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मैनुअल- 1 

laxBu dh fof'kf"V;k¡ 

d`R; ,oa dÙkZO; 

  



eSuqvy&1 
laxBu dh fof'kf"V;k¡ d`R; ,oa dÙkZO; 

 

1-1 d`I;k gLr iqfLrdk dh i`"BHkwfe ij çdk'k Mkysa (lwpuk dk vf/kdkj vf/kfu;e 2005)& 

fof/k ,oa U;k; ea=ky; Hkkjr ljdkj }kjk fnukad 12-10-2005 ls lwpuk dk vf/kdkj vf/kfu;e 
2005 ykxw fd;k x;k gS] ftlds ifjis{k esa bl iqfLrdk esa 'kkldh; fryd LukrdksÙkj egkfo|ky; 
dVuh ftyk dVuh ¼e/; çns'k½ ds fofHkUu dk;ZØe xfrfof/k;ksa dks /;ku esa j[krs gq, egRoiw.kZ 
tkudkfj;ksa ladfyr dh xbZ gSA ;g tkudkjh egkfo|ky; ds lanHkZ esa i;kZIr mi;ksxh gksxhA 

 

gLr iqfLrdk dk mís'; %& 

1- egkfo|ky; dk laf{kIr ifjp; nsukA 
2- tu lkekU; dh n`f"V ls egkfo|ky; laca/kh mi;ksxh tkudkjh dk ladyu djuk rkfd tu 

lkekU; lwpuk ds vf/kdkj dk mi;ksx djrs gq, vko';d tkudkjh çkIr dj ldsaA 
3- egk fo|ky; laxBu dh fØ;kdykiksa esa ikjnf'kZrk lqfuf'pr djukA 
4- egkfo|ky; esa dk;Zjr dfeZ;ksa esa mÙkjnkf;Ro ds lkFk tokcnsgh dk cks/k ykukA 
5- gLr iqfLrdk ds ikBdksa dks laLFkk ls lacaf/kr lwpukvksa ls ifjfpr djkukA 
6- laxBu ds fgrxzkfg;ksa dks çnku dh tkus okyh lqfo/kkvksa dh çfØ;k] ekud] vko';d nLrkostksa 

rFkk lqfo/kkvksa ds lanHkZ esa fn, tkus okys ykHkksa ls ifjfpr djkukA leLr fgrxzkfg;ksa dks laLFkk 
dh laxBu lajpuk vf/kdkfj;ksa@ deZpkfj;ksa dh tkudkjh mudks çkIr ifjyfC/k;ka] bR;kfn 
lqlaxr lwpukvksa ls ifjfpr djkukA 

 

 ;g iqfLrdk fdu O;fä;ksa laLFkkvksa@laxBuksa bR;kfn ds fy, mi;ksxh gksxhA 
 

 ;g gLr iqfLrdk fuEufyf[kr O;fä;ksa lewgksa ds fy, mi;ksxh gSA 
1-  Nk=&Nk=kvksa  
2-  vfHkHkkod  
3-  mPp f'k{kk foHkkx ds vf/kdkjh@deZpkjh  
4-  lekt ds lkekU; ukxfjd  
5-  'kkldh; v'kkldh; laxBu  
6-  fo'ofo|ky; 
7-  fo'ofo|ky; vuqnku vk;ksx  
8-  tuHkkxhnkjh lfefr ds lnL; 
9-  ewY;kadu ,oa çR;k;u laLFkk,aA 
10-  lwpuk ds vf/kdkj ls lacaf/kr vkosnd 
11-  lkekU; tu ,oa tuçfrfuf/k 
12-  tkudkjh çkfIr ds bPNqd vU; O;fä ,oa laLFkk,a  

 

 gLr iqfLrdk dk çk:i %& 

gLr iqfLrdk esa 17 v/;k; gSa vkSj çR;sd v/;k; ij vk/kkfjr lexz tkudkfj;ksa dk fcanqokj laxzg 
gSA ifjHkk"kk,a ¼d`I;k gLr iqfLrdk esa ç;ksx dh xbZ 'kCnkoyh dks ifjHkkf"kr djsa½ iqfLrdk esa ,sls fdlh 
Hkh 'kCn dk ç;ksx ugha fd;k x;k ftldh ifjHkk"kk dh tkuk okafNr gksaA 



gLr iqfLrdk esa lek;ksftr fo"k;ksa ds laca/k esa foLr`r tkudkjh rFkk vU; tkudkfj;ksa ds fy, laidZ O;fä 

1- vdknfed fo"k;ksa ds fy, MkW- ,l-ds-[kjs] izkpk;Z 

2- Ikz'kklfud fo"k;ksa ds fy, MkW- ,e-ih-;kno HkkSfrd 'kkL= foHkkxk/;{k 
MkW- jkgqy ekS;Z Xkf.kr foHkkxk/;{k 
Jh iquZolq HkV~Vkpk;Z jlk;u’kkL= foHkkxk/;{k 
Jherh in~etk 'kqDyk Ikzk.kh’kkL= foHkkxk/;{k 
Jherh T;ksRluk vkB~;k ouLifr’kkL= foHkkxk/;{k 
Jherh in~etk 'kqDyk tSoizkS|ksfxdh izHkkjh&foHkkxk/;{k 
MkW- jkgqy ekS;Z dEI;wVj lkabl izHkkjh&foHkkxk/;{k 
MkW- #de.kh izrki flag HkwxHkZ’kkL= izHkkjh&foHkkxk/;{k 
MkW- Ogh- ds- f}osnh Hkwxksy foHkkxk/;{k 
Jherh y{eh uk;d vFkZ’kkL= foHkkxk/;{k 
MkW- gseyrk xxZ Lkekt’kkL= foHkkxk/;{k 
MkW- fp=k izHkkr jktuhfr’kkL= foHkkxk/;{k 
MkW- ek/kqjh xxZ fgUnh foHkkxk/;{k 
MkW- ukfgn flfídh vaxzsth foHkkxk/;{k 
MkW- ljnkj fnokdj laLd`r foHkkxk/;{k 
Jh bUnz dqekj bfrgkl foHkkxk/;{k 
MkW- fou; cktis;h Okkf.kT; foHkkxk/;{k 
MkW- fou; cktis;h Okkf.kT; dEI;wVj foHkkxk/;{k 
MkW- jktdqekj  ØhM+k vf/kdkjh  & 
Jh nsoh flag iztkifr iqLrdky; izHkkjh  & 
Jh fot; lsfB;k & ys[kkiky 
MkW- fodkl f}osnh & lgk;d xzsM&3 
Jh uhrs'k frokjh & lgk;d xzsM&3 
Jh foey JhokLro & ç;ksx'kkyk rduhf'k;u 
Jh 'kadj yky frokjh & ç;ksx'kkyk ifjpkjd 
Jherh çfrHkk flag & ç;ksx'kkyk ifjpkjd 
Jh vktkn vgen & Hk`R; 
Jh çseyky ceZu & QjkZ'k 
Jherh cYyksckbZ & Lohij 
Jh txnh'k çlkn xksaM & pkSdhnkj 

3- eq[; yksdlwpuk vf/kdkjh MkW- ,l-ds-[kjs] izkpk;Z 

4- Lkgk;d yksd lwpuk vf/kdkjh MkW- vkj-ih-flag 
 



gLr iqfLrdk esa miyC/k tkudkfj;ksa ds vfrfjä lwpuk çkIr djus dh fof/k ,oa 'kqYd %& 

gLr iqfLrdk esa miyC/k tkudkjh ds vfrfjä lwpuk çkIr djus ds fy, vkosnu drkZ dks e/;çns'k 

'kklu lkekU; ç'kklu foHkkx }kjk tkjh vf/klwpuk] e/; çns'k lwpuk dk vf/kfu;e Qhl rFkk vihy fu;e 

2005 ds vuqlkj fu/kkZfjr çfØ;k dk ikyu djuk gksxkA ;s fu;e lkekU; ç'kklu foHkkx dh osclkbV ij 

miyC/k gS fuEu tkudkfj;ka çfrcaf/kr Js.kh esa vk,xh vkSj nh tkuk laHko ugha gksxk bl Js.kh dh tkudkjh 

fuEukuqlkj gS %& 

1- xksiuh; pfj=koyh 

2- tkap ls lacaf/kr vfHkys[k    

3- ,sls vfHkys[k ftudk U;k;ky;hu çdj.k py jgk gS fuEu vfHkys[k dsoy voyksdukFkZ jgsxk  

fuEu vfHkys[k dsoy voyksdukFkZ jgsaxs %& 

1 dS'k cqd ystj  

2 fdlh vU; dh lsok iqfLrdk 
 

  



 

 

 

 

 

 

 

 

 

 

मैनुअल- 2 

vf/kdkfj;ksa vkSj deZpkfj;ksa dh 

'kfDr;k¡ ,oa dÙkZO; 
  



eSuqvy&2 
vf/kdkfj;ksa vkSj deZpkfj;ksa dh 'kfDr;k¡ ,oa dÙkZO; 

 

2-1  yksd çkf/kdj.k ds mís';%& 

fo|kfFkZ;ksa esa m|ferk lkadsfrd ewY;] oSKkfud–fn`"Vdks.k dk fodkl djus ds lkFk&lkFk mUgsa uSfrd 
:i ls ftEesnkj ukxfjd cukus ds lkFk lkFk uokpkjh 'kS{kf.kd xfrfof/k;ksa }kjk muds laiw.kZ fodkl 
dk /;ku j[kk tkrk gSA 

2-2  yksd çkf/kdj.k dk fe'ku@ fotu%& 
,d mRd`"V 'kS{kf.kd laLFkku fo|kfFkZ;ksa dks 'kS{kf.kd mRd`"Vrk ds f'k[kj rd igqapk;sa] mudk 
ekuorkoknh n`f"Vdks.k ,oa lkekftd fodkl Hkh fd;k tk, ftlls muds thou Lrj dks vkSj csgrj 
cuk;k tk,A 
,sls fo|kfFkZ;ksa dk fodkl djuk tks thou Hkj iBu&ikBu ls tqM+s jgdj dkS'ky fodkl djrs gq, 
f'k{kk ,oa ekuork dks iksf"kr djsaA gekjk mís'; gS fd gekjs fo|kFkhZ Hkfo"; ds fy, vkRefo'okl ds 
lkFk rS;kj jgsa vkSj O;olkf;d ,oa lkekftd pqukSfr;ksa dks lgt çdkj ls Lohdkj djsaA 
1- fo|kfFkZ;ksa esa usr`Ro dh {kerk dk fodkl djukA 
2- mPp f'k{kk dh uhfr;ksa dk fØ;kUo;u 
3- Nk=&Nk=kvksa dks fgrdkjh ;kstuk,a tSls Nk=o`fÙk ¼OBC, SC, ST ,oa detksj oxksaZ dks fnyokuk½ 
4- Nk=ksa dks vkfFkZd :i ls vkRefuHkZj rFkk 'kS{kf.kd ,oa lkekftd :i ls l{ke djuk ftlls 

og ,d l'kä ns'k ds fuekZ.k esa lgk;d gksA 

2-3  yksd çkf/kdj.k dk laf{kIr bfrgkl vkSj blds xBu dk çlax%& 

egkfo|ky; dk laf{kIr ifjp; 
01 LFkkiuk o"kZ 04 vxLr lu~ 1958 
02 egkfo|ky; dk e-iz-'kklu }kjk vf/kxzg.k 07 Qjojh lu~ 1971  
03 LukrdksRRkj egkfo|ky; dk ntkZ 20 ekpZ lu~ 1997 
04 vxz.kh egkfo|ky; dk ntkZ 13 vizSy lu~ 1999 
05 orZEkku Nk= la[;k 3804 Nk= ,oa Nk=k,a 
06 Ekgkfo|ky; dk Lo#i 03 ladk; ¼dyk] okf.kT; ,oa foKku½ 
07 v/;;u v/;kiu {ks= izk/;kid&06] lgk;d izk/;kid&35] xzaFkiky&01] 

ØhM+kf/kdkjh&01 gkLVy eSustj&01 
08 egkfo|ky; esa dk;kZy;hu in  r`rh; Js.kh&10] prqFkZ Js.kh&14 
09 egkfo|ky; dk for iks"k.k ’kkldh; fuf/k&osru HkRRks] vdknfed O;;] fpfdRlk 

O;;] Nk=o`fr vkfn fo’ofo|ky; vuqnku vk;ksx ls 
izkIr vuqnku] tuHkkxhnkjh ds ek/;e ls 'kqYd 

10 Ekgkfo|ky; dh izeq[k miyfC/k;kW 1- ifj{kkvksa esa Nk=@Nk=kvksa dk mRd`"V izn’kZuA 
2- ’kS{k.ksÙkkj xfrfof/k;ksa esa egkfo|ky; dh izfrf"Br Nfc 
3- mUUkr] ikjn’khZ vkSj fo’oluh; ijh{kk iz.kkyhA 
4- fu"Ik{k]LoPN iz’kkluA 
5- iBu ikBu esa uokpkjA 

11 Ekgkfo|ky; dh Hkfo"; dh j.kuhfr laLFkk dks 'kkldh; vkn’kZ egkfo|ky; ds #Ik esa 
fodflr djukA 



2-4  yksd çkf/kdj.k ds drZO;%& 

1- egkfo|ky; esa iathd`r Nk=&Nk=kvksa dh mRd`"V mPp f'k{kk dh O;oLFkk djukA 

2- egkfo- ds fofHkUu dk;ZØeksa dks Nk=ksaUeq[kh cukrs gq, mlesa fujarj lq/kkj ds ç;kl djukA 

3- laLFkk dks lekt dh ekud dlkSVh ds vuqlkj mRd`"V xq.koÙkkijd laLFkk ds :i esa fodflr 

djukA 

4- ikjn'khZ ç'kklu fo'oluh; ijh{kk i)fr] Nk=&Nk=kvksa dk lrr lexz ewY;kadu vkSj laLFkk ls 

tqM+s gq, çR;sd O;fä esa laLFkk ds çfr fu"Bk tkx`r djukA 

5- mPp f'k{kk ds y{;] mRd`"Vrk xq.koÙkk dh vksj vxzlj gksus gsrq laLFkk dks rS;kj djuk vkSj 

blds fy, dBksj ifjJe dh uhao MkyukA 

6- Nk= Nk=kvksa dks laLdkj laiUu cukus gsrq ewY;ksa dks f'k{kk ds ek/;e ls laLFkkfir djukA 

 



 
  



2-5  yksd çkf/kdj.k ds eq[; d`R;%& 

1- ikjaifjd mPp f'k{kk çnku djukA 

2- mPp f'k{kk dks lkFkZd] lkekf;d] jkstxkjksUeq[kh cukukA 

3- laLFkk ds f'k{kdksa esa vius O;olk; ds çfr lEeku dh Hkkouk fodflr djukA 

4- laLFkk dh çR;sd bdkbZ dks laLFkk ds çfr lefiZr Hkko ls dke djus gsrq rS;kj djukA 

5- mPp f'k{kk dh lkekftd çfrc)rk dks lqfuf'pr djukA 

2-6  yksd çkf/kdj.k }kjk çnÙk lsokvksa dh lwph ,oa mudk laf{kIr fooj.k%& 

1- mPp f'k{kk ds {ks= esa v/;;u v/;kiu dh O;oLFkk djukA    

2- lkekftd ljksdkj ls lacaf/kr fofHkUu eqíksa ds çfr tkx:drk iSnk djuk] Nk=&Nk=kvksa dks 

ekxZn'kZu ijke'kZ nsuk] Nk=&Nk=kvksa dh O;fäxr ,oa iBu&ikBu laca/kh leL;kvksa ij 

laosnu'khyrk ds lkFk fopkj foe'kZ djuk] Nk=&Nk=kvksa vkSj vfHkHkkodksa dh leL;k dk 

;FkklaHko fujkdj.k djukA 

2-7  yksd çkf/kdj.k dh dk;Z{kerk c<+kus gsrq tu lg;ksx dh vis{kk,a%& 

mPp f'k{kk ds {ks= esa 'kkldh; laLFkkvksa ds ikl miyC/k lalk/kuksa dh deh dks ns[krs gq, dk;Z {kerk 

dks c<+kus gsrq tu lg;ksx ysuk ,d çHkkoh mik; gSA tu lg;ksx ds ek/;e ls 'kkldh; f'k{kk 

laLFkk,a v/kkslajpukRed fodkl dk;Z dj ldrh gSa tks çHkkoh O;oLFkkvksa ds fy, ,d vfuok;Zrk gSA 

tu lg;ksx u dsoy vfrfjä lalk/ku tqVkus ds fy, vko';d gS vfirq laLFkk dh vU; leL;kvksa 

ds lek/kku esa rFkk laLFkk dks u;k :i çnku djus esa çHkkoh Hkwfedk fuHkk ldrs gSaA 

2-8  tu lg;ksx lqfuf'pr djus ds fy, fof/k O;oLFkk 
1- jkT; 'kklu us bl çdkj dk tu lg;ksx ysus ds fy, 'kkldh; egkfo|ky; esa tuHkkxhnkjh 

lfefr dh O;oLFkk LFkkfir dh gSA ;g lfefr laLFkk ds fy, vko';d vfrfjä lalk/ku 
tqVkrh gSA egkfo|ky; ds u, vdknfed dk;ZØeksa dks viuk vuqeksnu nsrh gSA vkSj 
egkfo|ky; ds fy, fodkl dk ekxZ ç'kLr djrh gSA bldh vo/kkj.kk ij vk/kkfjr çHkkoh 
fØ;kUo;u ls 'kkldh; egkfo|ky; viuh foÙkh; lhekvksa dks c<+k ldrs gS vkSj lalk/ku 
foghurk fd fLFkr ls mHkj ldrk gSA 

2- bl egkfo|ky; esa tuHkkxhnkjh lfefr vfLrRo esa gS vkSj lfefr ds lkStU; ls egkfo|ky; 
us viuk o`gn v/kks lajpukRed fodkl fd;k gS] vdknfed ifjn`';ksa dks cnyk gS vkSj 
f'k{kk dks jkstxkjksUeq[kh fn'kk çnku dh gSA lkFk gh egkfo|ky; esa Nk=ksaUeq[kh csgrj 
O;oLFkk,a LFkkfir dh gSA 

  



2-9 tu lsokvksa ds vuqJo.k ,oa f'kdk;rksa ds fujkdj.k dh O;oLFkk%& 

1-  egkfo|ky; esa fo|kfFkZ;ksa dh f'kdk;rksa dk fujkdj.k djus ds fy, pkj Lrjh; O;oLFkk,a gSaA  

lq>ko] f'kdk;r isVh] Nk= Nk=kvksa ds fy, lq>ko f'kdk;r isVh yxkbZ xbZ gS ftlesa 
Nk=&Nk=k,a fuMj gksdj viuh f'kdk;r@lq>ko Mkyrs gSaA f'kdk;r isVh esa ladfyr f'kdk;rksa 
dks f'kdk;r fuokj.k lfefr }kjk fudkyk tkrk gS vkSj tgk¡&tgk¡ fujkdj.k laHko gksrk gS ogka 
Rofjr fujkdj.k fd;k tkrk gSA Nk=&Nk=kvksa us bl O;oLFkk dk vPNk mi;ksx fd;k gSA 
egkfo|ky; ç'kklu us cgqr çHkkoh rjhds ls bldk fØ;kUo;u lqfuf'pr fd;k gSA 

2-  çkpk;Z Nk= laokn O;oLFkk Nk=&Nk=k,a lh/ks çkpk;Z ls viuh leL;kvksa ij ppkZ dj ldrs gSaA 
bl O;oLFkk ls çkpk;Z vkSj Nk=&Nk=kvksa ds chp esa Hkh laokn lw= cuk jgrk gS 

3-  çkpk;Z f'k{kd vfHkHkkod laokn O;oLFkk o"kZ esa ,d ckj vfHkHkkod dks egkfo|ky; ifjlj esa 
vkeaf=r fd;k tkrk gS vkSj mUgsa muds ikY; ds ckjs esa foLrkj ls tkudkjh nh tkrh gS fo'ks"k 
ifjfLFkfr gksus ij blds vykok Hkh vfHkHkkodksa dks egkfo|ky; esa cqykdj oLrq fLFkfr ls 
voxr djk;k tkrk gSA vfHkHkkodksa ds lq>ko dk ykHk egkfo|ky; ds fodkl ds fy, fd;k 
tkrk gSA 

4-  foHkkxk/;{k ls lh/ks laidZ  

5-  egkfo|ky;hu  f'kdk;r fuokj.k çdks"B }kjk 

6-  efgyk mRihM+u fuokj.k çdks"B }kjk  

7-  vuqlwfpr tkfr vuqlwfpr tutkfr f'kdk;r fuokj.k çdks"B }kjk 

8-  'kklu ds funsZ'kkuqlkj leL;k fuokj.k f'kfojksa dk vk;kstu 

ewY;kadu ,oa çR;k;u lfefr;ksa }kjk fn, x, lq>ko  

1- vdknfed lfefr;ksa }kjk çkIr lq>ko  
2- çkpk;Z }kjk vkeaf=r fof'k"V O;fä;ksa ds lq>ko 

2-10   eq[; dk;kZy; 

egkfo|ky; dk LFkkbZ irk fuEukuqlkj gS&  

'kkldh; fryd LukrdksÙkj egkfo|ky; 

'kgMksy jksM] ftyk& dVuh] fiu dksM& 483501 

2-11- (v)  dk;kZy; 

egkfo|ky; dk;kZy; ds [kqyus dk le; çkr% 10-30 ls 

egkfo|ky; dk;kZy; can gksus dk le; lk;a 05-30 cts 

(c)  d{kk,a 

d{kk,a çkjaHk gksus dk le; 

çkr% 09-00 cts ls 

vafre d{kk lekIr gksus dk le; lk;a 04-20 cts  



 

 

 

 

 

 

 

 

 

 

मैनुअल- 3 

d`R;ksa ds fuokZgu gsrq fu;e] 

fofu;e] vuqns'k] funsZf'kdk  

vkSj vfHkys[k 
  



eSuqvy& 3 
d`R;ksa ds fuokZgu gsrq fu;e] fofu;e] vuqns'kd] funsZf'kdk vkSj vfHkys[k 

 

yksd izkf/kdj.k vFkok mlds vf/kdkfj;ksa ,oa dfeZ;ksa }kjk d`R;ksa ds fuokZgu ds fy, /kkfjr rFkk iz;ksx fd;s 
tkus okys fu;e] fofu;e] vuqns’k] funsZf’kdk vkSj vfHkys[k dh lwph fuEu izdkj gS %& 

Ø- vfHkys[k dk uke vfHkys[k dk izdkj 

fdlh izdkj dks pqus 

;Fkk fu;e] fofu;e] 

vuqns'k] funsZf'kdk] 

vfHkys[k] vU; 

vfHkys[k dk laf{kIr 

ifjp; 

fu;e] fofu;e] 

vuqns'k] funsZf'kdk vkSj 

vfHkys[k dgkW ls izkIr 

dj ldrs gS 

fu;e] fofu;e] 

vuqns'k] funsZf'kdk vkSj 

vfHkys[k dh izkfIr djus 

dk 'kqYd (;fn dksbZ gks) 

1- LFkkiuk ls lacaf/kr 
leLr nLrkost 

vfHkys[k] 
nLrkost]jftLVlZ 
lsok iqfLrdk,a 
ufLr;ksa 

f’k{kdksa] 
vf/kdkfj;ksa] 
deZpkfj;ksa dh 
LFkkiuk las 
lacaf/kr leLr 
nLrkost ¼lsok 
iqfLrdk] 
O;fDrxr uLrh] 
xksiuh; 
pfj=koyh] 
vodk’k uLrh½ 

MkW- fodkl f}osnh 'kklu }kjk 
fu/kkZfjr 'kqYd 
ekU; gksxk] 
izfrcaf/kr nLrkost 
ugha fn[kk, tkosxsA 

2- nSfud 'kqYd laxzg.k 
iath tujy Qh 
dysD’ku ¼DFC½ 
jftLVj ,ao izk#i 

jftLVj jlhn 
dVVs 

izfrfnu fy;s 
tkus okys 'kqYd 
dk 
vfHkys[khdj.k 

Jh 'kadjyky 
frokjh 

'kqYd] Nk=o`fRRk 
laca/kh lHkh 
tkudkfj;ka 

3- Yks[kk 'kk[kk vfHkys[k f’k{kdksa 
vf/kdkfj;ksa] 
deZpkfj;ksa ls 
lacaf/kr leLr  
Hkqxrku izfØ;k 
lacaf/kr nLrkost 
ckmplZ 

Jh fot; lsfB;k ys[kk laaca/kh lHkh 
tkudkjh 

4- Xkksiuh; izfrosnu vfHkys[k  MkW- ,l-ds-[kjs 
MkW- fodkl f}osnh 

izfrcaf/kr nLrkost 
ugha fn[kk, tk;sxsa 

5- U;k;ky;hu vfHkys[k  MkW- ,l-ds-[kjs 
MkW- fodkl f}osnh 

izfrcaf/kr nLrkost 
ugha fn[kk, tk;sxsa 

6- fo|kFkhZ 'kk[kk izos’k 
fu;e vkns’k lwpuk,a] 
izos’k lqfp;kW] ’kqYd 
tek] vafre frfFk] 
vafre fLFkfr] o.kZekyk 
dze] d{kkokj] 
fo"k;dze] oxZOkkj izos’k 
lwfp;kW] izos’k iath] 
Lok/;k;h Nk=ksa gsrq 
vuqefr 

vfHkys[k fu;e] vuqns’ku] 
fofu;e  

Jh 'kadjyky 
frokjh 

'kklu }kjk 
fu/kkZfjr 'kqYd 
ekU; gksuk 
izfrcaf/kr nLrkost 
ugha fn[kk, tkosxsaA        



7- Ukekadu Qkby] ijh{kk 
vkosnu&vuqØekad] ijh{kk 
ifj.kke] lwpuk Qkby] 
LFkkukarj.k izek.k@pfj= 
izek.k vxzs"k.k] ekbxzs’ku 
iqjkus  vfHkys[k 
u"Vhdj.k vadlwph 
vuqdzekad fooj.k 

vfHkys[k vkosnu] fu;e] 
fofue;] 
vuqns’ku 

Jh 'kadjyky 
frokjh 

'kklu }kjk 
fu/kkZfjr 'kqYd 
ekU; gksuk 
izfrcaf/kr nLrkost 
ugha fn[kk, tkosxsaA 

8- Ø; ,ao HkaMkj.k 'kk[kk 
Ø; izfØ;k vf/kd`r 
iznk;drkZvksa dh lwph 
'kklu }kjk ekU; bdkbZ;ksa 
dh ewY; lwfp;ka Øe 
lfefr dk xBu fufonk 
vkea=.k rqYkukRed pkVZ 

LVkWd jftLVªj 
ufLr;ka] 
fufonk,W 

fu;e] fofu;e] 
rqyukRed 
izk=]HkkSfrd 
lR;kiu] 
izfrosnu la/kkj.k 
uLrh 

Jh fodkl f}osnh 
,oa Ø; lfefr 

'kklu }kjk 
fu/kkZfjr 'kqYd 
ekU; gksxh 
izfrcaf/kr nLrkost 
ugha fn[kk, tkosxsaA 

9- vkod&tkod 'kk[kk 
vkod iath] vkod iath] 
Ø; iqfLrdk Mkd fVfdV] 
ys[kk fofo/k 

vfHkys[k jftLVj] 
nLrkost 

Jherh izfrHkk flag 'kklu }kjk 
fu/kkZfjr 'kqYd 
ekU; gksxkA 

10
- 

xzaFkoky ,ao okpuky; 
'kk[kk&xzaFkiky okpuky; 
laca/kh fu;e xzaFkiky 
lfefr dk xBu ,ao xzaFkk 
dh fo"k;kokj lwfp;ka rFkk 
xzaFkiky QuhZpkj] 
midj.kksa vkfn ds 
dSVykWx foHkkxksa ls izkIr 
iqLrdksa ,oa dz; izLrkoksa 
dh Lohd`fr;ka [kjhnh 
izfdz;k dksVs’ku vkfn] 
rqYkukRed pkVZ] jftLVªj] 
Øe lfefr dh vuq’kalk 
,ao izkpk;Z dh Lohd`r 
vkfn Ø;] eky ,ao ns;d 
dh izkfIr eky dh pkat] 
Lohd`r 

iqLrdsa] tuZYl 
vfHkys[k vkfn 

LVkWd jftLVj 
iath] ufLr;ka] 
fufonk Ik= 

Jh nsoh flag 
iztkifr 

'kklu }kjk 
fu/kkZfjr 'kqYd 
ekU; gksxh 
izfrcaf/kr nLrkost 
ugha fn[kk, tkosxsaA 

11
- 

ØhMk ,ao 'kkjhfjd 
'kk[kk&ØhMk] [ksydwn 
lacaf/kr fu;e&vkns’k 
Qkby Ø; izfØ;k 
fo’ofo|ky; vuqnku 
vk;ksx ds fo’ks"k fo’ks"k 
vuqnkuksa [ksy eSnku] 
buMksj LVsfM;e Nk= 
'kkjhfjd dY;k.k 'kqYd 
tuHkkxsnkjh lfefr 

vfHkys[k 
ufLr;ka 

[ksy lkexzh Ø; 
dk vfHkys[k] 
ØhM+k vfHkys[k] 
vU; 

MkW- jktdqekj 'kklu }kjk 
fu/kkZfjr 'kqYd 
ekU; gksxh 
izfrcaf/kr nLrkost 
ugha fn[kk, tkosxsaA 



 
12
- 

vU; ikB~;sRRkj xfrfof/k;ka 
'kk[kk&ikB~RRksj xfrfof/k;ka 
lacaf/kr uhfr&funsZ’k 
Qkby] Nk= la?k 
pquko]@Nk= lfefr xBu] 
lfEEkfyr fuf/k lfefr dk 
xBu] okf"kZdksRlo@Lusg 
lEEksyu] v’kkldh; 
fuf/k;ksa ds rgr fofHkUUk 
en] egkfo|ky;hu if=dk 
¼lkfgfR;d½ eSxthu] 
lkaLd`frd ifj"knksa dk 
xBu] ;qok egksRlo Qkby 
¼ftyk@laHkkx@jkT; 
Lrjh; vk;kstuksa esa  
egkfo|ky; dh Hkkxsnkjh 
vkSj mifC/k;ka½ ;qok uhfr 
fparu f’kfoj Qkby] ,u-
,l-,l- Qkby 

 f’k{kdksa] 
vf/kdkfj;ksa dh 
LFkkiuk ls 
lacaf/kr leLr 
nLrkost 

lacaf/kr lfefr;ksa 
ds izHkkjh ,oa 
vkarfjd xq.koÙkk 
vk’oklu izdks"B 

'kklu }kjk 
fu/kkZfjr 'kqYd 
ekU; gksxh 
izfrcaf/kr nLrkost 
ugha fn[kk, tkosxsaA 

 

uksV%& lHkh vfHkys[k LFkk;h izd`fr ds ugh gS fHkUUk&fHkUUk vfHkys[kksa ds fy, fuf’pr le;kof/k ds ckn mUgsa 
u"V dj nsus dh O;oLFkk fu;eksa esa gSA vr% ;g O;oLFkk vfHkys[k miyC/k djkrs le; Hkh /;ku 
jgsxhA vfHkys[kksa ds la/kkj.k ds fy, 'kklu }kjk le;kof/k fu/kkZfjr dh xbZ gSA vfHkys[k miyC/k 
djkus ds fy, le; lhek ykxw jgsxhA 

  



 

 

 

 

 

 

 

 

 

 

मैनुअल- 4 

uhfr fu/kkZj.k ,oa fØ;kUo;u  

ds laca/k esa turk ;k tuizfrfuf/k ls  

ijke'kZ ds fy, cukbZ x;h  

O;oLFkk dk fooj.k 
  



eSuqvy&4 
uhfr fu/kkZj.k ,oa fØ;kUo;u ds laca/k esa turk ;k tu izfrfuf/k ls  

ijke'kZ ds fy;s cukbZ x;h O;oLFkk dk fooj.k 
 

uhfr fu/kkZj.k gsrq& 
4-1  D;k yksd izkf/kdj.k }kjk uhfr fu/kkZj.k ds laca/k esa turk ;k tu izfrfuf/k dh ijke’kZ@Hkkxhnkjh dk 

dksbZ izko/kku gS\ ;fn gS rks O;oLFkk dk fooj.k bl izk#Ik esa izLrqr djsaA 
Ø- fo"k;@d`R; 

dk uke 

D;k bl fo"k; esa 

turk dh Hkkxhnkjh 

vfuok;Z gS\ 

(gkW@ugh) 

Tkurk dh Hkkxhnkjh  

Lqfuf'pr djus ds fy, dh x;h O;oLFkk 

1 tuHkkxhnkjh 
O;oLFkk 

gkW egkfo|ky;ksa es tuHkkxhnkjh lqfu’pr djus ds fy, tuHkkxhnkjh 
lfefr;ksa dk xBu fd;k x;k gSA jkT; 'kklu ds fu.kZ;kuqlkj izns’k 
ds leLr 'kkldh; egkfo|ky;ksa ds izca/ku esa tuHkkxhnkjh ds n`f"V 
ls mUgsa e/;izns’k lkslklVh jftLVhdj.k vf/kfu;e 1973 ds varxZr 
iathd`r djus dk izko/kku fd;k x;k gSA tuHkkxhnkjh dh foLr`r #Ik 
js[kk vf/klwpuk Ø-,Q&73&96&lh& 3&36 fnukad 30 flrEcj 1996 
esa nh xbZ gS tks mPPk f’k{kk foHkkx dh  
osc&lkbZM http//highereducation.mp.gov.in 

 
uhfr ds dk;kZUo;u gsrq& 
4-2  D;k yksd izkf/kdj.k }kjk uhfr dk;kZUo;u ds laca/k esa turk ;k tuizfrfuf/k ls@dh ijke’kZ@Hkkxhnkjh 

dk dksbZ izko/kku gS\ ;fn gS rks O;oLFkk dk fooj.k bl izk#Ik esa izLrqr djsaA ’kkldh; egkfo|ky;ksa esa 
Hkkxhnkjh lfefr;ksa dks fuEufyf[kr fo"k;ksa esa izca/ku ds ,ao Hkkxhnkjh ds vf/kdkj fn, x, gS& 

Ø- fo"k;@d`R; dk uke D;k bl fo"k; esa  

turk dh Hkkxhnkjh 

vfuok;Z gS\ (gkW@ugh) 

Tkurk dh Hkkxhnkjh lqfuf’pr djus ds fy, dh 
x;h O;oLFkk 

1 f’k{k.k dk;Z dh xq.koÙkk ,ao 
leh{kk 

gkW 
tuHkkxhnkjh dh foLr`r #Ik js[kk vf/klwpuk 
,Q&73&6&96&lh&3&36 fnukad 30 flrEcj 
1996 esa nh xbZ gS tks mPPk f’k{kk foHkkx dh 
osc&lkbZM ij miyC/k gSA dsoy mUgh enksa esa 
tuHkkxhnkjh vfuok;Z gS ftudk laca/k lfefr 
}kjk ladfyr jkf’k ls fd;k x;k gksA 

2- f’k{k.k 'kqYd o`f)@iqujhf{kr 
djus ,ao mlls izkIr jkf’k ls 
fodkl dk;Z fd;k tkukA 

gkW 

3- LofoÙkh; vk/kkj ij 
O;kolkf;d ,ao vU; ikB~;Øe 
izkjaHk djukA 

gkW 

4- LofoÙkh; vk/kkj ij izkjaHk 
fd, tkus okys ikB~;Øeksa dh 
f’k{k.k O;oLFkk gsrq ekuns; ds 
vk/kkj f’k{kdksa ,ao LVkWQ dh 
O;oLFkk rFkk ekuns; fu/kkZj.kA 

gkW  

5- tuHkkxhnkjh lfefr ds [kkrs 
dk lapkyuA 

 [kkrs dk lapkyu v/;{k o lnL; lfpo }kjk 
la;qDr #Ik ls fd;k tkrk gSA 

6- tuHkkxhnkjh lfefr dk ctV 
ikfjr djukA  

 tuHkkxhnkjh foÙk lfefr&izcU/k lfefr lkekU; 
ifj"kn 



 

 

 

 

 

 

मैनुअल- 5 

yksd izkf/kdkjh ds ikl ;k  

muds fu;a=.k esa miyC/k  

nLrkostksa dk izoxks± ds vuqlkj 

fooj.k 

  



eSuqvy&5 
yksd izkf/kdkjh ds ikl ;k muds fu;a=.k esa miyC/k nLrkostksa dk izoxksZ ds vuqlkj fooj.k 

fdlh Hkh fo"k; ij fu.kZ; ysus ds fy, yksd çkf/kdj.k esa D;k çfØ;k viukbZ tkrh gS\ egkfo|ky; 
esa fofHkUu fo"k;ksa ij i`Fkd i`Fkd fu.kZ; fy;k tkrk gS] vkSj fu.kZ; ysus dh çfØ;k fu/kkZfjr gSA 

vdknfed eqíksa ij fu.kZ;%& 

1- u;s vdkneh dk;ZØe çkjaHk djus dk fu.kZ;A 
2- vkarfjd ewY;kadu i)fr dk fu/kkZj.k 

mä lHkh fu.kZ; vdkneh ço`fÙk ds gSa vkSj fu.kZ; ysus dk vf/kdkj dk;Zdkfj.kh lfefr tuHkkxhnkjh 
dks gSA 

ijh{kk laca/kh leLr fu.kZ;%& 

1-  vkarfjd ewY;kadu O;oLFkk 

2-  iwjd ijh{kk dk vk;kstu 

ç'kkldh; fu.kZ;%& 

tuHkkxhnkjh lfefr ls lacaf/kr ç'kkldh; fu.kZ; tuHkkxhnkjh lfefr esa fy, tkrs gSaA ,sls fu.kZ; ysus 
ds fy, ;g lfefr;ksa oS/kkfud :i ls vf/kd`r gSaA 

vU; ç'kklfud fu.kZ;%& 

'kkldh; egkfo|ky; gksus ds dkj.k ,sls lHkh ç'kkldh; fu.kZ; 'kklu }kjk LFkkfir O;oLFkkvksa ds 
rgr çkpk;Z vkSj muds dk;kZy; }kjk fy, tkrs gSa blesa 'kkldh; fu;eksa dk iwjh rjg ls ikyu 
fd;k tkrk gSA 

fuEufyf[kr fcanqvksa ij çfØ;k dk mYys[k djsa%& 

(1) ços'k çfØ;k ,oa ços'k ij fu.kZ; ysus dk vf/kdkj ços'k çfØ;k  

fuEu pj.kksa esa laiUu gksrh gS 
1- jkT; 'kklu ds Lrj ij ços'k fu;eksa dk fodkl 
2- fo'ofo|ky; mPp f'k{kk foHkkx e/;çns'k 'kklu Hkksiky ds ek/;e ls ços'k fu;e 

egkfo|ky; dks miyC/k gksxkA 
3- egkfo|ky; mPp f'k{kk foHkkx }kjk çnÙk ços'k çfØ;k dk vuqlj.k dj ços'k dk;Z 

laikfnr djsxkA 
4- egkfo|ky; }kjk vkWuykbu esa ikBîØe ,oa muds 'kqYdksa dk fooj.k çfo"V djsxk 

vkSj foojf.kdk dk çdk'ku vkSj fofHkUu ikBîØeksa fo"k;ksa esa miyC/k LFkkuksa dh 
vf/klwpuk tkjh djukA 

5- 'kklu }kjk iathc) vkosndksa dks vkoafVr egkfo|ky; esa ços'k çnku djukA 
6- d{kk okj ços'k lfefr dk xBu djukA 



7- vkosfnr Nk= Nk=kvksa dks xq.kkuqØe] vkj{k.k vkSj vf/kdkj dk ykHk nsrs gq, ços'k 
lwph tkjh djukA 

8- ços'k çkIr Nk=&Nk=kvksa ls 'kqYd ysuk vkSj muds ços'k dh çfØ;k dks iw.kZ djukA 

(2) Nk= la?k pquko çfØ;k ,oa fu.kZ; ysus dk vf/kdkj%& 

Nk= la?k pquko e/;çns'k 'kklu mPp f'k{kk foHkkx Hkksiky }kjk tkjh fd, x, v/;kns'k ds 
vk/kkj ij laiUu gksrs gSa] blds fy, çkpk;Z }kjk eq[; pquko vf/kdkjh fu;qä fd;k tkrk gS 
pquko laca/kh leLr fu.kZ; çkpk;Z] eq[; pquko vf/kdkjh vkSj pquko lfefr }kjk la;qä :i 
ls fy, tkrs gSa lHkh fu.kZ; v/;kns'k dh ifjlhek esa fy, tkrs gSaA 

(3)  ijh{kk lapkyu çfd;k%& 

egkfo|ky; jkuh nqxkZorh fo'ofo|ky; tcyiqj ds v/khu gS leLr ijh{kk lapkyu fo'o 
fo|ky; dh le; lkj.kh ds vuq:i fd;k tkrk gSA 

(4)  okf"kZdksRlo  lapkyu çfØ;k ,oa fu.kZ; ysus dk vf/kdkj%& 

egkfo|ky; okf"kZdksRlo] Nk= ifj"kn ijke'kZnkrk }kjk fu/kkZfjr fd;k tkrk gS lfEefyr fuf/k 
lfefr miyC/k ctV ds vk/kkj ij okf"kZdksRlo ls lacaf/kr fu.kZ; ysrh gS blesa f'k{kd vkSj 
Nk= nksuksa gh lnL; ds :i esa euksuhr gksrs gSaA 

(5) 'kklu ;wthlh tuHkkxhnkjh ,oa vU; lzksrksa ls çkIr vuqnku dks O;; djus dh 

çfØ;k ,oa fu.kZ; ysus ds vf/kdkj%& 

'kklu }kjk çkIr vuqnku dk O;; 'kkldh; fu;eksa ds rgr vkSj mUgha enksa esa fd;k tkrk gS 
ftlds fy, çkIr gqvk gSA 

fo'ofo|ky; vuqnku vk;ksx dh fofHkUu ;kstukvksa ds rgr egkfo|ky; }kjk vius vkosnu 
fn, tkrs gSaA Lohd`r gksus ij Lohd`r i= esa fn, x, fn'kk&funsZ'kksa ds vuqlkj fu/kkZfjr en 
esa O;; fd;k tkrk gS jkf'k O;; ds ckn bldk mi;ksfxrk çek.k i= fo'ofo|ky; vuqnku 
vk;ksx dks Hkstk tkrk gSA tuHkkxhnkjh lfefr ls çkIr jkf'k dk O;; Hkkxhnkjh lfefr dh 
foÙk lfefr] çca/ku lfefr vkSj lkeku ifj"kn }kjk vuqeksfnr enksa esa fd;k tkrk gS blds 
fy, ,d ctV cuk;k tkrk gS] ctV foÙk lfefr }kjk ikfjr gksrk gS vkSj bls çca/k lfefr 
viuh vuq'kalk ds lkFk lkekU; ifj"kn dks Hkstk tkrk gSA lkekU; ifj"kn ctV dks ikfjr 
djrh gS vkSj ikfjr ctV ij enokj O;; djus ds fy, çkpk;Z dks lfefr }kjk vf/kd`r 
fd;k tkrk gS fof'k"V enksa esa Hkkxhnkjh lfefr ds v/;{k dh lgefr yh tkrh gSA 

fdlh fo'ks"k fo"k; ij fu.kZ; ysus ds fy, fu/kkZfjr fu;e ,oa çfØ;k D;k gS vFkok fu.kZ; 
ysus ds fy, fdl fdl Lrjks ij fopkj fd;k tkrk gSA 

▪ fofHkUu oS/kkfud lfefr;ksa ds ek/;e ls fu.kZ; fy, tkrs gSaA dafMdk 7-1 esa tks  
çfd;k of.kZr dh xbZ gS mls fdu&fdu Lrjksa ij çfØ;k ds nkSjku Hkstk tkrk gSA 
vFkkZr dh pkSuy dk fooj.k  

▪ fu.kkZ;d Lrjksa ij ojh;rk Øe esa Hkstk tkrk gSA 



mä of.kZr fo"k;ksa ds vykok egkfo|ky; esa vU; fo"k;ksa ij fu.kZ; ysus ds fy, ,d 
fu;kstu vkSj vuqoh{k.k lfefr cukbZ tkrh gSA ;g lfefr egkfo|ky; dh fofHkUu 
vko';drkvksa dk vkdyu djrh gS] vkSj mlds vk/kkj ij viuh vuq'kalk çkpk;Z dks nsrh 
gSA çkpk;Z bl vuq'kalk ij miyC/k ctV lhek esa vko';d fu.kZ; ysrh gS blesa fofHkUu 
çdkj dh v/kkslajpukvksa dk fu.kZ; fofHkUu fo"k;ksa dh rduhdh vko';drkvksa dh iwfrZ vkSj 
fof'k"V O;oLFkkvksa dks LFkkfir djus laca/kh fu.kZ; 'kkfey gSaA 

fy;s x, fu.kZ; dks turk rd igqapkus ds fy, D;k O;oLFkk,a gSa\ 

1- egkfo|ky; dk okf"kZd foojf.kdk ds ek/;e lsA  
2- egkfo|ky; dh osclkbZV ds ek/;e lsA 
3- egkfo|ky; dk;kZy; esa miyC/k vfHkys[kksa ds ek/;e lsA 
4- Nk=&Nk=kvksa vkSj f'k{kdksa ds ek/;e lsA 

fofHkUu Lrj ij fdu vf/kdkfj;ksa dh laLrqfr fu.kZ; ysus ds fy, çkIr dh tkrh gS\ egkfo|ky; 
lapkyu dh fdu fdu çfØ;kvksa esa mPp Lrj ds vf/kdkfj;ksa dh vuqefr vFkok vuq'kalk dh 
vko';drk gksrh gSA 

Ø- fo"k;@izfØ;k ftuesa mPPk vf/kdkfj;ksa dh 

vuqefr vko';drk gksrh gS 

mPPk vf/kdkjh dk inuke 

1 tuHkkxhnkjh ftuesa mPPk vf/kdkfj;ksa dh vuqefr dh 
vko’;drk gksrh gS 

mPPk f’k{kk foHkkx 

2 izkpk;Z dks iznRRk ifjlhek ls vf/kd ds Ø; djus dh vuqefr vk;qDr] mPPk f’k{kk 
3 Uk;s ikB~;dze izkjHHk djus dh vuqefr  vk;qDr] mPPk f’k{kk foHkkx@ 

dqyifr fo’ofo|ky; 
4 jkT; ls ckgj 'kS{kf.kd Hkze.k ys tkus dh vuqefr vk;qDr] mPPk f’k{kk 
5 Vhpj QSyksf’ki ij dh xbZ oSdfYid fu;qfDr dh iqf"V izeq[k lfpo] mPPk f’k{kk 

 

vafre fu.kZ; ysus ds fy, çkf/kdkfjr vf/kdkjh çfØ;kokj  vafre fu.kZ; ysus ds fy, vf/kdkjh dk 
uke fn;k tkos lHkh fo"k;ksa esa vafre fu.kZ; ysus ds fy, çeq[k lfpo] mPp f'k{kk vkSj vk;qä] mPp f'k{kk 
vf/kd`r gSaA eq[; fo"k; ftl ij yksd çkf/kdj.k }kjk fu.kZ; fy;k tkrk gS mldk fooj.k fuEu çk:i esa 
vyx ls çLrqr djsaA  



 

Ø- fo"k; (ftlds 

laca/k esa fu.kZ; 

fy;k tkuk gSA) 

fn'kk&funsZ'k  

(;fn gks rks) 

fu.kZ; ysus dh izfØ;k fu.kZ; ysus esa 

'kkfey 

vf/kdkfj;ksa dh 

lEidZ lwpuk 

fu.kZ; ds fo#ð 

dgkW vkSj dSls 

vihy djsaA 

1- izos’k laca/kh 
dk;Z 

'kklu 
fo’ofo|ky; }kjk 
tkjh vkns’k 

fn’kk funsZ’k esa fn, x;s 
vk/kkj ij 

izos’k lfefr xfBr 
dh tkrh gSA 

fu.kZ; ds fo#) 
izkpk;Z ds ikl 
vihy dh tk 
ldrh gSA 

2- Nk=la?k pquko 
laca/kh dk;Z 

v/;kns’k&1  
jkuh nqxkZorh 
fo’ofo|ky; 
tcyiqj 

Ikzkpk;Z vkSj eq[; pquko 
vf/kdkjh vkSj muds 
ny }kjk v/;kns’k dh 
ifjlhek esa fu.kZ; fy;k 
tkrk gSA 

eq[; pquko vf/kdkjh 
vkSj mlds ny dh 
vf/klwpuk izkpk;Z 
}kjk tkjh dh tkrh 
gSA 

vihysV izkf/kdj.k 
rFkk izkpk;Z ds ikl 
vihy dh tk 
ldrh gSA 

3- fo’ofo|ky;hu 
ijh{kk, 

fo’ofo|ky; 
v/;kns’k 5&6 ds 
rgr  

fo’ofo|ky; }kjk 
fu/kkZfjr fu.kZ; ysus dh 
izfØ;k ds rgr  

ijh{kk lapkyu ls 
tqMs gq, f’k{kd  

dqy lfpo  

4- okf"kZd mRlo 
,ao ;qok mRlo 

'kklu }kjk 
fu/kkZfjr fu;eksa ds 
rgr  

izkpk;Z vkSj lacaf/kr 
vf/kdkjh  

izkpk;Z vkSj Nk= 
ifj"kn lykgdkj 
lfefr 

izkpk;Z vFkok 
vk;qDr mPPk f’k{kk 
ds ikl  

5- LokfoRRkh; 
vk/kkj ij u;s 
fo"k;@ u;s 
ikB~;dze 

v/;;u Ek.My 
}kjk fu/kkZfjr fd;s 
ikB~;Øe ds 
vk/kkj ij 

'kklu dh vuqefr vkSj 
fo’ofo|ky; ;s 
lac)rk 

izkpk;Z vkSj lacaf/kr 
fo"k; ds izk/;kidksa 
ls 

izkpk;Z lacaf/kr 
fo’ofo|ky; vFkok 
vk;qDr mPp f’k{kk 

 
 

  



 

 

 

 

 

 

 

 

 

 

मैनुअल- 6 

cksMZ] ifj"knksa] lfefr;ksa ,oa  

vU; fudk;ksa dk fooj.k 

  



 
eSuqvy&6 

cksMZ] ifj"knksa] lfefr;ksa ,oa vU; fudk;ksa dk fooj.k 

 



 



 



 
 

 



 

 

 

 

 

 

 

 

 

मैनुअल- 7 

yksd lwpuk vf/kdkfj;ksa ds uke] 

inuke ,oa vU; fof'kf"V;k¡ 

  



 
eSuqvy&7 

yksd lwpuk vf/kdkfj;ksa ds uke] inuke ,oa vU; fof’kf"V;kW 
 

Ø- uke inuke foHkkx 

1 MkW- lq/khj [kjs izHkkjh izkpk;Z@izk/;kid HkkSfrd 'kkL= 

2 MkW- fp=k izHkkr izk/;kid jktuhfr 'kkL= 

3 MkW- lquhy cktis;h izk/;kid okf.kT; 

4 MkW- gseyrk xxZ izk/;kid lekt 'kkL= 

5 MkW- ,e-ih-;kno izk/;kid HkkSfrd 'kkL= 

6 MkW- ds-ih-feJk izk/;kid jktuhfr 'kkL= 

7 MkW- fou; cktis;h izk/;kid okf.kT; 

8 MkW- ukfgn flfídh izk/;kid vaxzsth 

9 MkW- ek/kqjh xxZ izk/;kid fgUnh 

10 izks- T;ksRluk vkB~;k lgk;d izk/;kid ouLifr 'kkL= 

11 Jh ftrsUnz dqekj lkdsr lgk;d izk/;kid jlk;u 'kkL= 

12 Jh jkts'k lkgw lgk;d izk/;kid jlk;u 'kkL= 

13 Jh vkuan izrki flag lgk;d izk/;kid jlk;u 'kkL= 

14 Jh iquZo'kq HkV~Vkpk;Z lgk;d izk/;kid jlk;u 'kkL= 

15 Jh vfuy rkSgsy lgk;d izk/;kid okf.kT; 

16 izks- y{eh uk;d lgk;d izk/;kid vFkZ'kkL= 

17 Jh vt; dqjfj;k lgk;d izk/;kid vFkZ'kkL= 

18 Jh lquhy f=ikBh lgk;d izk/;kid vFkZ'kkL= 

19 izks- mfeZyk nqcs lgk;d izk/;kid vaxzsth 

20 izks- th-,e-eqLrQk lgk;d izk/;kid vaxzsth 

21 izks- Ogh-ds-f}osnh lgk;d izk/;kid Hkwxksy 

22 Jh vt; dqekj Bkdqj lgk;d izk/;kid Hkwxksy 

23 izks- izfrek f=ikBh lgk;d izk/;kid fgUnh 

24 Jh vrqy dqekj lgk;d izk/;kid fgUnh 

25 izks- bUnz dqekj lgk;d izk/;kid bfrgkl 

26 izks- :de.kh izrki flag lgk;d izk/;kid HkkSfrd 'kkL= 

27 Jh larks"k dqekj flag lgk;d izk/;kid HkkSfrd 'kkL= 

28 izks- ljnkj fnokdj lgk;d izk/;kid laLd`r  

29 Jh /khjt dqekj lgk;d izk/;kid xf.kr 

30 Jh 'kadj dqekj esgrk lgk;d izk/;kid xf.kr 
  



Ø- uke inuke foHkkx 

31 Jh jkgqy dqekj ekS;Z lgk;d izk/;kid xf.kr 

32 izks- in~etk 'kqDyk lgk;d izk/;kid izk.kh 'kkL= 

33 Jh nsoh flag iztkifr xzaFkiky xzaFkiky 

34 MkW- jktdqekj ØhM+kf/kdkjh ØhM+kf/kdkjh 

35 Jh fouksn dqekj yks/kh vfrfFk fo}ku HkkSfrd 'kkL= 

36 MkW- KkusUnz eksgu JhokLro vfrfFk fo}ku ouLifr 'kkL= 

37 Jh lfpu rkezdkj vfrfFk fo}ku HkwxHkZ 'kkL= 

38 MkW- lqfp flag vfrfFk fo}ku izk.kh 'kkL= 

39 Jh xksdj.k izlkn dq'kokgk vfrfFk fo}ku jktuhfr 'kkL= 

40 Jh fot; dqekj vfrfFk fo}ku fgUnh 

41 Jherh usgk f=ikBh vfrfFk fo}ku jlk;u 'kkL= 

42 MkW- /khjt [kjs vfrfFk fo}ku vFkZ'kkL= 

43 Jh lq'khy dqekj feJk vfrfFk f'k{kd dEI;wVj lkbal 

44 Jh ;ksxsUnz lskuh tuHkkxhnkjh f'k{kd dEI;wVj ,Iyhds'ku 

45 Jh izoh.k dqekj lkdsr tuHkkxhnkjh f'k{kd izk.kh 'kkL= 

46 Jh ckckgjhuan lkdsr tuHkkxhnkjh f'k{kd ouLifr 'kkL= 

47 MkW- Lusgy flag tuHkkxhnkjh f'k{kd ck;ksVsDukWyth 

48 Jh vfer dqekj pkS/kjh tuHkkxhnkjh f'k{kd Hkwxksy 

49 Jh jktosUnz frokjh tuHkkxhnkjh f'k{kd okf.kT; 

50 lqJh izka'kq xkSre tuHkkxhnkjh f'k{kd bfrgkl 

51 MkW- ftrsUnz dqekj dq'kokgk tuHkkxhnkjh f'k{kd lekt 'kkL= 

52 Jh vkyksd flUgk t-Hk- dEI;wVj vkWijsVj   

53 Jh euh"k feJk t-Hk- dEI;wVj vkWijsVj   

54 Jh v{k; xqysfj;k t-Hk- iz;ksx'kkyk rduhf'k;u   

55 Jh larks"k dqekj nqcs t-Hk- dEI;wVj vkWijsVj   

56 Jh 'kqHke jSdokj t-Hk- dEI;wVj vkWijsVj   

57 Jh lqHkk"k lksaf/k;k t-Hk- Jfed   

58 Jh fofiu lksuh t-Hk- iz;ksx'kkyk rduhf'k;u   

59 dq- ek/kqjh flag t-Hk- iz;ksx'kkyk rduhf'k;u   

60 dq- jkfxuh pkS/kjh t-Hk- iz;ksx'kkyk rduhf'k;u   
  



Ø- uke inuke foHkkx 

61 Jh y{ehdkar t-Hk- iz;ksx'kkyk rduhf'k;u   

62 Jh nsojkt flag t-Hk- iz;ksx'kkyk rduhf'k;u   

63 Jh dkywjke dsoV t-Hk- Jfed   

64 Jh vfuy ;kno t-Hk- Jfed   

65 Jh eukst dqekj nqcs t-Hk- Jfed   

66 Jherh fdj.k lksaf/k;k t-Hk- Jfed   

67 Jh jkefd’kksj dksjh t-Hk- Jfed   

68 Jh vkuan dqekj nqcs t-Hk- Jfed   

69 Jherh n;k ckbZ t-Hk- Jfed   

70 Jh izeksn dqekj t-Hk- Jfed   

71 Jherh 'khyk iVsy t-Hk- Jfed   

72 Jh gjh'kpUnz jktiwr t-Hk- Jfed   

73 Jherh jkfxuh 'kekZ t-Hk- Jfed   

74 Jh jkexksiky nqcs t-Hk- Jfed   
 
 

  



 

 

 

 

 

 

 

 

 

 

मैनुअल- 8 

fu.kZ; ysus dh izfØ;k 

  



eSuqvy&8 
fu.kZ; ysus dh izfØ;k 

 
3-1  egkfo|ky;hu vf/kdkfj;ksa] deZpkfj;ksa] f'k{kdksa dh 'kfDr;kW ,ao drZO; 

Ø- Ikn dk uke 
iz'kkldh; 

'kfDr;kW 

foRRkh; 

'kfDr;kW 

vU; 

'kfDr;kW 
drZO; 

1- Ikzkpk;Z 

Lakcaf/kr ds dk;ksZ@’kfDr;ksa ,ao vf/kdkjksa 
dk laf{kIr fooj.k fuEukuqlkj gSA 

2- Ikzk/;kid 
3- Lkgk;d izk/;kid 
4- xzaFkiky 
5- lgk;d xzaFkoky 
6- ØhM+k vf/kdkjh 
7- eq[; fyfid 
8- Ysk[kkiky 
9- lgk;d xzsM&1 
10- lgk;d xzsM&2 
11- lgk;d xzsM&3 
12- iz;ksx’kkyk rduhf’ku 
13 iz;ksx’kkyk ifjpkjd 
14- Hk`R;@QjkZl@cqdfyQVj@pkSdhnkj 

 
(1) çkpk;Z 

(v) çkpk;Z ds vf/kdkj ,oa dk;Z%&  

laLFkk çeq[k dh gSfl;r ls çkpk;Z ds dk;ksaZ@ drZO;ksa dks fdlh ,d lwph esa lhfer ugha fd;k 
tk ldrk gSA çkpk;Z dk egkfo|ky; çeq[k çFke Js.kh vf/kdkjh dh gSfl;r ls os lHkh 
ç'kkldh; ,oa foÙkh; vf/kdkj Lo;a çkIr gksrs gSaA ftldk mYys[k] ewyHkwr fu;e] fof/k 
lafgrk rFkk dks"k lafgrk esa gqvk gSA 

çkpk;Z ds çeq[k vf/kdkj ,oa dk;Z fuEukuqlkj vafdr gS %& 

1- ç'kklfud dk;Z ,oa vf/kdkj- 
2- foÙkh;] ys[kkdkj ,oa vf/kdkj- 
3- dk;kZy;hu fuR; dk;Z ,oa ç'kklu- 
4- fujh{k.k] i;Zos{k.k ,oa vuq'kklukRed dk;Z- 
5- mPp f'k{kk dks lektksai;ksxh cukus dh fof/k;ka <wa<uk mUgsa l`ftr djuk vkSj dk;Z :i esa 

ifjf.kr djuk- 
6- lg ikB;Øe xfrfof/k;ksa vfHkHkkod ,oa lekt ds vU; O;fä;ksa ls laidZ laca/kh dk;Z- 
7- laLFkk ds fgr esa vkSj Nk=ksa ds Hkfo"; fuekZ.k dh n`f"V ls mUur fopkj vkSj dYiukvksa 

dk ltZu djuk muds çHkkoh fØ;kUo;u dks lqfuf'pr djuk- 



(c) ç'kklfud foÙkh; 'kfä;ka%& 

ç'kklfud 'kfä;ka 

1- r`rh; ¼dscy fyfidh; in½ ,oa prqFkZ Js.kh ds inksa ij deZpkjh ds vf/kdkjh- 
2- vius egkfo|ky; ds mu lHkh vjktif=r LVkQ dh isa'ku r; djus dk vf/kdkj 

çkpk;Z dks gksrk gS- 
3- vius v/khuLFk deZpkfj;ksa ,oa vf/kdkfj;ksa ds xksiuh; çfrosnu ,oa pfj= iath esa Vhi  

vafdr djuk- 
4- egkfo|ky; vf/kdkfj;ksa ,oa deZpkfj;ksa dks vkdfLed] vftZr ,oa fo'ks"k vodk'k Lohd`r 

djuk lkFk gh fu;ekuqlkj fu/kkZfjr lhek esa fpfdRlk vodk'k Lohd`r djuk- 
5- fo|kfFkZ;ksa dks fofHkUu çdkj dh Lohd`r Nk=o`fÙk;k¡ forfjr djuk- 
6- egkfo|ky; LVkQ dks 'kks/k dk;Z dh vuqefr çnku djuk c'krsZ fd 'kks/k dk;Z djus ls 

vf/kdkjh@deZpkjh ds 'kkldh; drZO; ds ikyu esa ck/kk mifLFkr uk gks- 
7- çkpk;Z ds vodk'k vkfn ij tkus ij çHkkjh çkpk;Z dks vkgj.k laforj.k dk vLFkkbZ 

vf/kdkj lkSaiukA 
8- tuHkkxhnkjh lfefr ds lnL; lfpo ds :i esa dk;Zdkjh vf/kdkjhA 

foÙkh; 'kfä;ka 

1- çkpk;Z dks vius v/khuLFk lHkh vf/kdkfj;ksa deZpkfj;ksa ds osru HkÙks]vfxzeks ds vkgj.k 
ds lkFk&lkFk thih,Q] thvkbZ,l vkfn dh dVkSrh djus dk vf/kdkj gksrk gS HkÙkksa] 
vfxze ,oa dVkSfr;ksa dh dqN enks esa  muds fy, dqN le; ca/ku Hkh fu/kkZfjr fd;k x;k 
gS bu lHkh çdj.kksa esa mUgsa fu;ekuqlkj vkgj.k djus dk vf/kdkj çnÙk gSA 

2- lHkh f'k{kdksa vf/kdkfj;ksa vkSj deZpkfj;ksa dk lzksr ij vk;dj dkVukA 
3- ihMh vdkmaV [kksyus dk vf/kdkjA 
4- Nk=o`fÙk;ksa dh çpfyr O;oLFkk ds vuqlkj ys[kk vkSj fofHkUu oxksaZ esa fo|kfFkZ;ksa dks 

Lohd`r Nk=o`fÙk forj.k djukA 
5- 'kklu }kjk fu/kkZfjr lhekvksa esa foÙkh; vf/kdkjksa dk ç;ksx djukA 

dqN çeq[k ,oa lnSo mi;ksx esa vkus okys 'kh"kZ%& 

1- midj.k] jlk;u] iqLrdsa] uD'ks] ;a= rFkk vU; lgk;d lkexzh ds Ø; dh Lohd`fr 
çnku djukA 

2- ç;ksx'kkyk ds QuhZpj Ø; dh Lohd`fr çnku djuk ¼blesa dk;kZy; ds QuhZpj ,oa 
midj.k lfEefyr ugha gS½ 

3- LVkslZ dh vçkIr oLrq,a rFkk 'kkldh; /kujkf'k dh dqy gkfu dh Lohd`fr çnku djuk  
4- fofHkUu çdkj dh Nk=o`fÙk;ksa dh Lohd`fr rFkk mudh dk;ZokghA  
5- ;wthlh ls çkIr 'kr&çfr'kr vuqnku ds rgr mi;ksx] LVksj lkefxz;ksa ds Ø; dh Lohd`fr 

çnku djukA 
6- fo|kfFkZ;ksa dks 'kS{kf.kd v/;;u Hkze.k ds fy, 'kklu ds }kjk çnku djuk ¼'kklu }kjk 

le;&le; ij çlkfjr fu;ekuqlkj½  



vU; lgk;d foÙkh; vf/kdkj 

1- fjdfjad uSfefÙkd O;;ks dh Lohd`fr çnku djuk 
2- leLr Js.kh ds NksVs fuekZ.k dk;Z ds O;; dh Lohd`frA 
3- cgqr vko';d ,oa vkikr fLFkfr esa LFkkuh; v'kkldh; NikbZ dk dk;Z djukA 
4- LFkkuh çslksa ;k cqd ckbUMjks }kjk okbafMax dk dk;Z djus dh Lohd`fr çnku djukA 
5- QuhZpjksa dh ejEer dh Lohd`fr çnku djkukA 
6- LFkkbZ rFkk vU; prqFkZ Js.kh 'kkldh; lsodksa ds mi;ksx ds fy, xeZ dacy onhZ çnku 

djus dh Lohd`fr nsukA 
7- dk;kZy; ds fy, QuhZpj fdjk, ls ysus dh Lohd`fr çnku djukA iqLrdsa ikBîØe 

lkexzh rFkk lekpkj] i=] if=dk vkfn Ø; djus dh Lohd`fr çnku djuk tuHkkxhnkjh 
lfefr }kjk vuqeksfnr ctV dk fu;ekuqlkj laLFkk ds fy, mi;ksx djukA 

 

(2) foHkkxk/;{k 

egkfo|ky; ds çR;sd 'kS{kf.kd foHkkx esa ofj"Bre f'k{kd foHkkxk/;{k ds :i esa euksuhr gS 
foHkkxk/;{k fuEu dk;Z djrs gSaA 
1- foHkkx esa leUo; LFkkfir djrs gq, foHkkxh; dk;Z dk caVokjk djukA 
2- foHkkxk/;{k ds :i esa ç'kklfud vkSj foÙkh; vf/kdkjksa dk mi;ksx djukA 
3- foHkkx ds fy, ctV vkoaVu çkIr djuk] foHkkx dh vko';drkvksa dks fpfUgr djuk vkSj 

miyC/k ctV lhek esa çkFkfedrk,a fu/kkZfjr djukA 
4- foHkkx ds fy, vko';d lkexzh dk 'kkldh; fu;ekuqlkj Ø; djukA 
5- foHkkx ds fy, foHkkx dh le;  lkj.kh rS;kj djuk vkSj v/;;u v/;kiu  dh O;oLFkkvksa ij 

lrr fuxjkuh j[kukA 
6- foHkkx ds f'k{kdksa ls f'k{kd Mk;jh la/kkfjr djokuk vkSj mudk lrr fujh{k.k djukA 
7- foHkkx ds f'k{kdksa dks mRd`"B v/;kiu vkSj vuqla/kku dk;Z djus ds fy, vfHkçsfjr vkSj 

çksRlkfgr djukA 
8- çkpk;Z ds funsZ'kkuqlkj ,sls lHkh dk;ksaZ esa lg;ksx nsuk tks laLFkk ds fy, vko';d gksA 
9- Nk=ksa dh mifLFkfr la/kkfjr djuk vkSj fu/kkZfjr le; ls de mifLFkr okys Nk=ksa dks ;Fkk le; 

lwpuk nsukA 
10- foHkkx ds f'k{kdksa vkSj deZpkfj;ksa ds vodk'k dk vfHkys[k la/kkfjr djukA 
11- foHkkx ds deZpkfj;ksa ds dk;Z ij  ç'kkldh; fu;a=.k djukA 
12- foHkkx esa çk;ksfxd dk;Z vkSj çk;ksfxd ijh{kk vk;ksftr djuk ¼tgka vko';d gks½ 

 



(3) xzaFkiky 

xzaFkiky iqLrdky; çeq[k gksrk gS vkSj ml ukrs mldk dk;Z foHkkxk/;{k ds led{k gS] bldk fooj.k 
bl çdkj gSA 
1- iqLrdky; dh lesfdr O;oLFkk LFkkfir djukA 
2- iqLrdksa ds Ø; vkSj laxzg.k dh mfpr O;oLFkk djukA [kqyh fufonk çfØ;k dk ikyu djukA 
3- iqLrdky; O;oLFkk Nk=] f'k{kd] vf/kdkjh vkSj deZpkfj;ksa ds fy, mi;ksx ds fy, miyC/k 

djkukA 
4- iqLrdky; dh deZpkfj;ksa ds dk;Z foHkktu rFkk muds dk;Z ij lrr fuxjkuh j[kukA 
5- iqLrdky; dk mi;ksx djus okys çR;sd O;fä dh larq"V ds vuq:i O;oLFkkvksa dks çekf.kr 

djukA 
6- iqLrdky; esa miyC/k iqLrdsa ,oa lkefxz;ksa dk la/kkj.k djuk] ,oa vU; vuqi;ksxh lkekfxz;ksa  ,oa 

th.kZ'kh.kZ iqLrdksa ds viys[ku dh O;oLFkk djukA 
7- vuqi;ksxh iqLrdksa ds viys[ku ds fy, çkpk;Z dks le;&le; ij vko';drkuqlkj çLrko nsukA 
8- çkpk;Z ds funsZ'kkuqlkj iqLrdky; dks rduhdh vkSj vk/kqfud n`f"V ls le`) cukus dk ç;kl 

djukA 
9- çkpk;Z ds funsZ'kkuqlkj vU; dk;Z djukA 

(4) ØhM+kf/kdkjh 

ØhM+k vf/kdkjh dhM+k foHkkx dk çeq[k gksrk gS ml ukrs mlds dk;Z vkSj vf/kdkj foHkkxk/;{k ds 
led{k gSa bldk fooj.k bl çdkj gSA 
1- Nk=&Nk=kvksa ds [ksydwn ls lacaf/kr leLr xfrfof/k;ksa dh O;oLFkk dk lapkyuA 
2- [kssydwn ls lacaf/kr lkexzh dk Ø; vkSj j[kj[kkoA 
3- [ksy eSnkuksa dk j[kj[kkoA 
4- fofHkUu [ksyksa ds vk;kstu esa egkfo|ky; ds ny dh çfrHkkfxrk lqfuf'pr djus vkSj 

Nk=&Nk=kvksa ds çR;sd [ksy esa csgrj çf'k{k.k O;oLFkk miyC/k djkukA 
5- ØhM+k foHkkx esa miyC/k lkexzh dh lqj{kk] la/kkj.k vkSj vuqi;ksxh lkexzh ds viys[ku dh 

O;oLFkk djukA 
6- egkfo|ky; esa [ksy laLd`fr dk fodkl djukA 
7- çkpk;Z ds funsZ'kkuqlkj vU; dk;Z djukA 

(5) çk/;kid ,oa lgk;d çk/;kid (f'k{kd laoxZ) 

fdlh Hkh f'k{k.k laLFkku esa f'k{kd eq[; /kqjh ds :i esa jgrs gSa f'k{kdksa dh ;ksX;rk] fu"Bk] yxu 
vkSj ifjJe ls laLFkk fodflr gksrh gS laLFkk dh çfr"Bk Hkh f'k{kdksa dh çfr"Bk ls LFkkfir gksrh gSA 
vr% fdlh Hkh O;oLFkk dh rqyuk esa f'k{kdh; O;oLFkk vf/kd mnkÙk  vkSj lEekuuh; gSaA f'k{kdksa ls 
egkfo|ky; fuEu vis{kk,a j[krk gSA 

1- f'k{k.k laLFkk ds çfr iw.kZ:is.k çfrc) gksdj dk;Z djuk rFkk laLFkk vkSj fo|kfFkZ;ksa us #fp ysrs gq, 
vius f'k{kdh; mÙkjnkf;Roksa dk fuoZgu djukA 



2- le; dh ikcanh dk fo'ks"k /;ku j[kuk egkfo|ky; esa çfrfnu de ls de 6 ?kaVs #duk] 40 ?kaVs 
çfrlIrkg  ds dk;Z dh vfuok;Zrk dh fu"Bk ls iwfrZ djuk bl le; dk mi;ksx v/;kiu ds vykok 
iqLrdky; esa uohure iqLrdksa ds v/;;u vkSj mUgsa lkSais x, 'kS{k.ksÙkj mÙkjnkf;Roksa dk fuokZgu djus 
esa djukA 

3- foHkkxk/;{k ds funsZ'ku esa Nk=&Nk=kvksa ds vkarfjd ewY;kadu dh leqfpr O;oLFkk djukA 
4- iBu&ikBu dh uohu 'kSfy;ksa dk mi;ksx djukA dsoy O;k[;ku i)fr ls v/;kiu dk dk;Z uk djrs 

gq, fofHkUu n`’; J`O; ek/;eksa dk mi;ksx djukA 
5- Nk= Nk=kvksa dks çsfjr djrs gq, mudh d{kk esa mifLFkfr lqfuf'pr djokukA 
6- v/;;u esa detksj Nk= Nk=kvksa ds fy, fo'ks"k ç;kl djukA rkfd ,slh Nk= Nk=kvksa dk eukscy 

Åapk j[kk tk lds vkSj mUgsa vPNs vad çkIr djus dh çsj.kk lrr :i ls feyrh jgsA 
7- f'k{kdksa dks fu"i{k fuHkhZd vkSj fu;af=r O;ogkj j[kuk pkfg, rkfd Nk= Nk=kvksa dh f'k{kdksa esa 

vkLFkk cuh jgsA 
8- dksbZ Hkh fo|kFkhZ f'k{kd ds lg;ksx ds fcuk mRd`"Brk ds vk;ke ugha ik ldrhA f'k{kd vkSj Nk= 

Nk=kvksa ds chp ds laosnu'khy laca/kksa dks e/kq; vkSj xfjek nsus esa f'k{kdksa dh egRoiw.kZ Hkwfedk gS 
bUgha laca/kksa ls laLFkk ls laLFkk dh çfr"Bk curh gS vkSj laLFkk Nk= fgr ds vfHkuo ç;ksx dj ikrh 
gS vr% f'k{kdksa ds lg;ksx dh vis{kk egkfo|ky; dks jgsxhA 

egRoiw.kZ%& 
f'k{kd viuh leL;k dk lek/kku iw.kZ laoS/kkfud rjhds ls egkfo|ky; ç'kklu dks fo'okl esa ysdj 
djok,axsA fdlh Hkh çdkj dh vkØed] vuq'kklughu çfØ;k dks ugha viuk,axsA 

 

(6) eq[; fyfid 

eq[; fyfid LFkkiuk 'kk[kk dk çeq[k deZpkjh gksrk gSA bl ukrs LFkkiuk ls lacaf/kr leLr dk;Z dk 
mÙkjnkf;Ro eq[; fyfid dk gSA 
1- lHkh f'k{kd] vf/kdkjh vkSj deZpkfj;ksa dh lsok iqfLrdk uLrh] vodk'k dk ys[kk la/kkfjr djukA 
2- r`rh; vkSj prqFkZ Js.kh deZpkfj;ksa dh dk;ksaZ dk foHkktu rFkk mudk fu;a=.kA 
3- ys[kk dk;ksaZ ds çHkkjh ds :i esa dS'k cqdks rFkk ys[kk jftLVjks esa vafdr çfof"V;ksa dh tkap vkSj 

çek.khdj.k djukA 
4- ijh{kk laca/kh çca/k ,oa ys[kh; dk;ksaZ esa lfØ; fuHkkukA 
5- ;g lqfuf'pr djuk fd laLFkk ds dk;kZy; esa ç'kklfud fu;a=.k ds lkFk&lkFk vuq'kklu] 

f'k"Vkpkj] vkSj 'kkyhurk dk okrkoj.k cuk jgsA 
6- laLFkk esa ikuh ,oa fctyh ç.kkyh dks O;ofLFkr j[kus ds lkFk egkfo|ky; QuhZpj] Hkou ,oa 

ifjlj ds j[kj[kko] lQkbZ vkSj LoPNrk djukA 
7- egkfo|ky; dh 'kSf{kd rFkk ikBîsÙkj xfrfof/k;ksa ds lapkyu ,oa i;Zos{k.k esa çkpk;Z rFkk fofHkUu 

çHkkjh vf/kdkfj;ksa dks lfØ; lg;ksx nsuk ,oa ç'kkldh; O;oLFkk LFkkfir djukA 
8- ;g lqfuf'pr djuk fd mlds vf/kuLFk deZpkjh iw.kZr% deZB gSa vkSj os viuk viuk dke Bhd 

rjg ls vkSj ifjJeiwoZd djrs gSa bldk lrr fujh{k.k djukA 
9- çkpk;Z ds }kjk le;&le; ij fn, x, funsZ'kksa dk ikyu djukA 



(7) ys[kkiky 

ys[kkiky ys[kk 'kk[kk dk fØ;kRed çHkkjh gksrk gS blds çeq[k dk;Z bl çdkj gSaA 
1- leLr 'kkldh; lsodksa ds osru] fpfdRlk çfriwfrZ ns;d] ;k=k HkÙkk ns;dksa vkfn dks fof/kor 

rS;kj dj dks"kky; ls ikfjr djkukA 
2- cSad ls uxnhdj.k ds mijkar lacaf/kr O;fä;ksa dks Hkqxrku djukA 
3- fu/kkZfjr vof/k esa forfjr uk gks ikus ij vfrfjä jkf'k dks dks"kky; esa okil tek djukA 
4- 'kkldh; vkSj v'kkldh; dS'kcqd rFkk mlls lacaf/kr lHkh ckmpjksa dks O;ofLFkr j[kuk ystj 

rFkk ys[kk laca/kh vU; jftLVjksa ,oa vfHkys[kksa dk v|ru j[kukA 
5- ekfld vk; O;; i=d cukuk rFkk egkfo|ky; dk ctV cukrs gq, fu/kkZfjr le; vof/k esa 

çLrqr djukA 
6- jksdM+ cgh fy[kuk vkSj jksdM+ cgh ds dS'k cSysal dk dSf'k;j dh Msyh dS'k cqd ls feyku 

djukA 
7- jlhn dVVksa ds çfri.kks Msyh Qh  dysD'ku ¼Mh,Qlh½  jftLVj esa dh xbZ çfof"V;ksa dk feyku 

djukA vkSj fo|kFkhZ }kjk tek fd, 'kqYdksa dks fu/kkZfjr i)fr }kjk dks"kky; esa tek djukA  
8- ys[kk 'kk[kk ds lHkh vfHkys[kksa dks la/kkfjr j[krs gq, mUgsa vkfMV ;ksX; fLFkfr esa j[kus dk 

nkf;Ro ys[kkiky dk gSA 
9- çkpk;Z ,oa eq[; fyfid }kjk vknsf'kr dk;ksaZ dks le; esa iwjk djuk ys[kkiky dk drZO; gSA 

(8) dSf'k;j (jksdfM+;k) 

1- 'kkldh; ,oa v'kkldh; fuf/k;ksa dks ,d= djuk vkSj ,df=r jksdM+ dks ys[kkiky ds ek/;e ls 
;Fkk'kh?kz dks"kky; esa tek djokukA 

2- osru vkfn lHkh çdkj ds ns;dksa  dh uxn jkf'k dks dks"kky; cSad ls ykukA 
3- ikfjr jkf'k dks lacaf/kr O;fä dks Hkqxrku djuk rFkk Hkqxrku fd, x, ckmpjksa dks ys[kkiky ds 

lqiqnZ dj ;g lR;kiu djuk fd dS'k cqd ds vuqlkj jksdM+ lgh gSA 
4- Nk=&Nk=kvksa }kjk fd, x, 'kqYdksa dh jkf'k çkIr djuk vkSj mls oxhZd`r voLFkk esa j[kuk 'kqYd 

fu;fer :i ls cSad esa tek djukA 
5- dSf'k;j }kjk çkIr vkSj mlds }kjk Hkqxrku dh xbZ çR;sd jkf'k dks jksdM+ ogh esa fy[kuk vkSj 

Hkqxrku fd, x, fcy esa esjs }kjk Hkqxrku fd;k x;k fy[kdj vius gLrk{kj djukA 
6- çR;sd fnu dk jksdM+h  O;ogkj lekIr gksus ij olwyh çkIr dh x;hA /kujkf'k rFkk leLr 

Hkqxrku fd, x, ckmpjksa dks ys[kkiky dks lkSiukA 
7- dSf'k;j dks çkpk;Z] eq[; fyfid rFkk ys[kkiky }kjk vknsf'kr vU; dk;Z djukA 

 



(9) mPp Js.kh rFkk fuEu Js.kh fyfid (dk;kZy; lgk;d 2 ,oa 3) 

dk;kZy; ds fyfidh; dk;ksaZ ds laiknu ds fy, rFkk ys[kkiky ,oa eq[; fyfid }kjk le;&le; ij 
lkSaisa dk;ksaZ ds laiknu gsrq ,d mPp Js.kh lgk;d xzsM&2 rFkk fuEu Js.kh lgk;d xzsM&3 ds in 
fufeZr gSaA 
fo|kFkhZ Nk=o`fÙk] HkaMkj.k] Vkbfiax dk;Z] vkod&tkod] 'kqYd ladyu] ln`'k dk;ksaZ dk Hkkj bu 
fyfidksa dks lkSaik x;k gSaA 
çkpk;Z eq[; fyfid ls fopkj&foe'kZ dj bu yksxksa dks dk;kZy; vkSj egkfo|ky; ds vU; dk;Z  
lkSairs gSaA 

 

prqFkZ Js.kh 

(10) Hk`R; 

1- egkfo|ky; ds dejksa@ QuhZpj dh lQkbZ] ihus ds ikuh dh O;oLFkk djukA 
2- Mkd ykuk ys tkuk gSA 
3- dks"kky; cSadksa ds chp ns;dksa pkykuksa vkfn ds ykus ys tkus dk egRoiw.kZ dk;Z Hkh Hk`R; }kjk 

fd;k tkrk gSA 
4- çkpk;Z ,oa eq[; fyfid }kjk lkSais x, leLr dk;Z djukA 

egkfo|ky; ,oa dk;kZy; fofHkUu dk;ksaZ ds fuokZgu laiknu ds fy, çkpk;Z }kjk eq[; fyfid ls 
fopkj&foe'kZ dj Hk`R;ks ds chp dk;ksaZ dk foHkktu fd;k x;k gSA çkpk;Z dk mu ij lrr fu;a=.k 
,oa fujh{k.k jgrk gSA 
Hk`R;ks ds dk;ksaZ ij çkpk;Z ,oa eq[; fyfid dh lh/kh utj jgrh gS rkfd os vius dk;ksaZ esa fdlh 
çdkj dh f'kfFkyrk uk cjrsaA  

 

(11) lQkbZ deZpkjh (Lohij) 

;g in Hkh egkfo|ky; dh LFkkiuk esa Lohd`r gS lQkbZ deZpkjh egkfo|ky; ds 'kkSp d{kksa dh 
LoPNrk ds lkFk] Hkou rFkk ifjlj dh lQkbZ ds fy, ftEesnkj gksrk gSA  

 

(12) iz;ksx'kkyk deZpkjh 

ftu fo"k;ksa esa çk;ksfxd dk;Z  gksrk gSA ogka ç;ksx'kkyk esa çk;ksfxd dk;ksaZ ds laiknu ds fy, 
ç;ksx'kkyk rduhf'k;u ¼r`rh; Js.kh½ ,oa ç;ksx'kkyk ifjpkyd ¼prqFkZ Js.kh½ ds in fufeZr gksrs gSa 
lkekU; :i ls muds dk;Z ,oa drZO; fuEufyf[kr gSaA 

 



ç;ksx'kkyk rduhf'k;u  (vjktif=r r`rh; Js.kh 'kS{kf.kd laoxZ) 

ç;ksx'kkyk rduhf'k;u ç;ksx'kkyk dk çHkkjh gksrk gS vkSj foHkkxk/;{k ds funsZ'ku esa dk;Z djrk gS 
blds eq[; dk;Z bl çdkj gSaA 

1- ç;ksx'kkyk esa dk;Z djus okys fo|kfFkZ;ksa dks vko';d midj.k] jlk;u vkfn ç;ksx lkexzh b';w 
djuk rFkk ç;ksx ds mijkar v{k; lkexzh okil ysukA 

2- foHkkxk/;{k ds ekxZn'kZu esa vius foHkkx ds fy, vko';d lkexzh Ø; djus gsrq dksVs'ku vkfn 
vkeaf=r djuk rFkk dksVs'ku çkIr gksus ij Ø; fu;eksa ds rgr rqyukRed pkVZ rS;kj djukA 

3- vko';d vkSipkfjdrk,a iwjh dj vkns'k i= vkfn foHkkx çeq[k ds le{k gLrk{kj ds fy, çLrqr 
djukA 

4- lkexzh çkIr gksus ij LVkWd jftLVj esa çfo"V vkSj muds j[kj[kko rFkk mi;ksx dh ;Fkkfpr 
O;oLFkk djukA 

5- LVkWd dk HkkSfrd lR;kiu rFkk viys[ku dk;Z djuk Hkh ç;ksx'kkyk VsDuhf'k;u dh dk;Z ifjf/k esa 
vkrk gSA 

6- ç;ksx'kkyk ifjpkjd ls vko';d dk;Z ysuk gS vkSj çkpk;Z ls funsZ'k feyus ij foHkkx çeq[k dh 
tkudkjh esa egkfo|ky; ds fgr esa vU; dk;Z djukA çkpk;Z egkfo|ky; dh ç'kkldh; 
vko';drk ds vuq:i buls dk;kZy;hu dk;Z Hkh ys ldrk gSA 

7- çk;ksfxd ijh{kkvksa ds laiknu esa rRijrk] lrdZrk vkSj xksiuh;rk ls viuk dk;Z iwjk djukA 

ç;ksx'kkyk ifjpkjd 

ç;ksx'kkyk ifjpkjd ç;ksx'kkyk dk prqFkZ Js.kh deZpkjh gksrk gS rFkk foHkkx çeq[k vkSj ç;ksx'kkyk 
rduhf'k;u ds funsZ'kkuqlkj foHkkx ds fofHkUu dk;Z djrk gSA 
1- vius foHkkx dks le;&le; ij [kksyuk] can djuk] iwjs le; foHkkx esa mifLFkr jguk vkSj 

mldh lQkbZ ,oa lqj{kk dh O;oLFkk djukA 
2- vko';drkuqlkj egkfo|ky; ds vU; dk;ksaZ esa eq[; fyfid] jftLVj vkSj çkpk;Z ds funsZ'kkuqlkj 

lg;ksx nsukA 

  



 

 

 

 

 

 

 

 

 

 

 

मैनुअल- 9 

Qh'k dh izfØ;k 

  



eSuqvy&9 
Qhl dh izfØ;k 

 

egkfo|ky; esa dk;Zjr deZpkfj;ksa esa ls fdlh ,d dks yksd lwpuk vf/kdkjh ds :i esa euksuhr fd;k 

tkrk gSA lwpuk dh vuqiyC/krk dh fLFkr esa çFke vihyh; çkf/kdkjh] f}rh; vihy ds lkFk dqN fo'ks"k 

fLFkfr;ksa esa lh/ks rkSj vk;ksx esa Hkh vihy dh tk ldrh gSA 

1- vkosnu gLrfyf[kr ;k Vkbi fd;k gksuk pkfg, vkosnu çi= MkmuyksM lanfHkZr jkT; dh osclkbV ls 

çkIr dj ldrs gSaA 

2- vkosnu i= ds lkFk 'kqYd Hkqxrku dk Hkh çko/kku gSA ijarq vuqlwfpr tkfr] vuqlwfpr tutkfr] 

chih,y çek.k i= dh Nk;kçfr tek djus ls 'kqYd ugha fy;k tk,xkA 

3- lkekU; fLFkfr esa lwpuk dk vkiwfrZ 30 fnu esa gSA ijUrq tc lwpuk O;fä ds thou ;k Lora=rk ls 

lacaf/kr gks rc lwpuk dh vkiwfrZ 48 ?kaVs esa gh djuh gksxhA 

4- e/;çns'k esa vkosnu 'kqYd vkosnu 10 :i;s uxn ukWu T;wfMf'k;y LVkai] 2 :i;s çfr ist QksVksdkWih 

'kqYd ¼,4] ,3½ ist gSA çFke vihy Qhl 50 :i;s ,oa f}rh; vihy Qhl 100 :i;s fu/kkZfjr gSA 

  



 

 

 

 

 

 

 

 

 

 

 

मैनुअल- 10 

izR;sd vf/kdkjh vkSj deZpkjh }kjk  

ekfld ikfjJfed  

vkSj mlds fu/kkZj.k i|fr 

  



eSuqvy&10 
izR;sd vf/kdkjh vkSj deZpkjh }kjk ekfld ikfjJfed vkSj muds fu/kkZj.k i|fr 

 
  



 
  



 

  



 

 

 

 

 

 

 

 

 

 

मैनुअल- 11 

izR;sd vHkdj.k dks vkoafVr ctV 

(lHkh ;kstukvksa] O;; izLrkoksa rFkk  

/ku forj.k dh lwpuk) 

  



eSuqvy&11 
izR;sd vfHkdj.k dks vkoafVr ctV 

(lHkh ;kstukvksa] O;; izLrkoksa rFkk /ku forj.k dh lwpuk) 

 

 

  



 

 

 

 

 

 

 

 

 

 

मैनुअल- 12 

vuqnku @ jkT; lgk;rk dk;ZØeksa  

dks fØ;kUo;u dh jhfr 

  



eSuqvy&12 
vuqnku@jkT; lgk;rk dk;ZØeksa dks fØ;kfUo;u dh jhfr 

 

d`i;k fuEu çk:i tkudkjh miyC/k djk,aA 

▪ dk;ZØe@ ;kstuk dk uke  

▪ dk;ZØe ;kstuk ds çHkkjh jgus dh le; lhek  

▪ dk;ZØe dk mís';  

▪ dk;ZØe dh HkkSfrd ,oa okf.kfT;d y{; ¼foxr o"kZ esa½  

▪ ykHkkFkhZ dh ik=rk  

▪ iw.kkZis{kk,a  

▪ vuqnku@ lgk;d çkIr djus dh çfØ;k  

▪ ik=rk fuf'pr djus ds fy, ekinaM  

▪ fn, tkus okys vuqnku@lgk;rk dk fooj.k ¼ftlesa vuqnku dh jkf'k dk fooj.k gks½ 

▪ vkosnu djus ds fy, dgka@fdlls laidZ djsa  

▪ vkosnu 'kqYd ¼tgka mfpr gks½  

▪ vkosnu i= dk çk:i ¼;fn vkosnu lkns dkxt ij gksrk gS rks d`i;k bldk mYys[k djrs gq, ;g 
crk,a fd vkosnu drkZ vkosnu djrs le; fdu&fdu ckrksa dk o.kZu djsa½ 

▪ layXu dh lwph  

▪ çfØ;k ds laca/k esa leL;k gksus ij dgka laidZ djsa 

▪ miyC/k /kujkf'k dk fooj.k ¼fofHkUu Lrjksa ij tSls fd ftyk Lrj ij] CykWd Lrj ij bR;kfn½  

▪ ykHkkfFkZ;ksa dh lwph ¼fuEu çk:i ij½ 

foHkkx }kjk 
iznÙk Ø- 

ykHkkFkhZ 
dk uke 

vuqnku dh 
jkf’k 

Ikk=rk dk 
vk/kkj 

fuokl 
ftyk 'kgj eksgYyk@xkWo edku ua- 

        
        

 

uksV % bl egkfo|ky; esa fdlh Hkh çdkj dh lfClMh dk dksbZ çko/kku ugha gSA vr% çk:i esa tkudkjh 
fujad gSA 
egkfo|ky; esa lkekU;] vuqlwfpr tkfr] vuqlwfpr tutkfr] fiNM+k oxZ] fodykax ;k vU; fo|kfFkZ;ksa 
,oa Nk= Nk=kvksa ds fy, ;fn NwV] fj;k;rsa vkfn dh ;kstuk gks rks mldk mYys[k fuEu çk:i esa 
fd;k tk,A 

uksV % foHkkx esa çR;{k :i ls fj;k;rksa] vuqKk i=ksa rFkk çkf/kdkjks dk dksbZ çko/kku ugha gSA 

 
 

 

 



 

 

 

 

 

 

 

 

 

मैनुअल- 13 

fj;k;rksa] vuqKki=ksa rFkk 

izkf/kdkjksa ds izkfIrdÙkkZvksa  

ds laca/k esa fooj.k 

  



eSuqvy&13 
fj;k;rksa] vuqKki=ksa rFkk izkf/kdkjksa ds izkfIrdrkZvksa ds laca/k esa fooj.k 

 

;fn dksbZ NwV fj;k;r vkfn dh ;kstuk gks rks mldk mYys[k djsaA 
dk;ZØe dk uke 

1- ços'k 'kqYd fj;k;r 

▪ vuqlwfpr tkfr]vuqlwfpr tutkfr]vU; fiNM+k oxZ Js.kh ds fo|kFkhZ 
▪ es/kkoh Js.kh ds fo|kfFkZ;ksa dks eq[;ea=h tu dY;k.k ;kstuk ds rgr ços'k 'kqYd iw.kZr% eqä 
▪ vdq'ky Jfed dkMZ /kkjd ikydksa ds iq=@iqf=;ksa dks eq[;ea=h tu dY;k.k ;kstuk ds varxZr 

ços'k 'kqYd iw.kZr% eqä fu'kqYd LVs'kujh ,oa iqLrdsa 
▪ leLr Js.kh ds fo|kfFkZ;ksa dks ewy fuokl LFkku ls egkfo|ky; vkus tkus rd jsyos ekfld 'kqYd 

fj;k;r 
▪ vuqlwfpr tkfr vuqlwfpr tutkfr ds fo|kfFkZ;ksa dks edku fdjk;k HkÙkk 

mís'; ,oa y{; 
vuqlwfpr tkfr] tutkfr fiNM+k oxZ rFkk lkekU; oxZ ds es/kkoh fo|kfFkZ;ksa dks Hkh 'kqYd eqä dj 
mPp f'k{kk ds leku volj miyC/k djkdj jk"Vª ds fodkl ,oa jk"Vª fuekZ.k esa ;ksxnku lqfuf'pr 
djukA 

ik=rk 
▪ lacaf/kr Js.kh ds fo|kfFkZ;ksa ds fy, tkfr] ewy fuokl] vk; laca/kh jkT; ljdkj ds fu;ekuqlkj 

tkjh ik=rk 
▪ es/kkoh Js.kh ds fy, jkt 'kklu }kjk tkjh ik=rk ds vuqlkj vgrkZdkjh ijh{kk 70 izfr’kr vad 

ds lkFk mÙkh.kZ gksukA 
▪ ikyd ds vdq'ky Js.kh ds Jfed gksus dk jkT; ljdkj }kjk tkjh iath;u dkMZ 
▪ vuqlwfpr tkfr tutkfr ds fo|kfFkZ;ksa dk egkfo|ky; esa fu;fer ços'k ,oa tkfr çek.k i= 
▪ egkfo|ky; ds fu;fer fo|kfFkZ;ksa gksus ,oa fuokl çek.k i= 
▪ egkfo|ky; ds fu;fer fo|kFkhZ gksus rFkk fuokl djus dk çek.k i= 

ik=rk dk vk/kkj 
▪ vuqlwfpr tkfr] tutkfr ,oa fiNM+k oxZ Js.kh ds fo|kfFkZ;ksa ds fy, vkfne tkfr dY;k.k foHkkx 

,oa mPp f'k{kk e/; çns'k 'kklu }kjk tkjh ;kstuk 
▪ eq[;ea=h tu dY;k.k ;kstuk 
▪ Hkkjrh; jsyos dh ;kstuk  
▪ e/; çns'k jkT; 'kklu] mPp f'k{kk foHkkx dh ;kstuk 

çkIr djus dh ;kstuk 
'kklu }kjk tkjh funsZ'kksa ds varxZr fu/kkZfjr çk:i esa vko';d çek.k i= layXu dj vkosnu 
djukA 

le; lhek 
e/;çns'k 'kklu mPp f'k{kk foHkkx }kjk fu/kkZfjr ?kksf"kr le; lhek 



çk:i 
jkT; 'kklu }kjk tkjh ços'k fu;e Nk=o`fÙk fu;e rFkk vU; fu;e dh fj;k;rksa gsrq tkjh çk:i 
1- vk;] tkfr] ewy fuokl ,oa çek.k i= 
2- es/kkoh fo|kFkhZ ds :i esa mÙkh.kZ gksus dh vadlwph dh Nk;k çfr 
3- lacaf/kr Js.kh ds fy, jkT; 'kklu }kjk le; le; ij ?kksf"kr vU; nLrkost 

 

▪ e/;çns'k 'kklu us Nk=kvksa dh f'k{k.k 'kqYd ls eqä j[kk gSA 
▪ vuqlwfpr tkfr] tutkfr oxZ ds leLr fo|kfFkZ;ksa dks fu'kqYd iqLrdsa LVs'kujh çnku djus dk 

çko/kku gSA 

mijksä fcanqvksa dh tkudkjh çk:i esa nh tk,A 
▪ dk;ZØe dk uke 
▪ çdkj ¼fj;k;r] vuqKki= vFkok çkf/kdj.k esa ls ,d pqus½ 
▪ mís'; 
▪ y{; ¼foxr o"kZ esa½ 
▪ ik=rk 
▪ ik=rk dk vk/kkj 
▪ iwokZis{kk,a 
▪ çkIr djus dh çfØ;k 
▪ fj;k;r] vuqKki= vFkok çkf/kdj.k fn, tkus ds fy, fu/kkZfjr le; lhek 
▪ vkosnu 'kqYd 
▪ vkosnu i= dk çk:i  
▪ layXudksa dh lwph  
▪ layXudks dk çk:i  
▪ çkIrdrkZvksa dh lwph ¼fuEu çk:i ij½ 

foHkkx 
}kjk iznÙk 
Øekad 

izkfIrdrkZ 
dk uke 

oS/krk fdl 
fnukad rd 
gS 

fj;k;r fuokl 
ftyk 

fuokl 
'kgj 

fuokl 
eksgYyk@ 
xkWo 

fuokl 
edku ua 

        
        
        

 

fj;k;r ds fy, fuEu tkudkjh Hkh miyC/k djk,a  
fn, tkus okys ykHk dk fooj.k ykHk ds fooj.k dh çfØ;k 
vuqlwfpr tkfr] tutkfr fiNM+k oxZ Nk=o`fÙk gsrq la'kksf/kr vkSj lhek 

▪ ikyd dh okf"kZd vk; 250000@& gksus ij iwjh Nk=o`fÙk rFkk iwjh Qhl dh ik=rk gksxhA 
▪ ikyd dh okf"kZd vk; 250000@& ls 300000@& gksus ij dscy iwjh Qhl dh i=rk gksxh Nk=o`fÙk 

ugha feysxhA 
▪ ikyd dh okf"kZd vk; gksus ij dscy vk/kh Qhl dh ik=rk gksxhA  
▪ Nk=o`fÙk ugha feysxh ,oa 600000@& vk; ds i'pkr Nk=o`fÙk@Qhl dh ik=rk ugha gksxhA 
▪ Nk=o`fÙk QkeZ ds lkFk Nk=ksa }kjk layXu fd, tkus okys  çi=ksa dh lwph 



▪ ewy fuokl çek.k i= dh lR;kfir Nk;kçfr  
▪ vk; çek.k i= dh ewyçfr LFkkbZ 
▪ tkfr çek.k i= dh lR;kfir Nk;kçfr  
▪ Nk= dk laLFkk çeq[k }kjk çekf.kr Nk;kçfr  
▪ dkmalfyax jlhn dh lR;kfir Nk;kçfr  
▪ gk;j lsdsaMjh ls v/;;ujr d{kk@ ikB~;Øe rd dh lHkh ijh{kkvksa dh vadlwph;ksa dh lR;kfir 

Nk;kçfr  
▪ xSi gksus dh fLFkfr esa xSi çek.k i= 

 

         gLrk{kj -------------------------------- 

         uke ------------------------------------- 

         irk ------------------------------------- 

fnukad  ------------------------     nwjHkk"k eksckby uacj -------------- 

 
▪ iksLV eSfVªd Nk=o`fÙk 
▪ fiNM+koxZ dk tkfr çek.k i= gksuk pkfg,A 
▪ ikyd dh okf"kZd vk; lhek 250000 rd iwjh Nk=o`fÙk ,oa iwjh Qhl dh ik=rk gksxhA 

 



,dhd`r Nk=o`fÙk 

l-
Ø- 

Nk=o`fÙk fo"k; vFkok 
Nk=@Nk=kvksa 

dksVk jkf’k 
izfrekg 

fu/kkZjr vgZrk 

1 'kks/k dyk] okf.kT; 
,oa foKku 

7 
2 

600@& 1- e/;izns’k esa fdlh fo’ofo|ky; esa 'kks/k 
dk;Z ds fy, iath;u ¼vkj-Mh-lh-½ 
lk{kkRdkj ds mijkar fd;k gksA 

2- ih-th- esa 55 izfr’kr vad izkIr gksA 
2 LukrdksÙkj ;ksX;rk dyk] okf.kT; 

,oa foKku 
26 
11 

250@& o"kZ 2006&07 esa viuh Lukrd mikf/k 
ijh{kk esa 55 izfr’kr vad izkIr gksA 

3 LukrdksÙkj ;ksX;rk 
¼lglk/ku½ 

dyk] okf.kT; 
,oa foKku 

26 
11 

250@& 1- o"kZ 2006&07 esa viuh Lukrd mikf/k 
ijh{kk esa 55 izfr’kr vad izkIr gksA 

2- vfHkHkkod dks vk; :i;s 25000@& 
okf"kZd ls vf/kd u gksA 

4 [ksy&dwn Nk=@Nk=k,a 11 
11 

150@& tks Nk= e/;izns’k dh Ldwy Vhe esa jk"Vªh; 
[ksy ny esa jgs gks ;k tks izns’k dh o;Ld 
Vhe esa gks ;k izns’k Lrj dh izfr;ksfxrk esa 
igys rhu LFkkuksa esa ls fdlh ij jgs gksA 

5 Lukrd ;ksX;rk dyk] okf.kT; 
,oa foKku 

51 
22 

150@& ek/;fed f’k{kk e.My dh ijh{kk esa o"kZ 
2006&07 esa 60 izfr’kr vad izkIr fd;s 
gksA 

 

yksd çkf/kdj.k }kjk vius fofHkUu fØ;kdykiksa ds laiknu gsrq ç;ksx dh tkus okyh ekud fu;eksa dk 
dk;ZØeokj fooj.k miyC/k djk,aA 

mPp f'k{kk foHkkx ds varxZr çeq[k xfrfof/k egkfo|ky; esa mfpr xq.koÙkk ds lkFk 'kS{kf.kd dk;Z 
miyC/k djkuk gSA ftlds fy, fo'ofo|ky; leUo; lfefr }kjk vdknfed dSysaMj cuk;k tkrk gS 
vdknfed dSysaMj esa 'kS{kf.kd] 'kS{k.ksÙkj ,oa lkaLd`frd xfrfof/k;ksa ds fy, le; lhek fu/kkZfjr dh tkrh gS 
bl vdknfed dSysaMj ds vuqlkj 'kS{kf.kd l= esa fofHkUu xfrfof/k;ka lapkfyr dh tkrh gSaA 

ç'kklfud dk;ksaZ ds fy, 'kklu esa çpfyr lkekU; fu;eksa vuqns'kksa dk ikyu fd;k tkrk gS rFkk e/; 
çns'k flfoy ¼vkpj.k½ fu;e 1965] e/;çns'k flfoy lsok ¼lsok dh lkekU; 'krsaZ½ fu;e 1961] e/;çns'k 
yksdlsok ¼vuqlwfpr tkfr] vuqlwfpr tu tkfr;ksa rFkk fiNM+k oxksaZ ds fy, vkj{k.k½ vf/kfu;e 1994] e/; 
çns'k flfoy lsok ¼fpfdRlk ifjp;kZ½ fu;e 1958] e/; çns'k HkaMkj Ø; fu;e Hkkx ,d vkSj Hkkx 2 vkfnA 

blds vfrfjä egkfo|ky; }kjk ;fn dk;Z laiknu ds fy, dksbZ vU; ekud ;k  fu;e cuk, x, gks 
rks mldk fooj.k fn;k tkosA 

1- tuHkkxhnkjh lfefr vf/kfu;e 1996 
2- tuHkkxhnkjh lfefr mi fu;e 2002 
3- tuHkkxhnkjh lfefr foÙkh; lafgrk 2002 
4- çkpk;Z }kjk le;&le; ij tkjh fd, x, ifji=] vuqns'k] funsZ'k 



 

Serial 

Number/ 

Code 

Beneficiary Name Amount of 

Subsidy 

Parent/ 

Guardians 

Criteria of Selections Address 

xkWo dh csVh Nk=k,a 12oha esa 
¼izFke Js.kh ,oa 
xzkeh.k Nk=k,a½ 

5000@&  12oha esa 60 izfr- vad 
,oa xzkeh.k {ks= ls 

 

izfrHkk fdj.k Nk=k,a  
¼izFke Js.kh 12oha esa  

'kgjh Nk=k,a½ 

5000@&  12oha esa 60 izfr- vad 
,oa 'kgjh {ks= 

 

vkokl lgk;rk 
;kstuk 

Nk=k ,oa Nk=k,a 1250@&  
izfr ekg  

10 ekg gsrq 

 uxj fuxe lhek ds 
ckgj ds Nk=@Nk=k,a 
vk; lhek 3 yk[k 

 

iksLV eSfVªd 
Nk=o`fÙk 

,l-lh-@,l-Vh-
@vks-ch-lh- 
Nk=@Nk=k,a 

e-iz-’kklu ds 
funsZ’kkuqlkj 

 jkT; 'kklu }kjk 
fu/kkZfjr ekin.M 

vuqlkj 

 

foØekfnR; 
;kstuk 

Nk= 12oha esa izFke 
Js.kh xzkeh.k {ks= 

5000@&  12oha esa 60 izfr- vad 
,oa xzk.keh {ks= 

 

LVs’kujh ,oa 
iqLrd gsrq 
vuqnku 

Nk= ,oa Nk=k,a ,l-
lh-@,l-Vh 

1500@& izfr  dsoy ,l-lh-] ,l-Vh- 
Nk= Nk=k,a 

 

  



 

 

 

 

 

 

 

 

 

 

 

 

मैनुअल- 14 

d`R;ksa ds fuoZgu ds fy, 

LFkkfir ekud @ fu;e 
 



eSuqvy&14 
d`R;ksa ds fuoZgu ds fy, LFkkfir ekud @ fu;e 

 

16-1  lwpukvksa dks turk rd igqapkus ds fy, foHkkx laxBu }kjk dh xbZ O;oLFkk dk fooj.k tSls 
1- egkfo|ky; dh tkudkjh osclkbV ds ek/;e ls çkIr gks ldrh gSA 
2- egkfo|ky; dh foojf.kdk  çfr o"kZ çdkf'kr gksrh gS ftlds ek/;e ls tkudkjh çkIr dh tk 

ldrh gSA 
3- le;&le; ij fo'ks"k lwpukvksa dks lekpkj i=ksa esa çdkf'kr fd;k tkrk gSA 
4- egkfo|ky; ds nwjHkk"k ij lkekU; lwpuk nh tkrh gSaA 
5- egkfo|ky; esa lwpuk iVy ij lwpukvksa dk çdk'ku fd;k tkrk gSA 

16-2  yksd çkf/kdj.k ls tuekul }kjk lkekU;r% iwNs tkus okys ç'u o muds mÙkj ,oa vfrfjä tkudkjh 
ds {ks= 
1- egkfo|ky; dh 'kqYd lajpukA 
2- egkfo|ky; }kjk lapkfyr ikBîØeksa dk C;kSjkA 
3- egkfo|ky; esa miyC/k LFkku vkSj ykxw vkj{k.k O;oLFkkA 

16-3 lwpuk çkIr djus ds laca/k esa 
1- egkfo|ky; dh tkudkjh çkIr djus ds fy, mlh çfØ;k dk ikyu fd;k tk,xkA 
2- 'kklu }kjk fu/kkZfjr 'kqYd ns; gksxkA 
3- pkgh xbZ tkudkjh fu/kkZfjr le; lhek esa nh tk,xh c'krsZ fd tkudkjh çfrcaf/kr xksiuh; Lo:i 

dh uk gks vFkok U;k;ky; esa yafcr çdj.k ls lacaf/kr uk gksA 

16-4 yksd çkf/kdj.k }kjk fn, tkus okys çek.k i=]vukifÙk çek.k i= vkfn ds laca/k esa eSuqvy 13 esa u 
lfEefyr gksA 
1- yksd çkf/kdj.k }kjk fn, tkus okys çek.ki= vkfn dk uke o forj.k  
2- vkosnu djus ds fy, dgka@fdlls laidZ djsa  
3- vkosnu 'kqYd ¼tgka mfpr gks½ vkosnu i= dk çk:i ¼;fn vkosnu lkns dkxt ij gksrk gS rks 

d`i;k mldk mYys[k djrs gq, ;g crk,a fd vkosnu djrk vkosnu djrs le; fdu ckrksa dk 
o.kZu djsa½  

4- layXudks dh lwph  
5- layXudks dk çk:i  
6- vkosnu djus dh çfØ;k vkosnu djus ds ckn yksd çkf/kdj.k esa gksus okyh çfØ;k ;gka ij ml 

çfØ;k dk fooj.k nsa tks vkids }kjk lkjh çkFkfedrk,a iwjh djus ds i'pkr yksd çkf/kdj.k }kjk 
dh tkrh gS vkosnu dh lkjh çkFkfedrk,a lgh rjg ls iwjh djus ds i'pkr çek.k i= vukifÙk 
çek.k i= vkfn tkjh djus ds fy, fu/kkZfjr le; vof/k  

7- çek.k i= ds çHkkoh jgus dh lhek ¼;fn gks rks½ 
8- uohuhdj.k dh çfØ;k ¼;fn gks rks½  

uksV tkudkjh dafMdk 13  vuqlkj gSA 



egkfo|ky; }kjk fuEu çek.k i= tkjh fd, tkrs gSaA 
1- Nk= Nk=kvksa dk LFkkukarj.k çek.k i=  
2- Nk=&Nk=kvksa dks pfj= çek.k i=  
3- fofHkUu ijh{kkvksa esa lfEefyr gksus okys Nk=&Nk=kvksa dks vgrkZ çek.k i= lHkh çek.k i= çkIr 

djus ds fy, Nk= Nk=kvksa dks lkns dkxt ij çkpk;Z ds uke ,d vkosnu nsuk gksrk gS vkosnu i= 
ij çkpk;Z ds gLrk{kj çkIr dj bl vkosnu dks egkfo|ky; ds dk;kZy; dh lacaf/kr 'kk[kk esa tek 
fd;k tkrk gS rFkk 'kk[kk ls U;wure 24 ?kaVs ,oa vf/kdre 3 fnol ds vanj vko';d çek.k i= 
tkjh dj fn, tkrs gSaA 

Nk= Nk=kvksa ds vkosnu i= ds lkFk egkfo|ky; dh fofHkUu bdkb;ksa ls vns;rk çek.k i= çkIr 
djuk vfuok;Z gksrk gSA tSls iqLrdky;] ,ulhlh] ,u,l,l] ys[kk 'kk[kk lacaf/kr foHkkx vkfn çk:i 
layXu gSA 

 

  



Office of the Principal, Govt. Tilak PG College Katni (M.P.) 
 

Name Student/Teacher …………………. 

Class /Depart. 

Father Name ….……………………  

Economics Commerce 

English Comm. with Compu. App. 

Geography Biotechnology 

Hindi Botany 

History Computer Science 

Political Science Chemistry 

Sanskrit Geology 

Sociology Mathematics 

NCC Physics 

NSS Zoology 

Library Sports 

 
 



¼LFkkukarj.k] pfj= çek.k i=] çksfotuy fMxzh çkIr djus gsrq çk:i vkosnu½ 
 
çfr 
 çkpk;Z 
 'kkl- fryd LukrdksÙkj egkfo- dVuh  
 ftyk& dVuh ¼e-iz-½ 
 
fo"k; % LFkkukarj.k@pfj= çek.k i=] çksfotuy fMxzh çkIr djus gsrq vkosnu 
 
egksn;] 
 eSa vkids egkfo|ky; esa l= o"kZ ------------------- ls ------------------ rd d{kk ------------------------------- 

dk@dh Nk=@Nk=k,a jgh@jgk vc eSa bl egkfo|ky; esa viuk v/;;u dk;Z iw.kZ gks tkus ds dkj.k@ 

ikfjokfjd dkj.kksa ls@vfHkHkkodksa dk LFkkukarj.k gks tkus ds dkj.k LFkkukarj.k çek.k i= ysuk pkgrk@pkgrh 

gwaA blds fy, eSa fu/kkZfjr 'kqYd jlhn Øekad ------------------ fnukad ------------ ds }kjk tek dj fn;k gSA 

 d`i;k çek.k i= tkjh djus dk d"V djsaA 

         gLrk{kj -------------------------------- 

         uke ------------------------------------- 

         irk ------------------------------------- 

fnukad  ------------------------      nwjHkk"k eksckby uacj -------------- 

 

 

 

  



▪ iath;u dk mís'; 

▪ vkosnu dh ik=rk 

▪ iwokZis{kk, ¼;fn gks rks½ 

▪ vkosnu djus ds fy, dgka@ fdlls laidZ djsa 

▪ vkosnu 'kqYd tgka mfpr gks 

▪ vkosnu i= dk çk:i ;fn vkosnu lkns dkxt ij gksrk gSA rks d`i;k mldk mYys[k djrs gq, ;g crk,a 
fd vkosnudrkZ vkosnu djrs le; fdu ckrksa dk o.kZu djsaA 

▪ layXudks dh lwph  

▪ layXudks dk çk:i  

▪ vkosnu djus dh çfØ;k 

▪ vkosnu djus ds ckn yksd çkf/kdj.k esa gksus okyh çfØ;k ¼;gka ij ml çfØ;k dk fooj.k nsa tks vkids 
}kjk lkjh çkFkfedrk,a iwjh djus ds i'pkr yksd çkf/kdj.k }kjk dh tkrh gSA 

▪ vkosnu dh lkjh çkFkfedrk,a lgh rjg ls iwjh djus ds i'pkr çek.k i=] vukifÙk çek.k i= vkfn 
tkjh djus ds fy, fu/kkZfjr le; vof/k  

▪ çek.k i= ds çHkkoh jgus dh le; lhek ¼;fn gks rks½ uohuhdj.k dh çfØ;k 

uksV %& egkfo|ky; esa ços'k dh ,d lkekU; çfØ;k gS ftlds fy, 'kklu }kjk ekxZn'kZu fu;e cuk, x, gSaA 
vU; fdlh Hkh çdkj ds iath;u dh dk;Zokgh egkfo|ky; esa ugha gksrh gS çFke ckj fo'ofo|ky; ds 
{ks=kf/kdkj esa vkus okys Nk=&Nk=kvksa dk ukekadu çpfyr O;oLFkk esa fd;k tkrk gSA 

 
16-6 yksd çkf/kdj.k vkfn }kjk VSDl ysus ds laca/k esa 

▪ VSDl dk uke o forj.k lkekU; L=ksr ij vk;dj ¼vk;dj ds çpfyr fu;ekuqlkj½ 

▪ VSDl ysus dk mís'; & 'kklu }kjk 

▪ fu/kkZfjr dj dk Hkqxrku VSDl fu/kkZj.k djus ds fy, çpfyr 

▪ fu;e fu/kkZfjr vk;dj jkf'k dh osru ls dVkSrh 

▪ fMQkYV ugha& cM+s fMQkYVlZ dh lwph & dksbZ 

çkpk;Z }kjk vkgj.k laforj.k vf/kdkjh gksus ds dkj.k vius v/khuLFk dk;Z djus okys leLr f'k{kdksa 
vkSj deZpkfj;ksa ds osru ls Jksr ij vk;dj dkVk tkrk gSA blds fy, vk;dj ds lacaf/kr fu;e o 
O;oLFkkvksa dk ikyu fd;k tkrk gSA 
vk;dj osru ds vykok mu lHkh Hkqxrkuks ij dkVk tkrk gSA tks vkgj.k laforj.k vf/kdkjh ds 
ek/;e ls fd;k tkrk gSA e/;çns'k 'kklu }kjk ykxw fd, x, çksQs'kuy VSDl ¼o`fÙk dh½ dks Hkh dkVk 
tkrk gSA 
egkfo|ky; }kjk Ø; dh xbZ çR;sd lkexzh vkSj mi;ksx esa ykbZ xbZ çR;sd lsok ij 'kklu }kjk 
fu/kkZfjr lsok dj lfoZl VSDl fu;e vuqlkj fn;k tkrk gSA blds fy, fu/kkZfjr çfØ;k dk ikyu 
fd;k tkrk gSA  



vkosnu dh lkjh çkFkfedrk,a lgh rjg ls iwjh djus ds i'pkr çek.k i=] vukifÙk çek.k i= vkfn 
tkjh djus ds fy, fu/kkZfjr le; vof/k  

▪ çek.k i= ds çHkkoh jgus dh le; lhek ¼;fn gks rks½ 

▪ uohuhdj.k dh çfØ;k ¼;fn gks rks½ 

16-7 foHkkx ls lacaf/kr ugha gS  
16-8 yksd çkf/kdj.k }kjk ukxfjdksa dks nh tkus okys vU; lsokvksa dk fooj.kA 
  



eSuqvy&15 
 
 

bysDVªksfud #Ik esa miyC/k lwph cuk;sa 
Lkqpuk dk fooj.k fjekdZ 

vkoaVu@forj.k Ekgkfo|ky;ksa ds fy, fn;s tkus okys vkaoVuksa dh tkudkjh gk;j ,tqds’ku dh 
osclkbZV http//highereducation.mp.gov.in ij uohu funsZ’k esa miyC/k gSA 

vf/kdkfj;ksa@deZpkfj;ksa dh 
tkudkjh 

Ekgkfo|ky;ksa dh fy, fn;s tkus okys vkaoVuksa dh tkudkjh gk;j ,tqds’ku dh 
osclkbV http//highereducation.mp.gov.in ij uohu funsZ’k esa miyC/k gSA 

osru ns;d leLr egkfo|ky;hu vf/kdkfj;ksa@deZpkfj;ksa ds osru ls lacaf/kr tkudkjh  
http://ifmisprod.mptreasury.gov.in ,dhd`r foÙkh; izca/ku lwpuk iz.kkyh 
dh osclkbZV ij miyC/k gSA 

foHkkxh; lajpuk http//highereducation.mp.gov.in 

foHkkx ds lEkLr fdz;kdyki 
,ao ,DVl 

foHkkx ds leLr fØ;kdykiksa dh tkudkjh osclkbV
http//highereducation.mp.gov.in ij miyC/k gSA 

  

http://ifmisprod.mptreasury.gov.in/


eSuqvy&16 
 

lwpuk çkIr djus ds fy, ukxfjdksa dks miyC/k lqfo/kkvksa dk fooj.k  
 
lwpukvksa dks turk rd igqapkus ds fy, foHkkx }kjk dh xbZ O;oLFkk dk fooj.k  
 
foHkkx }kjk çlkfjr fd, tkus okys vkns'k ,oa funsZ'k  
 
v[kckjksa ds }kjk  
• lwpuk iVy }kjk  

• vfHkys[kksa dk fujh{k.k  

• nLrkostksa ds çfr çkIr djus dh O;oLFkk  

• miyC/k foHkkxh; eSU;qvy  

• foHkkx dh osclkbZV 


