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izf’k{kd fodkl dk;Zdze 
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ikB~;dze i)fr

• dkS’ky ij vk/kkfjr

• y?kq vH;kl vk/kkfjr l=

• lewg@oS;fDrd dk;Z

• lgHkkxh

• v/;;u lkexzh

• QhMcSd nsuk o izkIr djuk

• tkWap lwph pSdfyLV

• QhMcSd izi=]

• fQYe 3



• vf/kd Rofjr fodkl 

• vf/kd mRiknu 

• mRiknu o lsokvksa dh mUur xq.koRrk  

• de [kpZ&le;] /ku] lkexzh o O;fDr    

• lalk/kuksa dk Js"Vre mi;ksx 

• de nq?kZVuk,Wa 

izf’k{k.k D;ks\
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izf’k{k.k dc \

laxBu

uhfr

O;fDr

izf’k{k.kizkS|ksfxdh
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izf’k{k.k

O;ogkj O;ogkj
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lh[kus dh ifjHkk"kk

• v/;;u] vuqHko ;k cryk;s tkus ds rjhds ls 

Kku izkIr djuk] dkS’ky ;k ;ksX;rk vftZr 

djuk

• Le`fr j[kuk

• i;Zos{k.k ls ;k lwpuk ls voxr gksuk

• vuqns’k izkIr djuk ;k lwfpr gksuk 
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izf’k{k.k
• ,d fu;ksftr izfdz;k

• Ekukso`fRr] Kku ,oa dkS’ky cnyus ds fy;s

• lh[kus ds vuqHko ds tfj;s

• izHkkoh dk;Z lEiknu izkIr djus ds fy;s

• ,d xfrfof/k ;k vusd xfrfof/k;ksa }kjk

• laxBu dh vko’;drkvksa dks iwjk djus ds fy;s 

izf’k{k.k 'kCnksa dh 'kCnkoyh8



‘ ,d fufnZ"V dke ;k dk;kZa’k dks lgh rjhds 

ls lEikfnr djus ds fy;s O;fDr }kjk visf{kr 

eukso`fRr@Kku@dkS’ky O;ogkj dk O;ofLFkr 

fodkl izf’k{k.k dgykrk gS’

izf’k{k.k
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O;ogkj
• Kku

• dkS’ky

• eukso`fRr

;g tkuuk fd D;k rFkk dSls djuk gS

• rF; ,oa fdz;kfof/k;kWa

• ekud

• dk;Zdkjh i;kZoj.k

fuEu djus dh lkeF;Z izkIr djuk

• 'kkjhfjd

• vUrZO;fDrxr] lkekftd

• ckSf)d

djus ds fy;s rS;kj jguk

• O;fDr;ksa ds izfr] xq.koRrk] lqj{kk

• ifjorZu ds fy;s pkgr 
10



izf’k{k.k dh lqO;ofLFkr iz.kkyh

izf’k{k.k
vko’;drkvksa
dk irk yxkuk 

;ksstuk ,oa :ikadu

fdz;kUo;u

ifj.kkeksa dk 
ewY;kadu
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izf’k{k.k dh lqO;ofLFkr iz.kkyh

izf’k{k.k
vko’;drkvksa
dk irk yxkuk 

;ksstuk ,oa :ikadu

fdz;kUo;u

ifj.kkeksa dk 
ewY;kadu

dk;Z lEiknu
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izf’k{k.k dh lqO;ofLFkr iz.kkyh&pj.k

• vkbZ  &

• ,u &

• Mh &

• vkbZ &

• , &

• irk yxkuk

• vko’;drk

• :ijs[kk

• fdz;kUo;u

• vkadyu 
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eSa lh[kuk pkgrk gWwa ysfdu eq>s i<k;s tkus ls ?k`.kk gSA

foalsV pfpZy

eSa esjs f’k";ksa dks dHkh ugha i<krk cfYd lh[kuk 

pkgrk gWwaA eSa ,slh ifjfLFkfr;kWa iznku djus dk iz;kl 

djrk gWw ftuesa os lh[k ldsaA

vycVZ vkbUlfVu
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izf’k{kd dsfUnzr n`fVdks.k

dke izf’k{k.kkFkhZ

izf’k{kd

dke izf’k{kd izf’k{k.kkFkhZ

izf’k{k.kkFkhZ dsfUnzr n`fVdks.k
16



izR;{k izf’k{kd dkS’ky

nkf;Roksa esa fuEufyf[kr lfEefyr gS%

• izf’k{k.k l=ksa dh ;kstuk cukuk

• O;fDr;ksa dks dksfpax nsuk

• QhMcsSd nsuk

• n`’; lk/kuksa dh rS;kjh ,oa mi;ksx djuk

• O;k[;ku nsuk

• ifjppkZ djokuk

• Lkewg vH;kl djokuk 
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est
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lh[kus ds pkj rjhds
ge fdl rjg ls lh[krs gS bl izfdz;k esa lkis{k 
:Ik ls LFkk;h cnyko ykus ds fy;s de ls de
pkj rjhds gS %

•Ckryk;k tkuk

•Ukdy djuk

•iz;Ru ,oa =qfV

•fpUru
19



mRikndh; dke iquZmRikndh; dke

iquZmRikndh; dke

tgkWa ,d] Li"V ifjHkkf"kr izfdz;k ;k rjhdk gks 

mRikndh; dke

tgkWa dke dks djus ds oSdfYid rjhds gks ;k tgkWa

l`tukRedrk dk mi;ksx gksrk gks
20



Ukdy djuk

iz;Ru ,oa =qfV

lh[kus ds pkj rjhds

cryk;k tkukfpUru
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vuqdj.k

fpUru cryk;k tkuk

iz;Ru ,oa =qfV

lh[kus dh ?kVuk 

lh[kus ds pkj rjhds
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Ukdy djuk

fpUru cryk;k tkuk

iz;Ru ,oa =qfV

,d iquZmRikndh; dke

dss fy;s lh[kus dh ?kVuk

23



Ukdy djuk

cryk;k tkukfpUru

iz;Ru =qfV

,d mRikndh; dke

ds fy;s lh[kus dk volj
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laxBukRed fo’ys"k.kizf’k{k.k vko’;drk,Wa

dk;Z fo’ys"k.k

dk;kZa’k fo’ys"k.k
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dk;Z ,oa dk;kZa’k
u;k dk;kZa’k 

dk;Z ;k

nkf;Ro

leL;k;qDr dk;kZa’k

y{; vk/kkfjr dk;kZa’k
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lh[kus dh bdkbZ

mn~ns’;

izos’k O;ogkj

lh[kus dk volj

dk;Z lEiknu 

dk vkdyu
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lh[kus dh bdkbZ dh pkj voLFkk,Wa 

mn~ns’;

izos’k O;ogkj

lh[kus dh ?kVuk 

dk;Z lEiknu dk vkdyu

;g voLFkk ;g crkrh gS fd bdkbZ dh lekfIr ds ckn izf’k{k.kkFkhZ 
vko’;drkvksa D;k dj ldus ;ksX; gksxk

izf’k{k.kkFkhZ ds Kku] dkS’ky] eukso`fRr] vuqHko o lh[kus dh ’kSfy;kW vkfn dks 
fopkj esa ysuk 

mn~ns’; izkfIr ds fy;s izf’k{k.kkFkhZ gsrq mi;qDr volj isSnk djuk

;g lqfuf’pr djuk fd D;k mn~ns’; izkIr dj fy;s x;s gS ;k ugha

28



• Tkku ldsa

• le> ldsa

• iz’kalk dj ldsa 

• dk;Zdkjh Kku ys ldsa

• voxr gks ldsa 

• irk yxk ldsa

• o.kZu dj ldsa

• cryk ldsa

• le>k ldsa

• ejEer dj ldsa 

mn~ns’;

bl lh[kus dh bdkbZ dh lekfIr ds ckn izf’k{k.kkFkhZ bl ;ksX;
gksxsa fd os% 

29



dksfpax
izf’k{kd

izf’k{k.kkFkhZ
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bZ & le>kbZ;s

Mh & fn[kykbZ;s

vkbZ& udy dhft;s

ih & vH;kl dhft;s

, & vkdyu dhft;s

dksfpax ds pj.k
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• fopkj djas

• r; dhft;s

• ;kstuk cukbZ;s

• izf’k{k.kkFkhZ dk O;ogkj

• miyC/k lqfo/kk,Wa

• le; dh dfBukbZ;kWa

• lh[kus ds lEHkkO; ifj.kke

• dk;Z dk fo’ys"k.k

• mn~ns’;

• voLFkk,Wa

• dk;Z lEiknu vkdyu

• izn’kZu djus dh

• izf’k{k.kkFkhZ dks lkFk ysdj pyus dh

• funsZf’kr vH;kl dh

• dk;Z lEiknu dh

• vkdyu

• le;

dkS’ky dh dksfpax dh rS;kjh
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QhMcSd&lkekU; fo’ks"krk,Wa

• mn~ns’;% lq/kkj ds fy;s izf’k{k.kkFkhZ dh lgk;rk 

djukA

• izHkkoh QhMcSd dSlk gks \

• lgk;d gks

• cU/kk gqvk gks

• le>us ;ksX; gks

• le; ij fn;k x;k gks

• QhMcSd fo’okl dh vis{kk djrk gSA

• QhMcSd vlgt o d"Vdkjd gks ldrk gS A
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ldkjkRed 

rF;

ldkjkRed 

jk;

udkjkRed 

jk;

udkjkRed 

rF;
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QhMcSd izkIr djuk 

• QhMcSd ds fy;s ldkjkRed cus jgsa nh x;h lgk;rk 
dks le>sA

• lqusa& izfrfdz;k O;Dr djuk izkjEHk u djsaA

• QhMcSd nsus okys O;fDr ds n`f"Vdks.k ls ns[ksA

• viuh le> dh tkWap djsa o Li"Vrk iwNsaA

• nwljksa ds QhMcSd ls viuh rqyuk djsA

• ;fn foLrkj ls ugha crk;k gks rks iwNsaA

• fodYiksa dk irk yxk;sA

• Hkkoh dk;Zokgh r; djasA 
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QhMcSd nsuk  
• cnyko ds fy;s lgk;rk djsaA

• funsZ’k nsa ijUrq lknxh lsA

• Lkk{; izLrqr djsA

• rF; ns] jk; ugha

• O;ogkj ij ns] O;fDrRo ij ugha

• fof’k"V O;ogkj dk ladsr nsaA

• nsa[ksa] vuqeku u yxkosaA

• ewY; fu.kZ; u nsosaA

• ftruk tYnh gks lds] rqjUr nsaosaA

• ldkj.k iqu% crkosa o t:jr iMus ij Li"Vhdj.k nsosA
36



lh[kus dh bdkbZ o dksfpax

• mn~ns’;

• izf’k{k.kkFkhZ

• lh[kus dk volj

• vkdyu 

• dksfpax l= dh lekfIr ds ckn vki vius 
izf’k{k.kkFkhZ ls D;k djus dh vk’kk djrs gS\

• lh[kus dh bPNk

• izf’k{k.kkFkhZ dh ekStwnk fo’ks"kKrk

• miyC/k midj.k o lkexzh

• le;

• izn’kZu

• vH;kl

• izf’k{k.kkFkhZ ls ekWax

• dk;Z lEiknu dks cMkok nsuk

• izf’k{k.kkFkhZ ds dk;ZlEiknu dks ns[kuk

• iz’u mRRj nsuk 37



ykHk
• ijLij laca/k

• dkS’ky o Kku nksuksa 

• cgqr ljy

• vPNk QhMcsSd

• okLrfod ifjfLFkfr 

gkfu;kWa
• eWagxk 

• izf’k{kd ij fuHkZj 

• de izf’k{k.kkfFkZ;ksa ds fy;s mRre 

• dk;Zdkjh Ik;kZoj.k

izf’k{kd

dksfpax 

izf’k{k.kkFkhZ 
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O;k[;ku
izf’k{kd

izf’k{k.kkFkhZ 
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blls igys fd os mBsa] os ;g ugha tkurs fd 

os D;k dgus tk jgs gSA 

tc os cksy jgs gksrs gS rks os ;g ugha tkurs fd 

os D;k dg jgs gSA 

tc os cSB tkrs gS rks os ;g ugha tkurs fd 

mUgkasus D;k dgk FkkA 

lj foalVu pfpZy
40



gs Hkxoku] esjs 'kCnksa dks gj le; e/kqj] dksey o 
:fpdj cuk nks&,d ,slk fnu Hkh vk ldrk gS 
tc eq>s mu 'kCnksa dks [kk ysuk iMsxk

41

jktusrk dh
izkFkZuk 



oMZ izkslsaflax Ikzksxzke 

LVksj 

dkxt 
QksjesV

,fMV

Vscy fiz.Vj

fiDpj VwYl

LVs.MMZ
cksMZj

dh cksMZ
lhih;w

jhe

ekml

,Dly

fo.Mkst

QkW.V~l

LykbM jhe

bad

fDyd
bVkfyd

vkWVks’ksi

LVkby

b.Ms.V

'ksi

,sjks

VsDLV
uksV~l

ikojikWb.V

42



fo"k; oLrq dk fu/kkZj.k   

vR;ko’;d 

gksuh pkfg;s  

gks ldrh gS 

mn~ns’;
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v

/;ku dk {ks=

c

vf/kdre izHkko’khyrk ds 

fy;s le;% 20@30 fefuV
Le

`fr
 d

k 
Lr

j 

O;k[;ku ds fy;s miyC/k le;
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tgkWa izf’k{k.kkFkhZ funsZ’k ds fy;s

rS;kj gSA

tgkWa funsZ’k py jgs gS o izf’k{k.kkFkhZ

lh[k jgk gS

tgkWa funsZ’k lesdhd`r fd;s tk jgs 

gS o mn~ns’; izkIr fd;s tk jgs gSa

fo"k;oLrq dh lajpuk

izkjEHk 

e/;

vUr
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Ikfjp;

vkbZ & lh[kus esa izf’k{k.kkFkhZ dh :fp tkx`r djuk

,u & lh[kus dh vko’;drk le>kuk 

Vh & 'kh"kZd] fo"k;] iz;kstu ;k y{; crkuk

vkj & cryk,Wa fd dgkWa rd] fdruk vUnj] fdl 

lgk;rk ;s fo"k; esa tkuk gS

vks & ns[kus ;ksX;] izkfIr;ksX; o tkWapus ;ksX; 

bUVªks 48



lwpuk dks O;ofLFkr djuk

ifjp;

izeq[k fcUnq izeq[k fcUnq izeq[k fcUnq

foLrkj foLrkj foLrkj

foLrkj foLrkjfoLrkj

Lkkjka’k
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O;k[;ku dh rS;kjh

lh & vUrZoLrq

vks & dze

oh & n`’; lk/ku

bZ & us= feyku

vkj & iqujko`fRr

doj
50



,Ve dh fo|qr lajpuk

,Ve dh la;kstuk 

,Ve ds feJ.k esa b;ksu o mudh izfrfdz;k

vuqdze dh ;kstuk&mnkgj.k&1

Takx ds fof’k"V ekeys esa mudk iz;ksx
51



bLikr esa tax yxrk gS

D;ksa \ dkSulh n’kk,Wa vko’;d gS \

mu n’kkvksa ds jgrs gq,s] D;k izfrfdz;k gks ldrh gS

vuqdze dh ;kstuk&mnkgj.k&2

D;k tkjh j[kk tkos \
tgkWa rd vki vko’;d le>s] vki blds ckn tkjh j[k ldrs gS52



lh[kus dh izfdz;k dks lesdhd`r djuk 

,l & lkjka’k nhft;s

,y& ijLij esy dhft;s

,& iz’u iwfN;s

Vh& le> dh tkWap dhft;s

bZ& lh[kus dh izfdz;k vkxs c<kb;s 

LysV
53



lwpuk Le`fr 

vkxr lwpuk

vYidkyhu Le`fr

nh?kZdkyhu Le`fr

Hkwyh x;h lwpuk

Lwkpuk tks ;kn gS
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bfUnz;ksa dh ’kfDr;kWa  

lwWaa/k dj 3%
Lokn ysdj 3%
Nwdj 6%

lqudj 13%

ns[kdj 75%
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ge ;kn j[krs gS 

10% tks ge i<rs gS 

20% tks ge lqurs gS 

30% tks ge ns[krs gS 

50% tks ge ns[krs o lqurs gS 
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M
AN

PO
W

ER

Is there an
organisation

chart?
In there a full establishm

ent?
Are there sufficient staff?
W

hat is the age distribution?
W

ho is due for retirem
ent?

Is there a m
anagem

ent register?
W

hat are conditions of service like?
Is staff turnover high/low

/average?
Is recruitm

ent a problem
?

Are new
 staff of the right

calibre?
W

hat training is given?
Is there an appraisal system

?
Is accident rate high/low

/average?
Are there m

any grievances?
D

o staff know
 scope of their job?

Is there a staff developm
ent plan?

Is there a cover plan for key jobs?
Any changes that w

ill affect m
anpow

er?
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• lh[kus esa lgk;rk djuk 
• Li“V djuk o ljy djuk
• :fp cuk;s j[kus esa lgk;rk djuk
• izeq[k fcUnqvksa ij tksj nsus esa lgk;rk djuk

Uk djsa

• muls okrkZ djuk
• izR;sd v{kj gwcgw i<uk  
• ikWb.Vj fgykuk
• cgqr lkjs ‘kCn fy[kuk

n`’; lk/kuksa dk iz;kstu  

58



O;k[;ku % rS;kjh ds pj.k

I. mn~ns’; izk:Ik rS;kj djsa

II. Pkqfu;s fo"k; oLrq dh izkFkfedrk r; djsa

III. lajpuk fo"k; oLrq dks vuqdze nhft;s

IV. mn~ns’; fu/kkZfjr djasa o ;fn vko’;d

gksa rks cnys

V. n`’; lk/ku rS;kj djsa

VI. l= ;kstuk@O;k[kku uksV~l cukosaA 59



mn~ns’; &

vkids O;k[;ku dh lekfIr ij vki vius izf’k{k.kkFkhZ ls D;k djus

dh vis{kk djrs gSA 

Ikzf’k{k.kkFkhZ &

O;k[;ku ds vknh gS\ fo"k; esa :fp j[krs gS\ mudk vkils laca/k \

lh[kus dh ?kVuk&

fo"k; dh lajpuk]  n`’; lk/ku]  le; fu/kkZj.k

vkdyu &

tkWap] iz’u o mRrj] vfHker 

Lkh[kus dh bdkbZ o O;k[;ku

60



ykHk
• Kku lkexzh ds fy;s mi;qDr 

• fof’k"V voljksa ds fy;s mi;ksxh 

• vf/kd la[;k esa vko’;drk dh

iwfrZ djus esa lgk;d

• lkis{k :Ik ls lLrk 

gkfu;kWa

•izf’k{k.kkFkhZ dh de lgHkkfxrk 

•QhMcSd dk vHkko 

•Kku rd gh lhfer 

•vPNs izLrqrhdj.k ij gh fuHkZj 

•izf’k{kd&dsfUnzr 

O;k[;ku

izf’k{kd

izf’k{k.kkFkhZ 61



ifjppkZ
izf’k{kd    

izf’k{k.kkFkhZ  62



• fopkjksa dk vknku&iznku djuk 

• fopkj mRiUu djuk o ,d= djuk

• izfrfdz;k,Wa vFkok lgefr izkIr djuk

• vfHkiszj.kk 

• Vhe fuekZ.k

• vfHk:fp esa cnyko 

IkfjppkZ dk mn~ns’;

63



c<
rh

 g
qbZ 

izH
kko

’kh
y

rk

IkfjppkZ dks izHkkfor djus okys dkjd

lewg O;ogkj 

iz'uksa dh xq.koRrk 

64



• lwpuk ysrs gq,

• lwpuk nsrs gq,

• leFkZu nsrs gq,

• vkxs c<krs gq,s

• izLrkfor djrs gq,s

• vlgefr O;Dr djrs gq,s

• Ckkr dkVrs gq,

• dfBukbZ crkrs gq,

• laf{kIr djrs gq,

IkfjppkZ dk O;ogkj

65



Tkkuojksa dh cSBd

66



fpUru dks izsfjr djuk 

ekStwnk Kku ij vk/kkfjr 

uohu ifjfLFkfr;ksa esa fopkj ykxw djuk 

Ikz’u

mPp dze

fuEu dze

lwpuk iqu% ;kn djuk 

Lkgh ;k xyr mRrj

Kkr ;k ekStwnk ifjfLFkfr;kWa 
67
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vuqns'kd

mij ds vad = lgh mRRjksa dh la[;k

Ukhps ds vad = xyr mRRjksa dh la[;k 
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,d cMs lekpkj i= ds jfookj laLdj.k dh 

,d yk[k izfr;kWa      

lkS ,dM taxy dks [kk tkrh gSA

Ukks fyfeV~l Vw yfuZax

, fjiksVZ Vw n Dyc vkWQ jkse 
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• mPp dze

• igys ls gh rS;kj fd;k x;k gks

• [kqyk gksa 

• ;ksxnku iszfjr djrk gksa

• Hk; iSnk djus okyk u gksa 

• Lkh[kus dh vko’;drkvksa ls lEc) gksa

• izos'k O;ogkj ls lEcfU/kr gksa 

eq[; iz’u
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ifjp;

eq[; iz’u

ifjppkZ

eq[; iz’u eq[; iz’u eq[; iz’u

ifjppkZ

Lkkjka’k 71



Mh & ifjp; nsuk

vkbZ & izkjEHk djsa] vkeaf=r djsa

,l & lajpuk

lh & lapkyu dks fu;af=r djsa

;w & iz’u iwNs

,l & lkja’k ns

ifjppkZ lapkyu

72



Ukk;d

ifjppkZ lapkyu dk d{k lTtk
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Ukk;d

ifjppkZ lapkyu dk d{k lTtk

74



mn~ns’; & vkidh ifjppkZ esa Hkkx ysus ds QyLo:i vki vius 

izf’k{k.kkFkhZ ls D;k djus dh vis{kk djrs gSA 

Ikzf’k{k.kkFkhZ & fo"k; ij mudh izfrfdz;k D;k gS\ D;k vki cjkcj dh

Hkkxhnkjh dh vis{kk dj ldrs gS\ mudh fLFkfr dh vis{kk esa vkidh 

fLFkfr dSlh gS\

lh[kus dh ?kVuk& fdruk le; miyC/k gS\ D;k fo"k; leqfpr :i ls 

iwjk fd;k tk ldrk gS\ lh[kus ds iz’u rS;kj dhft;s] fu;a=.k j[ksa] 

;ksxnku fy[kasa] lkjka’k fy[ksa 

vkdyu & lgefr]  Lo;a o nwljksa dk vkdyu djuk

ifjppkZ lapkyu esa lh[kus dh bdkbZ dk iz;ksx
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ifjppkZ

izf’k{kd    

izf’k{k.kkFkhZ  

ykHk
• izf’k{k.kkFkhZ dsfUnzr 

• izf’k{k.kkfFkZ;ksa ds fy;s vf/kd 

xfrfof/k;kWa 

• fopkj] lwpuk o vfHker dk 

vknku&iznku djus dk volj 

• leL;k lek/kku ds fy;s Js"B

gkfu;kWa

•izos'k O;ogkj ij fuHkZj 

•le; [kphZyk 

•vPNs fu;a=.k dh vis{kk  

•u;h lh[k ds fy;s vuqi;qDr
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?        ?        ?      ?

lewg vH;kl
izf’k{kd    

izf’k{k.kkFkhZ  

izf’k{k.kkFkhZ  
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?        ?        ?      ?

lewg vH;kl

izf’k{kd    

izf’k{k.kkFkhZ  

izf’k{k.kkFkhZ  

ykHk
• izf’k{k.kkFkhZ dsfUnzr lh[k 

• y{; iwjk djus ds vH;kl

• vH;kl djus ;ksX; dksS’ky ds ;ksX;

• izlUurk ds volj

• vxyh lh[k ds fy;s vk/kkj 

gkfu;kWa

•vH;klksa dh miyC/krk

•Lkko/kkuh iwoZd ;kstuk dh vis{kk 

•ifj.kkeksa dh Hkfo";ok.kh djuk dfBu 

•izf’k{k.kkfFkZ;ksa dh vfHk:fp ij fuHkZj  

•vPNs lqxedrkZ dkS’ky vko’;d
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• usr`Ro

• laizs"k.k 

• le>kSrk 

• fu.kZ; fuekZ.k

• leL;k lek/kku 

• Vhe fuekZ.k

Lkewg vH;kl dk mn~ns’;
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Lkh[kus dk pØ

vuqHko

;kstuk

fopkj

;ksxnku nsuk
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Lkewg vH;kl ls lh[kuk

vuqHko

iz;qDr djuk

lkekU;hdj.k

ifjppkZ djuk
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