
kf]v/f dxfgu/kflnsf

efu @

jif{ M ^    kf]v/f      v08 M ^@   k|dfl0ft ldltM @)&( cfiff9 @$ ut]

:yfgLo /fhkq

kf]v/f dxfgu/kflnsfdf ;]jf s/f/df k|fljlws sd{rf/L Joj:yfkg 
ug]{ ;DaGwL sfo{ljlw, @)&(





 efuM @   jif{M ^     v08M ^@    :yfgLo /fhkq   ldlt @)&( cfiff9 @$ ut]

kf]v/f dxfgu/kflnsfdf ;]jf s/f/df k|fljlws sd{rf/L Joj:yfkg ug]{ ;DaGwL sfo{ljlw, @)&( 

kf]v/f dxfgu/kflnsfdf ;]jf s/f/df k|fljlws sd{rf/L Joj:yfkg 
ug]{ ;DaGwL sfo{ljlw, @)&(

k|:tfjgf M kf]v/f dxfgu/kflnsfn] pknAw u/fpg] ;]jf k|jfx / ljsf; 
lgdf{0fsf] sfo{nfO{ Jojl:yt / k|efjsf/L agfpg kf]v/f dxfgu/kflnsfn] 
:jLs[t u/]sf] sd{rf/L b/jGbLsf] clwgdf /xL k|fljlws sd{rf/Lsf] l/Qm 
kbdf s/f/ ;Demf}tfsf cfwf/df ;]jf s/f/df lng] sfo{nfO{ Jojl:yt 
ug{sf nflu kf]v/f dxfgu/kflnsfsf] rf}yf] sfo{kflnsf j}7sn] of] 
sfo{ljlw :jLs[t u/L hf/L ul/Psf] 5 .
 
!=	 ;+lIfKt gfd / k|f/De M !_ of] sfo{ljlwsf] gfd ækf]v/f 

dxfgu/kflnsf s/f/df k|fljlws sd{rf/L Joj:yfkg ;DaGwL 
sfo{ljlw, @)&(Æ /x]sf] 5 . 

	 @= of] sfo{ljlw sfo{kflnsfn] lg0f{o u/]sf] ldltaf6 k|f/De x'g]5. 
@=	 kl/efiff M ljifo jf k|;+un] csf]{ cy{ gnfu]df o; sfo{ljlwdf–
	 s_ 	æk|d'vÆ eGgfn] dxfgu/kflnsfsf] k|d'v ;Demg' kb{5 .
	 v_ 	æP]gÆ eGgfn] æ:yfgLo ;/sf/ ;~rfng P]g, @)&$Æ ;Demg' 

kb{5 .  
	 u_ 	æsfof{noÆ eGgfn] kf]v/f dxfgu/kflnsf gu/ sfo{kflnsfsf] 

sfof{no ;Demg' kb{5.
	 3_	 æk|fljlws sd{rf/LÆ eGgfn] bkmf # sf] pkbkmf –@_ adf]lhd 

k|fljlws ;]jf pknAw u/fpg] u/L Joj:yf ePsf sd{rf/L 
;Demg' kb{5 .

	 ª_	 æ;ldltÆ eGgfn] bkmf % adf]lhd ul7t cGtjf{tf ;"rLs/0f 
;ldlt ;Demg' kb{5 .

#=	 sfo{ljlw nfu" x'g] If]q / ;]jf M -!_ P]g sf] bkmf *# sf] pkbkmf 
-&_ adf]lhd k|fljlws sd{rf/L s/f/df /fVg] k|of]hgsf] nflu of] 
sfo{ljlw nfu" x'g]5 . 
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	 -@_ 	sfof{non] b]xfosf] ;]jf;Fu ;DalGwt k|fljlws sd{rf/L o; 
sfo{ljlw adf]lhd cjlw tf]sL s/f/df /fVg ;Sg]5 M 

	 -s_ 	 OlGhlgol/Ë ;]jf;Fu ;DalGwt
	 -v_ 	 s[lif ;]jf;Fu ;DalGwt
	 -u_ 	 kz' ;]jf;Fu ;DalGwt
	 -3_ 	 jg ;]jf;Fu ;DalGwt
	 -ª_ 	 :jf:Yo ;]jf;Fu ;DalGwt
	 -Rf_ 	 cGo s'g} k|fljlws ;]jf;Fu ;DalGwt .
$=	 5gf]6 tyf ;"rLs/0f ;DaGwL Joj:yf M bkmf # adf]lhdsf k|fljlws 

sd{rf/L sfof{non] s/f/df /fVg] k|of]hgsf] nflu ;"lrs/0f tyf 
5gf]6 ;DaGwL Joj:yf b]xfo adf]lhd x'g]5 M 

	 -!_ 	k|fljlws sd{rf/Lsf] cg';"rL  ! adf]lhd :jLs[t sfo{ ljj/0f 
adf]lhd kb jf ;]jf If]q tyf ;DalGwt ;]jf ;d"xsf] of]
Uotf, kfl/>lds, ;]jf zt{ ;d]t tf]sL ;DalGwt sfof{nosf] 
;"rgfkf6L, j]e;fO6 tyf cGo s'g} ;fj{hlgs :yndf 
cg';"rL @ adf]lhdsf] 9fFrfdf sDtLdf !% –kG„_ lbgsf] 
;"rgf k|sfzg ug{'kg]{5 .

	 -@_ 	cfj]bg kmf/fdsf] gd"gf cg';"rL –#_ adf]lhd x'g]5 . cfj]bg 
b:t'/ kf]v/f dxfgu/kflnsfaf6 lgwf{/0f eP adf]lhd x'g]5. 

	 -#_ 	pkbkmf -@_ adf]lhd kg{ cfPsf cfj]bgx? b]xfosf] cfwf/df 
bkmf % sf] ;ldltn] d"NofÍg u/L ;'lrs[t ug{'kg]{5 M 

	 s_ 	 z}lIfs of]Uotf jfkt –^) -;f7L_ c+s, –ljlzi6 >]0fL 
jfkt ^), k|yd >]0fL jfkt %%, l4tLo >]0fL jfkt 
%), t[tLo >]0fL jfkt $%, 

	 v_ 	 sfo{ cg'ej jfkt –!) -bz_ c+s -k|lt jif{ @ c+ssf] 
b/n], k|dfl0ft ljj/0f ;+nUg ePsf] x'g'kg]{, ;DalGwt 
If]qdf ;/sf/L, MyfgLo txdf sDtLdf Ps jif{ sfd 
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u/]sf]df cs+ k|bfg ul/g] 5 . Ps jif{ eGbf sd jf 
rfgr'g dlxgf jf lbgf] nflu cs+ k|bfg ul/g] 5}g .

	 u_ 	 :yfgLo afl;GbfnfO{ b]xfo adf]lhd % -KfFfr_ c+s, 
		  !_ kf]v/f dxfgu/kflnsfdf afl;Gbf ePdf % -KfFfr_ 

c+s,
		  @_ sf:sL lhNnfsf] afl;Gbf ePdf – @ –b'O{_ c+s, 
	 3_ 	 cGt{jftf{df clwstd @% c+s . o; cg';f/ cs+ k|bfg 

ubf{ Go'gtd &=% -;ft bzdnj kFfr_ / clwstd  
!&=% -;q bzdnj kFfr_ sf] ;Ldfleq /xL k|bfg 
ug{'kg]{5 . 

	 -$_ 	pkbkmf -!_ adf]lhd cfj]bg dfu ubf{ k|fljlws sfo{ 
-OlGhlgol/+u, :jf:Yo tyf kz' lrlsT;f nufotsf cGo 
If]q_ sf nflu cfjZos kg]{ Jofj;flos k|df0fkq -nfO{;]G;_ 
k|fKt u/]sf JolQmn] dfq cfj]bg lbg ;Sg]5g\ .

	 -%_ 	GPA c+s lgwf{/f0f ubf{ ;DalGwt ljZj ljBfnoaf6 lgwf{/0f 
ul/Psf] k|ltzt .

%=	 cGtjf{tf{ / ;"rLs/0f ;ldlt M dfu kb ;+Vofsf cfwf/df 
sfo{ljlwsf] bkmf -$_ sf] pkbkmf -#_ adf]lhd pRrtd c+s 
k|fKt u/]sf pDd]bjf/nfO{ k|f/lDes 5gf]6 ug{ / cGtjf{tf ;d]t 
lnO{ ;"rLs/0fsf] l;kmfl/; ug{ b]xfosf] cGt/jftf{ tyf ;"rLs/0f 
;ldlt /xg]5 M

-s_	 k|d'v k|zf;sLo clws[t	 –	 ;+of]hs
-v_	 k|d'vn] tf]s]sf] ljifo lj1sf] ?kdf ;/sf/L ;]jfsf] clws[t :t/sf] 

sd{rf/L	 –	 ;b:o
-u_	 kf]v/f dxfgu/kflnsfsf] ljifout dxfzfvf/zfvf k|d'v	 –	

;b:o
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^=	 ;"lrs/0fsf] ljj/0f k|sfzg ug]{ M !_ bkmf % adf]lhdsf] ;ldltsf] 
l;kmfl/;sf] cfwf/df bkmf $ adf]lhd ;a}eGbf a9L c+s k|fKt ug]{ 
pDd]bjf/x?sf] /f]n gDa/, gfd y/, 7]ufgf, sfd ug{ tf]lsPsf] 
zfvf cflb ;d]t pNn]v u/L sfof{non] of]Uotfqmd cg';f/ 
;'rLs/0fsf] ljj/0f k|sfzg ug]{5 . 

	 @_ 	 pkbkmf –!_ adf]lhd ;"rLs/0f k|sfzg ubf{ kb ;+Vof eGbf 
bf]Ja/ ;+Vofdf j}slNks pDd]bjf/sf] ;"rL ;d]t k|sfzg 
ug{'kg]{5 / l;kmfl/z ePsf pDd]bjf/x?sf] ;"rL ;"rgf 
kf6Ldf ;d]t 6fF; ug{'kg]{5 . 

		  t/ cfj]bg g} sd k/]sf] cj:yfdf sd pDd]bjf/ ;"rLs/0f 
ug{ o;n] jfwf k'¥ofPsf] dflgg] 5}g . 

	 #_ 	 pkbkmf -!_ adf]lhdsf of]Uotfqmddf /x]sf pDd]bjf/nfO{ 
l56f] ;~rf/ dfWodaf6 hfgsf/L u/fO{ ;f]sf] clen]v ;d]t 
/fVg'kg]{5 .

	 $_ 	z}lIfs of]Uotf / tflnd afkt k|fKt c+ssf cfwf/df ;+IfLKt 
;"rL k|sfzg ul/g] 5 .

	 %_ 	 ;+IfLKt ;"rLdf /x]sf pd]bjf/sf] dfq lnlvt kl/Iff ;+rfng 
ul/g] 5 . lnlvt kl/Iff !)) c+ssf] x'g]5 . lnlvt kl/Iffsf] 
kf7\oqmd ;DalGwt kbsf nflu nf]s;]jf cfof]u 4f/f :jLs[t 
kf7\oqmd x'g]5 . lnlvt kl/Iffdf ;kmn x'g Go"gtd $_ c+s 
/xg]5 . 

	 ^_ 	 lnlvt kl/Iffdf plt{0f pd]bjf/x?sf] cGt/jf{tf x'g]5 . 
	 &_ 	 lnlvt / cGt/jf{tfdf k|fKt c+ssf cfwf/df pd]bjf/ 5gf]6 

ul/g] 5 . 
&=	 s/f/ ug]{ M -!_ sfof{non] ;"rLs[t u/]sf d'Vo pDd]bjf/nfO{ & 

-;ft_ lbgsf] Dofb lbO{ s/f/ ug{ ;"rgf lbg'kg]{5 . 
	 @_	 pkbkmf -!_ adf]lhdsf] cjwLleq s/f/ ;Demf}tf ug{ 
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cfpg] ;"rLs[t pDd]bjf/;Fu sfof{non] cg';"rL–! sf] 9fFrf 
adf]lhdsf] sfo{ljj/0f ;lxt cg';"rL–$ adf]lhdsf] 9fFrfdf 
s/f/ ug{'kg]{5 . pQm cjlw leq ;Dks{ /fVg gcfPdf qmdzM 
j}slNks pDd]bjf/nfO{ ;"rgf lbO{ s/f/ ug{ ;lsg]5 . 

	 #_ 	 pkbkmf -@_ adf]lhd s/f/ u/] kZrft cg';"rL – % adf]lhsf] 
kq sfof{non] k|fljlws sd{rf/LnfO{ lbg'kg]{5 . 

	 $_ 	pkbkmf -@_ adf]lhd sfof{non] sfo{ljj/0f lbFbf ljifout 
zfvf ;d]t tf]sL sfddf nufpg' kg]{5 . 

	 %_ 	 o; sfo{ljlw adf]lhd s/f/ ubf{ ;fdfGot cfly{s jif{sf] 
>fj0f ! -Ps_ b]lv csf]{ jif{sf] c;f/;Ddsf nflu dfq 
s/f/ ug{' kg]{5 . t/ pQm kbn] ug{'kg]{ sfd ;dfKt ePdf jf 
kof{Kt gePdf jf sfo{k|f/De g} gePsf] cj:yfdf :yfgLo 
txn] sfdsf] af]em / cjwL x]/L s/f/sf] cjwL 36fpg 
;Sg]5 . 

	 -^_ 	pkbkmf –%_ adf]lhd Ps cfly{s jif{sf] lglDt ;]jf s/f/df 
lnPsf] JolQmnfO{ k'gM csf]{ jif{sf] nflu ;]jf s/f/df lng' 
k/]df k'gM k/LIf0f, 5gf]6 / z'¿ s/f/ ;/x dfgL ;Demf}tf 
ul/g]5 . 

	 -&_ 	k|fljlws sd{rf/Ln] :j]R5fn] s/f/ lg/Gt/tf ug{ grfx]df 
sDtLdf ! -Ps_ dlxgf cuf8L sfof{nodf lnlvt ?kdf 
hfgsf/L u/fpg' kg]{5 . o;/L hfgsf/L gu/fO{ s/f/ cGTo 
u/L sfd 5f]8]df To:tf] JolQmnfO{ k'gM s/f/df sfd ug]{ 
cj;/ lbO{g] 5}g .

	 -*_ 	o; bkmf ljkl/tsf] cjlw pNn]v u/L jf s/f/df pNn]v eP 
eGbf a9L /sd e'QmfgL lbPdf To;/L cjlw pNn]v ug]{ jf 
/sd e'QmfgL ug]{ sd{rf/Lsf] tnj eQfaf6 s§f u/L c;"n 
pk/ ul/g]5 / ljefuLo sf/jfxL ;d]t ul/g]5 . 
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*=	 sfo{ zt{, kfl/>lds / cjlw M  -!_ o; sfo{ljlw adf]lhd ;]jf 
s/f/ ;Demf}tf ul/Psf k|fljlws sd{rf/Lsf] dfl;s kfl/>lds 
;DalGwt tx jf kbsf] z'? tna :s]ndf ga9\g] u/L s/f/ ;Demf}
tfdf pNn]v eP adf]lhd x'g]5 . :yfgLo eQf kfpg] :yfgdf g]kfn 
;/sf/sf] b//]6 adf]lhd s/f/df pNn]v eP cg';f/ :yfgLo eQf 
pknAw u/fpg ;lsg]5 . 

	 -@_	 sfof{non] sfo{–ljj/0fdf pNn]v eP adf]lhd k|ultsf] 
:ynut jf j:t'ut k|ltj]bgsf cfwf/df sfo{ ;Dkfbg 
cg';f/ s/f/df pNn]v u/L e|d0f eQf jf lkmN8 eQf pknAw 
u/fpg ;Sg]5 . 

		  t/ s/f/ ;Demf}tfdf pNn]v gul/Psf] e|d0f eQf, lkmN8 
eQf jf cGo eQf pknAw u/fpg ;lsg] 5}g .

	 -#_	 sfof{non] s/f/sf k|fljlws sd{rf/Lsf] kfl/>lds e'QmfgL 
ubf{ lghn] dlxgfe/L u/]sf] sfdsf] ljj/0f -Time Sheet_ 
;lxtsf] k|ltj]bg tof/ ug{ nufO{ ;DalGwt ljifout 
zfvfsf] l;kmfl/;sf] cfwf/df dfq e'QmfgL ug{' kg]{5 .

	 -$_ 	o; sfo{ljlw adf]lhd k|fljlws sd{rf/Ln] s/f/df sfd u/]
s} cfwf/df kl5 s'g} klg kbdf c:yfoL jf :yfoL lgo'QmL 
x'gsf nflu s'g} klg bfaL ug{ kfpg] 5}g .

	 -%_ 	pkbkmf -!_ adf]lhd s/f/ ubf{ sfd z'? ug]{ ldlt / cGTo 
ug]{ ldlt ;d]t pNn]v ug{'kg]{5 . t/ To:tf] s/f/sf] cjwL 
Ps k6sdf ! -Ps_ jif{ eGbf a9L x'g] 5}g .

(=	 s/f/ ;dfKtL M -!_ o; sfo{ljlw adf]lhd s/f/ ul/Psf] kb 
jf b/aGbLdf g]kfnsf] ;+ljwfg adf]lhd sd{rf/L ;dfof]hg eO{ 
vl6O{ cfPdf jf MyfoL kbkælt{ ePdf s/f/ :jt cGTo x'g]5 . 

	 -@_ 	s/f/ ;Demf}tf ul/Psf] k|fljlws sd{rf/Lsf] sfo{ ;Gtf]ifhgs 
gePsf] egL sfo{/t ljifout zfvf jf sfof{non] l;kmfl/; 
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u/]df k|d'vn] cfjZos 5fgljg ug{ nufO{ ;kmfOsf] df}sf 
lbO{ sfof{non] h'g;'s} cj:yfdf s/f/af6 x6fpg ;lsg]5 . 

!)=	 ljljw M of] sfo{ljlw sfof{Gjog ubf{ yk Joj:yf ug{'k/]df o; 
sfo{ljlw tyf k|rlnt sfg"g;Fu gaflemg] u/L sfof{non] cfjZos 
lg0f{o ug{ ;Sg]5 .
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cg';"rL – !
-a'Fbf $=! ;Fu ;DalGwt sfo{ljj/0fsf] 9fFrf_

kf]v/f dxfgu/kflnsf gu/sfo{kflnsfsf] sfof{no
kf]v/f, 

u08sL k|b]z, g]kfn

sfo{ ljj/0fsf] gd'gf M
k|fljlws sd{rf/Lsf] kb gfd M 	 sfd ug{'kg]{ :yfg M
k|fljlws sd{rf/Lsf] gfd M 					   
;'kl/j]Ifs M 				    k|ltj]bg k]z ug{'kg]{ clwsf/L M 
sfo{ ljj/0f  M
!= 
@= 
#=
$=
%=
^=
&=
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cg';"rL – @
-a'Fbf $=! ;Fu ;DalGwt sfo{ljj/0fsf] 9fFrf_

kf]v/f dxfgu/kflnsf gu/sfo{kflnsfsf] sfof{no
kf]v/f, 

u08sL k|b]z, g]kfn
s/f/df ;]jf lng] ;DaGwL ;"rgf

-;'rgf k|sflzt ldlt M @)&  ÷  ÷_

kf]v/f dxfgu/kflnsfsf] nfuL ==============================-ljifout zfvf_ 
df /xg] u/L =============================================================-kb_ sf] ?kdf 
b]xfosf] ;+Vof / of]Uotf ePsf] k|fljlws sd{rf/L s/f/df /fVg' kg]{ 
ePsfn] of]Uotf k'u]sf g]kfnL gful/sx?n] of] ;"rgf k|sflzt ePsf] 
ldltn] !% -kG3|_ lbg leq lbgsf] @M)) ah];Dd /fh:j lt/]sf] /l;b 
;lxt b/vf:t lbg' x'g ;DjlGwt ;j}sf] nflu of] ;"rgf k|sfzg ul/Psf] 
5 . o;sf] kmf/d, b/vf:t b:t'/, sfo{–ljj/0f, kfl/>lds, ;]jfsf zt{x? 
;lxtsf] lj:t[t ljj/0f sfof{noaf6 jf j]j;fO6 www.pokharamun.gov.
np af6 pknAw x'g]5 . 

	 @= z}lIfs of]Uotf / cg'ej M
	 != g]kfnL gful/s .
	 @= Go"gtd of]Uotf M k|rlnt sfg"gdf tf]lsP adf]lhd .
	 #= cg'ej M
	 s_ 	 ;xfos:t/ – ;Da4 sfo{df sDtLdf ! jif{sf] sfo{ 

cg'ej ePsf]  .

kb gfd ;+Vof
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	 v_ 	 clws[t:t/ M ;Da4 sfo{df sDtLdf # jif{sf] sfo{ 
cg'ej ePsf]  .

	 $=	 pd]/ xb M k|rlnt sfg"gdf tf]lsP adf]lhd .
	 %= 	 g]kfn OlGhlgol/Ë sfplG;ndf btf{ ePsf] -k|df0fkq_ .
	 ^= 	 cGo k|rlnt sfg'gåf/f cof]Uo gePsf] .
	 #= 	 b/vf:tdf ;+nUg ug{'kg]{ M pDd]bjf/sf] JolQ:ut ljj/0f, 

z}lIfs of]Uotfsf] k|dfl0ft k|ltlnlk, g]kfnL gful/stfsf] 
k|df0fkqsf] k|dfl0ft k|ltlnlk, cg'ejsf] k|dfl0ft k|ltlnlk 
tyf k|rlnt g]kfn sfg"g adf]lhd ljleGg sfplG;n jf 
kl/ifb\ jf cGodf btf{ ePsf] k|dfl0ft k|ltlnlk ;+nUg 
x'g'kg]{5. k]z ul/g] ;a} k|ltlnlksf] k5f8L pDd]bjf/ :jo+n] 
x:tfIf/ u/L k|dfl0ft ug]{ .
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cg';"rL – #
-a'Fbf $=@ ;Fu ;DalGwt b/vf:t kmf/fdsf] 9fFrf_
kf]v/f dxfgu/kflnsf gu/sfo{kflnsfsf] sfof{no

kf]v/f
u08sL k|b]z, g]kfn

-s_ j}olQms ljj/0f

u_ cg'ej ;DaGwL ljj/0f

s/f/sf] nflu b/vf:t kmf/fd

xfn;fn} lvr]sf] 
kf;kf]6{ ;fO{hsf] 
k'/} d'vfs[lt b]lvg] 
kmf]6f] oxfF 6f:g] / 
kmf]6f] / kmf/fddf 

kg]{ u/L pDd]bjf/n]

gfd, y/ b]jgfu/Ldf

c+u|]hL 7'nf] cIf/df lnË

gful/stf g+= hf/L ug]{ lhNnf ldlt

s_ lhNnf v_ g=kf=÷uf=lj=;= u_ j8f g+=

:yfoL 7]ufgf 3_ 6f]n M ª_ dfu{÷3/ g+= M r_ kmf]g g+=

kqfrf/ ug]{ 7]ufgf Od]n

afa'sf] gfd y/ M hGd ldlt	 -lj=;+= df_	 -O{lZj ;+jtdf_

afh]sf] gfdy/ M xfnsf] pd]/	 jif{	 dlxgf

cfjZos 
Go"gtd of]Uotf

ljZjljBfno÷jf]8{÷
tflnd lbg] ;+:yf

z}lIfs pkflw÷
tflnd

;+sfo >]0fL÷
k|ltzt

d'n 
ljifo

z}lIfs of]Uotf

tflnd

sfof{no kb ;]jf÷;d"x÷
pk;d"x

>]0fL÷ 
tx

:yfoL÷c:yfoL 
÷s/f/

cjlw

b]lv ;Dd

-v_ z}lIfs of]Uotf÷tflnd -b/vf:t kmf/fd e/]sf] kbsf] nflu rflxg] cfjZos 
Go"gtd z}lIfs of]Uotf÷tflnd dfq pNn]v ug]{_
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kf]v/f dxfgu/kflnsfdf ;]jf s/f/df k|fljlws sd{rf/L Joj:yfkg ug]{ ;DaGwL sfo{ljlw, @)&(

d}n] o; b/vf:tdf v'nfPsf ;Dk"0f{ ljj/0fx? ;To 5g\ . b/vf:t a'emfPsf] 
kbsf] ;"rgfsf] nflu cof]Uo 7xl/g] u/L s'g} ;hfo kfPsf] 5}g . s'g} s'/f 
9fF6] jf n'sfPsf] 7xl/Pdf k|rlnt sfg"g adf]lhd ;xg]5'÷a'emfpg]5' . 
pDd]bjf/n] kfngf ug]{ egL k|rlnt sfg"g tyf o; b/vf:t kmf/fdsf 
k[i7x?df pNn]lvt ;a} zt{ tyf lgodx? kfngf ug{ dGh'/ ub{5' . ;fy} 
s/f/df pNn]lvt zt{x? k"0f{ ?kdf kfngf ug]{5' / s/f/sf] ;doeGbf 
cufj} s/f/sf] cGTo ubf{ slDtdf # dlxgfsf] k"j{ ;"rgf lbO{ sfof{nodf 
lgj]bg lbg]5' .

pDd]bjf/sf] NofKr] ;lx5fk pDd]bjf/sf] b:tvt

bfofF jfofF

ldlt

sfof{non]  eg]{

/l;b÷ef}r/ g+= M /f]n g+=

b/vf:t c:jLs[t eP ;f] sf] sf/0f 

b/vf:t ?h' ug]{sf] gfd / b:tvt
ldlt M

b/vf:t :jLs[t÷c:jLs[t 
ug]{sf]
b:tvt
ldlt

›i6Jo M b/vf:t ;fy ;"rgfdf pNn]lvt nufot lgDglnlvt sfuhftx? 
clgjfo{ ?kdf pDd]bjf/ cfkm}n] k|dfl0ft u/L k]z ug{' kg]{5 .
-!_ g]kfnL gful/stfsf] k|df0fkqsf] k|ltlnlk, -@_ ;dsIftf / ;Da4 
cfjZos kg]{df ;f] sf] k|ltlnlk, -#_ Go"gtd z}lIfs of]Uotfsf] k|df0fkq 
/ rfl/lqs k|df0fkqsf] k|ltlnlk, k|fljlws sfo{ -OlGhlgol/Ë, :jf:Yo 
tyf kz' lrlsT;f nufotsf cGo If]q_ sf nflu cfjZos kg]{ Joj;flos 
k|df0fkq -nfO{;]G;_sf] k|ltlnlk
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kf]v/f dxfgu/kflnsfdf ;]jf s/f/df k|fljlws sd{rf/L Joj:yfkg ug]{ ;DaGwL sfo{ljlw, @)&( 

cg';"rL – $
-a'Fbf &=! ;Fu ;DalGwt s/f/ ;Demf}tfsf] 9fFrf_

s/f/ ;Demf}tf

kf]v/f dxfgu/kflnsf gu/sfo{kflnsfsf] sfof{no, –-o;kl5 klxnf] 
kIf elgPsf]_ / ====================lhNnf, ===================gu/kflnsf 
/ ufpFkflnsf, j8f g+======a:g] >L ==================================================
========== -o;kl5 bf]>f] kIf elgPsf]_ sf aLr kf]v/f dxfgu/kflnsfsf]==
===============================================-OlGhlgo/_ sf] sfdsfh ug{ u/fpg 
ldlt @)& /====/=== sf] lg0f{o cg';f/ b]xfosf sfo{ / zt{sf] clwgdf /lx 
bf]>f] kIfn] klxnf] kIfnfO{ ;]jf pknAw u/fpg dGh'/ ePsfn] of] s/f/sf] 
;+emf}tf u/L Ps/Ps k|lt cfk;df a'lem lnof}+ lbof}+ M
!= sfdsfh ;DaGwdf M bf];|f] kIfn] cfkm'nfO{ tf]lsPsf] ;+nUg sfo{ ljj/0f 

cg';f/sf] sfo{ klxnf] kIfn] tf]s]sf] ;do / :yfgdf pkl:yt eO{ 
ug{' kg]{5 / cfjZostfg';f/ yk sfd ug{' kg]{5 .

@=	 sfd ug{' kg]{ :yfg M================================================================
=====================. 

#=	 s/f/df sfd u/] afkt kfFpg] kfl/>lds M k|To]s dlxgf Joltt 
ePkl5, klxnf] kIfn] bf]>f] kIfnfO{ dfl;s ?kdf ?= ===================-
cIf/]kL ?= ==================================================================kfl/>l
ds pknAw u/fpg]5 . 

$=	 cfr/0fsf] kfngfM bf]>f] kIfn] kf]v/f dxfgu/kflnsfsf] k|rlnt 
sfg"gdf Aoj:yf ePsf cfr/0f tyf cg'zf;g ;DaGwL Joj:yfx? 
kfngf ug{' kg]{5 . 

%=	 ljbfM bf];|f] kIfnfO{ ;fa{hlgs labf afx]s cGo s'g} klg lsl;dsf] 
labf pknAw x'g] 5}g . ;fy} sfof{nosf] nflu cfjZos k/]sf] v08df 
labfsf] lbgdf klg ;]jf pknAw u/fpg' kg]{5 . o;/L ;fj{hlgs 
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kf]v/f dxfgu/kflnsfdf ;]jf s/f/df k|fljlws sd{rf/L Joj:yfkg ug]{ ;DaGwL sfo{ljlw, @)&(

labfsf] lbgdf sfof{nodf sfd nufP afkt dfl;s s/f/ /sdsf] 
bfdf;fxLn] /sd bf]>f] kIfnfO{ lbO{g]5 . 

^=	 sfof{no ;DklQsf] ;'/IffM bf];|f] kIfn] sfof{nosf] rn crn ;DklQsf] 
gf]S;fgL jf lxgfldgf u/]df ;f] sf] Ifltk"lt{ jf xfgL gf]S;fgLsf] lauf] 
bf]>f] kIfn] klxnf] kIfnfO{ lbg' kg]{5 .

&=	 uf]KotfM bf];|f] kIfn] sfof{nosf] sfuhkq, lhG;L ;fdfg Pj+ uf]Ko 
s'/f jf sfuhft s'g} cglws[t JolQm jf b]znfO{ pknAw u/fPsf] 
k|dfl0ft ePdf bf];|f] kIfnfO{ s/f/af6 x6fO{ ;f]af6 ePsf] xfgL gf]
S;fgLsf] Ifltk"lt{ bf]>f] kIfaf6 e/fO{g]5 / sfnf] ;"rLdf ;d]t 
/flvg]5 .  

*=	 s/f/ cjlwM of] s/f/ @)&========.======b]lv nfu' eO{ @)&=====c;f/ 
!% ;Ddsf] nflu x'g]5 . 

(=	 sfo{;Dkfbg d"Nof+sgM klxnf] kIfn] bf];|f] kIfsf] sfo{ ;Dkfbg 
d"Nof+sg ug]{ / ;f] d"Nof+sg ubf{ ;fnj;fnL lg/Gt/tf lbg pko'Qm 
b]lvPdf sfo{ljlwsf] bkmf ( adf]lhd s/f/ lglZrt cjlwsf] nflu 
yk x'g ;Sg]5 .

!)=	 kfl/>lds s§L / s/f/ ;]jfsf] zt{sf] cGToM bf]>f] kIfn] klxnf] 
kIfnfO{ nuftf/ & -;ft_ lbg eGbf a9L pQm ;]jf pknAw gu/fPdf, 
;Gtf]ifhgs ;]jf lbg g;s]df cg'kl:yt /x]sf] cjlwsf] kfl/>lds 
bfdf;flxn] s§f ul/g]5 / ;f] eGbf a9L ;]jf gu/]df :jtM of] ;+emf}
tf klxnf] kIfn] /4 u/L csf]{ Aoj:yf ug{ jfwf kg]{ 5}g . bf]>f] kIfn] 
zfl//Ls ?kdf c:j:y eO{ jf cGo s'g} sf/0fn] ;]jf lbg c;dy{ 
ePdf jf sfd ;Gtf]ifhgs gePdf jf cfr/0f ;DaGwL s'/fx? 
a/fa/ pNn3+g u/]df bf]>f] kIf;+usf] ;+emf}tf /4 ug{ ;Sg]5 / 
lghsf] ;§f csf]{ JolQm s/f/df /flv sfd nufpg afwf kg]{ 5}g . 

!!=	 bfjL gk'Ug]M bf]>f] kIfn] o; s/f/ adf]lhd sfd u/]s} cfwf/df kl5 
s'g} klg kbdf c:yfoL jf :yfoL lgo'lQm x'gfsf nflu bfaL ug{ kfFpg] 
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kf]v/f dxfgu/kflnsfdf ;]jf s/f/df k|fljlws sd{rf/L Joj:yfkg ug]{ ;DaGwL sfo{ljlw, @)&( 

5}g/ug]{ 5}g .
!@=	 k|rlnt sfg"g nfu" x'g]M o; ;+emf}tfdf pNn]v gePsf] s'/f k|rlnt 

g]kfn sfg"g adf]lhd x'g]5 . 

kf]v/f dxfgu/kflnsfsf] tkm{af6 M		  bf];|f] kIf -s/f/ ug]{ JolQm_M 
x:tfIf/ M					     x:tfIf/ M	
gfd M   					     gfd M
kb M 						      7]ufgf M 
sfof{nosf] 5fkM 
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kf]v/f dxfgu/kflnsfdf ;]jf s/f/df k|fljlws sd{rf/L Joj:yfkg ug]{ ;DaGwL sfo{ljlw, @)&(

cg';"rL – %
-a'Fbf &=@ ;Fu ;DalGwt s/f/ ;"rgf kqsf] 9fFrf_
kf]v/f dxfgu/kflnsf sfo{kflnssf] sfof{no

kf]v/f
u08sL k|b]z, g]kfn

r=g+=						      ldltM 		
k=;+=	

>L ========================================,
7]ufgf =========================

ljifoM s/f/ ;DaGwdf .

tkfO{nfO{ ldlt @)&===.====.=== lg0f{ofg';f/ ;"lrs/0f ul/P adf]lhd 
============================ -kbsf] gfd jf sfd_ sf nflu o;};fy ;+nUg 
s/f/ -;Demf}tf_ adf]lhd ldlt @)&====.====.===  b]lv @)&====.=====.==== ;Dd 
s/f/df /flvPsf] x'Fbf ;+nUg sfo{zt{ cg'?k cfkmgf] sfd OdfGbf/Lk"j{s 
/ Joj;flos d"No dfGotf cg'?k ug{'x'g hfgsf/L u/fOG5 . 
	 ;fy} cfˆgf] sfd st{Jo kfngf ubf{ o; kf]v/f dxfgu/kflnsfsf] 
sd{rf/Ln] kfngf ug{'kg]{ cfrf/ ;+lxtf / cfr/0fsf] ;d]t kl/kfngf x'g 
hfgsf/L u/fOG5 .

=================================
k|d'v k|zf;sLo clws[t
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kf]v/f dxfgu/kflnsfdf ;]jf s/f/df k|fljlws sd{rf/L Joj:yfkg ug]{ ;DaGwL sfo{ljlw, @)&( 

af]wfy{M >L cfly{s k|zf;g zfvfM k|dfl0ft xflh/ Time Sheet ;lxtsf] 
k|ltj]bgsf cfwf/df ;Demf}tf adf]lhdsf] /sd dfl;s ¿kdf 
pknAw u/fpg'x'g . 

>L k|zf;g zfvfM xflh/Lsf] Joj:yf x'g . 
>L j8f sfof{no, ==================================== 
kf]v/f dxfgu/kflnsf gu/ sfo{kflnsfsf] sfof{no .

k|sfzg ldlt M @)&( cfiff9 @$ ut]		

						      cf1fn]

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


