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zxLbgu/ gu/kflnsf

:yfgLo /fhkq
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efu–@
zxLbgu/ gu/kflnsfsf]

  ;jf/L ;fwg ;+rfng tyf Joj:yfkg sfo{ljlw–@)&^
                        sfo{kflnsfjf6 :jLs[t ldltM @)&^÷)#÷% 
k|:tfjgf M
 lhG;L ;dfg ;jf/L ;fwg, oflGqs pks/0fsf] ;+rfng 
clen]v Joj:yfkg, dd{t ;Def/, ;+/If0f / ;jf/L ;fwgsf] 
lgoGq0f u/L, u|fld0f s[lif ;8s, ;8s dd{t ;Def/ ef}lts 
k'jf{wf/ lgdf{0f, ;/–;kmfO{ Joj:yfkg cfktsflng ;]jf p4f/ 
cfo–cfh{g sfo{df ;bpkof]u ug{÷u/fpg jf~5lgo ePsf]n] 
zxLbgu/ gu/sfo{kflnsfn] of] sfo{ljlw agfO{ nfu" u/]sf] 5 .

kl/R5]b – !
;+lIfKt gfd, k|f/De / kl/efiff

!=  kl/efiff M– ljifo jf k|;+un] csf]{ cy{ gnfu]df of] sfo{ljlwdf .

 @=  ;b:osf] kbfjlw M– hg lgjf{lrt kbflwsf/Lsf] ;b:osf] 
kbfjlw lgh kbfjlw /x] ;Dd /xg] 5 . tyf sdr{rf/L 
sf] kbfjlw lgh cfˆgf] kbdf jxfn /x] ;Dd /xg] 5 .

 #=   ;ldltsf] sfd st{Jo / cwsf/M– cGo n]lvPsf] sfd 
st{Jo clwsf/sf cltl/Qm ;jf/L ;fwg Joj:yfkg 
tyf ;+rfng ;ldltsf] sfd st{Jo / clwsf/ b]xfo 
jdf]lhd x'g] 5 .

   s=  ;jf/L ;fwg k|of]u u/LM– gu/÷j8f If]q leq 
;fj{hlgs ;8s lgdf{0f, s[lif ;8s dd{t 
;Def/, ;/–;kmfO{ ;DalGw sfo{of]hgf jgfO{ 
sfo{kflnsfjf6 ah]6 :jLs[t u/fO{ gu/ 
;efjf6 kfl/t u/fpg] .

   v=  ;jf/L ;fwg / rfns a:g] 7fpF÷:yfg 
Joj:yfkg ug]{

   u=  ljz]if kl/l:ylt, cfktsfnLg Joj:yfsf] nflu 
lgdf{0f ;fdu|L vl/b, HofdL Hofnf aGbf]a:t 
ug{ sfo{kflnsfaf6 ah]6 :jLs[t u/fO{ gu/ 
;efaf6 kfl/t u/fpg] .

   3=  gu/kflnsfsf] ;jf/L ;fwg / d];g/L cf}hf/ 
k|of]u u/L agfOPsf s[lif ;8s, u|fdL0f 
;8s, ;8s dd{t ;Def/sf] cg'udg d'Nofª\sg 
u/L u/fO{ ;DkfbLt of]hgfsf] cfjlws clen]v

     /fVg nufpg] .
   ª=  gu/kflnsfdf ePsf] ;jf/L ;fwg d];g/L           

cf}hf/n] gEofP yk ;jf/L ;fwg d];g/L         
cf}hf/ ef8fdf lnO{ u|fdL0f ;8s, s[lif ;8s 
dd{t ;Def/ sfo{ of]hgf ;+rfng ug{ cfjZos 
eP n=O{= adf]lhd sfo{kflnsfaf6 ah]6 :jLs[t 
u/fO{ gu/ ;efaf6 kfl/t u/fpg] .
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  s=  sfo{ljlw eGgfn]M– zxLbgu/ æ;jf/L ;fwg 
;+rfng tyf Joj:yfkg sfo{ljlw @)&^Æ nfO{  
;Demg' k5{ .

  v=  gu/kflnsf eGgfn]M– zxLbgu/ gu/kflnsf 
ob's"xf wg'iffnfO{ ;Demg' k5{ .

  u=  ;ldlt eGgfn]M– sfo{ljlwsf] bkmf–@ pk bkmf–! 
jdf]lhd ul7t ;jf/L ;fwg Joj:yfkg tyf 
;+rfng ;ldltnfO{ ;Demg' k5{ .

  3=  gu/ k|d'v eGgfn]M– zxLbgu/ gu/kflnsfsf] 
gu/ k|d'v nfO{ ;Demg' k5{ .

  ª=  pk–k|d'v eGgfn]M– zxLbgu/ gu/kflnsfsf] 
gu/ pk–k|d'v nfO{ ;Demg' k5{ .

  r=  k|d'v k|zf;sLo clws[t eGgfn] M– zxLbgu/ 
   gu/kflnsfsf] k|=k|=c= nfO{ ;Demg' k5{ .

  5=  ;+of]hs eGgfn]M– ;jf/L ;fwg Joj:yfkg tyf 
;+rfng ;ldltsf] ;+of]hsnfO{ ;Demg' k5{ .

  h=  ;b:o eGgfn]M– ;jf/L ;fwg Joj:yfkg tyf 
;+rfng ;ldltsf] ;b:ox?nfO{ ;Demg' k5{ .

  em=  xn'sf -;fgf_ ;jf/L ;fwg eGgfn]M– % 6g eGbf 
slDt jhg ePsf] zxLbgu/ gu/kflnsfsf] 
;jf/L ;fwg df]6/ ;fOsn, kfj/ l6n/, PDa'n]G;, 
lhk, lk–sk, 6«foS6/, ;]km6L 6}+s h:tf ;jf/L 
;fwgnfO{ ;Demg' k5{ . 

  `= demf}nf ;jf/L ;fwg eGgfn] M– % 6g eGbf dfly 
   !) 6g ;Ddsf] ldgL 6«s, lhk, lk–sck, Eofg, 
   qm]g h:tf ;jf/L ;fwgnfO{ ;Demg' k5{ .
  6=  7"nf] ;jf/L ;fwg eGgfn] M– !) 6g eGbf dfly 

jhg ePsf] 6«ofS6/, bdsn, 8f]h/, nf]8/, qm]g 
h:tf ;jf/L ;fwgnfO{ ;Demg' k5{ .



  7=  sfof{no k|of]hg eGgfn]M– zxLbgu/ gu/kflnsf 
If]q leq :yflgo ;8s lgdf{0f, u|fdL0f af6f] 
dd{t ;+Def/ ;/ ;kmfO{, b}ljs k|sf]k, ljkt 
Joj:yfkg, nufotsf] sfo{k|of]hgdf ;ldltsf] 
lg0f{o adf]lhd df6f] jfn'jf, lu6L, ;fdfu|L–vl/b  
9'jfgLdf k|of]u ul/g] ;jf/L ;fwgnfO{ ;Demg' 
k5{ .

  8=  Joj;fo k|of]hg eGgfn]M– gu/ / j8f If]q leqsf 
s'g} JolQm, ;+:yfn] JolQmut lxt, ;+:yfsf] lxt 
sfo{df cg';"rL–! jdf]lhd ;jf/L ;fwg ef8fdf 
lng] b/vf:t lbO{ cg';"rL–@ jdf]lhd lgwf{l/t 
ef8f lt/L cg';"rL–# jdf]lhd cg'dlt k|fKt 
ul/ ;jf/L ;fwg ;'ljwf pkof]u ug]{ sfo{ nfO{ 
;Demg' k5{ .

kl/R5]b – @
xn'sf / ef/L ;jf/L ;fwg, ofGqLs pks/0f d];g/L cf}hf/

  Joj:yfkg tyf ;+rfng ;ldlt  

@= ;jf/L ;fwg Joj:yfkg tyf ;+rfng ;ldltM– 
 !=  lgDg jdf]lhd gu/ k|d'vsf] ;+/If0fdf ;jf/L ;fwg 

Joj:yfkg tyf ;+rfng ;ldlt u7g ul/g]5 . 
  gu/ pk–k|d'v  –;+of]hs
  k|d'v k|zf;sLo clws[t                  –;b:o 
  cfly{s k|;fzg zfvf k|d'v                –;b:o
  k|fljlws zfvf k|d'v                      –;b:o
  k|zf;g zfvf k|d'v                        –;b:o  
  of]hgf zfvf k|d'v                       – ;b:o 

  lhG;L / :6f]/ zfvf k|d'v           – ;b:o ;lrj
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   r=  jiff{ofddf ;8s Ifltu|:t e} cfjfudg jGb 
x'g] x'Fbf gu/ If]q leqsf ;8s oftfoft 
;'rf? / ;+rfng ug{ df6f] jfn'jf lu§L ;+u|x 
ul/ /fVg] Joj:yf ldnfpg] . tyf ;8sdf 
ePsf] ;–;fgf vfN8f] k'/L dd{t ;+Def/ 
ug]{÷u/fpg] . 

   5=  cg';"rL–$ jdf]lhd xn'sf tyf ef/L ;jf/L 
;fwg clen]v lstfj /fVg nufpg] .

   h=  cg';"rL–% jdf]lhd ef8fdf lbPsf] ;jf/L 
;fwgsf] clen]v /fVg nufO{ cg';"rL–^ 
jdf]lhd (Time Sheet) rfnsaf6 lnO{ 
;jf/L ;fwgsf] b}lgs sfo{ ;Dkfbg ljj/0f 
/fVg nufpg] .

   em=  ;jf/L ;fwgsf] Joj:yfkg tyf lgoldt 
;+rfngsf] Joj:yf ldnfpg plrt k|jGw 
ug]{ . dd{t ;Def/ ug{' kg]{ ;jf/L ;fwgsf] 
cg';"rL–& jdf]lhd ;jf/L ;fwg dd{t tyf 
;+/If0f cfj]bg kmf/d rfns jf6 eg{ nufO{ 
;jf/L ;fwgsf] cg';"rL–* jdf]lhd dd{t 
;+ef/ tyf ;+/If0f clen]v lhG;L zfvfdf 
/fVg nufpg] .

   `=  ;jf/L ;fwg Joj:yfkg, ;+rfng / ;+/If0f 
ug{ cfjZos lg0f{o ug]{ .

   6=  ;jf/L ;fwgsf] rfns tf]ls ;+rfng tyf      
/]vb]vsf] lhDdf nufpg] .

 $=   ;+of]hssf] sfd st{Jo / clwsf/M– ;+of]hssf] sfd 
st{Jo / clwsf/ b]xfo jdf]lhd x'g] 5 .

   !=  ;ldltsf] a}7s j;fpg ;b:o ;lrj nfO{ 
lgb]{zg lbg] .
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  #=  ;fj/L ;fwg ;+rfngdf s]lx ;d:of pTkGg eP 
dd{t ;+ef/ u/fpg' k/], :k]o/ kf6{ k'hf{ O{Gwg 
df]ljn cfjZos k/] ;f]sf] hfgsf/L ;ldltsf] 
;DalGwt kbflwsf/LnfO{ lnlvt hfgsf/L lbO{ , nfut 
cg'dfg :jLs[t u/fO{ ;fj{hlgs vl/b k|s[of 
cjnDag u/L cg';"lr & adf]lhd dd{t cfb]z 
lnO{ js{zk, dd{t s]Gb|af6 ;jf/L ;fwg dd{t 
u/fO{ rfn' cj:yfdf NofO{ sfof{non] tf]s]sf] 7fFp 
jf sfof{no sDkfp08 leq /fVg' kg]{ 5 . 

  $=  sfof{no jf ;ldlt jf kbflwsf/Ln] jf]nfPsf] avt 
t'?Gt xflh/ e} cfb]zfg';f/ ;jf/L ;fwg ;+rfng 
ug{' kg]{5 . 

  %=  sfof{nosf] cg'dtL, cfb]zfg';f/ ef8fdf lbPsf] 
;jf/L ;fwg ef8fdf lng] ;]jfu|fxLnfO{ tf]lsPsf] 
;jf/L ;fwgsf] ;]jf ;'ljwf lbO{ ;jf/L ;fwg tyf 
d];g/L cf}hf/ sfof{nodf lkmtf{ Nofpg' kg]{ 5 .

  ^=  sfof{no k|of]hg / Jofj;foLs k|of]hgdf k|of]u 
ePsf] cfˆgf] lhDdfdf /x]sf] ;fj/L ;fwgsf] b}lgs 
sfo{ ;Dkfbg ljj/0f cg';"rL–^ e/L ;+of]hsjf6 
k|dfl0ft u/fO{ ;]jf s/f/ ;Demf}tf jdf]lhd dfl;s 
tna / kfl/>lds ;'ljwf e'QmfgLsf] nflu dfl;s 
?kdf sfof{nodf k]z ug{' kg]{ 5 .

  &=  cfkm"nfO{ ;+rfng ug]{ tf]lsPsf] ;jf/L ;fwg afx]
s clwsf/ k|fKt clwsf/Lsf] cfb]zf j]u/ rfnsn] 
cGo s'g} ;jf/L ;fwg rnfpg kfpg] 5}g .
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   @=  ;ldltsf] kbflwsf/LnfO{ sfo{ lhDd]jf/L 
tf]Sg] .

   #=  ;ldltsf] lg0f{o sfof{Gjo ug{÷u/fpg k|d'v 
k|zf;lso clws[tnfO{ ;ldltsf] lg0f{osf] 
k|dfl0ft k|ltlnkL k7fpg nufpg] .

   $=  ;jf/L ;fwg ;+rfng ug{ rfnsnfO{ lgb]{zg 
lbg] .

   %=  ;jf/L ;fwgsf] b}lgs sfo{ ;Dkfbg ljj/0f 
k|dfl0ft ug]{ .

   ^=  ;jf/L ;fwgsf] ;+rfngsf] l:yLlt cj:yf 
a'emg slDtdf # dlxgfdf Ps k6s clgjfo{ 
?kdf ;ldltsf] a}7s a;fpg] .

 %=  k|d'v k|zf;lso clws[tsf] sfd st{Jo / clwsf/M–
   !=  ;ldltsf] lg0f{o sfof{Gjog ug{]÷u/fpg]] .

   @=  ;jf/L ;fwg ;+of]u ul/ ;+rflnt of]hgf 
dd{t ;+ef/ ;/–;kmfO sfo{sf] cg'udg tyf 
lgl/If0f ug{]÷u/fpg] .

   #=  ;jf/L ;fwgsf] lhG;L nfut  ;+Def/ ;+/If0f 
ul/ rfn' cj:yfdf /fVg ;dGjo÷;xof]u 
ug]{ .

   $=  lhG;L ;dfg ;jf/L ;fwg b'?kof]udf lgoGq0f 
ug]{ .

   %=  ;ldltsf] lg0f{o cg';f/ dd{t ;Def/ ug{'kg]{ ;jf/L 
;fwgsf] k|fljlws lgl/If0f tyf nut cg'dfg 
:jLs[t u/L ;fj{hlgs vl/b k|s[of ckgfO{ 
dd{t lgdf{0f sfo{sf] cfb]z lbg] .
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 ^=  ;b:osf] sfdM–
   != a}7sdf ;xefuL x'g] .
   @= /fo ;Nnfx lbg] .
   #= lg0f{o sfof{Gjogdf ;xof]u ug{ .
   $= ;ldltn] lbPsf] lhDd]jf/L k'/f ug]{ .
 &=  ;b:o ;lrjM–
   !=  ;ldltsf] ;+of]hssf] lgb]{zg jdf]lhd a}7s 

jf]nfpg] .
   @=  k|To]s ;jf/L ;fwg d];g/L cf}hf/sf] clen]v 

Joj:yLt ug]{ .
   #=  ;jf/L ;fwg dd{t ;Def/ u/fO rfn' cj:yfdf 

/fVg]÷/fVg nufpg] .
   $= ;ldltsf] lg0f{o sfof{Gjo ug]{÷u/fpg] .
   %=  ;ldltsf] lg0f{o k'l:tsf, cg';"rL–! b]lv 

cg';"rL–* ;Ddsf clen]v sfuhft, ljj/0f 
kmf/d, clen]v lstfj cfˆgf] lhDdf ;'/lIft 
/fVg] .

   ^=  ;ldltsf] ;+of]hs / k|=k|=c= n] tf]s]sf] ;jf/L 
;fwg Joj:yfkg tyf ;+rfng ;+u ;DalGwt 
sfd ug]{÷u/fpg] .

   &=  ;jf/L ;fwgsf] gfd;f/L, gjLs/0f tyf ljdf 
;DaGwL sfo{ ug]{ u/fpg] .

   *=  ;jf/L ;fwg / d];g/L cf}hf/ dd{t u/fpFbf 
km]l/Psf kf6{k'hf{ lkmtf{ df+u u/L ;'/lIft /fVg] .

 *= rfnssf] sfd st{Jo / clwsf/ M–
  !=  h'g ;jf/L ;fwgsf] nflu ;]jf s/f/df ePsf] xf] 

To; ;jf/L ;fwgsf] /]v b]v ;+/If0fsf] lhDdf lng' 
kg]{5 .

  @=  ;jf/L ;fwg rfn' cj:yfdf /fVg' kg]{5 .
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  *=  k|To]s ;jf/L ;fwg / d];Lg k|of]udf ePsf] OGwg 
vr{sf] nua's -d=n]=k=kmf=g+= ()%_ bf]>f] k6s 
OGwg df+u ubf{ klxnf] k6ssf] / t]>f] k6s df+u 
ubf{ bf]>f] k6ssf] qmdz nu a's ;jf/L ;fwg 
r9g] jf k|of]u ug]{ jf ;+rfng ug{ jf ef8fdf lbg 
cfb]z lbg] clwsf/Laf6 k|dfl0ft u/fO{ k]z ug]{ .

kl/R5]b–#
oflGqs pks/0f ef8Þf, u|fld0f s[lif ;8s lgdf{0f, df6f]÷afn'jf 

lu§L, 9'jfgL ;DalGw Joj:yf M
#=  ;jf/L ;fwg ef8 Þf M– -!_ gu/ If]q leqsf s'g} JolQm 

tyf ;+:yfn] JolQmut tyf ;fd'bflos lxt sfo{sf] nflu 
gu/kflnsfsf] oflGqs pks/0f÷;jf/L ;fwg ef8Þfdf lng 
rfx] cg';"rL–! adf]lhdsf] b/vf:t lbO{ cg';"rL–@ adf]lhd 
lgwf{l/t ef8Þf lt/L cg';"rL–# adf]lhdsf] ;jf/L ;fwg 
;'ljwf pkof]usf] cg'dtL lnO{ ef8Þfdf lng ;lsg] 5 .

 @= j8f sfof{nox?n] ;jf/L ;fwg k|of]u ug]{ ;DalGw Joj:yfM–
  -s_  j8f sfof {nox?n] cf–cfˆgf ] j8f–If ]q leqsf  

  u|fld0f s[lif ;8s, ;8s v08x? dd{t ;Def/ u/fpg 
j8f ;ldltsf] lg0f{o ;lxt ;jf/L ;fwg÷oflGqs 
pks/0f pknAw u/fO{ lbg gu/ sfof{nodf cg'/f]w 
kq n]lv k7fpg' kg]{ 5 .

 -v_  j8f sfofnon] u|fld0f s[lif ;8s, ;8s v08x? 
dd{t ;+Def/, ;/–;kmfO{ h:tf sfo{x? u/fpg 
gu/kflnsf ;+u ;jf/L ;fwg÷oflGqs pks/0f dfu 
u/]df gu/kflnsfn] nfUg] OGwg pknAw u/fO{ rfns 
-8«fOe/_ ;lxt ;jf/L ;fwg÷oflGqs pks/0f j8f 
sfof{nonfO{ pknAw u/fpg' kg]{5 .
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 -$_   ljbf tyf sfhM–;jf/L rfnsn] :yflgo ;]jfsf 
sd{rf/Lx?n] kfpg] ljbf ;/x g} x'g]5  t/ cfktsflng 
ca:yfdf sfof{no nfO{ cfjZos k/]sf] j]nf pkl:yt 
e} ;jf/L ;fwg ;+rfng ug{' kg]{ 5 .

kl/R5]b – %
ljljw

*=   ;jf/L ;fwg / ofGqLs pks/0f d];g/L cf}hf/sf] lhDdf ;DaGwdfM– 
 !=  ;jf/L ;fwgsf] clen]v joj:yfkg M sfo{non] vl/b 

u/]sf jf k|fKt ePsf lhG;L ;jf/L ;fwg oflGqs 
pks/0fsf] clen]v cg';"rL–^ adf]lhd /fVg] sfo{ 
lhDd]jf/L lhG;L zfvf k|d'v :6f]/ lsk/sf] x'g]5 .

 @=  ;jf/L ;fwg -:6f]/ zfvf k|d'v_ sf] lhDdfdf /xg]     
5 . lhG;L :6f]/ zfvfn] ;ldltsf] lg0f{ofg';f/ ;jf/L 
;fwg rfnsnfO{ lhDdf nufpg' kg]{ 5 . clVtof/ 
k|fKt clwsf/Lsf] cfb]zf j]u/ ;jf/L ;fwg ;+rfng 
ul/g] 5}g . ;ldlt jf sfof{non] tf]s]sf] :yfgdf 
;jf/L ;fwgrfnsn] ;'/lIft /fVg' kg]{5 . ;jf/L 
;fwg ;+/If0fsf] bfloTj ;alGwt ;j}sf] x'g]5 . 
;jf/L ;fwg dd{t ;Def/ u/fO{ rfn' ca:yfdf /fVg 
rfnsn] cg';"rL–& jdf]lhdsf] ;jf/L ;fwg dd{t 
;+/If0f cfj]bg kmf/d lhG;L :6f]/ zfvf k]z ug{' 
kg]{ 5 . lhG;L :6f]/ zfvf k|d'vn] clwsf/ k|fKt 
clwsf/Lsf] :jLs[lt lnO{ k|fljlws lgl/If0f u/fO{ nut 
cg'dfg :jLs[t u/fO{ ;fj{hlgs vl/b k|s[of cg';f/ 
;jf/L ;fwg d];g/L cf}hf/sf] dd{t ;Def/ u/L rfn' 
cj:yfdf /fVg] sfo{df ;dGjo ;xof]u ug{' kg]{5 .
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 -u_  sfd ;DkGg eP kl5 j8f sfof{non] rfns -8«fOe/_ 
;lxt ;jf/L ;fwg÷oflGqs pks/0f gu/kflnsfdf 
lkmtf{ k7fpg' kg]{5 .

 #=  lgdf{0f ;fdu|L vl/b tyf HofdL Hofnf aGbf]a:t ;DalGw 
Joj:yf M–

 -!_  jiff{ofddf– gu/ If]q leqsf ;8s v08x? jif]{gL 
IflQu|:t e} ;fj{hlgs oftfoft cj?4 x'g] / To;af6 
pTkGg si6s/ cj:yfnfO{ cGt ug{sf nflu 
gu/kflnsfn] cfˆgf] ;jf/L ;fwg÷oflGqs pks/0f 
k|of]u ul/ ;fj{hlgs oftfoft ;'rf? ug{ / si6s/ 
cj:yfnfO{ Go"lgs/0f ug{ df6f], afn'jf, lu§L, O{§f, 
af]n8/, hfnL h:tf lgdf{0f ;fdu|L ;fj{hlgs vl/b 
k|s[of / :jLs[t ah]6 clwg vl/b, ;+ro, lgdf{0f, 
dd{t ;Def/ sfo{ ug{'÷u/fpg' kg]{5 .

 -@_  jiff{ofddf IflQ x'g] ;8s v08x? dd{t ;Def/sf 
nflu vl/b, 9'jfgL, ;+ro ul/Psf] df6f], afn'jf, lu§L, 
O{§f, af]n8/, hfnL h:tf ;fdu|Lx? jiff{ofd kl5 art 
/x]df gu/If]q leqsf ;8s dd{t ;Def/ sfo{df 
k|of]u ug{' kg]{5 .

 -#_  k|rnLt ;fj{hlgs vl/b P]g / lgodfjnL cg';f/ 
cfktsflng cj:yfdf ;8s dd{t ;+Def/ ug{ 
;fdu|L af]n8/, lu§L, afn'jf, O{§f, l;d]G6, 58Þ, hfnL, 
Xo'dkfOk, lah'nL tf/ kf]n, 6]lnkmf]g kf]n vl/b tyf 
9'jfgL ul/ ;+ro ug{' kg]{5 .

 -$_  cfktsfnLg cj:yf kl/ Ifltu|:t ;8s v08x? 
dd{t ;Def/sf] sfo{df HofdL Hofnf :jLs[t :yflgo 
b/ adf]lhd 7]Ssfdf nufpg ;lsg] 5 .

 -%_  cfktsflng cj:yfdf gu/ If]q leqsf Ifltu|:t 
;8s v08x? dd{t ;Def/ u/fpFbf nfUg] HofdL 

10

Hofnfsf], 8f]/ xflh/L kmf/d /fVg'kg]{5 / cfjZos k/] 
lgdf{0f pks/0f, ;jf/L ;fwg÷d];g/L cf}hf/ ;fj{hlgs 

  36f36 u/fO{ Go'Gtd b//]6df ef8fdf lng ;lsg]5 .  
   :yflgo b/–/]6df Hofnf lbO{ ld:qL sfnLu9 >ldssf] 

8f]/ xflh/L kmf/d ;lsg] 5 .
 -kl/R5]b – $

;jf/L ;fwg rfnssf] lgo'lQm tyf ;]jf sf ;t{x?M
$=  ;jf/L ;fwg rfnsf] b/aGbL, of]Uotf, ;]jf;t{ tyf ;'ljwfM– 

-!_  cg';"rL–@ df pNn]lvt ;jf/L ;fwgsf] rfnssf] 
lgo'lQm, s/f/df sd{rf/L Joj:yfkg ug{] ;DalGw, 
sfo{ljlw @)&^ adf]lhd x'g] 5 . ;jf/L rfnssf] 
b/aGbL >[hgf g=kf=sf] :jLs[t ;+u7gfTds ;+/rgf b/
aGbL k|:tfj gu/ ;efaf6 kfl/t eP adf]lhd x'g]5 .

 -@_  ;jf/L rfnssf] of]UotfM– ;jf/L rfnssf] of]Uotf b]xfo 
jdf]lhd x'g] 5 .

  != sDtLdf cwf/e't tx plt0f{ u/]sf] . 
  @= ;fj/L rfns cg'dtL k|fKt u/]sf] .
  #=  g}lts ktg b]lvg] ck/fwdf cbfnt af6 bf]ifL 

g7x/LPsf] 
  $= !* jif{ k'/f e} $% jif{ ggf3]sf] .
 -#_ ;jf/L rfnssf] ;]jf ;'ljwfM– 
  !=  ;jf/L rfnssf] tna ;'ljwf s]G› ;/sf/sf] 

rfnssf] ;'ljwf tf]lsP ;/x ga9g] ul/ ;]jf 
s/f/ ;Demf}tfaf6 to ul/g]5 .

  @=  ;]jf s/f/ ePsf ;jf/L rfnssf] tna ;'ljwf 
lng' k'j{ k|dfl0ft xfh/L kmf/d cfˆgf] lhDdf             
tf]lsPsf] ;jf/L] ;fwgsf] b}lgs sfo{ ;Dkfbg 
ljj/0f e/L ;+of]hs jf6 k|dfl0ft u/fO k]z ug{' 
kg]{ 5 . 

11
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cg';"rL – !
-sfo{ ljlwsf] bkmf–! -8_ ;+u ;DalGwt_

;jf/L ;fwg ef8fdf lng] b/vf:t kmf/d

>L zxLbgu/ gu/sfo{kflnsfsf] sfof{no 

ob's"xf, wg'iff .

ljifoM– ;jf/L ;fwg efF8fdf kfpm .

 pk/f]Qm ;DaGwdf ToxfFsf] ;jf/L ;fwg ;+rfng tyf Joj:yfkg 
sfo{ljlw @)&^ sf] bkmf–! -ª_ sf] cg';"rL–@ cg';f/ ef8f lt/L lgDg 
jdf]lhdsf] ;jf/L ;fwg ef8Þfdf lng of] b/vf:t k]z ub{5' .

tklzn

l;=g+= ef8fdf lng] 
;jf/Lsf] gfd

sfdsf] 
ljj/0f

ef8fdf lng rfx]sf] hDdf /sd s}lkmot

ldlt ;do OsfO{ k|lt O{sfO b/
b]vL ;Dd

lgj]bsM–
>L ========================================================== j8f g+= ============
b:tvtM–                                 ldltM–

-=========== k|of]hgsf] nflu_

;jf/L ;fwgsf] ljj/0f M–

l;=g+= ;jf/L ;fwgsf] gfd O{sfO b/
:yfg OGwg vr{ cg'dfg -ln=_ s}lkmot

b]vL ;Dd k]6«f]n l8hn df]lan cflb
!= PDa'n]G;
@= l6km/
#= 6«fS6/
$= Jofk xf]–n]8/ 
%=

sfof{no k|d'vsf] cfb]; M=========================================================================================
=========================================================================================================================
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cg';"rL – #
-sfo{ ljlwsf] bkmf–! -8_ ;+u ;DalGwt_
;jf/L ;fwg ef8fdf lbPsf] cg'dtL kq

zxLbgu/ gu/kflnsf
ob's"xf, wg'iff

ljifoM– cg'dlt lbPsf] .
>L ==================================
j8f sfof{no g+= =================

 pk/f]Qm ;DaGwdf tkfO{n] o; g=kf=sf] lgDg pNn]lvt ;jf/L 
;fwg ef8fdf lng ldlt =========== df lbg' ePsf] lgj]bg cg';f/ ;jf/L 
;fwg ef8f jfkt ltg{' kg]{ /sd /=g+= ====== af6 ldlt ============== df        
?= =================== bflvnf ul/ ;Sg' ePsf] x'Fbf tkfO{nfO{ ;jf/L ;fwg 
;]jf pkof]u ug]{ of] cg'dlt kq lbPsf] 5 . tklzndf pNn]lvt 
lgwf{l/t ;do l;df leq ;jf/L ;fwg÷;]jf pkof]u ul/ rfns ;lxt 
;jf/L ;fwg lkmtf{ k9fO{ lbg' x'g cg'/f]w ul/G5 .

tklzn

l;=g+= ;jf/L ;fwgsf] 
gfd rfnssf] gfd sfdsf] 

ljj/0f

;jf/L ;fwg ;]jf k|of]u x'g]
O{sfO{ 

-lbg÷306f_

s}lkmot

ldlt ;do
b]vL ;Dd

af]wfy{ tyf sfofy{ M–
  >L j8f sfof{no g+= ===================
rfns >L ============================================
     z=g=kf=, ob's"xf M–  -pNn]lvt sfd, ;do l;df leq ;jf/L ;fwg   

;]jf lbO{ ;jf/L ;fwg lkmtf{ Nofpg' x'g_

========================
sfof{no k|d'v
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cg';"rL–&
-sfo{ ljlwsf] bkmf–@ sf] pkbkmf #-em_ ;+u ;DalGwt_

zxLbgu/ gu/kflnsf 
sfof{no sf]8 g+=

dd{t, ;Def/ tyf ;+/If0f cfj]bg kmf/d
cfly{s jif{ @)========= ;fn==============dlxgf

;jf/L ;fwgsf] gfdM–                      dd{t cfj]bg kmf/d g+=
rfnssf] gfd M–                       ldlt M
uf8L ;+s]t g+= M–

qm=;+= ;fdfgsf] 
ljj/0f

;dfg 
klxrfg g+=

cg'dflgt dd{t
nfut

dd{t ug{'kg]{
sf/0f

dd{t cfj]bgstf{sf]
gfd / ;xL s}lkmot

! @ # $ % ^ &

s'n hDdf /sdM

>L=========================================================
dd{t cfb]z lbOPsf] JolQm÷lgsfosf] gfd M
7]ufgf M                 kmf]g g+=
;+:yf btf{ g+=                Kofg g+= M
dfly pNn]lvt ;fdfgsf] dd{t ul/ ldlt================= leq===================sfof{no================
:yfgdf lan÷OGefO; ;lxt a'emfpg' xf]nf .

l;kmfl/; ug]{ zfvf k|d'vsf] ;xL
gfd M
bhf{ M
ldlt M

l;kmfl/; ug]{ k|fljlwssf] ;xL
gfd M
bhf{ M
ldlt M

:jLs[t ug]{ sfof{no k|d'vsf] ;xL 
gfd M
bhf{ M
ldlt M

:6f]/lsk/÷kmfF6jfnfn] eg]{

lhG;L ;+s]t g+= jf/]G6L cjlw 
eP÷gePsf]

cuf8L dd{t 
ul/Psf] k6s

o; cl3 dd{t 
ul/Psf] ldlt

cuf8L dd{t 
ul/Psf] /sd

18

cg';"rL–^
-sfo{ ljlwsf] bkmf–@ sf] pkbkmf #-h_ ;+u ;DalGwt_

zxLbgu/ gu/kflnsf 
gu/ sfo{kflnsfsf] sfof{no 

ob's"xf, wg'iff .

b}lgs sfo{ ;Dkfbg ljj/0f -TIMESHEET_

;jf/L ;fwgsf] gfdM–                       uf8L g+=
rfnssf] gfdM–

l;=g+= ut] af/ sfdsf] ;do
sfo{:yfg 

vr{ sfdsf] ljj/0f s}lkmot

===ah] b]lv ===ah] ;Dd cjlw===306f O{Gwg cGo

hDdf

k|dfl0ft ug]{sf] ;xL M–                      

ldltM–

k]z ug]{

rfnssf] gfd M

;xL M

ldlt M
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cg';"rL–(
zxLbgu/ gu/kflnsf 

sfof{no sf]8 g+=
8f]h/, 6«]S6/ -lan_ ljj/0f

l;=g+=

;jf/L -J.C.B_ 8f]h/÷/f]n/ sfdsf] ljj/0f k|lt 
l6k÷
306f 
b/

hDdf 
/sdwlgsf] 

gfd
;jf/Lsf] 
ljj/0f b]lv ;Dd

df6f]÷afn'jf
/fv]sf] l6k 

7fpF

8f]h/ 
rn]sf]
;do

  hDdf

cf1fn],
gGb s'df/ emf

lg= k|d'v k|zf;sLo clws[t

zxLbgu/ gu/kflnsfåf/f k|sflzt               d'No ?= !)÷–

k|dfl0fs/0f ldlt M @)&^÷))÷)) ut]

k]z ug]{

1

cg';"rL–(
zxLbgu/ gu/kflnsf 

sfof{no sf]8 g+=
8f]h/, 6«]S6/ -lan_ ljj/0f

l;=g+=

;jf/L -J.C.B_ 8f]h/÷/f]n/ sfdsf] ljj/0f k|lt 
l6k÷
306f 
b/

hDdf 
/sdwlgsf] 

gfd
;jf/Lsf] 
ljj/0f b]lv ;Dd

df6f]÷afn'jf
/fv]sf] l6k 

7fpF

8f]h/ 
rn]sf]
;do

  hDdf

cf1fn],
gGb s'df/ emf

lg= k|d'v k|zf;sLo clws[t

zxLbgu/ gu/kflnsfåf/f k|sflzt               d'No ?= !)÷–

k|dfl0fs/0f ldlt M @)&^÷))÷)) ut]

k]z ug]{


