi ÷vd cÖ`vb Kiv n‡e| †m‡ÿ‡Î cÖK‡í wbw`©ó Kv‡Ri % Abyhvqx D³ Kgx©‡K 

KvR Ki‡Z n‡e Ges Zv‡K cÖK‡í wba©vwiZ †kqvi †eZb cÖ`vb Kiv n‡e| GKRb Kgx©i g~j †eZ‡bi mv‡_ †Kvb 

wbw ©̀ó cÖK‡íi Kv‡Ri % Abyhvqx cÖK‡í wba©vwiZ AvswkK †eZb bvI wgj‡Z cv‡i, †m‡ÿ‡Î Kv‡Ri % wVK 

ivL‡Z n‡e Ges ‡eZb wfbœ wfbœ cÖK‡íi eiv× Abyhvqx cÖ`vb Kiv n‡e| cÖ‡qvRbxq †ÿ‡Î DËiY GB †kqvi 

†eZb mgš^q Ki‡e| ‡kqvi †eZ‡bi †ÿ‡Î cÖK‡í wba©vwiZ Kv‡Ri % Abyhvqx Kg© N›Uv c~Y© Ki‡Z n‡e Ges 

cÖK‡í  D³ Kg© N›Uvi UvBg wmU msiÿY Ki‡Z n‡e|



                                                 Aa¨vq: Qq 

PvKzixi my‡hvM myweav (Benefit Package of Job) 

 

6.1 †eZb(Salary): DËi‡Y Kg©iZ mKj Kg©x cÖwZ gv‡m wbav©wiZ mg‡q Zv‡`i †eZb cv‡eb| ¯^í‡gqvw` I 

LÛKvjxb Kg©xivI Zv‡`i mv‡_ m¤úvw`Z Pzw³i kZ© †gvZv‡eK †eZb cv‡eb|  

6.1.1 DËiY G †eZb ej‡Z me©mvKz‡j¨ cÖ‡`q †eZb‡K eySv‡e|  

6.1.2 Znwe‡ji ¯^íZv bv _vK‡j cÖwZgv‡mi 25 †_‡K 30 Zvwi‡Li g‡a¨ cÖKí/wefvM †_‡K cÖ¯‘Z I cÖkvmb wefvM 

KZ…©K hvPvB‡qi c‡i cÖYxZ †eZb kxU Abyhvqx †eZb cwi‡kva Kiv n‡e Ges GB †eZb kxU A_© wefvM msiÿY 

Ki‡e|  

6.1.3 Kg©x hw` c~Y© gvm KvR bv K‡i Z‡e wb¤œwjwLZ m~Î Abyhvqx †eZb cv‡e:  

 gvwmK †eZb/30/31/28/29 w`b (gvm Abyhvqx) (Pjgvb gv‡m mvßvwnK QzwUmn †h Kqw`b KvR K‡i‡Q) 

6.1.4 †eZb kx‡U cwiPvjK, mgš^qKvix-wnmve I A_©, cÖKí mgš^qKvix (cÖK‡íi †ÿ‡Î), cÖkvmb cÖwZwbwa Ges cÖKí 

wnmve iÿK (cÖK‡íi †ÿ‡Î) Gi ¯^vÿi e¨wZ‡i‡K e¨vs‡K ‡Kvb †eZb UªvÝdvi Kiv hv‡e bv|  

 

6.2 †eZb KZ©b (Deduction of salary)t wb¤œwjwLZ Kvi‡Y (cÖ‡hvR¨ †ÿ‡Î) Kgx©i †eZb †_‡K Avcbv AvcwbB 

UvKv KZ©b K‡i †bqv hv‡e-:  

6.2.1 Kgx© hw` AvqK‡ii AvIZvfz³ nb Zvn‡j Drm K‡ii cwigvY; 

6.2.2 DËiY wkÿv Znwe‡j Aby`vb 

6.2.3 Abby‡gvw`Z Abycw¯’wZ, webv †eZ‡b QzwU A_ev mvgwqKfv‡e Kg©iwnZKiY n‡j;   

6.2.4 Kgx©i †ndvR‡Z _vKv Awd‡mi †Kvb m¤ú` ev UvKv cqmv nvwi‡q †M‡j ev †Kvb iKg ÿwZMÖ¯Í n‡j Ges Gme 

ÿqÿwZi †ÿ‡Î Kgx©i †Kvb iKg MvwdjwZ ev ˆkw_‡j¨i cÖgvY cvIqv †M‡j; 

6.2.5 †iwfwbD ÷¨v¤ú/ ivR¯^ wU‡KU ev Ab¨ wKQzi `vg; 

6.2.6 †eZb kxU Abyhvqx Kg©xi e¨vsK wnmv‡e †eZb UªvÝdvi Kiv n‡e| †Kvb Kvi‡Y e¨vsK GKvD›U‡m †eZb UªvÝdvi 

Kiv bv n‡j fvDPvi Gi gva¨‡g Kg©xi †eZb cÖ`vb Kiv n‡e| †m‡ÿ‡Î fvDPv‡ii Dci †iwfwbD ó¨v¤ú jvMv‡Z 

n‡e Ges Zvi Dci Kg©xi ¯^vÿi _vK‡Z n‡e| 

6.2.7 DËiY Gi A_© welqK bxwZgvjvi Av‡jv‡K †eZb kx‡Ui gva¨‡g GB KZ©b Kiv n‡e Ges GB KZ©‡bi `vwqZ¡ 

_vK‡e mgš^qKvix wnmve I A_©| gvm †k‡l hvi hvi GKvD‡›U UvKv Rgv nIqvi ci GKvD›Um wefvM mKj 

Kgx©‡K KZ©b m¤ú‡K© (†c-†ivj Gi gva¨‡g) AewnZ Ki‡eb|  

 

6.3  Drme fvZv: (Festival Allowance) 

cÖ‡Z¨K wbqwgZ Kgx© Ges †hme cÖK‡í Drme fvZv eivÏ Av‡Q Zviv eQ‡i 1wU Drme fvZv cv‡eb hv 1 gv‡mi 

†gvU †eZ‡bi mgvb| Kgx©‡`i‡K †eZ‡bi mv‡_ A_ev cÖavb Drm‡ei AšÍZ 10w`b Av‡M Drme fvZv cÖ`vb Kiv 

hv‡e|  

wkÿvbexk, LÛKvwjb ev Pzw³wfwËK Kg©xiv Drme fvZv cv‡eb bv| wb¤œwjwLZ Drmemg~n‡K cÖavb Drme wn‡m‡e 

we‡ePbv Kiv n‡e:  

gymjgvb Kg©x :    C`yj wdZi A_ev C`yj Avhnv  

wn›`y Kg©x  :    `~M©v cyRv 

wLª÷vb Kg©x :    eow`b  

†eŠ× Kg©x  :    †eŠ× c~wY©gv  

 

6.3.1 GK eQ‡i 1 gv‡mi †eZ‡bi mgcwigvY 1Uv Drme fvZv cÖ`vb Kiv n‡e|  

6.3.2 Drme fvZvI ¯̂vfvweK AvqK‡ii AvIZvq co‡e|   

6.3.3 wkÿvbexkKvj DËxY© n‡j wKš‘ PvKzixi †gqv` GK eQi c~Y© bv n‡j †m AvbycvwZK nv‡i Drme fvZv cv‡eb (GK 

gv‡mi †gvU †eZb/12gvm x PvKzixi †gqv`)| 

 

 

 

 



 

6.4   Avby‡ZvwlK: (Gratuity) 

6.4.1 2005 ch©šÍ DËiY Zvi mKj wbqwgZ Kgx©‡`i MÖ¨vPzBwU cÖ`vb Ki‡jI cieZ©x‡Z ms¯’vi cÖwZK~j cwiw¯’wZi 

Kvi‡Y GB wecyj cwigvY A_© e¨q Kivi gZ mvg_©¨ nvwi‡q †d‡j, d‡j MÖ¨vPzBwU cÖ`vb iwnZ n‡q hvq| m¤úªwZ 

GB g›`ve¯’v KvwU‡q IVvi Kvi‡Y ms¯’v MÖ¨vPzBwU †`qvi Avev‡iv wm×všÍ wb‡q‡Q Ges A_©‰bwZK mvg_©¨ wd‡i Avmvi 

mv‡_ mv‡_ MÖvPzBwU cÖ`vb Avevi Pvjy n‡e| 

6.4.2 †h mKj cÖK‡í `vZvms¯’v Gai‡Yi myweav eivÏ †i‡L‡Qb †m me cÖKí Kg©x‡`i wkÿvbexkKvj †kl n‡j cÖwZ 

GK eQi c~Y© Kiv mv‡c‡ÿ GKgv‡mi †eZb Avby‡ZvwlK wn‡m‡e cÖ`vb Kiv n‡e| MÖ¨vPzBwU/Avby‡Zvwl‡Ki A_© 

ÒDËiY Kgx© MÖ¨vPzBwU/Avby‡ZvwlK dvÛÓ bv‡g GKwU Avjv`v e¨vsK GKvD›U-G Rgv n‡e| MÖ¨vPzBwU/Avb y‡Zvwl‡Ki 

UvKv `vZv ms¯’vi KvQ †_‡K cvIqvi ci ciB Zvnv D³ GKvD‡›U Rgv n‡e|    

6.4.3 Kg©x‡`i cÖwZ eQi †h nv‡i MÖ¨vPzBwU/Avby‡ZvwlK e¨vs‡K Rgv n‡e| Kg©x cÖwZôvb Z¨vM Kivi mgq m¤ú~Y© 

Avby‡Zvwl‡Ki UvKv Zv‡K cÖ`vb Kiv n‡e| 

6.4.4 cÖKí KZ ©„K cÖ`Ë MÖvPyBwU/Avby‡ZvwlK eivÏ _vK‡j D³ Kg©x hZ eQi H cÖK‡í PvKzix c~Y© Ki‡eb ZZ gv‡mi 

MÖ¨vPzBwU/Avby‡ZvwlK cv‡eb|  

6.4.5 Avby‡ZvwlK wnmv‡ei †ÿ‡Î Kgx©i †hvM`v‡bi ZvwiL‡K ïiæi ZvwiL wn‡m‡e MYbv Ki‡Z n‡e|  

6.4.6 k„•Ljvf½RwbZ Kvi‡Y †Kvb Kgx© eiLv¯Í n‡j Zv‡K Rwigvbv ¯^iƒc Avby‡Zvwl‡Ki UvKv cÖ`vb Kiv n‡e bv| 

6.4.7 Avby‡Zvwl‡Ki †ÿ‡Î AwMÖg cÖ`v‡bi †Kvb weavb †bB|  

 

6.5   DËiY wkÿv Znwej (Uttaran Education fund): 

DËiY Gi mnvqZvq `ix`ª wkÿv_x©‡`i wkÿv Kvh©µ‡g mn‡hvMxZvi Rb¨ Avw_©K mnvqZv cÖ`v‡b Kg©x‡`i ¯^-

cÖ‡Yvw`Z Aby`v‡b DËiY wkÿv Znwej bxwZgvjv MVb Kiv n‡q‡Q| GB Znwe‡j DËiY G Kg©iZ Kg©xiv mnvqZv 

cÖ`vb Ki‡e| cÖ‡Z¨‡KB gv‡m 1 evi bxwZgvjvq eiv× Abyhvqx A_© Aby`vb wn‡m‡e GB Znwe‡j cÖ`vb Ki‡eb| 

D³ Aby`vb ÒDËiY wkÿv ZnwejÓ e¨vsK wnmv‡e Rgv n‡e| Kgx©‡`i Øviv wbe©vwPZ KwgwU GKwU Aby‡gvw`Z 

MvBWjvB‡bi wfwË‡Z GB Znwej cwiPvjbv Ki‡e|  

 

6.6       DËiY wiRvf© dvÛ (Uttaran Reserve Fund): 

cÖwZôvb Kg©x‡`i Øviv wbqwgZ Avw_©K ÿwZi ¯^xKvi nq| GKRb Kg©x Avw_K Awbqg K‡i cÖwZôvb Z¨vM Ki‡j 

ZLb †mB Avw_©K Awbq‡gi ÿwZc~iY(†Wvbvi/DcKvi‡fvMx‡K) cÖwZôvb‡K enY Ki‡Z nq| GB Avw_©K ÿwZ 

myiÿvi Rb¨ DËiY-G Kg©iZ mKj Kg©x‡K RvgvbZ wnmv‡e GK gv‡mi †eZ‡bi mgcwigvb A_© DËiY wiRvf© 

dvÛ-G Rgv Ki‡Z n‡e Ges m‡šÍvlRbKfv‡e PvKzix †k‡l GB cwigvb A_© cÖwZôvb Zv‡K †dir cÖ`vb Ki‡e| 
 

6.7  cÖwf‡W›U dvÛ (Provident fund: DËiY G Kg©iZ mKj wbqwgZ Kg©xi PvKzix wbwðZ n‡j wZwb Hw”QK 

cÖwf‡W›U dvÛ Gi m`m¨ n‡eb| hw` †Kvb Kgx© Hw”QK fv‡e cÖwf‡W›U dv‡Û UvKv Rgv iv‡L Z‡e wZwb ms¯’v 

†_‡K P‡j hvevi mgq GB dv‡Ûi A_© cv‡eb| fwel¨‡Z ms¯’vi Avw_©K mÿgZv n‡j ms¯’v cÖwf‡W›U dv‡Û 

cÖ‡qvRbxq A_© cÖ`vb Ki‡e| ms¯’vi wnmve wefvM GB dvÛ cwiPvjbv Ki‡e| 

 

6.8      AvqKi: (Income tax) 

6.8.1  DËiY G PvKzwii Pzw³c‡Î ¯^vÿi Kivi ga¨ w`‡q c` gh©v`v †f‡` mKj Kgx©B MYcÖRvZš¿x evsjv‡`k miKv‡ii 

wba©vwiZ AvqKi cÖ`v‡b AvBbMZfv‡e eva¨ _vK‡eb| Kg©xi AvqK‡ii `vq DËiY enb Ki‡e bv| DËiY Zuvi 

AvqK‡ii AvIZvfz³ wbqwgZ, cÖKí I Pzw³wfwËK †hme Kg©xi †eZb Ki‡hvM¨ mxgvi g‡a¨ co‡e MYcÖRvZš¿x 

evsjv‡`k miKv‡ii AvqKi Aa¨v‡`k Abyhvqx gvwmK wKw¯Í‡Z †eZb †_‡K AvqKi KZ©b Kiv n‡e Ges miKvix 

†KvlvMv‡i Rgv †`qv n‡e| 

6.8.2  DËiY AvqKi Dc‡`óv (Tax Consultant) wb‡qvM K‡i Kg©x‡`i evrmwiK AvqKi wiUvb© AvqKi Awd‡m `vwLj 

I wb®úwË Ki‡e| 

 

 



6.9  `yN©Ubv I jvBd BÝy‡iÝ Ges ÿwZc~iY(Accidental Benefits): 

DËiY G Kg©iZ Ae¯’vq Kg©x‡`i ~̀N©Ubv RwbZ ÿwZc~iY mnvqZv cÖ`v‡bi j‡ÿ¨ cÖwZôvb ª̀æZZg mg‡qi g‡a¨ 

Kg©x‡`i Rb¨ BÝy¨‡iÝ/exgv Pvjy Kivi D‡`¨vM MÖnY Ki‡e| cÖv_wgKfv‡e exgvi wcÖwgqvg Kg©xiv enb Ki‡e| 

BÝy¨‡iÝ †Kv¤úvwbi bxwZgvjv Abyhvqx `yN©Ubv ev g„Z¨yRwbZ ÿwZc~iY cÖ‡hvR¨ n‡e| 

cÖK‡íi †ÿ‡Î hw` †Kvb cÖK‡í †Wvbvi KZ…©K BÝy¨‡iÝ/exgv e¨e¯’v eiv× _v‡K Zvn‡j Zv cÖ`vb Kiv n‡e| 

6.9.1 †Kvb Kg©x wWRvóvi ev `~N©Ubv KewjZ †Kvb Kvh© m¤úbœ K‡i Avm‡j Ges gvbwmKfv‡e †f‡½ co‡j Ae¯’v 

we‡ePbv c~e©K Zv‡K gvbywlK mn‡hvMxZv cÖ`vb Ki‡Z n‡e| 

 

6.10   we‡kl Ae`v‡bi ¯^xK„wZ (Performance Incentive): 

Kg©xi mycvifvBRvi cwiPvjK g‡nv`‡qi Aby‡gv`b mv‡c‡ÿ †Kvb Kgx©i Rb¨ wbw`©ó mg‡qi Rb¨ mywbw`©ó 

jÿ¨gvÎv cÖ`vb Ki‡Z cvi‡e| jÿ¨ AR©b Ki‡Z cvi‡j cÖ‡Yv`bv wn‡m‡e H Kgx©‡K cyi¯‹…Z Kiv †h‡Z cv‡i 

(wjwLZ cÖksmv cÎ/Avw_©K myweav cÖ`vb/†`k we‡`‡k ågY/cÖwkÿY BZ¨vw`)|   

 

6.11   WªvBfvi I Awd‡mi mvnvh¨Kvix Kgx©‡`i AwZwi³ `vwqZ¡ cvjb (Additinal services of Drivers/ 

Services Staff): 
6.11.1 †mevKg©x‡`i `vwq‡Z¡i aiY Kg©x‡`i gZ bq e‡j Zv‡`i Kv‡Ri mgqmxgv Kg©x‡`i gZ n‡ebv|   

6.11.2 miKvwi QzwUi w`b wKsev mvßvwnK QzwUi w`‡b KvR Ki‡j WªvBfvi ev Awd‡mi mvnvh¨Kvix Kgx©‡K Lvevi fvZv 

(cviwWqvg) I hvZvqvZ fvZv (Avmj) cÖ`vb Kiv n‡e| 

6.11.3 Mvoxi WªvBfvi GKUvbv 8 N›Uv wWDwU Ki‡j, kvwiixK Ae¯’v we‡ePbv K‡i 8-10 N›Uv weiwZi c‡i Avevi Mvox 

Pvjv‡Z cvi‡e|   

 

 

 

 

 



Aa¨vq: mvZ 

ågY I ågY fvZv (Travel and Perdiem Policy) 
 

7.1  ågY (Traveling): 

Kv‡Ri cÖ‡qvR‡b †h †Kvb Kgx©‡K †h ‡Kvb mgq Zv‡`i Kg© GjvKvi evB‡i wdì cwi`k©b, cÖwkÿY, wkÿv mdi, 

wgwUs/Kg©kvjv ev Ab¨ †Kvb Awdwmqvj Kv‡R †`‡k-we‡`‡ki †h ‡Kvb ¯’v‡b hvIqvi cÖ‡qvRb n‡Z cv‡i| åg‡Yi 

†ÿ‡Î wb¤œwjwLZ Q‡K cÖ`Ë fvZv mKj Kg©xi †ÿ‡Î cÖ‡hvR¨ n‡e| Pzw³‡Z D‡jøL _vK‡j Kbmvj‡U›U‡`i †ÿ‡ÎI 

GwU cÖ‡hvR¨ n‡e|  

 

7.1.1  ågY Aby‡gv`b I AwMÖg M ªnY (Tour approval & advance): 

mKj Kgx©†KB Zvi D×©Zb Kg©KZ©vi wbKU †_‡K åg‡Yi Aby‡gvw`Z dig¨vU G (mshyw³ - 8) Aby‡gv`b wb‡Z 

n‡e| GKvD›U‡mi bxwZgvjv Abyhvqx, wdì cwi`k©‡b hvIqvi †ÿ‡Î A_© wefv‡M msiwÿZ AMÖxg MÖn‡Yi dig 

(mshyw³ - 9) c~iY K‡i AMÖxg UvKv †bqv †h‡Z cv‡i| ågY †k‡l 7 Kg© w`e‡mi g‡a¨ AMÖxg UvKvi mgš^q Ki‡Z 

n‡e Ges mg¯Í wej Rgv w`‡q w`‡Z n‡e|   

 

7.1.2  åg‡Y hvbevn‡bi aiY I fvZv (Mode of Transport & Allowance): 

 Kg©xi ¯Íi †f‡` hvbevn‡bi aiY I wb¤œ Q‡K D‡jøwLZ nv‡i ågY fvZv cv‡eb|  

†MÖW c‡`i bvg hvZvqvZ (cwien‡Yi aiY) Avevmb 

1 mgš^qKvix wegvb, kxZvZc wbqwš¿Z evm, †Uªb, jÂ I 

Mvox|  

kxZvZc wbqwš¿Z †nv‡Uj/†Mó 

nvDm; fvov m‡e©v”P (2000/- 

†_‡K 3000/-) 

2 mnKvix 

mgš ^qKvix 

  

kxZvZc wbqwš¿Z evm, †Uªb I jÂ I Mvox|  

Riæix cÖ‡qvR‡b cwiPvjK Aby‡gv`b mv‡c‡ÿ 

wegvb e¨envi Kiv hv‡e| cÖK‡íi †ÿ‡Î c` 

Abyhvqx cÖKí Aby‡gvw`Z hvbevnb| 

kxZvZc wbqwš¿Z †nv‡Uj/†Mó 

nvDm; fvov m‡e©v”P (2000/- 

†_‡K 2500/-) Ges cÖK‡íi 

†ÿ‡Î c` Abyhvqx cÖKí 

Ab y‡gvw`Z fvov 

3 e¨e ’̄vcK/Kg©m~Px 

e¨e ’̄vcK 

kxZvZc wbqwš¿Z evm, †U ªb I jÂ I Mvox|  

Riæix cÖ‡qvR‡b cwiPvjK Aby‡gv`b mv‡c‡ÿ 

wegvb e¨envi Kiv hv‡e| cÖK‡íi †ÿ‡Î c` 

Abyhvqx cÖKí Aby‡gvw`Z hvbevnb| 

kxZvZc wbqwš¿Z †nv‡Uj/†Mó 

nvDm; fvov m‡e©v”P (2000/- 

†_‡K 2500/-) Ges cÖK‡íi 

†ÿ‡Î c` Abyhvqx cÖKí 

Aby‡gvw`Z fvov 

4 cÖKí mgš^qKvix/ 

cÖKí e¨e ’̄vcK 

kxZvZc wbqwš¿Z evm, †Uªb I jÂ|  

Riæix cÖ‡qvR‡b cwiPvjK Aby‡gv`b mv‡c‡ÿ 

Mvox e¨envi Kiv hv‡e| cÖK‡íi †ÿ‡Î c` 

Abyhvqx cÖKí Aby‡gvw`Z hvbevnb| 

m‡e©v”P fvov 2000/- †_‡K 

2500/- Ges cÖK‡íi †ÿ‡Î c` 

Abyhvqx cÖKí Aby‡gvw`Z fvov| 

 

5 Kg©m~Px Kg©KZ©v †Pqvi †KvP evm, cÖ_g †kÖYxi †Uªb, jÂ| 

cÖK‡íi †ÿ‡Î c` Abyhvqx cÖKí Aby‡gvw`Z 

hvbevnb| 

m‡e©v”P fvov (1000/- †_‡K 

1500/-) Ges cÖK‡íi †ÿ‡Î 

c` Abyhvqx cÖKí Aby‡gvw`Z 

fvov| 

6 Kg©m~Px msMVK †Pqvi †KvP evm, wØZxq †kÖYxi †Uªb, jÂ| 

cÖK‡íi †ÿ‡Î c` Abyhvqx cÖKí Aby‡gvw`Z 

hvbevnb| 

m‡e©v”P fvov (1000/- †_‡K 

1500/-) Ges cÖK‡íi †ÿ‡Î 

c` Abyhvqx cÖKí Aby‡gvw`Z 

fvov| 

7 mycvifvBRvi †Pqvi †KvP evm, wØZxq †kÖYxi †Uªb, jÂ| 

cÖK‡íi †ÿ‡Î c` Abyhvqx cÖKí Aby‡gvw`Z 

hvbevnb| 

m‡e©v”P fvov (800/- †_‡K 

1000/-) Ges cÖK‡íi †ÿ‡Î 

c` Abyhvqx cÖKí Aby‡gvw`Z 

fvov 

8 wdì 

d¨vwmwj‡UUi  

†Pqvi †KvP evm, wØZxq †kÖYxi †Uªb, jÂ| 

cÖK‡íi †ÿ‡Î c` Abyhvqx cÖKí Aby‡gvw`Z 

iæg fvov m‡e©v”P (800/- †_‡K 

1000/-) Ges cÖK‡íi †ÿ‡Î 



hvbevnb| c` Abyhvqx cÖKí Ab y‡gvw`Z 

fvov 

9 mvwf©m ÷vd †Pqvi †KvP evm, wØZxq †kÖYxi †Uªb, jÂ| 

cÖK‡íi †ÿ‡Î c` Abyhvqx cÖKí Aby‡gvw`Z 

hvbevnb| 

iæg fvov m‡e©v”P (800/- †_‡K 

1000/-) Ges cÖK‡íi †ÿ‡Î 

c` Abyhvqx cÖKí Aby‡gvw`Z 

fvov 

 

7.1.2.1 hvbevn‡bi †ÿ‡Î wU‡KU ev fvovi iwk` Rgv w`‡q cÖK…Z wej D‡Ëvjb Ki‡Z n‡e| 

7.1.2.2 Awd‡mi Mvox e¨envi Ki‡j hvZvqvZ fvZv cv‡eb bv| 

7.1.2.3 wbw ©̀ó wmwjs Gi Dc‡i †M‡j †nv‡Uj ev †Mó nvD‡mi iwk` Rgv w`‡q mgš^qqKvix (G GÛ Gd) Ges cwiPvjK 

g‡nv`‡qi Aby‡gv`b mv‡c‡ÿ cÖK…Z wej D‡Ëvjb Kiv hv‡e| 

7.1.2.4 wegv‡b ågb Ki‡j Aek¨B wU‡KU we‡ji mv‡_ mshy³ Ki‡Z n‡e| 

 cwiwPZ RvqMvq _vKvUvB Avgv‡`i mvaviY ixwZ| DËiY Gi Kgx©‡`i memgq Kg Li‡P wbivc` Ges 

Avivg`vqK †nv‡U‡j _vKvi †Póv Ki‡Z n‡e, mv‡_ bvix mnKgx© _vK‡j †m‡ÿ‡Î GB K_vwU AviI †ewk 

cÖ‡hvR¨| we‡kl cwiw¯’wZ‡Z Kgx©i wbivcËv I ¯^v”Q›`¨ wbwðZ Ki‡Z cwiPvjK g‡nv`q Zuvi we‡ePbvgZ 

†nv‡Uj/†Mó nvD‡R Ae ’̄v‡bi UvKvi cwigvY evov‡Z cv‡ib| †Kvb cÖK‡í D‡jøwLZ myweavw` bv _vK‡j Zv cÖ`vb 

Kiv hv‡e bv| †m‡ÿ‡Î cÖK‡íi c` Abyhvqx cÖKí Aby‡gvw`Z hvbevnb Ges fvov cÖ`vb Kiv n‡e| 

7.1.2.5  åg‡bi †ÿ‡Î †KD hw` †nv‡Uj ev †M÷ nvD‡R bv ‡_‡K wbR¯^ e¨e ’̄vcbvq _v‡K †m‡ÿ‡Î Zvi wba©vwiZ wmwjs 

Gi 50% n¨vÛ wej cv‡eb| 

7.1.2.6  åg‡bi `~iZ¡ wK‡jvwgUv‡i (AvbygvwbK) D‡jø¨L Ki‡Z n‡e| 

 

7.2  Lv`¨ fvZv(Food allowance):  

 Kg© GjvKvi evB‡i wdì cwi`k©‡b hvIqv Lv`¨fvZv cÖ`vb Kiv nq| wefvMxq kni, wmwU K‡c©v‡ikb I mywbw`©ó 

K‡qKwU †Rjv kni‡K †ekx Li‡Pi GjvKv Ges Ab¨vb¨ †Rjv kni‡K Kg Li‡Pi GjvKv a‡i Kg©x‡`i wb¤œ Q‡K 

D‡jøwLZ nv‡i ˆ`wbK Lv`¨fvZv wba©viY Kiv n‡q‡Q| 

 

 

c` gh©v`v †ewk Li‡Pi GjvKv Kg Li‡Pi GjvKv 

mKj Kg©x 

(600/-) UvKv cÖwZw`b 

(mKvj 80/-, `ycyi 280/-, 

ivZ 240/-) 

(450/-) UvKv cÖwZw`b (mKvj 70/-, 

`ycyi 200/-, ivZ 180/-)  

 

we‡kl Kvi‡Y Lv‡`¨i wej wba©vwiZ As‡Ki †P‡q †ekx ev Kg n‡j cwiPvjK/cÖKí cÖavb Aby‡gv`b mv‡c‡ÿ Zv 

cwi‡kva Kiv hv‡e| 

 

7.2.1  †ewk Li‡Pi GjvKv (High cost area):  

XvKv, PÆMÖvg, Lyjbv, ivRkvnx, ewikvj, wm‡jU, K·evRvi, iv½vgvwU, ev›`ievb, LvMovQwo, iscyi, †bvqvLvjx, 

লক্ষ্মীপুর, ডেনী, েুয়াোর্া (cÖ‡qvRb Abyhvqx eiv×K…Z GjvKv) 

 

7.2.2  Kg Li‡Pi GjvKv(Low cost area): 

Dc‡iv³ †ewk Li‡Pi GjvKvi evB‡i evsjv‡`‡ki Ab¨vb¨ †Rjv kni Kg Li‡Pi GjvKv wn‡m‡e MY¨ n‡e|  

 

7.2.3 Kgx© DËiY Gi †M÷ nvDR A_ev DËiY e¨e¯’vcbvq Ab¨ †Kv_vI Ae¯’vb K‡ib Ges †mLv‡bB bv¯Ív, `ycyi Ges 

iv‡Zi Lvevi Lvb, DËiY D³ cÖwZôv‡bi g~j¨ ZvwjKv Abyhvwq _vKv I Lvev‡ii wej cwi‡kva Ki‡e| †m †ÿ‡Î 

Kg©x Avevmb Ges ˆ`wbK fvZv cv‡eb bv|  

 

 

 

 

 



7.2.4   åg‡Yi mgq Kgx© wb‡¤œv³ QK Abyhvqx Lv`¨ fvZv (mshyw³-10) cv‡eb| 

 

 

µwgK bs Kv‡Ri mgqKvj Lv`¨ fvZvi cwigvY 

1 GKRb Kgx©i wdì gyf‡g›U mKvj 

7.30 Uvi Av‡M ïiæ n‡j Ges AšÍZ 4 

N›Uv KvR Ki‡j mKv‡ji bv¯Ív 

cv‡eb| 

(†ewk Li‡Pi GjvKv 80/- Ges Kg Li‡Pi 

GjvKv 70/-) 

2 GKRb Kgx©i wdì gyf‡g›U `ycyi 

12.00 Uvi Av‡M ïiæ n‡j Ges `ycy‡i 

AšÍZ 4 N›Uv KvR Ki‡j `ycy‡ii Lvevi 

cv‡eb|  

(†ewk Li‡Pi GjvKv 280/- Ges Kg Li‡Pi 

GjvKv 200/-) 

3 GKRb Kgx©i wdì gyf‡g›U ivZ 

8.30 Uvi c‡i †kl Ki‡j Ges AšÍZ 

4 N›Uv KvR Ki‡j iv‡Zi Lvevi 

cv‡eb| 

(†ewk Li‡Pi GjvKv 240/- Ges Kg Li‡Pi 

GjvKv 180/-) 

 

7.2.5 Lvevi fvZvi Rb¨ mv‡cvwU©s fvDPvi Rgv †`qvi cÖ‡qvRb †bB|    

7.2.6 Kg©xMY Zv‡`i wbR¯^ GjvKvq åg‡bi Rb¨ †Kvb ˆ`wbK Lvevi fvZv cv‡eb bv|  

 

7.3  ¯’vbxq hvZvqvZ: (Local Traveling) 

7.3.1 Kg©x wbR¯^ Kg©GjvKv åg‡bi Rb¨ †Kvb ågY fvZv cv‡eb bv|  

7.3.2 mKj Kgx©B Awd‡mi Kv‡R ¯’vbxq åg‡Yi Rb¨ cÖK…Z LiPK…Z A_© cv‡e| 

7.3.3 c`gh©v`v Abyhvqx Kg©xMY ¯’vbxq hvZvqv‡Zi Rb¨ wb¤œwjwLZ hvbevnb e¨envi Ki‡Z cvi‡e| 

c`gh©v`v hvbevn‡bi aiY 

1 I 2 cÖvB‡fU Kvi/gvB‡µvevm/Rxc BZ¨vw` ai‡Yi Mvwo 

3, 4, 5, 6, 7, 8,9 gUimvB‡Kj, evm, †eexU¨vw·, wi·v, f¨vb Ges Ab¨vb¨ ’̄vbxq hvbevnb A_ev 

cÖKí KZ©„K wba©vwiZ hvbevnb 

 

7.3.4 Awd‡mi Mvox e¨envi Ki‡j hvZvqvZ fvZv cv‡eb bv| 

7.3.5 Riæix cwiw¯’wZ‡Z D×©Zb Kg©KZ©vi c~e© Aby‡gv`b mv‡c‡ÿ hvbevn‡bi aiY cwieZ©b Kiv hv‡e| 

 

7.4  we‡`k åg‡Yi †ÿ‡Î cÖwZw`‡bi fvZv {Daily Subsistence Allowance (DSA) for Forign 

Travel}: wWGmG GKRb Kgx©i we‡`‡k _vKv, LvIqv, ¯’vbxq hvZvqvZ Ges Avbylvw½K LiP †gUv‡Z cÖ`vb Kiv 

nq|  

 

7.4.1 Kgx©i †ÿ‡Î †`k we‡ePbv mv‡c‡ÿ KZ…©cÿ wWGmG wba©viY Ki‡eb| 

7.4.2 cÖK‡íi c` Abyhvqx cÖKí Aby‡gvw`Z wWGmG cÖ`vb Kiv n‡e|  

7.4.3  IqvK©kc/†Uªwbs/†mwgbvi BZ¨vw`i mv‡_ hw` _vKv-LvIqvi e¨e¯’v _v‡K Zvn‡j wWGmG cv‡eb bv| 

 

7.5  ågY e¨‡qi wnmve (Accounts of travel expenduture): 

Kg©x Zvi Kg©¯’‡j wd‡i Avmvi ci ågb e¨‡qi wnmve mycvifvBRv‡ii Aby‡gv`b mv‡c‡ÿ 7 (mvZ) Kg© w`e‡mi 

g‡a¨ A_© wefv‡M Rgv Ges ågY msµvšÍ wi‡cvU© Zvi jvBb g¨v‡bRvi‡K w`‡e|  

 



Aa¨vq: AvU 

QzwU (Leave and Yearly holiday) 
 

f~wgKv(Introduction): 

DËiY Gi mKj ch©v‡qi Kg©xiv QzwU †fvM Ki‡Z cvi‡e, miKvix QzwUmn Ab¨vb¨ †h mKj QzwU †fvM Ki‡Z cvi‡e 

Zvi weeiY Ges QzwU MÖn‡Yi wbqgvejx wb‡¤œ c Ö`Ë njt 

 

8.1 QzwU(Leave): 

wba©vwiZ di‡g (LAF) (mshyw³ - 11) Av‡e`b K‡i h_vh_ KZ©„c‡ÿi Aby‡gv`b mv‡c‡ÿ mKj Kg©x wb¤œwjwLZ 

QzwU †fvM Ki‡Z cvi‡eb| Amy¯’ZvRwbZ QzwUi †ÿ‡Î Awd‡m †hvM †`qvi ci Av‡e`b Ki‡Z n‡e| G‡ÿ‡Î 

Amy¯’¨Zv m¤ú‡K© Av‡MB †dvb ev Ab¨ †Kvb gva¨‡g mswkøó m ycvifvBRvi‡K AeMZ Ki‡Z n‡e| QzwU¸‡jv 

wb¤œwjwLZ †kÖYx‡Z fvM Kiv †h‡Z cv‡i- 

 

8.1.1 ˆbwgwËK QzwU(Casual Leave): 

DËi‡Yi mKj ch©v‡qi Kgx©B eQ‡i 12 w`b ¯^-‡eZ‡b ˆbwgwËK QzwU †fvM Ki‡Z cvi‡eb| GB QzwU Ae¨eüZ 

_vK‡j Zv c‡ii eQ‡ii QzwUi mv‡_ mgš^q Kiv n‡e bv| cÖwZ eQi Rvbyqvix-wW‡m¤^i Gi g‡a¨ GB QzwU MYbv Kiv 

n‡e| ˆbwgwËK QzwU GKvav‡i 3 w`‡bi †ewk †fvM Kiv hv‡e bv Ges Ab¨ †Kvb QzwUi mv‡_ ˆbwgwËK QzwU †bqv 

hv‡e bv| Z‡e mvßvwnK QzwUi Av‡M wKsev c‡i ˆbwgwËK QzwU †bqv hv‡e|  

 

8.1.2 Amy¯’ZvRwbZ QzwU(Sick Leave): 

 

8.1.2.1 cÖwZ eQi (Rvbyqvwi-wW‡m¤^i) GKRb Kgx© 14 w`b ch©šÍ wPwKrmv QzwU †fvM Ki‡Z cvi‡eb| cici 3 w`‡bi †ewk 

Amy¯’Zv RwbZ Kvi‡Y Kg©¯’‡j Abycw¯’Z _vK‡j, †eZbmn Amy¯’Zv RwbZ QzwU gÄyi Ki‡Z n‡j †gwW‡Kj 

mvwU©wd‡KU Rgv w`‡Z n‡e| ciewZ© eQ‡i GB QzwUi mgš^q Kiv hv‡e bv ev bM`xKiY Kiv hv‡ebv Ges Kg©x GB 

QzwUi cwie‡Z© Ab¨ †Kvb Avw_©K my‡hvM-myweav cv‡eb bv| m‡e©v”P 3 w`b ch©šÍ Amy¯’Zv RwbZ QzwU wefvMxq 

cÖavb/cÖKí cÖavbMY Aby‡gv`b Ki‡Z cvi‡eb| 3 w`†bi †ewk n‡j cwiPvjK KZ…©K Aby‡gvw`Z n‡Z n‡e| 

 

8.1.2.2 †Kvb Kg©x †Quvqv‡P †iv‡M Avµvš Í n‡j ev `~N©Ubv RwbZ Kvi‡b hw` Amy¯’ZvRwbZ QzwU 14 w`b QvovI AwZwi³ 

QzwUi cÖ‡qvRb nq Zvn‡j GB we‡kl †ÿ‡Î †iv‡Mi aiY Abyhvqx cwiPvj‡Ki Aby‡gv`b ¯^v‡c‡ÿ AviI 12 w`b 

ch©šÍ ¯^-‡eZ‡b QzwU gÄyi Kiv hv‡e| †eZbmn GB m½‡ivM QzwU gÄyi Ki‡Z n‡j †gwW‡Kj mvwU©wd‡KU Rgv w`‡Z 

n‡e| G QvovI hw` m½‡ivM ev ~̀N©Ubv RwbZ Kvi‡b AviI AwZwi³ QzwUi cÖ‡qvRb nq Z‡e Zv cwiPvj‡Ki 

Aby‡gv`b ¯^v‡c‡ÿ Kg©xi ˆbwgwËK A_ev AwR©Z QzwU †_‡K mgš^q Kiv n‡e| G ai‡bi QzwU hw` cvIbv bv _v‡K 

Zvn‡j AwZwi³ gÄywiK…Z QzwU webv †eZ‡b †fvM Ki‡Z cvi‡e| G ai‡bi QzwU MYbvi †ÿ‡Î ïaygvÎ Kg© w`em 

mg~n aiv n‡e|    

8.1.3  gvZ…Z¡Kvjxb QzwU(Maternity Leave): 

DËiY G cy‡iv PvKzwi Rxe‡b GKRb bvix Kgx© †gwW‡Kj wi‡cvU© mv‡c‡ÿ 180 w`b K‡i m‡ev©”P 2 evi ¯̂-‡eZ‡b 

gvZ…Z¡Kvjxb QzwU †fvM Ki‡Z cvi‡eb| GKRb bvix Kgx© mšÍvb nIqvi ỳBgvm Av‡M †_‡K GB QzwU wb‡q mšÍvb 

R‡b¥i c‡i 4 gvm ch©šÍ ‡h †Kvb mg‡q A_ev Av‡e`bKvixi Av‡e`b Abyhvqx Zv †fvM Ki‡Z cvi‡e| GB QzwU 

cwiPvjK KZ…©K Aby‡gvw`Z n‡Z n‡e| ms¯’vq 6 gvm c~Y© n‡q‡Q Ggb bvix Kg©xiv 180 w`b K‡i QzwU cÖvc¨ 

n‡eb|  

 

8.1.4  wcZ…Z¡Kvjxb QzwU(Paternity Leave): 

DËiY G cy‡iv PvKzwi Rxe‡b GKRb cyiæl Kgx© 10 w`b K‡i m‡ev©”P 2 evi ¯^‡eZ‡b wcZ…Z¡Kvjxb QzwU †fvM 

Ki‡Z cvi‡eb| cÖ‡qvR‡b GB QzwU mšÍvb R‡b¥i GK gv‡mi g‡a¨ †h †Kvb mgq †fvM Ki‡Z cvi‡eb| GB QzwU 

cwiPvjK KZ…©K Aby‡gvw`Z n‡Z n‡e|   



 

8.1.5  mvßvwnK QzwU(Weekend): 

eZ©gv‡b mvßvwnK QzwU wn‡m‡e DËiY mn mKj Kvh©vjq cÖwZ mßv‡n ïµevi eÜ _vK‡e| fwel¨‡Z hw` †Kvb 

cwieZ©b Ki‡Z nq Zvn‡j Awdm cÖ‡qvRbxq Aby‡gv`b mv‡c‡ÿ Zv mKj‡K AewnZ Ki‡e|  

   

8.1.6 webv †eZ‡b QzwU(Leave without pay): 

 

8.1.6.1 GKRb Kg©x Kgc‡ÿ 2 eQi KvR Kivi ci eQ‡i 30 w`b ch©šÍ cwiPvj‡Ki AbygwZ ¯^v‡c‡ÿ webv †eZ‡b QzwU 

†fvM Ki‡Z cvi‡e|  

 

8.1.6.2 Kgx© Zuvi cÖvc¨ mKj evwl©K I Amy¯’ZvRwbZ QzwU †kl K‡i †dj‡j Z‡eB wZwb webv †eZ‡b QzwU †c‡Z cv‡ib|  

 

8.1.7 miKvwi QzwU(Government Holidays): 

miKvwi QzwU cÖwZôv‡b AvbyôvwbK QzwU wn‡m‡e we‡ewPZ n‡e| cÖkvmb wefvM cÖwZ eQ‡ii (Rvbyqvix-wW‡m¤^i) 

ïiæ‡ZB Kgx©‡`i Rb¨ miKvix QzwUi ZvwjKv cÖ¯‘Z K‡i cwiPvj‡Ki Aby‡gv`b mv‡c‡ÿ DËiY Gi mKj Awd‡m 

Zv mieivn Ki‡e| Puv` †`Lvi mv‡_ wbf©ikxj QzwUmg~n Avjv`vfv‡e wPwýZ Kiv _vK‡e| Puv` DVvi Dci wfwË 

K‡i cÖKvwkZ H QzwUi ZvwjKv cwieZ©b Kiv hv‡e|  

 

8.1.8  AwR©Z QzwU(Earned Leave): 

ms¯’vq Kv‡Ri mgqKvj Ges KvR Kivi gva¨‡g QzwU AwR©Z n‡e| Ab¨ †Kvb QzwUi mv‡_ Gi AšÍf~©w³ n‡e bv| †h 

mKj Kgx© DËiY 1 eQi AwZevwnZ Ki‡e ïay ZvivB AwR©Z QzwU cv‡e| GKRb Kgx© cÖwZ gv‡m 12 w`b KvR 

Kiv mv‡c‡ÿ 1 w`b K‡i 1 eQ‡i me©‡gvU 12 w`b AwR©Z QywU cv‡e| GB QzwU GK mv‡_ 6 w`‡bi †ekx wb‡Z 

cvi‡e bv Ges GB QzwU bM`xKib I Gi wewbg‡q K¨vk Kiv hv‡e bv| 

 
8.2  Abycw¯’wZ(Absent): 

 

8.2.1 Awd‡m bv Avm‡Z cvi‡j Kgx© Aek¨B ZvrÿwYK fv‡e Zvi Awdm/h_vh_ KZ…©cÿ‡K Abycw¯’wZi KviY Rvbv‡e|  

 

8.2.2 Abby‡gvw`Z Abycw¯’wZ k„•Ljv f½ wnmv‡e MY¨ n‡e| G‡ÿ‡Î wb‡¤œv³ e¨e¯’v MÖnY Kiv n‡e-  

▪ Abycw¯’wZi KviY wjwLZ Rvbv‡Z n‡e|   

▪ Abby‡gvw`Z Abycw¯’wZi Rb¨ Kg©xi e¨vL¨v m‡šÍvlRbK bv n‡j D³ w`em¸‡jvi Rb¨ Zvi †eZb KZ©b Kiv 

n‡e|  

▪ Kg©x hw` GKB ai‡bi NUbv GKvwaK evi NUv‡Z _v‡K Zvn‡j k„sLjv f‡½i Awf‡hv‡M KZ…©cÿ e¨e ’̄v MÖnY 

Ki‡e| 

 

8.2.3 Kg©x Awdm‡K AewnZ bv K‡i cici 15 Kg© w`em Abycw¯’Z †_‡KI hw` Abycw¯’wZi KviY KZ…©cÿ‡K bv Rvbvq 

Z‡e †m c`Z¨vM K‡i‡Q e‡j MY¨ n‡e| 

  

8.3 QywU †bqvi wbqgvejx (Rules of Leave): 

 
8.3.1 mKj cÖKvi QzwUi Rb¨ ms¯’vi wba©vwiZ QzwUi d‡g© Av‡e`b Ki‡Z n‡e| 

8.3.2 QywU‡Z hvIqvi c~‡e© ZË¡veavq‡Ki Aby‡gv`bmn Av‡e`b K‡i QywU gÄyi K‡i wb‡Z n‡e| Riæix cÖ‡qvR‡b 

ZvrÿwYK QzwU Aby‡gv`b Kiv‡Z mÿg bv n‡j KZ…©cÿ‡K AewnZ K‡i †gŠwLKfv‡e Aby‡gv`b wb‡Z n‡e| 

8.3.4 cvIbv QzwUi AwZwi³ QzwU †fvM Ki‡j webv †eZ‡b QzwU wn‡m‡e we‡ewPZ n‡e| 

8.3.5 mKj Kg©xi gvwmK QzwUi cÖwZ‡e`b cieZ©x gv‡mi 5 Zvwi‡Li g‡a¨ DËiY cÖkvmb wefv‡M Rgv w`‡Z n‡e| 

 

 

 



8.4  QzwUi †iwRóvi (Leave Register): 

DËiY Kgx©i mKj cÖKvi QzwUi Z_¨ †iwRóvi A_ev mdUIq¨vi Gi gva¨‡g msiÿY Ki‡e| QzwU msiÿ‡Yi Rb¨ 

bgybv d‡g©UwU e¨eüZ n‡e-  

  

µwgK b¤^i weeiY 

1 Kg©xi AvBwW 

2 Kg©xi bvg 

3 Kg©xi c`ex 

4 UvBc Ad ÷vd 

5 cÖKí/wefvM  

6 †hvM`vb ZvwiL  

7 wbqwgZKiY ZvwiL  

8 Kg©¯’j 

  

µwgK b¤^i QzwUi aib cÖvc¨ QzwU QzwU MÖnY Aewkó QzwU 

1 ˆbwgwËK 12 w`b   

2 Amy¯’¨ZvRwbZ 14 w`b   

3 gvZ…Z¡Kvjxb 180 w`b   

4 wcZ…Z¡RwbZ 10 w`b   

5 AwR©Z QzwU 12 w`b    

6 wkÿv (cÖ‡hvR¨ †ÿ‡Î) cÖ‡qvRb Abymv‡i   

7 m½‡iva (cÖ‡hvR¨ †ÿ‡Î) cÖ‡qvRb Abymv‡i   

8 webv †eZb cÖ‡qvRb Abymv‡i   

 



Aa¨vq: bq 

†gvevBj †dvb e¨envi (Mobile/Telephone use) 
 

DËiY Gi †hvMv‡hvM e¨e ’̄v MwZkxj I Kv‡Ri myweav‡_© ms¯’v n‡Z mswkøó Kg©x‡`i †gvevBj mxg Ges †gvevBj †mU (†h me 

cÖK‡í eivÏ Av‡Q) e¨env‡ii Rb¨ mieivn K‡i‡Q| DËiY Gi †gvevBj I mxg e¨enviKvix‡`i wb¤œwjwLZ bxwZgvjv 

Aek¨B †g‡b Pj‡Z n‡et 

 

9.1 KvR I `vwq‡Z¡i we‡ePbvc~e©K †h mKj Kg©xMY Awdm KZ©„K cÖ`Ë wmgKvW©wU e¨envi Ki‡e Zvi ZvwjKv ïaygvÎ 

cÖkvmb/cÖKí mswkøó KZ©„cÿ KZ©„K wba©vwiZ n‡e| Z‡e wmgKvW© mg~n ¯^ ¯^ e¨w³i wbR bvg G †iwR‡óªkb Kwi‡q 

wb‡Z n‡e| 

 

9.2 DËiY Gi wbqwgZ/cÖKí Kg©KZ©v/Kg©xMY hv‡`i Awdm KZ©„K †gvevBj mxg eivÏ †`qv n‡q‡Q Zv‡`i‡K Aek¨B 

D³ eivÏK…Z mxg e¨envi Ki‡Z n‡e| hyw³msMZ KviY Qvov DËiY KZ©„K cÖ`Ë mxg Awdm PjvKvjxb mg‡q 

eÜ _vK‡j KZ©„cÿ D³ Kg©xi weiæ‡× cÖ‡qvRbxq e¨e¯’v MÖnY Ki‡Z cvi‡e| 

 

9.3 †gvevBj mxgwU ¯^ve©ÿwYK Awdwmqvj Kv‡R e¨envi Ki‡Z n‡e| 

  

9.4 mxg e¨enviKvixi eivÏ Abyhvqx †K›`ªxqfv‡e `vwqZ¡cÖvß wnmvewefvM e¨enviKvixi mswkøó bv¤̂v‡i wiPvR© K‡i 

†`‡e| 

 

9.5 DËiY/cÖKí KZ©„K cÖ`Ë mxgKvW© e¨envi K‡i †Kvb ai‡Yi ivR‰bwZK I A‰bwZK AvjvcPvwiZv Kiv  

hv‡ebv|  

 

9.6 DËiY/cÖKí KZ©„K cÖ`Ë mxgKvW© e¨envi K‡i †Kvb ai‡Yi cY©MÖvwd A_ev AevwÂZ I‡qe mvB‡W  

cÖ‡ek Kiv hv‡ebv|  

 

9.7 DËiY/cÖKí KZ©„K cÖ`Ë mxgKvW© e¨envi K‡i †Kvb ai‡Yi mvBevi µvB‡gi mv‡_ RwoZ _vK‡j Zvi hveZxq 

`vq`vwqZ¡ D³ e¨w³‡K enb Ki‡Z n‡e Ges Zvi Aciv‡ai Rb¨ DËiY KZ©„cÿ Kg©x e¨e¯’vcbv bxwZgvjvi 

Aa¨vq 16 Abyhvqx e¨e¯’v MÖnY Ki‡Z cvi‡e|  

 

9.8 hw` †Kvb ‡gvevBj I mxgKvW© e¨enviKvixi DËiY G PvKzix Avi envj bv _v‡K Zvn‡j cÖwZôvb Z¨v‡Mi c~‡e© 

cÖkvmb/cÖK‡íi cÖkvmwbK `vwqZ¡cÖvß e¨w³‡K mxg I †gvevBj †mU (cÖ‡hvR¨ n‡j) e ywS‡q w`‡eb | 

 

9.9 Aby‡gvw`Z Kg©KZ©v/Kg©xMY Awdm †_‡K wb¤œwjwLZ nv‡i †gvevBj wej eivÏ cv‡eb| 

‡MÖW c‡`i bvg gvwmK eivÏ gšÍe¨ 

1 

mgš^qKvix  2,000/= †_‡K 

2,500/= 

†gvevBj I B›Uvi‡bU we‡ji wmwjs Znwej, `vZv‡`i 

Aby‡gv`b, cÖK‡í eivÏ _vKv I wm×v‡šÍi Dci 

wbf©ikxj| cÖK‡í wej wba©vwiZ wmwjs Gi †ekx ev Kg 

n‡j cwiPvj‡Ki Aby‡gv`b mv‡c‡ÿ Zv cÖ`vb Kiv 

†h‡Z cv‡i| 

GQvovI wbw ©̀ó wKQz c‡` cÖ‡qvRb Abyhvqx cwiPvj‡Ki 

Aby‡gv`b mv‡c‡ÿ AwZwi³ †gvevBj wej cÖ`vb Kiv 

†h‡Z cv‡i| 

2 

mnKvix mgš^¦qKvix  1,500 /=†_‡K 

2,000/= 

3 

e¨e ’̄vcK/ Kg©m~Px 

e¨e ’̄vcK 

1,500 /=†_‡K 

2,000/= 

4 

cÖKí mgš^¦qKvix/ 

cÖKí e¨e ’̄vcK 

1000/= †_‡K 

1,500/= 

5 

Kg©m~Px Kg©KZv© 800/= †_‡K 

1,000/= 

6 

Kg©m~Px msMVK 800/= †_‡K 

1,000/= 

 



7 

mycvifvBRvi 500/= †_‡K 

700/= 

8 

wdì d¨vwmwj‡UUi  400/= †_‡K 

600/= 

9 

mv‡cvU© ÷vd 200/= †_‡K 

300/= 

 



Aa¨vq: `k 

†W¯‹Uc Kw¤úDUvi, j¨vcUc, B-‡gBj mvwf©m, B›Uvi‡bU I mxg (Desktop Computer, 

Laptop, Email Service, Internet and SIM) 
 

10.1  †W¯‹Uc Kw¤úDUvi Ges j¨vcUc e¨envi (Desktop Computer and Laptop use): 

DËiY Awdwmqvj wPwVcÎ I WKz‡g›Um c Ö¯‘Z I gỳ ª‡Yi Rb¨ mswkøó Kg©x‡`i †W¯‹Uc Kw¤úDUvi Ges j¨vcUc 

mieivn K‡i| D³ myweavmg~n e¨env‡ii †ÿ‡Î wb¤œwjwLZ wbqg Aek¨B †g‡b Pj‡Z n‡e: 

 

10.1.1 KvR I `vwq‡Z¡i K_v we‡ePbv K‡i Kg©x‡K j¨vcUc eivÏ †`qv n‡e hv H Kgx© GKwU ÷¨v¤ú GwMÖ‡g‡›Ui gva¨‡g 

cÖkvmb wefvM †_‡K MÖnY Ki‡eb| 

  

10.1.2 DËiY Gi †h mKj Kg©x‡`i Awdm KZ©„K Kv‡Ri myweav‡_© †W¯‹Uc Kw¤úDUvi A_ev j¨vcUc mieivn Kiv 

n‡q‡Q Zv‡`i‡K Aek¨B D³ MÖnYK…Z m¤ú‡`i mwVK e¨envi I msi¶Y Kiv wbR wbR `vwqZ¡| 

   

10.1.3 †Kvb Kg©KZ©v/Kgx© GKB mv‡_ †W¯‹Uc Kw¤úDUvi Ges j¨vcUc MÖnY Ki‡Z cvi‡e bv| 

 

10.1.4 †W¯‹Uc Kw¤úDUvi Ges j¨vcUc e¨env‡ii wbivcËvi Rb¨ DËiY cÖkvmb KZ…©K cvmIqvW© w`‡q jK K‡i ivL‡Z 

n‡e hv cÖkvmb wefv‡Mi `vwqZ¡ cÖvß e¨w³ Ges D³ Kgx© Qvov Ab¨ †KD Rvb‡Z cvi‡e bv| Kg©x‡`i bv‡g 

eivÏK…Z †W¯‹Uc Kw¤úDUvi Ges j¨vcUc webv AbygwZ‡Z A‡b¨i Kv‡Q n¯ÍvšÍi Kiv hv‡e bv| 

 

10.1.5 DËiY/cÖKí KZ©„K cÖ`Ë †W¯‹Uc Kw¤úDUvi A_ev j¨vcUc e¨envi K‡i †Kvb ai‡Yi ‡Mg, cY©MÖvwd, e¨½vZ¡K 

Qwe, AvcwËRbK KvUz©b, ivR‰bwZK A_ev DËiY Gi ¯^v‡_©i cwicwš’ †Kvb WKz‡g›Um cÖ¯‘Z, †`Lv, †`Lv‡bv I 

gy`ªY Kiv hv‡e bv| ‡KD D³ Kv‡R RwoZ _vK‡j Zvi weiæ‡× DËiY KZ©„cÿ Kg©x e¨e¯’vcbv bxwZgvjv Abyhvqx 

e¨e ’̄v MÖnY Ki‡Z cvi‡eb| 

 

10.1.6 cÖhyw³MZ †Kvb ÎæwU n‡j m‡e©v”P 3 w`‡bi g‡a¨ AvBwU/jwRwóK wWcvU©‡g›U Ges mswkøó D×©Zb‡K B-†gBj 

A_ev wjwLZ Rvbv‡Z n‡e| Kg©x j¨vcUc e¨env‡ii Rb¨ Awd‡mi evB‡i wb‡q ‡M‡j hw` †m¸wj nvwi‡q hvq 

A_ev Pzwi nq Zv n‡j Kg©x‡K Zvi `vwqZ¡ wb‡Z n‡e Ges Zv‡KB ÿwZc~iY w`‡Z n‡e|  

 

10.1.7 hw` †Kvb Kvi‡Y Kg©x DËiY Gi PvKzix‡Z Avi envj bv _v‡Kb †m †ÿ‡Î ms¯’v Z¨v‡Mi mgq Zv‡K MÖnYK…Z 

†W¯‹Uc Kw¤úDUvi/j¨vcUc AÿZ Ae¯’vq DËiY cÖkvmb/cÖK‡íi `vwqZ¡cÖvß e¨w³i wbKU AvBwU/jwRwóK 

Awdmv‡ii gva¨‡g eywS‡q w`‡Z n‡e| 

 

10.2  B-†gBj mvwf©m, B›Uvi‡bU I mxg e¨envi (Email Service, Internet and SIM use): 

DËiY `vZv ms¯’v, mswkøó cÖwZôvb I e¨w³‡`i ms‡M wPwVcÎ I WKz‡g›Um Av`vb cÖ`vb I `ªæZ †hvMv‡hvM iÿv 

Kivi Rb¨ Kg©x‡`i B-‡gBj mvwf©m, B›Uvi‡bU I mxg mieivn K‡i| D³ myweavmg~n e¨env‡ii †ÿ‡Î wb¤œwjwLZ 

wbqg Aek¨B †g‡b Pj‡Z n‡e: 

 

10.2.1 KvR I `vwq‡Z¡i we‡ePbvc~e©K DËiY Zvi Kgx©‡`i cÖkvmb/cÖK‡íi `vwqZ¡cÖvß e¨w³i gva¨‡g B-‡gBj mvwf©m, 

B›Uvi‡bU I mxg cÖ`vb Ki‡e| 

 

10.2.2 DËiY Gi ‡h mKj Kg©x‡`i Kv‡Ri myweav‡_© Awdm KZ©„K B-†gBj mvwf©m, B›Uvi‡bU I mxg mieivn Kiv 

n‡q‡Q Zv‡`i‡K Aek¨B D³ eivÏK…Z m¤ú‡`i mwVK e¨envi I msiÿY wbR `vwq‡Z¡ Ki‡Z n‡e|  

 

10.2.3 Awd‡mi B-‡gBj mvwf©m, B›Uvi‡bU I mxg ¯^ve©ÿwYK Awdwmqvj Kv‡R e¨envi Ki‡Z n‡e| 

 

10.2.4 B›Uvi‡bU e¨enviKvixi mxg b¤^‡i wnmve wefvM KvR I `vwqZ¡ wnmve K‡i Kgx©i eivÏ Abyhvqx wiPvR© K‡i 

†`‡e| 



 

10.2.5 Kg©x‡`i bv‡g eivÏK…Z B›Uvi‡bU I mxg Zvi mycvifvBRv‡ii webv AbygwZ‡Z A‡b¨i Kv‡Q n¯ÍvšÍi Kiv hv‡e bv| 

 

10.2.6 DËiY Gi wba©vwiZ B-‡gBj Ges I‡qe mvBW Qvov DËiY bvg e¨envi K‡i †Kvb Kg©x B-‡gBj GKvD›U Ges 

I‡qe mvBW Lyj‡Z cvi‡e bv|  

 

10.2.7 DËiY/cÖKí KZ©„K cÖ`Ë B-‡gBj mvwf©m, B›Uvi†bU e¨envi K‡i †Kvb ai‡Yi cY©MÖvwd, e¨v½vZ¡K Qwe, 

AvcwËKi KvU©yb, AevwÂZ I‡qe mvB‡W cÖ‡ek,‡Mg †Ljv, †Kvb ai‡Yi ivR‰bwZK A_ev A‰bwZK KvR Kiv 

hv‡e bv| mvgvwRK †hvMv‡hvM gva¨‡g †Kvb ai‡Yi ivR‰bwZK A_ev A‰bwZK †cv÷ ev K‡g›U Kiv hv‡e bv| 

 

10.2.8 e¨vw³MZ A_ev Kg©m~wPi B-‡gBj GKvD›U n‡Z Awdwmqvj wPwVcÎ Ges WKz‡g›U `vZvms¯’v, †Kvb cÖwZôvb ev 

e¨vw³‡K †cÖiY Kiv n‡j Zvi Abywjwc DËi‡Yi B-‡gBj GKvD†›U (uttaran.dhaka@gmail.com) †cÖiY 

Ki‡Z n‡e | 

 

10.2.9 DËiY/cÖKí KZ©„K cÖ`Ë B-‡gBj mvwf©m, B›Uvi†bU I mxg e¨envi K‡i MYcÖRvZš¿x evsjv‡`k miKv‡ii mvBevi 

µvB‡gi AvB‡bi avivq †Kvb Aciv‡a RwoZ n‡j Zvi mg¯Í `vq`vwqZ¡ D³ e¨w³‡K enb Ki‡Z n‡e Ges G 

wel‡q DËiY KZ©„cÿ Kg©x e¨e¯’vcbv bxwZgvjv Abyhvqx e¨e¯’v MÖnY Ki‡Z cvi‡e|  

 

10.2.10 DËiY/cÖKí KZ©„K cÖ`Ë mxg e¨enviKvixMY Zv‡`i M„nxZ m¤ú` hZœ mnKv‡i msiÿY Ki‡e| cÖ`Ë B›Uvi‡bU I 

mxg hw` nvwi‡q hvq A_ev Pzwi nq Zv n‡j Kg©x‡K Zvi `vwqZ¡ wb‡Z n‡e Ges Zv‡KB ÿwZc~iY w`‡Z n‡e|  

 

10.2.11 hw` †Kvb Kvi‡Y Kg©x DËi‡Yi PvKzix‡Z Avi envj bv _v‡Kb †m †ÿ‡Î ms¯’v Z¨v‡Mi mgq Zv‡K B›Uvi‡bU I 

mxg AÿZ Ae¯’vq DËiY/cÖK‡íi `vwqZ¡cÖvß e¨w³i wbKU eywS‡q w`‡Z n‡e| 

 

10.2.12 Kg© GjvKv †f‡` B›Uvi‡bU I wmg wfbœ n‡Z cv‡i hv DËiY cÖkvmb KZ…©K wbav©iY Kiv n‡e| 

mailto:uttaran.dhaka@gmail.com


Aa¨vq: GMv‡iv 

hvbevnb e¨e¯’vcbv (Vehicle Management) 
 

hvbevnb e¨e ’̄vcbv bxwZwU DËiY Gi wbR¯^ Ges `vZv ms¯’v KZ©„K cÖ`Ë cÖKímn mKj hvbevn‡bi (Kvi, gvB‡µvevm, 

†gvUi mvB‡Kj, evB mvB‡Kj) †ÿ‡ÎB cÖ‡hvR¨ n‡e| †gvUi mvB‡Kj e¨e ’̄vcbv e¨enviKvix Kgx© Ges msMVb Df‡qi 

DciB eZ©vq, e¨enviKvix ‡gvUi mvB‡K‡ji h_vh_ e¨envi I †`Lvïbvi Rb¨ `vqx _vK‡eb| KZ©„c‡ÿi AwMÖg AbygwZ 

e¨wZZ Awd‡mi hvbevnb I †gvUi mvB‡Kj e¨w³MZ Kv‡R e¨envi Kiv m¤ú~Y© iƒ‡c wbiærmvwnZ Kiv nq| e¨w³MZ Kv‡R 

†gvUi mvB‡Kj fvovq e¨env‡ii †ÿ‡Î DËiY Gi GKwU bxwZgvjv i‡q‡Q hv cÖkvmb wefv‡M msiwÿZ Av‡Q| †KD hw` 

e¨w³MZ cÖ‡qvR‡b †gvUi mvB‡Kj e¨envi Ki‡Z Pvq Zvn‡j Zv‡K cÖkvmb wefvM KZ©„K wba©vwiZ UvKv cwi‡kva Ki‡Z 

n‡e| hvbevn‡bi `vq`vwqZ¡ wb¤œiƒc: 

  

11.1     hvbevn‡Yi †kªYx wefvM(Clasification of vehicle): 

11.1.1 Mvox 

11.1.2 †gvUimvB‡Kj 

11.1.3 evBmvB‡Kj 

 

gvwjKvbv t ms¯’vi Rb¨ µqK…Z mKj hvbevnb DËiY Gi m¤úwË wnmv‡e we‡ewPZ n‡e| 

 

11.1.1   Mvwo e¨e ’̄vcbv (Vehicle Management): 

11.1.1.1   Mvox e¨enviKvix(Vehicle user): ms¯’vi cwiPvjK Mvwo e¨envi Ki‡eb| cwiPvj‡Ki wb‡`©kbv I 

AbygwZµ‡g cÖK‡íi Kv‡Ri Rb¨ we‡kl cÖ‡qvR‡b mgš^qKvix, mn:mgš^qKvix Mvwo e¨envi Ki‡Z cvi‡eb| 

11.1.1.2   Mvox wiKzB‡Rkb(Vehicle Requisition): Mvwo cvIqvi Rb¨ ỳw`b c~e© †_‡K cÖkvmb wefvM‡K AewnZ 

Ki‡Z n‡e| DËiY Gi Mvox wiK¨yBwRk‡bi d‡g©i bgybv (mshyw³-12) G mshy³ Kiv n‡jv| 

11.1.1.3 wiK¨yBwRk‡bi di‡gU cÖkvmb wefvM †_‡K msMÖn Ki‡Z n‡e| 

11.1.1.4   Mvox e¨env‡ii wiK¨yBwRkb di‡gU h_vh_fv‡e c~iY K‡i jwRwóK Awdmv‡ii Kv‡Q Rgv w`‡j jwRwóK 

Awdmvi Awd‡mi Mvox A_ev fvov Kiv Mvoxi e¨e¯’v Ki‡eb| 

11.1.1.5 Mvox wiK¨yBwRk‡bi c~iY Kiv di‡gU Qvov Mvox Pvjv‡j Mvoxi ‡Z‡ji wej A_ev fvov cÖ`vb Kiv n‡e bv| 

WªvBfviMY‡K we‡ji mv‡_ wiK¨yBwRk‡bi Kwc mshy³ Ki‡Z n‡e| 

11.1.1.6    jM eB (Logbook): Mvoxi WªvBfvi wbqwgZ jM eB e¨envi Ki‡eb| Mvox e¨enviKvix jM eB †PK 

Ki‡eb Ges ¯^v¶i Ki‡eb| 

11.1.1.7 DËiY Gi mKj cÖKvi BwÄb PvwjZ hvbevn‡bi Rb¨ me©vwaK KvQvKvwQ ¯’v‡bi cv¤ú †_‡K R¡vjvbx msMÖn Ki‡e| 

R¡vjvbx †Zj µ‡qi mv‡_ mv‡_ WªvBfvi jM eB‡Z †Z‡ji cwigvb wjL‡eb| e¨enviKvix D³ jM eB‡Z ¯^v¶i 

Ki‡eb| †Z‡ji wnmve h_vh_fv‡e msi¶b Ki‡Z n‡e| 

11.1.1.8 Kg©xi we‡kl Riæix cÖ‡qvR‡b (Amy¯’Zv/gvivZœK wec‡`) cwiPvj‡Ki AbygwZµ‡g e¨w³MZ Kv‡R Mvox e¨envi 

Ki‡Z cv‡ib| G‡¶‡Î Mvoxi e¨enviK„Z †Z‡ji `vg cÖ`vb Ki‡Z n‡e|  

11.1.1.9   Mvoxi hveZxq KvMRcÎ (†iwR‡óªkb, eøy-eyK,Bbmy¨‡iÝ) me mgq AvcUz‡WU ivL‡Z n‡e| 

11.1.1.10 Mvox e¨envi †k‡l Mvox M¨v‡i‡R wbivc` ¯’v‡b ivL‡Z n‡e|  

11.1.1.11 ivZ 10Uvi c‡i Mvox e¨env‡ii †¶‡Î cwiPvj‡Ki Aby‡gv`b wb‡Z n‡e| 

11.1.1.12 Mvoxi MwZmxgv m‡e©v”P - 70 wK‡jvwgUv‡ii g‡a¨ mxgve× _vK‡Z n‡e| 

11.1.1.13 2500 wK‡jvwgUvi e¨env‡ii ci Mvox mvwf©wms Ki‡Z n‡e| 

11.1.1.14 Mvoxi WªvBfvi hw` ÎæwUc~Y© KvMRcÎ (eøy-eyK,BÝy‡iÝ,wdU‡bm mvwU©wd‡KU,WªvBwfs jvB‡mÝ) wb‡q Mvox Pvjvb 

Ges GRb¨ UªvwdK iæ‡j hw` †Km nq Zv WªvBfvi‡K enb Ki‡Z n‡e| 

11.1.1.15 DËiY Gi Mvox hw` `~N©Ubvq c‡o A_ev `~N©Ubv NUvq Zv DËiY KZ©„c¶ Z`šÍ KwgwU `~N©Ubvi KviY AbymÜvb 

Ki‡e| Z`šÍ KwgwUi wi‡cvU© Abyhvqx DËiY c`‡¶c wb‡e| 

  

 

 

 



11.2  †iwR‡óªkb(Registration):  

aviv 01. DËiY Gi mKj Mvox I †gvUi mvB‡Kj evsjv‡`k †ivW UªvÝ‡cvU© A_wiwU (we.Avi.wU.G) Gi mv‡_ †iwR‡óªkb 

wb‡Z n‡e| †iwR‡óªkb wenxb †Kvb Mvox ev †gvUi mvB‡Kj iv¯Ívq bvgv‡bv hv‡e bv| 

aviv 02. cy‡iv †iwR‡óªkb cÖwµqv ¯^”QZvi mv‡_ Ges we.Avi.wU.G ev miKv‡ii hveZxq wbqg Kvbyb †g‡b m¤úbœ Kiv n‡e| 

aviv 03. we.Avi.wU.GÕi wba©vwiZ wd h_vh_ cÖwµqvq Rgv c~e©K Mvoxi †iwR‡óªkb m¤úbœ Kiv n‡e| 

aviv 04. †iwR‡óªkb msµvšÍ hw` †Kvb RwUjZv †`Lv †`q, Zvn‡j we.Avi.wU.GÕi DaŸ©Zb KZ©„c‡¶i mv‡_  Av‡jvPbv 

mv‡c‡¶ DËiY KZ…©c¶ Zv wb¯úwË Ki‡e Ges cÖ‡qvRb n‡j GZ`msµvšÍ e¨vcv‡i DËiY  KZ…©c¶ `vZv ms ’̄vi 

civgk© MÖnY Ki‡e| 

aviv 05.  we.Avi.wU.G KZ…©K wba©vwiZ mg‡qi g‡a¨ Mvox ev †gvUi mvB‡K‡ji †iwR‡óªkb m¤úbœ Kiv n‡e| 

aviv 06.  we.Avi.wU.G KZ…©K wba©vwiZ mgqvšÍi Mvox ev †gvUi mvB‡K‡ji ‡iwR‡óªkb wba©vwiZ wd Rgvc~e©K    

  bevqb Kiv n‡e| 

aviv 07. miKvix †gvUihvb AvBbvbyhvqx cÖwZwU Mvoxi BÝy‡i‡Ýi AvIZvfy³ Ki‡Z n‡e| 

 

11.3  †i›U G Kvi (Rent-A-car):  

11.3.1 DËiY Gi wewfbœ cÖK‡íi Riæix Kv‡Ri cÖ‡qvR‡b Mvox e¨envi Kiv hv‡e| Ggvi‡RwÝ cÖKí¸wj wiK¨yBwRk‡bi 

di‡gU h_vh_fv‡e c~iY K‡i D³ wiK¨yBwRkb wm‡U cwiPvj‡Ki Aby‡gv`b mv‡c‡ÿ †i›U G Kvi e¨envi Kiv 

hv‡e| ZvQvov mvaviY cÖK‡íi †ÿ‡Î Mvox MÖn‡Yi Rb¨ Av‡e`‡bi †cÖwÿ‡Z cwiPvj‡Ki Aby‡gv`b Ges 

wiK¨yBwRk‡bi di‡gU h_vh_fv‡e c~iY K‡i D³ wiK¨yBwRkb wm‡U cwiPvj‡Ki Aby‡gv`b mv‡c‡ÿ †i›U G Kvi 

e¨envi Kiv hv‡e| cÖwZ K¨v‡jÛvi eQ‡ii Rb¨ Rvbyqvix gv‡mi g‡a¨ Mvoxi †fÛi wm‡jKkb Ki‡Z n‡e| 

11.3.2 cÖwZwU †i›U G Kvi jM mxU e¨envi Ki‡Z n‡e Ges e¨enviKvixi ¯^v¶i _vK‡Z n‡e|  

11.3.3 †i›U G Kv‡ii cÖKvi‡f` gvB‡µv/cÖvB‡fU (Gwm I bbGwm) G‡¶‡Î fvovi I wfbœZv _vK‡e| 

 

11.4 gUi mvB‡Kj (Motorcycle):  

11.4.1 gUi mvB‡K‡ji hveZxq `wjjcÎvw` ms¯’vi c‡¶ I bv‡g _vK‡e| 

11.4.2 gUi mvB‡Kj e¨enviKvixi (wØZxq c¶) ‰ea WªvBwfs jvB‡mÝ _vK‡Z n‡e| WªvBwfs jvB‡mÝ Qvov Mvox Pvjv‡bv 

hv‡e bv| 

11.4.3 gUi mvB‡K‡ji †iwR‡óªkb, Bbmy¨‡iÝ, WªvBwfs jvB‡mÝ wbR `vwq‡Z¡ wbivc‡` ivL‡Z n‡e †iwR‡óªkb I 

Bbmy¨‡iÝ eve` LiPvw` ms¯’v enb Ki‡e| 

11.4.4 gUimvB‡Kj Gi WªvBfvi Ges hvÎx Dfq‡KB me©`vqB †nj‡gU e¨envi Ki‡Z n‡e Ges gUimvB‡Kj e¨env‡ii 

mgq †iwR‡óªkb I Bbmy¨‡iÝ, WªvBwfs jvB‡mÝ BZ¨vw` `wjjcÎ mv‡_ ivL‡Z n‡e| 

11.4.5 e¨enviKvix (wØZxq c¶) gUi mvB‡KjwU ¯^vfvweKfv‡e wbR `vwq‡Z¡ i¶bv‡e¶Y I cwi®‹vi cwi”Qbœ  

 ivL‡eb| 

11.4.6 gUimvB‡KjwU me mgq ÎæwUgy³ ivLvi Rb¨ h_vh_ e¨e¯’v wb‡Z n‡e| 

11.4.7 gUi mvB‡KjwU nvwi‡q †M‡j A_ev †Kvb ¶wZ mvwaZ n‡j e¨enviKvix Zv wbR LiPvq 3 (wZb) gv‡mi g‡a¨ 

c~ib Ki‡Z eva¨ _vK‡e| cÖ‡qvR‡b ms¯’v Zvi †eZb ev ms ’̄vi Kv‡Q Ab¨vb¨ cvIbv †_‡K Zv mgš^q Ki‡Z 

cvi‡e| 

11.4.8 cÖ‡Z¨K Kg©x ¯^-¯^ Kg©¯’‡j w`‡bi KvR †k‡l gUi mvB‡Kj Rgv ivL‡eb| 

11.4.9 e¨w³MZ †Kvb Kv‡R gUi mvB‡Kj e¨envi Kiv hv‡e bv Ges †Kvb Ae¯’v‡ZB KZ©„c‡¶i Aby‡gv`b Qvov gUi 

mvB‡Kj n¯ÍvšÍi Kiv hv‡e bv| 

11.4.10 cÖK‡íi Riæix cÖ‡qvR‡b KZ©„c‡¶i AbygwZ mv‡c‡¶ Ab¨ KvD‡K gUi mvB‡KjwU mywbw`©ó mg‡qi Rb¨ n¯ÍvšÍi 

Kiv hv‡e| 

11.4.11 e¨enviKvixi (wØZxq c¶) ˆ`wbK jM eB wbqgvbyhvqx c~ib Ki‡Z n‡e| gvm †k‡l jM eB‡q cÖkvmb kvLvq 

¯^v¶i wb‡Z n‡e| jM eB‡Z KZ wgUv‡i KZ wjUvi †Zj †bIqv nj Zvi wnmve ivLvi Rb¨ Avjv`v Kjvg _vK‡Z 

n‡e| we‡jI Abyiæc Kjvg _vK‡Z n‡e| 

11.4.12 gvwmK Kg© cwiKíbvi wfwË‡Z I jM eB‡qi Z_¨ Abymv‡i †Zj I gwe‡ji LiP (wej I fvDPvi †`Lv‡bv 

mv‡c‡¶) DËiY enb Ki‡e| Z‡e Bnv cÖKí Aby‡gvw`Z ev‡RU AwZµg Ki‡e bv|  

11.4.13 gUimvB‡Kj e¨envKvix‡`i cÖwZ gv‡m gUi mvB‡Kj Pvjv‡bvi wK‡jvwgUvi R¡vjvbxi e¨envi I g~j¨ m¤̂wjZ 

wnmve Abyhvqx (mshyw³ -13) gv‡mi Ab¨vb¨ Li‡Pi wnmve (Monthly Bill) Gi mv‡_ mshy³ Ki‡Z n‡e| 



11.4.14 gUimvB‡Kj †givgZ LiP Awdm enb Ki‡e| Z‡e 100/- (GKkZ) UvKvi †ekx Li‡Pi cÖ‡qvRbxqZv †`Lv 

w`‡j KZ©„c‡¶i mv‡_ Av‡jvPbv mv‡c‡¶ Zv Ki‡Z n‡e| 

11.4.15 gUi mvB‡K‡j `yB R‡bi †ekx Av‡ivnx (PvjKmn) enb Kiv hv‡e bv| 

11.4.16 gUimvB‡K‡ji MwZ‡eM N›Uvq 40-50 wK‡jvwgUvi Gi g‡a¨ mxgve× _vK‡Z n‡e| 

11.4.17 wØZxq c¶ (e¨enviKvix) kZ© c~i‡Y byb¨Zg AjmZv I AmZK©Zv cwijw¶Z n‡j cÖ_g c¶ AvBbvbyM e¨e¯’v 

MÖnY Ki‡Z cvi‡eb| 

11.4.18 KZ©„c¶ hw` g‡b K‡i wØZxq c‡¶i gUi mvB‡K‡ji Avi cÖ‡qvRb †bB Zv n‡j cÖ_g c¶ ‡h †Kvb gyû‡Z© gUi 

mvB‡KjwU †diZ wb‡Z cvi‡e| 

11.4.19 gUi mvB‡Kj e¨enviKvix (wØZxq c¶) PvKzix †_‡K Ae¨wnZ wb‡j A_ev PvKzwiPz¨wZ n‡j ev cÖKí †kl n‡j 

Zvr¶wbK fv‡e mswkøó WKz‡g›Umn gUi mvB‡KjwU KZ…©c¶‡K †diZ w`‡Z eva¨ _vK‡e| 

11.4.20 GK kZ© Aci k‡Z©i cwic~iK wn‡m‡e Mb¨ n‡e| 

11.4.21 KZ©„c¶ cÖ‡qvR‡b †h †Kvb kZ© cwieZ©b I cwiea©b Kivi ¶gZv msi¶Y K‡i| 

11.4.22 DËi‡Yi mKj Awd‡m GKwU K‡i †iwRóvi _vK‡e Ges Zv‡Z gUi mvB‡Kj gyf‡g›U wjwce× _vK‡e| 

11.4.23 gUi mvB‡Kj e¨env‡i R¡vjvbx †Z‡ji †¶‡Î cÖwZwjUv‡i byb¨Zg 50 wK‡jvwgUvi ivb Kiv MÖnY‡hvM¨ n‡e Ges 

G‡¶‡Î ¯^-¯^ cÖK‡íi gvwmK ev‡R‡Ui g‡a¨ mxgve× _vK‡Z n‡e| 50 wK‡jvwgUv‡ii Kg ivb Ki‡j AwZwi³ 

R¡vjvbx LiP Awdm enb Ki‡e bv| Z‡e e¨wZµg †¶‡Î cwiPvj‡Ki Aby‡gv`b cÖ‡qvRb n‡e| gUi mvB‡K‡ji 

eqm Abyhvqx wb¤œwjwLZ PvU© cÖ‡hvR¨ n‡e| 

11.4.24 gUi mvB‡K‡ji R¡vjvwb I i¶Yv-‡e¶Y:  

80/50 wmwm 

1-3 eQi 

4-6 eQi 

7-10 eQi 

60 wK‡jvwgUvi 

50 wK‡jvwgUvi 

45 wK‡jvwgUvi 

100 wmwm 

1-3 eQi 

4-6 eQi 

7-10 eQi 

60 wK‡jvwgUvi 

50 wK‡jvwgUvi 

45 wK‡jvwgUvi 

110 wmwm 

1-3 eQi 

4-6 eQi 

7-10 eQi 

55 wK‡jvwgUvi 

50 wK‡jvwgUvi 

40 wK‡jvwgUvi 

125 wmwm 1-3 eQi 

4-6 eQi 

7-10 eQi 

50 wK‡jvwgUvi 

45 wK‡jvwgUvi 

40 wK‡jvwgUvi 

 

11.4.25 gUimvB‡K‡ji R¡vjvwb I i¶Yv‡e¶Y:  

11.4.25.1 cÖKí n‡Z †`qv gUi mvB‡Kj ïaygvÎ e¨enviKvix wb‡RB Pvjv‡Z cvi‡e| Ab¨KviI wbKU n¯ÍvšÍi Kiv 

wbwl×| gUimvB‡Kj wbivcËvi `vwqZ¡ e¨enviKvixi| 

11.4.25.2 cÖ_g 3evi 500 wKtwgt cici gwej cwieZ©b Ki‡Z n‡e Ges cieZx©‡Z 1200 wKtwgt cici gwej cwieZ©b 

Ki‡Z n‡e| 

11.4.25.3 cÖ_g 1000 wKtwgt cÖh©šÍ MwZmxgv 50 wKtwgt/NÈv Gi wb‡P ivL‡Z n‡e| 

11.4.25.4 m‡ev©”P gvB‡jR cvIqvi Rb¨ gUi mvB‡K‡ji MwZmxgv 40 - 50 wKtwgt/NÈv g‡a¨ ivL‡Z n‡e| 

11.4.25.5 cÖwZw`‡bi jMeB Aek¨B cÖ‡Z¨Kw`b nvjbvMv` Ki‡Z n‡e| 

11.4.25.6 jMeB Ges †K›`ª e¨e ’̄vc‡Ki AbygwZ mv‡c‡ÿ †Z‡ji g~j¨ cwi‡kva Kiv n‡e| 

11.4.25.7 gUi mvB‡Kj Iqv‡iw›U ewn©f~Z †givgZ Ki‡e e¨enviKvix wb‡R Z‡e KZ„©c‡ÿi AbygwZ mv‡c‡ÿ|  

 

11.4.26 AvÂwjK ch©v‡q 1Rb gUi mvB‡Kj g¨vKvwbK _vK‡e hvi `vwqZ¡ n‡e cÖwZ gv‡m cÖwZwU †m›Uv‡i gUi                                      

mvB‡Kj †PK-Avc Kiv| 

11.4.27 gUi mvB‡K‡ji Ae¯’v fvj ivLvi Rb¨ gUi mvB‡Kj ¯úU †PwKs di‡g‡Ui gva¨‡g D×©Zb mycvifvBRvi gUi 

mvB‡K‡ji Ae¯’v Zvr¶wbK fv‡e †PK Ki‡eb| 

11.4.28 cÖwZ 1000 wKtwgt ci gwej cwieZ©b Ges 3000 wKt wgt ci gUi mvB‡Kj mvwf©wms Kiv‡Z n‡e| 

11.4.29 n¯ÍvšÍ‡ii †¶‡Î 150 UvKv ÷¨v¤ú Gi Dci `vZv-ms¯’v, MÖnxZv Ges ¯^v¶xi ¯^v¶i _vK‡Z n‡e| 



11.4.30 gUimvB‡Kj Gi Ae¯’vb, Bbmy¨‡iÝ, gUimvB‡Kj Gi msL¨v Z`viwK BZ¨vw` DËiY Gi cÖkvmb wefvM 

cwiPvjbv Ki‡e| 

11.4.31 DËiY KZ©„K evB‡b‡g †`Iqv Mvwo¸wji kZ©c~iY c~e©K wZb gv‡mi g‡a¨ e¨w³ gvwjKvbvq n¯ÍvšÍi Kiv| 

11.4.32 gUi mvB‡Kj Pvjv‡bvi mgq †gvevBj †dvb e¨envi wbwl×| 

11.4.33 gUi mvB‡Kj PvjK hw` †Kvb ~̀N©Ubv NUvq Ges †mRb¨ KvD‡K †Kvb ¶wZc~iY w`‡Z nq Zv gUi mvB‡Kj 

PvjK‡K enb Ki‡Z n‡e| 

11.4.34 gUi mvB‡K‡ji ÎæwUc~Y© KvMRcÎ (eø-eyK, BÝy‡iÝ) enb, †nj‡gU e¨envi bv Kiv Ges WªvBwfs ÎæwUi Rb¨ 

UªvwdK cywjk hw` †Kvb gUi mvB‡Kj PvjK‡K Rwigvbv K‡i Zv gUi mvB‡Kj PvjK‡K enb Ki‡Z n‡e| 

11.4.35 gUi mvB‡K‡ji ‡ÿ‡Î cÖKí wba©vwiZ eªvÛ, gvB‡jR Ges Ab¨vb¨ LiP cÖkvmb wefvM KZ©„K wba©vwiZ 

cÖK‡íi ev‡RU Abyhvqx wba©vib Kiv n‡e| 

 

11.4.36 evB-mvB‡Kj (Bi-cycle):  

 

11.4.36.1 Kv‡Ri myweavi Rb¨ evB-mvB‡Kj Kg©xi wbR `vwq‡Z¡ Kg© GjvKvq ivL‡Z cvi‡eb| 

11.4.36.2 hw` Mvwo wb‡Ri wbKU †_‡K nvwi‡q hvq/ Pzwi nq/ bó nq Zvn‡j wbR `vwq‡Z¡ Kg©x‡K D³ g‡W‡ji 

mvB‡Kj wK‡b w`‡Z n‡e| 

11.4.36.3 ‡givg‡Zi †¶‡Î D×©Zb KZ©„c‡ÿi gva¨‡g g¨v‡bRv‡ii wbKU Av‡e`b Ki‡Z n‡e| 

11.4.36.4 Riæix cÖ‡qvR‡b 20 UvKv cwigvb †givgZ LiP Kiv †h‡Z cv‡i| 

11.4.36.5 gyf‡g›U †iwRóªv‡i gyf‡g›U wjwce× _vK‡Z n‡e Ges †mB †gvZ‡eK evB mvB‡Kj e¨envi Ki‡Z  

 n‡e| 

11.4.36.6 cÖwZ 1 eQi cici evB mvB‡Kj mvwf©wms Ki‡Z n‡e| 



Aa¨vq: evi 

Kv‡Ri g~j¨vqb (Performance Appraisal) 
 

12.1  Kv‡Ri g~j¨vqb (Performance Appraisal):  

cvidi‡gÝ g~j¨vqb Kg©x Dbœq‡bi nvwZqvi| ms¯’vi jÿ¨ I D‡Ïk¨ AR©‡b Kg©xi Kv‡Ri g~j¨vqb GKwU ¸iæZ¡c~Y© 

f~wgKv cvjb K‡i| Kg©x‡`i Kv‡Ri g~j¨vq‡bi gva¨‡g Zv‡`i Drmvn, DÏxcbv, ˆbwZKZv, g‡bvej, KZ©e¨wbôv 

I Kvh©mš‘wó m„wó K‡i Zv‡`i Kvh©m¤úv`‡bi ÿgZv Ges `ÿZv e„w× Kiv m¤¢e| Kg©x g~j¨vq‡bi gvcKvwV ÎæwUgy³ 

n‡j Kg©x‡`i g‡a¨ Kv‡Ri my¯’¨ cÖwZ‡hvwMZv m„wó nq| g~j¨vq‡bi gva¨‡g Kgx©i Kv‡Ri gvb mwVKfv‡e hvPvB K‡i 

Bbwµ‡g›U, c‡`vbœwZ wKsev c`vebwZ, kvw Í̄g~jK c`‡ÿc Ges ỳe©j w`K¸‡jv wPwýZ K‡i mÿgZv e„w×i 

D‡`¨vM MÖnY KivB Gi g~j D‡Ïk¨| Kv‡Ri g~j¨vq‡bi gva¨‡g- 

Kg©x‡`i Kv‡Ri g~j¨vq‡bi g~j D‡Ïk¨ nj Re †Wmwµckb I Kg© cwiKíbv Abyhvqx evrmwiK Kg© cwiKíbvi 

wba©vwiZ AMÖMwZ ch©v‡jvPbvi gva¨‡g Kg©xi `ÿZv, Drmvn, g‡bvej, KZ©e¨wbôv, AvšÍwiKZv I m‡e©vcwi 

Kvh©m¤úv`‡bi djvdj Gi Zzjbvg~jK Ae¯ ’v hvPvB K‡i Zv‡K AviI cwiYZ I `ÿ K‡i M‡o †Zvjv| Gi d‡j- 
▪ mycvifvBRvi Ges Kgx©i g‡a¨ mvwe©K †hvMv‡hvM ’̄vcb Kiv 

▪ cÖwZôvb Ges Kgx©i g‡a¨ cvi¯úwiK m¤§wZi wfwË‡Z Kvw•ÿZ jÿ¨ c~i‡Y Kgx©i Kv‡Ri AMÖMwZi m¤ú‡K© 

Zv‡K AewnZ Kiv 

▪ Kg©xi e¨w³MZ mvd‡j¨i g~j¨vqb I Zuvi ¯^xK…wZ cÖ`vb Kiv 

▪ cÖwZôvb Kg©xi Kv‡Ri cÖwZ wK `„wófw½ †cvlY K‡i †m wel‡q Kg©x‡K aviYv †`qv 

▪ wb‡R‡K cÖwZkÖæwZkxj wn‡m‡e cÖwZwôZ Kiv 

▪ Kgx©i wbR¯^ wePvi we‡køl‡Yi gva‡g Av‡Zœvbœq‡bi my‡hvM †`qv 

  

12.2 g~j¨vqbKvix KwgwU: (Performance Appraisal Committee) 

Kg©xi Kv‡Ri g~j¨vq‡bi Rb¨ cÖkvmb wefv‡Mi cÖwZwbwa, mswkøó cÖKí cÖavb I gvV ch©v‡qi Kg©xi mycvifvBRv‡ii 

mgš^‡q GKwU g~j¨vqb KwgwU MVb Kiv n‡e| Abyiƒcfv‡e †K›`ªxq ch©v‡q D×©Zb Kg©KZ©v I ms¯’vi g~j Kg©x‡`i 

g~j¨vq‡bi Rb¨ cwiPvjK, mgš^qKvix, jvBb g¨v‡bRvi I cÖkvmb wefv‡Mi cÖwZwbwa mgš^‡q Aci GKwU g~j¨vqb 

KwgwU _vK‡e|  

  

12.3  g~j¨vq‡bi gvcKvwV: (Performance Evaluation System) 

GKRb Kg©xi KZK¸‡jv ¸Yvejxi AwaKvix n‡Z n‡e †hgb: 

K. mgq Ávb 

L. msMVb m¤ú‡K© ¯^”Q aviYv 

M. SuzwK MÖn‡Yi mvnwmKZv 

N. eyw×gËv I wePÿYZv 

O. mvsMVwbK `ÿZv 

P. †hvMv‡hvM ’̄vc‡bi ÿgZv 

Q. `~i`wk©Zv 

R. wm×všÍ MÖn‡Yi ÿgZv 

S. mn‡hvwMZvg~jK g‡bvfve 

T. †RÐvi bxwZgvjv †g‡b Pjv 

U. Kv‡Ri cÖwZ AvšÍwiKZv, `vwqZ¡Ávb I m‡PZbZv| 

 

12.4  g~j¨vqb c×wZi DcKiY(Materials of Evaluation Method) 

Kv‡Ri cwiKíbv: GB As‡k GKRb Kgx© Ges Zvi mycvifvBRvi Df‡q wg‡j eQ‡ii ïiæ‡ZB eQi e¨vwc wK KvR 

Ki‡e Ges wKfv‡e Zv Kiv n‡e Zv wba©viY Ki‡e| GB †ÿ‡Î wb¤œwjwLZ c×wZ Ges DcKiY e¨envi Kiv n‡e-  

 

12.4.1   Kv‡Ri weeiYx ev `vwqZ¡mg~‡ni ZvwjKv    

cÖ‡Z¨K Kgx©iB evrmwiK Kg©cwiKíbv _vK‡e †hLv‡b Zvi KvR, Kv‡Ri D‡Ïk¨, mgqmxgv, c×wZ/cÖwµqv Ges 

AvDUcyU D‡jøL _vK‡e|  

D‡Ïk¨ wba©viY: cÖ‡Z¨K c‡`i g~j Kv‡Ri mv‡_ jÿ¨ AR©‡bi welqwU my¯úófv‡e wba©vwiZ _vK‡e| GB jÿ¨ 

AR©‡bi welqwU n‡e my¯úó, mgq wbqwš¿Z Ges cwigvc‡hvM¨|  

 

 



12.4.2  e¨w³MZ Kg©cwiKíbv:   

cÖ‡Z¨K Kg©x Zuvi Kvw•LZ j‡ÿ¨ †cuŠQv‡bvi Rb¨ eQ‡ii ïiæ‡Z GKwU wbR¯^ Kg© cwiKíbv ˆZwi Ki‡e hv Zuvi 

DaŸ©Z‡bi wbKU Rgv w`‡Z n‡e|  

 

12.5 Kvh©µg ch©‡eÿY Ges e¨e¯’vcbv: 

cvid‡gÝ e¨e¯’vcbv GKwU Pjgvb cÖwµqv ZvB Kgx©i Kvh©µg I `vwqZ¡ cvjb mviv eQi Zvi ZZ¡veavqK 

ch©‡eÿY Ki‡e| G‡ÿ‡Î Ab¨v‡b¨i mv‡_ wb‡Pi cÖwµqvmg~n m¤úbœ Ki‡Z n‡e-  

  

K. Pjgvb w`K wb‡ ©̀kbv  

Pjgvb w`K wb‡ ©̀kbv Gi A_© nj Kg©xi Kv‡Ri ch©‡eÿ‡Yi gva¨‡g cÖwZeÜKZvi KviY AbymÜvb Ges Zv‡K 

cÖ‡qvRbxq civgk©, Kg©Kvjxb cÖwkÿY Ges wb‡`©kbvi gva¨‡g Zvi mgvavb †`qv| 

  

L. wbqwgZ †hvMv‡hvM  

cvi¯úwiK wbqwgZ Z_¨ Av`vb cÖ`v‡bi ga¨ w`‡q Kgx©iv Zv‡`i ZZ¡veavq‡Ki KvQ †_‡K KvR m¤ú‡K© my¯úó 

gZvgZ I wb‡`k©bv cv‡e|  

 

12.6 cÖvwšÍK g~j¨vqb  

Kgx© Ges Zuvi mycvifvBRv‡ii g‡a¨ AbywôZ AvbyôvwbK ˆeV‡Ki ga¨ w`‡q cÖvwšÍK g~j¨vqb Kiv n‡e| GLv‡b †h 

mKj welq Av‡jvwPZ n‡e †m¸‡jv nj-  wba©vwiZ Kg© cwiKíbv I Kg© cwiKíbv Abyhvqx Zuvi Kv‡Ri AMÖMwZ I 

Kv‡Ri me©‡kl Ae¯’v wbiƒcY Kiv| wba©vwiZ g~j¨vqb dig (mshyw³-13) e¨envi K‡i G g~j¨vqb Kiv n‡e| 

m‡šÍvlRbK djvd‡ji Rb¨ cÖwZ wZb gv‡m AšÍZ GKevi Gai‡bi GKwU ‰eVK Ki‡Z n‡e| 

  

12.7 evwl©K g~j¨vqb:  

GKRb Kgx©i c~‡e©i av‡c msiwÿZ Z‡_¨i we‡køl‡Yi gva¨‡g evwl©K g~j¨vqb AbywôZ nq| GB g~j¨vqb cÖwµqv 

`ywU †gŠwjK cÖ‡kœi DËi †LvuRvi †Póv K‡i| cÖ_gwU nj msL¨vMZ Ges ¸YMZ A‡_© MZ GK eQ‡i wK wK AwR©Z 

n‡q‡Q Ges wØZxqwU nj fwel¨‡Z Kgx©i Dbœq‡bi j‡ÿ¨ Avi wK wK c`‡ÿc MÖnY Ki‡Z n‡e|  

g~j¨vq‡bi Rb¨ cÖ‡qvRbxq mKj welqB g~j¨vqb cÖwZ‡e`b di‡g Ki‡Z n‡e| GLv‡b †h mKj welq mshy³ 

_vK‡e †m¸‡jv nj- Av‡M wba©vwiZ jÿ¨ mg~n, H c‡`i `vwqZ¡mg~n Ges AR©b, Kgx©i Dbœq‡bi Rb¨ wK wK 

KiYxq Ges m‡e©vcwi H Kgx© Ges g~j¨vqbKvwii gšÍe¨ †jLvi I ¯^vÿi Kivi ¯ ’vb| GLv‡b AviI †h welqwU 

AšÍf©y³ Ki‡Z n‡e †mwU nj g~j¨vq‡bi †kÖYxweb¨vmK…Z ch©vq Ges cÖwZwU ch©v‡qi weeiYx|   

 

evwl©K g~j¨vq‡bi mgqm~wP: 

µg weeiY `vwqZ¡ ZvwiL 

1 mKj Kg©xi wbKU cÖ‡qvRbxq w`K wb‡`©kbvmn APA (Annual 

Performance Apprisal) dig I †bvwUk †cuŠ‡Q †`qv 

cÖkvmwbK wefvM/ 

mswkøó cÖKí  

cÖwZeQi 15 

b‡f¤̂i 

2 APA d‡g© Kg©xi ¯^-wba©viYx Kv‡Ri g~j¨vqb Ges Zv 

mycvifvBRv‡ii Kv‡Q Rgv †`qv  

mswkøó Kgx©  cÖwZeQi 30 

b‡f¤̂i 

3 mswkøó Kgx©i mv‡_ Av‡jvPbvi gva¨‡g mycvifvBRvi KZ©„K 

g~j¨vqb  

mswkøó Kgx© Ges 

mycvifvBRvi  

cÖwZeQi 10 

wW‡m¤^i 

4 P~ovšÍ K‡i gvbem¤ú`/cÖkvmwbK wefv‡M Zv Rgv †`qv mycvifvBRvi cÖwZeQi 20 

wW‡m¤^i 

5 msKjb Ges mKj Kgx©i g~j¨vqb cÖwZ‡e`b ˆZwi Kiv  gvbem¤ú`/ 

cÖkvmwbK wefvM  

cÖwZeQi 30 

wW‡m¤^i 

6 mswkøó mKj Kgx©i Kv‡Q APA Gi wi‡cvU© Kwc †cuŠ‡Q †`qv Ges 

†Mvcbxq dvB‡j Zv msiÿY Kiv 

gvbem¤ú`/ 

cÖkvmwbK wefvM 

cÖwZeQi 30 

Rvbyqvix  g‡a¨ 

 

†Kvb Kg©x A_ev Kg©KZ©v eQ‡ii fMœvsk mg‡q DËiY Gi g~j Kvh©µg ev cÖK‡í †hvM`vb Ki‡j D³ Kg©xiI H wbw`©ó 

mg‡qi g~j¨vqb m¤úbœ Ki‡Z n‡e| GQvov cÖK‡í hw` †Kvb wbw ©̀ó mg‡q H cÖKí Kg©x‡`i g~j¨vq‡bi cÖ‡qvRb c‡o Z‡e 

Zv Kiv hv‡e| 

 



12.8   jvBb g¨v‡bRvi‡`i Rb¨ w`K wb‡`©kbv: (Directives for Line Manager/Supervisor) 

K. mgqgZ mKj Kgx©‡K g~j¨vqb Kiv jvBb g¨v‡bRvi/ mycvifvBRvi‡`i `vwqZ¡| cÖkvmb wefvM ïaygvÎ 

cÖwZwU wefvM, BDwbU I cÖKí Awd‡m DËiY Kgx ©‡`i g~j¨vq‡bi Av‡M cÖ‡qvRbxq w`Kwb‡`©kbv †cÖiY 

Ki‡e| 

L. cÖwZwU g~j¨vqb n‡Z n‡e myôz, mr, wbi‡cÿ Ges mywe‡ePbv cÖm~Z| †Kvb Kgx©i c‡ÿ ev wec‡ÿ hvq Ggb 

†Kvb AmZ¨ Z‡_¨i wfwË‡Z Kg©x g~j¨vqb Kiv n‡j Zuvi GB A‡ckv`vix I A‰bwZK AvPi‡Yi e¨vL¨v 

cÖ`vb Ki‡Z n‡e| GB ai‡Yi Ab¨vq AvPi‡Yi Rb¨ mswkøó e¨w³i weiæ‡× k„•Ljvf‡½i aviv Abyhvqx 

e¨e ’̄v †bqv n‡e|  

M. g~j¨vq‡bi A_© GB bq †h mswkøó Kgx©i c‡`vbœwZ/c`vebwZ n‡e wKsev Zvi †eZb evo‡e ev Kg‡e|  

N. evwl©K g~j¨vq‡b Kgx©i ïaygvÎ mv¤úªwZK mg‡qi KvR bq eis m¤ú~Y© PvKzwi Rxe‡biB g~j¨vqb n‡e|  

O. jvBb g¨v‡bRvi/mycvifvBRvi Zuvi Kgx©‡`i KvR m¤ú‡K© BwZevPK g‡bvfve wb‡q ch©v‡jvPbv Ki‡e hv‡Z 

K‡i Kg©xiv Zv‡`i KvR AviI myôz I mdjfv‡e m¤úv`b Ki‡Z cv‡i| 

P. `~e©j w`KMy‡jv ch©v‡jvPbv Ki‡Z n‡e Ges KZ©„cÿ GB mKj `ye©jZv KvwU‡q DV‡Z m¤¢ve¨ mKj c`‡ÿc 

MÖnY Ki‡e| 

Q. Kv‡Ri ZvwjKvq D‡jøwLZ `vwqZ¡ I KZ©‡e¨i Av‡jv‡K Kgx©i AR©‡bi (msL¨vevPK I ¸YMZ gvb Dfq 

†ÿ‡ÎB) Zzjvbvg~jK we‡køl‡Yi D‡Ï‡k¨ GB g~j¨vqb AbywôZ n‡e| 

R. †eZb e„w× wKsev c‡`vbœwZi mycvwik Kgx©i g~j¨vqb cÖwZ‡e`b Ges eivÏK…Z ev‡R‡Ui mv‡_ m½wZc~Y© 

n‡Z n‡e| GwU AZ¨šÍ ¸iæZ¡c~Y© †h h_vh_ KvR Kivi ciI †Kvb Kgx© †hb Zuvi cÖvc¨ †eZb e„w× †_‡K 

ewÂZ bv nb|  

S. Kg©x Zuvi evwl©K jÿ¨gvÎv AR©b Ki‡Z cvi‡j cÖ‡Yv`bv wn‡m‡e H Kgx©‡K cyi®‹…Z Kiv n‡e| (wjwLZ 

cÖksmv cÎ/Avw_©K myweav cÖ`vb/†`k we‡`‡k ågY/cÖwkÿY BZ¨vw`)|  

T. GB g~j¨vqb Kgx©i KvR msµvšÍ ˆewkó¨vejx †hgb: AvPiY, Kv‡Ri MwZ, D‡`¨vM, „̀wófw½, A½xKvi Ges 

`jMZ KvR‡KI g~j¨vqb Ki‡e|   

 

12.9 Kv‡Ri g~j¨vq‡bi QK: (Performance Appraisal Format) 

DËiY KZ©„K cªYxZ di‡g mKj wbqwgZ Ges `xN©‡gqv`x Kgx©i g~j¨vqb Ki‡Z n‡e| digwU‡Z bvbvwea wefvM 

i‡q‡Q †h¸‡jv jvBb g¨v‡bRvi, Kgx© wb‡R, mswkøó cÖKí mgš^qKvix, BDwbU/wefvMxq cÖavb, gvbem¤ú`/cªkvmb 

wefvM Ges cwiPvjK KZ©„K h_vh_ fv‡e c~iY Ki‡Z n‡e| (mshyw³-14) 

GUv cÖZ¨vwkZ †h DËiY KZ…c‡ÿi wba©vwiZ dig (PAF) e¨envi K‡iB Kgx©i g~j¨vqb Ki‡Z n‡e| Ab¨vb¨ 

†ÿ‡Î †hgb Kgx©i c`gh©v`v cwieZ©‡bi †ÿ‡Î mycvifvBRvi/jvBb g¨v‡bRvi GKwU we‡kølYagx© g~j¨vqb 

cÖwZ‡e`b ˆZwi Ki‡eb| cÖ‡Z¨K Kg©xi Kv‡Ri g~j¨vqb dig h_vh_f‡e c~iY K‡i wba©vwiZ Zvwi‡Li g‡a¨ 

gvbem¤ú`/cªkvmb wefv‡M Rgv w`‡Z n‡e| gvbem¤ú`/cªkvmb wefvM Zv Kg©xi dvB‡j msiÿY Ki‡e| 

evrmwiK †eZb e„w×, cÖ‡Yv`bv cÖ`vb,c‡`vbœwZ,c`vebwZ wKsev Ab¨ †Kvb kvw¯Íg~jK e¨e ’̄v †bqvi Av‡M g~j¨vqb 

cÖwZ‡e`‡bi mvi ms‡ÿc cwiPvjK/`vwqZ¡cÖvß e¨w³i Aby‡gv`b wb‡Z n‡e| g~j¨vqb cÖwZ‡e`b Ab¨ †h mKj 

†ÿ‡Î e¨eüZ n‡e Zv wb¤œiƒc: 

▪ †Kvb Kgx©i c‡`vbœwZi cÖ¯Íve cvIqv †M‡j 

▪ Kgx©i c` gh©v`vq †Kvb cwieZ©b †hgb Pzw³wfwËK †_‡K wbqwgZ Ges `vwq‡Z¡i †ÿ‡Î †Kvb  

 cwieZ©b Avb‡Z n‡j 

▪ cÖwkÿY Pvwn`v wbiæcb Ges Kgx© Dbœqb cwiKíbv cÖYq‡Yi †ÿ‡Î 

▪ eZ©gvb I fwel¨‡Z Kgx©i Kv‡Ri D`vniY wn‡m‡e e¨envi Ki‡Z cvi‡e 

▪ †eZb e„w×i, c‡`vbœwZ, †ckvMZ gvb‡K Dbœqb, mZKx©KiY I k„•Ljv f½RwbZ Kvi‡Y c`‡ÿc wb‡Z wfwË 

wn‡m‡e KvR Ki‡e 

▪ cÖwkÿY I `ÿZv Dbœq‡bi †ÿÎ wPwýZ Kiv Ges KZ©„cÿ‡K cwiKíbv cÖYq‡b mvnvh¨ Kiv 

 

civgk© cÖ`v‡bi GB avivevwnKZv GKRb Kgx©‡K †hgb Zvi mej w`K¸‡jv wPwýZ Ki‡Z mvnvh¨ K‡i †Zgwb 

`ye©jZv KvwU‡q DV‡ZI we‡kl f~wgKv iv‡L| g~j¨vqb cÖwZ‡e`‡bi GKwU mswÿß wjwLZ Kwc ‰Zwi K‡i †mLv‡b 

Kgx©i I Zuvi mycvifvBRv‡ii ¯^vÿi MÖnY Ki‡Z n‡e Ges †mB cÖwZ‡e`b H Kgx©i e¨w³MZ dvB‡j msiÿ‡Yi ci 

mswkøó Kgx©‡K GK Kwc w`‡Z n‡e|   

 



12.10 c‡`vbœwZ (Promotion): 

c‡`vbœwZ †Kvb Kg©xi `vex wn‡m‡e we‡ewPZ n‡e bv| m‡šÍvlRbKfv‡e wZb eQi mgq PvKzix Ki‡j wbqwgZ Kg©x‡K g~j¨vqb 

mv‡c‡ÿ c‡`vbœwZi Rb¨ we‡ePbv Kiv †h‡Z cv‡i| †hvM¨ Kg©x Dchy³ c‡`i cÖvc¨Zvi wfwË‡Z c‡`vbœwZ cv‡eb| 

 

12.11 c`vebwZ (Demotion): 

†Kvb Kg©xi g~j¨vqb KZ©„c¶/g~j¨vqb KwgwU KZ©„K Am‡šÍvlRbK we‡ewPZ n‡j A_ev †Kvb Kg©x hw` DËiY Gi wbq‡gi 

cwicwš’ KvR Kivi R‡b¨ KZ…©c¶ KZ©„K evievi Kvib `k©v‡bv †bvwUk cvq Z‡e kvw¯Í wnmv‡e c`vebwZ †`qv hv‡e| 

 

12.12   c`ex cwieZ©b (Change of Designation): 
 

‡eZb e„w×, c‡`vbœwZ cÖf„wZ QvovI Kg©xi c`ex cwieZ©b Kiv hv‡e| 

 



Aa¨vq: †Zi 

Kgx© e`wj (Staff Transfer) 

 
f~wgKvt ms¯’vi cÖ‡qvR‡b †h †Kvb Kgx©‡K DËi‡Yi Kg© GjvKvi †h‡Kvb ¯’v‡b mswkøó ZZ¡veavq‡Ki mycvwi‡ki wfwË‡Z 

cÖkvmb wefvM mvgwqK ev ¯’vqxfv‡e e`wj Ki‡Z cvi‡e| c‡`vbœwZ, `vwq‡Z¡ cwieZ ©b ev Ab¨ †Kvb Kvi‡YI e`wj n‡Z 

cv‡i| †Kvb bvix Kg©x‡K e`wj Kivi mgq jÿ¨ ivL‡Z n‡e †h GB e`wj †hb †Kvbfv‡eB Zvi e¨w³MZ Rxeb‡K wech©¯Í 

bv K‡i| 

 

13.1     e`wji kZ©vejx:  

13.1.1 e`wj wPwV cÖ`v‡bi gva¨‡g Kg©x‡K bZ yb ¯’v‡b/bZ yb `vwq‡Z¡ ¯^c`/cwieZ©xZ c‡` e`wj Ki‡Z n‡e|  

13.1.2 e`wji AšÍZ GKgvm Av‡M Kgx©‡K e`wj msµvšÍ e¨vcv‡i AewnZ Ki‡Z n‡e|  

13.1.3 k„•Ljv f‡½i `v‡q e`wji welqwU †h †Kvb mg‡q Kvh©Ki Kiv hv‡e| 

13.1.4 e`wjK…Z Kgx©i †eZb fvZv cwieZ©xZ c` Abyhvqx wba©vwiZ n‡e|  

 

13.2  e`wji KviY: (Need of Transfer) 

 †hme Kvi‡Y e`wji cÖ‡qvRb n‡Z cv‡i:  

• k~b¨c` c~i‡Yi Rb¨ 

• †hvM¨ ev AwfÁ Kgx©i cÖ‡qvRb †gUv‡Z 

• Kgx©i `ÿZv e„w×i Rb¨ 

• msL¨vwaK¨ Kgv‡bvi Rb¨ 

• cÖwZôv‡bi cÖ‡qvR‡b 

• Kg©xi Av‡e`‡bi †cÖwÿ‡Z 

• KZ…©c‡ÿi wm×v‡šÍi †cÖwÿ‡Z 

• k„•Ljv f‡½i Kvi‡Y 

• c`vebwZ n‡j   

 

13.3  e`wji cÖwµqv: (Procedures of Transfer) 

13.3.1 †Kvb Kgx©‡K e`jxi cÖ‡qvRb n‡j ev †Kvb cÖKí/wefvM wb‡Z AvMÖnx n‡j cÖkvmb wefv‡M wjwLZ  

Rvbv‡Z n‡e|  

13.3.2 cÖkvmb wefvM mswkøó cÖKí/wefvM Gi mv‡_ Av‡jvPbvi wfwË‡Z wm×všÍ MÖnY Ki‡e|  

13.3.3 cwiw¯’wZi Dci wfwË K‡i mKj e`wjB Dfq jvBb g¨v‡bRvi Ges mswkøó Kgx©i mv‡_ Av‡jvPbvi gva¨‡g n‡Z 

n‡e|   

13.3.4 mswkøó wefvMxq cÖavb/cÖKí cÖav‡bi m¤§wZi wfwË‡Z Ges cwiPvj‡Ki Aby‡gv`b mv‡c‡ÿ cÖkvmb wefvM mswkøó 

Kgx©i bZzb Kg©¯’j, c`we, †hvM`v‡bi ZvwiL Ges †eZb KvVv‡gv D‡jøL c~e©K e`wji Av‡`k/wPwV  cÖ`vb Ki‡e| 

†Kvb Kg©x‡K Kg©¯’j †_‡K 50 wK‡jvwgUvi `y‡i e`jx Ki‡j †m‡ÿ‡Î e`jx eve` cÖvc¨ LiP we‡ePbv Kiv †h‡Z 

cv‡i, Z‡e k„•Ljv f‡½i Kvi‡Y †Kvb Kg©x‡K e`jx Kiv n‡j wZwb ‡Kvb µ‡gB e`jx eve` †Kvb LiP cv‡e bv| 

†eZb I c`gh©v`v cwieZ©‡bi †ÿ‡Î Aek¨B DËi‡Yi bxwZgvjv Ab ymiY Ki‡Z n‡e| e`wji Av‡`‡ki/wPwVi 

GKwU Kwc mswkøó Awdm, wnmve wefvM Ges Kgx©i e¨w³MZ dvB‡j msiÿ‡Yi Rb¨ †cÖiY Ki‡Z n‡e|   

13.3.5 GK Kvh©vjq †_‡K Ab¨ Kvh©vjq ev GK wefvM †_‡K Ab¨ wefv‡M e`wji Av‡M mswkøó Awd‡mi `vwqZ¡cÖvß Kg©x, 

e`wj ’̄ Kgx©i `vwqZ¡ n¯ÍvšÍi c Öwµqv, †eZb I QzwUi Z_¨ m¤^wjZ QvocÎ, cÖkvmb wefvM‡K cvVv‡e| 

13.3.6 cÖkvmb wefvM PzovšÍ e`jxi wPwV cÖ`vb Ki‡e, cÖ‡qvR‡b Kgx©i e¨w³MZ dvB‡ji bw_c‡Îi Abywjwc †cÖiY 

Ki‡e|  

13.3.7 GKB Awd‡m Avf¨šÍixY e`wji †ÿ‡Î ïay `vwqZ¡ n¯ÍvšÍ‡ii cÎwU †cÖiY Ki‡e| 

 

 

 



13.4  mvgwqK `vwqZ¡ Ac©Y: (Interim Positions/Assignment) 

KL‡bv KL‡bv †Kvb Kgx©‡K DaŸ©Zb c‡` mvgwqKfv‡e `vwqZ¡ cÖ`vb Kiv n‡Z cv‡i| wbw`©ó mg‡qi Rb¨ H 

`vwq‡Z¡i wPwV cÖkvmb wefvM cÖ`vb Ki‡e| GB wbw ©̀ó `vwqZ¡ Ges wbw ©̀ó mg‡qi Rb¨ Kgx‡K© H c‡`i mKj 

my‡hvM myweav I †eZb cÖ`vb Kiv n‡e bv| D×©Zb c‡` Kg©x‡K mvgwqK `vwqZ¡ †`qv‡K ms¯’vi cª‡qvRb Ges GKB 

mv‡_ Kg©xi Dbœq‡bi my‡hvM wnmv‡e †`Lv n‡e| GKUv wbw`©ó mgq c‡i DËiY KZ©„cÿ GKwU g~j¨vq‡bi 

gva¨‡g/wb‡qvM cixÿvq AskMÖn‡Yi my‡hvM cÖ`v‡bi gva¨‡g Ges `vZv ms¯’vi Pvwn`v Abyhvqx (cÖ‡hvR¨ †ÿ‡Î) H 

Kgx©‡K D³ ¯’vqx c‡` wb‡qvM `vb wKsev Zv‡K Zvi cyi‡bv c‡` †diZ cvVv‡Z cvi‡e|  

 



Aa¨vq: †PŠÏ 

Awf‡hvM wb®úwË (Grievances Resolution) 
 

DËiY Gi mKj Kg©xB Kg©‡ÿ‡Î Zv‡`i †Kvb Awf‡hvM _vK‡j Zv cÖKvk Ki‡Z cvi‡eb Ges KZ ©…cÿ †m Awf‡hv‡Mi 

wb¯úwË Ki‡eb| 

 

14.1   Awf‡hvM: (Grievances) 

†Kvb Kgx© hw` g‡b K‡ib †h wZwb †Kvbfv‡e eÂbvi wkKvi n‡”Qb Ges Zuvi AwaKvi jw•NZ n‡”Q wKsev Zuvi 

Kv‡Ri kZ© f½ n‡”Q Zvn‡j wZwb Zuvi mycvifvBRv‡ii mv‡_ welqwU wb‡q Av‡jvPbv Ki‡eb| Av‡jvPbvi c‡i 

M„wnZ c`‡ÿc hw` H Kgx©i Kv‡Q m‡š ÍvlRbK g‡b bv nq Zvn‡j wb¤œwjwLZ Dcv‡q wb®úwË Ki‡Z n‡e |  

 

14.2   Awf‡hvM cÖwµqv: (Grievances Procedures) 

  Awf‡hvM cÖwµqvq wb‡Pi welq¸‡jv wbwðZ Ki‡Z n‡e-  

14.2.1 †Kvb Awf‡hvM _vK‡j Kgx© cÖ_‡g Zv Zuvi jvBb g¨v‡bRvi/cieZ©x DaŸ©Zb Gi bR‡i Avb‡eb|  

14.2.2 jvBb g¨v‡bRvi Awf‡hv‡Mi MÖnY‡hvM¨ mgvavb w`‡Z e¨_© n‡j mswkøó Kgx© H Awf‡hvMwU cÖkvmb wefv‡Mi bR‡i 

Avb‡eb|  

14.2.3  Awf‡hvMwU GB ch©v‡qI wb®úwË bv n‡j Kgx© welqwU cwiPvj‡Ki Kv‡Q DÌvcb Ki‡eb| cwiPvjK DËiY Gi 

Kg©x e¨e¯’vcbv bxwZgvjv I cÖkvmwbK wel‡q P~ovšÍ `vwqZ¡ cÖvß e¨w³ wn‡m‡e mswkøó mevB‡K wb‡q welqwUi P~ovšÍ 

gxgvsmv Ki‡e|  

14.2.4  NUbv NUvi 2 w`‡bi g‡a¨ Awf‡hvMKvix welqwU KZ©„cÿ‡K AewnZ Ki‡eb| cwiPvjK Awf‡hv‡Mi ¸iæZ¡ 

Abyhvqx cÖ‡qvRb n‡j Z`šÍ wUg MVb Ki‡eb| Awf‡hvM MÖn‡Yi 15 w`‡bi g‡a¨ KZ©„cÿ Z`šÍ KvR m¤úbœ 

Ki‡e, cÖ‡qvR‡b Awfhy³ e¨w³i ïbvwb wjwLZfv‡e Awf‡hvMKvwi‡K AewnZ Ki‡e|  

14.2.5  Awf‡hvMKvix Zuvi ¯^vÿi I ZvwiLmn wjwLZfv‡e Awf‡hvM †ck Ki‡e|  

14.2.6  G ms¯’v †Kvb †ebvgx Awf‡hvM we‡ePbv Ki‡Z eva¨ bq|  

14.2.7  Kgx©MY GB g‡g© wbwðZ _vK‡e †h Awf‡hvM wb®úwË cÖwµqv AbymiY Kivi d‡j Zuvi weiæ‡× †Kvb iKg  AwePvi 

Kiv n‡e bv| 

 

14.3  ˆelg¨ I nqivwb: (Discrimination and Harassment) 

DËiY Gi cÖwZwôZ bxwZ Abyhvqx †Kvb Kgx©B (bvix A_ev cyiæl) Kv‡Ri mgq A‡b¨i Dci †Kvb cÖKvi Pvc 

cÖ‡qvM Ki‡Z cvi‡e bv, nqivwb Ki‡Z cvi‡e bv, NwbôZvi my‡hvM wb‡Z cvi‡e bv, cÿcvwZZ¡ Ki‡Z cvi‡e bv 

Ges wj½ cwiP‡qi my‡hvM wb‡Z cvi‡e bv| †hŠb nqivwb kvw Í̄ †hvM¨ Aciva| †hŠb nqivwbi †ÿ‡Î wb‡¤œi `ywUi 

†h †Kvb GKwU msNwUZ n‡j:  

14.3.1  †hŠbvKv•Lvi D‡Ï‡k¨ hw` ‡Kvb Kg©KZ©v/Kg©x Avw_©K ev Ab¨ ‡Kvb myweav cÖ`vb K‡i wKsev AvKv•Lv cyi‡b e¨_© 

n‡q hw` H Kgx©‡K kvw¯Í cÖ`vb K‡i Zvn‡j †mwU †hŠb nqivwb e‡j MY¨ n‡e|  

14.3.2 DaŸ©Zb Kg©KZ©v wKsev mnKgx©iv hw` †Kvb Kgx©i cÖwZ AbvKvw•LZ †hŠb BswMZ c~Y© Ggb †Kvb AvPiY K‡ib hv 

Zuvi Kv‡Ri cwi‡ek‡K wewNœZ K‡i Zvn‡j †mB AvPiY‡K †hŠb nqivwb e‡j wPwýZ Kiv n‡e|   

 

14.4 ˆelg¨ I nqivwbi ‡ÿ‡Î e¨e¯’v: 

14.4.1 Awd‡m Òˆelg¨ I nqivwbiÓ †Kvb NUbv NU‡j KZ©„cÿ Òkvw¯Íg~jK e¨e¯’vÓ Abyhvqx e¨e ’̄v MÖnY Ki‡e| 

14.4.2 cÖvwšÍK Rb‡Mvôx †_‡K Avmv Kgx© †hgb, `wjZ, Avw`evmx, msL¨vjNy, kvixwiKfv‡e cÖwZeÜx, GBPAvBwf/ GBWm& 

AvµvšÍ‡`i Rb¨ DËiY mgZvi cwi‡ek (ˆelg¨ I nqivwbi weiƒ‡× K‡Vvi Ae¯’vb) wbwðZ Ki‡e| Kg©x‡`i 

AwaKvi cÖwZôvq †`‡ki cÖPwjZ AvBb I DËiY Gi AvPiY wewa AbymiY Ki‡e|  

 



Aa¨vq: c‡bi 

AvPiY wewagvjv (Code of Conduct) 
 

DËiY Gi Kvh©µg‡K wbi‡cÿ, mve©Rbxb I MwZkxj Kivi j‡ÿ¨ DËiY Gi Kg©x‡`i wb¤œwjwLZ AvPiYwewa †g‡b Pj‡Z 

n‡e Ges cÖ‡Z¨K Kg©x‡K G m¤úwK©Z GKwU †NvlYvc‡Î ¯^vÿi Ki‡Z n‡e hv Zvi Kg©x dvB‡j (Personal File) - G 

msiwÿZ _vK‡et 

 

15.1 mKj Kg©x‡`i‡K DËiY Kg©x e¨e¯’vcbv bxwZgvjv h_vh_fv‡e †g‡b Pj‡Z n‡e Ges bxwZgvjv f‡½i †Kvb cÖgvb 

†c‡j ev m‡›`n n‡j DËiY KZ©„cÿ‡K AewnZ Ki‡Z n‡e| 

15.2 MYcÖRvZš¿x evsjv‡`k miKv‡ii msweavb, †`‡ki cÖPwjZ AvBb Ges gvbweK gh©v`vi cÖwZ mKj Kg©x‡K kÖ×vkxj 

_vK‡Z n‡e| cvkvcvwk DËiY Gi mKj DcKvi‡fvMx/†óK‡nvìv‡`i mwnZ ms¯’vi mKj bxwZgvjv Abyhvqx mKj 

Kg©x‡`i Kg©‡ÿ‡Î KvR Ki‡Z n‡e|  

15.3 GKRb Kgx©‡K Aek¨B AvPi‡Y f`ª, wb‡ew`Z cÖvY, weYqx, wkóvPvix Ges Ab¨ Kgx©‡`i mv‡_ cvi¯úwiK kÖ×vc~Y© 

m¤úK© eRvq ivL‡Z n‡e| †mB mv‡_ Zv‡K mnKgx©‡`i mv‡_ eÜyZ¡myjf AvPiY wKš‘ †ckv`vwiZ¡ eRvq ivL‡Z n‡e| 

15.4 DËiY Gi ¯^v‡_© Kg©x‡`i‡K wb‡R‡`i g‡a¨ e¨w³MZ ¯^v‡_©i †h †Kvb ÿwZKi Ø›Ø Gwo‡q Pj‡Z n‡e| GB ai‡Yi 

†Kvb ai‡Yi NUbv NU‡j/m~ÎcvZ n‡j m‡½ m‡½ DËiY KZ©„cÿ‡K AewnZ Ki‡Z n‡e|  

15.5 e¨w³MZ D‡Ï‡k¨ †Kvb Kg©x Zv‡`i c`gh©v`v‡K e¨envi K‡i †Kvb e¨w³, `j A_ev †Mvôx‡K cÖfvweZ Ki‡Z 

cvi‡e bv A_ev KvD‡K e¨w³MZ my‡hvM myweavi cÖ¯Íve Ki‡Z cvi‡e bv Ges miKvix I †emiKvix m¤úwË, my‡hvM-

myweav, †mev Ges A_©‰bwZK m¤ú` e¨envi Ki‡Z cvi‡e bv| 

15.6 Kg©xiv wbwðZ Ki‡e †h Zv‡`i e¨w³MZ AvPiY I m¤úK© DËiY Gi Kgx© wn‡m‡e Zv‡`i †ckvMZ f~wgKvq †Kvb 

cÖfve †dj‡e bv| 

15.7 Kg©x‡`i Kv‡R Ges `vwqZ¡ cvj‡b cÖfve co‡Z cv‡i Ggb †Kvb Dcnvi, Nyl ev Ab¨ †Kvb myweav 

Kg©xiv/DcKvi‡fvMx/ †óK‡nvjWvi Kv‡iv mv‡_ cÖZ¨ÿ ev c‡ivÿfv‡e Av`vb-cÖ`vb Ki‡Z cvi‡e bv| 

15.8 DËiY Gi Av`k© I g~j¨‡ev‡ai mvsNwl©K Ggb †Kvb R½xev`, mš¿vmx, `~Y©xwZevR, bvixwbh ©vZbKvix, Ggb †Kvb 

e¨w³i mwnZ †jb‡`b ev cÖvwZôvwbK ‰elg¨ m„wóKvix e¨w³/cÖwZôvb Gi mwnZ m¤úK© ˆZix Kiv hv‡e bv| 

15.9 mnbxqZvi ïY¨ ch©v‡qi (Zero tolerance) bxwZ Abyhvqx ms¯’vi †h †Kvb ch©v‡qi †Kvb Kgx©/Kg©KZ©v Øviv †Kvb 

A_©‰bwZK `~Yx©wZ, ‡hŠb nqivwb, ivóª‡`ªvn, R½xev`, mš¿vmx Kg©KvÛ Ges Aeva¨Zvi cÖgvY †c‡j PvKzix †_‡K 

eiLv¯Í Kiv n‡e| 

15.10 RbM‡Yi Kv‡Q DËiY Gi m‡e©v”P mZZv I ¯^”QZv wbwðZKi‡Yi j‡ÿ¨ Kg©x‡`i cÖ‡Póv Ae¨vnZ ivL‡Z n‡e| 

15.11 Kg©xiv Zv‡`i KvR I AvPi‡Yi ga¨w`‡q wj½, eqm, ag©, ms¯‹…wZ, wkÿv, cÖwZeÜxZ¡, mvgvwRK Ae¯’vb, msL¨vjNy 

Ges Avw`evmx Rb‡Mvôxi †ÿ‡Î †Kvb ˆelg¨ m„wó Ki‡Z cvi‡e bv| 

15.12 A_© †PvivPvjvb Ges e¨w³MZ DcvR©b we‡`‡k cvPvi †iv‡a MYcÖRvZš¿x evsjv‡`k miKv‡ii Ògvwb jÛvwis cÖwZ‡iva 

AvBb 2012Ó mKj Kg©x‡`i‡K h_vh_fv‡e †g‡b Pj‡Z n‡e| 

15.13 evsjv‡`k A_ev Ab¨ †Kvb iv‡óªi weiæ‡× mš¿vmev`,R½xev` ev mš¿vmx Kvh©Kjv‡c mnvqZv wn‡m‡e MY¨ n‡e Ggb 

†Kvb e¨w³ A_ev cÖwZôv‡bi mv‡_ †Kvb A_©‰bwZK †jb‡`b ev Kvh©µ‡g Kg©xiv RwoZ _vK‡Z cvi‡e bv Ges Gi 

weiæ‡× mKj Kg©x‡K m‡Pó _vK‡Z n‡e| 

15.14 cÖvK…wZK m¤ú‡`i †h †Kvb ai‡bi Ace¨envi Kg©x‡`i‡K K‡Vvifv‡e Gwo‡q Pj‡Z n‡e Ges DcKzjxq AvenvIqv 

I Rjevqy cwieZ©‡bi cÖfve m¤ú‡K© m‡PZb _vK‡Z n‡e| 

15.15 Kg©¯’‡j ev Ab¨ †Kv‡bv ¯’v‡b †h‡Kvb ai‡Yi gv`K I A¨vj‡KvnwjK cvbxq cvb, enb I wecb‡b wb‡lavÁv 

Kg©x‡`i‡K K‡Vvifv‡e †g‡b Pj‡Z n‡e Ges Awdm evDÛvixi g‡a¨ a~gcvb m¤úyY© wbwl×| 

15.16 wec`vcbœ Rb‡Mvôxi cvPvi †iv‡a Kg©x‡`i memgq †mv”Pvi _vK‡Z n‡e| gvbe cvPviKvix I gvbe cvPv‡ii m‡½ 

mswkøó I m¤ú„³ e¨w³‡`i mbv³KiY Ges cvPv‡ii wkKvi Rb‡Mvôx we‡klZ bvix I wkï‡`i D×vi I mnvqZv 

cÖ`v‡b Kg©x‡`i m‡Pó _vK‡Z n‡e| 

15.17 ms¯’vi hveZxq m¤ú` m‡ev©”P ¸iæZ¡ w`‡q msiÿY Ki‡Z n‡e Ges ms¯’vi ¯^v_© ÿzbœ nq Ggb †Kvb wKQz Kv‡iv wbKU 

n¯ÍvšÍi Kiv hv‡e bv| 

15.18 †Kvb Kg©x PvKzixiZ Ae¯’vq mivmwi †Kvb ivR‰bwZK `‡ji m‡½ RwoZ n‡Z cvi‡e bv Ges mwµqfv‡e †Kvb 

ivR‰bwZK `‡ji wgwUs, wgwQj, i¨vjx BZ¨vw`‡Z AskMÖnY Ki‡Z cvi‡e bv| GKB mv‡_ GB D‡Ï‡k¨ cÖwZôv‡bi 

bvg ev cÖwZôvb msµvš Í †Kvb wKQz e¨envi KivI wbwl×|  



15.19 KvD‡K †hŠb m¤úK© ¯’vc‡b eva¨ Kiv ev Zvi cÖ‡Póv Pvjv‡bv, †hŠb m¤úK© ¯’vc‡bi cÖ¯Íve †`qv, †hŠb D‡Ï‡k¨ 

KvD‡K ¯úk© Kiv, KziæwPc~Y© Bw½Z Kiv, Akøxj †KŠZzK ejv, kxl †`qv, wb‡Ri ev Ac‡ii †hŠbKvR ev mÿgZv 

wb‡q Mí Kiv, Kv‡iv kixi m¤ú‡K© Akøxj aviv eY©bv †`qv BZ¨vw` Kiv hv‡e bv|  

15.20 DËiY Gi Kgx©‡`i g‡a¨ weev` I Am‡šÍvl ‰Zwi nq Ggb †Kvb Kv‡R BÜb †`hv hv‡e bv Ges Awdm msµvšÍ 

Kv‡Ri †MvcbxqZv iÿv Ki‡Z n‡e| 

15.21 Kgx©‡`i g‡a¨ †Kvb A‰bwZK m¤úK© M‡o DV‡j Zv ZvrÿwbK wbimb Ki‡Z n‡e| 1g ¯¿x eZ©gvb _vKv Ae¯’vq Zvi 

webv AbygwZ‡Z †Kvb Kgx© 2q we‡q Ki‡Z cvi‡e bv| 

15.22 ci®ú‡ii agx©q AbyfywZi cÖwZ kÖ×vkxj n‡Z n‡e| ‡Kvb Kgx© Ab¨ †Kvb Kgx©i agx©q AbyfzwZ‡Z AvNvZ w`‡Z cvi‡e 

bv| 

15.23 ms¯’v KZ©„K RvwiK…Z cwicÎ I bxwZgvjv mg~n ZvrÿwbK Kgx©‡`i Kv‡Q Ges mswløô wefv‡Mi Kv‡Q cÖPvi Ki‡Z 

n‡e| 

 



Aa¨vq: †lvj 

kvw Í̄g~jK e¨e ’̄v (Punishment Procedures) 
 

f~wgKvt  DËi‡Y wb‡qvMcÎ MÖnY Kivi ga¨ w`‡q Kgx©MY GKwU `vwqZ¡kxj, myk„•Lj, my›`i I Kg©gyLi cwi‡e‡k Kv‡Ri 

cÖwZ cÖwZkÖæwZe× n‡e, AbyMZ _vK‡e Ges cÖwZôv‡bi jÿ¨ AR©‡b f~wgKv ivL‡e|  

 

 kvw¯Íg~jK e¨e ’̄vi g~j D‡Ïk¨ nj Kgx©i Kv‡Ri gv‡bvbœqb, Zv‡K cÖwZôvb †_‡K wew”Qbœ Kiv bq| kvw¯Íg~jK 

e¨e ’̄v Ggb nIqv DwPZ †hb Gi Av‡jv‡K GKRb Kgx© wb‡RB wb‡Ri ÎæwU gy³ Ki‡Z cv‡ib Ges DbœZ 

AvPi‡Yi Rb¨ w`K wb‡`©kbv †c‡Z cv‡ib| †Kvb ai‡Yi AbvKvw•LZ AvPi‡Yi Rb¨ Kg©x e¨e¯ ’vcbvq bxwZgvjvi 

k„•Ljvwewai aviv Abyhvqx e¨e¯’v MÖnY Ki‡Z n‡e| Aciv‡ai gvÎv‡f‡` Zv mgvav‡bi Rb¨ jvBb g¨v‡bRvi, 

cÖkvmb wefvM ev cwiPvjK Zv‡`i ÿgZv I `vwqZ¡ Abyhvqx wm×všÍ cÖ`vb Ki‡eb| 

 

16.1  kvw¯Íg~jK e¨e ’̄v MÖn‡Yi wfwË t (Disciplinary Action) 

 †Kvb Kg©x Am`vPiY ev k„sLjv f‡½i Kvi‡Y †`vlx cÖgvwYZ n‡j H Kg©xi kvw¯Í cÖ`vb Kiv n‡e| 

 

16.2  Aciv‡ai cÖKvi‡f` I wfwË t 

 Aciva mvaviYZ 2 cÖKvi t 

K. jNy Aciva  

L.  ¸iæ Aciva  

 

16.2.1 jNy Acivat  

 wb¤œwjwLZ Aciva¸wj jNy Aciv‡ai wfwË e‡j we‡ewPZ n‡e:  

K. mnKg©x‡`i mv‡_ Amn‡hvwM g‡bvfvevcbœ AvPiY Kiv| 

L. k„•Ljv f½,Am`vPiY,DaŸ©Zb Kg©KZ©v‡`i Agvb¨ Kiv| 

M. `vwq‡Z¡ wKwÂZ Ae‡njv Kiv| 

N. Awdm mgqm~wP bv gvbv (Awd‡m †`wi‡Z Avmv I Awdm UvBg †kl nIqvi c~‡e©B P‡j hvIqv) 

O. B”QvK…Zfv‡e DËiY Gi †Kvb m¤ú` bó Kiv| 

P. DËiY Gi †Kvb Kgx© KZ…©K DËiY Gi mv‡_ e¨w³MZ bv‡g/†e-bv‡g †Kvb e¨emvi mv‡_ RwoZ nIqv| 

Q. B”QvK…Z Kg©¯’‡j Abycw¯’wZ| 

R. Avf¨šÍixY we‡f` m„wó Kiv| 

S. AmZ¨ I åvšÍ Z_¨ †cÖiY Kiv| 

 

16.2.2 ¸iæ Aciva t 

  wb¤œwjwLZ Aciva¸wj ¸iæ Aciv‡ai wfwË e‡j we‡ewPZ n‡e; 

K. 16.1 †_‡K 16.18 aviv j•Nb K‡i Amv`vPiY Ki‡j| 

L. Awd‡mi A_© AvZ¥mvZ| 

M. DËiY Gi †Kvb m¤ú` Pzwi/RvwjqvwZ Kiv| 

N. †Kvb e¨w³ ev cÖwZôvb‡K Awd‡mi †Kvb myweav †`Iqvi wewbg‡q Nyl MÖnY| 

O. gwnjv mnKg©x A_ev DcKvi‡fvMx m`m¨v‡`i mv‡_ Am`vPiY Ki‡j Ges A‰bwZK m¤ú‡K© RwoZ n‡j| 

P. DËiY Gi g~j¨evb ev †Mvcbxq `wjj evB‡i cvPvi Ki‡j| 

Q. Kg©xi †Kvb AvPiY A_ev Acivag~jK Kg©Kv‡Û DËiY Gi mybvg bó Ges ÿwZ n‡j| 

R. ivóª ev msMVY we‡ivax Kv‡R wjß nIqv ev Abyiƒc KvD‡K mvnvh¨ Kiv| 

S. `vßwiK Av‡`k Agvb¨ Kiv| 

T. DËiY Gi ¯^v‡_©i cwicš’x Kv‡R wjß nIqv| 

U. †Kvb Kg©x wWwRUvj eywjs Gi gva¨‡g ms¯’vi mybvg bó Ges ÿwZ Ki‡j|  

V. wkï ev †h †Kvb cY©MÖvdx ˆZix ev cÖ`k©b Gi m‡½ m¤ú„³ _vK‡j| 

 

 

 



16.3  `Û: (Punishment)  

Aciv‡ai aiY Abyhvqx `yB ai‡bi kvw¯Í n‡et 

16.3.1 jNy `Û 

16.3.2 ¸iæ `Û  

16.3.1 jNy `Û;  

K. wZi¯‹…ZKiY 

L. †gŠwLK mZK©xKiY 

M. wjwLZ mZK©xKiY 

N. mvgwqK Kg©iwnZKiY 

O. mvgwqK eiLv¯Í 

P. A_© Rwigvbv/ÿwZcyib Av`vq 

Q. mvgwqK Bbwµ‡g›U ¯’wMZ 

R. e`jx 

 

PvKzwiP ÿZ Kivi gZ ¸iæZi bq Ggb ai‡Yi NUbvq Dc‡ivwjøwLZ jNy Aciv‡ai †ÿ‡Î Kgx© †`vlx cÖgvwYZ n‡j Zv‡K 

wb¤œwjwLZ c×wZ‡Z jNy `Û †`qv n‡e:  

K. cÖ_gevi †`vlx cÖgvwYZ n‡j Zv D‡jøL K‡i wbw`©ó mg‡qi g‡a¨ ms‡kva‡bi Rb¨ GKwU mZKx©KiY †bvwUk 

cÖ`vb Ki‡Z n‡e| 

L. wbw ©̀ó mg‡qi g‡a¨ Zvui µwU ms‡kvab Ki‡Z e¨_© n‡j wKsev cybivq †Kvb µwUc~Y© NUbv Zvi Øviv msMwVZ 

n‡j D³ Kgx©‡K ÒP~ovšÍ mZKx©KiY †bvwUkÓ cÖ`vb Kiv n‡e| 

M. ÒP~ovšÍ mZKx©KiY †bvwUkÓ cÖ`v‡bi ciI hw` Kgx© †Kvb †`v‡l cyYivq †`vlx mve¨¯Í nq Zvn‡j KZ…cÿ H 

Kg©xi weiæ‡× PzovšÍ e¨e ’̄v MÖnY Ki‡e|   

 

16.3.2 ¸iæ `Û: 

 †Kvb Kgx©i weiæ‡× ¸iæZi Aciva cÖgvwYZ n‡j wbb¥wjwLZ ‡h †Kvb `‡Û `wÛZ n‡eb| 

K. c`vebwZ †`qv 

L. eiLv¯ÍKiY 

M. PvKzix n‡Z Ae¨nwZ cÖ`vb 

N. PvKzix n‡Z eva¨ZvgyjK Aemi cÖ`vb 

O. AvBbk„•Ljv evwnbxi nv‡Z †mvc`© Kiv 

 

Kg©x‡K PvKzixP¨Zz Kivi Rb¨ Avjv`v †Kvb Av‡`‡ki cÖ‡qvRb co‡e bv hw`-  

K. mswkøó Kg©xi weiæ× Awf‡hvMKvix I ¯^vÿx‡`i wjwLZ Awf‡hvM cvIqv mv‡c‡ÿ Ges m‡iRwgb Z`‡šÍ Ges 

Awfhy³ e¨w³i Rev‡ei Av‡jv‡K Awf‡hvMK…Z NUbvi mZ¨Zv cÖgvwYZ nq| 

L. Awfhy³ Kg©x 15 Kg© w`e‡mi g‡a¨ hw` h_vh_ KZ…©c‡ÿi wbKU Zvi weiæ‡× DÌvwcZ Awf‡hv‡Mi KviY 

e¨vL¨v bv K‡ib| 

M. Kg©x Awf‡hv‡Mi mZ¨vZv ¯^xKvi K‡i wjwLZ w`‡j| 

N. †Kvb Kgx©‡K PvKzixPz¨Z Kivi †ÿ‡Î cwiPvjKB P~ovšÍ wm×všÍ MÖnY Ki‡eb|  

 

16.4  kvw¯Í cÖ`v‡bi cÖwµqv: (Procedures of Punishment) 

16.4.1 Awf‡hvM DÌvcb: 

†Kvb Kgx©i Øviv hw` DËiY Gi ¯^v_© cwicwš’ Aciva msMwVZ nq ev ms¯’vi AvPiYwewa A_ev Ab¨vb¨ bxwZgvjv 

f½ ev Ab¨ †Kvb ¸iæZi Aciva msNwUZ nq †m‡ÿ‡Î Aek¨B D³ Kgx©i jvBb g¨v‡bR‡g›U KZ„©K GKwU 

Awf‡hvMcÎ wjwLZ AvKv‡i cÖkvmb wefv‡M cÖ`vb Ki‡Z n‡e| cÖkvmb wefvM cwiPvjKmn mswkøó‡`i Rvbv‡e| 

 

 

 

 

  



16.4.1 Z`šÍt 

16.4.1.1  Awf‡hv‡Mi mZ¨Zv hvPv‡qi Rb¨ cwiPvjK g‡nv`‡qi Aby‡gv`b mv‡c‡ÿ ms¯’vi wi¯‹ g¨v‡bR‡›U KwgwU, 

†mdMvwW©s KwgwU, û&B‡mj †eøvBs KwgwU ev msw¯øó Ab¨vb¨ KwgwU GKRb‡K m`m¨ mwPe K‡i me©wb¤œ 3 m`m¨ 

wewkó GKwU Z`šÍ KwgwU MVb Ki‡e|  

16.4.1.2 Kg©xi mycvifvBRvi/KZ…©cÿ whwb Awf‡hvMc‡Î, KviY`k©v‡bv/Z`‡šÍi †bvwUk, mvgwqK Kg©iwnZKiY, eiLv‡¯Íi 

†bvwU‡k ¯^vÿi Ki‡eb, wZwb GB Z`šÍ KwgwUi m`m¨ n‡Z cvi‡eb bv| 

16.4.1.3 Z`šÍ KvR cwiPvjbvi c~‡e© Z`šÍ wUg Awfhy³ Kgx©‡K Awf‡hv‡Mi e¨vcv‡i wjwLZ Rvbv‡e|  

16.4.1.4  cÖ‡qvR‡b mvÿxi e³e¨ Z`šÍ KwgwU wjwLZfv‡e MÖnY Ki‡eb| †h KvM‡R Zuvi e³e¨ †jLv n‡e  †mLv‡b mvÿx 

¯^vÿi Ki‡eb| 

16.4.1.5  Kg©xi weiæ‡× AvbxZ Awf‡hv‡Mi †cÖwÿ‡Z cÖvß Z_¨ cÖgvY msiÿY Ki‡Z n‡e|  

16.4.1.6 Z`šÍ KwgwU Z`‡šÍi GKwU TOR ˆZix Ki‡e| 

16.4.1.7  TOR Abyhvqx mswkøó‡`i mvÿvZKvi Ges Z`‡šÍi cÖ‡qvRbxq Avbylvw½K KvR 14 w`‡bi g‡a¨ m¤úbœ Ki‡e| 

16.4.1.8 Z`šÍ wUg †h †Kvb bw_cÎ LwZ‡q †`L‡Z cvi‡e| 

16.4.1.9   mswkøó Kgx© Amn‡hvMxZv Ki‡j Z`šÍ wUg GKcvwÿKfv‡e wm×všÍ wb‡Z cvi‡e| 

16.4.1.10   NUbv Z`‡šÍ Kg©xi weiæ‡× cÖv_wgK Awf‡hvM cÖgvwYZ n‡j Awfhy³ Kg©x‡K 15 w`‡bi g‡a¨ AvZ¥cÿ 

mg_©‡Yi my‡hvM w`‡Z n‡e| 

16.4.1.11  m`m¨ mwPe KZ©„K Z`šÍ cÖwZ‡e`b cwiPvjK eivei Z`šÍ †k‡li c‡ii 7 Kg© w`e‡mi g‡a¨ wjwLZfv‡e 

Rvbv‡Z n‡e| Z`šÍ KwgwUi mKj m`m¨B cÖwZ‡e`‡bi cÖ‡Z¨K c„ôvq ¯^vÿi Ki‡eb| 

16.4.1.12  Z`šÍ cÖwZ‡e`b Abymv‡i 7 w`‡bi g‡a¨ cwiPvjK cÖkvmb wefvM/mswkøó cÖKí cÖavb‡K cÖ‡qvRbxq e¨e ’̄v 

M Ön‡Yi Rb¨ wjwLZ wb‡`©k cÖ`vb Ki‡eb|  

16.4.1.13  cwiPvj‡Ki wjwLZ wb‡`©k cvevi ci cÖkvmb wefvM PzovšÍ wm×všÍ wjwLZ fv‡e Awfhy³ Kgx©‡K 7 w`‡bi g‡a¨ 

Rvbv‡e| 

16.4.1.14  AvBbx c`‡ÿ‡ci cÖ‡qvRb n‡j cwiPvjK cÖkvmb wefvM/mswkøó cÖKí cÖavb‡K h_vh_ e¨e¯’v MÖn‡bi Rb¨ 

wb‡`©k cÖ`vb Ki‡eb Ges cÖkvmb wefvM/ mswkøó cÖKí (cÖK‡íi †ÿ‡Î) cieZx© 7 w`‡bi g‡a¨ AvBwb 

c`‡ÿc ‡b‡e| 

 

16.4.2 Z`šÍKvjxb mg‡q Kg©iwnZKiY/mvgwqK eiLv¯Í KiY;  

16.4.2.1 †Kvb Kgx©i weiæ‡× Awf‡hvM DÌvwcZ n‡j Z`šÍ PjvKvjxb mg‡q cÖ‡qvRb n‡j D³ e¨w³‡K mswkøó cÖKí 

cÖavb/wefvMxq cÖavb/KZ…©cÿ mvgwqK Kg©iwnZ Ki‡Z cvi‡eb| G‡ÿ‡Î †Kvbfv‡eB GB mvgwqK 

Kg©iwnZKiY †gqv` 90 w`‡bi †ewk n‡e bv|  

16.4.2.2 mvgwqK Kg©iwnZKiY Av‡`k wjwLZfv‡e Kgx©‡K Rvbv‡bv n‡e Ges Zv ZvrÿwYK Kvh©Ki n‡e|  

16.4.2.3 ‡h Kgx©‡K mvgwqK Kg©iwnZKi‡Yi Av‡`k †`qv n‡e Zvi Kvh©fvi cwiPvj‡Ki mv‡_ Av‡jvPbv K‡i cÖkvmb 

wefvM ‡h e¨w³‡K wba©vib Ki‡eb Zv‡K 3 w`‡bi g‡a¨ eywS‡q †`‡eb| 

16.4.2.4 mvgwqK Kg©iwnZKiY Ae¯’vq Kg©x nvwRiv LvZvq ¯^vÿi Ki‡eb wKš‘ Zv‡K †Kvb Kv‡Ri `vwqZ¡ cÖ`vb Kiv n‡e 

bv| wjwLZ AbygwZ e¨wZZ GKRb mvgwqKfv‡e Kg©iwnZKiY Kgx© †Kvbfv‡eB Zuvi Kg©¯’j Z¨vM Ki‡Z 

cvi‡eb bv| 

16.4.2.5 mvgwqKfv‡e Kg©iwnZKiY Kgx© H mg‡qi Rb¨ Zuvi †eZ‡bi 50% cv‡eb| Z`šÍ †k‡l †`vlx cÖgvwbZ bv n‡j 

D³ Kgx©‡K ¯^K‡g© envj ivL‡Z n‡e Ges hw` Zvi mvgwqK Kg©iwnZ Kib n‡q _v‡K Zvn‡j Zv Zz‡j wb‡Z 

n‡e Ges D³ mg‡qi ‡eZb mn mKj fvZv cÖ`vb Ki‡Z n‡e|  

  

16.4.4  KviY `k©v‡bv/e¨vL¨v: 

16.4.4.1   Awfhy³ Kgx©i weiæ‡× DÌvwcZ Awf‡hv‡Mi wfwË‡Z Zuvi ZZ¡veavqK Zv‡K KviY`k©v‡bv †bvwUk cÖ`vb Ki‡eb| 

16.4.4.2  KviY`k©v‡bv †bvwU‡k my¯úó Awf‡hvM D‡jø¨L _vK‡e|  

16.4.4.3  KviY`k©v‡bv †bvwU‡k Awfhy³ Kgx©i wbKU †_‡K Zuvi Øviv msMwVZ Aciv‡ai e¨vL¨v PvIqv n‡e| 

16.4.4.4  KviY`k©v‡bv †bvwU‡k my¯úó Awf‡hvM Ges Reve cÖ`v‡bi wba©vwiZ ZvwiL I mgq D‡jøL Ki‡Z  n‡e| KviY 

`k©v‡bv †bvwU‡ki Reve †`qvi Rb¨ Awfhy³‡K by¨bZg 07 w`b mgq w`‡Z n‡e| 

16.4.4.5 Z‡e †hŠb nqivwbi Awf‡hv‡Mi †ÿ‡Î KviY `k©v‡bv †bvwUk QvovB mivmwi Z`šÍ ïiæ n‡Z cv‡i| 

 

 



16.5 mZK©xKiY: 

16.5.1 jNy Aciv‡ai aib Abyhvqx mZKx©KiY cÖ`vb Ki‡Z n‡e| 

16.5.2 mZKx©Ki‡Y my¯úó Awf‡hvM D‡jø¨L _vK‡e| 

16.5.3 mZKx©Ki‡Y cieZx© kvw¯Íi K_v I D‡jø¨L _vK‡e| 

16.5.4 KviY `kv©‡bv I Gi Reve Ges Awf‡hv‡Mi Av‡jv‡K mZKx©Ki‡bi wm×všÍ MÖnY Ki‡Z n‡e| 

16.5.5 mZKx©KiY cÎ cÖkvmb wefvM KZ…©K †cÖwiZ n‡e|  

 

16.6 kvw¯Í Kvh©Ki/ev¯Íevqb: (Action) 

16.6.1 kvw¯Í cÖ`v‡bi †ÿ‡Î cwiPvjK Kg©xi Aciv‡ai ¸iæZ¡, Kgx©i AZxZ †iKW© Ges Ab¨vb¨ cvwicvwk¦©K cwiw¯’wZ 

we‡ePbvq wb‡eb|   

16.6.2 Kg©xi Aciv‡ai gvÎv we‡ePbv K‡i cwiPvj‡Ki Aby‡gv`b mv‡c‡ÿ cÖkvmb wefvM/ mswkøó KwgwU/ KZ…©cÿ Zv‡K 

jNy`Û ev ¸iæ`‡Û `wÛZ Ki‡e| 

16.6.3 †Kvb Kgx© hw` Awd‡mi †Kvb †bvwUk, wPwV, Awf‡hvM cÎ, Av‡`k ev Ab¨ ‡Kvb bw_ MÖn‡b A¯^xK…wZ cÖ`vb K‡i 

Zvn‡j H †bvwUk, wPwV, Awf‡hvMcÎ, Av‡`k ev Ab¨ ‡Kvb bw_i GKwU Kwc Awd‡m msiwÿZ Zuvi wVKvbvq 

†iwR÷vi WvK‡hv‡M ev Kzwiqvi mvwf©‡mi gva¨‡g A_ev B-‡gB‡ji gva¨‡g cvVv‡bv n‡e| G msµvšÍ mKj 

cÖgvYv`x msiÿY Ki‡Z n‡e| 

 

16.7  †MvcbxqZv eRvq ivLv:(Maintaining Confidentiality) 

 wb¤œwjwLZ welq¸‡jv †Mvcbxq e‡j we‡ewPZ n‡e:  

K. wb‡qvM `vb  

L. mZKx©KiY †bvwUk 

M. wkÿvbwekKv‡ji †gqv` e„w× 

N. PvKzwii Pzw³  

O. evwl©K ev Ab¨ ‡Kvb †eZb e„w× 

P. Z`‡šÍi †bvwUk, kvw¯Íg~jK e¨e¯’v 

Q. Kgx©‡`i evwl©K g~j¨vqb cÖwZ‡e`b 

R. Ae¨vnwZ  

S. QuvUvB  

T. eiLv¯Í 



Aa¨vq: m‡Zi 

c`Z¨vM, Ae¨vnwZ, eiLv¯Í, AcmviY I Aemi (Resignation, Termination, Dissmisal, 

Withdraw & Retirement) 
 

17.  bxwZ weeiYx: (Statement of Policy) 

wb‡qvMc‡Î D‡jøwLZ kZ©vejx wKsev bxwZgvjvq D‡jøwLZ aviv Abymv‡i GKRb Kg©x†K Zuvi c` †_‡K Ae¨vnwZ, 

eiLv¯Í, AcmviY Ges Aemi cÖ`vb Kiv †h‡Z cv‡i| Avevi Kg©xI Zvi c` †_‡K c`Z¨vM Ki‡Z cv‡ib| Kg©xi 

Ae¨vnwZ, eiLv¯Í, AcmviY, Aemi Ges c`Z¨v‡Mi wbqgvejx wb¤œiƒc- 

 

17.1  c`Z¨vM (Resignation) 

K. †Kvb Kg©x c`Z¨vM Ki‡Z PvB‡j Zv wjwLZfv‡e 1 (GK) gvm c~‡e© cwiPvjK eivei wjwLZfv‡e ¯^kix‡i 

Awd‡m Dcw¯’Z n‡q Awdm PjvKvjxb mg‡q c`Z¨vMcÎ Rgv w`‡Z n‡e A_ev 1 (GK) gv‡mi †eZb †diZ 

w`‡Z n‡e | 

L. †Kvb Kg©xi weiæ‡× Z`šÍ KvR Pj‡Z _vK‡j A_ev Kg©xi mv‡_ m¤úvw`Z Pzw³i †gqv` DËx©Y bv n‡j 

cwiPvjK g‡nv`q c`Z¨vMcÎ MÖnY bvI Ki‡Z cv‡ib| 

M. c`Z¨vMKvix Kg©x cÖkvm‡bi wb‡`©wkZ Kg©x‡K `vwqZ¡ eywS‡q †`‡eb| 

N. Kg©xi wbKU ms¯’vi †Kvb cvIbv _vK‡j Zv ms¯’v Z¨vM Kivi c~‡e© †diZ/cwi‡kva Ki‡Z n‡e|  

 Ab¨_vq Zvi MÖvPz¨BwU/†eZb †_‡K mgš^q Kiv n‡e| 

 

mswkøó jvBb g¨v‡bRvi/mycvifvBRvi/cÖkvmb wefv‡Mi gva¨‡g c`Z¨vMcÎ cwiPvjK eivei †cÖiY Ki‡Z n‡e| c`Z¨vMcÎ 

cvIqvi ci cwiPvjK A_ev gvbem¤ú`/cÖkvmb wefvM H Kgx©i eive‡i GKwU cÎ mivmwi ev B-‡gB‡ji gva¨‡g †cÖiY 

Ki‡eb †hLv‡b Zv‡K Zuvi `vwqZ¡, gvjvgvj ev Ab¨ †Kvb `vq _vK‡j Zv wgwU‡q w`‡q P~ovšÍ cvIbv MÖn‡Yi Av‡M †K›`ª 

Awdm/cÖKí/wefvM †_‡K QvocÎ MÖn‡bi Rb¨ Aby‡iva Rvbv‡bv n‡e|    

 

17.2   Ae¨vnwZ(Termination) 

KZ…©c¶ wb¤œwjwLZ Kvi‡Y Kg©x‡K PvKywi †_‡K Ae¨vnwZ w`‡Z cvi‡ebt 

K. Kg©x †h c‡` Av‡Q †m c` wejyß n‡j| 

L. cÖwZôv‡bi ¯^v‡_© PvKzix cÖ‡qvRbxq bq g‡b n‡j| 

M. †h Kg©m~Px ev cÖK‡íi Rb¨ Kg©x‡K wb‡qvM Kiv n‡qwQj, †m Kg©m~Px ev cÖKí †kl n‡q †M‡j ev cwiZ¨³ 

n‡j| 

N. †Kvb Kg©x Abvby‡gvw`Z fv‡e 30 Kg© w`e‡m GKUvbv Kg©¯’‡j Abycw¯’Z _vK‡j| 

 

17.2.1  wbqwgZ Kg©x Ae¨vnwZt  

K. wbqwgZ Kg©x‡K 1 (GK) gv‡mi †bvwUk ev Zvi cwie‡Z© 1 (GK) gv‡mi †eZb w`‡q PvKyix †_‡K Ae¨vnwZ 

†`qv hv‡e| 

L. Am`vPiY ev k„•LjvRwbZ wbqgf‡½i `v‡q Awfhy³ Kg©x‡K AvZ¥c¶ mg_©‡bi my‡hvM w`‡q †`vlx mve¨¯Í 

n‡j Zv‡K Ae¨vnwZ †`qv hv‡e| 

 

17.2.2  cÖKí Kg©x Ae¨vnwZt 

†h cÖK‡íi R‡b¨ Kg©x‡K wb‡qvM Kiv n‡q‡Q †m cÖK‡íi †gqv` †kl ev cÖKí eÜ n‡q †M‡j Kg©x Ae¨vnwZ 

†c‡q‡Qb e‡j a‡i †bqv n‡e| cÖKí Kg©x‡K 1 gv‡mi †bvwU‡k PvKzix †_‡K Ae¨vnwZ †`qv hv‡e| GQvov wbqwgZ 

Kg©xi Ae¨vnwZ †`qvi 17.2.1 avivi L Dcaviv Abym„Z n‡e (cÖ‡hvR¨ n‡j)| 

 

17.2.3  wkÿvbexk Kg©x Ae¨vnwZt 

wk¶vbexkKv‡j †Kvb Kg©xi KvR ev AvPiY m‡šÍvlRbK bv n‡j †Kvb cÖKvi KviY `k©v‡bv QvovB 07 w`‡bi 

†bvwU‡k Zv‡K PvKywi †_‡K Ae¨vnwZ †`qv hv‡e|  

 

 

 



17.2.4 Pzw³wfwËK Kg©xi Ae¨vnwZt 

Pzw³wfwËK Kg©xi mv‡_ Pzw³i †gqv` †kl n‡j Kg©x Ae¨vnwZ †c‡q‡Qb e‡j a‡i †bqv n‡e| Pzw³ wfwËK Kg©x‡K 

Pzw³i kZ©vbymv‡i Ae¨vnwZ †`Iqv hv‡e| †h ‡¶‡Î Pzw³c‡Î Ae¨vnwZi †gqv` D‡jøL _vK‡e bv, †m‡¶‡Î Pzw³i 

†gqv‡`i wfZi Ae¨vnwZ w`‡Z 1 (GK) gv‡mi †bvwUk wKsev 1 (GK) gv‡mi g~j †eZb †`qv n‡e|  

 

17.3  eiLv¯Í (Dismiss):  

K.  †Kvb Kg©xi ¸iæZi Aciva cÖgvwYZ n‡j †mB †ÿ‡Î KZ©„cÿ Zv‡K Kgx© e¨e¯’vcbv bxwZgvjvi 17.3 avivi L 

Dcaviv Abyhvqx PvKzix †_‡K eiLv¯Í Ki‡Z cvi‡eb|  

L.  Z`‡šÍ Kg©xi weiæ‡× Awf‡hvM cÖgvwYZ n‡j AvZ¥cÿ mg_©‡bi Rb¨ 15 Kg©w`em mgq †`qv n‡e| Kg©x 

wbw ©̀ó mg‡q AvZ¥cÿ mg_©‡bi wjwLZ Reve w`‡Z e¨_© n‡j ev Reve KZ…©c‡ÿi Kv‡Q MÖnY‡hvM¨ bvn‡j 

Zv‡K Hw`b †_‡K PvKzix †_‡K eiLv¯Í Kiv n‡e|  

M.  mKj ai‡Yi Kgx©i eiLv¯Í cwiPvjK KZ©„K Aby‡gvw`Z n‡Z n‡e|  

 

17.4  Acmvib (Withdraw): 

†Kvb Kgx© AvMvg †bvwUk e¨wZ‡i‡KB AcmvwiZ n‡Z cv‡ib hw` Zuvi weiæ‡× GB bxwZgvjvq ewY©Z †Kvb 

kvw¯Íg~jK e¨e ’̄v MÖnY Kiv nq|  

K.  wZwb hw` ˆbwZKZv cwicš’x †Kvb Kv‡R RwoZ nb 

L.  wZwb hw` Am`vPi‡Yi Awf‡hv‡M Awfhy³ nb  

 

17.5  Aemi (Retirement): 

17.5.1  mvaviY Kg©x 

K. DËiY Gi mKj mvaviY Kg©x 60 ermi c~wZ©i ci Aemi MÖnY Ki‡eb| 

L. DËiY Gi cÖ‡qvR‡b KZ…©c¶ †Kvb Kg©xi Aemi MÖn‡Yi eqm 1 ermi K‡i Av‡iv 5 eQi ch©šÍ  

 evwo‡q w`‡Z cvi‡e hw` wZwb Kg©ÿg _v‡Kb| 

M. mvaviY Kg©x‡`i †ÿ‡Î 65 ermi c~wZ©i ci eva¨Zvg~jKfv‡e Aemi w`‡Z n‡e| 

N. Aem‡ii mgq 3 gvm c~‡e© ms¯’v Kgx©‡K †bvwUk †`‡e|                                                                                                                                                                                                                                                                                                                    

O. ms¯’v g‡b Ki‡j †h me Kgx©i ms¯’vq 25 eQi KvR †kl n‡q‡Q Zv‡`i Aem‡ii me myweav  

 cÖ`vb K‡i eva¨Zvg~jK Aem‡i cvVv‡Z cvi‡e| 

 

17.6      QvocÎ (Release Order): 

Ae¨vnwZ,c`Z¨vM, Aemi MÖnY cÖ‡Z¨K †¶‡ÎB me©‡kl Kg©¯’j †_‡K QvocÎ (Release Order) (mshyw³-15) 

cÖavb Kvh©vj‡q wnmve kvLvq Rgv w`‡q Zvi †`bv-cvIbv wb®úwË Ki‡e| D³ QvocÎ bv †bIqv ch©šÍ Kg©xi P~ovšÍ 

wb®úwË nqwb e‡j we‡ePbv Kiv n‡e| 

 

17.7.  cÖwZôvb †_‡K we`vq Abyôvb (Farewell):  

cvi®úwiK my-m¤úK© eRvq ivLvi D‡Ï‡k¨ cÖwZôvb Kg©xi(cÖv³b Kg©x) Rb¨ GKwU we`vq Abyôv‡bi Av‡qvRb 

Ki‡e Ges Zv‡K h_v‡hvM¨ gh©v`vq we`vq Rvbv‡e| mgMÖ Kvh©µg cwiPvjbv Ki‡e cÖkvmb wefvM(gvbem¤ú`)  



Aa¨vq: AvVvi 

Kgx©i †`bv-cvIbv (Staffs Payment, Settlement and Others) 

 
Kg©x †Kvb Kvi‡Y cÖwZôvb †_‡K P‡j †M‡j wZwb hvIqvi c~‡e© Zvui mg¯Í `vq-`vwqZ¡ wb‡`©wkZ e¨w³/wefv‡M eywS‡q w`‡eb 

Ges cÖwZôvb wbgœwjwLZ wbqgvbymv‡i Zvi mv‡_ mKj †`bv-cvIbvi P~ovšÍ wb®úwË Ki‡e: 

 

18.1  c`Z¨v‡Mi †ÿ‡Î †`bv-cvIbv : (Staff Payment for Resignation) 

 Kg©xi cÖKí/wefvM/†K›`ª †Z‡K QvocÎ cvIqvi k‡Z© wb¤œwjwLZ †`bv cvIbv P~ovšÍ Kiv n‡e| 

K. †kl Kg© w`em ch©šÍ mg‡qi mKj †eZb I fvZvw` cÖ`vb Kiv n‡e| 

L. cÖ‡hvR¨ n‡j hZ eQi KvR K‡i‡Q Z‡Zv gv‡mi †eZb Avby‡ZvwlK/MÖ¨vPzBwU cÖ`vb Kiv n‡e| 

 

18.2  Ae¨vnwZ †ÿ‡Î †`bv-cvIbv(Staff Payment Against Termination) 

wbqwgZ, cÖKí, wkÿvYexk I Pzw³wfwËK Kg©xi PvKzix n‡Z Ae¨vnwZ cÖ`vb Kiv n‡j Kg©xi cÖKí/ wefvM/ †K›`ª 

†_‡K QvocÎ cvIqvi k‡Z© wb¤œwjwLZ †`bv cvIbv P~ovšÍ Kiv n‡e|  

K. †kl Kg© w`em ch©šÍ mg‡qi mKj †eZb I fvZvw` cÖ`vb Kiv n‡e| 

L. cÖ‡hvR¨ n‡j hZ eQi KvR K‡i‡Q Z‡Zv gv‡mi †eZb Avby‡ZvwlK/MÖ¨vPzBwU cÖ`vb Kiv n‡e| 

 

18.3  eiLv‡¯Íi †ÿ‡Î †`bv-cvIbv : (Staff Payment Against Dismiss) 

 eiLv¯ÍK„Z Kg©xi cÖKí/wefvM/†K›`ª †_‡K QvocÎ cvIqvi k‡Z© wb¤œwjwLZ †`bv cvIbv P~ovšÍ Kiv n‡e| 

K. †kl Kg© w`em ch©šÍ mKj †eZb I fvZvw` cÖ`vb Kiv n‡e| 

L. Z`šÍ PjvKvjxb mgq Kg©xi Kg© iwnZKi‡Yi Kvi‡Y †h 50% †eZb ¯’wMZ ivLv nq Zv Zv‡K  

 Avi cÖ`vb Kiv n‡e bv|  

 

18.4  Acmvi‡Yi †ÿ‡Î †`bv-cvIbv : (Staff Payment Against Withdraw) 

GKRb Kgx©‡K AcmviY Kiv n‡j QvocÎ cvIqvi k‡Z© wb¤œwjwLZ †`bv cvIbv P~ovšÍ Kiv n‡e|  

K. me©‡kl Kg© w`em ch©šÍ mKj †eZb I fvZvw` cÖ`vb Kiv n‡e|  

L. cÖ‡hvR¨ n‡j hZ eQi KvR K‡i‡Q Z‡Zv gv‡mi †eZb Avby‡ZvwlK/MÖ¨vPzBwU cÖ`vb Kiv n‡e|  

 

18.5  Aem‡ii†ÿ‡Î †`bv-cvIbv : (Staff Payment for Retirement) 

Kg©x PvKzix †_‡K Aemi wb‡j cÖwZôvb Z¨v‡Mi c~‡e© wZwb mg¯Í `vq-`vwqZ¡ wb‡`©wkZ e¨w³‡K eywS‡q w`‡q Kg©xi 

cÖKí/wefvM/‡K›`ª †_‡K QvocÎ cvIqvi k‡Z© wb¤œwjwLZ †`bv cvIbv P~ovšÍ Kiv n‡e-  

K. †kl Kg© w`em ch©šÍ mg‡qi mKj †eZb I fvZvw`| 

L. cÖ‡hvR¨ n‡j hZ eQi KvR K‡i‡Q Z‡Zv gv‡mi †eZb Avby‡ZvwlK /MÖ¨vPzBwU|  

 

18.6  g„Zy¨ (Death) 

Kgx©i g„Zy¨i w`b †_‡KB DËiY Gi mv‡_ Zuvi PvKzwi †kl n‡q‡Q e‡j a‡i †bqv n‡e| hZ `ªæZ m¤¢e cÖkvmb 

wefvM, A_© wefvM I cwiPvjK‡K cÖ‡qvRbxq KvMRcÎmn g„Zz¨i welqwU AewnZ Ki‡Z n‡e| g„Z Kg©xi g„Zz¨i 

welqwU AeMZ nIqvi 30 w`‡bi g‡a¨ Zvi mKj †`bv cvIbv D³ Kg©xi †hvM`vbc‡Îi e¨w³MZ Z‡_¨ D‡jøwLZ 

†bvwgwbi wbKU wgwU‡q w`‡Z n‡e| 

 

18.6.1  myweavw`:(Benefits) 

K.  wbqwgZ Kgx©:  

cwiPvj‡Ki Aby‡gv`b mv‡c‡ÿ g„Z e¨w³i †bvwgwb wb¤œ wjwLZ myweavw` cv‡eb-  

▪ DËiY Gi Kg©x e¨ve¯’vcbv  wewagvjv I MÖæc exgvi wbqg Abyhvwq g„Zy¨ RwbZ myweav (cÖ‡hvR¨ †ÿ‡Î) 

▪ †kl Kg© w`em ch©šÍ mg‡qi mKj †eZb I fvZvw`|  

▪ cÖ‡hvR¨ n‡j hZ eQi KvR K‡i‡Q Z‡Zv gv‡mi †eZb Avby‡ZvwlK / MÖ¨vPzBwU|  

▪ DËiY g„Zt Kgx©i cwiev‡ii m`m¨‡K †hvM¨Zv Abyhvqx PvKzwi †`qvi K_v we‡ePbv Ki‡e|   

 



18.6.2  P~ovšÍ cvIbv:(Final Payment) 

Awd‡m Kgx©i †Kvb iKg †`bv/ e‡Kqv _vK‡j †m¸‡jv mgš^q Kivi ci Kgx©i P~ovšÍ cvIbv wgwU‡q ‡`qv n‡e| 

G‡ÿ‡Î mswkøó wefvM, jvBb g¨v‡bRvi I A_© wefvM GB mgš^q wbwðZ Ki‡e| g„Z Kgx©i mKj KvMRcÎ I 

cvIbv msµvšÍ mKj Z_¨ Kgx©i e¨w³MZ dvB‡j msiÿY Ki‡Z n‡e|  

 

18.7 QvocÎ I P~ovšÍ wnmve: (Clearance Certificate and Final Settlement) 

K. c`Z¨vM/B Í̄dv ev Ab¨ ‡Kvb Kvi‡Y GKRb Kgx© DËiY †_‡K P‡j hvIqvi Av‡M Aek¨B Zuvi ZË¡eavqK ev 

Awdm KZ©„K g‡bvbxZ e¨w³i Kv‡Q Zuvi mg¯Í `vwqZ¡ eywS‡q w`‡q hv‡eb|  

L. †Kvb Kgx© c`Z¨vMcÎ/B¯Ídv w`‡j ev eiLv¯ Í, AcmvwiZ, QuvUvB, PvKzwiPz¨Z n‡j ev Aemi MÖnY Ki‡j 

Aek¨B H e¨w³i mswkøó wefvM/cÖKí †_‡K QvocÎ cÖ`vb K‡i cÖkvmb wefv‡M Rgv †`‡e| AZ:ci cÖkvmb 

wefvM GB QvocÎ Abyhvqx Kg©xi P~ovšÍ wnmve (mshyw³ - 16) ˆZix K‡i A_© wefv‡M Rgv †`‡e| A_© wefvM 

GB P~ovšÍ wnmve hvPvB Kivi ci cwiPvj‡Ki Aby‡gv`‡bi Rb¨ †cÖiY Ki‡e| cwiPvj‡Ki Aby‡gv`b mv‡c‡ÿ 

D³ Kg©xi P~ovšÍ wnmv‡ei A_© cwi‡kva Kiv n‡e|  

M. P~ovšÍ wnmv‡ei †NvlYvc‡Î Aek¨B mswkøó Kgx© GBg‡g© ¯^vÿi cÖ`vb Ki‡eb †h wZwb GB wnmv‡e m¤§Z Ges 

DËiY Gi mv‡_ Zuvi †Kvb †`bv cvIbv bvB| mewKQz m¤úbœ n‡q †M‡j wnmve wefvM P~ovšÍ wnmve msµvšÍ 

bw_cÎ cÖkvmb wefv‡M Rgv †`‡e Ges cÖkvmb wefvM‡K D³ bw_cÎ Kgx©i e¨w³MZ dvB‡j msiÿY Ki‡Z 

n‡e|  

N. 15 (c‡bi) Kg© w`e‡mi g‡a¨ P~ovšÍ gxgvsmv m¤úbœ Ki‡Z n‡e|  

 

18.8  cªwZôv‡bi QvocÎ/AwfÁZvi mb`: (Clearence/Experience Certificate) 

DËiY Gi †Kvb Kgx© c`Z¨vM/B¯Ídv w`‡j ev eiLv¯Í, AcmvwiZ, QuvUvB, PvKzwiPy¨Z n‡j ev Aemi MÖnY Ki‡j 

wZwb cªwZôv‡bi QvocÎ/AwfÁZvi mb`cÎ (mshyw³-y17) cv‡eb| GB cªwZôv‡bi QvocÎ/ AwfÁZvi mb`c‡Î 

cwiPvjK/cÖkvmb wefvM cÖavb ¯^vÿi Ki‡eb|  
 

18.9  Kgx©i †NvlbvcÎ: (Declaration) 

PzovšÍ wnmve Ges ms¯’vi QvocÎ ey‡S cvevi ci Kgx© GKwU †Nvlbvc‡Î (mshyw³ - 18) ¯^vÿi Ki‡eb| 

 

 

 

 

 
 

 

 

 

 

 

 

 

 



Aa¨vq: Dwbk 

¯^v¯’¨ I wbivcËv (Health, Safety and Security) 

 
¯̂v ’̄¨ I wbivcËv wbwðZ Kiv GKwU †hŠ_ `vwqZ¡ †hLv‡b cÖwZôvb I Gi mKj Kg©x mgfv‡e m¤ú…³| DËiY Gi mKj Kg©m~wP I 

Kvh©vj‡q GKwU wbivc` I ¯̂v ’̄¨m¤§Z Kg©cwi‡ek wbwðZ Ki‡e| Kg©xiv hv‡Z wbivc‡` I my ’̄fv‡e Zv‡`i `vwqZ¡ cvjb Ki‡Z cv‡ib 

‡mRb¨ wbb¥ewY©Z c`‡¶c MÖnY Kiv n‡e | 

 

19. `vwqZ¡ 

19.1 g¨v‡bR‡g‡›Ui `vwqZ¡: 

• Kg©x‡`i cÖwk¶Y I m‡PZbZv e„w× K‡i wbivc` Kg©cwi‡ek wbwðZ Kiv| 

• m¤¢ve¨ SzuwK wPwýZ Kiv Ges Zv cÖkgb Kivi Rb¨ cÖ‡qvRbxq e¨e ’̄v MÖnY Kiv| 

• Kg©x‡`i my ’̄Zv I wbivcËv msµvšÍ †h‡Kv‡bv mgm¨v ª̀æZ mgvavb Kiv| 

• dv÷ GBW e· Ges Riæix Ilya Gi e¨e ’̄v ivLv| 

• ¯̂v ’̄¨ I wbivcËv wel‡q dvD‡Ûkb †Uªwbs G we Í̄vwiZ Av‡jvPbv Ki‡Z n‡e Ges †Uªwbs G‡U‡Û‡Ý ¯̂vÿi Kiv‡Z n‡e| 

 

19.2 ZË¡veavqK I e¨e ’̄vcKM‡Yi (Supervisors and Managers) `vwqZ¡ 

ˆ`bw›`b wfwË‡Z ¯̂v ’̄¨ I wbivcËv e¨e ’̄v ev Í̄evq‡bi `vwqZ¡ ZË¡veavqK I e¨e ’̄vcKM‡Yi| Zviv: 

• wbR wbR Kg©‡¶‡Î wbivc` Kg©c×wZ, wb‡ ©̀kbv I cÖwµqv AbymiY wbwðZ Ki‡e| 

• Kg©‡¶‡Îi SzuwK wPwýZ Ki‡e Ges wbqwgZ SzuwK g~j¨vqb Ki‡e| 

• Awbivc` Ae ’̄v ev AvPiY wPwýZ n‡j Zvr¶wYK I h_vh_ e¨e ’̄v MÖnY Ki‡e| 

• ZË¡veav‡b _vKv Kg©x I †¯̂”Qv‡meK‡`i wbivcËv msµvšÍ cÖwk¶Y I weªwds wbwðZ Ki‡e| 

• e¨w³MZ myi¶v mvgMÖx (PPE) I Ab¨vb¨ wbivcËv e¨e ’̄vi mwVK e¨envi Z`viwK Ki‡e| 

• `yN©Ubv, NUbvi wi‡cvU© bw_fz³KiY I Z`‡šÍ AskMÖnY Ki‡e| 

 

19.3 Kg©x I †¯̂”Qv‡meKMY (Employees and Volunteers) `vwqZ¡ 

mKj Kg©x I †¯̂”Qv‡meK wb‡R‡`i wbivcËv i¶vi `vwqZ¡ enb Ki‡eb| Zviv: 

• wb‡R‡`i ¯̂v ’̄¨ I wbivcËv Ges mnKg©x, DcKvi‡fvMx I `k©bv_©x‡`i wbivcËvi cÖwZ hZœevb _vK‡eb| 

• me©`v DËiY-Gi ¯̂v ’̄¨ I wbivcËv bxwZgvjv, c×wZ I wb‡ ©̀kbv †g‡b Pj‡e| 

• wba©vwiZ †¶‡Î e¨w³MZ myi¶v mvgMÖx (PPE) I wbivcËv miÄvg mwVKfv‡e e¨envi Ki‡e| 

• SzuwK, ỳN©Ubv ev Awbivc` cwiw¯ ’wZ Zvr¶wYKfv‡e ZË¡veavqK ev wba©vwiZ jvBb g¨v‡bRvi‡K Rvbv‡e| 

• ¯̂v ’̄¨ I wbivcËv cÖwk¶Y, weªwds I Riæwi gnovq AskMÖnY Ki‡e (cÖ‡qvRbxq ‡ÿ‡Î)| 

• wb‡Ri ev A‡b¨i Rb¨ SzuwKc~Y© †Kv‡bv Awbivc` AvPi‡Y Rov‡e bv| 

• ¯̂v ’̄¨ I wbivcËv e¨e ’̄v ev Í̄evq‡b e¨e ’̄vcbv I ZË¡veavqK‡K mn‡hvwMZv Ki‡e| 

 

19.4 ¯̂v ’̄¨ I wbivcËv KwgwU (Health and Safety Committee) `vwqZ¡  

¯̂v ’̄¨ I wbivcËv KwgwU mgš̂q, Z`viwK Ges avivevwnK Dbœq‡b mnvqZv Ki‡e| KwgwU: 

• ¯̂v ’̄¨ I wbivcËv bxwZgvjv ev Í̄evqb, Z`viwK I ch©v‡jvPbvq mnvqZv Ki‡e| 

• wbqwgZ Kg©‡¶Î cwi`k©b I SzuwK g~j¨vqb cwiPvjbv Ki‡e| 

• `yN©Ubv, NUbv Ges M„nxZ ms‡kvabg~jK e¨e ’̄vi mwVK †iKW© msi¶Y Ki‡e| 

• cÖwZ‡e`bK…Z ỳN©Ubv I NUbvi Z`šÍ K‡i cÖwZ‡ivag~jK mycvwik cÖ`vb Ki‡e| 

• Kg©x I e¨e ’̄vcbv‡K ¯̂v ’̄¨ I wbivcËv wel‡q KvwiMwi civgk© †`‡e| 

• cÖwk¶Y, cÖPviYv I †hvMv‡hvM Kvh©µ‡gi gva¨‡g ¯̂v ’̄¨ I wbivcËv m‡PZbZv e„w× Ki‡e| 

 

 

19.5 SzuwK wPwýZKiY I e¨e¯’vcbv (Risk Identification & Management) 
DËiY-Gi cÖKí wUg SzuwK wPwýZKiY I Kvh©Ki e¨e¯’vcbvi Rb¨ `vwqZ¡kxj| Zviv: 

• kvixwiK, cwi‡ekMZ, ˆRweK, gvbwmK-mvgvwRK I wbivcËv-msµvšÍ m¤¢ve¨ SzuwK wPwýZ Ges bw_fz³ Ki‡e| 

• Awdm, gvV Kvh©µg, B‡f›U Ges miKvwi cÖwZwbwa‡`i wb‡q åg‡Yi Rb¨ wbqwgZ SzuwK wPwýZ Ki‡e Ges SuywK 

wbim‡b cÖ‡qvRbxq c`‡ÿc MÖnY Ki‡e| 



• SzuwKi m¤¢vebv Ges cÖfv‡ei wfwË‡Z SzuwKi AMÖvwaKvi wba©viY Ki‡e| 

• Hierarchy of Controls AbymiY K‡i SzuwK `~ixKiY ev wbqš¿‡Yi Rb¨ ev¯Íem¤§Z e¨e¯’v MÖnY Ki‡e| 

• wPwýZ SzuwK Ges cÖwZKvig~jK e¨e ’̄v m¤ú‡K© Kg©x I †¯^”Qv‡meK‡`i AewnZ Ki‡e Ges cÖwk¶Y cÖ`vb Ki‡e| 

• eo ai‡bi NUbv, `yN©Ubv ev Kvh©µ‡g cwieZ©‡bi ci SzuwK g~j¨vqb cybtch©v‡jvPbv I nvjbvMv` Ki‡e| 

• SzuwK cÖwZ‡e`b Ges D‡ØM Rvbv‡bvi GKwU mij, `ªæZ Ges Kvh©Ki cÖwµqv wbwðZ Ki‡e| 

• ev¯Íe mxgve×Zv (ev‡RU, mgq, miÄvg) we‡ePbv K‡i SzuwK wbqš¿Y e¨e¯’v ev¯Íevqb Ki‡e| 

 

19.6. wbivc` Kg©cwi‡ek 

19.6.1 Awdm wbivcËv (Office Safety) 

• cwi®‹vi, ¯^v¯’¨m¤§Z, ch©vß Av‡jv I evqy PjvPj‡hvM¨ Awdm cwi‡ek wbwðZ Kiv| 

• bvix I cyiæl Kg©x‡`i Rb¨ c„_K, wbivc` Ges cwi”Qbœ †kŠPvMvi myweav wbwðZ Kiv| 

• Awdm miÄvg I ¸iæZ¡c~Y© bw_ wbivc‡` msi¶Y Kiv| 

• `k©bv_©x I DcKvi‡fvMx‡`i Rb¨ wbivc` A‡c¶gvY ¯’vb eRvq ivLv| 

• Riæwi †hvMv‡hvM b¤̂i I wbM©gb cwiKíbv (Evacuation Plan) `„k¨gvb ¯’v‡b cÖ`k©b Kiv| 

• wbqwgZ Awdm wbivcËv cwi`k©b I wi¯‹ †PK Kiv| 

 

19.6.2 gvV I cÖKí ¯’v‡bi wbivcËv (Field & Project Site Safety) 

• gvV Kvh©µ‡gi Av‡M ¯’vbwfwËK SzuwK g~j¨vqb Kiv| 

• hvZvqvZ c_, AvenvIqv I †fŠ‡MvwjK cwiw¯’wZ we‡ePbvq wbivc` cÖ‡ekc_ wbwðZ Kiv| 

• cÖwZwU Kvh©µ‡g `vwqZ¡cÖvß wbivcËv e¨w³ (Safety Officer) wba©viY Kiv| 

• cÖv_wgK wPwKrmv mvgMÖx I Riæwi mnvqZvi e¨e¯’v wbwðZ Kiv| 

• Riæwi KiYxq, †hvMv‡hvM cÖwµqv Ges wbivcËv weªwds Kg©x‡`i cÖ`vb Kiv| 

• cÖ‡qvRb Abyhvqx ¯’vbxq KZ©…c¶ I wbivcËv evwnbxi mv‡_ mgš^q Kiv| 

• SzuwK †e‡o †M‡j jvBb g¨v‡bRv‡ii mv‡_ civgk© K‡i Kvh©µg ¯’wMZ ev cwieZ©b Kiv| 

 

19.6.3 hš¿cvwZ I miÄvg 

• cÖ‡qvRb I A_©vqb mv‡c‡¶ wbivc` I Kv‡h©vc‡hvMx hš¿cvwZ e¨envi wbwðZ Kiv| 

• ïaygvÎ cÖwkw¶Z I †hvM¨ e¨w³‡`i Øviv hš¿cvwZ e¨envi Aby‡gv`b Kiv| 

• hš¿cvwZ e¨envi Kivi Av‡M wbqwgZ †PK I i¶Yv‡e¶Y wbwðZ Kiv| 

• ÎæwUc~Y© ev ¶wZMÖ¯Í hš¿cvwZ e¨envi m¤ú~Y©fv‡e wbwl× Kiv| 

• cÖ‡qvRb Abyhvqx e¨w³MZ myi¶v miÄvg (PPE) e¨envi wbwðZ Kiv| 

• Riæwi Ae¯’vq hš¿cvwZ wbivc`fv‡e eÜ Kivi cÖwµqv wba©viY Kiv| 

 

19.6.4 ¯^v¯’¨, cwi”QbœZv I Kj¨vY 

• Kg©‡¶‡Î wbivc` cvwb I m¨vwb‡Ukb myweav wbwðZ Kiv| 

• e¨w³MZ I Kg©‡¶‡Îi cwi”QbœZv PP©v DrmvwnZ Kiv| 

• msµvgK †ivM cÖwZ‡iv‡a m‡PZbZv Kvh©µg cwiPvjbv Kiv| 

• cÖv_wgK wPwKrmv, †gwW‡Kj wKU I gvbwmK mnvqZv wbwðZ Kiv| 

• Kg©x‡`i nqivwb ev ˆelg¨ †_‡K gy³, m¤§vbRbK Kg©cwi‡ek cÖ`vb Kiv| 

 

 

 

 

 

 



 

19.6.5 Riæwi cÖ¯‘wZ I cÖwZwµqv (cÖ‡qvRbxq †ÿ‡Î) 

• AwMœKvÐ, cÖvK…wZK `y‡h©vM I ỳN©Ubvi Rb¨ Kvh©Ki Riæwi cwiKíbv cÖYqb| 

• `vwqZ¡eÈb Ges Riæwi Kvh©µ‡gi Rb¨ wbM©gb (Evacuation) e¨e ’̄v wbwðZ Kiv| 

• Riæwi miÄvg I wKU cÖ¯‘Z ivLv (dvqvi G·wU½yBkvi, †gwW‡Kj wKU BZ¨vw`)| 

• cÖwZwµqv cwiKíbvi Kvh©KvwiZv ch©v‡jvPbv I Avc‡WU Kiv| 

• Riæwi cwiw¯’wZ‡Z †hvMv‡hvM e¨e¯’vi myôy e¨envi wbwðZ Kiv| 

 

19.6.6 ỳN©Ubv I NUbvi wi‡cvwU©s (Accident & Incident Reporting) 

• mKj `yN©Ubv I Awbivc` NUbvi wi‡cvU© Kiv eva¨Zvg~jK| 

• `yN©Ubvi mgq Zvr¶wYKfv‡e jvBb g¨v‡bRvi ev wba©vwiZ †dvKvj cvimb‡K Rvbv‡bv| 

• `yN©Ubvi bw_fz³KiY (Documentation) wbwðZ Kiv| 

• NUbvi Z`šÍ (Investigation) cwiPvjbv Kiv Ges g~j KviY wPwýZ Kiv| 

• ms‡kvabg~jK e¨e¯’v MÖnY Ges cybive„wË †iv‡ai Rb¨ cwiKíbv cÖYqb| 

• cÖ‡qvRb Abyhvqx Kg©x I †¯^”Qv‡meK‡`i Z_¨ I cÖwk¶Y cÖ`vb| 

 

19.6.7 ågY I moK wbivcËv 

• SzuwKc~Y© åg‡Yi Av‡M EaŸ©Zb KZ©…c¶‡K Z_¨ cÖ`vb I Aby‡gv`b †bIqv| 

• hvbevn‡bi wbivcËv wbwðZ Kiv Ges hvbevn‡bi PvjK I hvÎxi Rb¨ wmU‡eë, †nj‡gU Ges Ab¨vb¨ wbivcËv 

miÄvg e¨envi wbwðZ Kiv| 

• m~h©v‡¯Íi ci ågY cwinvi Kiv, we‡kl cÖ‡qvRb n‡j jvBb g¨v‡bRv‡ii Aby‡gv`b †bqv| 

• ågYc_, AvenvIqv I m¤¢ve¨ SzuwK c~e©vfvm hvPvB Kiv| 

• Riæwi †hvMv‡hvM I D×vi e¨e ’̄vi cÖ¯‘wZ ivLv| 

 

19.6.8 cÖwk¶Y I m‡PZbZv 

• bZzb Kg©x‡`i Rb¨ ¯^v¯’¨ I wbivcËv Iwi‡q‡›Ukb Av‡qvRb Kiv| 

• mKj Kg©x I †¯^”Qv‡me‡Ki Rb¨ wbqwgZ wi‡d«kvi cÖwk¶Y cÖ`vb| 

• `yN©Ubv ev Awbivc` cwiw¯’wZ †gvKv‡ejvq ev¯ÍweK gnov (Drills) Av‡qvRb Kiv| 

• ¯^v¯’¨ I wbivcËv wel‡q †Lvjv‡gjv Av‡jvPbv I gZvgZ †kqvi Kivi ms¯‹…wZ DrmvwnZ Kiv| 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Aa¨vq: wek 

cÖkvmwbK wb‡`©kbv (Administrative Directions) 
 

20.1  aygcvb I gv`Kgy³ Kg©¯’j: (Smoking and Drug free Workplace) 

DËiY Zuvi Kgx©‡`i‡K GKwU aygcvb I gv`Kgy³ Kg© cwi‡ek cÖ`v‡b mvsMVwbK ch©v‡q m‡ev©”P †Póv Ki‡e| 

†Kvb Kgx© A‰ea gv`K (gv`K wefvM KZ©„K A‰ea †NvwlZ) cÖwµqvKiY, weZiY, wewµ, MÖn‡Yi I msiÿ‡Yi 

mv‡_ RwoZ _vK‡j Zuvi weiæ‡× K‡Vvi AvBbvbyM e¨e¯’v MÖnY Kiv n‡e, GgbwK Zv‡K PvKzix †_‡K AcmviY Kiv 

n‡e| D³ Kg©Kv‡Û R‡b¨ †KD Av`vjZ KZ©„K ‡`vlx mve¨¯Í n‡j Zv‡K ZvrÿwbK fv‡e Ae¨nwZ †`Iqv hv‡e| 

 

20.2  `k©bv_x©: (Visitors) 

cÖ‡qvR‡b †h ‡Kvb `k©bv_x© Awd‡m Avm‡Z cv‡i| G‡ÿ‡Î Af¨_©bvKvix/mswkøó Kgx© Zvi Kv‡Q iwÿZ GKwU 

†iwR÷v‡i `k©bv_x©i bvg, wVKvbv, †dvb bs, AvMg‡bi mgq, P‡j hvIqvi mgq, AvMg‡bi D‡Ïk¨, Kvi mv‡_ 

†`Lv Ki‡Z G‡m‡Qb BZ¨vw` Z_¨ msiÿY Ki‡eb Ges †iwR÷v‡i D³ `k©bv_x©i ¯^vÿi MÖnY Ki‡eb| 

 

20.3  cÖKvkbx: (Articles) 

DËiY Gi wel‡q †h †Kvb cÖKvkbv cÖKvk Kivi c~‡e© cwiPvjK Gi KvQ †_‡K Aby‡gv`b wb‡Z n‡e| cÖKvkbvwU 

DËiY Gi bv‡g n‡e Ges `vZv ms¯’vi m¤§wZµ‡g Zv‡`i bvgI e¨envi Kiv hv‡e GQvovI DËiY Gi 

KwgDwb‡Kkb Ges eªvÛ MvBWjvBb †gvZv‡eK cÖKvkbv Ki‡Z n‡e| 

 

20.4  gvbe m¤ú` Z_¨ fvÛvi: (Human Resource Information Centre) 

mKj cÖKí/wefvM cÖ‡Z¨K 3 gvm AšÍi cÖkvmb wefvM‡K Zv‡`i gvbe m¤ú‡`i nvjbvMv` Z_¨ cÖ`vb Ki‡e Ges 

cÖkvmb wefvM DËiY Gi PzovšÍ gvbe m¤ú‡`i nvjbvMv` Z_¨ msiÿY Ki‡e| 

 

20.5  Awdm †bvwUk (Office Notice) 

KZ…©cÿ KZ©©„K cwieZx©Z ev bZzb †Kvb †bvwUk _vK‡j Zv cÖkvmb wefvM KZ…©K cÖKvk Kiv n‡e| Awd‡mi wbw`©ó 

mg‡qi c‡i Riæix †Kvb †bvwUk cÖ`vb Kiv n‡j Zv cÖKí cÖavb Ges eªvÂ/†m›Uvi g¨v‡bRvi‡`i Kv‡Q ZvrÿwYK 

†gvevBj Kj/g¨v‡mR Ges B-†gB‡ji gva¨‡g Rvbvb n‡e| Zviv wbR `vwq‡Z¡ mKj Kgx©‡`i‡K D³ †bvwUk cÖ`vb 

Ki‡eb Ges mKj‡KB †bvwUk †g‡b Pj‡Z n‡e| 

  

 

 

 

 

 

 

 

 

 

 



 

 

mshyw³-1 

DËiY  

nvDR:-32(1g Zjv), †ivW: 10/G, avbgwÛ Avi/G, XvKv-1209 

 

mvaviY cwil‡`i m`m¨ 

 

µwgK bvg c`ex †gvevBj bs ¯^vÿi 

1.      

2.      

3.      

4.      

5.      

6.      

7.      

8.      

9.      

10.      

11.      

12.      

13.      

14.      

15.      

16.      

17.      

18.      

19.      

20.      

21.      

 



 

 

 

 

mshyw³-2 

DËiY  

nvDR:-32(2q Zjv), †ivW: 10/G, avbgwÛ Avi/G, XvKv-1209 

 

Kvh©wbe©vnx cwil‡`i m`m¨ 

 

µwgK bvg c`ex †gvevBj bs ¯^vÿi 

1.      

2.      

3.      

4.      

5.      

6.      

7.      

 

 

 

 

 

 

 

 

 

 



mshyw³-3 

Organogram of Uttaran 

 



¯§viK bs DË/Zvjv/                     /                  mshyw³-4 

wb‡qvM cÎ 

cÖwZ,                          ZvwiL t00/00/0000Bs  

bvg   t  ----------------------------  

gvZvi bvg  t ----------------------------  

wcZv/¯̂vgx  t ----------------------------  

wVKvbv  t           --------------------------------------------------------------------------------------------- 

welq  t  ---------------------------- c‡` wb‡qvM  

 

Avcwb †R‡b Lywk n‡eb †h, MZ ../../.... Zvwi‡L DËiY KZ…©K cÖKvwkZ ............ weÁwßi †cÖwÿ‡Z MZ ../../.... Zvwi‡L AbywôZ wjwLZ I 

‡gŠwLK cixÿvq Avcwb mdjZvi mv‡_ DwËb© n‡q‡Qb| weavq Avcbv‡K wb¤œwjwLZ kZ©©mv‡c‡¶ `vZvms ’̄v “................” Gi mn‡hvwMZvq DËiY 

KZ©„K ev Í̄evqbvaxb “...........” cÖK‡í wb‡qvM cÖ`vb Kiv n‡jv|  

kZ©mg~n t 

1. Kv‡R †hvM`v‡bi mgq Avcbv‡K Avcbvi c~e©eZ©x cÖwZôv‡bi QvocÎ cÖ`vb Ki‡Z n‡e (cÖ‡hvR¨ n‡j)| 

2. Avcbv‡K D³ cÖKí n‡Z gvwmK me©mvKz‡j¨ 00,000/- (-----------) UvKv gvÎ †eZb cÖ`vb Kiv n‡e| GQvov cÖKí KZ© „K cÖ`Ë mKj 

my‡hvM-myweav †fvM Ki‡Z cvi‡eb|  

3. Avcbvi wk¶vbexkKvj 6 (Qq) gvm| wk¶vbexkKvjxb Avcbvi KvR m‡šÍvlRbK bv n‡j cÖwZôvb c~e© †bvwUk QvovB Avcbv‡K Ae¨vnwZ 

w`‡Z cvi‡e| GB mg‡q †eZb Qvov Ab¨ †Kvb my‡hvM myweav cv‡eb bv| 

4. Avcbvi Kg© ’̄j t -------------------------|  

5. wb‡qv‡Mi †gqv` cÖK‡íi †gqv`Kvj ch©šÍ| †Kvb Kvi‡Y Aby`vb eÜ n‡j †m w`b †_‡K PvKyixi †gqv` †kl e‡j MY¨ n‡e|   

6. Avcbv‡K  -------------- Gi mivmwi ZË¡veav‡b Avcbvi Kg© eY©bv (Job Description)  Abyhvqx KvR Ki‡Z n‡e|  

7. mßv‡n Avcbv‡K QywUi w`b Qvov mKvj------ Uv n‡Z weKvj ------- Uv ch©šÍ KvR Ki‡Z n‡e| ZvQvovI Kv‡Ri aiY Abyhvqx Awdm mgq 

cwieZ©b I ea©b‡hvM¨| Dciš‘, Kv‡Ri cÖ‡qvR‡b QywUi w`bI Awd‡mi `vwqZ¡ cvjb Ki‡Z n‡e|  

8. cÖwZôv‡bi Kvh©µg myôzfv‡e m¤úbœ Kivi Rb¨ Avcbvi `vwqZ¡ I Kg© ’̄j cwieZ©b ‡hvM¨|  

9. ms ’̄vwU m¤ú~Y©fv‡e ˆe‡`wkK Aby`v‡bi Dci wbf©ikxj Ges `vZv cÖwZôvb, e¨vsK †jb‡`b Ges miKv‡ii bvbv wefvMxq wbqgKvby‡bi 

wbqš¿bvaxb weavq mwVK mg‡q †eZb cÖ`v‡b wej¤̂  n‡j Avcbv‡K GB mxgve×Zv †g‡b wb‡Z n‡e|  

10. PvKzix n‡Z Ae¨vnwZ wb‡Z n‡j ms ’̄vi Kg©x e¨e ’̄vcbv bxwZgvjv Abyhvqx Aek¨B GK gv‡mi †bvwUk cÖ`vb Ki‡Z n‡e Ab¨_vq GK gv‡mi 

†eZb †diZ w`‡Z n‡e| Ae¨nwZi †ÿ‡Î cÖwZôv‡bi Kg©x e¨e ’̄vcbv bxwZgvjv Abyhvqx e¨e ’̄v MÖnb Kiv n‡e| 

11. Avcbvi Kvh©Kjvc I AvPiY Øviv ms ’̄vi mybvg bó n‡j/¯̂v_©nvwb †`Lv w`‡j A_ev ms ’̄vi Av`k© D‡Ïk¨ e¨vnZ n‡j KZ…©c¶ Zvr¶wbKfv‡e 

Avcbv‡K Ae¨vnwZ w`‡Z cvi‡e|  

12. ms ’̄v cwiPvwjZ wkÿv Znwe‡j cÖwZ gv‡m DËiY wkÿv Znwej bxwZgvjv Abyhvqx Aby`vb cÖ`vb Ki‡Z n‡e| 

13. PvKzixi Ab¨vb¨ kZvejx© I my‡hvM-myweav cÖwZôv‡bi Kg©x e¨e ’̄vcbv bxwZgvjv Øviv wbqwš¿Z n‡e|  

 

Avcwb hw` Dc‡iv³ kZ©vejx‡Z ivRx _v‡Kb, Zvn‡j Avcbv‡K AvMvgx ------------ Bs Zvwi‡Li g‡a¨ cÖkvmb wefvM, DËiY, AvÂwjK Kvh©vjq 

(AvB.wW.Avi.wU), Zvjv, mvZ¶xiv-‡Z †hvM`vb Kivi Rb¨ ejv n‡jv| D³ ZvwiLmn 7Kg© w`e‡mi g‡a¨ †hvM`vb Ki‡Z e¨_© n‡j GB wb‡qvMcÎ 

evwZj e‡j we‡ewPZ n‡e|  

 

AvkvKwi Avcwb mdjZvi mv‡_ Avcbvi Dci Awc©Z `vwqZ¡ m¤úv`b Ki‡eb| Avcbvi me©v½xb g½j Kvgbv Kwi| 

 

 

e¨e ’̄vcK- cÖkvmb 

 

Avwg wb‡qvM cÎ fvj fv‡e c‡o, ey‡S Ges DËiY G PvKixi mKj kZ©vejx I wmgve×Zv †g‡b wb‡q ¯̂Áv‡b MÖnb Kijvg| 

 

Kg©xi ¯̂vÿi:                                                     ZvwiL: 

 

Abywjwct  

1. cwiPvjK 

2. mgš̂qKvix-wnmve I A_© 

3. cÖKí mgš̂qKvix 

4. Awdm Kwc  

 



¯§viK bs DË/Zvjv/                     /                        mshyw³-4(K) 

Pzw³wfwËK wb‡qvM cÎ 

cÖwZ,                          ZvwiL t00/00/0000Bs  

bvg   t  ----------------------------  

gvZvi bvg  t ----------------------------  

wcZv/¯̂vgx  t ----------------------------  

wVKvbv  t           --------------------------------------------------------------------------------------------- 

welq  t  ---------------------------- c‡` wb‡qvM  

 

Avcwb †R‡b Lywk n‡eb †h, MZ ../../.... Zvwi‡L DËiY KZ…©K cÖKvwkZ ............ weÁwßi †cÖwÿ‡Z MZ ../../.... Zvwi‡L AbywôZ wjwLZ I 

‡gŠwLK cixÿvq Avcwb mdjZvi mv‡_ DwËb© n‡q‡Qb| weavq Avcbv‡K wb¤œwjwLZ kZ©©mv‡c‡¶ `vZvms ’̄v “................” Gi mn‡hvwMZvq DËiY 

KZ©„K ev Í̄evqbvaxb “...........” cÖK‡í wb‡qvM cÖ`vb Kiv n‡jv|  

kZ©mg~n t 

1. Kv‡R †hvM`v‡bi mgq Avcbv‡K Avcbvi c~e©eZ©x cÖwZôv‡bi QvocÎ cÖ`vb Ki‡Z n‡e (cÖ‡hvR¨ n‡j)| 

2. Avcbv‡K D³ cÖKí n‡Z gvwmK me©mvKz‡j¨ 00,000/- (-----------) UvKv gvÎ †eZb cÖ`vb Kiv n‡e| GQvov cÖKí KZ©„K cÖ`Ë mKj 

my‡hvM-myweav †fvM Ki‡Z cvi‡eb|  

3. Avcbvi wk¶vbexkKvj 6 (Qq) gvm| wk¶vbexkKvjxb Avcbvi KvR m‡šÍvlRbK bv n‡j cÖwZôvb c~e© †bvwUk QvovB Avcbv‡K Ae¨vnwZ 

w`‡Z cvi‡e| GB mg‡q †eZb Qvov Ab¨ †Kvb my‡hvM myweav cv‡eb bv| 

4. Avcbvi Kg© ’̄j t -------------------------|  

5. wb‡qv‡Mi †gqv` cÖK‡íi †gqv`Kvj ch©šÍ| †Kvb Kvi‡Y Aby`vb eÜ n‡j †m w`b †_‡K PvKyixi †gqv` †kl e‡j MY¨ n‡e|   

6. Avcbv‡K  -------------- Gi mivmwi ZË¡veav‡b Avcbvi Kg© eY©bv (Job Description)  Abyhvqx KvR Ki‡Z n‡e|  

7. mßv‡n Avcbv‡K QywUi w`b Qvov mKvj------ Uv n‡Z weKvj ------- Uv ch©šÍ KvR Ki‡Z n‡e| ZvQvovI Kv‡Ri aiY Abyhvqx Awdm mgq 

cwieZ©b I ea©b‡hvM¨| Dciš‘, Kv‡Ri cÖ‡qvR‡b QywUi w`bI Awd‡mi `vwqZ¡ cvjb Ki‡Z n‡e|  

8. cÖwZôv‡bi Kvh©µg myôzfv‡e m¤úbœ Kivi Rb¨ Avcbvi `vwqZ¡ I Kg© ’̄j cwieZ©b ‡hvM¨|  

9. ms ’̄vwU m¤ú~Y©fv‡e ˆe‡`wkK Aby`v‡bi Dci wbf©ikxj Ges `vZv cÖwZôvb, e¨vsK †jb‡`b Ges miKv‡ii bvbv wefvMxq wbqgKvby‡bi 

wbqš¿bvaxb weavq mwVK mg‡q †eZb cÖ`v‡b wej¤̂  n‡j Avcbv‡K GB mxgve×Zv †g‡b wb‡Z n‡e|  

10. PvKzix n‡Z Ae¨vnwZ wb‡Z n‡j ms ’̄vi Kg©x e¨e ’̄vcbv bxwZgvjv Abyhvqx Aek¨B GK gv‡mi †bvwUk cÖ`vb Ki‡Z n‡e Ab¨_vq GK gv‡mi 

†eZb †diZ w`‡Z n‡e| Ae¨nwZi †ÿ‡Î cÖwZôv‡bi Kg©x e¨e ’̄vcbv bxwZgvjv Abyhvqx e¨e ’̄v MÖnb Kiv n‡e| 

11. Avcbvi Kvh©Kjvc I AvPiY Øviv ms ’̄vi mybvg bó n‡j/¯̂v_ ©nvwb †`Lv w`‡j A_ev ms ’̄vi Av`k© D‡Ïk¨ e¨vnZ n‡j KZ…©c¶ Zvr¶wbKfv‡e 

Avcbv‡K Ae¨vnwZ w`‡Z cvi‡e|  

12. ms ’̄v cwiPvwjZ wkÿv Znwe‡j cÖwZ gv‡m DËiY wkÿv Znwej bxwZgvjv Abyhvqx Aby`vb cÖ`vb Ki‡Z n‡e| 

13. D³ cÖK‡í avh©K…Z RvgvbZ ....... UvKv cÖ`vb Ki‡Z n‡e hv PvKzix †k‡l †diZ †hvM¨|  

14. PvKzixi Ab¨vb¨ kZvejx© I my‡hvM-myweav cÖwZôv‡bi Kg©x e¨e ’̄vcbv bxwZgvjv Øviv wbqwš¿Z n‡e|  

 

Avcwb hw` Dc‡iv³ kZ©vejx‡Z ivRx _v‡Kb, Zvn‡j Avcbv‡K AvMvgx ------------ Bs Zvwi‡Li g‡a¨ cÖkvmb wefvM, DËiY, AvÂwjK Kvh©vjq 

(AvB.wW.Avi.wU), Zvjv, mvZ¶xiv-‡Z †hvM`vb Kivi Rb¨ ejv n‡jv| D³ ZvwiLmn 7Kg© w`e‡mi g‡a¨ †hvM`vb Ki‡Z e¨_© n‡j GB wb‡qvMcÎ 

evwZj e‡j we‡ewPZ n‡e|  

 

AvkvKwi Avcwb mdjZvi mv‡_ Avcbvi Dci Awc©Z `vwqZ¡ m¤úv`b Ki‡eb| Avcbvi me©v½xb g½j Kvgbv Kwi| 

 

 

e¨e ’̄vcK- cÖkvmb 

 

Avwg wb‡qvM cÎ fvj fv‡e c‡o, ey‡S Ges DËiY G PvKixi mKj kZ©vejx I wmgve×Zv †g‡b wb‡q ¯̂Áv‡b MÖnb Kijvg| 

 

Kg©xi ¯̂vÿi:                                                     ZvwiL: 

 

Abywjwct  

1. cwiPvjK 

2. mgš̂qKvix-wnmve I A_© 

3. cÖKí mgš̂qKvix 

4. Awdm Kwc  

 



¯§viK bs DË/Zvjv/        /                         mshyw³-4(L) 

Pzw³wfwËK wb‡qvM cÎ 

cÖwZ,                          ZvwiL t00/00/0000Bs  

bvg   t  ----------------------------  

gvZvi bvg  t ----------------------------  

wcZv/¯̂vgx  t ----------------------------  

wVKvbv  t           --------------------------------------------------------------------------------------------- 

welq  t  ---------------------------- c‡` wb‡qvM  

 

Avcwb †R‡b Lywk n‡eb †h, MZ ../../.... Zvwi‡L DËiY KZ…©K cÖKvwkZ ............ weÁwßi †cÖwÿ‡Z MZ ../../.... Zvwi‡L AbywôZ wjwLZ I 

‡gŠwLK cixÿvq Avcwb mdjZvi mv‡_ DwËb© n‡q‡Qb| weavq Avcbv‡K wb¤œwjwLZ kZ©©mv‡c‡¶ gvB‡µvdvBb¨vÝ ‡cÖvMÖv‡g wb‡qvM cÖ`vb Kiv n‡jv|  

 

kZ©mg~n t 

1. Kv‡R †hvM`v‡bi mgq Avcbv‡K Avcbvi c~e©eZ©x cÖwZôv‡bi QvocÎ cÖ`vb Ki‡Z n‡e (cÖ‡hvR¨ n‡j)| 

2. Avcbv‡K D³ cÖKí n‡Z gvwmK me©mvKz‡j¨ ,000/- (..... nvRvi) UvKv gvÎ †eZb cÖ`vb Kiv n‡e| GQvov Avcwb D³ c‡` ‡cÖvMÖvg KZ©„K 

cÖ`Ë my‡hvM-myweav †fvM Ki‡Z cvi‡eb|  

3. Avcbvi wk¶vbexkKvj 6 (Qq) gvm| wk¶vbexkKvjxb Avcbvi KvR m‡šÍvlRbK bv n‡j cÖwZôvb c~e© †bvwUk QvovB Avcbv‡K Ae¨vnwZ 

w`‡Z cvi‡e| GB mg‡q †eZb Qvov Ab¨ †Kvb my‡hvM myweav cv‡eb bv| 

4. Avcbvi Kg© ’̄j t DËiY, ................ Kvh©vjq|  

5. Avcbv‡K ........, DËiY Gi mivmwi ZË¡veavq‡b Avcbvi Kg© eY©bv (Job Description) Abyhvqx KvR Ki‡Z n‡e|  

6. mßv‡n Avcbv‡K QywUi w`b Qvov mKvj- 9.00 Uv n‡Z weKvj 5.00 Uv ch©šÍ KvR Ki‡Z n‡e| ZvQvovI Kv‡Ri aiY Abyhvqx Awdm mgq 

cwieZ©b I ea©b‡hvM¨| Dciš‘, Kv‡Ri cÖ‡qvR‡b QywUi w`bI Awd‡mi `vwqZ¡ cvjb Ki‡Z n‡e|  

7. cÖwZôv‡bi Kvh©µg myôzfv‡e m¤úbœ Kivi Rb¨ Avcbvi `vwqZ¡ I Kg© ’̄j cwieZ©b ‡hvM¨|  

8. PvKzix n‡Z Ae¨vnwZ wb‡Z n‡j ms ’̄vi Kg©x e¨e ’̄vcbv bxwZgvjv Abyhvqx Aek¨B GK gv‡mi †bvwUk cÖ`vb Ki‡Z n‡e Ab¨_vq GK gv‡mi 

†eZb †diZ w`‡Z n‡e| Ae¨nwZi †ÿ‡Î cÖwZôv‡bi Kg©x e¨e ’̄vcbv bxwZgvjv Abyhvqx e¨e ’̄v MÖnb Kiv n‡e| 

9. Avcbvi Kvh©Kjvc I AvPiY Øviv ms ’̄vi mybvg bó n‡j/¯̂v_ ©nvwb †`Lv w`‡j A_ev ms ’̄vi Av`k© D‡Ïk¨ e¨vnZ n‡j KZ…©c¶ Zvr¶wbKfv‡e 

Avcbv‡K Ae¨vnwZ w`‡Z cvi‡e| 

10. ms ’̄v cwiPvwjZ wkÿv Znwe‡j cÖwZ gv‡m DËiY wkÿv Znwej bxwZgvjv Abyhvqx Aby`vb cÖ`vb Ki‡Z n‡e| 

11. PvKzixi Ab¨vb¨ kZvejx© I my‡hvM-myweav cÖwZôv‡bi Kg©x e¨e ’̄vcbv bxwZgvjv Øviv wbqwš¿Z n‡e|  

 

Avcwb hw` Dc‡iv³ kZ©vejx‡Z ivRx _v‡Kb, Zvn‡j Avcbv‡K AvMvgx ../../.... Zvwi‡Li g‡a¨ cÖkvmb wefvM, DËiY, AvÂwjK Kvh©vjq 

(AvB.wW.Avi.wU), Zvjv, mvZ¶xiv-‡Z †hvM`vb Kivi Rb¨ ejv n‡jv| D³ ZvwiLmn 7Kg© w`e‡mi g‡a¨ †hvM`vb Ki‡Z e¨_© n‡j GB wb‡qvMcÎ 

evwZj e‡j we‡ewPZ n‡e| 

 

AvkvKwi Avcwb mdjZvi mv‡_ Avcbvi Dci Awc©Z `vwqZ¡ m¤úv`b Ki‡eb| Avcbvi me©v½xb g½j Kvgbv Kwi| 

 

 

e¨e ’̄vcK- cÖkvmb 

 

Avwg wb‡qvM cÎ fvj fv‡e c‡o, ey‡S Ges DËiY G PvKixi mKj kZ©vejx I wmgve×Zv †g‡b wb‡q ¯̂Áv‡b MÖnb Kijvg| 

 

Kg©xi ¯̂vÿi:                                                     ZvwiL: 

 

Abywjwct  

1. cwiPvjK 

2. mgš̂qKvix-wnmve I A_© 

3. cÖKí mgš̂qKvix 

4. Awdm Kwc  

 

 

 

 

 



¯§viK bs DË/Zvjv/        /                mshyw³-4(M) 

LÛKvjxb wb‡qvM cÎ 

cÖwZ,                          ZvwiL t00/00/0000Bs  

bvg   t  ----------------------------  

gvZvi bvg  t ----------------------------  

wcZv/¯̂vgx  t ----------------------------  

wVKvbv  t           --------------------------------------------------------------------------------------------- 

welq  t  ---------------------------- c‡` wb‡qvM  

 

Avcwb †R‡b Lywk n‡eb †h, MZ ../../.... Zvwi‡L DËiY KZ…©K cÖKvwkZ ............ weÁwßi †cÖwÿ‡Z MZ ../../.... Zvwi‡L AbywôZ wjwLZ I 

‡gŠwLK cixÿvq Avcwb mdjZvi mv‡_ DwËb© n‡q‡Qb| weavq Avcbv‡K wb¤œwjwLZ kZ©©mv‡c‡¶ gvB‡µvdvBb¨vÝ ‡cÖvMÖv‡g wb‡qvM cÖ`vb Kiv n‡jv|  

 

kZ©mg~n t 

1. Kv‡R †hvM`v‡bi mgq Avcbv‡K Avcbvi c~e©eZ©x cÖwZôv‡bi QvocÎ cÖ`vb Ki‡Z n‡e (cÖ‡hvR¨ n‡j)| 

2. Avcbv‡K D³ cÖKí n‡Z gvwmK me©mvKz‡j¨ ,000/- (..... nvRvi) UvKv gvÎ †eZb cÖ`vb Kiv n‡e| GQvov Avcwb D³ c‡` ‡cÖvMÖvg KZ©„K 

cÖ`Ë my‡hvM-myweav †fvM Ki‡Z cvi‡eb|  

3. Avcbvi wk¶vbexkKvj 6 (Qq) gvm| wk¶vbexkKvjxb Avcbvi KvR m‡šÍvlRbK bv n‡j cÖwZôvb c~e© †bvwUk QvovB Avcbv‡K Ae¨vnwZ 

w`‡Z cvi‡e| GB mg‡q †eZb Qvov Ab¨ †Kvb my‡hvM myweav cv‡eb bv| 

4. Avcbvi Kg© ’̄j t DËiY, ................ Kvh©vjq|  

5. Avcbv‡K ........, DËiY Gi mivmwi ZË¡veavq‡b Avcbvi Kg© eY©bv (Job Description) Abyhvqx KvR Ki‡Z n‡e|  

6. mßv‡n Avcbv‡K QywUi w`b Qvov mKvj- 9.00 Uv n‡Z weKvj 5.00 Uv ch©šÍ KvR Ki‡Z n‡e| ZvQvovI Kv‡Ri aiY Abyhvqx Awdm mgq 

cwieZ©b I ea©b‡hvM¨| Dciš‘, Kv‡Ri cÖ‡qvR‡b QywUi w`bI Awd‡mi `vwqZ¡ cvjb Ki‡Z n‡e|  

7. cÖwZôv‡bi Kvh©µg myôzfv‡e m¤úbœ Kivi Rb¨ Avcbvi `vwqZ¡ I Kg© ’̄j cwieZ©b ‡hvM¨|  

8. PvKzix n‡Z Ae¨vnwZ wb‡Z n‡j ms ’̄vi Kg©x e¨e ’̄vcbv bxwZgvjv Abyhvqx Aek¨B GK gv‡mi †bvwUk cÖ`vb Ki‡Z n‡e Ab¨_vq GK gv‡mi 

†eZb †diZ w`‡Z n‡e| Ae¨nwZi †ÿ‡Î cÖwZôv‡bi Kg©x e¨e ’̄vcbv bxwZgvjv Abyhvqx e¨e ’̄v MÖnb Kiv n‡e| 

9. Avcbvi Kvh©Kjvc I AvPiY Øviv ms ’̄vi mybvg bó n‡j/¯̂v_©nvwb †`Lv w`‡j A_ev ms ’̄vi Av`k© D‡Ïk¨ e¨vnZ n‡j KZ…©c¶ Zvr¶wbKfv‡e 

Avcbv‡K Ae¨vnwZ w`‡Z cvi‡e| 

10. ms ’̄v cwiPvwjZ wkÿv Znwe‡j cÖwZ gv‡m DËiY wkÿv Znwej bxwZgvjv Abyhvqx Aby`vb cÖ`vb Ki‡Z n‡e| 

11. PvKzixi Ab¨vb¨ kZvejx© I my‡hvM-myweav cÖwZôv‡bi Kg©x e¨e ’̄vcbv bxwZgvjv Øviv wbqwš¿Z n‡e|  

 

Avcwb hw` Dc‡iv³ kZ©vejx‡Z ivRx _v‡Kb, Zvn‡j Avcbv‡K AvMvgx ../../.... Zvwi‡Li g‡a¨ cÖkvmb wefvM, DËiY, AvÂwjK Kvh©vjq 

(AvB.wW.Avi.wU), Zvjv, mvZ¶xiv-‡Z †hvM`vb Kivi Rb¨ ejv n‡jv| D³ ZvwiLmn 7Kg© w`e‡mi g‡a¨ †hvM`vb Ki‡Z e¨_© n‡j GB wb‡qvMcÎ 

evwZj e‡j we‡ewPZ n‡e| 

 

AvkvKwi Avcwb mdjZvi mv‡_ Avcbvi Dci Awc©Z `vwqZ¡ m¤úv`b Ki‡eb| Avcbvi me©v½xb g½j Kvgbv Kwi| 

 

 

e¨e ’̄vcK- cÖkvmb 

 

Avwg wb‡qvM cÎ fvj fv‡e c‡o, ey‡S Ges DËiY G PvKixi mKj kZ©vejx I wmgve×Zv †g‡b wb‡q ¯̂Áv‡b MÖnb Kijvg| 

 

Kg©xi ¯̂vÿi:                                                     ZvwiL: 

 

Abywjwct  

1. cwiPvjK 

2. mgš̂qKvix-wnmve I A_© 

3. cÖKí mgš̂qKvix 

4. Awdm Kwc  

 

 

 

 



¯§viK bs DË/Zvjv/                     /              mshyw³-4(N) 

†¯^”Qv‡meK wb‡qvM cÎ 

cÖwZ,                          ZvwiL t00/00/0000Bs  

bvg   t  ----------------------------  

gvZvi bvg  t ----------------------------  

wcZv/¯̂vgx  t ----------------------------  

wVKvbv  t           --------------------------------------------------------------------------------------------- 

welq  t  ---------------------------- c‡` wb‡qvM  

 

Avcwb †R‡b Lywk n‡eb †h, MZ ../../.... Zvwi‡L DËiY KZ…©K cÖKvwkZ ............ weÁwßi †cÖwÿ‡Z MZ ../../.... Zvwi‡L AbywôZ wjwLZ I 

‡gŠwLK cixÿvq Avcwb mdjZvi mv‡_ DwËb© n‡q‡Qb| weavq Avcbv‡K wb¤œwjwLZ kZ©©mv‡c‡¶ `vZvms ’̄v “................” Gi mn‡hvwMZvq DËiY 

KZ©„K ev Í̄evqbvaxb “.................” cÖK‡í wb‡qvM cÖ`vb Kiv n‡jv|  

kZ©mg~n t 

1. Kv‡R †hvM`v‡bi mgq Avcbv‡K Avcbvi c~e©eZ©x cÖwZôv‡bi QvocÎ cÖ`vb Ki‡Z n‡e (cÖ‡hvR¨ n‡j)| 

2. Avcbv‡K D³ cÖKí n‡Z gvwmK me©mvKz‡j¨ 00,000/- (-----------) UvKv gvÎ m¤§vbx cÖ`vb Kiv n‡e| GQvov cÖKí KZ©„K cÖ`Ë 

mKj my‡hvM-myweav †fvM Ki‡Z cvi‡eb|  

3. Avcbvi wk¶vbexkKvj 6 (Qq) gvm| wk¶vbexkKvjxb Avcbvi KvR m‡šÍvlRbK bv n‡j cÖwZôvb c~e© †bvwUk QvovB Avcbv‡K 

Ae¨vnwZ w`‡Z cvi‡e| GB mg‡q m¤§vbx Qvov Ab¨ †Kvb my‡hvM myweav cv‡eb bv| 

4. Avcbvi Kg© ’̄j t -------------------------|  

5. wb‡qv‡Mi †gqv` cÖK‡íi †gqv`Kvj ch©šÍ| †Kvb Kvi‡Y Aby`vb eÜ n‡j †m w`b †_‡K PvKyixi †gqv` †kl e‡j MY¨ n‡e|   

6. Avcbv‡K  -------------- Gi mivmwi ZË¡veav‡b Avcbvi Kg© eY©bv (Job Description)  Abyhvqx KvR Ki‡Z n‡e|  

7. mßv‡n Avcbv‡K QywUi w`b Qvov mKvj------ Uv n‡Z weKvj ------- Uv ch©šÍ KvR Ki‡Z n‡e| ZvQvovI Kv‡Ri aiY Abyhvqx Awdm 

mgq cwieZ©b I ea©b‡hvM¨| Dciš‘, Kv‡Ri cÖ‡qvR‡b QywUi w`bI Awd‡mi `vwqZ¡ cvjb Ki‡Z n‡e|  

8. cÖwZôv‡bi Kvh©µg myôzfv‡e m¤úbœ Kivi Rb¨ Avcbvi `vwqZ¡ I Kg© ’̄j cwieZ©b ‡hvM¨|  

9. ms ’̄vwU m¤ú~Y©fv‡e ˆe‡`wkK Aby`v‡bi Dci wbf©ikxj Ges `vZv cÖwZôvb, e¨vsK †jb‡`b Ges miKv‡ii bvbv wefvMxq wbqgKvby‡bi 

wbqš¿bvaxb weavq mwVK mg‡q m¤§vbx cÖ`v‡b wej¤̂  n‡j Avcbv‡K GB mxgve×Zv †g‡b wb‡Z n‡e|  

10. PvKzix n‡Z Ae¨vnwZ wb‡Z n‡j ms ’̄vi Kg©x e¨e ’̄vcbv bxwZgvjv Abyhvqx Aek¨B GK gv‡mi †bvwUk cÖ`vb Ki‡Z n‡e Ab¨_vq GK 

gv‡mi m¤§vbx †diZ w`‡Z n‡e| Ae¨nwZi †ÿ‡Î cÖwZôv‡bi Kg©x e¨e ’̄vcbv bxwZgvjv Abyhvqx e¨e ’̄v MÖnb Kiv n‡e| 

11. Avcbvi Kvh©Kjvc I AvPiY Øviv ms ’̄vi mybvg bó n‡j/¯̂v_©nvwb †`Lv w`‡j A_ev ms ’̄vi Av`k© D‡Ïk¨ e¨vnZ n‡j KZ… ©c¶ 

Zvr¶wbKfv‡e Avcbv‡K Ae¨vnwZ w`‡Z cvi‡e|  

12. PvKzixi Ab¨vb¨ kZvejx© I my‡hvM-myweav cÖwZôv‡bi Kg©x e¨e ’̄vcbv bxwZgvjv Øviv wbqwš¿Z n‡e|  

 

Avcwb hw` Dc‡iv³ kZ©vejx‡Z ivRx _v‡Kb, Zvn‡j Avcbv‡K AvMvgx ------------ Bs Zvwi‡Li g‡a¨ cÖkvmb wefvM, DËiY, AvÂwjK Kvh©vjq 

(AvB.wW.Avi.wU), Zvjv, mvZ¶xiv-‡Z †hvM`vb Kivi Rb¨ ejv n‡jv| D³ ZvwiLmn 7Kg© w`e‡mi g‡a¨ †hvM`vb Ki‡Z e¨_© n‡j GB wb‡qvMcÎ 

evwZj e‡j we‡ewPZ n‡e|  

 

AvkvKwi Avcwb mdjZvi mv‡_ Avcbvi Dci Awc©Z `vwqZ¡ m¤úv`b Ki‡eb| Avcbvi me©v½xb g½j Kvgbv Kwi| 

 

 

 

e¨e ’̄vcK- cÖkvmb 

 

Avwg wb‡qvM cÎ fvj fv‡e c‡o, ey‡S Ges DËiY G PvKixi mKj kZ©vejx I wmgve×Zv †g‡b wb‡q ¯̂Áv‡b MÖnb Kijvg| 

 

Kg©xi ¯̂vÿi:                                                     ZvwiL: 

 

Abywjwct  

1. cwiPvjK 

2. mgš̂qKvix-wnmve I A_© 

3. cÖKí mgš̂qKvix 

4. Awdm Kwc  



mshyw³-6 

DËiY 

nvDR:-32(2q Zjv), †ivW: 10/G, avbgwÛ Avi/G, XvKv-1209 

Kv‡R †hvM`vb cÎ 

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

 

bvg           t----------------------------------------------------------------------------------------------- 

gvZvi bvg  t----------------------------------------------------------------------------------------------- 

wcZv/¯^vgxi bvg      t-----------------------------------------------------------------------------------------------

c`ex           t-----------------------------------------------------------------------------------------------

eZ©gvb wVKvbv       t-----------------------------------------------------------------------------------------------

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

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

†gvevBj bs         t-----------------------------------------------------------------------------------------------

¯’vqx wVKvbv         t----------------------------------------------------------------------------------------------- 

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

Riæix †hvMv‡hv‡Mi wVKvbv bvg t--------------------------------------------------------------------------------------------- 

m¤úK©   t----------------------------------------------------------------------------------------------- 

†gvevBj bs  t----------------------------------------------------------------------------------------------- 

 

Awdm KZ…©K c~i‡Yi Rb¨t 

†hvM`v‡bi ZvwiL      t-------------------------------------------- 

cÖviw¤¢K †eZb        t-------------------------------------------- 

gyj UvKv         t-------------------------------------------- 

Nifvov UvKv         t-------------------------------------------- 

†gwW‡Kj UvKv       t-------------------------------------------- 

Ab¨vb¨ UvKv         t-------------------------------------------- 

†gvU UvKv         t-------------------------------------------- 

K_vq           t------------------------------------------------------------------ 

 

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

†hvM`vbKvixi ¯^vÿi                      e¨e ’̄vcK, cÖkvmb 

 

 



mshyw³-7 

   DËiY 

nvDR:-32(2q Zjv), †ivW: 10/G, avbgwÛ Avi/G, XvKv-1209 

Job Description (Kg© eY©bv) 

 

bvg   t ------------------------------------ 

c`ex    t ------------------------------------ 

wkÿvMZ †hvM¨Zv t ------------------------------------  

Kg©m~Px    t ------------------------------------  

Kg©¯’j    t ------------------------------------ 

ZË¡veavqK   t ------------------------------------ 

 

Kg©m~Px msµvšÍ aviYvt- ------------------------------------------------- 

  

 

 

Kg©m~Px welqK `vwqZ¡ I KZ©e¨t ----------------------------------------- 

 

 

 

 

cÖkvmwbK `vwqZ¡ I KZ©e¨t ----------------------------------------------  

 

 

 

kZ© t 

Awc©Z `vwq‡Z¡i Kgc‡¶ 90% cvjb Ki‡j cieZx© eQ‡ii Bbwµ‡g›U cÖ`vb Kiv n‡e| Awc©Z `vwqZ¡ cvjb 80% 

bxP Avm‡j c~e©eZ©x eQ‡ii Bbwµ‡g›U ms ’̄v †K‡U †b‡e Ges 70% Gi bx‡P Avm‡j Kg©xe¨e ’̄vcbv bxwZgvjv 

Abymv‡i cÖ‡qvRbxq e¨e ’̄v MÖnY Kiv n‡e|  

 

 

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

e¨e ’̄vcK, cÖkvmb                             Kg©xi ¯^v¶i 

   



  mshyw³-8 

DËiY 

-------------------- Kvh©vjq/‡K› ª̀ 

ågb dg© 

 

bvg:----------------------------------------------------------------------------------------- wefvM / Kg©m~Px / cÖKí:---------------------------------------- 

c`ex:------------------------------------------------------------------------------ ågbKvj:--------/--------/-------- n‡Z--------/--------/-------- ch©šÍ 

åg‡bi ¯’vb:--------------------------------------------------------------------------------------- cÖZ¨veZ©‡bi ci m¤¢ve¨ †hvM`vb: --------/--------/-------- 

åg‡bi D‡Ïk¨:---------------------------------------------------------------------------------------------------------------------------------------------- 

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

ågbKvixi ¯^vÿi: 

            ZvwiL: 

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

Aby‡gv`bKvixi ¯^vÿi: 

                   ZvwiL: 

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

cÖkvmb 

 

cÖKzZ cÖZ¨veZ©b: --------/--------/-------- †`ix n‡j Zvi KviY:---------------------------------------------------------------------------------------------- 

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

ågbKvixi ¯^vÿi:        

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

Aby‡gv`bKvixi ¯^vÿi: 

 

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

cÖkvmb 

 

 



mshyw³-9 

  cÖwZ   t          ‡Wvbvi  t  

  nB‡Z t          cÖKí    t 

            ZvwiL   t 

 

welq: AMÖxg cÖvwßi Av‡e`b| 

 

D‡jøwLZ cÖ¯ ÍvweZ Kg©m~Px eve` AMÖxg cÖ`vb Kivi Rb¨ Aby‡iva Kiv n‡jv (UvKvt--------------------------------------------------------------------------------) 

 

µg MÖnxZvi bvg D‡Ïk¨ UvKvi cwigvb cÖZ¨vwkZ 

mgš^‡qi ZvwiL 

MÖnxZvi 

¯^vÿi 

      

      

      

      

me©‡gvU:    

 

eZ©gv‡b D‡jøwLZ Kg©xi †Kvb †diZ‡hvM¨ AwMÖg †bB| 

 

wnmve I A_© wefv‡Mi ¯^vÿi t 

bvg                             t 

c`ex                           t 

Aby‡gv`bKvixi ¯^vÿi t 

bvg                       t 

c`ex                     t 



mshyw³-10 

DËiY 

nvDR bs 32, †ivW: 10/G, avbgwÛ Avi/G, XvKv-1209| 

hvZvqvZ I Lvevi wej 

 

bvg t-----------------------------------------------------, c`ex  t-----------------------------------------------------, Kg©m~Px/cÖKí t-----------------------------------------

- Kg©¯’j t----------------------------------------------------          ZvwiL        t----------------------------------------

        

ZvwiL nB‡Z Øviv ch©šÍ hvZvqv‡Zi D‡Ïk¨ UvKv hvÎv 

ïiæi 

mgq 

hvÎv 

‡k‡li 

mgq 

Lvevi UvKv UvKv me©‡gvU 

mKv‡ji 

bv Í̄v 

`ycy‡ii 

Lvevi 

iv‡Zi Lvevi   

             

             

             

             

             

             

             

             

             

 

K_vq: ------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------ 

 

cÖ`vbKvix         Aby‡gv`bKvix                MÖnbKvix
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mshyw³-11 

DËiY 

Kvh©vjq---------------------------- 

 

 

 

Av‡e`bKvixi bvg t----------------------------------------------------------------------------  

c`ex t---------------------------------------------------wefvM/Kg©m~Pxt----------------------- 

Av‡e`bK…Z QzwUi aiYt ˆbwgwËK / Amy¯’Zv / gvZ…Z¡ / wcZ…Z¡ / wkÿv / m½‡iva / AwR©Z 

mgqKvjt------------------------n‡Z-------------------------ch©šÍ †gvU---------------------w`b 

QzwU †fv‡Mi KviYt------------------------------------------------------------------------------ 

QzwU‡Z Ae ’̄vbKvjxb wVKvbv (†gvevBj bs mn) t -------------------------------------------------

------------------------------------------------------ †gvevBjt ------------- 

cvIbv QzwUi 

aiY(w`b) 

ˆbwgwËK Amy¯’Zv gvZ…Z¡ wcZ…Z¡ AwR©Z 

     

 

 

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

 Av‡e`bKvixi ¯^vÿi t 

 ZvwiL t 

 

 

Aby‡gv`b/gšÍe¨t mgš̂qKvix/‡m›Uvi g¨v‡bRvi/mycvifvBRvi---------------------------------------- 

 

cwiPvj‡Ki Aby‡gv`b--------------------------------------------------------------------------- 

 

 

 

QzwUi Av‡e`b 
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mshyw³-12 

   DËiY 

nvDR bs 32(2q Zjv), †ivW: 10/G, avbgwÛ Avi/G, XvKv-1209| 

 

Mvox wiKzBwRkb di‡gU 

  

Mvox wiKzBwRkbKvixi bvg:............................................................................................. 

Mvox hviv e¨envi Ki‡eb(Av‡ivnxi msL¨v):.......................................................................... 

Mvox e¨env‡ii ZvwiL:......................................... n‡Z............................. ZvwiL 

‡Kv_v n‡Z †Kv_v hv‡eb:........................................................................................... 

ågb ïiæi ’̄vb:........................................... mgq:.............................................................. 

KZ mg‡qi Rb¨ eywKs †`qv n‡e (wUK w`b):    

Mvoxi aiY(wUK w`b):   

Mvoxi fvov †Kvb cÖ‡R± enb Ki‡e:.................................................................................. 

 

wiKzBwRkbKvixi ¯^vÿi jwRwóK Awdmv‡ii ¯^vÿi cwiPvjK Gi ¯^vÿi 

 

 

 

 

 

 

 

mvivw`b Aa©‡ejv 

cÖvB‡fUKvi gvB‡µv Rxc Gwm bb Gwm 
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mshyw³-14 

DËiY 

Kgx© g~j¨vqb dig¨vU 

cÖKí/Kvh©µg/wefv‡Mi bvg:  

g‚j¨vqb mgqKvj:  

g‚j¨vqbKvixi bvg I c`ex:  

Kg©xi bvg:  

c`ex:  

Ae ’̄vb/‡¶Î GjvKv:  

g‚j¨vq‡bi ZvwiL: 

gvwK©s wb‡`©wkKv:  

1- Lvivc | 2- DbœwZ cÖ‡qvRb | 3- m‡šÍvlRbK | 4- fv‡jv | 5-PgrKvi 

 

1. g‚j `vwq‡Z¡i wecix‡Z Kg©¶gZv 

wmwi

qvj g~j `vwqZ¡ cÖK…Z Kg©ÿgZv 

gvK©  

(1-5) gšÍe¨ 

1     

2     

3     

4     

5     

6     

7     

8     

9     

10     

 

2. c«Kí/‡cÖvMÖvg/wefv‡M Kv‡Ri j¶¨gvÎv Ges AR©b  

wmwi

qvj wba©vwiZ j¶¨ AR©b 

gvK© 

(1-5) 

1    

2    

3    

4    

5    
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3. Kg©xi wbR g~j¨vqb 

Kg©x‡`i ¯̂-

‡NvlYv/wb‡Ri 

m¤ú©‡K Kgx©i 

g~j¨vqb 

gšÍe¨/ch©v‡jvPbvi weeiY ¯^vÿi 

  

 

 

4. `ÿZv I ¸bvejx hvPvB 

wbgœwjwLZ ¸bvejx¸wji Dci (1- Lvivc | 2- DbœwZ cÖ‡qvRb | 3- m‡šÍvlRbK | 4- fv‡jv | 5-PgrKvi) D‡jøwLZ 

gvwK©s Kiæb 

`ÿZv I ¸bvejx 1- Lvivc 

2- DbœwZ 

cÖ‡qvRb 3- m‡šÍvlRbK 4- fv‡jv 

 
5-PgrKvi 

সময়ানুববেযো ☐ ☐ ☐ ☐ ☐ 

দাবয়ত্ব ☐ ☐ ☐ ☐ ☐ 

োষজর প্রবে আন্তবরেো। ☐ ☐ ☐ ☐ ☐ 

সহায়ে মষনাভাব ☐ ☐ ☐ ☐ ☐ 

আত্মববশ্বাস ☐ ☐ ☐ ☐ ☐ 

ধধ্ য ☐ ☐ ☐ ☐ ☐ 

সেো/ববশ্বস্তো ☐ ☐ ☐ ☐ ☐ 

ববলদান ☐ ☐ ☐ ☐ ☐ 

আনুগেয  ☐ ☐ ☐ ☐ ☐ 

ডনেৃত্ব ☐ ☐ ☐ ☐ ☐ 

অষনযর দৃষ্টিভবি ববচার েরা ☐ ☐ ☐ ☐ ☐ 

দরূদবশ যো ☐ ☐ ☐ ☐ ☐ 

বসদ্ধান্ত গ্রহষের ক্ষমো ☐ ☐ ☐ ☐ ☐ 

আষবগ বনয়ন্ত্রে ☐ ☐ ☐ ☐ ☐ 

উৎসাহ ☐ ☐ ☐ ☐ ☐ 

সাধারে জ্ঞান ☐ ☐ ☐ ☐ ☐ 

সংগঠন সম্পষেয স্পি ধারো ☐ ☐ ☐ ☐ ☐ 

বলি সম্পষেয স্পি ধারো ☐ ☐ ☐ ☐ ☐ 

অনযষদর প্রবে শ্রদ্ধা ☐ ☐ ☐ ☐ ☐ 
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৫. Kv‡Ri Dbœq‡bi Gwiqv Ges mgqmxgv 

উন্নতির ক্ষেত্রসমূহ 

পদক্ষেপ 

সমূহ 

সময়সীমা 

m¦ e¨e¯’vcbv  

 

Kv‡Ri mv‡_ Kgx©‡`i m¤ú„³Zv   

প্ যষবক্ষে ও মূলযায়ন ক্ষমো / বরষপাষ্টর্যং ক্ষমো   

সক্ষমো বৃন্সদ্ধ 

  

ড্াগাষ্াগ দক্ষো   

m¤ú‡`i myô e¨envi     

6. k„•Ljv I bxwZ 

wbb©‡qi gvcKvwV 
হ্াাঁ/না মন্তব্্ 

প্রেষল্পর বনষদযবশো ডমষন চলা   

সময়মে বরষপাষ্টর্যং   

উপবিবে এবং সময়ানুববেযো   

নীবেগে আচরে   

 

৭. সামতিক কম মেমিার সারাাংশ 

মূলযায়ন সময়োষল  me©‡gvU  gvK© এবং েম যক্ষমোর সারাংশ। 

সামবগ্রে gvK©: 

সারসংষক্ষপ মন্তবয:  

সাংগঠবনে ক্ষমো ☐ ☐ ☐ ☐ ☐ 

োবরগবর ক্ষমো ☐ ☐ ☐ ☐ ☐ 

স্পিভােীো ☐ ☐ ☐ ☐ ☐ 

বনরষপক্ষো ☐ ☐ ☐ ☐ ☐ 

ড্াগাষ্াগ ক্ষমো ☐ ☐ ☐ ☐ ☐ 

উপস্থিত বুন্সদ্ধ এবং সংষবদনশীলো ☐ ☐ ☐ ☐ ☐ 

gvK©      

me©‡gvU gvK©   
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৮. g~j¨vqb KwgwUi mycvwik 

• চুন্সক্তর ধারাবাবহেো: হযা াঁ / না 

• পষদান্নবে/‡eZb বৃন্সদ্ধ: হযা াঁ/না 

• প্রবশক্ষে প্রষয়াজন: হযা াঁ / না 

• অনয ডোন সুপাবরশ: 

 

Kg©KZ©v‡`i gZvgZ তব্ব্রণ 

mswkøó mycvifvBRv‡ii gZvgZ 

 

GBm Avi GÛ G¨vWwgb 

g¨v‡bRv‡ii gZvgZ 

 

 

cwiPvj‡Ki gZvgZ 

 

 

 

 

9. স্বাের 

মূল্যায়নকারীর স্বাক্ষর  

 ব্যব্স্থাপক,মানব্সম্পদ

ও প্রশাসন   

 

তাররখ  
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mshyw³-15 

`vwqZ¡ n¯ÍvšÍi 

¯§viK bs DË/Zvjv/             /20..                                            ZvwiLt ----------------- 

 

cÖwZ 

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

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

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

welq t c`Z¨vMcÎ  MÖnY I `vwqZ¡ n Í̄všÍi| 

wcÖq mnKg©x, 

Avcbvi AeMwi Rb¨ Rvbv‡bv hv‡”Q †h,---------------------ZvwiL `vwLjK…Z c`Z¨vMcÎwU M„wnZ 

n‡q‡Q| Avcbvi mKj †`bv cvIbv (hw` _v‡K) cwi‡kv‡ai Rb¨ cÖkvmb/wnmve wefvM cÖ¯‘Z| 

 

AZGe, AvMvgx 10 Kg© w`e‡mi g‡a¨ Avcbvi Dci Awc©Z mKj `vwqZ Ges cÖwZôvb n‡Z mieivnK…Z 

WKz‡g›U/¯’vqx-A ’̄vqx m¤ú` Avcbvi mycvifvBRvi/`vwqZˇcÖvß e¨w³i wbKU ey‡S w`‡q Zvi KvQ †_‡K 

QvocÎ MÖnYc~e©K DËiY AvÂwjK Kvh©vj‡qi cÖkvmb wefv‡M Rgv`vb mv‡c‡ÿ Avcbvi mKj cvIbv-

†`bv, AwfÁZvi mb` Ges P‚ovšÍ QvocÎ MÖn‡Yi Rb¨ Aby‡iva Kiv nj| 

ab¨ev`mn  

 

 

 

e¨e ’̄vcK, cÖkvmb 

 

Abywjwc: 
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mshyw³-16 

DËiY 

evox#32,d¬vU#we/1,‡ivW # 10/G,avbgwÐ,XvKv-1209 

QvocÎ 

1. bvg      :  

2. c`ex     :  

3. Kg© GjvKv     :  

4. Kg©m~Px/wefvM/cÖKí    :  

5. Kg©xi aiY(wbqwgZ/cÖKí/Pzw³wfwËK)  :  

6. Kv‡R †hvM`v‡bi ZvwiL(DËiY)   :  

7. Kv‡R †hvM`v‡bi ZvwiL(DËiYGi †K›`ª ch©v‡q) :  

8. c`Z¨vM/e`jx/Ae¨nwZi ZvwiL   :  

9. ‡kl Kg© w`e‡mi ZvwiL                                  :  

10. ‡eZb MÖn‡Yi me©‡kl ZvwiL   :  

11. QvocÎ cÖ`v‡bi ZvwiL(‡K›`ªª n‡Z)  :  

12. Drme †evbvm MÖn‡Yi me©‡kl ZvwiL  :  

13. QzwU †fv‡Mi weeiY: 

K) ˆbgwËK : cÖ‡hvR¨ bq  w`b  L) Amy¯’RwbZ  : cÖ‡hvR¨ bq w`b  

M) AwR©Z : cÖ‡hvR¨ bq w`b  N) gvZ…Z¡RwbZ  : cÖ‡hvR¨ bq w`b 

O) wkÿv  : cÖ‡hvR¨ bq  w`b  P) wcZ…Z¡RwbZ  : cÖ‡hvR¨ bq w`b 

Q)m½‡ivM : cÖ‡hvR¨ bq w`b            R) Ab¨vb¨ (hw` _v‡K) : cÖ‡hvR¨ bq w`b 

*mKj cÖKvi QzwU PjwZ eQ‡ii Rb¨ cÖ‡hvR¨ n‡e, cieZ©x eQ‡ii QzwUi †Kvb †Ri Uvbv n‡e bv| †Kvb QzwU 

bMw`KiYI Kiv hv‡e bv| 

14. gšÍe¨:(Kgx©i KZ©b mg~n t †eZb, FY, Avw_©K Awbqg, Ab¨vb¨| Kgx©i cvIbv mg~n t †eZb, wcGd, MÖvPz‡qwU, RvgvbZ, Ab¨vb¨ t  

 

 

¯^vÿi:  

Kg©xi bvg: 

¯^vÿi: 

wn:iÿK Kvg mycvifvBRvi 

 

¯^vÿi: 

eªvÂ g¨v‡bRvi 

 

¯^vÿi: 

Gwiqv g¨v‡bRvi 

 

¯^vÿi: 

hvPvBKvix 

(GgAvBGm) 

 

¯^vÿi: 

Aby‡gv`bKvix 

 

we: ª̀: cÖ‡hvR¨ bvn‡j cÖ‡hvR¨ bq wjLyb 

 

Abywjwc: 

1. mgš^qKvix wnmve I A_© 

2. mswkøó Kg© m~Px cÖavb 

3. e¨e ’̄vcK,cÖkvmb 

4. Awdm bw_ 



77 | c„ôv 

 

        

mshyw³-16(K) 

 

QvocÎ 

 

ZvwiLt ------------- Bs 

 

GBg‡g© QvocÎ cÖ`vb Kiv hv‡”Q †h, bvgt------------------------------, wcZvt-------------------

--------, MÖvgt-----------------------, WvKt--------------------, Dc‡Rjvt--------------- 

†Rjvt---------------, MZ ---------------Bs ZvwiL n‡Z ---------------Bs ZvwiL ch©šÍ AÎ 

cÖwZôv‡b  --------------------- cÖK‡í/wefv‡M ---------------- c‡` Kg©iZ wQj| 

 

---------------Gi wbKU DËiY Gi †h mKj bw_cÎ, m¤ú`, bM` A_© cÖf„wZ wQj Zv †m mswkøó 

KZ©„cÿ‡K h_vh_fv‡e n Í̄všÍi K‡i‡Q| Zvi wbKU DËiY Gi †Kvb cvIbv ev `vex bvB| 

  

Avwg Zuvi Rxe‡bi me©v½xb g½j Kvgbv Kwi| 

 

 

AvšÍwiK ab¨ev`mn 

 

 

 

e¨e ’̄vcK, cÖkvmb 
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mshyw³-17 

 

 

AwfÁZvi mb`cÎ 

 

ZvwiLt --------------- Bs 

 

GBg‡g© cÖZ¨qb Kiv hv‡”Q †h, bvgt ------------------------------------, wcZvt -----------------

----------, MÖvgt ----------------------, WvKt --------------------, Dc‡Rjvt --------------, 

†Rjvt ----------------, MZ ----------------Bs ZvwiL n‡Z -------------------------------Bs 

ZvwiL ch©šÍ AÎ cÖwZôv‡b cÖK‡í/wefv‡M ------------- c‡` Kg©iZ wQj| 

   

AÎ ms ’̄vq Kg©iZ _vKvKvjxb mg‡q wZwb h‡_ó `¶Zv I †hvM¨Zvi mv‡_ Awc©Z `vwqZ¡ I KZ©e¨ cvjb 

K‡i‡Qb| 

 

Avwg Zuvi Rxe‡bi me©v½xb g½j Kvgbv Kwi| 

 

 

AvšÍwiK ab¨ev`mn 

 

 

 

e¨e ’̄vcK, cÖkvmb 
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mshyw³-18                                             

 

†NvlYv cÎ 

 

ZvwiLt ------------- Bs 

 

GBg‡g© †NvlYv KiwQ †h, Avwg -----------------------------, wcZvt ----------------------------, 

MÖvgt ------------------------------, WvKt ------------------, Dc‡Rjvt -----------, †Rjvt ----

------, MZ -------------- Bs ZvwiL n‡Z ---------------- Bs ZvwiL ch©šÍ AÎ cÖwZôv‡b ----------

------------------ cÖK‡í/wefv‡M --------------------- c‡` Kg©iZ wQjvg| 

 

AZGe, Avwg Avgvi m¤ú~Y© Kg© w`e‡mi †eZb Ges cÖKí KZ©„K cÖ‡`q Ab¨vb¨ mKj my‡hvM myweav 

h_vh_fv‡e ey‡S †c‡qwQ| DËiY ms ’̄vi wbKU Avgvi †Kvb wKQy cvIbv ev `vex bvB| 

 

 

ab¨ev`mn    

    

 

(----------------) 
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mshyw³-19 

DËiY 

nvDR:-32(2q Zjv), †ivW: 10/G, avbgwÛ Avi/G, XvKv-1209 

Awf‡hvM dg© t                                                                  ZvwiLt.................... 

Awf‡hvMKvix Ges Awf‡hvM Gi weeiY t 

 

Awf‡hvMKvixi bvg t ....................................................m¤úK©t 

Kg©x/myweav‡fvMx/‡÷K‡nvìvi/‡fÛi/Ab¨vb¨..................... 

c`ext....................................Kg©xi Awdm AvBwW bs t .................................. Kv‡R †hvM`v‡bi 

ZvwiLt.......................  

Awf‡hvMKvixi 

Kg©¯’v‡biwVKvbvt............................................................................................................................ 

Awf‡hvMKvixi ¯’vqx wVKvbvt 

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

Awf‡hvM msNU‡bi ZvwiL, mgq Ges ’̄vb t 

 

NUbvi we¯ÍvwiZ weeiY (NUbvi mv‡_ m¤ú„³ e¨vw³e‡M©i bvg Ges Ab¨vb¨ Z_¨vw`) t 

 

 

 

Avcbvi g‡Z †h mKj Kg©cš’v, Kvh©cÖYvjx Ges wb‡`©wkKv j•Nb Kiv n‡q‡Q (D‡jøL Kiæb) t 
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Awf‡hv‡Mi †cÖwÿ‡Z Avcbvi cÖ¯ÍvweZ mgvavb (gZvgZ cÖ`vb Kiæb) t 

 

 

Avcwb Avcbvi cwiPq †Mvcb ivL‡Z Pvb wKbv?      

 

Awf‡hvMKvixi ¯^vÿi t.....................................................................................................  

ZvwiL t....................... 

MÖnYKvix t...................................................................................................................... 

ZvwiL t....................... 

 

 

mgvß 
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