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vkHkkj

VsyhdkWe lsDVj fLdy dkmafly lHkh O;fDr;ksa vkSj laLFkkvksa }kjk bl *izfrHkkxh iqfLrdk* ds fuekZ.k esa fn, x, vyx&vyx 
rjg ds ;ksxnku ds izfr viuh vksj ls vkHkkj O;Dr djrh gSA lHkh yksxksa }kjk fn, x, lg;ksx o ;ksxnku ds fcuk ;g 
dk;Z iw.kZ ugha gks ldrk FkkA vyx&vyx rjg ds ekWM~;wy cukus okys lg;ksfx;ksa dk fo'ks"k /kU;okn vkSj lkFk gh mu 
lg;ksfx;ksa dh Hkh iz'kalk gS] ftUgksaus vyx&vyx ekWM~;wy dh led{k leh{kk dh gSA bl iqfLrdk dh rS;kjh VsyhdkWe 
m|ksx ds leFkZu ds fcuk laHko ugha FkhA 

baMLVªh ds }kjk nh xbZ tkudkjh vkajHk ls fu"d"kZ rd vR;ar gh mRlkfgr djus okyh Fkh vkSj blh tkudkjh us vkt dh 
baMLVªh esa ns[ks tkus okys dkS'ky dh deh dks iwjk djus dk dk;Z fd;k gSA 

;g iqfLrdk fo'ks"kr% mu vkdka{kh ;qokvksa dks lefiZr gS] tks fo'ks"k dkS'ky izkIr djus ds bPNqd gSa vkSj ;g muds Hkfo"; 
ds iz;klkas ds fy, ,d vkthou ifjlaifŸk ds :i esa dk;Z djsxhA
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çfrHkkxh iqfLrdk

fiNys ik¡p o"kksZa esa Hkkjrh; nwjlapkj {ks= dh fodkl nj vkfFkZd fodkl nj ls vkxs fudy xbZ gSA bl {ks= esa 2013&17 
ds nkSjku NksVh vof/k esa yxHkx 15 izfr'kr dh etcwr o`f) vkbZ gS] ;g laxfBr fjVsy] rduhdh izxfr] miHkksDrk dh 
ojh;rkvksa ds cnyus vkSj ljdkj ds leFkZu ds dkj.k laHko gqvkA 1 vjc ls vf/kd xzkgdksa ds lkFk Hkkjr nqfu;k dk 
nwljk lcls cM+k nwjlapkj ckt+kj gSA 

2013 ds vuqlkj bl {ks= esa 20 yk[k 80 gt+kj ls vf/kd deZpkjh dks ukSdjh iznku gqbZ vkSj 2022 rd 41 yk[k 60 
gt+kj yksxksa dks ukSdjh nsus dk y{; gSA bl 9 lky dh vof/k esa lkFk gh 20 yk[k 10 gt+kj ukSdfj;ksa dk vyx ls 
fuekZ.k gksus dh mEehn gSA

bl izfrHkkxh iqfLrdk dh :ijs[kk mu Nk=ksa dks O;kogkfjd vkSj lS)kafrd dk Kku nsus ds fy, dh xbZ gS] tks fd 
VsyhdkWe lsDVj esa xzkgd lsok vf/kdkjh ¼dkWy lsaVj½ cusaxsA VsyhdkWe m|ksx esa ,d xzkgd lsok vf/kdkjh dks xzkgd 
lsok izfrfuf/k@xzkgd lsok lykgdkj@xzkgd laca/k vf/kdkjh@dkWy lsaVj ,fXt+D;wfVo ds uke ls Hkh tkuk tkrk gSA

laxBu esa ,d xzkgd lsok vf/kdkjh gksus ds ukrs vkidks Qksu ij xzkgdksa dks lsok iznku djrh gksrh gS vkSj le; ds 
vuqlkj xzkgdksa dh leL;kvksa] iz'uksa vkSj f'kdk;rksa dk fuokj.k Hkh djuk gksrk gSA

;g izfrHkkxh iqfLrdk xzkgd lsok vf/kdkjh ¼dkWy lsaVj½ DokfyfQds'ku iSd (TEL/Q0100) vkSj us'kuy vkWD;wis'kuy 
LVSUMMZ (NOS) ij vk/kkfjr gSA

1. xzkgdksa ds lkFk dkWy djuk@mBkuk - TEL/N0100

2. xzkgdksa ds iz'u] vuqjks/k o f'kdk;r dks gy djuk - TEL/N0101

3. xzkgdksa ds lkFk laca/k c<+kuk o etcwr djuk - TEL/N0102

4. fjiksVZ vkSj fjO;w - TEL/N0103

5. izks&,fDVo foØ; - TEL/N0104

izeq[k f'k{kk ds ifj.kke o Nk=ksa }kjk xzg.k fd, x, dkS'ky lacaf/kr ;wfuV esa ifjHkkf"kr fd, tk,axsA bl izf'k{k.k ds 
mijkar izfrHkkxh dkWy djus o mBkus] xzkgdksa ds iz'u] vuqjks/k o f'kdk;r dks gy djus vkSj lkFk gh muds lkFk vius 
laca/kksa dks etcwr djus ds dkS'ky dk Kku vftZr dj pqds gksaxsA

ge vk'kk djrs gS fd ;g izfrHkkxh iqfLrdk vkids mu lHkh ;qok nksLrksa] tks viuk Hkfo"; VsyhdkWe m|ksx esa cukuk 
pkgrs gSa] mUgsa vkthfodk nsus esa lgk;d fl) gksxhA
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xzkgd lsok vf/kdkjh ¼dkWy lsaVj½

1- ifjp;

;wfuV 1-1 & ifjp;

;wfuV 1-2 & dkWy lsaVj esa foHkkx vkSj ukSdfj;ka

;wfuV 1-3 & lgk;rk dsanz vkSj xzkgd lsok,a
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bl ekWM~;wy ds lekIr gksus ds ckn] vki dj ik,axs%

1. dk;ZØe ds mn~ns';ksa dks le>uk

2. Hkkjrh; nwjlapkj m|ksx ds ckjs esa ppkZ

3. dkWy lsaVj vkSj lgk;rk dsanz dh vo/kkj.kk dks le>uk

4. ,d dkWy lsaVj esa inkuqØe vkSj xzkgd lsok vf/kdkjh ¼lhlhbZ½ ds dSfj;j esa izxfr ij ppkZ djuk

5. lhlhbZ dh ftEesnkfj;ksa vkSj Hkwfedk dks le>uk

6. ,d lhlhbZ ds dk;Z esa xzkgd lsok dh vo/kkj.kk vkSj egRo dks le>uk

eq[; f'k{kk

About this book
This Participant Handbook is designed to enable training for the specific Qualification Pack(QP). Each 
National Occupational (NOS) is covered across Unit/s.

Key Learning Objectives for the specific NOS mark the beginning of the Unit/s for that NOS. The 
symbols used in this book are described below.

…..

…..

Participant Handbook

vi

Symbols Used

Steps Unit
Objectives

Key Learning
Outcomes

Notes

Practical Exercise Summarize



xzkgd lsok vf/kdkjh ¼dkWy lsaVj½
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bl dk;ZØe ls vki tkusaxs%&

1. VsyhdkWe dkWy lsaVjA

2. izHkkoh dk;Z ds fy, vko”;d O;kogkfjd] O;kolkf;d rFkk rduhdh ;ksX;rk,¡A

3. dkWy dSls mBk;sa@djsaA

4. le; ij xzkgd ds iz”uksa ds mRrj nsuk vkSj leL;k dk lek/kku djukA

5. xzkgd dh leL;kvksa dks lqy>kuk o xzkgd ls vPNs laca/k cuk, j[kukA

6. fjiksVZ] voyksdu dh izfØ;k ls viuh dk;Z dq”kyrk ij ut+j j[kukA

1-1-1 dk;ZØe dk egRo

;wfuV 1-1% ifjp;

nwjlapkj ij ,d ut+j

• fo”oHkj esa fdlh Hkh jk"Vª dh lkekftd&vkfFkZd mUufr esa nwjlapkj egRRoiw.kZ Hkwfedk fuHkkrk gSA

• nwjlapkj lsok dks ,d egRoiw.kZ ek/;e ekuk tkrk gS rFkk dbZ vkfFkZd {ks=ksa dsa uohuhdj.k o rhoz mUufr esa nwjlapkj 
lsok dk fo”ks"k ;ksxnku gSA

• ;g fdlh vFkZO;oLFkk ds rhoz fodkl vkSj vk/kqfudhdj.k esa lgk;rk iznku djrk gSA

Hkkjr esa nwjlapkj

• fiNys dqN o"kksZ esa] Hkkjrh; nwjlapkj m?kksx us vHkwriwoZ mUufr dh gSA

• gekjs ns”k esa lgh vkS|ksfxd okrkoj.k] yksxksa ds lgh n`f"Vdks.k rFkk jktuhfrd fLFkjrk ls vkS|ksfxd mUufr esa o`f) 
vkbZ gSA

• Hkkjr dks nqfu;k esa lcls lLrh dkWy nj] lcls rst xfr ls 10 yk[k eksckby Qksu foØ; rFkk lalkj esa lcls de 
nke ds eksckby Qksu o lcls lLrk dyj Qksu foØ; gksus dk xkSjo izkIr gSA

• Hkkjr esa nwjlapkj {ks= esa Hkkjh ifjorZu gq, gSa ftlds dkj.k dbZ uhfr;ksa esa lq/kkj yk, x,] fo”ks"k :i ls 1994 esa ?kksf"kr 
NTP ;kfu us”kuy VsyhdkWe ikWfylh vkSj nksckjk 1999 esa NTP ij vf/kd egRo fn;k x;kA

1-1-2 nwjlapkj m|ksx dk voyksdu

bl ;wfuV ds lekIr gksus ds ckn] vki dj ik,axs%

1. izksxzke ds egRo vkSj y{; dks le>uk

2. Hkkjr esa nwjlapkj m|ksx dk voyksdu djuk

3. fu;ked <+k¡ps dks le>uk

4. izeq[k daifu;ksa o muds ckt+kj esa 'ks;j ds ckjs esa tkuuk

;wfuV ds mn~ns';

About this book
This Participant Handbook is designed to enable training for the specific Qualification Pack(QP). Each 
National Occupational (NOS) is covered across Unit/s.

Key Learning Objectives for the specific NOS mark the beginning of the Unit/s for that NOS. The 
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1-1-3 nwjlapkj m|ksx esa fu;ked vf/kdkjh

TRAI ¼VsyhdkWe jsxqysVjh vkWFkksfjVh vkWQ bafM;k½

• lsok iznkrk dh Li/kkZ dks ,d:i j[kus ds fy, ;g foHkkx ikjn”khZ rFkk U;kf;d uhfr;k¡ cukrh gSA

• lsok iznkrk dks “kqYd] var%laidZ o lsok xq.koRrk ds izfr funsZ”k nsrh gSA

• miHkksDrkvksa ds fgrksa dks fu"i{k O;kikj ds ek/;e ls lajf{kr djuk lqfuf”pr djrh gSA

COAI ¼lsY;qyj vkWijsVlZ ,slksfl,’ku vkWQ bafM;k½

• ;g la?k fo”oLrjh; lsY;qyj dh vk/kkfjd O;oLFkkvksa esa lg;ksx nsrh gS ftlds ek/;e ls Hkkjr ds ukxfjd lgh nj 
ij vPNh ekscby Qksu dh lsok¡, izkIr dj ldsaA

TDSAT ¼VsyhdkWe fMLI;wV~l lsVsyesaV ,.M ,sisySV fVªC;quy½

• VsyhdkWe baMLVªh esa fookn dh fLFkfr esa xzkgd o lsok iznkrkvksa ds fgrksa dh j{kk djuk lqfuf”pr djrk gSA

DOT ¼fMikVZesaV vkWQ VsfydE;qfuds'kUl½

• ;g foHkkx nwjlapkj ds fy, fodklkRed uhfr;k¡ cukrk gSA

dky lsUVj ij TRAI fu;ekoyh

• 121 lk/kkj.k tkudkjh ¼121 ij dkWy djus ds fy, xzkgd ij “kqYd ykxw gS½

• 198 xzkgd lqfo/kk uacj ¼Vksy Ýh½

• lsok vuqjks/k%&

 » Iyku esa cnykoA

 » oSY;w ,M lfoZl@lIyhesaVªh lsok@fo”ks"k lsok “kq: ;k can djkus ds fy,A

 » vkWijsVj@lsok iznkrk }kjk nh xbZ lsokvksa “kq: djkukA

 » f”kf¶Vax@lsok dk fuf"Ø; gksuk@fcfyax fMVsyA

1-1-4 nwjlapkj m|ksx esa çeq[k daifu;ka

Øe la- dEiuh dk uke LFkkiuk o"kZ jsosU;w ekdsZV 'ks;j 2013
1 Hkkjrh ,;jVsy 1985 30.44 %

2 oksMkQksu ,sLlkj 2007 23.19%

3 vkbfM;k lsY;qyj 1995 18.19 %

4 fjyk,Ul lapkj 1999 6.07%

5 VkVk VsyhlfoZl 1996 7.41 %

6 ch,l,u,y@,eVh,u,y 2000 6.12/3.04%

7 ,s;jlsy 1999 7 %
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fp= 1-1-1 izeq[k dEifu;ksa ds Árhd

fuEu iz'uksa ds mRRkj nhft,%

1. fdl nwjlapkj dEiuh dk lcls T;knk ekdsZV “ks;j gS\

_________________________________________________________________________________________

_________________________________________________________________________________________

2. fdl nwjlapkj dEiuh dk 8 “kh"kZ dEifu;ksa ds eqdkcys lcls de ekdsZV “ks;j gS\

_________________________________________________________________________________________

_________________________________________________________________________________________

3. Hkkjr dh fdUgha 5 nwjlapkj dEifu;ksa ds uke fyf[k,A

a) _____________________________________________

b) _____________________________________________

c) _____________________________________________

d) _____________________________________________

e) _____________________________________________

4. fuEu esa lgh mRrj Hkjsa%

    Hkkjr us iwjs lalkj esa ------------------------------------------------------------------- njksa dh dkWy dk xkSjo LFkku izkIr fd;k gSA

5. fuEu dk iwjk uke yf[k,A

a) TRAI -  __________________________________________________________________

b) DoT -  __________________________________________________________________

c) COAI - __________________________________________________________________

d) TDSAT - __________________________________________________________________

vH;kl
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______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

6. Hkkjrh; nwjpakj m|ksx esa orZeku ifjn`'; D;k gS\

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________
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1-2-1 VsyhdkWe dkWy lsaVj esa ukSdjh ds ekunaM

1-2-2 VsyhdkWe dkWy lsaVj esa foHkkx

,d xzkgd lsok vf/kdkjh xzkgd vkSj laxBu dks tksM+us dk dk;Z djrk gSA og xzkgd dh vis{kkvks o vko';drkvksa dks 
laxBu ds }kjk fn, x, fn'kk&funsZ'kksa ds v/khu iw.kZ djus dk iz;kl djrk gSA

• xzkgd dh dkWy ys ldsA xzkgd dks dkWy dj ldsaA

• xzkgd dks lsokvksa o mRiknksa dh tkudkjh ns ldsaA

• xzkgd dh leL;k fuokj.k o muds fuosnu ij dke dj ldsaA

• lhvkj,e ij xzkgd ls gqbZ ppkZ dks ntZ dj ldsaA

• fjiksVZ ds ek/;e ls tk¡p o lq/kkj dj ldsaA

• xzkgd ls laca/k LFkkfir dj ldsaA

• vkWijs”ku

• ,Mfeu o lqfo/kk

• ekuo lalk/ku

• foÙk

• Vªsfuax rFkk DokfyVh

• vkbZ-Vh-

• izkslsl fodkl

• mR—"Vrk

;wfuV 1-2% VsyhdkWe dkWy lsaVj esa foHkkx rFkk ukSdfj;ka

bl ;wfuV ds lekIr gksus ds ckn] vki dj ik,axs%

1. lhlhbZ dh Hkwfedk vkSj mlds fy, vko';d dkS'ky dks le>uk

2. VsyhdkWe dkWy lsaVj esa foHkkx vkSj ukSdfj;ksa dks le>uk

3. ,d dkWy lsaVj esa inkuqØe vkSj xzkgd lsok vf/kdkjh ¼lhlhbZ½ ds dSfj;j esa izxfr ij ppkZ djuk

4. ,d dkWy lsaVj dh vo/kkj.kk dks le>uk

5. lgk;rk dsanz ds dk;ksZa dks le>uk

;wfuV ds mn~ns';

About this book
This Participant Handbook is designed to enable training for the specific Qualification Pack(QP). Each 
National Occupational (NOS) is covered across Unit/s.

Key Learning Objectives for the specific NOS mark the beginning of the Unit/s for that NOS. The 
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1-2-3 VsyhdkWe dkWy lsaVj esa dSfj;j

lhlhbZ

lh- lhlhbZ

¶yksj i;Zos{kd

xzqi yhMj

eSustj

lh- eSustj

1-2-4 dkWy lsaVj

1-2-5 gSYi MsLd

daifu;ksa }kjk LFkkfir lgk;rk dsUnz tks fo”ks"kr%& gSYiMsLd] xzkgd lgk;rk] yhM tujs”ku] vkikrdkyhu] Qksu dkWy 
lsok vkfn vkus okyh dkWy dk tokc nsuk vkSj Vsyh ekdsZfVax@ekdsZfVax vkfn lsok,a iznku djrs gSa] dkWy lsUVj dgykrs 
gSaA dkWy lsUVj cM+s iSekus ij cgqr lkjh dkWy ,d gh le; laHkkyus esa l{ke gksrs gSa] lkFk gh bu dkWy dh NaVuh djds 
;Fkk;ksX; O;fDr rd igq¡puk vkSj vkf[kj esa mudk fyf[kr fjdkMZ j[kus dh lqfo/kkvks ls ifjiw.kZ gksrs gSaA ;g ,d laxBu 
dk og fgLlk gSa ftl ij xzkgd ds lkFk buckÅaM o vkÅVckaM dkWy djus dk nkf;Ro jgrk gSA

,d O;kikfjd laLFkku esa gSYi MsLd ,slh txg gSa tgk¡ ml dEiuh ds miHkksDrk vko”;drkuqlkj lhlhbZ ls laidZ djds 
iz”u iwN ldrs gSa o f”kdk;r ;k vuqjks/k ntZ dj ldrs gSaA lk/kkj.kr;k ,d lgk;rk MsLd ls eryc gSa & izf”kf{kr CCE 
tks dEI;wVj dh iwjh tkudkjh j[krk gks o vkus okys iz”uksa dk mÙkj dq”kyrkiwoZd ns ldsA

fp= 1-2-1 lhlhbZ dh dSfj;j Áxfr ySMj

1-2-6 xzkgd lsok izfrfuf/k (lhlhbZ)
CCE fdlh lsUVj ;k laxBu dk izfrfuf/k gksrk gS rFkk xzkgd o laxBu dks tksM+us dk ek/;e gSA og laxBu ds izca/ku ds 
fu;eksa dh lhek esa jgrs gq, xzkgd dh t:jrksa dks iwjk djrk gSA
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,d lhlhbZ dks fuEu ds;fjax vÁksp dks /;ku esa j[kuk pkfg,%

1. buesa ls dkSu&lh lhlhbZ dh ftEesnkfj;ksa esa “kkfey gSa\

a) vPNs xzkgd laca/k cukuk

b) xzkgd f”kdk;r nwj djuk

c) mRiknksa dh lgh tkudkjh

d) xzkgd DoSjh dks gy djuk

e) VsfDudy tkudkjh dk gksuk

f) xzkgdksa ds lkFk rkyesy gksuk

2. lhlhbZ ds dk;ksZa ls tqM+h dqN egÙoiw.kZ ;ksX;rk,a crk,aA

__________________________________________________________________________________________

__________________________________________________________________________________________

3. VsyhdkWe dkWy lsaVj esa dk;Z djus ds fy, rhu egRoiw.kZ ckrsa dkSu&lh gksrh gSa\

a) ___________________________________________

b) ___________________________________________

c) ___________________________________________

4. ,d ____________________ esa dkWy lsaVj ,tsaV xzkgdksa dks O;kikj ;k DykbaV ds rkSj ij dkWy djrk gSA

5. ______________________ xzkgd leFkZu] vkWuykbu lgk;rk] cqfdax] vkWMZj djuk] leL;k fuokj.k vkfn dks djrk 
gSA ¼backmaM dkWy lsaVj@vkmVckmaM dkWy lsaVj½

6. ______________________ VsyhekdsZfVax] _.k olwyh] fcØh] dks"k tqVkus vkSj vU; dk;Z ftlesa xzkgd ds lkFk laidZ 
dh vko';drk ugha gksrh gSA ¼backmaM dkWy lsaVj@vkmVckmaM dkWy lsaVj½

7. _______________________ fo'ks"k ;k eq[;r% :i ls van:uh dkWy djus ds fy, ftEesnkj gksrs gSA ¼backmaM dkWy 
lsaVj@vkmVckmaM dkWy lsaVj½

vH;kl
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C - dkWfVZvl ¼f”k"V½

A - vykbo vkSj ,sujtsfVd ¼ÅtkZoku½

R - fjliksaflo ¼ftEesnkj½

I - bUQksesZ”ku ¼tkudkjh½

N - dHkh ^u^ ugha dguk

G - xkbM ¼ekxZn”kZd½

lhlhbZ vius vuqHko vkSj ;ksX;rk ds vk/kkj ij xzkgd dks mRre lsok iznku djrk gS rFkk blds vk/kkj ij dEiuh o viuh 
mRre Nfo xzkgd ij NksM+rk gSA xzkgd ds lkFk laca/k LFkkfir djus ;k rksM+us esa lhlhbZ dh vge Hkwfedk gksrh gSA
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;wfuV 1-3% lgk;rk dsanz vkSj xzkgd lsok,a

1-3-1 xzkgd

1-3-2 xzkgd lsok

 ● xzkgd jktk gSA

 ● xzkgd] miHkksDrk ;k O;kikjh nksuksa gks ldrk gSA

 ● xzkgd c<+kuk gj O;kikj dk ije mn~ns'; gksrk gS ^^ftrus xzkgd] mruk gh ykHk gksus ds volj^^A

xzkgd dh vis{kk ds vuqlkj lsok iznku djus dh {kerk xzkgd lsok dgykrh gSA xzkgd dks mRikn cspus ds ckn nh tkus 
okyh lsok,a xzkgd lsok dgykrh gSaA

 ● gj laxBu dk ,dek= mn~ns'; gSa] xzkgd dh t:jrksa dks iwjk djuk gSA vr% xzkgd dh larqf"V fdlh Hkh O;kikj ds 
fy, egRoiw.kZ gSA

 ● xfrfof/k;ksa dh ,d drkj tks xzkgd larqf"V dks c<+rh gS & og fLFkfr tc mRikn ;k lsok xzkgd dh vis{kkvksa dks 
iw.kZ dj ldsaA

 ● ,d ,slk O;ogkj cuk, j[kuk] tks fn[kk, fd vki xzkgd dk /;ku vkSj mlds fy, dqN djus ds fy, djus dks 
rS;kj gSA

xzkgd lsok dkSu nsrk gS?

 ● xzkgd lsok lsaVj

 ● xzkgd lsok vf/kdkjh

 ● xzkgd lsok vkSj xzkgd dh ns[kHkky nksuksa 'kCn ,d gh vFkZ ds fy, iz;ksx gksrs gSA

 ● loZizFke lHkh vf/kdkfj;ksa] os Hkh ftudk xzkgdksa ds lkFk lh/ks rkSj ij laidZ ugha gksrk] dks izf'kf{kr djus ls gh vfr 
mR—"V xzkgd lsok dks ik;k tk ldrk gSA

 ● /;ku jgs fd [kq'k vf/kdkjh gh ,d xzkgd dks [kq'k dj ldrk gSA

1-3-3 xzkgd lsok dk egRo
• gj laxBu dk ,dek= mn~ns'; gSa xzkgd dh t:jrksa dks iwjk djuk gSA vr% xzkgd dh larqf"V fdlh Hkh O;kikj 

ds fy, egRoiw.kZ gSA

• xzkgd ds }kjk O;kikj dk mn~ns'; iwjk gksrk gSA

• xzkgd ds }kjk gh O;kikj esa vkenuh gksrh gSA

bl ;wfuV ds lekIr gksus ds ckn] vki dj ik,axs%

1. xzkgd lsok ds egRo vkSj vo/kkj.kk dks le>uk

;wfuV ds mn~ns';
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1-3-4 vPNh xzkgd lsok dh fo’ks"krk,a

okrkZyki Li"V o lqfo/kkiw.kZ rjhds ls tkudkjh nsukA

le:irk Lksok iznku djus dh xq.koRrk ges”kk ,d tSlh gksuh pkfg,A

fuHkZjrk TkSlk dgk tk,] lsok oSlh gksA

eS=hiw.kZ ldkjkRedrk rFkk lg;ksxA

U;k;”khyrk
dEiuh ;k laxBu ds Qk;ns o  xzkgd dk Qk;nk /;ku esa j[krs gq, iwjh bZekunkjh 
ls lsok iznku djukA

fu"i{krk
;g dk;Z dqN ifjHkkf"kr rjhdksa dh dk;Ziz.kkyh gSa tks dk;ZdrkZ m|kksx ds {ks= esa
feyrs&tqyrs ;k ,d tSls rjhdksa ls ,d Hkwfedk ds :i esa fuHkkrs gSaA blfy,
fu;e iz/kku lsok nsaA

yphykiu xzkgd dh t:jr ds vuqlkj lsok,a iznku djuk vko”;d gSA

izfrfØ;k
xzkgd ds vuqjks/k o t:jr iwjk djus ds fy, tYn ls tYn dk;Zokgh djsa o
izHkkodkjh dn+e mBk,aA

lEeku xzkgd dk le; u"V uk djsa rFkk mldh ckr lqusaA chp esa jksd&Vksd u djsaA

bZekunkjh xzkgd dh t:jrksa ds izfr bZekunkjh o lPph fnypLih ls lsok iznku djsaA

fo”ks"krk fo”ks"k t:jrksa dks iwjh djsaA

laosnuk iwjh tkx#drk rFkk lksp ls xzkgd lsok iznku djsaA

Lkek/kku “kh?kz o fu.kkZ;d lek/kku nsaA

1-3-5 xzkgdksa ds lkFk laca/k etcwr djuk

,d lhlhbZ gksus ds ukrs vkidks xzkgd dks ftruh gks lds mruh mRre lsok iznku djuh pkfg,A mudh lgk;rk djuk 
vius vki esa cgqr egRo j[krk gSA vkidks dqN ckras /;ku esa j[kuh gksrh gSa ;k tc vkils leL;k dk fuokj.k uk gks rks 
leL;k dks vkxs c<+k nsus dk dk;Z djuk gksrk gSA vFkkZr% lsok gh vkids dk;Z dk eq[; ?kVd gSA
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vH;kl

1. mu fu;eksa dk o.kZu djsa ftuls ,d vPNh xzkgd lsok iznku dh tk ldrh gSA

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

2. xzkgd lsok & D;k ;g vkids fy, t:jh gS\ dksbZ ,slk volj lkspsa tc vkidks ,d vPNh xzkgd lsok iznku dh xbZ 
gksA ml lsok esa D;k vPNk Fkk\ ml daiuh ;k O;fDr us vkidks D;k vuqHko fn;k\ uhps mu vuqHkoksa dk o.kZu djsa 
tks vkidks ;kn gSaA bu vuqHkoksa dks vius lkfFk;ksa ds lkFk ck¡VsaA

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

3. vc vki fdlh cqjs vuqHko ds ckjs esa ;kn djsaA mlds cqjs gksus ds dkj.kksa dk fooj.k djsaA mu dkj.kksa dh lwph cuk,a 
o bUgsa vius lkfFk;ksa ds lkFk ck¡VsaA

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________
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     D;k djsa       D;k uk djsa

• xzkgd ds uke dk iz;ksx djuk
• fouez jgsa
• bZekunkj cusa
• eqLdqjkrs jgsa
• iw.kZ /;ku nsa
• LokfeRo cusa
• dk;Z dk Qksyks&vi djsa
• [kq'k o ldkjkRed jgdj dk;Z djsa

• O;fDrxr rkSj ij ckrksa dks u ysa
• udkjkRed 'kCnksa dk iz;ksx u djsa
• O;aX;kRed i cusa
• cgkus u cuk,a
• >wB u cksysa
• mRrjnkf;Ro ls u gVsa
• Vdjko u djsa
• psgjs ij xqLlk u yk,a

1-3-6 vPNh Nfo cukuk
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______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________
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4. D;k vki cqjh xzkgd lsok ds ckjs esa f”kdk;r djrs gSa\

gk¡    ugha

5. D;k vki vfr mRre xzkgd lsok dks Lohdkj djrs gSa\

gk¡    ugha
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2- eq[; vo/kkj.kk,a

;wfuV 2-1 & eksckby izks|ksfxdh

;wfuV 2-2 & mRikn vkSj lsok

;wfuV 2-3 & nLrkost

;wfuV 2-4 & dkWy lsaVj dh fof”k’V /kkj.kk

;wfuV 2-5 & dk;ZLFky ij mifLFkfr

;wfuV 2-6 & nLrkostksa dh xksiuh;rk
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bl ekWM~;wy ds lekIr gksus ds ckn] vki dj ik,axs%

1. VsyhdkWe baMLVªh ls lacaf/kr eq[; Hkkxhnkjksa ds ckjs esa tkuuk

2. fofHkUu izdkj ds eksckby vkSj MsVk rduhdksa dks le>uk

3. fofHkUu izdkj ds vkWQj tSls izhisM] iksLV isM] oSY;w ,sMsM lsok bR;kfn dks le>uk

4. eksckby xzkgdksa }kjk fn;s tkus okys nLrkostksa dks le>uk

5. lhlhbZ ds dk;Z ls lacaf/kr vo/kkj.kkvksa dks le>uk

6. dk;ZLFky esa deZpkjh ds ifjfLFkfr foKku dk egRo le>uk

7. MkVk xksiuh;rk ds egRo dks le>uk

eq[; f'k{kk
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2-1-1 eksckby rduhd

VsyhdkWe m|ksx esa nks rjg dh rduhdksa dk iz;ksx gksrk gS &

1. eksckby rduhd

a) th-,l-,e

b) lh-Mh-,e-,

2. MsVk rduhd

a) 1G

b) 2G

c) 3G

d) 4G

th-,l-,e

 ● th-,l-,e dk iwjk vFkZ gS& Xykscy flLVe QkWj eksckby dE;qfuds”kuA ;g varjk"Vªh; Lrj ij lcls vf/kd mi;ksx 
dh tkus okyh rduhdh iz.kkyh gSA ;g fu;eksa o lq>koksa dk ladyu gS tks lqfuf”pr djrs gSa fd eksckby dSls 
dk;Z djrk gSA

 ● th-,l-,e 900 ,e-,p-tsM] 1800 ,e-,p-tsM vkSj 1900 ,e-,p-tsM ij dk;Z djrk gSA

 ● th-,l-,e rduhd] fpi ij fuHkZj djrh gSA

 ● th-,l-,e gSaMlsV esa fle dkMZ dk iz;ksx gksrk gSA

th-,l-,e dh lajpuk

th-,l-,e ds funsZ”kkuqlkj blds usVodZ ds pkj {ks= gSa &

 ● eksckby LVs”ku ¼MS½

 ● csl&LVs”ku lcflLVe ¼BSS½

 ● usVodZ ,aM fLofpax lcflLVe ¼NSS½

;wfuV 2-1% eksckby izks|ksfxdh

bl ;wfuV ds lekIr gksus ds ckn] vki dj ik,axs%

1. fofHkUu izdkj ds eksckby vkSj MsVk rduhdksa dks le>uk

;wfuV ds mn~ns';
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 ● vkWijs”ku vkSj liksVZ lcflLVe ¼OSS½

 ● dkWy jkmfVax

th-,l-,e flLVe ds Hkkx%

eksckby LVs”ku eksckby ds midj.k o fle dkMZ dk la;kstu gSA yy csl LVs”ku esa nks rRo gksrs gSa] ch-Vh-,l- vkSj ch-
,l-lh-A ;g mira= usVodZ ds eksckbyksa ls laidZ j[kus esa lgk;rk djrk gSA

ch-Vh-,l- esa jsfM;ksa VªkUlQj vkSj fjlhoj vkfn lans”k Hkstus o izkIr djus okys ;a= gksrs gSaA ch-Vh-,l- gSaMlsV MsVk vkSj 
vkokt+ ds flXuy dk vknku iznku djrk gSA

ch-,l-lh-] th-,l-,e usVodZ esa vxyh voLFkk dk dke “kq: djrk gSaA ;g ch-Vh-,l- ds lewg dks fu;af=r djrk gS vkSj 
ch-Vh-,l- lewg ds fdlh ,d ch-Vh-,l- ;a= ls tqM+k gksrk gSaA ;g jsfM;ks lalk/kuksa rFkk daVªksy vkbVe] tSls BTS lewgksa dks 
laHkkyrk gS rFkk pSuy fu/kkZfjr djrk gSA 

usVodZ lcflLVe& usVodZ dh lcls egRoiw.kZ O;oLFkk gSa rFkk blds dbZ rRo gSaA ,u-,l-,l- eq[; fu;a=.k rFkk ;a=ksa dks 
vkil esa feyk, j[krk gSA ,u-,l-,l- ds eq[; dke gSa & dkWy fu;a=.k] pkftZax] eksckby pkyu] flXuy lk/ks j[kuk rFkk 
xzkgd ds MsVk dk fooj.k j[kukA blds fo”ks"k rRo gSa & ,l-,l-lh] oh-,y-vkj] ,p-,y-vkj] ,-;w-lh- rFkk bZ-vkb-vkjA

eksckby fLofpax lsUVj& eksckby usVodZ esa ,l-,e-lh dkWy fu;a=.k dk dke laHkkyrh gSA blls gh Kkr gksrk gS fd dkWy 
dgk¡ ls dh xbZ gSA tgk¡ ,l-,e-lh] eksckby usVodZ ls fLFkj usVodZ dks tksM+rh gSA bls xsVos ,e-,l-lh dgrs gSA 

usVodZ fLofpax lcflLVe& ,p-,y-vkj ¼gkse yksds”ku jftLVj½ og MsVkcsl gS tgk¡ xzkgd dh laiw.kZ tkudkjh tSls ifjp; 
uacj] Hkqxrku uacj] lsok,a rFkk lsok {ks= vkfn fufgr jgrh gSA tc eksckby iz;ksxdrkZ Qksu fLop vkWu djrk gSa rks Qksu 
usVodZ esa ;g igpku nk;j dj nsrk gSa fd dkSu ls ch-Vh-,l ls ckr gks jgh gSa vkSj fQj mlh ds vuqlkj lgh rjhds ls 
dkWy :fVax gksrh gSaA

foft+Vj yksds”ku jftLVj& oh-,y-vkj- og MsVkcsl gS ftlesa xzkgd ds ,l-,l-lh@ oh-,y-vkj- lsok {ks= gksus dk irk 
yxrk gSaA oh-,y-vkj- rFkk ,e-,l-lh leUo; ls LFkkuh; jftLVªs”ku vkSj lwpuk viMsV djrk gSA

lh-Mh-,e-,

lh-Mh-,e-, ;kfu dksM fMfot+u efYViy ,sDlsl & lsy Qksu rFkk eksckby usVodZ esa yksx vDlj nks eksckby LVSaMMZ dks 
vkil esa cnyrs jgrs gSaA ;g nks LVSaMMZ gSa lh-Mh-,e-,1 ;k lh-Mh-,e-,2000A

th-,l-,e o lh-Mh-,e-, esa varj

bu nksuks rduhdksa esa eq[; varj ,;j baVjQsl gS tks fd vkids Qksu rFkk csl LVs”ku esa gksrk gS] ysfdu nksuks dh ewy 
usVodZ rduhd ,d tSlh gSaA

MsVk VsDuksykWth

1. 1G: lsY;wyj usVodZ dh igyh ih<+h gS ftls 1980 esa iz;ksx fd;k tkrk FkkA ;g ,ukykWx flXuy ls dsoy lkÅaM MsVk 
LFkkukaurfjr djrh FkhA blds rRo lhfer Fks tSls &

 ● dwVys[ku dk u gksukA

 ● vkokt+ dk Li"V u gksukA

 ● LFkkukarj.k /khjs gksukA

2. 2G: ;g nwljh ih<+h dh rduhd gS ftlus vadh; LojifjorZu ;kfu fMftVy ekWM;wys”ku ¼vkokt dks fMftVy o 
,ukykWx flXuy esa cnyuk½ “kq: fd;kA blls 1G dh lhfer rduhd ls vkxs c<+kus dk ekSdk feyk] tSls Qksu dk 
jsfM;ks flXuy eqDr gksuk ftlls LokLF; dk [krjk de gqvk vkSj O;fDrxr lqj{kk c<+hA
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1. lgh ;k xyr\

a) ,e-,l-lh- th-,l-,e usVodZ dk eq[; Hkkx gSA

b) eksckby LVs”ku eksckby ds midj.k o fle dkMZ dk la;kstu gSA

c) th-,l-,e fpi ij fuHkZj rduhd ugha gSA

vH;kl

fVIi.kh
______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

3. 3G: vk/kqfud eksckby nwjlapkj LVSaMMZ 3G gS] blls /ofu rFkk MsVk lsok dk ,d lkFk iz;ksx fd;k tk ldrk gSA 
blds vuqlkj 2 Mbps rd dk MsVk ik;k tk ldrk gSaA 3G esa ohfM;ksa dkWy] eksckby] Vh-oh-] eksckby baVjusV rFkk 
MkmuyksfMax tSlh lqfo/kk¡, izkIr gksrh gSaA 3G ds varxZr dqN rduhdsa gSa tSls & WCDMA, EV-DO, HSPA vkfnA

4. 4G: vk/kqfud ih<+h gS tks fd 3G ij vk/kfjr gSA 4G rst+ vkSj fo”oluh; dusD”ku ysdj vk;k gSA 4G ds ek/;e ls 
fQYe ;k laxhr MkmuyksM vklkuh ls dj ldrs gSa] ;w&V~;wc ij ohfM;ks rFkk Qslcqd ij QksVks viyksM fd;k tk 
ldrk gSA igys dh rduhdksa dh vis{kk 4G vR;ar izHkkodkjh gSA
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;wfuV 2-2% mRikn ,oa lsok,a

2-2-1 izhisM lsok
• izhisM lsok Hkqxrku ds ckn nh tkus okyh lsok gSA ;gk¡ miHkksDrk viuh t:jr ds vuqlkj dEiuh ls fjpktZ    

djkrk gSA

• xzkgd viuh nh xbZ jkf”k ds vuqlkj dkWy djrk gSa] jkf”k lekIr gksus ds i”pkr og dkWy ugha dj ldrk gSA

• jksfeax] ,lVhMh] vkbZ,lMh lsok,a izhisM esa igys ls gh lfØ; gksrh gSaA

2-2-2 iksLV isM lsok

• bl lsok ds miHkksDrk igys lsok dk iz;ksx djrs gSa fQj mldk Hkqxrku djrs gSaA

• bl lsok esa xzkgd dh Mk;ukfed ØsfMV fyfeV dks lqfuf”pr fd;k tkrk gSA bls xzkgd dh lsok iznkrk ds lkFk 
le; lqj{kk tek jkf”k vkSj mi;ksx ds vk/kkj ij lqfuf”pr fd;k tkrk gSA

• dqN fo”ks"k lsok,a] tSls varjkZ"Vªh; jksfeax vkSj ØsfMV fyfeV c<+kus ds fy, xzkgd dks lqj{kk tek jkf”k nsuh gksrh gSA

• ØsfMV fyfeV lekIr gksus ij xzkgd dh dkWy ckj dj nh tkrh gSA

• fcy dh fuf”pr rkjh[k ij gj eghus ds var esa fcy Hkstk tkrk gSa] xzkgd dks Hkqxrku dh vof/k nh tkrh gSa] Hkqxrku 
dh vof/k iwjh gksus ds ckn dkWy djus dh lqfo/kk #d tkrh gSA

• iksLV isM lsok ds vU; dbZ ykHk Hkh gksrs gSa tSls Mk;jsDV Mk;fyax] okWbl esy] eSlst & usV iSd bR;kfnA

vkmVxksbax dkWy uk dj ikuk

;g vkWijsVj }kjk dqN phtsa uk dh tkus ij lkeus vkrh gSA vkmVxksbZax dkWy uk dj ikus ds dqN fuEu dkj.k gSa:

1. iksLV isM

 ● fcy dk Hkqxrku uk djuk

 ● ØsfMV fyfeV ls vf/kd [kpZ djuk

2. izhisM

 ● nLrkost+ tek uk djuk

 ● nLrkost+ksa dk Li"V uk gksuk ¼tSls xzkgd }kjk nh xbZ QksVks dk Li"V uk fn[kuk½

bl ;wfuV ds lekIr gksus ds ckn] vki dj ik,axs%

1. fofHkUu izdkj ds vkWQj tSls izhisM] iksLV isM] oSY;w ,sMsM lsok bR;kfn dks le>uk

;wfuV ds mn~ns';
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2-2-4 jksfeax

jksfeax dk vFkZ lsokvksa ds foLrkj ls gSa lsok iznkrk }kjk vius ewy LFkku ls nwjlapkj jksfeax eksckby QksuA nwjHkk"k midj.k 
dks fcuk jksdVksd usVodZ ds laidZ esa j[kk tkuk lqfuf”pr djrk gSaA

izhisM jksfeax

1. jk"Vªh; vkSj varZjk"Vªh; jksfeax igys ls pkyw jgrh gSA

2. flD;ksfjVh “kqYd nsus dh vko”;drk ugha gSA

3. TRAI ds vuqlkj tEew&d”ehj o mRrj&iwohZ {ks=ksa esa jksfeax dh lqfo/kk ugha gSA

iksLVisM jksfeax

• jk"Vªh; jksfeax igys ls pkyw jgrh gSA

• varjkZ"Vªh; jksfeax pkyw djkus ds fy, xzkgd dks fjDoSLV djuh gksrh gS vkSj flD;ksfjVh jkf”k tek djrk gSA

• lsok “kqYd vkSj lsok “kq: djus dh izfØ;k fofHkUu lsok iznkrkvksa ds vuqlkj fHkUu gks ldrh gSA

uksV%

• fo”ks"k vFkok izkseks ¼,l ,e ,l@dkWy iSd dh njsa jksfeax esa ugha ekU; gksxh½

• varjkZ"Vªh; jksfeax ds fy, VªkbZ cSM gSaMlsV vko”;d gSA

2-2-5 oSY;w ,sMsM lfoZl

1. lkekU; Qksu dkWy ds vfrfjDr nh tkus okyh lsokvksa dks oSY;w ,sMsM lfoZl dgrs gSA

2. eksckby oSY;w ,sMsM lsok dh Jsf.k;k¡%

a) ,l-,e-,l lfoZl

b) lwpuk lsok & lekpkj ,yVZ] jsy@tgkt+ fVdV lwpuk] cSad laca/kh lwpuk] ysu&nsu ,yVZ vkfnA

c) euksjatu lfoZl & xkuk] fjaxVksu] dkWyj V~;wu ;k okWyisij] xsEl] pqVdqys vkfnA

d) ,e&dkeZl lfoZl & ,e&isesaV] ,e&cSafdax vkfnA

uksV%& fo”ks"k uacj tSls%& 57827 ij eSlst “kqYd 3 :i;s izfr eSlst ds pqdkus iM+rs gSaA

2-2-6 MsVk lfoZfll
1. ,e-,e-,l

2. th-ih-vkj-,l

3. ikWdsV baVjusaV
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2-2-7 dkWy çca/k lsok,a

;gk¡ ge lh[ksaxs%

• dkWy osfVax

• dkWy gksYM

• lh,yvkbZih ¼fDyi½ vkSj lh,yvkbZvkj

• dkWy MkboVZ@dkWy QkosZfMax

• dkWy dkUÝsal

• dkWy fQYVj

• dkWy ckfjax

• ,e-lh-vkbZ

dkWy osfVax

• ;g Qksu ij igys ls gh lfØ; lsok gSaA

• bl lsok dks “kq: djus ds fy, xzkgd dks Qksj esU;w esa tkdj dkWy osfVax “kq: djus dks dgsaA

dkWy gksYM

• bl lqfo/kk dk mi;ksx pkyw dkWy dks gksYM vFkok jksdus vkSj u;h dkWy djus rFkk osfVax dkWy dk mRrj nsus ds fy, 
fd;k tkrk gSA

• ;g lqfo/kk vkWijsVj }kjk fu”kqYd nh tkrh gS tks bl lqfo/kk dks liksVZ djrs gSaA

,e-,e-,l

• ,e-,e-,l dk vFkZ eYVh eSlsft+ax lfoZl gSA

• th-ih-vkj-,l- okys Qksu ij Hkst ldrs gSaA

th-ih-vkj-,l

• th-ih-vkj-,l- dk vFkZ tujy iSdsV jsfM;ks lfoZl gSA

• th-ih-vkj-,l- ls xzkgd dks eksckby baVjusaV lsok rFkk dEI;wVj nksuksa dk iz;ksx djus dk volj feyrk gSaA

• th-ih-vkj-,l- ,d lkFk dbZ ykxksa dks ,d gh baVjQsl lk>k djus dh lqfo/kk iznku djrk gSA

ikWfdV baVjusV

ikWfdV baVjusV ds ykHk gSa%&

• iksVsZfcfyVh

• rhoz eksckby czkWMcSaM lsok
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lh,yvkbZih ¼fDyi½ vkSj lh,yvkbZvkj

dkWfyax ykbu vkbMsafVVh izslsaVs”ku ¼fDyi½ }kjk vk jgh dkWy dh tkudkjh ds fy, iz;qDr gksrh gSA

• ;g izhisM miHkksDrkvksa ds fy, fu”kqYd gSA

• yy iksLVisM lsokvksa esa njsa lsok iznkrk ds vuqlkj cny ldrh gaSA

dkWfyax ykbu vkbMsafVVh fjfLVªD”ku lsok ls xzkgd dk uacj nwljs fdlh ds eksckbZy ij fn[kkbZ ugha nsrk gSA bldk eryc 
gS fd ;fn ;g lsok fdlh O;fDr ds uacj ij pkyw gS rFkk og fdlh nwljs O;fDr dks dkWy djrk gS rks mldk uacj fjlhoj 
ds Qksu esa vn`”; jgrk gSA

• tc dksbZ lh ,y vkbZ vkj lfØ; uacj ls fdlh dks dkWy fd;k tkrk gS rks lquus okys ds Qksu ij mlds uacj ds 
ctk; “Restricted Call” ;k “Private Number” ds tSlk eSlst fn[kkbZ nsrk gSA bl lsok dks ikus ds fy, Hkkjr ljdkj 
dh vuqefr vko”;d gSA ;g lsok fdlh Hkh uacj ij igys ls pkyw ugha gksrh gSA ;g lsok vkWijsVj ds }kjk fuf”pr 
ekin.M ds varxZr pkyw djk;h tk ldrh gSA

• bl lsok dk “kqYd fofHkUu lfoZl izksokbMj ds vuqlkj fHkUu&fHkUu gks ldrk gSA

dkWy MkboVZ@dkWy QkosZfMax

bl lqfo/kk ls xzkgd vius Qksu ij vkus okyh dkWy dks nwljs eksckby ;k ySaMykbu ij MkboVZ dj ldrk gSA

,fDVos”ku izfØ;k & xzkgd vius gSaMlSV ls MkbZoVZ dj ldrk gSaA

• dkWy MkbZoVZ esa tk,a

• fodYi pqusa] ftl uacj ij dkWy MkbZoVZ ;k QkosZM djuk pkgrs gaSA

xzkgd vius Qksu ls fdlh ,d fodYi dks pqu ldrs gSaA

• igq¡p ls ckgj gksus ij dkWy MkbZoVZA

• O;Lr gksus ij dkWy MkbZoVZA

• ;fn dksbZ mRrj u vk jgk gks rks dkWy MkbZoVZ dk fodYiA 

dkWy dkUÝsal

• bl lsok ds mi;ksx }kjk miHkksDrk ,d lkFk 5 O;fDr;ksa ls ,d lkFk ckr dj ldrk gSaA

• izR;sd O;fDr ftlls ckr gks jgh gSa og vU; ik¡p O;fDr;ksa ls laidZ cuk ldrk gSA izR;sd O;fDr dks lkekU; dkWy 
njsa nsuh gksrh gSaA
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dkWy fQYVj

• ;g ,d fo”ks"k lsok gSa tks lHkh iznkrkvksa@vkWijsVjksa }kjk iznku dh tkrh gSaA bl lsok ds ek/;e ls lafnX/k ;k cYd 
fyLVsM uacjksa ls dh xbZ dkWy dks fQYVj fd;k tk ldrk gSA

• blds fy, ekfld “kqYd lfoZl izksokbMj ds vuq:i ifjofrZr gks ldrs gSaA

dkWy ckfjax

dkWy ckfjax usVodZ ls lacaf/kr QaD”ku gS tks eksckby ds ehuw ¼;fn ehuw esa fn;k x;k gS rks½ }kjk lfØ; ;k fuf"Ø; fd;k 
tk ldrk gSA blds fy, O;fDr dks 4 vadksa ds ikloMZ dk mi;ksx djuk gksrk gS ;k fQj vkWijsVj }kjk fn;s x;s eksckby 
ds USSD dksM }kjk Hkh lfØ; ;k fufØ"; fd;k tk ldrk gSA

• ;g QaD”ku O;fDr dks vkÅVxksbax o budfeax dkWy jksdus dh lqfo/kk iznku djrk gSA

• ;g Qksu dks laHkkfor nq#i;ksx ls cpkrk gSA

• blds }kjk xzkgd vkÅVxksbax dkWy] budfeax dkWy ;k ISD dkWy dks can dj ldrk gSA xzkgd STD dkWy can ugha dj 
ldrk gSA

,e-lh-vkbZ

lsok ds ek/;e ls miHkksDrk Qksu can gksus] cSVjh lekIr gksus vFkok usVodZ {ks= ls ckgj gksus dh voLFkk esa vk;h dkWy dh 
lwpuk] tSls dkWyj dk uke o uacj vkSj dkWy dk le; vkfn izkIr dj ldrk gSA
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2-2-8 eksckby uacj iksVsZfcfyVh (MNP)
eksckby uacj iksVsZfcfyVh og lqfo/kk gSa ftlls lCLØkbcj viuk iqjkuk uacj] vU; lsok iznkrk ds lkFk vFkok ,d LFkku 
ls nwljs LFkku ij fcuk eksckby VsDuksykWth cnys j[k ldrk gSA

iksVsZfcfyVh dh izfØ;k esa rhu ikfVZ;ka “kkfey gSa%&

 ● bPNqd lCLØkbcj

 ● Mksuj vkWijsVj ftls lClØkbcj cnyuk ;k NksM+uk pkgrk gSaA

 ● jslhfi,aV vkWijsVj ¼u;k lsok iznkrk] ftlls lCLØkbcj tqM+uk pkgrk gks½A

iksfVZx izfØ;k%&

,d lClØkbcj tks uacj cnyus dk bPNqd gS mls djuk pkfg, &

 ● jslhfi,aV vkWijsVj ftlls og tqM+uk pkgrk gS lEidZ djsaA

 ● {ks=h; dk;kZy; ls dLVej ,fDVos”ku QkeZ vkSj iksfVZx QkeZ izkIr djsaA

 ● iksfVZax dh izfØ;k dh “krksZ dks vPNs ls le> ysaA

 ● ftl uacj dks iksVZ djuk gSa mlls ,l ,e ,l dj ;wfud dksM izkIr djsaA

10 vadks dh eksckby la[;k fy[kdj ;w-ih-lh- ds fy, 1900 ij iksVZ ,l ,e ,l djsaA ;w-ih-lh- dsoy 15 fnuksa ds fy, 
ekU; gksxk] tcfd tEew d”ehj] mRrj iwohZ jkT;ksa vkSj vklke ds fy, 30 fnuksa ds fy, ekU; gksxkA

 ● tEew d”ehj ds izh&isM ,l ,e ,l lqfo/kk miyC/k ugh gSA ;w-ih-lh- ds fy, 1900 ij dkWy djsa] 1900 ij xzkgd dh 
CLI ij iqf"V ds vijkar ;w-ih-lh- uacj fn;k tk,xkA

 ● iw.kZ :i ls Hkjk iksfVZax QkeZ vkSj lh-,-,Q- QkeZ nLrkost+ yxk dj jslhfi,aV vkWijsVjksa dks nsaA

 ● iksLVisM lClØkbcj vius fiNys fcy ds Hkqxrku dh dkWih iksfVZax rFkk lh-,-,Q- QkeZ ds lkFk tek djsaA

 ● lh-,-,Q- vkWijsVjksa ls u;k fle dkMZ izkIr djsaA

iksfVZax ds fy, 'krsZ%

1. ,d miHkksDrk u;k uacj ysus ds 90 fnu ckn gh iksfVZax ds fy, vkosnu dj ldrk gSA ;fn uacj ,d ckj iksVZ gks x;k 
gSa rks mlds 90 fnuksa ds ckn gh nwljh iksfVZax dk vkosnu fn;k tk ldrk gSA

2. iksfVZax ds le; lClØkbcj ,d “kiFki= nsrk gSa ftlds vuqlkj og Li"V djrk gSa fd og Mksuj vkWijsVj dk cdk;k 
vn+k dj pqdk gSA

3. ;fn izh&isM lClØkbcj gks rks mls “kiFki= nsuk gksxk ftlds vuqlkj lCLØkbcj ;g le> x;k gS fd iksfVZax ds 
le; mlds Qksu esa cdk;k jkf”k lekIr gks tk,xhA
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fjDr LFkku Hkfj,%&

1. izhisM lfoZl dks __________________ lfoZl dgrs gSaA

2. __________________ lfoZl ds miHkksDrk igys lfoZl ds Q+k;ns ysrs gSa vkSj ckn esa Hkqxrku nsrs gSaA

3. og lfoZl tks okWbl dkWYl djkus esa l{ke gksrh gSa mldk uke __________________ gksrk gSA

4. ,e-,e-,l vkSj th-ih-vkj-,l __________________ ds izdkj gSaA

iksfVZax fuosnuksa dks vLohdkj djus ds dkj.k%

iksfVZax fuosnu fuEu dkj.kksa ls vLohdkj fd;k tk ldrk gS &

1. ;fn cdk;k jkf”k Hkqxrku u fd;k gksA

2. ;fn vkosnu u;k dusD'ku ysus ds 90 fnuksa ls igys fd;k x;k gksA

3. ;fn eksckby uacj fdlh nwljs lClØkbcj dks u fn;k x;k gksA

4. ;fn eksckby uacj fdlh nwljs dks gLrkarfjr dj fn;k x;k gksxk rks ;g izfØ;k jn~n dj nh tk,xhA

5. ;fn iksVZ fd;k tkus okyk uacj dkuwu }kjk izfrcaf/kr u gksA

6. ;fn Mksuj vkWijsVj }kjk fn;k x;k ;wfud iksfVZax dksM] iksfVZax fjDosLV ls fHkUu gks ;k ;wfud iksfVZax dksM dh oS/krk 
lekIr gks x;h gksA

7. ;fn vkWijsVj }kjk r; dh xbZ “krsZ iwjh u djrk gksA

vH;kl

fVIi.kh
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;wfuV 2-3% nLrkost+hdj.k

2-3-1 nLrkost+ izfØ;k

fp= 2-3-1 dsokbZlh nLrkost+

fp= 2-3-2 nLrkost+ksa dh lwph

irs dk izek.k

xzkgd vkosnu

viuh igpku dk izek.k

• ikuh@fctyh dk fcy
• VsyhQksu ;k ySaMykbu 

fcy
• pquko izek.k i=
• jk'ku dkMZ
• vk/kkj dkMZ
• xSl dUksD'ku ysuk
• ikliksVZ ¼lekIr ugha 

gqvk½

• ikliksVZ
• vk/kkj dkMZ
• iSu dkMZ
• pquko izek.k i=

nLrkost+ksa dh lwph 

irs dk izek.k viuh igpku dk izek.k

dsokbZlh ¼vius xzkgd dks tkusa½ nLrkost+

ikliksVZ vkdkj dh jaxhu QksVks

bl ;wfuV ds lekIr gksus ds ckn] vki dj ik,axs%

1. eksckby xzkgdksa }kjk fn;s tkus okys nLrkostksa dks le>uk

;wfuV ds mn~ns';
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Åij nh gqbZ ih-vks-, vkSj ih-vks-vkbZ] nksuksa lwph esa ls ,d izwQ dk tek djkuk t+:jh gSA

tEew vkSj d’ehj izns’k ds fy, t:jh nLrkost+

nwjlapkj ea=ky; us tEew d”ehj izns”k ds fy, fo”ks"k funsZ”k tkjh fd, gSaA ea=ky; }kjk vf/k—r nLrkost                     
fuEufyf[kr gS%

igpku i=ksa ds fy,

¼lHkh izek.kksa esa QksVks gksuh pkfg,½

1 ikliksVZ

2 vkeZ ykblsUl

3 MªkbZfoax ykblsUl

4 Pkquko vk;ksx igpku i=

5 jk”ku dkMZ ¼QksVks ds lkFk ekU; gS½

6 Lkh-th-,p-,l@bZ-lh-,p-,l dkMZ

7 Lkjdkj }kjk tkjh fd;k x;k irk dkMZ QksVks
ds lkFk

8 cSad ;k ikLV vkWfQl esa Pkkyw [kkrk ;k cSad esa
vU; [kkrs dh iklcqd QksVks ds lkFk

9 QksVks igpku dkMZ ¼dsaUnz ljdkj@ih-,l-;w ;k
jkT; ljdkj@dsoy ih-,l-;w½

10 isa”ku dkMZ QksVks ds lkFk

11 Lora=rk lsukuh dkMZ QksVks ds lkFk

12 fdlku ikWlcqd QksVks ds lkFk

13 vk;dj iSu dkMZ

14 QksVks ØsfMV dkMZ

15 Lh-,l-Mh] lqj{kk vk;ksx@lSfud lsokvksa }kjk
tkjh LekVZ dkMZ

16 Lkjdkj }kjk Loh—r f”k{kk laLFkk ds }kjk tkjh
QksVks igpku i= ¼dsoy fo|kfFkZ;ksa ds fy,½

irsa ds fy,

¼lHkh izek.kksa esa QksVks gksuh pkfg,½

1 ikliksVZ

2 vkeZ ykblsUl

3 MªkbZfoax ykblsUl

4 Pkquko vk;ksx igpku i=

5 jk”ku dkMZ ¼QksVks ds lkFk ekU; gSa½

6 Lkh-th-,p-,l@bZ-lh-,p-,l dkMZ

7 Lkjdkj }kjk tkjh fd;k x;k irk dkMZ QksVks ds lkFk

8 cSad ;k ikLV vkWfQl esa Pkkyw [kkrk ;k cSad esa
vU; [kkrs dh iklcqd QksVks ds lkFk

9 QksVks igpku dkMZ ¼dsaUnz ljdkj@ih-,l-;w ;k
jkT; ljdkj@dsoy ih-,l-;w½

10 isa”ku dkMZ irs ds lkFk

11 Lora=rk lsukuh dkMZ irs ds lkFk

12 fdlku ikWlcqd irs ds lkFk

13 vk;dj VSDl ,slsleSaV vkWMZj

14 ØsfMV dkMZ LVsVesaV ¼3 ekg ls iqjkuk ekU; ugha½

15 VsyhQksu fcy ;k fQDl ykbu ¼3 ekg ls iqjkuk
ekU; ugha½

16 tEew d”ehj ljdkj ds }kjk tkjh ijekusUV irk
dkMZ

mRrj&iwohZ jkT;ksa ds fy, vko’;d nLrkost+%

1. d`i;k uhps fn, gq, fdlh Hkh nLrkost+ ds O;ogkj ls izek.k&i= lEiUu dhft,%&

 ● vk;dj iSu

 ● QksVks ØsfMV dkMZ

 ● QksVks igpku i=

 ● ikliksVZ

 ● vkeZ ykblsUl

 ● Mªkbfoax ykblsUl
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1. irs ds izek.k ds fdUgha 4 nLrkost+ks dk uke fyf[k,A

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

2. igpku ds izek.k ds fdUgha 4 nLrkost+ks dk uke fyf[k,A

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

 ● QksVks ds lkFk dksbZ vU; nLrkost+

2. Hkkjr ljdkj ds varxZr vkus okys ljdkjh vQlj@jkT; ljdkj vf/kdkfj;ksa dks fiNys i`"B ij of.kZr nLrkost nsus 
dh vko”;drk ugh iM+rh gSA buds fy, foHkkxh; ysVj gSM ds dkx+t ij Lo;a dk ifjp; dkQh gksrk gSA dsoy 
ljdkjh in dk ifjp; nsuk gksrk gS ftlls vko”;drk iM+us ij tk¡p iM+rky gks ldsA

3. Hkkjr esa fons”kh fe”ku gks ;k vU; fons”kh ,stsafl;ka mudks lSY;wyj eksckby Qksu izkIr djus ds fy, vQlj dk uke] 
in] o vU; O;fDrxr fooj.k nsuk vko”;d gksrk gSA

4. fonsf”k;ksa ds fy, fdlh LFkkuh; orZeku xzkgd dh xkjaVh nsuh iM+rh gSA

lalk/ku & v:.kkpy izns”k dk LVsV iksVZy

vH;kl

fVIi.kh
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2-4-1 vkWfQl esa mifLFkfr rFkk le;

2-4-2 dkWy lsUVj esfVªDl

vkWfQl le;

 ● lh-lh-bZ dks vkWfQl le; ij igq¡puk pkfg,A

 ● f”k¶V ds ianzg feuV igys gh vkWfQl esa igq¡puk pkfg,A

 ● dkWy lsUVj ds vkWfQl esa dk;Z vof/k izk;% ukS ?kaVksa dh jgrh gSA

dkWy ykWx&bu le;

 ● vf/kdrj laxBuksa esa ykWx&bu le; izk;% vkB ?kaVs dk jgrk gSA

 ● ykWxbu le;] og le; gS tc dksbZ dk;ZdrkZ flLVe ij ykWx&bu djds dkWy ysus ds fy, rS;kj jgrk gSA  
 dkWy gksYM o lekIr djus dk le; Hkh mlh varjky esa gksrk gSA

Vkbe t+ksu ¼dkWy dk le;½

 ● dEiuh ds dkWy dk rkyesy xzkgd ds dkyle; ds eqrkfcd gksuk pkfg,A mnkgj.k ds fy,] vxj xzkgd pkgrk  
 gS fd mldk dk;Z vesfjdk ds le;kuqlkj gks rks dkWy lsUVj esa dke djus okys O;fDr;ksa dh le; fu;qfDr   
 vesfjdk ds le; ds vuqlkj gksuh pkfg,A

 ● dkWy lsUVj ds LVkQ dh NqÍh xzkgd dh HkkSxksfyd fLFkfr ds vuqlkj gksrh gSA mnkgj.k ds fy,] Hkkjr ds nf{k.k  
 Hkkx esa nh xbZ xzkgd lsok ds fy, NqfÍ;ksa dh fyLV nf{k.k Hkkjrh; jhfr&fjokt+ ds fglkc ls gksuh pkfg,A

 ● ,-lh-,p-Vh dks xzkgd lsok izfrfuf/k dh dkWy vof/k ds fglkc ls ekik tkrk gSA

 ● ,-,p-Vh og vof/k gS tc vf/kdkjh xzkgd dks fdlh dkj.ko”k gksYM djkrs gSaA

 ● ,-lh-,p-Vh dk egRo dEiuh esa iwjh rjg foRrh; rFkk lsok laca/kh lfoZl ysoy ,xzhesaV ls gSA Å¡ph ,-lh-,p-Vh  
 nj dk izHkko dEiuh dh vkenuh ij iM+rk gSA blfy, t:jh gS fd xzkgd dh leL;k dk lek/kku fu;fer  
 le; esa gksA

 ● , ;w ,Dl lgk;d dk;ZoLFkk n”kkZrk gSA ;g ml le; dks n”kkZrk gS tc ,tsaV dkWy ugha mBkrk gS rFkk u gh  
 dkWy lekIr djrk gS vkSj u gh vU; fdlh dke esa O;Lr gSA dqN dkWy lsaVjksa esa dks AUX dksM }kjk vkjke]  

;wfuV 2-4% dkWy lsUVj ls lacaf/kr vo/kkj.kk,a

bl ;wfuV ds lekIr gksus ds ckn] vki dj ik,axs%

1. lhlhbZ ds dk;Z ls lacaf/kr vo/kkj.kkvksa dks le>uk

2. izFke dkWy ij leL;k dk fuokj.k] lsok Lrj le>kSrk vkSj Vh,Vh dh vo/kkj.kk dks le>uk

;wfuV ds mn~ns';
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 yap] izf”k{k.k ;k fdlh fo”ks"k dk;Z esa fn;s x;s le; dk fooj.k j[kk tkrk gSA

 ● lh ,l vkj Vh losZ xzkgd dh larqf"V ds vuqlkj lsok o mRiknksa dh xq.koÙkk tkuus ds fy, fd;k tkrk gSA  
 VsyhdkWe dkWy lsaVj esa ,tsaV ds dkWy iwjh dj nsus ds ckn xzkgd dks ,d eSlst Hkstk tkrk gSA bl lans”k ls ;g  
 lqfuf”pr fd;k tkrk gS fd xzkgd dkWy lsaVj dh lsokvksa ls larq"V gS ;k ughaA lans”k dqN bl izdkj gksrk gS%&

 **gk;] vHkh vkidh ,chlh_9236 izfrfuf/k ls ckr gqbZA D;k vki okrkZyki ds vuqHko ls [kq'k gSA gk¡ ;k uk tokc ds  
   lkFk fjIykbZ djsaA

2-4-3 igyh dkWy ij lek/kku

,Qlhvkj & QLVZ dkWy jstksY;w'ku ¼çFke dkWy fuokj.k½

çFke dkWy 
fuokj.k

larq"V 
xzkgd

ykHk dks 
c<+kuk

dksbZ nksckjk 
dkWy uk gksuk

2-4-4 lfoZl ysoy ,xzhesaV

1. ,l-,y-, xzkgd rFkk lsok iznkrk ;k O;fDr;ksa esa ls fdlh ds lkFk Hkh gks ldrk gSA

2. ,l-,y-, esa “kkfey ckrsa%

a) dqN fuf”pr dkWyksa dks fuf”pr le; esa lekIr djukA mnkgj.kr;k%& X izfr”kr dkWYl dks Y lSds.M ;k mlls 
de le; esa lekIr djukA

b) dkWy lsUVj esa ;g lsokvksa dh fLFkfr tkuus ds fy, cgqr egRoiw.kZ gSA

fp= 2-4-1 izFke dkWy fuokj.k ds ifj.kke



32

çfrHkkxh iqfLrdk

2-4-5 Vh-,-Vh@dk;Zokgh le;
1. xzkgdksa ds }kjk f”kdk;rsa ntZ djkrs le; mUgsa Vh-,-Vh crkuk vfuok;Z gSA f”kdk;r ntZ djus rFkk f”kdk;r lqy>kus 

;k dk;Zokgh ds chp ds le; dks Vh-,-Vh dgrs gSaA

2. izfØ;kvksa] mRiknksa vkSj lfoZl ds fy, Vh-,-Vh lsok lqfo/kka, vyx vyx lsok iznkrkvksa ij fuHkZj djrh gSaA fQj Hkh]            
lk/kkj.k vuqjks/k] tSls okWbl esy “kq# djkuk] vkbZ,lMh vkfn djhc pkj ?kaVs dk le; ysrs gSa] ftlds ckn gh xzkgd 
vius gSaMlsV ij bu lsokvksa dk mi;ksx dj ldrs gSaA

fjDr LFkku Hkfj;s%

1. vkerkSj ij vkWfQl dk le; dkWy lsUVj esa _______________ gksrk gSA

2. _______________ og le; gksrk ftlesa vf/kdkjh flLVe esa ykWx&bu djrk gSa vkSj dkWy djus ;k ysus ds fy, 

rS;kj jgrk gSA

3. _______________ vkSj _______________uhfr;ksa ds nks dksM gSaA

4. ,-lh-,p-Vh- dk iwjk vFkZ _______________ gSA

5. _______________ og vof/k gksrh gS tc lhlhbZ xzkgd dks gksYM ij j[krk gSA

6. lh-,l-,-Vh _______________ ds }kjk ;k VsDlV eSlst ds ek/;e ls ckgj igq¡prk gSA

7. _______________ og le; gksrk gSa tks f”kdk;r ntZ vkSj f”kdk;r gy ds chp dk gksrk gSA

8. vkidh dEiuh us vius xzkgdksa ds fy, ,d ubZ fLde fudkyh gSA vki ;g dSls lqfuf'pr djsaxs fd vkidks ml fLde 

ds ckjs esa iw.kZ :i ls tkudkjh gS\

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

vH;kl
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2-5-1 dk;ZLFky esa dke djus dh ifjfLFkfr;k¡

2-5-2 dk;Z&le;

dk;ZLFky dh t:jh ckrsa%&

vkWfQl QuhZpj

 ● dke djus esa lqxe&lgk;d rFkk t:jr ds vuqlkj vny&cny fd, tkus okys QuhZpjA

 ● fQDl MsLd] ftls Åij&uhps ?kqek;k tk ldsA

ekWfuVj

 ● LØhu dk Åijh fgLlk n`f"V Lrj ij ;k mlls FkksM+k uhps gksA

 ● ekWfuVj bl izdkj ls j[kk gks fd ml ij jks”kuh uk peds vkSj u gh ijNkabZ iM+sA

 ● viuh “kkjhfjd fLFkfr vnyrs&vnyrs jgsa rFkk yxkkrkj cSBs jgus ls cpsaA

i;kZIr dk;ZLFky

 ● dke ds fy, txg de u gksA

 ● dke dk lkeku rFkk viuk lkeku j[kus ds fy, iwjh txg ;k vyekfj;ksa esa ykWdj gksaA 

dk;Z dk okrkoj.k

 ● vanj dk rkieku lgh gksA

 ● “kksj uk gksA

 ● vkWfQl esa izdk”k lgh gksA

 ● rkt+h gok feyrh jgsA

lh-lh-bZ dks iwjs fnu esa ,d ?kaVs dh NqÍh feyrh gS tks rhu Hkkxksa esa caVh jgrh gSA blesa 15&15 feuV ds nks NksVs vodk”k 
vkSj [kkuk [kkus ds fy, vk/ks ?kaVs dk vodk”k feyrk gSA

;wfuV 2-5% vkidk dk;ZLFky

bl ;wfuV ds lekIr gksus ds ckn] vki dj ik,axs%

1. dk;ZLFky esa deZpkjh ds ifjfLFkfr foKku dk egRo le>uk

;wfuV ds mn~ns';
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1. dk;ZLFky ifjfLFkfr ls vki D;k le>rs gSa\

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

2. chp esa fojke dh vko”;drk D;ksa iM+rh gS\

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

3. dk;ZLFky ij lEeku fdl izdkj fd;k tk ldrk gS\ dksbZ ik¡p fof/k crk,aA

a) ____________________________________________

b) ____________________________________________

c) ____________________________________________

d) ____________________________________________

e) ____________________________________________

4. fuEufyf[kr dk mRrj nhft,%

a) vkids lgdehZ dh rfc;r Bhd ugha gS rFkk mls rqjar NqV~Vh pkfg,A vki D;k djsaxs\

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

vH;kl
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2-5-3 dk;ZLFky ij lEeku
dk;ZLFky ij lEeku dh vko’;drk D;ksa gS\

 ● Vhe esa lapkj lq/kkjA

 ● deZpkjh dh lksp etcwr djukA

 ● laxBukRed LokLF; esa o`f)A

 ● eukscy c<+kukA

 ● vuqifLFkfr esa dehA

 ● dkWiksZjsV dYpj o izfr’Bk c<+kukA

 ● mRikndrk c<+kukA
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______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________
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b) vkidh Vhe ds fdlh lnL; dks dkWy ds le; dksbZ rduhdh ijs”kkuh gks jgh gS] vki mldh fdl izdkj lgk;rk 
djsaxs\

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________
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2-6-1 tkudkjh dh lqj{kk
MsVk fdlh Hkh laLFkk dh izkFkfed laifRr gksrh gS vkSj bldh lqj{kk vfr egRoiw.kZ gSA MsVk gks ldrk gS%

 ● xzkgd dh tkudkjh tSls mldk laidZ uacj] foRrh; tkudkjh] O;fDrxr tkudkjh vkfnA

 ● vkidh laLFkk ds dk;Z djus dk rjhdk tSls izokg] foHkkxksa ds dk;Z djus dk rjhdk] yksxksa ds uke vkSj lHkh ls  
 laidZ djus dh tkudkjh vkfnA

 ● daiuh dh uhfr;k¡ vkSj izfØ;k,¡ vkfnA

,d xzkgd lsok izfrfuf/k gksus ds ukrs vkidks lwpukvksa dks lqjf{kr j[kus ds fy, lHkh mik; djus pkfg,A lwpuk dh 
lqj{kk izfØ;k esa fe lwpuk rd vuf/k—r igq¡p] mi;ksx] izdVhdj.k] fo?kVu] la”kks/ku] fjdkfMZax ;k fouk”k vkfn ls mls 
j{kk iznku djrs gSaA ;g MsVk bysDVªksfud ;k fQft+dy :i esa gks ldrk gSA

 ● [kkrk/kkjd ds vykok vU; fdlh dks xzkgd dh O;fDrxr vkSj foRrh; tkudkjh fdlh ds lkeus izdV ugha djuh  
 pkfg,A

 ● fdlh Hkh xzkgd@izfr;ksxh@nwljs O;fDr vkfn ds le{k dksbZ Hkh vuf/k—r tkudkjh fyf[kr ;k ekSf[kd :i ls  
 izdV uk djsA mnkgj.k ds fy,] xzkgd dh tkudkjh dh “khV dh QksVksdkWih vkfnA

 ● fdlh ,d xzkgd dh tkudkjh nwljs xzkgd ls lk>k uk djsaA

2-6-2 xzkgd dh xksiuh;rk
xzkgd viuh tkudkjh nsus ls igys laLFkk vkSj xzkgd lsok izfrfuf/k ij iw.kZ fo”okl j[krk gSA blfy, ,d xzkgd lsok 
izfrfuf/k ds fy, xzkgd dh lwpuk dh xksiuh;rk dks cuk, j[kuk vfr egRoiw.kZ gksrk gSA

MkVk dh lqj{kk cuk, j[kus ds fy, laLFkk dks fuEufyf[kr mik; djus pkfg,%

 ● gkMZ fMLd ;k lkW¶V dkWih esa DykabV ds ikl ls feys MsVk dks dk;Z iw.kZ gksus ij okil ;k u’V dj fn;k tkuk  
 pkfg,A

 ● fdlh Hkh deZpkjh dks dk;ZLFky ls fdlh Hkh rjg dh LVksjst fMokbl tSls& iSUMªkbo] lhMh] eseksjh dkMZ] MhohMh]  
 Cyw js fMLd] ,DlVuZy gkMZ fMLd] ¶yksih vkfn ys tkus dh vuqefr uk nsaA

 ● izos”k vkSj fudkl }kj ij lqj{kk xkMZ dks gj deZpkjh dh tk¡p djuh pkfg,] ftlls fdlh Hkh izdkj dk Hk.Mkj.k  
 midj.k ckgj uk ys tk;k tk ldasA

 ● fcuk fdlh v/khd`r izca/ku Vhe ds esEcj dh vuqefr ds fcuk fdlh Hkh izdkj ds Hk.Mkj.k midj.k dks fdlh Hkh  
 dk;kZy; ds vU; fdlh daI;wVj esa iz;ksx u djsaA

;wfuV 2-6% MsVk xksiuh;rk

bl ;wfuV ds lekIr gksus ds ckn] vki dj ik,axs%

1. MsVk xksiuh;rk ds egRo dks le>uk

;wfuV ds mn~ns';
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1. daifu;ksa }kjk MsVk xksiuh;rk ds fy, mik; D;ksa fd, tkrs gS\ vki D;k lksprs gSa\

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

 ● O;kolkf;d Qk;jokWYl iz.kkyh baVjusV ij fdlh Hkh vukf/k—r osclkbZV lsok dks jksdrk gSA

 ● Qk;jokWy lHkh mi;ksxdrkZvksa ds vf/kdkjksa dks daiuh ds vuqlkj ikcan esa j[krk gSA

 ● gj ,d deZpkjh ls fu;qfDr ls igys fyf[kr :i esa ukWu fMLDykstj ,xzhesUV ¼,uMh,½ fy;k tkuk pkfg,A

 ● xksiuh;rk ds ekunaMksa ds vuqlkj fQaxj fizaV lkW¶Vos;j ds ek/;e ls vkWijs”ku {ks= esa izos”k vkSj ml ij vko”;drk  
 ds vuqlkj izfrca/k j[kuk pkfg,A

 ● osclkbV ds fy, loZj dks Hkh lqjf{kr j[kuk pkfg, vkSj ,d lhlhbZ dks fdlh Hkh izdkj dh vuf/k—r tkudkjh  
 fudkydj mldk mi;ksx ugha djuk pkfg,A

 ● fdlh usVodZ ij nh xbZ igpku vkSj ikloMZ ds }kjk lhfer le; ,Dlsl djsA

 ● vf/k—r O;fDr dks ikloMZ vkSj vfHkxe fu;a=.k ds ckjs esa vPNs ls ifjHkkf’kr djsA

vH;kl

fVIi.kh
______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________
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3- lkW¶V fLdYl o
çksQs’kuy fLdYl

;wfuV 3-1 & nwjHkk"k f”k’Vkpkj

;wfuV 3-2 & fofHkUu izdkj ds xzkgdksa dks laHkkyuk

;wfuV 3-3 & le; izca/ku vkSj O;ofLFkr jguk

;wfuV 3-4 & lapkj dkS”ky

;wfuV 3-5 & n`<+rk vkSj fu.kZ; ysus dk dkS”ky

;wfuV 3-6 & vkykspukvksa ls fuiVuk

;wfuV 3-7 & le>uk vkSj leL;k dk lek/kku djuk

;wfuV 3-8 & foØ; dkS”ky

TEL/N0100, TEL/N0101,  
TEL/N0102, TEL/N0103,  

TEL/N0104
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bl ekWM~;wy ds lekIr gksus ds ckn] vki dj ik,axs%

1. lh-lh-bZ ds fy, vko”;d nwjHkk’k f”k’Vkpkj dks le>uk

2. xzkgdksa ds O;ogkj vkSj LoHkko dks le>uk

3. ifjfLFkfr ds vuqlkj mudks laHkkyuk

4. dk;ZLFky ij la;ksftr jgus vkSj le; izca/ku ds egRo dks le>uk

5. dk;ZLFky ij lapkj dkS'ky ds egRo o mls izkIr djuk

6. n`<+rk dk egRo le>uk

7. fu.kZ; ysus dk egRo le>uk

8. vkifRr;ksa vkSj vkykspukvksa ls fuiVuk

9. xzkgd ds lkFk lgkuqHkwfr j[kuk

10. xzkgd dh leL;k vkSj mldk gy fudkyuk

11. xzkgdksa dh t:jrksa dk vkadyu djuk vkSj mUgsa vkdf’kZr djuk

eq[; f'k{kk

About this book
This Participant Handbook is designed to enable training for the specific Qualification Pack(QP). Each 
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3-1-1 nwjHkk"k f’k"Vkpkj

3-1-2 lsYl dkWy f’k"Vkpkj

,d xzkgd dk fdlh laxBu ;k lh-lh-bZ ls izHkkfor gksuk bl ckr ij fuHkZj djrk gS fd lh-lh-bZ D;k dg jgk gS vkSj 
[kkldj dSls ckr dj jgk gSA ,d lh-lh-bZ dh vkokt+ ;k ckrphr ds <ax ls mldh lksp dk izn”kZu Hkh gksrk gS] pkgs og 
tSls Hkh “kCnksa ;k Hkk"kk dk iz;ksx djsA

 ● Qksu mBkrs gh viuk vkSj vius laxBu dk ifjp; nsaA

 ● vukSipkfjd Hkk"kk dk iz;ksx de ls de djsaA

 ● D;k eSa vkidh lgk;rk dj ldrk gw¡] vkidk Lokxr gS vkSj /kU;okn tSls “kCnksa dk iz;ksx djsaA

 ● Qksu iVdsa ugh cfYd /khjs ls j[ksaA

 ● Li"V vkSj lkQ “kCnksa esa cksysa ftlls nwljk O;fDr vkidh ckr vklkuh ls le> ldsA

 ● dkWy VªkUlQj djus ls mldh lgh fof/k vPNs ls tku ysaA dkWy gksYM djus ls igys xzkgd dks bldh lwpuk t:j 
nsaA ftl O;fDr dh dkWy VªkUlQj dj jgsa gSa mldk ifjp; vius vU; lgdehZ dks nsaA

 ● dkWy ij /;ku nsa rFkk izlUufpr gksdj ckr djsaA

 ● Qksu djus okys dh ckr dks chp esa u dkVsaA

 ● dksbZ Hkh dkWy djus ls igys rS;kjh dj ysaA blls vkidks ;g ekywe gks tk,xk fd vkidks D;k vkSj dSls dguk gSA

,d lsYl dkWy ij] ,d xzkgd dks vkidks eukuk gksrk gS vkSj ;g rHkh gks ldrk gS] tc mldk vki ij fo'okl gksA 
mldk vki ij fo'okl gh mldks vkidks iSls nsus esa lgk;rk ;k de ls de vikbZaVesaV nsus esa lg;ksx djsxkA

bls lqfuf'pr djus ds fy,] vkidks fuEu nh xbZ lsYl dkWy fLØIV dk ikyu djuk gksxk%

fLØIV dks vkjaHk djuk

**lqizHkkr feLVj Bkdqj] eSa Jqfr lks¶VVSy dh rjQ ls ckr dj jgh gw¡A eSusa vkidks fo”ks’k :i ls dqN vius u, vkbZVh 
mRiknksa ds ckjs esa tkudkjh nsus ds fy, dkWy fd;k gS] tks vkidh daI;wVj o vkbZVh dh vko”;drkvksa ds lkFk esy [kkrh 
gSaA D;k vkids fy, ;g ckr djus dk lgh le; gS\** tkjh j[kus ds fy, ges”kk vkKk yasA

fLØIV dk ikyu

**lqizHkkr Jheku Bkdqj] eSa Jqfr lks¶V VSy lsA eSa vkidks vkt dkWy blfy, dj jgh gw¡ D;ksafd fiNyh ckj ---------------------- 
vkius eq>s ckr djus ds fy, le; fn;k FkkA D;k xq:okj dks 1 PM Bhd jgsxk vkids fy,\**

;wfuV 3-1% nwjHkk"k f’k"Vkpkj

bl ;wfuV ds lekIr gksus ds ckn] vki dj ik,axs%

1. lh-lh-bZ ds fy, vko”;d nwjHkk’k f”k’Vkpkj dks le>uk

;wfuV ds mn~ns';
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gksYM

,d xzkgd lsok vf/kdkjh gksus ds ukrs ;g vko”;d gS fd ge fdlh Hkh dkWy dks gksYM ij uk j[ksA gesa dsoy rhu 
ifjfLFkfr;ksa esa gh dkWy dks gksYM ij j[kuk pkfg,% 

 ● fdlh Hkh orZeku vuqiyC/k tkudkjh dks [kkstus ds fy,

 ● VªkULQj izksVksdkWy ds vuqlkj

 ● xzkgd ds vdkmaV dh tkudkjh izkIr djus ds fy,

gksYM ij Mkyus ls igys%

xzkgd dks gksYM ij j[kus ls igys rhu egRoiw.kZ ckrksa dks /;ku es j[ksa%

 ● vkKk ysaA

 ● mudks gksYM dk vuqekfur le; crk,a ¼2 feuV ls de½A

 ● dkWy gksYM j[kus dk dkj.k crk,aA

gksYM ij Mkyus dh fLØIV

**bathfu;fjax foHkkx ls vkidh bPNk ds vuqlkj vkids daI;wVj dks rS;kj gksus esa yxus okys le; ds ckjs irk yxkus ds 
fy, D;k eSa nks feuV ds fy, dkWy gksYM ij j[k ldrh gw¡\

gksYM ls okil vkus ds ckn%

 ● xzkgd dks mlds /kS;Z ds fy, /kU;okn dgsaA

 ● mlds /kS;Z dh ljkguk djsa vkSj {kek ekaxsa ¼vxj vkidks vf/kd le; yxk gks ;k ;fn vkius mls ckj&ckj gksYM ij 
j[kk gks½A

^^eSa vkidk izfr{kk vkSj /kS;Z ds fy, /kU;okn djrh gw¡A vkidks tks tkudkjh pkfg, oks esjs ikl vk xbZ gSA bathfu;fjax 
Vhe ds vuqlkj oks nl fnu esa vkidks vkids daI;wVj dh dUQhxjs”ku rS;kj djds ns nsaxsA**

;fn vf/kd le; yx jgk gks rks nks feuV ds ckn gksYM cVu dks nck,a vkSj xzkgd ls vfrfjDr le; ds fy, vuqjks/k djsaA

ewd ¼E;wV½

;g Qksu ij “kkafr dh fLFkfr gksrh gSA

d`i;k uksV djas% fdlh Hkh xzkgd dks Qksu ij ewd fLFkfr ilan ugha gksrh gSA lqfuf”pr dj ysa fd dsoy Nhadus] Fkwdus] 
[kk¡lh vkfn fLFkfr esa gh E;wV dk cVu nck,aA

LFkkukaf=r djuk

vkidks xzkgd ds lHkh iz”uksa] fuosnuksa vkSj f”kdk;rksa dks nwj djus dh dksf”k”k djuh pkfg,A vkidh Hkwfedk dh Hkh dqN 
lhek,¡ vkSj ifjfLFkfr;ka gksrh gSaA ,sls esa vkidks nwljksa ds gLr{ksi dh vko”;drk iM+ ldrh gSA ;g rc gksrk gS] tc 
vkidks xzkgd dh dkWy fdlh nwljs foHkkx vkSj lqijokbtj ds ikl Vªk¡lQj djuh gksrh gSA tc lhlhbZ xzkgd dh lgk;rk 
djus esa vleFkZ gks tkrk gS rks ,slh fLFkfr mRiUu gksrh gSA

lqfuf’pr djsa fd vki%

1. xzkgd dks blds ckjs esa lwfpr djrs gSaA

2. xzkgd dh dkWy gksYM ij j[krs gSaA

LFkkuka=.k dh fLØIV

^*D;k eSa vkidh dkWy dks 2 feuV ds fy, gksYM ij j[k ldrh gw¡] rkfd eSa bl ckjs esa vius lqijokbtj dks lwfpr       
dj ldw¡\**
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1. ykbZu dk uacj Mk;y djsa] ;fn vki xzkgd dks fn, x, le; ij lqijokbtj dks lwfpr djus esa vleFkZ gSa rks bldh 
lwpuk xzkgd dks nsa ¼,slk dsoy VªkaLkQj dh fLFkfr esa djsa½A

2. ,stsaV vkSj lqijokbtj dks ml xzkgd ds ckjs esa crk,] ftldh dkWy vki mUgsa VªkalQj dj jgs gSA

3. xzkgd dks ,stsaV vkSj lqijokbtj ls ifjfpr djk,aA

4. viuh rjQ ls dkWy dks lekIr dj nsaA

dkWy lekIr djuk

dkWy dks bl rjg lekIr djsa fd xzkgd dks Hkfo’; esa Hkh vkils ckr djus esa [kq”kh gksA

**Jheku Bkdqj vkils ckr djds cgqr [kq”kh gqbZA ,d ckj iqu% vki Jqfr ls ckr dj jgs FksA ;fn vkxs Hkh vkidks daI;wVj 
ls tqM+h dksbZ ijs”kkuh gks rks esjs bl uacj ij nksckjk dkWy djsaA gesa vkidh en~n djus esa [kq”kh gksxhA vkids dherh le; 
ds fy, /kU;okn! lkW¶VdkWy esa dkWy djus ds fy, /kU;okn] vkidk fnu “kqHk gksA**

1. dkWy dk mRrj nsus ls igys vki D;k dgsaxs] viuk uke vkSj --------------------\

a) dEiuh dk uke

b) **gsyks!**

c) ^^vkt vki dSls gSa\**

2. VsfyQksu ij vfHkoknu djuk D;ksa vko”;d gS\

a) ;g vkidh igyh Nfo cukrk gSA

b) ;g fn[kkrk gS fd vki [kq”k gSaA

c) ;g vkidks fouez izLrqr djrk gSA

3. dkWyj dks gksYM ij Mkyus ls igys vkidks D;k dgus ;k iwNus dh vko”;drk gSa\

a) D;k eSa vkidh dkWy dks gksYM ij Mky ldrk gw¡\

b) D;k vki gksYM ij vkuk pkgsaxs\

c) eq>s vlqfo/kk ds fy, [ksn pkgrk gw¡A

4. dkWy VªkUlQj djus ds fy, D;k csgrj gS\

a) lh/kk xzkgd dh dkWy dks vU; “kk[kk esa ;k O;fDr ds ikl VªkUlQj djsaA

b) vius }kjk vU; “kk[kk ;k O;fDr ls tqM+sa] xzkgd dh DoSjh@f”kdk;r dk fooj.k nsa vkSj O;fDrxr :i ls xzkgd 
dk ifjp; vU; “kk[kk ls djk,aA

5. vki fdlh bUckmaM dkWy lsaVj esa lhlhbZ gSaA ;fn vkidks dksbZ xzkgd dkWy djrk gS rks vki okrkZyki dh “kq#vkr 
dSls djsaxs\

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

vH;kl
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çfrHkkxh iqfLrdk

3-2-1 xzkgd dk O;ogkj
fdlh Hkh xzkgd ls laidZ djus ls igys og dkj.k le>uk t:jh gS tks xzkgd ds O;ogkj dks izHkkfor djrs gSaA lgh 
n`f’Vdks.k ls ldkjkRed vkSj izHkkoh ifj.kke ik, tk ldrs gSa ftlls dk;Z esa larqf’V feyrh gSA

ukjkt+ xzkgd

,d NksVh xyrh ls xzkgd dks xqLlk vk tkrk gSA

dSls laHkkysxsa%

 ● xzkgd dks viuh ckr dgus nsa o chp esa u cksysaA izs”kj dqdj fof/k dk iz;ksx djsaA

 ● vki Li’V vkSj fouez cusa jgsa vU;Fkk xzkgd ukjkt+ gks ldrs gSaA

ek¡x j[kus okys xzkgd

miyC/k lsok ls vf/kd dh mEehn djus okys xzkgd bl Js.kh esa vkrs gSaA ,sls xzkgdksa dks vki vklkuh ls larq’V ugha dj 
ldrs gSaA

dSls laHkkysxsa%

 ● buds lkFk uez jgdj fLFkj vkSj izksQs”kuy cus jgsaA

 ● buls T;knk fouez u gks vkSj uk gh T;knk vlH; gksA

lgu’khy xzkgd

og xzkgd tks vkidh ckr lqurs gSa o t:jr ls T;knk fouez jgrs gSaA tks gj f”kdk;r ls igys ekQh ekaxrs gSaA

dSls laHkkyasxs%

 ● mudh ckr /;ku ls lqfu,A

 ● O;kolkf;d O;ogkj cuk, jf[k, vkSj mUgsa vuns[kk u djsaA

 ● mudk fo”okl thfr,A

vkosxh xzkgd

bu xzkgdksa dks jk; nsuk cgqr vyx gksrk gS] D;ksafd bu xzkgdksa dks mRikn dh dksbZ fo”ks’k tkudkjh ugha gksrh ijarq ;s 
[kjhnkjh djuk pkgrs gSaA

dSls laHkkyasxs%

 ● buds le{k lHkh mi;ksxh mRiknksa dk izn”kZu djsaA

;wfuV 3-2% fofHkUu izdkj ds xzkgdksa dks laHkkyuk

bl ;wfuV ds lekIr gksus ds ckn] vki dj ik,axs%

1. xzkgdksa ds LoHkko dks le>uk rFkk ifjfLFkfr vkSj O;ogkj ds vuqlkj mudks laHkkyuk

;wfuV ds mn~ns';
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       D;k djsa      D;k uk djsa

 ● xgjh lkal ysaA
 ● viuh vkokt+ esa mRlkg vkSj nksLrkuk vankt+ j[ksaA
 ● tks dgk tk jgk gSa mls le>saA
 ● uksV djsaA
 ● xzkgd dk uke vkSj uacj ysaA
 ● ;fn laxBu dh xyrh gS rks ekQh ekafx,A
 ● cgkus er cukb,A
 ● tks dke dh ftEesnkjh yh gS mls fuHkk,aA

 ● blesa esjh dksbZ xyrh ugh gSA
 ● eSaus ,slk dqN ugha fd;kA
 ● ,d rks igys gh bruh eqlhcr gSa] Åij ls 

vkidh leL;k vkSj vk xbZA
 ● xqLlk gksukA
 ● lgkuqHkwfr ekaxukA
 ● ,d >Vds esa ifj.kke ij igq¡pukA
 ● VksdukA

 ● ftruk gks lds tkudkjh iznku djsaA

t:jrksa ij vk/kkfjr xzkgd

bl izdkj ds xzkgdksa dks fo”ks’k izdkj ds mRikn ysus gksrs gSa vkSj bUgsa viuh vknrksa ;k t:jrksa dks iwjk djus gsrq gh 
mRikn [kjhnuk gksrk gSA

dSls laHkkyasxs%

 ● bUgsa ldkjkRed rjhds ls laHkkyuk vkSj nwljs mRikn ds foHkkx esa cnyus ds fy, lgh rjhdk vkSj dkj.k crkuk pkfg,A

 ● xzkgd dh vk”kkvksa dks igpkusa vkSj lqfuf”pr djsaA

vki xzkgdksa dks dSls gSaMy djsxsa tks%

1. eglwl dj jgs gSa fd vki mudks vius mRiknksa ;k lsokvksa ls csodwQ cuk jgs gSaA
__________________________________________________________________________________________

2. ugh tkurs gSa fd mUgsa lsok ls D;k pkfg,A
__________________________________________________________________________________________

3. lsok ds ckjs esa lc tkurs gSaa vkSj fdlh dkj.k ls xqLlk gSaA
__________________________________________________________________________________________

vki bu ifjfLFkfr;ksa esa D;k djsxsa%

1. vizlUu xzkgd tks lh-lh-bZ }kjk nh xbZ lsokvksa ls [kq”k ugha gS] pkgrk gS fd og lhlhbZ mlls ekQh ekaxsA
2. xzkgd vius uacj ij yxh fjaxVksu gVkus dh fjDoSLV djrk gS tks mldh bPNk ds fcuk yxk nh xbZ gS vkSj mldh 

;g leL;k 31 fnu ls gy ugha gqbZ gSA

3. xzkgd viuk Iyku cnyuk pkgrk gS vkSj og tku ugh ik jgk gS fd fdl Iyku dks pqus] lgh Iyku dks pquus esa 
mldh lgk;rk djsaA

xfrfof/k

vH;kl
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çfrHkkxh iqfLrdk

3-3-1 le; izca/ku

le; izca/ku D;k gSa\

 ● le; dk bl izHkkodkjh <ax ls caVokjk djuk fd lgh le; esa lgh dke gks tk,A

 ● izHkkodkjh le; izca/ku ls O;fDr gj dke dks mlds egRo vkSj t:jr ds vuqlkj le; esa iwjk dj ldrk gSA

 ● le; izca/ku ls rkRi;Z gSa le; ds c<+rs vHkko esa le; dk mRre iz;ksxA

le; izca/ku ds rRo gSa%

1. izHkkodkjh fu;kstu

2. y{; fu/kkZj.k o mn~ns”; fu/kkZfjr djuk

3. le; fu/kkZj.k

4. nkf;Roksa dk foHkktu

5. egRokuqlkj dk;ksaZ dh izkFkfedrk,

6. lgh le; ij lgh dke djuk

rRdkfyd vkSj egÙoiw.kZ dk;Z xSjrRdkfyd o egÙoiw.kZ dk;Z

rqjar djs%
xzkgd dh leL;kvksa o ijs”kkfu;ksa dks fuiVk;saA
ofj’B vf/kdkfj;ksa ls vko”;d phtksa dh ekax djsaA
ofj’B vf/kdkfj;ksa ds lkFk ehfVaxA

dk;Z ds fy, ;kstuk cuk,a%
vxys fnu ds dk;ksaZ dh lwph cuk;saA
Msyh fjiksVZ rS;kj djsaA

lkekU; o rRdkfyd dk;Z lkekU; o xSjrRdkfyd dk;Z

vLohdkj djsa o dkj.k crk,a%
xzkgd dh fcuk otg dh f”kdk;rsaA
vkikrdkyhu fLFkfr dk Li"Vhdj.kA
dk;Z ds le; tkfxzr xyrQgfe;kaA
O;FkZ dh dk;Ziz.kkyh o izfØ;k,aA

fojks/k djsa o NksM+sa%
daI;wVj ij xse [ksyukA
baVjusV pykukA
fcuk eryc flxjsV czsdA
lkekftd lapkj] ckrphr o xi”kiA
O;FkZ vkSj csdkj dh lkexzh i<+ukA

3-3-2 le; dk ikcan gksuk

 ● ;g vkidh bekunkjh vkSj deZBrk fn[kkrk gSA

 ● vkidk Hkjkslsean gksuk fn[kkrk gSA

;wfuV 3-3% le; izca/ku vkSj O;ofLFkr jguk

bl ;wfuV ds lekIr gksus ds ckn] vki dj ik,axs%

1. dk;ZLFky ij la;ksftr jgus vkSj le; izca/ku ds egRo dks le>uk

;wfuV ds mn~ns';
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3-3-3 la;ksftr gksuk

 ● y{; rFkk /;ku dsfUnzr gksukA

 ● dk;Z{kerk c<+kukA

 ● vkids lgdfeZ;ksa rFkk vkids fy, dke djus okyksa ds fy, mnkgj.kuh; gksukA

 ● fu;ksftr dk;Z iz.kkyh ¼lkef;d Hkqxrku vkSj gtkZuk u Hkjuk½A

 ● uk my>usa uk fpUrk ftlls ruko esa deh vk,A

 ● larqfyr dk;Z iz.kkyh ls lqxe thou vkSj vPNk LokLF;A

 ● y{; /kkj.k djuk vkSj izkIr djukA

 ● vf/kd ldkjkRed O;olkf;d n`f"Vdks.k izLrqr djuk vkSj vPNk uke ikukA

 ● dke dh mi;qDr izkFkfedrkA

 ● jpukRed vkSj ltx cuukA

 ● vius dk;Z{ks= ds fy, vf/kd mRlkg vkSj “kfDrA

 ● dke dh nqoZO;oLFkk vkSj xM+cM+h ls NqVdkjkA

 ● dbZ Qkyrw ;k ftldh t:jr u gks mlesa deh gksukA

 ● lgh fn”kk esa dk;Z{kerk ls O;kikj c<+kuk ftlls dEiuh dh vk; c<+rh gS] rFkk xzkgd larqf"V cuk, j[kukA

1. fnu dh pkj xfrfof/k;ksa dk mYys[k djsa vkSj mu lHkh dks mudh izkFkfedrk ds vuqlkj O;ofLFkr djsaA igpkusa D;k 
T;knk t+:jh gSa vkSj D;k ughaA

_________________________________________________________________________________________

_________________________________________________________________________________________

2. le; dks O;ofLFkr djus ds fy, vki D;k djsxsa\

_________________________________________________________________________________________

_________________________________________________________________________________________

 ● izkFkfedrk

 ● le; ds eqrkfcd dk;Z djuk

 ● vkidk vkRefo”okl c<+krk gSA

 ● nwljksa ds izfr lEeku n”kkZrk gSA

 ● vkidh fouezrk dks fn[kkrk gSA

vH;kl
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çfrHkkxh iqfLrdk

3-4-1 lapkj dq'kyrk

lapkj D;k gS\

 ● yksxks esa lwpuk ds vknku&iznku dh izfØ;k dks lapkj dgrs gSaA 

 ● lapkj dk mn~ns”; gSa vkidj lans”k nwljksa rd igq¡pkuk] lgh “kCnksa esa lans”k rHkh lQy gksrk gSa tc bldk 
vknku&iznku gksrk gSaA

lapkj D;ksa egRoiw.kZ gS\

 ● O;fDrxr rFkk O;olkf;d thou esa ;g vko”;d rRo gSaA

 ● vkRefo”okl dh vksj izsfjr djrk gSaA

 ● O;kikfjd rFkk lkekftd thou esa lEeku c<+krk gSA

 ● fe= cukus esa lgk;d gksrk gSA

 ● O;fDrRo esa fof”k"V lq/kkj gksrk gSA

 ● ;ksX;rk n”kkZrk gSA

vPNs lapkj ds xq.k

,d izHkko”kkyh lapkj ds fy, lhlhbZ dks pkj izeq[k ckrksa dks /;ku esa j[kuk pkfg,A os gSa%

1. xzkgd ds okrkZyki djus ds rjhds dks le>uk

2. lapkj esa Li’Vrk

3. lquus dh dyk

4. iz”u iwNus dh dyk

3-4-2 lapkj esa Li"Vrk

xzkgd lsok vf/kdkjh dks dkWy lsaVj ij fn, x, dk;Z ds ckjs vius lkFkh@ofj’B ls Li’Vrk ds lkFk ckrphr djuh pkfg,A 
bl rjg ls ckrphr djsa fd vki tks Hkh dguk pkg jgs gSa mldk vFkZ lquus okys dks vklkuh ls le> esa vk tk,A ;g 
vkids izfr f”k’Vkpkj O;Dr djrk gSA Li’Vrk ds lkFk cksyus ds fy, vki lqfuf”pr djsa fd%

 ● vki vius fcanqvksa dks tkusaA ckrphr esa tks Hkh dguk pkgrs gSa mlesa ikjnf”kZrk j[ksaA

 ● vius eq[; fcanqvksa ij gh ckr djsaA vxj vki ml fcanq ls gVsaxs rks vkidks lquus okyk Hkzfer gks tk,xkA ;fn dqN 
deh gqbZ rks blls vkids lans”k dk eryc cny tk;sxkA

;wfuV 3-4% lapkj dkS’ky

bl ;wfuV ds lekIr gksus ds ckn] vki dj ik,axs%

1. dk;ZLFky ij lapkj dkS'ky dk egRo le>uk o mls izkIr djuk

;wfuV ds mn~ns';
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izHkko”kkyh lquuk ,d lfØ; iz;kl gSA tc xzkgd dqN cksyrk gS rks og dsoy lquus ls cgqr vf/kd gksrk gSA ;fn vki 
vPNs Jksrk gSa rks vki Lo;a dh Nfo dk izHkko xzkgd ij Mkyus esa lQy gks tkrs gSaA tc vki xzkgd dks izHkko”kkyh rjhds 
ls lqusaxs rks vki mldh vko”;drkvksa dks iwjk djus djus ds fy, mlds le{k mi;qDr lsokvksa dk izn”kZu dj ik,saxsA

lfØ;rk ls lquus dh rduhd esa “kkfey gS%

 ● tkudkjh dks nksgjkuk ;k nksckjk ls cksyuk

 ● ckrphr dk lkjka”k

 ● [kkeks”k jguk

3-4-3 lquus dh dyk

 ● O;fDr;ksa ds O;ogkj ij dsafnzr jgas vkSj fdlh Hkh izdkj dh fuankiw.kZ ckrksa ls cpsaA

3-4-4 ç’u iwNus dh dyk

izfrfuf/k fofHkUu dkj.kksa ds fy, iz”u iwN ldrk gSA igys] iz”uksa ls xzkgd lsYl dh izfØ;k esa Hkkx ysrk gSA iz”u iwNus 
ij izfrfuf/k dks xzkgd dks pqipki lquus dh ctk; ckrphr esa lfØ; :i ls Hkkx ysuk pkfg, vkSj tks Hkh dgk ;k cksyk 
tk jgk gks mls vPNs ls ;kn j[kuk pkfg,A nwljs] iz”u xzkgd dk lsYl djus okys O;fDr esa viuh :fp fn[kkrs gSaA varr% 
lsYl djus okys O;fDr iz”uksa ds ek/;e ls lHkh egRoiw.kZ tkudkfj;ka ,d= dj ysrs gSaA

izHkko”kkyh iz”u ds iwNus ds fy, dqN funsZ”k fuEufyf[kr fn, x, gSa%

 ● yEcsa mRrjksa ds fy, izksRlkfgr djsaA lk/kkj.k mRrj tSls& gk¡ ;k ugha mRrj okys iz”u uk iwNsaA mnkgj.k ds fy,] 
^^D;k vkius bl czkaM ds ckjs esa lquk gS\^^ ds ctk; **vki czkaM ds ckjs esa D;k tkurs gSa\** iwNsaA

 ● gj ,d iz”u ds chp esa dqN le; j[ksaA ;fn izfrfuf/k xzkgd ls ,d ds ckn ,d iz”u iwNsxk rks xzkgd blls 
fopfyr gks ldrk gSA iz”uksa ds chp dqN le; nsuk ,d izdkj dh fof/k gksrh gS] ftlls xzkgd yEcs mRrj nsus 
ds fy, izksRlkfgr gksrk gSA

 ● NksVs vkSj lk/kkj.k iz”u iwNsaA ,sls iz”uksa dks u iwNas ftuds nks ;k nks ls vf/kd fgLls gksaA ;fn ,sls iz”u iwNs tkrs 
gaS rks xzkgd Hkzfer gks tkrk gS vkSj og ;g ugha le> ikrk fd iz”u ds fdl fgLls dk mÙkj nsA blls izfrfuf/k 
dks irk ugha pyrk fd xzkgd }kjk fdl Hkkx dk mRrj fn;k tk jgk gS\

 ● yhfMax iz”uksa dks iwNus ls cpsaA yhfMax iz”u og gksrs gSa] tks “kCnksa dks xzkgd ds eq¡g rd rks ykrs gS ijarq os tokc 
ugha ns ldrs vkSj blls lsYl djus okys O;fDr dks Kkr ugha gksrk fd lkeus okyk O;fDr okLro esa D;k lksp 
jgk gSA mnkgj.k& vki D;ksa lksprs gks fd ;g ,d vPNh lsok gS\ xzkgd bl iz”u ds mRrj esa ldkjkRed fopkj 
vko”;d yk,xk ijarq bldh lPpkbZ og ckgj ugha fudkysxkA
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çfrHkkxh iqfLrdk

1. viuk dksbZ ,slk vuqHko crk,sa ftlesa tc vki cksy jgs gks vkSj dksbZ vkidh ckrksa ij /;ku u nsa jgk gksA

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

xfrfof/k

fVIi.kh
______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

______________________________________________________________________________________________

1. lapkj D;ks egRoiw.kZ gS\

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

vH;kl
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3-5-1 n`<+rk

3-5-2 fu.kZ; ysus dk dkS’ky

dHkh dHkh xzkgd fo”ks’k /;ku pkgrs gSa vkSj gj rjg dk Qk;nk mBkuk pkgrs gSaA ,d lh-lh-bZ esa ;g ;ksX;rk gksuh pkfg, 
fd og Li’V :i ls ;g crk lds fd xzkgd ds fy, dSlk O;ogkj Lohdk;Z gS vkSj dSlk ughA bldk ;g eryc ugha fd 
xzkgd dk lkeuk mxzrk ls gks ;k og muls fHkM+ tk,A ,d lh-lh-bZ dks viuh ckr dks n`<+rk vkSj “kkar rjhds ls xzkgd 
rd igq¡pkus dh dksf”k”k djuh pkfg,A

n`<+ O;fDr

 ● nwljs ds vf/kdkj dks lEeku nsrs gq, vius vf/kdkjksa ij MVk jgrk gSA

 ● viuh ckrksa dks Li’V :i ls j[krk gSA

 ● LokfHkekuh gksrk gS vkSj vkRelEeku j[krk gSA

n`<+ cuuk

 ● Qksu ij ckr djrs le; vkokt+ esa n`<+rk vkSj e/kqjrk j[ksa] Li’V mPpkj.k vkSj fu;af=r vkokt+ esa mi;qDr lwpuk nsaA

xzkgd lsok dk ,d vPNk xq.k lgh vkSj vPNk fu.kZ; ysuk gSA tc vkids xzkgd dks dksbZ leL;k gS rks vkidks ;g 
lqfuf”pr djuk gS fd leL;k dks lqy>kus ds fy, D;k fd;k tk,A vxj vki dqN ugha dj ldrs gSa rks xzkgd vki ls 
fp<+ tk;sxkA

vkidks ;g ns[kuk gS fd vkids fdl fu.kZ; ls lcls vf/kd Qk;nk gksxkA [kqn ls ;g loky iwfN, fd fdl fu.kZ; dk 
izHkko ldkjkRed gksxkA ges”kk izfrfØ;k nsaA

xzkgd lsok izfrfuf/k gksus ds ukrs xzkgd dh lgk;rk djuk vkidh ftEesnkjh gSA lgk;rk ds dbZ eryc gks ldrs gSa& 
vkidks mUgsa dqN rF; crkus gksa ;k vkidks xzkgd dks lgh foHkkx }kjk lgk;rk fnykuh gksaA fdlh Hkh fLFkfr esa vPNh ls 
vPNh lgk;rk iznku djsaA

fu.kZ; ysus ds eq[; pj.k

1. leL;k dks ifjHkkf"kr dhft,A

2. leL;k ij fopkj&foe”kZ dhft,A

3. tkudkjh bdÎk dhft,A

4. vU; fodYiksa ij Hkh fopkj dhft,A

;wfuV 3-5% n`<+rk vkSj fu.kZ; ysus dk dkS’ky

bl ;wfuV ds lekIr gksus ds ckn] vki dj ik,axs%

1. n`<+rk ds egRo dks le>uk

2. fu.kZ; ysus ds dkS”ky ds egRo le>uk

;wfuV ds mn~ns';
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n`<+rk iznf’kZr djus okys okD; pqusa%

1. fuEu LVsVesaV dks if<+, tks 1 ls 5 izfrfuf/k;ksa }kjk nh xbZ gSA vc LohdkjkRed LVsVesaV ij fu”kku yxkb;sA eSustj 
dgrk gS ^vHkh “kke ds 7 cts gSa] eSa pkgrk gw¡ fd vki vkt ;g dk;Z iwjk djsaA

a) izfrfuf/k 1% ;g cgqr eqf”dy gSA eS ekQh pkgrk gw¡ ysfdu eSa ;g ugh dj ldrkA esjk dke djus dk le; 
5%30 rd gksrk gSA

b) izfrfuf/k 2% Bhd gS ysfdu ;g cgqr eqf”dy gS fQj Hkh vkxzg dj jgsa gSa rks eSa dj nw¡xkA

c) izfrfuf/k 3% ugha] ;g ugh gks ldrk gSA esjh iRuh chekj gSaA eq>s vHkh ?kj tkuk gksxkA eSa igys ls gh ysV gw¡A

d) izfrfuf/k 4% gk¡] eS le>rk gw¡ ysfdu esjs fy, ihNs gVuk eqf”dy gSA eSa dqN dk;Z ?kj ys tkÅaxkA eS dy vkWfQl 
tYnh vk tkÅaxk vkSj ckdh cpk dk;Z dj nw¡xkA

e) izfrfuf/k 5 % ;g dy gksuk t:jh gSA vxj vki ncko Mkysaxs rks eSa lgk;rk ugh dj ikÅaxkA

2. lksfp, fd vki ,d lh-lh-bZ gSa vkSj vki ,d xzkgd dks dg jgs gSa fd vkidh leL;k dk gy ,d ?kaVs esa ugha cfYd 
,d fnu esa gksxkA xzkgd cgl djrk gS fd mldh leL;k tYn ls tYn gy gks tk,A vki D;k djsaxs\

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

3. viuh futh+ ftUnxh ls tqM+h fLFkfr ds fu.kZ; ds ckjs esa lksfp,A vkius fu.kZ; ysus ls igys D;k fopkj fd;k FkkA 
viuk vuqHko ck¡VsaA

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

5. lgh fodYi dk pquko dhft,A

6. fu.kZ; dks dk;kZfUor dhft,A

vH;kl

fVIi.kh
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3-6-2 vkykspuk dk lkeuk djuk

3-6-1 vkykspuk ls fuiVuk

vuqfpr vkykspuk dk mRrj “kkafr vkSj psruk ls nsuk%

viuh izkjaHkfjd izfrfØ;kvksa ls Mhy djuk

vkidh rqjar izfrfØ;k vfr egRoiw.kZ gS & pht+ksa dks csgrj ;k [kjkc cukus esa bldh ,d cgqr cM+h Hkwfedk gksrh gSA blls 
vkidks vius xqLls vkSj yM+us dh bPNk dks de djus dh izjs.kk feyrh gSA

 ● “kkar jgsa

 ● nksgjk, x, fcanqvksa ij /;ku nsa

 ● nksuksa ds n`f’Vdks.k ij /;ku nsa

 ● fouez jgsa

tc vki vius O;kikj esa dksbZ mRikn ;k lsok csp jgs gksrs gSa] rks vkidks fdlh Hkh vkykspuk ds mRiUu gksus ij vius 
xzkgdksa dks laHkkyuk gksrk gSA vkidh xzkgd dks igpkuus dh ;ksX;rk] Qksyks&vi vkSj vPNh yhM dks lsy esa cnyus ds 
dkS”ky ls Hkh O;kikj esa ykHk gksrk gSA

3-6-3 xzkgd ds le{k lgkuqHkwfr çdV djuk

lgkuqHkwfriw.kZ eqgkojksa dk iz;ksx

 ● eSa ns[k ldrk gw¡ fd vki ,slk D;ksa eglwl dj jgs gSaA

 ● eSa tkurk gw¡ fd vkidk D;k eryc gS\

 ● ;g cgqr ijs”kku djus okyh ckr gSA

 ● eSa le> ldrk gw¡ fd ;g fdruk ijs”kku djus okyh ckr gSA

 ● eq>s blds fy, [ksn gSA

mnkgj.k ds fy,% ,d xzkgd dkWy lsaVj esa dkWy djrk gS vkSj dksbZ fo”ks’k lsok ds uk feyus ij mldh f”kdk;r ntZ

djokrk gSA vki mldks bl izdkj mRrj nsaxsA

**eSa bl ckr dks le>rk gw¡] vki bl le; FkksM+k ijs”kku gS D;ksafd geus tks lsok fiNys lIrkg vkidks nsus dk oknk

;wfuV 3-6% vkykspukvksa ls fuiVuk

bl ;wfuV ds lekIr gksus ds ckn] vki%

1. vkifRr;ksa vkSj vkykspukvksa ls fuiVuk

;wfuV ds mn~ns';
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fjDr LFkku HkjsaA

1. vkykspukvksa ls vPNs rjg ls fuiVus ij vki ,d -------------------------------------------- dk;Z djrs gSA

2. -------------------------- joS;k vkidks xzkgd dks ;g le>kus esa lgk;rk djsxk fd vki mls ,d vPNk mRikn ;k lsok csp 
jgs gSA

1. ,d Øksf/kr xzkgd vkids ikl f”kdk;r ysdj vkrk gS fd mls ;k=k ds nkSjku iwjs jkLrs Hkj usVodZ dh cM+h fnDdr 
gksrh gSA vki bl fLFkfr dks fdl izdkj laHkkysaxs\

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

fd;k Fkk] oks iwjk ugha dj ik, gSa**

**ge le>rs gS fd vki D;ksa ijs”kku gSA eSa Hkh bl ckr ls ijs”kku gw¡A eSa vkidks lgh le; ij lsok u nsus ds fy,

{kek pkgrk gw¡A**

**eSa vHkh vkidh f”kdk;r dh lacaf/kr foHkkx esa ckr djrk gw¡A

^^;g vxys rhu ?kaVksa esa gy gks tk,xhA**

vH;kl

xfrfof/k

fVIi.kh
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3-7-1 leL;k ds lek/kku ds fy, vko’;d dkS’ky

,d lhlhbZ ds fy, mldk dk;Z rHkh vklku o izHkkoh gks ldrk gS] tc og leL;k dks igys pj.k esa gh vPNh rjg le> 
ysA blls lhlhbZ ds dk;Z djus esa le; dh Hkh cpr gksrh gSA

leL;k lek/kku

 ● lqfuf”pr djsa fd leL;k gSA

 ● irk yxk;sa fd leL;k D;k gSA

 ● lek/kku ds fodYi crk;saA

 ● fodYiksa esa ls ,d dk pquko djsaA

 ● pqus gq, lek/kku dks dk;kZfUor dhft,A

 ● lek/kku dk ewY;kadu dhft,A

leL;k lek/kku ds mnkgj.k%

 ● xzkgd /kheh j¶rkj ls c<+ jgs gSa & lh-lh-bZ b/kj&m/kj dh ckrsa u djds xzkgd ds my>s eqnns lh/kk gSYiMsLd dks 
nsrk gSA

 ● vizlUu xzkgd tks lsok ls [kq”k ugh gSa& lh-lh-bZ dks pkfg, fd ukjkt+xh dk dkj.k tkus rFkk gj laHko lek/kku nsA

 ● xzkgd ds vdkmaV esa Hkqxrku lgh rjg ls ØsfMV ugha gqvk gS& lh-lh-bZ dks tYn gh bldk irk yxkus okyh izfØ;k 
ij dke djuk “kq: dj nsuk pkfg,A

 ● xzkgd ds vdkmaV dh lwpuk xk;c gS& lh-lh-bZ dks pkfg, dh oks lHkh Qkbyksa dh tk¡p djs vkSj vius lgdfeZ;ksa ls 
iwNrkN djds xk;c gqbZ Qkby dks <¡w<+sA

 ● fnu ds var esa dS”k@vdkmaV esa xM+cM+h gSa & lh-lh-bZ ds fy, t:jh gS fd og xM+cM+h dks igpkus ;fn xM+cM+h dh 
igpku u gks rks dEiuh vkSj xzkgd vkilh erHksn lqy>k ysaxsA

;wfuV 3-7% le>uk vkSj leL;k dk lek/kku djuk

bl ;wfuV ds lekIr gksus ds ckn] vki dj ik,axs%

1. xzkgd dh leL;k vkSj mldk gy fudkyus ds rjhds dh igpku djuk

;wfuV ds mn~ns';
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1. lksfp, fd xzkgd ds vdkmaV esa Hkqxrku iwjh rjg ls ØsfMV ugha gqvk gSA vki leL;k dks gy djus ds fy,     
D;k djsaxs\

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________
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1. Åij crk, x, mnkgj.kksa esa fdlh ,d dk pquko dj fuEu fn, x, rhu pj.kksa dh lgk;rk ls lek/kku fudkysa%

a. leL;k dks igpkuuk vkSj le>uk

b. leL;k fuokj.k izfØ;k

c. xzkgd ds lkFk laokn LFkkfir djus esa f'kf{kr gksuk

2. izHkkoh <ax ls leL;k dk lek/kku djrs le; dh nks eq[; ck/kk,a fy[ksaA

a. _____________________________________________________________________________________

a. _____________________________________________________________________________________
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3-8-1 foØ; dkS’ky

foØ; D;k gSa\

fdlh dks eukdj mls ,d mRikn ;k lsok dks cspuk lsfyax ;k foØ; gSA blds dbZ Hkkx gSa tSls foKkiu ;k izlkj] izpkj] 
tu&laidZ rFkk lh/ks laidZ ls cspukA ;g lkjh izfØ;k ,d lsYleSu dh gksrh gS tks xzkgd dh t:jr vuqlkj mls mRikn 
;k lsok iznku djrk gS vkSj lkFk esa xzkgd ds rky&esy ds fglkc ls miyC/k lsok dk foØ; djrk gSA 

foØ; izfØ;k,a

foØ; ls igys dh rS;kjh%

 ● vius mRikn vkSj izfr}afn;ksa dh iwjh tkudkjh ysaA

 ● xzkgd dh tkudkjh ysaA

 ● orZeku fcØh vkSj ;kstuk ds ckjs esa tkudkjh ysaA

 ● Hkqxrku fdl izdkj ls vkSj fdu n”kkvksa esa ftl fdlh Iyku }kjk gks jgk gSa mldh tkudkjh j[ksaA

foØ; ds le; vfHkoknu vkSj vkxzg%

 ● izksMDV Iyku vkSj mldh fo”ks"krkvksa dk fooj.k nsaA

 ● xzkgd dks lgh Iyku pquus dh lykg nsa vkSj mldh lgk;rk djsaA

foØ; ds ckn%

 ● xzkgd ds iz”u o f”kdk;rsaA

 ● vi&lsfyax

 ● ØkWl&lsfyax

3-8-2 lsfyax fLdYl ¼foØ; dkS’ky½

;g og fLFkfr gS tc dksbZ xzkgd dqN [kjhnus ds fy, vkWMZj djrk gSA bl le; vkidks ,d vPNk Jksrk gksuk vko”;d 
gS rFkk vkidks mldh ckr /;ku ls lquuh pkfg,A ;fn vki viuh daiuh ds lHkh mRiknksa ds ckjs esa tkurs gSa rks ;g vkids 
fy, ykHknk;d gS vkSj vki xzkgd dks fofHkUu fodYi ns ldrs gSaA ,slh fLFkfr esa &
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bl ;wfuV ds lekIr gksus ds ckn] vki dj ik,axs%

1. xzkgdksa dh t:jrksa dk vkadyu djuk vkSj mUgsa vkdf’kZr djuk

;wfuV ds mn~ns';
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pj.k 1% dkWy mBkrs le; xzkgd dk ges”kk vfHkoknu djsaA lqfuf”pr djsa fd dkWy mRikn [kjhnus ds fy, dh xbZ gS rFkk 
mRikn dk uke Hkh tkusaA

pj.k 2% fLØIV dks vkjke ls o Li’V :i ls i<+saA tYnckth u djsaA xzkgd ls mlds ckjs esa tkusaA ;fn og vkidk fujarj 
xzkgd gS rks daI;wVj ij mldk fjdkWMZ fey tk;sxkA

pj.k 3% xzkgd ds }kjk nh xbZ fMVsy daI;wVj esa Li’V :i ls fy[ksaA

pj.k 4% xzkgd dks vk”oLr djsa fd vki mls lcls vPNk mRikn csp jgs gSaA

pj.k 5% lqfuf”pr djsa fd xzkgd isesaV pSd }kjk dj jgk gS ;k dS”kA

pj.k 6% vkWMZj ds ckjs esa xzkgd dks nksckjk crk;saA mlds }kjk dh tkus okyh isesaV dh tkudkjh Hkh mls nsaA

pj.k 7% ofdZax fnuksa ds vuqlkj xzkgd dks fMyhojh dk le; crk;saA xzkgd dks fMyhojh le; crkus ls igys blds ckjs 
esa Lo;a lqfuf”pr dj ysaA

pj.k 8% var esa xzkgd dks daiuh dk gsYiykbu uacj nsaA mlls iwNsa fd D;k vki mldh dksbZ vkSj enn dj ldrs gSaA

1. vkids fglkc ls foØ; djus dk mn~ns”; D;k gksrk gS\

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

2. foØ; dkS'ky esa vkus okyh ck/kkvksa dk o.kZu djsaA

a) _____________________________________________________________________________________

b) _____________________________________________________________________________________

c) _____________________________________________________________________________________

d) _____________________________________________________________________________________

3. lgh ;k xyr\

a. fdlh lsok dk foØ; djus ds fy, lapkj ,d egRoiw.kZ ;a= ugha gSA

b. ekdsZfVax vkSj lsfyax dh “kq:vkr o var xzkgd ls gksrk gS u fd mRikn lsA

c. ,d izksMDV ;k lsok dk foØ; djrs le; xzkgd dks lykg nsuk t:jh gksrk gSA

d. ,d xzkgd lh-lh-bZ ls pkgrk gS fd og igys mldh t:jrs lqus] mRikn ;k lsok ds lq>ko ckn esa nasA

vH;kl
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1. vki ,d xzkgd dks dkWy djds vkidh daiuh }kjk vkjaHk dh xbZ Ldhe csprs gSaA vki dSls cspsaxs\

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________
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TEL/N0100, TEL/N0101,  
TEL/N0102, TEL/N0103,  

TEL/N0104

4- rduhdh dkS’ky

;wfuV 4-1 & lhvkj,e dh le>

;wfuV 4-2 & dkWy djuk ,oa mBkuk

;wfuV 4-3 & mRiknksa] lsokvksa vkSj izfØ;kvksa dh tkudkjh ysuk
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bl ekWM~;wy ds lekIr gksus ds ckn] vki dj ik,axs%

1. lhvkj,e ds fl)kar dks le>uk

2. dkWy djus o mBkus ds fl}kar dks le>uk

3. xzkgd dks mRiknkas] izfØ;kvksa vkSj lsokvksa dh tkudkjh nsus dh izfØ;k dks le>uk

eq[; f'k{kk
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4-1-1 lhvkj,e

4-1-2 lhvkj,e ds ykHk

lhvkj,e D;k gS\

lhvkj,e dLVej fjys”kuf'ki eSustesUV dk “kkWVZ QkeZ gS] bldk vFkZ ,d lqfu;ksftr rjhds ls dLVej fjys”kuf'ki dks 
laHkkyuk gSA

lhvkj,e vkids O;kikj dks dSls Q+k;nk igq¡pkrk gS\

lhvkj,e ls gksus okys Q+k;nksa dks vDlj ,d ,fIyds”ku ;k ;a= ds :i esa xyr le> fy;k tkrk gSA ysfdu lgh vFkksZa 
esa ;g O;kikj djus dk ,d rjhdk gSA O;kikj esa lhvkj,e dks mi;ksx djus ds dbZ dkj.k gSA lhvkj,e ls gksus okys dqN 
Li"V Q+k;ns fuEufyf[kr gSa%

 ● O;kikj ij 3600 dk O;kid n`f"Vdks.k

 ● laxBukRed Lrj ij MkVk “ks;fjax

 ● dsUnzh;Ñr xzkgd laidZ

 ● csgrj xzkgd lgk;rk

 ● xzkgd larqf"V esa c<ksrjh

 ● xzkgd cuk, j[kus dh mPp nj

 ● u, O;olk; dks c<+kok nsuk

 ● de ykxr rFkk jktLo esa o`f)

lhvkj,e dks lVhdrk vkSj izHkkoow.kZ rjhds ls iz;ksx djus ij Åij fn, x, ykHk izkIr gksrs gSaA ijarq bls ge dSls 
izHkko”kkyh rjhds ls iz;ksx dj ldrs gSa%

 ● lwpuk lgh ls viMsV djuk

 ● iwjh lwpuk viMsV djuk

 ● xzkgdksa dh t:jrsa viMsV djuk

 ● lwpuk lqjf{kr o ,df=r gks] lqfuf”pr djuk

 ● t:jr iM+us ij iqjkuh lwpuk dks ubZ lwpuk ls uohuhdj.k dh tk¡p djuk

 ● v/kwjh lwpuk ds uohuhdj.k dh tk¡p djuk

;wfuV 4-1% lhvkj,e dh le>

bl ;wfuV ds lekIr gksus ds ckn] vki dj ik,axs%

1. lhvkj,e ds fl)kar dks le>uk

;wfuV ds mn~ns';
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1. lhvkj,e D;k gS\

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

2. lqj{kk laca/kh lkekU; iz”u D;k gSa\

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

3. fdlh xzkgd dk lR;kiu D;ksa t:jh gS\

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

lhvkj,e esa xzkgd dh fdlh Hkh tkudkjh dks viMsV djus ls igys lqfu”pr dj ysa fd vki lgh O;fDr ls ckr dj jgs 
gSaA vki dSls tkusaxs fd vki lgh O;fDr ls ckr dj jgs gSa\

igpku vkSj lR;kiu dh izfd;k dk iz;ksx ;g tkuus ds fy, gksrk gS fd D;k lgh O;fDr ls ckr gks jgh gS ;k ughaA 
VsyhdkWe baMLVªh esa dkWyj dh igpku vkSj lR;kiu ds fy, iwNs tkus okys dqN vke loky fuEufyf[kr gSa%

 ● iwjk uke

 ● tUe frfFk

 ● fiNyk vnk fd;k gqvk fcy

 ● irk

dkWy lekIr gksus ij xzkgd us ftl dkj.k ls dkWy dh gS mls Jsf.k;ksa esa oxhZ—r djuk cgqr t:jh gksrk gSA ;g VsyhdkWe 
dEiuh dks xzkgd dh t:jrsa vkSj leL;kvks dks le>us esa lgk;rk djrh gSA

lhvkj,e dh iz.kkyh vkSj izfØ;k esa xzkgdksa ds lHkh rjg ds lokyksa ds fy, ,d dkWy VSx gksrk gSA cl vkidks xzkgd ls 
iwNrkN dj mldh t:jrksa dks le>uk gksrk gS vkSj mls CRM esa miyC/k Jsf.k;ksa esa ck¡Vuk gksrk gSA mnkgj.kr & VsfjQ 
Iyku] osY;w ,sfMM lsok,sa] f”kdk;rsa] fcfyax tkudkjh] ,fDVo oh , ,l] lkekU;] CySad dkWy bR;kfnA

vH;kl

fVIi.kh
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4-2-1 dkWy djuk o mBkuk

dkWy dSls djrs o mBkrs gSa\

fdlh Hkh dkWy lsUVj esa rduhd ds iz;ksx ls dke djuk vR;ar egRoiw.kZ gS vkSj rduhd dk dsoy dEI;wVj ls gh tqM+k 
gksuk t:jh ugh gSA orZeku dkWy lsUVjksa esa dkQh fodflr VsyhQksuksa dk mi;ksx gksus yxk gSaA VsyhQksu lsV Hkys gh ns[kus 
esa my>s gq, yxas ysfdu vly esa oks dkQh vklkuh ls iz;ksx gksrs gSaA dqN VsyhQksu lsV vkSj cM+s lsok iznkrkvksa dks ns[ksa%

eksckbZy dh rjg gh bu lsVksa esa Hkh ,d cVu gksrk gSa ftlls dkWy dk tokc fn;k tk ldsA gkykafd vf/kdrj dkWy lsUVj 
esa vkWVks vkUlj eksM miyC/k gksrk gSa ftlesa ,d fjax fMQkWYV lsV gksrk gSA ;fn vkids ikl eSuqvy lsV gSa rks /;ku jgs 
fd vkidks nks fjax ij dkWy mBkuk gSA vkidks blls bruk le; fey tk,xk fd vkidks D;k cksyuk gS vkSj xzkgd dks 
Hkh T;kn+k izfr{kk ugha djuh iM+sxhA

lhldks vok;k ,slosDV

fp= 4-2-1 VsyhQksu ds izdkj

;wfuV 4-2% dkWy djuk ,oa mBkuk

bl ;wfuV ds lekIr gksus ds ckn] vki dj ik,axs%

1. dkWy djus o mBkus ds fl}kar dks le>uk

;wfuV ds mn~ns';
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This Participant Handbook is designed to enable training for the specific Qualification Pack(QP). Each 
National Occupational (NOS) is covered across Unit/s.
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4-2-2 dkWy VªkUlQj] dkWy gksYM vkSj dkWy QkWjoMZ dh vo/kkj.kk
gc lc tkurs gSa fd VsyhdkWe baMLVªh esa dke djuk cgqr gh tfVy izfØ;k gS D;ksafd lkjs fooknksa dk lek/kku ,d O;fDr 
}kjk ugha fd;k tk ldrk gSA ,slh voLFkk esa dkWy dks nwljh “kk[kk esa VªkUlQj djuk iM+rk gSA blfy, ,sls VsyhQksu lsV 
cuk, x, gSa tks cgqr ljy vkSj vklkuh ls dke djrs gSaA vkb, tkusa dkWy gLrkarj.k ds fy, fdl cVu dk iz;ksx gksrk gS%

1. gksYM cVu dks nck,aA

2. lacaf/kr fMikVZesaV dk uacj feyk,aA

3. dkWUÝsUl cVu nck,aA

4. fjyht+ o VªkUlQj cVu nckdj dkWy lekIr djsaA
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1. vkidks fdrus le; esa ,d dkWy dk mRrj nsuk gksrk gS\

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

1. eksckbZy ls dkWy mBkus vkSj gksYM dh izfØ;k dks le>k,aA

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

2. eksckbZy ls dkWy VªkUlQj dh izfØ;k dks iznf”kZr djsaA

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

vH;kl

xfrfof/k
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4-3-1 mRiknksa] izfØ;kvksa vkSj lsokvksa dh tkudkjh ysuk

4-3-2 LoSfiax

;gk¡ dqN rjhds fn, x, gSa ftuls vki tkudkjh izkIr dj ldrs gSaA vkb, mUgsa ns[krs gSa%

 ● dEiuh baVªkusV vkSj yksxkas ls ckrsa djuk

 ● xzkgd lsok tkudkjh iz.kkyh vkSj vdkmaV tkudkjh

 ● dkWy ykWx vkSj fcfyax iz.kkyh

dEiuh baVªkusV

dEiuh baVªkusV oks igyh txg gS tgk¡ mRiknks vkSj lsokvksa dh cktkj esa yk¡p dh frfFk ds vuqlkj viMsV fd;k tkrk gSA 
;g tkudkjh izkIr djus dh lcls lgh txg gSA

yksxks ls ckrsa djuk

vius lgHkkfx;ksa vkSj xkbM ls ckr djsa] ;g fnu izfrfnu dqN u;k fl[kkrk gSA

vU; foHkkxksa ls laidZ

tc Hkh vkids ikl [kkyh le; gks rks nwljs foHkkxksa esa laidZ djsa vkSj tkusa fd os tfVy iz”ukas ds fy, D;k dn+e mBkrs 
gSA ;g vkidh tkudkjh vkSj FCR dks c<+kus esa en~n djsxkA

uksfVl cksMZ ij ut+j j[kuk

vkWfQl ds vUnj uksfVl cksMZ ij ut+j cuk, j[ksaA daifu;ksa }kjk uksfVl cksMZ ij T;knkrj mi;ksx esa yk, tkus LFkkuksa o 
jkLrksa ij yxk;k tkrk gS ftlls fofHkUu mRiknksa dh tkudkjh le;&le; ij izkIr gksrh gSA

dkWy ds nkSjku ,fIyds'ku ij LoSi djuk vkids ,,pVh dks de djus esa lgk;rk djrk gSA fuEu LØhu dks LoSi djus 
ds dqN lq>ko fn, x, gSA

 ● dhcksMZ dk iz;ksx

 ● igys gh gh vuqjksf/kr tkudkjh ds ckjs esa irk gksuk

 ● lqfuf'pr djuk fd vkius gj txg ykWfxu fd;k gks

 ● dkWy ds iw.kZ gksus ds ckn lqfuf'pr djuk fd vkius mls VSx fd;k gks

 ● lqfuf'pr djsa fd vki vius dEI;wVj dks dkWy ds nkSjku vuykWDM j[ksa

;wfuV 4-3% mRiknksa] lsokvksa vkSj izfØ;kvksa dh tkudkjh ysuk

bl ;wfuV ds lekIr gksus ds ckn] vki dj ik,axs%

1. xzkgd dks mRiknkas] izfØ;kvksa vkSj lsokvksa dh tkudkjh nsus dh izfØ;k dks le>uk

;wfuV ds mn~ns';
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1. ,d xzkgd lsok vf/kdkjh dks dkSu ls fofHkUu ,fIyds'ku iz;ksx djus gksrs gSa\

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

2. fofHkUu ,fIyds'ku esa LoSfiax dk D;k egRo gksrk gS\

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

vH;kl
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TEL/N0100, TEL/N0101,  
TEL/N0102, TEL/N0103,  

TEL/N0104

5- daI;wVj dk Kku

vkSj vH;kl

;wfuV 5-1 & daI;wVj dk ifjp;

;wfuV 5-2 & ,e,l oMZ

;wfuV 5-3 & ,e,l ikojIokbaV

;wfuV 5-4 & ,e,l ,Dlsy

;wfuV 5-5 & baVjusV vkSj usVodZ

;wfuV 5-6 & daI;wVj Vkbfiax vH;kl



72

çfrHkkxh iqfLrdk

bl ekWM~;wy ds lekIr gksus ds ckn] vki dj ik,axs%

1. dEI;wVj ds ifjp; dks le>uk

2. ,e,l&oMZ ds ewy rRoksa dks le>uk

3. ,e,l&ikojIokbaV ds ewy rRoksa dks le>uk

4. ,e,l&,Dlsy ds ewy rRoksa dks le>uk

5. baVjusV vkSj usVodZ ds ewy rRoksa dks le>uk

6. dEI;wVj Vkbfiax vH;kl djuk

eq[; f'k{kk
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5-1-1 dEI;wVj dk ifjp;

5-1-2 dEI;wVj gkMZos;j

;g ,d bysDVªkWfud fMokbl gksrh gS] ftldk vfo"dkj pkYlZ 
ckcSt us fd;k FkkA dEI;wVj ,d rjg dh e”khu gS tks MkVk ysrh 
gS] ml ij izfrfØ;k nsrh gS vkSj var esa ifj.kke ds :i esa ,d 
ubZ tkudkjh mRiUu djrh gSA ;g ,d lkekU; iz;kstu fMokbl 
gS] tks Lopkfyr :i ls xf.kr ;k rkfdZd lapkyu dj izksxzke 
dk ,d lsV ckgj fudkyrk gSA blesa dk;Z dk Øe fcuk fdlh 
leL;k ds gksrk gS vkSj ;g ,d le; ij dbZ dk;Z dj ldrk 
gSA ,d dEI;wVj lkekU; rkSj ij buiqV vkSj vkmViqV ds fy, 
vaxzsth Hkk"kk dk iz;ksx djrk gSA

daI;wVj gkMZos;j esa os fQft+dy dEiksusaV~l 'kkkfey gksrs gSa ftlls ,d daI;wVj flLVe curk gSA ;s ,d daI;wVj flLVe 
ds fQft+dy vkSj eSdsfudy dEiksusaV~l gksrs gSa] tSls fd bysDVªkWfud lÆdV] fpi] ekWuhVj] fMLd] fMLd Mªkbo] dh&cksMZ] 
eksMe vkSj fÁaVjA daI;wVj ds lHkh midj.kksa dks gkMZos;j fMokbl ds fuEufyf[kr ikap oxks± esa ckaVk tk ldrk gS% 

buiqV midj.k

;s midj.k ekuo dks daI;wVj esa MkVk Mkyus dh lqfo/kk nsrs gSa] rkfd daI;wVj mls lalkf/kr djds lwpuk esa cny ldsA 

dh&cksMZ% dh&cksMZ daI;wVjksa ds lkFk bLrseky gksus okyk Áeq[k buiqV 
midj.k gSA 

ekml% ekml ,d IokbafVax midj.k gS] tks vkidks daI;wVj ls vf/kd 
lgt vkSj fp=kRed rjhds ls laokn djus esa enn djrk gSA 

ÁlaLdj.k midj.k% ;s midj.k vkids MkVk ¼dPps rF;ksa½ dks lwpuk ¼ekuo ds fy, mi;ksxh½ esa cnyrs gSaA 

lhih;w ¼lsaVªy Ákslsaflax ;wfuV½% ;g daI;wVj dk fnekx gksrk gS] og dEiksusaV tks lkjs dke djrk gSA 

enjcksMZ ¼esu lÆdV cksMZ½% ;g lÆdV cksMZ lHkh vyx&vyx dEiksusaV~l dks ,d ckWDl ¼flLVe ;wfuV½ ds vanj tksM+rk gSA 

vkmViqV midj.k

;s midj.k daI;wVj }kjk ÁlaLÑr dh xbZ lwpuk dks ekuo ds lkeus vyx&vyx ek/;eksa ls ÁLrqr djrs gSaA 

fp= 5-1-1 dEI;wVj

fp= 5-1-2 dh&cksMZ ,oa ekml

;wfuV 5-1% dEI;wVj dk ifjp;

bl ;wfuV ds lekIr gksus ds ckn] vki dj ik,axs%

1. dEI;wVj ds ifjp; dks le>uk

;wfuV ds mn~ns';
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Key Learning Objectives for the specific NOS mark the beginning of the Unit/s for that NOS. The 
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ekWuhVj% ekWuhVj ;k daI;wVj LØhu gesa daI;wVj ds vkmViqV urhtksa dks rqjar Ánf”kZr      
djrs gSaA  

fÁaVj% daI;wVj }kjk ÁlaLÑr tkudkfj;ksa dks Nkidj nsus dk dk dk;Z djrk gSA 

LVksjst midj.k

gkMZ Mªkbo ¼lsdsaMjh@ijekusaV LVksjst½% gkMZ Mªkbo ;k gkMZ fMLd MkVk dks lgst ysrk gS] 
rkfd ckn esa ge daI;wVj ls ;s lwpuk gkfly dj ldsaA daI;wVj can djus ij Hkh bldh 
lkexzh u’V ugha gksrhA 

baVuZy eseksjh ¼Ákbejh@Vsaijsjh LVksjst½% jSaMe ,Dlsl eseksjh ¼RAM½ daI;wVj ds Hkhrj yxh 
,d fpi gksrh gS] ftlesa daI;wVj }kjk ÁlaLdj.k ds ckn rkRdkfyd rkSj ij lwpuk lgsth 
tkrh gSa vkSj daI;wVj ds can djrs gh ;s lwpuk u’V gks tkrh gSaA 

;w,lch Mªkbo ¼fjewoscy LVksjst½% fjewoscy ehfM;k daI;wVj }kjk ÁalLÑr lwpuk dks dkWih ;k 
ewo djds nwljh txg lgstus dh lqfo/kk nsrs gSa] rkfd bls u’V gksus ls cpk;k tk ldsA 
isu Mªkbo ;w,lch Mªkbo dk mnkgj.k gSA 

5-1-3 lkW¶Vos;j
lkW¶Vos;j funsZ”kksa dk lewg gksrk gS] tks daI;wVj ij lapkfyr gksrs 
gSaA ;s funsZ”k gh daI;wVj dks crkrs gSa fd D;k djuk gSA lkW¶Vos;j 
og funsZ”k gksrs gSa] tks daI;wVj gkMZos;j dks crkrs gSa fd D;k djuk 
gSA lkW¶Vos;j nks rjg ds gksrs gSa% 

1. flLVe lkW¶Vos;j

2. ,Iyhds”ku lkW¶Vos;j

flLVe lkW¶Vos;j% ,d vkWijsfVax flLVe ;k OS og flLVe 
lkW¶Vos;j gS] tks daI;wVj gkMZos;j dks ,Iyhds”ku lkW¶Vos;j ;k 
mi;ksxdrkZ ds lkFk laokn djus ds dkfcy cukrk gSA daI;wVj 
flLVe lkW¶Vos;j ds fcuk ,d daI;wVj vkSj blds lHkh ,Iyhds”ku 

fp= 5-1-3 ekWuhVj

fp= 5-1-4 fçaVj

fp= 5-1-5 gkMZ fMLd fp= 5-1-6 vkj,,e ¼jse½ fp= 5-1-7 ;w,lch Mªkbo

Áksxzke csdkj gks tk,axsA ;g gkMZos;j vkSj mi;ksxdrkZ@,Iyhds”ku lkW¶Vos;j ds chp baVjQsl ;k le> ds ek/;e ds rkSj 
ij dk;Z djrk gSA foaMkst XP, foaMkst 7, foaMkst 8, eSd OS, Linux, Unix vkfn flLVe lkWWQVos;j ds rkSj ij bLrseky 
gksus okys vkWijsfVax flLVe gSaA vU; rjg ds flLVe lkW¶Vos;jksa esa flLVe ;wVhfyVh vkSj ySaXost VªkalysVj vkrs gSaA

,Iyhds”ku lkW¶Vos;j% ,Iyhds”ku lkW¶Vos;j Áksxzke ;k Áksxzkeksa dk og lewg gS] ftUgsa vafre mi;ksxdrkZ ds bLrseky ds 
fy, cuk;k x;k gSA ,Iyhds”ku lkW¶Vos;j] flLVe lkW¶Vos;j ij fuHkZj gksrs gSa] ftuesa Áksxzke] oMZ ÁkslsllZ] LÁsM”khV~l vkfn 
“kkfey gSaA ,Iyhds”ku lkW¶Vos;j dks flLVe lkW¶Vos;j ds lkFk Hkh le>k tk ldrk gS vkSj vyx ls HkhA bl ;wfuV ds 
v/;k;ksa esa vki Ms vkWfQl iSdst ds fgLlksa MS oMZ] MS ,Dlsy vkSj MS ikoj IokbaV tSls ,Iyhds”ku lkW¶Vos;jksa ds ckjs 
esa foLrkj ls i<+saxsA gkykafd Ms vkWfQl iSdst ds ckjs esa cqfu;knh tkudkjh ;gka nh tk jgh gSA 

 ● ekbØkslkW¶V vkWfQl oMZ

 ● ekbØkslkW¶V vkWfQl ,Dlsy

fp= 5-1-8 vifyds'ku lkW¶Vos;j bu foaMks
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 ● ekbØkslkW¶V vkWfQl ikojIokbaV

 ● ekbØkslkW¶V vkWfQl vkWmVyqd

 ● ekbØkslkW¶V vkWfQl ifCy'kj

 ● ekbØkslkW¶V vkWfQl ,Dlsl

 ● ekbØkslkW¶V vkWfQl ouuksV

 ● ekbØkslkW¶V vkWfQl buQksikFk

bl ;wfuV esa ge MS oMZ] MS ,Dlsy vkSj MS ikojIokbaV ds ckjs esa lh[ksaxsA 

MS oMZ% oMZ Ákslsflax &v{kjksa] fjiksVks±] QSDl doj “khV vkSj vU; phtksa dh Vkbfiax] ,fMfVax vkSj QkWesZfVax& ;s daI;wVjksa 
ds ek/;e ls fd, tkus okys vke rjg ds dk;Z gSaA pkgs vkidks dk;kZy; esa dksbZ eseks rS;kj djuk gks ;k ?kj esa cSBs&cSBs 
dksbZ i= fy[kuk gks] daI;wVj vkSj oMZ Ákslsflax Áksxzke vkidk le; cpkus vkSj is”ksoj mRiknu djus ds lkFk&lkFk dgha 
vf/kd Qk;nsean lkfcr gksrk gSA blds QqVuksV~l vkSj vU; vklku rjg dh [kwfc;ka vkidks rsth ls MkWD;wesaV VsDLV fy[kus 
vkSj muesa cnyko djus] ltkus&laokjus dk ekSdk nsrh gSaA vki bl ;wfuV esa vkxs pydj oMZ ds dk;ks± ds lkFk&lkFk 
bldh nenkj [kwfc;ksa ds ckjs esa tkusaxsA 

 

 ● VSaIysV~l& VSaIysV “kq:vkrh MkD;wesaV gksrk gS] tks MkWD;wesaV fMt+kbu] VsDLV QkWesZfVax vkSj LFkkukiUu ;k lq>kodkjh “kCn 
;k fo’k; ntZ djus dh lqfo/kk eqgS;k djokrk gSA viuk fo’k; ;k “kCn blesa ntZ djks vkSj MkWD;wesaV eqdEey gks x;k!

 ● LVkbYl& vxj vkidks dqN QkWesZfVax lsfVaXl vPNs yxs vkSj mUgsa dqN “kCnksa ;k nLrkostksa ij ykxw fd;k gS] rks vki 
bl dkafcus”ku dks Hkfo’; esa fdUgha “kCnksa ;k ys[k ij ykxw djus ds fy, lgst ldrs gSaA 

 ● VscYl& VsDLV dks jks vkSj dkWye esa ntZ djus ds fy, vki ,IykbZ QkWesZfVax dk bLrseky djds Vscy fxzM cuk     
ldrs gSaA 

 ● xzkfQDl& vki vius nLrkost esa fdlh Hkh rjg dh rLohjsa tksM+ ldrs gSa vkSj ;gka rd fd ys[k&fp= ¼pkVZ½ vkSj 
vkjs[k ¼Mk;xzke½ Hkh yxk ldrs gSaA 

 ● esy etZ& vius fy, fof”k’V **QkWeZ ysVj** nLrkost cuk,a] ftlesa gjsd ÁkIrdrkZ ¼;k lwph ds ukeksa½ ds fy, gjsd 
dkWih Lor% gh fof”k’V :i ls rS;kj gks tkrh gSA oMZ dh etZj [kwch vkidks ,d tSls fyQkQs vkSj yscy cukus esa 
l{ke cukrh gSA 

fp= 5-1-9 ,e,l oMZ

fDod ,Dlsl Vwyckj fjCku

LVsVl ckj

VkbVy ckj :yj lgk;rk

Mk;ykWx ckDl ykWUpj

fy[kus dk LFkku O;w cVu
twe fu;a=.k



76

çfrHkkxh iqfLrdk

ekbØkslkW¶V vkWfQl ikoj IokbaV& ekbØkslkW¶V vkWfQl ikoj IokbaV ÁstsaVs”ku xzkfQDl Áksxzke vkidks lwpuk vkSj fopkjksa 
dks vkWuLØhu LykbM “kks ds :i esa vkSj eqfnzr i`’Bksa ds Ánf”kZr djus esa l{ke cukrs gSaA gj LykbM esa ,d eq[; fo’k; vkSj 
mlds leFkZu esa dqN fcanqvksa dks ntZ djus vkSj mUgsa ÁHkko”kkyh rjhds ls O;Dr djus ds fy, pkVZ vkSj rLohjsa yxkus dk 
LFkku gksrk gSA bl rjg] ikoj IokbaV vkidks viuh lwpuk dks vyx&vyx fgLlksa esa ckaVus esa enn djrk gS] ftlls fd 
lquus ;k ns[kus okys yksx bUgsa vklkuh ls le> ldsaA ;wfuV esa vkxs vki uk flQZ cqfu;knh ÁstsaVs”ku dk <kapk cukus vkSj 
mlesa tkudkfj;ka ntZ djus ds ckjs esa lh[ksaxs] cfYd ikoj IokbaV dh fuEufyf[kr [kwfc;ksa ds bLrseky ds ckjs esa Hkh tkusaxs% 

fp= 5-1-10 ,e,l ,Dly

 ● nLrkost dh lqj{kk vkSj iqufuZjh{k.k& ,d nLrkost 
dks vupkgs cnykoksa ls cpkus vkSj fdlh nwljs            
}kjk fd, x, cnykoksa ds ckjs esa lwpuk ÁkIr djus esa 
vkidks l{ke cukrk gSA bl rjg ,d lg;ksxh ÁfØ;k 
dh cnkSyr vki nLrkost dh lkexzh ij fu;a=.k j[k 
ldrs gSaA 

MS ,Dlsy% ;s ,sls LÁsM”khV Áksxzke gSa] ftuesa QkWewZys vkSj 
QaD”ku dh cnkSyr la[;kRed vkadM+ks dh x.kuk dh tkrh 
gS vkSj ;s O;kikfjd x.kukvksa esa rsth ykus ds fy, vge 
rduhd gSA fcØh vkSj foRr laca/kh x.kukvksa ds fy, vc 
daiuh ds yksxksa dks e”khuksas] lkbafVfQd dSydqysVjksa ;k 

vdkmVsaVksa ij fuHkZj jgus dh t:jr ugha gSA ;gka rd fd ,d ukSflf[k;k lsYleSu Hkh LÁsM”khV fxzM esa dqN vad fy[kdj 
vkSj dqN u;s QkWewZys Mkydj vkadM+ks dh x.kuk dj ldrk gSA ekbØkslkW¶V vkWfQl ,Dlsy esa vkidks x.kuk ;ksX; vkadM+s 
ntZ djus gksrs gSa vkSj ;g funsZf”kr djuk gksrk gS fd fdu xf.krh; fof/k;ksa ds ek/;e ls mu vkadM+ks dh x.kuk dh tk, 
vkSj ;g iyksa esa gh x.kuk dj nsrk gSA ,Dlsy esa vkSj Hkh dk;Z fd, tk ldrs gSa] tSls igys ls fu/kkZfjr QkWewZys tks vkidks 
vftZr C;kt fudkyus tSlh tfVy x.kuk,a djds nsrs gSaA ,Dlsy uk flQZ vkidks nks’kjfgr LÁsM”khV QkWewZys cukus esa l{ke 
cukrk gS] cfYd ;s vkidh LÁsM”khV esa ntZ MkVk dh QkWesZfVax djus vkSj mUgsa vf/kd iBuh; vkSj is”ksoj :i nsus esa Hkh 
enn djrk gSA bl ;wfuV esa vkxs vki ,Dlsy dh vfuok;Zrkvksa vkSj ,Dlsy dh vge [kwfc;ksa ds ckjs esa i<+saxs% 

 ● odZ”khV& gjsd Qkby ds vanj vki vius foLr`r MkVk dks vyx&vyx odZ”khV~l ;k iUuksa esa ntZ lwpuk ds :i esa 
ckaV ldrs gksA 

 ● jsat& ,d odZ”khV esa ntZ MkVk ds ,d oxZ dks vki ukfer dj ldrs gks] rkfd ckn esa vki fdlh QkWewZys esa bLrseky 
ds fy, ml oxZ dks dsoy uke ls fpfUgr djds viuk le; cpk ldrs gksA 

 ● uacj vkSj MkVk oSY;w QkWesZfVax& vki ,Dlsy esa uacj QkWesZfVax dj ldrs gksA ;g ,Dlsy dks funsZf”kr djsxk fd fdlh 
vad dks dSls fn[kkuk gS] muesa fdrus n”keyo vad fn[kk, tkus pkfg, vkSj D;k muesa Áfr”kr ;k MkWyj dk fpUg 
fn[kk;k tkuk pkfg,A vki ;g fufnZ’V djus ds fy, Hkh MkVk QkWesZV dj ldrs gSa fd ,d MkVk dSlk fn[kkbZ nsA

 ● pkV~lZ & ,Dlsy esa ,d pkVZ ds tfj;s vki vius MkVk dks vFkZiw.kZ rLohj esa cny ldrs gksA ,Dlsy fofHkUu rjg ds 
pkVZ Ádkj] ysvkmV vkSj QkWesZV miyC/k djokrk gS] ftudh cnkSyr vki vius urhtksa dks Li’V rjhds ls n”kkZ ldsaA 

fp= 5-1-11 ,e,l ikWoj IokbaV

 ● ysvkmV~l & FkhEl vkSj ekLVl± ikoj IokbaV dh ;s [kwfc;ka lkexzh 
dh ÁstsaVs”ku dks fu;af=r djrh gSa vkSj ;g ,d ;k lHkh LykbMksa ij 
fn[kkbZ nsrh gSaA vki Rofjr :i ls ,d LykbM ;k iwjh ÁstsaVs”ku ij 
bUgsa ykxw dj ldrs gksA 

 ● Vscy vkSj pkVZ & oMZ vkSj ,Dlsy ds gh leku ikoj IokbaV Hkh vkidks 
viuh tkudkfj;ksa dks jks vkSj dkWye esa ntZ djds Vscy ds :i esa 
Ánf”kZr djus dh lqfo/kk nsrk gSA pkVZ ds :i esa vkadM+ksa dks fn[kkus 
ds fy, ikoj IokbaV ,Dlsy ds lkFk dke djrk gSA blfy, ,Dlsy esa 
pkVZ cukus dk gquj vkidks ikoj IokbaV esa pkVZ cukus esa lqfo/kk nsxkA 
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fp= 5-1-12 LVkVZ esU;w

 ● ,uhes”ku vkSj Vªkath”ku & “kCn vkSj vU; phtksa dk LykbM esa Áos'k dks fo'ks"k cuk;k tk ldrk gS] tSls fd tc vki 
LykbM “kks pyk,a rks os LØhu ij mM+rs gq, vanj vk,aA mlds vykok] LykbM esa ,uhes”ku dk bLrseky djds vki 
LykbM dh LØhu ij ÁLrqfr dk rjhdk r; dj ldrs gSa] tSls fd ?kqyrk gq, ;k iksaNrs gq, vanj vkukA 

 ● ykbo ÁstsaVs”ku & ikoj IokbaV dbZ lkjs fodYi nsrk gS] ftlls ge LØhu ij LykbM “kks dh ÁLrqfr dks fu;af=r] 
ltkoVh vkSj ÁHkkoh cuk ldrs gSaA vki LØhu ij LykbMksa dks Nqikus ;k LykbMksa dks tEi djokus tSls rjhdksa dk 
bLrseky ldrs gSaA

,d ,Iyhds”ku 'kq: djuk ¼foaMkst 7 ;k mlls igys dk½

1. foaMkst VkLdckj ds ckb± rjQ var esa cus LVkVZ cVu ij fDyd djsa ;k foaMkst dh dks nck,aA VkLdckj foaMks ds 
MsLdVkWi ds fupyh rjQ ÁdV gksrk gSA LVkVZ esU;w [kqyrk gSA 

2. ÁksxzkEl@vkWy ÁksxzkEl ij fDyd djsaA Áksxzkeksa dh ,d lwph fn[kkbZ nsxhA XP esa ;g LVkVZ esU;w ds lc esU;w ds rkSj 
ij fn[ksxkA foaMkst 7 esa ;g lwph LVkVZ esU;w ds ckb± rjQ dh drkj esa fn[ksxhA 

3. ekbØkslkW¶V vkWfQl ij fDyd djus ij miyC/k vkWfQl Áksxzke ÁdV gksaxsA 

4. bfPNr vkWfQl Áksxzke ij fDyd djsaA ml Áksxzke dh foaMks LØhu ij [kqy vk,xhA 

Áksxzke dks lh/ks “kq: djus ds fy,] vki daI;wVj ds MsLdVkWi ij mldk ,d “kkWVZdV vkbdksu Hkh cuk ldrs gksA blds 
fy, LVkVZ esU;w ls ,Iyhds”ku ds uke Mªsx djrs gq, MsLdVkWi ij yk,aA ,d “kkWVZdV vkbdksu mHkj vk,xkA vc Áksxzke 
dks pkyw djus ds fy, vkbdksu ij nks ckj fDyd djsaA 

,Iyhds'ku dks can djuk% tc vki ,Iyhds”ku esa dke [kRe dj ysrs gSa rc ,Iyhds”ku dks can djus ij og flLVe 
eseksjh esa ls gV tkrk gS vkSj vU; dk;ks± ds fy, eseksjh esa LFkku [kkyh dj nsrk gSA ,Iyhds”ku dks can djus ls ,d Qk;nk 
;g Hkh gksrk gS fd dksbZ Hkh vokafNr O;fDr lqjf{kr nLrkost dks ugha ns[k ikrkA vki ,Iyhds”ku dks can djus ds fy, 
fuEufyf[kr rhu rjhdksa esa ls dksbZ viuk ldrs gks% 

 ● Alt+F4 vkSj Áksxzke foaMks Qkby esU;w ds mij ck,a fdukjs ij ntZ ekbØkslkW¶V vkWfQl cVu (bl fdrkc esa vkWfQl 
cVu ds rkSj ij ntZ) dks nck,a (ns[ksa fp= 1&14) vkSj fQj ,fXtV Áksxzke use ij fDyd djsaA 

 ● mij nk,a fdukjs ij cus Áksxzke foaMks (X) Dykst cVu ij fDyd djsaA 

vxj vkidks ,d eSlst ckWDl fn[kkbZ ns rks bldk vFkZ gS fd vkius Qkby esa fd, x, lHkh cnykoksa dks lso ugha fd;k 
gSA cnykoksa dks lso djus ds fy, “YES” ij fDyd djsaA Qkby vkSj ,Iyhds”ku] nksuksa gh can gks tk,axsA
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1. buiqV fMokbl dks igpkus:

a. ekWuhVj

b. fçaVj

c. dh&cksMZ

d. ekml

5. vkmViqV fMokbl dks igpkus:

a. ekWuhVj

b. fçaVj

c. dh&cksMZ

d. ekml

3. buesa ls dkSu lk ,d LVsjst midj.k ugha gS\

a. isu Mªkbo

b. gkMZ Mªkbo

c. ekml

d. vkj,,e

vH;kl
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5-2-1 ekbØkslkWQV oMZ

5-2-2 ,e,l oMZ ij lkFk dk;Z djuk

ekbØkslkW¶V oMZ ,d oMZ Ákslsflax lkW¶Vos;j 
iSdst gSA vki bls i=] fjiksVZ vkSj vU; rjg ds 
nLrkost fy[kus esa bLrseky dj ldrs gksA ;g 
ekWM~;wy ekbØkslkW¶V dh cqfu;knh ckrsa fl[kkrk 
gSA ekbØkslkW¶V oMZ fiNys laLdj.kksa ls bruk 
fHkUu gS fd vuqHkoh mi;ksxdrkZ Hkh bls ykHkÁn 
ik,axsA

oMZ dks [kksyuk

;g gks ldrk gS] vkids MsLdVkWi ij oMZ dk “kkWVZdV gks] vxj gS rks mlds vkbdksu ij Mcy fDyd djsa vkSj oMZ [kqy 
tk,xkA vxj ugha] rks uhps fy[ks dk;ks± dk vuqlj.k djsa% 

1. Start cVu ij fDyd djsa

2. Programs dks gkbykbV djsaA 

3. Micr�������dks gkbykbV djsaA 

4. Micr�������ij fDyd djsaA 

u;k MkWD;wesaV cukuk

5. File  VSc ij vkSj fQj New ij fDyd djsaA 

6. miyC/k VSaIysV~l ds uhps Blank Document ij fDyd djsaA 

7. Create ij fDyd djsaA 

MkWD;wesaV dks [kksyuk

1. File VSc ij vkSj fQj Open ij fDyd djsaA 

2. [kqys gq, Mk;ykWx ckWDl ds ck,a fdukjs ij] Mªkbo ;k QksYMj ij fDyd djsa ftlesa nLrkost gSA 

3. vksiu Mk;ykWx ckWDl ds nkb± rjQ ls og QksYMj [kksysa ftlesa vkidk bfPNr nLrkost ekStwn gSA 

4. MkWD;wesaV ij vkSj fQj Open ij fDyd djsaA

fp= 5-2-1 ,e,l oMZ

;wfuV 5-2% ,e,l oMZ

bl ;wfuV ds lekIr gksus ds ckn] vki dj ik,axs%

1. ,e,l&oMZ ds ewy rRoksa dks le>uk

;wfuV ds mn~ns';

About this book
This Participant Handbook is designed to enable training for the specific Qualification Pack(QP). Each 
National Occupational (NOS) is covered across Unit/s.

Key Learning Objectives for the specific NOS mark the beginning of the Unit/s for that NOS. The 
symbols used in this book are described below.
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5-2-3 VkbVy ckj

5-2-4 fjcu

foaMks ds lcls Åij vafdr VkbVy ckj ml Qkby dk uke fn[kkrk gS] ftldk bLrseky gks jgk gSA mnkgj.k ds rkSj ij] 
tSlk fd fupyh rLohj esa ns[kk tk ldrk gS] VkbVy ckj ml Áksxzke vkSj MkWD;wesaV dk uke fn[kk jgk gS] ftls fQygky 
,fMV fd;k tk jgk gSA 

fDod ,Dlsl Vwyckj% fDod ,Dlsl Vwyckj esa dqN ,slh dekaM~l gksrh gSa] tks maxfy;ksa ij j[kh tk ldrh gSaA ;g Qkby 
ds ckb± vksj lcls mij Qkby vkSj gkse VSc ds mij fLFkr gksrh gSaA 

vki fDod ,Dlsl Vwyckj ds nkb± rjQ ,sjks ij fDyd djds bu dekaM dks tksM+ ;k gVk ldrs gSaA vxj vki nLrkost 
esa dksbZ xyrh dj cSBs gSa] rks cl Undo dekaM ij fDyd djsa vkSj ;g vkids }kjk dh xbZ vafre pht dks gVk nsxkA 

foaMkst daVªksy cVu% ;g os cVu gSa tks ges”kk ,Iyhds”ku ds nkb± rjQ ds dksus ij lcls mij fn[kkbZ nsrs gSaA ge bu 
cVuksa dks ,Iyhds”ku dks NksVk&cM+k djus] jsLVksj djus] ewo djus ;k can djus ds fy, bLrseky dj ldrs gSaA 

fjcu dh le> gesa MS vkWfQl ds laLdj.k esa gq, cnykoksa dks le>us esa cgqr vge enn djrh gSA fjcu esa ekbØkslkW¶V 
vkWfQl ds fiNys laLdj.kksa ds ckjs esa lkjh tkudkjh ntZ gksrh gSA ;g tkudkjh vf/kd n`”;ijd vkSj Øec) rjhds ls 
dbZ lkjs VSc esa ntZ gksrh gS] ftuesa Áksxzke QhplZ dh vufxur fdLesa gksrh gSaA 

gkse VSc% QksaV vkSj iSjksxzkQ cnyko tSlh lHkh VsDLV QkWesZfVax [kwfc;ksa okyk ;g VSc lcls vf/kd bLrseky fd;k tkrk gSA 

balVZ VSc% ;g VSc vkidks ,d nLrkost ds Hkhrj rLohjksa] fDyi vkVZ] rkfydk vkSj gSMj&QqVj ds :i esa cgqr lh phtsa 
Mkyus dh lqfo/kk nsrk gSA 

ist ysvkmV VSc% ;g VSc iUus dk vkdkj larqfyr djus esa tSls fd ekftZu] vksfj,aVs”ku] dkWye tksM+us] i`’BHkwfe vkSj Fkhe 
rS;kj djus esa enn djus okyh dekaM~l miyC/k djokrk gSA

fp= 5-2-2 VkbVy ckj

fp= 5-2-3 gkse Vsc

fp= 5-2-4 bulVZ Vsc

fp= 5-2-5 ist ysvkmV Vsc
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esfyax VSc% ;g VSc bZ&esy Hkstrs le; enn djus ds fy, MkWD;wesaV cukuk vkids fy, laHko cukrk gS] tSls fyQkQksa] 
yscyksa dks fÁaV djuk vkSj esy etZ dks Ákslsl djukA 

fjO;w VSc% ;g VSc vkidks fdlh nLrkost dh orZuh vkSj O;kdj.k laca/kh xyfr;ksa dks nwj djus esa enn djrk gSA ;g vkidks 
cnyko dh tkudkjh ntZ djus vkSj “kCn ds lkFk fn[kkbZ nsus okyh fVIi.kh fy[kus dh Hkh lqfo/kk nsrk gS] rkfd nLrkost 
dk bLrseky djus okyk dksbZ vU; O;fDr bl cnyko ds ckjs esa le> ldsA

O;w VSc% ;g VSc vkids nLrkost ds n`”; dks nks iUuksa ds nLrkost esa cnyus ;k mls twe djus esa enn djrk gSA

5-2-5 VsDLV fy[kuk
nLrkost esa iUus ds ck;sa dksus ij >idrh [kM+h js[kk dks ns[kks] tks ;g fn[kkrh gS fd vkids }kjk Vkbi fd;k x;k “kCn 
dgka ntZ gqvk gSA oMZ vkids }kjk Vkbi fd, tkus dh Árh{kk djrk gSA vxj vki iUus ds vkjaHk dh ctk; uhps fdlh 
txg ls fy[kuk “kq: djuk pkgrs gSa] rks dh&cksMZ dh ENTER dh dks nckrs jgsa] tc rd fd dlZj fy[kus dh okafNr 
txg rd uk igqap tk,A  

tSls gh vki Vkbi djuk ;k fy[kuk “kq: djsaxs] dlZj nkb± 
vksj vkxs c<+us yxsxkA vxj vki iafDr ds var esa igqap x, 
gks] rks Hkh fy[kuk tkjh j[ksaA “kCn vkSj dlZj Lor% gh vxyh 
iafDr esa igqap tk,xkA 

tc vki igyk iSjk [kRe dj ysa] rks nwljs iSjs esa fy[kus 
ds fy, fQj ls ENTER dh nck,aA vxj vki nksuksa iSjksa ¼;k 
fdUgh Hkh nks iSjksa½ esa T;knk txg pkgrs gSa] rks ,d ckj fQj 
ls ENTER nck,a vkSj rc viuk nwljk iSjk fy[kuk “kq: djsaA 

fp= 5-2-6 jsQjsal Vsc

fp= 5-2-7 esfyax Vsc

fp= 5-2-8 fjO;w Vsc

fp= 5-2-9 O;w Vsc

fp= 5-2-10 oMZ ds ,d MkWD;wesaV esa VsDLV fy[kuk

jsQjsal VSc% bl VSc os dekaM~l gksrh gSa] ftudk bLrseky fdlh iUus ds fy, fo’k; lwph vkSj m)j.k i`’B dh rkfydk cukus 
ds fy, fd;k tkrk gSA ;s nLrkost fuekZ.k ds bl dfBu dk;Z ds fy, vklku lek/kku eqgS;k djokrs gSaA 
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5-2-6 VsDLV dh QksesZfVax
VsDLV QkesZfVax

 ● QksaV% ,d tSls fn[kus okys v{kjksa dk lewgA 

 ● QksaV ,sVªhC;wV~l% QksaV dks mUur djus okys lq/kkj ;k tksM+A

 ● QksaV lkbt% v{kjksa dk vkdkjA 

 ● Vkbi Qsl% leku vankt vkSj fMt+kbu okys v{kjksa dk lewg 

 ● cksYM@cksYMQsl% QkWesZfVax fodYi] ftlls fd fpfUgr v{kjksa dks vke v{kjksa ls vf/kd xgjk jax fn;k tk ldrk gSA 

 ● bVSfyDl% v{kjksa dks gYdk lk nk,a rjQ Vs<+k fd;k tkrk gSA 

 ● lcfLØIV% “kCnksa dks [kM+s :i esa NksVk djds H2O, 2 tSlk lcfLØIV :i fn;k tkrk gSA 

 ● lqijfLØIV% “kCnksa dks [kM+s :i esa cM+k djds X2, 2 tSlk lcfLØIV :i fn;k tkrk gSA 

 ● vaMjykbu% “kCn ds uhps ,d lekukarj js[kk yxkbZ tkrh gSA 

 ● cqysfVM fyLV% vge fcanqvksa dh lwph] gjsd fcanq dks egRo nsus ds fy, muds vkxs ,d fpUg yxk;k tkrk gSA 

 ● ekWfMQkbax QksaV~l% QksaV~l dk lewg] tks vkidks v{kjksa vkSj “kCnksa dk QksaV “kSyh] vkdkj] jax vkSj vU; rRo cnyus 
dh NwV nsrk gSA 

 ● ftu “kCnksa ;k ys[k dks vki cnyuk pkgrs gSa] mls fpfUgr djsa vkSj QksaV LVkby ds MªkWi Mkmu ,sjks ij fDyd djsa 
vkSj QksaV vkdkj vkSj vU; cnykoksa dks pqusa] tks vki djuk pkgrs gSaA 

 ● tc v{kj ;k ys[k fpfUgr fd;k gqvk gS] rc vki VsDLV dks vkSj T;knk cnyus ds fy, dyj] cksYM] bZVSfyd ;k 
vaMjykbu ij fDyd dj ldrs gSaA

5-2-7 MkWD;wesaV dh QkesZfVax
ykbu Lisflax dks ,MtLV djuk% nks fMQkYV Lisflax 1-15 ykbu 
Lisflax vkSj ÁR;sd iSjkxzkQ ds ckn 10 IokbaV~l gSA iwoZorh MS oMZ 
MkWD;wesaV~l esa fMQkYV Lisflax Fkh] iafDr;ksa ds chp 1-0 vkSj iSjkxzkQksa 
ds chp dksbZ fjDr ykbu ughaA 

iwjs nLrkost esa ykbu Lisflax dks cnyus dk vklku rjhdk ml 
iwjs MkWD;wesaV ;k iSjkxzkQ dks gkbykbV djuk gSA ftlesa vki ykbu 
Lisflax dks cnyuk pkgrs gSaA 

vxj vkius fy[krs le; dksbZ xyrh dj nh] rks flQZ BACKSPACE cVu dks nckdj vki dlZj ds ckb± vksj fn[kkbZ ns jgs 
mu xyr v{kjksa ;k “kCnksa dks feVk ldrs gSaA vxj vki bal”kZu ykbu ds nkb± vksj ds “kCnksa ;k v{kjksa dks feVkuk pkgrs 
gSa] rks DELETE cVu dks nck,aA 

1. Home VSc ij] Paragraph xzqi esa Line Spacing ij fDyd djksA 

2. vki ftruh ykbu Lisflax pkgrs gSa] ml ij fDyd djsaA  

 ● vius vuqlkj ykbuksa ds chp dh nwjh nsus ds fy, uEcj la[;k ij fDyd 
djsaA mnkgj.k ds rkSj ij] 1-0 ij fDyd djds nks iafDr;ksa esa ,d iafDr 
dk fjDr LFkku cu tkrk gS] tSls fd iqjkus oMZ laLdj.kksa esa gksrk FkkA 
blh rjg 2-0 ij fDyd djds nks iafDr;ksa ds cjkcj fjDr LFkku cu tkrk 
gSA oMZ esa iwoZ fu/kkZfjr Lisflax ds fy, 1-15 ij fDyd djsaA iwoZ fu/kkZfjr 
rkSj ij iSjkxzkQ ds lkFk tqM+h gqbZ fdlh vfrfjDr ykbu dks [kRe djus 
ds fy, Remove Space Before Paragraph ij fDyd djsaA 

fp= 5-2-11 VsDLV dks QkesZV djuk

fp= 5-2-12 ykbuksa ds chp dh nwjh dks ,MtLV djuk

fp= 5-2-13 ykbu Lisflax vkWI'ku

iqjkuk oMZ otZu u;k oMZ otZu
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iSjkxzkQ QkesZfVax

 ● ,ykbaesaV% ;g ykbuksa esa VsDLV dh fn'kk dks fu;af=r djrk gS] tSls nk,a]      
ck,a] chpA 

 ● Qqy tfLVQkbM% blls ykbuksa esa VsDLV dks ck,a vkSj nk,a nksuksa rjQ j[kk tk 
ldrk gSA

 ● ck,a tfLVfQds'ku% MkWD;wesaV dks ck,a LykbM dks ck,a rjQ djukA

 ● nk,a tfLVfQds'ku% MkWD;wesaV dks ck,a LykbM dks nk,a rjQ djukA 

 ● lsaVj tfLVfQds'ku% ;g izfØ;k VsDLV dks chp esa txg nsrh gSA

 ● ykbu Lisflax% nks ykbuksa dh chp dh Lisflax vkfn nwjh dks c<+kuk 

 ● ist czsd% ist dks nks fgLlksa esa ckaVus dk dk;Z djrk gSA 

 ● VSc dh% ;g fy[ks x, VsDLV esa dlZj dks vkxs ys tkus esa lgk;rk djrk gSA

ist vksfj,aVs”ku

iwjs nLrkost ;k mlds fdlh Hkkx ds fy,] vki iksjVsªV ¼oVhZdy½ ;k ySaMLdsi ¼gkWjht+ksaVy½ vksfj,aVs'ku dks pqu ldrs gSaA 
ist vksfj,aVs'ku dks cnyus ds fy,% 

1. Page Setup lewg esa Page Layout VSc esa Orienta�� ij fDyd djsaA 

2. Portrait ;k Landscape ij fDyd djsaA 

cqysfVM ;k uEcMZ fyLVlwph

vki VsDLV dh ykbuksa ds fy, vklkuh ls cqysV ;k uacj Mky ldrs 
gSa] ;k vkids }kjk Vkbi fd, tkus ds lkFk&lkFk oMZ Lor% gh ;g 
dk;Z dj nsxkA fMQkYV ds :i esa] ;fn vki ,d uacj ;k rkjd 
fpg~u ds lkFk iSjkxzkQ “kq: djrs gSaA oMZ le> tkrk gS fd vki 
cqysfVM ;k uEcMZ fyLV ls “kq:vkr djuk pkgrs gSaA vxj vki vius 
VsDLV dks ,d fyLV esa ugha cnyus nsuk pkgrs gSa] rks vki fn[kkbZ ns 
jgs vkWVks djsDV vkWI”ku cVu ij fDyd dj ldrs gSa 

1. cqysV dekaM

2. uEcMZ dekaM

cqysV ;k uEcj buLkVZ djuk:

1. ml LFkku ij fDyd djsa] tgka vki viuh fyLV dks ns[kuk 
pkgrs gSa ;k ml VsDLV dks gkbykbV djsa] ftls vki ,d fyLV 
esa pkgrs gSaA 

2. Home VSc ij tk;sa] Paragraph xzqi esa Bullets ;k Numbering 
ij fDyd djsaA

3. cqysV (rkjkadu) ;k uacj (Øekadu) ntZ gks tk,axsA 

cqyV vkSj uEcfjax LVkby dk pquko djuk: 

1. mu vkbVeksa dks lsysDV djsa] ftuesa vki cqysV ;k uacj Mkyuk 
pkgrs gSaA 

2. Home VSc ij] Paragraph xzqi esa] cqysV~l ;k Numbering dekaM 
ds lkFk ekStwn ,sjks ij fDyd djsaA 

fp= 5-2-14 iSjkxzkQ QkesZfVax

fp= 5-2-15 ist vkWfj,aVs'ku

fp= 5-2-16 cqysV vkSj uEcMZ lwph

fp= 5-2-17 cqyV vkSj uEcMZ LVkby



84

çfrHkkxh iqfLrdk

3. ml cqysV;k uacj QkWesZV dks pqusa] tks vki Mkyuk pkgsaxsA 

xzkfQDl ds lkFk dke djuk 

vkÑfr;ka Mkyuk% vki tfVy vkÑfr ;k Mªkbax cukus ds fy, viuh Qkby esa ,d 
;k ,d ls vf/kd vkÑfr;ksa dks ,dlkFk tksM+ ldrs gSaA miyC/k vkÑfr;ksa esa js[kk,a] 
cqfu;knh T;kferh; vkdkj] rhj] lehdj.kh; vkdkj] vuqØeh; pkVZ vkdkj] rkjs] 
cSuj vkSj dkWyvkmV “kkfey gSaA ,d ;k ,d ls vf/kd vkdkj tksM+us ds ckn] vki 
mlesa “kCn] rkjkadu] Øekadu vkSj vU; Ák:i tksM+ ldrs gSaA 

1. Insert VSc ij] Illustra��� xzqi esa] Shapes ij fDyd djsaA 

2. ,d MªkWi Mkmu esU;w fn[kkbZ nsxk] bfPNr vkÑfr ij fDyd djsaA 

3. nLrkost esa dgha Hkh fDyd djs]a vkSj fQj vkÑfr dks ogka j[kus ds fy, MªsSx 
djsa ;k [khap dj yk,aA  

Mªkbax Vwy QkWesZV VSc vkids fy, vkÑfr cnyuk] fdukjs Hkjuk] ,QsDV~l Mkyuk 
vkSj ;g lsysDV djuk laHko cukrk gS fd vkids MkWD;wesaV esa VsDLV fdl rjg ls 
vkÑfr ds pkjksa vksj fyiVk gksxkA 

'ksIl fMyhV djuk% ;fn vkidks dksbZ 'ksi fMyhV djuh gS rks dsoy vkidks mls 
flysDV djds fMyhV cVu nckus dh vko';drk gksrh gSA 

VsDLV ckWDl bulVZ djuk% ;g ckWDl bulVZ djus ds ckn vki MkWD;wesaV esa dgha Hkh fy[k ldrs gSA 

1. Insert VSc ds Text xzqi esa Text Box ij fDyd djsa vkSj ,d MªkWi Mkmu esU;w fn[kkbZ nsxkA 

2. viuk VsDLV ckWDl cukus ds fy, esU;w esa ls VsDLV ckWDl VSaIysV ij fDyd djsa  ;k MªkWi Mkmu esU;w esa uhps Text Box 
ij fDyd djsaA 

3. vxj vki viuk VsDLV ckWDl cukuk pkgrs gSa] rks vkidks igys MkWD;wesaV ij fDyd djuk gksxk vkSj fQj MªSx djds 
ml vkÑfr dk VsDLV ckWDl cukuk gksxk tks vki pkgrs gSaA 

4. ,d VsDLV ckWDl esa VsDLV Mkyus ds fy,] VsDLV ckWDl ds vanj fDyd djsa] vkSj fQj Vkbi djsa ;k VsDLV dks isLV djsaA 

5. ,d VsDLV ckWDl ds Hkhrj VsDLV dks QkWesZV djus ds fy,] VsDLV dks lsysDV djsa] vkSj fQj Home VSc ij Font xzqi 
esa QkWesZfVax ds fodYiksa dk bLrseky djsaA

6. vxj vki ckWDl dks fgykuk pkgrs gSa] rks igys ml ij fDyd djsaA tc IokbaVj ,d rhj tSlk cu tk,] rks ckWDl 
dks MªSx djrs ;k [khaprs gq, u, LFkku rd ys tk,aA  

oMZ vkVZ% oMZ vkVZ dk bLrseky vkids nLrkost dks fo'ks"k VsDLV ,QsDV~l nsus ds fy, fd;k tk ldrk gSA mnkgj.k ds rkSj 
ij vki ,d “kh’kZd dks [khap ldrs gksA “kCnksa dks frjNk dj ldrs gksA iwoZfu/kkZfjr LFkku ds Hkhrj “kCnksa dks lek ldrs 
gks ;k ,d xzsfM,aV fQy Mky ldrs gksA vius nLrkost esa fDyi vkVZ Mkyus ds fy, fuEufyf[kr pj.kksa dk vuqlj.k djsa% 

1. Insert VSc ij] Text xzqi esa Word Art ij fDyd djsaA 

2. ,d MªkWi Mkmu esU;w fn[kkbZ nsxk] ml Word Art Style ij fDyd djsa tks vki pkgrs gSaA

3. ,d VsDLV ckWDl fn[kkbZ nsxk] ftlesa fy[kk gksxk “Enter your text here”A viuk VsDLV ,aVj djsaA 

fDyi vkVZ bulVZ djuk% 

1. Insert VSc ij] Illustra���xzqi esa Clip Art ij fDyi djsaA

2. vkidh LØhu dh nkb± rjQ ,d fDyi vkVZ VkLdiSu fn[kkbZ nsxk] blds lpZ ckWDl 
esa og uke ;k okD; fy[ksa] tks vkids bfPNr fDyi vkVZdk o.kZu djrk gksA Go 
ij fDyd djsaA urhtksa dh lwph esa ls ml fDyi vkVZ ij Mcy fDyd djsa ftls 
vki vius MkWD;wesaV esa ,aVj djuk pkgrs gSaA

fp= 5-2-18 fofHkUu izdkj dh 'ksIl Mkyuk

fp= 5-2-19 VsDLV ckWDl

fp= 5-2-20 fDyi vkVZ
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5-2-8 ,Mokal rduhd QkWesZfVax
dkWye cukuk

czks”kj] U;wt+ySVj tSls MkWD;wesaV~l esa ;k lwfp;ka cukrs le; LFkku cpkus ds fy, dkWyeksa dks bLrseky fd;k tk ldrk gSA 

1. Page Layout VSc ij tk,a] Page Setup xzqi esa] Columns ij fDyd djsaA 

2. tks ysvkmV vki pkgrs gSa] ml ij fDyd djsaA vkidk nLrkost dkWye ds :i esa QkWesZV gks tk,xkA

LekVZ vkVZ xzkfQd

,d LekVZ vkVZ xzkfQd vkidh lwpuk dk lfp= fu:i.k gS]  ftls 
vki vusd xzkfQd ysvkmV~l esa ls pqudj vklkuh ls vkSj tYnh ls 
cuk ldrs gSa] rkfd vki vius lans”k ;k fopkjksa dks vljnkj <ax ls 
lwfpr dj ldsaA vki ,Dlsy] vkmVyqd] ikoj IokbaV vkSj oMZ esa 
LekVZ vkVZ xzkfQDl cuk ldrs gSaA 

LekVZvkVZ xzkfQd cukuk

1. Insert VSc ij] Illustra���group esa] SmartArt ij fDyd djsaA 

2. Choose a SmartArt Graphic Mk;ykWx ckWDl esa fDyd djds 
bfPNr ysvkmV vkSj mldh fdLe dks pqusaA 

3. fuEufyf[kr dk vuqlj.k djrs gq, viuk VsDLV ,aVj djsaA 

4. VSSDLV iSu esa fDyd (Text) djsa vkSj viuk VsDLV Vkbi djsaA  

5. fdlh nwljs LFkku ls “kCn dkWih djsa vkSj VsDLV iSu esa fDyd 
(Text) djsa vkSj fQj viuk VsDLV isLV djsaA 

LekVZvkVZ xzkfQd 'ksi dks Mkyuk vkSj gVkuk

1. vxj vki nwljh vkÑfr ds :i esa Mkyuk pkgrs gSa rks SmartArt 
graph dks fDyd djsaA 

QksVks bulVZ djuk% 

1. Insert VSc ij] Illustra��� xzqi esa] Picture ij fDyi djsaA ml rLohj dks <wa<sa ftls vki Mkyuk pkgrs gSaA mnkgj.k 
ds rkSj ij vkids ikl ekbZ MkWD;wesaV~l QksYMj esa og rLohj gS] tks vki pkgrs gSaA ftl rLohj dks vki Mkyuk pkgrs 
gSa] ml ij Mcy fDyd djsa vkSj og vkids MkWD;wesaV esa fn[kus yxsxhA 

5-2-9 Vscy
oMZ esa rkfydkvksa dk bLrseky fdlh Hkh MkWD;wesaV esa vkidks vfrfjDr rRo miyC/k djk ldrk gSA lwfp;ka cukus vkSj ,d 
lqO;ofLFkr rjhds ls VsDLV dks QkWesZV djus ds fy, rkfydkvksa dks bLrseky fd;k tk ldrk gSA 

 

2. ml ekStwnk vkÑfr ij fDyd djsa tks ml txg ds lcls djhc gS tgka vki ubZ vkÑfr Mkyuk pkgrs gSaA 

3. Design VSc ij] SmartArt Tools ds Create Graphic group esa Add Shape ij fDyd djsaA 

4. lsysfDVM vkÑfr ;k “ksi ds ckn vkÑfr Mkyus ds fy, �������er ij fDyd djsaA

5. lsysfDVM vkÑfr ls igys ubZ vkÑfr Mkyus ds fy, �������er ij fDyd djsaA 

6. fuEu esa ls ,d djsa% 

I. ;fn vkidks ,d 'ksi esa vkSj 'ksi vkxs Mkyuh gS rks mls flysDV djds ,M 'ksi vkW¶Vj

II. ;fn vkidks ,d 'ksi esa vkSj 'ksi ihNs Mkyuh gS rks mls flysDV djds ,M 'ksi fcQksj

fp= 5-2-21 QkWesZfVac rduhd

fp= 5-2-22 Li"Vhdj.k

fp= 5-2-23 LekVZvkVZ cukuk
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Vscy bulVZ djuk

1. Insert VSc ij] Tables xzqi esa] Table ij fDyd djsaA 

2. ,d MªkWi Mkmu ckWDl fn[kkbZ nsxk] (ogka fDyd djsa vkSj ekml dks Fkkedj 
j[ksa] fQj drkjksa ,oa dkWyeksa dh ml la[;k dks Mªsx djsa tks vki vius MkWD;esaV 
esa Mkyuk pkgrs gSaA tc vki fxzM dks MªSx djsaxs] rc vkidks MkWD;wesaV esa 
rkfydk ÁdV gksrh gqbZ fn[kkbZ nsxhA

3. tc vki bfPNr la[;k esa dkWyeksa vkSj drkjksa dks gkbykbV dj ysrs gSa] rks 
mlds ckn ekml dks NksM+ nsa vkSj vkids MkWD;wesaV esa rkfydk ;k Vscy ntZ 
gks tk,xhA

Vscy esa jks@dkWye Mkyuk

1. Table ij fDyd djsaA 

2. Vscy VwYl ds varxZr vkrs Layout VSc ij tk,aA 

5-2-10 gsMj] QqVj vkSj ist uEcj
vki dbZ rjhdksa ls gSMj] QqVj vkSj ist uacj ntZ dj ldrs gSaA lcls vklku rjhdk 
gS fd ist ds mij ;k uhps nksgjk fDyd djus ij gSMj vkSj QqVj {ks= lkeus vk tkrk 
gSA tks Hkh lkexzh vki gj ist ds mij ;k uhps fn[kkuk pkgrs gSa] og fy[ksaA 

3. ,d iafDr tksM+us ds fy, Insert Above ;k Insert Below ij fDyd djsaA dkWye tksM+us ds fy, Insert Le� ;k Insert 
Right ij fDyd djsaA 

4. dkWye] iafDr ;k dksbZ lsy gVkus ds fy, Delete ij fDyd djsaA 

Vscy dks fMyhV djuk

1. IokbaVj dks rc rd Vscy ij j[ksa] tc rd fd ewo gSaMy fn[kkbZ uk ns] vkSj rc Table move handle ij fDyd djsaA 

2. vius dh&cksMZ ij cSdLisl nck,aA

Vscy dh lkexzh dks feVkuk% vki ,d Vscy dh lkexzh] mlds lsy] iafDr ;k dkWye ;k iwjk Vscy gh feVk ldrs gSaA tc 
vki fdlh Vscy dh lkexzh feVkrs gSa] rks mldh iafDr;ka vkSj dkWye mlh rjg MkWD;wesaV esa cuh jgrh gSaA

ist uEcj Mkyuk%

vxj vki gj iUus ij ist uacj pkgrs gSa] rks vki xSyjh esa ls vklkuh ls ist uacj 
Mky ldrs gSaA 

1. Insert VSc ij] gSMj vkSj QqVj xzqi esa] Page Number ij fDyd djsaA 

2. bfPNr ist uacj LFkku ij fDyd djsaA 

3. xSyjh esa fodYiksa esa tk,a] vkSj bfPNr ist uacj QkWesZV ij fDyd djsaA 

4. MkWD;wesaV esa okil vkus ds fy, ogka ij fDyd djsa] tgka vkids ist uacj Mkyk gSA 

5. Design VSc esa gSMj vkSj QqVj dks can djsaA ¼gSMj vkSj QqVj VwYl ds rgr½

fp= 5-2-24 Vscy balVZ djuk

fp= 5-2-25 Vscy esa ,fMfVax djuk

fp= 5-2-26 gSMj vkSj QqVj

fp= 5-2-27 ist uEcj ,fMV djuk 
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gSMj vkSj QqVj ,M djuk

1. Insert VSc ds ij] gSMj vkSj QqVj xzqi esa] Header ;k Footer ij fDyd djsaA 

2. ml gSMj ;k QqVj ij fDyd djsa] tks vki MkWD;wesaV esa yxkuk pkgrs gSa vkSj gSMj ;k 
QqVj {ks= [kqy tk,xkA 

3. gSMj ;k QqVj {ks= esa viuk VsDLV ntZ djsaaA 

4. MkWD;wesaV esa okil vkus ds fy, Design VSc esa Close Header vkSj Footer ij fDyd 
djsaA (gSMj vkSj QqVj VwYl ds v/khu)

ist uEcj] gSMj vkSj QqVj dks gVkuk

1. Header, Footer, ;k Page Number dekaM ij fDyd djsaA 

2. ,d esU;w uhps [kqy tk,xkA 

3. esU;w ds lcls var esa ntZ Remove ij fDyd djsaA

5-2-11 MkWD;wesaV dks vafre Vp nsuk

Lisy pSd djuk

tSls gh vki MkWD;wesaV esa dqN fy[krs gks] ,d yky ygjnkj js[kk “kCn ds 
uhps fn[kkbZ nsus yxrh gS] tks fn[kkrh gS fd vkidk fy[kk “kCn xyr gSA 
orZuh ds fglkc ls xyr “kCn dks Bhd djus dk lcls rst rjhdk gS fd% 

1. xyr “kCn ds mij viuk dlZj j[kks vkSj jkbV fDyd djksA 

fizaV

1. fÁaV VSc ;g lqfuf”pr djus ds fy, gS fd vki tks pkgrs gSa] mls gh fÁaV dj jgs gSaA 

2. File VSc ij fDyd djsaA 

3. MkWD;wesaV fÁaV djus ds fy, Print dekaM ij fDyd djsaA 

2. uhps dh rjQ ,d ckWDl fn[kkbZ nsxk] ftlesa ml “kCn dh lgh orZuh ds “kCn fy[ks gksaxsA 

3. ml “kCn dks gkbykbV djsa vkSj ml ij ys¶V fDyd djsa] rkfd og xyr “kCn ls cnyk tk,A 

;fn vkidks vksj vPNs ls xzkej pSd djuk gS rks Lisfyax vkSj xzkej Qhpj dk iz;ksx dj ldrs gS%

1. Review VSc ij fDyd djsaA 

2. Spelling & Grammer dekaM ij fDyd djsaA ¼,d uhyk psd ekdZ ftl ij ABC fy[kk gks½

3. ,d Lisfyax vkSj xzkej ckWDl lkeus vk,xkA 

4. Lisfyax vkSj xzkej ls lacaf/kr fdlh Hkh leL;k dks vki bl ckWDl ds Hkhrj lgh dj ldrs gSaA 

fizaV fizO;w

tSls gh vki Print VSc ij fDyd djsaxs fÁaV fÁO;w viusvki fn[k tk,xkA tc Hkh vki fÁaV laca/kh dksbZ lsfVax djrs gSa] 
fÁO;w vius vki viMsV gks tk,xkA 

5. File VSc vkSj fQj Print ij fDyd djsaA MkWD;wesaV esa okfil tkus ds fy, File VSc ij fDyd djsaA 

6. MkWD;wesaV dk ,d fÁO;w Lor% gh fn[k tkrk gSA gjsd ist dks ns[kus ds fy, fÁO;w ds uhps cus ,sjks ij fDyd djsaA 

fp= 5-2-28 gSMj vkSj QqVj dks 
can djuk

fp= 5-2-29 gSMj vkSj QqVj

fp= 5-2-30 LisYk pSd
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;g MªkWi Mkmu ckWDl ekStwnk fÁaVj dks fn[kkrk gSaA ckWDl ij fDyd djus ij vU; miyC/k fÁaVjksa dh lwph Hkh lkeus vk 
tkrh gSA ;g MªkWi Mkmu esU;w ekStwnk pquh xbZ lsfVaXl dks fn[kkrk gSA flQZ fdlh Qhpj ds uke dh ctk;] ;s uhps mHkjs 
esU;w ;g Hkh fn[kkrs gSa fd Qhpj dh fLFkfr D;k gS vkSj bldk foLr`r o.kZu Hkh djrs gSaA ;g vkidks pquus esa enn djrs 
gSa fd ekStwnk lsfVaXl gh j[kuh gS ;k mUgsa cnyuk gSA

dkSu ls VSc esa cksYM] bVSfyd vkSj vaMjykbu ds fodYi miyC/k gSa\ 

MkWD;wesaV dks lso djuk

oMZ esa ,d MkWD;wesaV dks lso djus ds fy, fuEu pj.k djsa

1. Qkby VSc ij fDyd djsa

2. lso ,t+ ij fDyd djsa

3. fQj use ckWDl esa vius vuqlkj uke Mkysa

4. lso ij fDyd djsa

1. vius Vªsuj dks ,d NqV~Vh vkosnu i= fy[ksa] fuEu fofunsZ'kksa dks /;ku esa j[krs gq,%

a. fo"k; dks cksYM vkSj bVSfyd djsa

b. fnukad dks cksYM djsa

c. v{kj tfLVQkbM gksus pkfg,

d. Hkk"kk% dSyscjh

e. QksaV dk vkdkj% 12

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

xfrfof/k

fp= 5-2-32 MkWD;wesaV dks lso djuk

fp= 5-2-31 fizaV fizO;w

About this book
This Participant Handbook is designed to enable training for the specific Qualification Pack(QP). Each 
National Occupational (NOS) is covered across Unit/s.

Key Learning Objectives for the specific NOS mark the beginning of the Unit/s for that NOS. The 
symbols used in this book are described below.
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1. dkSu lh VSc esa cksYM] bVSfyd vkSj vaMjykbu djus dk fodYi gksrk gS\

a. gkse

b. bulVZ

c. O;w

d. fjO;w

2. Ctrl+V dekaM dk iz;ksx djrs gS%

a. dkWih

b. isLV

c. dV

d. fizaV

3. lso ,t+ djus dh dekaM miyC/k gksrh gS%

a. Qkby VSc

b. gkse VSc

c. bulVZ VSc

d. buesa ls dksbZ ugha

vH;kl

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

fVIi.kh
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symbols used in this book are described below.
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5-3-1 ,e,l ikojIokbaV

5-3-2 fjcu

ikojIokbaV vly esa ekbØkslkW¶V vkWfQl iSdst dh ,d 
,Iyhds”ku gS] tks vkidks vkWfQl ehfVax esa] ysDpj vkSj 
lsfeukj ds nkSjku de le; esa vf/kd vkSj ÁHkkoh lwpuk nsus 
ds dkfcy cukrk gSA ikojIokbaV ÁstsaVs”ku vkids eSlst ds 
ÁHkko dks c<+krk vkSj lwpuk dks tYnh le>us ;ksX; cukrk 
gSA ;g le> dks c<+kdj tYn QSlys ysus esa l{ke cukrk gSA 

tc vki ,d ÁstsaVs”ku [kksyrs gSa] rks ;g ukWeZy O;w esa fn[krh 
gSA bl O;w esa ikoj ikWbaV foaMks esa rhu iSu fn[kkbZ nsrs gSa] tSlk 
fd vki fp= esa ns[k ldrs gSaA 

 ● LykbM iSu% ;g iSu ekStwnk LykbM fn[kkrk gSA LykbM dks vf/kdre lhek rd twe djus] ysfdu iSu esa gh fQV j[kus 
ds fy, Fit Slide to Current Window  cVu ij fDyd djsaA 

 ● usohxs”ku iSu% ;g iSu ckb± vksj fn[krk vkSj blesa nks VSc gksrs gSa] LykbM~l vkSj vkmVykbuA ;g LykbM VSc vkidks 
gjsd LykbM dh FkEcusy rLohj fn[kkrh gSA ftuesa ls fdlh ij Hkh fDyd djds vki LykbM dks LykbM iSu esa ns[k 
ldrs gSaA vkmVykbu VSc ÁstsaVs”ku dh vkmVykbu fn[kkrk gS] ftlls vki tYnh vkSj vklkuh ls ÁstsaVs”ku dk VsDLV 
cuk ldrs gSaA vkmVykbu VSc esa Hkh vki fdlh LykbM dks LykbM iSu esa ns[kus ds fy, ml ij fDyd dj ldrs gSaA 

 ● uksV~l iSu% ;g iSu foaMks ds lcls uhps LykbM iSu ds uhps fn[kkbZ nsrk gSA ;gka vki LykbM ls tqM+s uksV rS;kj dj 
ldrs gSaA

fjcu esa ÁstsaVs”ku dk fMtkbu cnyus vkSj bldh QkWesZfVax ds fy, dbZ vyx&vyx dSVsxjh gksrh gSaA buesa gkse] balVZ] 
fMtkbu] Vªkaft”ku] ,uheS”ku] LykbM “kks] fjO;w vkSj O;w “kkfey gSaA ;s vkbdksu vklku gksrs gSa] ysfdu os Mk;ykWx ckWDl 
ugha fn[kkrs] ftlesa fd vki bu lsfVaXl dks cnydj budk dk;Z cny ldsaA vki ml fof/k dks pqu ldrs gSa] tks vkids 
fy, loksZRre gksA 

gkse% ;g Qhpj vkidks LykbM~l] QksaV~l] iSjkxzkQ] Mªkbax vkSj ,fMfVax dh lqfo/kk nsrk gSA

fp= 5-3-1 ,e,l ikWojIokbaV

fp= 5-3-2 gkse Vsc

;wfuV 5-3% ,e,l ikojIokbaV

bl ;wfuV ds lekIr gksus ds ckn] vki dj ik,axs%

1. ,e,l ikojIokbaV ds ewy rRoksa dks le>uk

;wfuV ds mn~ns';

About this book
This Participant Handbook is designed to enable training for the specific Qualification Pack(QP). Each 
National Occupational (NOS) is covered across Unit/s.

Key Learning Objectives for the specific NOS mark the beginning of the Unit/s for that NOS. The 
symbols used in this book are described below.
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bulVZ% ;g Qhpj vkidks Vscy] best] byLVªs”ku] fyaDl] oMZ vkVZ vkSj ehfM;k fDyIl Mkyus dh lqfo/kk nsrk gSA

fMtkbu% ;g vkidh ÁstsaVs”ku dh fn[kkoV cnyus dh lqfo/kk nsrk gSA blesa ist lsVvi] FkhEl vkSj cSdxzkmaM LVkbYl 
tSls Qhpj gksrs gSaA 

,uhes”kal% ;g vkidks ÁstsaVs”ku esa dLVe ,uhes”kal tksM+us dh lqfo/kk nsrk gSA vki fÁO;w] ,uhes”kal] ,Mokal ,uhes”kal vkSj 
,uhes”ku Vkbfeax esa ls fodYi pqu ldrs gSaA 

LykbM “kks% blesa [kwfc;ka gSa fd ;s ÁstsaVs”ku dk ÁLrqrhdj.k r; djus dh lqfo/kk nsrk gSA ;gka ls vki vius LykbM “kks 
ds vkjaHk gksus vkSj fMLIys gksus dk rjhdk r; dj ldrs gSa vkSj ekWuhVj lsfVaXl ,MtLV dj ldrs gSaA 

fjO;w% ;g vkidks Hkk’kk dh tkap djus] Hkk’kkvksa dk vuqokn djus] LykbM~l ij fVIi.kh fy[kus vkSj ÁstsaVs”ku dh rqyuk 
djus ds fodYi nsrk gSA  

fp= 5-3-3 bulVZ VSc

fp= 5-3-4 fMtkbu VSc

fp= 5-3-5 ,uhes'ku VSc

fp= 5-3-6 LykbM 'kks VSc

fp= 5-3-7 fjO;w VSc



92

çfrHkkxh iqfLrdk

O;w% ;g Qhpj vkidks viuh ÁstsaVs”ku dk O;w r; djus] ekLVj O;w cukus] “kks@gkbM QhplZ] twe] jaxnkj ls “osr&”;ke 
djus] foaMks dks ,MtLV djus vkSj eSØkst tksM+us dh lqfo/kk nsrk gSA 

,d ubZ ÁstsaVs”ku cukus ds fy, vki cSdLVst esa U;w iSu dk bLrseky dj ldrs gSaA cSdLVst [kksyus ds fy, File VSc ij 
vkSj fQj u;s iSu ds ckb± vksj dkWye esa fn[k jgs New item ij fDyd djsaA  

CySad ÁstsaVs”ku% CySad ÁstsaVs”ku cukus ds fy,] ½ijh fgLls esa cus Blank presenta���vkbVe ij vkSj fQj Create cVu 
ij fDyd djsaA 

jslsaV VSEiysV% gky gh esa bLrseky fd, x, VSEiysV dks ns[kus ds fy, bl vkbVe ij fDyd djsaA ml VSEiysV ij fDyd 
djsa] ftls vki ns[kuk pkgrs gSa vkSj fQj Create cVu ij fDyd djsaA  

lSaiy VSEiysV~l% pqus x, lSaiy VSEiysV~l dks ns[kus ds fy, ij Sample templates vkbVe ij fDyd djsaA tks vki pkgrs 
gSa] ml Fkhe ij vkSj fQj Create cVu ij fDyd djsaA ikojIokbaV lSaiy VSEiysV ds lkjs daVsaV ds lkFk ubZ ÁstsaVs”ku cuk 
nsrk gSA mlds ckn vki lHkh VsDLV IyslgksYMlZ dks dLVekbt+ dj ldrs gSa] LykbM~l dks tksM+ ;k gVk ldrs gSa vkSj 
ÁstsaVsa”ku dks cukus ds fy, vU; dbZ rjg ds cnyko dj ldrs gSaA 

FkhEl% ikojIokbaV esa igys ls ntZ vyx&vyx rjg dh fotqvy FkhEl dks ns[kus ds fy, Themes vkbVe ij fDyd 
djsaA viuh ubZ isztsaVs”ku ij tks Fkhe yxkuk pkgrs gSa] ml ij fDyd djsa vkSj fQj ubZ ÁstsaVs”ku cukus ds fy, Create 
cVu ij fDyd djsaA 

tc vki u;k ikojIokbaV MkWD;wesaV [kksysaxs] rks vkidks flQZ ,d gh LykbM fn[kkbZ nsxhA vkSj ubZ LykbM tksM+us ds fy, 
vkidks mUgsa cukuk gksxk vkSj ;g djus ds fy, vkids ikl dbZ fodYi gSaA 

 ● New Slide dekaM ds lcls mij Home VSc ij fDyd djuk lcls vklku rjhdk gS] D;ksafd ,slk djus ls ,d ubZ 
LykbM rqjar tqM+ tk,xhA ikojIokbaV Lor% gh LykbM tksM+us dh bl fof/k dk bLrseky djds VkbVy vkSj daVsaV 
LykbM tksM+ nsxkA vki blds fy, Ctrl+M dk fodYi Hkh pqu ldrs gksA 

 ● tc vki U;w LykbM dekaM ds fupys fgLls esa fDyd djrs gks] rks ,d ckWDl fn[kkbZ nsrk gSA ;g ysvkmV~l dh xSyjh 
gksrh gS] ftlesa ls vki bfPNr fodYi pqu ldrs gks vkSj ;g fiNyh LykbM ds ckn Lor% tqM+ tk,xhA 

5-3-3 ,d ubZ izstsaVs'ku cukuk

fp= 5-3-8 O;w VSc
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5-3-4 QkWesZfVax VsDLV

5-3-5 fMtkbu Fkhe bulVZ djuk

dbZ lkjh LykbM~l esa vkids }kjk IyslgksYMj ckWDl esa VsDLV ntZ 
djuk vfuok;Z gksrk gSA 

1. VsDLV Vkbi djrs le;] ikojIokbaV Lor% gh VsDLV dks cqysfVM 
fyLV esa cny nsxk] rkfd fuEu fcanq] eq[; facanqvksa ds v/khu 
fn[kkbZ nsaA ikojIokbaV Lor% gh VsDLV dks ckWDl esa fQV djus ds 
fy, QksaV lkbt ?kVkus vkSj ykbu Lisflax dks fQV djus tSls 
dk;Z dj nsxkA 

2. VsDLV QksaV] dyj vkSj lkbt cnyus ds fy, QksaV xzqi dh dekaM~l dk bLrseky djsaA 

3. cqysV Vkbi] VsDLV vkbMsaVs”ku vkSj ykbu Lisflax tSlh iSjkxzkQ QkesZfVax ds fy, iSjkxzkQ xqi dh dekaM~l dk bLrseky 
djsaA 

,d Fkhe esa ,d iSdst ds :i esa cSdxzkmaM fMtkbu] dyj Ldhe] QksaV 
Vkbi] QksaV lkbt vkSj Iysl gksYMj iksth”ku “kkfey gksrs gSaA gjds ubZ 
ÁstsaVs”ku iwoZ fu/kkZfjr Fkhe ls “kq: gksrh gS] ftls vkWfQl Fkhe dgrs gSaA 
bldh cSdxzkmaM lQsn vkSj v{kj dkys gksrs gSaA gkykafd vki miyC/k 
fodYiksa esa ls viuk ilanhnk Fkhe pqu ldrs gksA Fkhe pquus vkSj mls 
ykxw djus ds fy, fjcu ij cus Design VSc ij fDyd djsaA

1. FkhEl xzqi vyx&vyx fMtkbu fodYiksa dk FkEcusy fn[kkrk gSA 

2. vfrfjDr Fkhe ns[kus ds fy, xzqi ds nkb± rjQ More ,sjks cVu ij fDyd djsaA 

3. tc vki fdlh Fkhe ij dlZj j[krs ;k eaMjkrs gSa] rks ml Fkhe dk ,d fÁO;w LykbM ij fn[kkbZ nsxkA LykbM ij og 
Fkhe ykxw djus ds fy, bfPNr FkEcusy fMt+kbu ij fDyd djsaA

5-3-6 xzkfQd ds lkFk dk;Z djuk

fDyi vkVZ bulVZ djuk

vxj vki viuh ikojIokbaV LykbM dks vyx vk;ke nsuk pkgrs gSa] rks 
vki mlesa fDyi vkVZ tksM+ ldrs gSaA fDyi vkVZ esa rLohjsa] vkokt vkSj 
ohfM;ks “kkfey gksrs gSaA vki xzkfQd dks LykbM esa dgka yxkuk pkgrs 
gSa] ml vk/kkj ij blds nks rjhds gSaA 

igyk rjhdk Insert fjcu ij tkdj Clip Art dekaM ij fDyd djuk gSA vki Audio or Video dekaM~l ij Hkh fDyd 
djds vkSj fDyi vkVZ xSyjh esa ls fodYi pqu ldrs gSaA nwljk rjhdk gS fd Iysl gksYMj esa ls fDyi vkVZ vkbdksu ij 
fDyd djukA 

 ● nkb± rjQ fDyd vkVZ VkLd iSu [kqy tk,xkA lpZ ckWDl esa ,d dh&oMZ fy[ksa] tks vkids }kjk bfPNr fDyIl dh 
fdLe ds ckjs esa crk,A vk, urhtksa esa ls uhps ds fodYi dks pqudj fQj Go ij fDyd djsaA 

 ● dh&oMZ ds lkFk esy [kkus okyh fDyIl uhps ckWDl esa fn[kus yxsaxhA ml fDyi ij fDyd djsa] ftls vki LykbM esa 
pkgrs gSa vkSj ;g Lor% gh fn[kkbZ nsus yxsxhA 

Åij nh xbZ tkudkjh vkidh ,d ubZ ikojIokbaV izstsaVs'ku cukus esa lgk;rk djsxhA gkykafd] ikojIokbaV esa izstsaVs'ku dks 

fp= 5-3-9 QkWesZfVax VsDLV

fp= 5-3-10 fMtkbu Fkhe

fp= 5-3-11 fDYki vkVZ
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vkSj vkd"kZd cukus ds fy, cgqr vf/kd Qhpj fn, x, gksrs gSA buesa ls dkQh lkjs Qhpj oMZ o ,Dlsy vkSj ,e,l ls 
vkSj nwljs lkW¶Vos;j esa Hkh gksrs gSA

'ksi bulVZ djuk

fdlh vkÑfr ds dksus ij fDyd djds vkSj mls ekml ls MªSx djds LykbM esa bfPNr LFkku ij yxk;k tk ldrk gSA 
vkÑfr ds fdukjs ij cus ldZy dks [khapdj ;k mls ihNs /kdsydj ;k MªSx djds vkÑfr dks NksVk&cM+k Hkh fd;k tk 
ldrk gSA 

1. bulVZ Vsc ij tk,a

2. fiDpj dekaM ij fDyd djsa

3. bulVZ fiDpj dk ckWDl [kqy tk,xk

4. tks fiDpj vkidks Mkyuh gks mls czkmt djds QksYMj esa ls ykdj bulVZ 
dj nsa

5. vksiu ij fDyd djsa

1. bulVZ Vsc ij tk,a

2. 'ksi dekaM ij fDyd djsa

3. Mªki Mkmu esU;w esa vkidks dkQh lkjs 'ksi utj vk,axs

4. tks 'ksi bulVZ djus gks mldk pquko dj Mcy fDyd djsa

5. vkidks 'ksi LykbM esa utj vk tk,xh

6. 'ksi dks fdukjksa ls idM+dj vki mls LykbM esa dgha Hkh j[k ldrs gS

uksV% ckWDl Mkyus dk rjhdk Hkh ogh gS] ysfdu tc bls Mkyk tkrk gS] rks lesa ,d dlZj fn[kkbZ nsus yxrk gS] tgka vki 
“kCn fy[k ldrs gSaA  

rlohj ¼fiDpj½ bulVZ djuk

,d ikojIokbaV ÁstsaVs”ku esa xzkfQDl Mkyus dk ,d vkSj rjhdk rLohjsa gSaA dbZ yksx viuh ÁstsaVs”ku dks fof'k"V cukus ds 
fy, ikojIokbaV dh bl [kwch dk bLrseky djrs gq, vius futh laxzg ls dqN rLohjs blesa tksM+ nsrs gSaA 

6. vkidks fiDpj LykbM esa fn[kkbZ nsxh

7. rLohj ds dksus ij fDyd djus ds ckn mls ekml ls MªSx djrs gq, bfPNr LFkku ij fLFkj fd;k tk ldrk gSA blh 
rjg fdukjs ij fn[kkbZ nsus okys ldZy dh enn ls mls MªSx djrs gq, rLohj dks NksVk ;k c<+k;k Hkh tk ldrk gSA  

xzkfQDl dks ekWfMQkbax djuk

ikojIokbaV esa ntZ fdlh Hkh xzkfQdy ,yhesaV esa Lis'kyt+kbTM VSCl dh enn ls cnyko fd;k tk ldrk gSA ;s VSc 
xzkfQDl ij dke djrs le; fn[krs gSaA mnkgj.k ds rkSj ij]  fiDpj VwYl vkSj QkWesZV VSc vkidks “ksi cnyus] ,QsDV~l 
nsus vkSj Mkyh xbZ rLohj dk jax cnyus dh lqfo/kk nsrs gSaA 

oMZ vkVZ bulVZ djuk

oMZ vkVZ dk bLrseky dqN [kkl “kCnksa ij ÁHkko ;k ncko Mkyus ds fy, gksrk gS] tSls fd ÁstsaVs”ku dk VkbVyA 

1. Insert VSc ij tk,a vkSj  Word Art dekaM ij fDyd djsaA 

2. VSDLV ds fodYiksa dk MªkWi Mkmu esU;w fn[kkbZ nsxkA

3. bfPNr VsDLV fMtkbu ij fDyd djsa vkSj vkidh LykbM ij ,d VsDLV ckWDl cu tk,xk o VsDLV dks cnyus ds 
fy, VsDLV ckWDl esa fDyd djsaA 

4. oMZ vkVZ ds dksus ij fDyd djus ds ckn mls ekml ls MªSx djrs gq, bfPNr LFkku ij fLFkj fd;k tk ldrk gSA 
blh rjg fdukjs ij fn[kkbZ nsus okys ldZy dh enn ls mls MªSx oMZ vkVZ dks NksVk ;k c<+k;k Hkh tk ldrk gSA 

fp= 5-3-12 fDyi vkVZ bulVZ djuk

fp= 5-3-13 rlohj bulVZ djuk
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LekVZ vkVZ bulVZ djuk

LekVZ vkVZ dk bLrseky ,d xzkfQd dh gh rjg r; LFkku ij LekVZ vkVZ fMtkbu vkSj VsDLV ntZ djus ds fy, fd;k 
tk ldrk gSA ;g fdlh gkbvkdhZ Øe ;k ÁfØ;k n”kkZus esa csgn ennxkj lkfcr gksrk gSA 

1. bulVZ Vsc ij tk,a

2. LekVZ vkVZ dekaM ij fDyd djsa

3. LekVZ vkVZ xzkfQd ckWDl lkeus [kqy tk,xk

4. tks xzkfQd vki j[kuk pkgrs gS] oks fDyd djus ds ckn LykbM esa fn[kkbZ nsxh 

5. LekVZ vkVZ xzkfQd ds {ks= esa dqN fy[kus ds fy, ml ij fDyd djds fy[ksa 

Vscy vkSj pkVZ bulVZ djuk

ÁstsaVs”ku esa MkVk dks n”kkZus ds fy, Vscy vkSj pkVZ dk bLrseky fd;k tk ldrk gSA igys Insert VSc ij tk,a%  

1. pkVZ dekaM ij fDyd djsa

2. bulVZ pkVZ ckWDl lkeus [kqy tk,xk

3. tks pkVZ Mkyuk pkgrs gks mldk pquko djds Mkysa

4. ,d ,Dlsy odZ”khV [kqysxh] blesa og MkVk ntZ djsa tks vki pkVZ esa fn[kkuk pkgrs gSaA 

Vscy bulVZ djus ds fy,

1. Vscy dekaM ij fDyd djsa

2. ftrus lsy dk vkidks Vscy pkfg,] mrus dk pquko djsa

3. Vscy ij fDyd djds LykbM esa bulVZ djsa

4. lsy esa fDyd djds mlesa vius MkVk Mkysa

5-3-7 gkbijfyad bulVZ djuk

gkbZijfyad dk bLrseky rc fd;k tkrk gS tc ,d ÁLrqrdrkZ viuh 
ÁstsaVs”ku ds nkSjku LykbM ds vanj ntZ ,d fyad ij fDyd djds 
fdlh osclkbV dks [kksyus dk fodYi j[kuk pkgsA 

1. balVZ gkbijfyad ckWDl ds ckb± rjQ Exis���File ;k Web Page 
dekaM ij fDyd djsaA 

2. ;g tkap ysa fd fMLIys ckWDl esa VsDLV dh lwpuk lgh gSA 

fp= 5-3-14 Vscy vkSj pkVZ dks bulVZ djuk

fp= 5-3-15 gkbijfyad
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3. ,Mªsl cqd esa ntZ osc ,Mªsl dks ntZ djsa vkSj fQj OK ij fDyd djsaA 

4. gkbijfyad vkidh LykbM ij ntZ VsDLV esa fn[kkbZ nsus yxsxkA bldk jax cnydj uhyk gks tk,xk vkSj ;g 
vaMjykbu fd;k gqvk fn[kkbZ nsxkA 

5. fyad dk bLrseky djus ds fy, t:jh gS fd vki LykbM “kks dks ns[k jgs gksaA

5-3-8 QksVks ,yce cukuk
,d ikojIokbaV ,yce og ÁstsaVs”ku gS] ftls vki viuh futh ;k O;kikfjd 
rLohjsa fn[kkus ds fy, ikojIokbaV ÁstsaVs”ku ds Qu QhplZ dk bLrseky djrs 
gq, cuk ldrs gSaA LykbM “kks ds nkSjku ,d LykbM ls nwljh LykbM ij tkrs 
oDr ,uhesVsM ÁHkko nsus ds fy, LykbM Vªkaft”ku dk bLrseky fd;k tkrk gSA 
Vªkaft”ku ds cgqr lh fdLesa gSa] ftuesa vkokt Hkh “kkfey gksrh gS vkSj bUgsa ,d 
;k lHkh LykbM esa yxk;k tk ldrk gSA 

1. bulVZ VSc ij fDyd djsa

2. QksVks ,yce dekaM ij fDyd djsa vkSj U;w QksVks ,yce ij fDyd djsa

3. Qkby@MsLd dekaM dk iz;ksx djds vius dEI;wVj ij lsOM QksVks rd 
tk,a] ;g QksVks vki viuh ,yce esa bulVZ dj ldsaxsA tc vki QksVks dk 
pquko dj ysaxs rks og QksVks ,yce dh lwph esa fn[kkbZ nsxhA vc fØ,sV 
dekaM ij fDyd djds QksVks ,yce dks cuk ldrs gSA

5-3-9 LykbM Vªkaft'ku ¼,e,l 2010 ds fy, gh ykxw½
LykbM “kks ds nkSjku LykbM ,uhes”ku VsDLV vkSj xzkfQDl dks ,uhesVsM ÁHkko nsrs gSaA ,d “kCn ls ysdj iwjs VsDLV rd 
esa cnyko ds fy, ikojIokbaV esa cgqr lkjs ,uhes”ku fodYi gSa] ftUgsa VsDLV ;k xzkfQd ij ykxw fd;k tk ldrk gSA 

1. LykbM xzqi ds ;s Vªkaft”ku LykbM Vªkaft”ku fodYiksa ds FkEcusy miyC/k djokrs gSaA bl xzqi ds nkb± rjQ eksj ,jks 
cVu ij Åijh ;k fupys ,sjks ij fDyd djds lHkh Vªkaft”ku fodYiksa dks ns[kk tk ldrk gSA 

2. tc vki fdlh Vªkaft”ku FkEcusy ij dlZj jksdrs gks] rks ,d fÁO;w fn[kus yxrk gSA Vªkaft”ku dks LykbM ij yxkus 
ds fy, bfPNr FkEcusy ij fDyd djsaA 

3. mlh Vªkaft”ku dks viuh lHkh LykbM~l ij ykxw djus ds fy, viuh bfPNr Vªkaft”ku LVkby pquus ds ckn Apply To 
All dekaM ij fDyd djsaA 

4. LykbM esa lkmaM Mkyus ds fy, lkmaM Mªki Mkmu ,sjks ij fDyd djsaA fQj ml vkokt dks pqusa] tks vki LykbM 
Vªkaft”ku ds le; pykuk pkgrs gSaA lHkh Vªkaft”ku ds le; og vkokt pykus ds fy, dekaM ij fDyd djsaA 

5. ,MokaM LykbM xzqi vkidks ;g fodYi nsrk gS fd Vªkaft”ku ekml ds fDyd ij pkyw gks ;k fu/kkZfjr le; ds cknA 
vxj ekml fDyd dk fodYi pquuk gS rks On Mouse Click Box ij fDyd djsa vkSj ikap lSdsaM ;k 1 feuV ds ckn 
Vªkaft”ku cnyus ds fodYi dk pquko djus ds fy, ��er box ij fDyd djsaA vkSj var esa] tc vkius lc Vªkaft”ku 
yxk nh gSa] vki fÁO;w dekaM ij fDyd djds ekStwnk LykbM dk fÁO;w ns[k ldrs gSaA

fp= 5-3-16 QksVks ,yce cukuk

fp= 5-3-17 LykbM Vªkaft'ku
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5-3-10 LykbM ,fues'ku
LykbM “kks ds nkSjku LykbM ,uhes”ku VsDLV vkSj xzkfQDl dks ,uhesVsM ÁHkko nsrs gSaA ,d “kCn ls ysdj iwjs VsDLV rd 
esa cnyko ds fy, ikojIokbaV esa cgqr lkjs ,uhes”ku fodYi gSa] ftUgsa VsDLV ;k xzkfQd ij ykxw fd;k tk ldrk gSA 

1. gjsd LykbM esa ntZ VsDLV ;k xzkfQd ij ,uhes”ku ykxw djus ds fy, ,uhes”ku xzqi cgqr lkjs fodYi nsrk gSA 

 ● ,uhes”ku ds lHkh fodYi ns[kus ds fy, ,uhes”ku xzqi ds nkb± rjQ 
cus Up Row, Down Row vkSj More arrows ij fDyd djsaA 

 ● ,QsDV vkWI”kUl dekaM ,uhes”ku xzqi esa gjsd ,uhes”ku dekaM ds fy, 
vfrfjDr ,uhes”ku fodYi nsrs gSaA 

 ● VsDLV ;k xzkfQDl dh “kq:vkr vkSj lekfIr ds le; rFkk mUgsa 
ÁHkkoh rjhds ls ,uhesVsM fn[kkus ds fy, Add Anima�� dekaM dbZ 
lkjs fotqvy ,uhes”ku fodYi miyC/k djokrh gSA 

2. tc vki fdlh ,suhes”ku dekaM ij dlZj Bgjkrs gSa] rks ;g lqugjs jax 
es gkbZykbV gks tkrk gS vkSj ,uhes”ku dk ,d fÁO;w fn[kus yxrk gSA 
,uhes”ku yxkus ds fy,] VsDLV dks gkbZykbV djsa ;k ml xzkfQd dks pqusa] 
ftl ij vki ,uhes”ku yxkuk pkgrs gSaA fQj dekaM ij fDyd djsaA og 
pquh gqbZ dekaM lqugjs jax esa gh gkbZykbV dh gqbZ fn[kkbZ nsxhA 

3. Vkbfeax xzqi vkidks pquh gqbZ ,uhes”kuksa dk Øe cnyus vkSj mudk le; cnyus dk fodYi nsrk gSA vki ;g pqu 
ldrs gSa fd ,uhes”ku ekml ds fDyd ij mHkjs ;k fu/kkZfjr le; ds cknA vki ;g Hkh r; dj ldrs gSa fd VsDLV 
,d lkFk ,uhesfVM :i esa fn[kkbZ ns ;k vyx&vyx Øeokj ,uhes”ku ds :i esaA ,uhes”ku dks fDyd ij mHkkjus 
;k fdUgha vU; VsDLV ds lkFk pykus ds fy, LVkVZ Mªki Mkmu ,sjks dk bLrseky djsaA fu/kkZfjr le; ij VsDLV vkSj 
xzkfQd fn[kkus ds fy, Dura����x ij fDyd djsaA 

4. ,uhes”ku iSu mu lHkh ,uhes”ku dks fn[kkrk gS] ftUgsa vkius gjsd LykbM ij yxk;k gSA ;g vkidks ;g Hkh fodYi 
nsrk gS fd vki Vkbfeax xzqi ds fglkc ls gjsd LykbM dks cny ldsa vkSj LykbM ds fy, r; dh xbZ ,uhes”ku dks 
pyk ldsaA 

5. vkSj var esa] tc lc ,uhes”ku yxk fn, x, gksa] vki ekStwnk LykbM dk fÁO;w ns[kus ds fy, Preview dekaM ij fDyd 
dj ldrs gSaA

5-3-11 LykbM 'kks 'kq: djuk

pkgs vki vius MkWD;wesaV~l dk fÁO;w dj jgs gksa ;k n”kZdksa ds lkeus ÁLrqr dj jgs gksa] LykbM dks “kks ds :i esa ns[kuk 
dk csgrjhu rjhdk gS& fjcu ij Slide Show VSc ij fDyd djukA 

1. vius LykbM “kks dks ns[kus ds fy, Start Slide Show xzqi ij tk,aA igyh LykbM ls “kq: djus ds fy, From 
Beginning dekaM ij fDyd djsaA ekStwnk LykbM ls “kq: djus ds fy, Current Slide dekaM ij fDyd djsaA ;k (F5) 
nck,aA

fp= 5-3-18 LykbM ,fues'ku

fp= 5-3-19 LykbM ,fues'ku bQsDV

fp= 5-3-20 LykbM 'kks 'kq: djuk fp= 5-3-21 LykbM 'kks
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2. vkidh daI;wVj LØhu xk;c gks tk,xh vkSj daI;wVj LØhu ij ,d LykbM “kks fn[kus yxsxkA LykbM ls LykbM ewo 
djus ds fy,] vki LØhu ds ckb± rjQ uhps dh vksj cus LykbM “kks Vwyckj dk bLrseky dj ldrs gSaA usohxs”ku ,sjks 
rc mHkjrs gSa] tc vius dlZj dks ml {ks= esa ysdj tkrs gksA vki ekml cVu fDyd djds Hkh ,d ls nwljh LykbM 
ij ewo dj ldrs gks vkSj dh&cksMZ ds uhps&mij okys ,sjks cVu ls HkhA LykbM “kks dks [kRe djus ds fy, dh&cksMZ 
ij cus ESC cVu dks nck,aA ;g vkidks vkidh daI;wVj LØhu ij okil ys vk,xkA

uksV% LykbM dk fÁO;w tYnh ls ns[kus dk ,d fodYi ikoj ikWbaV foaMks ds nkb± rjQ uhps dh vksj Slide Show cVu ij 
fDyd djuk Hkh gSA LykbM “kks LykbM VSc ij pquh xbZ LykbM ls “kq: gks tk,xkA

5-3-12 çstsaVs'ku dks vafre Vp nsuk

fizafVax LykbM

 ● ikojIokbaV dbZ lkjs fÁafVax fodYi nsrk gS tSls fd vius MkWD;wesaV dk vkWVkseSfVd fÁO;w vkSj LykbM dks fÁaV djus ds 
fy, fof”k’V QkWesZV pquukA 

 ● tc vki Qkby VSc ds varxZr fÁaV dekaM pqurs gSa] rks vkidk MkWD;wesaV Lor% gh lkeus vk tkrk gS] ftls fd fÁaV 
fd;k tkuk gSA vxj vki fÁafVax fodYi cnyrs gSa] rks fÁO;w Hkh Lor% gh mlds eqrkfcd cny tkrk gSA gjsd ist dks 
ns[kus ds fy, ist uacj ds ckn LØhu ds uhps chp ds fgLls esa fLFkr ckWDl esa cus ck,a ;k nk,a ,sjks ij fDyd djsaA 

 

fizaV fizO;w@fizaV ysvkmV

Fill Page Slides dekaM ds uhps MªkWi Mkmu ,sjks esa ls fodYi pqudj vki ;g r; dj ldrs gSa fd vkidk MkWD;wesaV fdl 
rjg fÁaV gksA blds ckn vki ml QkesZV ij fDyd djsa] ftlesa vki fÁaV djuk pkgrs gksA fofHkUu fodYi gSa% 

 ● Qqy ist LykbM~l% gjsd LykbM dks ,d iwjs iUus ij fÁaV djsaA 

 ● gSaM&vkmV~l% ,d iUus ij ukS LykbM~l rd fÁaV djsaA 

 ● uksV~l ist% ,d iUus ij ,d LykbM vkSj mlds lkFk mu uksV~l dks Hkh fÁaV djuk] ftUgsa vkius uksV iSu esa ÁstsaVs”ku 
cukrs le; Mkyk x;k FkkA 

 ● vkmVykbu O;w% viuh lHkh LykbM~l esa vkmVykbV QkesZV esa ntZ VSDLV dks fÁaV djsaA 

tSls gh vki ,d fÁafVax QkesZV pqusaxs] vkidh LykbM dk fÁO;w fn[kkbZ 
nsxkA tc vki fiazV djus ds fy, rS;kj gksa] Print dekaM ij fDyd djsaA 

LykbM dks lso djuk

viuh LykbM dks lso djus ds fy,] File VSc ij tk,a vkSj Save ;k Save 
As dks pqusaA 

 ● lso ,t+% bls pqusa] tc vki igyh ckj fdlh MkWD;wesaV dks lso dj jgs 
gSa] ;g Lor% gh vkils iwNsxk fd MkWD;wesaV dks daI;wVj esa fdl LFkku 
ij vkSj fdl uke ls lso djuk gSA 

 ● lso% Lor% gh MkWD;wesaV dks iwoZ fu/kkZfjr ;k fMQkWYV yksds”ku ij mlh 
uke ls lso djrk gS] ftl LFkku dk p;u vkSj Qkby dk uke vkius 
Save As dk bLrseky djrs gq, r; fd;k FkkA 

fp= 5-3-22 fizaV ysvkmV
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1. ikWojIokbaV esa dkSu lk iSu gksrk gS%

a. LykbM iSu

b. uSfoxs'ku iSu

c. uksV iSu

d. Åij fn, x, lHkh

2. fuEu esa ls dkSu lh VSc ikojIokbaV esa miyC/k ugha gksrh gS\

a. gkse

b. MkVk

c. ,fues'ku

d. Vªkaft'ku

3. LekVZ vkVZ fodYi miyC/k gksrk gS%

a. ,fues'ku Vsc

b. gkse Vsc

c. bulVZ Vsc

d. Åij fn, x, lHkh

1. fuEu fo"k;ksa esa ls viuh ilan ds fo"k; ij izLrqfr cuk,aA

a)  VkbVy ist Mkysa% gSfMax dks cksYM vkSj bVSfyd djsa] daVsV LykbM Mkysa] LykbM esa fiDpj Mkysa] LykbM Vªkaft'ku 
iznku djsa vkSj ,fues'ku MkysaA
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5-4-1 ,e,l ,Dlsy

5-4-2 fjcu

MS ,Dlsy ekbØkslkW¶V vkWfQl iSdst dh LÁsM”khV 
,Iyhds”ku gSA MS ,Dlsy vkidks vius ?kjsyw vkSj O;kikfjd 
dk;ks± ds fy, odZcqd esa MkVk dks lqO;ofLFkr rjhds ls 
j[kus] lgstus] dq”kyrkiwoZd fo”ys’k.k djus dh lqfo/kk nsrk 
gSA MS ,Dlsy esa dbZ vfrfjDr [kwfc;ka vkSj VwYl Hkh gksrs gSa] 
tks MS oMZ esa ugha feyrsA os lHkh bl ikB esa crk, x, gSaA 

fDod ,Dlsl Vwyckj

Pkkgs vki fdlh Hkh VSc esa gksa] fDod ,Dlsl Vwyckj vkidks 
dkWeu dekaM~l ds Rofjr bLrseky dh lqfo/kk nsrk gSA iwoZ 
fu/kkZfjr :i ls ;g lso] vuMw vkSj fjihV dekaM fn[kkrk 
gSA vius fy, vklku cukus ds fy, vki blesa vkSj dekaM 
Hkh tksM+ ldrs gSaA

fjcu esa os lHkh dekaM gksrh gSa] ftudh vke dk;Z djus ds fy, t:jr gksrh gSA blesa fofHkUu VSc gksrs gSa vkSj gjsd esa 
dekaM~l ds dbZ lewg gksrs gSaaA bruk gh ugha blesa vki viuh ilan dh dekaM~l dks tksM+ Hkh ldrs gSaA dqN xzqIl esa nkb± 
rjQ uhps dh vksj ,d ,sjks gksrk gS] ftlesa fDyd djds vki vkSj fodYi ns[k ldrs gSaA 

fp= 5-4-1 ,e,l ,Dlsy

fp= 5-4-2 fjcu

;wfuV 5-4% ,e,l ,Dlsy

bl ;wfuV ds lekIr gksus ds ckn] vki dj ik,axs%

1. ,e,l ,Dlsy ds ewy rRoksa dks le>uk

;wfuV ds mn~ns';
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,e,l ,Dly esa miyC/k Vwy

gkse VSc% ;g lcls T;knk bLrseky gksus okyk VSc gSA blesa lkjs VsDLV vkSj lsy QkesZfVax Qhpj tSls fd QksaV vkSj iSjkxzkQ 
cnyus ds Qhpj gksrs gSaA gkse VSc esa cqfu;knh LÁsM”khV QkesZfVax rRo tSls fd VsDLV jSi] eft±x lsYl vkSj lsy LVkby 
vkfn gksrs gSaA 

bulVZ VSc% ;g VSc vkidks fofHkUu rjg dh phtsa Mkyus dh lqfo/kk nsrk gS] tSls fd rLohjsa] fDyi vkVZ] vkÑfr;ka] gSMj 
vkSj QqVj] pkVZ] VsDLV ckWDl vkSj fof”k’V fpUgA 

ist ysvkmV VSc% bl VSc esa ist ds ekftZu] vksfj,aVs”ku vkSj Fkhe larqfyr djus dh dekaM gksrh gSaA 

QkWewZyk VSc% bl VSc esa QkWewZyk cukus dh dekaM gksrh gSaA bl VSc esa cgqr ÁHkkoh vkSj “kkunkj QaD”ku ykbcszjh gksrh gS] tks 
vkidks LÁsM”khV esa dke ds fy, QkWewZyk ;k QaD”ku cukus esa lgk;rk djrh gSA 

MkVk VSc% ;g VSc vkidks Hkkjh ek=k esa MkVk okys LÁsM”khV esa MkVk ds oxhZdj.k vkSj Nkuus rFkk fo”ys’k.k vkSj lewghdj.k 
dh lqfo/kk nsrk gSA 

fjO;w VSc% ;g VSc vkidks lqj{kk fodYi vkSj Lisfyax o xzkej laca/kh nks’kksa dks nwj djus ds fy, fodYi eqgS;k djokrk gSA 
;g VªSd cnyko vkSj uksV Qhpj Hkh nsrk gS] ftlls vki uksV cukus vkSj fdlh nwljs ds MkWD;wesaV esa cnyko djus esa l{ke 
gks ikrs gSaA 

fp= 5-4-3 gkse VSc

fp= 5-4-4 bulVZ VSc

fp= 5-4-5 ist ysvkmV VSc

fp= 5-4-6 QkewsZyk VSc

fp= 5-4-7 MkVk VSc
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O;w VSc% ;g VSc vkidks MkWD;wesaV dk O;w cnyus ds lkFk&lkFk Ýhftax] iSu dks vyx&vyx djus] fxzMykbu ns[kus vkSj 
lsy dks xk;c djus ds fodYi Hkh nsrk gSA

5-4-3 odZcqd ds rRo

use ckWDl

use ckWDl vkidks lsysDVsM lsy dh yksds”ku ;k uke crk nsrk gSA uhps fn, x, 
fp= esa lsy B4 use ckWDl esa gSA /;ku nsa fd B4 ogka gS] tgka dkWye B vkSj 
iafDr 4 ,d nwljs dks dkVrs gSa 

QWkewZyk ckj

QkWewZyk ckj esa] vki dksbZ MkVk] QkWewZyk ;k QaD”ku Mky vkSj 
,fMV dj ldrs gSa] tks ,d fof”k’V lsy esa fn[kkbZ nsxkA uhps 
fn, x, fp= esa C1 lsy fpfUgr gS vkSj 1984 QkWewZyk ckj esa 
Mkyk x;k gSA vc dSls MkVk QkWewZyk ckj vkSj C1 lsy nksuksa 
esa fn[kkbZ nsrk gSA 

jks

jks lsYl dk lewg gS] tks ist ij ck,a ls nk,a pyrk gSA 
,Dly esa jks ;k iafDr;ka uacjksa ls igpkus tkrs gSaA uhps fn, 
fp= esa jks ;k iafDr 15 dks fpfUgr fd;k x;k gSA 

 

dkWye

,d dkWye lsYl dk lewg gksrk gS] tks ist esa mij ls uhps 
dh vksj cus gksrs gSaA ,Dlsy esa dkWye ysVlZ ;k v{kjksa ls 
igpkus tkrs gSaA dkWye L uhps ds fp= esa fpfUgr fd;k x;k 
gSA 

fp= 5-4-8 fjO;w VSc

fp= 5-4-9 O;w VSc

fp= 5-4-10 use ckWDl

fp= 5-4-11 QWkewZyk ckj

fp= 5-4-12 jks

fp= 5-4-13 dkWye
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odZ'khV

,Dlsy dh Qkbyksa dks odZcqDl dgk tkrk gSA gjsd odZcqd esa ,d 
;k mlls T;knk odZ”khV~l gksrh gSaA ¼LÁsM”khV~l ds rkSj ij Hkh tkuh     
tkrh gSa½ 

rhu odZ”khV~l iwoZ fu/kkZfjr rjhds ls lkeus vkrh gSa] tc ,d ,Dlsy 
odZcqd [kksyh tkrh gSA vki odZ”khV~l dk uke j[k] uke cny ;k uke 
feVk ldrs gksA

5-4-4 'kq:vkr djuk
,d ,Dlsy MkWD;wesaV dks cukus ds fuEu pj.kksa dks Øe esa djsaA

,Dlsy [kksyuk

vkids MsLdVkWi ij ,Dlsy dk “kkWVZdV gks ldrk gS] vxj 
gS rks mlds vkbdksu ij Mcy fDyd djsa vkSj ,Dlsy [kqy 
tk,xkA vxj ugha] rks fuEufyf[kr rjhdk viuk,a% 

1. LVkVZ cVu ij fDy djsa] izksxzke dks gkbykbV djsa] 
ekbØkslkW¶V vkWfQl dks gkbykbV djsa vkSj ,e,l ,Dlsy 
ij fDyd djsa

,d ubZ odZcqd cuk,a

1. File VSc vkSj fQj New ij fDyd djsaA 

2. miyC/k VSEiysV ds uhps] Blank Workbook ;k Create ij 
Mcy fDyd djsaA 

VsEIysV dks <wa<as vkSj ykxw djsa

,Dlsy vkidks VsEIysV cukus esa l{ke cukrk gSA ;fn vkidks VsEIysV dks <wa<+uk gks rks] fuEu phts djsa% 

1. Qkby Vsc ij tkdj U;w ij fDyd djsa

2. miyC/k VsEIysV ds vanj] fuEu phtsa djsa%

 ● gky gh esa bLrseky fd, x, VSEiysV dks nksckjk [kksyus ds fy, Recent Templates ij fDyd djsa vkSj fQj okafNr 
VSEiysV ij fDyd djds fQj Create ij fDyd djsaA 

 ● vius }kjk baLVkWy VSEiysV dks bLrseky djus ds fy, My Templates ij fDyd djsaA bfPNr VSEiysV dks pqusa vkSj 
fQj OK ij fDyd djsaA 

 ● ���.com ij ���.com Templates ds varxZr vkrs VSEiysV~l esa ls VSEiysV pquus ds fy, VSEiysV dSVsxjh 
ij fDyd djsa] viu bfPNr VSEiysV pqusa vkSj fQj ���.com ls vius daI;wVj ij VSEiysV MkmuyksM djus ds 
fy, Download ij fDyd djsaA

3. bfPNr VSEiysV ij ,d ckj vki fDyd djsaxs] rks ;g vkidh LØhu ij U;w MkWD;wesaV ds rkSj ij fn[k tk,xkA 

5-4-5 odZ'khV esa MkVk ,aVj djuk
,Dlsy ds lsYl vkSj lsy lkexzh ds lkFk x.kuk] fo”ys’k.k vkSj MkVk dks lqO;ofLFkr djus tSls dke djus ds fy, vkidks 
cqfu;knh rjhdksa dk Kku gksuk t:jh gSA ;gka] vki lsYl dks lsysDV djuk] muesa lkexzh Mkyuk vkSj lsYl o muesa ntZ 
lkexzh feVkuk lh[ksaxsA 

fp= 5-4-14 odZ'khV

fp= 5-4-15 ,Dly ds lkFk 'kq:vkr djuk
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lsy

odZ”khV dk gjsd pkSdksj fMCck ,d lsy dgykrk gSA ,d lsy iafDr vkSj 
dkWye dk baVjlsD'ku gSA gjsd lsy dk ,d uke ;k ,Mªsl gksrk gS] tks iafDr 
vkSj dkWye ds dVko ij vk/kkfjr gksrk gSA fpfUgr lsy dk ,Mªsl use ckWDl 
esa fn[krk gSA ;gka vki B3 dks lsysDV fd;k gqvk ns[k ldrs gSaA 

lsy daVsaV

gj lsy esa bldk viuk VsDLV] QkWesZfVax] desaV~l] QkWewZyk vkSj QaD”ku gks 
ldrs gSaA 

 ● VsDLV% lsy esa v{kj] vad vkSj rkjh[k ntZ gks ldrh gSA 

 ● QkWewZyk vkSj QaD”ku% lsYl esa QkWewZyk vkSj QaD”ku ntZ gks ldrs gSa] 
tks lsy dh oSY;w ;k vadksa dh x.kuk djrs gSaA mnkgj.k ds rkSj SUM 
(cell 1, cell 2...) ,d QkWewZyk gS] tks fofHkUu lsYl dh oSY;w ;k vadksa 
dk tksM+ ,d gh ckj esa yxk ldrk gSA 

daVsaV bulVZ djus ds fy,:

1. lsy dks flysDV djus ds fy, ml ij fDyd djsa

2. dh&cksMZ dh enn ls daVsaV ;k lkexzh dks fpfUgr lsy esa MkysaA daVsaV 
lsy vkSj QkWewZyk ckj esa fn[kkbZ nsus yxrk gSA vki lsy dh lkexzh 
dks QkWewZyk ckj ls gh ,aVj vkSj ,fMV dj ldrs gSaA 

lsy esa daVsaV dks fMyhV djus ds fy,%

1. ftl lsy esa ls daVsaV dks fMyhV djuk gS] mldk pquko djsa

2. fjcu ij tkdj fDy;j dekaM dk iz;ksx djsaA ,d Mk;ykWx ckWDl 
fn[kkbZ nsxkA

3. fDy;j daVsaV dk pquko djsa

vki vius dh&cksMZ ds cSdLisl cVu dk bLrseky ,d lsy ds dUVsaV ;k 
,d ls vf/kd lsy ds dUVsaV dks feVkus ds fy, dj ldrs gSaA 

lsy fMyhV djus ds fy,%

1. ftl lsy dks fMyhV djuk gks mldk pquko djsa

2. fjcu ij tkdj fMyhV dekaM dk iz;ksx djsa

 ● QkWesZfVax ,VªhC;wV~l% ,VªhC;wV~l lsYl ij QkWesZfVax ,VªhC;wV~l ykxw gks ldrs gSa] tks v{kjksa] vadksa vkSj rkjh[kksa dks cnys 
QkWesZV esa fn[kkus esa lgk;d gksrs gSaA mnkgj.k ds rkSj ij rkjh[kksa dks bl rjg QkWesZV fd;k tk ldrk gS% eghuk@
fnu@lky ;k fnu@eghuk@lky

 ● desaV~l% lsYl esa fofHkUu fujh{kdksaa dh fVIif.k;ka fy[kh tk ldrh gSaA 

fp= 5-4-16 lsy

fp= 5-4-17 lsy esa daVsaV bulVZ djuk

fp= 5-4-18 lsy esa ls daVsaV dks fMyhV djuk

fp= 5-4-19 lsy dks fMyhV djuk
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5-4-6 MkVk dks dV] dkWih vkSj isLV djuk

5-4-7 dkWye dh ÅapkbZ vkSj pkSM+kbZ

vki ekbØkslkW¶V ,Dlsy esa dV] dkWih vkSj isLV dekaM dk bLrseky lHkh lsYl dks ;k 
mudh lkexzh dks dkWih ;k ewo djus ds fy, dj ldrs gSaA 

ewo@dkWih lsy

tc vki fdlh lsy dks dkWih ;k ewo djrs gSa] ,Dlsy lkjs lsy dks ewo ;k dkWih dj nsrk 
gS] ftlesa QkWewZyk vkSj mlds urhts] lsy QkWesZV vkSj fVIif.k;ka “kkfey gksrh gSaA 

1. ftl lsy dks vkidks ewo vkSj dkWih djuk gks mldk pquko djsa

2. gkse Vsc ij] fDyicksMZ xzqi ds vanj] fuEu phtsa djsa%

 ● ewo djus ds fy, lsy dks dV djsa

 ● dkWih djus ds fy, dkWih djsa

3. ;fn vkidks dksbZ lwpuk lsy esa Mkyuh gks rks chp esa fDyd djsa

4. gkse VSc ij tkdj] fDyicksMZ ds vanj fDyd djus ls isLV djsa

,d odZ”khV esa vki dkWye dh pkSM+kbZ 0 ls 255 vkSj iafDr dh [kM+kbZ 0 ls 409 
rd dj ldrs gSaA ;g oSY;w crkrh gS fd vki ,d ekud QksaV ij vk/kkfjr 
fdrus v{kjksa dks ,d lsy ds chp ntZ dj ldrs gksA dkWye dh iwoZ fu/kkZfjr 
pkSM+kbZ 8-43 v{kj vkSj iafDr dh [kM+kbZ 12-75 ikWbaV gksrh gSA vxj fdlh dkWye 
;k iafDr dh pkSM+kbZ 0 gks rks ;g fn[kkbZ ugha nsrkA 

dkWye vkSj jks dh pkSM+kbZ@ÅapkbZ dks lsV djuk

1. ftl jks vkSj dkWye dks vkidks cnyuk gks mldk pquko djsa

2. gkse VSc ds vanj lsYk xzqi esa QkWesZV ij fDyd djsa

3. lsy dh VSc esa tkdj] dkWye ;k jks dh ÅapkbZ o pkSM+kbZ dks cnysa

4. ,d dkWye foM~Fk vkSj jks gkbV ckWDl fn[kkbZ nsxkA 

5. dkWye foM~Fk ;k jks gkbV ckWDl esa og vkdkj ntZ djsa] tks vki dkWye ;k jks ds fy, pkgrs gSaA 

Lopkfyr dkWye@jks ds daVsaV dks fQV djuk

1. flysDV vkWy ds cVu ij fDyd djsa

2. jks@dkWye dh gSfMax dh ckmaMjh ij dgha Hkh Mcy fDyd djsa

3. lHkh dkWye@jks dk vkdkj iwjh odZ'khV esa cny tk,xk

fp= 5-4-20 MkVk dks dV] dkWih vkSj 

isLV djuk

fp= 5-4-21 dkWye dh pkSM+kbZ vkSj jks dh ÅpkbZ

fp= 5-4-22 dkWye dh pkSM+kbZ dks lsV djuk fp= 5-4-23 jks dh ÅapkbZ dks lsV djuk
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5-4-8 lsy dks etZ vkSj fLifyV djuk

ekml ds iz;ksx ls dkWye@jks dh pkSM+kbZ o ÅapkbZ lsV djuk

,d dkWye@jks dh pkSM+kbZ cnyus ds fy, djsa%

1. nks jks ;k dkWye ds chp dh ykbu ij dlZj dks j[ksa

2. ,d fpUg tks NksVs v{kj ‘t’ ds leku fn[kkbZ nsrk gS] og gkWfjt+ksaVy ykbu ds mij 
,sjks ds lkFk fn[kkbZ nsxkA  

3. ckmaMªh dks dkWye@jkW ds nkb± rjQ rc rd MªSx djks tc rd fd dkWye@jkW bfPNr 
vkdkj rd uk igqap tk,aA 

dkQh lkjh jks@dkWye dh pkSM+kbZ cnyus ds fy, djsa%

1. ml jks@dkWye dk pquko djsa] ftls vki cnyuk pkgrs gS

2. ckmaMjh dks flysfDVM dkWye ;k jks gSfMax ds jkbV esa ysdj vkdj Mcy fDyd djsa

3. lHkh flysDV dkWye@jks dk vkdkj cny tk,xk

dkWye@jks ds vanj daVsaV dks fQV djus ds fy, pkSM+kbZ cnyuk%

1. ml jks@dkWye dk pquko djsa] ftls vki cnyuk pkgrs gS

2. ckmaMjh dks flysfDVM dkWye ;k jks gSfMax ds jkbV esa ysdj vkdj Mcy fDyd djsa

3. dkWye vkSj jkW lcls yacs@Åaps VsDLV yackbZ@ÅapkbZ dks Lor% gh cny nsaxsA

tc vki ,d lkFk fLFkr nks ;k nks ls T;knk lsYl dks gkWfjt+ksaVy ;k ofVZdy :i ls etZ djrs gks] rks ;s ,d ls T;knk 
dkWye ;k jkW esa ,d gh lsy ds :i esa fn[kkbZ nsus yxrk gSA tc vki lsYl dks etZ djrs gks] rks dsoy ,d gh lsy dk 
daVsaV fn[kkbZ nsrk gSA 

etZ ,aM lsaVj lsy

1. nks ;k nks ls vf/kd lsy ftls vki etZ djuk pkgrs gks] 
mldk pquko djsa

2. gkse VSc ij ,ykbfuax xzqi esa Merge and Centre ij fDyd 
djsaA 

3. jkW vkSj dkWye esa ;g lsy etZ gks tk,axs vkSj lsy dk daVsaV eTMZ lsy ds 
e/; esa fn[kus yxsxkA 

etZ lsy

dsoy lsYl dks etZ djus ds fy, etZ ,aM lsaVj ds ckn cus ,sjks dks fDyd djsa 
vkSj fQj Merge Across ;k Merge Cells ij fDyd djsaA 

fLifyV lsy

1. mu lsy dk pquko djsa] ftls vki fLifyV djuk pkgrs gS

2. etZ ;k feyk, x, lsYl dks vyx djus ds fy, Merge and Centre ij 
fDyd djsaA lsy ,d&nwljs ls vyx cDlksa ds :i esa fn[kus yxsaxs vkSj 
budk dUVsaV lcls mij ckb± rjQ ds vyx gq, lsy esa fn[kkbZ nsxkA

fp= 5-4-24 dkWye@jks ds chp ds daVsaV 
dks ,M~tLV djuk

fp= 5-4-25 etZ ,aM lsaVj lsy

fp= 5-4-26 etZ lsy
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5-4-9 QkWesZfVax rduhd
viuh LÁsM”khV dks ÁHkko'kkyh cukus ds fy, vki blesa dbZ rjg ds cnyko dj ldrs gSa] tSls fd VsDLV] uacj] dyj vkSj 
Vscy LVkbYlA LÁsM”khV~l dks daiuh dh cSBdksa vkSj ifCyf”kax ds fy, ÁksQs'kuy MkWD;wesaV~l dk :i fn;k tk ldrk gSA 

jSi VsDLV

vki lsy jSfiax dk fodYi bLrseky djds ,d gh lsy esa VsDLV dh ,d 
ls T;knk iafDr;ka fy[k ldrs gSaA ,d lsy esa jSfiax VSDLV ds bLrseky 
ls nwljs lsYl ij ÁHkko ugha iM+rkA  

1. ftl lsy dks vki jSi djuk pkgrs gks mldk pquko djsa

2. gkse VSc esa tkdj] ,ykbZaesaV xzqi esa tkdj jSi VsDLV ij fDyd djsa

3. vkids lsy dk VsDLV jSi gks tk,xk

QkWesZV uEcj

1. mu lsy ;k lsYl ij fDyd djsa] ftuesa daVsaV gS vkSj vki mudh QkWesZfVax djuk pkgrs gSaA 

2. gkse VSc ij uacj xzqi esa uacj QkWesZV ckWDl ds ckn cus ,sjks ij fDyd djsa vkSj fQj bfPNr QkWesZV ij fDyd djsaA 

vxj vki fn[kkbZ ns jgs fodYiksa esa ls vius uacjksa dks QkWesZV ugha dj ik jgs] rks vki uacj QkWesZV Mªki Mkmu ckWDl fyLV 
ds uhps cus More Number Formats ij fDyd dj ldrs gSaA

dSVsxjh lwph esa bfPNr QkWesZV ij fDyd djsa vkSj QkWesZV lsYl Mk;ykWx ckWDl esa tkdj lsfVaXl dks larqfyr djsaA mnkgj.k 
ds rkSj ij vki djsalh QkWesZV esa vki vyx djsalh flacy pqu ldrs gSa] de ;k T;knk n”keyo LFkku fn[kk ldrs gSa ;k 
usxsfVo uacjksa dks n”kkZus dk rjhdk cny ldrs gSaA 

 

fp= 5-4-27 jSi VsDLV

fp= 5-4-28 QkesZV lsy
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lsy ckWMZj

iwoZ&fu/kkZfjr ckWMZj LVkbYl esa ls vki vius lsy ;k lsYl ij ckWMZj ;k fdukjs yxk 
ldrs gSaA vxj iwoZ fu/kkZfjr LykbYl vkidh t:jr ds fglkc ls ugha gSa] rks vki vius 
eqrkfcd ckWMZj LVkby cuk ldrs gSaA 

lsy ckWMZj ij ykxw

1. ckWMZj dk pquko djsa

2. gkse VSc ij tkdj] QksaV xzqi ij tk,

3. ckWMZj ls vkxs ,sjks ij fDyd djsa

4. ckWMZj LVkby ij fDyd djsa

5. lsy ;k lsy dh jsat ij ckWMZj LVkby ykxw gks tk,xk

lsy ckMZj dks gVkuk

1. gkse VSc ij tkdj] QksaV xzqi ij tk,

2. ckWMZj ls vkxs ,sjks ij fDyd djsa

3. uks ckWMZ ij fDyd djsa

lsy vkSj VsDLV dh dyfjax

vki lsy esa dbZ izdkj ds jax eSuqvyh Hkj ldrs gSA

lsy fQy

1. ftl lsy dk jax cnyuk gks mldk pquko djsa

2. gkse VSc ij tkdj] QksaV xzqi ij tkdj fuEufyf[kr djsa% 

 ● lsYl dks jax ls Hkjus ds fy, fQy dyj ds ckn cus ,sjks ij fDyd 
djsa vkSj fQj Fkhe dyj ;k LVSaMMZ dylZ ds varxZr fn[k jgs jaxksa esa ls 
pquko djsaA 

 ● lsy dks vius }kjk fu/kkZfjr fd, x, jax esa djus ds fy, fQy dyj ds 
ckn fn[k jgs ,sjks ij fDyd djsaA fQj More Colours ij fDyd djsa vkSj 
fQj dyj Mk;ykWx ckWDl esa tkdj bfPNr jax dk pquko djsaA  

 ● ;fn vkidks gky esa gh iz;ksx gq, jax dks Hkjuk gks rks dsoy fQy dyj 
ij fDyd djsa

lsy fQy dks gVkuk

1. ftl lsy ds jax ;k iSVuZ dks gVkuk gks mldk pquko djsa

2. gkse VSc ij tkdj] QksaV xzqi esa tkdj] uks fQy dj nsaA

VsDLV dyj

1. ml lsy dk pquko djsa] ftldks vkidks fofHkUu izdkj ds jax ;k iSVuZ nsus gSa

2. gkse VSc ij tkdj] QksaV xzqi ij tkdj fuEufyf[kr djsa% 

 ● ;fn vkidks gky esa gh iz;ksx gq, jax dks Hkjuk gks rks dsoy fQy dyj ij fDyd djsa

 ● VsDLV dk jax cnyus ds fy, QksaV dyj ds ckn cus ,sjks ij fDyd djsa vkSj fQj Fkhe dylZ ;k LVSaMMZ dylZ 
ds uhps n”kkZ, x, jaxksa esa ls vius eqrkfcd jax pqusaA  

fp= 5-4-29 lsy ckWMZj

fp= 5-4-30 lsy dh dyfjax
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VsDLV dks cksYM] vaMjykbu vkSj bVSfyd djuk

1. gkse VSc ij tkdj] QksaV xzqi ij tkdj pquko djsa  

2. cksYM] bVSfyd vkSj vaMj ykbu ij fDyd djsa

3. flysfDVM dekaM ykxw gks tk,xh

5-4-10 ,Dlsy esa QkWewZyk
odZ”khV esa ntZ oSY;w ;k vadksa dh x.kuk dk dk;Z djus okyh fof/k;ksa dks QkWewZyk dgrs gSaA ,d QkWewZyk ges”kk ,d fpUg 
(=) ds lkFk “kq: gksrk gSA mnkgj.k ds rkSj ij ,d lk/kkj.k QkWewZyk gS& =5+2*3  tks nks vadksa dks tksM+dj vkSj ,d vad 
ls xq.kk djds urhtk fn[kkrk gSA ekbØkslkW¶V vkWfQl ,Dlsy xf.kr dk;Z ds ekud Øe dk vuqlj.k djrk gSA igys fn, 
x, mnkgj.k esa igys (2*3) xq.kk dk dk;Z fd;k x;k vkSj fQj vk, urhts dks 5 ls tksM+dj vafre urhtk fn;k x;kA 

1. QaD'ku% ,d QaD'ku tSls fd PI() ;k SUM(), (=) bl fpag ds lkFk 'kq: gksrk gS.

2. lsy jsQjsal% lsy jsÝsafll% odZ”khV esa ntZ vyx&vxy lsYl ij dksbZ QkWewZyk yxkus ds fy, vki mudk uke QkWewZyk 
esa lsy jsÝsal Qhpj ds tfj;s Mky ldrs gSaA mnkgj.k ds rkSj ij lsy jsÝsall A2 ml lsy dh oSY;w dk x.kuk esa 
bLrseky djrk gS ;k fQj x.kuk ds ckn ml lsy esa urhtk fy[k nsrk gSA  

QkWewZys dk mnkgj.k ;g D;k djrk gS
=5+2 ikap vkSj nks dks tksM+rk gS
=5-2 ikap ls nks dks ?kVkrk gS
=5/2 ikap dks nks ls Hkkx djrk gS
=5*2 ikap dks nks ls xq.kk djrk gS
=5^2 ikap dks nks ls cM+k djrk gS

lsy jsQjsal ds lkFk QkWewZyk cukuk

1. igyk lsy jsÝsal gS B3] jax uhyk gS vkSj lsy jsat dks pkSdksj dksuksa ij uhyk jax fn;k x;k gSA 

2. nwljk lsy jsÝsal gS C3] jax gjk gS vkSj lsy dh jsat dks pkSdksj dksuksa ij gjk jax fn;k x;k gSA 

3.  QkWewZyk cukus ds fy,%

 ● lsy dk pquko djsa

 ● ¼=½ fpag dk iz;ksx djsa

 ● igys lsy dk pquko djsa] ftlesa QkewZyk Mkyuk gS vkSj ,d vkWijsVj ,aVj djks tSls fd +, ;k * 

 ● vxys lsy ij fDyd djks] ftl ij QkWewZyk yxkuk pkgrs gksA rc rd pj.k 3&5 dk vuqlj.k djks] tc rd 
QkWewZyk iwjk ugha gks tkrkA 

fp= 5-4-31 cksYM] vaMjykbu vkSj bVSfyd djuk

fp= 5-4-32 ,Dlsy esa QkewsZyk

odZ'khV VSc 

1. 'khV VSc ckj ij tkdj jkbV fDyd djds dLVkekbt+ ij fDyd djsa

2. 'khV dk uke cnyus ds fy, jhuse ij fDyd djsaA Vsc dk jax cnyus ds fy, HkhA

3. vius vuqlkj jax dks cnys vkSj lwpuk LizsM'khV ds chp esa vk tk,xh
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4. dhcksMZ ij ,aVj dh dks nck,a

QkWewZys dk mnkgj.k ;g D;k djrk gS

=A1+A2 lsy ,1 vkSj ,2 dh osY;w dks ,M djus ds fy,

=A1-A2 lsy ,1 esa ls ,2 dh osY;w dks gVkus ds fy, 

=A1/A2 ,1 dh osY;w dks lsy ,2 ls Hkkx djus ds fy,

=A1*A2 ,1 dh osY;w dks lsy ,2 ls xq.kk djus ds fy,

=A1^A2 lsy ,1 dh osY;w dks ,2 esa nh xbZ fufnZ"V osY;w ds fy, c<+kuk

vkWVks le dk iz;ksx djsa

Rofjr tksM+ ds ifj.kke ds fy, bldk iz;ksx djsa% 

1. lsy dk pquko djsa

2. gkse VSc ij tkdj ,fMax xzqi esa tk,a

3. vadksa dks tksM+us ds fy, AutoSum ij fDyd djsa ;k bfPNr QaD”ku ykxw djus ds 
fy, vkWVksle ds ckn cus ,sjks ij fDyd djsaA  

vke leL;kvksa dks vuns[kk djuk

uhps nh xbZ rkfydk esa vke rkSj ij QkWewZyk ntZ djrs le; dh tkus okyh dqN xyfr;ksa 
ds mnkgj.k fn, x, gSa vkSj ;g Hkh crk;k x;k gS fd mUgsa dSls lgh djuk gS% 

lqfuf'pr djsa fd vki______ vf/kd tkudkjh

lHkh [kqys vkSj can dks’Bdksa dk feyku djsa lqfuf'pr cuk,a fd lHkh dks’Bd ,d tSlh tksfM+;ksa dk fgLlk gSaA tc vki 
,d QkWewZyk cukrs gks] ,Dlsy dks’Bdksa dks ntZ djus ds lkFk gh jaxhu :i 
esa fn[kk nsrk gSA

,d jsat dks n”kkZus ds fy, dkWyu dk 
bLrseky djsaA

lsYl dh jsat n”kkZrs le; dkWyu (:) dk bLrseky jsQjsal jsat ds igys lsy 
vkSj vkf[kjh lsy dks n”kkZus ds fy, djsaA mnkgj.k ds rkSj ij A1:A5

lHkh t:jh rdks± dks fy[ksa dqN dk;ks± ;k QaD”ku esa rdks± dh t:jr gksrh gSA ;g Hkh /;ku j[ksa fd 
vkius cgqr T;knk rdZ uk Mky fn, gksaA

64 ls T;knk dk;ks± dks ,dlkFk uk djsaA vxj QkWewZyk esa dqN ,sls vadksa ;k lsYl dk ftØ gS] tks fdUgha nwljh 
odZ”khV~l ;k odZcqDl esa gSa vkSj muds uke esa ukWu ,YQkcSfVdy dSjsDVj 
gSa] rks vkidks budk uke ntZ djrs le; ,dy dksVs”ku ekdZ ( ' ) ls mls 
?ksjuk pkfg,A

vU; “khV ukeksa dks ,dy dksVs”ku fpUg esa 
j[ksaA

QkWewZyk essa Mkyus ls igys uacjksa dks QkWesZV uk djsaA mnkgj.k ds rkSj ij] 
vxj vkids }kjk ntZ dh tkus okyh oSY;w $1,000 gS] rks Hkh QkWewZyk esa 
1,000 gh ntZ djsaA

fp= 5-4-33 vkWVks le
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5-4-11 ,Dlsy esa pkVZ

,Dlsy esa pkVZ cukus ds fy,] odZ”khV esa pkVZ ds fy, vadh; MkVk ntZ djus 
ls “kq:vkr djsaA blds ckn vki pkVZ dh fdLe r; djds balVZ VSc ds pkV~lZ 
xzqi dks pqudj MkVk dks mlesa Mky ldrs gSaA 

1. odZ'khV MkVk

2. odZ'khV MkVk ls pkVZ cukuk

pkVZ cukuk

1. odZ”khV esa pkVZ esa Mkys tkus okys MkVk dks O;ofLFkr djsaA MkVk dks dkWye 
vkSj iafDr;ksa ds :i esa ntZ dj ldrs gSaA ,Dly Lor% gh MkVk dks pkVZ esa 
ntZ djus dk csgrj rjhdk pqu ysxkA 

2. ftl lsy ls vkidks pkVZ cukuk gS] mls flysDV djsa A

3. buLkVZ VSc ij tkdj] pkVZ esa tk,aA

4. pkVZ ds izdkj ij fDyd djsa] fQj pkVZ ds lc Vkbi ij tk,a vkSj 
vc vkids lkeus Mªki Mkmu vk tk,xkA 

5. ,acsMsM pkVZ esa dgha Hkh fDyd djds bls vkjaHk dj ldrs gSaA tc 
vki pkVZ ij fDyd djsaxs] rks pkVZ VwYl fn[kkbZ nsus yxsaxs] ftlesa 
fMtkbu] ysvkmV vkSj QkWesZV VSCl “kkfey gksrs gSaA 

6. pkVZ Lopkfyr rkSj ij odZ'khV esa ,M gks tk,xk vkSj vius vki gh pkVZ dks ,d uke fey tk,xkA

pkVZ ds ,fyesaV~l dks tkuuk

,d pkVZ esa dbZ vo;o gksrs gSaA buesa ls dqN vo;o 
;k ,ysesaV iwoZ fu/kkZfjr :i esa fn[kkbZ ns tkrs gSa] 
tcfd ckfd;ksa dks t:jr ds vuqlkj tksM+k tk ldrk 
gSA vki pkVZ ,ysesaV~l dk fMLIys mUgsa pkVZ esa nwljh 
txg ewo djds] mudk lkbt cnydj ;k QkWesZV 
cnydj psat dj ldrs gSaA vki vupkgs pkVZ rRoksa 
dks gVk Hkh ldrs gksA 

1. pkVZ ,fj;k pkVZ vkSj mls ,fyesaV dk iw.kZ {ks= 
gksrk gSA

2. IyksV ,fj;k pkVZ dk og ,fj;k gksrk gS] tks 
,fDll ls ckmaM gksrk gSA 

3. gkWfjt+ksaVy (dSVsfxjh)  vkSj ofVZdy (oSY;w) /kqjh os 
vk;ke gSa] ftuds lkFk&lkFk MkVk dks pkVZ esa ntZ 
fd;k tkrk gSA

fp= 5-4-34 ,Dlsy esa pkVZ ds izdkj

fp= 5-4-35 pkVZ ds ,fyesaV~l

4. pkVZ vkSj v{k “kh’kZd o.kZudkjh “kCn gksrs gSa] tks pkVZ vkSj v{k ds fy, gksrs gSaA 

5. ,d MkVk lhfjt ds Hkhrj mldh foLr`r tkudkjh gkfly djus vkSj lwpuk ntZ djus ds fy, MkVk yscy dk 
bLrseky fd;k tkrk gSA   
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5-4-12 ,MokaLM LizsM'khV ekWMhfQds'ku

6. ysvkmV VSc ij tkdj] izksiVhZ xzqi esa tkdj] pkVZ VsDLV ckWDl use ij fDyd djsaA 

7. u;k pkVZ dk uke MkysaA 

8. ,aVj izsl djsaA 

pkVZ dk ysvkmV cnyuk

1. pkVZ esa dgh Hkh fDyd djsaA 

2. VwYl esa tkdj fMtkbu xzqi esa tk,aA

3. pkVZ ysvkmV esa] bfPNr pkVZ ysvkmV ij fDyd djsaA vU; miyC/k ysvkmV ns[kus 
ds fy, More ij fDyd djsaA  

pkVZ dk LVkby cnys

1. pkVZ esa dgh Hkh fDyd djsaA

2. fMtkbu VSc esa pkVZ LVkby xzqi esa bfPNr pkVZ LVkby ij fDyd djsaA iwoZ       
fu/kkZfjr lHkh pkVZ LVkby ns[kus ds fy, More ij fDyd djsaA

,d ckj vkius cqfu;knh odZ”khV cuk yh] fQj vkidk dke vklku vkSj lqxe cukus ds 
fy, blesa <sj lkjh phtsa miyC/k gSaA buesa ls dqN rRo gSa& lsYl dks Nqikuk] tekuk 
vkSj vyx&vyx djuk ;k rksM+ukA vki MkVk dks NkaV vkSj Nku Hkh ldrs gksA cM+h 
ek=k esa MkVk ij dk;Z djrs le; ;s [kwfc;ka csgn dkjxj lkfcr gksrh gSaA 
 

jks ;k dkWye dks gkbM vkSj fMLIys djuk

vki ,d iafDr ;k dkWye dks gkbM dekaM dk bLrseky djrs gq, Nqik Hkh ldrs gks ;k bldh pkSM+kbZ ;k yackbZ 0 djds 
Hkh bls vn`”; dj ldrs gksA vki bls fQj ls vugkbM dekaM ls fn[kk ldrs gksA vki ,d ckj esa ,d ;k ,d ls          
vf/kd fu/kkZfjr lsYl] dkWye ;k iafDr;ksa dks fn[kk vkSj Nqik ldrs gksA  

jks ;k dkWye dks gkbM djuk

1. ftl jks ;k dkWye dks vkidks gkbM djuk gks] mldk pquko djsaA 

2. gkse VSc ij tkdj] lsy xzqi esa QkesZV ij fDy djsaA

3. foftfcfyVh ds varxZr gkbM vkSj vugkbM dks ikWbaV djks vkSj fQj Hide Rows or Hide Columns ij fDyd djksA 

fp= 5-4-36 pkVZ dk use

fp= 5-4-37 pkVZ ysvkmV

fp= 5-4-38 pkVZ LVkby

fp= 5-4-39 ,MokaLM LizsM'khV ekWMhfQds'ku
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uksV% vki jks ;k dkWye ij jkbV fDyd Hkh dj ldrs gksA ¼;k ,d ls vf/kd jks ;k dkWye dks lsysDV djds½ vkSj rc 
Hide ;k Unhide ij fDyd djksA 

isu dks Ýht+ djuk

1. odZ”khV ij LØkWy djrs le; fn[kkbZ nsus okys jks vkSj dkWye dks pqusaA 

2. foaMks xzqi esa View VSc ij Ýht+ iSu ds uhps ,sjks ij fDyd djsaA 

3. vc fuEu djsa%

 ● ,d jks dks ykWd djus ds fy,] VkWi jks dks gh Ýht+ djsa

 ● ,d dkWye dks ykWd djus ds fy,] VkWi dkWye dks gh Ýht+ djsa

 ● ;fn ,d ls vf/kd jks ;k dkWye dks ykWd djuk gS rks ,d 
gh le; ij rks Ýht+ isu ij fDy djsaA 

4. O;w Vsc ij tkdj] foaMks xzqi ij] ,sjks fcyks Ýht+ isu ij           
fDyd djsaA 

5. ;fn vuÝht+ djuk gks rks dsoy vuÝht+ ij fDyd djsaA

lksfVZax MkVk

oxhZdj.k ;k NaVkbZ MkVk fo”ys’k.k dk vfHkUu fgLlk gSA gks ldrk gS fd vki ukeksa dh lwph dks ,YQkcsfVdy Øe esa 
j[kuk pkgsa] fdUgha lkekuksa dh lwph dks mij ls uhps ds Øe esa ntZ djuk pkgsa ;k fQj iafDr;ksa dks dyj ;k vkbdksu 
ds vuqlkj rjrhc nsuk pkgsaA MkVk dk oxhZdj.k vkidks MkVk dks csgrj rjhds ls lqO;ofLFkr djus] le>us vkSj tYn 
<wa<us esa lgk;rk djrk gS] ftldk urhtk csgrj vkSj ÁHkkoh QSlyksa ds :i esa lkeus vkrk gSA 

,d dkWye esa MkVk dks lksVZ djuk

1. ftl lsy ds MkVk dks lksVZ djuk gks mldk pquko djsa

2. MkVk Vsc esa tkdj] lksVZ o fQYVj xzqi esa] fuEu djsa

 ● ,lsafMax esa lksVZ djus ds fy, , Vw tsM ij fDyt djsa

 ● fMlsafMax esa lksVZ djus ds fy, tsM Vw , ij fDyt djsa 

3. MkVk oxhZdj.k dh fdlh fof/k dks fQj ls ykxw djus ds fy, fdl Vscy ;k lsy dh jsat ij fDyd djsaA fQj 
Sort & Filter xzqi esa Reapply ij fDyd djsaA  

fofHkUu dkWye ;k jks esa MkVk lksVZ djuk

gks ldrk gS fd vki ,sls ,d ;k ,d ls T;knk dkWye ;k iafDr;ksa dks O;ofLFkr vkSj lewghdj.k djuk pkgrs gksa] 
ftuesa MkVk gks vkSj ;s MkVk ,d leku ewY;ksa okyk gksA vkSj fQj ml lewg esa ,d leku ewY;ksa okys vU; dkWye ;k 
iafDr;ksa ds lewgksa dks O;ofLFkr djuk gksA 

1. ftl ,d ls nks lsy ;k dkWye ds MkVk dks lksVZ djuk gks mldk pquko djsa

2. MkVk Vsc ds vanj] lksVZ ,aM fQYVj xzqi esa tkdj lksVZ ij fDyd djsa

3. lksVZ Mk;ykWx ckWDl [kqy tk,xk

4. dkWye ds v/khu lksVZ ckbZ ckWDl esa igyk dkWye pquks] ftls vki O;ofLFkr djuk pkgrs gksA 

5. lksVZ vkWu ds vanj] lksVZ ds izdkj dks flysDV djsa

 ● VsDLV] uEcj] ;k fnukad esa lksVZ djus ds fy, osY;w dks flysDV djsa 

 ● QkWeZV esa lksVZ djus ds fy, lsy dk jax] QksaV dk jax ;k lsy vkbdu dks flysDV djsa

6. vkWMZj ds vanj] vius fglkc ls lksVZ djsa

 ● VsDLV ds fy,] , Vw tsM ;k tsM Vw , dks flysDV djsaA 

fp= 5-4-40 fÝt isu

fp= 5-4-41 MkVk dks lksVZ 

djuk
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fQYVj dk iz;ksx djuk

MkVk dh dbZ iafDr;ksa ;k jks okyh odZ”khV ij dke djrs le; 
MkVk dks ns[kuk vkSj mldk fo”ys’k.k djuk cgqr eqf”dy gks 
ldrk gSA Nkuuk ;k fQfYVfjax djuk [kkstus vkSj ,Dlsy jsat 
esa MkVk dk ,d lclsV cukdj dke djuk FkksM+k vklkuh yk 
ldrk gSA fQYVj vkidks fdlh fof”k’V pht dh ,afVª;ksa dh 
Rofjr ryk”k djus esa enn djrs gSaA mnkgj.k ds rkSj fdlh cM+h 

odZ”khV esa fdlh deZpkjh ;k oLrq dk ukeA lksfVZax ds leku fQYVfjax vkids MkVk dks nksckjk O;ofLFkr ugha djrk] ;g 
dsoy mu iafDr;ksa vkSj drkjksa dks Nqik nsrk] ftudh vkidks t:jr ugha gksrhA 

fQYVj dks rS;kj djuk

lqfuf”pr cuk,a fd vkidh odZ”khV dk MkVk lkQ&lqFkjk vkSj laf{kIr gS vkSj vki bldh Nkuchu vklkuh ls dj ldsaxsA 
viuk MkVk cukus ds fy, fuEufyf[kr funsZa”kksa dk ikyu djsa%  

 ● gSfMax dk iz;ksx% VkWi esa gSfMax dk gksuk t:jh gksrk gS

 ● MkVk dks feDl uk djsa% VsDLV vkSj uEcj dks feDl uk djsa 

 ● :dsa ugha% chp esa [kkyh jks ;k dkWye uk NksM+sA 

 ● vyx j[ksa% Nkus tkus okys MkVk dks mldh viuh odZ”khV esa j[kuk pkfg,A vxj ugha] rks bls vU; MkVk ls vyx 
djus ds fy, chp esa [kkyh iafDr ;k dkWye MkysaA  

vkWVksfQYVj dh fQYVfjax djuk

vkWVksfQYVj djus dk Qhpj vkidks Rofjr rkSj ij fQYVj dks cukus esa l{ke cukrk gSA

VsDLV dks fQYVj djuk

vkWVks fQYVj dk bLrseky djus ds fy,] ml lsy ij fDyd djsa] ftlesa VsDLV MkVk vkbVe gSA fQj MkVk VSc essa fQYVj 
pqusaA fQYVj ,sjks gj dkWye gSfMax ds ckn essa mHkj vk,axsA 

Nkuus dh fof/k “kq: djus ds fy, dkWye “kh’kZd ds ckn cus Mkmu ,sjks ij fDyd djsaA ,Dlsy fodYiksa dh ,d iwjh lwph 
vkSj lHkh phtksa ij dkWye esa fn[kk nsxkA 

 ● dsoy ,d vkbVe esa MkVk ns[kus ds fy, fuEu phts djs%

 » ftls vkidks ugha fn[kkuk gks mls fVd uk djsa

 » VsDLV fQYVj ij tk,a] = ds lkbu ds lkFk jks ;k dkWye dh la[;k Mkydj mls dgha Hkh fn[kk ldrs gS 

 ● odZ'khV esa lHkh nwljs jks vkSj dkWye gkbM gks tk,axs

Tkgka vkius fQYVj yxk;k] drkj ds uacj uhys fn[kkbZ nsus yxsaxs vkSj Mªki Mkmu ,sjks fQYVj dk fpUg cny nsxkA vki 
LØhu ds uhps LVsVl ckj esa [kksts x, fjdkWMZ dh lwph Hkh ns[k ik,axsA 

fp= 5-4-42 fofHkUu jks vkSj dkWye esa MkVk dks lksVZ djuk

fp= 5-4-43 fQYVfjax
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5-4-13 LizsM'khV dks vafre Vp nsuk 

LÁsM”khV dks iwjk djus vkSj ;g lqfuf”pr djus ds fy, fd vkidk 
MkWD;wesaV iwjk gks x;k gS] ogka dqN pj.k gSaA  

LiSy psd Qhpj dk iz;ksx djuk

,Dlsy esa oMZ vkSj ikojIokbaV dh rjg LiSy psd Qhpj ugha gksrkA 
LiSfyax vkSj xzkej tkap ds fy, vkidks LiSfyax vkSj xzkej Qhpj 
dk bLrseky djuk gksxkA  

1. fjO;w Vsc ij fDyd djsa

2. Spelling & Grammar dekaM ij fDyd djsaA (uhyk psdekdZ 
ftl ij ABC fy[kk gks) 

3. ,d LiSfyax vkSj xzkej ckWDl fn[kkbZ nsxk] bl ckWDl dh enn ls LiSfyax ;k xzkej laca/kh fdlh nks’k dks nwj djsaA 

LÁsM'khV dks lso djuk

,d MkWD;wesaV dks ,Dlsy ds QkWesZV esa lso djus ds fy, fuEu djsa%

1. Qkby VSc ij fDYkd djsa

2. lso ,t+ ij fDyd djsa

3. Qkby use ckWDl ds vanj vius vuqlkj MkWD;wesaV dk uke Mkysa

4. lso ij fDyd djsa

fp= 5-4-44 VsDLV dks fQYVj djuk

fp= 5-4-45 Lisy psd
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fizaV fizO;w

fÁaV fÁO;w vkids Print VSc ij fDyd djrs gh fn[k tk,xkA tc Hkh vki fÁaV laca/kh lsfVaXl esa dksbZ cnyko djsaxs] fÁO;w 
Hkh blds vuqlkj Lor% viMsV gks tk,xkA  

1. Qkby VSc vkSj fQj fÁaV ij fDyd djsaA okil vius nLrkost ij tkus ds fy, Qkby VSc ij fDyd djsaA 

2. vkids MkWD;wesaV dk ,d fÁO;w Lor% gh mHkj vk,xkA lHkh iUuksa dks ns[kus ds fy, fÁO;w ds uhps cus ,sjks ij fDyd djsaA 

odZ'khV dks fizaV djuk

1. ftl odZ'khV dks vkidks fizaV djuk gks mldk pquko djsa

2. Qkby ij fDyd djsa

3. fizaV ij fDyd djsa ;k flysD'ku djds Ctrl P dh dekaM nsa

4. tc vkids lkeus fizaV LØhu vk tk, rks fizafVax fodYiksa dk pquko djsa%

 ● fÁaVj dks cnyus ds fy,] fÁaVj ds uhps mHkjus okys ckWDl ij fDyd djsa vkSj viuh bPNkuqlkj fÁaVj dk pquko 
djsaA 

 ● iUus dh vksfj,aVs”ku] mlds vkdkj] ekftZu ds lkFk&lkFk fdlh vkSj rjg ds ist lsVvi cnykoksa ds fy, lsfVaXl 
ds varxZr vkus okys fodYiksa dk p;u djsaA  

 ● vxj vki iwjh odZ”khV dks ,d gh iUus ij fQV djds fÁaV djuk pkgrs gSa] rks lsfVaXl ds varxZr vkrs mu fodYiksa 
ij fDyd djsa] ftUgsa vki bLrseky djuk pkgrs gSaA 

 ● fof”k’V lwpuk dks fÁaV djus ds fy,] fÁaV ,fDVo “khV~l ;k fÁaV ,aVk;j odZcqd dk fodYi pqusaA  

 ●  fizaV ij fDyd djsa

1. ,d ,Dlsy LizsM”khV cuk,aA mlesa lHkh izfr;ksfx;ksa ds uke] mez vkSj ;ksX;rk nh xbZ gksA lwph dks Alphabe��al Order 
esa O;ofLFkr djsaA vc Qkby dks QkesZV djsa vkSj lso djsaA

2. Vscy dks nksckjk cuk,a vkSj dqy vekmaV] fMiksftV vkSj 'ks"k dks tksM+saA

xfrfof/k

fp= 5-4-46 odZ'khV dks fizaV djuk
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1. ,Dlsy fjcu esa VSc gksrk gS%

a. MkVk isu

b. QkewZyk isu

c. ist ysvkmV isu

d. Åij fn, x, lHkh

2. lksVZ fodYi dk iz;ksx gksrk gS%

a. c<+rh gq, vkMZj esa MkVk dks lksVZ djuk

b. ?kVrs gq, vkMZij esa MkVk dks lksVZ djuk

c. ,fues'ku

d. Vªkaft'ku

3. pkVZ dk fodYi miyC/k gksrk gS%

a. MkVk VSc

b. gkse VSc

c. bulVZ VSc

d. buesa ls dksbZ ugha

vH;kl

2 vksifuax cSysal  Rs 500.00  Rs 500.00 

3 100 4/7/04 vkWfQl lIykbZ  Rs   78.50  Rs 421.50 

4 101 4/7/04 Qksu LVksj  Rs 180.98  Rs 240.52 
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A B C D E F

1 pSd uEcj fnukad o.kZu vekmaV fMiksftV cSysal
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5-5-2 baVjusV
baVjusV varjkZ’Vªh; Lrj ij cuk usVodks± dk usVodZ gS] ftlesa djksM+ksa 
futh] lkoZtfud] “kS{kf.kd] O;kikfjd vkSj ljdkjh iSdsV vk/kkfjr 
usVodZ “kkfey gksrs gSaA ;s lHkh bysDVªkWfud] ok;jysl ;k vkWfIVdy 
usVofdZax rduhdksa ds ek/;e ls tqM+s gksrs gSaA baVjusV lsokvksa vkSj lwpuk 
lzksrksa dk ,d foLr`r lalkj eqgS;k djokrk gS] tSls fd gkbijVsDLV 
MkWD;wesaV~l vkSj oYMZ okbM osc (www) ds ,Iyhds”kUl] bZ&esy lsok 
ds fy, cqfu;knh <kapk] Qkbyksa ds vknku&Ánku ds fy, daI;wVj nj 
daI;wVj tqM+ko vkSj VsyhQksuhA ;g ,d&nwts ls tqM+s daI;wVjksa dh ,d 
oSf”od O;oLFkk gS tks LVSaMMZ baVjusV ÁksVksdkWy (TCP/IP) ds ek/;e ls 
fo”o ds vjcksa midj.kksa dks tksM+rk gSA 

baVjusV ds ,Iyhds'ku

dke% tula[;k dk ,d cM+k fgLlk dke ;k jkstxkj ds fy, baVjusV ij fuHkZj gSA ehfM;k txr esa dke djus okys O;fDr 
tSls fd i=dkj vkSj “kks/kdrkZ vkSj muds tSls reke vU; yksx [kqn dks lkef;d ?kVukvksa ls voxr j[kus ds fy, baVjusV 
dk bLrseky djrs gSaA dgkuh ;k ?kVuk dk lzksr vkSj ?kVuk ls tq+M+h rF;ijd tkudkfj;ka gkfly djus ds fy, os lcls 
igys baVjusV ij gh [kkst djrs gSaA 

lkekftd i{k% baVjusV dks jkstkuk bLrseky djus dk ;g lcls cM+k dkj.k gSA lks”ky usVoÉdx lkbV~l tSls fd Qslcqd 
vkSj fV~oVj ds fo”o Lrj ij djksM+ksa mi;ksxdrkZ gSa] tks budh lsokvksa dk bLrseky vius ifjokj vkSj nksLrksa ls laidZ djus 
ds fy, djrs gSaA bu osclkbVksa dks lsyQksu ds ek/;e ls bLrseky djus dh lgwfy;r budk jkstkuk bLrseky lqfuf”pr 
cukrh gSA Skype vkSj MSN Messenger tSls baVjusV Áksxzkeksa us vkWuykbu mi;ksxdrkZvksa dks bu lsokvksa ds ek/;e ls pSV 
djus dk lk/ku ns fn;k gSA

5-5-1 usVodZ
,d usVodZ vkil esa tqM+s ,d ;k ,d ls vf/kd daI;wVjksa dk lewg gSA dbZ rjg ds daI;wVj usVodZ miyC/k gSa] ftuesa 
“kkfey gSa% 

 ● Ykksdy ,fj;k usVoDlZ (LANs): HkksxkSfyd :i ls daI;wVj ,d nwljs ds lehi gksrs gSaA ¼vke rkSj ij ,d gh bekjr esa½ 

 ● okbM ,fj;k usVoDlZ (LANs): daI;wVj ,d nwljs ls cgqr nwj gksrs gSa vkSj VsyhQksu ykbu ;k jsfM;ks rjaxksa ds ek/;e 
ls tqM+s gksrs gSaA 

 ● esVªksiksfyVu ,fj;k usVodZ (MANs)% ,d Vkmu ;k “kgj ds fy, cuk;k x;k MkVk usVodZA

fp= 5-5-1 baVjusV

;wfuV 5-5% baVjusV  vkSj usVodZ 

bl ;wfuV ds lekIr gksus ds ckn] vki dj ik,axs%

1. baVjusV vkSj usVodZ dks le>uk

2. baVjusV ds fofHkUu ,Iyhds'ku dks le>uk

;wfuV ds mn~ns';
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f”k{kk% Ldwyksa ds Hkhrj f”k{kk nsus ds ekeys esa baVjusV rsth ls ÁHkkoh curk tk jgk gSA T;knkrj Ldwy vc bysDVªkWfud 
ÁkstsDVj flLVe dk bLrseky dj jgs gSa] tks v/;kid dks dejs esa yxs ,d cM+s lQsn cksMZ ij iwjh Dykl dks vkWuykbu 
Áksxzke fn[kkus ds dkfcy cukrk gSA blds lkFk&lkFk fo|kFkhZ Dykl:e ls lacaf/kr viuh fjiksVZ vkSj ÁkstsDV cukus ds 
fy, jkstkuk baVjusV dk bLrseky djrs gSaA

euksjatu% ,d cVu ij fDyd djus ek= ls dksbZ xkuk vkWuykbu [kjhnus ds fodYi us yksxksa ds vius ilanhnk dykdkjksa 
dks lquus ds rjhds dks gh cny fn;k gSA yksx jkstkuk dh rtZ ij xkus MkmuyksM djrs gSa vkSj ;w&V~;wc tSlh osclkbV 
fcuk fdlh “kqYd ds yksxksa dks vpafHkr dj nsus okys ohfM;ks miyC/k djok jgh gSaA 

uksV% jsyos vkj{k.k] vkWuykbu cSafdax] fcyksa dk Hkqxrku vkSj eksckby fjpktZ] euksjatu vkSj f”k{kk baVjusV dh lcls vke 
,Iyhds”ku gSa

bZ&esy D;k gS\

bysDVªkfud esy] vke rkSj ij bZesy ;k bZ&esy ds rkSj tkuh&cksyh tkus okyh og lsok gS ftlds ek/;e ls fMft+Vy lans”k 
dks ,d O;fDr ls nwljs ;k ,d ls T;knk O;fDr;ksa rd igqapk;k tk ldrk gSA ekWMuZ bZ&esy baVjusV ;k vU; daI;wVj 
usVodZ ij lapkfyr gksrh gSA dqN “kq:vkrh bZ&esy lsokvksa esa ;g ca/ku Fkk fd Hkstus vkSj ÁkIr djus okys dks ,d gh 
le; esa vkWuykbu jguk iM+rk Fkk] rkfd rqjar lans”kksa dk vknku&Ánku dj ldsaA 

osc lpZ batu D;k gS\

osc lpZ batu ,d lkW¶Vos;j flLVe gS] ftls oYMZ okbM osc ij dksbZ tkudkjh <wa<us ds fy, cuk;k x;k gSA [kksts x, 
urhtksa dks urhtksa dks ,d drkj esa ÁLrqr fd;k tkrk gS vkSj vke rkSj ij lpZ batu fjtYV isftl (SERPs) dgk tkrk 
gSA tkudkjh osc iUuksa] rLohjksa vkSj vU; rjg dh Qkbyksa dk feJ.k gks ldrk gSA dqN [kkst batu MkVkcsl vkSj [kqyh 
Mk;jsDVfj;ksa esa ekStwn MkVk dks Hkh [kkst ysrs gSaA ikap Áeq[k lpZ batu gSa& 

1. Google

2. Yahoo

3. Bing

4. Ask.com

5. AOL

baVjusV ds ykHk

 ● baVjusV cM+s iSekus ij usVodZ lsok,a miyC/k djokrk gS] ftlesa oYMZ okbM osc] bysDVªkWfud esy] baVjusV Qksu] vkWfM;ks] 
ohfM;ks vkSj Qkby LFkkukarj.k lsok,a “kkfey gSaA 

 ● baVjusV ij miyC/k lsokvksa esa bZ&esy ,d egRoiw.kZ lapkj ek/;e gSA ikfVZ;ksa ds chp ,ukykWx lans”k Hkstus ds pyu 
dks bysDVªkfud VsDLV eSlst Hkstus] ysVj ;k eseks Hkstus dh lqfo/kk us rksM+k gS vkSj ;g baVjusV ds dkj.k gh eqefdu 
gks ik;k gSA bZ&esy dh vVSpesaV ds rkSj ij rLohjsa] nLrkost ;k vU; fdlh rjg dh Qkbysa ;k MkVk Hkstk tk ldrk 
gSA bZ&esy dks CC djus dh lqfo/kk ds dkj.k dbZ yksxksa dks ,dlkFk Hkstk tk ldrk gSA 

 ● baVjusV VsyhQksuh lapkj dk ,d vkSj ek/;e cudj mHkj gS vkSj ;g Hkh baVjusV ds vfLrRo esa vkus ds dkj.k gh 
laHko gks ik;k gSA
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1. usVodZ ds fofHkUu izdkj ds uke gSa%

a. LAN

b. WAN

c. MAN

d. Åij fn, x, lHkh

2. www dk iwjk uke D;k fy[krs gS%

a. odZ fon odZ

b. oYMZ okbM osc

c. oYMZ okbM odZ

d. oYMZ osy fo'kj

3. buesa ls dkSu lk ,d lpZ bZatu ugha gS\

a. xwxy

b. ;kgw

c. ekbØkslkW¶V

d. fcax

vH;kl
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1. google.com baVjusV pyk,a vkSj nl VsyhdkWe dh daifu;ksa ds lhbZvks ds uke <+w<saA
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5-6-1 dh&cksMZ dks tkusa

5-6-2 dqN Lis'ky dh vkSj muds dh&cksMZ ij ç;ksx

,d dh&cksMZ dbZ lkjs cVuksa dk lewg gksrk gS] tks vkidks daI;wVj esa MkVk ;k 
lkexzh Mkyus esa l{ke cukrk gSA daI;wVj ds dh&cksMZ bysfDVªd VkbijkbVj 
dh&cksMZ ds leku gh gksrs gSa] ysfdu blesa vfrfjDr cVu gksrs gSaA daI;wVj 
dh&cksMZ ds cVuksa dks fuEufyf[kr oxks± esa ckaVk tk ldrk gS% 

 ● v{kjkadh; dh% ysVj vkSj uEcj

 ● iapq,'ku dh% dksek] ihfj;M] lsehdksyu vkSj Hkh

 ● Lis'ky dh% QaD'ku dh] daVªksy dh] ,sjks dh] dsIl dh] vkSj Hkh

dlZj ewoesaV dh

gkse% djaV ykbu dks 'kq: djus ds fy,

,aM% djaV ykbu ds ,aM esa tkus ds fy,

vi% flaxy ykbu esa Åij tkus ds fy,

Mkmu% flaxy ykbu esa uhps tkus ds fy,

ys¶V% ysVj dks ck,a djus ds fy,

jkbV% ysVj dks nk,a djus ds fy,

Ctrl+Up: ,d iSjkxzkQ esa Åij LØkWy djus ds fy,

Ctrl+Down: ,d iSjkxzkQ esa uhps LØkWy djus ds fy,

fp= 5-6-1 dhcksMZ

fp= 5-6-2 fofHkUu dh dk n`';

;wfuV 5-6% daI;wVj Vkbfiax vH;kl

bl ;wfuV ds lekIr gksus ds ckn] vki dj ik,axs%

1. dh&cksMZ dks le>uk

2. izHkkoh :i ls Vkbfiax djuk

;wfuV ds mn~ns';
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5-6-3 dlZj vkSj bul'kZu IokbaV

5-6-4 'kkjhfjd eqnzk

Ctrl+Le��,d dks ys¶V djus ds fy,

Ctrl+Right: ,d dks jkbV djus ds fy,

,fMV dekaM

,aVj% ,d u;k iSjkxzkQ cukuk

fMyhV% dlZj ds iz;ksx ls vkxs dk dqN Hkh gVkuk

cSdLisl% dlZj ds iz;ksx ls ihNs dk dqN Hkh gVkuk

bulVZ% VsDLV dks fjiysl djuk

LØhu ij bul”kZu IokbaV og LFkku gksrk gS] tgka vxyk Vkbi fd;k 
tkuk okyk v{kj ntZ fd;k tkuk gSA ;g LFkku fdlh nLrkost] QkWeZ] osc 
czkmt+j ds ,Mªsl ckj ;k LØhu ds fdlh vU; ,sls fgLls esa gks ldrk gS] 
tgka fy[kus dk LFkku gksA 

lqfuf'pr djsa fd vki lh/ks cSBs gSa vkSj iSj tehu ij lery j[ks gSaA viuh 
dksgfu;ksa dks “kjhj ds fudV j[ksa] dykbZ dks lh/kk vkSj vius cktqvksa dks cjkcjh 
ij j[ksaA fu;fer varjky ij foJke ysuk u HkwysaA 

tc vki “kq#vkr ds fy, rS;kj gksa] rc ,d vH;kl “kq: djsa vkSj fn[kk;s 
x, cVu dks nck,aA dh&cksMZ dh rjQ ns[kus dh ps’Vk uk djsaA “kq:vkr esa 
;g eqf”dy gksxk] ysfdu tSls&tSls vH;kl c<+rk tk,xk] vkidks ;g vklku 
yxus yxsxk vkSj vkidh vaxqfy;ka fcuk fdlh ijs”kkuh ;k vlkeatL; ds ;g 
le>us yxsaxh fd dkSu lh vaxqyh fdl cVu ls tqM+rh gSA cVu dks nckus ds 
lkFk mldk uke mPpfjr djus dks Hkh vki ykHkÁn ik,axsA vkidh xyfr;ksa 
dks ek;wlh dk lcc uk cuus nsa] Vkbfiax ,d gquj gS tks yxkrkj vH;kl ls 
gh fu[kkjk tk ldrk gSA

1. fuEu esa dkSu lh ,d Lis'ky dh ugha gS%

a. F6

b. Ctrl

c. A

d. Alt

vH;kl

fp= 5-6-3 dlZj

fp= 5-6-4 lgh 'kkjhfjd eqnzk
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dh&cksMZ dh gkse jks ;k drkj Vp&VkbfiLV ds fy, cgqr gh         
egRoiw.kZ gSA VkbfiLV dh vaxqfy;ka tc lqLrk jgh gksrh gSa] rc Hkh ck,a 
gkFk dh vaxqfy;ka A-S-D-F vkSj nk,a gkFk dh vaxqfy;ka J-K-L-;  ij gh 
fLFkj gksrh gSaA 

 ● ckb± rtZuh F vkSj G cVuksa dks vkSj nkb± rtZuh J vkSj H cVuksa dks 
fu;af=r djsxhA 

 ● ckb± e/;e vaxqyh D dks vkSj nkb± e/;e vaxqyh K cVu dks fu;af=r 
djsxhA 

 ● ckb± vukfedk vaxqyh S vkSj nkb± vukfedk vaxqyh L cVu dks 
fu;af=r djsxhA 

 ● ckb± duf’Bdk ;k NksVh vaxqyh A cVu dks vkSj nkb± NksVh vaxqyh ; cVu dks fu;af=r djsxhA 

 ● Lisl ckj (spacebar) nk,a vaxwBs ls fu;af=r gksrk gSA 

gkse jks

ys¶V gSaM jkbV gSaM

LF RF MF IF IF IF IF MF RF LF

A S D F G H J K L ;

F vkSj J cVu vke rkSj ij FkksM+s ls mHkjs gksrs gSa] ftlls VkbfiLV dks FkksM+h jkgr feyrh gSA nwljs cVuksa dh fLFkfr bu 
nks cVuksa ds vk/kkj ij gh lh[kh ;k r; dh tkrh gSA VkbfiLV dks Nwdj gkse cVuksa dks igpkuus esa l{ke gksuk pkfg,A  

F vkSj J cVuksa ds mHkkjksa dh enn ysrs vkSj mUgsa ekxZn”kZd ds rkSj ij bLrseky djrs gq, fcuk dh&cksMZ dh rjQ ns[ks vkSj 
pkykdh fd, gkse cVuksa ij viuh vaxqfy;ka j[kus dh ps’Vk djsaA D;k vki dj ikrs gSa% 

1. asdfg hjkl; asdfg hjkl; ;lkjh gfdsa asdfg hjkl; ;lkjh gfdsa ;lkjh gfdsa

2. ah had lag slag ah had lag slag ah had ah had lag slag

3. �������������������������������

4. dash gash lash dash gash lash dash gash lash dash gash lash

5. ��������������������������������

2. fuEu esa dkSu lh ,d dh iapq,'ku dh ls laca/k j[krh gS%
a. Alt
b. Ctrl
c. F11
d. .

3. ,aVj dh dk iz;ksx gksrk gs%

a. ,d u;k iSjkxzkQ cukus

b. fMyhV djus

c. dlZj dks gVkus

d. buesa ls dksbZ ugha

xfrfof/k

fp= 5-6-5 Vkbfiax
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dh&cksMZ dh rhljh drkj gS Q-W-E-R-T-Y drkjA 

 ● ckb± rtZuh vaxqyh R vkSj T cVuksa dks vkSj nkb± rtZuh vaxqyh Y vkSj U cVuksa dks fu;af=r djsxhA  

 ● ckb± e/;e vaxqyh E cVu dks vkSj nkb± e/;e vaxqyh I dks fu;af=r djsxhA 

 ● ckb± vukfedk vaxqyh  W dks vkSj nkb± vukfedk vaxqyh O cVuksa dks fu;af=r djsxhA 

 ● duf’Bdk ;k NksVh vaxqyh Q dks vkSj nkb± duf’Bdk P cVuksa dks fu;af=r djsxhA 

QWERTY jks

ys¶V gSaM jkbV gSaM
LF RF MF IF IF IF IF MF RF LF
Q W E R T Y U I O P
A S D F G H J K L ;

fuEu dk vH;kl djsa%

1. qwert yuiop qwert yuiop ; poiuy trewq poiuy trewq qwert yuiop qwert

2. ���quail ��t yell; will those feat lake hash ���quail ��t yell; will wire this ��y queue; there rail sale gypsy is 
wire this��y queue; there

3. usher wake ya���; quash their light rash that usher wake ya���;

4. slit guide tale rage; the depth quest your these slit guide tale rage;

5. tale trash slide day; take urge wages wake typist tale trash slide day;

vkids dh&cksMZ esa nks f”k¶V cVu gksus pkfg,] ,d blds ckb± rjQ vkSj nwljh nkb± rjQA tc cM+s v{kj fy[kus gksa rks 
VkbfiLV dks viuh fuf’Ø; gkFk dh NksVh vaxqyh ;k duf’Bdk ls bl f”k¶V cVu dks nckuk gksrk gSA blfy, vxj vkidks 
cM+s v{kjksa esa R fy[kuk gS] rks vkidks viuh NksVh vaxqyh ls f”k¶V cVu dks nckrs gq, R cVu dks viuh rtZuh vaxqyh ls 
nckuk pkfg,A ckb± rtZuh vaxqyh V vkSj B cVu dks vkSj nkb± rtZuh vaxqyh N vkSj M cVu dks fu;af=r djsaxhA 

 ● ckb± e/;e vaxqyh C cVu dks vkSj nkb± e/;e vaxqyh, cVu dks fu;af=r djsxhA 

 ● “kq:vkr esa dqN yksxksa ds fy, vaxqfy;ksa dks uhps dh rjQ dks ys tkuk d’Vdkjh gksxk] ysfdu tYn gh mUgsa vknr 
iM+ tkrh gSA 

 ● igys rhu l=ksa esa geus dh&cksMZ dh igyh rhu drkjksa ds ckjs esa tkudkjh ÁkIr dhA ;g gekjk pkSFkk ikB Fkk] geus 
pkSFkh drkj dks tkukA uacjksa dh drkjA 

 ● ckbZ rtZuh 4 ,oa 5 uacj ds cVuksa dks vkSj nkb± rtZuh 6 ,oa 7 uacj ds cVuksa dks fu;af=r djsxhA 

FkMZ jks

ys¶V gSaM jkbV gSaM
LF RF MF IF IF IF IF MF RF LF
Q W E R T Y U I O P
A S D F G H J K L ;
Z X C V B N M , . /

fuEu oMZ dk vH;kl djsa%

1. zxcvb nm,./ zxcvb nm,./ /.,mn bvcxz /.,mn bvcxz zxcvb nm,./ zxcvb

2. by, zip wean trying stump shrink rice ping/ mail by, zip wean trying

xfrfof/k

xfrfof/k

About this book
This Participant Handbook is designed to enable training for the specific Qualification Pack(QP). Each 
National Occupational (NOS) is covered across Unit/s.

Key Learning Objectives for the specific NOS mark the beginning of the Unit/s for that NOS. The 
symbols used in this book are described below.

…..

…..

Participant Handbook

vi

Symbols Used

Steps Unit
Objectives

Key Learning
Outcomes

Notes

Practical Exercise Summarize

About this book
This Participant Handbook is designed to enable training for the specific Qualification Pack(QP). Each 
National Occupational (NOS) is covered across Unit/s.

Key Learning Objectives for the specific NOS mark the beginning of the Unit/s for that NOS. The 
symbols used in this book are described below.

…..

…..

Participant Handbook

vi

Symbols Used

Steps Unit
Objectives

Key Learning
Outcomes

Notes

Practical Exercise Summarize



xzkgd lsok vf/kdkjh ¼dkWy lsaVj½

125

3. king fan crick, chill block. back abbot. a����� king fan crick, chill

4. zest win, thump skunk. plain���� knight/ exit zest win, thump skunk.

5. daring. choke bishop. admit twine sultan, sing/ roman daring. choke

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________
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TEL/N0100, TEL/N0101,  
TEL/N0102, TEL/N0103,  

TEL/N0104

6- Hkk"kk dkS’ky

;wfuV 6-1 & lquus dk dkS”ky

;wfuV 6-2 & cksyus dk dkS”ky

;wfuV 6-3 & i<+us vkSj le>us dk dkS”ky

;wfuV 6-4 & fy[kus dk dkS”ky
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bl ekWM~;wy ds lekIr gksus ds ckn] vki dj ik,axs%

1. lhlhbZ ds fy, lquus ds dkS”ky ds egRo vkSj mldh vo/kkj.kk dks le>uk

2. cksyus ds dkS”ky dh vo/kkj.kk vkSj egRo dks le>uk

3. i<+us vkSj le>us ds dkS”ky dh vo/kkj.kk vkSj mlds egRo dks le>uk

4. fy[kus ds dkS”ky dh vo/kkj.kk vkSj mlds egRo dks le>uk

eq[; f'k{kk
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6-1-1 lquus dk dkS’ky

lquuk D;k gS\

lquuk gekjs egRoiw.kZ dkS”kyksa esa ls ,d gS ysfdu ge izk;% bldh vuns[kh dj nsrs gSaA lquus dh izfØ;k ls ge fdlh 
Hkk’kk dks dkuksa ls lqurs gSaA lquus dh izfØ;k esa cksyus dh /ofu;ka vkSj “kCn vkSj okD;ksa esa mu ij izfrfØ;k nsuk vkrk 
gSA lapkj izfØ;k esa lans”k dks Bhd izdkj ls xzg.k djuk Jo.k ;k lquus dh dyk gSA ,d vPNk Jksrk dsoy ogh ugha 
lqurk gS tks cksyk x;k gS cfYd og tks “kCn ugha dgs x;s gSa ;k vkaf”kd :i ls dgs x;s gSa mUgsa Hkh lqurk gSA Jo.k esa 
“kkjhfjd Hkk’kk dks le>uk rFkk ekSf[kd o vekSf[kd lans”kksa esa iz;qDr folaxfr;ksa dks /;ku esa j[kuk lfEefyr gSA mnkgj.k 
ds fy,& ;fn dksbZ vkils nk¡r ihlrs gq, ;k vk¡[kksa esa vk¡lw Hkjdj dgrk gS fd os viuh ftanxh esa [kq”k gSa rks vkidks 
le>uk pkfg, fd ekSf[kd o vekSf[kd lans”k esa xM+cM+ gSA vkidk vPNk lquuk vkids dk;Z ij rFkk vkids xzkgd lkFk 
laca/kksa ij izHkko Mkyrk gSA

ge lqurs gSa%

 ● lwpuk xzg.k djus ds fy,

 ● le>us ds fy,

 ● lh[kus ds fy,

vkidh Hkwfedk ds fy, lquus ds dkS’ky dk egRo

,d xzkgd lcls igys xzkgd lsok izfrfuf/k ls feyrk gSA dkWy lsaVj esa dkWy djus ds ihNs xzkgd dk mn~ns”; vius 
iz”uksa] vuqjks/k vkSj f”kdk;rksa dks crkuk gksrk gSA blfy, vPNh rjg ls lquuk vkidh Hkwfedk esa cgqr egRoiw.kZ gksrk gSA

,d xzkgd lsok vf/kdkjh gksus ds ukrs] vkidks%

 ● xzkgd dh vko”;drkvksa dh O;k[;k djuk vkSj mUgsa u, mRikn@vkWQj@;kstuk ds ckjs esa tkudkjh iznku djuk 
pkfg,A

 ● ,d mi;qDr tokc ds lkFk xzkgd dh D;wvkjlh ¼Dosjh] fjDosLV] dEIysaV½ ij izfrfØ;k nsuk pkfg,A

 ● xzkgd ds lapkj djus ds rjhds dks le>uk vkSj ml ij mfpr izfrfØ;k nsrs gq, vius O;ogkj dks fouez j[kuk pkfg,A

 ● xzkgd dks Li’V funsZ”k nsuk pkfg,A

izHkkoh Jo.k ds fy, funsZ’k

;fn vki ;g fn'kk&funsZ'kksa dk iz;ksx djrs gS rks vki ,d vPNs Jksrk cu ldrs gSa%

1. ckr djuk can djsa

gekjs ikl nks dku gS] ysfdu ,d eq¡g gSA tc rd uk cksysa rc rd vkidks Li"V djus dh vko';drk uk gksA ,slk rHkh 
djsa tc xzkgd viuh ckr iw.kZ dj ysaA

;wfuV 6-1% lquus dk dkS’ky

bl ;wfuV ds lekIr gksus ds ckn] vki dj ik,axs%

1. lhlhbZ ds fy, lquus ds dkS”ky ds egRo vkSj mldh vo/kkj.kk dks le>uk

;wfuV ds mn~ns';
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2. vius vkidks xzkgd dh ckrksa lquus ds fy, rS;kj j[kuk

oDrk dh ckrksa ij /;ku nsaA vius fnekx ls vU; ckrksa dks fudky nsaA

3. oDrk dks vkjke ls cksyus nsa

oDrk dks ,slh fLFkfr esa j[ksa fd mls eglwl gks fd og vkjke ls cksy ik jgk gS vkSj ;g xzkgd okys ekeyksa esa vf/kd 
egRoiw.kZ gSA ,slk vius lgdfeZ;ksa ds lkFk Hkh djsaA mudh vko';drkvksa vkSj leL;kvksa dks /;ku esa j[ksaA vU; izdkj ds 
xSLpj dk iz;ksx djds mudk izksRlkgu djsaA

4. tYnckth ¼O;kdqyrk½ uk djsa

dgh tkus okyh ckr ij /;ku nsa ukfd vU; xfrfof/k tSls dkxt+ ij dqN fy[kuk] dkxt+ dks eksM+uk] vius MsLd dks lgh 
djuk] f[kM+dh ls ckgj ns[kuk vkfn uk djsaA vU; xSj&t:jr xfrfof/k;ka uk djsa] tks ck/kk curh gSaA

5. lgkuqHkwfr

lkeus okys O;fDr dh ckrksa dks le>us dh dksf'k'k djsaA mldh leL;k dks ns[ksaA igys ls gh okrkZyki dk ifj.kke fudkyus 
dk iz;kl uk djsaA

6. fouez jgsa

,d ne ls oDrk dk pqi gks tkuk] pkgs og FkksM+h vf/kd nsj ds fy, pqi gks tk, & ,slh fLFkfr esa ;g uk le>sa fd 
okrkZyki iw.kZ gks xbZ gSA viuh rjQ ls okrkZyki dks [kRe uk djsa] tc rd fd xzkgd ,slk djus dks uk dgsaA

7. ckrksa dks O;fDrxr uk ysa

 fu"i{k gksus dk iz;kl djsaA O;fDr ds n`f"Vdks.k ;k O;ogkj ds otg ls i{kikrh uk cusaA

8. vkokt+ dh Vksu dks lqusa

O;fDr }kjk dgha tkus okyh vkokt+ dh /ofu ds Lrj vkSj Vksu dks le>saA

9. fopkj ds fy, lqusa & ek= 'kCnksa ds fy, uk lqusa

vkidks iwjh leL;k ;k ckrksa dks lquuk pkfg, ,slk ugha fd ek= dqN VqdM+ksa esa ckrksa dks lquds ifj.kke ij vk,aA

10. xSj&ekSf[kd lapkj ds fy, izfr{kk djsa vkSj ns[ksa Hkh

b'kkjs] psgjs vkSj vk¡[kksa ds Hkko Hkh egRoiw.kZ gksrs gSaA ;g vkidh vius nksLrksa] lgdfeZ;ksa vkSj ofj"Bksa ds lkFk ckrphr djrs 
le; dke esa vkrs gSaA

vc ge ,d lhlhbZ vkSj xzkgd ds chp dh okrkZyki dks ns[ksaxs] tks lfØ; lquus ds dkS”ky dk Kku iznku djrh gSA xzkgd 
yhuk us xzkgd lsok lsaVj esa dkWy dh gS%

lhlhbZ% uEkLdkj! esjk uke fdju gS] eSa vkidh dSls lgk;rk dj ldrh gw¡\

yhuk% ueLdkj fdjuA esjk uke yhuk diwj gSA

lhlhbZ% {kek djsa] eSaus lquk ugha!

yhuk% esjk uke yhuk diwj gSA

lhlhbZ% vkidk uke yhuk diwj gS\

yhuk% gk¡] lghA

lhlhbZ% yhuk tSls fd eSa vius flLVe ij ns[k ik jgk gw¡] vkidk ohlh uacj 01501571890 gS] D;k ;g lgh gS\

yhuk% gk¡A

lhlhbZ% fel yhuk] ;g dusD”ku esjs flLVe ij vkids uke ls fn[kk jgk gS vkSj vkidk uEcj 9811112345 gS] D;k ;g 
lgh gS\

yhuk% gk¡A

lhlhbZ% vkSj vkidh bZ&esy vkbZMh name@hotmail.com gS] D;k ;g lgh gS\
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1. izHkkoh lquus ds fdUgha rhu xq.kksa dks foLrkj ls fy[ksaA

__________________________________________________________________________________________

__________________________________________________________________________________________

dk;Z ls lacaf/kr okrkZyki

 ● oDrk xzkgd vkSj Jksrk lsYleSu gksxkA oDrk xzkgd viuh t:jrksa vkSj vko”;drkvksa dh O;k[;k djsxk] ysfdu fcuk 
fdlh mRikn ;k lsok ds ckjs esa crk,A

 ● vkidks okrkZyki djus ds fy, ik¡p feuV fn, tkrs gaS & oDrk dks /;ku yxkdj lfØ; :i ls lqudj Jksrk dks var 
esa mldk lek/kku djuk gksxkA

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

vH;kl

xfrfof/k
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yhuk% gk¡A

lhlhbZ% gesa tkudkjh nsus ds fy, /kU;oknA vlqfo/kk ds fy, [ksn gSA Jherh yhuk] eSa vkidh fdl izdkj ls lgk;rk dj 
ldrk gw¡\

yhuk% esjs ,e VsfjQ Iyku dh fuf’Ø; gksus dh frfFk 23 Qjojh gS] eSa vkils tkuuk pkgrh gw¡ fd eq>s bls vius Iyku dks 
pkyw djus ds fy, dc fjpktZ djuk iM+sxk\

{k.k Hkj ds fy, :dsaA

lhlhbZ% {kek djsa\

yhuk% VsfjQ Iyku dks nksckjk pkyw djus dk eryc fd eSa vius fle dks dc fjpktZ d:¡\

lhlhbZ% Bhd gS] vki VSfjQ Iyku ds ckjs esa iwN jgh gSaA

yhuk% gk¡A

lhlhbZ% D; eSa lgh gw¡\

yhuk% gk¡! gk¡! ;g lgh gS!

lhlhbZ% vkidks fjpktZ 25 ekpZ 2014 dks djuk iM+sxkA

yhuk% Bhd gSA vkidk /kU;okn--------- ck;A

lhlhbZ% fel yhuk vki vius iSdst dh vafre frfFk lans”k ;k usV ij ekbZ ,e Iysu ij fDyd djds tkap ldrh gSaA eSa 
vlqfo/kk ds fy, vkils ekQh pkgrk gw¡A fel yhuk] D;k vki eq>ls dksbZ vU; tkudkjh izkIr djuk pkgrh gSa\

yhuk% ugha] eSa vkidk cgqr&cgqr /kU;okn djrh gw¡] /U;oknA

lhlhbZ% /kU;okn! fel yhuk ,chlh xzkgd lsok lsaVj esa dkWy djus ds fy, /kU;oknA vkidk fnu “kqHk gks!

yhuk% /kU;okn] ck;!
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6-2-1 cksyus dk dkS’ky

cksyuk D;k gS\

cksyuk “kCnkFkZ rS;kj djus dh ijLij laoknkRed izfØ;k gS ftlesa ekSf[kd :i ls lwpuk dks izkIr djuk] rS;kj djuk rFkk 
mldh izfØ;k “kkfey gSaA

vkidh Hkwfedk ds fy, cksyus ds dkS’ky dk egRo

,d xzkgd lsok vf/kdkjh gksus ds ukrs] izHkkoh :i ls cksyuk egRoiw.kZ gksrk gSA vki ,d xzkgd ls dSls ckr djrs gS] ;g 
xzkgd ds eu esa vkidh Nfo cuk nsrk gSA blfy, izHkkoh :i ls cksyuk vko”;d gksrk gSA izHkkoh cksyus ds fy, vH;kl 
djuk t:jh gksrk gSA lHkh vPNs Jksrk vkSj lQyrk ikus okys O;fDr cksyus ls igys vH;kl djrs gSaA vkidks Hkh djuk 
pkfg,A ;fn lquus okyk vkidh ckrksa dks le> ugha ikrk gS rks cksyus ds dkS”ky dk dksbZ iz;ksx ugha gSA

,d xzkgd lsok vf/kdkjh gksus ds ukrs vkidks%

 ● rS;kj jguk pkfg,A

 ● vius Kku ls ifjfpr jguk pkfg,A

 ● lkekU; Hkk’kk dk iz;ksx djuk pkfg,A

mnkgj.kksa dk iz;ksx djuk pkfg,A tc vki mnkgj.kksa dk iz;ksx djsaxs xzkgd vkidks le>sxkA

 ● viuh “kkjhfjd Hkk’kk ls voxr jgsa] ftlls oks vkidh cksyh esa fn[kkbZ nsA

 ● i;Zos{kd ds lkFk vkRe&izn”kZu ekinaM ds Åij ppkZ djsaA

 ● xzkgdksa ds lkFk leL;k ds dkj.k dks le>us ds fy, mfpr :i ls ckr djsaA

 ● xzkgdksa ds lkFk ckr djrs le; “kCntky] rduhdh “kCn vkSj csdkj dh ckrksa ds iz;ksx u djsaA

 ● lqcg vius lkfFk;ksa@ofj’Bksa ls feyrs le; Li’V jgsaA

cksyus ds dkS’ky ds ?kVd

cksyus ds dkS”ky ds egRoiw.kZ ?kVd gSa%

 ● Loj

 ● le>

 ● O;kdj.k

 ● “kCnkoyh

 ● mPpkj.k

 ● izokg

;wfuV 6-2% cksyus dk dkS’ky

bl ;wfuV ds lekIr gksus ds ckn] vki dj ik,axs%

1. cksyus ds dkS”ky dh vo/kkj.kk vkSj egRo dks le>uk

;wfuV ds mn~ns';
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 ● “kkjhfjd Hkk’kk

 ● cksyus dh xfr

Loj

ckrphr djrs le; cksyus dh rhozrk] Lrj] gko&Hkko] cksyus dk rjhdk rFkk eq¡g ls fudyus okys “kCnksa ij tksj nsuk Loj 
esa lfEefyr gSaA ;fn vki cgqr de rkdr vkSj mnkl Loj esa ckr djsaxs rks dkQh lkjs xzkgd blls fopfyr gks tk,axsA

le>

ekSf[kd lapkj esa] vkjaHk djus ds fy, ,d fo’k; vkSj lkFk gh ml ij izfrfØ;k nsus dh vko”;drk gksrh gSA

O;kdj.k

ckrphr esa okD;ksa dks lgh <ax ls is”k djus dh t:jr gksrh gSA Hkk’kk ds ekSf[kd vkSj fyf[kr :i esa O;kdj.k dk mi;ksx 
djuk Hkk’kk esa lVhd cukrk gSA

'kCnkoyh

dksbZ Hkh O;fDr fcuk “kCnkoyh ds vius fopkjksa vkSj lapkj dks fyf[kr o ekSf[kd nksuksa rjhdksa ls izHkko”kkyh ugha dj ldrk 
gSA fcuk “kCnkoyh ds dqN Hkh tkudkjh ugha nh tk ldrh gSA blfy,] vaxzsth ;fn vkidks vaxzsth ds “kCnksa dh tkudkjh 
ugha gS rks u rks vki vaxzsth cksy ik;saxs vkSj uk gh fy[k ik,saxsA

mPpkj.k

vkids ckr djrs le; mPpkj.k vkidh Hkk’kk dks Li’V cukrk gSA ;g /ofu izfØ;k ds lkFk Mhy djrk gS] tks tqM+s gksrs 
gSa& O;kdj.k ds ?kVdksa ls cus rRoksa vkSj fl)karksa tks Hkk’kk esa /ofu vkSj iSVuZ dk cnyko djrs gSaA mPpkj.k “kCnksa dks 
fo”ks’k Hkk’kk esa cksyrs le; mldks Li’V :i iznku djus dk Kku gSA cksyrs le;] laokn izfØ;k dks vklkuh ls le>us 
esa mPpkj.k egRoiw.kZ Hkwfedk fuHkkrk gSA

izokg

Bhd izdkj ls o fcuk #ds cksyus dh {kerk dks izokg ds :i esa ifjHkkf’kr fd;k tk ldrk gSA izokg dk eryc gS& fcuk 
fdlh f>>d] nksgjko o lq/kkj ds lkekU; xfr ls cksyrs jgukA /kkjkizokgh gksus ds fy,] fQyj “kCnksa tSls& ^esjk eryc^] 
^rqe tkurs gks^] ^mEEEe^] vkSjjjjj^] ^vkg^ vkfn dk iz;ksx u djsaA

'kkjhfjd Hkk"kk

“kkjhfjd Hkk’kk ds varxZr “kjhfjd Hkko] b”kkjs] psgjs ds Hkko vkSj vkokt+ ds Lrj vkfn tSlh ckrsa “kkfey gaSA “kjhj ds 
gko&Hkko dk gekjs cksys x, “kCnksa ds lkFk rky&esy gksuk pkfg, vU;Fkk og nwljs O;fDr dks Hkzfer dj ldrh gSaA

ldkjkRed gko&Hkko gekjs “kCnksa ds leFkZu esa egRoiw.kZ gksrs gaS vkSj lqfuf”pr djrs gSa fd gekjk lans”k lgh le>k x;k gSA

cksyus dh xfr

;fn cksyus dh nj lkekU; ls de gS rks ;g ckrphr dks #fpghu cuk ldrh gSA ges”kk e/;e xfr ls o lkekU; vkokt 
esa cksysaA ,d vf/kdkjh dks vius cksyus dh nj dks xzkgd ds cksyus dh nj ds vuqdwy j[kuk pkfg,A

1. ,d lhlhbZ ds fy, “kjhfjd Hkk’kk dk Kku gksuk D;ksa vko”;d gksrk gS\

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

vH;kl
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vkbZ] eh] ekblSYQ

 ● viuh d{kk esa tksM+s ls cSBsaA

 ● gj tksM+s esa ls fdlh Hkh ,d dks viuh ilanhnk pht ds Åij yxkrkj fcuk :ds 2 feuV rd cksyuk gS] gkykafd og 
dqN “kCnksa dk mi;ksx ugha dj ldrk gSa% eSa] eq>s] esjk] esjh] eq>dksA

 ● Jksrk vkSj oDrk nksuksa i{kksa dks fdlh Hkh rjg ds iz”u djus dh vuqefr ugha gSA

 ● Jksrk dks fdlh Hkh rjg ds psgjs ds Hkko tSls& fgyuk] vius lj dks fgykuk] g¡luk dks ugha djuk gSaA

,d fo"k; pqusa

 ● gj fdlh dks pqus x, fo’k; ij 1 feuV rd cksyuk gSA vius fopkjksa dks cksyus ls igys vkidks mlls igys fiNys 
O;fDr ds fopkjksa dk la{ksi djuk gksxkA gkykafd] bl pj.k esa ;fn dksbZ xyrh djrk nsrk gS vkSj lkjka”k esa :d tkrk 
gS] rks mldks ppkZ ls ckgj gks tkuk gksxkA var esa vkeus&lkeus nks O;fDr;ksa ds jg tkus ;k fo’k; ds lekIr gksus ij 
ppkZ lekIr gks tk,xhA

2. cksyus ds fdUgha ik¡p ?kVdksa dks fy[ksaA

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

xfrfof/k

fVIi.kh

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________
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6-3-1 i<+us dk dkS’ky

i<+us dk dkS’ky D;k gS\

i<+us dk eryc fo”ks’k {kerk gS] ftlls ,d O;fDr Lora= :i ls i<+ ldrk gS rFkk fyf[kr lans”kksa ds ek/;e ls ckrphr 
dj ldrk gSA

 ● VSfjQ] vkWQj vkSj ;kstuk ls lacaf/kr MsVk i<+uk gksrk gSA

 ● nSfud] lkIrkfgd vkSj ekfld fjiksVZ i<+uh gksrh gSA

 ● nSfud] lkIrkfgd vkSj ekfld fjiksVZ dk fo”ys’k.k djuk vkSj le>ukA

 ● usV iksVZy ds ek/;e ls laxBu }kjk nh tkjh ubZ lsokvksa vkSj mRiknksa ds ckjs esa tkudkjh i<+ukA

 ● czks'kj vkSj ise¶ysV dks i<+dj vius vki dks viMsV j[kukA

vPNs i<+us ds dkS’ky ds fy, rduhd

izHkkoh :i ls i<+us dh fuEu rhu rduhd gSa%

 ● LdSfuax

 ● Ldhfeax

 ● foLrkjiwoZd i<+uk

LdSfuax% LdSfuax dk iz;ksx fdlh Hkh nLrkost esa ls fo”ks’k tkudkjh dks izkIr djus ds fy, fd;k tkrk gSA LdSfuax djus 
ds fy,] dsoy vko”;drkuqlkj p;u dh xbZ tkudkjh dks gh i<+k tkrk gS] ysfdu bls /;kuiwoZd djuk gksrk gSA ,d 
ckj vko”;d tkudkjh dks <wa< ysus ds ckn rqjar gh i<+uk can dj nsaA LdSfuax ,d Rofjr i<+us dk rjhdk gS] ftlesa gj 
VsDLV esa nh xbZ tkudkjh dks foLrkj ls ugha ns[k tkrk gSA

Ldhfeax% Ldhfeax Hkh LdSfuax dh rjg gh tYnh i<+us dk rjhdk gSA LdSfuax ds foijhr] Ldhfeax dk y{; ,d cM+s p;fur 
fgLls esa ls eq[; fcanqvksa dks tkuuk gksrk gS] uk fd ,d fo”ks’k iz”u dk mRrj nsukA tc vki nw/k dks feykrs gS] vki VkWi 
ds lcls loksZRre Hkkx dks ysrs gSA oSls gh] tc vki fdlh iSlst dks i<+rs gS] vkidks mlesa ls lcls vko”;d tkudkjh 
dks fudkyuk gksrk gSA ,d iSlst dh Ldhfeax djus dk lcls lh/kk rjhdk mlds lcls igys vkSj vkf[kjh ds vuqPNsn 
dks iw.kZ :i ls i<+uk vkSj chp esa vfrfjDr fn, x, vuqPNsnksa dh igyh ykbu dks i<+uk pkfg,A ,slk djus ij vkidks 
iSlst dh Fkhe ds ckjs esa irk yx tk,xkA

foLrkjiwoZd i<+uk% /;ku ls i<+uk ;k foLrkjiwoZd i<+us dh uhfr vkerkSj ij iz;ksx fd;k tkrk gSA i<+us dh ;g izfØ;k 
dkQh ean gksrh gS] ftlesa iSlst ds izFke okD; ls ysdj vafre okD; rd i<+k tkrk gSA tc vki foLrkjiwoZd i<+ jgs gksrs 
gSa rks vkidks gj okD; dks i<+uk iM+rk gS] ysfdu vkidks gj “kCn ds vFkZ dks tkuus dh dksf”k”k ugha djuh pkfg,A dbZ 

;wfuV 6-3% i<+us vkSj le>us dk dkS’ky

bl ;wfuV ds lekIr gksus ds ckn] vki dj ik,axs%

1. i<+us vkSj le>us ds dkS”ky dh vo/kkj.kk vkSj mlds egRo dks le>uk

;wfuV ds mn~ns';
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okD;ka’k 1

vkbZ-lh-Vh- ¼buQkWjes”ku vkSj dE;wfuds”ku VsDuksykWth½ m|ksx dh ekdsZV lcls lfØ; vkSj xfr”khy cuh gqbZ gSA T;knk 
ls T;knk yksx blls tqM+ jgs gSa] ubZ ,Iyhds”ku vkSj lsok,a cu jgh gaS vkSj lalkj esa vkWuykbu vuqHko QSyrk tk jgk gSA 
,d usVodZ ls tqM+s lekt esa jgus ls fuf”pr :i ls jksekapd laHkkouk,a cuh jgrh gSa] ysfdu iz”u ;g gS fd dSls ubZ 
rduhdksa vkSj lsokvksa dk lcls csgrj iz;ksx dj lekt ls tqM+s y{;ksa dks iwjk fd;k tk ldsA bl rsth ls c<+rs fMft+Vy 
okrkoj.k esa] dqN vge lokyksa dks ns”k ds dkuwu dh rRijrk dk vkadyu djus vkSj fu;ked <k¡ps ds fy, lacksf/kr fd;k 
tkuk pkfg, vkSj uhfr fuekZrkvksa ¼ikWfylh esdj½ vkSj fu;kedksa ¼jsxqysVj½ dks vius jk’Vªh; fMftVy ,tsaMk ls ,d&nwljs 
dks tksM+us ds fy, mudh lgk;rk djuh pkfg,A

iz’u%

a. vkbZ-lh-Vh- m|ksx fdl fo’k; ls lacaf/kr gS\

_________________________________________________________________________________________

_________________________________________________________________________________________

b. vkbZ-lh-Vh- m|ksx dh ekdsZV oSf”od Lrj ij vHkh Hkh lfØ; vkSj xfr”khy D;ksa gS\

_________________________________________________________________________________________

_________________________________________________________________________________________

c. usVodZ lkslkbVh esa jgus ds D;k Qk;ns vkSj uqdlku gSa\

_________________________________________________________________________________________

_________________________________________________________________________________________

d. nwjlapkj m|ksx ls tqM+s izeq[k iz”uksa dh igpku ds fy, dkSu ftEesnkj gksrs gSa\

_________________________________________________________________________________________

_________________________________________________________________________________________

okD;ka’k 2

dksbZ Hkh vU; m|ksx VSDuksykWth ls lacaf/kr fct+usl dks bruk Nw ugha ik;k gS ftruk nwjlapkjA ifjHkk’kk ds vuqlkj] blesa 
dsoy ikjaifjd LFkkuh; {ks= ;k yach nwjh dh VsfyQksu lsok gh “kkfey ugha gS cfYd blesa mÙke VSDuksykWth ds }kjk tSls 
ok;jysl lapkj] baVjusV] Qkbcj&vkWfIVDl vkSj lSVsykbV vkfn feyus okys ykHk Hkh “kkfey gSaA VsyhdkWe] gj izdkj ds 
euksjatu ds lkFk xgjs rjhds ls tqM+k gqvk gSA dscy Vh-oh- flLVe tSls& dkWedkLV] LFkkuh; VsfyQksu lsok vkSj mPp 
xfr ds baVjusV ds mi;ksx dh vPNh lqfo/kk ns jgs gSaA VsyhdkWe vkSj dscy lsDVj dk laca/k vkSj Hkh T;knk tfVy gks x;k 
gS D;ksafd iqjkuh laLFkk,a tSls ,-Vh- ,aM Vh-] tks Vh-oh dks vkWuykbu csp jgs gSa vkSj MkWyj ds fy, dscy miHkksDrkvksa ds 
f[kykQ lh/ks izfrLi/kkZ dj jgs gSA

ç'u

a. dkSu lk m|ksx VSDuksykWth fct+usl ds mPp Lrj dks Nw ik;k gS\

_________________________________________________________________________________________

_________________________________________________________________________________________

oDrk i<+rs le; vKkr “kCnksa ds vFkZ dh [kkstus dh dksf”k”k ugha djrs gSaA

fuEu nksuksa okD;ka”kksa dks i<+dj vH;kl dhft, vkSj mlds ckn fn, x, iz”uksa ds mRrj nhft,%
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1. izHkko”kkyh i<+us dh rhu rduhdksa dk o.kZu djsaA

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

2. i<+rs le; Ldhe djus ds rjhdks dks mtkxj djsaA

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

vH;kl

fVIi.kh
_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________
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b. nwjlapkj dh ifjHkk’kk D;k gS\

_________________________________________________________________________________________

_________________________________________________________________________________________

c. dscy Vh-oh- flLVe D;k lqfo/kk ns jgs gSa\

_________________________________________________________________________________________

_________________________________________________________________________________________

d. mÙke VSDuksykWth ij vk/kkfjr dkSu lh lsok,a gaS\

_________________________________________________________________________________________

_________________________________________________________________________________________

e. VsyhdkWe vkSj dscy lSDVj ds chp dk laca/k bruk tfVy D;ksa gks x;k gS\

_________________________________________________________________________________________

_________________________________________________________________________________________
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6-4-1 fy[kus dk dkS’ky

fy[kus dk dkS’ky D;k gS\

fy[kuk lapkj dk ek/;e gS tks lapkj dh Hkk’kk dks ladsrksa o izrhdksa ds ys[k }kjk n”kkZrk gSA

fy[kus ds dkS’ky dk egRo

,d dkWy lsaVj vf/kdkjh ds :i esa vki dke djrs le; vius ys[ku dkS”ky dk iz;ksx esy fy[kus] fjiksVZ rS;kj djus o 
izHkkoh :i ls lapkj esa djsaxsA ,d lhlhbZ gksus ds ukrs] vkids vanj izHkko”kkyh ys[ku dkS”ky dk gksuk egRoiw.kZ gksrk gS 
D;ksafd vkidks laxBu esa vU; yksxksa ds lkFk esy ;k fyf[kr fjiksVZ ds ek/;e ls lapkj djuk gksrk gSA laf{kIr ys[ku “kSyh 
ds fy,] vuko”;d “kCnksa ds iz;ksx ls cpsa] tgka t:jh gks okD;ksa dks tksM+sa rFkk ,d vPNs rjhds ls okD;ksa dks O;ofLFkr djsaA

mnkgj.k ds fy,% ^^gekjk mn~ns”; fcØh c<+kuk gSA fo”ks"kr% mn~ns”; ;g gS fd ge vxys ik¡p lkyksa esa ,d lQy O;olk;h 
cudj fcØh dks nksxquh djsaA** blds LFkku ij] ^^gekjk mn~ns”; vxys ik¡p lkyksa esa fcØh dks nksxquk djuk gSA** cksy 
ldrs gSaA

,d xzkgd lsok vf/kdkjh gksus ds ukrs vki%

 ● ;kstuk cuk;sa] laxfBr djsa vkSj fy[ksaA

 ● lqfuf”pr djsa fd D;k egÙoiw.kZ gSA

 ● lhvkj,e@,e,l ,Dlsy esa xzkgd ds lkFk gqbZ ppkZ dks lVhd vkSj iw.kZ fy[ksaA

 ● fcuk fdlh O;kdj.k xyrh ds okD;ksa dks rS;kj djsaA nwljs foHkkxksa }kjk “kh?kz o ljy fo”ys"k.k ds mi;ksx ds fy, 
Li’V o iw.kZ uksV rS;kj djsaA

1. ,d lhlhbZ ds fy, fy[kus dk dkS”ky D;ksa egRoiw.kZ gS\

__________________________________________________________________________________________

__________________________________________________________________________________________
__________________________________________________________________________________________

__________________________________________________________________________________________
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7- dkWy djuk o mBkuk

;wfuV 7-1 & ifjp;

;wfuV 7-2 & dkWy djuk o mBkuk
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bl ekWM~;wy ds lekIr gksus ds ckn] vki dj ik,axs%

1. buckmaM o vkmVckmaM dkWy dh vo/kkj.kk dks le>uk

2. dkWy djus o lquus dh vo/kkj.kk o egRo dks le>uk

eq[; f'k{kk
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7-1-1 buckmaM o vkmVckmaM dkWy dh le>
buckmaM

buckmaM dkWYl os dkWYl gSa tks dkWy lsVj esa vkrh gSaA bldk eryc ;g gqvk fd ,tsaV dkWy lsaVj ds ckgj dkWy ugha 
dj ldrk] cfYd ftu xzkgdksa us fn;s x;s uEcjksa ij dkWy fd;k gS mudh dkWy dks lqurk gSA mnkgj.k ds fy,% ,d 
O;fDr oksMkQksu dks dkWy djds vius fcy dh tkudkjh ysrk gSA bl fLFkfr esa ,tsaV ml O;fDr dh dkWy lqu rks ldrk 
gS ijarq Lo;a mldks okil dkWy ugha dj ldrk gSA

vkmVckmaM

vkmVckmaM dkWYl os dkYl gSa tks dkWy lsaVj ls fdlh O;fDr ds ?kj ;k n¶rj esa dh tkrh gSaA ,tsaV dks Qksu uacjksa dh 
,d lwph nh tkrh gSA bu uacjksa ij ,tsaV dks dkWy djds viuh daiuh dh lfoZl ds ckjs esa crkuk gksrk gSA mnkgj.k ds 
fy,%& dkWy lsaVj ls fdlh O;fDr dks Qksu djds chek ikWfylh cspukA

1. buckmaM dkWy D;k gS\
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2. vkmVckmaM dkWy D;k gS\
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;wfuV 7-1% ifjp;

bl ;wfuV ds lekIr gksus ds ckn] vki dj ik,axs%

1. buckmaM o vkmVckmaM dkWy dh vo/kkj.kk dks le>uk

;wfuV ds mn~ns';
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7-2-1 dkWy 'kq: djuk

 ● dkWy djrs le; eqLdqjk,aA xzkgd ls ckr djrs le; vkidh [kq”kh dk vkHkkl mls vkids cksyus ls gksxkA

 ● xzkgd dk vfHkoknu djsa tSls%& xqM ekWfuZax] xqM vk¶Vjuwu o xqM bZofuaxA

 ● ftl Hkk"kk esa xzkgd ckr dj jgk gS mlh Hkk"kk esa ckr djsaA ;fn vfHkoknu ds ckn xzkgd fgUnh esa ckr djrk gS rks 
vki Hkh fganh esa gh ckr djsaA

dkWy djuk

dLVej ds;j ,fXt+D;wfVo ¼xzkgd lsok izfrfuf/k½ ds ikl dkWy djus ds fofHkUu dkj.k gksrs gSaA ;g eq[;r% nks izdkj dh 
dkWy djrk gS%&

 ● orZeku xzkgd dks dkWy djukA

 ● fdlh laHkkfor xzkgd dks dkWy djds mls daiuh ds mRikn o lsokvksa ds ckjs esa crkukA bls ̂ Vsyh ekdsZfVax^ Hkh dgrs gSaA

dkWy djus dh izfØ;k

/;ku j[kus ;ksX; rhu P’s%& Prepara�� ¼rS;kjh½] Planning ¼;kstuk½ o Purpose ¼mn~ns”;½A

rS;kjh

 ● ekufld :i ls ltx jgsa o dkWy ij /;ku nsaA

 ● gSaMlsV dks Bhd izdkj ls yxkdj j[ksaA

 ● ;g lqfuf”pr dj ysa fd vkidk Qksu vkidh igq¡p esa gSA

 ● ges”kk isu o dkxt vius ikl j[ksa rkfd vki ckr djrs gq, uksV Hkh dj ldsaA

 ● vkids ikl xzkgd dk uke] Qksu uEcj o ckdh tkudkjh gksuh pkfg,A ¼;g tkudkjh MsVkcsl ;k yhM “khV ls fey 
ldrh gS½

;kstuk

dkWy djrs le; dLVej ds;j ,fXt+D;wfVo fuEufyf[kr ckrksa dks /;ku esa j[ka%

 ● ueLdkj djsaA

 ● viuk uke crk,aA

 ● daiuh dk uke crk,a

 ● xzkgd ls iwNsa fd D;k og vHkh ckr dj ldrk gS] tSls% ^^D;k ;g le; ckr djus ds fy, mfpr gS\^^

 ● vkxs dh ckr rHkh “kq: djsa tc xzkgd vkidks vuqefr nsA 

mn~ns”;% xzkgd dks dkWy djus dk dkj.k crk;sa fd vkius mls Qksu D;ksa fd;k gS vkSj lqfuf”pr djsa fd xzkgd vkids 
dkWy djus dk mn~ns”; le> pqdk gSA

;wfuV 7-2% dkWy djuk o mBkuk

bl ;wfuV ds lekIr gksus ds ckn] vki dj ik,axs%

1. dkWy djus o lquus dh vo/kkj.kk o egRo dks le>uk

;wfuV ds mn~ns';
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7-2-2 dkWy dk tcko nsuk

 ● rhljh ?kaVh ctus ls igys Qksu mBk;saA

 ● xzkgd dks ueLdkj djds mldk vfHkoknu djsa] u fd gSyks cksydjA

 ● xzkgd dh ckr /;ku ls lqusa] chp esa n[kyvankth u djsaA

 ● Li"V cksysa vkSipkfjd Hkk"kk dk iz;ksx djsaA

 ● t:jr iM+us ij dkWy gksYM djsaA ykbu pkyw j[kdj Qksu u NksM+saA

 ● xzkgd dks tYnh ls mÙkj nsus dh dksf”k”k djsaA

gksYM djus dh izfØ;k

fcuk vko”;drk ds Qksu gksYM u djsaA dkWy gksYM djus ls igys fuEufyf[kr ckrksa dk /;ku j[ksa%&

 ● dkWy gksYM djus ls igys xzkgd ls mldh vuqefr ysaA tSls%& ^D;k eSa leL;k dk lek/kku <w¡<us ds fy, vkidh dkWy 
gksYM dj ldrk gw¡A^

 ● xzkgd dks gksYM dh le; lhek crk;saA

 ● dkWy gksYM djus dk dkj.k Hkh crk;saA

 ● nksckjk dkWy ysrs le; xzkgd dks gksYM djus ds fy, /kU;okn nsaA

mnkgj,k ds fy,% **D;k eSa vkidks nks 2 feuV ds fy, gksYM ij j[k ldrk gw¡] ftlls eSa leL;k ds ckjs esa tkudkjh 
,df=r dj ldw¡\”

“feLVj ^d [k x^ D;k eSa vkidks dqN {k.kHkj gksYM ij j[k ldrk gw¡] ftlls eSa vkids vdkmaV dh tk¡p dj ldw¡\”

tc vki okil vk,a rks%

mnkgj.k ds fy,%

 ● feLVj ^d [k x^ /kS;ZiwoZd bUrtkj djus ds fy, /kU;okn!

 ● gksYM ij jgus ds fy, /kU;okn fe- d [k x!

fLØIV dh enn ysuk

1. fLØIV esa fy[ks “kCnksa dks cksyus ls igys vPNh rjg ls le> ysa rkfd cksyrs le; mls vius “kCnksa esa Bhd izdkj ls 
c;ku dj ldsaA

2. xzkgd ls ckr djrs le; ;g tku ysa fd fdl Hkk"kk esa ckr dj jgk gS rFkk mlls mlh dh Hkk"kk esa ckr djsaA

3. fLØIV dks ;kn j[kus ds ctk; mls le>saA

dkWy lekiu

1. xzkgd dh leL;k gy djus ds ckn var esa xzkgd dks /kU;okn nsa mlds ckn Qksu j[ksaA mnkgj.k% ^^vki v c l ls 
ckn dj jgs FksA viuk dherh le; nsus ds fy, /kU;okn! vkidk fnu “kqHk jgsA

7-2-3 buckmaM dkWy ¶yks

iSjkehVj LVSaMMZ ofcZ;kt+

vksifuax xqM ekWfuZax@vk¶Vjuwu@bZofuax] esjk uke ^vcl^ gS] eSa vkidh fdl 
izdkj lgk;rk dj ldrk gw¡\



144

çfrHkkxh iqfLrdk

vkbMsafVfQds”ku 1. lj@eSe] D;k vki blh uacj ds ckjs esa lwpuk ysuk pkgrs gSa 
ftlls vki dkWy dj jgs gSa\

2. D;k eSa vkidk iwjk uke tku ldrk gw¡\

gksYM Jheku d[kx] d`i;k ykbu ij cus jgsa] eS vkidh leL;k dk       
lek/kku <w¡< jgk gw¡A

vugksYM Jheku d[kx] dkWy gksYM djus ds fy, /kU;okn!

fjÝS”k vkidh leL;k ds lek/kku esa dqN vkSj le; yxsxk] D;k eSa vkidh 
dkWy dqN nsj vkSj gksYM dj ldrk gw¡\

flD;ksfjVh Jheku d[kx] lqj{kk ds mn~ns”; ls D;k eSa Sec 1, Sec 2, Sec 3 tku 
ldrk gw¡\

Dyksft+ax Jheku d[kx] ^iQc^ daiuh esa dkWy djus ds fy, /kU;okn!

fp= 7-2-1 buckmaM dkWy dk ¶yks

Call Opening

Listen to the customer

Identification

Paraphrase and Probing

Classify into query, 
Request and complaint

Query

Provide the resolution

Tag the query in CRM

Close the call

RequestRequest

Verification/Security 
check

Raise the Request 
in CRM

Inform TAT and request 
number to the customer

Inform the customer 
regarding short code of 

raising request

RequestComplaint

Appologise the 
customer

Take necessary details 
from the customer

Raise the complaint 
in CRM

Inform TAT and request 
number to the customer

dkWy vksifuax

xzkgd dks lqusa

igpku djuk

O;k[;k vkSj tkap

ç'u] vuqjks/k ;k f'kdk;r              
esa okrkZ dks oxhZd`r djuk

ç'u

lek/kku nsuk

lhvkj,e esa ç'u 
dh ,aVª djuk

dkWy dks lekIr djuk

f'kdk;r

xzkgd ls {kek ekaxs

xzkgd ls vko';d 
lwpuk çkIr djsa

lhvkj,e esa f'kdk;r 
dh ,aVªh djsa

Vh,Vh vkSj lwpuk uEcj 
dh tkudkjh xzkgd dks nsa

vuqjks/k

lR;kiu@ lqj{kk tkap

lhvkj,e esa vuqjks/k 
dh ,aVªh djsa

Vh,Vh vkSj lwpuk uEcj 
dh tkudkjh xzkgd dks nsa

xzkgd dks vuqjks/k djus ds 

fy, 'kkVZ dksM dh tkudkjh nsa
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1. lgh ;k xyr%

a) dkWy gksYM djus dk le; de ls de gksuk pkfg,A

b) dkWy gksYM djus ds ckn vki viuh bPNk ls nksckjk xzkgd ls laidZ dj ldrs gSaA

c) dkWy dks de ls de le; esa lekIr djus ds fy, vki vfHkoknu izfØ;k NksM+dj lh/ks dke dh ckr dj ldrs gSaA

d) dLVej ds;j ,fXt+D;wfVo dks xzkgd dh Hkk"kk esa ckr djuh pkkfg,A

2. dkWy ykWxbu Vkbe dk eryc gS%

a) dkWy fjlho djukA

b) dkWy fjlho djuk] gksYM dk le; rFkk lekIr djukA    

3. ^MsM ,;j^ dk eryc gS%&

a) og le; tc xzkgd viuh leL;k ds lek/kku ds fy, bartkj djrk gSA

b) og le; tc vki xzkgd dh dkWy fjlho djus dk bartkj djrs gSaA

c) ftl le; vki xzkgd ls ckr dj jgs gSaA

4. ,,pVh dk eryc gS%&

a) dkWy gksYM ds ckn dk le;

b) dkWy fjlho dk vkSlr le;

c) dkWy gksYM dk vkSlr le;

5. gksYM dh xbZ dkWy fQj ls fjlho djus ij] xzkgd dks ------------------------------------- nsa rFkk ykbu ij cus jgus ds fy, mlds 
/kS;Z dh ljkguk djsaA
_________________________________________________________________________________________
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8- D;wvkjlh dk lek/kku

;wfuV 8-1 & ifjp;

;wfuV 8-2 & lR;kiu

;wfuV 8-3 & D;wvkjlh dk lek/kku

;wfuV 8-4 & dkWy dks vkxs c<+kuk ¼,Ldsys'ku½



148

çfrHkkxh iqfLrdk

bl ekWM~;wy ds lekIr gksus ds ckn] vki dj ik,axs%

1. dkWy lsaVj esa xzkgdksa }kjk dh xbZ fofHkUu izdkj dh dkWyksa ds ckjs esa tkuuk

2. dkWy lsaVj esa iwNrkN ds fy, vkus okyh dkWyksa ds ckjs esa tkuuk

3. f”kdk;r o muds lek/kku dh vo/kkj.kk o muds egÙo dks le>uk

4. lR;kiu ¼oSfjfQds”ku½ ds rjhdksa dks le>uk

5. xzkgd dh D;w vkj lh dk lek/kku djuk

6. ,Ldsys”ku dh fof/k dks le>uk

eq[; f'k{kk
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8-1-1 ifjp;

8-1-2 dkWy lsaVj esa fofHkUu izdkj dh dkWysa

8-1-3 iwNrkN ;k DoSjh

dkWy lsaVj esa dke djus okys dLVej ds;j ,fXt+D;wfVo ¼lhlhbZ½ dk eq[; dk;Z xzkgdksa }kjk mRiknksa o lsokvksa ds ckjs esa 
dh xbZ iwNrkN dk lek/kku o muds iz”uksa ds mÙkj nsuk gSA dkWy lsaVj esa lhlhbZ gh xzkgd o daiuh ds chp dh laidZ 
dM+h gSA og xzkgd ds lkFk laidZ cukus esa vge Hkwfedk fuHkkrs gSaA

dkWy lsaVj ds izdkj

dkWy lsaVj esa lkekU;r% rhu dkj.kksa ls dkWy gksrh gSa%&

 ● iwNrkN ¼DoSjh½

 ● fuosnu ¼fjDoSLV½

 ● f”kdk;r ¼daEIysaV½

iwNrkN dk eryc gS fdlh izdkj dh tkudkjh ;k iz”u ls gSA xzkgd DoSjh ds ek/;e ls gekjh lsokvksa o vius vdkÅaV 
laca/kh tkudkjh ysrs gSaA

dkWy lsaVj esa gksus okyh lkekU; DoSjh

dkWy lsaVj esa xzkgdksa }kjk dh tkus okyh lkekU; DoSjh fuEufyf[kr gSa%&

 ● cSysal ;k fcy dh tkudkjhA

 ● ,dkÅaV laca/kh tkudkjhA 

 ● oSY;w ,sMsM lfoZl dh tkudkjhA

 ● VSfjQ o fjpktZ ls lacaf/kr tkudkjhA

;wfuV 8-1% ifjp;

bl ;wfuV ds lekIr gksus ds ckn] vki dj ik,axs%

1. dkWy lsaVj esa xzkgdksa }kjk dh xbZ fofHkUu izdkj dh dkWyksa ds ckjs esa tkuuk

2. dkWy lsaVj esa iwNrkN ds fy, vkus okyh dkWyksa ds ckjs esa tkuuk

3. f”kdk;r o muds lek/kku dh vo/kkj.kk o muds egÙo dks le>uk

;wfuV ds mn~ns';

About this book
This Participant Handbook is designed to enable training for the specific Qualification Pack(QP). Each 
National Occupational (NOS) is covered across Unit/s.

Key Learning Objectives for the specific NOS mark the beginning of the Unit/s for that NOS. The 
symbols used in this book are described below.

…..

…..

Participant Handbook

vi

Symbols Used

Steps Unit
Objectives

Key Learning
Outcomes

Notes

Practical Exercise Summarize



150

çfrHkkxh iqfLrdk

xzkgd dh f”kdk;rksa dks muds lek/kku ds vk/kkj ij oxhZ—r fd;k tk ldrk gS%

1. xzkgd dkWy djds dgrk gS fd og vius Qksu ls dkWy ugha dj ik jgk gS rks ;g ,d izdkj dh 
f”kdk;r gSA ,tsaV pSd djds crkrk gS fd muds Qksu esa i;kZIr cSysal ugha gSA xzkgd larq"V gksdj 
dkWy lekIr djrk gSA vr% ;g ,d DoSjh gSA

2. xzkgd dkWy djds dgrk gS fd ,e,e,l dke ugha dj jgk gS rks ;g ,d f”kdk;r gSA ,tsaV ds 
pSd djus ij irk pyrk gS fd xzkgd ds Qksu dh lsfVax Bhd ugha gSA og xzkgd ds Qksu dh lsfVax 
Bhd djus esa mldh enn djrk gS rFkk dkWy lekIr dj nsrk gSA bl izdkj ;g ,d DoSjh gSA

uksV%& ,tsaV dks xzkgd dh DoSjh o mldk lek/kku lhvkj,e esa fy[kuk pkfg,A

8-1-4 fle@fiu@ih;wds lacaf/kr lwpuk

fiu ¼ilZuy vkbMsafVfQds”ku uacj½ fle dkMZ dks nh xbZ fo”ks"k la[;k gSA ;g eksckby ij dk;Z djrk gSA ;g uacj 4 vadksa 
dk gksrk gS ftls vki vius fle dkMZ ij lsV dj ldrs gSaA uacj lsV djus ds ckn tc Hkh eksckby dks “kq: fd;k tkrk 
gS] gesa fiu uacj mlesa Mkyuk iM+rk gSA ;fn fiu 3 ckj xyr Mkyk x;k gS rks eksckby esa ih;wds ¼ilZuy vuykWd dksM½ 
uacj Mkyuk iM+rk gSA ih;wds dLVej ds;j izkIr fd;k tk ldrk gSA eksckby esa vxj ih;wds 10 ckj xyr Mky fn;k 
tkrk gS rks fle CykWd ;k vo:) gks tk,xk ftls ekewyh “kqYd nsdj cnyk tk ldrk gSA fle cnyus ij Hkh oSfyfMVh 
vkSj cSysal igys tSls gh jgrs gSaA xzkgd iqjkus Qksu uacj izkIr dj ldrk gS ;fn mudk cSdvi igys ls gh fy;k x;k 
gksA ;fn fle dksM [kks x;k gks rks iqjkuk uacj okil ugha izkIr fd;k tk ldrk gSA 

8-1-5 xzkgd dk fuosnu ;k fjDosLV
fuosnu ds }kjk xzkgd fdlh mRikn ;k lfoZl ds ckjs esa tkuus dh dksf”k”k djrk gSA xzkgd ds }kjk dh xbZ fjDosLV ds 
fuEufyf[kr izdkj gks ldrs gSa%&

 ● fjDosLV vksiu

 ● fjDosLV lsYQ&DyksT+M

fjDosLV vksiu

blds varxZr ,tsaV xzkgd ds fuosnu ds vk/kkj ij dke djrk gS rFkk mls egRRoiw.kZ tkudkjh nsrk gSA tSls] fdlh fo”ks"k 
izdkj dh ykxw lsok dks can djuk tks lkekU;r% xzkgd ds }kjk ugha dh tk ldrh gSA

mnkgj.k%& xzkgd dkWy lsaVj ij dkWy djrk gS rFkk ,tsaV ls VSfjQ Iyku cnyus ds fy, fuosnu djrk 
gSA ,tsaV xzkgd dks crkrk gS fd ;g Iyku vxyk fcy tek djus ds ckn gh cnyk tk ldrk gSA bl 
izdkj dh fjDosLV dks vksiu dgk tkrk gS D;ksafd ,tsaV vius vki esa VSfjQ Iyku ugha cny ldrk gSA
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fjDosLV lsYQ&DyksT+M

bl fjDosLV ij ,tsaV vkWuykbu dke djrk gS rFkk fofHkUu izdkj dh lsok,a iznku djrk gS tSls%

1. osaMj fyad ds }kjk lsokvksa dks can djukA

2. osaMj fyad ds }kjk lsokvksa dks “kq# djukA

mnkgj.k%& xzkgd dkWy lsaVj ij dkWy djds ,tsaV ls vius uacj dh dkWyj V~;wu can djus dk fuosnu 
djrk gSA ,tsaV xzkgd dk fuosnu Lohdkj djrk gS rFkk dkWyj V~;wu dh lsok can dj nsrk gSA vr% 
;g fjDosLV lsYQ DyksT+M gSA

8-1-6 xzkgd dh f'kdk;rsa ¼dEIysaV½
tc xzkgd daiuh dh lsokvksa dk miHkksx djus esa dqN leL;kvksa dk lkeuk djrk gS rks og lkekU;r% dkWy lsaVj esa dkWy 
djds f”kdk;r djrk gSA

daIysaV vksiu

fdlh f”kdk;r dks ,tsaV fuEufyf[kr ifjfLFkfr;ksa esa vksiu dk ntkZ ns ldrk gS%&

1. izkIr lsokvksa esa varjA

2. mRiknksa esa nsjh o varjA

3. f”kdk;rksa dks fuiVkus esa nsjhA

4. izfØ;kvksa esa nsjhA

5. YkkHk dk u feyukA 

vksiu daIysaV dk lek/kku dsoy cSd&,aM Vhe ds }kjk gh fd;k tk ldrk gSA

daIysaV lsYQ DyksT+M

fuEufyf[kr ifjfLFkfr;ksa esa ,tsaV fdlh f”kdk;r dks lsYQ Dykst+ dj ldrk gS%&

1. vkWuykbu NwV% lhlhbZ dqN lhekvksa ds varxZr xzkgd dks lsokvksa o mRiknksa ij NwV ns ldrk gS tSls] ;fn dksbZ xzkgd 
fcy nsjh ls feyus ds dkj.k fcy Hkqxrku ij vkfFkZd naM ugh nsuk pkgrk gS rks ,slh fLFkfr esa lhlhbZ mls NwV ns 
ldrk gSA

2. fu;ksftr can% ;fn fdlh {ks= esa rduhdh [kjkch@uohuhdj.k ds dkj.k dksbZ Vhe dke dj jgh gS rks ml {ks= esa 
usVodZ fu;ksftr can gSA ,slh fLFkfr esa dkWy vkus ij ,tsaV xzkgd dks ifjfLFkfr ls voxr djkrk gS rFkk daIysaV 
Dykst+ dj nsrk gSA

3. fo”ks"k fjpktZ ij ykHk u feyus dh f”kdk;r% 500 : ds fjpktZ ij 50 :i;s T;knk dk YkkHk feyuk Fkk ijarq xzkgd 
dh f”kdk;r ds vuqlkj mls ;g ykHk ugha feyrk gSA cSd,aM ls irk pyrk gS fd ftlus Hkh ml fjpktZ Ldhe ds 
nkSjku fjpktZ djok;k Fkk] muesa ls fdlh dks Hkh ;g ykHk ugha feyk gS vkSj vkus okys lIrkg esa mu lHkh dks ;g ykHk 
fey tk;sxkA ,tsaV xzkgd dks TAT dh tkudkjh nsdj daIysaV Dykst+ dj ldrk gSA
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4. lsokvksa esa ck/kk% ;fn fdlh rduhdh [kjkch dh otg ls 3G lsok dk bLrseky djus okys xzkgdksa dks jkr ds le; esa 
dqN ijs”kkfu;ksa dk lkeuk djuk iM+ jgk gS vkSj bls gy djus esa ,d lIrkg dk le; yxsxkA bl fLFkfr esa ,tsaV 
xzkgd dks TAT dh tkudkjh nsdj daIysaV Dykst+ dj ldrk gSA

xzkgd dh f'kdk;rksa ls fuiVuk

xzkgdksa dh f”kdk;rksa ls fuiVus ds fy, dqN eq[; fcUnq fuEufyf[kr gSa%

 ● xzkgd dh ckr /;ku ls lqusaA

 ● viuh ckr lgh <ax esa O;Dr djsaA

 ● xzkgd dh f”kdk;r ds laca/k esa mlls ekQh ekaxsaA

 ● xzkgd dk vkHkkj O;Dr djsaA

 ● xzkgd dks ;g Hkh crk;sa fd mldh f”kdk;r dks vki fdl izdkj gy djsaxsA

 ● xzkgd dks /kU;okn nsaA

 ● xzkgd viuh f”kdk;r dks ysdj vkosf”kr gks ldrk gS rFkk og vuqfpr cksy ldrk gSA /;ku jgs fd og ijs”kku gS 
blfy, og ,slk dj jgk gS vr% bls O;fDrxr u ysaA

 ● tc rd xzkgd viuh iwjh ckr u dg ns rc rd /;ku ls o “kkUr gksdj mldh ckr lqusaA

 ● xzkgd dh larqf"V dk /;ku j[ksaA

1. lgh ;k xyr\

a) lHkh fuosnu lhlhbZ }kjk lsYQ Dykst+ fd;s tk ldrs gSaA

b) ;fn xzkgd vius uacj ij ,e,e,l lsok pkyw djkuk pkgrk gS rks ,tsaV bls f”kdk;r dh rjg ntZ djsxkA

2. vxj dksbZ fp<+k gqvk xzkgd dkWy lsaVj ij f”kdk;r djs rks lhlhbZ dks%

a) mls lgkuqHkwfr fn[kkdj Qksu gksYM djus dks dgsa rFkk mldh leL;k gy djkus ds fy, lqijokbt+j dks cqyk;saA

b) iz”u djsaA

c) Qksu dkV nsaA

3. buesa ls dkSu lh f”kdk;r] fuosnu ;k DoSjh gS%

a) xzkgd ds usVodZ esa fnDdr gSA

b) xzkgd ubZ lsokvksa ds ckjs esa tkuuk pkgrk gSA

c) xzkgd viuh dkWyj V~;wu cnyuk pkgrk gSA

d) xzkgd xqLls esa gSA og crkrk gS fd mlus dksbZ dkWyj V~;wu vius Qksu esa ugha yxokbZ gS] ftlds fy, mlds 
cSysal esa mlds 30 :i;s dkV fy, x;s gSaA 

4. dksbZ ,slk mnkgj.k nsa ftlesa vkius dHkh dqN iwNus ds fy, fdlh dkWy lsaVj esa dkWy fd;k gksA lhlhbZ ls dh xbZ 
okrkZ dh tkudkjh vius lgdehZ dks nsaA

_________________________________________________________________________________________

_________________________________________________________________________________________

vH;kl
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jksy Iys

1. ,d izfrHkkxh dks xzkgd cuk;sa tks ekfld fcy dh Ldheksa ds ckjs esa tkuuk pkgrk gSA

2. nwljk izfrHkkxh lhlhbZ cus ftls xzkgd dh t:jrksa dk Kku gksuk pkfg,A xzkgd lhlhbZ ls mldk eghus dk Iyku 
Hkh cnyus dk fuosnu djsxkA

3. ckdh lHkh izfrHkkxh bl izfØ;k dks ns[ksa rFkk xzkgd o lhlhbZ ds chp gksus okyh ckr dks fy[ksaA

xfrfof/k

fVIi.kh
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8-2-1 lR;kiu ¼oSfjfQds'ku½
xzkgd dk lR;kiu

ge lHkh us dHkh u dHkh xzkgd lsok dsUnz esa fdlh izdkj dh iwNrkN ;k f”kdk;r ds fy, dkWy fd;k gksxkA ge izk;% 
ns[krs gSa fd lhlhbZ ges”kk gekjh igpku ds ckjs esa iwNrk gSA

dkWy dk lR;kiu D;ksa vko”;d gS\

xzkgd dk lR;kiu lhlhbZ o mlds chp gksus okyh ckrsa] tkudkjh o lsokvksa dks lqjf{kr djus ds fy, fd;k tkrk gSA 
mnkgj.k% ,tsaV fcuk oSfjfQds”ku ds xzkgd ds Qksu ij dksbZ lsok pkyw dj nsrk gS vkSj xzkgd dks bldk rc irk pys 
tc og bldk fcy Hkqxrku djs tc mlesa lsok dk “kqYd tqM+k gksA

xzkgd dk lR;kiu og fof/k gS ftlesa lhlhbZ fdlh lsok dks “kq: o lekIr djus ls igys daiuh dh rjQ 
ls xzkgd dh lR;rk dh tkap djrk gSA

lR;kiu ds fy, t:jh ifjfLFkfr;ka

fuEufyf[kr ifjfLFkfr;ksa esa lhlhbZ dks xzkgd dk oSfjfQds”ku djuk vko”;d gS%&

 ● cSysal de gksus ijA

 ● ih;wds uacj dh tkudkjhA

 ● lsok “kq# ;k can djus ds fy,A

 ● ch uacj dh lwpukA

 ● fdlh f”kdk;r ;k fuosnu ntZ djrs le;A

lR;kiu dk ekinaM

dksbZ Hkh lsok pkyw ;k cUn djus ds fy, lhlhbZ fuEufyf[kr esa ls dksbZ Hkh iz”u iwNdj xzkgd dh lR;rk dh tk¡p dj 
ldrk gSA

 ● xzkgd dk uke ¼lh vkj ,e ds vuqlkj½

 ● xzkgd dk irk ¼lh vkj ,e ds vuqlkj½

 ● xzkgd ds }kjk fn;k x;k lR;rk dk izek.kA

 ● T;knkrj feyk;k x;k uacjA

 ● fiNyh rhu dkWy ;k eSlst ds uacjA

 ● xzkgd dh tUefrfFkA

;wfuV 8-2% lR;kiu

bl ;wfuV ds lekIr gksus ds ckn] vki dj ik,axs%

1. lR;kiu ¼oSfjfQds”ku½ ds rjhdksa dks le>uk

;wfuV ds mn~ns';
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lgh ;k xyr%

1. lR;kiu }kjk /kks[kk/kM+h ls cpus esa enn feyrh gSA

2. lhlhbZ fcuk lR;kiu] xzkgd ds [kkrs esa dqN Hkh cnyko dj ldrs gSaA

3. ;fn xzkgd fdlh foHkkx dk laidZ uacj ;k ifjpkyu le; iwN jgk gS rks bl ifjfLFkfr esa lR;kiu dh vko”;drk 
ugha gSA

vH;kl

fVIi.kh
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8-3-1 xzkgd dh D;wvkjlh dk lek/kku
 ● xzkgd dh dkWy dks mlds lek/kku ds fglkc ls iwNrkN@fuosnu@f”kdk;r dh rjg djsa u fd xzkgd dh ohvkslh 
ds vk/kkj ijA

 ● xzkgd ls leL;k dk gy fudkyus ds fy, le; ekaxsaA

 ● fdlh f”kdk;r ;k fuosnu dks ntZ djus ls igys xzkgd dks mldk TAT crk;saA

 ● f”kdk;r ;k fuosnu dks ntZ djus ds ckn xzkgd dks mldk jsQjsal uacj crk;saA

 ● xzkgd dh f”kdk;rksa o fuosnuksa dk flLVe dh enn ls Lo;a gy fudkyus dh dksf”k”k djsaA

 ● xzkgd ds [kkrs dh lR;rk dh tk¡p dj ysa rFkk ih;wds laca/kh dkWy Hkh tk¡p ysaA

xzkgdksa ds lkekU; fuosnu fuEufyf[kr gSa%&

 ● fofHkUu izdkj dh lsokvksa dks “kq# ;k can djus dk fuosnuA

 ● Iyku cnyokus dk fuosnuA

 ● izkseks iSd can ;k “kq# djus dk fuosnuA

fLFkfr dks laHkkyuk

1. ,d xzkgd vkids Åij fpYykrk gS D;ksafd og vius eksckby ds usVodZ dh lsokvksa ls [kq”k ugha gSA og igys Hkh 
bl leL;k dh f”kdk;r dj pqdk gS ijarq dksbZ leL;k gy ugha gqbZA og xqLls esa gS rFkk rqjar lek/kku pkgrk gSA

2. xzkgd viuh dkWyj vkbZMh cnyokuk pkgrk gSA vki mls bldh fof/k le>krs gSa ijarq og le> ugha ik jgk gSA
    _________________________________________________________________________________________
    _________________________________________________________________________________________

vH;kl

fVIi.kh
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;wfuV 8-3% D;wvkjlh dk lek/kku

bl ;wfuV ds lekIr gksus ds ckn] vki dj ik,axs%

1. xzkgd dh D;wvkjlh dk lek/kku djuk

;wfuV ds mn~ns';
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;wfuV 8-4: dkWy dks vkxs c<kuk ¼,Ldsys’ku½

8-4-1 ,Ldsys'ku dh fof/k

,Ldsys”ku ls igys lhlhbZ dks xzkgd dh D;wvkjlh dks tkuus o gy djus dh dksf”k”k djuh pkfg,A

 ● xzkgd ds lkFk lgkuqHkwfr ls ckr djsaA

 ● xzkgd dh D;wvkjlh dks /;ku ls le>sa vkSj chp esa n[ky u nsaA

 ● xzkgd dk [kkrk pSd djsa rFkk f”kdk;rksa ls mldk feyku djsaA

 ● xzkgd ls iz”uksa ds ek/;e ls mldh leL;kvksa dks vPNh rjg ls le> ysaA

leL;k dks gy djus ds fy, t:jh dne mBk;saA vxj xzkgd vHkh Hkh eSustj ls ckr djus ds fy, tksj ns jgk gS rks%

 ● xzkgd ls fookn u djsa rFkk dkWy lqijokbt+j dks nsaA

 ● lqijokbt+j dks xzkgd o mldh leL;k ds ckjs esa crk;saA

 ● ;fn le; ij xzkgd dh dkWy ysus fd fy, lqijokbtj mifLFkr ugha gS rks xzkgd dks crk;sa fd nks ?kaVs ds vanj    
izca/ku dk dksbZ lnL; mUgsa dkWy djsxkA

 ● xzkgd dks crk;sa fd vki mldh dkWy lqijokbt+j dks ns jgs gSaA

lgh ;k xyr

a) xzkgd dks dkWy djus ls igys leL;k ;k DoSjh ds ckjs esa tkudkjh vius i;Zos{kd dks ns nuh pkfg,] ftlls mls 
mlds ckjs esa igys ls gh tkudkjh gksA

_________________________________________________________________________________________ 

b) lhlhbZ dks ih;wds uacj xzkgd dks nsus ls igys mlls mldh tUe frfFk ds ckjs esa iwNuk pkfg,A

_________________________________________________________________________________________ 

c) ,LDys'ku D;k lHkh f'kdk;r ds fy, vkbZ dkWy esa vko';d gksrh gSA

_________________________________________________________________________________________ 

d) vkidks xzkgd ds cksyus ds nkSjku mls chp esa jksd nsuk pkfg,A

_________________________________________________________________________________________ 

vH;kl
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1. ,slh dqN fLFkfr;ksa ds ckjs esa crk,a] ftl le; vkidks leL;k dks i;Zos{kd ds ikl Hkstuk iM+rk gSA

_________________________________________________________________________________________

       _________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

2. xzkgd dh DoSjh] vuqjks/k vkSj f'kdk;r dk fuokj.k djus dh fLFkfr;kaA

a) xzkgd f”kdk;r djrk gS fd mldk uacj dke ugha dj jgk gS vkSj mldk Qksu ih;wds uacj ek¡x jgk gSA

_________________________________________________________________________________________

       _________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

b) xzkgd us vius uacj ij Mh,uMh lsok pkyw djkbZ gS ijarq fQj Hkh mls chek daiuh ls dkWy vk jgh gSaA og mUgsa 
izfrcaf/kr djuk pkgrk gSA

_________________________________________________________________________________________

       _________________________________________________________________________________________
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_________________________________________________________________________________________

xfrfof/k

fVIi.kh
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TEL/N0102

9- dLVej fjys’kuf’ki

;wfuV 9-1 & ifjp;

;wfuV 9-2 & xzkgd dh Jsf.k;ka

;wfuV 9-3 & xzkgd dh izfrfØ;k

;wfuV 9-4 & xzkgd larqf’V

;wfuV 9-5 & xzkgdksa dks ubZ lsokvksa dh tkudkjh nsuk
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bl ekWM~;wy ds lekIr gksus ds ckn] vki dj ik,axs%

1. xzkgd ds lkFk dLVej fjys”kuf”ki dh vo/kkj.kk o mlds egRo dks le>uk

2. xzkgdksa ds oxhZdj.k dh vo/kkj.kk o egRo dks le>uk

3. dLVej QhMcSd dh vo/kkj.kk o egRo dks le>uk

4. xzkgd larqf"V dh vo/kkj.kk o egRo dks le>uk

5. u, mRiknksa vkSj lsokvksa dh vo/kkj.kk o egRo dks le>uk

eq[; f'k{kk
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9-1-1 dLVej fjys'kuf'ki

dLVej fjys'kuf'ki ls D;k vfHkizk; gS\

dLVej fjys”kuf”ki fdlh laxBu o miHkksDrk ds chp laidZ gSA dLVej fjys”kuf”ki dks laxBu o miHkksDrk ds chp 
mRikn o lsok,a iznku djus ds fy, LFkkfir fd;k tkrk gSA

,d ,slh fof/k gS ftlds }kjk xzkgdksa ds lkFk vPNs laca/k cuk dj j[ks tk ldrs gSaA

lhvkj,e }kjk xzkgd dh t:jrksa dks le>us esa daiuh dks enn feyrh gSA xzkgd dh t:jrksa dks lQyrkiwoZd o lgh 
<ax ls iwjk djus esa Hkh daiuh dks blls enn feyrh gSA lhvkj,e izfØ;k esa xzkgd] mRikn o lsokvksa dh lwpuk j[kus dh 
vko”;drk gksrh gS ftlds fy, daifu;ka lhvkj,e lkW¶Vos;j dk bLrseky djrh gSaA lhvkj,e ds fuEufyf[kr ykHk gSa%

fgLVªh cukuk

xzkgd }kjk dh tkus okyh [kjhnkjh o lsokvksa ds miHkksx dks lhvkj,e esa ntZ fd;k tk ldrk gS ftls fgLVªh dgk tkrk 
gSA blds vk/kkj ij daiuh xzkgd dh t:jrksa dks le; ls o lQyrkiwoZd iwjk dj ldrh gS] ftlls xzkgd larq"V jgsaxs 
rFkk daiuh dk equkQk c<+sxkA

;wfuV 9-1: ifjp;

bl ;wfuV ds lekIr gksus ds ckn] vki dj ik,axs%

1. xzkgd ds lkFk dLVej fjys”kuf”ki dh vo/kkj.kk o mlds egRo dks le>uk

;wfuV ds mn~ns';
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1. okD;ksa dks iwjk djsa%

a) dLVej fjys”kuf”ki vko”;d gS D;ksafd ______________________________

b) vPNh dLVej fjys”kuf”ki cukus ls xzkgdksa dks eglwl gksxk fd ______________________________

2. vPNh dLVej fjys”kuf”ki cukus ds ik¡p rF; crk,aA

i. ______________________________

ii. ______________________________

iii. ______________________________

iv. ______________________________

v. ______________________________

vH;kl

fVIIk.kh

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

xzkgdksa dk foHkktu

lhvkj,e }kjk xzkgdksa dks mudh t:jrksa ds vk/kkj ij oxhZ—r fd;k tk ldrk gSA blls laxBu dks xzkgd dks nh tkus 
okyh lsokvksa o mRiknksa dk pquko djus esa vklkuh gksrh gS rFkk xzkgd dk laxBu ds izfr fo”okl c<+rk gSA xzkgd ds lkFk 
vPNs laca/k cuk;s j[kus ls xzkgd daiuh ij fo”okl djrs gSa rFkk larq"V jgrs gSaA bldk lh/kk vlj daiuh ds equkQs ij 
gksrk gSA xzkgd daiuh dh iz”kalk djds mldk ;”k o foKkiu c<+krs gSaA ;fn xzkgd ds lkFk vPNs laca/k gSa rks og larq"V 
jgrk gS rFkk nwljs yksxksa dks Hkh daiuh ds ckjs esa ldkjkRed jk; nsrk gSA ftrus T;knk xzkgd daiuh ds ckjs esa vPNk 
cksysaxs mruh gh [;kfr daiuh dks feyrh gSA
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9-2-1 xzkgdksa dk oxhZdj.k

9-2-2 xzkgdksa ds oxhZdj.k dh vko';drk

9-2-3 oxhZdj.k ds Ádkj

orZeku ;qx esa VsyhdkWe daifu;ksa ds ikl vjcksa xzkgd gSaA gj xzkgd dks mldh vko”;drk ds vuqlkj mRikn o lsok 
iznku djuk eqf”dy gksrk gSA mudh t:jrksa ds vuqlkj cuk;s x;s mRikn o lsok dks mu rd igq¡pkus ds fy, daifu;ksa 
us xzkgdksa dh oxhZdj.k dh fof/k dks viuk;k gSA bldk eq[; vk/kkj ysaMykbu o lsyQksu lsok gSaA

xzkgdksa dks muds jgus dh txg] [kpZ djus dk rjhdk] lsokvksa ds izdkj o mudk miHkksx] oSY;w ,sMsM lfoZl vkfn ds       
vk/kkj ij oxhZ—r fd;k tk ldrk gSA ;gka ge lfoZl ds izdkj o muds miHkksx ds fy, vko”;d rF;ksa ds ckjs esa tkusaxsA

VsyhdkWe dEifu;ka vc dbZ rjg ds mRikn o lsok,a iznku dj jgh gaS] xzkgdksa dks ;g lc vuqdwfyr rkSj ij rc rd 
iznku ugha fd;k tk ldrk gS] tc rd ge xzkgdksa dks mudh vko';drkvksa ds vuqlkj uk ckaVs o igpkusA ;g dEiuh 
dh xzkgd dks larq"V djus esa lgk;rk djrk gS vkSj blls lh/ks&lh/ks dks dEiuh dks ykHk gksrk gSA

;wfuV 9-2: xzkgd dh Jsf.k;ka

bl ;wfuV ds lekIr gksus ds ckn] vki dj ik,axs%

1. xzkgdksa ds Jsf.k;ksa dh vo/kkj.kk o egRo dks le>uk

;wfuV ds mn~ns';
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lfoZl ds izdkj

 ● ySaM ykbu

 ● yy eksckby

ySaM ykbu

VsyhQksu] tks rkjksa ds ek/;e ls fdlh bekjr esa yxs gksrs gSaA lkekU;r% budk mi;ksx fuEufyf[kr txgksa ij gksrk gS%

 ● ?kj

 ● vkWfQl

 ● gkWV ykbu

?kj% ?kj esa yxk ySaMykbu Qksu rkj okyk ;k fcuk rkj dk ¼ok;jySl½ gksrk gSA dsoy dqN fo”ks"k daifu;ka gh rkj okyh 
lsok iznku djrh gSa] tSls ,eVh,u,y] ch,l,u,yA vf/kdrj futh daifu;ka] tSls VkVk] fjyk;al] oksMkQksu] ,;jVsy o 
vkbZfM;k ok;jySl lsok iznku djrh gSaA

vkWfQl% vkWfQl esa Qksu dk iz;ksx djus okys xzkgdksa dks dkWiksZjsV dLVej dgk tkrk gSA bu xzkgdks dh dqN fof”k"V t:jrsa 
gksrh gSa] tSls ,d gh Qksu uacj dks vkWfQl esa fofHkUu txgksa ij tksM+ukA ;g uacj 8 ;k 10 vadks dk gks ldrk gSA fofHkUu 
txgksa ij iz;ksx ds fy, ,DlVsa”ku uacj dh vko”;drk gksrh gS tks izR;sd ikWbaV ds fy, vyx gksrk gSA ,DlVsa”ku uacj 
4 ls 7 vadks dk gksrk gSA vkWfQl esa yxh ySaM ykbu dks fp= }kjk n”kkZ;k x;k gSA

fp= 9-2-1 ,DlVsa'ku ds }kjk dkWy VªkalQj djuk

,DlVsa'ku 3

lsaVªy vkWVksesfVM 

iz.kkyh@,d fjlhoj

çeq[k Qksu 
uacj

,DlVsa'ku 2 ,DlVsa'ku 1

gkWV ykbu% ;g lsok vkWfQl ykbu ls tfVy gSA ;g lsok lkekU;r% dLVej lfoZl baMLVªh esa lsYl foHkkx }kjk iz;ksx dh 
tkrh gSA gkWV ykbu uacj dk fuekZ.k Hkh vkWfQl uacj ls dfBu gSA ;g uacj 8 ;k 10 vadks dk gks ldrk gS tks lkekU;r% 
1800 ls “kq# gksrk gSA ;g uacj ohvkj;w ¼okWbl jsLiksal ;wfuV½ uke ds flLVe ls tqM+ gksrk gSA bl ;wfuV esa igys ls dqN 
vkokt fjdkWMZ dh tkrh gSa tks xzkgd dks lfoZl ds fy, dqN fodYi nsrh gSaA muesa ls xzkgd tks Hkh fodYi pqurk gS mlds 
vk/kkj ij dkWy dks fodYi ls lacaf/kr uacj ij Hkst fn;k tkrk gSA lacaf/kr uacj ls tqM+k tks ,DlVsa”ku lcls T;knk nsj 
ls [kkyh gS] ml ij dkWy tksM+ nh tkrh gSA mnkgj.k ds fy,%& vki vcl VsyhdkWe dks 1800123456 ij dkWy djrs gSaA 
;g dkWy ohvkj;w flLVe }kjk mBk;h tkrh gS tks vkidks rhu fodYi nsrh gS%&

1. lfoZl ds fy, 1 nck;sa

2. lsYl ds fy, 2 nck;sa

3. f”kdk;r ds fy, 3 nck;sa

vkids ikl rhu foHkkx gSa ftuesa ls fdlh ,d ls vkids pquko ds vuqlkj vkidh dkWy dks tksM+ fn;k tkrk gS rFkk ml 
O;fDr dks Hkst nh tkrh gS tks lcls T;knk nsj ls [kkyh gSA
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eksckby

eksckby ,d ,slh lsok gS ftldk iz;ksx i`Foh ij dgha Hkh fd;k tk ldrk gSA bl lsok dks fuEu izdkj ls ck¡Vk tk  
ldrk gS%

 ● izh&isM

 ● iksLV isM

 ● izkbosV uacj

izh&isM% izh&isM lsok ,d vklku lsok gSA bl lsok esa xzkgd daiuh dks igys dqN jkf”k nsrk gS] mlds ckn mruh gh jkf”k 
dh dkWy xzkgd dj ldrk gS tksfd mls daiuh }kjk nh xbZ gSA ,d ckj tc xzkgd ml jkf”k dk bLrseky dj ysrk gS 
rks mlds Qksu ij dkWy djus dh lsok can dh nh tkrh gSA og dsoy vkus okyh dkWy o eSlst dk gh ykHk mBk ldrk 
gSA izh&isM lsok ds }kjk xzkgd vius [kpksaZ dks fu;af=r dj ldrk gSA

iksLV isM% iksLV isM dk eryc gS] igys bLrseky djsa] fQj vius miHkksx ds vuqlkj Hkqxrku djsaA xzkgd igys lsokvksa dk 
bLrseky djrk gS rFkk gj eghus ds var esa vius miHkksx ds vuqlkj fcy dk Hkqxrku djrk gSA bl lsok esa] xzkgd ds [kpZ 
izh&isM dh vis{kk T;knk gksrs gSaA bl lsok ds fcy ds Hkqxrku ds fy, miHkksDrk dks ,d lhfer le; lhek nh tkrh gSA 
;fn xzkgd le; lhek ds vanj fcy dk Hkqxrku ugha dh ikrk gS rks mldh lsok,a can dj nh tkrh gSaA

izkbosV ¼futh½ uacj% izkbosV uacj lekt ds fof”k"V oxZ rFkk oh vkbZ ih yksxksa dks fn;s tkrs gSa tks lekt ds fy, yksdfiz; 
O;fDrRo j[krs gSaA bl izdkj ds uacj dh lfoZl vius vuqlkj pquh tk ldrh gS] tSls flQZ pqfuank uacjksa ls vkids uacj 
ij dkWy vk ldrh gSA ;g uacj vke yksxksa ds eksckby ij ut+j ugha vkrk gS rFkk lqj{kk dh n`f"V ls dqN lacaf/kr yksxksa 
ds ikl gh gksrk gSA ,sls uacj ls tc fdlh dks dkWy fd;k tkrk gS rks lquus okys ds Qksu ij ;g uacj fn[kkbZ ugha nsrk 
gSA futh uacj dks i`Foh ij dgha Hkh iz;ksx fd;k tk ldrk gSA bl uacj ij fdlh izdkjdh dksbZ Hkh ikcanh ugha gksrh gSA 
;g lsok vke turk ds fy, ugha gksrh gSA blds fy, iqfyl o ljdkj dh vuqefr vko”;d gSA bl lsok dks ikus ds 
fy, O;fDr dks vf/kd ewY; pqdkuk iM+rk gSA

fp= 9-2-2 ,DlVsa'ku ds }kjk dkWy VªkalQj djuk & izkbe uacj ¼izeq[k uacj½
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lgh ;k xyr

1. ^igys iz;ksx djsa] fQj Hkqxrku djsa^ ,d izh&isM eksckby lsok gSA

2. gkWV ykbu uacj 8 ;k 10 vadks dk dksbZ Hkh lkekU; uacj gks ldrk gSA

3. vkWfQl ykbu ysus ds fy, xzkgdksa dks dkWiksZjsV xzkgd ugha dgk tk ldrkA

4. ?kj dh ySaM ykbu ds fy, rkj okyk dusD”ku gksuk vko”;d gSA

1. xzkgd vkidks dkWy djrk gS] mls ,d u;k izkbZosV uacj pkfg,A vki D;k djsaxs\

       _________________________________________________________________________________________

       _________________________________________________________________________________________

      _________________________________________________________________________________________

      _________________________________________________________________________________________

vH;kl

xfrfof/k

fVIi.kh
_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________
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9-3-1 xzkgd dh izfrfØ;k ¼QhMcSd½

9-3-2 dLVej QhMcSd dk egRo

9-3-3 dLVej QhMcSd ds ykHk

xzkgd ls yh tkus okyh eq[; tkudkjh] tSls mudh lksp] lq>ko o mudk daiuh ds izfr vuqHko dks dLVej QhMcSd 
dgk tkrk gSA

VsyhdkWe daifu;ka dLVej QhMcSd ls ;g tku ldrh gSa fd xzkgd muds mRikn o lsokvksa dks nwljh daifu;ksa dh vis{kk 
D;k ntkZ nsrs gSaA xzkgd dh mEehnksa ij daiuh dh lsok,a o mRikn fdrus [kjs mrjrs gSa ;g tkuus ds fy, dLVej QhMcSd 
cgqr vko”;d gSA mnkgj.k ds fy, & xzkgdksa dks fdlh VsyhdkWe daiuh dk nwljh daiuh dh vis{kk usVodZ dojst T;knk 
ilan gksA bldk eryc gS fd nwljh daiuh dks usVodZ dojst lq/kkjus dh t:jr gSA 

dLVej QhMcSd ls ;g Hkh irk pyrk gS fd daiuh ds deZpkjh xzkgdksa ls dSls is”k vkrs gSaA dLVej QhMcSd ,d izdkj 
dh ekdsZV fjlpZ Hkh gSA mlds }kjk daiuh tku ldrh gS mlds xzkgdksa dks muds iz”uksa o ijs”kkfu;ksa dk gy fey jgk gSA 
blds lkFk gh ;fn dksbZ ,tsaV xzkgdksa ls xyr O;ogkj ;k rjhds ls ckr dj jgk gS rks bldk irk Hkh dLVej QhMcSd 
ds }kjk yxk;k tk ldrk gSA

xzkgd dh lksp

VsyhdkWe baMLVªh ds fy, dLVej QhMcSd vko”;d gS D;ksafd blls daiuh ds mRiknksa o lsokvksa ds ckjs esa xzkgd dh lksp 
dk irk pyrk gSA bl izdkj daiuh dks vykspukvksa ls cpk;k tk ldrk gSA 

csgrj laca/k

tc xzkgdksa dks yxrk gS fd daiuh muds ckjs esa /;ku ns jgh gS rks xzkgd daiuh ij vf/kd fo”okl dj ldrs gSaA tc 
fdlh fctusl esa xzkgd ds vuqlkj cnyko vkrk gS rks xzkgd dks yxrk gS fd daiuh us xzkgd dh lksp dk lEeku fd;k gSA

lLrk lq>ko

dqN daifu;ka ml O;fDr ij cgqr T;knk [kpZ djrh gSa tks ;g lq>ko nsrk gS fd daiuh dks dSls vkxs c<+k;k tk ldrk 
gSA dLVej QhMcSd lcls lLrk O;kikfjd lq>ko gS tks lh/kk xzkgd ls feyrk gSA

;wfuV 9-3: xzkgd dh çfrfØ;k

bl ;wfuV ds lekIr gksus ds ckn] vki dj ik,axs%

1. xzkgd dh izfrfØ;k dh vo/kkj.kk o egRo dks le>uk

;wfuV ds mn~ns';
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T;knk xzkgd

tc dksbZ O;olk; xzkgd QhMcSd ds vuqlkj cnyrk gS rks og c<+rk gS rFkk T;knk xzkgd mlls tqM+us dh dksf”k”k djrs gSaA

ldkjkRed cnyko

fdlh Hkh daiuh dks mldh xyfr;ksa ds ckjs esa crkuk ilan ugha gksrkA dLVej QhMcSd ds }kjk vPNs lq>ko nwljksa rd 
igq¡prs gSa ftldk eryc gS vPNh [;kfr o fctusl esa T;knk iSlk vkukA

le; ij tkudkjh feyuk

vkt ds ;qx esa tgk¡ cgqr lkjs izfr;ksxh gSa] Hkkjr esa VsyhdkWe ekdsZV dks le; ij dLVej QhMcSd ysuk vko”;d gSA blls 
daiuh dks vusd mRiknksa o lsokvksa dks csgrj cukus esa enn feyrh gS ftlls xzkgd larq"V jgrk gSA

9-3-4 QhMcSd ysus dh fof/k

fdlh VsyhdkWe daiuh esa ÝaVykbu LVkQ gh lkjs fnu xzkgdksa ls ckr djrk 
gSA blfy, daiuh ds fy, ;g t:jh gS fd og QhMcSd ys rFkk vius LVkQ 
dks Vªsfuax ns rkfd os vkØked xzkgdksa ds lkFk Bhd ls is”k vk ldsaA QhMcSd 
ysus dh fof/k;ka fuEufyf[kr gSa%&

xzkgd ls mlds ckjs esa tkusa

dLVej QhMcSd fy[kus ls igys xzkgd ls mldh iwjh tkudkjh ysa] tSls 
mldk uke] irk o Qksu uacj vkfnA blls ;g lqfu”fpr gksrk gS fd QhMcSd 
vki mlh xzkgd ds uke ij fy[k ldrs gSaA

iqjkuk QhMcSd pSd djsa

pSd djsa fd xzkgd us igys Hkh bl izdkj dh f”kdk;r dh gS ;k ugha D;ksafd 
dbZ ckj ,slk Hkh gksrk gS fd xzkgd ds Qksu esa leL;k gks ldrh gS] u fd 
lsokvksa esaA blls xzkgd dh leL;k dk lek/kku tYnh gks ldrk gS ftlls 
xzkgd vf/kd larq"V gksrk gSA

QhMcSd@f’kdk;r dk jsQjsal uacj cuk;sa

tc Hkh vki f”kdk;r ;k QhMcSd ntZ dj jgs gSa] daI;wVj ,d jsQjsal uacj 
nsrk gS] ftls xzkgd Hkfo"; esa Hkh bLrseky dj ldrk gSA bldh lgk;rk ls 
xzkgd pSd dj ldrk gS fd mldh leL;k lek/kku gqvk gS fd ughaA blls 
f”kdk;rksa dks fofHkUu oxksaZ esa ck¡Vk tk ldrk gS ftlds vk/kkj ij leL;k dk 
tYn ls tYn lek/kku fd;k tk ldsA

QhMcSd dks xzkgd ds 'kCnksa esa fy[ksa

QhMcSd dks ftruk gks lds] xzkgd ds “kCnksa esa fy[ksaA tks O;fDr ijs”kkuh ls 
xqtj jgk gS dsoy ogh mls Bhd ls c;ku dj ldrk gS rFkk leL;k dks 
foLrkj ls le>k ldrk gSA blls lek/kku fudkyus okyh Vhe dks leL;k 
gy djus esa enn feyrh gSA

xzkgd dks jsQjsal uacj crk;sa

;fn xzkgd dh ijs”kkuh rqjar gy ugha gks jgh gS rks og nksckjk dkWy djsxk fp= 9-3-1 QhMcSd dks fjdkMZ djus dh çfØ;k

lqfuf'pr djsa fd 
QhMcSd lqjf{kr gks xbZ gS

xzkgd dks jsQjsal 
uacj nsa

QhMcSd dk jsQjsal 
uacj cuk,

blh rjg dh QhMcSd 
ysus dk iz;kl djsa

xzkgd dh tkudkjh ysuk

xzkgd ds 'kCnksa esa gh 
QhMcSd dks fy[ksa
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QhMcSd dk jsQjsal 
uacj cuk,

blh rjg dh QhMcSd 
ysus dk iz;kl djsa

xzkgd dh tkudkjh ysuk

xzkgd ds 'kCnksa esa gh 
QhMcSd dks fy[ksa

vkSj viuh leL;k ds gy dh fLFkfr iwNsxkA ;fn og dkWy djds jsQjsal uacj crk nsrk gS rks ,tsaV dks fLFkfr irk djus 
esa vklkuh gksrh gSA bl uacj ls ,tsaV xzkgd dk QhMcSd QkeZ <w¡< ldrk gS rFkk fcuk le; cckZn fd;s xzkgd dk gy 
fudky ldrk gSA

QhMcSd lso ¼lqjf{kr½ djsa

QhMcSd dks lso djuk cgqr gh NksVh lh izfØ;k gS ysfdu ;fn ;g ugha fd;k x;k rks cgqr cM+h leL;k dk lkeuk djuk 
iM+ ldrk gSA dLVej ls iwjh ckr gksus ds rqjar ckn gh QhMcSd dks lso djsaA ;fn ,slk ugha fd;k x;k rks vki xzkgd ds 
}kjk nh xbZ lwpuk [kks nsaxs rFkk mldh leL;k dks gy ugha dj ik;saxsA bl fLFkfr esa xzkgd vkidks nksckjk dkWy djsxk 
ftlls vkidk o xzkgd dk le; cckZn gksrk gSA

f”kdk;r djus okys xzkgd ls ckr djus ds dqN egRRoiw.kZ fcUnq%

 ● xzkgd dk vfHkoknu djsaA

 ● xzkgd dh ckr /;ku ls lqusaA

 ● mldh f”kdk;rksa dks Lohdkj djsaA

 ● ekQh ekaxs o mldk /kU;okn O;Dr djsaA

 ● xzkgd ds }kjk dh xbZ f”kdk;r dks mlls nksckjk ls iwNdj lqfuf”pr dj ysaA

 ● xzkgd dks fo”okl fnyk;sa

xzkgd dk vfHkoknu

xzkgd dk vfHkoknu djds vki ckrphr “kq: dj ldrs gSa rFkk xzkgd dks fo”okl fnyk ldrs gSa fd mldh ckr dksbZ 
lqu jgk gSA

xzkgd dh ckr lquuk

tc xzkgd QhMcSd nsrk gS rks og pkgrk gS fd mldh ckr /;ku ls lquh tk;s o mldh ckr dks chp esa dkVk u tk;sA 
xzkgd tks dg jgk gS mls /;ku ls lqusa o chp esa u cksysaA

xzkgd dh f'kdk;rksa dks Lohdkj djsa

tc xzkgd cksy jgk gks rks mls fo”okl fnyk;sa fd vki mldh ckr lqu jgs gSa] tSls gk¡ th] Bhd gS tSls “kCnksa dk iz;ksx 
djsaA blls xzkgd dks yxsxk fd vki mldh ckrksa ij /;ku ns jgs gSaA

/kU;okn nsuk o ekQh ekaxuk

;fn xzkgd fdlh ijs”kkuh esa gS ;k dksbZ f”kdk;r dj jgk gS rks xzkgd ls ekQh ek¡xsa vkSj mldh leL;k dks tYn ls tYn 
gy djus dh dksf”k”k djsaA ;fn og daiuh ds fy, vPNk cksyrk gS rks mldk /kU;okn O;Dr djsaA

lqfuf'pr djsa

xzkgd dh ckr dks le>dj mls crk;sa ftlls mls irk py tk;s fd vki mldh ckr le> pqds gSaA bl izdkj ;fn dksbZ 
tkudkjh NwV xbZ gS rks og vki tku ik;saxs ftlls vkidks leL;k ds lek/kku esa ijs”kkuh ugha gksxhA

xzkgd dks fo'okl fnykuk

ges”kk ^^vki fpUrk u djsa^^] ^^Hkjkslk j[ksa^^] ^^eSa vkidh enn d:axk^^ tSls okD;ksa dk mi;ksx djsaA blls xzkgd dks yxsxk 
fd vki mldh ckr le> x;s gSa rFkk leL;k dks gy dj ldrs gSaA
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1. uhps fn, x, ekinaMksa esa ls dEiuh ds vkSj dLVej ds;j ,fXt+D;wfVo ds QhMcSd ekinaMksa dks vyx djsa%&

lkW¶V fLdYl@okWbl ykbu DokfyVh@,fXt+D;wfVo ds bartkj dk le;@mRikn dh tkudkjh@le; ls leL;kvksa 
dk lek/kku@czakM jsfVaxA

dLVej ds;j ,fXt+D;wfVo dEiuh

 
2. lgh ;k xyr

c) xzkgd gh lcls cM+k vkykspd gSA

d) dLVej ds;j ,fXt+D;wfVo ds :i esa xzkgd dk QhMcSd feyuk esjs dk;Z ds fy, egÙoiw.kZ ugha gSA

e) xzkgd dh larqf"V c<+kus ds fy, le; ij QhMcSd ysuk vko”;d gSaA

3. fjDr LFkku HkjsaA

QhMcSd ysrs le; igyk dne ------------------- gSA ¼lquuk@fy[kuk½

1. fdlh xzkgd us vkidh laLFkk ls rhu fnu igys mlds 3G Iyku dks cnydj mldks 2G cukus dk fuosnu fd;k FkkA 
vc vkidks mldk QhMcSd ysuk gSa] fy[kuk gSa vkSj mls lgh djus ds fy, Hkstuk gSaA ¼xzkgd dk fuosnu iwjk ugh 
gqvk Fkk vkSj og lfoZl ls uk[kq”k FkkA½

       ________________________________________________________________________________________

       ________________________________________________________________________________________

       ________________________________________________________________________________________

       ________________________________________________________________________________________

vH;kl

xfrfof/k

fVIi.kh
_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________
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_____________________________________________________________________________________________
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9-4-1 xzkgd larqf"V dh vo/kkj.kk D;k gS\

9-4-2 xzkgd larqf"V lqfuf'pr djuk

xzkgd larqf"V ;k dLVej lSfVLQSD”ku dk vFkZ gSa fd dksbZ xzkgd dEiuh ds mRikn ;k lfoZl ls fdruk larq"V gSA xzkgd 
vkSj dEiuh dk laca/k yacs le; ds fy, gksrk gS] blfy, xzkgd dh larqf"V cgqr vko”;d gSa vkSj xzkgd dk fo”okl cuk, 
j[kus ds fy, xzkgd larqf"V dk gksuk vko”;d gSA

tkudkjh vkSj miyC/krk

VsyhdkWe baMLVªh esa] tc xzkgd fdlh dLVej lfoZl lsUVj ij dkWy djrk gSa rks mEehn djrk gSa fd mls lgh&lgh 
tkudkjh feysA vkidks vius u, mRiknksa vkSj lfoZl dh iw.kZ tkudkjh dk gksuh pkfg,A vkidks ;g Hkh irk gksuk pkfg, 
fd dSls fdlh xzkgd dk [kkrk [kksyk tkrk gSa D;ksafd xzkgd vius ekStwn+k Iyku dh tkudkjh Hkh ys ldrk gSaA

eS=hiw.kZ yksx

lHkh pkgrs gSa fd muds lkFk fe=rkiw.kZ O;ogkj gks vkSj xzkgd Hkh dqN ,slk gh pkgrs gSaA vkidks /;ku j[kuk gSa fd vkidh 
cksyh vkSj vkokt+ esa fe=rk dk Hkko o Lokxr dh >yd gks vkSj lkFk gh vki O;olk;h Hkh yxsA blls xzkgd dks lgtrk 
dk Hkko eglwl gksrk gS vkSj mls yxrk gSa fd vki mldh lgk;rk ds fy, ges”kk rRij gSaA

vPNh dhe+r

mldk vFkZ ;g ugh gSa fd dhe+r lgh gksuh pkfg, ij bldk nwljk igyw ;g Hkh gS fd iqjkus mRikn+ ;k lfoZl ds eqdkcys 
vkidk mRikn+ xzkgd dh t:jrksa dks fdruk iwjk djrk gS] D;k mlds ykHk gSa o fdruk og xzkgdksa dks Hkkrk gSA

ljyrk

bldk vFkZ gSa ^^vklku cukuk^^A vktdy xzkgdksa dks pkfg, fd mRikn+ vkd"kZd] tkuus esa vklku o mi;ksx esa lk/kkj.k 
gksaA vkidk o.kZu ftruk lkn+k gksxk mruk gh le>us esa vklku gksxk jgsxkA lHkh ukeksa ds y?kq:i vkidks irk gksus pkfg, 
ij xzkgdks dks ugha] blfy, ftruh vklku Hkk"kk dk iz;ksx djsaxsa mruk vPNk gSaA

tYn lekfIr

;gk¡ ,tsaV~l lcls lM+h xyrh djrs gSaA tSls gh xzkgd dks t:jh tkudkjh fey tkrh gSa og dkWy [kRe djuk pkgrs gSa 
fcuk le; cckZn fd,A vki Hkh mudk le; cckZn djus dh dksf”k”k u djsaA ;fn vkidks dksbZ ubZ tkudkjh ;k lsok ds 
fo"k; esa crkuk gSa rks ;g viuh ckrphr ds nkSjku gh crk,a] u dh mls var esa crkdj foØ; ckr dh rjg fn[kk,aA

;wfuV 9-4: xzkgd larqf"V

bl ;wfuV ds lekIr gksus ds ckn] vki dj ik,axs%

1. xzkgd larqf"V dh vo/kkj.kk o egRo dks le>uk

;wfuV ds mn~ns';
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Key Learning Objectives for the specific NOS mark the beginning of the Unit/s for that NOS. The 
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vkt ds le; esa cgqr lh ckrsa gesa ijs”kku djrh gSaA /;ku jgs fd vkids xzkgdksa ds lkFk Hkh ,slk gksrk gSa vkSj og nwljh 
vksj O;kolkf;d O;ogkj djuk pkgrs gSaA og pkgrs gSa fd mudh ckr lquh tk, vkSj tks O;kikj oks dEiuh dks nsrs gaS 
mlds fy, mUgsa lEeku feysA ;fn vki vklku o lqfo/kktud lsok,a iznku djsaxs rks vki xzkgd dks mldh vis{kk ls 
T;knk lsok ns ldrs gSaA

vfrfjDr tkudkjh nsuk

vktdy VsyhdkWe baMLVªh brus lkjs mRikn vkSj lfoZl nsrh gS fd xzkgdksa dks vfrfjDr tkudkjh nsuk vfuok;Z gSaA blls 
xzkgd lEekfur eglwl djsaxs o tkusaxs fd vki mudh lgk;rk djuk pkgrs gSaA

vfrfjDr tkudkjh nsus ds Q+k;ns

xzkgd larqf"V dk c<+uk% xzkgdksa dks vf/kd tkudkjh tks mudh fjDosLV@DoSjh ds fy, t:jh gS] nsus ls mUgsa yxrk gS 
fd vki mudh ckr /;ku ls lqu jgs gSa vkSj mudh leL;k dks ysdj mudh en~n djuk pkgrs gSaA bl rjg xzkgd dh 
larqf"V c<+rh gSA

ykHk

vxj vki ,slh lsok iznku djrs gSa tks xzkgdksa dh mEehn+ ij [kjh mrjs rks og [kq”k jgrs gSa vkSj tc mUgsa nwljh lsok dh 
t:jr iM+rh gS rks og okil vkids ikl gh vkrs gSa ftlls dEiuh dks ykHk gksrk gSA

xzkgd dk fo”okl c<+kuk

ftl vf/kd”r tkudkjh dh xzkgd dks lsok nsus okyh dEiuh ls mEehn gksrh gSa ;fn og iw.kZ :i ls fey tk, rks xzkgd 
dk dEiuh o mldh lsokvksa ij fo”okl c<+rk gSaA

dEiuh dh Nfo cukuk

VsyhdkWe baMLVªh esa brus izfr;ksxh gSa fd dEiuh dh Nfo ds vuqlkj gh mls u, xzkgd feyrs gSaA tSls ;fn vkidk fe= 
viuh dEiuh dh lsokvksa ls uk[kq”k gSa vkSj og ;g ckr vkidks crk,xk rks vki Hkh ml dEiuh ls lsok ysus dk bjkn+k 
cny nsaxsA

vPNk eglwl gksuk

vxj vfrfjDr tkudkjh nsus dh otg ls vkids xzkgd vkidh ljkguk djrs gSa rks vki vPNk eglwl djsaxs vkSj blls 
vkidk izn”kZu Hkh cgrj gksxkA

laHkkfor volj

vfrfjDr tkudkjh nsus ls xzkgd lfoZl ds ckjs esa [kqydj ckr djrs gSaA blls mudh t:jr ds vuqlkj ubZ lsok¡, iznku 
djus dk volj feyrk gSA
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9-4-3 iw.kZ lek/kku

vkt dh VsyhdkWe baMLVªh xzkgdksa dks mudh leL;kvksa dk iw.kZ lek/kku nsuk pkgrh gSa D;ksafd vktdy xzkgd ogh uacj 
j[kdj viuh lsok iznku djus okyh dEiuh dks cny ldrk gSA

igyh dkWy ij lek/kku

VsyhdkWe baMLVªh esa igyh dkWy ij lek/kku ¼FCR½ cgqr egRRo j[krk gSaA

FCR D;k gS\

tc xzkgd viuh leL;kvksa ;k eqn~nksa dks ysdj igyh dkWy djrk gSa mlh le; mldk gy fudkyus dh fof/k dks igyh 
dkWy ij lek/kku dgrsa gSaA tSls] dksbZ xzkgd dkWy djds dgrk gSa fd og baVjusV ls ugh tqM+ ik jgk gS rks vki mls 
viuh lsfVaXl esa NksVs NksVs cnyko ykus dks dgrs gks vkSj ftlls xzkgd baVjusV ls tqM+ tkrk gSaA ;gk¡ vki xzkgd dh 
leL;k dk gy mldh igyh dkWy esa dj nsrs gSaA

FCR ds pkj Qk;ns gSa &%

1. xzkgd dh larqf"V esa o`f)%& FCR dk lh/kk vlj xzkgd dh larqf"V ij iM+rk gSaA ftruh T;knk FCR gksrh gSa] mrus T;knk 
dEiuh ds xzkgd [kq”k jgrs gSaA

2. dkWy gSaMfyax esa de le;%& FCR nsus dk eryc gSa xzkgd dks viuh iqjkuh leL;k ds fy, nqckjk dkWy djus dh 
vko”;drk ugh gSaA ;fn xzkgd viuh iqjkuh leL;k dks ysdj nksckjk dkWy djrk gSa rks bldk vFkZ gSa fd og vizlUu 
gS vkSj og viuk xqLlk dkWy djds fudkysxk ftlls dkWy esa O;rhr le; c<+rk gSA

3. foØ; ds voljksa esa o`f)%& FCR nsus dk vFkZ gSa xzkgd dk T;knk fo”okl gksuk vkSj dkWy esa de le; O;rhr gksus ls 
foØ; dk ekSdk feyukA xzkgd larqf"V gksus ls foØ; esa lQyrk ds T;knk volj gksrs gSaA

4. xzkgdksa dh la[;k dks de gksus ls cpkuk%& VsyhdkWe baMLVªh esa vktdy brus lkjs izfr;ksxh gksus dh otg ls xzkgdksa 
ds ikl dbZ lkjs fodYi gksrs gSaA FCR nsus dk eryc gS fd vkids xzkgd vkids lkFk jgsaxsA losZ }kjk irk pyk gS 
fd tks dEifu;k¡ FCR nsus esa fo”okl ugh j[krh gSa os vius nks izfr”kr xzkgd [kks nsrh gSa vkSj tks dEifu;ka FCR ij 
fcYdqy /;ku ugh nsrh gSa] og vius 19 izfr”kr ,sls xzkgd [kks nsrh gSa] ftUgsa dksbZ f”kdk;r ;k ijs”kkuh FkhA

9-4-4 ,Ldsys'ku
vki ,Ldsys'ku 'kCn ls D;k le>rs gSa\

VsyhdkWe baMLVªh esa ,Ldsys”ku dk vFkZ gSa] xzkgd dh leL;k dks fdlh nwljs O;fDr ds ikl VªkUlQj djuk ;fn vkils 
mldk lek/kku u gkssA mnkgj.k & dksbZ xzkgd vkils dgrk gSa fd mlds cSysal esa ls tks ewY; ?kVk;k x;k gSa og mls 
okil dj fn;k tk,A ,d ,stsaV dks ;g vf/kdkj ugh gSa fd og dksbZ pktsZl okil ns ldsa] blds fy, mls vius Vhe 
yhMj ls ;g vf/kdkj ekaxuk gksxk ;k fQj lek/kku ds fy, dkWy Vhe yhMj dks VªkUlQj djuh iM+sxhA

,slh fLFkfr esa xzkgd xqLls esa o mRrsftr gksrk gSaA mRrsftr xzkgdksa dks dSls laHkkyk tkrk gSa ;g ge igys gh tku pqds 
gSa] fQj Hkh ,d ut+j Mkyuk vko”;d gksxkA
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xqLls esa vk, xzkgdksa dks laHkkyus esa fuEu pj.kksa dk iz;ksx djsa%

• vfHkoknu

• lquuk

• Lohdkj djuk

• /kU;okn djuk@ekQh ekaxuk

• lqfuf”pr djuk

• iqu% lqfuf”pr djuk

vfHkoknu% vki xzkgd ls vfHkoknu djds ckrphr dj ldrs gSa vkSj xzkgd dks fo”okl fnyk ldrs gSa fd lp esa dksbZ 
mldh ckr lqu jgk gSA

lquuk% tc xzkgd QhMcSd nsrk gS rks pkgrk gS fd mldh ckr /;ku ls lquh tk, vkSj vki chp esa n[ky u nsaA 

Lohdkj djuk% tc xzkgd cksy jgk gks rks vki mldh ckr lqu jgs gSa] bl ckr dk mls fo”okl fnyk,aA ^^gk¡^^] ^^Bhd gS^^ 
“kCnksa dk bLreky djsaA blls xzkgd dks yxsxk fd vki mldh ckr dks /;ku ls lqu jgs gSa vkSj le> Hkh jgs gSaA

/kU;okn djsa@ekQh ekaxs% ;fn xzkgd fdlh f”kdk;r ;k leL;k dks ysdj dkWy dj jgk gSa rks mlls ekQh ekaxsa vkSj ;fn 
oks dksbZ vPNh ckr ;k rkjhQ dj jgk gSa rks mldk /kU;okn djsaA

lqfu”fpr djuk% xzkgd dh ckr dks le>dj mls crk,a ftlls mls irk py tk, fd vki mldh ckr dks le> x, gSaA 
bl rjg ls ;fn dksbZ tkudkjh NwV xbZ gksxh rks vki og Hkh izkIr dj ldsaxsa vkSj og lek/kku djus esa en~nxkj gksxhA

iqu% vk”oklu nsuk% ges”kk ^^vki fpark u djsa^^] ^^Hkjkslk j[ksa^^] ^^eSa vkidh en~n d:xk¡^^ tSls okD;ksa dk iz;ksx djsa] ftlls 
xzkgd dks yxs fd vki mldh ckr le> x, gSa vkSj ,sls vki gy fudky ldrs gSaA lcls t:jh ckr dk /;ku jgs fd 
dHkh Hkh ^^eSa vkidh en~n ugh dj ldrk^^ ;k ^^eq>s blds fy, vf/kdkj ysuk iM+sxk^^ tSls okD;ksa dk iz;ksx u djsaA blls 
;gh yxsxk fd vki leL;k dks laHkkyus ds fy, vleFkZ gSaA cfYd ;g dgsa ^^eq>s ,d iy dk le; nsa tc rd eSa dqN 
tkudkjh izkIr dj ldw¡^^ ;k ^^D;k vki eq>s ,d ;k nks feuV dk le; nsaxs tc rd eSa dqN ckrksa dh tk¡p dj ldw¡^^A

,Ldsys'ku dh fof/k

dkWy gksYM djus dh vuqefr ysuk% ges”kk xzkgd dks gksYM ij Mkyus ls igys mldh vuqefr ysa vkSj crk,a fd fdruh nsj 
rd mUgsa gksYM djuk iM+ ldrk gS o /;ku j[ksa fd mruh nsj esa vki dkWy ij okil vk,aA

gksYM ij Mkyuk% dkWy igys E;wV djds fQj gksYM ij MkysaA vki ugh pkgsaxsa fd xzkgd vkidh vkSj vkids lhfu;j dh 
ckrphr lqusA ;fn ,slk gksrk gSa rks xzkgd vkiesa viuk fo”okl [kks nsxkA

VªkUlQj djus ls igys xzkgd dks lwfpr djuk% ges”kk vius xzkgd dks dkWy lhfu;j ds ikl VªkUlQj djus ls igys 
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lwfpr djs tks mudh leL;k dks nwj djus esa en~n djsaxsA

VªkUlQj djus ls igys lhfu;j dks xzkgd dk ifjp; nsa% ges”kk [kqn ckrphr ls vyx gksus ls igys vius lhfu;j dks 
xzkgd dk ifjp; nsa vkSj fLFkfr crk,aA vki xzkgd ls dg ldrs gSa fd ^^fe- dqekj esjs lgdehZ vc vkxs vkidh en~n

djsaxsaA^^

1. lgh ;k xyr crk,aA

a) xzkgd vk”kk djrs gSa fd vki mudh t:jr dks iwjk djds mUgsa lq[kn lsok¡, iznku djsaxsA

b) ;fn vki dksbZ mRikn ;k lfoZl dks vki cspuk pkgrs gSa rks vkidks ;g flQZ dkWy [kRe djus ls igys djuk 
pkfg,A

c) tc dksbZ xzkgd fdlh mRikn ;k lfoZl ds ewY; ¼oSY;w½ ds ckjs esa iwNrk gSa rks og flQZ mldh dher iwN jgk gSA

d) xzkgd dks fdlh DoSjh ¼u;h lsok Iyku ds ckjs esa½ ds fy, bartkj djkuk lgh gSA

2. fjDr LFkku HkjsaA

a) FCR dk iwjk :i ----------------------- gSA

b) FCR dk ---------------- vlj xzkgd dh larqf"V ij iM+rk gSA ¼lh/kk@?kqek&fQjk dj½

c) xzkgdksa dks [kq”k j[kus ds fy, mudh mEehnsa ,stsaV ds lsok Lrj ls -------------------- pkfg,A

vH;kl

About this book
This Participant Handbook is designed to enable training for the specific Qualification Pack(QP). Each 
National Occupational (NOS) is covered across Unit/s.

Key Learning Objectives for the specific NOS mark the beginning of the Unit/s for that NOS. The 
symbols used in this book are described below.

…..

…..

Participant Handbook

vi

Symbols Used

Steps Unit
Objectives

Key Learning
Outcomes

Notes

Practical Exercise Summarize



176

çfrHkkxh iqfLrdk

fVIIk.kh

About this book
This Participant Handbook is designed to enable training for the specific Qualification Pack(QP). Each 
National Occupational (NOS) is covered across Unit/s.

Key Learning Objectives for the specific NOS mark the beginning of the Unit/s for that NOS. The 
symbols used in this book are described below.

…..

…..

Participant Handbook

vi

Symbols Used

Steps Unit
Objectives

Key Learning
Outcomes

Notes

Practical Exercise Summarize

1. ,d xzkgd vkidks dkWy djds dgrk gSa fd og vius baVjusV ls ugha tqM+ ik jgk gSA vki D;k djsaxs\ ¼bl fLFkfr 
esa xzkgd dks Li"V funsZ”k nsa vkSj mudh ijs”kkuh mlh le; gy djus dh dksf”k”k djsa½A

2. ckj&ckj viuk xyr ikloMZ Mkyus dh otg ls xzkgd vius [kkrs dks ugh [kksy ik jgk gS vkSj og viuk ikloMZ 
nqckjk ikuk pkgrk gSA

3. xzkgd vkidks dkWy djrk gS vkSj vius fy, i;kZIr Iyku <wa<us ds fy, vkils dgrk gSaA og crkrk gS fd og cgqr 
lQj djrk gSA blfy, T;knkrj jksfeax esa jgrk gSA vkidks mls ,sls nks ;k rhu Iyku lq>kus gkasxa tks mlds [kpZ 
dks de djsaA mls vf/k—r tkudkjh Hkh nsa tSls & SMS iSDl] 2G lsok tks bu IykUl ds lkFk ys ldrk gSa ftuls 
mldks Qk;n+k gks ldrk gSA

xfrfof/k
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9-5-1 u, mRikn vkSj lfoZl

VsyhdkWe baMLVªh esa lsYl ¼foØ;½ Hkh ,d rjg dh lsok gSA tSls tSls le; chrrk gS xzkgdksa dh t:jrsa Hkh cny tkrh 
gSaA mnkgj.k ds fy,] vktdy yksx baVjusV ij ckrsa djuk ilan djrs gSa vkSj SMS dk iz;ksx vc cgqr de gks x;k gSA 
blls xzkgd SMS iSDl NksM+dj baVjusV iSd ysus yxs gSaA bl mnkgj.k dks /;ku esa j[krs gq, vc gekjh ftEesnkjh gS fd 
ge vius xzkgdksa dks viuh ubZ ;kstukvksa ¼Iykal½ ds ckjs crk, tks os ys ldrs gSa vkSj tks muds fy, Qk;nsean gksaA blls 
xzkgd dh larqf"V vkSj equkQk nksuksa c<+saxsA

mRikn dk ifjp; nsuk

dkWy lsUVj esa dkWy djus okys xzkgd tkurs gSa fd muls dqN [kjhnus ds fy, dgk tk,xk blfy, tSls gh mudh DoSjh 
dk gy feyrk gSa os cpus dh dksf”k”k djrs gSaA blls ,stsaV~l dks mUgsa ubZ lsok ;k mRikn ls voxr djkus dk ekSdk ugh 
feyrk gSA

ifjp; dSls nsa\

;g ,d cgqr gh LokHkkfod vkSj lgt rduhd gSA vkb,] bldh fof/k tkurs gSa%

1. laca/k LFkkfir djsa% vki dksbZ e”khu ;k dEI;wVj ugh gSa] blfy, xzkgd ls lgtrk ls ckr djsa tSls vki fdlh Hkh 
nwljs O;fDr ls djrs gSaA ,slk djus ls vkidks xzkgd ls laca/k LFkkfir djus esa en~n feysxhA

2. xzkgd dh tkudkjh dh tk¡p djuk% tc rd vki xzkgd dks mldh DoSjh esa en~n djrs gSaA blh chp mldh tkudkjh 
fudkysa vkSj mlds ;wlst+ o pkyw lsokvksa dks uksV djsaA blls mls vki mfpr lsokvksa dk izLrko ns ldasxsA

3. vius “kCnksa dk lgh mi;ksx djsa% ;g lcls t:jh gSa ^^D;k eSa vkt vkidh dqN vkSj en~n dj ldrk gw¡A** ;fn vki 
,slk okD; cksysaxs rks vkidks ges”kk vlQyrk gh feysxhA ;gk¡ xzkgd cpus dh dksf”k”k djrk gS vkSj izLrko dks Bqdjk 
nsrk gSA /;ku jgsa fd vki izLrko rc j[ksa tc vki xzkgd dh DoSjh dks gy dj pqds gksa vkSj vki dqN bl rjg cksysa 
& “eSaus ns[kk fd vki cgqr T;knk jksfeax pktsZl nsrs vk jgs gSa] D;k vki tkurs gSa fd gekjs jksfeax Iyku Hkh gSa ftuls 
vkids [kpZ de gks ldrs gSaA^^

;wfuV 9-5: xzkgdksa dks ubZ lsokvksa dh tkudkjh nsuk

bl ;wfuV ds lekIr gksus ds ckn] vki dj ik,axs%

1. u, mRiknksa vkSj lsokvksa dh vo/kkj.kk o egRo dks le>uk

;wfuV ds mn~ns';
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fp= 9-5-1 u, mRikn vkSj lfoZl dh tkudkjh nsuk
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1. lgh ;k xyr

i. ^^eSa vkidh D;k en~n dj ldrk gw¡A^^ dgus ds vykok xzkgd dh DoSjh dk bartkj djukA

ii. chp esa cksyuk] tc xzkgd visf{kr lsokvksa dh fo”ks"krkvksa ds ckjs esa ckr dj jgk gksA

iii. xzkgd ls fouezrk ls iwNsa fd mlus lfoZl tkjh u j[kus dk fu.kZ; D;ksa fy;kA

iv. xzkgdksa dks nwljs mRiknksa vkSj lfoZl ds ckjsa esa fcYdqy dkWy [kRe gksus ls igys crkukA

2. xzkgdksa dks u, mRiknksa ;k lfoZl dh rjQ c<+kus ls igys fdu ckrksa dk /;ku j[kuk pkfg,A

       __________________________________________________________________________________________

__________________________________________________________________________________________

      __________________________________________________________________________________________

      __________________________________________________________________________________________

1. vki uhps nh xbZ ifjfLFkfr;ksa dks dSls laHkkysxsa\

a) vkidk xzkgd vki ij fpYyk jgk gSa D;ksfd og [kjkc usVodZ dusD'ku ls fiNys dqN fnuksa ls ijs”kku gSA

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

b) vkidk xzkgd vkids lqijokbt+j ls laidZ djuk pkgrk gSa vkSj vius [kkrs esa vkbZ leL;k dks crkuk pkgrk gSA

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

vH;kl
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4. Mhy [kRe djsa% xzkgd dHkh ugh dgsaxs fd ^^eq>s ;s pkfg,^^] blfy, vki xzkgd dks fu.kZ; ysus esa en~n djsaA mudh 
rjQ ls fu.kZ; u ysa ysfdu mUgsa Qk;ns fn[kk,a vkSj mu Qk;nksa dks muds ;wlst+ esa tksM+saA

5. [kjhn dh iqf"V djsa% /;ku jgs fd vki [kjhn dks nqckjk iDdk t+:j djsa D;ksafd dHkh&dHkh xzkgd Qksu ij gk¡ djrs 
oDr vk”oLr ugh gksrs gSa vkSj vki vlarq"V xzkgd ugh pkgsaxsA

6. /kU;okn dgsa% ckrphr [kRe djrs oDr xzkgd dk /kU;okn djuk u HkwysaA ckrphr [kRe djuk mruk gh t:jh gSs 
ftruk “kq: djuk gksrk gSaA var esa xzkgd dks “kk;n ;g /;ku u jgsa fd vkius ckr dSls “kq: dh ij dSls vkius ckr 
[kRe dh ;g mUgsa t+:j /;ku jgsxkA blfy, eqLdqjkrs gq, mudk /kU;okn djsaA
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c) xzkgd viuh leL;k dks ysdj Li"V ugha gS] og MsVk dkMZ dh LihM ls [kq”k ugha gSA

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

d) xzkgd dks ,d Lofu/kkZfjr izkbosV uacj pkfg, ysfdu ml le; og vkids ikl miyC/k ugha gSA

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

fVIi.kh
_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________
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TEL/N0103

10- fjiksVZ vkSj fjO;w

;wfuV 10-1 & lsYQ fjiksVZ

;wfuV 10-2 & ofj"B vf/kdkjh ds lkFk fjO;w
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bl ekWM~;wy ds lekIr gksus ds ckn] vki dj ik,axs%

1. fjiksVZ vkSj fjO;w dh vo/kkj.kk dks le>uk

2. lsYQ fjiksVZ dh vo/kkj.kk dks le>uk

3. ofj"B vf/kdkjh ds lkFk fjO;w djuk

eq[; f'k{kk

About this book
This Participant Handbook is designed to enable training for the specific Qualification Pack(QP). Each 
National Occupational (NOS) is covered across Unit/s.

Key Learning Objectives for the specific NOS mark the beginning of the Unit/s for that NOS. The 
symbols used in this book are described below.

…..

…..

Participant Handbook

vi

Symbols Used

Steps Unit
Objectives

Key Learning
Outcomes

Notes

Practical Exercise Summarize



xzkgd lsok vf/kdkjh ¼dkWy lsaVj½

183

10-1-2 çn’kZu ds ekinaM
VsyhdkWe baMLVªh ds dk;Z ds vke ekinaM fuEufyf[kr gSa%

le; ij vk/kkfjr

 ● ykWfxu le;% ftrus le; ds fy, vkidks ykWfxu jguk gS vkSj ftrus le; ds fy, vki ykWfxu jgrs gSa] ykWfxu le; 
dgykrk gSA ;g izfr”kr esa O;Dr fd;k tkrk gSA

mnkgj.k] ukS ?kaVs dh f”k¶V esa ,d ?kaVs dk czsd gksrk gS ftldk eryc gSa fd vkidks jkst+ vkB ?kaVs rd ykWfxu jguk gSA 
,d ekg esa dke djus ds vkids dqy 25 fnu gksrs gSaA ;g crkrk gS fd vkius ,d ekg esa 190 ?kaVksa ds fy, ykWfxu fd;k gSA

 » f”k¶V dk le; & czsd dk le; = visf{kr ykWfxu le;

9 ?kaVs & 1 ?kaVk = 8 ?kaVs

 » visf{kr ykWfxu le; * 25 fnu = visf{kr ekfld ykWfxu le;

8 ?kaVs * 25 fnu = 200 ?kaVs

 » okLrfod ykWfxu le;@visf{kr ekfld ykWfxu le; = ykWfxu%

190 ?kaVs@200 ?kaVs = 95%

 ● xzkgd laidZ% leh{kk vof/k esa laidZ fd;s x;s dqy xzkgdksa dh la[;k dLVej dkWUVsDV gSA vkerkSj ij VsyhdkWe dEiuh 
,slk dksbZ y{; ugh cukrh gS fd vkidks fdruh dkWYl dk mRrj nsuk gSa D;ksafd ;g dk;Z AHT djrk gSA fQj Hkh 
bldk /;ku j[kuk vPNk gSA

,lh,pVh% ACHT vkSj AHT esa ,d QdZ gSA AHT esa og le; Hkh tqM+k gksrk gS tks vkius ACW esa O;rhr fd;k gSA ,slk 
blfy, gksrk gS D;ksafd ACW Hkh dkWy dh ,d fof/k gS ysfdu blesa xzkgd ykbu ij ugh gksrk gSA ACHT dkWy ij O;rhr 
fd;k x;k le; okLrfod gksrk gSA eryc AHT esa ls ACW ?kVk fn;k tk, rks dsoy ACHT jg tkrk gSA ;s lHkh eki 
lSds.M esa gksrs gSaA

10-1-1 ekWM~;wy dk ifjn`’;

gj O;fDr vius dke esa lcls Js’B cuuk pkgrk gSA dSls irk pysxk fd dkSu loZJs’B gS\ ;g dEiuh }kjk r; fd;s x, 
y{;ksa dh leh{kk djus ij gh irk pyrk gSA

VsyhdkWe lsUVj esa le;&le; ij leh{kk,a gksrh jgrh gSaA ge ;g tkusaxs fd ijh{k.k ds fofHkUu pj.k D;k gSa vkSj og 
D;ksa fd;k tkrk gSA

;wfuV 10-1: lsYQ fjiksVZ

bl ;wfuV ds lekIr gksus ds ckn] vki dj ik,axs%

1. lsYQ fjiksVZ dh vo/kkj.kk dks le>uk

;wfuV ds mn~ns';
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mnkgj.k] eku ysrs gSa fd vkidk ekfld AHT 450 lSds.M gSA ACW le; 15 lSds.M gSA AHT dk y{; 380 lSds.M gS] 
ACW dk 20 lSds.M gS vkSj ACHT dk 360 lSds.M gSA dqN VsyhdkWe dEifu;k¡ bldk fglkc izfr”kr esa yxkrh gSaA

AHT - ACW = ACHT

450 lSds.M & 15 lSds.M = 435 lSds.M

okLrfod AHT / fu/kkZfjr AHT = AHT %

450 lSds.M@380 lSds.M = 118% ¼bldk vFkZ gS fd vkidk y{; vkSj 18% ls y{; ds Åij gS½

okLrfod ACW / fu/kkZfjrr ACW = ACW%

15 lSds.M@20 lSds.M = 75% ¼bldk vFkZ gS& vkius viuk ACW y{; izkIr dj fy;k gS½

okLrfod ACHT / fu/kkZfjr ACHT = ACHT%

435 lSds.M@360 lSds.M = 121% ¼bldk vFkZ gS fd vkius viuk ACW y{; iwjk ugh fd;k gS vkSj 21% dh deh gS½

lkW¶V fLdy
fn, x, mnkgj.k ls vki viuk ACHT y{; lqfuf”pr ugha dj ldrs gSaA vkidks ACHT y{; izkIr djus ds fy, viuk 
dkWy ij O;rhr fd;k x;k le; ¼xzkgd ds lkFk½ Hkh de djuk iM+sxkA

le; ij vk/kkfjr izn”kZu ds vykok ;ksX;rk ;k ckr djus dk vuqHko vkids izn”kZu dk vk/kkj gksrk gS vFkkZr~ lkW¶V fLdYl 
vkids dkWy mBkus dk rjhdk o dk;Z djus dh xq.koÙkk gSA lkW¶V fLdYl ds ekinaM le>uk vklku gSA pfy,] VsyhdkWe 
xq.koRrk ds lkekU; ekinaMksa dks ns[ksa%

 ● vfHkoknu & D;k vkius xzkgd dk Bhd ls vfHkoknu fd;k gSA

 ● lquuk & D;k vkius xzkgd dks /;ku ls lquk gS ;k fQj mls ckj&ckj cksyus dks dgk gSA

 ● lek/kku & D;k vkius xzkgd dks lgh o iw.kZ tkudkjh nh vkSj mldh leL;k dks gy fd;kA

 ● ubZ lsokvksa dk izLrko j[kuk & D;k vkius xzkgd dh t:jr ds vuqlkj ubZ lsokvksa dk izLrko j[kk gSA

 ● vU; lgk;rk & D;k vkius xzkgd ls dqN vU; lgk;rk ds fy, iwNk gSA

 ● dkWy lekIr & D;k vkius dkWy ldkjkRed rjhds ls lekIr dh gSA

 ● flLVe viMsV & D;k vkius xzkgd dh lHkh lwpuk,a dEI;wVj esa lgh&lgh ntZ dh gSaA

1. VsyhdkWe baMLVªh esa izn”kZu dk ewY;kadu djus ds fy, fdu ekinaMks dk bLreky gksrk gS\

b) le; ij vk/kkfjr

c) lkW¶V fLdYl

d) nksuksa

2. le; ij vk/kkfjr dksbZ rhu izn”kZu ekinaM crkb,A

a) __________________________________________________________________

b) __________________________________________________________________

vH;kl
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vius eksckby ls dkWy djsa vkSj gksYM o VªkUlQj dh izfØ;k dk ikyu djsaA x.kuk djds uhps nh xbZ tkudkjh nsaA

1. ,d lk/kkj.k x.kuk djsa vkSj fuEu dh tkudkjh iznku djsa%

a) ,lh,pVh

b) ,,pVh

c) gksYM le;

__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________

fVIi.kh

c) __________________________________________________________________

3. fuEu ds iw.kZ uke fy[ksa%

a) ,,pVh

b) ,lh,pVh

c) ,lhMCY;w

4. lkW¶V fLdYl ds fdUgh rhu izn”kZu ekinaMksa ds uke fy[ksaA

a) __________________________________________________________________

b) __________________________________________________________________

c) __________________________________________________________________

5. gksYM le; D;k gS\

_________________________________________________________________________________________

_________________________________________________________________________________________

6. dkWy ykWfxu le; dh x.kuk crkb,A

ukS ?kaVs dh f”k¶V esa ,d ?kaVs dk czsd gksrk gSaA ,d ekg esa dke djus ds vkids dqy 22 fnu gksrs gSaA vkius ,d ekg  
esa 185 ?kaVsa ds fy, ykWfxu fd;kA ykWfxu le; vkSj izfr”kr dk fglkc yxkdj crkb,A

uhps fn, x, izfr lSdM+ks dh x.kuk crkb,A

vkidk eghus dk AHT gS 400 lSds.M] ACW le; gS 12 lSds.MA AHT dk y{; gS 350 lSds.M] ACW dk 15 lSds.M 
vkSj ACHT dk 320 lSds.MA AHT, ACW vkSj ACHT dh x.kuk izfr”kr esa djsaA

1) ,lh,pVh =

2) ,,pVh izfr”kr =

3) ,lhMCY;w izfr”kr =
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10-2-1 ofj"B vf/kdkjh ds lkFk fjO;w
izn”kZu ekinaMksa dks izeq[k fof/k;ksa }kjk ekidj vkids izn”kZu dk vanktk yxk;k tk ldrk gSA lgh ekinaMksa dks igys ls 
gh /;ku esa j[kdj vki viuk izn”kZu csgrj dj ldrs gSaA vius lqijokbtj ds lkFk fjO;w djrs le; uhps fn, x, rF;ksa 
ls vkidks lgk;rk feysxh%

 ● mu ekinaMksa dks tkusa tks vkids izn”kZu dks csgrj djus ds fy, T;knk t:jh gSaA

 ● gj ekinaM dh ifjHkk’kk] fglkc vkSj mnkgj.k tkusaA

 ● ofj’B vf/kdkjh ds lkFk ppkZ ds fy, rS;kj jgsaA

 ● ofj’B vf/kdkjh ls QhMcSd ysaA

10-2-2 fjO;w dk le;

pfy, VsyhdkWe lsUVj esa fjO;w ds le; dks ns[krs gSa%

ekfld

ekfld leh{kk ;g lqfuf”pr djus ds fy, dh tkrh gS rkfd lHkh dks irk jgs fd dkSu dSlk izn”kZu dj jgk gS vkSj dkSu 
lcls vPNk dke dj jgk gS o fdls ekxZn”kZu dh vko”;drk gS vkSj mlds izn”kZu dks dSls csgrj cuk;k tk ldrk gSA

=Sekfld

;g rhu eghus ds dqy izn”kZu dks n”kkZrk gSA blds ek/;e ls vuqeku yxk ldrs gSa fd vkidk v)Z&okf’kZd izn”kZu dSlk 
gksxkA

v)Zokf"kZd

;g izfØ;k gj N% ekl esa dh tkrh gS vkSj blesa izfrfuf/k dks bZuke Hkh fn;k tkrk gSA ;g ijh{k.k crkrk gS fd vkidk 
dqy okf’kZd izn”kZu dSlk gksxk ;fn vki blh rjg dk;Z djrs jgsaA

okf"kZd

;g fjO;w osru ds fy, /;ku esa j[kk tkrk gSaA bl fjO;w ls vkids osru esa c<ksRrjh Hkh gks ldrh gS ;k vkidks gVk;k Hkh 
tk ldrk gSa ;fn vkidk izn”kZu dEiuh ds r; Lrj ds uhps gSA

ges”kk lqfuf”pr djsa fd vki vius izn”kZu dh fjiksVZ nSfud vk/kkj ij nsa] ;fn nSfud fjiksVZ miyC/k uk gks rks fQj 
lkIrkfgd fjiksVZ nsaA

;wfuV 10-2: ofj"B vf/kdkjh ds lkFk fjO;w

bl ;wfuV ds lekIr gksus ds ckn] vki dj ik,axs%

1. ofj’B vf/kdkjh ds lkFk lsYQ fjiksVZ ds fjO;w dk vH;kl vkSj mls le>uk

;wfuV ds mn~ns';
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1. fjO;w le; D;k gksrk gS\

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

2. fjO;w D;ksa fd;k tkrk gS\

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

1. og fLFkfr ftlls fjiksVZ vkSj fjO;w dks pSd fd;k tk ldrk gSA

a) xzkgd ;g f”kdk;r djrk gS fd tc rd og ?kj esa jgrk gS] mlds Qksu ij flXuy ugha vkrs gSaA bl dkj.k 
og uk rks dksbZ dkWy mBk ldrk gS vkSj uk gh dksbZ dkWy dj ldrk gSA

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

b) xzkgd us igys ls gh Mh,uMh lsok vius uacj ij lfØ; dj j[kh gS] ijarq og dqN ekdsZfVax dkWy vius uacj 
ij pkgrk gSA

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

vH;kl

xfrfof/k
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11- lfØ; foØ;

;wfuV 11-1% lfØ; foØ;
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bl ekWM~;wy ds lekIr gksus ds ckn] vki dj ik,axs%

1. lfØ; foØ; dh vo/kkj.kk dks le>uk

eq[; f'k{kk
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11-1-1 lfØ; foØ;

fdlh xzkgd dks dksbZ mRikn ;k lfoZl cspuk ,d pqukSsrh gSA ;fn vki fdlh O;fDr dks Qksu ij dksbZ mRikn csp jgs gSa 
rks ;g vkSj Hkh T;knk pqukSrhiw.kZ gSA ge bl v/;k; esa ;g lh[ksaxs fd Qksu ij dksbZ mRikn ;k lfoZl dSls csps tk ldrs 
gSaA ;fn vki fdlh chihvks ds deZpkjh gSa rks vkidks vius mRikn o lsok,a Qksu ds }kjk gh cspuh gksaxhA

,d xzkgd fdlh VsyhdkWe daiuh esa Qksu djrk gS rFkk lqfer ls ckr djrk gS tks fd daiuh esa VsyhlsYl izfrfuf/k gSA 
lqfer ls ckr djus ds ckn og fdlh nwljh izfr;ksxh daiuh esa Qksu djrk gS rFkk viwoZ ls ckr djrk gSA vkbZ;s xzkgd 
dh nksuksa rjQ gqbZ okrkZyki dk fujh{k.k djsa%

 ● lqfer% xqM eksfuZax lj! eSa ,fDll VsyhdE;wfuds”ku ls lqfer ckr dj jgk gw¡A dfg, eSa vkidh fdl izdkj lgk;rk 
dj ldrk gw¡\

 ● xzkgd% eq>s ,d iksLVisM Iyku pkfg, tks esjh t:jrksa dks iwjk dj ldsA

 ● lqfer% lj! gekjk csfld Iyku 350 :- izfr ekg dj nj esa gS ftlesa vkidks 25 eSlst Hkh Ýh feysaxsA vki ;g Iyku 
ys ldrs gSaA

vc xzkgd dh viwZo ls gqbZ ckrphr ij vkrs gS%

 ● viwoZ% xqM eksfuZax lj! eSa MkWV VsyhdkWe ls viwoZ ckr dj jgk gw¡A eSa vkidh fdl izdkj lgk;rk dj ldrk gw¡\

 ● xzkgd% eq>s ,d iksLVisM Iyku pkfg, tks esjh t:jrksa dks iwjk dj ldsA

 ● viwoZ% fcydqy lj! lj D;k eSa tku ldrk gw¡ fd vki ,d eghus esa fdruh ckr djrs gSaA D;k vki fdlh fo”ks’k uacj 
ij izk;% ckr djrs gSa\

 ● xzkgd% ugha] eSa T;knk ckr ugha djrk gw¡ ysfdu eSa ,d uacj ij vDlj ckr djrk gw¡A

 ● viwoZ% Bhd gSA lj vki gekjk 121 iSdst bLrseky dj ldrs gSa ftlesa vkidks 3 ?kaVs izfr eghus Ýh VkWdVkbe feysxkA 
bldk ekfld fcy dsoy 300 :- gSA lj! D;k vki ;g Iyku ysuk pkgsaxs\ vki ns[ksaxs fd ;g vkidh t:jrksa ds 
vuqlkj Bhd Iyku gSA

;wfuV 11-1: lfØ; foØ;

bl ;wfuV ds lekIr gksus ds ckn] vki%

1. lfØ; foØ; dh vo/kkj.kk dks le>uk

;wfuV ds mn~ns';
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pj.k 1  ● lqusa ¼xzkgd dh t:jr o ifjfLFkfr dks le>sa½
 ● tc vki xzkgd dks vius ckjs esa crkrs gSa rks xzkgd dh t:jrksa ds ckjs esa mlls tkusa

pj.k 2  ● vko”;drkuqlkj iz”u iwNsa
 ● t:jrksa dks tkuus ds fy, iz”u djsaA ;g vkidh ØkWl lsfyax o vilsfyax esa enn djrk gS

pj.k 3  ● Bhd izdkj ls fooj.k nsa rkfd dksbZ xyrQgeh u gksA
 ● ;g cgqr gh uktqd fLFkfr gksrh gSA ;fn vkius dksbZ xyrh dh] rks vkidks dksbZ nwljk ekSdk 

ugha feysxkA blfy, le>nkjh ls dke ysaA

pj.k 4&7% lsYleSu lsYl dh izfØ;kvksa ij /;ku nsrk gS

pj.k 4  ● izLrko ¼t:jrks ds vk/kkj ij lek/kku½
 ● ;g og le; gS tc vki xzkgd dh t:jrksa dks tkuus ds ckn mls mRikn ds ckjs esa crkrs gSaA

pj.k 5  ● mRikn ds ckjs esa le>kuk ¼lek/kku ds ykHk½
 ● xzkgd dh t:jrksa ds lkFk mRikn dh fo”ks’krkvksa dh rqyuk djuk

pj.k 6  ● udkjkRedrk dk lkeuk djuk ¼ijs”kkfu;ksa dks le>sa½A tokc nsus ds fy, igys ls rS;kj jgsaA

pj.k 7  ● mRikn ;k lsok ds pquko esa xzkgd dh enn djsa ¼rRdkfydrk dh Hkkouk ls½A
 ● lsy dks Dykst+ djuk cgqr gh egÙoiw.kZ dk;Z gSA ;fn vki lsy Dykst+ ugha dj ikrs gSa rks 

mijksDr pj.kksa dk mi;ksx csdkj gSA

mnkgj.k% vc ge ns[ksaxs fd mijksDr fn;s x;s pj.kksa o dkS”ky ds iz;ksx ls fdl izdkj lsy dh tk ldrh gSA igys pj.k 
esa tkudkjh gkfly dh tkrh gSA uhps fn;s x;s mnkgj.k esa ns[ksaxs fd jhrk fdl izdkj xzkgd ls tkudkjh gkfly djrh gS%

jhrk fdlh VsyhdkWe chihvks esa dke djrh gSA mldk dke fofHkUu eksckby Iyku] oSY;w ,sMsM lsok,a] tSls baVjusV] dkWyj 
V~;wu vkfn cspuk gSA

jhrk% vius Iyku crkus ls igys lj eSa tkuuk pkgrh gw¡ fd vki vius Qksu esa fdruk baVjusV pykrs gSaA D;k vki baVjusV 
ij flQZ czkmft+ax djrs gSa ;k MkmuyksM Hkh djrs gSaA ;fn vki eq>s ;g crkrs gSa rks eSa vkidks dqN fodYi nwaxhA

xzkgd% gk¡ D;ksa ugh! vly esa eSa flQZ bZ&esy ns[kuk pkgrk gw¡A eq>s ugha yxrk fd eSa dqN MkmuyksM d:axkA

jhrk% lj! blds fy, gekjk csfld Iyku vkids fy, csgrj gS ftlesa vki vius Qksu ij ,d lhfer vof/k ds fy, baVjusV 
iz;ksx dj ldrs gSaA

iz”u iwNus o lquus ls vki tkudkjh bdV~Bk dj ldrs gSa tks vkidh lsy djus esa enn djrh gSA mnkgj.k esa geus ns[kk 
fd ge xzkgd ls fdl izdkj iz”u dj ldrs gSa rFkk mldh ckrksa dks lqurs gSaA ;g gesa xzkgd dks le>us esa gekjh enn 
djrk gSA

vkbZ;s vc ns[krs gSa fd nwljs pj.k esa fdl izdkj xzkgd ds lkeus mRikn dk fooj.k nsa rFkk xzkgd dk fo”okl thrsaA

jhrk% tSls vkius crk;k fd vki baVjusV ls dqN Hkh MkuyksM ugha djsaxs vkSj vki flQZ bZ&esy pSd djuk pkgrs gSa] vkids 
fy, gekjk csfld Iyku lcls vPNk gS ftlesa vki rhu fofHkUu bZ&esy vkbZMh iz;ksx dj ldrs gSaA

xzkgd% vjs! ;g rks cgqr vPNk gSA eq>s lp esa bldh t:jr gS ¼izse ls ckr djrs gq,½A cgqr /kU;okn vkidkA

11-1-2 foØ; ds pj.k
Qksu ij lsfyax djus ds fy, dkS”ky dh vko”;drk gksrh gSA blds fy, vkidks ,d vPNk Jksrk o izHkkoh cksyus okyk 
gksuk pkfg,A lsYl esa vPNk dke djus okys yksx lsy dks Dykst+ djus ds vPNs xq.k tkurs gSaA uhps fn;s x;s pj.kksa ij 
/;ku nhft,%

pj.k 1&3% lsYleSu xzkgd dh ckr le>us dh 
dksf’k’k djrk gS vkSj vf/kdrj pqi jgrk gS



xzkgd lsok vf/kdkjh ¼dkWy lsaVj½

193

11-1-3 vilsfyax o ØkWl&lsfyax
dLVej ds;j ,fXt+D;wfVo dks izks,fDVo lsfyax ds lkFk&lkFk ØkWl&lsfyax o vilsfyax dh Hkh t:jr gksrh gSA blds fy, 
izfrfuf/k dks viuh daiuh ds vkWQjksa ds lkFk nwljh izfr;ksxh daiuh dh tkudkjh gksuk Hkh vko”;d gSA

,d xzkgd dLVej ds;j ,fXt+D;wfVo dks dkWy djrk gS rFkk f”kdk;r djrk gS fd mlds Qksu dk ekfld fcy cgqr 
T;knk vk jgk gSA xzkgd dh f”kdk;r lquus ds ckn dLVej ds;j ,fXt+D;wfVo lhvkj,e dh lgk;rk ls irk yxkrk gS 
fd fcy T;knk vkus dk dkj.k mldh jksfeax njsa gSaA ,slh fLFkfr esa dLVej ds;j ,fXt+D;wfVo dks xzkgd dks nwljk Iyku 
cspus dk ekSdk feyrk gS tks mls fy, ykHknk;d gSA og xzkgd ds lkFk okrkZyki “kq# djrk gS%

lhlhbZ% lj! vkidk ekfld miHkksx D;k gS\

xzkgd% eSa vius Qksu ls cgqr dkWy djrk gw¡A ,d fnu esa yxHkx 40&50 dkWyA

lhlhbZ% lj! D;k vki vius Qksu ls ISD ;k STD dkWy Hkh djrs gSaA

xzkgd% gk¡] eSa vDlj ;k=k djrk gw¡ vkSj esjk Qksu vf/kdrj jksfeax esa jgrk gSA

lhlhbZ% fQj rks vkidk fcy Hkh cgqr vkrk gksxk lj\

xzkgd% gk¡] ;g ges”kk 2500 ls T;knk vkrk gSA

lhlhbZ% ;g rks cgqr T;knk gS lj] vki Vªsoy Iyku D;ksa ugha ysrs\

xzkgd% ;s Vªsoy Iyku D;k gS\

lhlhbZ% lj] Vªsoy Iyku esa 299 dk ekfld fQDl fcy gSA vcl ls vcl ij dkWy djus ij dkWy jsV 50 iSls gSA vcl 
ls nwljs usVodZ ij 50 iSls rFkk vcl ls ySaMykbu ij Hkh 50 iSls gh gSA bl Iyku esa ohfM;ks dkWy dh nj 3 :- gSA 
blls vki lHkh STD dkWy 50 iSls dh nj ls dj ldrs gSaA

xzkgd% Iyku rks vPNk gS ysfdu ;gh Iyku eq>s bafM;k QksUl okys Hkh ns jgs gSa rks eSa vkils ;g Iyku D;ksa ywa\

lhlhbZ% eSa vkils bafM;k QksUl ds Iyku ds ckjs esa iwNuk pkgrk gw¡] lj muds Iyku esa ohfM;ks dkWy dj nj D;k gS\

xzkgd% vjs! ;g rks eSaus iwNk gh ughaA

lhlhbZ% D;k vki vius Qksu esa baVjusV pykrs gSa\

izHkkoh :i ls iz”u iwNus o lquus ls feyh tkudkjh us jhrk dks xzkgd ij fo”okl cukus ds ;ksX; cuk;kA vc xzkgd jhrk 
dh gj ckr ij fo”okl dj jgk gSA 

vafre pj.k esa lsy Dykst+ dh tkrh gSA vkbZ;s ns[krs gSa fd lsy fdl izdkj Dykst+ djrs gSaA

jhrk% lj! eq>s yxrk gS fd vkidks gekjk ^lqij fctusl^ iSdst [kjhnuk pkfg,A bl iSd dk ekfld “kqYd 150 :- gSA 
vkidh lsok 24 ?kaVs esa vkids Qksu ij pkyw gks tk;sxhA D;k eSa ;g Iyku vkids uacj ij pkyw dj nw¡\

xzkgd% gk¡] fcydqyA

jhrk% vk”kk djrs gSa fd vkidks gekjh lsok,a ilan vk;saxhA FkSaD;w lj!

xzkgd% /kU;okn

vkius ns[kk fd jhrk us fdl izdkj dkWy Dykst+ dhA ;kn j[ksa] dkWy dks Dykst djuk mruk gh egÙoiw.kZ gS ftruk dkWy 
mBkdj ckr djukA ;fn vki dkWy Bhd rjhds ls Dykst+ djrs gSa rks xzkgd vPNk eglwl djsxkA
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xzkgd% gk¡] bZ&esy vkSj lks”ky lkbVksa dh viMsV pSd djus ds fy, eSa Qksu esa baVjusV pykrk gw¡A

lhlhbZ% rc eSa vkidks crkuk pkgw¡xk fd vkidks 199 dk ekfld Iyku ysuk pkfg,A blesa vkidks 2 GB MkVk Ýh feyrk 
gS tks vkidh t:jrksa ds fy, dkQh gSA

lhlhvZ% D;k eSa vkidks bl Iyku ds fy, lkbZu vi dj nw¡\

xzkgd% gk¡] fcydqyA

lhlhbZ% D;k vki vius ekfld ;wlst dks tkuus ds fy, vkbZVekbZt+ fcy izkIr djuk pkgsaxs\ vkidks blds fy, 30:      
vf/kd nsus gksaxsA

xzkgd% gk¡A

lhlhbZ% lj] D;k vki vius Qksu ij dksbZ O;fDrxr dkWyj V~;wu yxokuk pkgsaxs\

xzkgd% ;g D;k gS\

lhlhbZ% lj] tc Hkh dksbZ vkidks dkWy djsxk mls dksbZ xkuk@Hktu lquus dks feysxkA

xzkgd% bldk ekfld “kqYd D;k gS\

lhlhbZ% lj] 30 :- eghukA

xzkgd% fQj eq>s bldh t:jr ugha gSA

lhlhbZ% Bhd gS lj] vkidh lsok,a 48 ?kaVs esa vkids Qksu ij pkyw gks tk;saxhA vcl VsyhdkWe pquus ds fy, /kU;oknA

1. lsfyax esa ikyu gksus okys pj.kksa dh lwph cuk,A

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

2. ØkWl&lsfyax D;k gS\

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

3. vilsfyax D;k gS\

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________
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12- dk;ZØe dh lekfIr
vkSj 'kq:vkr djuk

;wfuV 12-1 & lk{kkRdkj

;wfuV 12-2 & lk{kkRdkj ds iz”u@,Q,D;w
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bl ekWM~;wy ds lekIr gksus ds ckn] vki dj ik,axs%

1. ;g tkuuk fd Lkk{kkRdkj D;k gS

2. lk{kkRdkj ds iz'uksa ¼,d,D;w½ ds ckjs esa tkuuk

eq[; f'k{kk
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12-1-1 lk{kkRdkj dk egRo

12-1-2 lk{kkRdkj dh izfØ;k

 ● Lkk{kkRdkj viuh lkeF;Z] miyfC/k;ksa vkSj O;fDrxr xq.kksa dks fn[kkus dk ,d volj gSA

 ● Lkk{kkRdkj] mEehnokj ,oa fu;ksDrk ds e/; lkeatL; ¼rkyesy½ le>us ds fy,] ¼nks&rjQ+k½ ikjLifjd ckrphr ,oa 
laidZ dk volj iznku djrk gSA

 ● Lkk{kkRdkj ,d dne gS tks izR;sd O;fDr dks ukSdjh izkIr djus ds fy, nsuk gksrk gSA vr% izR;sd dks lk{kkRdkj esa 
mifLFkr gksus ds fy, iw.kZ :i ls rS;kj gksuk pkfg,A

fdlh Hkh lk{kkRdkj esa mifLFkr gksus ds fy, fuEufyf[kr ckrksa dk /;ku j[ksa%

 ● vfHkoknu% psgjs ij eqLdku j[ksa vkSj uezrk ls xqM ekWfuZax ;k xqM vk¶Vjuwu ¼tks Hkh mfpr gks½ dgdj lk{kkRdkjdrkZ 
dks lEcksf/kr djsaA gkFk feykrs le; ¼;fn volj feyrk gS½ vkRefo”okl ds lkFk lk{kkRdkjdrkZ ls vk¡[ksa feyk,aA

 ● ifjp;% lk{kkRdkj vkjEHk gksus ls igys lk{kkRdkjdrkZ ;k lk{kkRdkj nsus okyk viuk laf{kIr ¼cqfu;knh½ ifjp; nsrk gS] 
mnkgj.kkFkZ& uke crkuk] in crkuk vkfnA

 ● laf{kIr okrkZyki% lk{kkRdkjdrkZ ,oa mEehnokjs ds chp gksus okyh igyh ckrphrA

 ● iz”u% blesa lHkh izdkj ds iz”u] pkgs os lkekU; gksa ;k fo”ks"k] “kkfey gSa tks lk{kkRdkjdrkZ ;k mEehnokj iwNrk gSA bu 
iz”uksa ij ge vxys v/;k; esa foLrkj ls ppkZ djsaxsA

 ● lkjka”k% lk{kkRdkj lekIr gksus ls igys lk{kkRdkjdrkZ ;k mEehnokj] lk{kkRdkj ds nkSjku nksuksa ds e/; gqbZ ckrphr 
dks la{ksi esa nksgjkdj] lk{kkRdkj dks lekIr djrk gSA

 ● lk{kkRdkj dh lekfIr% lk{kkRdkj dh lekfIr ds le; mEehnokj dks la{ksi esa viuh {kerkvksa ds ckjs esa fQj ls nksgjkuk 
pkfg, vkSj mUgsa lk{kkRdkj esa izR;sd lk{kkRdkjdrkZ dks vyx&vyx /kU;okn djsa vkSj laidZ tkudkjh ds fy, vuqjks/k 
djsa vxj vkidks irk ugha gSA

 ● /kU;okn o Qksyks&vi% 24 ?kaVs ds Hkhrj ,d vkSipkfjd i= ;k bZ&esy }kjk /kU;okn dk i=&O;ogkj djuk vko”;d 
gSA fu;qfDr ds fu.kZ; dh fLFkfr tkuus ds fy, mEehnokj dks le;&le; ij mldk Qksyks&vi ysuk pkfg,A ;g 
lk{kkRdkj ds le; fu;ksDrk o mEehnokj ds chp r; dh xbZ le; lhek esa gksrk gSA

12-1-3 lk{kkRdkj ds egÙoiw.kZ rF;
uhps fn, okD;ksa dks i<+sa vkSj ,d lk{kkRdkj ds le; ^D;k djsa* vkSj ^D;k u djsa* ds :i esa fpfºur djsa%

;wfuV 12-1: lk{kkRdkj

bl ;wfuV ds lekIr gksus ds ckn] vki dj ik,axs%

1. ;g tkuuk fd Lkk{kkRdkj D;k gS\

;wfuV ds mn~ns';
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okD; djsa uk djsa

vius vki esa jguk

ckr djrs le; Mdkj ysuk

cgqr T;knk esdvi yxkuk

lk{kkRdkj ds fy, lgh le; ij igq¡puk

,dne ls dsfcu ;k vkWfQl esa ?kql tkuk

fjlsI”kfuLV dks vfHkoknu djuk Hkwy tkuk ;k vfHkoknu dk 
tokc u nsuk

cksyus ls igys lkspuk

igys ls gh daiuh dh osclkbV ns[k ysuk

lkspus ds fy, le; ysuk

lk{kkRdkj ds fnu HkM+dhys@pedhys jax ds diM+s iguuk

vius lkeF;Z@{kerkvksa ij t+ksj nsuk

lk{kkRdkjdrkZ ds lkFk cgl djuk

lk{kkRdkj ds nkSjku P;wbaxe pckuk

vius “kSf{kd vkSj dk;Z vuqHko dh leh{kk djuk@ds                
ckjs esa crkuk

vius dkxt+ksa@nLrkost+ksa dks ykijokgh ls Qkby esa j[kuk

lk{kkRdkjdrkZ dks /kU;okn djuk@nsuk

^mUgsa esjh t+:jr gS* ,slk joS;k j[kuk

vPNh “kkjhfjd Hkk’kk dk mi;ksx djuk

,d okD; esa mRrj nsus dh dksf”k”k djuk                                  
¼lkekU;r% iz”u ij fuHkZj½

vius fjT+;we dh ,d dkWih vius ikl j[kuk

lk{kkRdkjdrkZ dk uke ;kn j[kuk

cM+s vkSj Hkkjh vkHkw’k.k iguuk

Lo;a dh iz”kalk djuk

Ckkrphr dk vH;kl djuk

ekuo&Hkkouk dks fn[kkuk

¼;g lk{kkRdkjdrkZ dh ofj"Brk lk{kkRdkj ij fuHkZj djrk gS½

viuh ckjh dk bart+kj djrs gq, ckyksa esa maxfy;k¡ ?kqekuk

vPNs rjhds ls viuh vkykspuk Lohdkj djuk

bZekunkjh vkSj prqjkbZ ls tokc nsuk

Vscy 12-1 D;k djsa vkSj D;k uk djsa dk ,d lsEiy
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1. D;k vkius dHkh lk{kkRdkj fn;k gS\ mlesa D;k gqvk\ vkids vuqlkj lk{kkRdkj esa D;k gksrk gS\

     ___________________________________________________________________________________________

    ___________________________________________________________________________________________

    ___________________________________________________________________________________________

    ___________________________________________________________________________________________

vH;kl

fVIi.kh
_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________
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Lo;a dks rS;kj djuk

?kcjkrs gq, gkFk feykuk

P;wbaxe u pckuk

24 ?kaVksa ds Hkhrj i=O;ogkj djuk

Lkk{kkRdkj ds nkSjku eqLdqjkuk

Lkk{kkRdkj la{ksi esa u nsuk

vius osru ls lEcfU/kr iz”u iwNuk
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12-2-1 lk{kkRdkj esa iwNs tkus okys ç'u

1. vius ckjs esa dqN crk,a

  ;k 

   vius ck;ksMkVk ds vuqlkj dqN crk;sa

 ● lkekU;r% ;g iz”u fdlh Hkh lk{kkRdkj esa iwNs tkus okyk igyk iz”u gksrk gSA

 ● bl iz”u dk ewy mn~ns'; okrkZyki dks vkjEHk djuk vkSj mEehnokj dks lgt eglwl djkuk gksrk gSA

bl iz”u dk mRrj viuh ikfjokfjd i`"BHkwfe] “kSf{kd ;ksX;rk ,oa dk;Z vuqHko ds ckjs esa tkudkjh nsus ds lkFk “kq# djsaA 
izf”k{k.k ds nkSjku lh[kh xbZ ckrksa ij /;ku nsaA bl iz”u dk mRrj nsrs le; vkRefo”okl dk /;ku j[ksaA vkRefo”okl ds 
lkFk ckr djsa vkSj fcuk fdlh fgpfdpkgV ds Li"V :i ls cksysaA 2 feuV ls vf/kd cksyus dh dksf”k”k u djsaA

mnkgj.k 1%

esjk uke d[kx gSA eSa ubZ fnYyh esa jgrk gw¡A eSaus d [k x Ldwy ls ckjgoha rd f”k{kk yh gSA esjs firkth ,d nqdkunkj 
gSa vkSj esjh ekrkth ,d x`g.kh gSaA eq>s ̂ Mh b ,Q^ fyfeVsM daiuh esa dk;Z djus dk ,d o”kZ dk vuqHko gSA eq>s QqVckWy@
fØdsV [ksyuk vkSj fQYe ns[kuk ilUn gSA

2. vki Lo;a dks ,d O;fDr ds :i esa dSls ifjHkkf"kr djsaxs\

 ;k

   vki fdl izdkj ds O;fDr gSa\

bl iz”u dk eq[; mn~ns'; ;g ns[kuk gS fd vkiesa os lc xq.k gSa ;k ugha tks ,d fu;ksDrk vius deZpkjh esa ns[kuk pkgrk 
gS] tSls%& vius dk;Z ds izfr fu"Bkoku] ifjJeh bR;kfnA vius ,sls gh fdlh ,d xq.k dks pqfu, vkSj vius mRrj ds :i 
esa izLrqr djsaA bl iz”u dk mRrj ,d iafDr esa gksuk pkfg,A

mnkgj.k 2%

esjk uke d [k x gSA eSa Jhuxj esa jgrh gw¡A eSaus d [k x Ldwy ls ckjgoha d{kk rd f”k{kk izkIr dh gSA esjs ifjokj esa 
esjs firk] esjh ekrk vkSj ,d cM+h cgu gSA esjs firk dk O;olk; gS vkSj esjh ekrk ,d Ldwy v/;kfidk gSaA esjh cgu 
Hkk"kk izf”k{kd dk dk;Z djrh gSaA eSa QqVckWy dh cgqr cM+h iz”kald gw¡A eSa vius Ldwy dh QqVckWy Vhe dh dSIVu FkhA

;wfuV 12-2: lk{kkRdkj ds ç’u ¼,Q,D;w½

bl ;wfuV ds lekIr gksus ds ckn] vki dj ik,axs%

1. Lkk{kkRdkj izfØ;k ds nkSjku izHkkoh <ax ls iz”uksa ds mRrj nsus ds egRo dks le>uk

;wfuV ds mn~ns';
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mnkgj.k 1%

eSa ,d egRokdka{kh O;fDr gw¡ vkSj lh[kus dh yxu j[krk gw¡A

mnkgj.k 2%

eSa ,d esgurh O;fDr gw¡ vkSj Vhe esa dke djuk ilUn djrk gw¡A

3. rhu o"kksZa ckn vki Lo;a dks dgk¡ ns[krs gSa\

 ;k

    vki rhu o"kksZa ds ckn vius vki dks dgka ns[kuk pkgrs gSa\

bl iz”u dk mn~ns'; ;g ns[kuk gS fd vki fdrus egRokdka{kh gSa vkSj vkidh daiuh ds izfr fdruh fLFkjrk gSA

4. vkidh lcls cM+h fo”ks"krk D;k gS\

 ;k

   vkidh D;k&D;k {kerk,¡ gSa\

bl iz”u dk mRrj nsus ds fy, ml in dh vko”;drkvksa dk fo”ys”k.k djsa ftl in ds fy, vkius vkosnu fd;k gS vkSj 
mu xq.kksa dh ,d lwph cuk,¡ tks ml in ij dk;Z djus ds fy, ,d O;fDr esa gksuh pkfg,A

mu xq.kksa esa ls os xq.k pqusa tks vki esa gSa vkSj mu xq.kksa dks vius mRrj ds :i esa izLrqr djsaA mnkgj.k ds fy, & fjVsy 
vkSj ch ih vks m|ksx esa ukSdjh@dk;Z djus ds fy, vkosnu djus okys O;fDr esa gksus okys dqN xq.k gSa% /kS;Z] vaxzsth Hkk"kk 
esa dq”ky] lquus dh vPNh {kerk] ldkjkRed n`f"Vdks.k] Vhe esa dke djuk bR;kfnA

;g iz”u vDlj iwNk tkrk gS blfy, bl iz”u ds mRrj dh iwjh rS;kjh igys ls gh dj ysaA

mnkgj.k 1%

nwljksa ds lkFk ckr djus dk dkS”ky esjh lcls cM+h {kerk gSA eSa lHkh izdkj ds yksxksa ds lkFk vPNs ls dk;Z dj ldrk 
gw¡ vkSj ;g Hkh le>rk gw¡ fd izR;sd dk dk;Z vkSj ;kstuk ds izfr vyx&vyx n`f"Vdks.k gSA blfy, tc eSa vU; 
yksxksa ds lkFk dke djrk gw¡ rks ;g le>rk gw¡ fd izR;sd O;fDr vyx&vyx izkFkfedrkvksa vkSj mn~ns';ksa ds lkFk vkrs 
gSaA eSa ges”kk bu ckrksa dks /;ku esa j[krk gw¡ tcfd eSa dksbZ ,slk dk;Z djrk gw¡ ftls iwjk djus ds fy, lko/kkfu;ksa o         
“kqf)dj.k dh vko”;drk gksrh gS rFkk ftl ij igys ls dksbZ dk;Z dj jgk gksrk gSA



202

çfrHkkxh iqfLrdk

dqN {kerk,a tks vki esa gksuh pkfga,%

 ● ifjJeh gksuk

 ● le; dk ikcUn gksuk

 ● n`<+ ladYi

 ● izkFkfedrkvksa dks le>us esa leFkZ

 ● viuh vlQyrkvksa ls fuiVuk vkSj viuh xyfr;ksa ls lh[kus dh dksf”k”k djus dh {kerk

 ● vius dk;Z ds izfr opuc) gksuk

 ● ubZ ckrksa dks lh[kus dh yxu

 ● Vhe Iys;j gksuk vkSj vU; yksxksa ds lkFk vPNs ls dk;Z djuk

5. vkidh detksfj;ka D;k gSa\

izR;sd O;fDr esa dqN dfe;k¡ gksuk lkekU; gSA ;g egRoiw.kZ gS fd mUgsa igpkus ,oa muesa lq/kkj ds fy, iz;kl djsaA blfy,] 
;fn lk{kkRdkj esa vkils ;g iz”u iwNk tkrk gS rks “kkUr jgsa vkSj viuh dfe;ksa dks Lohdkj djsaA bl iz”u dk mRrj nsus 
ds nks rjhds gSa%

a) Lo;a ls lacfU/kr dfe;ka crk,¡ tSls & ÞeSa ,d cgqr Hkkoqd O;fDr gw¡ vkSj eSa fQYe ns[krs le; dbZ ckj Hkkoqd gks 
tkrk gw¡Aß

b) eq>s yxrk gS fd eSa viuh rduhdh dkS”ky ij vkSj vf/kd dke dj ldrk gw¡ D;ksafd eq>s fo”okl gS fd ;g esjs 
dSfj;j esa eq>s enn djsxkA

mnkgj.k 1%

eq>s vkSj vf/kd /kS;Ziw.kZ cuus ds fy, dk;Z djuk gksxk vkSj eq>s Lo;a dks foJke Hkh nsuk gksxk D;ksafd eSa ges”kk lHkh dk;Z 
,d ckj esa gh iwjk djuk pkgrk gw¡A

6. D;k vkidks fZ”k¶V esa dke djus esa dksbZ ijs”kkuh gS\ D;k vkidks dksbZ LokLF; lacU/kh leL;k gS\ ,d ch ih vks ds fy, 
dk;Z djus dk vFkZ gS fd vki dks ns”k ls ckgj ds xzkgdksa ds fy, vyx&vyx le; ij dk;Z djuk gksxk ftlds 
dkj.k dbZ ckj vkidks f”k¶V esa dke djuk gksxk vkSj vkidks blds fy, rS;kj jguk gksxkA vxj vkidks dksbZ LokLF; 
lacU/kh leL;k gS ftlds dkj.k vkidks f”k¶V esa dke djus esa ijs”kkuh gks ldrh gS mls Li"V crk,¡A

7. vki vius laokn dkS”ky dk ewY;kadu dSls djsaxs\ yxHkx izR;sd ukSdjh esa ckr djus@laokn dkS”ky dh egRoiw.kZ 
Hkwfedk gSA dqN ukSdfj;ksa esa t+:jr gksrh gS vkarfjd :i ls viuh Vhe ds lnL;ksa] ckWl ;k izca/ku ds lkFk ckr djus 
dh vkSj dqN ukSdfj;ksa esa t+:jr gksrh gS xzkgdks ls ckr djus dhA

mnkgj.k 1%

esjk laokn dkS”ky dkQh vPNk gSA eSa lqudj] i<+dj ,oa fy[kdj esjh laokn dkS”ky fodflr djus ds voljksa dk 
yxkrkj ykHk ys jgk gw¡A 
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8. D;k vki buesa ls fdlh Hkh fo"k; ij nks feuV ds fy, cksy ldrs gS\ vkidh lokan fuiq.krk ,oa rqjUr lkspus dh 
{kerk dks ij[kus ds fy, vkidks dqN lkekU; fo"k; fn, tk,¡xsA vr% [kwc i<+sa vkSj Lo;a dks dqN lkekU; fo"k;ksa ij 
cksyus ds fy, rS;kj djsaA

   ;s fo"k; bl izdkj gks ldrs gS% 

a) orZeku eqn~ns

b) “kkSd

c) thou dk lcls Lej.kh;@;knxkj fnol

d) ilanhnk fQYe

e) vkius viuk fiNyk lIrkgkar dSls fcrk;k

f) izf”k{k.k ds nkSjku esjk vuqHko 

9. vki ,d vPNs Jksrk ds :i esa viuk ewY;kadu dSls djsaxs\ vkidk vPNk Jksrk gksuk] lokan vkSj ,d vPNk Vhe Iys;j 
cuus ds fy, egRoiw.kZ dkjdksa esa ls ,d gSA vxj vki esa ;g {kerk@dkS”ky ugha gS rks mls fodflr djsaA ^vkSlr ls 
Åij ;k vPNk* vius mRrj ds :i esa izLrqr djsaA

mnkgj.k 1%

eSa ,d vPNk Jksrk gw¡A eSa /;ku ls vkSj n[ky fn, fcuk nwljksa dh ckr lqurk gw¡ vkSj vko”;drk gksus ij gh cksyrk gw¡A

mnkgj.k 1%

eq>s nwljksa ds lkFk dke djuk vPNk yxrk gSA eq>s xzqi esa Hkh dke djuk vPNk yxrk gS D;ksafd ;g eq>s vius fopkj 
O;Dr djus dk vkSj vyx&vyx n`f"Vdks.kksa dks le>us dk volj iznku djrk gSA

10. D;k vki Lo;a dks ,d Vhe Iys;j ekurs gSa\

 ;k 

   D;k vki ,d Vhe Iys;j gSa\

bu fnuksa fdlh daiuh ds fy, dk;Z djus dk vFkZ gS ,d Vhe Iys;j gksukA blfy,] bl iz”u dk mRrj ^gk¡* gSA vki ,sls 
dqN mnkgj.k ns ldrs gSa tc vkius ,d Vhe ds tSls dk;Z fd;k gksA

mnkgj.k 1% 

vxj volj fn;k tk, rks eSa bl daiuh dks nh?kZdkyhu dSfj;j laHkkouk vkSj vius dSfj;j fuekZ.k ds :i esa ns[krk gw¡A

11. vxj vkidks volj fn;k tk, tks vki fdrus le; ds fy, gekjs fy, dke djuk pkgsaxs\ bl iz”u dk mn~ns'; gS 
vkidh LVsfcfyVh tkuuk vkSj ;g ns[kuk fd D;k vki vU; ukSdjh dh is”kd”k dk volj feyrs gh mls Lohdkj dj 
ysaxs ;k ughaA bl iz”u dk mRrj nsus ds fy, vki dg ldrs gSa& Þtc rd eSa lh[k jgk gw¡ vkSj c<+ jgk gw¡ ,o age 
nksauks dke ls [kq”k gSa rc rd eSa ;gk¡ jgus dh bPNk j[krk gw¡Aß
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mnkgj.k 1%

eSa lh[kus ds fy, cgqr bPNqd gw¡A eq>s fo”okl gS fd esjs esa os lHkh t+:jh {kerk,¡ gSa tks esjs dke esa lQy gksus ds 
fy, vko”;d gSaA eSa ,d Vhe Iys;j Hkh gw¡ tks eq>s vyx&vyx ifjfLFkfr;ksa ds vuqdwy gksus esa vkSj csgrj dke djus 
ds fy, enn djsxkA

mnkgj.k 1%

th gk¡] eSa nokc esa Hkh dk;Z dj ldrk gw¡A esjk ekuuk gS fd izR;sd ukSdjh ds lkFk ft+Eesnkfj;ka Hkh vkrh gSa vkSj ;g 
nokc ges”kk gh jgsxkA eSa /kS;Z ls dk;Z nokc ls fuiVus esa l{ke gw¡A

12. gesa vkidks D;ksa fu;qDr djuk pkfg,\ bl iz”u dk mRrj nsus ds fy, Lo;a dks igys ls gh rS;kj dj ysaA ukSdjh 
dh vko”;drkvksa dks vPNh rjg i<+sa vkSj vius xq.kksa] dkS”ky@{kerkvksa vkSj vuqHkoksa dks mu vko”;drkvksa ds lkFk 
feyk,¡A vkSj bls vius mRrj ds :i esa crk,¡ fd vkidks D;ksa fu;qDr fd;k tkuk pkfg,A

13. D;k vkidks yxrk gS fd vki nokc esa Hkh dk;Z dj ldrs gSa\ dk;Z vkSj dk;Z nokc lnSo ls gh ,d&nwljs ds iwjd 
gSaA fut+h ;k dk;Z {ks= esa nokc gks ldrk gS ysfdu mlls fuiVus ds fy, vki leFkZ gksus pkfg,aA vr% bl iz”u dk 
mRrj ^gk¡* esa nsa vkSj dqN mnkgj.k Hkh nsa tc vkius nokc esa Hkh dk;Z fd;k gksA

14. D;k vki ubZ rduhfd;ksa dks lh[kus esa lgt eglwl djrs gSa\ vk/kqfud O;olk; rduhfd;ksa ds lgkjs pyrk gSA vr% 
mUgsa lh[kus ds fy, lnSo rS;kj jgsaA bl iz”u dk mRrj ^gk¡*

mnkgj.k 1%

eSa ubZ rduhfd;ksa dks lh[kus esa lgt eglwl djrk gw¡ D;ksafd ;g esjk dk;Z csgrj rjhds ls djus esa vkSj esjh {kerkvksa 
dks c<+kus esa esjh enn djsxkA

15. D;k vki ;g ukSdjh NksM+ nsaxs ;fn nwljh daiuh vkidks gels nks gt+kj :i, T+;knk nsrh gS\ bl iz”u ds }kjk 
lk{kkRdkjdrkZ ;g fo”ys"k.k djuk pkgrk gS fd D;k mEehnokj dqN vfrfjDr gt+kj :i;ksa ds fy, viuh orZeku 
ukSdjh NksM+ nsxkA

fdlh mEehnokj dks fu;qDr djus esa daiuh ds iSlksa dk fuos”k gksrk gS blfy, daiuh fdlh ,sls O;fDr dks fu;qDr 
djuk pkgrh gS tksa daiuh ds izfr dqN fu"Bk j[krk gksA

vki bl iz”u dk mRrj ;g dgdj ns ldrs gSa fd vki tkurs gSa fd ;|fi izR;sd ukSdjh esa iSlksa dk vkd"kZ.k gksrk 
gS fQj Hkh vki nksuksa ukSdfj;ksa esa o`f) ds voljksa dk fo”ys"k.k djsaxsA ;fn vkidh orZeku daiuh m|ksx izofRr ds 
lkFk okafNr o`f) dh is”kd”k djrh gS rks vki ukSdjh ugha cnysaxsA vki vius lhfu;j ds lkFk bl fo"k;@eqn~ns ij 
ppkZ djsaxs vkSj orZeku ukSdjh esa vkidh o`f) ds ckjs esa mlds fopkj iwNsaxsA vkSj vxj vki ;g ns[krs gSa fd orZeku 
ukSdjh esa o`f) dh laHkkouk gSa rks vki dk;Z djrs jgsaxs vU;Fkk vki ukSdjh NksM+us ds@thou esa vkxs c<+us ds fu.kZ;  
ds ckjs esa fouezrk ls lwfpr djsaxsA

mnkgj.k 1% 

eSa le>rk gw¡ fd iSls esa vkd"kZ.k gksrk gS ysfdu lQy gksus ds fy,] vuqHko vkSj inksUufr Hkh egRoiw.kZ dkjd gSaA esjk 
mn~ns'; thou esa ofj"Brk gkfly djuk gSA blfy, dsoy osru esa o`f) esjh egRokdka{kk dks iw.kZ djus esa enn ugha 
djsxkA
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tksM+s cuk,aA izR;sd tksM+s esa ,d O;fDr lk{kkRdkjdrkZ cusxk vkSj ,d O;fDr mEehnokj cusxkA nksuksa dks iwjs xzqi ds lkeus 
lk{kkRdkj dh iwjh izfØ;k izLrqr djuh gksxhA

fuEufyf[kr iz”uksa ds mRrj nsa%

1. vius fo"k; esa dqN crkb,A

      _________________________________________________________________________________________

      _________________________________________________________________________________________

      _________________________________________________________________________________________

      _________________________________________________________________________________________

2. vc ls rhu o"kksZa ds ckn vki Lo;a dks dgk¡ ns[krs gS\

      _________________________________________________________________________________________

      _________________________________________________________________________________________

      _________________________________________________________________________________________

      _________________________________________________________________________________________

3. vkidh D;k {kerk,a gSa\

      _________________________________________________________________________________________

      _________________________________________________________________________________________

      _________________________________________________________________________________________

      _________________________________________________________________________________________

4. vkidh D;k dfe;ka gSa\

      _________________________________________________________________________________________

      _________________________________________________________________________________________

      _________________________________________________________________________________________

      _________________________________________________________________________________________

5. D;k vki f”k¶V esa dke djus esa lgt eglwl djrs gSa\ D;k vkidks dksbZ LokLF; lacU/kh leL;k gS\

      _________________________________________________________________________________________

      _________________________________________________________________________________________

      _________________________________________________________________________________________

      _________________________________________________________________________________________

6. vki viuh laokn {kerk dk ewY;kadu dSls djsaxs\

      _________________________________________________________________________________________

      _________________________________________________________________________________________

      _________________________________________________________________________________________

      _________________________________________________________________________________________

xfrfof/k

About this book
This Participant Handbook is designed to enable training for the specific Qualification Pack(QP). Each 
National Occupational (NOS) is covered across Unit/s.

Key Learning Objectives for the specific NOS mark the beginning of the Unit/s for that NOS. The 
symbols used in this book are described below.
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_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

About this book
This Participant Handbook is designed to enable training for the specific Qualification Pack(QP). Each 
National Occupational (NOS) is covered across Unit/s.

Key Learning Objectives for the specific NOS mark the beginning of the Unit/s for that NOS. The 
symbols used in this book are described below.

…..

…..
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Practical Exercise Summarize

7. vki vius lquus dh {kerk dk ewY;kadu dSls djsaxs\

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

8. D;k vki Lo;a dks ,d Vhe Iys;j ekurs gSa\

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

9. ;fn vkidks volj fn;k tk, rks vki gekjs lkFk fdrus le; rd tqM+s jgsaxs\

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

10. gesa vkidks D;ksa fu;qDr djuk pkfg,\

      _________________________________________________________________________________________

      _________________________________________________________________________________________

      _________________________________________________________________________________________

      _________________________________________________________________________________________

11. D;k vkidks yxrk gS fd vki nokc esa Hkh dk;Z dj ldrs gSa\

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________
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