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Kg©N›Uv bxwZ 

(Working Hours Policy) 
 

1.1 g~jbxwZt 
 

I‡qwmm d¨vkb wjt Gi e¨e¯’vcbv KZ…©cÿ †`‡ki we`¨gvb AvBbvbyhvqx ˆ`wbK Kg©N›Uv, mßv‡ni Kg©w`b 

Ges mvßvwnK e‡Üi w`b wbav©ib K‡i _v‡K hv †`‡ki cÖPwjZ AvB‡bi mxgv j•Nb K‡i bv| ïaygvÎ 

Riæix cÖ‡qvR‡b hw` mvßvwnK e‡Üi w`‡b †Lvjv _v‡K Zvn‡j Zv cieZx© `ªZZg mg‡qi g‡a¨ 

ÿwZc~ibg~jK QzwU cÖ`vb Kiv nB‡e| GB bxwZgvjvi Ab¨Zg ‰ewkó¨ nBj mKj †ÿ‡Î e¨e¯’vcbv 

KZ…©cÿ Ggb fv‡e Kg©N›Uv wbav©ib Kwi‡e hvnv‡Z cÖwZôv‡bi kÖwgK Kg©Pvix‡`i kvixwiK ev gvbwmK Pvc 

m„wó bv K‡i| 

 

1.2  D‡Ïk¨ I jÿ¨t 

I‡qwmm d¨vkb wjt cÖwZôv‡b Kg©iZ kÖwgK Kg©Pvix‡`i Kv‡Ri mgq mwVKfv‡e MYbv I †mB Abyhvqx 

gRyix fvZv myôz I mwVKfv‡e cÖ`v‡bi D‡Ï‡k¨ GKwU mywbw`©ó Ó Kg©N›Uv bxwZgvjvÓ cÖYqb K‡i‡Q| GKwU 

myô I cwic~Y© ÓKg©N›Uv bxwZgvjvÓ cÖbqb Ges Zv Kv‡h© ch©evwmZ Kivi †Kvb weKí †bB| I‡qwmm 

d¨vkb wjt G Kg©iZ cÖwZwU kÖwgK Kg©Pvixi hv‡Z K‡i GKwU mywbw`©ó mg‡qi g‡a¨ Kg©¯’‡j cÖ‡ek K‡i, 

wbav©wiZ mg‡qi g‡a¨ Kg©¯’j Z¨vM Ki‡Z cv‡i Ges GKwU myô e¨e¯’vcbvi gva¨‡g kÖwgK Kg©Pvix‡`i 

Av¯’v AR©b K‡i Zv‡`i †eZb fvZv wbwðZ KivB GB bxwZgvjvi jÿ¨| 
 

1.3  cwiwat 

GB bxwZgvjv I‡qwmm d¨vkb wjt mswkøó mKj Kg©¯’‡j ev cb¨ Drcv`b GjvKvi Rb¨ Ges fwel¨‡Z 

hw` I‡qwmm d¨vkb wjt e¨e¯’vcbvq bZzb †Kvb cÖwZôvb MwVZ nq Zvn‡j †mB cÖwZôv‡bI mgfv‡e 

cÖ‡hvR¨ n‡e| cÖwZôv‡bi mKj kÖwgK, Kg©Pvix I Kg©KZv©MY Zv‡`i ¯^ ¯^ Ae¯’v‡b †_‡K GB bxwZgvjv 

gvwbqv Pwj‡Z eva¨ _vwK‡e| 

 

1.4  A½xKvit  

I‡qwmm d¨vkb wjt Gi KZ©„cÿ GKwU Kvh©Ki Kg©N›Uv bxwZgvjv cÖbq‡bi gva¨‡g myô e¨e¯’vcbvi 

gva¨‡g GKwU myk„•Lj cÖwZôvb ˆZix‡Z cÖwZkÖywZe×| GB j‡ÿ¨ I‡qwmm d¨vkb wjt Gi KZ…©cÿ GB 

Kg©N›Uv bxwZgvjv cÖbqb K‡i‡Q| GB bxwZgvjv ev¯’evqb Kivi †ÿ‡Î cÖavbZ ivóªxq I Avš©ÍRvwZK 

AvBb j•Nb bv K‡i †ÿÎwe‡k‡l ‡µZv‡`i AvPiYwewa I wbqgI gvbv n‡Z cv‡i| I‡qwmm d¨vkb wjt 

GB bxwZ Kvh©Ki Ki‡Z evsjv‡`k kÖg AvBb 2006, ms‡kvabx-2013 I ms‡kvabx-2018 Ges 

evsjv‡`k kÖg wewagvjv 2015 h_vh_ fv‡e Abymib Ki‡e| 
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2 wb‡`©wkKvt  
 

2.1  cÖwZw`‡bi Kv‡Ri mgq m~Pxt 

KZ…©cÿ GKwU gvbm¤úbœ Kv‡Ri mgq m~Px wbav©ib K‡i‡Qb, hvnv evsjv‡`k kÖg AvBb Abyhvqx cÖbxZ n‡q‡Q| 

¯̂vfvweKfv‡e cÖwZôv‡bi mvavib Kvh©µg 8 N›Uv| cÖwZôv‡bi mvavib Kvh©µg mKvj 08.00 NwUKvq ïiæ Ges 

weKvj 05.00 NwUKvq †kl| wkdU mswkøó wefvM (R¨vKvW©)t `yB wkdU A_©vr G wkdU- mKvj 8.00Uv nB‡Z 

weKvj 5.00Uv Ges we wkdU- ivZ 8.00 Uv nB‡Z ‡fvi 5.00 Uv ch©šÍ| cÖwZ wkd‡U R¨vKvW© †mKk‡b kÖwgK 

B”Qv Ki‡j AwZwiw³ 02 N›Uv K‡I KvR Ki‡Z cvi‡e| wmwKDwiwU †mKkbt wZb (03) wkdU A_©vr mKvj 

6.00Uv nB‡Z ỳcyi 2.00 Uv, ỳcyi 2.00 Uv nB‡Z ivZ 10.00Uv Ges ivZ 10.00Uv nB‡Z mKvj 6.00 Uv 

ch©šÍ| 

 

2.2  weiwZt 

mvavib Kvh©µ‡g wekÖvg I `ycy‡ii Lvev‡ii Rb¨ weiwZ †ejv 01.00 Uv †_‡K †ejv 02.00 NwUKv ch©šÍ Ges 

wkdU mswkøó wefvM R¨vKvW© †mKk‡b G wkd‡Ui Rb¨ weiwZ †ejv 01.00 Uv †_‡K †ejv 02.00 NwUKv Ges we 

wkd‡Ui Rb¨  ivZ 12.00 Uv  nB‡Z ivZ 1.00 Uv wekÖvg I Lvev‡ii Rb¨ weiwZ †`Iqv nq| 
 

 

2.3  IfviUvBg/ AwZwi³ Kg©N›Uvt 

 AwZwi³ Kg©N›Uv KvR †স্ব”Qvaxb, eva¨Zvg~jK bq| Z‡e we‡kl cÖ‡qvR‡b †hgb cÖvK…wZK `~‡h©vM, jK 

AvDU, ag©NU, ˆe`y¨wZK wech©q, †gwkbvwiR mgm¨v, ivR‰bwZK cÖwZKyjZv BZ¨vw`i Kvi‡b Drcv`b 

evavMÖ ’̄ n‡j Riæix wkc‡g›U ev Ab¨ †Kvb Kvi‡b AwZwi³ Kg©N›Uvq wb‡Ri BPQvq KvR Ki‡Z cvi‡eb|  

 

 AwZwiw³ Kg©N›Uvq †¯^PQvq hviv KvR Ki‡Z AvMÖnx Zviv BPQv Ki‡j KvR Ki‡Z cvi‡e| AwZwi³ 

Kg©N›Uvq KvR Kiv Avi bv Kiv m¤ú~b© kÖwg‡Ki Dci wbf©i K‡i, G‡Z KZ…©c‡ÿi †Kvb ai‡bi 

wewawb‡la _vK‡e bv| †Kvb kÖwgK‡K †Rvi c~e©K AwZwi³ Kg©N›Uvq KvR Kiv‡bv hv‡e bv| Amy¯n, 

cvwievwiK mgm¨v, e¨w³MZ mgm¨vi Kvi‡bI Ifvi UvBg wiwdR Ki‡Z cvi‡e| 

 

 

2.4 mvßvwnK QzwUt 

KZ…©cÿ wek¦vm K‡i cÖwZwU kÖwg‡KiB GKw`b wekÖvg ‡bIqv cÖ‡qvRb| wekÖvg kix‡ii K¬vwšÍ I AembœZv `~i 

K‡i| d‡j K‡g© ¯ú„nv Rv‡M Ges Kv‡R †ekx Drmvn cvIqv hvq| GB j‡ÿ¨ KZ…©cÿ ïµevi mvßvwnK QzwU 

wnmv‡e KviLvbvi Kvh©µg eÜ iv‡L Ges Ab¨vb¨ wkdU mswkó wefvM mg~n wmwWDj gvwdK avivevwnK fv‡e 

mßv‡n GK w`b Kvh©µg eÜ iv‡L| 
 

2.5 mvßvwnK QzwUi w`b KvR Kiv‡bvt 

A‡bK mgq Riæix cÖ‡qvR‡b †hgb cÖvK…wZK `y‡h©vM, jK AvDU, ag©NU, ‰e ~̀~¨wZK wech©q, †gwkbvwiR mgm¨v, 

ivR‰bwZK cÖwZK~jZv BZ¨vw`I Kvi‡b Drcv`b ÿwZMÖ¯’ n‡j ev Riæix wkc‡g›U Gi Kv‡Ri Kvi‡b KviLvbvi 

Kvh©µg mvßvwnK QzwUi w`b †Lvjv ivL‡Z cvi‡e| G‡ÿ‡Î KZ…©cÿ mvßvwnK QzwUi w`b KviLvbv †Lvjv ivL‡j,  



 
 
  
 
 
 

  I‡qwmm d¨vkb wj:   
             Kv‡mg Kg‡cø·, MvQv †ivW, 

             †evW© evRvi, MvRxcyi| 

`vwqZ¡kxj e¨w³           : wefvMxq cÖavb/ gnve¨e¯nvcK   

Aby‡gv`‡bi ZvwiL          : 6/11/2021 

me©‡kl bevq‡bi ZvwiL     : 21/11/2021 

eZ©gvb fvm©b Kvh©Ki ZvwiL : 21/11/2021 

 

 

evsjv‡`k kÖg AvBb Abyhvqx ÿwZc~ib g~jK 1 (GK) w`b e`jx QzwU cÖ`vb Kwi‡e Ges GZ`msµvšÍ GKwU 

†bvwUk †ev‡W© cÖ`k©b Kivi gva¨‡g kÖwgK, Kg©Pvix Ges Kg©KZv©‡`i c~‡e© AeMZ Kiv n‡e| 

2.6 QzwU :  

K) ‰bwgwËK QzwU: cÖwZ erm‡i c~Y© gRyixmn 10 w`b ‰bwgwËK QzwU †`Iqv nq| 

L) Amy ’̄Zvi QzwU: cÖwZ erm‡i c~Y© gRyixmn 14 w`b Amy ’̄Zvi QzwU †`Iqv nq| Z‡e G‡ÿ‡Î kÖwgK‡K AÎ 

KviLvbvi gvwjK KZ©„K wb‡qvMcÖvß †iwRóvW© wPwKrmK KZ©„K ev Zvnvi Abycw ’̄wZ‡Z Ab¨ †Kvb †iwRóvW© 

wPwKrmK KZ©„K cÖZ¨qbc‡Î D‡jøL _vwK‡Z n‡e †h wZwb cxwoZ ev Amy ’̄, Zvnvi QywUi cÖ‡qvRb|  
 

M) Drme QzwU: cÖwZ erm‡i c~Y© gRyixmn 12 w`b Drme QzwU †`Iqv nq| GUv gvwjK KZ©„K ZvwiL I w`b ’̄xi 

Ki‡eb| †Kvb Drme QzwUi w`‡b †Kvb kªwgK KvR Ki‡j `yB w`‡bi gRyix Ges GKwU weKí QzwU †`Iqv n‡e|  
 

N) evrmwiK QzwU: †h mKj kÖwg‡Ki PvKzixi eqm Awew”Qbœfv‡e GK ermi c~Y© n‡q‡Q †m mKj kÖwgK‡`i cÖwZ 

18 Kg© w`e‡m GKw`b QzwU w`‡Z n‡e| AwR©Z QzwUi A‡a©‡Ki AwaK bM`vqb Kiv hv‡e bv|  

 

O) †gUviwbwU: †Kvb gwnjv kÖwgK KviLvbvq Awew”Qbœfv‡e Qqgvm PvKzix Ki‡j Ges hw` wZwb Mf©eZx nq 

Zvn‡j Zvnv‡K wbqg Abyhvqx Avw_©K myweavmn 112 w`b gvZ…Z¡Kvjxb QzwU †`Iqv nq| †Kvb gwnjv‡K D³iƒc 

myweav cÖ‡`q nB‡e bv hw` Zvnvi mšÍvb cÖm‡ei mgq Zvnvi ỳB ev Z‡ZvwaK mšÍvb RxweZ _v‡K, Z‡e G‡ÿ‡Î wZwb 

†Kvb QzwU cvBevi AwaKvix nB‡j Zvnv cv‡eb| 
 

2.7 Kg©mgq msiÿbt 

cÖwZw`‡bi Kg©mgq UvBg Kv‡W©i gva¨‡g msiÿb Kiv nq| cÖwZw`‡bi kÖwgK UvBg Kv‡W©i gva¨‡g Zv‡`i Kv‡Ri 

mgq msiÿb K‡i _v‡Kb| Ges Kg©KZ©v I Kg©PvixMY nvwRiv LvZvq ¯^vÿi K‡ib| cÖwZôv‡b wb‡qvMKvjxb mgq 

cÖwZwU wbe©vwPZ cÖv_x©‡K Zv‡`i Kg©mgq m¤ú‡K© avibv †`Iqv nq| GQvovI Kv‡Ri mgqm~Px †bvwUk †evW© Ges 

†d¬v‡ii `„k~gvb ¯’v‡b jvwM‡q w`‡q kÖwgK‡`i cÖwZôv‡b ˆ`wbK Kvh©¨m~Px m¤ú‡K© avibv †`Iqv nq| 

2.8 `vwqZ¡ t 

I‡qwmm d¨vkb wjt Gi wefvMxq cÖavb ( gvbe m¤ú` I Kgcøv‡qÝ ) Ab¨vb¨ wefvMxq cÖavb‡`i mn‡hvMxZvq 

†Kv¤úvbxi Kg©N›Uv bxwZ ev Í̄evq‡bi cÖavb `vwq‡Z¡ _vwK‡eb| 

 

 

03. Organizationt 

3.1 ev Í̄evqbKvix `vwqZ¡cvß e¨w³eM©t 

               

                                  

 

 

 

gnve¨e¯nvcK 

 

e¨e ’̄vcK 

(  gvbe m¤ú`I Kgcøv‡qÝ) 

wbev©nx 

(cÖkvmb I gvbe m¤ú`) 

Kj¨vb Kg©KZv© AskMÖnbKvix KwgwU UvBg wKcvi 
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3.1 e¨e¯’vcbv KZ…©c‡ÿii `vwqZ¡ I KZ©e¨t 

3.1.1 gnve¨e¯nvcK 

* I‡qwmm d¨vkb wjt Gi cÖkvmwbK cÖavb, Kg©N›Uv bxwZgvjv ev Í̄evq‡bi cÖavb `vwq‡Z¡ _vK‡eb| 

* G msµvšÍ mKj cÖKvi Awf‡hvM, Aby‡hvM I civgk© ch©‡eÿb Ki‡eb Ges †Kvb ai‡bi ‰elg¨ Kv‡iv weiæ‡× 

cÖgvwbZ n‡j kÖg AvBb †gvZv‡eK cÖ‡qvRbxq e¨e ’̄v MÖnb Kivi Rb¨ wb‡`©k cÖ`vb Kwi‡eb| 

* cÖ‡qvR‡b kÖwgK AskMÖnbKvix KwgwUi mv‡_ mivmwi Av‡jvPbv ev civg‡k©i gva¨‡g wm×všÍ MÖnb Kwi‡eb| 

3.1.2 e¨e ’̄vcK ( gvbe m¤ú`I Kgcøv‡qÝ )t 

* Kg©N›Uv bxwZgvjv cÖbqb I Zvi ev Í̄evq‡b c`‡ÿc MÖnb| 

* kÖwgK- Kg©Pvix I Kg©KZ©v‡`i g‡a¨ Kg©N›Uv bxwZgvjvi wfwI‡Z m‡PZbZv e„w× I cÖwkÿ‡b cÖ‡qvRbxq f~wgKv 

cvjb Kiv| 

*Kg©N›Uv msµvšÍ †Kvb cÖKvi Awf‡hvM D_vwcZ n‡j Zv wb®úwIi Rb¨ cÖ‡qvRbxq e¨e ’̄v MÖnb Ges DaŸ©Zb 

KZ…©c‡ÿi mv‡_ †hvMv‡hvM Kiv| 

*Kg©N›Uv msµvšÍ †Kvb weKí cÖ ’̄ve D_vwcZ n‡j Zv ch©v‡jvPbv K‡i wefvMxq cÖavbM‡bi mv‡_ civgk©µ‡g 

Kg©N›Uv bxwZi ev¯Zevqb Z_v DbœwZ mvab Kiv| 

DbœZ I Kvh©Ki Kg©N›Uv bxwZgvjv ev ’̄evq‡bi gva¨‡g cÖwZôv‡bi k„•Ljv I Kg©cwi‡ek mg~bœZ ivLv| 

*evqvi wbexiYKvix‡`i mv‡_ Kg©N›Uv bxwZgvjvi mvwe©K w`K¸‡jv Dvc ’̄vcb K‡i Gi ~̀e©j w`K¸‡jv wbw`©ó 

mg‡qi g‡a¨ m¤úbœ Kiv Ges Zv ev Í̄evqb Kiv| 

*Kg©N›Uv bxwZgvjvi wel‡q KviLvbvi kÖwgK Kg©Pvix‡`i m‡PZbZv e„w×K‡í cÖwkÿb I cÖPvibv g~jK cÖ`‡ÿc 

MÖnb Kiv| 

*wbqwgZ ga¨g e¨e ’̄vcbv KZ…©cÿ Ges mycvifvBRvi‡`i mv‡_ D‡jøwLZ bxwZgvjvi Kvh©KvwiZv wel‡q 

gZwewbgq Kiv| 

*hw` Kg©N›Uvq †Kvb ai‡bi ˆelg¨ cwiKwíZ nq †m‡ÿ‡G DaŸ©Zb KZ…©cÿ gZvgZ I w`Kwb‡`©kbv †gvZv‡eK 

Zv mgvav‡bi Rb¨ cÖ‡qvRbxq e¨e ’̄v MÖnb Kiv| 

3.1.4 wbev©nx ( cÖkvmb I gvbe m¤ú`)t 

* kÖwgK Kg©Pvix‡`i cvÂ ‡iKW© gwbUwis K‡i Zv‡`i nvwRiv †iKW© wbwðZ Kiv| 
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* nvwRiv msµvšÍ †Kvb cÖKvi Awf‡hvM ev mgm¨v cwiK¬wcZ n‡j Zv h_vh_ ch©‡eÿb ev Z`šÍ ¯^v‡c‡ÿ    

    ZvrÿwbK mgvavb Kiv Ges cÖ‡qvR‡b DaŸ©Zb KZ…©c‡ÿi mv‡_ †hvMv‡hvM Kiv| 

* Dc‡iv³ Awf‡hvM / mgm¨v ¯^v‡c‡ÿ KZ…©c‡ÿi M„nxZ wm×všÍ mg~n mKj‡K AeMZ Kiv| 

* ga¨g chv©‡qi e¨e¯’vcbv KZ©c‡ÿi mv‡_ gZwewbgq K‡i Kg©N›Uv bxwZgvjv m¤ú‡K© AeMZ Kiv‡bv Ges  

   mKj‡K  wbqg Abyhvqx cvÂ Ki‡Z DrmvwnZ Kiv| 

*cÖwZôv‡bi kÖwgK Kg©Pvix‡`i Kg©N›Uv bxwZgvjv Dci cÖ‡qvRbxq cÖwkÿb cÖ`vb I mfvi Av‡qvRb Kiv| 

3.1.5 UvBg †mKkbt 

* kÖwgK Kg©Pvix‡`i UvBg KvW© mwVK fv‡e msiÿb Kiv| 

*  wbqwgZ kÖwgK Kg©Pvix‡`i QywU Gw›U K‡i Zvi nvwRiv wbwðZ Kiv| 

* nvwRiv msµvšÍ †Kvb cÖKvi mgm¨v ev ‰elg¨ cwijwÿZ n‡j Zv wefvMxq  cÖavb ( cÖkvmb I gvbe m¤ú`) Gi  

     wm×všÍ †gvZv‡eK Zv mgvavb Kiv| 

* gvm †k‡l kÖwgK Kg©Pvix‡`i †eZb I †c ¯úøxc ‰Zix K‡i Zv‡`i †eZb fvZv cÖ`vb wbwðZ Kiv| 

 

3.1.6 Kj¨vY Kg©KZ©v t 

 

* ‡d¬vi ‡_‡K cÖvß nvwRiv msµvšÍ Awf‡hvM msMÖn K‡i Zv e¨e¯nvcK (gvbe m¤ú` I  Kgcøv‡qÝ ) Gi wbKU  

   †cÖib Kiv| 

*‡d¬vi gwbUwis K‡i kÖwgK Kg©Pvix‡`i G e¨vcv‡i m‡PZbZv e„w× Kivi Rb¨ c‡qvRbxq c`‡ÿc MÖnb Kiv| 

*‡d¬vi †_‡K cÖvß G msµvšÍ mgm¨v GKwU †iwRóv‡i wjwce× Kiv Ges e¨e¯nvcK (gvbe m¤ú` I Kgcøv‡qÝ )  

   †K AewnZ Kiv| 

*cÖwZôv‡bi kÖwgK-Kg©Pvix‡`i Kg©N›Uv bxwZ m¤ú‡K© cÖwkÿb cÖ`vb Kiv| 

*kÖwgK-Kg©Pvix, ga¨g chv©q e¨e ’̄vcbv KZ…©cÿ I cÖkvm‡bi g‡a¨ msjv‡ci e¨e¯’v Kiv| 

* cÖ‡qvR‡b BDwbq‡bi m`m¨ Ges AskMÖnbKvix m`m¨‡`i mwnZ gZwewbgq Kiv| 

 

3.1.7 AskMÖnbKvix KwgwU / BDwbqb cÖwZwbwat 

* wbR wbR Kg© ’̄‡j Aew ’̄Z kÖwgK‡`i mgm¨v¸‡jv AewnZ n‡q mgvav‡bi †Póv Kiv I DaŸ©Zb  KZ…©c‡ÿi mv‡_   

   GB wel‡q Av‡jvPbv Kiv| 

*mgm¨v¸‡jv cÖwZ 2 ( `yB) gvm AšÍi Abyôv‡bi wgwUs G Av‡jvPbv Kiv I DaŸ©Zb KZ…©c‡ÿi wbKU Dvc ’̄vcb  

    Kiv| 

*‡d¬vi †_‡K wewfbœ Awf‡hvM ev Aby‡hvM e¨e ’̄vcK ( cÖkvmb) †K AeMZ Kiv| 
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3.1.8 mswkó wefvMxq cÖavbt 

cÖwZôv‡b Kg©iZ mKj Kg©KZv© Kg©Pvix‡`i Kg©N›Uv msµvšÍ †h †Kvb wel‡q mswkó mKj wefvMxq cÖavbMb I 

Kg©KZv©iv †Kv¤úvbxi Kg©N›Uv bxwZgvjv ev Í̄evq‡bi Rb¨ e¨e ’̄vcK ( cÖkvmb I gvbe m¤ú` )  †K mn‡hvMxZv 

Ki‡eb Ges mswkó mK‡j wbwðZ Ki‡eb †h †Kvb kÖwgK Kg©Pvix hv‡Z K‡i Zvi nvwRiv msµvšÍ A_ev QzwU 

msµvšÍ wel‡q ‡Kvb cÖKvi ˆel‡g¨I ¯̂xKvi bv nq| G msµvšÍ mKj ai‡bi Awf‡hvM, Aby‡hvM I e Í̄wbô 

civgk© ¸iZ¡ mnKv‡i we‡ePbv Kiv Ges Gi cÖwZKv‡ii Rb¨ `ªiæZ e¨e ’̄v MÖnb Kiv|  

4. bxwZgvjv ev Í̄evqb Kivi iæwUb I Kg©c×wZ (Routine or Procedure)t 

KvR ev Í̄evqb cÖwµqv `vwqZ¡ cÖvß Kg©KZ©v ev Í̄evq‡

bi mgq 

mgq mxgv 

4.1 mgMÖ cÖwZôv‡b 

mKj chv©‡q Kg©N›Uv 

wbwðZ Kiv| 

cÖwZôv‡bi Kg©N›Uv bxwZ 

mwVK cÖ‡qvM I Zvi 

ev Í̄evq‡bi gva¨‡g| 

gnve¨e¯nvcK me©`v bxwZgvjv 

cÖbqb nIqvi 

ci 

4.2 mKj kÖwgK, 

Kg©Pvixi nvwRiv 

wbwðZ Kib| 

UvBg KvW© I nvwRiv LvZvi 

Kivi gva¨‡g| 

e¨e ’̄vcK ( cÖkvmb I gvbe 

m¤ú` ) I UvBg †mKkb| 

me©`v memgq ejer 

_vK‡e| 

4.3 Kg©N›Uv bxwZgvjv 

m¤ú‡K© 

m‡PZbZve„w×| 

ga¨g ch©v‡qi e¨e¯’vcbv 

KZ…©cÿ‡K h_vh_ cÖwkÿ‡bi 

gva¨‡g| 

e¨e ’̄vcK ( gvbe m¤ú` I 

Kgcøv‡qÝ), wefvMxq cÖavb 

( mswkó wefvM) I Kj¨vY 

Kg©KZv©| 

wbqwgZ memgq ejer 

_vK‡e| 

4.4 Kg©N›Uv msµvšÍ 

†h †Kvb mgm¨vi m„wó 

n‡j I cÖvß mgm¨v, 

Awf‡hvM ev Aby‡hvM  

mgvavb Kiv| 

‡mB †ÿ‡Î Kg©KZv©e„›` 

Awf‡hvM, Aby‡hv‡Mi 

¸iæZ¡vbymv‡i cÖwZKv‡ii 

e¨e ’̄v MÖnb Kwi‡eb| 

 e¨e ’̄vcK ( gvbe m¤ú` I 

Kgcøv‡qÝ) 

me©`v memgq ejer 

_vK‡e| 

4.5 nU jvB‡b cÖ`Ë 

†dvb bv¤^v‡i †dvb 

Kwiqv Awf‡hvM, 

Aby‡hvM Rvbv‡bv 

hvB‡e| 

‡mB †ÿ‡Î Kg©KZv©e„›` 

Awf‡hvM, Aby‡hv‡Mi 

¸iæZ¡vbymv‡i cÖwZKv‡ii 

e¨e ’̄v MÖnb Kwi‡eb| mKj 

cÖKvi Awf‡hv‡Mi weeiY 

mgvav‡bi wjwLZ wi‡cvU© 

msiÿb Ki‡Z n‡e| 

 e¨e ’̄vcK ( gvbe m¤ú` I 

Kgcøv‡qÝ) 

me©`v memgq ejer 

_vK‡e| 
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5. †hvMv‡hvM c×wZ(Communication Routine) t 

KvR ev Í̄evqb cÖwµqv `vwqZ¡ cÖvß 

Kg©KZ©v 

ev Í̄evq‡bi 

mgq 

mgq mxgv 

5.1 e¨e ’̄vcbv KZ…©c‡ÿi 

mv‡_ †hvMv‡hvM ( 

gnve¨e ’̄vcK †_‡K 

e¨e¯nvcbv cwiPvjK 

ch©šÍ)| 

‡Rbv‡ij wgwUs G Av‡jvPbvi 

gva¨‡g A_ev B-‡gB‡ji 

gva¨‡g AewnZ Ki‡Z n‡e, 

Ges mfvi Kvh© weeibx 

ms‡hvRb K‡i Zv msiÿb 

Ki‡Z n‡e| 

e¨e ’̄vcK ( gvbe 

m¤ú` I 

Kgcøv‡qÝ) 

wbqwgZ bxwZ 

wbav©i‡bi 

ci ejer 

n‡e| 

5.2 `vwqZ¡ cÖvß e¨w³ / 

`‡ji mv‡_ †hvMv‡hvM| 

mvavib wgwUsGi gva¨‡g 

mKj‡K AeMZ Kib Ges 

cÖ‡Z¨‡K GB bxwZgvjv ey‡S‡Q 

GB g‡g© ¯v̂ÿi MÖnb| 

e¨e ’̄vcK ( gvbe 

m¤ú` I 

Kgcøv‡qÝ) 

bxwZgvjv 

cÖbqb 

nIqvi 

ci| 

bxwZ 

wbav©i‡bi 

ci ejer 

n‡e| 

5.3 KviLvbvi mKj 

Kg©KZv© I Drcv`b óvd‡`i 

D³ bxwZgvjv m¤ú‡K© 

AewnZ Kiv n‡e| ZvQvovI 

Kg©N›Uv bxwZgvjv ev Í̄evqb 

c×wZ m¤ú‡K© avibv cÖ`vb 

Kiv| 

mvavib wgwUs Av‡qvR‡bi 

gva¨‡g mKj‡K AeMZ Kiv 

Ges cÖ‡Z¨‡K D³ cwjwm 

eyS‡Z †c‡i‡Q ev AeMZ 

n‡q‡Q GB g‡g© ¯v̂ÿi MÖnb 

Kiv Ges cÖkœ DIi ce© mn 

mfvi Kvh© weeiYx msiÿb| 

e¨e ’̄vcK ( gvbe 

m¤ú` I 

Kgcøv‡qÝ)I 

Kj¨vY Kg©KZv©| 

cÖwZ Qq 

gv‡m 

Kgc‡ÿ 

GKevi| 

memgq 

ejer 

_vK‡e| 

5.4 bxwZgvjv m¤ú‡K© 

cÖwkÿb cÖ`vb I m‡PZbZv 

e„w×I gva¨‡g| 

cÖwkÿb I m‡PZbZv g~jK 

Kg©m~Pxi gva¨‡g cwZ eQ‡i 

Kgc‡ÿ GKevi kÖwgK‡`i 

mv‡_ Kg©N›Uv bxwZgvjv wel‡q 

Av‡jvPbv Kiv| D‡jøL¨ D³ 

cÖwkÿ‡b Bnv QvovI Ab¨vb¨ 

wel‡q Av‡jvPbv Kiv n‡e| 

wbev©nx ( cÖkvmb 

I gvbe m¤ú`) I 

Kj¨vY Kg©KZv©| 

 cÖwZ Qq 

gv‡m 

Kgc‡ÿ 

GKevi| 

memgq 

ejer 

_vK‡e| 

5.5 †bvwUk †ev©W I wc. G 

wm÷‡gi gva¨‡g| 

‡bvwUk †evW© I wc. G 

wm‡÷‡gi gva¨‡g kÖwgK 

Kg©Pvix‡`i Kg©N›Uv bxwZgvjv 

m¤ú‡K© AewnZ Kiv|  

 e¨e ’̄vcK ( gvbe 

m¤ú` I 

Kgcøv‡qÝ) I 

Kj¨vY Kg©KZ©v| 

wbqwgZ| memgq 

ejer 

_vK‡e| 

5.6 bZzb Kgx©‡`i 

Iwi‡q›Ukb, wi‡d«kbvi 

†Uªwbs, ga¨g chv©‡qi 

e¨e ’̄vcbv wgwUs G D³ 

bxwZgvjv m¤ú‡K© avibv 

cÖ`vb Kiv| 

 wgwUs Av‡qvR‡bi gva¨‡g 

mevB‡K AeMZ Kiv Ges 

cÖ‡Z¨‡K D³ cwjwm eyS‡Z 

†c‡i‡Q ev AeMZ n‡q‡Q GB 

g‡g© ¯v̂ÿi MÖnb Kiv| 

e¨e ’̄vcK ( gvbe 

m¤ú` I 

Kgcøv‡qÝ)I 

Kj¨vY Kg©KZv©| 

wbqwgZ| memgq 

ejer 

_vK‡e| 
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6. wdWe¨vK Ges K‡›Uªvjt  

wdWe¨vK Ges 

K‡›Uªvj  

Kvh© c×wZ `vwqZ¡ cÖvß Kg©KZ©v mgq mxgv 

6.1 B›Uvibvj 

AwWU  

kÖwgK‡`i mvÿiZv MÖnb, WKy‡g›U wiwfD ( h_v t 

kÖwg‡Ki e¨w³MZ bw_, †Uªwbs †iKW©, nvwRiv KvW© ev 

Re KvW© ch©‡eÿb BZ¨vw`) Ges ga¨g ch©v‡qi 

e¨e ’̄vcbv KZ…©c‡ÿi mvÿvrKvi| 

B›Uvibvj AwWU wUg| cÖwZ wZb 

gv‡m 

GKevi| 

6.2 wi‡cvwU©s B›Uvibvj AwWU n‡Z cÖvß welqvw` wb‡q GKwU 

wi‡cvU© ˆZix Kiv n‡e| DaŸ©Zb KZ…©cÿ‡K D³ 

welq Rvbv‡Z n‡e| cÖ‡Z¨KwU mgm¨vi cÖK…wZ I 

Kvib AbymÜvb Ki‡Z n‡e| 

e¨e ’̄vcK ( gvbe 

m¤ú`I Kgcøv‡qÝ), 

B›Uvibvj AwWU wUg| 

B›Uvibvj 

AwWU m¤úbœ 

Kivi ci| 

6.3 wbqš¿b ga¨g chv©‡qi e¨e¯’vcbv KZ…©cÿ‡K D³ bxwZgvjvi 

jÿ¨ I D‡Ïk¨ m¤ú‡K© h_vh_ cÖwkÿb cÖ`v‡bi 

gva¨‡g kÖwgK Kg©Pvix‡`i mwVK g~j¨vqb wbwðZ 

Kiv| Z_vcx I msµvšÍ †Kvb Awf‡hvM D_vwcZ 

n‡j Zvi h_vh_ mgvavb Gi gva¨‡g cÖ‡qvRbxq 

e¨e ’̄v MÖnb Kiv| 

e¨e ’̄vcK ( gvbe 

m¤ú` I Kgcøv‡qÝ)I 

Kj¨vY Kg©KZv©| 

cÖ‡qvRbKvjx

b mgq| 

6.4 cÖwZKvi  G‡ÿ‡Î cÖkœ DIi c‡e©i gva¨‡g cÖvß djvdj 

Abyhvqx KZ…©cÿ †h †Kvb mgq we`¨gvb bxwZ‡Z hw` 

wm‡÷g ev cÖwµqvMZ †Kvb cwieZ©b cÖ‡qvRb nq 

†m‡ÿ‡Î mKj †`kxq AvB‡bi mv‡_ m½wZ †i‡L †h 

†Kvb ai‡bi cwieZ©b,cwigvR©b, cwea©b, ms‡hvRb 

A_ev we‡qvRb Ki‡Z cvi‡e| 

e¨e ’̄vcK ( gvbe 

m¤ú` I Kgcøv‡qÝ) 

cÖ‡qvRbKvjx

b mgq| 

 

 

 

bxwZgvjv cÖ Í̄ZKviKt                                    bxwZgvjv g~j¨vqb I                   Aby‡gv`bKvix t                       

                                                         Aby‡gv`‡bi mycvwikKvix   

             

 

                                                       

e¨e ’̄vcK(GBP Avi GÛ Kgcøv‡qÝ)                  gnve¨e ’̄vcK                      e¨e¯nvcbv cwiPvjK 

 


