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(iii)

Ůाſथन

भारत सरकार ने रा Ō̓ ीय कौशल िवकास योजना के अȶगŊत के ŝप मŐ 2020 तक हर चार भारतीयो ंमŐ से एक को 30 करोड़ 

लोगो ंको कौशल Ůदान करने का एक महȕाकांƗी लƙ िनधाŊįरत िकया है तािक उɎŐ नौकरी सुरिƗत करने मŐ मदद िमल सके। 

औȨोिगक ŮिशƗण सं̾थान (ITI) इस ŮिŢया मŐ िवशेष ŝप से कुशल जनशİƅ Ůदान करने मŐ मामले मŐ महȇपूणŊ भूिमका 

िनभाते है । इसे ȯान मŐ रखते Šए, और ŮिशƗुओ ंको वतŊमान उȨोग Ůासंिगक कौशल ŮिशƗण Ůदान करने के िलए आईटीआई 

पाǬŢम को हाल ही मŐ िविभɄ िहतधारको ंके सलाहकार पįरषदो ंकी सहायता से अȨतन िकया गया है । उȨोग, उȨमी, िशƗािवद 

और आईटीआई के Ůितिनिध ।

कौशल िवकास एवं उȨिमता मंũालय के तहत एक ˢायȶशासी, रा Ō̓ ीय अनुदेशाȏक माȯम सं̾थान (NIMI), चेɄई को ITIs  

और अɊ संबİɀत ̾̾थानो ंके िलए आवʴक िनदőशाȏक मीिडया पैकेज (IMPs) के िवकास और Ůसार का काम सौपंा गया है ।

सं̾थान अब आशुिलिपक सिचवीय सहायक (िहȽी) के िलए संशोिधत पाǬŢम के अनुŝप िशƗण सामŤी लेकर आया है। 

वािषŊक पैटनŊ के तहत कायाŊलय Ůशासन एवं सुिवधा Ůबंधन Ɨेũ मŐ Ůथम वषŊ का ʩवसायअɷास - NSQF ˑर - 3 

(संशोिधत 2022) ।  NSQF ˑर - 3 (संशोिधत 2022) ʩवसाय  अɷास ŮिशƗुओ ंको एक अंतराŊ Ō̓ ीय समकƗता मानक 

Ůाɑ करने मŐ मदद करेगा । जहाँ उनकी कौशल दƗता और  योƶता को दुिनया भर मŐ माɊता दी जाएगी और इससे 

पूवŊ िशƗा की माɊता का दायरा भी बढ़ेगा । NSQF ˑर - 3 (संशोिधत 2022) ŮिशƗुओ ंको जीवन भर  सीखने और कौशल 

िवकास को बढ़ावादेने के अƛर भी िमलŐगे । मुझे इसमŐ  कोई संदेह नही ंहै िक NSQF ˑ र - 3 (संशोिधत 2022) ITIs के ŮिशƗको ं

और ŮिशƗुओं, और सभी िहतधारकों को इन IMPs से अिधकतम लाभ Ůाɑ होगा और देश मŐ  ʩवसाियक 

ŮिशƗण की गुणवȅा मŐ सुधार के िलए NIMI’s के Ůयास एक  लंबा राˑा तय करŐ गे।

NIMI के िनदőशक, कमŊचारी तथा माȯम िवकास किमटी के सद˟ इस Ůकाशन मŐ Ůदȅ अपने योगदान हेतु अिभनंदन के पाũ है।

जय िहȽ ! 

 ŵी अतुल कुमार ितवारी. I.A.S.,
 महािनदेशक/िवशेष सिचव    
 कौशल िवकास एवं उȨिमता मंũालय,
 भारत सरकार 

नई िदʟी - 110 001



(iv)

भूिमका

रा Ō̓ ीय अनुदेशाȏक माȯम सं̾थान (NIMI) की ̾थापना 1986 मŐ चेɄई मŐ तǽालीन रोजगार एवं ŮिशƗण (DGE&T) ŵम एवं

 रोजगार मंũालय (अब ŮिशƗण महािनदेशालय, कौशल िवकास और उȨिमता मंũालय के तहत), भारत सरकार , तकनीकी सहायता 

फेडरल įरपİɰक ऑफ जमŊनी सरकार के साथ की। इस सं̾थान का मुƥ उȞेʴ िशʙकार और िशƗुता ŮिशƗण योजनाओ ंके तहत 

िनधाŊįरत पाǬŢम NSQF ˑर - 3 (संशोिधत 2022) के अनुसार िविभɄ टŌ ेडो ंके िलए िशƗण सामŤी िवकिसत करना और Ůदान करना 

है।

भारत मŐ NCVT/NAC के तहत िशʙकार ŮिशƗण का मुƥ उȞेʴ ȯान मŐ रखते Šए अनुदेशाȏक  सामŤी तैयार की जाती है, 

िजससे ʩİƅ एक रोजगार हेतु कौशल Ůाɑ कर सके । अनुदेशाȏक सामŤी को अनुदेशाȏक माȯम पैके̕स (IMPs) के ŝप मŐ 

िवकिसत की जाती है। एक IMP मŐ , Țोरी बुक, Ůैİƃकल बुक, टेː और असाइनमŐट बुक, इं Ōːƃर गाइड, ऑिडयो िवजुअल एड (वॉल 

चाटŊ और पारदिशŊता) और अɊ सहायक सामŤी शािमल हœ।

Ůˑुत ʩावसाियक िसȠाȶ पुˑक ŮिशƗु को सɾİɀत ǒान देगी िजससे वह अपना कायŊ कर सकŐ गे । परीƗण एवं िनयत कायŊ के

 माȯम से अनुदेशक ŮिशƗुओ ंको िनयत कायŊ दे सकŐ गे । दीवार चाटŊ और पारदिशŊता अिȪतीय होती हœ, Ɛोंͤिक वे न केवल ŮिशƗक को 

िकसी िवषय को Ůभावी ढंग से Ůˑुत करने मŐ मदद करते हœ बİʋ ŮिशƗु की समझ का आकलन करने मŐ भी उसकी मदद करते हœ। 

अनुदेशक िनदő ͤिशका (इं Ōːƃर गाइड), अनुदेशक को अपने अनुदेश योजना की योजना बनाने, कǄे माल की आवʴकताओ ंकी योजना 

बनाने, िदन-Ůितिदन के पाठो ंऔर ŮदशŊनो ंकी योजना बनाने मŐ सƗम बनाता है।

IMPs Ůभावी टीम वकŊ  के िलए िवकिसत िकए जाने वाले आवʴक जिटल कौशल से भी संबंिधत है। पाǬŢम मŐ िनधाŊįरत संबȠ टŌ ेडो ंके 

महȕपूणŊ कौशल Ɨेũो ंको शािमल करने के िलए भी आवʴक सावधानी बरती गई है।

एक सं̾थान मŐ एक पूणŊ िनदőशाȏक मीिडया पैकेज (IMF) की उपलɩता ŮिशƗक और Ůबंधन दोनो ंको Ůभावी ŮिशƗण Ůदान करने मŐ 

मदद करती है।

IMPs NIMI के कमŊचाįरयो ंऔर मीिडया िवकास कमेटी के सद˟ो ंके सामूिहक Ůयासो ंका पįरणाम है, जो िवशेष ŝप से सावŊजिनक 

और िनजी ʩावसाियक उȨोगो,ं ŮिशƗण महािनदेशालय (DGT), सरकारी और िनजी ITIs के तहत िविभɄ ŮिशƗण सं̾थानो ंसे Ůाɑ होते 

हœ।

NIMI इस अवसर पर िविभɄ राǛ सरकारो ं के रोजगार एवं ŮिशƗण महािनदेशको,ं सावŊजिनक और िनजी दोनो ं Ɨेũो ंमŐ उȨोग के 

ŮिशƗण िवभागो,ं DGT और DGT फीʒ सं̾थानो ंके अिधकाįरयो,ं Ůूफ रीडसŊ, ʩİƅगत माȯम िवकासकताŊओ ंके िलए ईमानदारी से 

धɊवाद देना चाहता है। समɋयक, लेिकन िजनके सिŢय समथŊन के िलए NIMI इस सामŤी को बाहर लाने मŐ सƗम नही ंहोता।

चेɄई - 600 032   कायŊकारी िनदőशक
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   Travel and Hospitality
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 Jh fojsUnz dqekj ’kqDyk  -  la;qDr funs’kd ¼izf’k{k.k½] 
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   CSTARI dksydrk

   lg&funs’kd] lykgdkj ifjषn   
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परिचय

इस अनुदेशाȏक सामŤी के अȶगŊत आशुिलिप ʩवसाय संबंधी Ůायोिगक अɷास िदए गए है िजɎŐ ŮिशƗण अपने एक 

वषŊ के ŮिशƗण अविध के अȶगŊत Ůायोिगक घǵो ंमŐ पूणŊ करŐ गे । इन अɷासो ंके अȶगŊत यह ȯान मŐ रखा गया है िक 

पाǬचयाŊ संबंधी सम̾थ कौशल को समािहत कर िलया जाए ।

पाǬचयाŊ के Ůायोिगक भाग को 9 मॉǰूʤ मŐ बाँटा गया है । Ůȑेक मॉǰूʤ िनɻ Ůकार है:  

¨ÉÉb÷¬Ú±É 1 - आशुिलिप (शॉटŊहैǷ)

¨ÉÉb÷¬Ú±É 2 - कंɗूटर का ǒान

¨ÉÉb÷¬Ú±É 3 - पũो ंकी जानकारी

¨ÉÉb÷¬Ú±É 4 - आधारभूत क̱ɗूटर ǒान

¨ÉÉb÷¬Ú±É 5 - कायाŊलयीन वातावरण

¨ÉÉb÷¬Ú±É 6 - कायाŊलय मŐ डायरी

¨ÉÉb÷¬Ú±É 7 - िविभɄ कायाŊलयीन उपकरण

¨ÉÉb÷¬Ú±É 8 - डाकघर

¨ÉÉb÷¬Ú±É 9 - सभी Ůकार के पũाचार

उपरोƅ समˑ मॉǰूʤ मŐ Ůȑेक कायŊ को इस Ůकार से Ţमवार िकया गया है िक ŮिशƗणाथŎ आसान से किठन,            
ǒान से अǒान, आधारभूत से अिŤम ǒान Ůाɑ कर सके Ůȑेक अɷास एक िनधाŊįरत शीषŊक से Ůारʁ िकया गया है                 
एवं अɷास के उपराȶ Ůाɑ िकये जाने वाले लƙ, उȞेʴ के सपने ŮदिशŊत िकये गये हœ ।

अȶ मŐ कौशलके Ţम इस Ůकार से विणŊत िकये गये है िक कायŊ संबंधी समˑ सावधािनयाँ एवं बाधाएँ भी ŮिशƗाथŎ        
जान सके । जहाँ आवʴक है वहाँ पर विणŊत चीजो ंका भी अितįरƅ Ůयोग िकया गया है िजससे ŮिशƗणाथŎ सरलता                 
से कायŊ सीख सके यिद कोई िनधाŊįरत अɷास पूवŊ मŐ विणŊत िकया गया है तो उसको दोहरान पुनः  नही ंिकया गया।



(vii)

िवषय-Ţम

 अɷास सं. अɷास के शीषŊक पृʿ सं.

  माǰूल 1 : आशुिलिप (शॉटŊहैǷ) ºÉÖ®úIÉÉ +¦ªÉÉºÉ +Éè®ú ½þºiÉ +ÉèWÉÉ® (Safety practice and hand tools)

 1.1.01 vk’kqfyfi fy[kus ds fn’kk&funsZ’k 1

 1.1.02 O;atu rFkk mudks feykdj fy[kus dk vH;kl 2

 1.1.03 Loj] Loj fpUg ,oa Loj LFkkuksa dk vH;kl 5

 1.1.04 Ekk/;fed Loj 7

 1.1.05 ’kCnfpUg] ’kCnk{kj ,oa laf{kIrk{kj 8

 1.1.06  okD;ka’k fuekZ.k 10

 1.1.07  f}Loj ,oa f=Loj 11

 1.1.08 r oxZ O;atuksa d¢ nk,a pki 13

 1.1.09  g vkSj ’k O;atuksa d¢ oSdfYid :i 14
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vk’kqfyfi dk;Z’kkyk ds midj.k 

vk’kqys[ku dk;Z’kkyk ds fuEukafdr midj.k vko’;d gSA

dqlhZ o est & vk’kqys[ku dh est lkekU;r% 75lsVh ehVj 
vkSj dqlhZ 45 lsVh ehVj Åaph gksuh pkfg, rkfd vk’kqys[ku 
lqfo/kktud gks A vk’kqys[kd dh yackbZ ds vuqlkj ;g de 
;k vf/kd gks ldrh gSA

vk’kqys[ku iqfLrdk ¼dWkih½& lkekU;r % 200 i`ʼो ंdh uqek 
dkih vk’kqys[kdks ds fy, mi;qDr gksrh gSA fy[kus dk dkxt 
fpduk gksuk pkfg, rkfd isu vkSj isafly fy[kus es lyrk 
ls Qhlys A fy[ks i=ks is jcM caSM yxkuk pkfg, iUus iy-
Vus fd rduhd lh[kuk cgqr ykHknk;d gS ftldk fooj.k 
v/;k; 21 esa fn;k x;k gSA

iSafly vkSj isu &izkjaHk es vPNh vk’kqfyfi iaSfly dk iz;ksx 
djs A ckn esa vf/kd vH;kl djus ds fy, vPNs iSu dk 
iz;ksx djs fdUrq cky iSu dk u djs A iSu ;k iSfly dks 
gYds gkFk ls idMs A dWkih dks est ij lh/kh j[ks A ck, 
gkFk ls dkWih dks nck, j[ks adsoy ,d gkFk okys yksxks ;k 
cka,s gkFk ls fy[kus okys ds fy, vk’kqfyfi lh[kuk mi;ksxh 
;k ykHknk;d ugh gSA

?kMh@LVkWi okWp &Jqrys[ku ds fy, fMDVsVj ds ikl LVWki 
okp gksus vfr mi;ksxh gSA blds vHkko es lsafdaM dh okyh 
dykbZ /kMh ;k est /kMh dk Hkh iz;ksx fd;k tk ldrk gSA 
rkdh gj 15 lsfdaM esa xfr dk lgh fglkc yxk;k tk lds 
A fMDVs’ku tksj ls fn;k tkuk pkfg, rfd vk’kqys[kd dk 
lquus esa dfBukbZ u gks A

VkbijkbVj @daI;wVj & izfrys[ku ds fy, eSdsfudy ( 
bysDVkfud VkbijkbVj ;k daI;wVj dk iz;ksx fd;k tk ldrk 
gSAVd.k ;= dk lgh ns[kjs[k djus ls og dk;Z djus es 
#dkoV ugh cusxk A vk’kqf+};ks dks bjstSDl ;k jcM ls 
feVkdj iqu% Vkbi fd;k tk ldrk gSA bysDVkfud ;a=ks esa 
vk’kqf};k bjst dqth ls Bhd dh tk ldrk gSA

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन     
आशुिलिपक सिचवीय सहायक (िहȽी) - आशुिलिप (शॉटŊहैǷ) अɷास 1.1.01

आशुिलिप िलखने के िदशा-िनदőश
उȞेʴ : इस अɷास के अȶ मŐ आप यह जान सकŐ गे :
• आशुिलिप कायाŊशाला के उपकरण
• Ǜािमतीय आशुिलिप ।

dSlsV Vsi fjdkMZj &vk/kqfud bysDVkfud ;=ks es dSlsV Vsi 
fjdkMZj dk iz;ksx vk’kqys[ku es vR;ar lQy fl} gqvk gSA 
ftlesa vk’kqys[ku nqljs ij fuHkZj u jgdj Lo;a okfNr xfr;ksa 
ij fMDVs’kUk dSlsV [kjhndj muls vH;kl dj vPNs 
ifj.kke izkIr dj ldrk gSA

T;kferh; vk’kqfyfi %&

vk’kqfyfi ds T;kfefr; :i ljy ,oa odz js[kkvksa rFkk muds 
Hkkxksa tSls fcUnq] MS’k] v}Zo`Rr] o`Rr] dks.k] ywi ¼vaMkdkj 
o`Rr½ rFkk gqdksa ls curs gSA bUgsa vko’;drkuqlkj gYdk@
xgjk] vk/kk ;k nqxquk fd;k tk ldrk gSA buds :i vkSj 
budks cukus dk vH;kl dhft,A MS’k dh yackbZ ,d 
pkSFkkbZ ls vf/kd u gksa

ljy js[kk,a--------------------------------------------------------------------------------

odz js[kk,a--------------------------------------------------------------------------------

fcUnq-----------------------------------------------------------------------------------

MS’k-------------------------------------------------------------------------------------

dks.k-------------------------------------------------------------------------------------

v}Zo`Rr--------------------------------------------------------------------------------

o`r--------------------------------------------------------------------------------

ywi--------------------------------------------------------------------------------
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन    
आशुिलिपक सिचवीय सहायक (िहȽी) - आशुिलिप (शॉटŊहैǷ)  अɷास 1.1.02

ʩंजन तथा उनको िमलाकर िलखने का अɷास
उȞेʴ : इस अɷास के अȶ मŐ आप यह जान सकŐ गे :
• ʩंजनो ंको आशुिलिप मŐ िलखना
• िनयमानुसार दो या दो से अिधक ʩंजनो ंको आपस मŐ िमलाना ।

dk;Z & izFke

fuEu dks vk’kqfyfi esa fyf[k,] if<+, o vH;kl dhft, &

 d  [k  x  ?k

--------------------------------------------------------------------------------------------------

 p  N t  >

--------------------------------------------------------------------------------------------------

 V  B  M  <

--------------------------------------------------------------------------------------------------

 r  Fk  n  /k

--------------------------------------------------------------------------------------------------

 Ik  Q  c  Hk

--------------------------------------------------------------------------------------------------

 ;  j  y  o

--------------------------------------------------------------------------------------------------

 ‘k  l  g  <@M

--------------------------------------------------------------------------------------------------

 e  u  ³  .k

--------------------------------------------------------------------------------------------------

dk;Z & f}rh;

fuEu dks vk’kqfyfi esa fyf[k, vkSj if<+, &

 u  Q  r  [k  /k

-------------------------------------------------------------------------------------------------------------

 ;  x  .k  t  V

-------------------------------------------------------------------------------------------------------------

 g  l  y  e  i

-------------------------------------------------------------------------------------------------------------

 N i  u  M  r

-------------------------------------------------------------------------------------------------------------

 N x  /k  r  n

-------------------------------------------------------------------------------------------------------------

 c  Hk  Fk  d  y

-------------------------------------------------------------------------------------------------------------

dk;Z & r`rh;

fuEu dks vk’kqfyfi esa ckj&ckj fy[kdj vH;kl dfj, &

uy  eVd  dey  Vid  eu 

-------------------------------------------------------------------------------------------------------------

>Vd  eud  og  jg  dg 

-------------------------------------------------------------------------------------------------------------

lud  pepe  jeu  [keu  eeu

-------------------------------------------------------------------------------------------------------------

dey  Hkje  laxejej  jge iax

-------------------------------------------------------------------------------------------------------------

lc  dc  jc  ue  peu

-------------------------------------------------------------------------------------------------------------

[kVd  ued  tyt  yVd  iVd

-------------------------------------------------------------------------------------------------------------

Bgj  ugj  ped  egd  ygj
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O;atuksa  dks feykdj ’kCn cukus dk vH;kl
 
1-   ------------------Tky ------------------------ >Vd  -----------------------ued  -----------------------Ned -----------------------VeVe

--------------------------------------------------------------------------------------------------------------------- -----------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------------- -------------------------------------------------------------------------------------------------- ---------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------------- -------------------------------------------------------------------------------------------------- ---------

-------------------------------------------------------------------------------------------------------------------- -------------------------------------------------------------------------------------------------- ---------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

2-   ------------------------Ykid ----------------------- tyd   -----------------------tud -----------------------cg ----------------------- ro

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------------- -------------------------------------------------------------------------------------------------- ---------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

3-   ------------------------pEep ------------------------eud    ------------------------iu[k  ------------------------yVd ------------------------ ex        

----------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------------- -------------------------------------------------------------------------------------------------- ---------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.02
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4-   ------------------------ypd ------------------------Hkye    ------------------------jax   ------------------------ia[k ------------------------de

---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- -----------------------------------------------

-------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------------------------------- -----------------------

-------------------------------------------------------------------------------------------------------------------- -------------------------------------------------------------------------------------------------- ---------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------------------------------

5-   ------------------------jc ------------------------Bx ------------------------<d ------------------------jFk ------------------------ [kVd

--------------------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------

--------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------

--------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- ----

-------------------------------------------------------------------------------------------------------------------- -------------------------------------------------------------------------------------------------- ---------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------------------------------- -----------------------------------------------------------------------------------------
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन    
आशुिलिपक सिचवीय सहायक (िहȽी) - आशुिलिप (शॉटŊहैǷ)  अɷास 1.1.03

ˢर, ˢर िचɎ एवं ˢर ̾थानो ंका अɷास
उȞेʴ : इस अɷास के अȶ मŐ आप यह जान सकŐ गे :
• ʩंजन तथा शɨो ंपर Ȱिननुसार हʋे / गहरे ˢर लगाना
• आशुिलिप मŐ शɨो ंको िलखना व Ȱिननुसार पंİƅ के ऊपर
• पंİƅ पर तथा पंİƅ के नीचे ˢर िचɎ लगाना ।

dk;Z & izFke

fuEu v/kkseq[kh O;atu js[kkvksa ij Loj yxkb, vkSj if<+, %&

Vk-------------------- ns--------------------- Fkh---------------------- vkV---------------------

lkS------------------ cw--------------------- vkik------------------- Hkw[k---------------------

Qky-------------- ’kky---------------- pksj------------------- Nky-----------------------

rhj--------------- tkS-------------------- Hkw----------------------- Hkksj------------------------

dk;Z & f}rh;

fuEu Å/oZeq[kh O;atu js[kkvksa ij Loj yxkb, vkSj if<+, 
%&

jkW------------------- jkW;--------------------- vk’kk-------------- jkWM-----------------------

;k----------------- ;kj-------------------- gk-------------------- gkj-------------------------

Ok-------------------- okj-------------------- okn-------------------- ;ku -------------------

gkj----------------- gks---------------------- gh---------------------- gwy----------------------

dk;Z & 3

fuEu dks vk’kqfyfi esa cukb, ,oa fgUnh vuqokn Hkh dhft;sA

jke----------------------------- isVh--------------------------- thuk--------------------------- 

[kkrh--------------------------- vkuk---------------------------ihrk---------------------------

thrk-------------------------- uhy-------------------------- ,slk-----------------------------

jk/kk--------------------------- vka/kh--------------------------- jhuk---------------------------

lksuk--------------------------- ukyh--------------------------- jsr---------------------------

’ksd --------------------------- uhyk--------------------------- isBk--------------------------- 

jgk--------------------------- tksd----------------------------- jBh----------------------------

tks’k--------------------------- uksp---------------------------- ,sBk---------------------------- 

Tkkrk--------------------------- HkVk--------------------------- jkWd--------------------------- 

vax--------------------------- NVd--------------------------- usV----------------------------- 

,sx----------------------------- Bdk----------------------------- jg---------------------------- 

d¢yk--------------------------- Mkd--------------------------- Bx-----------------------------

[kkuk--------------------------- lhrk--------------------------- VsMk--------------------------

usrk--------------------------- uhfr--------------------------- [kkrk--------------------------- 

ukrh--------------------------- ’kkSi--------------------------- jkSc--------------------------- 
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Lojksa ds iz;ksx dks vk’kqfyfi dkWih ij izFke iafDr esa vk’kqjs[kk,a fy[ks vkSj iwjs i`ʿ ij iafDrokj vH;kl dhft,A

vk ------------------------ vki ------------------------ vkt ------------------------iky ------------------------HkkV ------------------------[kky

------------------------------------------------------------------------------------------------------------------ ---------------------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

, ------------------------- esys ------------------------ tsy ------------------------ Msx ------------------------ jsrh ------------------------csVk

----------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- ----------------------------

------------------------------------------------------------------------------------------------------- ------------------------------------------------------------------------------------------------------------------- ----

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- --------------------------------------------------------------------------------------------------

bZ ------------------------ bZn ------------------------ dhi ------------------------thi ------------------------dhy ------------------------<hy
 
------------------------------------------------------------------------------------------------------------------------------------------------------------------------- --------------------------------------------------------

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- --------------------------------

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- --------

-------------------------------------------------------------------------------------------------------------------- -------------------------------------------------------------------------------------------------------------

vkS ------------------------ QkSt ------------------------’kkSd ------------------------’kkSp ------------------------ lkS ------------------------ dkSy

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

---------------------------------------------------------------------------------------------------------------------------------------------------- -----------------------------------------------------------------------------

---------------------------------------------------------------------------------------------------------------------------------------------------------------------------- -----------------------------------------------------

-----------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.03
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन    
आशुिलिपक सिचवीय सहायक (िहȽी) - आशुिलिप (शॉटŊहैǷ)  अɷास 1.1.04

माȯिमक ˢर
उȞेʴ : इस अɷास के अȶ मŐ आप यह जान सकŐ गे :
• माȯिमक ˢरो ंको शɨो ंपर लगाने का अɷास ।

izk;ksfxd v/;k;

dk;Z & izFke

fuEu dks vk’kqfyfi esa cukb, ,oa fgUnh vuqokn Hkh dhft,A

1- Ukhek------------------------------------- ihVk-------------------------------------

 lhuk------------------------------------- uhuk-------------------------------------

 uhyk------------------------------------- jhuk-------------------------------------

 fry------------------------------------- uhy-------------------------------------

 jh;k------------------------------------- jhuk-------------------------------------

 lhuk------------------------------------- Fkhyk-----------------------------------

 ehrk------------------------------------- fVdk------------------------------------

2-  fjgk------------------------------------- thjk ----------------------------------

 thrk------------------------------------- Vhdk------------------------------------

 ’khjk------------------------------------- fey-------------------------------------

3-  Hkhxk------------------------------------- uh;r ---------------------------------

 fcuk------------------------------------- fy;k------------------------------------

 thrk------------------------------------- 

4-  frjkgk-------------------------------------fiyk;k-------------------------------

 jhfr ------------------------------------- [khjk ---------------------------------

 f[kykSuk---------------------------------- ’khjk-----------------------------------
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन    
आशुिलिपक सिचवीय सहायक (िहȽी) - आशुिलिप (शॉटŊहैǷ)  अɷास 1.1.05

शɨिचɎ, शɨाƗर एवं संिƗɑाƗर
उȞेʴ : इस अɷास के अȶ मŐ आप यह जान सकŐ गे :
• वाƐो ंमŐ शɨ िचɎ, शɨाƗरो ंका Ůयोग कैसे िकया जाता है ।

dk;Z & izFke

if<+,] vk’kqfyfi esa fyf[k, vkSj vuqokn dfj,A

1- ;|fi os vk;saxs] exj dc vk;saxs ekywe ughaaA

-------------------------------------------------------------------------------------------------------------

2- Eak=h th dks ;kstuk ij fopkj djuk gksxkA

-------------------------------------------------------------------------------------------------------------

3- Eak=h egksn; vk;saxs vkSj rqEgsa U;k; nsxasA

-------------------------------------------------------------------------------------------------------------

4- eS Hkh dgw¡xk fd feukj Å¡ph gks] ij d¢ls gks\

-------------------------------------------------------------------------------------------------------------

5- esjh ̊िʼ ls fo|kfFkZ;ks a dks vPNh vknras lh[kkuh 
   gksxhA

-------------------------------------------------------------------------------------------------------------

6- ogka igq¡p dj dbZ yksxksa us Å¡pk iorZ ns[kkA

-------------------------------------------------------------------------------------------------------------
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‘’kCn & fpUg %&

‘’kCn&fpUg

------------------------,d  ¼gS½   ------------------------gSa ------------------------ fd¼dh½  ------------------------ds  ------------------------ml ------------------------mlh

--------------------------------------------------------------------------------------------------------------------------------------------------------------------------- ------------------------------------------------------

---------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------------------------------- ----

---------------------------------------------------------------------------------------------------------------------- -----------------------------------------------------------------------------------------------------------

--------------------------------------------------------------------------------------------------------------------------------------------------------------------------- ------------------------------------------------------

---------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------------------------------- ----

------------------------ us ¼vc½------------------------ exj ------------------------vkSj ------------------------;|fi   ------------------------dk 

--------------------------------------------------------------------------------------------------------------------------------------------------------------------------- ------------------------------------------------------

---------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------------------------------- ----

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

---------------------------------------------------------------------------------------------------------------------------------------------------- -----------------------------------------------------------------------------

---------------------------------------------------------------------------------------------------------------------------------------------------------------------------- -----------------------------------------------------

-----------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

------------------------dks------------------------vk ------------------------gks ------------------------gkaas ------------------------vanj

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

--------------------------------------------------------------------------------------------------------------------------------------------------- ------------------------------------------------------------------------------

--------------------------------------------------------------------------------------------------------------------------------------------------------------------------- ------------------------------------------------------

---------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------------------------------- ----

---------------------------------------------------------------------------------------------------------------------------------------------------------------- -----------------------------------------------------------------

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.05
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन    
आशुिलिपक सिचवीय सहायक (िहȽी) - आशुिलिप (शॉटŊहैǷ)  अɷास 1.1.06

वाƐांश िनमाŊण
उȞेʴ : इस अɷास के अȶ मŐ आप यह जान सकŐ गे :
• वाƐांश Ɛा होते हœ ?
• इनका Ůयोग आशुिलिप मŐ कैसे िकया जाता है ?

dk;Z & izFke

if<+,] vk’kqfyfi esa fyf[k, vkSj vuqokn dhft;sA

1- egksn;k] ;gk¡ igq¡p xbZ gkasxh ;gh vk’kadk eq>s igys ls 

gSA

-------------------------------------------------------------------------------------------------------------

2- tc vki ;g dg ik, gksaxs rHkh ls lkslkbVh esa lq/kkj 

fd;k  x;k gksxkA

-------------------------------------------------------------------------------------------------------------

3- ea=h th }kjk fuosnu fd;k x;k fd vki oksV Mkyus 

igq¡p tk,A

-------------------------------------------------------------------------------------------------------------

4- js’kek ;gha vk,xh] ;gh ok;nk fd;k vkSj vkbZ HkhA

-------------------------------------------------------------------------------------------------------------

5- vkidks ;g ekywe gksxk fd bl g¶rs D;k ;kstuk cukbZA

-------------------------------------------------------------------------------------------------------------

6- yxrk gS fd vc d{kk esa yM+fd;ka vkus yxh gSA

-------------------------------------------------------------------------------------------------------------

7- ?kj [kjhnus d¢ fy, iSlk rks ysuk gh iMs+xkA

-------------------------------------------------------------------------------------------------------------

8- yxrk gS fd ?kj d¢ NksVs cPps lks pqd¢ gaSA

-------------------------------------------------------------------------------------------------------------

9- bruh xehZ dks ns[krs gq, yxrk gS fd fÝt ysuk gh 

iM+sxkA

-------------------------------------------------------------------------------------------------------------

10- dEiuh esa vkx yx xbZ Fkh] ysfdu rqjUr ckfj’k gksus 

yxh ,slk yxk fd vc uqdlku ls cpk tk ldrk gSA

-------------------------------------------------------------------------------------------------------------

11- cPpksa dks dguk iM+sxk fd vkidks viuk gj v/;k; ;kn 

j[kuk iMs+xkA

-------------------------------------------------------------------------------------------------------------

12- f[kMfd;ka vkSj njokts cUn dj yks] yxrk gS fd vka/kh 

vkus yxh gSA

-------------------------------------------------------------------------------------------------------------

13- T;knk ls T;knk cPpksa dks f’k{kk nsuh iMs+xhA

-------------------------------------------------------------------------------------------------------------

14- eq>s ijh{kk nsus d¢ fy, vtesj tkuk iM+k FkkA

-------------------------------------------------------------------------------------------------------------

15- ,slk yxrk gS fd lHkh Nk=k,a vk pqdh gSa vkSj [kkuk [kk 

dj lks pqdh gSaA

-------------------------------------------------------------------------------------------------------------
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन    
आशुिलिपक सिचवीय सहायक (िहȽी) - आशुिलिप (शॉटŊहैǷ)  अɷास 1.1.07

िȪˢर एवं िũˢर
उȞेʴ : इस अɷास के अȶ मŐ आप यह जान सकŐ गे :
• िȪˢर एवं िũˢरो ंका Ůयोग कैसे िकया जाता है ?

dk;Z & izFke

fuEu ’kCnksa dks vk’kqfyfi esa fyf[k, vuqokn dhft, vkSj 
vH;kl dfj,A

------------------------------------------ tekbZ --------------------------------------------- fn[kkbZ 

------------------------------------------ yM+kbZ --------------------------------------------- p<+k;k 

------------------------------------------ tqnkbZ --------------------------------------------- pjk;k 

------------------------------------------ ?kqek;k --------------------------------------------- vkb, 

------------------------------------------ cukb, --------------------------------------------- tkb, 

-------------------------------------- fnykb, --------------------------------------------- ugkb, 

---------------------------------------- trk;k --------------------------------------------- [kqnk;k 

------------------------------------- igukb, --------------------------------------------- cqykb,

------------------------------------ fiykb, --------------------------------------------- feykb, 

---------------------------------- fn[kkb, --------------------------------------------- flykbZ

dk;Z & f}rh;

fuEu okD;ksa dks vk’kqfyfi esa fyf[k, vuqokn dfj, ,oa 
ckj&ckj vH;kl dhft,A

1 tkb,] vki ?kj tkb, vkSj eq>s Hkh ys tkb,A

-------------------------------------------------------------------------------------------------------------

2 lw;Z ueLdkj dhft, rFkk Ldwy tkb,A

-------------------------------------------------------------------------------------------------------------

3 tc ckbZ vk,xh] rc >kMw yxk,xhA

-------------------------------------------------------------------------------------------------------------

4 ekbZ jlksbZ esa] HkS;k dekbZ esa vkSj cqvk flykbZ esa tqV 
tk;sxhA

-------------------------------------------------------------------------------------------------------------

5 vkb,] ikuh ihft, vkSj [kkuk [kkb,A

-------------------------------------------------------------------------------------------------------------

6 vki tkdj mud¢ ifjokj dks c/kkbZ nhft,A

-------------------------------------------------------------------------------------------------------------

7 vc vki ogka ij dHkh er tkb,xkA

-------------------------------------------------------------------------------------------------------------

8 jkbZ dk igkM+ cukuk dksbZ vki ls lh[ksaA

-------------------------------------------------------------------------------------------------------------

9 vki fojkV dksgyh d¢ tSls [ksy [ksfy, vkSj thr dj 

vkb,A

-------------------------------------------------------------------------------------------------------------

10 ns’k dh rjDdh d¢ fy, ;qokvksa] vkxs vkvksA

--------------------------------------------------------------------------------------------------
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dk;Z & r`rh;

fuEu okD;ksa dks vk’kqfyfi esa fyf[k, vuqokn dfj, ,oa 

ckj&ckj vH;kl dhft,A

1 eSaus dqN lkspk gksxk] rHkh rks vki ls dgk gksxkA

-------------------------------------------------------------------------------------------------------------

2 mlus eq> ls ok;nk fd;k Fkk] ogka ij tkus dkA

-------------------------------------------------------------------------------------------------------------

3 eq>s irk yxk gS fd vki mrh.kZ gks x, gksA

-------------------------------------------------------------------------------------------------------------

4 tc vki eq>s cqyk;saxs] rc eSa dke ij vkm¡xkA

-------------------------------------------------------------------------------------------------------------

5 [kqnkbZ djkus esa gekjh enn djkb,A

-------------------------------------------------------------------------------------------------------------

6 mUgksus dgk fd thou lq/kkjus d¢ fy;s uohu dk;Z djkb,A

-------------------------------------------------------------------------------------------------------------

7 eksnh th dgrs gSa fd ns’k d¢ vc vPNs fnu vk;saxsA

-------------------------------------------------------------------------------------------------------------

8 tks thrsxk] ogh buke ysdj tk,xkA

-------------------------------------------------------------------------------------------------------------

9 efgykvksa d¢ fodkl d¢ fy, vPNh ;kstuk,a cukbZ tkuh 

pkfg,A

-------------------------------------------------------------------------------------------------------------

10 xzkeh.k Loj t;arh ;kstuk viuk;h tkuh pkfg,A

-------------------------------------------------------------------------------------------------------------

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.07
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन    
आशुिलिपक सिचवीय सहायक (िहȽी) - आशुिलिप (शॉटŊहैǷ)  अɷास 1.1.08

त वगŊ ʩंजनो ंके दाएँ चाप

उȞेʴ : इस अɷास के अȶ मŐ आप यह जान सकŐ गे :
• ʩंजन त वगŊ के दाएँ चाप का Ůयोग िकन İ̾थितयो ंमŐ िकया जाता है ?

dk;Z & izFke

fuEu okD;ksa dks vk’kqfyfi esa fyf[k,] vuqokn dfj, ,oa 
ckj&ckj vH;kl dhft,A

r oxZ O;atuksa d¢ nk,a pki

1 lfpu rsUnqydj us 100 ’krd cukdj Hkkjr dk eku 
c<+k;kA

-------------------------------------------------------------------------------------------------------------

2 orZeku esa Xykscy okfeZax dh otg ls o”kkZ de gksrh tk jgh 
gSA

-------------------------------------------------------------------------------------------------------------

3 rkdr ls nqfu;k ughaa thrh tkrh] fnekx ls thrh tkrh 
gSA

------------------------------------------------------------------------------------------------------------

4 nw/k ihus ls euq”; esa rkdr vkrh gSA

------------------------------------------------------------------------------------------------------------

5 egkjk.kk izrki Hkkjr d¢ ohj iq= FksA

------------------------------------------------------------------------------------------------------------

6 lR;eso t;rs Hkkjr d¢ lEeku dk izrhd gSA

------------------------------------------------------------------------------------------------------------

7 Hkkjr dh laLd`fr iwjs fo’o esa fo[;kr gSA

------------------------------------------------------------------------------------------------------------
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन    
आशुिलिपक सिचवीय सहायक (िहȽी) - आशुिलिप (शॉटŊहैǷ)  अɷास 1.1.09

ह और श ʩंजनो ंके वैकİʙक ŝप
उȞेʴ : इस अɷास के अȶ मŐ आप यह जान सकŐ गे :
• वैकİʙक ʩंजन रेखा ह और श का Ůयोग िकन İ̾थितयो ंमŐ िकया जाता है ।

dk;Z & izFke

g vkSj ’k O;atuksa d¢ oSdfYid #i

fuEu okD;ksa dks vk’kqfyfi esa fyf[k,] vuqokn dfj, ,oa 

ckj&ckj vH;kl dhft,A

1&tgk¡ Hkh tkvks lkFk tkvks] ugha rks vd¢ys tkuk iMs+xkA

------------------------------------------------------------------------------------------------------------

2&tks dqN ek¡ cukrh gS] oks ges’kk vPNk gksrk gSA

------------------------------------------------------------------------------------------------------------

3&eq>s ,slh vk’kk ugha Fkh fd rqEgas cgkuk cukuk iMsxkA

------------------------------------------------------------------------------------------------------------

4&vkt lekt esa efgykvksa dh tks fLFkrh gS] og Bhd ugha 

gSA

------------------------------------------------------------------------------------------------------------

5& vki gesa crkb;s fd ge lekt ls Hkz”Vkpkj d¢ls gVk,aA

------------------------------------------------------------------------------------------------------------

6&mlus pksjh dSls dh] bldk fdlh dks irk ugha pyk A

------------------------------------------------------------------------------------------------------------

7&tgka&rgka iqLrda¢ iM+h jgrh gSa ogka fdlh dk /;ku ugha 

jgrk A

------------------------------------------------------------------------------------------------------------

8&tgka dgha Hkh vkS”kf/k dh [kkst dh og ogka ugha feyhA

------------------------------------------------------------------------------------------------------------

9&;fn esjs lkFk HksnHkko fd;k x;k rks eSa U;k;ky; esa tkÅ¡xkA

------------------------------------------------------------------------------------------------------------

10&ml d¢ lkFk U;k; ugha fd;k x;k bl fy, oks gkj x;kA

------------------------------------------------------------------------------------------------------------
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dk;Z & f}rh;

fuEu vuqPNsn dks vk’kqfyfi esa fyf[k, vuqokn dfj,A

Tkks Hkh vkt dk pqukoh nkSj gS mld¢ fy, vki dks esgur 

rks dkQh djuh iM+sxhA Pkquko dh tks Hkh ;kstuk cukbZ xbZ 

mldk lekt vkSj ns’k ij dkQh vlj iM+kA bl nkSjku 

jSfy;ka Hkh dkQh fudkyh xbZ ftld¢ dkj.k yksxksa dks dkQh 

vlqfo/kk gqbZA nsgkrh bykdksa esa gj txg izpkj &izlkj tksj 

&’kksj ls FkkA yksxksa dh ftUnxh [kq’kgky cukus d¢ fy, 

tks Hkh jktusrkvksa }kjk okns fd;s x;s mudks vo’;eso iwjk 

djuk iMs+xkA ughaa rks turk dk jktfufr ls fo’okl mB 

tk;sxkA tgk¡&rgk¡ Hkh ns[kk x;k pqukoh ygj dkQh rst 

FkhA gj txg iqfyl eq’rSnh ls rSukr FkhA mudh fuxkg 

pquko dh NksVh ls NksVh xfrfof/k ij FkhA pquko dks ysdj 

yksxks esa tkx#drk igys dh vis{kk dkQh gSA mudks lgh 

izfrfuf/k pquus dh le> gSA

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.09
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन    
आशुिलिपक सिचवीय सहायक (िहȽी) - आशुिलिप (शॉटŊहैǷ)  अɷास 1.1.10

र, ल ʩंजनो ंके वैकİʙक ŝप
उȞेʴ : इस अɷास के अȶ मŐ आप यह जान सकŐ गे :
• वैकİʙक ʩंजन रेखा र और ल का Ůयोग िकन İ̾थितयो ंमŐ िकया जाता है ।

dk;Z & izFke

O;atu j] y d¢ oSdfYid #i

fuEu okD;ksa dks vk’kqfyfi esa fyf[k,] vuqokn dfj, ,oa 
ckj&ckj vH;kl dhft,A

1&,sls vusd mnkj.k gSa tc lw[ks d¢ otg ls xk¡oksa esa vdky 
IkM+k gSA

-------------------------------------------------------------------------------------------------------------

2 i<++us d¢ fy, fo|ky; tkuk iM+rk gSA

-------------------------------------------------------------------------------------------------------------

3& yksxksa dh csjkstxkjh rHkh gVsxh tc mu dks jkstxkj 
izkIr gksA

-------------------------------------------------------------------------------------------------------------

4&;fn ,d vkneh f’kf{kr gks rks oks vPNh ftUnxh fcrk,xkA

-------------------------------------------------------------------------------------------------------------

5&fo|ky; d¢ vykok Hkh rks CkPpksa dk x`g dk;Z iwjk djuk 
gksrk gSA

-------------------------------------------------------------------------------------------------------------

6&os yksx gekjs ?kj fdjk;s ij jgrs gSaA

-------------------------------------------------------------------------------------------------------------

7&vc ns[kuk ;gh gksxk fd yksx jSfy;ka d¢ls fudkyrs gSaA

-------------------------------------------------------------------------------------------------------------

8&jktuhfr dk ikB i<+kus okys jktusrk dgykrs gSaA

-------------------------------------------------------------------------------------------------------------

9&eksnh dh ygj dk vlj dkQh yksxkas us ns[kkA

-------------------------------------------------------------------------------------------------------------

10&eq>s ,sfrgkfld txgkas ij ?kweuk Bhd yxrk gSA

-------------------------------------------------------------------------------------------------------------
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन    
आशुिलिपक सिचवीय सहायक (िहȽी) - आशुिलिप (शॉटŊहैǷ)  अɷास 1.1.11

वृȅ स, श / ष तथा जा

उȞेʴ : इस अɷास के अȶ मŐ आप यह जान सकŐ गे :
• आशुिलिप मŐ वृȅ स, श / ष तथा जा का Ůयोग कैसे िकया जाता है ? 
• गति कैसे बढाई जा सकती है ।

fuEu vorj.k dks if<+,] vk’kqfyfi esa fyf[k, ,oa vuqokn 
dfj, &

o`Ÿk l] ’k@ष rFkk t+

Jheku~] cM+h izrh{kk d¢ ckn vkt og ’kqHk fnu vk;k gS ftl 
fnu fgUnw lekt esa fL=;ksa d¢ lkFk ’krkfCn;ksa ls tks vU;k; 
gksrk pyk vk;k gS] mldk vUr gksus tk jgk gS vkSj yM+fd;ksa 
dks Hkh mud¢ firkvksa dh lEifr esa dqN Hkkx feyus dh 
O;oLFkk dh tk jgh gSA d¢oy L=h gksus d¢ ukrs mud¢ lkFk 
vU;k; ugha fd;k tk ld¢xkA

Jheku~] vkt gekjh ljdkj fL=;ksa d¢ fy, lqj{kk fu;e viuk 
jgh gS ysfdu lfn;ksa ls gh gekjs jktk&egkjktk fL=;ksa dh 
fLFkfr lq/kkjus dk iz;kl dj jgs gSa ftuesa lrh izFkk] ngst 
izFkk vkfn rks de dj gh pqd¢ gSaA ijUrq ngst izFkk rks vHkh 
Hkh ugha Fkeha gSa] ftld¢ fy, ljdkj Hkh iz;kl dj jgh gSA 
ijUrq vkt fL=;ksa d¢ fy, vR;Ur lq[kn ?kM+h gS D;ksafd mUgsa 
vkt U;k; feyk gSA

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------rRi’pkr eSuqvyh tk¡p&iMrky }kjk v’kqf);ka 
fudkyus ckn tks ’kCn cprs gSa og dqy ’kq) Vafdr 
’kCn gksrs gSaA fuf’pr le; esa ls mldk Hkkx nsus d¢ 
i’pkr tks xfr vkrh gS og fuoy xfr dgykrh gSA
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‘’kCn fpUg ,oa ’kCnk{kj

 ------------------------gh  ------------------------ls  ------------------------lkoZtfud  ------------------------Liʼ ----------------------- ladV------------------------ U;k;k/kh’k

----------------------------------------------------------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- --------------------

-------------------------------------------------------------------------------------------------------- -------------------------------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

 ------------------------tSl ------------------------ftl ls ------------------------lg;ksx&xh------------------------lekIr&fIr------------------------loky------------------------vko’;d

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------------------------------------- -------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------------------------------------------------------------- -------------------------------------------------------------

---------------------------------------------------------------------------------------------------------------------------------------------------------------- -----------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- -------------
 
 ------------------------ijke’kZ------------------------okLro ------------------------lkfgR;------------------------lgk;rk------------------------lgkuqHkwfr

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- --------------------------------------------------------------------------------------------------- 

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

--------------------------------------------------------------------------------------------------------------------------------------------- ------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

--------------------------------------------------------------------------------------------------------------------------------------------------------------------- ------------------------------------------------------------

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.11



19

 ------------------------la;qDr ------------------------le; ------------------------leL;k  ------------------------lnL; ------------------------ flQkfj’k

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

--------------------------------------------------------------------------------------------------------------------------------------------------------------------- ------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------- 

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

---------------------------------------------------------------------------------------------------------------------------------------------- -----------------------------------------------------------------------------------

------------------------ lfefr ------------------------ lalkj  ------------------------v/;{k ------------------------Hkkषk ------------------------ eqf’dy

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ---------------------------------------------------------------------------------------------------- 

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

------------------------ laj{kk ------------------------vlarksष ------------------------ {ks=

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------------------------------- --------------------------------------------------------------------------------------------

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.11
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laf{kIrk{kj
 
---------------vko’;drk ---------------------Liʼrk &r% ------------------------Liʼr;k ----------------------v/;{krk

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------ ---------------

------------------------------------------------------------------------------------------------------------- --------------------------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

------------------------okLrfod ------------------------okLrfodrk ------------------------vuko’;d ------------------------lkalkfjd

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- ----------------------------------------

------------------------------------------------------------------------------------ ----------------------------------------------------------------------------------------------------------------------------- --------------

------------------------------------------------------------------------------------------------------------ ---------------------------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.11
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----------------------ijke’kZnkrk ------------------------lkfgfR;d ------------------lkef;d &dh --------------ukle>&>h

------------------------------------------------------------------------------------------------------------------------------------------------------------------- --------------------------------------------------------------

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- --------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------------------------------- ------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------------------------------- ------------

-------------------------------------------------------------------------------------------------------------- -------------------------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

-------------------ljkguk ----------------------mik/;{k -------------- vlkef;d ----------------- laj{kd

---------------------------------------------------------------------------------------------------------------------------------------------------- -----------------------------------------------------------------------------

---------------------------------------------------------------------------------------------------------------------------------------------------------------------------- -----------------------------------------------------

---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- -----------------------------

---------------------------------------------------------------------------------------------------------------------------------------------------- -----------------------------------------------------------------------------

---------------------------------------------------------------------------------------------------------------------------------------------------------------------------- -----------------------------------------------------

---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- -----------------------------

---------------------------------------------------------------------------------------------------------------------------------------------------- -----------------------------------------------------------------------------

---------------------------------------------------------------------------------------------------------------------------------------------------------------------------- -----------------------------------------------------

---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- -----------------------------

-----------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.11
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okD;ka’k

------------------------ds vuqlkj ------------------------blds vuqlkj ------------------------bu ds vuqlkj ------------------------ fu;ekuqlkj
 
----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- --------------------------------------------------------------------------------------- -----------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- --------------------------------------------------------------------------------------- -----------

--------------------------------------------------------------------------------------------------------------------------------------------------------- ------------------------------------------------------------------------

------------------------fu;e ds vuqlkj ------------------------mlh ds vuqlkj------------------------ml ds vuqlkj  ------------------------ftlds vuqlkj

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

---------------------------------------------------------------------------------------------------------------------------- --------------------------------------------------------------------------------------- -----------

--------------------------------------------------------------------------------------------------------------------------------- ------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- --------------------------------------------------------------------------------------- -----------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

--------------------------------------------------------------------------------------------------------------------------------- ------------------------------------------------------------------------------------------------

------------------------bUgha ds vuqlkj------------------------muds vuqlkj ------------------------mUgha ds vuqlkj ------------------------bl lalkj esa

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

---------------------------------------------------------------------------------------------------------------------------- --------------------------------------------------------------------------------------- -----------

--------------------------------------------------------------------------------------------------------------------------------- ------------------------------------------------------------------------------------------------

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.11
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----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------
------------------------eSa le>rk gwa fd------------------------ esSa le>rk Fkk fd------------------------eSa le>k fd ------------------------ml le; rd------------------

------------------------------------------------------------------------------------------------------- --------------------------------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

------------------------ml le; rd------------------------ mlh le; rd ----------------------   bl le; rd------------------------vk ugha ldrk gsS-

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------ ---------------------

------------------------------------------------------------------------------------------------------- --------------------------------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------
 

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

------------------------loky ;g gS fd------------------------ mUgha esa ls------------------------ le>kus ds fy,------------------------;g le>us ds fy,

-------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- -------------------------------------------------

-------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- -------------------------

--------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------------------------------- 

--------------------------------------------------------------------------------------------------------------------------- ------------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.11
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------------------------lalnh; lfefr ------------------------ blds flok;------------------------ ugh gks ldrk gS------------------------;g lkspus ds fy, 

------------------------------------------------------------------------------------------------------------------------------------------------------------ ---------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------ ---------------------------------------------

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------ ---------------------

------------------------------------------------------------------------------------------------------- --------------------------------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------ ---------------------

------------------------------------------------------------------------------------------------------- --------------------------------------------------------------------------------------------------------------------------

------------------------laln lnL;------------------------gks ugha ldrk------------------------flok; blds fd------------------------ ;g lskpuk gs fd

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------ ---------------------

------------------------------------------------------------------------------------------------------- --------------------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------------------------------------- --------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------------------------------------------------------------- --------------------------------------------------------------

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- --------------------------------------

-------------------------------------------------------------------------------------- -------------------------------------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------- -------------------------------------------------------------------------------------------------------------------

--------------------;g le>uk gS fd--------------------bl {ks= essa-------------------- bl ns’k essa --------------------bl fn’kk ls  

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

--------------------------------------------------------------------------------------------------------------------------------------------- ------------------------------------------------------------------------------------

--------------------------------------------------------------------------------------------------------------------------------------------------------------------- ------------------------------------------------------------

-----------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.11
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-------------------- bl fn’kk ¼esa½--------------------mlh fn’kk esa--------------------bl fn’kk ls ---------------------      bl fn’kk ¼esa½----------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------- ---

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- ---------------------

------------------------------------------------------------------------------------------------------- --------------------------------------------------------------------------------------------------------------------------

---------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------
 
----------------------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- ----------------------------------------

mlh fn’kk eas------------------------    bl fn’kk esa----------------- bu fn’kkvk---------------- tSls fd----------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------- ---

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

--------------------------------------------------------------------------------------------------------------------------------------------------------------- -------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

--------------------------------------------------------------------------------------------------------------------------------------------------------------- ------------------------------------------------------------------

tSlk fd-------------------- mu ns’kksa esa-----------      mu {ks=ksa esa---------------- vU; ns’kks es---------------------

----------------------------------------------------------------------------------------------------------------------------- -----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- -----------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- --------------------------------------------------------------------------------------------------- -

----------------------------------------------------------------------------------------------------------------------------- -----------------------------------------------------------------------------------------------------

--------------------------------------------------------------------------------------------------------------------------------------------- ------------------------------------------------------------------------------------

---------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------------------

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.11
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vk’kqfyfi eaas fyf[k, &     

1-  ---------------------- cfLr;ka ---------------- eLrh --------------- nksLrh ----------------- xksʿ ी ----------------------d’khnk

-------------------------------------------------------------------------------------------------------------------------------------- -----------------------------------------------------------------------------------------

---------------------------------------------------------------------------------------------------------------------------------------- -----------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------------------------------- -----------------------------------------------------------------------------------------

---------------------------------------------------------------------------------------------------------------------------------------- -----------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------------------------------- -----------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------------------------------- -----------------------------------------------------------------------------------------

2-    ----------------ilhtuk  ------------------------lq’kklu ---------------  dq’kklu ------------------ ‘’kkfey      ---------------- ‘’kkfLr

-------------------------------------------------------------------------------------------------------------------------------------- -----------------------------------------------------------------------------------------

---------------------------------------------------------------------------------------------------------------------------------------- -----------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------------------------------ ---------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- --------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------------------------------ ---------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------------------- ----------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------- --------------------------------------------------------------------------------------------------

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.11
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन    
आशुिलिपक सिचवीय सहायक (िहȽी) - आशुिलिप (शॉटŊहैǷ)  अɷास 1.1.12

बड़े वृȅ का Ůयोग
उȞेʴ : इस अɷास के अȶ मŐ आप यह जान सकŐ गे :
• बड़े वृȅ का Ůयोग । 

dk;Z & izFke

fuEu vorj.k dks if<+,] vk’kqfyfi esa fyf[k, ,oa vuqokn 
dfj,A

cM+s o`Ÿk dk iz;ksx

v/;{k th] gekjh Lora=rk d¢ ckn ’kk;n ;g igyk volj 
gS tcfd gekjh Lora=rk d¢ mij vk?kkr gqvk gS vkSj ge 
ftl izdkj viuh Lora=rk d¢ fy, viuk loZLo cfynku 
djus d¢ fy, rS;kj Fks blh izdkj ml le; Hkh gesa rS;kj 
gksuk gksxkA ekuuh; iz/kkuea=h th d¢ bl er ls eSa loZFkk 
lger gw¡ fd ;g ,d ,slk volj gS ftl ij fd bl ns’k 
dh eq[; izfrfuf/k laLFkk tks ;g yksdlHkk gS mls bl laca/k 
esa viuh Liʼ jk; nsuh gS vkSj ml jk; dks nsus d¢ ckn 
gesa ml jk; d¢ vuqlkj tks Hkh dk;Zokgh djsA mlesa 
ljdkj dks iwjk&iwjk lg;ksx Hkh nsuk gSaA iztkra= esa iztk 
d¢ iw.kZ lg;ksx d¢ fcuk dke ughaa py ldrkA pkgs og 
dksbZ Hkh dke gks] NksVk dke gks ;k cM+k dke gks fQj og 
rks gekjh LOkra=rk dh j{kk dk iz’u gS vkSj ,ls volj ij 
iztkra=oknh jk Ō̓ dks mldh lkjh iztk dks ljdkj d¢ lkFk 
lg;ksx djus d¢ fy;s rS;kj jguk pkfg;sA

-------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन    
आशुिलिपक सिचवीय सहायक (िहȽी) - आशुिलिप (शॉटŊहैǷ)  अɷास 1.1.13

ˑ, ː लूप का Ůयोग
उȞेʴ : इस अɷास के अȶ मŐ आप यह जान सकŐ गे :
• ˑ, ː लूप का Ůयोग । 

dk;Z & izFke

fuEu vorj.k dks if<+,] vk’kqfyfi esa fyf[k, ,oa vuqokn 
dfj,A

Lr] LV] ywi

lSfud dks lhek ij gekjs lqj{kk d¢ fy, yxk;k tkrk gSA blh 
fy, budks ns’k dk j{kd Hkh dgrs gaSA ns’k dh lqj{kk mud¢ 
gkFk gksrh gSA mudks 24 ?k.Vs pqLr vksj lrdZ jguk iM+rk gSA 
dqN cM+s vQljksa dks ns’k dh lHkh xksiuh; ckrsa irk gksrh gSaA 
lHkh vf/kdkjh vkSj lSfud lhek ij ,d lkFk ?kfu”Brk ls 
jgrs gSaA lSfud dh ;gh dksf’k’k gksrh gS fd ns’koklh mud¢ 
dk;Z ls lUrq”V gksa] vr% mudks pkfg, fd muesa ls fdlh 
dks Hkh fdlh n’kk esa ekufld ruko dh fLFkfr iSnk u gkssA 
f’k”Vrk vkSj ekufld fLFkfr cuk;s j[kuk budh fof’k”Vrk 
ekuh tkrh gSA blh fof’k”Vrk d¢ dkj.k os vius nq’eu dks 
ijkLr dj nsrs gSSaA gekjs jktusrk Hkh bl ckr dh iqf”V djrs 
gaS fd fcuk lSfud cy d¢ ge vius ns’k dks lqjf{kr ughaa j[k 
ldrs gSaA blh dkj.k oks fons’kksa ls u;s&u;s ’kL= dks [kjhnrs 
gSa vkSj viuh lsuk dks etcwr cukus dh iw.kZ dksf’k’k djrs gSa 
tks dkQh gn rd dke;kc Hkh gq, gaSA

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

dk;Z & f}rh;

fuEu vorj.k dks if<+,] vk’kqfyfi esa fyf[k, ,oa vuqokn 

dfj,A

Lrj ywi

vktdy jk”Vªh; Lrj ij ekLVjksa dh fu;qfDr dh tkus okyh 
gSA ftld¢ fy, cMs+&cM+s fefuLVjksa dh lgk;rk yh tk jgh 
gSA oSls rks jkT; Lrj ij dLrwjck xka/kh vkoklh; fo|ky; 
esa Hkh cgqr lkjh fu;qfDr;ka gqbZ gSaA bl fo|ky; esa iqLrd¢a 
vkSj Hkkstu eq¶r esa fn;k tkrk gSA blesa i<+us okys cPps 
f’k”Vrk d¢ lkFk ’kkL= vkSj ’kkL=hdj.k dk Kku lh[krs 
gSaA blesa i<+us okys cPpksa d¢ vfHkHkkod dHkh valrq”V ugha 
gksrsA blesa lkjs fo”k;ksa dh f’k{kk nh tkrh gSA

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन    
आशुिलिपक सिचवीय सहायक (िहȽी) - आशुिलिप (शॉटŊहैǷ)  अɷास 1.1.14

अनुनािसƐ एवं अनुˢर का Ůयोग
उȞेʴ : इस अɷास के अȶ मŐ आप यह जान सकŐ गे :
• अनुनािसƐ एवं अनुˢर का Ůयोग कैसे िकया जाता है ।

dk;Z & izFke

fuEu vorj.k dks if<+,] vk’kqfyfi esa fyf[k, ,oa vuqokn 

dfj,A

vDlj O;fDr tc fdlh dke esa ukdke;kc gksrk gS rks og 

Lo;a dks detksj vkSj vlgk; le>us yxrk gSA mldh 

vlQyrk ls mld¢ ifjokj d¢ yksxksa dks Hkh ijs’kkuh mBkuh 

iMrh gS og viuh vlQyrk ls bruk detksj gks tkrk gS 

fd og vijk/k dh vksj ix mBkus eas ldksp ughaa djrk gSA 

ukdke;kc balku lgh xyr dh igpku ughaa dj ikrk gS 

vkSj mldh cqf) {kh.k gksus yxrh gSA ukdke;kc O;fDr dks 

ruko dh fLFkfr ls ckgj ykus d¢ fy, ;g vko’;d gS fd 

mls vuq’kklu esa jguk fl[kk,a] mlls mldh leL;kvksa d¢ 

ckjs esa okrkZyki djd¢ mls lykg nsdj mldh leL;kvksa 

dks lqy>k;k tk ldrk gS vkSj mld¢ efLr”d dks nwljs 

usd rFkk vPNs dkeksa esa yxk;k tkuk pkfg,] mlls mldh 

cqf) dk fodkl gksrk gSA ,oa ekufld ’kfDr Hkh feyrh gSA 

mls ’kL=ksa dk ughaa ’kkL=ksa dk Kku nsuk pkfg, vkSj nksuksa d¢ 

tehu&vkleku d¢ chp QdZ dks le>kuk pkfg,A

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन    
आशुिलिपक सिचवीय सहायक (िहȽी) - आशुिलिप (शॉटŊहैǷ)  अɷास 1.1.15

ʩंजन रेखाओ ंपर Ůारİʁक Šक (अंकुश)
उȞेʴ : इस अɷास के अȶ मŐ आप यह जान सकŐ गे :
• ʩंजन रेखा पर Ůारʁ मŐ Šक लगाना । 

dk;Z & izFke

fuEu vorj.k dks if<+,] vk’kqfyfi esa fyf[k, ,oa vuqokn 

dfj,A
vktdy QS’ku tksjksa ij gSA yM+fd;ksa dk rks dguk gh D;k] 
yM+d¢ Hkh cf<+;k ls cf<+;k diM+s igudj] fcuk fdlh mn~ns’; 
d¢ b/kj&m/kj ?kwers fn[kk;h iM+rs gSaA izR;sd ;qod vehj 
gks ;k xjhc] vPNh rjg jguk pkgrk gSA ;fn rqEgsa fdlh 
gksVy ;k Vkdht esa tkus dk volj gks] rks rqe ns[kksxs fd 
izR;sd O;fDr viuh vehjh dh Mhax ekjrk gS vkSj jktdqekjksa 
dh rjg O;ogkj djrk gSA tsc pkgs [kkyh gks] ijUrq gkFk esa 
flxjsV vo’; gksxhA ?kj ij pkgs iqLrd¢a u i<a+s] ij LVs’ku 
ij lekpkj&i= vo’; [kjhnsaxsA izk;% ,sls uo;qod _.k esa 
Qal tkrs gSaA tc ,d nqdkunkj ls dqN lkeku m/kkj [kjhn 
ysrs gSa] rks nwljh ckj mld¢ ikl ls Hkh ughaa xqtjrs gSa] cfYd 
fdlh vU; nqdku ij pys tkrs gSaA gesa ,sls yksxksa dh udy 
ughaa djuh pkfg,A

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

dk;Z & f}rh;

fuEu vorj.k dks if<+,] vk’kqfyfi esa fyf[k, ,oa vuqokn dfj,A

^j*@^y* gqd ;qDr oØ O;atuksa d¢ oSdfYid pki

le; lcls cM+k /ku gS ftlus le; d¢ izHkko dks tkuk] 
le; dh pky dks le>k] og y?kq ls egku] {kqnz ls fojkV 
vkSj jad ls jktk cu tkrk gSA le; ij tks tkxk ughaa oju~ 
funzk] rUnzk vkSj vkyL;o’k iM+k jgk] le> yks mldk HkkX; 
Hkh lks;k jgkA mlus thou dh Lof.kZe ?kfM+;ksa dks O;FkZ essa 
[kks fn;kA lqxfU/kr b= dks feV~Vh esa feyk fn;k] gkFk esa 
vk, vewY; ghjs dks dadM+ dh rjg Qsad fn;k] nhu cudj 
nfjnzrk dk oj.k fd;k vkSj blh /kjrh ij tM+] iRFkj cudj 
iM+k jgkA ftlus le;&#ih /ku dk lEeku fd;k] og lq[kh 
cu x;kA ,d vPNk fo|kFkhZ jkr&fnu ifjJe djrk gSA 
lnk le; ij dke djuk ftldh fnup;kZ gSa] mldk HkkX; 
,d fnu txexkus okyk gSA mld¢ thou esa v#.kksn; gksus 
okyk gS] mld¢ thou dk dey f[kyus okyk gS] lQyrk 
vkSj lq[k mls feyus okyk gSA

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन    
आशुिलिपक सिचवीय सहायक (िहȽी) - आशुिलिप (शॉटŊहैǷ)  अɷास 1.1.16

(संयुƅ ʩंजन) आरİʁक बड़े Šक
उȞेʴ : इस अɷास के अȶ मŐ आप यह जान सकŐ गे :

• बड़े Šक Ůयोग ।

dk;Z & izFke 

fuEu vorj.k dks if<+,] vk’kqfyfi esa fyf[k, ,oa vuqokn 

dfj,A

lekt dh O;kid HkykbZ dks ns[krs gq, lekt d¢ mPp oxZ 

dks vkilh lEca/k cuk, j[kuk vfr vko’;d gSA vkt lekt 

;k ns’k dk dksbZ Hkh O;fDr bruk le`) vkSj l{ke ughaa gS 

fd og vius nSfud thou esa mi;ksx esa ykus okyh lHkh 

oLrq,a Lo;a iSnk dj ysA igys tkfr d¢ vk/kkj ij m|ksx o 

O;kikj d¢ {ks= caVs gq, Fks ijUrq vc vk/kqfud ;qx eas fLFkfr 

cny pqdh gS vkSj blh rjg ls dksbZ Hkh m|ksx tkfr dk 

eksgrkt ughaa jgk gSA tkfr ls Åij mBdj lekt d¢ dqN 

O;fDr y?kq m|ksx d¢ {ks= esa Hkh mYys[kuh; LFkku izkIr dj 

pqd¢ gaSA bld¢ vykok bUgksaus fof’kʼ ,oa vewY; ;ksxnku Hkh 

fn;k gSA

blh izdkj fdlku Hkh d`िष djd¢ ¼ubZ rduhdkass }kjk½ nqfu;k 

esa mYys[kuh; LFkku j[krs gSaA bld¢ vykok efgyk,a Hkh y?kq 

m|ksx djd¢ vius vkRelEeku dh j{kk djrh gaSA bud¢ 

vykok gekjs f’k{kk ’kkL=h vkSj Lok/;k; esa vkLFkk j[kus okys 

egkiq:ष lalkj es ?kwe dj d¢ nqfu;k d¢ lHkh ns’kksa esa [;kfr 

izkIr dj pqd¢ gSaA blh rjg ls NksVs m|ksxifr vius O;kikj 

dks c<+kus d¢ fy, O;kid iSekus ij vFkd lg;ksx nsrs gSaA 

gekjk ’kklu gj oषŊ iwjs ns’k d¢ fy, foRrh; dkjksckj dk 

ys[kk tks[kk ,oa lkjs iz’kklu dk vk;&O;; rS;kj djrk gSA 

bl vk;&O;; d¢ vuqlkj gh iwjs ns’k dk ctV rS;kj gksrk 

gSA d`िष es gqbZ izxfr ls ge xjhcksa dh lgk;rk dj ldrs 
gSaA

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन    
आशुिलिपक सिचवीय सहायक (िहȽी) - आशुिलिप (शॉटŊहैǷ)  अɷास 1.1.17

अंितम Šक
उȞेʴ : इस अɷास के अȶ मŐ आप यह जान सकŐ गे :
• अंितम Šक का Ůयोग ।

dk;Z & izFke

fuEu vorj.k dks if<+,] vk’kqfyfi esa fyf[k, ,oa vuqokn 
dfj,A

vafre gqd

cpiu ls gh ehjk ckbZ dh :ph d`İˁ HkfDr@iwtk esa FkhA 
og ,d ckj ,d ckjkr dks tkrs gq, ns[krh gS rks viuh ek¡ 
ls iwNrh gS fd ;s D;k tk jgk gS rks mudh ek¡ mRrj nsrh 
gS fd ;s nqYgk ¼oj½ tk jgk gS rks og iwNrh gS fd nqqYgk 
dkSu gS rks og g¡l d¢ tcko nsrh gS fd ;s rsjs gkFk esa ftldh 
ewjr gS ogh rsjk nqYgk gSA ;s ckr ml uUgh lh ehjk ckbZ 

d¢ eu esas cl xbZ gS vkSj rHkh ls os Hkxoku d`ˁ dks vius 
fizz;re d¢ :Ik esa n[kus yxrh gS vkSj fnu&jkr ml dh 
iwtk esa O;Lr jgrh vkSj HkfDr esa yhu jgrhA jktdqekjh dk 

Hksष NksM+ dj ,d tksxu dk :Ik /kkj.k dj fy;kA

oDr chr x;k vkSj uUgh jktdqekjh d¢ fookg dh ckr pyus 
yxhA exj ehjk ckbZ vius vki esa eLr jgrh] mUgsa nqfu;k 
dh dksbZ fpUrk ugha FkhA vUrr% fookg gqvk vkSj og fookg 
djd¢ vius llqjky xbZA lekt dh dqjhfr;ka vkSj yksd 
yTtk d¢ Hk; d¢ pyrs mUgs llqjky ls fudky fn;k x;k 
vkSj og eFkqjk vk xbZA ogha mUgksaus viuk vkJe cuk;kA 

iwjs thou essa og d`ˁ HkfDr esa yhu gks xbZ vkSj viuk शjhj 
R;kx fn;kA

-------------------------------------------------------------------------------------------------------------
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-------------------------------------------------------------------------------------------------------------
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन    
आशुिलिपक सिचवीय सहायक (िहȽी) - आशुिलिप (शॉटŊहैǷ))  अɷास 1.1.18

अंितम बड़ा Šक
उȞेʴ : इस अɷास के अȶ मŐ आप यह जान सकŐ गे :

• अंितम बड़ा Šक का Ůयोग ।  

dk;Z & izFke

fuEu vorj.k dks if<+,] vk’kqfyfi esa fyf[k, ,oa vuqokn 

dfj,A

ns’k d¢ fuekZ.k d¢ {ks= esa dbZ ,sls egŸoiw.kZ dke gksrs gSa 

ftudh mi;ksfxrk d¢ fy, ukfj;ksa esa f’k{kk vkSj mudk lg;ksx 

vfuok;Z gSA ,sls dkeksa esa izFke :Ik ls izf’k{k.k esa ekSgYys] 

xk¡o esa LoPNrk rFkk vPNk jgu&lgu vkrk gSA f’kf{kr 

lekt esa ukfj;ksa dk LFkku vf}rh; gksrk gSA f’k{kk d¢ {ks= 

esa tc rd ukfj;ksa eass iwjk vkdषZ.k vkSj mRlkg vkxs ughaa 

vk;sxk] xzkeh.k thou&Lrj lq/kkjus d¢ lHkh iz;kl vlQy 

gks tk;saxsA ;gh ge mud¢ ifjokj d¢ [kku&iku ;k jgu&lgu 

d¢ ckjs esa Hkh dg ldrs gSaA vr% fudV Hkfoˈ d¢ fy, f’k{kk 

dks ns’k dh pkSeq[kh HkykbZ d¢ fy, mn~ns’;iw.kZ cuk;k tkuk 

pkfg,A 

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------

dk;Z & f}rh;

fuEu vorj.k dks if<+,] vk’kqfyfi esa fyf[k, ,oa vuqokn 

dfj,A

fo’o d¢ dbZ ns’kksa esa ,d rjg dh ughaa cfYd dbZ rjg dh 

’kklu iz.kkyh viuk;h tkrh gSaA lHkh yksxkas dh viuh vyx 

Hkkषk ,oa laLd`fr gksrh gSA blfy, ;g dguk mfpr ughaa gS 

fd fdlh ,d oxZ dh Hkkषk ;k laLd`fr nwljs ls vPNh gSA 

gj ns’k d¢ fuoklh vko’;drkuqlkj viuh laLd`fr ,oa Hkkषk 

ls tqM+s jgrs gSa tks yEcs le; rd bl nkSj ls xqtjrh gS 

vkSj le;kuqlkj mles vko’;d ifjorZu Hkh gksrs jgrs gaSA 

le; d¢ fglkc ls izR;sd balku dks pyuk pkfg,] rHkh ,d 

vPNs lekt dk <kapk cuk, j[kk tk ldrk gSA 
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन    
आशुिलिपक सिचवीय सहायक (िहȽी) - आशुिलिप (शॉटŊहैǷ)  अɷास 1.1.19

अ̡दŊकरण िसȠाȶ
उȞेʴ : इस अɷास के अȶ मŐ आप यह जान सकŐ गे :
• अ̡दŊकरण िसȠाȶ का Ůयोग ।

dk;Z & izFke

fuEu vorj.k dks if<+,] vk’kqfyfi esa fyf[k, ,oa vuqokn 

dfj,A

,d oDr og Hkh vk;k Fkk tc yksxksa dks cgqr gh [kkl 

ckrksa dk /;ku j[kuk gksrk FkkA vkt lekt eas cgqr ls ,sls 

vf’kf{kr yksx gSa ftld¢ ek/;e ls QwV Myokus okyh izo`fr 

cgqr xyr gSA lkFk gh lkFk bl lEca/k es cgl fNM+ tkrh 

gS vkSj ;g QwV vR;Ur fodjky :Ik /kkj.k dj ysrh gSA ;g 

>a>V vfuf’pr dky d¢ fy, gks tkrk gSA lekt fgr d¢ 

fy, lHkh O;fDr;ksa dks vPNk dk;Z djuk pkfg,A ftu 

bykdkas esa vHkh lq/kkj dh xqatkb’k gS ogka lHkh yksxksa dks 

lksp&le>dj dne mBkus pkfg, rHkh ;g lq/kkj laHko gks 

ldrk gSA D;ksafd ,d vPNs lekt d¢ ek/;e ls gh vPNs 

vkSj mUur jk Ō̓ ª dk fuekZ.k lEHko gSA ;g cgqrgh egŸoiw.kZ 

ckr gS fd vkfFkZd n`fʼ ls fiNM+s gq, yksxkas dks vkfFkZd n`fʼ 

ls lEiUu O;fDr dk ewgRrdw cudj ugha jguk pkfg,A vPNs 

lektokn dk fuekZ.k djd¢ v)Z&fodflr {ks=ksa dks fodflr 

dj turk dk fgr lEiknu djuk pkfg,A 

turk dk drZO; ;g gS fd og ’kklu vkSj lekt dk gkFk 

caVk;s vkSj ,d lfEefyr lqlaLd`r lekt dk fuekZ.k djsa 

,oa lekt dks f’kf{kr djsaA D;ksafd lqf’kf{kr lekt dh ckr 

vR;ar egŸoiw.kZ gksrh gS vFkkZr~ f’kf{kr yksx gh lPps lekt 

dk fuekZ.k dj ldrs gSaA O;fDr es Økafr rHkh vk ldrh gS 

tcfd lekt dk fgr&fparu lqfopkfjr vkSj lajf{kr gksA
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन    
आशुिलिपक सिचवीय सहायक (िहȽी) - आशुिलिप (शॉटŊहैǷ)  अɷास 1.1.20

िȪगुणन िसȠाȶ
उȞेʴ : इस अɷास के अȶ मŐ आप यह जान सकŐ गे :

• िȪगुणन िसȠाȶ का Ůयोग । 

dk;Z & izFke

fuEu vorj.k dks if<+,] vk’kqfyfi esa fyf[k, ,oa vuqokn 

dfj,A

f}xq.ku fl)kUr

vUrfj{k ml LFky dks dgrs gSa tks pk¡n&flrkjksa vkSj i`Foh 

rFkk lw;Z d¢ chp gksrk gSA vkt ge foKku d¢ ;qx eas th 

jgs gSaA lHkh dke yksx oSKkfud rfjdksa ls dj jgs gSaA vkf[kj 

euqˈ us gh rks foKku vkSj vUrfj{k nksuksa ij dCtk fd;k 

gqvk gSA tSls dYiuk pkoyk] foPNsanzh iky tSlh egku 

vkSjrsa bl {ks= eas viuk uke jks’ku dj pqdh gSA pk¡n i`Foh 

ls yk[kksa fdyksehVj nwj gS] fQj Hkh vUrjh{k ;ku dh lgk;rk 

ls euqˈ cgqr gh de le; es pk¡n ij igqap ldrk gSA 

cgqr le; igys tc yksx vf’kf{kr Fks rks ;g le>rss Fks 

fd mud¢ tgkt Mqc tk;saxsA fdUrq Lisu d¢ ,d cgknqj 

ukfod d¢ [;ky ls i`Foh xsan dh rjg gh xksykdkj FkhA og 

vius tgkt dks ysdj ,d gh fn’kk esa pykA rhu lky dh 

;k=k d¢ ckn mldk tgkt ?kwedj tc okil vk;k rks ;g 

iqʼ gks ik;k fd i`Foh dh xksykbZ cgqr de gSA i`Foh dks 

izdk’k vkSj xehZ nksuksa lw;Z ls feyrh gSA gesa lw;Z if’pe dh 

vksj tkrk fn[kkbZ nsrk gS] ysfdu okLro eas ,slk ugha gSA 

i`Foh viuh /kwjh ij if’pe ls iwoZ dh vksj pDdj yxkrh 

gSA blh dkj.k lw;Z if’pe es fNirk fn[kkbZ nsrk gSA izd`fr 

us lksp&fopkjdj gh euqˈ d¢ gkFk es i`Foh dk fu;a=.k 

lkSaik gSA bZ’ojh; ’kfDr fod¢fUnzr ugha gksrh] mldk ’kklu 

,dN= vkSj fu;af=r gksrk gSA
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन    
आशुिलिपक सिचवीय सहायक (िहȽी) - आशुिलिप (शॉटŊहैǷ)  अɷास 1.1.21

उपसगŊ
उȞेʴ : इस अɷास के अȶ मŐ आप यह जान सकŐ गे :
• उपसगŊ का अथŊ एवं उपयोिगता ।

dk;Z & izFke

fuEu vorj.k dks if<+,] vk’kqfyfi esa fyf[k, ,oa vuqokn 
dfj,A

vH;kl

milxZ

vfgalk ijeks /keZ dk ikB gekjs jk Ō̓ firk egkRek xka/kh th us 

vius thou esa cpiu ls mrkjk FkkA mUgksaus jk Ō̓ ª d¢ fgr esa 

cgqr ls dk;Z fd;sA ;s dke ns’k d¢ fgr d¢ lkFk&lkFk os 

vius vkRe larqिʼ  d¢ fy, Hkh djrs FksA os gj O;fDr dks 

vkRefuHkZj cukuk pkgrs Fks] blhfy, mUgkasus dqfVy m|ksx 

ns’kokfl;ksa dks fons’kh oLrqvksa dks R;kx nsus dks dgk vkSj 

vius gLrfufeZr oLrqvksa d¢ mi;ksx d¢ ckjs esa crk;kA 

mUgkasus ckfydkvksa d¢ f’k{kk ij Hkh fo’ksष cy fn;kA vKkuh 

rFk vui<+ yksxkas dks f’kf{kr djus dk iw.kZ iz;Ru fd;kA 

mUgkasus loZizFke xk¡oksa esa cqfu;knh f’k{kk dh uhao j[khA gfj-

tuksa d¢ fgr esa cgqr gh mYys[kuh; dk;Z fd;s vkSj Nwr&vNwr 

dh Hkkouk dks yksxkas d¢ eu ls gVkus dk Hkh iz;Ru fd;kA 

mudh ,d ok.kh gekjs fy, cgqewY; gS ;FkklaHko mUgksaus 

vfgalk d¢ cy ij gh vaxzstksa ls yM+kbZ tkjh j[khA lc i<+s 

vkSj lc c<+s d¢ ukjs d¢ lkFk mUgkasus fu%’kqYd f’k{kk dk Hkh 

izko/kku j[kkA fu%lansg mudk fopkj egku Fkk vkSj mudh 

lksp fu%LokFkZ Fkh] blhfy, vius etcwr bjkns d¢ cnkSyr 

vaxzstkssa dks tM+ ls m[kkM+ QSadkA
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन    
आशुिलिपक सिचवीय सहायक (िहȽी) - आशुिलिप (शॉटŊहैǷ)  अɷास 1.1.22

Ůȑय 
उȞेʴ : इस अɷास के अȶ मŐ आप यह जान सकŐ गे :
• Ůȑय का अथŊ एवं उपयोिगता ।

dk;Z & izFke

izR;;

fuEu vorj.k dks if<+,] vk’kqfyfi esa fyf[k, ,oa vuqokn 

dfj,A

Hkkjrh; lH;rk iwjs fo’o esa fo[;kr gS] Hkkjr esa vusdksa ckj 

fons’kh esgeku vkrs gSa vkSj gekjh Hkkjrh; lH;rk d¢ jaax esa 

jax tkrs gSa vkSj ;gha d¢ ;gh jg tkrs gaSA Hkkjrh; lH;rk 

bruh izHkko’kkyh gS fd blls vNwrk dksbZ ugha jg ldrk 

gSA bl ns’k esa vusd rht&R;kSagkj gksrs gSa vkSj vusdksa dk;ZØe 

vk;ksftr fd;s tkrs gSaA

oLrqr% vkt gekjs lekt esa fons’kh laLd`fr bl dnj gkoh 

gks xbZ gS fd [kqn gekjs ns’koklh gh viuh Hkkjrh; lH;rk 

dks Hkqykrs tk jgs gSaA शgj d¢ lkFk&lkFk nsgkrksa esa Hkh fons’kh 

laLd`fr us iwjh rjg ikao xM+k fy, gaS tks fd dgha ls Hkh 

ykHkizn ugha gSA gesa izsj.kk d¢ :Ik esa mu O;fDr;ksa d¢ O;fDrRo 

dks viukuk pkfg, tks fd viuh laLd`fr d¢ lkFk jgdj 

ns’k esa uke jks’ku fd;k gSA ,slk ugha gS fd fons’kh laLd`fr 

esa dksbZ viokn gS ysfdu lektoknh n`िʼdks.k dks ns[krs gq, 

gesa bl ij fopkj djus dh vko’;drk gSA mRrj iwohZ 

bykdksa esa vHkh Hkh dkQh gn rd Hkkjrh; laLd`fr cph gS] 

cl gesa lgh usr`Ro dh vko’;drk gSA
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन    
आशुिलिपक सिचवीय सहायक (िहȽी) - आशुिलिप (शॉटŊहैǷ)  अɷास 1.1.23

पदनाम वाƐांश - ʩंजन रेखाओ ंपर काट
उȞेʴ : इस अɷास के अȶ मŐ आप यह जान सकŐ गे :
• ʩंजन रेखाओ ंपर काट का अथŊ एवं उपयोिगता ।

dk;Z & izFke

inuke okD;ka’k&O;atu js[kkvksa ij dkV

fuEu vorj.k dks if<+,] vk’kqfyfi esa fyf[k, ,oa vuqokn 
dfj,A

Lora=rk lsukuh Hkxr flag d¢ eu esa cpiu ls gh Hkkjr dks 

,d yksdrkaf=d x.kjkT; ds :i esa ns[kus dh bPNk FkhA 

vaxzstksa dk iwjs Hkkjr ij ,dN= vf/kdkj FkkA fdUrq 

yksdrkfU=d i)fr d¢ vuqlkj jkVªifr jk Ō̓ dk izeq[k gksrk 

gSA jk Ō̓ifr dh vuqifLFkfr esa jk”Vªifr d¢ dk;ksZa dk fuoZgu 

mijk Ō̓ifr djrk gSA vxj fdlh jkT; dk eq[;ea=h viuk 

in ’kklu dky iwjk gksus ls igys LoSPNk ls viuk bfLrQk 

nsrk gS rks ml le; ls vxys pquko ;k eq[;ea=h d¢ p;u 

rd jk Ō̓ifr ’kklu yxrk gS tSlk fd vHkh gky esa fnYyh 

esa eq[;ea=h cus d¢tjhoky th d¢ lkFk gqvkA mUgksaus dqN 

eghuksa esa gh vius in ls bfLrQk ns fn;k vkSj rc rd 

jk Ō̓ifr ’kklu jgkA

tura=h; iz.kkyh esa ftl ny dks pqukoksa esaa laln d¢ fupys 

lnu vFkkZr yksdlHkk dk cgqer feyrk gS og viuk usrk 

pqurk gS tks iz/kkuea=h gksrk gSA gekjs ns’k esa turk dks gh 

tukjnu dgk x;k gSA og viuk er lgh O;fDr dks nsdj 

viuh lsok d¢ fy, pquus dk iwjk vf/kdkj gksrk gSA gekjs 

Lora=rk lsukfu;ksa us viuk ygq blh yksdrkaf=d x.kjkT; 

dh LFkkiuk d¢ fy, cgk;k gS ijUrq bldk dksbZ Qk;nk vkt 

ns[kus dks ughaa fey jgk gSA D;ksafd gekjs ns’k esa xjhc vkSj 

xjhc gksrk tk jgk gS vkSj vehj vkSj vehjA ns’k dh n’kk 

fnu&izfrfnu nqnZ’kk esa cnyrh tk jgh gS A
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन    
आशुिलिपक सिचवीय सहायक (िहȽी) - आशुिलिप (शॉटŊहैǷ)  अɷास 1.1.24

गित लेखन
उȞेʴ : इस अɷास के अȶ मŐ आप यह जान सकŐ गे :
• िलɗांतरण करने के िनयम
• पũो ंका अɷास
• आशुिलिप गित अɷास के अȯाय
• टंकण गित अɷास के अȯाय ।

izk;% ns[kk x;k gS fd izf’k{kkFkhZ vk’kqys[ku ds fl)kUrksa dk 
iwjh rjg ls ikyu ugha djrs gSaA ftuds dkj.k mUgsa lQyrk 
feyus esa foyEc gksrk gS vkSj dHkh & dHkh rks os blesa vkxs 
c<us dk iz;kl NksM nsrs gSaA bl dyk ds l{ke Kku dk 
vtZu djus ds fy, fuEukafdr ckrsa /;ku esa j[kus ls 
vkidks vkxs c<us esa lgk;rk feysxh vkSj vki ,d lQy 
vk’kqys[kd cudj viuk Hkfo”; mTtoy cukus esa lQyrk 
izkIr dj ldsaxs A vk’kqys[kksa dk fyI;arj.k djuk vk’kqys[ku 
dk vfuok;Z vax gS A vr% vki izkjEHk ls gh vius vk’kqys[kksa 
dks Liʼ cuk;sa A  ftrus  lqUnj vk’kqys[k gksaxs ] mruh gh 
शु)rk o ‘शh?kzrk ls vkidks lQyrk fey ldsxhA vk’kqys[k 
lqUnj  gksus  ij mUgsa i<us esa  Hkh lgk;rk feysxhA u  i<s  
tkus  okys  vk’kqys[k  O;FkZ  gSaA  xfr  c<kus  dk  ljyre 
mik; ns[kdj fy[kuk o vk’kqys[kksa dks i<uk gS । ; g 
vH;kl vki Lo;a djsaxs rks vki 120 शCn izfr feuV dh 
xfr rd igqap tk;saxs A blls vf/kd xfr c<kus ds fy, gh 
izf’k{kd vFkok Vsi &fjdkMZj dk lgkjk ysuk vko’;d gS A 
bl vH;kl dks rc rd fy[ksa tc rd mls iwjh rjg fy[kus 

esa l{ke u gksa A blds ckn blh vH;kl dks xfr 20 शCn 
c<kdj fy[kus dk iz;kl djsa A iqu% bls fy[kus ij xfr 
vkxs c<k;sa A igys ,sls okD;ka’kksa dk vH;kl dj

ysa tks ml fMDVs’ku esa vki Lo;a fy[ksaxs A blls  शh?kzrk 
ls xfr c<kus vkSj lqUnj vkmV & ykbusa cukus esa lgk;rk 
feysxh A gj ckj esa u;h lkexzh ls iz;kl djuk rHkh mfpr 
gS tc mls iwjh rjg ls fy[kus esa dke;kch fey tk, A

u;s शCnksa ds vk’kqys[ku & fpg~u ;k okD;ka’k rS;kj djsa A 
fu;ekuqlkj ,slk iz;kl djus ls jVus dh vko’;drk ugha 
iMrh vkSj le>dj fy[kh xbZ vkmV & ykbusa i<uk ljy 
gksrk gS A eux<ar ;k fcuk fu;e ;k vk/kkj ds शCn & fpg~u 
;k mu ds शCnk{kj cukuk vkids fy, gkfudj fl) gks 
ldrk gSA vr% lgh izk:Ik u feyus ij ekxZn’kZu izkIr djsaA 
;g vius izf’k{kd] lg;ksxh ;k fe=ksa ls izkIr dj ldrs gSaA 
viuh ys[kuh ij fo’okl djsa vkSj Lej.k शfDr ds cy ij 
fyI;arj.k djus ls fujk’kk gh gkFk yxsxh A
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i=ksa dk vH;kl %&

jktLFkku ljdkj

dk;kZy; iz/kkukpk;Z-jk-e-iks-t-egkfo/kky;]t;iqj

dzekad% e-iks-t-Nk=k%2010@4607        fnukad&21 vDVwcj 2010

dk;kZy; vkns’k

laLFkku ds vkns’k dzekad 4351&53 fnukad 21@10@2010 ds dze esa laLFkku esa v/;;ujr vuqlwfpr tkfr] tu&tkfr ,oa 
vU; fiNM+k oxZ dh mu Nk=kvksa dks ftUgksaus lkekftd U;k; ,oa vf/kdkjhrk foHkkx }kjk Lohd`fr Nk=o`fr ds vkosnu QkeZ 
izLrqr fd;s gS] dks iqu%lwfpr fd;k tkrk gS fd muds }kjk izLrqr vkosnu QkeksZ esa vusd dfe;kWa ikbZ xbZ gSA vr% os vius 
QkeZ Nk= शk[kk ls izkIr dj leLr dfe;kssa dh iwfrZ mijkUr iqu% Nk= शk[kk esa izLrqr djsaA

iz/kkukpk;Z
7 vDVwcj] 2013

izfrfyfi% fuEu dks lwpuk;Z ,oa vko’;d dk;Zokgh gsrq%

1  leLr foHkkxk/;{kks] izHkkjh vf/kdkfj;ks dks Hkstdj funsZf’kr fd;k tkrk gS fd vki vius foHkkx dh Nk=kvks dks mDr ds 
   laca/k dksa lwfpr djkosaA

2  leLr Nk=kvksa esa ifjpkyu gsrqA

3  uksfVl cksMZA

v)Z ljdkjh i= %&

izsषd%&

Jh/kj prqosZnh

v/;{k yksd lsok vk;ksx

bykgkcknA

9 vxLr 2002-

fiz; Jh diwj]

f’k{kk funs’kky; ds Jh euksgjyky us HkkSfrd शkL= ds O;k[;krk in ds fy, vkosnu i= fn;k gSA bl vkosnu i= 
esa Jh euksgj yky us jktLFkku esas fiNys 3 oषZ rd jktdh; dkWystksa esa O;k[;rk in ij dke djus dk mYys[k fd;k 
gSA vki d`Ik;k

eq>s buds vuqHko] dk;Z Jerk o vkpj.k ds foष; esa viuh lEefr शh?kz Hkstus dk dʼ djsaA

 vkidk शqHkfpUrd
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¼Jh/kj prqosZnh½
lsok esa]

Jh jk/ks’;ke diwj
funs’kd] dkWyst f’k{kk
jktLFkkuA

oh- ih-ih iklZy xqe gks tkus ds ckjs es]
f’kdk;rh i=
lquhy izdk’ku

U;k;ky; jksM] xkft;kckn
mRrj izns’k]

fnukad% 3 twykbZ 2014
lsok esa]

Mkdiky
eq[; iksLV vkWfQl
xkft;kokn¼m-iz-½

foष;% oh-ih-ih iklZy xqe gks tkus ds lEcU/k esa]

egksn; ]

 eSus 150 0:- ds eq[; eqY; dh jke ofjr ekul dh 10 izfr;ka 20 fnlEcj 2010 dks eSlZ jes’k ifCYkf’kax gkml]
fnYyh dks oh-ih-ih iklZy }kjk vkids Mkd?kj ls Hksth Fkh fdUrq os izfr;ka vHkh rd ogka ugha igqaphA ,slh lwpuk vHkh 
gky gh esa eq>s izkIr gqbZ gSA ;g iklZy okil esjs ikl Hkh ugh vk;kA ,slh fLFkfr esa vkils vuwjks/k gsS fd d`Ik;k bl ckjs 
esa Nkuchu djkus dk d”V djsa rkfd iklZy xUrO; LFkku rd igqap tk;s vFkok okil gesa fHktoka nsaA

blds fy, esa vkidk vR;ar vkHkkjh jgwaxkA

Hkonh;

¼lquhy dqekj jktksafj;k½

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.24
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xfr vH;kl

fuEu vorj.kksa dks ckj& ckj vk’kqfyfi esa fyf[k, rFkk vuqokn 
Hkh dfj,A

vH;kl &1

ekuuh; mik/;{k egksn; ] eSa vkids ek/;e ls jsy ea=h th 
dks bl ;FkkFkZoknh ctV is’k djus ds fy, cgqr &cgqr 
/kU;okn nsrk gwa A laHkor% ctV cukrs le; muds fnyks 
fnekx esa bl ns’k ds dkWeu eSu dh rLohj jgh ] mldh 
vkfFkZd fLFkfr dh rLohj jgh] blfy, jsyksa esa ;k=k d j u s 
okys 90 izfr’kr ;kf=;ksa dk mUgksaus /;ku j[kk rFkk mldks 
mUgksaus tjk lkHkh Vp gh ugha fd;k cfYd mudks os tks Hkh 
lqfo/kk,a ns ldrs gSaA og nsus ds fy,  lk/ku bdV~Bk djus 
dk iz;Ru fd;k gS A blds fy, eSa mudks c/kkbZ nsrk gwa A 
ea=hth bl ns’k dh HkkSxksfyd fLFkfr ls] bl ns’k dh fo’kkyrk 
ls Hkyh Hkkafr ifjfpr gSaA ,d LFkku ls nwljs LFkku dh nwfj;ksa 
ls Hkh ifjfpr gSa vkSj tks lalk/ku gSa mu ls Hkh ifjfpr gSaA 

miyC/k lalk/kuksa ls fdl izdkj T;knk ls T;knk lqfo/kk,a 
nh tk ldrh gSaA bldks vius /;ku esa j[krs gq, gh bl 
ctV dks cu;k gS A jsy ea=h th ds fnyks fnekx esa ;g 
ckr Hkh iwjh rjg ls jgsxh fd ‘krkCnh ds cnyrs &cnyrs 
tks ;krk;kr vkt gS og nqxquk gks tk, vkSj bl izdkj tks 
deh Hkh gksxh mldks fdl izdkj ls iwjk fd;k tk ldrk 
gSA mldh rS;kjh bUgksaus miyC/k lalk/kuksa ds ek/;e ls 
izkjaHk dj nh gSA mlds fy, tks ykbV&osV dkspst cukus 
vkSj batu cukus vkSj nwljh lqfo/kk,a ,d= dj jgs gSaA 
mlds fy, os c/kkbZ ds ik= gSa A  fiNys oषZ gekjs iz/kku 
ea=h th us vkg~oku fd;k Fkk] bl ns’k ds deZpkfj;ksa vkSj 
bl ns’k dh turk dks fdlh Hkh dher ij gesa 21 oha lnh 
rd ys tkus ds fy, rS;kj dj lduk gS A
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vH;kl & 2

fnlEcj 1967 esa laln ds lkeus tc jktHkkषk la’kks/ku 
fo/ks;d ij fopkj gqvk Fkk] rc mlds@lkFk gh fgUnh ds 
fodkl vkSj izpkj & izlkj fo|ky;ksa esa fgUnh ds v/;;u ] 
ljdkjh ukSdfj;ksa esa izos’k ikus ds fy,@Hkkषk Kku dh 
fLFkfr vkfn ds foष; esa ,d ljdkjh ladYi ij Hkh fopkj 
gqvk Fkk A fo/ks;d ds lkFk & lkFk@og ladYi ftl :Ik 
esa jkT; lHkk rFkk yksd lHkk }kjk ikfjr gqvk] mlls 
ljdkjh uhfr dh vf/kd`r tkudkjh ge lc dks feyrh gSA

lafo/kku ds vuqPNsn 343 ds vuqlkj la?k dh jktHkkषk fgUnh 
gS vkSj @mlds vuqPNsn 351 ds vuqlkj fgUnh Hkkषk dk 
izlkj] o`f) vkSj mldk fodkl djuk] rkfd og@laiw.kZ 
Hkkjr dh lkekftd laLd`fr ds lc rRoksa dh vfHkO;fDr dk 
loZlEer ek/;e gks lds ] la?k dk drZO; gS@A

;g lHkk ladYi djrh gS fd fgUnh Hkkषk ds izlkj ,oa 
fodkl dh xfr c<kus gsrq ] rFkk la?k ds fofHkUu jktdh; 
iz;kstuksa ds fy, mRrjksRrj bl ds iz;ksx gsrq] Hkkjr ljdkj 
}kjk ,d vf/kd xgu ,oa O;kid dk;Zdze rS;kj fd;k@
tk,xk vkSj mls dk;kZfUor fd;k tk,xk vkSj mlds fy, 
fd;s x;s ;k fd;s tkus okys mik;ksa ,ao dh xbZ@izxfr dh 
foLr`r okfषZd ewY;kadu fjiksVZ laln ds nksuksa lnuksa ds iVy 
ij j[kh tk,xh] vkSj lHkh jkT; ljdkjksa dks@Hksth tk,xhA

Lafo/kku dh vkBoha vuqlwph esa fgUnh ds vfrfjDr Hkkjr dh 
pkSng eq[; Hkkषkvksa dk Hkh mYys[k fd;k x;k gS vkSj ns’k 
dh शS{kf.kd ,oa lkaLd`frd mUufr ds fy, ;g vko’;d gS 
fd bu Hkkषkvksa ds iw.kZ fodkl ds@fy, lkewfgd mik; fd, 
tkus pkfg, A

;g lHkk ladYi djrh gS fd fgUnh rFkk lHkh Hkkjrh; Hkkषkvksa 
dk lefUor fodkl gks@A
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vH;kl & 3  

ljdkj }kjk] jkT; ljdkjksa ds lg;ksx ls ],d dk;Zdze 
rS;kj fd;k tk,xk vkSj mls शh?kz dk;kZfUor fd;k tk,xkA 
rkfd@os vk/kqfud Kku ds lapkj dk izHkkoh ek/;e cu 
ldsaA ,drk dh Hkkouk ds lao)Zu rFkk ns’k ds fofHkUu 
Hkkxksa@esa turk esa lapkj dh lqfo/kk gsrq ;g vko’;d gS fd 
Hkkjr ljdkj }kjk lc jkT; ljdkjksa ds ijke’kZ ls@rS;kj 
fd, x, f=&Hkkषk lw= dks lHkh jkT;ksa esa iw.kZr% dk;kZfUor 
djus ds fy, izHkkoh mik; fd, tkus pkfg, A

;g lHkk ladYi djrh gS fd fgUnh Hkkषh {ks=ksa esa] fgUnh rFkk 
vaxzsth ds vfrfjDr ,d vkSj Hkkjrh; Hkkषk ds ]@nf{k.k Hkkjr 
dh Hkkषkvksa esa ls fdlh ,d dks rjthg nsrs gq, ]vkSj fgUnh 
Hkkषh {ks=ksa esa izknsf’kd Hkkषkvksa@,oa vaxzsth ds  lkFk&lkFk 
fgUnh ds v/;;u d fy, ml lw= ds vuqlkj izcU/k fd;k 
tkuk pkfg, A  

;g ckr@Liʼ gksuh pkfg, fd fdlh dk earO; ;g ugha gS 
fd vaxzsth dks f’k{kk ds {kss= ls gh cfg”d`r dj fn;k tk,A 
vis{kk rks bl ckr dh gS fd gekjs dk;ksZa ds fy, vaxzsth ds 
iz;ksx dh vfuok;Zrk u jg tk,@A mi;ksx dh n`fʼ ls Hkh 
vaxzsth  oSdfYid :Ik  esa  i<h  tkrh  jgsxh vaxzsth  dk  
LFkku  Hkkjrh;  Hkkषkvksa dks nsus  ls@dk;Z ljy  gks tk,xk 
rFkk Hkkषk foष;d [kkbZ Hkh शh?kz iV tk,xh A 

vUr esa rks dk;Z fgUnh esa djuk gh@gSA fdUrq ;g fLFkfr 
,dne ugha vk ldrh gSA vr% vUrfje dky esa lqizhe 
dksVZ esa rFkk gkbZ dksVksZ esa fgUnh rFkk vaxzsth nksuksa  dk iz;ksx 
gksuk pkfg, fdUrq vfgUnh&Hkkषh jkT;ksa ds gkbZ dksVksZ esa ogka 
dh izknsf’kd@Hkkषkvksa dk iz;ksx Hkh fd;k tk ldrk gS rFkk 
lc txg ,d Hkkषk ls nwljh Hkkषk es vuqokn dju  dh@
iwjh O;oLFkk Hkh gksA vUr esa jktdh; {ks= esa vaxzsth Hkkषk 
gV ldsxh rFkk Hkkjrh; Hkkषkvksa dk iz;ksx gksus yxsxkA 
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v/;k; & 4- 

milHkkifr egksn; tc foRr ea=h th us 1970 esa pktZ fy;k 
Fkk rks ml le; izkbl jkbt ds ckjs esa dgk Fkk fd mudk 
igyk dne izkbtst dks gksYM djuk gksxk A ysfdu bl 
?kks”k.kk ds ckn Hkh ns’k esa izkbtst c<rh gh pyh xbZ A 
1972 esa mUgksaus dgk Fkk fd os izkbt dks jksdus ds fy, 
fo’ksष iz;Ru djsaxs ] ysfdu blds ckotwn Hkh ;gh fLFkfr gS 
vkSj dqN ugha cnyk gS A vkidh tks phuh dh ikfylh gS ] 
og Bhd ugha gS A vkt शqxjdh dher 350 :i, fDoaVy 
gks xbz gS vkSj tks nsgkr dk ,fj;k gS mlesa शqxj ds forj.k 
dk tks rjhdk gS og cgqr gh xyr gS A vkius 60 ijlsaV 
ysoh dh phuh ‘’kgjh {ks= ds yksxksa esa ckaVus ds fy, nh gS] 
ysfdu nsgkr ds yksxksa dks vius fo’ksष mRloksa ds fy,]fookg 
vkfn ds fy, phuh lk<s rhu lkS :I,; fDoaVy ij [kjhnuh 
iMrh gS A rks eS vki ls iwNuk pkgrk gwa fd vkidh 
dksbZ  ’kqxj uhfr Hkh gS ;k ugha\ ,d rjQ rks fey 
okys lk<s rhu lkS :Ik, izfr fDoaVy pktZ dj jgs gS A vkSj 
nwljh vkSj ysoh phuh 200 :i, izfr fDoaVy ij fcd jgh 
gS A rks eS vkils ;g tkuuk pkgrk gwa fd de ls de vki 

ikap lky ;k nl lky ds fy, viuh ’kqxj ikfylh rks 
cukb, A vkt vkidh tks ‘’kqxj ikfylh cuh gqbZ gS og 
ukFkZ ds fy, dqN gS lkmFk ds fy, dqN gS] iwoZ ds fy, dqN 
gS vkSj if’pe ds fy, dqN gS A vki D;k phuh dk tks 
mRiknu gksrk gS mldks iwy ugha dj ldrs gSa \ igys vki 
ukFkZ esa 50 izfr’kr ls Hkh T;knk phuh dks izksMD’ku djrs 
pys x, vkSj fQj vkius dgkfd [ksrh ds mRiknu dsfy, 
tksj fn;k tkuk pkfg, A eS vkils dguk pkgrk gwa fd 
vkidh tks ukFkZ ds laca/k esa ikfylh gS og Qsy gksrh tk 
jgh gS vkSj tks phuh dk mRiknu dks esUVsu djus ds fy, 
dksbZ uhfr vf[r;kj djus tk jgs gS \ eSa vkils ,d vkSj 
iz’u iwNuk pkgrk gwa A tks vkidk uku Iyku ,sDlisaMhpj ] 
[kpkZ gS] og 25 izfr’kr c<rk gh pyk tk jgk gS A bl 
[kpsZ dks jksdus ds fy, vkius D;k dne mBk, gS \ vkius 
bl laca/k esa ,d ,sDlD;wt fn;k gS fd caxyk ns’k ds 
शj.kkfFkZ;ksa dh otg ls izkblst gekjs ;gka c<h gSa A
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v/;k; &5-

milHkk/;{k th] tks foष; vHkh bl lnu ds lkeus gS ] og 
blfy, fd vkt ewY; o`f) dks ysdj lewps ns’k esa ,d 
cspSuh QSyh gqbZ gS vkSj bl laln ds lkeu Hkh blhfy, 
fopkjkFkZ gS A bl ij ftruk fopkj fd;k x;k gS mlds 
flyflys esa mlds D;k vkfFkZd dkj.k gSa A mu dkj.kksa ds 
mij dqN izdk’k Mkyk x;k gS ysfdu ,d dkj.k ij izdk’k 
ugha Mkyk x;k vkSj ;g dkj.k ;gh gS fd tks yksx ikWfylh 
cukrs gS] ljdkj pykrs gS ] mu yksxksa dk tks lks’ky vkm-
Vyqd gS ] tks lkekftd n`fʼ gS ] og fdl izdkj dh gS \ 
ml n`fʼ ds mij izdk’k ugha Mkyk x;k gS A blhfy, eS 
ml ij Hkh dqN izdk’k ugha Mkyk x;k gS A blhfy, eSa ml 
ij Hkh dqN izdk’k Mkyuk pkgrk gwa fd mudh lkekftd 
n`fʼ D;k gS A vkt dkSu fgUnqLrku dk ekfyd gS \ dgus 
ds fy, izkbe fefuLVj gS ] ;k jk”Vªifr ds ;k vkSj nwljs 
yksx gksrs gS] ysfdu lekt dk ,d rcdk ,slk gksrk gS 
ftlds ,stsaV dk dke ;s ekfyd fd;k djrs gSaA vkSj og 
rcdk gS cMh tkrdk] vaxzasth i<k fy[kk vkfFkZd  n`fʼ  
ls  lEiUu  vkneh  dk  rcdk  A  ogh  rcdk  vkt 
fgUnqLrku  esa lektokn cuk gqvk gS A

fgUnqLrku esa Iyku py jgs gSa] fgUnqLrku esa lkjh phtsa gks 
jgh gS vkSj Mseksdszlh o lks’kfyTe ds uke ls gks jgh gSa ] 
ysfdu fQj Hkh og lDlslQqy ugha gks jgk gS A vki bl 
ckr dks le>saA eSa fQxlZ nsrk gwa vkSj शk;n nwljs yksxksa us 
Hkh fQxlZ nh gksaxh ftuls ;g  ekywe  gksxk  fd  vkt  
fdl  rjg  dh  t:jr  mu  phtksa  dh  gS ftu phtsaA 
dksfgUnqLrku  dk  xkSjo  ls  xjhc  vkneh  bLrseky esa 
ykrk  gS] bLrseky flQZ iguus vkSj vks<us ds fy, ugha 
ykrk gS cfYd viuh tku dh j{kk ds fy, viuk isV Hkjus 
ds fy, ykrk gSAlDlslQqy ugha gksus ds D;kdkj.k gSa \ 
mudks baIyhesaV djus okyk tks vkneh gS] ml ds lks’ky 
vkmVyqd dh rotg ls mldk baIyhesaVs’ku Bhd ls ugha gks 
jgk gS A ,slh phtksa ds nke esa fdruh c<ksRrjh gqbZ gs]bldk 
eSa mnkgj.k nsuk pkgrk gwa A flQZ 18 eghus ds vanj nks 
xquk ewY; esa o`f) gqbZ gSA [kkn~;kUu esa 10 ijlsaV dh o`f) 
gqbZ gS xr lky ls mlh rjg ls nygu esa 20 izfr’kr dh 
frygu esa 40 izfr’kr dh vkSj eksVs vukt esa 50 ijlsaV dh 
o`f) gqbZ gS A
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v/;k; &6-     

Jheku] vkius buysaM ySVj ij VSDl c<k;k gS] fyQkQs ij 
Hkh VSDl c<k;k gS A vukt ds nke lcls vf/kd c<s gS A 
lHkh [kkn~;kUuksa ds nke c<s gSsA reke v[kckjksa esa fudyk gS 
fd vkids ctV ls 5 izfr’kr dh c<ksRrjh nkeksa esa gqbZ gS] 
rks vki Ikzkblsl dks dSls jksadsxs \ tc vkius ;g ok;nk 
fd;k fd izkbt ykbu dks jksadsxs rc bZVksa dk nke nqxquk gks 
x;k A eSa ;g iwNuk pkgrk gwa fd D;k ljdkj ds 
fudEesiu dh otg ls ;g ugha gks jgk gS \ D;k ns’k esa 
dks;ys dh deh gS] D;k oSxuksa dh deh gS\ dks;ys dh deh 
oSxuksa ds u fn, tkus dh otg ls gS A vki VªSDVj dh dher 
nsf[k, igys og 13 gtkj esa feyrk Fkk ] vkt mldh dher 
dkxt ij gSaA vkidk D;k daVªksy gS QSDVfj;ksa ij \ lhesaV 
vkt egaxk fcd  jgk gS ]  Hkys gh vki dk ml ij  
daVªksy gS A  LVhy dk nke  Hkh daVªksy gksus ds Ckotwn c<k 
gS vki Hkxoku ds okLrs ,slh ikfylh  cukb,  fd  de  
ls  de 12 ?kaVs Fdlku dks fctyh feys vxj 12  ? k a V s 
fctyh feysxh rks mldh etnwjh csdkj ugha tk ldrhA 
;g Bhd gS fd ck< o lw[ks ij vkidk dksbZ daVªksy ugha gS 

A ysfdu ,d ckr gksrh gS fd tc ljdkj dh uh;r can gks 
tkrh gS rc izd`fr Hkh vkidh ljdkj dk lkFk ugha nsrh gSA 
rks vkiesa usduh;rh dh t:jr gS A

Jheku~ eSus Hkh Lora=rk dh yMkbZ esa fgLlk fy;k gS ] ysfdu 
gekjh dqN ekU;rk,a gqvk djrh gS A ;g tks 25 lky dh 
flYoj tqcyh eukbZ tk jgh gS ];g le; vkids fy, 
vkRe fujh{k.k dk gS A xka/kh th dgrs Fks fd esjk Lora=rk 
ls vfHkizk; ;g ugha gS fd ikoj fdlds gkFkksa esa gS ] esjk 
QzhMe dk dkalsIV ;gh gS fd turk dh fdruh dSisflVh 
c<h gS ] lRrk ds nq:Ik;ksx dks jksdus esa vk 25 lky dk 
[kkrk cukb,  D;k izkblst dks vkius jksdk  gS] D;k  funsZ’kd 
fln~/kkUrksa  dks  vkius  bLrseky  fd;k  gS tur  ds  gkFk  
esa T;knk ‘षfDr nsus ds fy, \ blfy, eSa vtZ djuk pkgrk 
gwa fd ;s tks vkius dne mBk, gSaA os dherksa dks c<kus esa 
gh enn djsaxs  vkils esjk vkxzg ;g gS fd vki tks dne 
mBk,aos dherksa dks jksdus ds fy, dkjxkj gksa rkfd bl ns’k 
dh xjhc turk ds d”Vksa dks c<kus ds ctk; ge de dj 
ldsa A
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blfy, esjk fuosnu ;g gS fd vki tgka dgha Hkh u, jsy 
LVs’ku ;k ;kMZ cukrs@ gSa] ogka ij vkidks vius deZpkfj;ksa 
dks lqfo/kk nsuh gh pkfg, ] mlds fy, @@ izca/k igys ls 
gh djuk pkfg, rkfd os viuh M~;wVh vPNh rjg ls dj 
ldsa @@@ vki viuh rjQ ls rks  mudks  lqfo/kk  iznku  
ugha  djrs  gSa  A  vkSj  mu  ij  ¼1½  pktZ’khV yxk nsrs 
gSaA eq>s bVkjlh ds dqN yksxksa dk ekeyk ekywe gS ftUgsa @
pktZ’khV fn;k x;k gS vc vki mUgsa pktZ’khV nsrs gSa A rks 
mUgsa tokc nsus dk ekSdk Hkh nsuk pkfg, rkfd os cryk 
ldsa fd  ftl pht  ds  fy, @@@ pktZ’khV  mUgsa  
fn;k x;k gS og  Bhd  Hkh gS ;k ugha A vDlj ;g gksrk 
¼2½ gS fd dksbZ xyrh djrk gS vkSj pktZ’khV fdlh nwljs 
dks ns fn;k tkrk @ gS ftldk urhtk ;g gksrk gS fd 
csxqukg vkneh dks ltk fey tkrh gS vkSj @@ tks xqukg 
djrk gS og lkQ cp tkrk gS A blfy, esjs dgus dk 
eryc@@@ ;g gS fd tc vki pktZ’khV fdlh dks nsrs 
gSaA rks ml dks tokc ¼3½ nsus ds fy, le; Hkh nsuk pkfg, 
rkfd og lkfcr dj ns fd mlus@ xyrh dh gS ;k ughaA 
vkidks mUgsa gj izdkj dh lqfo/kk nsuh pkfg, rkfd @@ os 
viuk dke vPNh rjg ls dj ldsaA vxj lqfo/kk nsus ds 

ckn Hkh os viuk @@@dk;Z vPNh rjg ls ugha djrs gSA 
;k os dksbZ xyrh djrs gSa A vkSj ¼4½ mlds fy, mUgsa ltk 
nh tk, rks dksbZ gtZ ugha A vc eSa vkids @ lkeus VªkalQj 
ds laca/k esa dguk pkgrk gwa A ljdkjh ukSdj dks dgha Hkh 
VªkalQj fd;k tk ldrk gS ] ;g ckr lgh gS ysfdu vDlj 
ns[kus esa vkrk gS fd ,d@@@ jsyos deZpkjh tks fgUnh 
{ks= dk gS mls ejkBh {ks= essa Hkst fn;k tkrk gS A ¼5½

vc tc fd mldk VªkalQj ejkBh {ks= esa gksrk gS rks ogka 
mldks vius @ cPpksa dks i<kus esa dkQh ijs’kkuh dk lkeuk 
djuk iMrk gS A bl rjg dh ckrsa@@ lkmnuZ vkSj 
lsUVªy jsyos esa ns[kus esa vkrh gaSA tks jsyos deZpkjh gaSA 
bl rjg ds +{ks= @@@ esa pys tkrs gSaA ogka muds 
yMdksa dks Hkkषk dk lkeuk djuk iMrk ¼6½ gSA os vius 
vius cPpksa dks i<us ds fy, iqjkus ‘kgjksa esa NksM vkrs 
gSaA bldk @urhtk ;g gksrk gS fd vxj fdlh O;fDr ds 
nks yMds gks x, rks mls @@ vius yMdksa dks 50&50 
:Ik;k i<kbZ ds [kpsZ ds fy, Hkstuk iMrk gS @@@ 
mldh rUk[okg tc cgqr gksrh ugha gS vkSj [kpkZ c<rk 
tkrk gS rks og fj’or ysrk gS A  
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60 श-iz-fe-   

Jheku~ ] vkius gkml ds vanj dbZ ckj dgk fd ge vius 
deZpkfj;ksa ds yMdksa dks @i<us  ds  fy,  LdkWyjf’ki  
nsrs  gSa  ysfdu  ns[kus  esa ;g  vkrk gS fd  vki@@  
visu deZpkfj;ksa dks bl rjg dh dksbZ lqfo/kk ugh nsrs gSaA 
;s yksx rks cMs vQlj @@@ugh cusxsa flok; LVs’ku 
ekLVj ds A tc mudh ru[okg gh de gksxh vkSj ¼1½ mudk 
[kpkZ T;knk gksxk rks jsyos esa fj’or ls Hkz”Vkpkj Hkh nwj 
ugha gks ldrk @@ gS A vki bu yksxksa dk VªkalQj dj 
nsrs gSaA ] fdlh dk [kMaok ls eqlkoy @@@ dj fn;k A 
tc vki bl rjg ds VªkalQj djrs gSa A ¼2½ rks vkidks 
ns[kuk pkfg, fd muds cPpksa ds i<us ds lk/ku ogka ekStwn 
gSa @ ;k ugha A lfy, eSa pkgrk gwa fd jsyos dh tks bl 
izdkj dhuhfr @@ gS mlesa ifjorZu gksuk pkfg, rkfd 
deZpkfj;ksa ds d”V u c<sa oju de gksa @@@mudks vius 
cPpksa dh i<kbZ dh fpUrk ugha jgsxh rks os dke vPNk 
djsaxs A ¼3½ bldk urhtk ;g gks jgk gS fd gekjs eqxyljk; 
dh rjQ tks Vh-lh- gSa@ muesa cgqr xgjk vlarksष gS A bl 
laca/k esa eSus ea=hth dks Hkh @@i= Hkstdj iwNk Fkk ml 
ij vc rd dksbZ dk;Zokgh ugha gqbZ A rF; ;g gS@@@ 
fd tgka ij inksUufr dh txg gksrh gS ]

lysD’ku xzsM izeks’ku gksrk gS rks ,slh ¼4½ txgksa ds fy, 
Hkh dksVk fu/kkZfjr igys ls gh gksrk gS A   
Vh-lh-dh txgksa @ ij bu yksxksa dks ugha fy;k tkrk vkSj 
mudh la[;k ux.; gSA bu yksxksa @@ dks tku cw>dj 
ugha j[kk tkrk gS A eSa ;gka ij ,d mnkgj.k nsuk pkgrk 
@@@gwa A ,d O;fDr tks lsysDV fd;k tkrk gS ] la;ksx ls 
mldh e`R;q gks xbZ ¼5½ vkSj mldh txg ij tujy 
dsaMhMsV dks j[k fn;k x;k ysfdu gfjtu dks @ugha j[kk 
x; A eSa le>rk gwa fd ljdkj dh tks Hkh uhfr gS] tks 
gkse@@ fefuLVªh ds vkns’k gSaA mudk vPNh rjg ls 
ifjikyu gksuk pkfg, A शैM~;wy dkLVl vkSj @@@ शैM~;wy 
VªkbCl ds ,sEiykWbt ,lksfl,’ku dh rjQ ls bl laca/k esa 
ea=h th dks ¼6½ ,d izfrosnu fn;k x;k Fkk A blfy, esjk 
vuqjks/k gS fd bl ekeys dh rjQ @ ea=h th dks ‘kh?kzrk 
ls /;ku nsuk pkfg, vkSj mudh dfBukbZ;ksa dks tYnh 
mUgsa @@ nwj djuk pkfg, A bu शCnksa ds lkFk eaS viuk 
Hkkष.k lekIr djrk gwa vkSj ljdkj @@@ ls vkxzg djrk 
gwa fd tks Hkh eSaus lq>ko fn, gSa mu ij fopkj djsa A ¼7½
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v/;k; & 9-
60 श-iz-fe

ekU;oj] ,d cqfu;knh ckr dh vksj eSa vkidk /;ku vkdfषZr 
djuk pkgrk gwa A fojks/k@ i{k ds lc yksx ;g tkuuk 
pkgrs gSaA fd D;k bl lnu esa vc ogh@@ dke fy;k 
tk,xk ftldks xouZesaV pkgrh gS vkSj gekjs ps;jeSu 
egksn; ogh ckr dgsaxs @@@tks xouZesaV pkgrh gS A ge 
dgrs gSa fd fojks/k i{k dh pkgs fdruh cMh estkWfjVh ¼1½ 
gks vkSj pkgs Og dksbZ Hkh ekax djrk gks ml ij dksbZ /;ku 
ugha fn;k @ tkrk gS A dHkh & dHkh ;g n s[ kdj n q[ k 
gksrk gS fd ps;j dh vksj ls @@ lnu ds lkFk ,slk crkZo 
fd;k tk jgk gS ftlls gekjs g`n; esa ;g@@@ 
Hkkouk iSnk gksrh gS fd tSls gekjk frjLdkj fd;k tk jgk 
gS A vki bl ckr ¼2½ dh vksj /;ku nsa fd ,d ckj ,d 
izLrko is’k fd;k x;k A ckjg ?kaVs rd @ ml ij cgl 
gqbZ vkSj ckn esa cgqer ls og Lohdkj fd;k x;k a ml le; 
@@ iz/kkuea=h Lo;a ;gka ij ekStwn FksA muds lkeus ;g 
ckr vkbZ fd ,d desVh cuk nh tk, rks ps;j ¼3½ us ,slk 
QSlyk dj fn;k ftlls desVh ugha cukbZ tk ldh A 
mUgksaus dgk fd @ izLrko dh Hkk”kk ,slh gS ftlesa dgha 
Hkh ugha dgk x;k gS fd ge @@ desVh ugha cuk,axs A bl 

laca/k esa fojks/k i{k dh tks ea’kk Fkh vkSj ftl ij ¼4½ mruh 
nsj rd cgl gqbZ vkSj ftldks cgqer ls Lohdkj fd;k x;k 
mldks @ ugha ekuk x;k A

bl lnu ds cgqer dh ea’kk lkQ Fkh fd bl lnu dh@@ 
,d desVh cuk nh tk, tks bl ekeys dks ns[ks vkSj ps;jeSu 
dks vf/kdkj fn;k @@@ x;k Fkk fd og bl laca/k esa ,d 
desVh cuk nsa ysfdu mUgksaus og desVh ugha ¼5½ cukbZ A vc 
lnu dks vf/kdkj fn;k tk, fd og bl laca/k esa ,d 
desVh @ cuk ns vkSj bl izdkj dk izLrko vkids lkeus 
gS A bl izLrko ij lnu esa @@ cgl gksrh jgh gSA dy 
Hkh bl ij cgl gqbZ vkSj Hkz”Vkpkj ds ekeys ij Hkh cgl 
@@@ gqbZ A fctusl ,Mokbtjh desVh us bl lnu dks 
lwpuk ns nh fd veqd dke ¼6½ds fy, bruk Vkbe ,ykWV 
gS A esjk fuosnu ;g gS fd ml izLrko dks bl @ lnu esa 
is’k fd;k tkuk pkfg, rkfd ;g ekywe gks lds fd fctusl 
,sMokbtjh desVh @@ dh ckr dks lnu ekurk gS ;k ughaA 
bl ekeys ij 45 feuV ugha cfYd @@@ ,d ?kaVs rd 
cgl gqbZ A vki bl lnu dh xfjek vkSj vf/kdkjksa ds j{kd 
gSaA ¼7½
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v/;k; & 10-

60 श-iz-fe-

milHkkifr egksn; ] f’keyk le>kSrs dh ppkZ esa ljdkjh 
i{k dh rjQ ls tks Hkkष.k@ gks jgs gSa ] eSus cgqr dksf’k’k 
dh fd mu Hkkष.kks esa fdlh nyhy dks ik @@ldwa ] fdlh 
rdZ dks <wa< ldwa tks fd ge yksxksa dh nyhy ds tokc ds 
@@@ rkSj ij xzg.k fd;k tk ldsA ysfdu  ftruk eSa 
mu Hkkष.kksa dks  lqurk gwa vkSj ¼1½ ftruk i<rk gwa] vHkh esjs 
ekuuh; fe= cksy jgs Fks ] og Hkh@ mlesa dksbZ viokn ugha  
ysfdu eSa dguk pkgrk gwa fd tks Hkh ljdkjh i{k ds @@ 
yksx cksysa mlesa os nyhy dk tokc nyhy ls nsus dh dksbZ 
dksf’k’k @@@ djsa ctk; blds fd fo’ksष.kksa dk iz;ksx 
djds vius eu dh rlYYkh dj ysA ¼2½ egksn;] iz/kkuea=h 
dk Hkkष.k ] fons’k ea=hth dk Hkkष.k vkSj ckdh dkaxzsl ds 
vkSj@ fojks/kh nyksa ds tks Hkh mudk leFkZu dj jgs gSaA mu 
lcds Hkkष.kksa@@dks lquus ds ckn eSa le> ugha ik;k fd 
vkf[kj dkSu lh lQyrk gS ftlds @@@uke ij f’keyk 
le>kSrs dh bruh rkjhQ djus dh t:jr le>h tk jgh 
gSA iz/kku ¼3½ ea=h th us vius cgqr lkjs mRlkgh vuq;kf;;ksa 
ds mRlkg ij FkksMk lk ikuh fxjk @ fn;k Fkk tc mUgksaus 
;g dgk Fkk fd eSa bldks dksbZ cMh lQyrk ugha @@ 
ekurk] ;g rks ,d xqtkjs okyh शु:vkr gS A ysfdu ekywe 

gksrk gS fd muds vuq;kf;;ksa @@@ dks ;g t:j lkfcr 
djuk gS fd ;g ,d egku ,sfrgkfld ?kVuk gSA ¼4½ 

blds cjkcj dh ?kVuk vkt rd ugha gqbZ vkSj bl okLrs 
muds tks’k dks @ jksdus dk dksbZ rjhdk ugha A ijarq 
egksn; ] iz/kkuea=h th us tks nyhysa nh ] tks @@ rdZ 
fn,] vxj os rdZ gaSA rks mudk tokc nsus dh eSa vko’;drk 
ugha @@@ le>rk D;ksafd mUgksaus tula?k ds Åij tks 
dVk{k fd;] tula?k ds tUe dh ckr dgh ¼5½ gS ] mldh 
t³ esa tkus dh t:jr ugha A ;g bl lnu dh e;kZnk 
ds foijhr @ gksxk fd ge ;gka Ikj ,slh ?kfV;k ckr djsaA 
eSa rks dsoy ;g tkuuk pkgwaxk @@fd f’keyk le>kSrs ds 
xq.k D;k gSa] bl le>kSrs esa ns’k us D;k izkIr fd; gS \ 
@@@ egksn; ] igyh ckr eSa bl le>kSrs esa tks ns[krk 
gwa og gS Qkbuy lSVyesaV dh A ¼6½ dk’ehj ds ckjs esa 
Qkbuy lsVyesaV gks x;k gS] og fdruh ckj gekjs ns’k ds@ 
iz/kkuea=h us ] fons’k ea=h us laln esa vkSj ckgj loZtfud 
eapksa ls dgk gS @@ fd dk’ehj dk loky ges’kkk ds fy, 
gy gks pqdk gS ysfdu vkids vkt @@@ ds oDrO; ls 
,slk yxrk gS fd dk’ehj ds loky dk QSlyk gksuk vHkh 
ckdh gS A ¼7½
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v/;k; & 11-

60 श-iz-fe-

milHkkifr th] tks f’keyk le>kSrk vHkh bl lnu ds 
lkeus izLrqr fd;k x;k gS @ eSa le>rk gwa fd ftl <ax 
ls ;g le>kSrk fd; x;k gS ] og @@ ns’k ds fy, vPNk 
ugha gqvk gS A bl ekus esa vPNk ugha gqvk gS fd @@@
bl le>kSrs ls geus dqN ugha ik;k gS A ysfdu tks ,d 
ckjxsfuax ikoj geus ¼1½ bl yMkbZ ds tfj,  izkIr dj yh 
Fkh] og geus bl le>kSrs ds n~okjk [kks nh gSAvkxs D;k 
gksxk]D;k ugha gksxk] ;g dguk eqf’dy gS A ikfdLrku 
@@ us tks gekjk bykdk vius dCts esa ys j[kk gS] mld s 
ckjs esa Hkh @@@ge dqN ugha dj lds ] ysfdu bl yM-
kbZ esa ikap gtkj fdyksehVj thrh tehu geus  okil  ns  
nh A  ¼2½  yMkbZ can  gksus  ds  ckn  Hkh  ikfdLrku  
okyksa us  gekjh  tks @pkSfd;ka tcjnLrh dCtsa esa dj yh 
Fkha ]muds ckjs esa Hkh f’keyk le>kSrs @@esa dksbZ ppkZ ugha 
gqbZ A rks bl rjhds ls geus ns[kk fd geus@@@flQZ 
fn;k gS ]fy;k dqN Hkh ugha gSA 

ljdkj  bl  le>kSrs  ds n~okjk  bl  rjg  ¼3½  dk iz-
pkj dj jgh gS  fd geus ckrphr ds fy, ,d vPNk okrkoj.k 
@ rS;kj dj fy;k gS vkSj vkxs Hkh tks ckrphr gksxh mlds 

fy, geus @@ ,d Hkwfedk rS;kj dj yh bldk urhtk 
gedks Qynk;d feysxk ;k ugha @@@;g rks Hkfo”; 
crk,xk ysfdu ckrphr djsu ds flyflys esa gekjs gkFk esa 
tks ,d ¼4½ egRoiw.kZ igyw Fkk ] mldks geus [kks fn;k gSA 
vc tks ckr djus dk @ flyflyk gS ml ij gesa vkifRRk 
gS A vkt fgUnqLrku dh D;k leL;k gS \vkt  fgUnqLrku 
dh leL;k ;g gS fd fgUnqLrku vkSj ikfdLrku ds chp 
v’kkafr cuh gS] fgUnw @@@ eqlyekuksa ds chp ,d rjg 
dh v’kkafr cuh jgrh gS] bl dh tks v’kkafr ¼5½ gS mldks 
fdl rjg ls nwj fd;k tk, vkSj bl v’kkafr dk D;k dkj.k 
@ gS \ bldk dkj.k ogh gS tSl fd gekjs ,d iwoZ oDrk 
us dgk Fkk @@ fd vaxzst fgUnqLrku ls tkus ds le; 
fgUnqLrku dk caVokjk dj x, rkfd fgUnqLrku vkSj @@@ 
ikfdLrku nks VqdMs cu tk,a vkSj os gesa vkil esa yMrs 
jgsaA blh rjg ls ¼6½ vkt pkgs os vaxzst gksa ] fuDlu gks ] 
;k dksbZ nwljk gks ] ;s lc @ pkgrs gSa fd fgUnqLrku tks ,d 
cMk ns’k gS og ,d etcwr ns’k cu ik, @@ vkSj  blhfy,  
;s  yksx  ikfdLrku  dks  HkMdkrs  jgrs  gSa  fd  og 
fgUnqLrku ds@@@ lkFk ges’kk yMrk gh jgs rkfd fgUnqLrku 
fdlh Hkh rjg ls etcwr u cu lds A ¼7½ 
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60 ष-iz-fe-v/;k; & 12- 

milHkkifr th] 24 fnlacj dks HkwriwoZ x`g ea=h pkS/kjh pj.k 
flag th ij @ tks geyk mudks tku ls ekjus ds fy, fd;k 
x;k Fkk] ml ds laca/k @@ esa tks fpark O;kIr gS vkSj ftlls 
fgalk dk okrkoj.k bl ns’k esa cu@@@ jgk Fkk vkSj ftu 
ifjfLFkfr;ksa esa mu ij geyk fd;k x;k gS ] mudh vksj ¼1½ 
eSa lnu dk vkSj vkids n~okjk ljdkj dk /;ku vkdf”kZr 
djuk pkgrk gwa A tSlk fd @ vki tkurs gSa A 22 fnlacj 
dks pkS/kjh pj.k flag th us yksd lHkk esa eaf=eaMy @@ ls 
R;kxi= nsus ds dkj.kksa ij viuk c;ku fn;k Fkk A ml 
flyflys esa mUgksaus @@@ ,d ckr dgh Fkh fd fdl rjg 
ls mudks eaf=eaMy ls bLrhQk ugha nsus fn;k ¼2½ fudkyk 
x;k A mlds ckn 23 rkjh[k dks cksV Dyc ij ,d djksM 
fdlkuksa us @ jSyh ds :Ik esa mifLFkr gksdj vius jk”Vªh; 
usrk dh ckr lquh vkSj ml@@ jSyh esa Hkh pkS/kjh pj.k flag 
th us ,d [kkl ckr dgh Fkh vkSj og @@@ ckr ;g Fkh 
fd pkgs dqN Hkh gks ] Hkz”Vkpkj ds lkFk eSa fdlh Hkh gkyr 
¼3½ esa le>kSrk ugha d:axk vkSj muds bl c;ku ds ckn 
nwljs fnu tc os @ fdlkuksa ls fey jgs Fks muls feyus 
vk, yksxksa ls fey jgs Fks rc @@ muds Åij bl rjg 

dk izk.k ?kkrd geyk fd;k  x;kAog rks  vPNk  gqvk 
vkSj@@@ ns’k  dk  lkSHkX;  Fkk  fd ogka  ij  lqj{kk 
vf/kdkjh vkSj nwljs yksx lko/kku Fks vkSj mUgsa ¼4½ dksbZ 
pksV ugha igqaphA ysfdu v[kckjksa esa tks fjiksVZ vkbZ gS]@ 
mlls ;gh izrhr gksrk gS fd tks rst gfFk;kj mlds ikl 
Fkk og tgj esa cq>k Fkk @@ vkSj ;g Hkh dgk x;k Fkk fd 
tks dsl cuk;k x;k gS] jftLVj fd;k @@@ x;k gS og 
dsoy rkthjkrs fgUn dh /kkjk 506 ds varxZr jftLVj ¼5½ 
fd;k x;k gSA blls yksxksa ds eu esa ,d xaHkhj vk’kadk iSnk 
gksrh gS @ fd fdlh Hkh lk/kkj.k vkneh ds f[kykQ Hkh ;fn 
bl rjg dk geyk gks rks dsl ges’kk rkthjkrs fgUn@@dh 
/kkjk 307 Ds vanj jftLVj  fd;k tkrk gSA ;gka  HkwriwoZ  
x`g@@@  ea=h  jk”Vª  ds  ,sls usrk ftudh rjQ 
djksMksa yksx vkl yxk, cSB gSa A ¼6½ fd os ns’k dk ekxZn’kZu 
lgh fn’kk esa djsaxs ] mu ij geyk gks tk, ckgj ls @] 
tgj ls cq>s gq, gfFk;kj ls vkSj mudk dsl jftLVj fd;k 
tk, rkthjkrs fgUn dh /kkjk 506 ds varxZr ] blls yksxksa 
ds eu esa ,d शadk iSnk @@@ gqbZ gS A blds lkFk gh tks 
vkneh idMk x;k mldk c;ku gS A ¼7½
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v/;k; & 13-

60 श-iz-fe-

milHkkifr th ] eSa bl fcy dk leFkZu djrk gwa ysfdu 
nq[k ds lkFk dgrk @gwa fd bl ljdkj ds ikl dksbZ lw> 
&cw> ugha gSA dsoy phuh feyksa esa Vsd @@ vksoj djus 
ls dke ugha pyus okyk gSA pkfg, rks ;g Fkk fd phuh 
@@@ feyksa dk jk”Vªh;dj.k dj fy;k tk, ] ysfdu ;g 
eqxhZ ds g`n; okyh ljdkj ftl ds ¼1½ ikl dksbZ fln~/kkUr 
ugha gS] dksbZ mlwy ugha gS] og Hkyk ;g D;ksa djs vkSj@ 
[kkl dj ds turk ikVhZ esa og ?kVd tks iawthifr;ksa dk 
lcls cMk leFkZd @@ gS ]mlds ncko esa vk dj ,sls 
tufgr ds dke dks Hkh ;g ikVhZ @@@ djus ls fgpdrh 
gS vkSj ;g bls ugha djsxh A eSa rks lksprk Fkk fd bu ¼2½ 
feyksa dk jk”Vªh;dj.k gksxk A gekjh cgqr fnuksa ls ekax gS 
fd phuh feyksa dk jk”Vªh;dj.k @ gksuk pkfg, A bl ds 
lkFk gh lkFk nwljh ckr eSa ;g dguk pkgrk gwa fd @@ 
20 djksM :Ik, phuh feyksa dks vkt rd fn, x, gSaA][kqn 
Jh flag us dgk@@@ fd  20  ls  50  djksM  :Ik,  mu 
ij  iMs  gq, gSaA eSa ¼3½ pkgrk gwa fd ljdkj ;g crk, fd 
;g tks fey ekfydkss ds ikl fdlkuksa@ dh xk<h dekbZ dk 
55 djksM :Ik;k vHkh rd iMk gqvk gS @@ ml dks pqdrk 
djkus ds fy, vki D;k O;oLFkk dj jgs gSa\ D;k vkius 

@@@ bl ij fpUru fd;k gS ] fopkj & foe’kZ fd;k gS 
] ;g crk,a A Jheku~ ] ea=h egksn; us dgk gS fd ¼4½ 
cgqr lh ,slh feysa phuh dh gSa tgka ij dke djus @ okys 
etnwjksa dks issesUV ugha fd;k x;k gSA mu dh ru[okgsa 
cdk;k jg xbZ gSaa A eSa @@ ljdkj ls tkuuk pkgwaxk fdbu 
etnwjksa dh tks ru[okgsa ckdh gSaa mudh tks @@@
xzsP;qbVh ckdh gS ftudk iSlk cdk;k gS mldh ftEesnkjh 
fdl ij gS\ eSa ¼5½ Tkuuk pkgrk gwa fd ljdkj tks 
djksM :Ik;k bu phuh feyksa dks dke djus yk;d@vkSj 
equkQk dekus yk;d cukus esa [kpZ djsxh D;k os budks ckn 
esa mu dks @@ gSaM &vksoj dj nsaxs ;k dksbZ ,slh O;oLFkk 
djsaxs fd tks :Ik;k bu phuh feyksa dks @@@pykus yk;d 
cukus ] equkQk dekus yk;d cukus cukus ij [kpZ gksxk 
mldks olwyus ds fy, ¼6½ vkius dksbZ O;oLFkk dh gS \D;k 
bl :Ik, dks vki yksu ds :Ik esa j[ksaxs ;k var@esa  vkidk  
fopkj  ;g  gS  fd phuh  feyksa dk jk”Vªh;dj.k dj  nsa 
eSa bu ckrksa@@Li”Vhdj.k djuk pkgrk gwa vkSj bl fcy 
dk gkfnZd leFkZu Hkh djrk gwa AeS@vk’kk djrk gwa fd vki 
esjs iz’uksa dk Liʼ mRRj nsus dh d`ik djsaxsA¼7½  

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.24



57

v/;k; & 14-

Ekgksn;] ;s lc vyx & vyx laLFkk,a cuh gqbZ gS vkSj tSlk 
fd ekuuh; oDrk@us dgk] ,sls baLVhV;wV gS tks /kkfeZd 
fLFkfr;ksa dks vk/kkj ysrh gSAeq>s @@blesa ,slk yxrk gS 
fd dgha dkbZ mRrjnk;h ugha gS vkSj ,d nwljs ij@@@
ckr Vkyus dh fLFkfr cuh gqbZ gSaA tc rd bl fLFkfr dk 
lq/kkj ugha gksrk ¼1½rc rd vPNh ls vPNh ;kstuk vPNs ls 
vPNk vkn’kZ dk;kZfUor ugha gks ldrk gSA @eS FkksM+k lk 
viuk vuqHko vkidks crk nwa D;ksfd eS f’k{kk ds {ks= esa [kik 
gwaA vkt ls 5 lky igys ;qfuoflZVh dh ifpZ;ksa dks tkapuk 
eSus blfy, NksM+@@@fn;k fd esjh le> esa Hkh vk x;k 
fd ;s rks lc udy dh xbZ ifpZ;kW gS¼2½ eSus ,d iz’u iS-
jkxzkQ ds :Ik esa fn;k Fkk fd Hkkषk esa] ogh okD; @@;kfu 
,d ls bl okD; viuh dkfi;ksa esa fy[k fn,Agekjh le> 
esa vk;k fd f’k{kd @@@us ;g fMDVsV dj fn;k gS A 
vHkh&vHkh ;g fLFkfri iSnk gqbZ fd ,d ;qfuoflZVh ¼3½ds 
fo|kfFkZ;ksa ds ipsZ fn, x, rks mUgksaus dgk fd ;g dkslZ ds 
ckgj gSAvkSj os mBdj ckgj pys x, ;g dgdj fd ge 
rks flusek ns[kus @@tk,xasAtc ykSVdj vk, rks os 
viuh&viuh iqLrdsa ys vk, vkSj dgk fd gesa fy[kus @@@

nks ugha rks ckgj fudyksa ge crkrs gSA ftUgksus bl fLFkfr 
dk lkeuk fd;k muesa ¼4½ ls dbZ f’k{kd gS tks ekjs x, vkSj 
budks jksdus ds fy, ge dqN@ugha dj ldsA vkt Hkh 
vuqfpr l/kuksa dk iz;ksx dgha can ugha gqvk gSAdgka@@
bfErgku jg x, gS\ ijh{kk ds ckjs esa vHkh ,d ekuuh; 
lnL; dg jgs Fks@@@fd bl dks cny fn;k tk,A vki 
cny nhft, vkSj mlh f’k{kd dk bl ckr dh ¼5½ ftEesnkjh 
ns nhft, fd og Dykl es ns[ksa jkst  i<+k, ysfdu vkidks 
bl ckr dk @bafrtke djuk iM+sxk fd f’k{kd vkSj fo|kFkhZ 
ds chp esa laca/k igys dk;e gks ldsaA@@lky Hkj og 
mldks i<+k,xk ysfdu f’k{kd ds izk.kksa dh mldh tku dh 
@@@ j{kk dk Hkh bafrtke vkidks djuk iM+sxk A vkt 
bl rjg dh tks fLFkfr gS ¼6½ fd tkss ;ksX; fo|kFkhZ ijh{kk 
essa cSBuk pkgrk gS og vYier esa jg x;k gS@vksSj tks minzo 
djds vkxs c<+uk pkgrk gS og ckth ekj ys tkrk gS A@@ 
bl izdkj dh fLFkfr tc gekjs laLFkkuska esa pyrh jgsxh rks 
dSls ge ukStokuksa dk@@@ Hkfo”; mTtoy cuk,xsa vkSj 
dSls ge vius uksStokuksa ls ns’k dh izxfr dh vk’kk j[ksaxas\¼7½
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v/;k; & 15-

mik/;{k th] ftl lEekuuh; LFkku ij vki cSBs gS eq>s 
Lej.k vkrk gS fd mlh @ LFkku ij LoxhZ; tkfdj gqlSu 
lkgc tc ;gka cSBrs Fks vkSj muds lkeus cqfu;knh @@f’k{kk 
dk loky vkrk Fkk ftlds fd og tud dgs tkrs Fks rks 
og@@@ cM+h uezrk ls dg nsrs Fks fd bldh ppkZ er 
djksa vc ;g ughs ¼1½ gS vkSj ej pqdh gSAeSus nks ,d ckj 
mudks ;g dgrs lquk gSA@vki f’k{kk dh ;ksstuk mldk 
fooj.k vPNs ls vPNk gekjs ikl gSA dksBkjh deh’ku@@
gS jk/kkd`”.ku deh’ku gS xtsUnz x<+dj deh’ku gS fdrus 
gh lsehuklZ gq, mudh fjiksVZ gSA@@@fo}ku ea=h tks gq, 
bl foHkkx esa mudk ekxZn’kZu gS lc ekStwn gSA vkt ¼2½ 
Hkh fo}ku oDrk us izLrko is’k fd;k mldk fonorkiw.kZ Hkkष.k 
Hkh ekStqn gks x;k gSA mlds ckn Hkh ;g vkt dh fMcsV Hkh 
tqM+ tk,xh ml fjdkMZ esa A@@exj tc eS lksprk gwa fd 
ftl nnZ ls tkfdj lkgc us csfld ,stqds’ku dh@@@
ckr dgha Fkh vkt ;s iqLRdsa Hkh ykbcszjh dh ’kksHkk cuh gqbZ 
gS vkSj dHkh ¼3½ bUgha dherh fdrkcksa dks Nk=ksa ds vkkanksyu 
esa tykus ds dke esa yk;k x;k Fkk os @tykbZ tkrh gS rks 

eq>s ,slk yxrk gs fd bl ifo= {ks+= esa lcls@igys tks 
ge ml foषe pdz esa Qal x, fd ge fuj{kj Fks vkSj 
pkgk@@@fd lc yksx i<+s ,d ,slh la[;k i<+us vkSj i<+kus 
okyksa dh lkeus vk ¼4½ xbZ gS ftlls Nk=ksa vkSj f’k{kdksa ds 
laca/k VwVsA

txg&txg Lora= fLFkfr;ka @cuh vkSj lc viuh & viuh 
euekuh djus yxs A lafo/kku dh fLFkfr ls Hkh vki ns[ks@@
fd fdrus gS tks bl f’k{kk foHkx dks fu;af=r djrs gs vkSj 
fdruh laLFkk, gS@@@tksbl foHkkx dks Hkh fu;af=r djrh 
gsS ysfdu dgha dksbZ mRrjnkf;Ro ugha gSA¼5½tSls mnkgj.k 
ds fy, ;fn vki ,tqds’ku fefuLVj lkgc ls dgha dh ;g 
fjikVZ@dh ;g LVsV ;qfuoflZVh dh ckr gS vkSj ;g LVsV 
lCtsDV gSA ge fy[ksxas mudks¼6½rks gesa blh izdkj dk mRrj 
feysxk pkgsa dksbZ Hkh Hkzʼpkj dh ckr gks@blfy, eS dguk 
pkgrk gwa fd pkgs tks Hkh ge vPNh&vPNh ;kstuk,a cukrs 
@@gS vkn’kZoknh fLFkfr;ka j[krs gS ysfdu tc mudks pykus 
dh ckr gksxh rc gekjs@@@;gka ;gh leL;k,a iSnk gksaxh 
D;ksafd mldks pykus ds fy, LVsV ftEesnkj gSA¼7½
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v/;k; & 16-

Jheku] for ea=h th us cM+h dksf’k’k dh bk tfVy leL;k 
dk vPNh ojg ls @mRrj nsus dh ijUrq esa ;g dguk pkgrh 
gwa fd ;g leL;k cM+h xaHkhj gks@@xbZ gS vkSj ,d vtxj 
dh rjg eqag pyh vk jgh gSA tks fQxlZ vkus @@@fn, 
gS os crk jgs gS fd pan eghuksa ds vanj os phtsa ¼1½ ftuls 
xjhc etwnwj fdlku viuk isV Hkjrs gS rsth ls mudh dher 
c<+@jgh gSa A vkt xjhc turk ;g eglwl dj jgh gS fd 
mudk thuk Hkh@@eqf’dy gSAvkidks irk gS fd dud 
xjhc yksx ugha [kkrs os rks Tokj @@@[kkrs gs D;ksafd Tokj 
lLrh gksrh gSaAblh rjg ls vkSj eksVk vukt tks xjhc ¼2½ 
[kkrs gS mudh dherksa esa cgqr T;knk c<+ksRrjh gks xbZ gSAphuh 
dh vkius @dgk gS fd 30 ijlsaV dher c<+h gS ysfdu 
gkyr ;g gs fd vkius @@60 ijlsaV daVªksy esa fn;k gS 
vkSj 40 ijlsaV vksiu esa vkSj cktkj esa@@@tkvks rks 4:Ik, 
fdyks phuh feyrh cM+h dfBukbZ lsAblfy, eSa vkils ¼3½pk-
grh gw fd tks ;s [kkus dh phtsa gs tks nkys gS eksVk@vukt 
gS phuh gS budh vki dhersa ?kVk,aA

vkius cjkcj ftdz fd;k @@gS ljdkjh eqykfteksa dh 
ru[okg c<+kus dkA rks eSa ,d ckr dguk pkgrh gwa fd D;k 
@@@ljdkj pkgrh gS fd शkfUriw.kZ rjhds ls yksx jgsa ;k 
gj oDr rwQku epk,a A ljdkjh ¼4½tks ukSdj gS os gh rqQku 
pekrs gS D;ksafd os LVªkbd djrs gS vkSj ljdkj@muds Mj 
ls osru c<+k nsrh gSaAog vxj nl :Ik;s c<+krh gS rks @@
egaxkbZ 20 :Ik;s c<+ tkrh gSaA ckdh tks etnqj gS fdlku 
gS os LVªkbd ugha@@@dj ldrs gS D;ksafd os laxfBr ugha 
gS muds fy, vkius D;k lek/kku fd;k ¼5½ gS\ esjs viksth’ku 
ds Hkkb;ksa dks [kkus dh phtksa dh bruh fQdz ugha gS@ftruh 
LVhy dh dherksa dh exj eS dgrh gwa fd igys [kkus dh 
phtksa dh ;s@@@fQdz gksuh pkfg, LVhy dh fQjAblfy, 
eS ;g dguk pkgrh gwa fd ;s @@@tks phuh dh gekjh 
feysa gS mudks tSlk fd eSus iatkc eas ¼6½ dgk Fkk eS ;gka 
fQj nksgjkuk pkgeh gwa fd vki mudk us’kuykbts’ku dhft, 
rkfd@tks chp dk O;kikjh izkfQV ys jgk gS mudks jksdk 
tk ldsA dbZ nQk@@bruh deh ugh gksrh gS ysfdu yksx 
deh fdz,V djrs gS vkSj mlls yk[kksa@@@:Ik;k dek ysrs 
gS ysfdu xUuk iSnk djus okys yksxksa dk शksष.k fd;k tkrk 
gSA ¼7½
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v/;k; & 17-

Jheku] vdky vc /khjs&/khjs gfjr dzkafr dks lekIr djds 
ns’k esa dkys ckny@ds leku Nk x;k gSA eSa ljdkj ls bl 
ckjs esa ?kksष.kk djus dh vko’;drk@@le>rk gwa fd 
ljdkj dks bl rjg dh fLFkfr dks jk”Vªh; ladV ?kksfषr 
djds@@@bldk eqdkcyk djuk pkfg,A vxj og ml 
rjg dh dksbZ ?kksष.kk djrh gS rHkh ¼1½ og bl ladV dk 
eqdkcyk dj ldrh gS D;ksafd vkt ns’k ds vkB jkT;ksa @
esa vdky iM+k gqvk gSAegksn;]fcgkj esa vdky dk fo’ysष.k 
djds rks ;gh@@ dguk iM+sxk fd fiNys lky jch vkSj 
[kjhQ Qlysa lekIr gks xbZA bl ckj Hkh@@vkidks irk 
gksxk fd vkius fcgkj ljdkj dks tks :Ik;s ck<+ lgk;rk ds 
¼2½ fy, fn, Fks mlesa ls ikap djksM+ :Ik;s fcuk ihfM+rksa dks 
fn, x,Aog@:Ik;s dsUnz dks fjVuZ gks x;k gSAogka ds yksx 
vlgk; iM+s gq, gS vkSj @@ljdkj Hkh vlgk; gSAjch dh 
Qly ls tks lgk;rk yksxksa dks fey ldrh Fkh @@@og 
Hkh ugha fey ikbZ ftlds dkj.k ogka dh turk dks dbZ 
izdkj¼3½dk dʼ lgu djuk iM+ jgk gSA

blh rjg ls xjeh dh tks Qlysa ogka@ij iSnk gksrh Fkh osa 
Hkh lekIr gks xbZ gS vkSj eSa vkidks ;g@@Hkh crkuk pkgrk 

gwa fd ogka ij dbZ yksx Hkw[k ds dkj.k ej pqds gsS@@@
vkSj vc ;g fLFkfr vkSj txg Hkh rsth QSy jgh gSAvkt 
vdky dh ¼4½ otg ls dbZ jkT;ksa esa ladV dh fLFkfr iSnk 
gks xbZ gSAftldks eS@;gka ij nksgjkuk ugha pkgrk gwa A bl 
ladV dk v/;;u djus ds fy, dsUnz dh@@vksj ls dqN 
LVsVksa esa Vhesa Hksth xbZ gSAdqN LVsVksa esa rks bl rjg dh@@@
Vhe Hkstus dk vkxzg Hkh fd;k x;k gS A rks esjk uez fuosnu 
gs fd dsUnz ¼5½ ljdkj dh vksj ls bl rjg ds ladVksa dks 
nwj djus ds fy, jkT;ksa dks @lgk;rk nh tk,A jktLFkku 
ljdkj dks djksMks :Ik;k fn;k x;k ftlesa ls djksM+ksa :Ik;k 
@@xcu gks x;kAtgka rd fcgkj dh ckr gS eS vkils ;g 
dguk pkgrk@@@gw fd vki mldk tks Hkh lgk;rk ftl 
dk;Zds fy, Hkh nsa ¼6½ og vki fcgkj ljdkj ds Åij u 
NksMs+ cfYd vki bl ckr ds fy, O;oLFkk @djs fd tks Hkh 
dk;Z vkidas iSls ls ogka ij fd, tkrs gS os@@iwjs dj fy, 
tkrs gS ;k ugha A bl dke ds fy, ;g ns[kuk vko’;d 
gS@@@fd tks dk;Z mudks jksdus ds fy, fn, tkrs gS os 
iwjs gksrs gS ;k ughaA ¼7½
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v/;k; & 18-

Jheku] be yksx nsgkr ls vkrs gS vkSj ge yksx ikrs ;g gS 
fd gncanh@ls Qkfty tehu ds fy,tks la?kषZ gksrs gS ml 
la?kषZ ds fy, dsl Qkby djuk@@dpgfj;ksa esa xjhcksa ds 
fy, fcydqy gh vlaHko gSaA mlh rjg ls tfur dsslst 
U;wure etnwjh ls tfur dslst NqvkNqr ls mRihfM+r vkSj 
mlls tfur dslst ¼1½ cgqr ls tks dslst gksrs gs mu reke 
dslst dks dpgfj;ksa esa@ykuk xjhcksa ds fy, ,d vlaHko 
lh ckr gks xbZ gSA blhfy, @@t:jr bl ckr dh gS fd 
tks dkuwu ljdkj us ikfjr fd, gS muds@@@tfj, vxj 
ljdkj lpeqp esa xjhcksa dks U;k; nsuk pkgrh ¼2½ gS fd 
fofHkUu rjg ds tks lkekftd dkuwu ikl gw, gS mu 
dkuwuksa ds tfj,@xjhcksa dks jkgr feys rks t:jr bl ckr 
dh gS fd ljdkj mudks lLrk @@U;k; nsus ds laca/k esa 
dksbZ etcwr dne mBk,A D;k gksuk pkfg,\ iz’u ;g@@@
gS fd dsls lLrk U;k; mudks fnyk;k tk ldrk gS\ ,d 
lq>ko vk;k fd lLrk U;k; fnykus ds fy, ljdkj dks 
dksbZ cksMZ ;k bl rjg dk dksbZ dkuwu ugha@cukuk pkfg, 
cfYd okyaVjh tks vkxZukbts’kal gS muds Åij bl ckr dks 

NksM+ nsuk@@pkfg, fd os pank ns vkSj pans ds tfj, tks 
iSlk vk, vkSj ml pans@ls xjhcksa dks U;k; feys ;g laHko 
ugha gksxkA baXysSaM vkSj vejhdk ds vanj eq>s @@tkudkjh 
ugha gS ysfdu eS tkurk gwa fd mu ns’kksa ds banj U;k; lLrk 
ugha@@@gS cfYd U;k; cgqr gh egaxk gSa blfy, okyaVjh 
vkxZukbts’ku ds tfj, iSlk ¼5½ tek djds xjhcksa dks lLrk 
U;k; fnyk;k tk lds ;g gekjs fy,@Lohdkj djuk ;k 
bldk leFkZu djuk laHko ugha gSaA bl@@rjg ls eS 
lektoknh ns’kksa ds ckjs esa dqN tkurk gwa ftu ns’kksa esa 
dE;wfUkLV @@@ikVhZ dh gqdwer gS vHkh feJk th us cksyrs 
gq, mu ns’kks ds ckjs esa ¼6½ vkykspuk dhA tgka rd esjh 
tkudkjh gS mu ns’kksa esa tks odhy gksrs gsS og@ljdkjh 
odhy gksrs gSA i{k vkSj foi{k nksuksa dks ljdkj dh rjQ 
ls odhy fcyk@@fQl dk deyrk gSA eS pkgrk gwa fd 
ljdkj dk ,sls ns’kksa ds vaanj U;k; @@@fnykus dh tks 
in/kfr gsS mldk cgqr gh xgjkbZ ls v/;;u djuk pkfg,A 
¼7½
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v/;k; & 19-

Ekgksn;] vxj lkekftd ns’kksa dh i/nfr lpeqp esa xjhcksa 
dks U;k; fnykus esa lQy gksrh gS@vxj muls lpeqp esa 
xjhcksa dks mlls lLrk U;k; fey tkrk gS rks@@eS le>rk 
gwa fd HkkjroषZ dks ml i/nfr dks ykxw djus dh fn’kk 
esa@@@xaHkhjrk ls fopkj djuk gksxk

D;kasfd lLrk eS le>rk gwa fd lnu esa ?kksष.kk djus ¼1½ ls 
ugha gksxk xjhcksa ds ckjs eas rks vkidy ckrsa djuk ea= tius 
d leku@gks x;k gSaA ’kk;n gh dksbZ O;fDr gks tks 
xjhcksa dh rjDdh u pkgrk gks tks@@fgUnqLrku esa iwathokn 
dk leFkZd gks tks fgUnqLrku esa vehj’kkgh dk leFkZd gks 
tks fgUnqLrku esa eksuksiyh dk leFkZd gks iwathokn dk leFkZd 
gksA og vkneh yc bu xjhcksa dk uke ysdj mudh lgk;rk 
dh ckr ¼2½ pykrk gS rks eq>s cM+h gh mudh@fu;r ij 
xgjk lansg gksrk gSaSSA bl fy, eS pkgrk gw fd ljdkj@@
tc fgUnqLrku ds lafo/kku esa lektokn dk y{; Lohdkj 
djrh gS mldh izzLrkouk esa@@@lektoknh y{; gS vxj 
lektoknh mnns’k; mldh izLrkouk esa gS rks lgt izLrkouk 
rd ¼3½og lhfer ugh jguk pkfg,A vHkh feJ th us dgk 
fd nwljs cgqr ls lsD’kal@,sls gS tgka lLrk U;k; nsus dh 

fn’kk esa lafo/kku esa dqN la’kks/ku fd;k x;k gS@@MkbjsfDVr 
fizafliYl esa bl rjg dh ckr dgh xbZ gS fd gesa lLrk 
U;k;@@@ nsuk pkfg, A rks ,slh voLFkk esa tc lafo/kku 
esa bl rjg dh ckrsa gs rks ¼4½ tc lafo/kku rks gekjs ns’k 
dk cqfu;knh dkuwu gsml dkuwu ls nwljs dkuwu ,seusV 
djrs@gSA,slh voLFkk esa nwljs dkuwuksa dks cuku pkfg, rkfd 
xjhc yksxks dks U;k; @@lLrk lqyHk gks ldsA ,d ckr 
vkSj dgdj eSa viuh ckr lekIe d:xk@@@vkSj og ;g 
gS fd lh-vkj-ih-lh- esa ljdkj us ,d izko/kku fd;k ¼5½Fkk 
fd dsl tks Qkby gksxk Fkkus ds vanj vkSj vuqla/kku tks 
Fkkus ds vanj@gksxk mles xkaoksa ls tks yksx tk,xs muesa 
xokgh nsus ds fy, rks@@mudks Vh-,-fn;k tk,xkA ;g 
lh-vkj-ih-lh- dk la’kks/ku tgka rd@@@eq>s Lej.k gS 1972 
;k 1974 esa gqvk Fkk vkSj bl rjg¼6½dk izko/kku ogk fd;k 
x;k FkkA eS le>rk ;g gw fd xjhc tks fd Qkby@dsl 
djrk gS mldks U;k; ugha feyrk gS D;ksafd og mlesa tkus 
dk O;;@@ogu djus esa vleFkZ gks tkrk gSAeS ljdkj ls 
tkuuk pkgrk gwa fd@@@lh-vkj-lh-lh- tks bl rjg dk 
izko/kku djrk gS mlds fy, dkbZ mfpr :Ik ls O;oLFkk gks 
¼7½
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Ekgksn;] dkuwu lgk;rk ds laca/k esa tks izLrko vk;k gS eS 
mldk leFkZu djrk @gwA eS blfy, leFkZu djrk gw fd 
esjh le> ;g gS fd @@tura= ds vanj xjhcksa ls dks 
lLrk U;k; fnykuk jkT; dh ftEesnkjh gksuh pkfg,A ysfdu 
vktknh@@@ ds 35&36 o”kZ ds ckn Hkh ns[kus dks ;g 
feyrk gS fd vkt Hkh ¼1½ yksxksa dks egxas nj ij U;k; feyrk 
gsSaAxjhcksa dks dpgfj;ksa esa igqpuk vkSj lLrk@U;k; ikuk 
,d vlaHko lh ckr gSAvxj lgh ek;us esa ns[kk tk, rks 
@@ lqizhe dksVZ esa ftrus Hkh dslst gS mudk 99-9 ijlsaV 
dsl vehjksa @@@ds chp ds gh gSA gkbZdksVZ dh Hkh gkyr 
djhc djhc mlh rjg dh ¼2½ gS vkSj fMfLVªDV dksVZ dh Hkh 
gkyr mlh rjg dh gSAD;k bldk vFkZ ;g @yxk;k tk, 
fd ns’k ds vanj xjhcksa ij dksbZ tqYe vkSj vR;kpkj ugha 
gksrk gS@@ftlls os dksbZ dsl gksbZdksVZ esa ;k lqizhe dksVZ 
esa ;k ftyk dksVZ@@@ esa ;k mlds uhps ugha ykrs\ ,slh 
ckr ugha gSaA dkj.k ;g gS fd os vius dsl bu dpgfj;ksa 
ls dj ldsa vkSj ykus esa tks [kpkZ gksrk gSA ml @@dks 
ogu djuk cknkZ’kr djuk mudh vkfFkZd शfDr ds ijs dh 

ckr gSA dslst@@@dks gkbZdksVzZ esa ykus dh ckr rks NksM+ 
nhft, cgqr ls ,sls Hkh dslst gS ¼4½ fd ftu dslst dks os 
Fkkus esa ys gh ugha tkrs gS blfy, @fd mudh ges’kk 
dpgfj;ksa esa tkus dh Qhl@@mlds tkus dk [kpZ vkSj 
dksbZ dksVZ dk@@[kpZ bur eke [kpksZ ds fp= tc izLrqr 
gksrs gsS rks os dpgfj;ksa esa dsl@@@Qkby djuk mfpr 
ugha le>rs gSA blfy, tks xjhcksa dks U;k; feyuk pkfg, 
og¼5½U;k; ugha fey ikrk gsSA ljdkj ckj&ckj ?kks”k.kk 
djrh gS fd xjhch js[kk ds@phes jgys okyksa dh la[;k 50 
izfr’kr gS blfy, ,sls yksx dpgfj;ksa essa@@tk,a vkSj ;g 
egaxk U;k; izkIr djsA ;g muds fy, vlaHko lh ckr 
gSA@@@ljdkj us fcqr rjg ds dkuwu cuk, gS gncanh dk 
dkuwu cuk;k gS ¼6½ Qkfty tehu dk dkuwu cuk;k gS 
U;wure etnwjh dk dkuwu cuk;k gS lks’ky fMlsfcfyVh dk@
dkuwu cuk;k gS vkSj bl rjg ds vusd lekt lq/kkj ds 
dkuwu cuk, gS@@tks fd vke rkSj ij xjhcksa ds fy, gh 
cuk, x, gs vkSj muls@@@vis{kk dh xbZ Fkh fd bu 
dkuwuksa ds tfj;s xjhcksaa dks dqN jkgr fnyk,A ¼7½
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आशुिलिपक सिचवीय सहायक (िहȽी) - आशुिलिप (शॉटŊहैǷ) अɷास 1.1.25

आशुिलिप उǄ गित अɷास
उȞेʴ : इस अɷास के अȶ मŐ आप यह जान सकŐ गे :
• आशुिलिप उǄ गित पर ।

vH;kl 1

80 'kCn izfr feuV

Ekgksn;] lEifr ds ekSfyd vf/kdkjksa lca/k esa dqN yksx dgrs 
gaS fd Ms<+ lkS :i;k ikus okyk xjhc vkneh tks iksLV&vkWfQl 
esa tek djkrk gS] og Hkh ml dk lEifr dk vf/kdkj gS 
vkSj mlds bl vf/kdkj dks vki D;ksa Nhuuk pkgrs gSa\ eSa 
vkils dguk pkgrk gw¡  fd bl vf/kdkj dk Qk;nk fdl 
us mBk;k gS\ D;k ml vkneh us ftlds ikl Ms<+ lkS :i, 
dh vkenuh gS ;k ftldh Ms<+ lkS :i, ¼1½ dh cpr gS] 
ml dks dqN Qk;nk feyk gS\ ;k mu yksxksa dks Qk;nk feyk 
gS tks iwjs ns'k esa 75 ifjokj gSa vksj ftudk ns'k dh pkyhl 
izfr'kr nkSyr ij dCtk gSA vxj mldk Qk;nk mu yksxksa 
dks feyk gS ftUgksaus ns'k dh pkyhl izfr'kr lEifRr ij 
dCtk dj j[kk gS rks gesa fuf'pr :i ls bl ij iqufoZpkj 
djuk gksxkA lEifr ds vf/kdkj dks ewyHkwr vf/kdkjksa esa 
ls fudkyuk gksxk vkSj jkstxkj dks ewyHkwr ¼2½ vf/kdkjksa eas 
'kkfey djuk gksxk rkfd ljdkj dh ftEesnkjh gks fd og 
bl rjg dh ;kstuk,a cuk, ftl esa lc dks jsktxkj fey 
lds vksj ugha rks mu yksxksa dks csjkstxkjh dk HkRrk ns] rHkh 
gekjk n`f"Vdks.k bl fn'kk eas lgh cu ldrk gSA

eSa ,d ckr vkSj dguk pkgrk gw¡] vki ns[ksa fd vkt D;k 
fLFkfr gSA vkt fLFkfr ;g gS fd vkt ,d vkneh [ksrh Hkh 
djrk gS] og vkneh odkyr Hkh djrk gS vkSj og vkneh 
¼3½ fctusl Hkh djrk gS A ogh vkneh llan dk lnL; 
Hkh gks ldrk gS vkSj mlds lkFk vkSj nl /ka/ksa dj ldrk 
gSA mlds fy, dksbZ ikcanh ugha gS vkSj nwljh rjQ chl 
djksM+ vkneh ,sls gSa fd tks xjhch dh U;wure lhek js[kk ds 
uhps jgrs gS] ftudks dksbZ jkstxkj miyC/k ugha gSA rks bu 
nks fLFkfr;ksa esa gesa rqyuk djuh iM+sxh fd D;k lEifr ds 

vf/kdkj dks lqjf{kr j[krs gq, ge bu fujhg yksxksa dks NksM+ 
nsa fd ¼4½ tks ns'k ds vlyh ukxfjd gS vxj ge mudks 
ugh NksM+uk pkgrs rks gesa fuf'pr :i ls ,d ckr djuh 
pkfg, fd ftleas ,d vkneh dks ,d gh jkstxkj gks] mlls 
vf/kd ugh vkSj mleas mudk isV Hkjus yk;d nke feyuk 
pkfg,A vkt rks gesa U;wure vko';drk,a pkfg,A tks ewyHkwr 
vko';drk,a gS] mudks iwjk djuk gS] vkjke ugha pkfg,A mu 
dks rks vkt diM+k fey tk,a] jksVh fey tk,a] edku] LokLF; 
vkSj f'k{kk dh ¼5½ lqfo/kk fey tk,A ;fn ge mudh U;wure 
vko'd;drkvksa dh iwfrZ dj ldsa rHkh ge ns'k dks lgh jkLrs 
ij ys tk ldasaxsA vkt dh tks vFkZO;oLFkk gS] mleas ftl 
vkneh ds ikl iSlk gS] ftl ds ikl lk/ku gS] ml dks NwV 
gS fd og pkgs ftruk iSlk dek, ysfdu ftlds ikl iSlk 
ugha gS] ftlds ikl Je 'kfDr gS] ftlds ikl dsoy mlds 
gkFk&iSj gSa] og Hkh vius iSjksa ij [kM+k gks lds] blds fy, 
ljdkj ds ikl dkSulh ;kstuk,a gS vkSj og mu ;kstukvksa 
dks dSls ykxw djuk pkgrh gSA 
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dfBu 'kCnksa dks <wa< dj mudk vH;kl dfj,
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milHkkifr egksn;k] gekjs ns'k ds tks oSKkfud ga S 
vksj tks izk S|ksfxdh ds {ks= es a yxs gq, gS a mu ds 
lca/k esa vDlj lekpkj i=kas esa i<+Uks dks feyrk gS fd os dbZ 
dkj.kksa ls ns'k dks NksM+ dj fosns'k esa tk dj cl tkrs gaSA 
eaS Hkkjr ljdkj ls fuosnu djuk pkgrk gw¡ fd bu dkj.kkas 
dh tkap gksuh pkfg, fd D;ksa gekjs oSKkfud vkRegR;k dj 
ysrs gSa ;k fons'kksa esa tk dj cl tkrs gSa\ vius foKku ds 
dke ¼1½ esa fons'k esa jguk pkgrs  gS] bl ns'k esa ugh jguk 
pkgrs gS\ bu 'kCnkas ds lkFk esa ,d ckj fQj lkjs oSKkfudksa 
ds izfr] izkS|ksfxdh ds {ks= esa dke djus okys oSKkfudksa vkSj 
deZpkfj;ksa ds izfr vkSj mu ds lkfFk;ksas ds izfr vkHkkj izdV 
djrk gw¡ vkSj fo'okl djrk gw¡ fd gekjs ns'k ds oSKkfudksa 
bl ns'k dks vkRefuHkZjrk dh vksj vkxs c<+krs jgsaxsA

vknj.kh; milHkkifr egksn;k] ekuuh; fpRr clq us tks 
izLrko j[kk gS og flQZ ,d jkT; ¼2½ ds ckjs eas j[kk gS fd 
if'peh caxky dks fdl rjg c<+k;k tk,A gksuk ;g pkfg, 
Fkk fd ns'k ds ftrus fiNM+s gq, jkT; gSa] mu dks fdl rjg 
c<+k;k tk, vkSj {ks=h; vlekurkvksa dks fdl rjg feVk;k 
tk, ,slk izLrko gksrk rks og Lokxr ;ksX; gksrk exj 
bUgksus dsoy ,d gh jkT; dks vkxs c<+kus dh ckr dgh gS 
tks fd igys ls gh c<+h gqbZ gSA vkt ls dqN lky igys 
caxky lcls T;knk vkS|ksfxdh Fkk ysfdu tc ls ysQ~V ÝV 
ljdkj ogka vkbZ gS rc ls ogka dk vkS|ksfxdj.k lEkkIr gksus 

yxk gSA if'peh caxky esa ekDlZoknh ljdkj tc ls vkbZ 
gS rc ls ogka ds vkS|ksfxdj.k esa cM+k varj gks x;k gS vkSj 
rc ls enzkl] xqtjkr] rfeyukMq vkSj gfj;k.kk vkxs c<+s 
gSa] ojuk igys if'peh caxky lcls vkxs FkkA ge pkgrs gaS 
fd ftrus Hkh fiNM+s jkT; gaS] [kkldj jktLFkku tks lcls 
fiNM+k gqvk gSa vksj ftldh izfr O;fDr vk; lcls de gS] 
ogka Hkkjr ljdkj dh vkS|ksxhdj.k eas tks ykxr gqbZ gS] og 
lcls de gSA bl izdkj ds jkT; ds izksRklkgu nsuk pkfg, 
u fd if'peh caxky dks tks fd igys ls gh vkxs gSaA gekjs 
;gka ds reke iwathifr caxky esa cSBs gq, gSaa vkSj mUgksus ogka 
m|ksx yxk j[ks gaS] og lkjs m|ksx jkTkLFkku esas vk tk,] 
;k iwathifr vk tk,a rks ge mldk Lokxr djsaxsA ;s yksx 
gekjs ekjokM+h iwathifr;ksa dks ogka [khap dj ys tk, gS vkSj 
fQj Hkkjr ljdkj ls dgrs gS fd if'peh caxky dks vkxs 
c<+kus esa ftruk iz;Ru fd;k gS og Lokxr ;ksX; gSA gekjh 
rks Hkkjr ljdkj ls f'kdk;r gS fd vkius if'peh caxky 
dks T;knk fn;k gS vkSj nwljs jkT; tSls fcgkj] mRrj izns'k] 
jktLFkku dks fiNM+k j[kk gS vr% mu ds fodkl dh vksj 
T;knk /;ku nsuk pkfg,A jktLFkku esa xjhch dh lrg ls 
uhps ipkl izfr'kr yksx gSa] tgka yxkrkj vdky iM+rk gS] 
ogka dh gkyr n;uh; gS] ogka ij vkSj T;knk vkS|ksfxdj.k 
gksuk pkfg,A

vH;kl 2
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dfBu 'kCnksa dks <wa< dj mudk vH;kl dfj,
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mi lHkkifr egksn;k] gekjs ns'k ds tks oSKkfud 
gaS vksj tks izks|ksfxdh ds {ks= es yxs gq, gaS mu ds 
lc/ka esa vDlj lekpkj i=ksa es i<+us dks feyrk gS 
fd os dbZ dkj.kksa ls ns'k dks NksM+ dj fons'k esa tk dj cl 
tkrs gSaA eSa Hkkjr ljdkj ls fuosnu djuk pkgrk gw¡ fd bu 
dkj.kksa dh tkap gksuh pkfg, fd D;ksa gekjs oSKkfud vkRegR;k 
dj ysrs gaS ;k fons'kksa es tk dj cl tkrs gSa\ vius foKku 
ds dke esa fons'k esa jguk pkgrs gSa] bl ns'k esa ugh jguk 
pkgrs gS\ bu 'kCnksa ds lkFk eS ,d ckj fQj lkjs oSKkfudksa 
ds izfr] izkS|ksfxdh ds {ks= esa dke djus okys oSKkfudksa vkSj 
deZpkfj;ksa ds izfr vkSj mu ds lkfFk;ksa ds izfr vkHkkj izdV 
djrk gw¡ vkSj fo'okl djrk gw¡ fd gekjs ns'k ds oSKkfud 
bl ns'k dks vkRefuHkZjrk dh vksj vkxs c<+krs jgsaxsA 

vknj.kh; milHkkifr egksn;k] ekuuh; fpRr clq us tks 
izLrko j[kk gS og flQZ ,d jkT; ds ckjs eas j[kk gS fd 
if'peh caxky dks fdl rjg feVk;k tk,&,slk izLrko gksrk 
rks og Lokxr ;ksX; gksrk exj bUgksaus dsoy ,d gh jkT; 
dks vkxs c<+kus dh ckr dgh gS tks fd igys ls gh c<+h gqbZ 
gSA vkt ls dqN lky igys caxky lcls T;knk vkS|ksfxd 
Fkk ysfdu tc ls ysQV~ QazV ljdkj ogka vkbZ gS rc ls 
ogka dk vkS|ksfxdj.k lekIr gksus yxk gSA if'peh caxky esa 

ekDlZoknh ljdkj tc ls vkbZ gS rc ls ogka ds vkS|ksfxdj.k 
esa cM+k varj gks x;k gS vkSj rc ls enzkl] caxky] xqtjkr] 
rfeyukMq vkSj gfj;k.kk vkxs c<+s gS] ojuk igys if'peh 
caxky lcls vkxs FkkA ge pkgrs gaS fd ftrus Hkh fiNM+s 
jkT; gSa] [kkldj jkTkLFkku tks lcls fiNM+k gqvk gS vksj 
ftldh izfr O;fDr vk; lcls de gS] ogka Hkkjr ljdkj 
dh vkS|ksfxdj.k esa tks ykxr gqbZ gaS] og lcls de gSaA bl 
izdkj ds jkT; dks izksRlkgu nsuk pkfg, u fd if'peh caxky 
dks tks fd igys ls gh vkxs gSA gekjs ;gka ds reke iwathifr 
caxky esa cSBs gq, gS vkSj mUgksuas ogka m|ksx yxk j[ks gS] og 
lkjs m|ksx jkTkLFkku es vk tk,a] ;k iwathifr vk tk, rks 
ge mudk Lokxr djsaxsA ;s yksx gekjs ekjokM+h iawthifr;ksa 
dks ogka [khap dj ys x, gS fQj Hkh Hkkjr ljdkj ls dgrs 
gS fd if'peh caxky dks vkxsa c<+kus es ftruk iz;Ru fd;k 
gS og Lokxr ;ksX; gSA gekjh rks Hkkjr ljdkj ls f'kdk;r 
gS fd vkius if'peh caxky dks T;knk fn;k gS vkSj nwljs 
jkT; TkSls fcgkj] mRrj izns'k] jkTkLFkku dks fiNM+k j[kk 
gS vr% mu ds fodkl dh vksj T;knk /;ku nsuk pkfg,A 
jktLFkku esa xjhch dh lrg ls uhps ipkl izfr'kr yksx 
gSa] tgka yxkrkj vdky iM+rk gS] ogka dh gkyr n;uh; gS] 
ogka ij vkSj T;knk vkS|ksxhdj.k gksuk pkfg,A

vH;kl 3
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dfBu 'kCnksa dks <wa< dj mudk vH;kl dfj,
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milHkkifr egksn;k] eS bl ,izksfiz,'ku fcy dk leFkZu djrk 
gw¡ vksj leFkZu djrs gq, eaS reke lnL;ksa dks ;g dguk 
pkgrk gw¡ fd tc&tc ctV eSa dj dh o`f) dk izLrko 
vkrk gS] eSa mldk rgsfny ls leFkZu djrk gw¡ vksj blhfy, 
leFkZu djrk gw¡ D;ksafd esjh ;g jk; gS fd tc rd fgnqL-
rku ds ftrus fjlkslsZt gaS] mu lcdk laxzg u djsa rc rd  
gekjh tks ;kstuk gS] og dHkh Hkh lQyhHkwr ugha gks ldrhA 
cnfdLerh gS fd gekjh oSlh vkfFkZd fLFkkfr ugha lq/kjh gS 
vksj blfy, gesa fons'kksa ls dtkZ ysuk iM+rk gSA fons'kksa ls 
dtkZ ysuk dksbZ 'keZ dh ckr ugh gSA lc ljdkjsa ysrh gSa 
vksj mlls dke pykrh gSa ysfdu gekjk cjkcj ;g futh 
fopkj jgk gS fd ns'k es tks VSDl nsus okys yksx gSaA

vH;kl 4

muls VSDl fy;k tk, vksj vehjkasa ls T;knk fy;k tk, rFkk 
xjhcksa ls de fy;k tk,A ;g gekjk fopkj cjkcj jgk gS 
ysfdu esjh f'kdk;r gS fd vHkh tks gekjh ljdkj gS] og 
lektokn dh LFkkiuk ds fy, ckr djrh gS fdarq bldh tks 
vkfFkZd uhfr gS] og fefJr vFkZO;oLFkk dh gSA xaxk&tequk 
dh uhfr gS vksj ;g tks xaxk tequk dh uhfr gS og eqYd 
ds fy, vPNh pht ugha gSA fdrus fnu rd ;g pysxh ;g 
rks irk ugh vksj blhfy, gekjh ljdkj dHkh&dHkh vehjksa 
ij jge djrh gSA muls rks bruk VSDl ysuk pkfg, fd 
gesa ckgj ds tks ns'k gSa] muls dtkZ ysus dh t:jr u iM+sA 
blds lkFk gh lkFk tks e/; foRrh; ntsZ ds yksx gSa ftudh 
ekyh gkyr vPNh gS] mu ls Hkh t:j VSDl fy;k tk, vksj 
xjhcksa ls de fy;k tk, ysfdu ,slh fLFkfr ugha gSA
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dfBu 'kCnksa dks <wa< dj mudk vH;kl dfj,
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vH;kl 5

lHkkifr egksn; ]foRr ea=h egksn; ds ctV Hkk"k.k ij dbZ 
ekuuh; lnL; vius fopkj O;Dr dj pqds gSaA dqN lnL;ksa 
us foRr ea=h egksn; ds lkeus cM+s vPNs lq>ko Hkh j[ks gSaA 
eSa Hkh lnu dks bl laca/k esa vius fopkjksa ls voxr djkuk 
pkgrk gwa A loZizFke eS dj <kaps ds ckjs esa vius fopkj 
j[kuk pkgrk gWw ctV esa djksa esa dqN NwwV nh xbZ gS ysfdu 
dqN oLrqvksa ij dj c<+k fn;s x, gSa tks vke vkneh ¼1½ ds 
iz;ksx esa ugha vkrh gaSA foRr ea=h }kjk djksa esa tks jkgrsa nh 
xbZ gSa mlls xjhcksa dks dqN ykHk gksxk blesa lansg gSA esjs 
fopkj ls Hkkjr dh dj iz.kkyh dks cgqr ljy cuk;k tkuk 
pkfg, A dj bl izdkj ls yxk, tkus pkfg;sa ftlls vke 
yksxksa ij bldk izHkko u iM+s A ge ns[krs gaS fd ljdkj 
fdlh oLrq ij FkksM+k dj yxkrh gS ysfdu cktkj esa mlds 
nke cgqr c<+ tkrs gSA ¼2½ dj c<+kuas ds lkFk&lkFk ljdkj 
dks ;g Hkh dguk pkfg;s fd fdl&fdl oLrq ds nke ugha 
c<+k, tk;saxs A ljdkj ;fn ,slk ugha djrh gS rks oLrqvksa 
ds nke c<+rs tkrs gSa vkSj ljdkj mls jksd ugha ikrh gSA 
ljdkj dks ,sls dne mBkus pkfg, ftlls ns'k dh xjhc 
turk dks ykHk fey lds A 

egksn; ] ;g izlUurk dh ckr gS fd ljdkj dk /;ku ewY;ksa 
ds c<+us ij iw.kZ :Ik ls gSA bl ckr ds fy;s ldjkj iz;kl 
Hkh  dj jgh gS fd Hkfo"; esa ewY;ksa esa o`f) u gks A ctV 
esa bl ckr dk Hkh o.kZu fd;k x;k gS fd tks vlarqyu gS 
mldks Hkh nwj djus dk iz;kl fd;k tk,xkA ;g cgqr gh 
ljkguh; dk;Z gksxk vkSj esjh le> esa blls ns'k dk fodkl 
gksxkA gekjk ns'k d`f"k iz/kku ns'k gSA ns'k dh vFkZO;oLFkk 
d`f"k ij fuHkZj djrh gSA ctV esa fdlkuksa ds ykHk ds ckjs esa 
dksbZ ftdz ugha fd;k x;k gSA fdlku esgur ls vius [ksr 
esa vukt iSnk djrk gS ljkdj dks pkfg;s fd fdlku ds 
vukt dks cspus dh vPNh O;oLFkk dj ns vkSj mUgsa mfpr 
ewY; fnyk nsA blls fdlku vius [ksr esa iSnkokj c<+kus dk 
iz;kl dj ldrs gSaA eSa ea=h egksn; ls fuosnu djuk pkgrk 
gwWa fd ctV esa dqN lalks/ku djus ij fopkj fd;k tk, vkSj 
mlesa ,sls fu.kZ; fy, tk,a rkfd ns'k esa ftl mn~ns'; ds 
fy;s iztkra= gS] og iwjk gks lds A a 

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.25



73

dfBu 'kCnksa dks <wa< dj mudk vH;kl dfj,
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vH;kl 6

v/;{k egsn; ] foRr ea=h egksn; us bl lnu esa tks fo/
ks;d is'k fd;k gS eSa mldk iw.kZ :Ik ls leFkZu djrk gw¡A 
Lora=rk izkfIr ds ckn gekjk ns'k fo'o dk lcls cM+k izt-
krU= cukA ml le; lHkh ns'k okfl;ksa us ;gh lkspk Fkk fd 
ns'k dk 'kklu turk ds gkFk esa gksxk vkSj blds lkFk gh 
ns'k esa lektokn dh LFkkiuk Hkh gksxh A turk dks vk'kk 
Fkh fd ns'k esa vc fdlkuksa vkSj etnwjksa dk jkt gksxkA ¼1½ 
blh mEehn ds lkFk gekjs ns'k esa iztkra= dh LFkkiuk gqbZ 
vkSj turk dk 'kklu LFkkfir gqvkA

egksn;] cgqr ns[k ds lkFk dguk iM+rk gS fd Lora=rk 
ds 61 o"kksZa ckn Hkh gekjs ns'k esa vke turk dks ewyHkwr 
vko';drk,a miyC/k ugha gks ik jgha gSA ns'k esa csjkstxkjh 
fnu izfrfnu c<+rh tk jgh gSA ns'k ds uo;qodksa esa blls 
cM+k vlarks"k gSA vkt Hkh gekjs ns'k esa ,sls dbZ LFkku gSa 
tgka yksxksa dks ihus dk ikuh ugha feyrk gSA vkt Hkh ns'k 
esa dbZ yk[k yksx csjkstxkj gSa vkt Hkh yk[kksa dh la[;k 
esa ,sls fdlku gSa tks xkWaaoksa esa cls gq, gSa vkSj ftUgsa viuh 
esgur dk iwjk iSlk ugha feyrk A ns'k esa gtkjksa ,sls yksx 

gSa tks vius ikjaifjd /ka/kksa ij fuHkZj gSa ysfdu vkt os Hkh 
csdkjh ds dkj.k ijs'kku gSa A gekjs ns'k esa ;kstuk,a rks cgqr 
cu jgha gSA ysfdu bu leL;kvksa ds lek/kku ds fy;s dqN 
ugha fd;k tk jgk gSA 

v/;{k egksn;] jsy ea=h th us ftu ifjfLFkfr;ksa esa viuk 
dke laHkkyk os cgqr gh dfBu ifjfLFkfr;ksa FkhaA fiNyh 
ljdkj us jsy dh O;oLFkk dks cgqr [kjkc dj fn;k FkkA 
blds ckotwn jsy ea=h th us jsyos esa lq/kkj ykus ds fy;s 
tks iz;kl fd;s gSa eSa blds fy, mUgsa c/kkbZ nsrk gw¡A ns'k 
ml le; cM+h dfBukb;ksa esa ls xqtj jgk FkkA ,sls le; esa 
jsyos us yksxksa rd vko';d phtksa dks le; ij igqapk;k A 
¼4½ eSa ;g Hkh crkuk pkgrk gw¡ fd ns'k ds ,sls {ks=ksa esa tgk¡ 
ihus ds ikuh dks igqapk;k x;kA ladV ds le; esa Hkh jsyos 
us iwjh ftEesnkjh ds lkFk vius nkf;Ro dks fuHkk;k gSA tc 
&tc Hkh gekjs ns'k esa 'k=qvksa dk vkØe.k gqvk ml le; 
gekjh lsukvksa ds lkFk & lkFk jsyos us Hkh n{krk dk ifjp; 
fn;k A rc ls vc rd vkSj vkt Hkh mlh xfr ls dke dj 
jghs gSA jsyos vkt gekjh ,drk dk izrhd cu x;k gSA
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dfBu 'kCnksa dks <wa< dj mudk vH;kl dfj,
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v/;{k egksn; ] ns'k ds Lora= gksus ds igys gh yksxksa us 
;g dYiuk dh Fkh fd Lok/khu Hkkjr esa f'k{kk o ljdkjh 
dke dkt ns'k dh viuh Hkk"kkvksa esa lEiUu gksuk vkjaHk gks 
tk;sxk A Lok/khu gksrs gh ns'k ds vusd fo'ofo|ky;ksa us 
blh Hkkouk dk vuqlj.k djrs gq, viuh f'k{kk vkSj ijh{kkvksa 
esa fgUnh vkSj {ks=h; Hkk"kkvksa dks leqfpr LFkku Hkh ns fn;k 
FkkA fgUnh Hkk"kh {ks=ksa ds vusd fo'ofo|ky;ksa esa f'k{kk vkSj 
ifj{kk dk ek/;e fgUnh gks pqdk FkkA ysfdu tSls & tSls 
le; chrrk x;k] yksxksa dh lksp esa vUrj vkus yxkA yksx 
vuqHko djus yxs fd fgUnh ek/;e ls f'k{kk izkIr uo;qod 
ljdkjh ukSdfj;ksa esa mfpr ek=k esa ugha vk ik jgsa gSaA mPp 
f'k{kk dh rks ckr vyx Fkh ij NksVs Lrj ds inksa dks izkIr 
djuk Hkh muds fy, cgqr dfBu gks x;k Fkk  D;ksafd ljdkjh 
inksa ij HkrhZ ds fy, vaxzsth vko';d FkhA ,slh fLFkfr dks 
ns[krs gq, turk ds eu esa ;g iz'u mBuk LokHkkfod Fkk fd 
D;ksa u f'k{kk dk ek/;e fQj ls vaxzsth dj fn;k tk,A ,slh 
cnyrh lkekftd /kkj.kk dks jksduk vko';d Fkk D;ksafd 
ns'k dh viuh Hkk"kkvksa dks leqfpr LFkku u feyuk jk"Vªh; 
fgr esa ugha Fkk A vr% ljdkj us ljdkjh inksa ij HkrhZ dh 

vH;kl 7

ifj{kkvksa esa fgUnh o vU; {ks=h; Hkk"kkvksa dks ekU;rk iznku dj 
nh A bl ls yksxksa dh lksp esa rks vUrj vo'; vk;k ijUrq 
okLrfod :Ik esa vkt Hkh  fgUnh ;k {ks=h; ¼3½ Hkk"kk,a ml 
LFkku ij ugha vk ikbZ gSa tgkWaa mudks vkuk pkfg, Fkk A 

dsUnz ljdkj us Hkh viuk ljdkjh dk;Z fgUnh esa lEiUu 
djus ds fy;s vusd izko/kku fd,] ljdkjh vkns'k tkjh fd,] 
iz'kklfud dk;Z fgUnh esa djus ds fy, dkQh cy fn;k 
ijUrq dsoy ljdkjh vkns'kksa ls dksbZ dk;Z rc rd fl) 
ugha gks ldrk tc rd ml dk;Z dks okLrfod Lo:Ik iznku 
djus okyksa dh ekufldrk u cnysA vr% ljdkjh vkns'kksa 
vkSj O;oLFkkvksa ds ckn Hkh ns'k ¼4½ dh Hkk"kkvksa dks ljdkjh 
dkedkt esa og LFkku ugha feyk ik;k ftldh og gdnkj 
gSA bl ls gesa nq[k gksrk gS vkSj ge bldks nks"k ,d &nwljs 
ij Mkyus dk iz;kl djrs gSaA bl laca/k esa esjk ;g ekuuk 
gS fd blds fy;s fdlh u fdlh gn rd ge fgUnh Hkk"kh 
oxZ ds yksx Hkh nks"kh gSaA ;fn bl ns'k dk lcls cM+k Hkkx 
vius lkjs O;fDrxr dke fgUnh Hkk"kk esa djuk vkjaHk dj nsa 

rks ljdkj dks Hkh lk/ku tqVkus iM+saxs A 
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dfBu 'kCnksa dks <wa< dj mudk vH;kl dfj,
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vH;kl 8

v/;{k egksn; ] ge ,d cgqr gh xaHkhj leL;k dks ysdj 
vkt bl lnu esa fopkj foe'kZ dj jgs gSaA ,slh leL;k 
igys dHkh Hkh gekjs lkeus mifLFkr ugha gqbZ A bldh leh{kk 
djus ds fy;s ge yksx dkuwu ds vuqlkj ljdkj tks dke 
dj jgh gS ml ij vius fopkj izdV dj jgs gSa vkSj mlh 
ij vf/kd ls vf/kd /;u ns jgs gSa vHkh gekjs ,d ekuuh; 
lnL; us Hkh dgk fd cM+s & cM+s iawthifr;ksa ls geas  vius 
laca/k ugha j[kuk pkfg, D;ksafd muds dqN lnL; ,slh ckrsa 
dg jgs gSa tks ns'k ds fgr esa ugha gS A vHkh lnu esa ,d 
lnL; us dqN iwathifr;ksa ds ckjs esa dgk fd mu yksxksa us 
gekjs ns'k dh iwath dks ckgj ds ns'kksa esa j[kk gqvk gSA ;g 
,d cgqr cM+k O;kikjh oxZ lewg gS vkSj brus cM+s lewg esa 
;fn ,d nks vkneh xyrh djrs gSa dqN bl izdkj ds dk;Z 
djrs gSa tks ns'k ds fgr esa ugha gSa rks mlds fy;s ljdkj 
dks nks"kh ugha Bgjk;k tk ldrk gS ;g 'kk;n mfpr Hkh 
ugha gksxk A 

,d vU; ekuuh; lnL; us cgqr lh vkn'kZ dh ckrsa dgh 
gSA vkn'kZ dh ckr lgh gks ldrh gSA eSaus muls bl lca/k 

esa lger gw¡ ysfdu leL;k ;g ugha gsA leL;k ;g gS fd 
vHkh tks fLFkfr gekjs lkeus gS] dkuwu ds vuqlkj ftu yksxksa 
us mfpr rjhds ls O;ogkj ugha fd;k gS muds lkFk gekjk 
O;ogkj dSlk gks] muds izfr gekjk n`f"Vdks.k dSlk gks ge 
mudh fdl izdkj ls vkykspuk djsaA vkn'kZ dh ckrksa ls 
'kk;n gh dksbZ lnL; lger u gks A bu lHkh ckrksa dks 
ns[kdj gesa bl lnu esa fopkj djuk gSA bu ckrksa dks /;ku 
esa j[kdj gesa viuh jk; izdV djuh gSA dsoy ;g dg nsuk 
fd lkjk nks"k ljdkj dk gS] Bhd ugha gSA eSa pkgrk gw¡ fd 
ljdkj dks djksa dh pksjh djus okyksa ds f[kykQ vko';d 
¼4½ dne mBkus pkfg;s rkfd os Hkfo"; esa bl izdkj ls dj 
pksjh djus dk lkgl u dj ldsaA ljdkj us bl laca/k esa 
dqN dne mBk, gSa ysfdu iz'u ;g gS fd tks yksx djksa 
dh pksjh dj jgs gSa muesa fdruh deh vkbZ gSA ljdkj us 
bl laca/k esa tks vk;ksx fu;qDr fd;k Fkk mldh fjiksVZ izkIr 
djus ij ns'k dk dkQh  :I;k iSlk [kpZ gks pqdk gSA bldks 
dk;kZfUor djus esa dqN dkuwuh isfpnk dfBukb;ka gSaA
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dfBu 'kCnksa dks <wa< dj mudk vH;kl dfj,
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vH;kl 9

Ekkuuh; mi lHkkifr egksn;] gekjs ny us vle jkT; dh 
leL;k dks ftl :Ik esa le>k gSa] mldks gekjs ekuuh; 
usrk us bl lnu esa vius dFku esa Li"V :Ik ls dg fn;k 
gSA eSa iqu% mlh ckr dks nksgjkuk ugha pkgrk gw¡A eSa bl 
ckr ls iw.kZr% lger gwWa fd ;g ,d xEHkhj leL;k gS vkSsj 
ns'k dh ,drk ds fy;s vkSj ns'k dh vkfFkZd fLFkfr ds fy;s 
,d fodV leL;k cuh gqbZ gSA dqN ny bl leL;k dks 
gy djus dh ctk, vkSj vf/kd c<+kuk pkgrs gSa] blesa dksbZ 
lansg ugha gS ysfdu gekjk ny bl ckr ds f[kykQ gSA ge 
lc ;g Hkh tkurs gSa fd dqN fons'kh 'kfDr;ka ftudh ppkZ 
bl ekuuh; lnu esa gks pqdh gS] ;gk¡ dke dj jgha gSA ;g 
leL;k dsoy vle jkT; esa gS] cfYd ns'k ds vU; izns'kksa esa 
Hkh /khjs /khjs iSnk gksrh tk jgha gS  bu fons'kh 'kfDr;ksa dh 
,slh bPNk gS fd ;g ns'k vyx vyXk VqdM+ksa esa caV tk, 
vkSj 'kfDr'kkyh ns'k u cu ik, A 

mi lHkkifr egksn; ] bl laca/k esa ge vkSj gekjh ikVhZ iwjh 
rjg ls ljdkj ds lkFk gSA ge vius ns'k dh ,drk dks 

fdlh Hkh fLFkfr esa Hkax ugha gksus nsaxs ] ysfdu bl lcds 
ckotwn gesa ;g vo'; fopkj djuk pkfg, fd dsUnz ljdkj 
us bl lac/k esa ,sls dkSu dkSu ls dne mBk, gSa ftuls vle 
jkT; dh bl leL;k dks gy djus esa lgk;rk feyh gksA 
gekjs bl lnu ds ekuuh;  lnL; dg jgs Fks fd vle dh 
vkfFkZd fLFkfr dk ykHk mBk dj ;s lHkh 'kfDr;ka ogka ij 
viuk viuk dke dj jgh gSaA eS Hkh bl rF; ls iwjh rjg 
ls lger gwa ysfdu ljdkj dk Hkh rks dqN nkf;Ro gksrk gS 
fd og bl jkT; dh vkfFkZd fLFkfr dks ftruh tYnh gks 
lds lq/kkjus dk iz;kl djsa rkfd ;s fons'kh 'kfDr;ka ogka 
dh xjhc vkSj detksj turk ls vuqfpr ykHk u mBk ldsaA 
ekU;oj] dkQh le; igyas vle jkT; ds eq[;ea=h th us 
dgk Fkk fd vle jkT; ds tks izxfr ds lk/ku gSa os cgqr 
cM+s iSekus ij jkT; ds ckgj pys tkrs gSa vkSj bl rjQ 
mUgksaus dsUnz ljdkj dk /;ku vkdf"kZr fd;k Fkk ysfdu eq>s 
cM+s [ksn ds lkFk ;g dguk iM+ jgk gS fd dsUnz ljdkj us 
eq[;ea=h th dh bl ckr dh rjQ dksbZ /;ku ugha fn;kA 
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dfBu 'kCnksa dks <wa< dj mudk vH;kl dfj,
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vH;kl 10

Jheku] cjkcj gekjs f'k{kk ea=h Hkh vkrs jgs gaSA muesas ls f'k{kk 
egkjFkh Hkh Fks ftudk f'k{kk ls dksbZ laca/k ugh jgk gS vkSj 
izR;sd us bl ckr dk iz;Ru fd;k fd f'k{kk esa lq/kkj gks ]
ijUrq ls lq/kkj tks fd, x, gks lsdsVgjh Vkbi fd, x,A 
vHkh tks Ldhe nh gS mlessa Hkh bl ckr dk ftØ fd;k x;k 
gS fd izkbejh f'k{kk fdl izdkj dh gksxhA ikap lky ls ysdj 
X;kjg lky rd ds cPps dks ;g f'k{kk nh tk,xh] Ldwyksa dh 
rknkn c<kbZ tk,xhA blds ckn gk;j lSds.Mjh Ldwyksa dh 
tks LVst vk,xh mlesa brus Ldwy gksxsa vkSj mu Ldwyksa ds 
}kjk gekjsa brus cPps i<+ ldsaxs og lc Bhd gS] og vki 
djsxsa ijUrq Jheku~~ eS vkils fuosnu d:axk fd f'k{kk ,slh 
gksuh pkfg, ftlls lpeqp ns'k esa vPNs ukxjhd cusa vkSj 
tks f'k{kk ds xq.k gSa oks muds vanj vk, vkfnA vkfndky ls 
ysdj vkt rd fdlh Hkh laLd`fr pkgs vki ys yhft, lHkh 
us ,d gh ckr ij cy fn;k fd csgrj ls csgrj vkneh rS;kj 
fd, tk,a vkids tks Ldwy vkSj dkWyst gSa os vkt balku 
cukus ds dkj[kkusa rks ugha jgs os QSDVªh gks x, gSaA

os iqtsZ cukrs gaS vkSj iqtsZ tc cudj fudyrs gSa rks mudk 
izn'kZu vkt ge cktkj esa laLFkkvksa esa vkSj ikfyZ;kes.V esa 
vkSj fo/kkulHkkvksa esa ns[krs gaSA blfy, vko';drk bl ckr 
dh gS fd lcls igys gekjsa egkiq:"kksa us tks ckr dgh Fkh 
mldks ge vkids lkeus j[ksaA esjs ikl T;knk le; ugha gS 
ysfdu eSa vkidks crykuk pkgrk gw¡ fd xHkkZ/kku ls ysdj 
tc ls cht cks;k tkrk gS ml le; ls ysdj e`R;q Ik;ZUr 
lksyg laLdkj gekjsa ;gka j[ks gq, gSA laLdkj dk vFkZ gksrk 
gS fodkl cjkcj laLdkj gksrs jgrs gSA tc cht cks;k tkrk 
Fkk ml  le; Hkh laLdkj gksrk Fkk vkSj mlds ckn mldk 
ukedj.k laLdkj vkfn gksrs Fks vkSj ;gh fØ;k pyrh jgrh 
Fkh f'k{kk dk lcls cM+k mn~~ns'; ;g Fkk fd ftl le; dksbZ 
euq"; i<+dj fudys rks og lekt dk ,d vPNk vax cus] 
,d vPNk ukxjhd cusa vkSj ;g le>s fd D;k vPNk gS vkSj 
D;k cqjk gS\ nq%[k ds lkFk dguk iMrk gS fd vkt ,d cM+h 
[kjkch vkbZ gS rks gekjs ns'k ds vanj vkbZ gSA
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dfBu 'kCnksa dks <wa< dj mudk vH;kl dfj,
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vH;kl 11

Jheku] ekuuh; ea=h th us izkjEHk esa ;g dgk Fkk fd bl 
dk;Z ds fy, v/;;u e.My xfBr gks x;k gS vkSj mldh 
fjiksVZ ds Ik'pkr~ gh dqN dgk tk ldrk gS ftrus Hkh iz'u 
bl lac/k esa fd, x, gaS os lc v/;;u e.My ij gh 
dsfUnz~r gks x, gaS rks D;k ekuuh; ea=h th d`ik djds ;g 
cryk,axs fd bl v/;;u esa ftu O;fDr;ksa dks fy;k x;k 
gS og dkSu&dkSu gSa\ D;k os 'kkldh; ny }kjk gh fu;qDr 
fd, x, gS ;k tSls vki Lo;a gh tkurs gSa fd ,d cMk 
tfVy vkSj fo"ke iz'u gSa vkSj vki bl rjg dh pht dks 
gy djus ds fy, D;k ;g mfpr ugha Fkk fd bl v/;;u 
dks ny esa gj izdkj ds fopkjksa ds yksxksa dks bdV~~Bk djds 
fjiksVZ yh tkrh gS\

Jheku] vki vcsZu izksiVhZ dh lhfyax djds tk jgs gSa vkSj 
nsgkrksa esa dk'rdkjksa dh tehu dh lhfyax dj nh gS] bl 
ckjs esa gesa [kq'kh gS fd vki ml tehu dks Hkwfeghu gfjtuksa 
dks ns jgs gSa vki tks vcsZu izksiVhZ lhfyax djds tk jgs gSa 
mlesa Hkh vki edkughu gfjtuksa dks vcsZu izksiVhZ ckaVus ds 

laca/k esa izkFkfedrk nsaxs\ blds lkFk gh eSa vkils ;g Hkh 
iwN ysuk pkgrk gw¡ fd D;k fdlh iz'u ds mRrj esa ea=h th 
dk dkaxszl ikVhZ ds eSuhQSLVksa dk gokyk nsdj lnu dks ;g 
dguk gS fd ml eSuhQSLVksa ds vuqlkj ge py jgs gS] ;g 
mfpr gSa D;ksafd ,d ckj ;g iz'u mBk Fkk vkSj vkius :fyax 
nh Fkh fd mldk ftØ fd;k tkuk mfpr ugha gS vkt rks 
ea=h th us dgk gSa fd ge eSuhQSLVksa ds vuqlkj dk;Z dj 
jgs gS] D;k ;g mRrj ds :Ik esa dguk mfpr gS \ 

Jheku~~] tks LVMh xzqi cuk;k x;k mlesa viuhs fjiksVZ Hkh ns 
nh gS bleas ftrus Hkh lacaf/kr ea=ky; Fks] mu lc ds izfrfu/
kh FksA mlesa Iykfuxa deh'ku for ea=ky;] LokLFk; e=aky; 
vkSj d``f"k ea=ky; bu lcds mrjnk;h lfpo blesa j[ks x;s 
Fks vkSj mUgha dh ;g fjiksVZ gSa] tks lkekU; gekjh uhfr ds 
vk/kkj ij gh ljdkj dks lkjk dke djuk gS vkSj bl fo"k; 
ij eSuhQSLVksa ds vanj cgqr Li"V bafxr fd;k x;k gS b'kkjk 
fd;k gqvk gS vkSj bl laca/k esa dksbZ nks jk; ugha gks ldrh 
tc vafre fopkj gksxk rks ea=hx.k ppkZ djsaxsA
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dfBu 'kCnksa dks <wa< dj mudk vH;kl dfj,
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Jheku]  ;g tks d'ehj dk bafxr gS ftlds ckjs esa dgk tkrk 
gS fd lSYQ flVjfeus'ku dk vf/kdkj mldks gksuk pkfg,] 
ml ij jkth gksa rks mls Lora= ;wfuV j[kdj mlh laxBu 
ds vanj ykus dk bratke fd;k tk, vkt bu ifjfLFkfr;ksa 
esa HkqV~~Vksa th Hkh dgrs gaS fd caXykns'k  ds lkFk  gedks dksbZ 
u dksbZ laca/k j[kuk pkfg,  ge le{krs gS fd mlds fy, 
Hkh vPNk gksxk cakXykns'k] fgUnqLRkku] ikfdLrku ;k vkSj Hkh 
LFkku tks tUe ysus okyk gS] mlds fy, ,d ikfdLrku iSnk 
gksxk bl laxBu ds vkus ls vkt >kj[k.M esa] ukxkySaM es 
vHkh minzo gqvk Fkk ikfdLrku esa ckaXykns'k dk dSlk tUe 
gqvk bldks ge yksxksa us ns[kk] gks ldrk gS fd bl rjg dk 
vkanksyu  ;g Hkh [kkl gks blh rjg ls fgUnqLrku dk og 
bykdk gS tks fiNM+k gqvk gS] ftlds ogh d"V gSa blh rjg 
dh f'kdk;rsa vkt fgUnqLrku ds  dbZ jkT;ksa vkSj nwljs jkT;ksa 
ds izfr ;k lasVj ds izfr gSa blfy, vkt dh tks leL;k gS 
tura= dh leL;k gSA

cjkcjh dh leL;k gS] lektokn dh tks leL;k gS] lerk 
ykus dh tks leL;k gS mlesa vxj bl rjg dk dksbZ laxBu 

cuk;k tk, rks ge le>rs gSa fd ;g ns'k ds fy, vPNk gksxk 
blfy, esjk lq>ko gS fd ea=h th tc ckrphr djsaxs rks 
muds lkeus bl rjg dk Hkh lq>ko j[ksaA eSa ugha le>rk fd 
os ekusxsa ;k ugha] ysfdu muds lkeus tks ubZ&ubZ leL;k,a 
gSa mlesa bl ckr ij Hkh fopkj djsaxs fd ,slk laxBu cukus 
ls mudks bl rjg dh leL;kvksa dk f'kdkj cuus dk ekSdk 
ugha gksxk vHkh tks le>kSrk gqvk gS mlds flyflys esa ,d 
oDrk dg jgs Fks fd fo'okl?kkr fd;k x;k gS] vxj eq>s 
;kn gS vkSj 'kk;n ,slk dgk x;k Fkk fd tks gekjh vc 
yM+kbZ gksxh og fgUnqLrku dh Hkwfe ij ugha gksxh] og yM+kbZ 
ikfdLrku dh Hkwfe ij gksxh vkSj tks tehu ge thrsaxs ml 
tehu dks ge ugha ykSVk,axs ,slh ckr dgh xbZ gS ;k ugha 
bldks ea=h th tkusa vxj ea=h th us ,slk dgk gks vkSj 
mlds ckn vxj tehu ykSVk nh xbZ gks vkSj vxj bldks 
fo'okl?kkr dgk tk, rks D;k og >wB ckr gksxh \ egksn;] 
vkt 'kkfUr dh t:jr gS tSlk 'kq: esa dgk x;k FkkA

vH;kl 12
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dfBu 'kCnksa dks <wa< dj mudk vH;kl dfj,
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milHkkifr egksn;k ] lcls igys eSa nks rhu ckrksa ds ckjs esa 
tks fd ;gka lHkk Hkou esa mBkbZ xbZ gSa vkSj ftudk vHkh rd 
larks"ktud mRrj ugha feyk gS] eSa dguk pkgrk gw¡A tgka 
rd VªkaLkiksVZ dk loky gS] VªkaliksVZ ds }kjk gh gekjk lkjk 
baizwoesaV gks ldrk gS vkSj VªkaliksVZ ds }kjk gh ge rjDdh 
dj ldrs gaSA ysfdu mldks ;g ljdkj ftruk usXysDV 
dj jgh gS] mruk 'kk;n nwljs dkeksa dks ugha dj jgh  gSA 
eSa igys ;g dg nwa fd gekjk n`f"Vdks.k rkjhQ djus dk 
ugha gksrkA gekjk n`f"Vdks.k fØfVdy gksrk gSA blfy, tks 
voxq.k gSa mUgsa eSa crkus dh dksf'k'k d:axk] tks xq.k gS og 
rks nwljh ikVhZ ds tks yksx gSa] os crk,axsA

vc tgka rd VªkaliksVZ dk loky gS] oSxal ds laca/k esa bl 
lHkk Hkou esa vkSj ckgj Hkh ckj ckj bl pht dh ekax dh 
xbZ gS fd bl ckjs esa dqN fd;k tk, D;ksafd vkids ikl 
ftrus oSaxl gS mudh jsxqyj os esa vki lIykbZ ugha dj jgs 
gSaA mnkgj.k ds fy, ljdkj dks ;g ekywe gS fd vukt nks 
eghus ] ebZ vkSj twu esa vkrk gS A blh le; og fdlkuksa ds 
ikl ls eafM;ksa esa vkrk gS ysfdu ml le; tgka Hkh eaMh gS 
ogka oSxal ugha fn, tk,axs vkSj tc cjlkr 'kq: gks tk,xh] 
twu tqykbZ dk eghuk gksxk ;k vxLr dk eghuk gksxk rc 
oSaxl fn, tk,axs A ,d rjQ rks ;g dgrs gSa fd fdlkuksa 
dks QSflfyVht ns jgs gSa vkSj nwljh rjQ muds vf/kdkjksa 
ij vki dqBkjk?kkr dj jgs gSa D;ksafd tc Qly vk,xh vkSj 

oSxal ugha feysaxs rks D;k gksxk ;g fd ekdsZV esa vukt vo'; 
vk,xk ysfdu vukt [kjhnus okys ugha gksaxs D;ksafd muds 
ikl iSlk ugha gksxk A ,d rjQ rks jsthesaVs'ku ds dkj.k 
cSad okys iSlk ugha nsrs gSa vkSj nwljh rjQ tc VªkaliksVZ ugha 
gksxk rks eky ckgj ugha tk,xk vkSj fdlku dk vukt ugha 
fcd ldsxk  rks tc fdlkuksa ds ikl vkenuh dk tfj;k 
gksrk gS rc vkt VªkaliksVZ dk bartke ugha djrs gSa ftlls 
mudk cgqr uqdlku gksrk gSA 

egksn;k] vkids flLVe dk ;g gky gS fd tgka ,d txg 
mldk dksbZ fMohtu lsaVªy xouZEksaV ds ekrgr gS vkSj nwljh 
txg mldk dksbZ fMohtu ;k fMikVZesaV jkT; ljdkj ds 
ekrgr gksrk gS rks vkidk dkuwu vyx vyx ykxw gksxkA 
og lkjs fMohtuksa esa ,d lk ykxw gksuk pkfg, A ysfdu 
nqHkkZX; ;g gS fd jsyos esa vyx vyx fMohtu vkius 
cuk, gaSA muesa vyx vyx rjhds] vyx vyx Mªsl vyx 
vyx QSflfyVh gSA mudk tc rd vki ,dhdj.k ugha 
djrs rc rd vki dqN daVªksy ugha dj  ik,axs vkSj daVªksy 
ugha dj ik,axs rks nwljksa dks f'kdk;r djus dk ekSdk fey-
sxkA mUgsa ;g dgus dks feysxk fd jsyos ,sMfefuLVªs'ku esa 
/kka/kyh gks jgh gSA os vkids dkuwu dks ugha ns[ksaxs] tSLks 
,sDpqvy izSfDVl esa gks jgk gS mldks ns[ksaxs vkSj ifj.kke ;g 
gksxk fd vkids :Yl csdkj gks tk,axsA 

vH;kl 13
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dfBu 'kCnksa dks <wa< dj mudk vH;kl dfj,
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milHkk/;{k th] dgha dgha vki ;g ns[kaxs fd vkids fMohtu 
esa ,d dk;nk gksxk ] ij lsaVªy jsyos ds Hkqlkoy fMohtu 
esa nwljk dk;nk gksxk vkSj >kalh esa ] tcyiqj esa dqN vkSj 
gksxk A ;fn vkidks >kalh fMohtu esa oSxu feyrk gS os 
bZLV caxky ;k vklke esa dksbZ :dkoV ugha gksxh A ogka u 
rks bl ckr dk fjfLVªD'ku gS fd fdrus oSxu ij Ms nsus 
pkfg, ysfdu ;fn blh pht dks tcyiqj fMohtu esa vki 
ysaxs rks ogka dg nsaxs fd vkids brus oSaxl gq, ,d eghus 
esa ,d oSxu ;k nks eghus esa rhu oSxu rks tc rd vki bl 
rjg dh fMLiSfjVh dks nwj ugha dj ik,axs rc rd yksxksa esa 
vlarks"k jgsxkA ,d gh dkuwu esa] ,d gh :y ds ekrgr 
lc dks ckaf/k, rks dfBukbZ ugha gksxhA 

vc eSa [kkldj yksdks ds lca/k esa dguk pkgrk gw¡A Lis;j 
ikVZl gh ugha feyrs] ,slk esjs ,d iwoZoDrk us dgk Fkk vkSj 
dqN fMQhdYVht crkbZ FkhaA eSus rks ;gka rd ns[kk gS fd 
cksYV Hkh ,sls gSa fd tks ,d txg ds gksa rks nwljh txg 
ugha yxrsA ifj.kke ;g gksrk gS fd bl ds dkj.k fMjsyesaV 
gksrk gSA eSa Lo;a bldk HkqDrHkksxh gw¡A

nwljh ckr ;g gS fd vki LVs'ku rks c<+krs tk jgs gSaA cgqr 
vkSj LVs'ku Hkh c<+k,axs] ;kMZ Hkh c<+k,axs ysfdu QSflfyVh 
dqN ugha nsaxs A vkt tks NksVs LVS'ku cukrs gSaA ogka ij u 
rks LVs'ku ekLVj ds Bgjus dh txg ogka gS] u ogka dksbZ 

lkslk;Vh gSA ogka ij ,d VsaV ;k NIij lk Mky fn;k gSA 
u deZpkfj;ksa ds yM+dksa ;k cPpksa ds jgus dh ogka txg 
gS] ihus ds ikuh dk bartke gS blls dgha mudks jkgr gks 
ldrh gS] bejtsalh dh ckr nwljh gSa ogka nks pkj eghus ds 
fy, fdlh dks dke djuk iM+ tk, rks ,slh gkyr esa gj 
,d dks cnkZ'kr djuk pkfg, ysfdu 6 eghus ds ckn rhu 
rhu lky rd og ogka ij IkM+k jgs ml ds yM+ds] cky cPps 
nwljh txg gksa] u mlds [kkus ihus dh O;oLFkk gks lds] 
u jgus dh O;oLFkk gks lds rks dSls dke pysxkA bldk 
ifj.kke ;g gksrk gS fd M~~;wVh esa usxfytsal gksus yxrh gSA 
vkneh lksprk gS fd [kqn eq>s rks ;gka le; dkVuk gS fQj 
eSa ftEesnkjh ls crkZo ugha djrk rks eSa Hkh xSj ftEesnjh ls 
crkZo d:axkA blesa esjk D;k nks"k gks ldrk gSA

rks tSlk eSaus bVkjlh ds laca/k esa dgk Fkk] dVuh ds ;kMZ 
ds laca/k esa dgk Fkk vkius cM+s ls cM+k ;kMZ rks cuk fn;k 
ysfdu ogka dksbZ O;oLFkk gh ugha gSA jkLrs esa dksbZ vkneh 
?kM+h cka/kdj ugha ys tk ldrk] nks rhu ehy va/ksjs esa tkuk 
iM+rk gS] dksbZ ykbV ugha gS] lM+d ugha gS] vius lkFk iSlk 
ysdj ogka ls dksbZ ugha tk ldrkA vc vki le>sa fd ,sls 
esa xkMZ D;k djsxk Mªkboj ds ikl ?kM+h ugha gksxh rks og 
iaDpqvy dSls jgsxk blds fy, leqfpr O;OLFkk vki dks 
djuh pkfg,A

vH;kl 14
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dfBu 'kCnksa dks <wa< dj mudk vH;kl dfj,
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mik/;{k egksn;] ;g iz'u dsoy vka/kz izkUr dk ugha gS fd 
ogka dh ikolZ jk"Vªifr dks ns nh tk,a  ;ksa rks vU; izkUrksa esa 
jk"Vªifr 'kfDr ys gh jgs gSa ijarq vka/kz esa iz'u iztkra= dk gSa 
gekjh ljdkj vkSj gekjk lafo/kku bu nksuksa dk ewy vk/kkj 
iztkra= gS vkSj eSa le>rk gw¡ fd gesa vius O;fDRxr lEeku] 
LokfHkeku vkSj LokFkZ dk /;ku j[krs gq, Hkh iztkra= dh Hk-
kouk dk vknj djuk pkfg, vkSj mldh j{kk djuh pkfg, 
iztkra= dks tgka rd eSa le> ik;k gwa turk dh Hkkouk dk 
gh vknj djuk pkfg,] turk ds cgqer dk Lokxr djuk 
pkfg, vkSj turk ftl ckr dks pkgrh gS ogh gekdks djuk 
pkfg,A vxj ge ;g /kkj.kk cuk ysa fd tks gekjs fnekx esa 
gS og turk dks ekuuk gksxk vkSj turk gekjs  ihNs HksM+ksa 
dh rjg pys rks iztkra= gekjh ?kks"k.kkvksa esa] gekjs ukjksa esa 
gh jg tk,xk A 

vka/kz izkUr ds nksuksa Hkkx &rsyaxkuk vkSj vkU/kz bu nksuksa dh 
turk vius vius n`f"Vdks.k ls vkt ;g vkanksyu dj jgh 
gSA ogka ds lHkh ljdkjh deZpkjh vkSj nwljs yksx Hkh vkanksyu 
dj jgs gSaA fcYdqy flpq,'ku ogh  gS tSLkh fd caxyk ns'k esa 
,d fnu Fkh A vkt ogka dh turk us bl ckr dks izdV dj 
fn;k gS dsfUnz; ljdkj ds lkeus fd ge ,d lkFk feydj 
ugha py ldsaxs gesa vyx izkUr cuk fn;k tk, A eSa ;g 
le>rk gw¡ fd blesa dksbZ vkiRrh ugha gksuh pkfg,A ysfdu 

gekjh ljdkj cksyrh gS ge ugh ekuasxsA uk ekuus dk gekjs 
lkeus dksbZ vk/kkj ugha gSa ;s le>rs gS fd dqN eqV~~Bh Hkj 
yksx] dqN izfrfØ;koknh yksx ;k lh-vkbZ-,- ds vkneh ogka 
ij vkanksyu djk jgs gSaA ctk, blds fd ge vkRefujh{k.k 
djsa fd dgha gekjs lkFkh rks ugha gSaA tks vkanksyu djk jgs 
gSaA lh-vkbZ-,- vkSj fj,sD'kujh dk uke fy;k tkrk gSaA eSa 
pSysat djrk gw¡ xkWjesUV dks fd ;gka fj,sD'kujh vkSj lh- 
vkbZ- ,- ds vkneh gaSA rks og dkaxszl ds gh gS D;ksafd ogha 
vkneh usr``Ro dj jgsa gSa] ogh vkneh vkt vkanksyu pyk jgs 
gSA vxj budks 'kd gS rks os ogka ij pquko djk nsaA vkSj 
bl csfll ds vk/kkj ij fd tks yksx ,d vkU/kz pkgrs gS 
og tk,a] turk mldk fu.kZ; dj nsxh ysfdu ljdkj ;g 
djus dks fcYdqy rS;kj ugha gSA Jheku~~] iatkc] gfj;k.kk] 
egkjk"Vª] xqtjkr vkSj ukxkyS.M dk tUe gh vkanksyu ds 
ckn gqvkA tc ogka fgalkRed dk;Zokgh gqbZ rks vki us flj 
>qdk;kA vkt ns'k dh turk dks ;g ckr vuqHko gks xbZ gS 
pkgs vki ekusa ;k uk ekusa fd orZeku dkaxzsl ljdkj le>us 
okyh nyhy ugha eku ldrh gSA vxj vkius rksM+QksM+ uk 
fd;k] jsyksa dks ugha rksM+k]mudh iVjh;ka uk m[kkM+h] clksa 
dkss uk tyk;k rks dksbZ nyhy bl xouZes.V dh le> esa 
ugha vk ldrh gSA vki le>nkjh ds lkFk dksbZ izfrosnu 
dj nhft,A rks mldks ljdkj ugha le>sxhA

vH;kl 15
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dfBu 'kCnksa dks <wa< dj mudk vH;kl dfj,
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100 'kCn izfr feuV

egksn;] vki us tks fopkj izdV fd, gSa os ljkguh; gSa ysfdu 
mudks dk;kZfUor djus ds fy, vko';d gS fd igys dqN ckrksa 
ij fopkj dj fy;k tk,A dy cgl gksxhA vkius nks eqn~~ns 
lkeus j[ksA mlesa ls igyk eqn~~nk rks ;g gS fd dy tks cgl 
gksxh og fu;e 176 ds vUrxZr gksxh ;k fu;e 170 ds vUrxZr 
gksxh \ fu;e 176 ds vUrxZr cgl gksrh gS rks mlesa lnL;ksa 
dks dfBukbZ gksxhA 170 esa rks ge yksxksa dks vf/kdkj gSA fd 
ge mlij dksbZ la'kks/ku is'k dj ldsa ysfdu fu;e 176 ds 
vUrxZr cgl esa ge yksxksaa dks ¼1½ la'kks/ku is'k djus dk 
dksbZ vf/kdkj ugha gksrkA rks ;g QSlyk vkt gks tkuk pkfg, 
fd og cgl 176 ds vUrxZr gksxh ;k 170 ds vUrxZr gksxh 
rkfd ge yksxksa dks dy lqcg rd mldh bRryk fey tk, 
vkSj ;fn cgl 170 ds vUrxZr pyrh gS rks ge yksx le; 
ls vius la'kks/ku vkfn ns ldssaA rks blds fy, fctusl] ,Mok-
btjh desVh dh cSBd vkt vki cqyk ysaA mlds lnL; ugha 
gSA rks O;kogkfjd n`̀f"Vdks.k ls ;g vko';d gS fd lykgdkj 
lfefr dh cSBd vkt gksuh pkfg, vkSj mlds fy, vki le; 
fu/kkZfjr djsaA blesa dksbZ dfBukbZ ugha gSA eSa ¼2½ ;g ugha 
dgrk fd lnu ds dke esa dksbZ :dkoV iSnk djuk pkgrk 
gw¡ ysfdu ekuuh; lnL;ksa dh tks bPNk gS fd bl fo"k; ij 
cgl ds fy, le; fn;k tk,A mldks /;ku esa j[krs gq, vkSj 
dksbZ fo"k; bl le; fopkj ds fy, laHko ugha fn[krkA rks 
blfy, vki lykgdkj lfefr dh cSBd djk nasA vkSj bu nks 

eqn~~nksa ij rRdky dqN QSlyk gks ldsa rkfd ekuuh; lnL; 
dy ml ij vius fopkj j[k  ldsaA blds fy, vki dksbZ 
fu.kZ; ysaA eS le>rk gw¡ fd bl le; ;gh equkflc gksxkA 

Jheku~~] tks vkius dgk] oks cgqr lgh ckr gSA ¼3½ ljdkj dks 
bl ij lkspuk pkfg,A ;g cM+s nqq%[k dh ckr gS fd ljdkj 
viuh ftEesnkjh uk fuHkkdj ,slk dj jgh gSA lnu ds usrk 
us dy dg fn;k fd tSls gekjs lHkkifr QSlyk djsaA ljdkj 
dks ;g QSlyk djuk pkfg, fd tks fnu ljdkjh dke ds 
fy, fu/kkZfjr gSA ljdkj mlds fy, dgs fd bruk le; 
Qyka fnu ge fudky ldrs gSaA ;g dke lHkkifr ij ugha 
NksM+uk pkfg,A ;g vkØe.k ljdkj dk lHkkifr dh rjQ 
yf{kr gSA vkSj ;s iz;Ru gks jgs gSa fd lHkkifr ij ncko Mkyk 
tk,A tSlk vHkh og dg jgs Fks fd lHkkifr ds ¼4½ lEeku 
ds fo:) dksbZ ckr dgh tkrh gS rks og mfpr ugha gSA 
fdlh Hkh ekuuh; lnL; dh bPNk ugha gS fd ,d Hkh 'kCn 
lHkkifr ds fo:) dgus dhA mudh O;oLFkk dks ekurs gq, 
mudk lEeku djrs gq, ge ljdkj dh fuUnk djuk pkgrs 
gSa fd ljdkj le; fu/kkZfjr ugha djuk pkgrh gS vkSj blds 
fy, vkius la{ksi esa tks b'kkjk fd;k og vR;Ur iz'kaluh; gS 
ysfdu ge pkgrs gSa fd ljdkj dks vkSj lHkkifr dks lnu 
dh Hkkoukvksa dk vknj djuk pkfg,A 

vH;kl 16

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.1.25



95

dfBu 'kCnksa dks <wa< dj mudk vH;kl dfj,
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ekU;oj] dy ls eSa fons'k ea=ky; ls lacaf/kr vius fopkjksa 
dks izdV dj jgk FkkA vius eu dh dqN ckrsa eSaus dy 
dgh vkSj dqN tks 'ks"k gS mUgsa vki ds ek/;e ls ekuuh; 
ea=h th ls dguk pkgrk gw¡A ekU;oj] cM+s vk'p;Z dh ckr 
gS ftl ij gesa xgjkbZ ls fopkj djuk pkfg,A gekjh uhfr 
xqVfujis{krk dh gSA ge mifuos'k okn ds fo:) gSa] tkfr 
Hksn ds fo:) gSa pkgrs gS fd lc yksx 'kkfUr ls jgsa rFkk 
gesa Hkh jgus nsa ysfdu dkj.k D;k gS fd gekjh ckr ugha ekuh 
tkrh ¼1½ gSa\ blesa dqN dkj.k t:j gS eSa nsgkr dk jgus 
okyk gwa] ,d NksVh lh ckr dguk pkgrk gwaA ,d iM+ksl esa 
nks ?kj gSa] ,d FkksM+k detksj gSA nwljk iM+kslh igys iM+kslh 
dk vk;s fnu uqdlku djrk jgrk gSA vc igyk ?kj okyk 
viuh lqj{kk ds fy, pkgrk gS fd nksuksa ds chp esa pkj 
fnokjh cuk ns ftlls nwljk mls rax u dj lds rks nwljk 
IkM+kslh dgrk gS fd ge pkj fnokjh ugha cukus nsaxs Bhd 
;gh gkyr gekjh gSA 

v/;{k th] dkSu lk ,slk eqYd gS tks viuh ljgn dks pkjksa 
rjQ ¼2½ ls ugha ?ksj jgk gSA gesa Hkh ,slk etcwju djuk iM+  
jgk gSA vk;s fnu ckaxyk ns'k dh rjQ ls yksx gekjs ;gka 
vkrs gSa vkSj rjg rjg dh [kqjkQkr djrs gSaA Hkkjr ds yksx 
ckaXykns'k esa tkdj [kqjkQkr ugha djrs gSa] blhfy, viuh 
lqj{kk ds fy, ge rkj yxkuk pkgrs gaS ysfdu os dgrs gS 
fd ge ugha yxkus nsaxsaA bldks jksdus ds fy, xksfy;ka pykrs 

gSaA gekjh uhfr fu"i{krk dh gS ge lcls izse eksgCCr pkgrs 
gSa ysfdu bldk D;k mik; gS ftlls dh gekjh lqj{kk Hkh 
cuh jgs vkSj muds nksLr Hkh cus jgsa\ ¼3½ Bhd ;gh gkyr 
yadk esa Hkh gSA 

ekU;oj] geus cgqr dksf'k'k dh ysfdu vHkh rd iatkc dk Hkh 
elyk r; ugha gqvk A ge ns[k jgsa gSa fd vk, fnu baXySaM 
esa Hkkjr ds f[kykQ ehfVax vk;ksftr dh tkrh gSa] fczVsu ds 
yksx vkSj laln lnL; ogka ij [kkfyLrkfu;ksa dks izksRlkgu 
ns jgs gaSA geus blds f[kykQ ekax Hkh dh gS ysfdu dsoy 
gkFk tksM+us ls dke ugha pysxkA ;g ckr lgh gS fd vkt 
ds le; esa dksbZ Hkh cM+s ls cM+k eqYd Hkh fdlh eqYd dks 
xqyke ugha cuk ldrkA ge fdlh eqYd ds f[kykQ ¼4½ ugha 
gSa ysfdu dksbZ Hkh gekjs fo:) lkft'k u djsaA

ekU;oj] geus ;g ns[kk fd gekjs ns'k esa tks Ýkal vkSj :l 
ds jk"Vªk/;{k vk, vkSj mUgksaus ;gha lsaVªy gky esa Hkk"k.k fn;k 
vkSj vius vius ns'kksa dh uhfr dks viuh viuh ekr``Hkk"kk 
esa j[kk ysfdu tc ge yksx fons'kksa esa tkrs gS ;k gekjs 
ea=hx.k fons'kksa esa tkrs gSa vkSj ogka ij laln dh ehfVxksa ;k 
ifCyd ehfVaxkssa esa Hkk"k.k djrs gSa rks vaxzsth Hkk"kk esa djrs 
gSaA eSa fuosnu djuk pkgwxk¡ fd Hkkjr dh xfjek dks c<+kus 
ds fy, ogka ij lHkh dks fgUnh ¼5½ esa ysDpj nsuk pkfg, 
rkfd gekjh igpku fo'o esa c<+ lds A 

vH;kl 17
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dfBu 'kCnksa dks <wa< dj mudk vH;kl dfj,
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fMQkYVj gksaxs vkSj gekjh ckr ugha ekusaxs mu dks tks ikuh 
feyrk gS ] ml dks ge cUn dj nsaxs A 

;g tksjk okVj gS og xUnk ikuh gS vkSj og flQZ yku okyksa 
ds dke vkrk gS vkSj iqjkuh fnYyh okyksa dks nsus ls dksbZ ykHk 
ugha gSA ge lfork cfgu th cryk;saxh fd bl ckjs esa tks 
dqN Hkh fd;k tkuk gS] og fopkj dj ds fd;ktk;sxkA os 
nwljs lq>ko Hkh bl ckjs esa ns ldrh gSA tks uhps ds fgLlksa 
es jgus okys gaS muds ykUl esa rks ikuh dke vk ldrk gS 
vU;Fkk bl esa dfBukbZ gks ldrh gS A 

Hkfo"; ds ckjs esa vki us dgk fd ge D;k lksp jgs gSa] rks 
eSa mu dks la{ksi esa crk nsuk pkgrk gw¡A eSa bl ckjs esa iwjh 
dgkuh rks ugha cryk ldrk gw¡ ysfdu geusa ;g lkspk gS fd 
1974 esa gekjs ;gka dh tula[;k cgqr c<+ tk;sxh D;ksafd 
1971 esa tks tula[;k Fkh og 36 yk[k ls Åij Fkh vkSj 
;g vk'kk dh tkrh Fkh fd vxys nks rhu lkyksa esa ;g 47 
yk[k rd gks tk;sxh vkSj bruh turk ds fy, 282 fefy;u 
xSyu ikuh izfrfnu dh vko';drk gksxh A vuqeku 1981 

vkSj 2001 rd dk cuk;k gS] vkSj og dkQh cM+k gS ysfdu 
tgka rd ge jSu oSy yxkuk pkgrs gSa ftu esa lh/kk iEi 
ls ikuh Åij ykus dh ctk; ogka uhps pSuYl yxk;s tk;sa 
ftu ls T;knk ikuh lzksrksa esa vk tk, A bl rjg ls yxkuk 
pkgrs gSaA ftl ls 15 fefy;u xSyu ikuh vk tk; vkSj 
jkexaxk izkstsDV ls dksbZ 100 fefy;u ikuh dh O;oLFkk 
djuk pkgrs gSaA 

;g tks jkexaxk izkstsDV gS ] ;g mRrj izns'k ljdkj ds lkFk 
gS] mu ls i= O;ogkj gqvk gSA geus mRrj izns'k ljdkj dks 
fy[k fn;k gS fd tks :Ik;k vki ekaxrs gS ml ds fy, geus 
Lohd`fr ns nh gS vkSj ml ds dkj.k bl jkexaxk izkstsDV esa 
nsjh ugha gksus okyh gSA ,d ckr vkSj gS] rktkokyk gSMoDlZ 
ls ge ikuh eaxkrs gaS] jkLrs esa cgqr lk ikuh pyk tkrk gS 
tehu lks[k tkrh gSA ge 117 ehy dh nwjh ls ikuh igqapkrs 
gSa vkSj 325 D;wlsd esa ls dsoy 160 D;wlsd ikuh igq¡prk 
gS A ml ds ckjs esa Hkh O;oLFkk dj jgsa gSa] ftlls jkLrs esa 
ikuh de u gksA  

vH;kl 18
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Jheku~~ ekuuh; lnL;k us tks lq>ko fn;s gSa] mu ij ge 
yksx /;ku ns jgsa gaS vkSj vkxs Hkh nsaxsA tc ls gesa ekywe 
gqvk rc ls ge bl pht ds ihNs yxs gq, gSaA ge bl ckjs 
esa vk'oklu nsuk pkgrs gaS fd bl dfBukbZ dks nwj djus 
dh gj laHko dksf'k'k dh tk,xh A 

gesa tks ckr ekywe gqbZ gS og ;g gS fd tks jkT; okVj dk 
ikuh gS] ml ds iEi esa [kjkch vk xbZ  gS vkSj ml dks ge 
Bhd dj jgs gSaA ;g t:j gSa fd ml dks Bhd djus esa dqN 
oDr ¼1½ yxsxk vkSj eqefdu gS fd bl eghus ;k vxys eghus 
rd og Bhd dj fy;k tk;sxkA bl ckjs esa cgqr tYnckth 
ugha dh tk ldrh gS] ysfdu ml esa dkQh tYnh dh tk 
jgh gS vkSj ml ls dqN Qk;nk gksxkA 

;s tks 20 VSadj Hksts gSa vkSj mu ls tks vki eqf'dy dh 
dYiuk dj jgs gSa ml ds ckjs esa tks dkjiksjs'ku ds eSEcj 
gSa rFkk tks nwljs lks'ky odZlZ gSa] os bl ckr dks ns[ksa fd 
ogka ikuh igqaprk gS ;k ugha vkSj bl che esa dfBukbZ ugha 
vk;sxh ysfdu ;g t:j gS ¼2½ fd tks Åaph txgksa ij gS 
mu dh eqf'dy ikuh dks Åij djus esa gSA ml esa T;knk 

lqfo/kk rks ;g gksrh gS fd vxj ogka ij iEi yxk dj ikuh 
Åij Hkstk tk;] Nr ds Åij Vadh j[kh tk; rks ikuh igqap 
ldrk gS ysfdu bl oDr dkjiksjs'ku ds fy, ;g dke 
djuk laHko ugha gksxk ysfdu ;g baizs'ku] ;g fopkj] ;g /
kkj.kk vxj fdlh dh gS] rks eSa ml dks 'kq) dj nsuk pkgrk 
gw¡ fd  bl oDr bl fo"k; esa dksbZ lq/kkj ugha gks jgk gS ] 
;g lgh ckr ugha gS 1966 esa 114 ¼3½ fefy;u xSyu ikuh 
yksxksa dks izkIr gksrk Fkk ] og 1971&72 esa 164 fefy;u 
xSyu ikuh izkIr gksus yxk Fkk A fdUrq vc 175 fefy;u 
xSyu ikuh gh izkIr gksrk gSA nwljs futh 'kgjska ds eqdkcys 
esa dydRrk] caxykSj] fnYyh cEcbZ oxSjg ds eqdkcys esa ;gka 
ij ikuh dh lIykbZ fQj Hkh csgrj gSA ;g t:j gs fd ubZ 
fnYyh dk  yksdy ,fj;k iqjkuh fnYyh ls dqN T;knk gSA 
;g tks jk okVj dk ikuh :d x;k gS ml ds ckjs esa geus 
120 yksxksa dks psrkouh nh gS vkSj ekuuh;k lnL;k ijUrq 
'kk;n ;g t:j tkuuk pkgrh gaS fd ge us vkSj ¼4½ D;k 
vusd dk;Zokgh vfrfjDr dh gSA nl dusD'kuksa dks geus 
dkV fn;k gS vkSj jk okVj ds egdesa dks gqDe ns fn;k gS 
fd tks Hkh uxj fuxe jkT; }kjk cuk;s x;s vko';d jkT; 
dkuwu dk ikyu ugha djsaxs ;k ughA 

vH;kl 19
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dfBu 'kCnksa dks <wa< dj mudk vH;kl dfj,
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100 'kCn izfr feuV

mik/;{k egksn;] ;g iz'u dsoy vka/kz izkUr dk ugha gS fd 
ogka dh ikolZ jk"Vªifr dks ns nh tk;sA ;ksa rks vU; izkUrks esa 
jk"Vªifr 'kfDr ys gh jgs gSa ijUrq vka/kzizns'k esa iz'u iztkra= 
dk gSA gekjh ljdkj vkSj gekjk lafo/kku bu nksuksa dk ewy 
vk/kkj iztkra= gS vkSj eSa le>rk gw¡ fd gesa vius O;fDrxr 
lEEkku] LokfHkeku vkSj LokFkZ dk /;ku j[krs gq, Hkh iztkra= 
dh Hkkouk dk vknj djuk pkfg, vkSj mldh j{kk djuh 
pkfg,A iztkra= dks tgka rd eSa le> ik;k gw¡ fd turk 
dh Hkkouk dk gh vknj djuk pkfg, turk ds cgqer dk 
Lokxr djuk pkfg, ¼1½ vkSj turk ftl ckr dks pkgrh gS 
ogha gedks djuh pkfg,A vxj ge ;g /kkj.kk cuk ysa fd 
tks gekjs fnekx esa gSa og turk dks ekuuk gksxk vkSj turk 
gekjs ihNs HksM+ksa dh rjg pysa rks iztkra= gekjh ?kks"k.kkvksa esa 
gekjs ukjkas esa gh jg tk,xkA 

vka/kz izkUr ds nksuksa Hkkx & rsyaxkuk vkSj vka/kz&bu nksuksa dh 
turk vius&vius n``f"Vdks.k ls vkt ;g vkanksyu dj jgh 
gSA ogka ds lHkh ljdkjh deZpkjh vkSj nwljs yksx Hkh vkUnksyu 
dj jgs gaS fcYdqy flpq,'ku ogh gS tSls fd caXykns'k esa ,d 
fnu FkhA vkt ogka dh turk us bl ckr dkss ¼2½ izdV dj 
fn;k gS dsUnzh; ljdkj ds lkeus fd ge ,d lkFk feydj 
ugha py ldsaxsA gesa vyx izkUr cuk fn;k tk;sA eSa ;g 
le>rk gw¡ fd blesa dksbZ vkifRr ugha gksuh pkfg, ysfdu 
gekjh ljdkj cksyrh gS ge ugha ekusaxsA uk ekuus dk esjs 

lkeus dksbZ vk/kkj ugha gSA ;s le>rs gSa fd dqN eqV~~Bh Hkj 
yksx] dqN izfrfØ;koknh yksx ;k lh- vkbZ- ,- ds vkneh ogka 
ij vkUnksyu djk jgs gaSA ctk, blds fd ge vkRefujh{k.k 
djsa fd dgha gekjs lkFkh rks ugha gaS tkss vkUnksyu djk jgs 
gSaA lh- vkbZ- ,- vkSj fj,sD'kujh ¼3½ dk uke ys fy;k tkrk 
gSA eaS pSysat djrk gw¡ xouZesUV tks fd ;gka fj,sD'kujh vkSj 
lh- vkbZ- ,- ds vkneh gSA rks og dkaxzsl ds gh gaSA D;ksafd 
ogh vkneh usr``Ro dj jgs gaS ogha vkneh vkt vkUnksyu 
pyk jgs gaSA vxj budks 'kd gS rks os ogka ij pquko djk nsa 
vkSj bl csfll ds vk/kkj ij fd tks yksx ,d vkU/kz pkgrs 
gaS og bu yksxksa dks oksV ns nsa tks foHkktu pkgrs gSa os ,d 
lkbM esa [kM+s gks tk,a turk mldk fu.kZ; dj nsxh ysfdu 
ljdkj ;g djus dks fcYdqy rS;kj ugha gSA ¼4½ Jheku~~] 
iatkc] gfj;k.kk] egkjk"Vz~~] xqtjkr vkSj ukxkyS.M dk tUe 
gh vkUnksyu ds ckn gqvkA tc ogka fgalkRed dk;Zokgh gqbZ 
rks fgalk ds lkeus vkius flj >qdk;k vkt ns'k dh turk 
dks ;g ckr vuqHko gks xbZ gS fd pkgs vki ekusa ;k u ekusa 
fd orZeku dkaxzsl ljdkj dksbZ le>us okyh nyhy ugha 
eku ldrh gSA vxj vkius rksM+QksM+ u fd;k] jsyksa dks ugha 
rksM+k] mudh iVjh;ka ugha m[kkM+h] clksa dks u tyk;k rks 
dksbZ nyhy bl xoZues.V dh le> esa ugha vk ldrh gSA 
vki le>nkjh ds lkFk dksbZ izfrosnu dj nhft, rks mldks 
ljdkj ugha le>sxhA ¼5½

vH;kl 20
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन      
आशुिलिपक सिचवीय सहायक (िहȽी) - कंɗूटर का ǒान  अɷास 1.2.26

इनपुट िडवाइस
उȞेʴ : इस अɷास के अȶ मŐ आप यह जान सकŐ गे :
• इनपुट और अउटपुट िडवाइस का पहचान ।

buiqV fMokbl %&

buiqV fMokbl esa dh&cksMZ@dqathiVy] ekml] LdSuj] tkW; 
fLVd] ekbØksQksu vkfn gksrs gSaA

dEI;wVj esa buds }kjk buiqV ;k lkexzh Vkbi djds ;k 
vU; ek/;eksa ls Mkyh tkrh gS vkSj funsZ’k nsus ij buiqV 
;wfuV ls ;s vkadM+s dEI;wVj dh Hkkषk esa lh-ih-;w- esa LVksj 
fd, tkrs gaS] fQj ;s izkslsl@lalkf/kr djus ij buiqV ls 
ckgj ekWfuVj ij vkrs gSaA

vkd`fr vyx&vyx dk;ksZa ds fy, Lor% cnyrh tkrh gS] 
blesa ck,a vkSj nk;sa fDyd cVu gksrs gaS ftUgsa nckus ls ;s 
dk;Z laiUu gksrs gSaA ;s dbZ rjg ds gksrs gSaA

ekml fDyd %& 

ekml ds cVuksa dks QqrhZ ls nckdj NksM+uk fDyd dgykrk 
gSA LØhu ij ekml IokWbaVj dks ljdk;k tkrk gS vkSj mls 
fDyd fd;k tkrk gSA bls flaxy ;k ,d ckj fDyd djuk 
dgrs gSaA 

Mcy fDyd ,oa jkbV fDyd %&

Ckk,a ekml cVu dks nks ckj yxkrkj nckdj NksM+uk Mcy 
fDyd dgykrk gS] nk,a cVu dks nckuk jkbV fDyd dgykrk 
gSA jkbV fDyd djus ls dbZ izksxzkeksa dh lwph feyrh gS 
ftuesa ls vki okafNr izksxzke pqudj ml ij fDyd djds 
ml izksxzke dks [kksy ldrs gaSA 

LØkWy uUhy %& 

Ekkml ds uohure ekWMyksa esa vc uhps ?kweus okyh xksyh ds 
LFkku ij Åij ,d ?kweus okyk ifg;k@LØkWy uUhy yxk;k 
x;k gS ftlls cgqr tYnh istksa ij  Åij uhps igq¡pk tk 
ldrk gS] vc rks dkMZysl@fcuk rkj ds Hkh ekml vkus 
yxs gSaA 

Ekkml IokbaVj शksi %&

vyx&vyx dk;ksZa dks djus ds fy, ekml IokbaVj ds 
ladsr fpUg ;k शsi@vkd̀fr;ka cny tkrh gS ftudks le>uk 
vko’;d gSA buds dk;ksaZ ds fy, vyx&vyx ladsrksa dh 
tkudkjh fuEu gS&

vkmViqV fMokbl %&

ekWfuVj] Lihdj fizaVj vkfn Hkkx tks dEI;wVj }kjk izkslsl 
dh xbZ lkexzh dks fn[kkrs gaS] vkmViqV fMokbl dgykrs gSaA

ekWfuVj %&

Vh-oh- dh rjg lkeus fn[kkbZ nsus okyk Hkkx ;k ohMh;w 
¼fotqvy fMLiys ;wfuV½ ftl ij izkslsl dh xbZ lkexzh ;k 
vkadM+s fn[kkbZ nsrs gaS] og ekWfuVj dgykrk gSA ;g vkmViqV 
fMokbl gS ftlds }kjk gtkjksa jaxksa esa lkexzh LØhu ij 
fn[kkbZ tk ldrh gS vkSj Nkih Hkh tk ldrh gSA

Lihdj %&

Lihdj /ofu izdV djrk gSA blds }kjk ge xkus] E;wftd] 
vkokt fjdkWMZ fd, x, xkus] Hkkष.k vkfn lqurs gSaA

fizaVj %&

dEI;wVj dh lalksf/kr lkexzh dks dkxt ij Nkius ds fy, 
fiazVj dh vko’;drk gksrh gS ftls dEI;wVj ls tksM+ fn;k 
tkrk gS]

NikbZ ds xq.kksa] jaxksa vkSj xfr ds vuqlkj fiazVj vusd izdkj 
ds gksrs gSaA buesa izeq[k :i ls badtSV ;k ccy tSV] ystj 
fizaVj vkSj baiSDV fiazVj ;k MkWV eSfVªDl fiazVj gksrs gSaA

dk;kZy;ksa esa ;k nSfud dEI;wVj dk;ksZa esa badtSV ;k ystj 
fiazVj dk iz;ksx vf/kdre gksrk gSA

badtSV fizaVj %& 

badtSV fiazVj esa dkxt ij dEI;wVj }kjk fn, x, fp= ij 
Lisz fd;k tkrk gSA blesa dbZ jax iz;ksx fd, tk ldrs gSaA 
blls NikbZ vPNh yxrh gS] nSfud dke esa bldk cgqr 
mi;ksx gksrk gSA

ystj fiazVj %& 

blds }kjk Mªe ij pedrh gqbZ ystj fdj.k iM+rh gS vkSj 
Mªe ij lkexzh dk fp= ?kweus ij dkxt ij ikmMj L;kgh 
[khap ysrk gS] NikbZ ds fy, vkSj dk;kZy;ksa esa bldk cgqr 
iz;ksx fd;k tkrk gSA 
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enj cksMZ %&

enj cksMZ cgqr cM+k lfdZV cksMZ gS tks dEI;wVj ds lHkh Hk-
kxksa dks tksM+rk gS] blls gkMZos;j ds lHkh Hkkx tSls lh-ih-
;w- vkSj jSe tqM+s gksrs gSaA ;g ckgj ls fn[kkbZ ugha nsrkA

lh-ih-;w- %&

dEI;wVj dk laasVªy izkslsflax ;wfuV ;k fnekx lhih;w dgykrk 
gS tks lwpukvksa dks ,d= djrk gS vkSj dEI;wVj ds vU; 
foHkkxksa dks viuk dke djus dk funsZ’k nsrk gS] blds rhu 
izeq[k Hkkx gSaA

1- eSeksjh ;wfuV %& ;g lkexzh tqVkrk gS vkSj mls vkyw@
ALU esa Hkstrk gSA

2- vkyw@ALU %& ;g xf.krh; dke djrk gSA

3- lh;w@CU %& daVªksy ;wfuV lkexzh ds vknku&iznku dks 
fu;af=r djrk gS vkSj bldk izkslsflax djus ds ckn 
vkmViqV fMokbl dks Hkstrk gSA

dEI;wVj eSeksjh %&

dEI;wVj dk og LFkku tgka lkexzh ,oa vkadM+s ;k izksxzke 
LFkkbZ ;k vLFkkbZ rkSj ij LVksj fd, tkrs gsS] dEI;wVj dh 
eSeksjh dgykrh gS] ;g nks izdkj dh gksrh gS & izkbejh vkSj 
lsdsaMjhA

izkbejh eseksjh %& 

izkbejh ;k izkFkfed eSekjh ;k jSe@RAM dEI;wVj dk  
egRoiw.kZ vax gSA ;g dEI;wVj esa vLFkkbZ rkSj ij MSVk 
LVksj dj bls dk;Z’khy cukrk gSA dEI;wVj esa tks Hkh lkexzh 
Mkyh tkrh gS mls lh-ih-;w- }kjk eSeksjh esa Mkyk tkrk gS 
vkSj rc rd LVksj fd;k tkrk gS tc rd mldh vko’;drk 
gksA ;g dEI;wVj  dh izkbejh ;k eq[; eSeksjh dgykrh gSA 
blds nks Hkkx gaS & jSe vkSj jkseA

jSe@RAM %& 

jSe vLFkkbZ rkSj ij lkexzh dks LVksj djrk gSA ;fn fctyh 
pyh tk, rks LVksj dh xbZ lkexzh u”V gks tkrh gS ;fn 
mls le;&le; ij daVªksy $ ,l djds lso u fd;k tk,A 
bl lkexzh dks la’kksf/kr] laikfnr ;k eqfnzr fd;k tk ldrk 
gS vkSj Hkfo”; ds fy, cpkdj j[kk tk ldrk gSA 

jkse@ROM %& 

ROM ( Read Only Memory )  dsoy iBuh; lkexzh gS 
blesa dksbZ lq/kkj Hkh ugha fd;k tk ldrk gSA bldk mi;ksx 

fo’ksष lwpuk dks LVksj djus ds fy, fd;k tkrk gS tks 
gkMZos;j dks dke djus esa lgk;rk djrk gSA 

lsdsaMjh eseksjh %& 

lsdsaMjh eseksjh LVksjst fMokblst dk ,d lewg gS ftuds 
}kjk MsVk LFkkbZ rkSj ij LVksj fd;k tkrk gS buds LVksjst 
fMokbl fuEu gaS&

1- gkMZ fMLd Mªkbo %& 

;g dEI;wVj ds lhih;w ds vanj yxh gksrh gSA tks Hkkjh ek=k 
esa lkexzh dks LVksj djrh gS vkSj vko’;drk ds vuqlkj 
mldk mi;ksx fd;k tkrk gSA

2- ¶ykWih fMLd Mªkbo %& 

;g dEI;wVj dk og Hkkx gS ftlds }kjk lkexzh LFkkbZ rkSj 
ij LVksj dh tkrh gS ftls , Mªkbo dgk tkrk gSA ;g 
ekWfuVj ds ckgj yxh gksrh gSA 

3- lhMh vkSj MhohMh (CD & DVD) :-

(Compact Disc Drive and Digital Versatile Disc) Mªkbo 
dEI;wVj ds og Hkkx gaS ftuesa lkexzh vkSj izksxzke LVksj fd, 
tkrs gaSA fjdkWMZ dh tkus okyh fMLd Mªkbo ij lkexzh ;k 
E;wftd ;k xkus ;k fiDpj vkfn fjdkWMZ fd, tkrs gSa vkSj 
ctk, tk ldrs gSaA budk nSfud iz;ksx gj O;fDr cM+h ek=k 
esa djrk gS tks cgqr gh lqfo/kktud vkSj lwpukiwjd rduhd 
gSA 

4- eSxusfVd Vsi %&

;g vkWfM;ksa Vsi ;k dSlsV dh rjg dke djrk gS ftlesa 
pqacdh; fl)kUr ij MsVk@MkVk LVksj fd;k tkrk gS vkSj 
tc vko’;drk gks] rc mldk mi;ksx fd;k tk ldrk gSA

5- yS’k Mªkbo ;k iSu Mªkbo %& 

;g dEI;wVj dh lcls NksVh vkSj egRoiw.kZ LVksjst dh 
rduhd gS ftlds }jk gtkjksa i`”Bksa dh lkexzh dks NksVs 
ls iSSu Mªkbo esa tsc esa j[kdj dgha Hkh ys tkbZ tk ldrh 
gS vkSj mldk mi;ksx fd;k tk ldrk gSA ;g ;w-,l-ch- 
iksVZ ij dke djrh gS ftldk vktdy cgqr ls dkeksa ds 
fy, mi;ksx gksrk gSA
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vkijsfVax flLVe %&

flLVe lkW¶Vos;j ds lHkh ;a=ksa dk lewg ftuds }kjk dEI;wVj 
dk;Z djrk gS] vkWijsfVax flLVe dgykrk gSA blds }kjk 
dEI;wVj dh eSeksjh] izkslslj] buiqV vkSj vkmViqV fMokblst 
dk izca/ku gksrk gSaA ekbØkslkW¶V foUMkst] eSafduVks’k] fyusDl 
izeq[k vkijsfVax flLVe gSA vkWijsfVax flLVe nks izdkj ds 
gSa& igyk flaxy ;wtj ftl ij ,d gh O;fDr dke dj 
ldrk gSA tSls fo.Mkst 95 vkSj foUMkst 98 nwljk eYVh 
;wtj ftl ij vusd yksx ,d lkFk dke dj ldrs gS] tSls 
foUMkst 2000 foUMkst XP Windows XP  Windows Vista 
Windows 2007 and Linux@yhusDlA

oSc dSejk %& 

oSc dSejk ,d ohfM;ks dSejk gS tks dEI;wVj esa rLohjs ;w-
,l-ch- }kjk Hkstrk gS bldk mi;ksx nwj LFkkuksa ij fLFkr 

yksxksa ds chp pSfVax ;k okrkZ] ehfVax ;k ohfM;ks dk¡Ýjsaflax 
ds fy, fd;k tkrk gS nwj LFkkuksa ij dEI;wVj ds oSc dSejs 
ij cSBS yksxksa ls mlh rjg vkeus&lkeus ckr gks tkrh gS 
tSls fd ,d lkFk cSBd esa ckr dj jgs gksaA blls yk[kksa 
:i;ksa dk vkus tkus dk [kpZ vkSj le; cprk gS ns’k fons’kksa 
esa cSBs yksxksa dh ckrphr vkSj egRoiw.kZ fu.kZ; ysus ds fy, 
bldk iz;ksx fd;k tkrk gSA

dEI;wVj cwV %& 

dEI;wVj dks pkyw@ON djus ij gkMZ fMLd ls vkWijsfVax 
flLVe lkW¶Vos;j] dEI;wVj dh eSeksjh esa yksM gks tkrk gS 
ftls cwfVax@ Booting dgrs gSaA

oSyde LØhu %&

dEI;wVj ds cwV gksus ij dEI;wVj dh LØhu ij foUMkst 7 ;k 
foUMkst 2003 fn[kkbZ nsrk gS ftlds ckn vki dEI;wVj dks 
pyk ldrs gSa ;k LOG ON dj ldrs gSa vki bls ikloMZ 
ls ykWd dj ldrs gSa ftls ;kn j[kus ij gh vki dEI;wVj 
dks [kksy ldrs gaSA

MSLd VkWi@Desktop %& 

MSLdVkWi dk;kZy; dh est dh rjg gS ftl ij lHkh 
vko’;drk dh phtsa miyC/k gksrh gaS fMLiys LØhu ;k n`’; 
iVy ij foUMkst ds dke dh phtsa bl ij fn[kkbZ nsrh gSa tSls  
My Computrer

MSLdVkWi dk ckgjh n`’; cnyus ds fy, [kkyh LFkku ij 
fDyd djsa ftlls MSLdVkWi dLVekbt@pkyww gks tk,xkA 
vki vc okWy isij ;k jaxhu n`’;ksa ;k cSdxzkmaM dyj dks 
cny ldrs gSaA
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन    
आशुिलिपक सिचवीय सहायक (िहȽी) - कंɗूटर का ǒान  अɷास 1.2.27

एम एस आिफस 
उȞेʴ : इस अɷास के अȶ मŐ आप यह जान सकŐ गे :
• फाइल बनाना ।

My Document/Document :-

dEI;wVj dh gkMZ fMLd esa ,d QksYMj gksrk gS ftlesa lkexzh 

;k MkWD;wesaV] VSdLV] Qkby vkfn LVksj fd, tkrs gSaA 

MkWD;weasVl eas fiDpj] E;wftd@xkus] xse ;k vU; Qkbykas 

dks LVksj fd;k tkrk gSA Mcy fDyd djus ls budh tkud-

kjh dEI;wVj ds LØhu ij fey tkrh gSA

MkD;wesaV [kksyus ds fy, fuEu dne mBk, tkrs gSa&

• MsLdVkWi ij ekbZ&MkD;wesaV dks Mcy fDyd djsa ftl 

esa vusd vkbdkWu ;k MkD;wesaV lwph v{kjksa ds Øe esa 

fn[kkbZ nsrh gSA

• ;fn ;g MsLdVkWi ij ugha gS rks ;g Mh Mªkbo esa LVksj 

fd, gksrs gaS ftlds fy, LVkVZ esa tkdj ekb MkWD;wesaV 

ij fDyd djsa ftlesa ;g lwph fey tk,xhA

• oMZ 7 esa lpZ ij fDyd djsa vkSj My Document Vkbi 

djsaA iwjh lwph miyC/k gks tk,xhA blesa gj Qkby dk 

fooj.k gksrk gSA ftlesa Qkby dk lkbt] mlds fuekZ.k 

;k la’kks/ku dh rkjh[k Hkh gksrh gSA

dEI;wVj ds fMLd Mh esa Hkh  Qkbyksa dk fooj.k gksrk gSA 

Start Menu esa tkdj Search ij fDyd djsa vkSj Qkby 

vkSj QksYMj dk uke Vkbi djsaA ftl Qkby ;k QksYMj dks 

feVkuk ;k gVkuk gS ml ij jkbV fDyd djsa ftlls Con-

firm File Delete vk,xkA mlds Yes ij fDyd djus ls 

Qkby Recycle Bin @ dwM+snku esa pyh tk,xhA No ij 

fDyd djus ls Delete jn~n gks tk,xhA 

Recycle Bin ,d cDlk gS ftles uʼ dh tkus okyh Qk-

byksa ;k QksYMjksa dks ,d lkFk Hkstk vkSj j[kk tkrk gSA rkfd 

vko’;drk iM+us ij mudks Restore @okil fd;k tk lds 

ysfdu ¶ykWih fMLd] iSu Mªkbo ;k usVodZ ls yh xbZ Qk-

bysa uʼ gks tkrh gS vkSj fjlkbfdy fcu esa ugha Hksth tk 

ldrh gS blfy, mudks okil ugha yk;k tk ldrk gSA 

fMyhV Qkbyksa dks jh&LVksj djus ;k okil ykus ds fy, 

fuEu dne mBk, tkrs gSa&

• fjlkbfdy fcu ij fDyd djsa vkSj okil ykbZ tkus okyh 

Qkby ij jkbV fDyd djsa vkSj fQj Restore ij fDyd 

djsaA

• iwjh rjg uʼ djus ds fy, Qkby ij jkbV fDyd djds 

Delete ij fDyd djsaA ,slk djus ij mls okil ugha 

fy;k tk ldrk gSA

fdlh Qkby ;k QksYMj dks fjlkbfdy fcu esa Hkstdj uʼ 

djuk %&

• fMyhV dh tkus okyh Qkby ;k QksYMj dks lsysDV djsaA

• f’k¶V&dh dks nckdj j[ksa vkSj fMyhV nck,aA

• Confirm File Delete vkus ij Yes ij fDyd djsaA

• Qkby iwjh rjg ls uʼ gks tk,xh vkSj fjlkbfdy fcu 

esa ugha tk,xhA

• No ij fDyd djus ls Delete dh dk;Zokgh u”V gks 

tk,xh vkSj Qkby fMyhV@uʼ ugha gksxhA

fofHkUu eSU;wt %&

vkbdkWu %& 

MSLdVkWi ij fn[kkbZ nsus okys NksVs&NksVs fp= tks dEI;wVj 

ij fo’ksष dk;Z djrs gaS vkbdkWu dgykrs gSaA dEI;wVj ;wtj 

dh lqfo/kk ds fy, budk iz;ksx gksrk gSA buesa ls ekbZ 

dEI;wVj] fjlkbdy fcu] oMZ Qkby] QksYMj vkfn dk iz;ksx 

vf/kdre gksrk gSA vkbdkWu ij Mcy fDyd djus ls vk-

bdkWu dk izksxzke [kqy tkrk gS ftl ij viuk dke dj 

ldrs gSaA 
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u;k ;wtj ,dkm.Vl [kksyuk %&

LVkVZ esU;w ls daVªksy iSuy [kksysa vkSj ;wtj ,dkmaV ij Mcy 

fDyd djsa vkSj uhps fn, x, dk;Z djsa &

• Creat New Account ij fDyd djsaA

• Account sk uke Vkbi djsaA

• Passs word Vkbi djsaA

• Creat pass word la pass word Mkysa

Remove Pass word ls Pass word gVk,aA

LVkVZ esU;w ds iz;ksx %&

LVkVZ esU;w lcls uhps LØhu ij VkLd ckj ij fLFkr gaS tSlk 

fd fp= esa fn[kk;k x;k gSA

eWU;w esa lkjs izksxzkeksa dh fyLV gksrh gSA tks dEI;wVj esa 

miyC/k gS] tc fdlh vkbdkWu dks fDyd djrs gS rks Mªki 

Mkmu cVu eWU;w vkrk gS] blesa tks Hkh dekaM pkfg, mls 

lsysDV djds] mlesa fn, x, vkWI’ku dks lsysDV djus ls 

MkW;ykWx ckWDl vkrk gS blesa fn, x, vkbdkWu ij fDyd 

djds okafNr izksxzke gksrs gSaA 

Log Off, Turn of Computer; All Programs; Run, Search, 

Help and Support, Printers and faxes, Control Panel, 

Computer, Movie Maker; Outlook Express; Files and 

Settings; Transfer Wizard and small black arrow vkfn 

gksrs gSA 

Search Programs and files LØhu ds Åij ;k lcls uhps 

gksrk gS blls Qkbyksa dks <wa<k tk ldrk gSaA 

VkLd ckWj %&

ekWuhVj ds LØhu ij lcls uhps VkLd ckj gksrk gSA ftl 

ij LVkVZ cVu rFkk flLVe Vsª gksrh gSA ;s fNih Hkh gksrh gSa 

vkSj ogka ij Hkh ykbZ tk ldrh gS] blesa rkjh[k vkSj le; 

Hkh lSV djds fn[kk;k tk ldrk gS] VkLd ckj ds NksVs&NksVs 

cVu gksrs  gS ftuls ,e-,l-oMZ] ,e-,e-,Dly ,.M ikoj 

IokbaV ij [kksys tk ldrs gaSA 

Vkbe vkSj rkjh[k lSV djuk %&

VkLd ckj ij [kkyh LFkku ij fDyd djsa vkSj LVkVZ eWU;w 

ls Properties ij tk,aA ekml IokbaVj dks VkbZe bafMdsVj 

ij ys tk,a vkSj jkbV fDyd djsa] ikWi&vi esU;w ls Adjust 

Date and Time ij tkdj lgh MsV] eghuk vkSj le; r; 

djsa vkSj OK ij fDyd djsa&

foUMks %&

foUMks vk;rkdkj cDlk gS tks dEI;wVj dh LØhu ij fdlh 

Hkh izksxzke dks fn[kkrk gSA tSlk fd fp= esa fn[kk;k x;k gSA

foUMks dh lkbt dks Åij ;k uhps ls ;k nk,a ck,a ls Bhd 

djus ds fy, fuEu dne mBk,a

• Ekkml IokbaVj dks foUMks ds nk;sa fdukjsa ij ys tk,aA 

IokbaVj dks शsi frjNk ;k [kM+k fn[kkbZ nsxk tSlk nk;sa 
fp=ksa esa gSA

• ckMZj ij ekml fDyd djsa vkSj okafNr lkbt rd yk,a 
vkSj NksM+ nsaA

• lkbt Åij vkSj uhps ls djus ij Bhd gks tk,xkA

VkbVy ckj %& 

dEI;wVj LØhu ds lcls Åij ,d iV~Vh gS ftl ij foUMkst 

dk VkbVy@’khषZd gksrk gS vkSj mlds nkbaZ vkSj rhu cVu 

Minimize, Maximize and Close cVu gksrs gSa ftudks daVªksy 

cVu Hkh dgk tkrk gS tSlk fp= esa fn[kk;k x;k gSA 

eWU;w ckj %&

vyx&vyx dkeksa dks djus ds fy, vyx&vyx cVu 

gksrs gSa tks ,d iV~Vh@esU;w ckj esa vafdr gksrs gS ekml 

IokbaVj dks ftl cVu ij ladsr djds fDyd fd;k tk,xk] 

og viuk dk;Z djsxkA

LVsVl ckj %&

LVsVl ckj izksxzke foUMks ds uhps gksrk gSA ftl ij ,sfDVo 

lk dk;Z fd, tkus okys MkWD;wesaV dh tkudkjh fy[kh vkrh 

gSA 

fDod yk¡p Vwy ckj %&

nSfud iz;ksx esa vkus okys Vwy ckj dk uke fDod ykap Vwy 

ckj gSA ftlesa ckbZa vksj uhps LØhu ij rhu vkbdkWu gksrs 

gSA Internet, Explorer and Windows Media Player izksxzke 

Qkby ;k QksYMj ls MSªx djds blessa vkSj Hkh vkbdkWu tksMs+ 

tk ldrs gSaA 
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ikWi&vi eWU;w vkSj MkW;ykx ckWDl %&

fdlh vkbdkWu ij ;k [kkyh LFkku ij jkbV fDyd djus ls 

ikWi&vi eWU;w vkrk gS tks foUMks ;k Qkby ds eq[; dk;Z 

crkrk gS tSlk nk;ha vksj fn[kkbZ nsrk gSA

ysfdu MkW;ykWWx ckWDl@rc vkrk gS tc dEI;wVj fdlh 

dekaM ;k vkns’k dh iqfʼ djus ds fy, gka ;k uk  esa mRrj 

pkgrk gS tSlk fd fp= esa fn[kk;k x;k gSA

dlZj %&

tc Hkh LØhu ij dqN Vkbi fd;k tkrk gS ;k bZ&esy lans’k 

ls dqN VkbZi fd;k tkrk gS rks ml LFkku ij ,d [kM+h ikbZ 

yxkrkj >idrh jgrh gS ftls dlZj dgrs gS blls ml 

LFkku dk irk yxrk gS tgka ge Vkbi djds dksbZ v{kj ;k 

शCn Mkyuk pkgrs gS bls bal’kZu IokbaV dgrs gSaA 

MSªx vkSj MªkWi taD’ku %&

Ekkml cVu ls fdlh vkbVe dks ladsr djds ekml cVu 

dks nck, j[kdj fdlh vU; LFkku ij ys tkuk MSªx djuk 

;k [khapuk dgykrk gS vkSj mls fu/kkZfjr LFkku ij cVu dks 

NksM+ nsuk MªkWi dgykrk gS MSªx vkSj MªkWi vkWI’ku ls LØhu 

ij ge fdlh vkbdkWu ;k vU; pht dks b/kj&m/kj ys tk 

dj j[k ldrs gSaA

LVksjst fMokblsl ls MsVk ;k Qkby dkWih djuk %&

• igys dkWih dh tkus okyh Qkby dks lsysDV djsaA

• lsysDVsM Qkby dks jkbV fDyd djsaA ftlls ikWivWi 

esU;w vk,xkA

• dkWih ij fDyd djsaA

• tgka Qkby lso djuh gS] ogka ij Mcy fDyd djsa tSlk 

fd fp= esa fn[kk;k x;k gSA

• [kkyh LFkku ij jkbV fDyd djsa ikWi&vi esU;w vk,xkA

• Paste ij fDyd djsa vkSj MkW;ykx ckWDl ns[ksaA

oMZ Qkby dks dV vkSj isLV djuk %&

• oMZ Qkby dks gkbykbV djsaA

• oMZ Qkby dks jkbV fDyd djsa vkSj ikWi vi esU;w dks 
ns[ksaA

• dV ij fDyd djsaA

• xarO; LFkku@ Destination Page ij tk,aA 

• [kkyh LFkku ij fDyd djsa] ikWi vi eSU;w vk,xkA

• isLV@Paste ij fDyd djsaA

oMZ Qkby dks dfVax@Cutting vkSj dkWih@Copying fof/k;ksa 

esa vUrj %&

fdlh Qkby ;k शCn dks dV@Cut djus ds ckn mls rqjUr 

isLV ugha fd;k x;k rks og lkexzh vius ewy LFkku ls dVus 

ds dkj.k u”V gks tkrh gS ysfdu ;fn mls dkWih djds 

isLV djuk gks rks og lkexzh vius ewy LFkku ij Hkh jgrh 

gS vkSj uʼ rHkh gksxh tc vki mls fMyhV@Delete djsaxs] 

blfy, dfVax vkWI’ku dk iz;ksx dsoy lkexzh dks ,d 

LFkku ls dkVdj nwljs LFkku ;k ist ij ys tkus ds fy, 

fd;k tkrk gSA 

LØhu lsoj %&

dEI;wVj dh LØhu ij fn[kkbZ nsus okyk n`’; LØhu lsoj 

dgykrk gS ftls viuh bPNkuqlkj cnyk tk ldrk gS 

ftlds fy, fuEu dne mBk, tk ldrs gaSA

• MsLdVkWi ij [kkyh LFkku ij ekml dks jkbV fDyd 

djds ikWi&vWi eSU;w ns[ksaA

• izksiVhZt esa fDyd djds LØhu lsoj@ Screen Saver  

ij fDyd djsa vkSj eWU;w esa LØhu lsoj ds uewusa ns[ksaA 

• euilan LØhu lsoj ij tkdj Apply ij fDyd djsa] 

yksdfiz; oMZ izkslslj

oMZ ijQsDV @oMZLVkj @ekbdkslkW¶V @izeq[k yksdfiz; oMZ 
izkslslj gSaA 

MkD;wesaV fo.Mks %&

mrj &,e- ,l- oMZ [kqyus ij ,d u;k MkD;wesaV fo.Mks 
[kqyrk gS tSlk fp= esa fn[kk;k x;k gS  bl ij VkbVy 
ckj] esU;wckj] Vwy ckj] LVsVl ckj :yj ckj vkfn gksrs gSaA 

budh tkudkjh vxys i`ʿksa es nh xbZ gSA 

ekbdkslkW¶V [kqyus ij ,d u;k MkWD;wesaV [kqyrk gSa 

u;k MkWD;weasV [kksyus ds fy, fuEu dne mBk;sa & 

• Qkby esU;w @ij fDyd djsa vkSj U;w ij tk;sa 

• LVsaMMZ Vwy ckj ij U;w cVu ij fDyd djsa A 
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,d Uk;k MkWD;wesaV LØhu ij [kqy tk;sxk ftl ij vLFkkbZ 
uke MkWD;wesaV 1 vkSj MkWD;wesaV 2 vkSj MkWD;wesaV 3 vk;sxk 

bldk @MkWD;wesaV dk uke vki foष; ds vuqlkj cny 
ldrs gSaA tks ml Qkby dk lgh vkSj iDdk uke gksxk 
bldks Hkh vki tc pkgas cny ldrs gSaA uke ij jkbV 
fDyd djds fjuse ij fDyd djsa vkSj nwljk uke Vkbi 
djsaA

Qkby eWU;w ij fDyd djsa vkSj lso vkWI’ku esa tk;as 

• ^^lso ,l ^^ Mk;yksXl vk,xk ftl ij QkbZy dk uke 
Vkbi djsaA 

• ,sfDVo MkWD;wesaV dks cUn djds ckgj fudkysaA

• foUMkst cUn djus ds fy, Qkby eWU;w ij fDyd djsa 
vkSj Exit option ij fDyd djsaA

Qkby eWU;w es tkdj vksiu cVu nck,sa A 

• LØhu ij ,d ckWDl es lHkh Qkbyksa dh lwph vk tk;sxh 

• okafNr Qkby dks lsysDV djsa vksj ml ij fDyd djas 

• vksiu cVu ij fDyd djsa  Qkby [kqy tk;sxh ,DlI-
yksjj@esa tkdj Qkby ij fDyd djds Hkh Qkby [kqy 
tk;sxh -

iafDr;ksa Vkbi djus ds ckn daVªksy $ ,l djrs jguk pkfg, 

fdlh lkexzh dks fMfyV djus ds fy, fuEu dne mBk;saA

fMyhV fd, tkus okyh lkexzh dks lsysDV djaAs 

• Edit menu  esa tkdj LVsaMMZ Vwyckj ds dV cVu dks 
nck;sa vFkok  

• Lkkexzh dks lsysDV djds daVksy$,Dl nck;s lkexzh dks 
,d LFkku ls nwljs ij ys tkus ds fy, lkexzh flysDV 
djsa 

• Edit menu ds dV dks nck,a -

• lkexzh tgak ij ys tkuh gS dlZj ;k bulVZ IokWbV dks 
ogka ij ys tk;s isLV ij fDyd djsa 

fDyi cksMZ  &

fDyi cksMZ dEi;awVj dh eSeksjh dk VsEijsjh @vLFkkbZ LFkku 
gSA tgka ij dV dh xbZ lkexzh dks rc rd j[kk tk ldrk 
gSA tc rd mls dkih uk fd;k tk;s Aa 

Msªx ,.M MªkWi Qhpj 

Msªx ,.M MªkWi rduhd fdlh शCn okD; ;k lkexzh dks ,d 
LFkku ls ?klhVdj nwljs LFkku ij ys tkdj j[kuk gSA blds 
fy, fuEu dne mBk;s tkrs gSaA

• gVk, tkus okys शCn ;k okD; dks lsysDV djsa

• lsysDV fd, x, VSDLV dks IokabV djds ekml cVu dks 
nck, j[ksa 

• bls okafNr LFkku ij ys tkdj ekml cVu dks NksM+ nsa 
lkexzh ogka ij pyh tk,xh A

vaMw & fjMw dekaM  &

vaMw &fjMw dk vFkZ gSa blls igys dh dk;Zokgh ;k dekaM 
dks jn~n djuk vkSj fjMw dk vFkZ gS ml dk;Zokgh ;k vuMw 
dh dk;Zokgh dks jn~n djuk A ;s deakM LaVsMMZ Vwyckj esa 
miyC/k gSA 

;fn xyrh ls dV ds LFkku ij fMyhV nc x;k  gks rks 

lkexzh uʼ gks tk,xh D;kasfd ;g fDyi cksMZ ij ugha gSA 
blesa isLV dk vkWI’ku dke ugha djrk vUkMw djus ls ml 
dk;Zokgh dks jn~n fd;k tkrk gSA vkSj lkexzh cpk;h tkrh 
gSA 

;fn vuMw dekaM xyrh ls nck;k x;k gks rks mls jn~n ds 
fy, fjMw dekaM dk iz;ksx fd;k tkrk gSA rkfd vUkMw dk 
dekaM viuk dke uk dj lds vkSj fiNyh dk;Zokgh pkyw 
gks A

dV ,aM isLV &

fdlh lkexzh dks dkV dj ,d LFkku ls nwljs LFkku ij ys 
tkdj j[kuk dV ,.M isLV fof/k  gSA edit menu ds dV 
vkWI’ku esa tkdj okafNr lkexzh dks dV djsa vkSj tgk¡ ys 
tkuk gks ogka dlZj ys tkdj isLV djsaA

ctrl+X ls Hkh lsysDVsM lkexzh dks dkVk tk ldrk gSA

igys lkexzh @VsDlV lssysDV djsa 

• lsysDV fd, x, VSDLV dks jkbV fDyd djsa 

• ikWi vi eWU;w ds dWkih vkWI’ku ij tk,a-

• dlZj ml LFkku ij ys tk,a tgka lkexzh dks ys tkuk gSA 

• jkbV fDyd djds eWU;w esa isLV dk cVu nck,a-

vFkok

• lkexzh dks lsysDV djds ,sfMV eWU;w ds dkih vkWI’ku ij  
tk,a vkSj dkih cVu nck,a vkSj isLV vkWI’ku ij fDyd 
djsa A lkexzh ml LFkku ij pyh tk,xh -

blls Hkh vkSj ljy rjhdk gS& lkexzh lsysDV djsa 

• daVªksy $lh nck,a vkSj fuf’pr LFkku ij dlZj ys tkdj 

• daVksy $oh djsa-

• fdlh MkWD;wesaV esa lkexzh dkss izos’k@baulVZ fd;k tkrk 
gSA oMZ lkekU;r;k bulVZ eksM+ gksrk gSA blds fy, 

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.2.27



110

• dlZj dks ml LFkku ij ys tkrs gaSA tgka शCn ;k  
 okD; baulVZ djus gSaA

• शCn ;k okD; Vkbi djsa LVsVl ckj ij ;fn vks-oh- vkj 
cVu /kq¡/kyk gS rks le>s fd oMZ bulVZ eksM esa gSA ;fn 
cVu dh ykbu tyrh gSA rks og vksoj jkbV eksM esa 
gSA 

• dh &cksMZ dh nk;ha vksj bulVZ dqath dks nck,a ftlls 
bulVZ eksM pkyw gks tk,xk -

• ftruh Hkh lkexzh vki  Vkbi djds Mkyuk pkgrs gSa] 
Mky ldrs gSaA 

oMZ jSi 

• fdlh oMZ MkWD;wesaV esa tc ge Vkbi djrs gSA rks nk;as 
ekftZUk dh ijokg u djrs gq, ge Vkbi djrs tkrs gS 
ftldks ,e-,l-oMZ Loa; nk;sa ekftZu ij igqapus ij lkexzh 
dks vxyh iafDr esa ys tkrk gSAbl fof/k dks oMZ jSi 
dgrs gSaA 

• vxzsth ds NksVs v{kjksa dks dSfIkVy es dSl esa cnyuk

• dsl cnyus ds fy, fuEu dne mBk;s tkrs gSSaA

Viewing Document  
Ldhu ij MkWD;wesaV dbZ rjhds ls fn[krk gSA ftlds fy, 
fuEu izdkj ds vkWI’ku @rjhds gaSA 

1- ukeZy O;w & 

;g fMQkWYV O;w gS ftldk iz;ksx Vkbfiax vkSj ,sfMfVax esa 
gksrk gSA Vkbi lkexzh lss ckgj ‘kh”kZd @header, footer, 
footnotes, pages, numbers, margin spacing vkfn ukeZy 
O;w esa ugh fn[kkbZ nsrs gSaA fMLiys ns[kus ds fy, ukeZy 
vkWI’ku dks lsysDV djsa 

2- vkmVykbu & 

vkmVykbu O;w esa  MkWD;wesaV dh lkjh lkexzh fn[kk;h nsrh 
gsA blds }kjk lkjh lkexzh dks ns[k ldrs gSaA iafDr;ksa vkSj 
‘kh”kZd dks iqu% Bhd dj ldrs gSaA bls ns[kus ds fy, O;w 
esU;w esa vkmVykbu O;w lsysDV djsaA

3- ist ysvkmV & 

blesa gj ist dk ys vkmV tSlk og dkxt ij Nisxk oSlk 
fn[kkbZ nsrk gSA blesa ist ds vkdkj ds ckgj ‘kh”kZd] ist] 
uEcj iqLrd dk uke vkfn Hkh ns[k ldrs gSaA blds fy, 
ist ysvkmV dks lsysDV djas vkSj cVu nck,aA

4- Qqy LØhu O;w & 

blesa Vkbi fd;s tkus okys LFkku dks vf/kdre fd;k tkrk 
gSS LØhu ls VkbVy ckj] esU;w ckj] Vwyckj] LØkWyckj ,Ma 
LVsVl ckj gV tkrs gSA

VSDLV@Vkbi lkexzh dks baMsV djuk %&

:yj ckj ;k iSjkxzkQ MkW;ykWx ckWDl ls Vkbi lkexzh dk 
baMsV fd;k tkrk gSA tSlk fp= esa fn[kk;k x;k gSA 

Lkkexzh dks izHkko’kkyh ,oa vkdषZd  cukus ds fy, baMsV 
fd;k tkrk gSA baVsV djus ls VSDLV dh txg de gksrh gSA 
vkSj dkxt ij lQsn LFkku c<+k;k ;k ?kVk;k tk ldrk gS 
ysfdu dEI;wVj esa fMQkWYV baMsV gj 5 Lisl ds ckn gksrk 
gSA nk;h vksj txg NksM+us ds fy, nk;ka baMsV Hkh fd;k tk 
ldrk gSA Åij dk fpUg igyh iafDr dk baMsV gksrk gSA 
vkSj uhps dk fpUg ck;ka baMsV gksrk gSA 

1- :yj ckj dk iz;ksx & 

lkexzh dh pkSM+kbZ lery :yj ckj fn[kkrk gSA ftls ge 
dkxt ;k ySVj iSM ds vuqlkj lSV djrs gaSA 

blds fy, fUkEu dne mBk;s tkrs gSaA 

• ftl lkexzh esa VSc dk iz;ksx fd;k tkuk gS mls  
lsysDV djsaA 

• frdksus baMsaV ekdZj ij ekml IoWkbaVj djsa vkSj cVu 
nckdj okafNr LFkku ij ys tka, A 

•    ekml cVu NksM+us ij lkexzh ogka ls baMsV gks tk,xh-

2- iSjkxzkQ QkjesV djuk &

Ukhps fn, x, MkW;ykWx ckWDl ds vuqlkj ck;ka] nka;k] igyh 
iafDr ;k gaSfxx baMsV fu/kkZfjr fd, tk ldrs gaS &

• igys okafNr iSjkxzkQ dks lsysDV djsaA

• QkjeSV eWU;w ij fDyd djsa vkSj iSjkxzkQ lsysDV djsa 
ftlls MkW;ykWx ckWDl vk,xkA

• igyh iafDr baMsaV vkSj gSafxax Lisl Hkh Vkbi djsa tks 
Lis’ky MªkWi &  Mkmu fyLV esa gSA

• vks-ds-cVu nck,aA

3- cqysV vkSj uaCkj nsuk& buds iz;ksx ds fy, fuEu dne   
   mBk,a&

• cqysV lwph dk dksbZ fpUg lsysDV djsa ;k u;k ysaA

• QkjesfVax Vwyckj ls cqysV fpUg ij fDyd djsaA

• og fpUg vk tk,xk vkSj ,saVj nckus ij vxyh iafDr esa 
vk tk,xk- blss gVkus ds fy, fQj fDyd djsa A

• uacj dh lwph lsysDV djsaA

• QkjesfVax Vwyckj uacj fDyd djsaA

• uacjksa ds Hkh vusdkas :i fyLV esa miyC/k gSA muds vuqlkj 
fdlh ij fDyd djsa -

• gVkus ds fy, iqu% fDyd djsa 
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cqysaV vkSj uacjksa ls lkexzh dks fo’ks”k :i ls Li”V ,oa 
vkd”kZd cuk;k tkrk gSA ftlls mls i<+us ,oa le>us esa 
Hkh lqfo/kk gksrh gSA 

4- QkjeasV isaVj & 

fdlh MkWD;wesaV dks QkWjesaV djus ds fy, QkWjesV isaVj dk 
iz;ksx fd;k tkrk gSA blls QkjesV dk :i dkIkh gksdj 
MkWD;wesaV dks QWkjesV djus esa dke vkrk gSA blds fy, & 

• igys lkexzh ds QkjWesV dks lsysDV djsaA

• LVsaMMZ Vwyckj ij miyC/k QkWjesV iasVj cVu dks  
nck,a rkfd ekml IokWbaVj isaV cz’k ds :i esa fn[kkbZ ns 
vkSj ml ij vkb &che vk,A

• QkWjesaV dh tkus okyh lkexzh dks lsysDV djsa-

• lkexzh vius vki u, QkWjesaV esa vk tk,xh-

• QkWjesafVx iwjk gksuss ij Esc. Key nck,a vkSj QkWjesaV isaVj 
nck,aA

5- MkWD;wesaV gkbykbV djuk & 

oMZ dk gkbykbV Qhpj lkexzh @MkWD;wesaV dks 15 jaxksa rd 
pedk ldrk gSA ftlds fy, fuEu dne mBk, a&

lkexzh dks lsysDV djsaA

• fp= ds vuqlkj gkbykbV cVu ds nk;ha vksj ds uhps 
okys rhj ij fDyd djsaA

• jaxksa dh lwph lkeus vk tk,xhA

• jax dks pquus ij lkexzh dk jax cny tk,xkA

• gkbykbV gVkus ds fy, pedhyh lkexzh dks lsysDV 
djds gkbykbV cVu dks nck,aA

6- VSc lsV djuk &

‘kh?kz lkexzh dh lwph cukus ds fy, VSc lSV fd, tkrs gaSA 
tSlk MkW;ykWx ckWDl esa gSA 

VSc LVkWi 5 izdkj ds gksrs gaS& cka;k] nka;k] dsUnz] n’keyo 
vkSj  ckj VSc- fMQkWYV VSc ck;ka gksrk gSA 

VSc dqath dks nckus ls Vkbi djus dk LFkku nk;ha vksj dks 

gj vk/ks bap ij tkdj :drk gSA VSc ls lacaf/kr vU; fo’ksषrk,a 
MkW;ykWx ckWDl esa fn[kkbZ nsrh gSA oMZ esa VSc yhMjksa }kjk 
lkexzh dks i<+us esa lqfo/kk gksrh gS- VSc yhMj fcUnqvksa ;k MS’kksa 
dh ykbu gksrh gS tks nks LFkkuksa dh lkexzh ds chp Mkys tkrs 
gSaA

VSc MkW;ykWx ckWDl ds iz;ksx ds fy, fuEu dne mBk,a&

• iSjkxzkQ dks lsysDV djsaA

• QkjesV EksU;w ls VSc lsysDV djsa- MkW;ykWx ckWDl vk 
tk,xkA

• VSCk LVkWi iksth’ku ckWDl esa VSCk dh iksth’ku @LFkku 
Vkbi djsaA

• vc VSc ,sykbuesaV lsysDV djsa vkSj & ck;ak] dsUnz] nka;k] 
Mslhey ;k ckj lsysDV djsaaA

• vc VSc yhMj ds LVkby dks lsysDV djsa tSls 1ls  
 dksbZ yhMj ugha vk,xk] 2 ls fcUnqvksa dh ykbu] 3 ls 
MS’kksa dh ykbu vkSj 4 ls lHkh vaMjykbu gks tk,axsA

• lSV cVu dks nck,a ftlls VSc LVkWi lSV gks tk,a-

• vks-dss- cVu dks nck,aA

•   VSc gVkus ds fy, VSCk MkW;ykWx ckWDl ds fDy;j cVu 
dks  nck,aA

7 ist ekftZu lSV djuk & 

lkexzh dks lgh vkdkj esa Nkius ds fy, ist ds pkjksa vksj 
lgh ekftZu lSV djuk vR;ar egRoiw.kZ dk;Z gS fdlh dkxt 
;k iSM ij Nkih tkus okyh lkexzh ;k i= dk ck;ka] nk;ka] 
Åij vkSj uhps dk gkf’k;k yxkus ls mldh lqanjrk c<+rh 
gS- gkf’k;s ekml IokabVj ls [khapdj Hkh yxk, tk ldrs gSa 
vkSj ist lsV vi esa dkxt ds vkdkj dks /;ku esa j[kdj 
yxkuk vf/kd ykHknk;d gksrk gS- ist lsV vi MkW;ykWx 
ckWDl esa 4 VSCk gksrs gSA 

1- ekftZu   ls nka;k] ck;ka ] Åij vkSj uhps ds gkf’k;s ds 
lkFk ist uacj Hkh fn, tk ldrs gSaA

 ekftZu esa gSMj @’kh”kZd vkSj QqVj@ uhps ls dkxt 
ij ist uacj Hkh fn, tk ldrs gSaA

 tks ist ds Åij] uhps] nk;sa] ck;sa] ;k dsUnz esa gks ldrs 
gSaA

2- isij lkbt ls dkxt dh yackbZ ] pkSM+kbZ vkSj mls 
Nkius dk LVkby@rjhdk & iksVsZªV @[kM+k ;k @ 
ysaMLdsi@frjNk lSV djds lgh vkdkj esa lkexzh Nkih 
tkrh gSA

3- isij lkslZ @ls ge doj ist ;k fo’ks”k izdkj ds dkxt 
dks Nkius dk funsZ’k] isij lkbt ds vuqlkj nsrs gSaA

4- ys &vkmV ls iafDr;ksa] ckMZj ;k ist uacjksa dk fu/kkZj.k 
gksrk gS tks gsMj ;k QqVj esa gksrs gSa ftuls iqLrdksa ds 
uke ;k ladsr Hkh vkrs gSa] tSlk fd ist lsV vi ds fp= 
esa fn;k x;k gSA 

:yjksa dk iz;ksx &

:yjksa dk iz;ksx & Vkbi djrs le; ekftZuksa dks yxkus ;k 
ns[kus dk ljyre rjhdk :yj ckj gSaA
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gksfjtsaVy @ lery :yj ls gesa nk;sa] ck;sa ekftZuksa dk 
irk pyrk gS vkSj [kM+s @ ofVZdy :yj ls Åij vkSj uhps 
ds ekftZu fn[kkbZ nsrs gSa ftUgsa ge dkxt ds lkbt ds 
vko’;drkuqlkj c<+k ;k ?kVk ldrs gSaA

fdUrq ;fn :yj ckj Åij ,oa ckbaZ vkSj fn[kkbZ u nsa rks O;w 
eWU;w esa tkdj&

• :yj lsysDV djsaA

• :yj ykbu ij dlZj ys tkdj [kkyh LØhu ds Åij 
NksM+ nsa dlZj ,d Me: ds vkdkj dk fn[kkbZ nsrk gSA

• ekml fDyd djsa vkSj ekftZu dks okafNr LFkku rd 
?klhVsa vkSj vksds djasA

MkWD;wesaV ekftZu dks ,sMtsLV djuk & 

lgh lSfVax vkSj ekftZu cnyus ds fy, MkW;ykWx ckWDl  esa 
tk,a] tSlk igys Hkh crk;k x;k gS- fQj &

• Qkby eWU;w esa ist lsV vi lsysDV djsaA

• ekftZu VSc ij fDyd djds lgh ekftZu Vkbi djsa ] 

• vkSj vksds djsaA

isij lkbt ,ao ist lkbt cnyuk & 

igys fn, x, ist vi ds fooj.k esa Hkh crk;k x;k gS fd 
fMQkWYV isij lkbt ,4 gksrk gS - vyx &vyx isij lkbt 
ist vi esa gSa tks lkbt pkfg, ml ij fDyd djsa Vkbi 
djds isij lkbt r; djsa tSlk uhps fn, x, fp= ls irk 
pysxkA

isij lkbt cnyus ds fy, fuEu dne mBk,a &

• Qkby ;k ist ys vkmV ds ist lsV vi esa tkdj fDyd 
djsa ftlls Mk;ykWx  ckWDl vk,xkA

• ekftZu ns[ksa vkSj lgh lSV djsaA

• isij lkbt ns[ksa vkSj lSV djsaA

• iksVsªV ;k ysaMLdsi ij fDyd djsaA

• vks-ds-djs vkSj Nkius ls igys ist ys & vkmV ns[k ysa-

gSMj@’khषZd ;k QqVj tksM+uk& ist dk Åijh fljk gSMj 

;k शhषZd dgykrk gSA vkSj lcls uhps dk Hkkx QqVj ;k 
fuEu Nksj dgykrk gS Åij MkWD;wesaV dk uke vkSj uhps uacj 
fn;k tkrk gS  uke o ist uacj Åij ;k uhps ckbZa vksj] 
nk;ha vksj ;k chp esa Hkh fn, tkrs gaS ;s gj ist ij Lor% 
vk tkrs gSa blds vkbdkWu vkSj MkW;ykWx ckWDl uhps gSaA 

gSMj tksM+us ds fy, fuEu dne mBk,a&

• gSMj vkSj QqVj esa tkdj gSMj ij शhषZd Vkbi djsa A

• Dykst cVu nck,a ;k MkWD;wesaV dks Mcy fDyd djsaA

QqVj tksM+us ds fy, & 

• gSM+j vkSj QqVj esa tkdj QqVj ij uacj Vkbi djsaA

• Dykst cVu ;k MkWD;wesaV dks Mcy fDyd djsaA

[kaM @lsD’ku ,oa ist czsd & 

lsD’ku cszd ls MkWD;wesaV dks vyx vyx Hkkxksa ;k [kaM+ksa esa 
ckaVk tkrk gSA budks ckjhd fcUnqvksa esas ns[kk tk ldrk gS 
ukeZy O;w esa blesa ,Ma vksQ lsDlu fy[kk tkrk gSaA

lsD’ku czsd ds fy, ;s dne mBk,a&

• bul’kZu IokWbaV dks tgka lsD’ku czsd nsuk gS ogka ij ys 
tk,aA

• bulVZ eWU;w ls czsd vkWI’ku lsysDV djsaA

• czsd MkW;ykWx ckWDl vk tk,xkA

• vc fuEu vkWI’kuksa esa ls ,d vkWI’ku NkaVsa&

• Next page radio button ls lsD’ku czsd u, ist ds 
vkjaHk esa vk,xkA

• Continuous radio button ls le vafdr istksa ij u;k 
lsD’ku vk,xkA

• Odd page radio button ls foषe vad okys istks ij u;k 
lsD’ku czsd vk,xkA

• MkW;ykWx ckWDl can djus ds fy, vks- ds- ij fDyd djsaA

• fMyhV djus ds fy, lsD’ku czsd dks lsysDV djds 
fMyhV cVu nck,aA

i`ʿksa ij ucaj Mkyuk & 

Nih gqbZ lkexzh ;k MkWD;wesaV i<+usa ;k ns[kus ds fy, i`ʿ 
la[;k gksuk vfr vko’;d gS - ist uacjksa dks gsMj ;k QqVj 
ds ckWDlksa esa Mkyk tkrk gS - blds lkFk gh ist uacj@dekaM 
ls iqLrd uke ladsr Hkh tksM+k tk ldrk gSA 

gSMj ,aM QqVj Vwyckj fof/k& blds fy, fuEu dne mBk,a 
& 

• gSMj QqVj ij Mcy fDyd djdsa mls [kksysaA

• bulVZ ist uacj ij fDyd djsaA

gSMj vkSj QqVj ij ,d uacj vk tk,xk ist uacj dks QkWjesV 
fd;k tk ldrk gS ] bu ij iqLrd dk uke fn;k tk ldrk 
gSA

ftlds fy, fuEu dne mBk,a&

• gSMj [kksysaA

• gSMj ij ist Vkbi djsaA

• bualVZ ist uacj ij fDyd djsaA
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ist uacj vkWI’ku dk iz;ksx & 

blesa ist uacj ds QkWjesV ] LVkby igys ucaj dks fNikus 
dh Hkh lqfo/kk gS ftlds fy, fuEu dne mBk,a &

• ist uacj MkW;ykWx ckWDl esa QkjesV cVu ij fDyd djsaA

• MkW;ykWx ckWDl esa lgh ist uacj dk pquko djsaA

• vks-ds-cVu ij fDyd djsaA

• bulVZ eWU;w ds ist uacj  vkWI’ku dks lsysDV djsaA

• ist uacj ds LFkku dk&nk;sa] ck,a ;k chp esa&pquko djsaA

cqdekdZ & 

MkWD;wesaaV ij dk;Z djrs le; vki dqN vkSj dke djus 
yxrs gSa rks ml LFkku dks rqajr <wa<us ds fy, cqdekdZ dk 
iz;ksx gksrk gS rkfd vki fcuk lpZ ;k iUUks ljdk, rqjUr 
mlh LFkku ij vk ldsaA

blds fy, fuEu dne mBkdj cqdekdZ cuk,sa & 

• ftl txg cqdekdZ yxkuk gks ogka bul’kZu IokWbaV ys 
tk,aA 

• ,sfMV eWU;w ls cqdekdZ yxkuk gks ogka bul’kZu IokWbaV 
ys tk,aA

• uke ds ckWDl esa cqdekdZ dk uke Vkbi djsa-

• ,sM cVu ij fDyd djsa-

cqdekØ gVkus ds fy, mls lsysDV djsa vkSj fMyhV djsa 
cVu Dykst djus ls cqdekdZ gV tk,xk-

dsl psat djuk & 

vxzsath ds NksVs v{kjksa dks cM+k djus ] dSfiVy ySVlZ dks 
NksVk djus dh lqfo/kk daEi;wVj esa gSA

Change Case

Sentence Case शCnksa dks lsysDV djsaA

UPPER CASE QkjesV eWU;w es case    
lsysDV djsa vkSj MkW;ykWx ckWDl esa okafNr dk;Z lsysDV djsa 

Title Case 

toggle CASE vks- ds- fDyd djsaA

QkWjesfVax ds शkWVZdV rjhds&

Ctrl {   Make text smaller by one point ,d IokbaV NksVk

Ctrl }   Make text larger by one point cM+k 
Ctrl =   Subscript formatting v{kj ds  uhps 

Ctrl +B    Turn bold formatting on and off [kksysa @can djsa 

Ctrl +l   Turn italics formatting on and off [kksys @can djsa 

Ctrl Shift+  Superscript  formatting v{kj ds Åij 

Ctrl Shift <  Make font smaller QksaV NksVk djsa 

Ctrl Shift>    Make font larger QksaV cM+k djsa 

Ctrl Shift +D   Double underling formatting  Mcy vaMjykbu 

Ctrl Shift +K   Small Caps formatting dSfiVy v{kj NksVs djsa 

Ctrl Shift +W   Word under line -i.e. no lines under spaces 

Ctrl U   Turn underline formatting on /off 

F4   Repeat the last action fiNyk dk;Z nksgjk,a-

Shift F3    Change case of selected text dsl cnysa

5.5.1. SPELL CHECKER- oMZ esa vxzsath ds Lisfyax pSd 
djus dh lqfo/kk ls dk;Z djuk vfr ljy gks x;k gS- v’kqf);ka  

gksus ij शCnksa ds uhps gYdh /kkjuqek iafDr vk tkrh gSA 

rkfd vki xyrh dks Bhd dj ldsa शCnksa dks lsysDV djds 

jkbV fDyd djus ls vki ikWi vi eWU;w ns[kdj dk;Zokgh 
dj ldrs gaSA vkWVks djds vkWI’ku ls Lisfyax vius vki Bhd 
gks tkrh gS- 
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मेल मजŊ 
उȞेʴ : इस अɷास के अȶ मŐ आप यह जान सकŐ गे :
• मेल मजŊ करना ।

Ms Word X
To Create the from letters , You can use the active doc-
umemt window8 3ms. doc or a new Dolcument window.

Active window    New main Document       Cancel

• ,sfDVo foaMksa cVu ij fDyd djds ns[k ysa fd ;gh 
,sfDVo foUMks gSA

• U;w esu MkWD;wesaV ij fDYd djsa ftlls ,d U;w MkWD;wesaV 
[kqysxk tks esu MkWD;wesaV gksxkA

;g esy etZ MkW;ykWx ckWDl esu MkWD;wesaV ds lkFk etZ dh 
tkus okyh lkexzh dks fn[kyk,xkA

MkVk lkslZ Qkby v{kj ls vkjaHk gksdj 40 rd v{kjksa ;k 
la[;k dh gks ldrh gSA

• esy etZ ds xWV MkVk cVu ij fDyd djsaA

• lkeus fn[kkbZ nsus okyh fyLV ls fØ;sV MkVk lksLkZ ij 
fDyd djsa ftlls ubZ MkVk lkslZ Qkby rS;kj gksxh]

• ckWDl esa U;w QhYM uke Vkbi djsaA

• ^,sM QhYM use^ ij fDyd djsaA

• ogka ls vius LFkku ij gVkus ds fy,  ^ewo^ cVu nck,aA

• gVkus ds fy, ^fMyhV^ cVu nck,aA

• vks-ds-cVu nck,a-Qkby uke Vkbi djds lso djsaA 

MkVk lkslZ vkSj esu MkWD;wesaV etZ djus ds fy, &

• esu MkWD;wesaV [kksysaA

• ^O;w etZ MkVk^ cVu ij fDyd djsaA

• ^esy etZ^ vkWI’ku  lsysDV djsaA

• ^etZ^ cVu fDYd djsa] ftlls fuEu ckWDl vk,xkA

fyLV esa ls tks pht etZ djuh gS mls lsysDV djsaA

etZ cVu nck,a- lkexzh u, u, :iksa esa rS;kj gks tk,xhA

oMZ gsYi % oMZ dk gsYi Qhpj gj dke esa lgk;rk djrk gS] 
dksbZ pht le> esa u vkus ij gsYi dk iz;ksx fd;k tkrk 
gS blds fy, &

• gsYi Mk;ykWx ckWDl esa nh xbZ lwph ls dk;Z dks NkaVs 

• bMsDl VSc lsysDV djds VkWfid lsysDV djsaA 

• QkbaM VSc lsysDV djsa vkSj VkWfid lpZ djsaA

• ^vkulj fotkMZ^ dks lsysDV djds VkWfid lpZ djsaA

• blls daVsaV Vsc vk,xk ftlesa lHkh izdkj ds gsYi VkWfid 
fn, x, gS- tSlk Åij fp= esa gSA

baMSDl VSc ls fdlh शCn dks <wa<k tkrk gS 

<wa<ks vkSj cnyks % oMZ esa fdlh शCn dks <wa<us vkSj mls gVkus 
;k LFkku ij vU; ‘kCn Mkyus dh cgqr vPNh lqfo/kk gS 
blesa ;g Hkh irk py tkrk gS fd MkWD;wesaV esa og fdruh 
ckj vk;k gS blds fy, fuEu dne mBk,a& 

• ,sfMV eWU;w esa tkdj fp=kuqlkj ^Qkby^ vkI’ku lsysDV 
djsaA

• ftl शCn dks <w<auk gS mls Vkbi djsaA

• vc gVk;s tkus okys शCn dks Vkbi djsaA

• fjIysl fon eas u;k शCn Vkbi djsaA

• ,d ;k vf/kd txgksa dks lsysDV djsaA

• QkbaM uSDLV  cVu ij fDyd djsaA

• vc fjIysl cVu nck,a- शCn cny tk,xkA

dSaflay ij fDYd djds okil MkWD;wesaV eas vk,aA

esy etZ % dk;kZy;ksa esa ,d izdkj ds i= dbZ yksxksa dks tkrs 
gS ftuds irs o uke vyx vyx gksrs gSaA oMZ esa ,d gh 
i= esa vyx &vyx uke o irs nsdj bldks fd;k tkrk 
gSA

esy etZ Qhpj esa esu MkWD;wesaV dh lkexzh vkSj MkVkcsl 
Qkby dh lkexzh dks tksM+us dh lqfo/kk gS- blds fy, rhu 
dne mBkus gSa& 

• esu MkD;wesaV cukukA

• MkVk lkslZ rS;kj djuk vkSj nksukssa dks feykuk ;k etZ 
djukA

• igys esy etZ vkWI’ku VwYl eSU;w ls lsysDV djsaA

• esy etZ MkW;ykWx ckWDl fn[kkbZ nsxk 

fØ;sV cVu  ij fDyd djsa- uhps nh xbZ fyLV vk,xh 
Create
From Letters….
Mailing Labels ….
Envelopes ….
Catalog

Restore to Normal Word Document….

blesssa ,e-,l oMZ dk uhps fn;k x;k MkW;ykWx ckWDl vk,xk-
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन    
आशुिलिपक सिचवीय सहायक (िहȽी) - कंɗूटर का ǒान  अɷास 1.2.29

कंुजीपटल कुशलता 
उȞेʴ : इस अɷास के अȶ मŐ आप यह जान सकŐ गे :
• कंुजीपटल संचालन ।

dqathiVy dq’kyrk %& 

dqathiVy dkS’ky esa dqaft;ksa dk vaxqfy;ksa esa lgh foHkktu] 
lapkyu muds v{kjksa ;k fpUgksa dks ;kn  djuk n`’; i)fr 
ls dqaft;ksa dk lapkyu vkSj शु) o rst xfr ls Vkbi djuk 
lfEefyr gS dqathiVy dq’kyrk iwjh rjg Li’kZ i)fr ls 
Vkbi lh[kus okys cgqr ljyrk ls izkIr dj ysrs gSaA  

1 2 3 4 5 6 7 
8 9 10 - ´ B S

funsZ’k %&

1- vius ck,a gkFk dh pkjksa vxqafy;ksa dks vk/kkj iafDr ij 
fp=kuqlkj j[ksaA dfu”Bk dks dqath 2 ij] vukfedk dks 
daqth 3 ij] e/;ek dks daqth 4 ij vkSj rtZuh dks daqth 
5 ij j[kassA gj v{kj daqth dks Øe’k% nck,a vkSj rqjUr 
NksMsaa+A mlds ckn nk,a vxwaBs ls varj NM+ dks nckdj 
NksMs+A ftlls ,d Lisl NwVsxhA

2- vc nk;sa gkFk dh vaxqfy;ksa dks Øe’k% dqath 2] 3] 4] 5 
ij j[kas vkSj mUgsa ,d&,d djds nckdj NksMs+ vkSj nk;sa 
vaxwBs ls ,d Lisl nsaA

3- vaxqfy;ksa dks QqrhZ ls nck,a vkSj NksMsa] ck,a gkFk dh NksVh 
vaxqyh ls dsoy ek=k,a Vkbi gksaxh] vr% vukfedk ls 
O;atu d] e/;ek ls rtZuh ls gh Vkbi djsaA nk;sa gkFk 
dh dfuʿा ls vukfedk ls ;] e/;ek ls l] rtZuh ls 
Vkbi djsaA vkSj pkVZ ds vuqlkj lHkh vaxqfy;ksa ls vH;kl 
djsaA vk/ks v{kjksa dks k ls iwjk djssaA

uksV %&  gj शCn ds ckn Lisl nck,a vkSj gj iafDr ds v{kjksa 
dks nl ls ckjg ckj Vkbi djsasA

vH;kl & izFke

• gd dg ;g ;gk gk; fd fdl lkg ;kj dkj fdl शkg

• gkj gkjk gjk jkg jkgh dgh gh ;gh g;k dlk ;kjh शkgh

• dgks dg djkj dgs dkgs dkfgjk ghjk ghjs ghjks ds’k jkg

• djs dgs jgs dgha ;gka ;gha ;ksa djks djs djkg gjsd शd

• jkgsa jkgh jksd jksdsa jkssdks jksdk jksdh dksjk dksjsa dksjh gks’k

• jgs dgkj gjkjs jkdh jgh jgks gjks gfjgj ljdkj gksf’k;kj

uksV %& /;ku j[ksa fd Åij vkSj uhps yxus okyh lHkh ek=k,a 
ckbZa dfuʿा ls Vkbi gksaxhA Lisl ckj dsoy nk,a vxwaBs ls 
nck;k tk,xkA vk/kkj iafDr esa VkbZijkbVj ij 12 dqaft;k 
gksrh gS ysfdu dEI;wVj ij 11 gSa vr% dEI;wVj ij nkbZa 
dfuʿा ls dsoy ,d dqath Vkbi gksxh gj iafDr ds शCnksa dks 
10 ls 15 ckj VkbZi djsasA daqthiVy u ns[kssa rkfd शु)rk 
vkSj xfr nksuksa शh?kz ykbZ tk ldsA 

vH;kl & f}rh; 

• dkalk dksjk dks;k ghjd lkjk lkjs lkjh

• fdls fdlh fdldks fdlls fdldk dldj

• gksjh gksjk lsj lkjks dgj flag dksd dkd vghj

• fgald ghjd dgkj dgdgs dgdj lhlk lhls

• gals glh galk lglk lkgh lgh dksgjk

• शadj dadj श’kh शh’kh f’kf’kj

uksV %& dqathiVy esa dbZ v{kj vk/ks gh gS vr% vk/ks v{kjksa 
dks dEI;wVj ij Vkbi djrs le;k dh ek=k ls ;k vk/ks Lisl 
okyh f’k¶V dqath ij nh xbZ [kM+h ikbZ ls iwjk djsa fQj vU; 
ek=k,a yxk,a gj iafDr dks nl ls iUnzg ckj Vkbi djsaA

vH;kl & r`rh;

• fdlh Hkh vHkh lHkh lH; :l :lh

• L;kgh L;kg Js;kal Jh;’k ;’kLoh Js;Ldj

• lkFkh lkFk gkFk gkFkh gfFk;kj gkfFk;kjksa

• HkSalk Fkkg lkfFk;ks lkfFk;ksa gkfFk;ksa Fkdk dF;

• dSlk Hkksad Hkksadk Hkhj Hkh: fjLd

• Hk;adj HkS;k gSa gS शkSd शkSfd;k Hkkj Hkkjh

uksV %& dqathiVy esa 9 v{kjksa ds vk/ks :Ik gh fn, x, gS 
vk/kkj iafDr ds pkj v{kjksa ds vk/ks :Ik gS Fk~] Hk~] श~] “k~ 
ftUgsa dEI;wVj ij Vkbi djrs le; [kMh ikbZ ;k vk dh 
ek=k ls iwjk dj ldrs gaS igys v{kj iwjk djsa fQj vU; 
ek=k,a yxk,] gj iafDr dks nl ls iUnz~g ckj Vkbi djsaA 
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vH;kl %& prqFkZ

• Hkjld Hkkjh Hkj Hkksajk Fkd Fkdk jFk

• Fkksd fFkad dkjFk FkDdk dFkk dkjFk

• D ksष dksषkh; शkdkgkjh Hkkˈ ds’kj शgjh

• dkSf’kd शDdh शadk ladk; jkf’k शf’k

• Hksष Hkwषk HkSalk dksf’k’ksa dksf’kdk;sa fdLls f’kfषj

• fjLd Hkkषk;ha Hkjkslk jaHkk d: lH; शkD;

r`rh; iafDr dk lapkyu %&

viuh vxqafy;ksa dks vk/kkj iafDr ij j[ksa vkSj Åij dh iafDr 
ds v{kj dks Vkbi djrs gh vius LFkku ij vk tk,a ckbaZ 
dfuʿk ls ek=k,a vukfedk ls e] e/;ek ls r rFkk rtZuh 
ls t vkSj y Vkbi djsaA blh izdkj nk,a gkFk dh dfu”Bk 
ls] [k~] vukfedk ls p] e/;ek ls o rFkk rtZuh ls Ik vkSj 
u Vkbi djsa [k~ dks k dh ek=k ls iwjk djsaA gj iafDr dks 
nl ls iUnzg ckj Vkbi djsaA 

vH;kl & iape

• ey er eu ty epy ue ty tu

• p[k eu ru ur ir irk eky

• ukuk ukuh ikik ukrh ukrk ukrs uhfr

• iksrk iksrs ikrh iksrh rksrk rksrs twrk twrs

• ewyh ekyh ryuk tyuk ikyuk ykuk pkykuk

• eupyk elyuk ekjuk ihykiu yphykiu

uksV %& vc f’k¶V ij fn, x, v{kjkas dk Hkh vH;kl djsa 
vk/ks v{kj {k~ dks k dh ek=k ls iwjk djsa VkbijkbVj ij 
dsoy [kM+h ikbZ k dh ek=k dk iz;ksx djsa 

uksV%& blh iafDr esa ckbZa dqath dh f’k¶V ij Å fpUg fn;k 
x;k gS ftls m ij yxkus ls cMh Å] j ij yxkus ls NksVk 

: vkSj i ij yxkus ls Q curk gS gj iafDr dks nl ls 
iUnz~g ckj Vkbi djsaA

vH;kl %& NBe

• Qudkj Qasduk papy ifjiDo uRFkw lR;

• iIik iIih lPpk dPpk {kek d{kk

• dq[;kr [kkrs R;kT; iRuh gYyk eqUuh

• rUe; fuEu fuUnk {kek [kkeh eks{k eqyEek

• fuEukuqlkj iEeh fdUukSj rRo tRFkk dFkuh

• eYykg dRy iUuk iEi tEi iYyoh rF; Qwy uSuh

uksV %& vc nksuksa gkFkksa ls nksuksa iafDr;ksa ds f’k¶V dqaft;ksa 
ij fn, x, v{kjksa dks Hkh Vkbi djsa vkSj gj iafDr dks nl 
ls iUnzg ckj Vkbi djsa vH;kl ds शCnksa ls NksVs : vkSj cMs 
: dk Hksn Li”V le> ysa rkfd blesa xyrh u gksa Vkbi-
jkbVj ij fpUg ls :] Å rFkk Q cuk,a ysfdu dEI;wVj ij 
Vkbi djrs le; j ij q dh ek=k yxkus ls Hkh : cusxk 
vkSj ls Hkh cusxkA 

vH;kl &lIre

• Jh Jh;qr Jheu Jheku Js; ;Kksiohr

• शh’kk शk[kk शks[k [kkl शhjk शkjhfjd

• :I;k :I;s :fp :fpdj jkspd :duk

• g:ok u:yk ik:y c:ok :[k :[kh

• Hkh: ftUuk fpYykuk Hkqykok शSyh शkyk [kkylk

iIiw pqIih rYyhu pEep Hkwry tEew yEgk

uksV %& bl vH;kl dh gj iafDr dks nl ls iUnz~g ckj Vkbi 
djsa ;g /;ku j[ksa fd xyrh u gksus ik,a vc /khjs&/khjs xfr 
c<k,a ysfdu xfr rHkh c<k,a rc vaxqfy;ka lgh v{kjksa ij 
iM+s vkSj xyfr;ka u gks शq) Vkbi djuk lh[ksaA yxkrkj 
Vkbi djus ls xfr vius vki c<+sxhA 

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.2.29
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ist lsV&vi & ist ekftZu lSV djuk %& 

lkexzh dks lgh vkdkj esa Nkius ds fy, ist ds pkjksa vksj 

lgh ekftZu lSV djuk vR;ar egRoiw.kZ dk;Z gS fdlh dkxt 

;k iSM ij Nkih tkus okyh lkexzh ;k i= dk ck;ka] nk;ka] 

Åij vkSj uhps dk gkf’k;k yxkus ls mldh lqanjrk c<+rh 

gS gkf’k;s ekml IokabVj ls [khapdj Hkh yxk, tk ldrs gSa 

vkSj ist lsV vi esa dkxt ds vkdkj dks /;ku esa j[kdj 

yxkuk vf/kd ykHknk;d gksrk gS- ist lsV vi MkW;ykWx 

ckWDl esa 4 VSCk gksrs gaSA 

1- ekftZu ls nka;k] ck;ka] Åij vkSj uhps ds gkf’k;s ds lkFk 

ist uacj Hkh fn, tk ldrs gSa-

   ekftZu esa gSMj@’kh”kZd vkSj QqVj@uhps ls dkxt ij 

ist uacj Hkh fn, tk ldrs gSa]

 tks ist ds Åij] uhps] nk;sa] ck;sa] ;k dsUnz esa gks ldrs gSaA

2- isij lkbt ls dkxt dh yackbZ] pkSM+kbZ vkSj mls Nkius 

dk LVkby@rjhdk & iksVsZªV @[kM+k ;k @ ysaMLdsi@

frjNk lSV djds lgh vkdkj esa lkexzh Nkih tkrh gS-

3- isij lkslZ ls ge doj ist ;k fo’ks”k izdkj ds dkxt 

dks Nkius dk funsZ’k] isij lkbt ds vuqlkj nsrs gSaA

4- ys &vkmV ls iafDr;ksa] ckMZj ;k ist uacjksa dk fu/kkZj.k 

gksrk gS tks gsMj ;k QqVj esa gksrs gSa ftuls iqLrdksa ds 

uke ;k ladsr Hkh vkrs gSa] tSlk fd ist lsV vi ds fp= 

esa fn;k x;k gSA 

:yjksa dk iz;ksx & 

Vkbi djrs le; ekftZuksa dks yxkus ;k ns[kus dk ljyre 

rjhdk :yj ckj gSa-

gksfjtsaVy @ lery :yj ls gesa nk;sa] ck;sa ekftZuksa dk 

irk pyrk gS vkSj [kM+s @ ofVZdy :yj ls Åij vkSj uhps 

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.2.29
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ds ekftZu fn[kkbZ nsrs gSa ftUgsa ge dkxt ds lkbt ds 

vko’;drkuqlkj c<+k ;k ?kVk ldrs gSaA

fdUrq ;fn :yj ckj Åij ,oa ckbZ vksj fn[kkbZ u nsa rks O;w 

esU;w esa tkdj&

• :yj lsysDV djsaA

• :yj ykbu ij dlZj ys tkdj [kkyh Ldhu ds Åij 

NksM+ nsaA dlZj ,d Me: ds vkdkj dk fn[kkbZ nsrk gS-

• ekml fDyd djsa vkSj ekftZu dks okafNr LFkku rd 

?klhVsa vkSj vksds djasA

MkWD;wesaV ekftZu dks ,sMtsLV djuk %&

lgh lSfVax vkSj ekftZu cnyus ds fy, MkW;ykWx ckWDl  esa 

tk,a] tSlk igys Hkh crk;k x;k gS- fQj &

• Qkby eWU;w esa ist lsV vi lsysDV djsaA

• ekftZu VSc ij fDyd djds lgh ekftZu Vkbi djsaA

• vkSj vks- ds- djsaA

10-2-1- isij lkbt ,ao ist lkbt cnyuk %& 

igys fn, x, ist vi ds fooj.k esa Hkh crk;k x;k gS fd 

fMQkWYV isij lkbt ,4 gksrk gS - vyx &vyx isij lkbt 

ist vi esa gSa tks lkbt pkfg, ml ij fDyd djsa Vkbi 

djds isij lkbt r; djsa tSlk uhps fn, x, fp= ls irk 

pysxk-

isij lkbt cnyus ds fy, fuEu dne mBk,a 

• Qkby ;k ist ys vkmV ds ist lsV vi esa tkdj fDyd 

djsa ftlls Mk;ykWx  ckWDl vk,xkA

• ekftZu ns[ksa vkSj lgh lSV djsaA

• isij lkbt ns[ksa vkSj lSV djsaA

• iksVsªV ;k ysaMLdsi ij fDyd djsaA

• vks -ds-djs vkSj Nkius ls igys ist ys& vkmV ns[k ysaA

gSaMj@’kh”kZd ;k QqVj tksM+uk& 

ist dk Åijh fljk gSMj ;k ’kh kZd dgykrk gSA vkSj lcls 

uhps dk Hkkx QqVj ;k fuEu Nksj dgykrk gS Åij MkWD;wesaV 

dk uke vkSj uhps uacj fn;k tkrk gS  uke o ist uacj Åij 

;k uhps ckbZa vksj] nk;ha vksj ;k chp esa Hkh fn, tkrs gSa ;s 

gj ist ij Lor% vk tkrs gaS blds vkbdkWu vkSj MkW;ykWx 

ckWDl uhps gaSA

gSMj tksM+us ds fy, fuEu dne mBk,a&

• gSMj vkSj QqVj esa tkdj gSMj ij ’kh”kZd Vkbi djsa 

• Dykst cVu nck,a ;k MkWD;wesaV dks Mcy fDyd djsa 

QqVj tksM+us ds fy, & 

• gSM+j vkSj QqVj esa tkdj QqVj ij uacj Vkbi djsaA

• Dykst cVu ;k MkWD;wesaV dks Mcy fDyd djsaA

[kaM @lsD’ku ,oa ist czsd & 

lsD’ku cszd ls MkWD;wesaV dks vyx vyx Hkkxksa ;k [kaM+ksa esa 

ckaVk tkrk gSA budks ckjhd fcUnqvksa esas ns[kk tk ldrk gS 

ukeZy O;w esa blesa ,Ma vksQ lsDlu fy[kk tkrk gSa

lsD’ku czsd ds fy, ;s dne mBk,a&

• bul’kZu IokWbaV dks tgka lsD’ku czsd nsuk gS ogka ij ys 

tk,aA

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.2.29
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• bulVZ eWU;w ls czsd vkWI’ku lsysDV djsa]

• czsd MkW;ykWx ckWDl vk tk,xk]

• vc fuEu vkWI’kuksa esa ls ,d vkWI’ku NkaVsa&

• Next page radio button ls lsD’ku czsd u, ist ds 

vkjaHk esa vk,xkA

• Continuous radio button ls le vafdr istksa ij u;k 

lsD’ku vk,xkA

• Odd page radio button ls fo”ke vad okys istks ij 

u;k lsD’ku czsd vk,xk

• MkW;ykWx ckWDl can djus ds fy, vks-ds-ij fDyd djsaA

• fMyhV djus ds fy, lsD’ku czsd dks lsysDV djds 

fMyhV cVu nck,aA

i`ʿksa ij ucaj Mkyuk & 

Nih gqbZ lkexzh ;k MkWD;wesaV i<+usa ;k ns[kus ds fy, i`ʿ 

la[;k gksuk vfr vko’;d gS - ist uacjksa dks gsMj ;k QqVj 

ds ckWDlksa esa Mkyk tkrk gS - blds lkFk gh ist uacj @

dekaM ls iqLrd uke ladsr Hkh tksM+k tk ldrk gSA 

gSMj ,aM QqVj Vwyckj fof/k & blds fy, fuEu dne mBk,a 

& 

• gSMj QqVj ij Mcy fDyd djdsa mls [kksysa]

• bulVZ ist uacj ij fDyd djsa 

gSMj vkSj QqVj ij ,d uacj vk tk,xk - ist uacj dks QkjesV 

fd;k tk ldrk gS ] bu ij iqLrd dk uke fn;k tk ldrk 

gSA

ftlds fy, fuEu dne mBk,a&

• gSMj [kksysaA

• gSMj ij ist Vkbi djsaA

• bualVZ ist uacj ij fDyd djsaA

ist uacj vkWI’ku dk iz;ksx & 

blesa ist uacj ds QkWjesV ] LVkby igys ucaj dks fNikus 

dh Hkh lqfo/kk gS ftlds fy, fuEu dne mBk,a &

• ist uacj MkW;ykWx ckWDl esa QkjesV cVu ij fDyd djsaA 

• MkW;ykWx ckWDl esa lgh ist uacj dk pquko djsaA

• vks-ds-cVu ij fDyd djsaA

• bulVZ eWU;w ds ist uacj  vkWI’ku dks lsysDV djsaA

• ist uacj ds LFkku dk &nk;sa ] ck,a ;k chp esa & pquko djsaA

cqdekdZ %&

MkWD;wesaaV ij dk;Z djrs le; vki dqN vkSj dke djus 

yxrs gSa rks ml LFkku dks rqajr <wa<us ds fy, cqdekdZ dk 

iz;ksx gksrk gS rkfd vki fcuk lpZ ;k iUUks ljdk, rqjUr 

mlh LFkku ij vk ldsa - 

blds fy, fuEu dne mBkdj cqdekdZ cuk,sa & 

• ftl txg cqdekdZ yxkuk gks ogka bul’kZu IokWbaV ys 

tk,aA

• ,sfMV eWU;w ls cqdekdZ yxkuk gks ogka bul’kZu IokWbaV 

ys tk,a-

• uke ds ckWDl esa cqdekdZ dk uke Vkbi djsa-

• ,sM cVu ij fDyd djsa-

• cqdekdZ gVkus ds fy, mls lsysDV djsa vkSj fMyhV djsa- 

cVu Dykst djus ls cqdekdZ gV tk,xk-

dsl psat djuk & 

vaxzsth ds NksVs v{kjksa dks cM+k djus] dSfiVy ySVlZ dks 

NksVk djus dh lqfo/kk dEI;wVj esa gSA

• D;k Nkiuk gS] ns[kass vkSj lgh ij fDyd djsaA

• izkiVhZt esa tkdj NikbZ dh DokWfyVh ns[ksaA

• fDyd vks-ds-djus ls fizaVj NikbZ djus yxsxkA
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन    
आशुिलिपक सिचवीय सहायक (िहȽी) - कंɗूटर का ǒान  अɷास 1.2.30

टंकण गित अɷास 
उȞेʴ : इस अɷास के अȶ मŐ आप यह जान सकŐ गे :
• गित से टंकण करना ।
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vD.K xfr vH;kl 1-

,d efgyk ,d lk/kq ds ikl tkdj cksyh &ckck] esjk csVk xqM+  12 

cgqr [kkrk gS] bl dkj.k ;g vLoLFk jgrk gS] fuosnu gS fd vki  25 

bldks le>kdj bldh ;g vknr NqM+k nsa] lk/kq us dgk ,d lIrkg ckn  38 

vkuk- efgyk vius iq= ds lkFk ,d lIrkg ckn igq¡ph] lk/kq us fQj  51

dg fn;k ,d lIrkg ckn vkuk bl izdkj pkj lIrkg chr x, 63 

ik¡poh ckj tc ekrk iq= igq¡ps] rks lk/kq us iq= ls iqNk rqe bruk xqM+  76 

D;ksa [kkrs gks\ xqM+ [kkuk NksM+ nks- iq= us vxys fnu ls xqM+ [kkuk cUn  91

dj fn;k- ekrk us tkdj lk/kq ds izfr gkfnZd d``rKk O;Dr fd vkSj   104

iz’u fd;k ckck bl ckr dks dgus ds fy, vkius ik¡p lIrkg dk 117

le; D;ks fy;k\ ckck us g¡ldj mrj fn;k  eS Lo;a xqM [kk;k djrk   130 

Fkk tc rd eS Lo;a eS xqM+ [kkuk ugh NksM+ nw¡] rc rd ckyd ls fdl   145

eq¡g ls dgrk fd rw xqM+ [kkuk NksM+ ns ik¡p lIrkg esa esus xqM+ [kkuk   160 

NksM+ fn;k Fkk bl dkj.k esjs dFku us ckyd dks izHkkfor fd;k vkSj   173

mldk okafNr ifj.kke lkeus vk x;kA 179

ge Lo;a ns[k ldrs gSa fd gekjs usrkvksa }kjk fuR; mins’kkRed  190

cMs+&cMs+ O;k[;ku fn;s tkrs gSa ijUrq mudk dksbZ  izHkko ugh iM+rk gS  202

D;ksafd oDrk dh ok.kh ds ihNs uSfrd cy ugha gksrk gS blds foijhr 215 

;s gh ckrsa tc egkRek xka/kh dgrs Fks rks gtkjksa O;fDr mudh ckr  228 

ekudj loZLo cfynku djus dks rS;kj gks tk;k djrs Fks] egkRek th  240

ogh dgrs Fks] tks og djrs Fks vksj ogh djrs Fks] tks og dgrs Fks  255

dFkukuqlkj dk;Z djus ls O;fDr dh ok.kh esa ftl vkRe cy  266 

dh l``fʼ gksrh gS] mlds }kjk ok.kh esa cy ,oa izHkko’khyrk dk lekos’k gks  279

tkrk gS] tks yksx vPNh&vPNh ckrsa djrs gSa vkSj rnkuqlkj vkpj.k ugha  291 

djrs gSa  muds dFku dh mis{kk yksx ;g dgdj dj fn;k djrs  303

gSa &^^vki fe;k¡ Qthgr] nhxjk¡ ulhgr^^ 309 

dFkuh vkSj djuh ds e/; lkeatL; dk vHkko ladYi शfDr dks  320

nqcZy cuk nsrh gS Qyr% O;fDr ds uSfrd cy ,oa vkRe fo’okl dk  332

{kj.k gksrk gS vkSj og dsoy okd~~lwj cudj jg tkrk gS ,sls O;fdRk  345

lsey ds Qwy dh Hkk¡fr vkd”kZd rks gks ldrs gS ijUrq os loZFkk  358

lkjghu gksrs gS os lekt ds fdlh dke ds ugh gksrs  369
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orZeku dky esa lc yksx ;g dgrs gq, lqus tkrs gS dh vktdy  381 

lPpkbZ ds n’kZu nqyZHk gks x;s gS] >wB dk cksy&ckyk gS] pkfjf=d iru  394

gks x;k gS vkfn fopkj djus ij lgt gh bu leLr fo”kerkvksas ,oa  407

folxafr;ks dk dkj.k le> esa vk tkrk gS izR;sd O;fDr nwljksa ls lR;  420

dh vk’kk djrk gS vkSj Loa; lR; ugha cksyrk gS vFkkZr~ izR;sd O;fDr  433

feF;kpkj dks vius fy;s lqjf{kr j[k dj lnkpkj dk mRrj nkf;Ro vU;   443

O;fDr;ksa dks lksai nsrk gSA 448

vki Lo;a fopkj djsa fd tks firk शjkc ihrk gS] og fdl vf/kdkj  461

ls vius iq= dks शjkc ls nwj jgus ds fy;s dg ldrk gS\ tks usrk  476

laln vkSj fo/kku lHkk esa fof/k fu;e dk mYy?kau djrs gSa rFkk viuh  488 

ckr euokus ds fy, fgalk dk ekxZ vkiukrs gS os vk’kk D;ksa dj  501

ldrs gaS dh gekjk ;qok oxZ vuqlkf’kr gksdj jpukRed dk;ksZa esa viuh  513

षfDr yxk,xkA 515
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xfr  vH;kl &2

uhan dk euqˈ ds thou esa egRo iw.kZ LFkku gS &euqˈ vius thou  12

dk ,d & frgkbZ Hkkx lksrs gq, xqtkjrk gS uhan esa ifjorZu gksus dk  24

izHkko euqˈ dh dk;Z {kerk rFkk mlds LokLF; ij iM+rk gSA 34

vkt ds vk/kqfud ;qx esa dke] dks/k] yksHk] eksg] vlarks”k vkfn  45

ekufld fodkjksa ds dkj.k euqˈ bruk v’kkUr cu pqdk gS dh mldks  57

LokHkkfod uhan ds fy, Hkh rjluk iM+rk gS vkt vfunzk dk jksx lkjs  70

fo’o esa egkjksx dh Hkk¡rh QSyrk tk jgk gS vkt ds nkSj esa uhan u  85

vkuk ,d vke f’kdk;r gks x;h gS &MkWDVjksa ds ikl fu;fer ,sls jksxh  98

vkrs gaS] ftudh [kkl f’kdk;r uhan u vkus dh gksrh gS 109

uhan ,d izfd;k gS ftlds }kjk शjhj vkjke ikrk gS xgjh uhan ls  122

O;fDr vius vki dks ruko jfgr ikrk gS D;ksafd mlls fnekx vkSj  133

शjhj dks iw.kZ :i ls vkjke fey tkrk gS &tc ge izkr% lksdj mBrs gSa 147

rks gekjk fnekx gydk QqYdk ,oa शjhj rjksa rktk jgrk gS  156

;fn ge jkf= esa Bhd rjg ls uhan ugha ys ikrs gS ] rks gesa 170

izkr%dky ls gh lqLrh jgrh gS] gkFk iSj rFkk flj nnZ djrk gS vk¡[ks  182

Hkkjh&Hkkjh jgrh gSa ,oa fdlh Hkh dk;Z esa eu ugh yxrk gS vFkkZr~~ jkf=  196

ds lkFk& lkFk vxyk fnu Hkh csdkj gks tkrk gS - vPNs LokLF; ds fy,  209

xgjh uhan dk vkuk vR;Ur vko’;d gS ;fn dbZ fnuksa rd uhan  222

ugh vkrh gS rks euqˈ ikxy gks tkrk gS ftruh [kqjkd gesa uhan ls feyrh  236 

gS mruh vU; fdlh oLrq ls ugh 243

MkW- tktZ LVhosUlu tks fd fnekxh LokLF; ds fo’ksषK gSa] dgrs gSa  254

fd vkt ds cgqr T;knk O;Lr vkSj my>u Hkjs thou ds fy, t:jh gS  268

fd uhan dh vko’;drk vkSj mlds egRo dk /;ku j[kk tk,- fnekxh  280

larqyu vkSj LokLF; cuk, j[kus ds fy, de ls de 6 ?kaVs uhan  291

vko’;d gSA 293

vyx&vyx O;fDr;ksa ds fy, uhan dh vko’;drk vyx&vyx  301

gksrh gS] tSls& ,d ekg ds cPps dks 21 ?k.Vs] 6 ekg ds cPps dks 18  317

?k.Vs] 12 ekg ds cPps dks 12 ?k.Vs] 12 oषZ ls mij okys cPps dks   332

10 ?k.Vs] 16 oषZ ls mij okys dks 8 ?k.Vs rFkk 30 oषZ ls mij  347

okys dks 6&7 ?k.Vs lksuk pkfg, rFkk mlls vf/kd mez okys dks 5&6  360

?k.Vs lksuk pkfg, शkjhfjd o ekufld Je djus okys dks vf/kd uhan  372

vkrh gS A 374
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vfunzk ds vfrfjDr vf/kd nsj rd lks;k jguk Hkh vkyL; dh  385

fu’kkuh gS rFkk LokLF; ds fy, vfgrdkj gS baXyS.M ds euksoSKkfud  396

MkWDVj tksEt ds vuqlkj vf/kd lksus ls jDr izokg izHkkfor gksrk gS  408

vFkkZr~~ /khek iM+ tkrk gS ifj.kkeLo:i gzn; ds jksx mRiUu gks ldrs  420

gSa] QsQMs+ detksj gks tkrs gSaA 426  

vPNh uhan izkIr djus ds fy, nokvksa dk lgkjk ysuk vPNh ckr  438

ugha gS & uhan dh xksfy;ka [kkus ls LokLFk; ij izfrdwy izHkko iM+rk gS   451

uhan dh xksfy;ksa ds lsou ds foष; esa ,d izfl) MkWDVj dk dguk gS  465

fd vkidksa ik¡p ?k.Vs dh uhan vkrh gS vki mls lkr ?k.Vs djus ds  479

fy, uhan dh xksyh dk izfrfnu lsou djrs gSa] rks dqN fnu rks vkidh  493

uhan lkr ?k.Vs dh gks tk,xh fdUrq dqN le; ckn vkidks ik¡p ?k.Vaas  506

dh uhan ds fy, Hkh ijs’kkuh gksxh  oSKkfudksa us ;g fl) fd;k gS fd  520

iwoZ fn’kk esa flj j[kdj lksus ls शkar vkSj lq[ke; uhan vkrh gSA 533
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xfr vH;kl & 3

vkt nqfu;k fo’o & fouk’k ds Tokykeq[kh ij cSBh gS ekuo tkfr us 11

vius loZuk’k dk iq[rk bUrtke dj fy;k gS v.kq] ce] ijek.kq ce]  23

dksckYV ce] gkbMªkstu ce vkSj ck;ksaykWftdy ce vkt /kjrh ij  33

 fo|eku leLr thoksa dh ekSr dh xkjUVh nsrs gSa geus ^xkbMsM^  44

felkbysa cuk yh gSa ijarq ge [kqn felxkbMsM gksrs tk jgs gSa vkt  57

fo’o dk j{kk O;; yxHkx 2 vjc MkWyj okfषZd gks x;k gS] yxHkx 2  71

djksM+ yksx lSfud rFkk 20 djksM+ yksx v)Z&lSfud dk;ksZa esa yxsa gq, gSa-  84

bl vikj O;; ds ek= ,d izfr’kr ;ksxnku ls fo’o esaa O;kIr Hkq[kejh  97

dks lekIr fd;k tk ldrk gS] blh taxy ds U;k; rFkk शाL=hdj.k dh  110

va/kh nkSM+ dks lekIr djus ds fy, fo’o ljdkj ijeko’;d gS -  121

vkt nqfu;k vkfFkZd vlekurk dhs pisV esa gS] fo’o esa fodflr  132

ns’kksa dh 15 izfr’kr vkcknh dqy fo’o vk; dk 60 izfr’kr ,s’o;Z ,oa  145

foykflrk ij O;; dj jgh gS] ogha nwljh vksj fodkl’khy ns’kksa dh  157

turk i’kqor~ thou thus ds fy, etcwj gS] muds cPpksa dk Hkfoˈ  169

va/kdkje; gS] mUgsa f’k{kk ,oa jkstxkj rks nwj] Hkkstu] oL= ,oa vkokl  181

tSlh ewyHkwr lqfo/kk¡, Hkh miyC/k ugha gS fiNys oषZ mM+hlk ds  192

dkykgkaMh ftys esa is;ty miyC/k u gksus ds dkj.k vusd tkusa xbZ  204

blh izdkj 1987 esa dsU;k ¼vÝhdk½ ds lSdMks+ yksx Hkq[kejh ds  215

f’kdkj gks x,] fo’o ljdkj ds ek/;e ls bu vkfFkZd vlekurkvksa ij  227

fu;a=.k djds fo’o turk dks ewyHkwr lqfo/kk¡, lqyHk djkbZ tk ldrh  238

gSaA blh izdkj fo’o ljdkj ds ek/;e ls fo’o esa O;kIr tkfr&Hksn  250

jaxHksn vksj fuajdq’k ,oa LosPNk /kkjh शklu dks lewy uʼ fd;k tk  261

ldrk gSA 263

vusd fo}kuksa us le; &le; ij fo’o &ljdkj dh ifjdYiuk dh 272

FkhA buesa gsujh prqFkZ] fofy;e isu] ,efjd Øwl] fi;js Mwch] dk.V] 283 

:lksa] egkRek xka/kh] loZiYyh MkW - jk/kkd``ˁu bR;kfn izeq[k gSa lu~~  293 

1919 esa DyksjsUl LVªhV us viuh iqLrd ^;wfu;u ukÅ^  ds nwljs  304

v/;k; eas fo’o &ljdkj dk mYys[k fd;k gS] blh izdkj vkjuksYM  314

Vk;uch us viuh iqLrd ^gSt eSu , ;wpj^ esa fo’o &ljdkj dh  325

O;oLFkkfidk] dk;Zikfydk vkSj U;k;ikfydk dk xBu dj fn;k gSa 334
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fo’o &ljdkj ds xBu dk lokZf/kd ljy ,oa O;kogkfjd mik; gS  344

fd la;qDr jk Ō̓ l?ka dks fo’o &ljdkj ds :i esa fodflr fd;k tk,]  356

mlds la?kkRed Lo:i dks Lohdkj djrs gq, egklHkk dks fo’o&laln  366

lqj{kk ifjषn~~ dks fo’o dk;Zikfydk rFkk vUrjkZ Ō̓ h; U;k;ky; dks fo’o  376

U;k;ky; dk Lo:i fn;k tk, lkFk gh fo’o ljdkj dks lQy ,oa  388

izHkko’khy cukus ds fy, ;g vko’;d gS fd lHkh jk Ō̓ viuh lEizHkqrk 400

lhfer djds fo’o&ljdkj  dks lEizHkq djsa os viuh lEizHkqrk lhfer djds 

fo’o&ljdkj dks lEizHkq djaas os viuh ,drk ,oa  410

v[k.Mrk dk nkf;Ro mls lkSai nsa] lHkh jk Ō̓ ो ंdks pkfg, fd os Hkkषk] 423

/keZ] tkfr vkSj lEiznk; dh ladh.kZ eukso``fr ls Åij mBdj lkspsa rFkk  435

ns’k esa jk Ō̓&HkfDr ds ctk; ^fo’o &HkfDr ^ dk izpkj djsaA 444
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xfr vH;kl&4

oksfVax e’khu fo’kq) :i ls dEI;wVj foKku ds fl)kUr ij  10

vk/kkfjr] dEI;wVj tSlh ,d e’khu gS] bl e’khu ds mi;ksx ds i{k esa  23

rjg&rjg dh nyhysa nh tkrh gSa eq[; nyhysa gSa& ,slh e’khu ds mi;ksx  36

ls ljdkjh dke&dkt esa vklkuh gks tkrh gS] lqnwjorhZ xk¡oksa ds ernkrk  48

Hkh fcuk fdlh ckgjh ncko ds viuh bPNk ls Lora=rkiwoZd vius  59

erkf/kdkj dk iz;ksx dj ldrs gSa] ;g e’khu cgqr cM+h la[;k esa er  72

&i=ksa ds Nkius vkSj mudks lqjf{kr j[kus dh leL;k dk gy gS] bl  84

e’khu ds iz;ksx ls vLiʼ er fpUg vFkok ,d ls vf/kd mEehnokjksa ds  96

uke ds vkxs fpUg vafdr ugha gks ldrs] blls dkxt vkSj L;kgh dh  109

cpr gksxh] ernkrk dh v¡xqyh ij yxkbZ tkus okyh L;kgh laca/kh  120

xM+cM+h ugha gksxh] tkyh er&i=ksa dk iz;ksx vlaHko gksxk] pquko izfdz;k  131

ljy gks tk,xh] ernku dsUnzksa ij gksus okyh gsjk&Qsjh jksdh tk ldrh  143

gS] ernku&dsUnzksa rFkk erisfV;ksa ij gksus okys dCts ls eqfDr fey  155

tk,xhA  156

oksfVax e’khu dh fu;a=.k bdkbZ pquko vf/kdkjh ds ikl gksrh gSA  167

ernku bdkbZ dks pquko d{k ds vanj j[kk tkrk gSA Le``fr Hk.Mkj  179 

¼eseksjh½ blh ernku bdkbZ esa gksrk gS] ftlesa izksxkej mEehnokjksa ls  190

lacaf/kr fooj.k Hkj nsrk gSA e’khu ij mEehnokj vkSj pquko fpUg ds  202

lkeus ,d iq’k cVu yxk gksrk gSA cVu dks nckrs gh e’khu dk ySEi  215

 izdk’k nsus yxrk gS] tks er iM+us  dk lwpd gSA e’khu dks viuh iwoZ  229

fLFkfr esa ykus rd ;g cVu iqu% ugha nc ldrkA bl rjg bldk dksbZ  243

nq:I;ksx ugha dj ldrkA ernku bdkbZ dks iwoZ fLFkfr esa ykus dk dke  256

fu;a=.k d{k esa cSBk pquko vf/kdkjh] fu;a=.k bdkbZ ds isuy dk cVu  268

nckdj djrk gSaaaA cVu nckus vkSj ernku bdkbZ ds ySEi tyus dh  280

lwpuk fu;a=.k bdkbZ esa ,d vykeZ }kjk pquko vf/kdkjh dks fey tkrh  292

gSa ijUrq blls ;g vkHkkl ugha gksrk gSa fd er fdlds i{k esa iM+k gSaA 307

fdlh ernkrk }kjk nks cVu ,d lkFk nckus ls dksbZ er fjdkWMZ ugha  320

gksrk gSaA bl izdkj ,d ckj esa ,d gh er fjdkWMZ gksrk gSaA ernku dh  335

lekfIr ij e’khu lhycUn dj x.kuk dsUnzksa ij Hkst nh tkrh gSaA x.kuk  348

dsUnzksa esa ek= cVu nckus ls vyx&vyx mEehnokjksa ds i{k esa iM+s er  361
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vkSj dqy iMs erksa dh la[;k Kkr dh tk ldrh gSA 372

vc oksfVax e’khu }kjk pqukoksa esa csbZekuh vkSj ?kiysckth dk mn~xe  383

gks x;k gSA izksxzkej vFkok dksbZ Hkh tkudkj O;fDr vokafNr dk;ZØe  394

¼izksxzke½ oksfVax e’khu esa QhM dj ldrk gSA blesa pksjh ls bl izdkj  507

ds funsZ’k Hkjs tk ldrs gSa fd lHkh oksV ,d gh mEehnokj dks vFkok  521

dsoy ,d fof’kʼ jktuhfrd ny ds mEehnokjksa dks feys vFkok gj  532

nwljk ;k rhljk oksV fo’ksष ikVhZ vFkok fo’ksष mEehnokj dks feys  543

vkfnA ;g izksxzke QhM djus okys dh ;ksX;rk ij fuHkZj djrh gSA pquko  556

dfeZ;ksa dh feyh Hkxr ls ;g dk;Z fd;k tk ldrk gSaA 566
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xfr vH;kl &5

lsok euqˈ dh LokHkkfod o``fr gS lsok gh mlds thou dk  11

vk/kkj gS] miU;kl lezkV eqa’kh izsepUn ds bl dFku dk vfHkizk;  22

;qokoLFkk ds vkxeu ij le> esa vkus yxrk gS] tc O;fDr ?kj x`gLFkh  35 

ds tatky esa my>us yx tkrk gS] og viuh iRuh vkSj larku ds fy,  49

cgqr dqN fuLi`g Hkko ls djus ds fy, foo’k gks tkrk gS&fdlh ckâ;  63

ncko ds dkj.k ugha cfYd vkUrfjd izsj.kk ds dkj.k 72

izd``fr esa lsok dk fu;e vO;kgr xfr ls dk;Z djrk gqvk fn[kkbZ  84

nsrk gS- lw;Z vkSj pUnzz fo’o dks izdk’k ,oa m”.krk iznku djrs gS ok;q  98

thounk;d ’okl iznku djrh gS] i``Foh jgus dk LFkku nsrh gS]o``{k  110

Nk;k nsrs gSa vkfn os ,slk thou fdlh izfrQy&izkfIr dh Hkkouk ls  122

ugha djrs gSa os dsoy vius tUetkr LoHkkoo’k ,slk djrs gSa ge Hkh  135

nhu&nq%f[k;ksa dh lgk;rk fdlh vkUrfjd izsj.kko’k gh djrs gS lM+d  145

ds fdlh dksus esa iM+sa gq, ?kk;y ;k csgks’k O;fDr dkss mBkdj tc  158

vLirky ys tkrs gSa rc D;k ge ;g lksprs gSa fd og vPNk gksus ij  173

gedks iqjLdkj nsxk vFkok vFkok csgks’k gks tkus ij  185

;g gesa vLirky igq¡pk,xk]  189

;g lsok&Hkko tc liz;kl fodflr fd;k tkrk gS] rc og O;fDr  200 

dk lnxq.k ,oa lekt dh foHkwfr cu tkrk gS- tks yksx lsok&Hkko j[krs  213 

gSa vksj LokFkZ flf) dks thou dk y{; ugha cukrs] mudks lg;ksx nsus  226

okyksa dh deh ugha jgrh gS xksLokeh rqylhnkl ds vuqlkj lsok&/keZ  237

dfBu tx tkuk vFkkZr lalkj tkurk gS fd lsok djuk cgqr dfBu  249

dke gS- lsok esa LokFkZ&R;kx vkSj fujgadkjrk ije vko’;d gSA 259

vgadkj jfgr O;fDRk fo’o ds d.k&d.k dks% vius leku le>rk  269

gS] mlds fy, lc vkReor gksrs gS] de&ls&de og fdlh dks Hkh  281

vius ls NksVk] gs; rqPN vFkok ghu ugha le>rk gS vkSj izkf.kek= ds  294

lkFk ,dRo dh vuqHkqfr djrk gS og vius izR;sd dk;Z dks loZO;kih  306

ije izHkq dh lsok ds Hkko ls djrk gS lsok&Hkko }kjk mldks vkRe  319

lk{kkRdkj vFkok ijekRek dk n’kZu gksrk gSA 326

vkRe lk{kkRdkj ds lanHkZ essa lsok oLrqr% lk/ku vkSj lk/; nksuksa gS]  338

vFkkZr lsok dk Qy lsok }kjk izkIRk vkuUn ds vfrfjDRk dqN ugha gksrk  351
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gS- ftl  izdkj HkfDRk dk Qy HkfDr gh gksrk gS- txr ds izkf.k;ksa dh  365

lsok gh txr dks cukus okyh dh lPph lsok&iwtk ,oa HkfDRk gSA 377

bZlkb;ksa ds /keZxzUFk bathy esa fy[kk gS fd ;fn rqe vius iM+kslh ls izse  391

ugha dj ldrs gks] ftldks rqe fuR; ns[krs gks rks rqe ml ijekRek ls  405

izse dSls dj ldksxs ftldks rqeus dHkh ugha ns[kk gSA 415

egkRek xkSre us vR;Ur Liʼ षCnksa esa dgk gS fd ftls esjh lsok  428

djuh gS og ihfM+rks dh lsok djs- ;qxiq:ष egkREkk xka/kh us Hkh dgk gS  442

fd yk[kksa xw¡xksa ds ân; esa bZ’oj fojkteku gS eSa mlds flok vU; 455

fdlh bZ’oj dks ugha ekurk eSa bu yk[kksa dh lsok }kjk ml bZ’oj dh  469

lsok djrk gw¡A 472
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xfr vH;kl 6

orZeku le; esa izpfyr vusd fpfdRlk i)fr;ksa esa ,yksiSFkh]   9

gksE;ksiSFkh] vk;qosZn vkSj ;wukuh eq[; gSa bu lc fpfdRlk i)fr;ksa esa    20

vk;qosZn ,d yEcs le; rd Hkkjr essa izpfyr ,dek= fpfdRlk    31

iz.kkyh Fkh] eqxyksa ds vkxeu ds lkFk Hkkjr esa izpfyr ,dek= fpfdRlk iz.kkyh Fkh- 

eqxyksa ds vkxeu ds lkFk Hkkjr esa vjch rFkk ;wukuh 43 

fpfdRlk i)fr;ksa dk izpyu gqvk] vaxzsth jkT; dh LFkkiuk ij Hkkjr    54

esa ,yksiSFkh rFkk gksE;ksiSFkh fpfdRlk i)fr;ksa dk Hkh [kwc izpkj gqvk]  65

buesa vk;qosZfnd ;wukuh rFkk ,yksiSfFkd rhuksa   73

fpfdRlk i)fr;ksa ewyr% foijhr fpfdRlk i)fr  fl)kUr ij   81

vk/kkfjr gSa vFkkZr buesa jksx dks nqj djus ds fy, izk;% mUgha 93

vkSषf/k;kaas dk lsou fd;k tkrk gS tks jksx ds y{k.kksa ds foijhr xq.k 106

&/keZ okyh gksa gksE;ksiSfFkd fpfdRlk iz.kkyh esa fdlh jksx dks nqj dju 118

ds fy, bl jksx ds leku gh xq.k&/keZ okyh vkSषf/k dk iz;ksx fd;k 131

tkrk gS- vr% bls ln``’k fpfdRlk i)fr dgrs gSA 140

Hkkjrh; vk;qosZn xzUFkksa ds vuqlkj foष dh fpfdRlk foष gS- 150

bldk rkRi;Z gS fd vk;qosZn fpfdRlk ln``’k fpfdRlk fl)kUr ij 160

vk/kkfjr gS] ijUrq okLrfodrk ;g ugha gS D;ksafd mlesa cgqr&lh 170

vkSषf/k;k¡ ,slh gSa ftudh x.kuk ln``’k fpfdRlk ds vURkxZr dh tk 181

ldrh gS vk;qosZn i)fr ds mipkj esa ,yksiSFkh] gksE;ksiSFkh vkSj 191 

izkd``frd fpfdRlk i)fr ds lHkh fl)kUr lekfoʼ gSa ;g fpfdRlk 201

i)fr fo’kq) :Ik ls Hkkjrh; gS tks bl fd Hkqfe es gh tMh&cwfV;ksa  213

ouLifr;ksa ,oa i’kq&if{k;ksa ls izkIRk mRiknksa ij vk/kkfjr gSA ftuesa ls cuh 224

vkSषf/k;ksa ds vuqषaxh izHkko ugha gksrkA 230

gksE;ksiSFkh esa jksx dk dksbZ uke ugha gksrk bles शjhj esa gksus okyh 243

fod``fr;ksa ds y{k.kksa ds vk/kkj ij fpfdRlk dh tkrh gS vr% gksE;ksiSFkh 255

dks yk{kf.kd fpfdRlk foKku Hkh dgk tk  ldrk gSA 264

og inkFkZ ftlds lsou ls jksx Bhd gks tkrk gS vkSषf/k dgykrk 276

 gS ysfdu gksE;ksiSFkh ds lanHkZ esa og inkFkZ] ftlessa jksx dks mRiUUk djus 289

 vFkok uʼ djus nksuksa dh ‘kfDr fo/keku gks] vkSषf/k dgykrk gS- og   301

 inkFkZ ftuds lgkjs vkSषf/k dks rS;kj fd;k tkrk gS rFkk lsou djk;k  313
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tkrk gS vkSषf/k okgd dgykrs gSa ;/kfi vkSषf/k;ksa dk fuekZ.k 323

lk/kkj.kr% tM+h cwfV;ksa] isM+ ikS/kksa] [kfut inkFkksZa] tho tUrqvksa  ls izkIr  331

ls izkIRk inkFkksZ rFkk jksxksa ds dhVk.kqvksa ls  fd;k tkrk gS fQj Hkh vkSषf/k 

foKku esa tMh&cwfV;ksa rFkk isM&ikS/kksa dk fo’ksष LFkku gSA  352

lalkj dh lHkh fpfdRLkk i)fr;kss esa jksxks ds fuokj.k ds fy, ikS/kksas  364 

dk mi;ksx fd;k tkrk gS lalkj dh yxHkx 80 izfr’kr tula[;k viuh  375 

LokLFk j{kk ds fy, ouLifr;ksa ,oa tM+h&cwfV;ksa ls izkIr vkSषf/k;ksa ij  386

gh fuHkZj djrh gSA 390

vkSIkpkfjd :Ik ls ;wukuh ,oa vk;qosZn nksuksa i)fr;k¡ ,d leku gSA 401

D;ksafd nksuksa es शkjhfjd fLFkfr dk fo’ksष egRo gS-vk;qosZn ,dne  412

fo’kq) fpfdRlk i)fr gS]tks fons’kh fpfdRlk i)fr;ksa ds izHkko ls nwj  424

gS]tcfd ;wukuh fpfdRlk i)fr dk mnxe izkphu xzhl ns’k esa gqvk  436

Fkk] tks Qkjl o vQzhdk dh fpfdRlk i)fr;ksa ls vR;f/kd izHkkfor gSA 448
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xfr vH;kl & 7-

gekjs cM+s izk;% gesa ;g f’k{kk nsrs gaS fd gesa lnk bZekunkj jguk  13 

pkfg,A lR; dk vkpj.k djuk pkfg, vius drZO; dk ikyu djuk  24 

pkfg, rFkk detksj o xjhcksa dh lgk;rk djuh pkfg, oLrqr% ;s dqN  36

uSfrd ekU;rk,a gSa ftUgsa ge vius thou ds fy, cM+k egRoiw.kZ ekurs  48

vk, gSa rFkk ftuds vf/kdkf/kd izpyu ds fy, ge iz;Ru’khy jgsa gSaA  60

gekjs }kjk ,slk fd, tkus dk dkj.k oLrqr%;gh jgk gS fd ge bu  74 

uSfrd ekU;rkvksa dks vius thou dks lq[ke; cukus dk lk/ku ekurs gSA  86 

vkSj ;g ekurs gSa fd buds fcuk ekuo thou fod`r o dʼe; gks   99

tkrk gSA ijUrq blds foijhr lalkj eas tc ge ns[krs gS fd vlR;   112 

/kks[kk/kM+h rFkk csbZekuh dk thou thus okys nq%[kh ugha mYVs lq[kh   124

gSa rks bl ckr ij iz’u fpUg yx tkrk gS fd lR;] drZO;ikyu rFkk  136

bZekunkjh vkfn uSfrd ekU;rkvksa dks gesa vius&vius thou;kiu dk  145

vk/kkj cukuk pkfg, ;k ugha D;ksafd vuqHko dh ckr ;g gS fd lalkj  158

esa izR;sd O;fDr fn[kkos ds fy, rks lR;] lPpfj=rk o bZekunkjh dks   170

vPNk crkrk gS vkSj ;g dgrk gS fd ;s gekjs thou ds vk/kkj gksus  184

pkfg, ijUrq okLrfod O;ogkj esa vla[; yksx bu vkn’kksZa dks  194

frykatyh nsrs fn[kkbZ nsrs gSa tc os ;g ns[krs gSa fd bu ij pyus ls  209

thou dh okLrfod leL;k,a gy ugha gksrh rFkk budh ijokg u djus  221

okys yksx nqfu;k esa vf/kd lq[ke; thou fcrkrs gSaA  230

lPpkbZ o bZekunkjh dks vf/kdka’k yksx D;ksa ugh viukrs bl izlax 241

esa csbZekuh o bZekunkjh ls lacaf/kr ,d dgkuh cM+h izklafxd gSA dgk 253

tkrk gS fd ,d ckj bZekunkjh o csbZekuh fdlh unh esa Luku djus 266

xbZ Luku ds fy, vius&vius diM+s mrkjdj mu nksuksa us nsj rd 279

Mqcdh yxk, jgus dh gksM+ ds lkFk unh esa Mqcdh yxkbZ csbZekuh viuh 292 

izo``fr ds dkj.k tYnh ikuh ls ckgj fudy vkbZ vkSj bZekunkjh ds 317 

diM+s Lo;a igudj ogka ls pyh xbZA bZekunkjh tc ckn esa ikuh ls  330

ckgj vkbZ vkSj unh ds fdukjs vius diM+ksa dks ugha ik;k rks og vleatl esa iM+ 

xbZ D;ksafd csbZekuh ds diM+s igudj og vius dks 342

csbZeku ugha cukuk pkgrh Fkh ,slh fLFkfr esa mlus fuoZL= jguk gh  368

vPNk le>k dgk tkrk gS fd rc ls bZekunkjh uaxh gh gS vkSj mlds 
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diM+ksa dks csbZZekuh us igu j[kk gS ifj.kkeLo:Ik  tks yksx uaxsiu ls 380

cpuk pkgrs gSa bZekunkjh ds oL= iguusa okys viukrs gSa vkSj tc rc 

mUgas csbZekuh dh okLrfodrk dh igpku gks ikrh gS 405 

os mlh ds vH;Lr gksdj jg tkrs gaS D;ksafd mlds lgkjs yksxksa dh  418 

vusd leL;k,a ljyrk ls gy gks tkrh gSa dgkuh ds vuqlkj ;gh 430

dkj.k gS fd bZekunkjh nqfu;k esa vdsyh iM+ xbZ vkSj mlds viukus 443

okys cgqr de yksx gSa tcfd csbZekuh dks viukus okys vkSj mlds lkFk 456

jgus okys yksx vla[; gSa vkSj os mls cqjk ugha vPNk le>rs gSaA 470
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xfr vH;kl & 8

ouksa dh vko’;drk rFkk ykHk

ns’k es m/kksxksa dh mUufr gks jgh gSA LFkku&LFkku ij 
uxjksa ds ikl fey&dkj[kkuksa dh LFkkiuk dh tk jgh gSSA 
budh fpefu;ksa ls /kq;sa ds :Ik esa dkcZuMkbZ& vkWDlkbM cM+h 
ek=k esa fudyrh jgrh gSA tks gekjs LokLFk; ds fy, cgqr 
gkfudkjd gSA clksas] Vªdksa] LdwVjksa rFkk jsy;kuksa ls Hkh gok 
nwfषr gks jgh gS] tks gekjs QsQM+ksa esa igq¡pdj thou&’kfDr 
dks ?kVkdj ’kjhj dks jksxksa dk ?kj cuk jgh gSA isM+ksa dh 
ifRr;ksa dh ;g fo’ksषrk gS fd os MkbZ&vkWDlkbM dks शq+} 
vkWDlhtu esa cnydj gesa thou nku nsrh gSA bl izdkj 
o``{k nwfषr gok dks शq+) djds gekjh cgqr cM+h lsok vutkus 
esa gh djrs jgrs gaSA

tc dksbZ O;fDr chekj gks tkrk gS rFkk jksx Bhd gksus esa 
ugha vkrk rks MkWDVj igkM+ksa ij tkdj ou&lsou djus dk 
ijke’kZ nsrs gSaA gjs&Hkjs ouksa dh शhry gfj;kyh gekjsa ru&eu 
dks izlUu dj nsrh gSA us=ksa dh T;ksfr rFkk ‘kjhj dks 
uothou feyrk gSA eu शkUr gks tkrk gSA vusd foVk-
feuksa okys e/kqj Qy [kkusa dks feyrs gaS bUgha lc dh deh 
ls rks vusd jksx mRiUu gksrs gSaA vr% ou izd`fr nsoh ds 
vlk/kkj.k ojnku gSA MkWDVj ;k oS/k dksbZ jksx gks tkus ij 

jksxh dks ,ykSiSfFk] vk;qosZfnd] ;qukuh vkfn nokbZ nsrs gSaA ;s 
tM+h&cwfV;ka vkSj nokbZ geas izR;{k vizR;{k :Ik ls ouksa ls 
gh izkIr gksrh gSaA bl izdkj fpfdRlk {ks= esa ou lnk ls 
ekuo ds ije fe= jgs gaSA

Hkkjr ,d d`fष iz/kku ns’k gSA ;gka dh yxHkx 85 izfr’kr 
tula[;k [ksrh ij fuHkZj gSA fcuk oषkZ ds vPNh [ksrh dh 
dYiuk djuk csdkj gS] D;ksafd gekjs ns’k esa vHkh flapkbZ ds 
vk/kqfud lk/ku Ik;kZIr ek=k esa ugha gSA vPNh oषkZ ds fy, 
ouksa dh cM+h vko’;drk gksrh gSA vf/kd ou dVus ls lw[kk 
iM+usa dh laHkkouk jgrh gSA vr% d`fष dh mUufr ds fy, 
ouksa dh j{kk ije vko’;d gSA ouksa ls izkd`frd larqyu 
cuk jgrk gSA isM+ksa dh tM+ksa esa feV~Vh etcwr gks tkrh gS 
vr% ck<+ dk ikuh Åitkm feV~Vh dks vius lkFk cgkdj 
ugha ys tk ikrk gSA bl izdkj Hkwfe catj gksus ls cp tkrh 
gSA ouksa ls gesa cM+h ek=k esa bekjrh ydM+h izkIr gksrh gSA 
?kjsyw QuhZpj ds fy, iz;ksx esa ykbZ tkus okyh ydM+h gesa 
ou gh rks iznku djrs gSaA  lkFk gh tykus ds fy, bZa/ku Hkh 
feyrk gSA bl izdkj ou gekjh cgqr cM+h jk Ō̓ h; lEifr gSA 
ns’k ds vkfFkZd fodkl esa budk egku ;ksxnku gSA 
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xfr vH;kl & 9

ukjh eqfDr

vHkh gky rd ;g le>k tkrk Fkk fd thou ds ;q) esa 
ftldks fd euqˈ ifjfLFkfr;ksa ds fo:) yM+rk gS] ukjh dh 
Hkwfedk f}rh; iafDr dh jgrh gSA ;g ckr fu’p; gh cM+h 
egRoiw.kZ gSa fdUrq vkt ge iq:ष vkSj ukjh esa dksbZ Hksn ugha 
djrs gSaA tgka rd fd muds ntsZ dh lekurk dk laca/k gSA 
ukjh dks Hkh ekspsZ vFkkZr~~ izFke iafDr ij gksus ij mruk gh 
vf/kdkj gS ftruk fd iq:ष dksA tgka rd nksuksa dh {kerk 
dk iz’u gS] ;g fl) gks pqdk gS fd ukjh dh {kerkvksa dk 
dqy ;ksx iq:ष dh {kerkvksa ds dqy ;ksx ls de ugha gksrk 
fdUrq ge ns[krs gSa fd gekjs lekt esa ukjh dh fLFkfr og 
ugha gS tks gksuh pkfg,A lekt esa ukjh dks iq:ष ds lkFk 
xkS.k LFkku izkIr gS] tUe ls gh yM+dk o yM+dh ds e/; 
gekjs vf/kdrj ifjokjksa esa Hksn fd;k tkrk gSA ifjokj esa 
izkIr ikSfʼd vkgkj dk cM++k Hkkx yM+ds dks pyk tkrk gSA 
mldks f’k{kk ,oa mUufr ds vU; voljksa ds ekeyksa esa 
vf/kd /;ku fn;k tkrk gSA tSls gh cPph cM+h gksrh jgrh 
gSA izfrca/kksa dh tathjsa ml ij cjkcj dM+h vkSj dM+h gksrh 
tkrh gSA le; chrrs&chrrs muesa ghurk dh xazfFk fodflr 
gksus yxrh gS vkSj ;g xzafFk e``R;q rFkk mldk lkFk nsrh gSA 
fookg ds cktkj esa mldks dsoy ,d oLrq dh rjg le>k 

tkrk gSA ngst ds lkSns O;kikj ds lkSnksa dh Hkkafr r; fd;s 
tkrs gSaA tks vi;kZIr ngst ykrh gS mudks Hkkafr&Hkkafr ds 
dʼ lgus iM+rs gS vkSj dHkh&dHkh e`R;q HkhA ukjh tks fd ge 
lcdh eka gSA mldks bl nhu fLFkfr esa <+dsy fn;k x;k 
gSA ifjokj dh cPph dk tUe ,d fujk’kk dk volj gksrk 
gSA tc fd yM+ds dk tUe vkuUn vkSj mRlo eukusa dk 
gksrk gSA lkekftd thou dk jFk ,d ifg;s ls ugha py 
ldrkA fdUrq fQj Hkh u tkus D;wa nwljs ifg;s ds egRo dh 
igpku de D;ksa gSA cgqr ls ?kjksa esa efgyk,a ,d nkl ls 
vPNk thou O;rhr ugha djrhA mudks ydM+h phjus okys 
vkSj ikuh [khapus okys ls csgrj LFkku izkIr ugha gSA 

D;k og lekt ftlesa efgykvks dks ,slk le>k tkrk gS] 
mUufr dj ldrk gS\ efgyk, tula[;k dk yxHkx vk/kk 
Hkkx gksrh gSA ;fn ;g vk/kk Hkkx vfodflr jg tk;s] mldh 
c<+ksrjh chp esa gh :d tk;s vkSj ftldks thou dks 
lEiw.kZ cukus okys voljksa ds miHkksx dh deh gks rks ,sls 
lekt ls vk’kk djuk vO;kogkfjd gSA fd og viuh iw.kZ 
{kerkvksa dk fodkl dj ldsxkA vfodflr O;fDr;ksa ls 
dksbZ ns’k egku ugha curkA 
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xfr vH;kl & 10

orZeku esa xk¡/khokn dh lkFkZdrk

egkRek xk¡/kh ds fopkj] n’kZu vkSj lUns’k orZeku ds fy, 
cgqr lkFkZd gSaA gesa dguk pkfg, fd os gh rks ,d /kukRed 
rRo gS tks fd vk/kqfud lH;rk dks loZuk’k ls cpk ldrs 
gSaA LFkk;h ekU;rk,¡ tSls Lo ls iwoZ lsok] lap; ls iwoZ R;kx 
vkSj nwljkas ds fy, fpUrk] cgqr rsth ls lekIr gksrh tk jgh 
gS vkSj mudk LFkku LokFkZijrk] ykyp] voljokn] /kks[kk] 
pkykdh vkSj >wB ds }kjk fy;k tk jgk gSA bu lcesa 
}Unksa vkSj la?kषksZ dks tUe fn;k gS vkSj lfgˁुrk rFkk ekuo 
izse ds mPp vkn’kZ detksj iM+rs tk jgs gSaA bl Hk;kog 
rLohj dks iw.kZ djus ds fy, शL=hdj.k ds fy, vuUr gksM+ 
gqbZ gSA ;q) ds fouk’kdkjh शाL= ekuotkfr ds vfLrRo ds 
fy, [krjk cus gq, gSA cMs+ iSekus ij fouk’k dh ubZ vkSj 
ubZ rduhfd;ksa dk fodkl fd;k tk jgk gS dkuwu dh lHkh 
iz.kkfy;ksa] djkjksa] laf/k;ksa ,oa xBca/kuksa dks ekuoh; esy&tksy 
vkSj शkfUr LFkkfir djus esa lQyrk ugha feyh gSA 

bl izdkj ds okrkoj.k esa xk¡/khokn gh ,d vk’kk dh fdj.k 
izLrqr djrk gSA xk¡/kh th ds ewY; ,oa fl)kUr] vkn’kZ vkSj 
mins’k ekuork dks vkarfjd] okg~; vej शkfUr ds eafty 

rd igq¡pus ds fy, fn’kk iznku djrs gSaA lR; ds lkFk 
xk¡/kh th ds iz;ksxksa ds muds bl fo’okl dks iDdk dj 
fn;k Fkk fd lR; dh lnSo fot; gksrh gS vkSj lgh jkLrk 
lR; dk jkLrk gh gSA vkt ekuork dh eqfDr lR; dk jkLrk 
viukus  ls gh gSA xk¡/kh th lR; dks bZ’oj dk i;kZ; ekurs 
FksA mudk bZ’oj esa iwjk fo’okl FkkA ftldk o.kZu 
mUgksusa bl izdkj fd;k fd bZ’oj ,d vǹ̀’; शfDr gS ftldk 
vfLrRo gSA bZ’oj esa fo’okl vkSj lR; dk vuqlj.k ekuork 
dks loZuk’k ls cpk ldrs gSaA 

bZ’oj vkSj lR; ls ?kfuʿ :Ik ls lEc) xk¡/kh th dk vfgalk 
esa fo’okl gSA okLro esa vfgalk xk¡/kh n’kZu dk vk/kkj 
LrEHk gSA vfgalk dk lR; ls cgqr xgjk lEcU/k gSA fgalk 
vlR; gSA D;ksafd ;g thou dh ,drk ds foukf’kuh gS vkSj 
fgalk dk jkLrk cM+s [krjksa ls Hkjk gqvk gSA शkafr nqfu;k esa 
rc LFkkfir dh tk ldrh gS tc ge vfgalk dk vuqlj.k 
djsaA xkW/kh th vfgald ;ks)k FksA os Lo;a nq%[k ,oa cfynku 
>sydj fojks/kh ds fo:) la?kष Z djrs FksA mudk y{; 
fojks/kh ds ân; ifjorZu dk gksrk FkkA
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xfr vH;kl & 11

Hkkjr es ngst izFkk

ngst izFkk Hkkjr esa cgqr cM+h lkekftd cqjkb;ksa esa ls ,d 
gSA vk;s fnu ngst ds dkj.k e``R;q ds lekpkj lquus dks 
feyrs gSaA bl ngst ds jk{kl }kjk ekrk firkvksa dh cgqr 
lh csfV;k¡ muls Nhu yh xbZa gSaA gekjs lekt esa izpfyr 
Hkzʼkpkj ds dkj.kksa esa ls vf/kdrj ngst dk dkj.k gSaA yksx 
xSj dkuwuh :Ik ls /ku lap; djrs gSaA D;ksafd mUgsa viuh 
iqf=;ksa dh शknh esa ngst ij Hkkjh [kpZ ogu djuk iMrk 
gSA ;g cqjkbZ lekt dks [kks[kyk dj jgh  gS vkSj okLofod 
izxfr vo:) gks xbZ gSA 

ngst izFkk orZeku Hkkjrh; lekt dh gh izFkk ughsa gSA ;g 
gesa gekjs Hkwrdky esa fojklr esa feyh gSA gekjh iqjk.k 
dFkkvksa esa ekrk&firk }kjk viuh iqf=;ksa dks vPNk ngsst 
fn;s tkus dk mYys[k gSA ;g izFkk fdlh u fdlh :Ik esa 
fons’kksa esa Hkh izpfyr FkhA lsY;wdl fudsVj us pUnzxqIr ekS;Z 
dks viuh iq=h ds fookg esa dkQh vkHkwष.k] gkFkh vkSj vU; 
lkeku fn;k FkkA nwljs ns’kksa esa Hkh ;g izzFkk gS fd ekrk&firk 
uo&fookfgr tksMs+ dks migkj vkSj HksaV nsrs gSaA ekr`` iz/kku 
izkphu lektksa ds vfrfjDr yxHkx lHkh lektksa esa ;g izFkk 
izpfyr gSA 

okLro esa ns[kk tk;s rks izFkk esa dksbZ [kjkch ugha gSA ;fn 
bldks lhek ds vUrxZRk j[kk  tk;s rks ;g LoLFk fjokt gSA 

udnh ;k migkj ds :Ik esa uo&fookfgr nEIkfr dks tks dqN 
fn;k tkrk gSA mlls os vklkuh ls viuk thou izkjEHk dj 
ldrs gSa fdURkq leLRk cks> yM+dh ds ekrk&firk gh D;ksa 
mBk,¡ ;g izFkk cqjkbZ blfy;s cu xbZ gS fd ;g  lhek ikj 
dj xbZ gS tcfd igys ngst izse vkSj Lusg dk izrhd FkkA 
vc rks ;g O;kikj ;k lkSnsckth gks xbZ gSaA lHkh HkkoukREkd 
igyqvksa dks lekIr dj blus fuUnuh; HkkSfrdoknh :Ik xzg.k 
dj fy;k gSA ?k``.kkLin cqjkbZ ds }kjk Hkkjrh; lekt ds Hkou 
dks gh [krjk iSnk gks x;k gSA 

Hkkjrh; lekt eas bl izFkk ds izpyu dk igyk dkj.k
efgykvksa dh iq:kksa ij vkfFkZd fuHkZjrk gSA vf/kdrj iRuh 
viuh thfodk ds fy, ifr ij iw.kZ:is.k fuHkZj jgrh gSA 
vkSj ifr bldh dher viuh iRUkh ds ekrk&firkvksa ls ek¡xrk 
gSA nwljs] efgykvksa dks lekt esa fuEUk Lrj iznku fd;k 
tkrk gSA mudks oLrq le>k tkrk gSA blds vfrfjDRk 
Hkkjrh; lekt esa dkSek;Z ifo=rk ij cgwr cy fn;k tkrk 
gSA Hkkjrh; ekrk&firk dks viuh iq=h dk fookg ,d fo’ksष 
le; ij fdlh mi;qDr yM+ds ds lkFk djuk gksrk gSA pkgs 
fdruk gh ewY; nsuk ;k R;kx djuk iM+sA
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xfr vH;kl & 12

fo’o&’kkfURk dh leL;k

vktdy fo’o ,d xEHkhj ladV ls xqtj jgk gSA ;q) dk 
[krjk fMeksDyht dh ryokj dh rjg ekuo tkfr ds flj 
ij yVd jgk gSA ekuo tkfr us cMs dʼ vkSj nq%[k] dfBu 
ijh{kkvksa dk lkeuk fd;k gSA og शkfUr ds ihNs Hkkxrh jgh 
gS] tksfd blds idM+ esa ugha vkrhA शkfURk cgqr egku pht 
gS ftldkss ekuork pkgrh gS] D;ksafd fcuk blds eqfDRk ughaA 
i``FOkh ekrk dh Nkrh ij ;qx&;qxksa ls tks vla[; ;q) yM+s 
x;s gSa] mUgksus ekuo tkfr dks fofHkUUk leL;kvksa ds 
lek/kku ds fy, izsfjr fd;k gS ftlls fd mldk ;gk¡ lq[ke; 
okl gks ldsA ;g [kkst bruh rhoz dHkh ugha Fkh ftruh dh 
vc शkfURk dh leL;k dHkh bruh okLrfod ugha Fkh ftruh 
fd ;g vc gS D;kasfd ;q) ds fouk’kdkjh शkL= fo’ksषdj 
ukfHkdh; शाL=ksa ds vkfoʺkj ,oa Hk.Mkj.k bl i``Foh ij 
ekuo tkfr ds vfLrRo ds fy, ,d okLrfod [krjk cus 
gq, gSaA 

tSlk fd ge igys dg pqds gS] fo’o शkfUr dh leL;k gekjs 
;qx ds fy, u;h ugha gSA ;g rks ;gk¡ ges’kk jgh gSA vkSj 
jktuhfrK ,oa fo}ku fujUrj blds lek/kku ds fy, iz;kl 
djrsa jgs gaS izkphu dky esa gekjs _fष egkRekvksa us gedks 
vius vUnj olqnSo dqVqEcde ds vkn’kZ dks ân; esa mrkjus 

dh f’k{kk nh D;ksafd bl n``fʼdks.k dks viukdj gh ge ml 
LokFkZ vkSj ykyp dk R;kx dj ldrs gSa ftudh otg ls 
eq[;r% ;q) gksrs gaSA cgqr ls ik’pkR; nk’kZfud us fo’o 
jkT; ;k fo’o ljdkj dh LFkkiuk dh vko’;drk ij tksj 
fn;k gSA mudh n``fʼ esa fo’o jkT; ;k fo’o ljdkj ekuo 
tkfr dh fofHkUu bdkb;kssa dks] ftudks jk Ō̓ dgk tkrk gS ,d 
nwljs dk vknj djus gsrq vuq’kkflr djsxh A ;g lcdks 
U;k; iznku djus gsrq dk;Z djsxhA ;wjksih; bfrgkl esa jk-
tuhfrKksa ds }kjk dbZ ckj dqN bl izdkj dh laLFkk dh 
LFkkiuk dh dksf’k’ksa dh xbZ tks fd dkWeu eap cu lds tgk¡ 
ij fofHkUu ns’k ,d&nqljs ds f[kykQ f’kdk;rsa ys tk ldsa 
vkSj ckrphr] e/;LFkrk vkSj iap QSlyas ds }kjk lek/kku ik 
ldsaA 1899 ,oa 1907 esa vk;ksftr gsx lEesyu LFkk;h 
vk/kkj ij शkfUr LFkkfir djus dh fn’kk esa iz;kl FksA 

1919 dk isfjl le>kSrk vkSj bldk f’k’kq yhx vkWQ us’kal 
ekuo tkfr dks ;q) ds fouk’k ls cpkus ds dwVuhfrd iz;Ru 
FksA yhx vkWQ us’kal dh LFkkiuk ls ysdj f}rh; fo’o;q) 
rdA
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xfr vH;kl & 13

vkj{k.k dk iz’u

bl iz’u ij nks jk; ugha gS fd fiNM+as gq,] xjhc vkSj vf/
kdkj ls oafpr yksxksa fd n’kk lq/kkjus ds fy, lHkh lEHko 
iz;kl fd;s tkus pkfg, fdarq ,slk dqN ugha fd;k tkuk 
pkfg, ftlls dk;Z dq’kyrk] lkekftd U;k; vkSj O;kid 
jk Ō̓ ी; fgr izHkkfor gksA dsoy tkfr ds vk/kkj ij orZeku 
vkj{k.k uhfr ls lkekftd U;k; fd ekax nwj ls Hkh iwjh ugha 
gksxh D;kasfd rFkkdfFkr fiNMas+ esa ,sls fdrus gh yksx tks fd 
rFkkdfFkr vxM+kas ls dgha vf/kd le`} ,oa izHkko’kkyh gSaA 
,slh n’kk eas mu le`} vkSj izHkko’kkyh fiNMs+ yksxksa ds i{k 
esa vkSj xjhc vxM+kas ds fo:} HksnHkko djuk dgk¡ dk U;k; 
gS\ blds fy, vkj{k.k fd uhfr vkSj dbZ vU; [krjkas ls 
Hkjh gqbZ gSA vkj{k.k uhfr ls mu yksxksa esaa] ftuds fy, in 
vkjf{kr dj fn;s tkrs gSa] izfr;ksfxrk fd Hkkouk lekIr gks 
tk;sxhA bl fLFkfr ds rgr r`rh; Lrj ds yksxksa dk pquko 
gksxk vksj tks okLro esa gh izfrHkk’kkyh vkSj ifjJeh ;qod 
gS os gVk fn;s tk;saxsA jk Ō̓ dks tks vius dk;ksZa dk izcU/k 
djus ds fy, loksZre izfrHkk fd vko’;drk gS vkSj ;g rHkh 
miyC/k gks ldrh gS tc uo;qodksa dks izfr;ksfxrk fd dfBu 
vfXu ijh{kk esa xqtjuk iMsaA p;u izfd;k esa iw.kZ rkdr yxk 
ldsA bl izdkj p;fur deZpkjh fo’okl mRiUu djsaxs vkSj 

izfr;ksfx;ksa esa ,d nwljaas ds izfr ân; esa tyu ugha gksxh A 
ftl lsok essa Hkh mudks yxk;k tk;sxk] mlesa os iwjh eqLrSnh 
ls dk;Z djsaxsA

vkj{k.k fd bl lqfo/kk ls ykHkkfUor yksxksa izfr;ksfxrk djus 
fd bPNk gh dqafBr ugha gks tk;sxh vfirq blls lkekU; 
izR;kf’k;kas essa fujk’kk ?kj dj ysxh] tc mudks irk yxsxk 
fd dfBu ifjJe dk dksbZ ifj.kke ugha fudyus okykA le; 
ds chrrs & chrrs bu nksuks gh oxksZa essa izfr;ksfxrk djus fd 
Hkkouk {kh.k gks tk;sxhA ;g pj.k jkT; O;oLFkk ds fy, 
vR;Ur =klnhiw.kZ gksxkA ns’k ds xqyke gksus ls Hkh vf/kd 
=klnhiw.kZ  jk Ō̓ rc gh vkxs c<+ ldrk gS tc Jsʿrk fd 
dnz gksrh gksA dsoy tkfr ij vk/kkfjr vkj{k.k ls u dsoy 
ns’k dk foHkktu gks tk;sxk vfirq blls fud`ʼ  izdkj ds 
lkekftd vU;k; dks izksRlkgu feysxk A ;g dkSu lk U;k; 
gS fd rFkkdfFkr fiNM+h tkfr ds djksM+ifr ds iq= dk 40 
izfr’kr vadks ij p;u dj fy;k tk;s vksj ,d vukjf{kr 
Js.kh ds cU/kd etnqj ds iq= dks ] ftlus 60 izfr’kr vad 
izkIr fd;s gksaA 
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xfr vH;kl & 14

Hkkjr eaaas fu;kstu vkSj vke turk 

शrkfCn;ksa ds fons’kh शklu us Hkkjr dks nfjnz cuk fn;k gSA 
fons’kh शklu ds nkSjku dqN yksx ,sls jgs gksaxs tks vPNk 
thou fcrkrs Fks fdUrq vke turk fd n’kk nq%[kiq.kZ ,oa 
n;uh; FkhA fons’kh शklu ls eqfDr izkIr gqbZ vkSj fQj 
ljdkj ds le{k ns’k dh vke turk dh n’kk lq/kkjus dk  
vfuok;Z dk;Z FkkA :l ls lcd lh[kdj geus 1951 ls 
fodYi ds fy, fu;kstu izkjEHk dj fn;k vkSj iap oषhZ; 
;kstukvksa dk fuekZ.k fd;kA geus yxHkx pkj n’kkCnh ls 
vf/kd dk fu;kstu iqjk dj fy;k dk;kZUo;u izkjEHk djus 
tk jgs gSA 

fu;kstu dh bl vof/k esa geus thou ds yxHkx izR;sd 
{kS= esa vPNh izxfr dh gS vksj 1887 dk Hkkjr 1950 ds 
Hkkjr ls cgqr fHkUUk izrhr gksrk gS A geus d`fष ds {kSS= esa 
cgqr vPNh izxfr fd gS A gfjr dzkfUr gks pqfd gS vkSj 
ge [kk|kUu ds ekeys esa vkRe & fuHkZj cu pqds gSaA d`fष 
ds vfrfjDr thou ds vU; {kS=ksa dks Hkh fu;kstu ls YkkHk 
igq¡pkA श Sf{kd lqfo/kkvks a dk dkQh foLrkj gqvk gSA 
Ldwyksa] dkystksa vkSj fo’ofo|ky;ksa fd la[;k c<+ x;h gSA 
lk{kjrk dk izfr’kr Hkh dkQh c<+k gSA fpfdRlh; 

lqfo/kkvksa Hkkjr ds nqjLFk {ks=ksa esa igq¡p x;h gSA lSdM+kss a 
gkWLihVy vkSj fMLisaljh LFkkfir fd x;h gS vkSj vkSषf/k;ksa 
dk Hkkjr es gh fuekZ.k gks jgk gSA Hkkjr esa foKku Hkh 
izxfr ds izFk ij gSA lSdMksa iz;ksx’kkyk,¡ vkSj vuqlU/kku 
dsUnz fofHkUUk izdkj ds foष;ksa ij dk;Z djus ds fy, 
LFkkfir fd;s x;s gSaA Hkkjr esa vkS|kSxhdj.k rsth ls c< 
jgk gSA Hkkjr m|kSxksa }kjk fufeZr cgqr lh phtksa ds ckjs 
esa vkRe & fuHkZj gksrk tk jgk gS A ukfHkfd; ,oa vUrfj{k 
vuqla/kku ds {kS= esa gekjh izxfr us fo’o esa gekjh izfrʿk 
dks gh ugh c<+k;k gS cfYd gekjs fy, fodkl vkSj vkfFkZd 
izxfr ds jkLrs [kksy fn;s gSaA 

cgqr gh cgq&mn~ns’;h; ifj;kstukvkas dh LFkkiuk Hkkjr ds 
fy, ojnku lkfcr gqbZ gSaA lEoknokgu vkSj ;krk;kr ds 
lk/kuksa esa ØkfUr vkbZ gS vkSj mUgksaus Hkkjr ds thou esa Hkh 
ØkfUr epk nh gSA bu mik;ksa ds dkj.k Hkkjr us vius dks 
vfodflr fd n’kk ls fudkydj fodkl’khy vFkZO;oLFkk eaaas 
izos’k fd;k gS A mldh  lEiw.kZ jk Ō̓ h; vk; ¼th-,u-ih-½ esa 
mYys[kuh; o`f) gqbZ gS A bu lcds vfrfjDr ljdkj us 
xzkeksa esa xjhch nwj djus ds fy, dne mBk;s gSaA 
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xfr vH;kl & 15

izsl dh LorU=rk

iz+sl yksdrU= fd ,d शfDr’kkyh laLFkk gSA ;g yksdrkfU=d 
jktuhfrd O;oLFkk esa bruk izHkko j[krh gS fd bldkss prqFkZ 
fj;klr dgk x;k gS A blus ;wñ ,lñ ,ñ ds izsflMsUV ds in 
ls fjpMZ fuDlu tSls शfDr’kkyh O;fDr dks gVkus vkSj 
vU;k; ds f’kdkj Hkkjr ds eq[;ea=h dks fQj ls lRrk eas 
ykus esa egRoiw.kZ Hkwfedk vnk dhA vHkh gky gh eaas izsl us 
iwohZ ;wjksi es nqfu;ka ds bl Hkkx esa lkE;oknh vf/kuk;don 
dks lekIr djus esa yksdrkfU=d शfDr;ksa dks lgk;rk iznku 
dh gS vkSj tks izfdz;k izkjEHk gqbZ gS] mlls ;g Liʼ gks jgk 
gS fd nqfu;k ds nwljss fgLls esa Hkh vf/kuk;doknh शklu 
blds vUnj vk tk;saxsA ns’k dk dksbZ Hkh dksuk eqf’dy ls 
gh ,slk gks tks bldh iSuh n`fʼ ls vn`’; jgrk gksA ;ghs 
dkj.k gS fd शfDr’kkyh शkld Hkh blds egRo ,oa शfDr 
dks utj vUnkt ugha dj ldrsA 

igyh Hkwfedk tks izsl yksdrU= esa fuHkkrh gS] og ;g gS fd 
;g turk dh izoDrk ds :i esa dk;Z djrh gSA yksx 
ljdkj dh dfe;ksa ds foष; esa viuh f’kdk;rksa dks izsl ds 
ek/;e ls O;Dr djrs gaS] nwljh vksj ljdkj dks Hkh izsl ds 
ek/;e ls jk Ō̓ dh uCt ekywe djuk vklku gks tkrk gSA 
tc phu us Hkkjr ij vkØe.k fd;k rc phu ds lkFk 

lEcU/kksa ds lUnHkZ esa ml le; ds j{kk eU=h d`ˁ k esuu dh 
Hkwfedk dks ysdj izsl esa cM+k शksj epkA urhtk ;g gqvk fd 
turk dh bPNk dk vknj djrs gq, iz/kkuea=h ds ikl Jh 
esuu ls efU=e.My ls R;kx i= ekaxus ds vfrfjDr vU; 
dksbZ fodYi ugha FkkA 

nwljk cgqr gh egRoiw.kZ dk;Z tks izsl yksdrU= esa djrh gS] 
og gS tuer fuekZ.k dkA ljdkj dh uhfr;ksa vkSj dk;ZØeksa 
ij fVIif.k;ka ,oa vkykspukvksa ds }kjk ;g okLrfodrk dks 
turk ds le{k j[krh gSA ;g egRoiw.kZ uhfr;ksa ds ml xw<+ 
vFkZ dks] ftldks lkekU; vkneh ugha le> ikrk] Liʼ djrh 
gSA bl izdkj izsl dh lgk;rk ls ljdkj dh uhfr;ksa ,oa 
dk;Zdzeksa ds foष; esa yksx viuh jk; cukrs gSaA izsl lkjs 
fo’o esa lekpkjksa vkSj fopkjksa dks QSykrh gSA vkSj yksxksa dks 
fo’o esa gksus okyh ?kVukvksa ds foष; esa v+|ru tkudkjh 
djkrh gSA blds vfrfjDr fo’o ds fudV ,oa nwj ds 
LFkkiuksa esa O;fDr;ksa vkSj ?kVukvksa ds foष; Kku lap; djus 
esa lgk;d  gksrh gSA izsl dk lcls egRoiw.kZ dk;Z ;g gS 
fd ;g ns’k ,oa fo’o ds yksxksa ds fy, jk Ō̓ ी; vkSj vUrjkZ Ō̓ ी; 
egRo dh leL;kvksa ij jk Ō̓ ी; vFkok vUrjkZ Ō̓ ी; ifjppkZ ,oa 
okn fookn esa Hkkx ysuk vklku cukrh gSA 
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xfr vH;kl & 16

izkS<+ f’k{kk dk;Zdze

1981 dh tux.kuk ds vuqlkj Hkkjr esa lk{kjrk dk izfr’kr 
yxHkx 36 izfr’kr gSaA bldk vFkZ gS fd Hkkjr dh 64 izfr’kr 
turk vHkh Hkh fuj{kj gSaA efgyk lk{kjrk dh fLFkfr vksj 
vf/kd n;uh; gS tks fd dsoy yxHkx 27 izfr’kr gSA ftldk 
vFkZ gSa fd Hkkjr dh dqy efgyk tula[;k dk 73 izfr’kr 
Hkkx fuj{kjrk ds va/ksjs esa HkVd jgk gSaA Hkkjr us vU; fdlh 
ns’k dh vis{kk vf/kd le; xqykeh lgh gSaA eq[; dkj.kksa esa 
ls ,d turk dh vKkurk vksj fuj{kjrk jgh gSaA 

fuj{kjrk vksj fu/kZurk lkFk&lkFk pyrs gSaA ;s rF; fd dqy 
feykdj lEiUurk ds lUnHkZ esa Hkkjr dk LFkku jk Ō̓ ksa ds mu 
leqnk;kas esa 100 osa LFkku ls Hkh uhps gSa bldk dkj.k gS O;kid 
fuj{kjrk gS fu/kZurk ls fiNM+kiu iSnk gksrk gS vkSj mlls 
jgu&lgu dk fuEu Lrj rhu n’kkfCn;ksa ls vf/kd fu;kstu 
ds ckotwn Hkkjrh; turk fu/kZurk] fiNM+siu] jgu&lgu o 
xUns okrkoj.k vkSj chekjh ds ?ksjs ls eqDr ughsa gqbZA bldk 
dkj.k Hkh fuj{kjrk gSA Hkkjr dh tula[;k cgqr rsth ls 
c<+ jgh gSaA vksj gekjs lhfer lalk/kuksa ds lUnHkZ esa gekjh 
fu/kZurk dk c<+ tkuk vfuok;Z gSa bldk dkj.k Hkh O;kid 
fuj{kjrk gSA Hkkjr dh ljdkj ,oa fu;kstd cjkcj fuj{kjrk 

vksj fu/kZurk ,oa vU; laca/k cqjkb;ksa ds lEcU/k dks vuqHko 
djrs gSaA mUgksusa bl ns’k ls fuj{kjrk dks lekIr djus ds 
iz;ksx Hkh fd;s fdUrq muds ;s iz;kl vlQy jgs vkf[kjdkj 
Hkwrdky ds vuqHko ls mUgksusa lcd lh[kkA vksj mUgksusa tc 
turk ljdkj lRrk esa vkbZ rks foLr`r fu;kstu fd;kA

Qyr% 2 vDVwcj 1978 dks jk”Vªh; izkS<+ f’k{kk dk;ZØe 
izkjEHk fd;k bl ckj tks j.kuhfr viuk;h xbZ og igys 
viukbZ j.kuhfr;ksa ls fHkUu Fkh vksj blls ljdkj dk 
vf/kd ladYi vksj izfrc)rk izdV gksrh FkhA izkS<+ f’k{kk 
dk;ZØe dk fØ;kUo;u djus ds fy, foLr`r laxBukRed 
<k¡pk rS;kj fd;kA dsUnz esa dsUnzh; izkS<+ f’k{kk ifjषn~~ dk 
l`tu fd;k x;k vksj jkT; Lrj ij izkS<+ f’k{kk ifjषnksa dh 
LFkkiuk dh xbZ bl ds Ik’pkr~~~~ dsUnzh; jkT; Lrj ij 
vyx&vyx izkS<+ f’k{kk foHkkx dh LFkkiuk dh xbZA 
vf/kdkfj;ksa vksj deZpkfj;ksa dk in lksiku izfØ;k <kWapk 
vfLrRo esa vk;k vkSj vizsy 1980 ls izkS<+ f’k{kk dk;ZØe vkxs 
c<+us yxk gSA ljdkjh iz;klksa ds vfrfjDr dqN LoSfPNd 
laLFkkvksa us Hkh dk;ZØe dks gkFk esa fy;kA
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xfr vH;kl & 17

xzkeksRFkku&

Hkkjr ,d d`fष iz/kku ns’k gSaA Hkkjr dh rhu pkSFkkbZ tula[;k 
xkaoksa esa jgrh gSA xzkeh.k Hkkjr dh शfDr ,soa le`f) dk 
fu/kkZj.k djrk gSa fdUrq nqHkkZX; ls gekjs xk¡oksa us शrkfCn;ksa 
dh mis{kk lgu dh gSaA urhtk ;g gS fd gekjs xk¡oksa dh 
lk/kkj.k n’kk lUrksषizn ugha gSaA vktknh ds 43 oषZ ckn 
Hkh ge xzkeh.k vksj शjhj thou ds vUrj dks de djus esa 
lQy ugha gq,A xk¡oksa dh tula[;k dh izfr O;fDr vk; 
शgjh tula[;k dh izfr O;fDr vk; dgha de gSSaA lk<+s rhu 
n’kkfCn dk fu;kstu fdUrq fQj Hkh mlds Qk;ns okafNr 
ek=k esa xzkeh.k xjhc rd ugha igqWaps gSaA fu%lUnsg gekjs 
xk¡oksa }kjk cgqr izxfr dh xbZ gS fdUrq bruh ugha ftruh 
fd dh tk ldrh gSaA

cgqr gh egRoiw.kZ dkj.kksa esa ls ,d dkj.k xzkeh.k turk 
dh O;kid fuj{kjrk gSaA rhu pkSFkkbZ xzzkeh.k yksx vHkh Hkh 
fuj{kjrk vksj vKku ds vU/ksjs esa fyiVs gq, gSaA bl ds dkj.k 
mUgsa ;g irk ugha fd mu ds pkjksa vksj D;k gks jgk gSA os 
d`fष dh vk/kqfud rduhdksa vksj [ksrkas dh mit c<+kus ds 
uohure rjhdksa ls ykHk mBkus esa vius dks v{ke ikrs gSaA 

vkSlr fu/kZu xzkeh.k ds vKku ds dkj.k fodkl ds lHkh 
ykHk dqN lEiUu yksxksa }kjk gh gfFk;k fy, tkrs gSaA bl 
vKku ls xzLr ,oa fuj{kj turk ds शrkfCn;ksa ds vR;kpkj 
vksj शksष.k us mudh bl bPNk dks gh dqf.Br dj fn;k gS 
ds os vkxs c<+s vkSj nwljksa ds cjkcj vk;sA xzkeh.k turk 
ds dqN lEiUu oxksZa us mudk शksष.k fd;k gS fd muds 
fy, vPNs thou ds foष; esa lkspuk Hkh dfBu gks x;k gSaA 
detksj vkfFkZd n’kk vkSj mlds lkFk mUufr djus dh mudh 
daqfBar bPNk] ;g mudh fiNM+siu ls eqfDr ds jkLrs esa dfBu 
ck/kk gSaA xzkeh.k fu/kZu fuMj gksdj vius nkoksa dks yM+us dh 
fgEer ugha dj ldrkA vr% mUgksusa vius dks vius HkkX; 
ij NksM+ fn;k gSaA xk¡o esa dk;Z djus okys ljdkjh deZpkfj;ksa 
dh muds izfr mis{kk iw.kZ izo`fr us Hkh fLFkfr dks vksj vf/
kd [kjkc dj fn;k os xkao ds lEiUu vksj izHkko’kkyh yksxksa 
ds izyksHku esa vk tkrs gSaA xjhcksa ds ykHk ds fy, शq: dh 
xbZ vusdksa ;kstuvksa ds varxZr vkoafVr /ku xyr LFkku 
ij igq¡p tkrk gSA bl izdkj xjhcksa dh n’kk dks lq/kkjus ds 
fy, O;; fd;s tk pqds gSa fdUrq dksbZ lUrksषizn izxfr bl 
fn’kk esa ugha gqbZA
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xfr vH;kl & 18

Hkkjr esa tula[;k foLQksV&

Hkkjr esa tula[;k Hk;kog nj ls c<+ jgh gSa 1991 dh 
tux.kuk ds vuqlkj Hkkjr dh tula[;k yxHkx 85 djksM+ 
FkhA 1981 esa tula[;k yxHkx 68 djksM+ Fkh] bl izdkj ,d 
n’kkCnh esa yxHkx 25 izfr’kr dh c<ksÙkjh gqbZA ;fn ge bu 
vkadM+kas dh rqyuk blls iwoZ dh tux.kukvksa ds vkadMksa ls 
djs rks ge bl fuʺषZ ij igq¡prs gSa fd vkSlru izR;sd 
n’kkCnh esa tula[;k yxHkx 25 izfr’kr c<+h gSA vusd mik;ksa 
dks viukus ds ckotwn ge i;kZIr :i ls bl izfr’kr dks 
?kVkus esa lQy ugha jgs gSA ;g gS fd gekjs ;gka tula[;k 
foLQksV dk [krjk mRiUu gks x;k gSA vkSj ge vfr tula[;k 
dh vksj c<+ jgs gSaA vfr tula[;k og fLFkfr gS ftlesa 
tula[;k miyC/k lk/kuksa ds vkxs c< tkrh gSA Hkkjr esa ;g 
fLFkfr cgqr gh fudV Hkfo”; esa igq¡p tk,xhA vfr tula[;k 
Hkh cgqr ls [krjksa ls ifjiw.kZ gSA Hkw[k] chekjh] n;uh; vkokl 
dh n’kk;sa] vdky] dqiks श.k vkfn cqjkb;ka vfr tula[;k 
ds lkFk pyrh gSaA Hkkjr dh ;g c<+rh gqbZ tula[;k fpUrk 
dk foष; cu xbZ gSA D;ksafd ge izR;sd oषZ ,d djksM+ ls 
vf/kd O;fDr viuh igys ls gh cgqr cMh tula[;k esa tksM+ 
nsrs gSA ;fn tula[;k orZeju Hk;kokg nj c<rh jgh rks 
gekjs lHkh fodkl ds iz;kl fujFkZd gks tk;saxs] fu/kZuksa dks 

dksbZ jkgr ugha igq¡pk ldsaxsa vkSj thou ds jgu lgu ds 
Lrj esa dksbZ jkgr ugha igq¡pk ldsaxs vkSj thou ds jgu&lgu 
ds Lrj esa dksbZ i;kZIr izxfr ugha gks ik;sxhA

Hkkjr dh c`gr tula[;k ds cgqr ls dkj.k gSaA izFke] Hkkjr 
,d xeZ ns’k gS] tgk¡ ij yM+fd;k¡ tYnh mez esa gh ifjiDork 
dks izkIr dj ysrh gSa vkSj nEifr;ksa esa tuu vof/k vU; ns’kksa 
d vis{kk ;gk¡ vf/kd gSA f}rh;] cM+s ifjokj dh fLFkfr ds 
fy, cky fookg dh izFkk us dkQh ;ksxnku fd;k gSA 
fu/kZurk Hkh Hkkjr dh cM+h tula[;k ds fy, ,d eq[; dkj.k 
gSA xjhc nEifRr;ksa ds thouksa esa lsDl ds vfrfjDr euksjatu 
dk vU; dksbZ lk/ku ugha gSA bldk urhtk gksrk gS ifjokj 
esa cPpksa dh vf/kd la[;k gksukA blds vfrfjDRk] gekjh 
vKkuh turk cM+s ifjokjksa dks nkf;Ro ds LFkku ij lEifÙk 
le>rh gS D;kasfd ifjokj esa vfrfjDr cPPks gksus dk vFkZ gS 
ifjokj dh vk; esa o`f) gksukA fiNys n’kdksa esa fxjrh gqbZ 
e`R;q nj us Hkh tula[;k c<+ksÙkjh esa ;ksxnku fd;k gSA cM+s 
iSekus ij fons’kkssa ls yksxksa dk Hkkjr vkuk vkSj ;gk¡ vkdj 
cl tkuk] ;g Hkh tula[;k c<+us dk dkj.k jgk gSA 
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xfr vH;kl & 19

Hkkjr esa nwjn’kZu dk lkekftd egRo&

nwjn’Zku foKku ds vR;Ur eueksgd vkfo”dkjksa es ls ,d 
gSA ok;jySl vkSj jsfM;ks dks foKku ds egku peRdkjksa esa 
fxuk tkrk gSA gtkjks ehy ikj ls vkokt lqudj yksxkas es 
luluh iSnk gks tkrh Fkh vkSj os ;g vk’p;Z djrs Fks fd 
,slk dSls lEHko gks ldrk gSA fdUrq tc nwjn’kZu ds insZ 
ij lSdM+ksa ehy nwj ls euq”; dh vkokt ds lkFk&lkFk 
mldh rLohj Hkh fn[kk;h iM+us yxh] gekjs vk’p;Z dk 
dksbZ fBdkuk u jgk vkSj ;g ful%lUnsg gh fl) gks x;k 
fd euqˈ dh vkfo”dkj djus dh शfDr ij dksbZ lhek ugha 
yxk;h tk ldrhA

nwjn’kZu us iwjs fo’o esa thou esa ØkfUr yk nh gSA mUur 
ns’kksa esa rks yxHkx izR;sd ?kj esa Vsyhfotu lsV gSA ogka ij 
xzkeh.k {ks=ksa esa Vsyhfotu ns[kus dh lqfo/kk iznku dj nh 
xbZ gSA vf/kdrj yksxksa ds fy, Vsyhfotu muds thou dk 
vax cu x;k gSA Hkkjr esa nwjn’kZu dh LFkkiuk 15 flrEcj 
1959 dks gqbZA fdUrq vf/kdrj turk rd bldks igq¡pus rd 
cgqr ls lky yx x,A NBha iapoषhZ; ;kstuk ds vUr rd 
Hkkjr esa yxHkx 180 nwjn’kZu dsUnz LFkkfir fd;s tk pqds 

FksA blls Hkkjr ljdkj dh dq’kyrk ,oa l{kerk lafnX/k 
gksrh gS fd blus Hkkjrh; turk dks bruh yEch vof/k rd 
Vsyhfotu ns[kus dh lqfo/kk ls oafpr j[kk gSA bl {ks= esa 
ikfdLrku dh miyC/kh gels csgrj jgh gSA vc yxHkx 300 
dsUnzksa ds LFkkfir gks tkus ij Hkh Hkkjr dh turk dk ,d 
cgqr cM+k Hkkx vc Hkh ml vkuUn vkSj euksjatu vkSj lwpuk 
ls oafpr gSA tks fd foKku ds ,sls peRdkfjd vkfo”dkj 
ds dkj.k gesa miyC/k gSA gekjh ljdkj dks de ls de 
le; esa nwjn’kZu izR;sd ?kj esa igq¡pkus dk iz;kl djuk 
pkfg,A Hkkjr nwjn’kZu dk cM+k lkekftd egRo gSA okLro 
eas ;fn ge Hkkjr dks ,d vk/kqfud lekt cukuk pkgrs gS 
vkSj thou ds izR;sd {ks= esa izxfr dks rhoz djuk pkgrs gS 
rks ge dks nwjn’kZu LVs’kuksa dk tky fcNkuk gksxk vkSj शh?kz 
leLr turk rd Vsyhfotu igq¡pkuk gksxkA Vsyhfotu 
euksjatu dk vPNk lk/ku gSA ;g tulapkj ds cgqr gh 
izHkkoh lk/kuksa esa ls gSA ljdkj Vsyhfotu ds ek/;e ls 
tulapkj ds vU; ek/;eksa dh vis{kk viuh uhfr;ksa vkSj 
dk;Zdzeksa dks vf/kd ls vf/kd turk rd vf/kd izHkkoh :Ik 
esa igq¡pk ldrh gSA 
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xfr vH;kl & 20

orZeku esa xk¡/khokn dh lkFkZdrk& 

egkRek xk¡/kh ds fopkj] n’kZUk vkSj lans’k orZEku ds fy, cgqr 
lkFkZd gSA gesa dguk pkfg, fd os gh rks ,d /kukRed rRo 
gSa tks fd vk/kqfud lH;rk dks loZuk’k ls cpk ldrs gSaA 
LFkk;h ekU;rk,¡ tSls Lo ls iwoZ lsok] lap; ls iwoZ R;kx vkSj 
nwljksa ds fy, fpUrk] cgqr rsth ls lekIr gksrh tk jgh gS 
vkSj mudk LFkku LokFkZijrk] ykyp] voljokn] /kks[kk] 
pkykdh vkSj >wB ds }kjk fy;k tk jgk gSA bu lcus 
}Unkas vkSj la?kषksZa dks tUe fn;k gS vkSj lfgˁुrk rFkk ekuo 
izse ds mPp vkn’kZ detksj iM+rs tk jgs gSaA bl Hk;kog 
rLohj dks iw.kZ djus ds fy, शL=hdj.k ds fy, vUur gksM+ 
gqbZ gSaA ;q) ds fouk’kdkjh शाL= ekuo tkfr ds vfLrRo ds 
fy, gh [krjk cus gq, gSaA cM+s iSekus ij fouk’k dh ubZ vkSj 
ubZ rduhfd;ksa dk fodkl fd;k tk jgk gSA dkuwu dh lHkh 
iz.kkfy;ksa] djkjksa] lfU/k;ksa ,oa xBcU/kuksa dks ekuoh; esy&tksy 
vkSj शाkfUr LFkkfir djus esa lQyrk ugha feyh gSaA

bl izdkj ds okrkoj.k esa xka/khokn gh ,d vk’kk dh fdj.k 
izLrqr djrk gSA xka/khth ds ewY; ,oa fl)kUr] vkn’kZ vksj 
mins’k ekuork dks vkUrfjd okg~; vej शkfUr dh eafty 

rd igq¡pus ds fy, fn’kk iznku djrs gSaA lR; ds lkFk 
xka/khth ds iz;ksxksa ds muds bl fo’okl dks iDdk dj fn;k 
Fkk fd lR; dh lnSo fot; gksrh gS vkSj lgh jkLrk lR; 
dk jkLrk gh gSA vkt ekuork dh eqfDr lR; dk jkLrk 
viukus ls gh gSA xka/khth lR; dks bZ’oj dk Ik;kZ; ekurs 
FksA mudk bZ’oj esa iwjk fo’okl Fkk ftldk o.kZu mUgksusa 
bl izdkj fd;k fd bZ’oj ,d vn`’; शfDr gS ftldk 
vfLrRo gSA bZ’oj esa fo’okl vkSj lR; dk vuqlj.k ekuork 
dks loZuk’k ls cpk ldrk gSA

bZ’oj vkSj lR; ls ?kfuʿ :Ik ls lEcU) xka/khth dk vfgalk 
esa fo’okl gSA okLro esa vfgalk xka/kh n’kZu dk vk/kkj 
LrEHk gSA vfgalk dk lR; ls cgqr xgjk lEcU/k gSA fgalk 
vlR; gS D;ksafd ;g thou dh ,drk dh foukf’kuh gS vkSj 
fgalk dk jkLrk cM+s [krjkas ls Hkjk gqvk gSA शkfUr nqfu;k esa 
rHkh LFkkfir dh tk ldrh gS tc ge vfgalk dk vuqlj.k 
djasA xka/hth  vfgald ;ks)k FksA os Lo;a nq[k ,oa cfynku 
>sydj fojks/kh ds fo:) la?kष Z djrss FksA mudk y{; 
fojks/kh ds ân; ifjorZu dk gksrk FkkA
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Xfr vH;kl 1

nykbZ ykek frCcr dh iqjkru ijEijk ds 14osa /keZ xq# 
gSa- nykbZ ykek ,d mikf/k gS] ftldk vFkZ gS&fo}rk dk 
lkxj= igyh ckj ;g mikf/k 16oha 'krkCnh ds vUr esa 
lksuke X;kRlksa dks eaxksfy;k ds jktk vYru [kk¡ vbZe us 
muds lEeku esa nh Fkh-

dkSu tkurk Fkk fd iwohZ frCcr ds vkInh izkUr ds ,d xjhc 
fdlku ifjokj dk ;g ckyd nqfu;k ds ckS) /kekZoyfEc;ksa 
}kjk *thfor cq)* ds :i esa iwtk tk,xk-

nykbZ ykek dk ewy uke rsuftu X;kRlksa gS- nks o"kZ dh mezesa 
gh frCcrh mUgsa fiNys nykbZ ykek ds vorkj ds :i esa 
ekuus yxs Fks- vkt Hkh 60 yk[k frCcrh mUgsa n;k dk nsork 
voyksfdrs'o ¼psujsth½ dk vorj ekurs gSa] fdUrq vR;ur 
fouez vkSj ladksph nykbZ ykek Lo;a dks ,d ckS) fHk{kq ls 
vf/kd dqN ugha ekurs-

ekvks&Rls&rqax dh lsuk us frCcr ij dCtk djus ds fy, 
tc 1950 esa vkdze.k fd;k] rc 15 o"kZ dh voLFkk esa nykbZ 
ykek dks isbfpax tkdj ekvks ls le>kSrk&okrkZ djuh iM+h 

Fkh- phuh lkezkT;okn ds fo#) lu 1959 esa frCcr  dk 
LorU= vkUnksyu foQy gks x;k Fkk] rc foo'k gksdj nykbZ 
ykek dks Hkkjr esa ''kj.k yssuh iM+h- rc ls os vius ,d yk[k 
frCcrh ''kj.kkfFkZ;ksa ds lkFk fgekpy izns'k esa */keZ'kkyk* 
uked {ks= esa jg jgs gSa- *uUgsa Ygklk* ¼Ygklk frCcr dh 
jkt/kkuh gS½ ds :i essa /keZ'kkyk vkt nykbZ ykek dh fuokZflr 
ljdkj dk eq[;ky; cu pqdk gS-

egkRek xka/kh] nykbZ ykek ds izj.kk&lzksr gSa- ''kkfUr vkSj 
vfgalk ij mudk vVwV fo'okl gS- nykbZ ykek dgrs gSa&^^eq>s 
egkRek xka/kh ds vfgalk ds jkLrs ij iwjk Hkjkslk gS- eq>s ges'kk 
blh ls izsj.kk feyh gS vkSj eq>s vk'kk gS fd frCcr dk loky 
gy gksdj jgsxk- vfgalk ds vykok vkSj dksbZ jkLrk ugha gS-^^

blesa dksbZ lansg ugha fd ukscsy ''kkfUr iqjLdkj ikus ds 
ckn ,d ''kkfUroknh vkSj vfgalkoknh usrk ds :i esa nykbZ 
ykek dh vUrjkZ"Vªh; Nfo fufeZr gqbZ gS- bl rF; dk nykbZ 
ykek Lo;a Lohdkj djrs gq, dgrs gSa] fHk{kq gksus ds ukrs eq>s 
iqjLdkjksa ls QdZ ugha iM+uk pkfg,-
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xfr vH;kl 2-  

es/kkoh vkSj izfrHkk &lEiUu Nk=ksa ds eu esa fons'kh 
fo'ofo|ky;ksa vkSj laLFkkuksa esa mPp f'k{kk ikusa dh egRodka{kk 
dk gksuk cgqr LokHkkfod gS- Ik;kZIr tkudkjh vkSj mfpr 
fn'kk& funsZ'k dsa vHkko esa mUgsa fons'kksa esa f'k{kk izkIr djus 
dh ckr vkdk'k ls rkjs rksM+ ykus tSlh yxrh gS] fdUrq ;g 
lc lp ugha gS- izfrHkk'kkyh vkSj gksugkj Nk= tks vf/kd 
ugha gSa vkSj laLFkkuksa esa Nk=o`fŸk dh lEHkkoukvksa dh tkudkjh 
izkIr dj vius Hkfo"; ds fy, vkxs dk ekxZ fuf'pr dj 
ldrs gSa- vkb,] bl fo"k; esa vkidksa dqN mi;ksxh tkudkjh 
nsa] rkfd vki Hkh fons'k esa mPp f'k{kk izkIr djus dk viuk 
LoIu lkdkj dj ldsa-

Hkkjr dh f'k{kk iz.kkyh cgqr gn rd baxyS.M dh f'k{kk iz.kkyh 
ds vuq:I gS- blds vykok ogk¡ cM+h la[;k esa Hkkjrh; ewy 
ds ykx cls gq, gSa- blfy, Hkkjrh; yksx v/;;u ds fy, 
izk;% baxyS.M gh tkuk vf/kd ilUn djrs gSa vkSj vDlj 
;g gksrk gS fd viuh f'k{kk iwjh djus ds ckn vf/kdk'ka yksx 
ogha ukSdjh Hkh dj ysrs gSa- ''kks/k vkSj mPp f'k{kk izkIr djus 
ds fy, tkus okys Hkkjrh;ksa ds lkFk Hkh ;gha gksrk gSa- ''kk;n 
;gh dkj.k gs fd baxyS.M esa dk;Zjr bathfu;jksa] MkWDVjksa rFkk 
vU; izf'kf{kr ekuo lalk/kuksa esa cM+h la[;k Hkkjrh; ewy ds 
yksxksa dh gh gS- dqN ,sls Hkh gksrs gSa] tks okLro esa Lons'kh 
okil vkuk rks pkgrs gSa] ysfdu baxyS.M esa miyC/k lqfo/
kkvksa] lkekftd ifjos'k ,oa vius cPpksa dh fczfV'k ftUnxh ds 

lEcU/kksa dks ,d >Vdsa esa lekIr dj ldus dk lkgl ugha 
j[krs- blfy, pkgs&vupkgs viuh ekr`Hkwfe ls nwj gks tkrs gSa-

baxyS.M esa fons'kh Nk=ksa ]fo'ks"kdj Hkkjrh;s Nk=ksa ds f'k{kk 
izkIr djus dh O;oLFkk ds ckjs esa vusd izdkj dh HkzkfUr;k¡ 
gSa- tSls dqN djus dh O;oLFkk ds ckjs esa vusd izdkj dh 
HkzkfUr;k¡ gSa- tSls dqN yksxks dk dguk gs fd baxyS.M esa 
f'k{kk izkIr djus ds fy, vaxzsth Hkk"kk esa n{krk vko';d 
gS- ,sls yksxksa ds er esa fczVsu dh vaxzsth lcls dfBu 
gksrh gS vkSj ogk¡ f'k{kk ds lkFk vaxzsth Hkk"kk dk Lrj Hkh 
egRoiw.kZ gS- Hkkjr esa dkWUosUV ;k vU; ifCyd Ldwyksa esa f'k{kk 
izkIr djus okys Nk=ksa ds fy, blls dksbZ ck/kk ugha iM+rh] 
fdUrq fgUnh ek/;e ls i<+us okys Nk=ksa dks ogk¡ vo'; gh 
vusd dfBukb;ksa dk lkeuk djuk iM+ ldrk gS -

baxyS.M esa mPp f'k{kk ds fy, dqy 47 fo'ofo/kky; ,oa 
laLFkku gSa] ftuesa ls dbZ rks ,slas gSa tks fons'kh Nk=ksa dks 
Nk=o`fŸk;k¡ iznku dj mUgsa vkfFkZd lgk;rk iznku djrs gSa- 
blds vykok jk"Vªdqy nss'kksa vkSj fczfV'k dkmfUly dh vksj 
ls Hkh ogk¡ Nk=o`fŸk;k¡  dk izcU/k gSa- ;gk¡ ds fo'ofo|ky;ksa 
esa fo'ks"kdj LukrdksŸkj Lrj ds ikB;dzeksa esa izos'k ds fy, 
fczVsu fLFkr Hkkjrh; nwrkokl ds f'k{kk vf/kdkjh ds ek/;e 
ls vkosnu &i= Lohdkj fd, tkrs gSa- 
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xfr vH;kl 3-

dSys.Mj dk vkjEHk djus dk Js; Hkkjr dks tkrk gS ] D;ksafd 
Hkkjr esa loZizFke 5000 bZlk iwoZ dSys.Mj dk mYys[k feyrk 
gSa- cschykWu ds dSys.Mj dk mYys[k 4700 bZlk iwoZ esa feyrk 
gS ]rFkk cschykWu &okfl;ksaa us gh loZizFke va/kfo'okl dks 
NksM+dj [kxksyfoKku ds vk/kkj ij eghus cuk,- 

dSys.Mj dk vFkZ gS& fnuksa dk foHkktu - ;g ''kCn ;wukuh 
*dSys.M* gS ftldk vFkZ gS jkseu ekg dk izFke fnu gS] *j* 
tksM+dj cuk;k x;k gS- 

jkse esa ekg ds izFke fnu gh ml ekg dh lHkh egRoiw.kZ 
frfFk;ksa dh ?kks"k.kk gksrh Fkh okLro esa dSys.Mj fdlh ns'k dh 
nsu ugha gS ] blesa le; &le; ij fofHkUu ns'kksa us viuk 
&viuk ;ksxnku fn;k gSa-

loZizFke felz us dSys.Mj dh jpuk dh- fo'okl fd;k tkrk 
gS fd bl dSys.Mj esa 12 ekl gksrs Fks- lHkh eklksa esa fnuksa dh 
la[;k rhl  gksrh Fkh- izR;sd ekg nl nl fnukss ds lIrkgksa 
esa foHkDr Fkk- gtkjkssa o"kZ iwoZ lEHkor% felz ds yksx *n'keyo 
iz.kkyh* dk egRo le> x, Fksa- fnuksa dks la[;k ds vk/kkj 
ij tkuk tkrk Fkk- o"kZ ds vUr esa ftl fnu ] fnu rFkk jkr 
cjkcj gksrs Fks] ijUrq budh x.kuk o"kZ esa ugha dh tkrh Fkh-

felz dh Hkk¡fr ;wuku rFkk phu us Hkh vius&vius dSys.
Mj cuk, Fks] ijUrq fo'o esa lokZf/kd izpfyr dSys.Mj dh 
jpuk dk Js; jkse ds ''kkld *twfy;l lhtj* dks gSa- 
mUgksaus felzh [kxksy'kkL=h *lkslhtsUl* ds lg;ksx ls felzh 
dSys.Mj esa dfri; la'kks/ku djds fo'o dks ,d uohu dSys.

Mj  iznku fd;k- mUgksus felzh dSys.Mj ds fnuksa dks vkt 
ds fo"k; la[;k okys eghuksa esa ck¡V fn;k- fDoaryl ekg dk 
uke Loa; ds uke dks vk/kkj ekudj] cnudj tqykbZ dj 
fn;k- lkekU; o"kZ esa Qjojh esa 29 fnu rFkk vf/ko"kZ esa Qjojh 
esa30 fnu j[ksa- uoo"kZ dk vkjEHk ,d ekpZ ls u ekudj ,d 
tuojh ls ekuus dk fu'p; fd;k - ;g la'kksa/ku 46 bZlk 
iwoZ esa fd;k x;k- 

twfy;l lhtj us lkSj o"kZ 365-25 fnukssa dk ekuk Fkk  vr% 
mUgksus izR;sd pkSFksa o"kZ dks vf/ko"kZ ekuus dk fu'p; fd;k 
Fkk- twfy;l lhtj us felzh lIrkg esa dksbZ ifjorZu ugha 
fd;k Fkk +

lIrkg esa ifjorZu lu 321 bZ- esa jksxu lezkV *dkWULLVsVkbu* 
u fd;k - mUgksus jktkKk }kjk lIrkg lkr fnukssa dk dj 
fn;k twfy;u dSys.Mj esa eq[; :Ik ls nks ckj la'kks/ku fd, 
x,- igyk la'kks/ku bZlk ls  vkB o"kZ lezkV vxLr lhtj 
}kjk fd;k x;k- os vkBosa eghus dk uke cnydj vius uke 
ds vk/kkj ij vxLr j[kuk pkgrs Fksa( vr% mUgksus jkseu 
lhusV ds v/;kns'k }kjk *lsDlfryl* dk uke cnydj vxLr 
j[k fn;k - twfy;l lhtj ds twykbZ ekg esa 31 fnu gksus 
ds dkj.k lsDlfryl ekg esa 30 fnu gksus ij Hkh vxLr 
ekg esa 31 fnu ekus x,- ;g ,d fnu Qjojh ekg ls fy;k 
x;k- rc ls lkekU; o"kZ esa Qjojh esa 28 fnu rFkk vf/ko"kZ 
esa 29 fnu gksus yxsa- 

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.2.31



160

xfr vH;kl 4-

oksfVax e'khu fo'kq) :Ik ls dEI;wVj foKku ds fl)kURk ij 
vk/kkfjr] dEI;wVj tSlh g,d e'khu gS- bl e'khu ds mi;ksx 
ds i{k esa rjg&rjg dh nyhysa nh tkrh gSa- eq[; nyhysa gSa& 
bl e'khu ds mi;ksx ls ljdkjh dke&dkt esa vklkuh gks 
tkrh gS ] lqnwjorhZ xk¡oksa es ernkrk Hkh fcuk fdlh ckgjh 
ncko ds viuh bPNk ls Lora=rkiwoZd vius erkf/kdkj dk 
iz;ksx dj ldrs gSa] ;g e'khu cgqr cM+h la[;k esa eri=ksa 
ds Nkiusa vkSj  mudksa lqfj{kr j[kus dh leL;k  dk gy gS] 
bl uke ds vkxs fpgz vFkok ,d ls vf/kd mEehnokjksa ds 
uke ds vkxs fpg vafdr ugha gks ldrs ]blls dkxt vkSj 
L;kgh dh cpr gksxh] ernkrk dh v¡xqyh ij yxkbZ tkus okyh 
L;kgh lEcU/kksa xM+cM+h ugha gksxh] tkyh eri=ksa dk iz;ksx 
vlEHko gksxk] pquko izfdz;k ljy gks tk,xh] ernku dsUnzksa 
Ikj gksus okyh gsjkQsjh jksdh tk ldrh gS] ernku dsUnzksa rFkk 
erisfV;ksa ij gksus okys dCts ls eqfDr fey tk,xh-

okfVax e'khu dh fu;a=.k bdkbZ pquko vf/kdkjh ds ikl 
gksrh gS- ernku bdkbZ dks pquko d{k ds vUnj j[kk tkrk 
gS- Le`fr Hk.Mkj ¼eseksjh½  blh ernku bdkbZ esa gksrk gS] 
ftlesa izksxzkej mEehnokjksa ls lEcfU/kr fooj.k Hkj nsrk gS - 
e'khu ij mEehnokj vkSj pquko fpg ds lkeus ,d iq'k&cVu 
yxk gksrk gS- cVu dks nckrs gh e'khu dk ySEi izdk'k nsus 
yxrk gS] tks er iM+us dk lwpd gS- e'khu dks viuh iwoZ 

fLFkfr esa ykus rd ;g cVu iqu% ugha nc ldrk -bl rjg 
bldk dksbZ nq:Ik;ksx ugha dj ldrk - ernku bdkbZ ds 
ySEi tyus dh lwpuk fu;a=.k bdkbZ esa ,d vykeZ }kjk 
pquko vf/kdkjh dks fey tkrh gS] ijUrq blls ;g vkHkkl 
ugha gksrk gS fd er fdlds i{k esa iM+k gS  fdlh ernkrk 
}kjk nks cVu ,d lkFk nckus ls dksbZ er fjdkWMZ ugha gksrk 
gS- bl izdkj ,d ckj esa ,d gh er fjdkWMZ gksrk gS- ernku 
dh lekfIr ij e'khu lhlcUn dj x.kuk dsUnzksa ij Hkst nh 
tkrh gSa- x.kuk dsUnzksa esa ek= cVu nckus ls vyx&vyx 
mEehnokjksa ds i{k esa iM+s er vkSj dqy iM+s erksa dh la[;k 
Kkr dh tk ldrh gS-

vc oksfVax e'khu }kjk pqukoksa esa csbZekuh vkSj ?kiysckth dk 
mnxe gks x;k gS- izksxzkej vFkok dksbZ Hkh tkudkj O;fDr 
vokafNr dk;Zdze ¼izksxzke½ oksfVax e'khu esa QhM dj ldrk 
gS- blesa pksjh ls bl izdkj ds funsZ'k Hkjs tk ldrs gSa fd 
lHkh oksV ,d gh mEehnokj dks vFkok dsoy ,d fof'k"V 
jktuhfrd ny ds mEehnokjksa dks feys vFkok gj nwljk ;k 
rhljk oksV fo'ks"k ikVhZ vFkok fo'ks"k mEehnokj dks feysa 
vkfn- ;g izksxzke QhM djus okys dh ;ksX;rk ij fuHkZj 
djrh gS- pquko dfeZ;ksa dh feyh &Hkxr ;s ;g dk;Z fd;k 
tk ldrk gS-
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xfr vH;kl 5-

**lsok euq"; dh LokHkkfod o`fŸk gS- lsok gh mlds thou dk 
vk/kkj gS- ** miU;kl lezkV eqqa'kh izsepUn ds bl dFku dk 
vfHkizk; ;qokoLFkk ds vkxeu ij le> esa vkus yxrk gS ] 
tc O;fDRk ?kj x`gLFkh ds tatky esa my>us yx tkrk gS- 
og viuh iRuh vkSj larku ds fy, cgqr dqN fuLi`g Hkko 
ls djus ds fy, foo'k gks tkrk gS & fdlh ckgk ncko ds 
dkj.k ugha] cfYd vkUrfjd izsj.kk ds dkj.k-

izd`fr esa lsok dk fu;e vO;kgr xfr ls dk;Z djrk gqvk 
fn[kkbZ nsrk gS- lw;Z vkSj pUnz fo'o dks izdk'k ,oa m".krk 
iznku djrs gSa] ok;q thounk;d ''okl iznku djrh gS ] 
i`Foh jgus dk LFkku nsrh gS ] o`{k Nk;k nsrs gSa vkfn- os 
,slk thou fdlh izfrQy &izkfIr dh Hkkouk ls ugha djrs 
gSa- os dsoy vius tUetkr LoHkkoo'k ,slk djrs gS- ge Hkh 
nhu&nq%f[k;ksa dh lgk;rk fdlh vkUrfjd izsj.kko'k gh djrs 
gS- lM+d ds fsdlh dksus esa iM+s gq, ?kk;y ;k csgks'k O;fDr 
dks mBkdj  tc gedksa iqjLdkj nsxk vFkok dHkh gekjs 
?kk;y vFkok csgks'k gks tkussa ij ;g gesa vLirky igq¡pk,xk\

;g lsok &Hkko tc liz;kl fodflr fd;k tkrk gS] rc og 
O;fDRk dk lnxq.k ,oa lekt dh foHkwfr cu tkrk gS - tks 
yksx lsaok &Hkko j[krs gSa vkSj LokFkZ flf) dks thou dk 
y{; ugha cukrsa ] mudks lg;ksx nsus okyksa dh deh ugha 
jgrh gS- xksLokeh rqylhnkl ds vuqlkj *lsok&/keZ dfBUk tx 

tkuk*  vFkkZr lalkj tkurk  gS fd lsok djuk cgqr dfBUk 
dke gS - lsok esa LokFkZ &R;kx fujgadkjrk ije vko';d gS- 

vgadkj jfgr O;fDRk fo'o ds d.k&d.k dks ( vius leku 
le>rk gS] mlds fy, lc vkReor gksrs gS & de &ls 
&de og fdlh dks Hkh vius ls NksVk ] gs; ] rqPN vFkok 
ghu ugha le>rk gS vkSj izkf.kek= ds lkFk ,dRo dh 
vuqHkwfr djrk gS-  og vius izR;sd dk;Z dks loZO;kih ije 
izHkq dh lsok ds Hkko ls djrk gS- lsok&Hkko }kjk mldks vkRe 
lk{kkRdkj vFkok ijekRek dk n'kZu gksrk gS- 

vkREk lk{kkRdkj ds lanHkZ esa lsok oLrqRk% lk/ku vkSj lk/; nksuksa 
gS] vFkkZRk lsok dk Qy lsok }kjk izkIr vkuUn ds vfrfjDRk 
dqN ugha gksrk gS- ftl izdkj HkfDRk dk Qy HkfDRk gh gksrk 
gS- txr ds izkf.k;ksa dh lsok gh txr dsk cukus okyh dh 
lPph lsok^&iwtk ,oa HkfDRk gS- bZlkb;ksa ds /keZxzUFk bathy 
esa fy[kk gs fd ;fn rqe vius iM+kslh ls izse ugha dj ldrs 
gksa] ftldks rqe fuR; ns[krs gks rks rqe ml ijekRek ls izse 
dSls dj ldksxs ftldks rqeus dHkh ugha ns[kk gS\ 

egkRek xkSre us vR;URk Li"V ''kCnksa esa dgk gS fd ftls 
esjh lsok djuh gS] og ihfM+rksa dh lsaok djsa- ;qxiq:"k egkRek 
xka/kh us Hkh dgk gS fd yk[kksa xw¡xksa ds gn; esa bZ'oj fojkteku 
gS( eSa mlds flok vU; fdlh bZ'oj dksa ugha ekurk - eSa bu 
yk[kksa dh lsok }kjk ml bZ'oj dh lsok djrk gw¡-
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xfr vH;kl 6

orZeku le; esa izpfyr vusd fpfdRlk i)fr;ksa esa ,yksiSFkh] 
gksE;ksiSFkh] vk;qosZn vkSj ;wukuh eq[; gSa- bu lc fpfdRlk 
i)fr;ksa esa vk;qosZn ¼oS|d½ ,d yEcs le; rd Hkkjr esa 
izpfyr ,dek= fpfdRlk iz.kkyh Fkh- eqxyksa ds vkxeu ds 
lkFk Hkkjr esa vjch rFkk ;wukuh fpfdRlk i)fr;ksa dk izpyu 
gqvk- vaxzsth jkT; dh LFkkiuk ij Hkkjr esa ,yksiSFkh rFkk 
gksE;ksiSFkh fpfdRlk i)fr;ksa dk Hkh [kwc izpkj gqvk-

buesa vk;qosZfnd ¼oS|d½] ;wukuh ¼fgedr½ rFkk ,yksiSfFkd rhuksa 
fpfdRlk i)fr;k¡ ewyr% *foijhr fpfdRlk i)fr* fl)kUr 
ij vk/kkfjr gSa- vFkkZr buesa jkx dks nwj djus ds fy, izk;% 
mUgha vkS"kf/k;ksa dk lsou fd;k tkrk gS] tks jksx ds y{k.kksa 
ds foijhr xq.k/keZ okyh gksa- gksE;ksiSfFkd fpfdRlk iz.kkyh esa 
fdlh jkx dks nwj djus ds fy, bl jksx ds leku gh xq.k/
keZ okyh vkS"kf/k dk iz;ksx fd;k tkrk gS- vr% bls *ln`'k 
fpfdRlk i)fr* dgrs gS- 

Hkkjrh; vk;qosZn xzUFkksa ds vuqlkj *fo"k dh fpfdRlk fo"k* 
gS- bldk rkRi;Z gS fd vk;qosZn fpfdRlk ln`'k fpfdRlk 
fl)kUr ij vk/kkfjr gS ] ijUrq okLrfodrk ;g ugha gS] 
D;ksafd mlesa cgqr&lh vkS"kf/k;k¡ ,slh gSa] ftudh x.kuk ln`'k 
fpfdRlk ds vUrxZr dh tk ldrh gS- vk;qosZn i)fr ds 
mipkj esa ,yksiSFkh] gksE;ksiSFkh vkSj izkd`frd fpfdRlk i)fr 
ds lHkh fl)kUr lekfo"V gS- ;g fpfdRlk i)fr fo'kq) :i 
ls Hkkjrh; gS] tks bldh Hkwfe esa gh tM+h&ewfV;ksa] ouLifr;ksa 
,oa i'kq&if{k;ksa ls izkIr mRiknksa ij vk/kkfjr gS] ftuls cuh 
vkS"kf/k;ksa ds vuq"kaxh izHkko ugha gksrs-

gksE;ksiSFkh esa jksx dk dksbZ uke ugha gksrk- blesa ''kjhj esa 
gksus okyh fod`fr;ksa ds y{k.kksa ds vk/kkj ij fpfdRlk dh 
tkrh gS- vr% gksE;ksiSFkh dks *yk{kf.kd fpfdRlk foKku* Hkh 
dgk tk ldrk gS-   

og inkFkZ] ftlds lsous ls jksx Bhd gks tkrk gS- vkS"kf/k 
dgykrk gS- ysfdu gksE;ksiSFkh ds lanHkZ esa og inkFkZ] ftlesa 
jksx dks mRiUu djus vFkok u"V djus ] nksuks dh ''kfDr 
fo|eku gks] vkS"kf/k dgykrk gS- os inkFkZ ftuds lgkjs 
vkS"kf/k dks rS;kj fd;k tkrk gS rFkk lsou djk;k tkrk gS 
vkS"kf/k okgd dgykrs gSa - ;|fi vkS"kf/k;ksa dk fuekZ.k lk/
kkj.kr% tM+h&cwfV;ksa] isM+&ikS/kksa] [kfut inkFkksZa] tho&tUrqvksa 
ls izkIr inkFkksZa rFkk jksxksa ds dhVk.kqvksa ls fd;k tkrk gSS] 
fQj Hkh vkS"kf/k foKku esa tM+h&cqfV;ksa rFkk isM+&ikS/kksa dk 
fo'ks"k LFkku gS-

lalkj dh lHkh fpfdRlk i)fr;ksa esa jksxksa ds fuokj.k ds 
fy, ikS/kks dk mi;ksx fd;k tkrk gS- lalkj dh yxHkx 
80% tula[;k viuh LokLF; j{kk ds fy, ouLifr;ksa ,oa 
tM+h&cqfV;ksa ls izkIr vkS"kf/k;ksa ij gh fuHkZj djrh gS-

vkSipkfjd :i ls ;wukuh ,oa vk;qosZn nksuksa i)fr;k¡ ,d 
leku gSa] D;ksafd nksuksa esa ''kkjhfjd fLFkfr dk fo'ks"k egRo 
gS- vk;qosZn ,dne fo'kq) fpfdRlk i)fr gS] tks fons'kh 
fpfdRlk i)fr;ksa ds izHkko ls nwj gS] tcfd ;wukuh fpfdRlk 
i)fr dk mnxe izkphu xzhd ns'k esa gqvk Fkk] tks Qkjl o 
vQzhdk dh fpfdRlk i)fr;ksa ls vR;f/kd izHkkfor gS-
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,d efgyk ,d lk/kq ds ikl tkdj cksyh& ckck] esjk csVk 
xqM+ cgqr [kkrk gS- bl dkj.k ;g vLoLFk jgrk gS- fuosnu 
gS fd vki bldks le>kdj bldh ;g vknr NqM+k nsa- 
lk/kq us dgk ,d lIrkg ckn vkuk- efgyk vius iq= ds lkFk 
,d lIrkg ckn igq¡ph- lk/kq us fQj dg fn;k ,d lIrkg 
ckn vkuk- bl izdkj pkj lIrkg chr x,- ik¡poha ckj tc 
ekrk&iq= igq¡ps] rks lk/kq us iq= ls iwNk& rqe bruk xqM+ D;ksa 
[kkrs gks\ xqM+ [kkuk NksM+ nks- iq= us vxys fnu ls xqM+ [kkuk 
cUn dj fn;k- ekrk us tkdj lk/kq ds izfr gkfnZd d`rKrk 
O;Dr dh vkSj iz'u fd;k&ckck bl ckr dks dgus ds fy, 
vkiusa ik¡p lIrkg dk le; D;ksa fy;k\ ckck us g¡ldj mŸkj  
fn;k& eSa Lo;a xqM+ [kk;k djrk Fkk- tc rd eSa Lo;a xqM+ 
[kkuk ugha NksM+ nw¡] rc rd ckyd ls fdl eq¡g ls dgrk 
fd rw xqM+ [kkuk NksM+ ns- ik¡p lIrkg esa eSaus xqM+ [kkuk NksM+ 
fn;k Fkk- bl dkj.k esjs dFku us ckyd dks izHkkfor fd;k 
vkSj mldk okafNr ifj.kke lkeus vk x;k-

ge Lo;a ns[k ldrs gSa fd gekjs usrkvksa }kjk fuR; mins'kkRed 
cM+s&cM+s O;k[;ku fn, ftrs gSa] ijUrq mudk dksbZ izHkko ugha 
iM+rk gS] D;ksafd oDrk dh ok.kh ds ihNs uSfrd cy ugha gksrk 
gS- blds foijhr ;s gh ckrsa tc egkRek xka/kh dgrs Fks] rks 
gtkjksa O;fDr mudh ckr ekudj loZLo cfynku djus dks 
rS;kj gks tk;k djrs Fks-  egkRek th ogh dgrs Fks] tks og 
djrs Fks vkSj ogh djrs Fks] tks og dgrs Fks- 

dFkukuqlkj dk;Z djus ls O;fDr dh ok.kh esa ftl vkRecy 
dh l`f"V gksrh gS] mlds }kjk ok.kh esa cy ,oa izHkko'khyrk 

dk lekos'k gks tkrk gS- tks yksx vPNh&vPNh ckrsa djrs gSa 
vkSj rnkuqlkj vkpj.k ugha djrs gSa- muds dFku dh mis{kk 
yksx ;g dgdj dj fn;k djrs gSa&^^vki fe;k¡ Qt+hgr] 
nhx¡jk ulhgr-^^dFkuh vkSj djuh ds e/; lkeatL; dk 
vHkko ladYi ''kfDr dks nqcZy cuk nsrk gS] Qyr% O;fDr 
ds uSfrd cy ,oa vkRefoókl dk {kj.k gksrk gS vkSj og 
dsoy okdlwj cudj jg tkrk gS- ,sls O;fDr lsey ds Qwy 
dh Hkk¡fr vkd"kZd rks gks ldrs gSa] ijUrq os loZFkk lkjghu 
gksrs gSa- os lekt ds fdlh dke ds ugha gksrs-

orZeku dky esa lc yksx ;g dgrs gq, lqus tkrs gSa fd 
vktdy lPpkbZ ds n'kZu nqyZHk gks x, gSa] >wB dk cksyokyk 
gS] pkfjf=d iru gks x;k gS vkfn- fopkj djus ij lgt 
gh bu leLr fo"kerkvksa ,oa folaxfr;ksa dk dkj.k le> es 
vk tkrk gS- izR;sd O;fDr nwljksa ls lR; dh vk'kk djrk gS 
vkSj Lo;a lR; ugha cksyrk gS- vFkkZr izR;sd O;fDr feF;kpkj 
dks vius fy, lqjf{kr j[kdj lnkpkj dk mŸkjnkf;Ro vU; 
O;fDr;ksa dks lkSai nsrk gS-

vki Lo;a fopkj djsa fd tks firk ''kjkc ihrk gS og fdl 
vf/kdkj ls vius iq= dks ''kjkc ls nwj jgus ds fy, dg 
ldrk gS\ tks usrk laln vkSj fo/kku lHkk esa fof/k&fu;e dk 
mYya?ku djrs gSa rFkk viuh ckr euokus ds fy, fgalk dk 
ekxZ viukrs gSa- os vk'kk D;ksa dj ldrs gS fd gekjk ;qok oxZ 
vuq'kkflr gksdj jpukRed dk;ksZa esa viuh ''kfDr yxk,xk-
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uhan dk euq"; ds thou esa egRoiw.kZ LFkku gS & euq";  
vius thou dk ,d frgkbZ Hkkx lksrsa gq, xqtkjrk gS A uhan 
esa ifjorZu gksus dk izHkko euq"; dh dk;Z{kerk rFkk mlds 
LokLF; ij iMrk gSA 

vkt ds vk/kqfud ;qx esa dke ]dzks/k] yksHk ]eksg vlarks"k vkfn 
ekufld fodkjksa ds dkj.k euq"; bruk v'kkUr cu pqdk gS 
fd mldks LokHkkfod uhan ds fy, Hkh rjluk iMrk gS A 
vkt vfunzk dk jksx lkjs fo'o esa egkjksx dh Hkk¡fr QSyrk 
tk jgk gS A vkt ds nkSj esa uhan u vkuk ,d vke f'kdk;r 
gks xbZ gS & MkDVjksa ds ikl fu;rfer ,sls jksxh vkrs gS ]
ftudh [kkl f'kdk;r uhan u vkus dh gksrh gS A 

uhan ,d izfdz;k gS ftlds }kjk ''kjhj vkjke ikrk gS A 
xgjh uhan ls O;fDr vius vkidks ruko jfgr ikrk gS ]D;ksafd 
mlls fnekx vkSj ''kjhj dks iw.kZ :i ls vkjke fey tkrk 
gS &tc ge izkr% lksdj mBrs gS rks gekjk fnekx gYdk 
&QqYdk ,oa ''kjhj rjksrktk jgrk gSA 

;fn ge jkf= esa Bhd rjg ls ugha lksrs gS rks gesa izkr% dky 
ls gh lqLrh jgrh gS & gkFk iSj rFkk fljk nnZ djrk gS A 
vka[ksa Hkkjh Hkkjh jgrh gS ,oa fdlh Hkh dk;Z esa eu ugha yxrk 
gS vFkkZr jkf= ds lkFk &lkFk vxyk fnu Hkh csdkj gks tkrk 
gS vPNs LokLFk ds fy, xgjh uhan dk vkuk vR;Ur vko';d 
gS  ;fn dbZ fnuks rd uhan ugha vkrh gS rks euq"; ikxy gks 
tkrk gS ftruh [kqjkd gesa uhan ls feyrh  gS mruh  vU; 
fdlh oLrq  ls ughaA

MkDVj tktZ LVhosUlu tksfd fnekxh LokLFk ds fo'ks"kK gS 
dgrs gS fd vkt ds cgqr T;knk O;Lr vkSj my>u Hkjs 

thou ds fy, t:jh gS fd uhan dh vko';drk vkSj mlds 
egRo dks /;ku j[kk tk, A fnekxh larqyu vkSj LokLFk cuk;sa 
j[kus ds fy, de ls de  6?kUVs dh uhan vko';d gS A 

vyx vyx O;fDr;ksa ds fy, uhan dh vko';drk vyx 
vyx gksrh gS tSls ,d ekg ds cPps dks 21?k.Vs ]6ekg ds 
cPps dks 18?k.Vs] 12ekg ds cPps dks 10?k.Vs ]16o"kZ ls Åij 
okyks ds fy, 8 ?k.Vs rFkk 30o"kZ ls Åij okyksa dks 6&7 
?k.Vs  lksuk pkfg,A rFkk mlls vf/kd mez okys dks 5&6?k.
Vs lksuk pkfg,A ''kkjhfjd o ekufld Je djus okys dks 
vf/kd uhan vkrh gS 

vfunzk ds vfrfjDr vf/kd nsj rd lks;k jguk Hkh vkyL; 
dh fu'kkuh gS rFkk LokLF; ds fy, vfgrdj gSA baxyS.M 
ds euksoSKkfud MkWDVj tksEt dds vuqlkj vf/kd lksus ls 
jDr izokg izHkkfor gksrk gsS vFkkZr /khek iM tkrk gS A ifj.
kke Lo:Ik ân; ds jksx mRiUu gks ldrs gS QsaQMs detksj 
gks tkrs gS A 

vPNh uhan izkIr djus ds fy, nokvksa dk lgkjk ysuk vPNh 
ckr ugha gS & uhan dh xksfy;ka [kkus ls LokLF; ij izfrdwy 
izHkko iMrk gS uhan dh xksfy;ksa ds lsou ds fo"k; esa ,d 
izfl) MkWDVj dk dguk gSfd vkidks ikap ?k.Vs dh uhan 
vkrh gS vki mls lkr ?k.Vs djuss fy, uhan dh xksyh dk 
izfrfnu lsou djrs gS rks dqN fnu rks vkidh uhan lkr 
?k.Vs dh gks tk,xh fdUrq dqN le; ckn vkidks ikap ?k.Vs 
dh uhan ds fy, Hkh ijs'kkuh gksxh oSKkfudksa us ;g fl) 
fd;k gS fd iwoZ fn'kk esa flj j[kdj lksus ls ''kkUr vkSj  
lq[ke; uhan vkrh gSA 
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Hkkjr jRu lj ek{kxq.Me fo'os'ojS;k dk tUe 15 flrEcj 
1861 dks eSlwj jkT; ds dksykj ftys ds enugYyh xkao esa 
gqvk FkkA buds firk if.Mr Jhfuokl 'kkL=h izfrf"Br fo}
ku /kkfeZd ijUrq vR;Ur xjhc ,oa lk/kkj.k O;fDr Fks A muds 
ikl iq= dks i<kus ds fy, /ku ugha Fkk A xkao dh i<kbZ 
ds ckn mUgsa vkxs dh f'k{kk ds fy, caxyksj tkuk iMk A os 
vius ekek ds ?kj Hkkstu djrs rFkk Qhl ds fy, V~;w'ku 
djrs A dkWyst ds vaxzst iz/kkukpk;Z pkYlZ okYVZl us mudh 
;ksX;rk izfrHkk ,oa dk;Zdq'kyrk ls izHkkfor gksdj mudk 
nkf[kyk iwuk ds lkbal dkWyst esa djk fn;k ,oa Nk=o`fr Hkh 
fnyokbZA bl dkWyst esa mUgksus vius le; dk iw.kZ lnqi;ksx 
fd;k rFkk lu~ 1883esa cEcbZ fo'ofo|ky; dh bathfu;fjax 
ijh{kk esa izFke LFkku izkIr fd;k ]ftlds QyLo:Ik lu~1884 
esa os cEcbZ ds ih-MCyw-Mh- foHkkx esa vflLVsaV bathfu;fjax 
ds in ij fu;qDr gks x, A os viuh ;ksX;rk ds dkj.k dqN 
gh le; esa phQ bathfu;j ds in ij vklhu gksus okys Fks 
ysfdu vaxzst bathfu;jksa us ,d Hkkjrh; dks phQ bathfu;j 
ds in ij vklhu djus dk fojks/k fd;k A ifj.kker% mUgs 
phQ bathfu;j ugha cuk;k x;k A ljdkjh lsok ds nkSjku 
lu~ 1893esa mUgksus izfl) lD[klj cka/k dk fuekZ.k djk;k 
rFkk lu~1899esa flapkbZ Cykd flLVe o vkWVksesfVd Lyw;l 
xsVl dk vkfo"dkj fd;k ftldh iz'kalk Jh ckyxaxk/kj 
fryd ,oa egknso xksfoUn jukMs vkfn tSls ;ksX; jkT;fufrKksa 
us Hkwfj&Hkwfj dh A lu~ 1908 esaa mUgksus ljdkjh ukSdjh ls 
R;kxi= ns fn;k FkkA

Lkjdkjh ukSdjh ls R;kxi= nsus ds ckn mUgksus ogka ds m|ksx 
/kU/kkas ds ns[kus gsrq fons'k ;k=k dh blh vof/k esa futke 
gSnjkckn us viuh fj;klr esa vkbZ Hkh"k.k ck< dh leL;k 
dks gy djus ds fy, vius ;gka cqyk fy;k A mUgkasus ewlh 
o mldh lgk;d ufn;ksa ij cka/k cukdj ogka dh ck< dh 
leL;k dks ges'kk ds fy, gy dj fn;k blds ckn mUgs 
eSlwj ds jkT; phQ bathfu;j fu;qDr fd;k A lu~1912esa 
dkosjh unh ij d`".k jkt lkxj cka/k dk fuekZ.k fd;k A  

ck¡/k cuus ls iwoZ cMs]cMs vaxszt bathfu;jksa us dgk Fkk fd 
;g ck¡/k ugha cu ldrk rFkk bl ij yxus okyk djksMksa 
#i;k O;FkZ tk,xk A bl ck¡/k ds fuekZ.k ls lkjs fo'o esa 
mudh [;kfr gqbZA lu 1912 esa mUgsa eSlwj jkT; dk nhoku 
cuk;k x;k A lu  1918 rd os nhoku in ij jgs A bl 
vof/k esa mUgksusa ogk¡ dbZ ]m?kksx /kU/ks pkyw fd,] ftuesa 
Hknzorh dk bLikr dk dkj[kkuk mYys[kuh; gSA f'k{kk  ds 
{ks= esa eSlwj fo'ofo|ky; dh LFkkiuk dhA ;g Hkkjr dk 
NBk fo'ofo|ky; FkkA muds dq'ky ,oa lQy iz'kklu dj 
ppkZ yksx vkt Hkh djrs gSA ns'k esa fu;ksftr vFkZO;oLFkk ij 
dk;Z djus okys os izFke O;fDr FksA rFkk bl fo"k; ij mUgksusa 
viuh iqLrd IykUM ^bdkWukseh QkWj bf.M;k^ izdkf'kr djkbZ 
FkhA Hkkjr esa izdkf'kr ;g vius fo"k; dh izFke  iqLrd FkhA 
ckn esa mUgsa VkVk bLikr dk Mk;jsDVj cuk;k x;kA ftl 
in ij os 1927 ls 1955rd jgsaA 

yxHkx 90 o"kZ dh vk;q esa iVuk ds lehi eksdkeks ij xaxk 
iqy dk fuekZ.k djds mUgksus lkjs ns'k dks gSjr esa Mky fn;k 
Alkjs ns'k us mudh ;ksX;rk] iq#"kkFkZ ,oa vnHkqr laxBu 
''kfDRk ds fy, vknj lEeku izdV fd;k A bl lEcU/kesa 
1931 esa vkU/kz izns'k fo'ofo|ky; us ] 1937 esa dk'kh fgUnw 
fo'ofo|ky; us ]1940esa ,l -,u-Mh-Vh-efgyk fo'ofo|ky; 
cEcbZ us rFkk 1948 esa eSlwj fo'ofo|ky; us ekun mikf/k;ksa 
ls foHkwf"kr fd;kA 7 flrEcj] 1955 dks jk"Vªifr Hkou fnYyh 
esa Lora= Hkkjr ds izFke jk"Vªifr MkW- jktsUnz izlkn us mUgsa 
^^Hkkjr jRu^^ ds vyadj.k ls foHkwf"kr fd;kA 1958 esa caxky 
dh izeq[k jkW;y ,sfl;kfVd lkslkbVh us mUgsa nqxkkZ izlkn 
[ksrku Lo.kZ ind ls lEekfur fd;k-

cM+s lEeku vkSj iq#"kkFkZ ds lkFk ,d lkS ,d o"kZ dh iw.kZ vk;q 
fcrkus ds ckn 14 vizSy] 1962 dks mudk nsgkUr gks x;k- 
Hkkjrh; bathfu;lZ bl egku Hkkjrh; bathfu;j dh Le`fr esa 
muds tUe&fnol 15 flrEcj dks izfro"kZ ̂ ^bathfu;j&fnol^^ 
ds :i esa eukrs gSA
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euq"; dk thou mlds fopkjk s a dk izfrfcEc gSA 
lQyrk&vlQyrk] mUufr&voufr] rqPNrk&egkurk] 
lq[k&nq[k%] ''kkfUr&v'kkfUr vkfn lHkh igyw euq"; ds 
fopkjksa ij fuHkZj djrs gSA fdlh Hkh O;fDr ds fopkj tkudj 
mlds thou dk uD'kk lgt gh ekywe fd;k tk ldrk 
gSA euq"; dks dk;j&ohj] LoLFk&vLoLFk] izlUu&vizlUu 
dqN Hkh cukusa esa mlds fopkjksa dk egRoiw.kZ LFkku gksrk gSA 
rkRi;Z ;g gS fd vius fopkjksa ds vuq:I gh euq"; dk thou 
curk fcxM+rk gSA vPNs fopkj mls mUur cuk,xsaA rks ghu 
fopkj uhps fxjk,axsaA

Lokeh jkerhFkZ us dgk gS euq"; ds tSls fopkj gksrs gSA oSlk 
gh mldk thou curk gSA Lokeh foosdkuUn us dgk Fkk LoxZ 
vkSj ujd dgha vU;= ughaA budk fuokl gekjsa fopkjksa esa gh 
gSA Hkxoku cq} us vius f'k";ksa dks mins'k nsrs gq, dgk Fkk 
fHk{kqvksa orZeku esa ge tks dqN gS vius fopkjksa ds dkj.k vkSj 
Hkfo"; esa tks dqN Hkh cusxsaA og Hkh vius fopkjksa ds dkj.kA 
''ksDlih;j us fy[kk gSA dksbZ oLrq vPNh ;k cqjh ugha gSA 
vPNkbZ&cqjkbZ dk vk/kkj gekjsa fopkj gh gSA bZlk&elhg us 
dgk Fkk euq"; ds tSls fopkj gksrs gSA oSlk gh og cu tkrk 
gSA izfl} jkseunkl us ekDlZ vkWjhfy;l us dgk Fkk gekjk 
thou tks dqN Hkh gS gekjs vius gh fopkjksa ds QyLo:I 
gSA izfl} vesjhdh ys[kd us Msy dkusZxh us vius vuqHkoksa 
ij vk/kkfjr rF; izdV djrs gq, fy[kk gS thou esa eSus 
lcls egRoiw.kZ dksbZ ckr lh[kh gS rks og gS fopkjksa dh viwoZ 
''kfDr vkSj egkurkA fopkjksa dh ''kfDr loksZPp rFkk vikj 
gSA la{ksi esa thou dh fofHkUu xfrfo/kh;ksa dks lapkyus djus 
esa gekjs fopkjksa dk gh izeq[k gkFk jgrk gSA ge tks dqN Hkh 
djrs gSA fopkjksa dh izsj.kk ls gh djrs gSA 

Lalkj esa fn[kkbZ nsus okyh fofHkUurk,a] fofp=rk,a Hkh gekjs 
fopkjksa dk izfrfcEc gSA lalkj euq"; ds fopkjksa dh Nk;k 
gS fdlh ds fy, lalkj LoxZ gS rks fdlh ds fy, ujd] 
fdlh ds fy, lalkj v'kkfUr]Dys'k] ihM+k vkfn dk vkxj 
gSA rks fdlh ds fy, lq[k lqfo/kk laiUu miou gSA ,d 

lh ifjLFkfr;ksa esa ,d lh lq[k&lqfo/kk dh le`f} ls ;qDr 
nks O;fDr;ksa esa vius fopkjksa dh fHkUurk ds dkj.k vlk/
kkj.k vUrj iM+ tkrk gSA ,d thou esa izfr{k.k lq[k&lqfo/
kk] izlUurk] [kq'kh ''kkfUr larks"k dk vuqHko djrk gSA rks 
nwljk ihM+k ''kksd Dys'ke; thou fcrkrk gS bruk gh ugha 
dbZ O;fDr dfBukbZ dk vHkko xzLr thou fcrkrs gq, Hkh 
izlUu jgrs gSA rks dbZ le``} gksdj Hkh thou dks ukjdh; 
;a=.kk le>rs gSA ,d O;fDr viuh ifjLFkfr;ksa eas larq"V 
jgdj thou ds fy, Hkxoku dks /kU;okn nsrk gSA rks nwljk 
vusd lq[k&lqfo/kk,a ikdj Hkh valrq"V jgrk gS nwljksa dks 
dkslrk gSA egt vius gh fopkjksa ds dkj.kA 

izkphu _f"k equh vkj.;d thou fcrkdj danewy Qy 
[kkdj Hkh lrq"V vkSj lq[kh thou fcrkrs FksA vkSj /kjrh 
ij LoxhZ; vuqHkwfr esa eXu jgrs gSA tcfd vkt dk ekuo 
gSA tks I;kZIr lq[k lqfo/kk le`f} ,s'o;Z oSKkfud lk/kuksa 
ls ;qDr thou fcrkdj Hkh vf/kd Dys'k v'kkfUr nq[k mf}
Xurk ls ijs'kku gSA ;g euq"; ds fopkj fparu dk gh ifj.
kke gSA vxzsth ds izfl} ys[kd LoVZ vius izR;sd tUefnu 
ij dkys vkSj Hkn~~ns diM+s igudj ''kksd euk;k djrs Fks 
og dgrs Fks vPNk gksrk ;g thou eq>s u feyrk eS bl 
nqfu;k esa u vkrk  blds Bhd dfo vU/ks dfo feYVu dgk 
djrs Fks Hkxoku dk ''kqfdz;k gS ftlus eq>s thus dk vewY; 
ojnku fn;k usiksfy;u cksukikVZ us vius vafre fnuksa esa 
dgk Fkk vQlksl gS fd eSus thou dk ,d lIrkg Hkh lq[k 
''kkfUr iwoZd ugha fcrk;k tcfd mls le`f}] ,s'o;Z] laifr] 
;'k vkfn dh dksbZ deh ugha jghA fldUnj egku Hkh vius 
vafre thou esa i'pkrki djrk gqvk gh ejkA thou esa lq[k 
''kkfUr izlUUrk vFkok nq[k% Dys'k v'kkfUr i'pkrki vkfn 
dk vk/kkj  euq"; ds vius fopkj gh gSA vU; dksbZ ugha 
xyr fopkjksa ds dkj.k O;fDr le``f} ,s'o;Z laiUu thou esa 
Hkh nq[kh jgsxkA vkSj mRd``````"V fopkjksa ls vHkkoxzLr thou esa 
Hkh lq[k'kkfUr izlUurk dk vuqHko djsxkA 
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fo'okl ekuo thou dh iriokj gSA tks mls yk[kksa foi-
jhrrkvksa  my>uksa esa Hkh xfr'khy vkSj lqfLFkj cuk, j[krh 
gSA fo'okl dh Mksj ls ca/kh gqbZ thou dh uS;k Mxexk 
ugha ldrhA vusd my>usa leL;k,a vkaf/k;k rwQku Hkh ml 
O;fDr dks vius /;s; iFk ls fopfyr ugha dj ldrs gSA 
tks vius vki esa vVwV fo'okl fy, py jgk gSA thou esa 
izdk'k nsus okys lHkh nhid cq> tk,a fdUrq euq"; ds vUrj 
esa fo'okl dh T;ksfr tyrh jgs rks os ?kksj va/kdkj esa Hkh 
viuk iFk Lo;a <wa< ysxk vkRefo'okl dh T;ksfr ds le{k 
lalkj ds lHkh va/kdkj frjksghr gks tkrs gSA 

lalkj esa Hkh ftrus egku dk;Z gq, gSA os lc fo'okl dh gh 
d`fr gSA egkRek xkW/kh ds izcy fo'okl us gh ns'k dh vktknh 
dk LoIu lkdkj fd;k fryd th us dgk Fkk& ^^LojkT; 
gekjk tUe fl} vf/kdkj gS vkSj ge bls ysdj gh jgsxsaA^^ 
mudk ;g n`<+ fo'okl dkykUrj esa ewrZ gqvkSA fyadu us 
viuh Mk;jh esa fy[kk lkFk gh yksxksa ls dgk& ^^eSus vius 
Hkxoku dks ;g opu fn;k gS fd nklksa dh eqfDr ds dk;Z dks 
eS vo'; iwjk d:xkaA^^ vusd fojksa/kksa ds ckotwn Hkh fyadu 
us og egku dk;Z laiUu fd;kA dksyEcl dks fo'kky lkxj 
ds ikj fdlh iqy dk fo'okl FkkA mlus viuh lkgfld 
;k=k djds vUrr% vesfjdk dh [kkst dj gh yhA

fo'okl lQy thou dk ewy ea= gSA VkWyLVk; us fy[kk 
gS& ^^fo'okl thou dh ''kfDr gSA^^ ''ksDlih;u us dgk 
Fkk& ^^fo'okl D;k ugha dj ldrk\ fo'okl gesa xxupqEch 
igkM+ksa dks yka?kus dh ''kfDr izsj.kk nsrk gSA^^ fo'okl thou 
ds leLr ojnkuksa dk vk/kkj gSA LosV ekWMsZu us fy[kk gS& 
^^fo'okl gh thou ds ml ekxZ dh [kkst djrk gS tks gesa 

eafty rd igqWpk ldsA^^ egkRek xka/kh us dgk Fkk& ̂ ^fo'okl 
gekjh thou uS;k dks rwQkuh lkxj esa Hkh [ksrk gSA fo'okl 
ioZrksa dks fMxk nsrk gSA fo'kky lkxj dks yka?k ldrk gSA 
fo'okl dksbZ dksey iq"i ugha tks lk/kkj.k ok;q ds >ksdsa ls 
gh fxj tk,a og fgeky; dh rjg vfMx gSA^^ 

tgkW fo'okl gS ogkW thou ds lELr vHkko] vfHk'kki ] nhurk] 
nkfjnz;] xjhch] fu"izHkko gks tkrs gSaA ;s thou ds fodkl ds 
dze esa ck/kd ugha cursA lalkj ds vf/kdka'k egkiq#"kksa dk 
thou blh rF; dk izfriknu djrk gS] ftUgsa c<us ds fy, 
rfud Hkh lgkjk ugha Fkk mUgksaus vius vkRecy ds lgkjs 
thou dh egku lQyrk,a vftZr dhaA vusd O;fDr vlk/
kkj.k cu x, vius fo'okl ds vk/kkj ij A

fdlh Hkh {ks= esa lQyrk vftZr djus ds fy,] vkxs c<us 
ds fy, fo'okl dk gksuk vko';d gSA fdlh Hkh /;s; dh 
iwfrZ ds ihNs fo'okl dh lRrk ugha gksxh rks og vius izkjEHk 
dky esa gh vLr gks tk,xkA fo'okl ds vHkko esa euq"; 
thou ''kq"d] uhjl] futhZo&lk cu tkrk gSA tMrk vius 
tky esa tdM ysrh gSA fo'okl ds vHkko esa jktiFk ij Hkh 
euq"; ,dne vkxs ugha c< ldrkA

fo'okl dgha vU;= <wW<h tkus okyh oLrq ;k fdlh dh d```ik 
dk ojnku ugha ;g gekjs vUrj esa gh fojkteku lukru 
lR; gSA vkRe&pssruk vtj&v{kj] loZ'kfDr lEiUu] fnO; 
Lo:i gh gekjs fo'okl dk vk/kkj gks ldrk gSA euq"; ds 
vUrj esa ''kfDr le``f) dk vtlz lzksr gSA bldk ifjp; 
gksus ij n``< fo'okl vH;qn; gksrk gSA
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ekuo tkfr ds nks igyw gSa& L=h vkSj iq#"kA nksuksa ,d&nwljs 
ds iwjd gSa] vr% dgk x;k gS fd L=h vkS iq#"k thou:ih 
xMh ds nks ifg;s gSA gekjs lkekftd vkSj ikfjokfjd thou 
esa ukjh x``g.kh] ekrk] cgu vkSj lgpkjh ds :i esa lg;ksx 
djrh jgh gSA ekrk ds :i esa og cPps dks tUe nsdj mldk 
ikyu&iks"k.k dj mls ;ksX; ukxfjd cukrh gSA x`̀g.kh ds :i 
esa og lEiw.kZ x``g dk;ksZa dk lapkyu djrh gS] x``gLFk thou 
x``g.kh ds fcuk fujFkZd gSaA x``g.kh vkSj ekrk ds vfrfjDr 
ukjh dks lgpkjh Hkh dgk x;k gSA lgpkjh ''kCn cMk gh 
lkjxfHkZr gS( ifr ds lq[k&nq%[k] ykHk&gkfu] eku&vieku 
vkfn esa lnSo lkFk jgrh gSA mldk lkgp;Z thou ds izR;sd 
igyw ls gSA ''kriFk czkã.k esa fy[kk gS fd ^^iRuh iq#"k dh 
vkRek dk vk/kk Hkkx gSA^^ vr% tc rd iq#"k L=h dks izkIr 
ugha dj ysrk gS rc rd og viw.kZ jgrk gSA egkHkkjr esa 
ukjh dks v/kkZafxuh dgk x;k gSA izkphu Hkkjr esa ukjh dk 
LFkku cgqr ÅWpk FkkA og ikfjokfjd] lkekftd vkSj /kkfeZd 
{ks=ksa esa iq#"k dh lgHkkfxuh gksrh FkhA

izkphu Hkkjrh; ukjh iw.kZ LorU= gksrh Fkh] mls Lo;aoj 
vFkkZr~~ Lo;a ifr pquus dk iw.kZ vf/kdkj FkkA mls iq#"kksa ds 
leku lHkh vf/kdkj izkIr FksA f'k{kk ds {ks= esa og iq#"kksa ls 
fdlh Hkh ekus esa de u FkhA xkxhZ] vikyk bldk ToyUr 
mnkgj.k gSaA egkHkkjr esa ukjh ikfjokfjd] lkekftd] jk-
tuhfrd xfrfof/k;ksa dks lapkfyr djrh FkhA xkU/kkjh] dqUrh 
vkSj nzksinh rRdkyhu Hkkjrh; ukjh ds iRuhRo] ekr``Ro vkSj 
''kfDr ds vkn'kZ :i gSaA eUnksnjh Hkh vius ifr jko.k dks 
lRijke'kZ }kjk lgh ekxZ ij ykus dk iz;kl fd;k djrh 
FkhA laLd```r lkfgR; esa ukjh dks x``gy{eh vkSj x``gnsoh dgk 
x;k gSA ''kkfUrioZ esa x``g.khfoghu ?kj dks futZu&ou rqY; 
dgk x;k gS vkSJ ;g Hkh dgk gS fd ukjh ds leku dksbZ 
cU/kq ugha gSa vkSj u bk yksd esa ukjh ds rqY; /keZ laxzg 
esa dksbZ lgk;d gh gSA le; ifjorZu'khy gS] og izfr{k.k 
ifjofrZr gksrk jgrk gS A Hkkjr ij eqlyekuksa ds vkdze.k 
gksus yxsA i`Fohjkt pkSgku dh ijkt; ds mijkUr eqlyekuksa 
dk Hkkjr ij vkf/kiR; gqvkA ns'k dh ijrU=rk ds lkFk gh 
fL=;ksa dh LorU=rk dk Hkh vigj.k gqvkA *;Fkk jktk rFkk 
iztk* okyh mfDr pfjrkFkZ gqbZA lekt dh ?k`f.kr fopkj&/
kkjk us fL=;ksa dks iq#"kksa dks cjkcjh ds in ls gVk fn;k vkSj 
mudk LFkku xkS.k gks x;kA /khjs&/khjs ukjh iq#"k dh lgpjh 
ls HkksX;k gksrh pyh xbZ] mldh LorU=rk Nhu yh xbZA 
eqlyekuksa dh izFkk ds vuq:i mUgsa insZ esa jguk vfuok;Z gks 
x;kA bl inkZ izFkk us gh mudk f'k{kk dk vf/kdkj Nhu 
fy;kA fL=;ksa dks LorU=rk ls oafpr fd;k x;k vkSj dgk 
x;k fd L=h cpiu esa firk ds v/khu jgs] ;kSou esa ifr ds 
v/khu jgs vkSj cq<kis esa iq= ds v/khu jgsA 

;g lc rRdkyhu ,dkaxh U;k; forj.k dk gh ifj.kke gSA 
iq#"k pkgs ftruh 'kkfn;kW dj ys] pkgs O;fHkpkj djs] dksbZ 

ckr ugha ysfdu ;g lc L=h ds fy, loZFkk R;kT; gSA 
L=h fo/kok gksus ij Hkh ''kknh ugha dj ldrh gS A ;gkW 
rd fd fo/kok gks tkus ij mldk eqWg ns[kuk Hkh vi'kdqu 
le>k tkus yxkA ?kj esa yMdh dk gksuk vkt Hkh vfHk'kki 
le>k tkrk gSA la{ksi esa ge dg ldrs gSa fd e/;;qxhu 
Hkkjrh; ukjh iq#"k dh HkksX;k vkSj lsfodk ek= jg xbZ FkhA  
Hkkjr dh LorU=rk ds lkFk gh L=h LorU=rk dk vkfoHkkZo 
gqvkA g"kZ dh ckr gS fd Hkkjr ds lafo/kku esa fL=;ksa dh 
leL;kvksa dks lqy>kus ds fy, fu;eksa dk mYys[k fd;k 
x;k gSA ukfj;ksa dks iq#"kksa ds leku vf/kdkj fn;s x, gSaA 
ns'k esa fL=;ksa dh fLFkfr esa lq/kkj dk iz;kl cjkcj c<rk 
gh tk jgk gSA lEifŸk ds mŸkjkf/kdkj ds fy, Hkh dkuwu 
cuk, tk jgs gSaA f'k{kk ds }kjk mUgsa lqf'kf{kr gksus dk vf/
kdkj izkIr gSA bl {ks= esa ukfj;ksa us vPNh lQyrk gkfly 
dh gSA vkt Hkkjrh; ukfj;kW v/;;u&v/;kiu esa vxzlj 
gks jgha gS] jktuhfr esa Hkh lfdz; Hkkx ys jgha gSA Jherh 
bfUnjkxkW/kh] fot; y{eh iafMr] ljksftuh uk;Mw jktdqekjh 
ve`r dkSj Jherh lqpsrk d`iykuh] egknsoh oekZ] lqHknzk dqekjh 
pkSgku] rkjds'ojh flUgk] Lo:ijkuh cDlh] Jherh jktsUnz 
dqekjh cktisbZ tlyfyrk] ek;korh bR;kfn bldk Toyar 
mnkgj.k gSaA ;|fr Lora=rk ds ckn ukfj;ksa dh fLFkfr esa cMk 
lq/kkj gqvk gS] fQj Hkh gekjh izkphu ekU;rk,W] :f<;kW vkt 
Hkh ck/kd cuh gqbZ gSaA ngst izFkk] inkZ izFkk] vuesy fookg 
] cgqfookg] vf'k{kk vkfn izxfr ds ekxZ ds ck/kd gSa] budk 
mUewyu vfuok;Z gSA Ukjh gekjs thou esa ekrk] x`g.kh vkSj 
lgpjh ds :i esa vkfndky ls lsok djrh pyh vk jgh 
gS vkSj Hkfo"; esa djrh jgsxhA ukjh iq#"k dh v/kkZafxuh gSa] 
vr,o mls leku vf/kdkj feyuk pkfg,] rHkh thou:ih 
xkMh lqpk# :i ls py ldsxhA Hkkjrh; ukfj;ksa dk vkn'kZ 
lnSo fnO; jgk gS vkSj jgsxkA gekjs lafo/kku esa L=h;ksa dks 
iq#"kksa ds leku gh vf/kdkj fn, x, gSa] mudh leL;kvksa 
dks lqy>kus ds fy, vusd fu;e cuk;s x;s gSaA ;s fu;e 
rHkh lQy gks ldrs gSa] tc L=h vkSj iq#"k bl egŸo dks 
le>sa vkSj lg;ksx nsaA efgyk mRFkku lekt dh vfofNUu 
vko';drk gS] vr,o uj&ukjh] nksuksa dks gh blds fy, 
iz;Ru'khy gksuk pkfg,A 16 Qjojh1975 dks ubZ fnYyh esa 
^^jk"Vªh; efgyk fnol^^ dk mn~?kkVu djrs gq, Jherh bfUnjk 
xkW/kh us dgk Fkk& ^^,slk dksbZ dke ugha gS ftls efgyk,W 
iq#"kksa ds lkFk dU/ks ls dU/kk feykdj ugha dj ldrh gSaA^^ 
fo'o dh leL;kvksa dk lek/kku djus ds fy, ,drk vkSj 
vkilh ln~Hkkouk t:jh gSA tc rd efgykvksa dks lekt 
esa lEekuiw.kZ LFkku ugha feyrk rc rd dksbZ ns'k ;k lekt 
mUufr ugha dj ldrkA vkt Hkkjrh; ukjh tkx:d gS( og 
fnu nwj ugha tcfd ukjh lekt dk LFkku izkphu Hkkjrh; 
ukjh ds rqY; mPp f'k[kj ij vlhu gksxkA
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foKku ''kCn nks 'kCnksa ]fo$Kku ls feydj cuk gSA *fo* dk 
vFkZ fo'ks"k ;k fof'kf"V vkSj *Kku* dk vFkZ loZfofnr gSA bl 
izdkj fof'k"V Kku ;k fo'ks"k Kku ;k fo'ks"k Kku dks foKku 
dgk x;k gSS A tc lkekU; Kku ls c<+dj euq"; fo'ks"k :I 
ls fdlh oLrq ;k izd`fr ds ;FkkFkZ :I dk Kku izkIr ij ysrk 
gS] ;g Kku gh *foKku* dgykrk gSA izkphu dky esa euq"; 
izd`fr djds mlds vfURke Lo:Ik dk lk{kkRdkj djusa dk 
iz;RUk djrk jgrk FkkA foKku dk ;g :Ik vk/;kfRed FkkA 
ik'pkR; ns'kksa esa ckgzk izd`fr ds fo'ys"k.k }kjk mldh ''kfDRk 
dk Kku djus vkSj ml ij vf/kdkj  djus dk iz;kl gqvkA 
;g foKku dk HkkSfrd :I FkkA foKku dk ;g HkkSfrd :I 
gh /khjs &/khjs fodflr gksdj ,d ;qx ds :I esa izLrqr gSA 
;gh dkj.k gS fd vkt dk ;qx foKku dk ;qx dgykrk gSA 
bl izdkj ge ns[krs gSa fd foKku ds nks igyw ``gS& HkkSfrd 
foKku vkSj vk/;kfREkd foKkuA buesa ls vk/;kfREkd foKku 
dk vH;qn; Hkkjr esa rFkk foKku ds HkkSfrd :I dk vH;qn; 
ik'pkR; ns'kksa esa gqvkA 

foKku dk HkkSfrd :Ik /khjs &/khjs fodflr gksdj fo'o &O;kih 
gks x;k gSA bldk {ks= bruk O;kid gks x;k gS fd bldk 
lEcU/k gekjs nSfud thou ls gks x;k gSA thou ds gj {ks= 
esaa foKku gekjh lsok dj jgk gS A d`f"k ds fy, u;s & u;s 
;U=ksa dks iznku djds rFkk oSKkfud fof/k;ksa ls ubZ & ubZ 
fdLeksa ds vukt ftudh iSnkojh dkQh gS] jklk;fud [kknsa 
o d`f"k ds fy, gh dhVuk'kd nok,¡ foKku dh gh nsu gSa 
A bZa/ku dh leL;k ds lek/kku gsrq izas'kj dqdj u,&u, 
xSl pwYgksa dk fuekZ.k] foKku dh gh nsu gSA fpfdRlk ds 
{ks= esa Hkh foKku iznŸk vkS"kf/k;k¡ ve`r dk dke dj jgh 
gSA ''kY; fpfdRlk] ,Dl &fdj.ksa vkSj py &fp=ksa }kjk 
fofHkUu fo"k;ksa tSls Hkwxksy] foKku] lkfgR; ] bR;kfn dh 
fQYesa ?kfM+;k¡ foKku dh gh nsuk gSA fglkc yxkus ds fy, 
**x.kuk;U=** ¼dSydqysVj½ foKku iznŸk gSA euksjatu ds fy, 
jsfM;ks] flusek] Vsyhfotu gekjh lsok essa izLrqr foKku dk 

{ks= bruk O;kid gks x;k gS fd vkt ds ;qx dks gh foKku 
dk ;qx dgk tkrk gSA ''kuS% &'kuS% foKku dh izxfr gks 
jgh gS vkSj gksrh jgsxh A 

;g fufoZokn lR; gS fd foKku ds HkkSfrd :I ds fodkl 
dk gh ;g ifj.kke gSA foKku ds HkkSfrd :I dk vH;qn; 
ik'pkR; ns'kksa esa gqvk A Hkkjr us mudh miyfC/k;ksa dks vkt 
gekjs Hkkjrh; oSKkfudkssa d oSKkfud izxfr esas ;ksxnku de 
ugha gSA MkW- gjxksfoUn [kqjkuk tks fd Hkkjrh; oSKkfud Fksa] 
vc mUgksaus vesfjdk dh ukxfjdrk xzg.k dj yh gSA [kqjkuk 
th us ''kjhj dh dksf'kdkvksa esa fLFkr thUl ij tksa fjlpZ dh 
gS] og fo'o esa vuqie gSA lEiw.kZ fo'o esa Hkkjrh; oSKkfud 
dh Hkwfj &Hkwfj iz'kalk dh xbZ gSA vk/kqfud lk/kuksls viuk 
fodkl djus vkSj mRiknu c<+kus dh fn'kk esa gekjsa oSKkfud 
vkSj bUthfu;j vUrfj{k vkS|ksfxd dh [kkst ess  yxs gq, gSA 
ty dh [kkst ds fy, ,slh fMªfyax e'khu rS;kj dh gS] tks 
izk;% jkdsV iz.kkyh ds vk/kkj ij pV~Vku ds vUnj nl ehVj 
uhps rd N% ehVj uhsps rd N% bap O;kl dk Nsn dsoy rhu 
feUkV ds vUnj dj ldrh gS A 18 ebZ Hkkjr us izFke v.kq 
foLQksV djds Lo;a dks NBk v.kq ''kfDr lEiUUk ns'k fl) 
dj fn;k Fkka A ''kkfUriw.kZ mns';ksa ds fy, gh Hkkjr v.kq 
ijh{k.k ij fo'okl djrk gSA Hkkjr tSls fodklksUeq[k ns'k 
viuh turk dh xjhch rFkk nwljh eqf'dyksa dks gy djus 
ds fy, v.kq ''kfDRk ds fodkl ij cy nsrs gSA 

Hkkjrh; oSKkfudkssa dks *vk;ZHkÍ* ls izsj.kk ysuh pkfg,] ftlls 
os cM+h ckr dks lksp ldsa vkSj foKku dh lsok ds fy, dke 
dj ldssa A gesa vkt ,sls oSKkfudksa o nk'kZfudksaa dh t:jr 
gS tksa uSfrdrk ds fodkl esa rFkk foKku ds fodkl esa enn 
dj ldsa] ftllsa ''kfDRk dk iz;ksx mu phtksa ds uk'k esa u 
gks ftuds fuEkkZ.k esa gtkjksa lky yxs gSa] cfYd gekjh 'kfDRk 
dk iz;ksx dY;kdkjh gksA
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Ckhloha lnh dk ekuo vusd vfHk'kki Hksx jgk gS ngst 
muesa ls ,d Hk;adj vfHk'kki gS A ngst Hkkjrh; lekt 
:ih LoLFk lqUnj ''kjhj dk dks< gS A ;g ns'k dh izxfr 
esa egku ck/kd gS A eka Lo;a iq=h ds tUe ls gh nq[kh gks 
tkrh gS ];g fof/k dh foMEcuk gS tUe ls gh mls ijk;k 
/ku dgk tkrk gS A ifjokj esa dU;k dk tUe ls gh meMrs 
&?kqeMrs cknyksa ds dqN dkj.k gS A ngst buesa ls izeq[k gS 
A ;g ekuo thou dks u"V dj jgk gS A mlus euq"; dks 
vius vkn'kksZa ls fxjk fn;k gS A blh dkj.k O;fDr foo'k 
gksdj Hkz"Vkpkj] csbekuh] fjór[ksjh] pksjh] rLdjh djrk gS 
vkSj dkyk /ku bdV~Bk djus esa tqVk gS A ngst us ekuo 
dks nkuo esa ifjofrZr5 dj fn;k gS ]blds yksHko'k lSdMks 
ukfj;ksa dh gR;k,a izfro"kZ gqvk djrh gS A 

ngst vjch 'Hkk"kk ds tgst ''kCn dk #ikUrfjr gksdj mnwZ 
vkSj fgUnh esa vk;k gS A ftldk vFkZ gS lkSxkr A Hkkjr esa 
bl HksaV ;k lkSxkr dh ijEijk dkQh izkphu gS A euqLe``fr 
ds iz.ksrk euq us vkB izdkj ds fookgksa dk o.kZu fd;k gS A 
fookg ds le; ;fn dU;k i{k oj i{k dks /ku bR;kfn nsrk 
gS rks mls euq ds vlqj fookg dj laKk nh tkrh gSA tud 
}kjk lhrk ds fookg es i;kZIr nkl nkfl;ksa ]lEifRk vfn ds 
nku dk o.kZu jkek;.k esa feyrk gS A xksLokeh rqylhnkl th 
us jkepfjr ekul esa bl izFkk dk o.kZu fd;k gS A 

igys ;g Lusg vkSj okRlY; dk izrhd izseksigkj Fkk ckn esa 
/khjs &/khjs vfHk'kki esa cny x;kA vkt fLFkfr ;g gS fd 
;ksX; ls ;ksX; yMfd;ksa dks mi;qDr oj ]ngst ds dkj.k ugha 
fey ikrk gSA ngst ds dkj.k cgqr cMh la[;k esa vuesy 
fookg gksrs gS ftlds dkj.k cgqrksa dk nkEiR; thou lq[kh 
ugha gSA orZeku fookg if)fr fesa firk viuh iq=h dks nku 
djrk gS A vkSj lkFk esa nzO;kfn Hkh nku ds :I esa oj i{k 
dks nsrk gS A vkt nzO;kfn dk nku gh iz/kku gks x;k gS]
vU; ckrsa xkS.k gks xbZ gSA oj i{k okys bls viuk tUefl) 
vf/kdkj ekudj oj VSDl ds :I esa olwy djrs gSA fookg 
if)fr ds ifo= nku ds bl fod`r :I us vkt tks fo"k 
oeu fd;k gS og vo.kZuh; gSA

ngst izFkk vkt fookg dh ,slh ''krZ cu x;h gS ftls oj 
i{k viuk vf/kdkj le>krk gSA yMdks dh vkt i'kqvksa 
dh rjg cksyh yxk;h tkrh gSA tks lcls vf/kd dher dks 
pqdkus dks rS;kj jgrk gSA mlh yMdh ds lkFk fookg gksrk 
gSA bl ''krZ dk iz;ksx vkt dk i<k fy[kk lH; ekuo Hkh 
djus yxk gSA ngst ds dkj.k gh fnuksa fnu  Hkz"Vkpkj c<rk 
tk jgk gSA yksx dkyk /ku bdV~Bk djus esa iz;Ru'khy gS]
D;ksafd os tkurs gS fd vxj muds ikl ngst dh ''krksZa dks 
iwjk djus ds fy, /ku ugha gksxk rks mudh yM+dh dqaokjh 

gh jg tk,xhA vxj os bZekunkjh ls dke ysrs gS rks muds 
lkeus mudh yM+dh dk iz'u gS] blfy, mUgsa Hkz"Vkpkj] 
csbZekuh] fj'or[kksjh] pksjh] rLdjh ds fy, etcwj gksuk 
iM+rk gSA ''kknh ds le; ;g ugha ns[kk tkrk fd ngst ds 
fy, /kujkf'k fdl izdkj tqVkbZ tkrh gSA cfYd yM+dh dk 
firk ngst nsdj vkSj yM+ds dk firk ngst ysdj vius dks 
d``rkFkZ le>rs gSA bl izdkj gj {ks= esa Hkz"Vkpkj fn[kkbZ 
nsrk gSA fj'or[kksjh fnuksafnu c<+rh tk jgh gS] pksjcktkjh 
c<+rh tk jgh gSA bl lcdk ,d gh ewyHkwr dkj.k ngst 
gSA nwljh vksj ngst ds dkj.k dHkh yM+dh dks oj i{k ds 
yksxksa }kjk tkylkth ls ekSr ds ?kkV mrkj fn;k tkrk gSA  
dHkh&dHkh og Lo;a vkRegR;k dj ysrh gSA ngst ds vHkko 
esa gh yM+dh v;ksX; oj dks lkSai nh tkrh gSA vuesy fookg 
T;knk fnu fVdkÅ ugha gksrs] }U} vkSj la?k"kksZa ds ckn rykd 
dh ukScr vk tkrh gSA 

egkRek xkW/kh us ngst ds laca/k esa dgk Fkk & gesa uhps fxjkus 
okyh ngst izFkk dh fuUnk djus okyk tksjnkj yksder 
tkxzr djuk pkfg, vkSj tks ;qod bl rjg ds iki ds iSjksa 
ls vius gkFk xUnsa djs mls lekt ls fudky nsuk pkfg,A 
dsUnz~~h; ljdkj us 1951 esa ngst fujks/kd vf/kfu;e cuk;k 
ijUrq  turk ds iw.kZ lg;ksx ds vHkko esa ;g dkuwu dsoy 
iqLrdksa rd gh lhfer jgkA bl vf/kfu;e ds vuqlkj ngst 
ysus vkSj nsus okys dks 5001 :- tqekZuk vkSj 6 ekg dh dSn 
gksxhA mRrj izns'k ljdkj us gkbZ Ldwy vkSj b.Vj dkWyst 
ds Nk=ksa }kjk fyf[kr ''kiFk i= ij gLrk{kj djok, gS fd 
ge ngst u ysxsa vkSj u nsxsaA ;s ''kiFk i= f'k{kk funs'kky;  
mRrj izns'k ds ;gkW ,d= fd, x,A vk;Z lekt ,oa vU; 
lekt lsoh laLFkk,a Hkh bl fn'kk esa iz;Ru'khy gSA ngst izFkk 
ds mUewyu ds fy, ns'k ds ;qokoxZ esa Hkh tkx``fr vko';d 
gSA iqjkuh jhfr&fjoktksa esa fo'okl j[kus okys iqjkus yksxksa 
dh izo``fr esa vkewy ifjorZu gksuk vlaHko lk gh gSA blds 
fy, n`````````< izfrK gksdj ;qod ;qofr;ksa dks vkxs vkuk pkfg,A 
vf'kf{kr rFkk :<+hoknh izo``fr ds O;fDr;ksa dks ngst ds 
nq"ifj.kkeksa ls O;kid :I ls ifjf;r djk;k tk,A yM+fd;ksa 
dh f'k{kk ij ekrk firk vf/kd /;ku nsa vkSj mUgsa vkRefuHkZj 
;ksX; cuk,a dsoy lkekftd Lrj ij gh ugha oju~~ ''kkldh; 
Lrj ij Hkh] blls ¼ngst½ eqfDr ikus ds fy, O;kid iz;Ru 
djus dh vko';drk gSA ljdkj dks pkfg, fd ngst ysus 
vkSj nsus dks dkuwuh vijk/k ?kksf"kr djds dBksj n.M dh 
O;oLFkk djds] vfr'kh?kz ykxw djsaA yksxksa esa ngst ds fo:} 
lqfu;ksftr <ax ls izpkj fd;k tk,A lkFk gh bl dk;Z ds 
fy, lkekftd psruk ls laiUu tkx:d ukxfjdksa dks Hkh 
vkxs vkuk pkfg,A ;qodksa  vkSj ;qofr;ksa dks pkfg, fdos 
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xfr vH;kl& 15

lkoZtfud {ks= ds izfr"Bkukasa ds dk;Zdykiksa ij xgjk vlarks"k 
O;Dr djds iz/kkueU=h Jherh bfUnjk xak/kh us vke turk 
dh Hkkoukvksa dks ok.kh iznku dh gSA vHkh rd vke yks-
drU= ;k foi{k }kjk vFkok lekpkj i=ksa esa lkoZtfud {ks=ksa 
dh fLFkfr dh tks vkykspuk gksrh Fkh mls lEcfU/kr ea=h] 
vf/kdkjh o deZpkjh xEHkhjrk ls ugha ysrs Fks vkSj jLeh mŸkj 
nsdj ;k jktuhfr izsfjr vkykspuk crkdj cp fudyrs Fks] 
ysfdu vc tc Lo;a iz/kkuea=h us lkoZtfud {ks= ds izfr"Bkuksa 
ds dk;Z&dykiksa dh vkykspuk dh gS] rks mlls lEcfU/kr 
eaf=;ksa vkSj vf/kdkfj;ksa ds fy, viuh cpr dk jkLrk <Ww<uk 
eqf'dy gksxkA lkoZtfud {ks= ds izfr"Bkuksa us bl ns'k esa 
viuh dk;Z&i.kkyh ls ,lh izflf) cuk yh gS fd yksx 
vc lkoZtfud m|e dk dk;Z] ?kkVs dk m|evFkok udkjk 
jktuhfrKksa o lŸkk/kkfj;ksa ds pgsrs vQljksa ds ,s'kxkg ls 
ysus yxs gSaA ;s ,sls m|ksx lkfcr gq, gSa tks turk ds izfr 
rks vius dks tokcnsg ekurs gh ugha] miHkksDrk ds izfr Hkh 
bUgsa fdlh ftEesnkjh dk vglkl ugha gksrkS

vkt cMs vQlj vkerkSj ij lkoZtfud izfr"Bku esa fu;qfDr 
dks ,s'kks&vkjke o dekbZ dk ekSdk ekurs gSa rFkk viuk o 
vius jktuhfrd vkdkvksa dk ?kj Hkjus ds fy, bu lkoZt-
fud izfr"Bkuksa dk fueZe nksgu djrs gSaSA iz/kkuea=h us vc 
tc bu lkoZtfud izfr"Bkuksa ij utj Mkyh gh gS rks mUgsa 
mudh gkyr dks lq/kkjus ds fy, iwjh dMkbZ fn[kkuh pkfg, 
rFkk lEcfU/kr eaf=;ksa ds i= Hkstus ek= ls gh lUrks"k ugha 
djuk pkfg,A

lkoZtfud {ks= ds izfr"Bkuksa dh ;g nqnZ'kk D;ksa gqbZ\ vkSj os 
D;ksa ugha okLrfod lsok dj lds\ bl ij Hkh fopkj fd;k 
tkuk lehphu gksxkA igyh ckr rks ;g gS fd vf/kdrj 
lkoZtfud izfr"Bku ,slh lsokvksa vFkok mRiknuksa ds uke 
gSa tgkW mudk ,dkf/kdkj gS vkSj blfy, mUgsa u rks fdlh 
ls izfrLi/kkZ djds lgh o izfrLi/khZ ewY; ij mRiknu ;k 
lsok miyC/k djuh iMrh gS vkSj u gh xq.koŸkk dk [;ky 
j[kuk gksrk gSA 

ngst jfgr fookgksa dks izksRlkgu nsa rFkk Lo;a ,slk fookg 
djsa ftlesa ngst u fy;k tk,a vkSj u fn;k tk,A yksxksa esa 
ngst fojks/kh Hkkouk fodflr djus ds fy, i=&if=dkvksa] 
jsfM;ksa] flusek vkfn izpkj ek/;eksa dk Hkjiwj mi;ksx fd;k 
tkuk pkfg,A 

le; cnyk ns'k dh fLFkfr cnyh] ge LorU= gq,] ijUrq 
gekjh izFkk,a vkt Hkh oSlh gh gS] tSls nks lkS o"kZ igys FkhA 
;s nks"k dqN gekjs gh ?kj ds LokFkhZ] /keZ ds Bsdsnkjksa us gekjs 
lekt dks fn, gSA izlUurk dh ckr gS fd Hkkjr ljdkj us 
ngst ij izfrcU/k yxk fn;k gSA  ijUrq bl dqizFkk dh tM+sa 
bruh xgjh pyh xbZ gS fd m[kkM+us ls Hkh ugha m[kM+rhA 
ngst izFkk gekjs lekt dks [kks[kyk djrh tk jgh gSA bl 
Hk;adj jksx ls NqVdkjk ikus ds fy, Hkkjr ds gj ukxfjd 
dks lSfud dh Hkkafr tw>uk gksxk] ngst fojks/kh vfHk;ku 
pykuk gksxkA vU;Fkk ngst :ih vtxj gekjs lekt dks 
iwjh rjg fuxy tk,xkA 
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xfr vH;kl&16

bl lErkg eq>s fjtoZ cSad ls ,Dlpsat ijfeV fgUnh esa feyk 
gSA eSa ugha le>rk fd bl ekeys esa dksbZ dkuwuh jkd gS] 
fdUrq ljdkj dk fgUnh dks c<kok nsus ls ''kk;n dsoy bruk 
gh ljksdkj gS A FkksMs ls ukeiÍ¼lkbu cksMZ½ fgUnh esa yxk 
nsus vkSj ljdkjh izfrosnuksa rFkk dqN xtV] vf/klwpukvksa 
dks fgUnh esa izdkf'kr dj nsus ek= ls gh ljdkj fgUnh ds 
izlkj lEcU/kh iz;klksa dh viuh bfrJh le> ysrh gS vkSj 
blh ij djksaMksa #i;ksa dh jkf'k O;; gks jgh gSA 

ubZ fnYyh esa vk;ksftr fo'o fgUnh lEesyu Hkh bl vH;kl 
dk ,d Hkkx gSA fgUnh ds izpkj izlkj dh fn'kk esa dksbZ Bksl 
iz;kl djus ds ctk, fgUnh Hkk"kk&Hkk"kh vkcknh ds erksa dks 
vkd``"V djuk gh bldk fo'ks"k mn~~ns'; izrhr gqvkA vusd 
fons'kh izfrfu/kh;ksa dks foeku ;k=k ds fy, fVdV fu%'kqYd 
fn, x, FksA fdUrq mUgsa Hkh ;g f'kdk;r jgh fd mUgsa ,d 
''kCn Hkh dgus dk volj ugha fn;k x;k A fgUnh ds dfri; 
ofj"B lkfgR;dkjksa dks Hkh tks bl lEesyu esa ''kkfey gq, 
Fks ;g dgrs lquk x;k fd gels tSlk O;ogkj fd;k x;k 
oSlk rks dqRrksa ds lkFk Hkh ugha fd;k tkrk 

,slk yxrk gS ekuksa Jherh bafnjk xkW/kh ds vk'khokZn vkSj 
vkaf'kd rkSj ij ljdkj }kjk nh xbZ foRrh; lgk;rk ls 
laiUu gqvk ;g lEesyu vxys pquko dk ,d iwjk vH;kl 
Fkk vkSj blesa tks dqN gqvk og Hkh pquko ds iwoZ gksus okyk 
,d rek'kk lk gh yxrk FkkA blls Hkh vf/kd v'kksHkuh; 
ckr ;g jgh fd blds fy, vkaef=r fd, tkus okyksa dk 
p;u djus esa Hkh xqVcanh dh jktuhfr ls viuk [ksy [ksyk 
;gka rd fd dkaxzsl ds dk;Zokgd v/;{k Jh deykifr 
f=ikBh dks ftUgksusa fgUnh ds fy, mYys[kuh; dk;Z fd;k 
gSA lEesyu ls ijs gh j[kk x;kA

okLro esa ;g fgUnh vkSj fgUnh okyksa dh =klnh gh gS gj 
pht ij i{kikr vFkok nyh; jktuhfr dh Nki yx tkrh gS 
fgUnh dks ,d ukjk ek= cukdj j[k fn;k x;k gS jktuhfr 
bl ukjksa dks vius rqPN LokFkksZa dh iwrhZ ds fy, jkr fnu 
yxkrs jgrs gSA vkSj D;ksafd bu usrkvksa es tks izHkko'kkyh gS 
osfgUnh Hkk"kk&Hkk"kh {ks= ds gSA vr% mu ij vWxqyh mBkus 
dh dksbZ Hkh fgEer ugha djrk mUgksusa vius ladh.kZ joS;s ls 
fgUnh dh lcls cM+h dqlsok dh gSA blh dkj.k ls o"kksZa rd 
fgUnh ds izpkj izlkj esa lfdz; jgus ds ckn Hkh pdzorh 
jktxksikykpk;Z Hkh tks Hkkjr ds xoZuj Hkh jgs FksA fgUnh ds 
fojks/kh gks x, FksA  

xfr vH;kl&17-

egkRek rqylhnkl dk tUe ckank ftys ds jktkiqj uked 
xkao esa gqvk Fkk buds firk dk uke ia- vkRekjke rFkk ekrk 
dk uke gqylh FkkA ;s luk<~~; czkg.k FksA dgk tkrk gS fd 
ckY;koLFkk esa gh buds ekrk firk us bUgas NksM+ fn;k FkkA 
blfy, mUgas cpiu esa cgqr lh dfBukbZ;ksa dk lkeuk djuk 
iM+k Fkk ;gka rd fd mUgsa fHk{kkVu djds thoufuokZg djuk 
iM+rk FkkA vius dfBu nfjnz~~rkiw.kZ thou dk mYys[k Lo;a 
rqylhnkl th us dbZ ckj fd;k gSA buds xq: dk uke 
ckck ujgfjnkl crk;k tkrk gSA mudh d``ik vkSj ifjJe 
ls rqylhnkl th us /keZ'kkL=ksa dk v/;;u djuk izkjEHk dj 
fn;k Fkk vkSj mUgsa v/;;u esa bruh lQyrk feyh fd vkxs 
pydj os vius ;qx ds u dsoy egku HkDr ;k dfo gh ekus 
tkus yxsA vfirq os ,d izdk.M fo}ku Hkh le>s tkrs Fks

Lok/;k; vkSj f'k{kk ds iwoZ dk gh ,d NksVk lk bfrgkl gSA 
vkSj og gSa jrukoyh okyh izfl} ?kVukA rqylhnkl us laH-
kor% lu~~ 1530 bZLoh esa jrukoyh ls fookg fd;k Fkk ftlesa 
bUgsa ,d ckj QVdkjrs gq, Hkxoku jke ls izse djus dh ckr 
dgh FkhA rHkh ls buds thou esa ifjorZu vk x;kA vkSj ;s 
lU;kl ysdj lk/kqlUrksa dh laxfr esa ?kweus yxsA rqylhnkl 
th us mUuhl o"kksZa rd I;ZVu fd;k bUgksus v;ks/;k] fp=dwV] 
txUukFkiqjh] jkes'oj] eFkqjk bR;kfn rhFkZ LFkkuksa dh ;k=k 
dhA tgka budh HksaV cM+s&cM+s lk/kq egkRekvksa rFkk dfo;ksa 
ls gqbZ rqylhnkl th us viuk vafre le; dk'kh esa fcrk;k 
FkkA dgk tkrk gSA fd ;gka bUgsa ;'k Hkh feyk vkSj I;kZIr 
d"V HkhA bUgsa ,d ckj Hkh"k.k ckgqihM+k Hkh gqbZ Fkh ftlds 
fy, bUgksusa guqeku oUnuk dh FkhA guqeku& ckgqd blh 
le; esa fy[kk FkkA bUgksus vius thou dk vf/kdka'k Hkkx 
Hkxouk jke dh xq.kxku djusa esa gh fcrk;k FkkA blh lanHkZ 
esa bUgksus dbZ xzUFk fy[ksA buesa jkepfjrekul] dforkokyh] 
fou;if=dk vkSj xhrkoyh izfl} gSA 
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xfr vH;kl&19

Hkxoku Jh d``".k us vtqZu dks fo'o dk :i fn[kk;k] og 
:i bruk foLe;dkjh Fkk fd ftls ns[kdj vtqZu Hk;Hkhr gks 
mBs] rhoz T;ksfr] vR;ar Å"ek] nzqfrxfr] Hk;adj dksykgy ns[k 
vtqZu ds :o:i ij fopkj djrs gS] rks fLFkfr vkSj tfVy 
gks ,d dksey va'k ek= Fkh] mldk mxz :i vkSj mlds 
jgL; o.kZukrhr gS] d`".k ''kCn cMk fofp= gS( Cysdgksy 
vkSj d`".kfi.M fofdj.k foKku ds egRoiw.kZ vax gSA ^ukUre~~ 
u e/;e~~ u iquLrokfne~~^ fQj bl fo'o dk vksj&Nksj izkjEHk 
djuk gksxkA fo'o ds lkjs inkFkZ ,oe~~ fofdj.k dk leqPp; 
gSA bl le; ge ikrs gSa fd lHkh XySfDl;ka ¼vkdk'k xaxk½ 
,d&nwljs ls nwj Hkkxrh tku iMrh gSA bl vkHkkl dh 
cqfu;kn lqnwj rkjkiqatksa ls fuLlkfjr izdk'k esa yky foLFkkiu 
dk ik;k tkuk gSA orZekudky esa ge fo'o dh izeq[k fo'ks"krk 
blh esa ikrs gSaA ;g ,d cMh fofp=rk gS] ftls ge QSyrs 
fo'o dh laKk nsrs gSA ,d vkssj fofp=rk dk irk 1965 esa 
pyk gSA og gS bl fo'o dh i``"BHkwfe esa loZ= fo|eku vkSj 
,d tSlk lw{e rjax fofdj.k tks fdlh d``".kfi.M ds rhu 
fMxzh dsfYou rki ij fofdj.k ds ln``'k gSA bUgha nks rF;ksa 
ds vk/kkj ij vrhrdky es >Wkdk tk,] rks ,slk yxrk gS 
fd ,d vjc o"kZ igys ;g fo'o vR;Ur l?ku vkSj xeZ 
voLFkk ls vkjEHk gqvk FkkA blh fo'o ds fuekZ.k dks fojkV~~ 
vkfr'kckth ekWMy ekuk x;k gS] fQj Hkh vkW[k dk {kf.kd 
fcUnq jgL;e; gS tks dYiukrhr gS vkSj mlds igys dh 
voLFkk Hkh dYiukrhr gSA vc ge bl ekWMy ds vk/kkj ij 
fo'o ds Lo:i dh Nkuchu djsa] tks le; dh xfr ds lkFk 
fuR; cnyuk vk;k gSA 

xfr vH;kl&18-

ekuuh; lHkkifr egksn;] fgUnh ftl xfr ls vaxzsth dk 
LFkku ys jgh gSA ml ij {kksHk mfpr gks ldrk gSA fdUrq 
fgUnh Hkk"kh jkT;ksa ds eq[;eaf=;ksa us ftl <ax ls dke ''kq: 
fd;k gS ;g lgh ugha gSA os fgUnh dks vius&vius jkT;ksa esa 
c<+kok nsus ds rjhdksa ij fopkj djus ds fy, feyrs jgrs gSA 
vkSj ppkZ djrs jgrs gSA bl cSBdksa esa ubZ fnYyh ds lkFk 
bu jkT;kssa }kjk i= O;ogkj esa fgUnh ds iz;ksx dks c<+kok 
nsus ij Hkh fopkj fd;k tkrk gSA ;g dksbZ nwjnf'kZrkiw.kZ 
uhfr ugha gSA ;g lgk;d fl} gksus ds ctk, gkfudkjd 
Hkh fl} gks ldrh gSA D;ksafd fgUnh ds izlkj esa ck/kk Mkyus 
ds fy, fgUnh Hkk"kh jkT;ksa ds eq[;ea=h ,dtqV gks x, rks 
D;k fLFkfr gksxhA 

fgUnh ds dV~~Vj leFkZdksa dks ;g ugh Hkwyuk pkfg, fd lafo/
kku lHkk esa dsoy ,d er cgqer ls gh fgUnh dks Lohdkj 
fd;k x;k Fkk ;g ,d oksV Hkh ,d iatkch vFkkZr Kkuh 
xqjeq[k flag eqlkfQj dk FkkA blh izdkj 1957 ls 1958 esa 
tc rRdkyhu x``gea=h Jh xksfoUn oYyHk iar dh v/;{krk 
esa jktHkk"kk laca/kh lalnh; lfefr dh cSBd gqbZ Fkh rks ;g 
loky u, fljs ls mB [kM+k gqvk Fkk ml le; Hkh dsoy 
,d oksV ds cgqer ls gh fgUnh dks Lohdkj fd;k x;k Fkk 
vkSj ;g ,d oksV if'peh caxky ds ,d dE;qfuLV lnL; 
dk FkkA 

okLro esa mu fnuksa iq:"kksRre nkl VaMu] ef.kosu iVsy vkSj 
MkWDVj j?kqohj us tks fgUnh ds izcy i{k/kj FksA vkSj fgUnh 
dks rRdky ykus ds fy, cgqr vf/kd O;xz Fks vkSj fgUnh Hkk"kh 
jkT;ksa ds fy, vf[ky Hkkjrh; o dsUnz~h; lsokvksa esa U;wure 
dksVs dh O;oLFkk dh tkus dh Hkh is'kd'k dh FkhA rc nf{k.k 
Hkkjr ds ,d lkaln us vkxs vkdj bl lq>ko dks ykxw gksus 
ls jksdkA bl lkaln dk Hkkoukvksa ls vksr&izksr Hkk"k.k lfefr 
ds le{k gqvkA vkSj mlesa psrkouh nh Fkh fd dksVZ iz.kkyh 
Hkkjr dh ,drk dks gh u"V dj nsxh mlus ;g Hkh dgk Fkk 
fd fgUnh ds vkus esa foyEc ls dgj ugha <+g tk,xkA 

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.2.31



174

xfr vH;kl&20

jk"Vª dh ,drk dh j{kk dks loZiz/kku drZO; crykrs gq, ns'k 
ds ew/kZU; fopkjd rFkk laLd``fr ds izdk.M fo}ku~~ vkpk;Z 
if.Mr iÍkfHkjke ''kkL=h us vius vkjfEHkd mn~~cks/ku esa iz/
kkuea=h dks ;g lkspus dh izsj.kk nh fd fdu mik;ksa ls bldk 
lEiq"V fd;k tk ldrk gS vkSj dSlh =qfV;kW gekjs lafo/kku 
rFkk O;kogkfjd vkpj.k esa vk xbZ gSA tks buesa ck/kd gS vkSj 
bUgsa nwj djuk ijeko';d gSA if.Mr iÍkfHkjke ''kkL=h us 
dgk fd ;g lEesyu lkjs ns'k ds fy, vkd"kZ.k dk fo"k; gSA 
;g ,d fo'ks"k okrkoj.k vkSj fof'k"V vuqHkwfr;ksa ds ifjizs{; 
esa gks jgk gSA pkyhl o"kkZsa ds LokrU=;dky esas ,d ifjiDo 
iztkrU= ds :i esa ge fodflr gq, gSa vkSj bl yEch vof/k 
esa gesa cgqr dqN ns[kus vkSj fl[kus dks feyk gSA bl vuqHko 
ds vk/kkj ij ;g Li"V gS fd jk"Vª dks ge lc yksxksa dh 
lsokvkssa dh furkUr vko';drk gSA jk"Vªh; iz'kuksa ds lek/
kku esa foosd'khy ]mnkjn"`Vh lEiUUk lR;fu"V fpUrdkssa dk 
;ksxnku vfuok;Z egRo j[krk gSA vkt ,slk le; vk x;lk 
gS fd fo}ku yksx ciuh fo|k ]ijEijk vkSj iz;ksx }kjk ifo= 
fo'kky n`f"V ls jk"Vª ds iFk iznZ'ku esa vxzlj gksa ]ftlls 
fpUrdksa ,oe~ lRrk ds lg;ksx ls ,d vykSfdd ''kfDr dh 
n``f"V gks lds ]blh drZO; dk fu:i.k lq= :I esa djrs gq, 
vkpk;Z izoj us egkf"kZ osnO;kl ds dFku dk mnkgj.k nsdj 
dgk fd tc v/keZ }kjk /keZ dh vkSj vlR; }kjk lR; dh 
gR;k gks jgh gks ]rc mldks ns[krs jguk Hkh loZFkk vU;k; 
gS ckSf)doxZ ,oa izcq)tu ,sls le; esa ekSu ugha jg ldrsA 
jkf"Vª; ,drk dks lEiq"V djrs jgus ds fy, lnk loZFkk 
iz;Ru'khy jguk vkSj blesa ''kkld rFkk ''kkflr oxZ dks 
la;ksftr djrs jguk ckSf)d tuksa dk loZiz/kku drZO; gSA 
''kkL=h egksn; us dgk fd Hkkjrh; x.kjkT; ds ewy esa loZ 
&/keZ&lEHkko gS tksfd Hkkjrh; laLd``fr dh vuqie nsu gSA 

xfr vH;kl&21

xfjjkt fgeky; ds fpj'kqHkz fgekPNfnr f'k[kjksa ls rhoz osx 
ls QwVdj fudyus okys fdrus >jus ,oa xjtrs gq, tyizikr 
]fdrus  cfQZys ukys vkSj lrrizokgh ufn;k¡ ,d lkFk feydj 
fo'kky lqj &lfjrk xaxk th ds :I esa izokfgr gksrh gqbZ leqnz 
dh vksj Hk;adj osx ls nkSMrh gS Ablh izdkj vxf.kr lUrksa 
ds ân; ls rFkk fofHkUu Hkw&Hkkxksa ds izfrHkk'kkyh O;fDr;ksa 
ds efLr"d ls mRiUu gq, fdrus izdkj ds Hkkoksa rFkk fopkjksa 
,oa ''kfDr izokgksa us mPprj ekuoh; dk;ksZa ds izn'kZu {ks= 
deZ Hkwfe Hkkjr dks igys ls gh O;kIr dj j[kk gSA 

lpeqp Hkkjr fofHkUu ekuo oa'kksa dk ekuksa ,d laxzgyk; gSA 
uj vkSj okuj esa laca/k LFkkfir djus okyk tks ,d vfLFk-
dadky gky gh esa lqek=k esa ik;k x;k gSA og ''kks/k djus 
ij laHkor% ;gka Hkh izkIr gks ldrk gSA ;gka izkxSfrgkfld 
dky ds ik"kk.k fufeZr }kjk izdkjksa dk vHkko ughaA pded 
ds vkSTkkj rks izk;% dgha Hkh [kksn dj fudkys tk ldrs gSA 
fQj ,sfrgkfld dky ds usfxzVksdkWysfj;u nz~~kfoM+ rFkk vk;Z 
ekuo oa'k Hkh ;gka ik, tkrs gSA buds lkFk le;&le; ij 
izk;% leLr Kkr ,oa  cgqr ls vkt Hkh vKkr ekuo oa'kksa 
dk fdlh va'k esa lfEeJ.k gksrk jgk gSA maQfr mcyrh 
la?k"kZ djrh vkSj lrr :I cnyrh gqbZ rFkk Åijh lrg rd 
mBdj QSy dj NksVh&NksVh ygjksa dks fuxydj iqu% ''kkar 
gksrh gqbZ bl fofHkUu oa'k:ih rajxksa ls cuk gqvk ekuork 
dk egklkxj ogh gS Hkkjro"kZ dk bfrgklA

bu fofHkUu ekuo oa'kksa ds lg;ksx ls gekjs orZeku lektksa 
jhfr;ksa vkSj :f<+;ksa dk fodkl gksuk izkjEHk gqvkA u, fopkj 
mRiUu gksrs x, vkSj u, foKkuksa dk chtkjksi.k gksus yxkA 
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xfr vH;kl&22

v/;{kth] Hkkjrh; lekt dY;k.k ea=ky; rFkk jk"Vª la?k 
ds lg;ksx ls foxr fnol esa cPpksa ds vf/kdkjksa dh j{kk 
ds fy, tks vQzks&,f'k;kbZ lEesyu gqvk] mlds lq>ko cgqr 
gh egRoiw.kZ gSaA pwWfd ;g lEesyu Lo;a Hkkjr ljdkj dh 
igy ls gqvk gS] vr% ;g vk'kk dh tkuh pkfg, fd bl 
ns'k esa Hkh cPpksa ds vf/kdkjksa dh j{kk ds fy, lgh okrkoj.k 
cusxk] ij vHkh rks ek= vk'kk gh dh tkrh gS] D;ksafd gekjs 
usrk eap ij dqN vkSj cksyrs gSa vkSj O;ogkj esa muds dk;Z 
nwljs izdkj ds gksrs gSaA Hkkjr ljdkj dh igy ls ;g dksbZ 
igyk vUrjkZ"Vªh; Lrj dk lEesyu fnYyh esa ugha gqvk gSA 
vusd egRoiw.kZ fo"k;ksa ij blls igys Hkh lEesyu gks pqds 
gSa] ijUrq bu lEesyuksa dh vuq'kalkvkS dks dk;kZfUor dj 
ldus esa Hkkjr ljdkj vlQy jgh gSA

cPpksa ds vf/kdkjksa ds lEcU/k esa tks lEesyu fnYyh esa gqvk 
mlls dsoy bruh ckr rks Li"V gks tkrh gS fd lEL;k 
ds izfr dsUnzh; lŸkk tkx:d gS] ij gekjh orZeku la?kh; 
O;oLFkk esa dsUnz jkT; ljdkjksa dks bl fn'kk esa dk;Z djus 
ds fy, fo'ks"k:i ls izsfjr dj ldsxk] bldh lEHkkouk cgqr 
gh de gSA gekjs ns'k ds cPps  dqiks"k.k ls xzLr gSaA f'k{kk 
vkSj LokLF; ds fy, mUgsa mfpr lqfo/kk,a ugha feyrha rFkk 
[kaydwn ds lUnHkZ esa Hkh vkt Hkkjrh; cPpksa ds ikl lk/
kkj.k lqfo/kk,a Hkh miyC/k ugha gSaA ifCyd Ldwyksa esa i<us 
okys cPPkksa dks feyuh pkfg, og mUgsa ugha fey ikrhaA NksVs 
''kgjksa vkSj dLcksa ds Ldwyksa esa D;k gksrk gksxk bldk vuqeku 
blh ls yxk;k tk ldrk gS fd gekjs ns'k ds tks cM+s&cM+s 
egkuxj gSa vkSj fo'ks"k :i ls mŸkj izns'k ds egkuxj gSa] 
ogkW ds Ldwyksa esa [ksydwn dh lqfo/kk,W fnu&izfrfnu tku 
cw>dj de dh tk jgh gSaA [ksydwn ds fy, NksM+s x, eSnkuksa 
ij  ;k rks fdjk;k[kksjh ds fy, Hkou cuk, tk jgs gSa vFkok 
mudk iz;ksx vU; ,sls dk;ksZa esa fd;k tk jgk gS] ftuds 
ifj.keLo:i cPpksa dks muds vf/kdkj ugha fey ikrsA

xfr vH;kl&23

v/;{k th] vkt gekjs ns'k esa fdlh Hkh in ds fy, HkrhZ 
dh tks O;oLFkk gS] og bruh Je] le; vkSj vFkZ&lk/; gS 
fd ukSdjh ikuk cgqr [kphZyk gks x;k gSA vc yxHkx gj 
ljdkjh foHkkx dks] cSadksa vkSj thou&chek fuxe vkfn dks 
cM+s iSekus ij DydksZsa] bUlisDVjksa vkfn dh t:jr gksrh gS 
vkSj mudh HkrhZ ds fy, gj foHkkx viuh vyx&vyx ijh{kk 
ysrk gS] bldk Li"V vFkZ ;g gqvk fd tks ijh{kk,¡  fofHkUu 
cksMksZa }kjk yh tkrh gSa mu ij ;s foHkkx fo'okl ugha djrs 
vFkok tks ikB~;dze i<+k;k tkrk gS] og O;fDr dks ukSdjh;ksa 
ds fy, rS;kj ugha djrk A ;fn nuesa ls dksbZ Hkh dkj.k gS] 
rks mldk fujkdj.k gksuk pkfg,A

vc lHkh {ks=ksa esa fo'ks"krk dk ;qx vk x;k gS] rks dkWystksa 
esa DydksZa] vk'kqfyfid] lsdzsVjhf'ki] bUlisDVªh vkfn ds 
ikB~;dze ,d fo'ks"k Lrj ds ckn] ,sfPNd fo"k; ds :i esa 
D;ksa ugha i<+k, tkrs\ vkSj muesa mŸkh.kZ yM+dksa dk esfjV 
ds vk/kkj ij p;u djds mudk bUVjO;w djds HkrhZ  D;ksa 
ughaa dj yh tkrh\ blls de&ls&de Nk=ksa dks ml de 
dk lgh izf'k{k.k rks fey ldsxl] ftlds fy, mUgsa HkrhZ 
fd;k tkuk gSA

vHkh vk'kqys[ku vkfn ds tks ikB~;dze ljdkjh laLFkkuksa 
esa i<+k, tkrs gSa] muesa lhVsa cgqr de jgrh gSa vkSj blesa 
i;kZIr laLFkk esa mfpr izf'k{k.k izkIr deZpkjh u rks ljdkj 
dks miyC/k gks ikrs gSa vkSj u gh futh m|ksxksa o O;kikj 
esa yx ikrs gSaA tks f'k{kk O;fDr dks jkstxkj dh ;ksX;rk 
ugha ns ikrh] mlesa vkRefo'okl mRiUu ugha dj ikrh vkSj 
mLksegt MaMs o /kDda [kkus ;ksX; cukrh gS] mls tkjh j[kus 
ls D;k ykHk\ ftUgsa DydhZ djuk gS mUgsa Qkbfyax] i=ys[ku] 
fVIi.kh ys[ku] fjiksVZ cukus vkfn ds ikB~;dze u i<+k djds] 
r`rh; ;k f}rh; Js.kh ds dyk Lukrd ;k ijkLukrd cuk 
nsus ls D;k ykHk\ O;fDr dks mi;ksxh f'k{kk miyC/k djkuk 
rFkk mls lEekuiw.kZ jkstxkj djkuk ljdkj dh ftEesnkjh gSA

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.2.31



176

xfr vH;kl&24

dkuiqj o y[kuÅ esa gqbZ jk"Vªh; Lrj dh nks izfr;ksfxrkvksa 
ds nkSjku mŸkj izns'k  ds nks f[kykfM+;ksa& xkft;kckn ds 
fofiu xxZ vkSj dkuiqj ds ltho ikBd us vius ''kkunkj 
[ksy ds }kjk tks dfj'ek fn[kk;k gS mlls Li"V gks x;k gS 
fg izf'k{k.k o lk/kuksa ds vHkko ds ckotwn Hkh ;s f[kykM+h 
ekewyh ugha gSA 

dkuiqj ds vkfMZusal Dyc gky esa fofiu xxZ us loZizFke 
,l- jkekLokeh ds f[kykQ izFke [ksy gkj tkus ds ckotwn 
viuh la?k"kZ {kerk dk izn'kZu djrs gq, 18&21] 21&17 o 
21&17 ls thr ntZ djds tks luluh QSykbZ og vxys fnu 
ml le; tksjnkj /kekds ds :i esa cny xbZ] tc fofiu 
us d;wZ&jkt ljh[ks fnXxt dks Hkh gjk fn;kA fofiu xxZ 
vfUre vkB f[kykfM+;ksa dh yhx gsrq LFkku lqjf{kr djus 
okyk mŸkj izns'k dk ,d ek= f[kykM+h cuk vkSj ckn esa mls 
iq#"k flaxYl esa vkBok¡ LFkku gh izkIr gqvkA

nwljh vksj gSa&dkuiqj ds latho ikBd ftls fd jk"Vªh; jSafdax 
esa twfu;j oxZ esa NBk LFkku feyk gqvk gSA y[kuÅ ds ds-
Mh- flag ckcw gky esa twfu;j flaxYl Qkbuy esa tc t;ar 
?kkVs dks gjkus esa lQy gqvk] rks bls lathodh vizR;kf'kr 
thr ekuk x;kA latho dk Qkbuy esa eqdkcyk gqvk vle 
ds v#.k T;ksfr c#vk ls ] tksfd ekStwnk jSafdax esa ns'k dk 
''kh"kZ f[kykM+h gSA latho us oSls rks c#vk dks yM+kdj j[k 
fn;k vkSj iwjs eSp ds nkSjku la?k"kZ Hkh gqvkA c#vk gkykfd 
3&1 ls thr x;k] ysfdu dguk xyr u gksxk fd latho 
;fn /kS;Z ,dkxzrk ds lkFk c#vk ds f[kykQ [ksyk gksrk] 
tSlk fd og rhljs [ksy esa [ksyk oSlk gh [ksy iwjs eSp esa 
viuk;k gksrk] rks dksbZ rkTtqc ugha fd og c#vk dks gjkus 
esa Hkh lQy gks tkrkA 

xfr vH;kl&25

ekU;oj] ftl fo"k; ij ppkZ gks jgh gS ml fo"k; dk gekjs 
ns'k ds tuthou ls gekjs ns'k ds yksdrU= ls vkSj gekjs 
ns'k dh dkuwu&O;oLFkk ls lh/kk lEcU/k gS] ;gh dkj.k gS fd 
vktknh ds ckn vkSj vktknh ds igys bl fo"k; ij gekjs 
ns'k dss tks jktuhfrK vkSj f'k{kk'kkL=h gSa] tks bl fo"k; essa 
#fp j[krs gS vkSj ekU;oj] tks gekjs ns'k ds iz'kkld jgs gSa 
mu lcus le;&le; ij tks gekjh f'k{kk&i)fr gS] mlesa 
vkewypwy ifjorZu dh igy dh gSA bl fo"k; ds ckjs esa  
dkQh xEHkhj fpUru gqvk gSA vkt Hkh vxj ge bl fLFkfr 
ij fopkj djsa ] rks gekjs ns'k esa f'k{kk dk D;k izHkko gS] 
rks ge ns[krs gSa fd pkjksa vksj ftrus Hkh fo'ofo|ky; gSa] os 
cUn gSa lc txg >xM+s QSy jgs gSaA ,slk yxrk gS fd ;s 
f'k{kk efUnj ugha gS oju~ fgalk vkSj minzo ds v[kkM+s cu 
x, gSA eSa ugha ekurk gwW fd blesa fo/kkFkhZ;ksa dh xyrh gSA 
;g gekjh f'k{kk i)fr dk gh nks"k gSA bl izdkj f'k{kk i)
fr eas lq/kkj gksuk gh pkfg,A

f'k{kk i)fr ds ifjorZu ds ckjs esa gekjs ;gka xaHkhj fparu 
gks jgk gSA orZeku f'k{kk i)fr vaxzsth jkt dh nsu gSA yksMZ 
eSdkys us gekjs ns'k esa ftl iz.kkyh dks ykxw fd;k FkkA 
mlh dk FkksM+k&cgqr :i vkt Hkh ekStwn gSA 1968 esa fiNys 
''kklu us f'k{kk dh ,d jk"Vz~h; uhfr dh ?kks"k.kk dh Fkh vkSj 
;g fuf'pr fd;k Fkk fd mlesa le;&le; ij lq/kkj vkSj 
ifjorZu gksrk jgsxkA vkt ;g ekax tksjksa ls gSA fd gekjh 
,d fuf'pr jk"Vz~h; uhfr f'k{kk ds laca/k esa gksuh pkfg,A eS 
;g dguk pkgwWxk fd jk"Vz~h; uhfr dh ?kks"k.kk gksus ls igys 
mldk lh/kk laca/k ftu yksxksa ls gSA muds fopkjksa dks lquus 
ds i'pkr gh ykxw djuk pkfg,A
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xfr vH;kl&26-

gekjs ns'k dk d``f"k {ks= esa okafNr fodkl rHkh laHko gSA tc 
fd d``f"k mRikndrk esa o``f) ykus rFkk xjhch] Hkq[kejh ,oa 
vdky ls d``"kdksa dh j{kk djus ds fy, o mUgsa [kq'kgky 
cukus ds fy, nh?kkZo/kh _.kfoRr ds izfr O;kIr mis{kk dh 
Hkkouk dks lekIr djus dk iz;kl fd;k tk,A blds fy, 
d``f"k {ks= esa Hkh bls m/kksxksa ds led{k ekurs gq, fofu;kstu 
fu/kh dh O;oLFkk ''kh?kzvfr'kh?kz dh tkuh pkfg,A 

ns'k dh jk"Vz~h; vk; esa d``f"k dk 50 izfr'kr ;ksxnku gSA 
tcfd vkS/kksfxd {ks= dk ek= 18 izfr'krA blfy, ;g 
vkSj Hkh mfpr gS fd vU; m/kksxksa dh HkkWfr d``f"k ds fy, Hkh 
nh?kkZo/kh fofu;kstu ;ksX; fuf/k tks orZeku esa U;wure ;k 
uke ek= gh gSA miyC/k djkbZ tk,A

blds vfrfjDr ;g Hkh /;ku nsuk gksxk fd d``"kdksa dks tks 
_.k forfjr fd;k tk, mldk lgh mn~~ns'; ds fy, gh 
mi;ksx gksaA _.k dk nq:i;ksx u dsoy lexz  vkfFkZd i)
fr dks gh dqizHkkfor djrk gSA vfirq vUrrksxRok _f.k dh 
Hkqxrku dh {kerk esa deh vkrh gSA ;g nqHkkZX; dh ckr gS 
fd vHkh Hkh gekjs fiNys {ks=ksa f'k{kk dk okafNr izlkj ugha 
gqvk gSA vkt Hkh bu {ks=ksa ds vf/kdka'k d````"kd vf'kf{kr gSA 
bu vf'kf{kr d````"kdksa dks tks ukeek= ds _.k izkIr gksrs gS 
muds fy, Hkh vusd nq:g iFkksa ls xqtjuk iM+Rkk gSA mUgsa 
vkosfnr _.k ''kh?kz Lohd``r djkusa ds fy, ;k mls xfr esa 
ykus ds fy, izk;% fj'or dk lgkjk ysuk iM+rk gSA rc dgha 
tkdj mls vius d``f``"k m/kksx esa Hkh fu;ksftr djus ds fy, 
_.k ds :I esa tks jkf'k feyrh gSA og fj'or jkf'k ds dkj.k 
izk;% _.k ls dgha de gks tkrh gSA ;gh ugha izkFkfed Hkwfe 
fodkl cSadksa }kjk d````"kdksa ds _.k vkosnu i=ksa ds fu"iknu 
esa tks yEck le; yxrk gS vFkok ftl fDy"V izfdz;k ls 
vkosnu i= dks xqtjuk iM+rk gSA og Hkh vo.kZuh; gSA 

xfr vH;kl&27-

fo'o esa phu ds ckn lcls vf/kd vkcknh okyk ns'k Hkkjr 
gSA nqfu;k dh dqy vkcknh dk 15 izfr'kr Hkkx gekjs ns'k 
esa fuokl djrk gSA tcfd {ks=Qy ds fygkt ls fo'o ds 
dqy Hkw&Hkkx dk 2-5 izfr'kr ls Hkh de Hkw&Hkkx gSA 1981 
dh tux.kuk ds vuqlkj gekjs ns'k dh tulW[;k 68 djksM+ 
40 yk[k FkhA tks vkt c<+dj ------------------------------------------- ls Hkh 
vf/kd gks pqdh gSA 1971 ls 1981 ds n'kd esa tulW[;k essa 
24-25 izfr'kr dh o``f) gqbZ gSA fiNys n'kd ds eqdkcys esa 
vkaf'kd deh vkbZ gSA vc gekjh tulW[;k dk iBkjh Lo:I 
vkjEHk gksus yxk gSA 

tulW[;k ds jftLVz~kj }kjk izdkf'kr fjiksVZ ds vuqlkj 1971 
ls 1981 ds chp ns'k esa lokZf/kd tulW[;k esa o`f} eqlyekuksa 
dh gqbZA tks 30-50 izfr'kr  gSsa lclsa de o``f} bZlkb;ksa dh 
gqbZ tks 16-77 izfr'kr gSA fgUnqvksa dh tulW[;k es o``f} 
24-50 izfr'kr flD[kksa dh 26-15 izfr'kr] ckS}qvksa dh 22-52 
izfr'kr vkSj tSfu;ksa dh 23-69 izfr'kr gqbZA

foxr nl o"kksZa esa ns'k dh tulW[;k esa 24-69 izfr'kr dh 
o``f} gqbZ gSA fgUnqvksa dh lW[;k 4420 yk[k ls c<+dj 5190 
yk[k gks xbZA vFkkZr o``}h 24-15 izfr'kr gqbZA ijUrq dqy 
vkcknh esa fgUnw lW[;k dk vuqikr 83 izfr'kr jg x;kA 
eqfLye vkcknh xr 20 o"kksZa esa 578 yk[k ls c<+dj 7573 
yk[k gks xbZA tks fd 30-59 izfr'kr c<++hA dqy vkcknh esa 
eqfLye vuqikr vk/kk izfr'kr c<+kA vFkkZr~~ 10-84 c<+dj 
11-35 izfr'kr gks x;kA

1971 dh tux.kuk esa ns'k esa dqy 131 yk[k bZlkbZ FksA vc 
os c<+dj 167-7 yk[k gks x, gSA ns'k dh vkcknh esa bZlkbZ 
vuqikr 2-59 izfr'kr FkkA ;g ?kVdj 2-43 izfr'kr jg x;kA 
flD[kksa dh vkcknh 1 djksM+ 30 gtkj ls c<++dj 1 djksM+ 30 
yk[k gks xbZA mudh tulW[;k esa o``}h 20-15 izfr'kr o``}h 
gqbZA mudh vkcknh dk vuqikr Hkh 1-94 ls c<+dj 1-96 gks 
x;kA ckS) ekoyEch 38 yk[k ls c<+dj 47 yk[k gks x, 
gSA tSu nks djksM+ 59 yk[k ls c<+dj rhu djksM+ chl yk[k 
gks x, gSA vkU/kz] xqtjkr] gfj;k.kk] tEew d'ehj] ef.kiqj 
o ukxkyS.M esa fgUnqvksa dh lW[;k c<+h gSA ''ks"k jkT;ksa esa 
fgUnqvksa dh vkcknh dk izfr'kr de gqvk gSA 
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xfr vH;kl&28-

gekjs eq[;ea=h le;&le; ij uSfrd f'k{kk ls ysdj iqfyl 
ds drZO;ksa rd ij vius lkef;d fopkj O;Dr djrs jgs 
gSA mUgs ajkT; dh leL;kvksa dh vPNh tkudkjh gS vkSj os 
muds izfr tkx:d Hkh jgrs gSA ''kk;n lk/kuksa ds vHkko ds 
dkj.k mUgsa gy djus dh fn'kk esa mruh izxfr ugha gks ikrhA 
ftruh fd ''kk;n Lo;a eq[;ea=h vkSj jkT; ds ukxfjd Hkh 
vis{kk j[krs gSA 

tgkW rd iqfyl dk laca/k gSA lRrk/kkjh usrkvksa ls mins'k] 
funsZ'k o vkns'k ikuk] foif{k;ksa ls vkykspuk ikuk rFkk vke 
vknfe;ksa esa xkfy;ka ikuk vkSj xkfy;ka nsuk Hkh mldh etcwjh 
gSA iqfyl dks ;g gj dksbZ crkus dks rS;kj jgrk gSA fd mls 
viuk dke fdl rjg djuk pkfg, vkSj ;g pkgs iztkra= 
esa turk dk vkSj bl ukrs tu izfrfuf/k;ksa dk Hkh vf/kdkj 
gSA ;g tkuus dh dks'kh'k de gh dh tkrh gSA fd iqfyl 
Loa; viuh dk;Zfo/kh vkSj leL;kvksa ds ckjs esa D;k lksprh 
gSA vkSj mUgsa fdl izdkj  ls gy djus dk bjknk j[krh 
gSA ;g Bhd gS fd iqfyl dks bl ekeys esa ,dne euekuh 
djus dh btktr ugha nh tk ldrh ysfdu mldh jk; rks 
irk dh gh tkuh pkfg, iqfyl ds laca/k esa tks vk;ksx ;k 
lfefr;ka xfBr gksrh gSA mudh flQkfj'kksa ij eq[;r% jk-
tuhfrd dkj.kksa ls vkSj xkS.kr% vkfFkZd o dkuwuh dkj.kksa ls 
vey ugha fd;k tkrk vkt ns'k dh D;k vko';drk,a vkSj 
mUgsa ns[krsa gq, fdl izdkj dh vkSj fdruh lW[;k esa iqfyl 
gksuh pkfg, rFkk mls fdl izdkj dk izf'k{k.k o lqfo/kk nh 
tk,aA tc rd bu cqfu;knh ckrksa ij fopkj ugha gksrk rFkk 
mlds vuqlkj ifjorZu ugha fd;s tkrs rc iqfyl vijk/kh;ksa 
ij dM+h utj j[k ikus dh vis{kk rks iwjh dj gh ugha dj 
ik,xhA gka vycRrk lRrk/kkjh;ksa dh Hkw&Hkafxek ij t:j 
utj j[krh jgsxh D;ksa fd mlh ls mldk cuuk fcxM+uk gSA 

xfr vH;kl&29-

fgUnh vkSj mnwZ ewy esa ,d gh Hkk"kk gSA mnwZ fgUnh dk dsoy 
eqlyekuh :I gS vkt dbZ ''krd chr tkus ij bu nksuksa 
esa fo'ks"k vUrj ugha gSA blds vuq;k;h yksx uke ek= ds 
vUrj dks o``Fkk gh c<+k jgs gSA ;fn ge yksx fgUnh esa laLd``r 
ds vkSj eqlyeku yksx vjch Qkjlh ds ''kCn de fy[ksa rks 
nksuksa Hkk"kkvksa esa vUrj de gks tk,a vkSj laHko gS fdlh fnu 
nksuksa leqnk;ksa dh fyih vkSj Hkk"kk ,d gks tk,aA /keZHksn ds 
dkj.k fiNyh ''krkCnh esa fgUnh vkSj mnwZ izpkjdks aesa ijLij 
[khapk rkuh ''kq: gks xbZA eqlyeku fgUnh ls ?k`.kk djus 
yxs vkSj fgUnqvksa esa fgUnh ds izpkj ij tksj fn;k ifj.kke 
;g gqvk fd fgUnh esa laLd``r ''kCn vkSj mnwZ esa vjch Qkjlh 
''kCn dh vf/kdrk gks xbZ Qyr% nksuksa Hkk"kkvksa esa dkQh 
vUrj vk x;kA blds ckn jktuhfrd dkj.kksa ls fgUnh vkSj 
mnwZ fefJr fgUnqLrkuh Hkk"kk ij cy fn;k x;kA

vkjEHk ls gh fgUnh vkSj mnwZ esa dbZ ckrks esa vUrj jgk gSA 
mnwZ Qkjlh fyih esa fy[kh tkrh gS tcfd fgUnh nsoukxjh 
esaA mnwZ esa vjch Qkjlh ''kCnksa dh Hkjekj jgrh gSA vkSj 
bldh okD; jpuk esa izk;% fo'ks"; fo'ks"k.k ds igys vkrk 
gSA dfork esa Qkjlh dk lacks/ku dkjd ds :I esa iz;qDr 
gksrk gSA fgUnh essa fgUnh ds laca/k okpd loZuke ds cnys 
mlesa dHkh dHkh Qkjlh dk laca/k okpd loZuke vkrk gSA 
blds flok jpuk esa vkSj Hkh nks ,d ckrksa dk vUrj gSA 
dksbZ&dksbZ mnwZ ys[kd bu fosns'kh ''kCnksa ds fy[kus esa lhek 
ls ckgj pys tkrs gSA mnwZ vkSj fgUnh dh Nan jpuk esa Hkh 
Hksn gSA eqlyeku yksx Qkjlh vjch ds Nanksa dk iz;ksx djrs 
gSA blds vykok muds lkfgR; esa eqlyekuh bfrgkl vkSj 
nar dFkkvksa dk cgqr mYys[k jgrk gSA ''ks"k nksuksa ckrksa esa 
nksuksa Hkk"kk ,d gSA 
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xfr vH;kl&30-

iz/kkuea=h lfpoky; esa fQj iatkch ykWch dk uke d'ehjh 
ykWch esa tedj Buh gqbZ gSA ftldk vizR;{k ykHk fnYyh ds 
dqN ofj"B i=dkjksa dks gks jgk gS A rkth ?kVuk egkjk"Vª 
esa izns'k badk v/;{k dh fu;qDrh dks ysdj gqbZ tks vkilh 
[khap rku dh gS jktho xka/kh vkSj v:.k usg: dh bPNk 
Fkh fd egkjk"Vª izns'k badk ds v/;{k in ij egkjk"Vª ds 
eqa[;ea=h clarnknk ikfVy ds gh fdlh vkneh dks fu;qDr 
fd;k tk, A Jh vkj- ds- /kou vkSj czEgpkjh ykWch us igys 
eksgEen vlhj fQj izks- dkeys dks bl in ij fdlh rjg 
fcBok fn;k A blls badk gkbZ deku dh fLFkfr nksgjk okyh 
gks xbZ A egkjk"Vª esa nksuksa gh O;fDr ,-vkj-vUrqys ds [kkl 
ekus tkrs gSa A bl ?kVuk ls badk egklfpo v:.k usg: Hkh 
dkQh nq[kh gSA /kou ds dkj.k gh badk dks fooknkLin fLFkfr 
esa QWaluk IkM+k A bl dkj.k ppkZ gS fd /kou dk ''kh?kz gh 
fdlh iM+kslh ns'k esa mPpk;qDr cukdj Hkstk tk,xk A 

vle vkSj iatkc ds ekeys ij yksdlHkk esa foi{kh lkalnksa ,oa 
bf.M;k Vq&Ms esa Jh v:.k ''kkSjh d sys[k dh ijs'kkuh badk 
dks vc mBkuh iM+ jgh gS A ukFkZ CykWd vkSj lkmFk CykWd 
esa ppkZ ;g gS fd v:.k ''kkSjh dks vkj + ds /kou us enn 
dh Fkh A xk; dh pchZ okys ekeys esa Hkh /kou us ''kq) tSu 
ouLifr ds ekfyd fouksn dqekj tSu dks cpkus dh cgqr 
dksf'k'k dh A blls gh foi{k dks ljdkj ij geyk djus 
dk ekSdk feyk A yksdny lkaln Hkh gjxksfoUn oekZ us bl 
ckr dks dgk fd tSu /kou ds [kkl fe= jgs gSa A 

nwljh vksj iz/kkuea=h lfpoky; ds ofj"B vQljksa esa fnLkEcj 
esa tcjnLr Qsj cny dh Hkh ppkZ gSA dqN u, izHkko'kkyh 
tkudkj O;fDr;ksa dks mRrjnkf;Ro okys inksa ij fu;qDr fd, 
tkus dh ppkZ gSA yksdlHkk ds ekStwn l= ,oa jk"VªeaMy ds 
ns'kksa ds izeq[kksa ds lEesyu ds ckn dsfUnz; eaf=e.My esa Hkh 
Qsj cny fd;k tk,xk A 

vH;kl &31

ekU;oj ] yksdra= dk nq:Ik;ksx djds inyksyqi O;fDr fdl 
izdkj dls rkuk'kkg cu tkrs gSa vkSj fQj yksdra= dh nqgkbZ 
nsrs jgrs gSa bldk lcls rktk mnkgj.k gSa &ekdksZl tks vHkh 
dqN fnu igys rd fQyhihUl ds jk"Vªifr Fks A izfrc) 
ukSdj'kkgh iqfyl dk lgkjk ysdj erisfV;ksa esa ifjorZu 
djds foi{kh usrkvksa ij rjg &rjg ds tqYe <kus okyk 
og O;fDr ] vkt viuh gh turk ds }kjk m[kkM+dj Qsad 
fn;k x;k vkSj ,alk Qsadk x;k fd vc ih<+h nj ih<+h rd 
dksbZ Hkh ml O;fDr dk uke lEekuiwoZd ysxk gh ugha vkSj 
bfrgkl esa mls dkyk /kCck cryk;k tk,xk A egku~ nk'kZfud 
vjfoUn vDlj dgk djrs Fks fd tc lkfRod ''kfDr;ksa dk 
neu cgqr fd;k tkrk gS] rc ,d volj ,slk vkrk gS tc 
izd`fr cnyk ysus ds fy, djoV ysrh gS vkSj ml djoV ls 
tks lagkj gksrk gS ] mlls cgqr dqN rgl & ugl gks tkrk 
gS A fQyhihUl esa yksdra= dh vkM+ ysdj vkSj yksdra= dk 
ukVd djds ftl izdkj ls tuHkkoukvksa dh gR;k dh xbZ 
mlds fojks/k esa ,d fnu turk dh vaxM+kbZ ysuh gh Fkh A 
turk dh vaxM+kbZ ls ekdksZl dk iru gqvk A mls vius 
ns'k ls Hkkxuk iM+k A ;g Hkh ,d nq[kn lR; gS fd ,sls 
O;fDr lkekU;r;k fons'kh jk"Vªksa dk lg;ksx ysrs gSaA fons'kh 
lsukvksa ds cycwrs os u dsoy lRrk esa cSBs jgrs gSa ] cfYD 
vius gh ns'k dh turk ij rjg & rjg ds vR;kpkj djrs 
gSa A ekdksZl dh dgkuh vkSj mldh lRrk dk bfrgkl blh 
ckr dk lcls rktk izek.k gSA 

nqfu;k ds tks reke yksdrkaf=d ns'k gSa vkSj fo'ks"k :Ik ls 
fodkl'khy ns'k tgkWa yksdra= dh tM+sa iwjh rjg ls xgjh 
ugh ate ldh gSa] mUgsa ekdksZl ds iru ls lcd ysuk pkfg, 
A ftu yksxksa us foi{k dks dqpy Mkyus dh vknr lh cuk 
yh gS vkSj tgkWa yksdra= dk lgkjk ysdj foi{k ij rjg 
& rjg ds vkjksi yxk, tkrs gSa mUgsa dqpyus dh lkft'k 
dh tkrh gS] ogkWa ds yksxksa dks ekdksZl dh dgkuh ls lcd 
ysuk pkfg, A vkt lRrk esa cSBk gqvk ny ukSdj'kkgh vkSJ 
iqfyl dks viuk ,tsUV eku ysrk gS vkSj muds }kjk gh 
vius jktuhfrd fgrksa dh j{kk ds fy, gj izdkj ds deZ 
vkSj nq"deZ djokrk gSA iqfyl vkSj iz'kklu ;fn lRrk ds 
nyky cu tk,axs rks ,slh fLFkfr esa os yksdra= dh j{kk ugha 
dj ldrs A 
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vH;kl & 32

vktdy Hkkjr esa O;olkf;d izfr;ksfxrk esa c<+ p<+ dj 
Hkkx fy;k tk jgk gSA O;olkf;drk dh bl vU/kh nkSM+ esa 
rjg & rjg ds uohu m|ksxksa dks yxkus dk dk;Z fnujkr 
py jgk gSA u;h & u;h dkyksfu;kWa dks clk;k tk jgk gS 
A bl lcls u flQZ iznq"k.k  c<+ jgk gS oju ekuo thou 
ds LokLF; ij Hkh nq"izHkko iM+ jgk gSA HkkSfrdrk bl nkSM+ 
ls dkyksfu;ksa ,oa euq"; tkfr ds LokLF; dks cpkus ds fy;s 
ekuuh; loksZPp U;k;ky; ds }kjk fn;s x;s fn'kk & funsZ'kksa 
ds vUrxZr fnYyh ljdkj us ,d dkuwu cukdj bl xEHkhj 
leL;k dk funku fd;k gSA ljdku us {ks= esa lh0 ,u0 th0 
xSl ds iz;ksx dks c<+kok nsrs gq, lHkh okguksa esa lh0 ,u0 
th0 xSl dk iz;ksx vfuok;Z dj fn;k gSA ftl izdkj VªSfQd 
ds fu;eksa dk ikyu djrs gq, gSYesV dk iguuk ]lhV cSYV 
ckWa/kuk ]leLr dkxtkrsa dk gksuk vko';d gS] mlh izdkj 
okgu esa lh0 ,u0 th0 xSl fdV dk gksuk Hkh vko';d gS 
A ,slk uk ik;k tkus ij dkuwu dk mYya?ku ekuk tkrk gS 
vkSj ;krk;kr ds fu;eksa ds vuqlkj n.M dk Hkh izko/kku gS 
A ftl izdkj fdlh Hkh rduhd ds ykHk ,oa gkfu;kWa gS] mlh 
izdkj ls lh0  ,u0 th0 xSl ds Hkh izHkko ,oa nq"izHkko gSA 
lh0 ,u0 th0 xSl ;qDr okgu u flQZ cgqr tYnh xeZ gks 
tkrs gSa oju xehZ ds dkj.k bldh fdV esa vkx yxus dk 
[krjk Hkh jgrk gSA budks B.Mk j[kuk cgqr vko';d gSA 
,slk u gksus ij vkx yxus dk Hk; gks tkrk gSA ljdkj }
kjk lh0 ,u0 th0 xSl dh lIykbZ ds fy, txg & txg 
lh0 ,u0 th0 xSl fQfyax LVs'kUl ij Hkh lqj{kk ds ;gh 
dkj.k gSA ftuls ljdkj dks fujUrj u;s iz;ksx djus iM+ 
jgsa gSa A ysfdu bu lHkh ds ckotwn lh0 ,u0 th0 xSl ds 
iz;ksx us u flQZ iznw"k.k dks de dj fn;k gS] oju~~ yk[kksa 
yksxksa dks ,d u;k O;kikj Hkh fn;k gSA tksfd Hkkjro"kZ dh 
turk ds fy, ,d ojnku gSA 

vH;kl &33

vkt fons'kh dEifu;ksa ds eksckby Qksu vk tkus ls O;kikfj;ksa 
,oa lQj djus okyksa ds okLrs dkQh jkgr feyh gSA pyrs 
&pyrs O;kikj ls lEcfU/kr lkjh ckrsa vkjke ls ,d nwljs 
ls dj ldrs gSA VsyhQksu ds rkj rks tehu esa Mkys gksrs gSa 
fdUrq eksckby Qksu ls lhfer lhek rd vkil esa ,d nwljs 
ls ckrphr dj ldrs gSa blesa ,d dkMZ IkM+k gqvk gksrk gS 
bl esa ftrus iSls dk cSysal gksrk gS] mrus gh iSlksa dh ckr 
dj ldrs gSa A tc ;g cSysal [kRe gks tkrk gS rc ;g 
dke djuk cUn dj nsrk gSa A uksfd;k ]lSelax]lksuh],y-th-] 
iSukQksu ] VkVk] fjyk;Ul rFkk ,fjDlu vkfn ds uke ls 
vkrs gSa eksckby Qksu dkQh lLrs Hkh vk x;s gSA bl rjg ds 
Qksuksa es rjg & rjg dh u;h & u;h ;kstuk,a xzkgdksa dks 
fey jgh gSa A tSls fd ,d xzkgd ek= 100 :Ik;s ds cSysal 
esa 100 :Ik;s dh gh ckrsa dj ldrk gSaA dsoy duSD'ku ysuk 
gh eagxk gksrk gA yM+ds ;k yMfd;ka dgha ij Hkh gksrs gSa] 
rks ,d nwljs ls lkjh tkudkfj;kWa fey tkrh gSA vktdy 
eksckby Qksu T;knkrj gj balku ds ikl fey tkrs gSaA 
eksckby Qksu ij ikcUnh yxkdj vki lksprs gSa dh Nk= & 
Nk=kvksa dks eksckby Qksu izse iziap ds fy, ugha ykrs gSA 
blds ihNs mudk vkSj muds vfHkHkkodksa dk edln ek= 
vius cPpksa  ls lEidZ esa jgus dk gksrk gSA dgha dksbZ ?kVuk 
;k nq?kZVuk gksus ij Nk= & Nk=k,a ek= eksckby Qksu ds 
lgkjs gh vius fiz;tuksa dks lwfpr dj ldrk gSA ''kgj esa 
vktdy vigj.k ] lM+d nq?kZVuk rFkk NsM+[kkuh tSlh okn-
jkrsa gksuk lkekU; gks pqdk gS vkSj blls cpus dk ek= ,d 
mik; eksckby Qksu gh gSA vkt gj vkneh bldks j[kus esa 
vko';drk eglwl djrk gSA ijUrq ,d cgqr gh [kkl ijs'kkuh 
Hkh lkeus vk jgh gS] ftlesa u flQZ eksckby Qksu j[kus okys 
dks gh uqdlku gS] oju mlds vklikl ds O;fDr;ksa dks Hkh 
uqdlku igqWapus dk [krjk gks tkrk gS tSls fd okgu pykrs 
le; eksckby Qksu ij ckrphr djuk ] udyh cSVfj;ksa dk 
iz;ksx djuk vkfn A bl ckr dk vo'; /;ku j[kuk pkfg, 
fdos okgu pykrs le; ckr u  djsa rFkk dEiuh ds ekun.
Mksa ds vuqlkj gh midj.kksa dk iz;ksx djsa A 
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vH;kl & 34

fdlh Hkh dk;Z dh flf) dsoy tkuus ls ugha gksrh ] mlds 
lkFk mls fl) djus dh bPNk ,oa mlds vuqdwy dk;Z 
djus dh vko';drk gksrh gS A Hkkstu ls Hkw[k feVrh gS 
;g tku fy;k ] ijarq bl tkuus ls gh isV ugha Hkjrk A 
Hkkstu dh bPNk gksuh pkfg, vkSj og bPNk Hkh ,slh gksuh 
pkfg, ]tks vfuok;z vko';drk ds :Ik esa ifj.kr gks x;h 
gks & tSls vR;ar I;kls dks ty dh bPNk gksrh gSA ,slh 
bPNk gksus ij fdz;k Lo;eso gksrh gS vkSj fQj mldk Qy 
izdV gksrk gSA 

,d ckr ;g Hkh gS fd iz;kl Hkh ean ugha gksuk  pkfg,A 
mlds fy, vVwV /kS;Z pkfg, vkSj pkfg, ije J)k ,oa 
vkRefo'oklA ;skx n'kZu esa vk;k gS fd vH;kl ogh n`̀<+ gksrk 
gS tks fujarj pyrk gks] nh?kZdky rd pyrk jgs vkSj ftlds 
djus ea cqf) ''kq) gks A ge ftl oLrq dks ikuk pkgrs gaS] 
mldh lRrk vkSj Js"Brk esa gekjh J)k gksuh pkfg,  ]mldks 
izkIr gksus esa J)k gksuh pkfg, rks ge mls vo'; gh izkIr 
dj ysaxs ] bl fu'p; esa n``<+ fo'okl gksuk pkfg,  A tgkWA 
J)k dk vHkko gS ] vkRefo'okl dh deh gS ] ogka flf) rks 
nwj jgh ] lk/kuk gh lqpk: :Ik ls ugha gks ikrh A vr,o 
eSa rks vkidks lykg nwWaxk fd vki vius tkus gq, rRo dks 
ikus ds fy, vkrqj gks tkb, A fQj mlds fy, iz;Ru vius 
vki gh gksrk vkSj fQj vkidks iz'kLr ekxZ crykus okys Hkh 
vo'; fey tk,axs A rhoz bPNk gksus ij fo'okl lk/kd dh 
lgk;rk Lo;a Hkxoku djrs gSaA 

Hkxoku ds ukeksa esa NksVk cM+k dksbZ ugha gSA ftldks ftl uke 
esa :fp gks ] tks fiz; yxs og mlh dk ti dhrZu djs] ijarq 
nwljs fdlh dks Hkh NksVk u le>s ] u fdlh dh fuUnk djs A 

vH;kl & 35

gekjs iwoZt thoudky esa dBksj ifjJe fd;k djrs Fks A 
bl dkj.k os lnk g``"V &iq"V vkSj LoLFk jgrs Fks ] ysfdu 
vkt geus foKku ds lgkjs lq[k & lqfo/kk ds brus lk/ku 
tqVk fy, gS fd dBksj ifjJe djuk dsoy e'khuksa dk gh 
dke gks x;k gSA ;gh dkj.k gS fd ge viuk LokLF; [kksrs 
tk jgs gSA 'kk;n gh dksbZ ,slk O;fDr gks tks ;g ekurk 
gks fd ''kjhj ds fy, O;k;ke vko';d ugha gSA O;k;ke ls 
gksus okys ykHkksa ds fo"k; esa yxHkx lHkh ifjfpr gSa A ;gkWa 
ge dqN ,sls O;k;keksa dk o.kZu dj jgs gSa ftuds fy, u rks 
vkidks dqN fo'ks"k rS;kjh djus dh vko';drk gS vksj u gh 
vfrfjDr le; [kpZ djus dh A 

vkt fdlh ds il bruk le; ugha gS fd dksbZ pkj & ikWp 
fdyksehVj izfrfnu ?kweus ds Ik'pkr~~ vk/kk ,d ?k.Vk dljr 
Hkh dj ys A fdlh dkj.ko'k dzeHkax gks gh tkrk gSA bu 
u, O;k;keksa dk vkjEHk lqcg uhan ls tkxrs gh vkjEHk djsa A 
pkjikbZ ij gh nksuksa gkFkksa dks flj ds Åij dkuksa ds cjkcj 
ys  tkdj QSyk,a A blds ckn djoV cnydj pkjikbZ ls 
mBasA izkr% Hkze.k ds fy, vo'; gh dqN le; fudkys A dqN 
O;fDr lqcg mBrs gh ;g lkspus yxrs gSa fd muds ikl fnu 
esa djus ds fy, dqN Hkh fo'ks"k dk;Z ugha gS ] muds thou 
dk dksbZ egRo ugha gSA lqcg tgkWa rd lEHko gks dqN nsj 
rd fopkj 'kwU;rk dh fLFkfr esa jgsa A O;FkZ ds fopkjksa dks 
eu esa u vkus nsA ;fn vkidk dk;ZLFky ?kj ds fudV gS] 
rks iSny gh tk,a A dk;kZy; esa dqlhZ ij bl izdkj cSBus 
dk iz;kl djsa fd vkidh dej dqlhZ ls fpidh jgs A tc 
vki Fkdku eglwl djsa ] rks viuh dqgfu;ksa dks est ij 
fVdk dj 'kjhj dk Hkkj mu ij Mkyus dk iz;kl djsa A 
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन    
आशुिलिपक सिचवीय सहायक (िहȽी) - पũो ंकी जानकारी  अɷास 1.3.32

िविभɄ Ůकार के पũो ंकी जानकारी

उȞेʴ : इस अɷास के अȶ मŐ आप यह जान सकŐ गे :
• िविभɄ Ůकार के पũो ंकी जानकारी । 

पũ - 1

lsok esa]

 iz/kkukpk;Z]
 jktdh; vkS/kksfxd izf’k{k.k laLFkku]
 cuhikdZ] t;iqjA

fo"k; %& vuqcaf/kr izoDrk in ds fy, vkosnu djus gsrqA

egksn;]

 uez fuosnu gS fd mijksDr fo"k;kUrxZr vkids }kjk fudkyh xbZ foKIrh fnukad 6-01-2015 nSfud HkkLdj lekpkj 
i= ds vk/kkj ij fu/kkZfjr ;ksX;rk,a ,oa vuqHko iw.kZ djrs gq, eSa viuk vkosnu i= vkids le{k izLrqr dj jgh gw¡A vkils 
fuosnu gS fd ,d ckj lsok dk ekSdk iznku djusa dh d`ik djsaA

 eSa vkidh lnk vHkkjh jgw¡xhA
Hkonh;k
usgk tSu

layXud %& 1- ck;ksMkVk leLr 'kS{kf.kd ;ksX;rk ,oa vuqHko izek.k i=ksa lfgrA

पũ - 2

lsok esa]
 iz/kkukpk;Z]

 jktdh; vkS/kksfxd izf’k{k.k laLFkku]

 vyojA 1/4jktLFkku1/2

fo"k; %& vodk’k izkIr djus gsrq izkFkZuk i=A

egksn;]

 uez fuosnu gS fd esjh cgu dk fookg fnukad 15-02-2015 dks gksus ds dkj.k eq>s fnukad 20-01-2015 ls 17-02-2015 
rd vftZr vodk’k dh vko’;drk gSA vftZr vodk’k eSa fu/kkZfjr izk:Ik esa Hkjdj vkids le{k izLrqr dj jgh gw¡A vkils 
fuosnu gS fd esjk vftZr vodk’k Lohd`r djus dh d`ik djsaA vkidh vfr d`ik gksxhA

 eSa vkidk lnk vkHkkjh jgw¡xkA

Hkonh;]
1/4fnus’k tSu1/2
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पũ - 3

fnukad --------------------------------

 izs"kd]

 fo/kk/kj uxj lsDVj 8 ds leLr fuoklh]

 fo/kk/kj uxj] t;iqj& 302013

lsok es]

 LokLFk; vf/kdkjh]

 t;iqj uxj fuxe]

 t;iqjA

egksn;]

fuosnu ;g gS fd fo/kk/kj uxj lsDVj 8 ds lsUVay xkMZu ds vkl&ikl dkQh xanxh QSyh gqbZ gS txg&txg ij dwM+s ds 
<sj yxs gS ftlls cPpksa rFkk cM+ksa lHkh dk ikdZ esa ?kweuk] cSBuk dqN Hkh laHko ugha gSA rFkk vR;f/kd ePNj iSnk gks x, 
gSA ogka ds lQkbZ deZpkfj;ksa ls dgus ij Hkh lQkbZ ugha gks ldh gS bl lanHkZ esa vki ls fuosnu gS fd vki 'kh?kzrk’kh?kz 
lQkbZ djokusa dh d`ik djsaA vkidh vfr d`ik gksxh A

ge vkids lnSo vkHkkjh jgsaxsA
Hkonh;]

fo/kk/kj uxj lsDVj 8 ds leLr fuoklh

t;iqj

पũ - 4

lsok esa]

 izcU/kd egksn;]

 ;w-ch-vkbZ- cSad]

 ekyoh; uxj] t;iqjA

fo"k; %& cSad esa [kkrk [kksyus ds laca/k esaA

egksn;]

uez fuosnu gS fd mijksDr fo"k;kUrxZr esa vkids cSad esa viuk [kkrk [kksyuk pkgrh gw¡ ftlds vUrxZr esa vius igpku i= 
ds :Ik esa ernkrk igpku i= vkids le{k izLrqr dj jgh gw¡A

/kU;oknA

Hkonh;k

o"kkZ 'kekZ
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पũ - 5

i= la[;k ---------------------------  LVs’ku jksM 
bykgkckn

fnukad 15 tqykbZ 1994

fiz; MkW- 'kekZ

 eSaus vki dks fnukad 1 tqykbZ 1994 dks i= Hkstdj egkfo|ky; ds fn{kkar lekjksg ds ckjs esa fy[kk Fkk] tks vkxkeh 
24 tuojh dks vk;ksftr fd;k tk jgk gSA eq>s vk’kk gS fd vkidks og i= izkIr gks x;k gksxkA eSa vkidk vkHkkjh jgwaxk] 
;fn vki bl laca/k esa HksaV ds fy, viuh lqfo/kkuqlkj dksbZ frfFk eq>s ns nsaA

vkidk 'kqHkfpUrd
-----------------------------------
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन    
आशुिलिपक सिचवीय सहायक (िहȽी) - आधारभूत क̱ɗूटर ǒान  अɷास 1.4.33

ऐƛेल
उȞेʴ : इस अɷास के अȶ मŐ आप यह जान सकŐ गे :
• आशुिलिप उǄ गित पर ।

,sDlsy esa QkWjeSfVax 

,sDlSy MkVk QkWesZfVax esa ,e-,l-oMZ dh rjg dbZ dk;Z gksrs 
gSa tSls VSDl la[;k] QksaV Vkbi] QkasV lkbt] lSy ,sykbuesaV 
ckMZj yxkuk] lSyksa dk 'ksfaMax djuk] rkjh[k] le; vkfnA

,asVj] VSc vkSj ,sjks dk ,sDlSy esa D;k iz;ksx gS \ 

,asVj ls dlZj vxys lSy esa tkrk gSA

• VSc dqath ls dlZj dks mlh iafDr ds vxys lSy esa ys 
tkrs gSaA 

• ,sjks ;k rhj ls dlZj dks okafNr fn'kk esa iafDr ,oa lSy 
esa ys tkrs gSaA

LizsM'khV esa VSDLV 

Vkbi djus ds fy, lSy lsysDV djsa-

• VSDLV uke] irk vkfn Vkbi djsa]

• ,aVj dqath izsl djsa-

VSDLV ckbZ vksj ,sykbu gksdj vk tk,xk-

fxurh ds fy, QkWjewyk 

lsy dks lsysDV djsa vkSj mlesa vkadMs+ Hkjsa-

 fpUg Mkysa] vc QkWeZwyk Vkbi djsa 

= SUM (C3:C6) OR (C3..C6) ,OR 

= AVERAGE (C3:C6 ) OR (C3..C6)

VSc ,saVj izsl djsa

MkVk izkslsl gksdj ifj.kke vk tk,xk -lSy MkVk dks vkSj 
ls vyx fd;k tkrk gSA

Hkfo"; ds fy, ubZ oØcqd 

odZcqd dk uke nsa vkSj fuEu izdkj lso djsa&

Qkby [kksysa vkSj lso ,t esa uke Vkbi djsa

ftl QksYMj esa lso djuk gks mldk uke nsa 

odZ'khV dks dSls Nkirs 

,e-,l-oMZ dsoy fizaV ,fj;k Nkisxk tc rd fd mls iwjk 
funsZ'k u fn;k tk,++ lSy dh jsUt dks Nkius ds fy, &

lsysD'ku ij fDyd djsas +

• Qkby eWU;w esa Print what ij fDyd djsa vkSj ckWDl esa 
,sfDVo oØ'khV ij fDyd djsa+ lysDlu dk fizUV izhO;w 
esa lkeus vk tk;sxk dh lkexzh dSlh Nisxh +

dLVe fyLV 

lSyksa dh jsUt esa uke o vkadM+s Hkjus ds dke dks dLVe 
fyLV dgrs gSaA

,sykbuesaV vkSj fMQkWYV ,sykbuesaV 

lSyksa dh ckmaMªh ds vUnj vkadM+s Vkbi djuk ,sykbuesaV 
dgykrk gS +fMQkWYV ,sykbuesaV ges'kk ck;ha vksj gksrk gS] bls 
ge lsaVj esa ;k nk;ha vksj Hkh dj ldrs gSa A
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QkWjeSV lSy ds MkW;ykWx ckWDLk

Mk;ykWx ckWDLk ds QkWWWjeSV VSc fUkEu gaS&

1 & uacj 

2 & QksaV 

3 & ,sykbuesaV 

Qkjewyk ckj rFkk ,sfMV 

MkVk dks Bhd djus ;k cnyus ds fy, lSy dks lsysDV 
fd;k tkrk gS vkSj djlj dks QkWjewyk ckj ij ys tkrs gSaA 
tgk¡ ml dk #i cny dj 1B gks tkrk gSA bl ij fDyd 
djds QkWjewyk ckj ,sfMV fd;k tkrk gSA 

jks rFkk dkWye dks baulVZ vkSj fMfyV djuk

jks baulVZ djus ds fy, &

• jks gSfM+ax ij fDyd djsa tgka ubZ jks Mkyuh gS A

bulZV ij fDyd djs ubZ jks vk tk;sxh vkSj iqjkuh uhps 
lkexzh lfgr pyh tk;sxhA

fMyhV djus ds fy, +

• dkWye gSfMa+x ij fDyd djsa tgka u;k dkWye ,sM djuk 
gSA

• dkWye ds uke C or F ij fDyd djsaA

• bulVZ ij fDyd djsa vkSj dkWye NkaVsA 

orZeku dkWye nkabZ vksj pyk tk;sxkA+

/;ku j[ksa dh fMyhV dkWye ;k jks okil ugha vk ldrh] 
blfy, fMyhV cVu dks lko/kkuh ls fDyd djsaA

,sDlsy foUMks esa ,sIyhds'ku foUMks vkSj MkWD;wesV foUMks gksrh 
gS ,sIyhds'ku foUMks vius Vwy ckjksa dh enn ls dk;Z djrh 
gS vkSj MkDW;wesaV foUMksa esa VkbVy ckj odZ'khV ,fj;k vkSj 
LØkWy ckj  gksrk gS ftudh lgk;rk ls og dk;Z djrh gS 

,sDly 'khV ;k odZ'khV 

daEI;wVj ds insZ ij fn[kus okyh [kkyh 'khV bysDVªkWfuDl 
LizsM'khV ;k odZ'khV dgykrh gS ftls ekbØkslkW¶V dkjiksjs'ku 
}kjk cuk;k x;k gS blesa jks] dkWye vkSj lSy gksrs gS ftuesa 
vkadMs+ vkSj xf.krh; vkadM+s dk fooj.k Mkyk tkrk gS dkW-
yeksa vkSj iafDr;ksa ds chp esa cuus okys vk;rkdkj lsyksa esa 
VSDLV@lkexzh vad ,oa QkWewys Mkys tkrs gSa ftuesa xf.krh; 
dk;Z fd;k tkrk gSA

dkaLVsaV ] MkVk] yscy vkSj oSY;w %&

dkaLVsaV ,slk MkVk gS ftldk ewY; ;k uke ugha cnyrk gS] 
tSls ch2 ;k ch4 esa Mkyk x;k MkVk daiuh ;k oLrq dk uke 
gks ldrk gS tks ugha cnyrk ;s] uke] rkjh[k] le; vkfn gks 
ldrs gSa MkVk ;k vkadM+s ,sls vda gS tks lSyksa esa Vkbi fd, 
tkrs gaS ,sDly 'khV esa Mkys x, vkadM+s dEI;waVj le>rk gS 
tks rhu izdkj ds gksrs gSa %&

1 yscy &VSDlV dk uke gS tks ge Vkbi djrs gaS ;g lSy 
esa ckabZ vksj @ysV ,sykabM gksrk gS vkSj xf.krh; dk;Z esa 
lgk;rk ugh gksrk - 

2 oSY;w & ,slh la[;k,a ;k vad gS tks ge lSyksa esa Vkbi 
djrs gSa ;s ges'kk nak;h rjQ @jkbV ,sykbMa gksrs gSa 
buls gh dSYdqys'ku ;k xf.krh; dk;Z gksrs  gSaA 

3 Qkjewyk & tks ge lSyksa esa Vkbi djrs gaS ogh lokyksa 
dk rqjUr mrj nsrk gS ;g Hkh lSy esa jkbV ,sykbM @
nk;ha vksj gksrk gS 

jks dkWye vkSj lSy 

1] 2] 3] ls fn[kkbZ nsus okys lSyksa ds lewg dks iafDr vkSj 
dkWye esa fn[kkbz nsus okyk lCkls NksVk ckWDl lSy dgykrk 
gS A

jks rFkk dkWye dks bulVZ vkSj fMfyV djukA

jks bulVZ djus ds fy, &

• jks gSfMax ij fDyd djsa tgka ubZ jks Mkyuh gSA

• bulVZ ij fDyd djsa +ubZ jks vk tk;sxh vkSj iqjkuh uhps 
lkexzh lfgr pyh tk;sxhA
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orZeku dkWye nkabZ vksj pyk tk;sxk +

/;ku j[ksa dh fMyhV dkWye ;k jks okil ugha vk ldrh] 
blfy, fMyhV cVu dks lko/kkuh ls fDyd djsaA

,sDlsy 'khV ds jks vkSj dkWye 

jks ;k iafDr ;k 'kh"kZd gj iafDr dks crkrk gS ,sDly 'khV esa 
65536 iafDr;ka ;k jkst gksrh gS ftls odZcqd dgrs gSaA 

dkWye ,] ch] lh] Mh ls izdV fd, tkus okys lSyksa dk lewg 
gS odZ'khV esa dqy 256 dkWye ;k [kaM gksrs gSaA

fMyhV djus ds fy, %&

• dkWye gSfMa+x ij fDyd djsa tgka u;k dkWye ,sM+ djuk 
gSA

• dkWye ds uke  C or F ij fDyd djsA+

• bulVZ ij fDyd djsa vkSj dkWye NkaVsA
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन    
आशुिलिपक सिचवीय सहायक (िहȽी) - आधारभूत क̱ɗूटर ǒान  अɷास 1.4.34

वकŊ  बुक और वकŊ  शीट
उȞेʴ : इस अɷास के अȶ मŐ आप यह जान सकŐ गे :
• वकŊ  बुक और वकŊ  शीट बनाना ।

lSy ,oa jsUt %&

odZ'khV dk lcls NksVk vk;rkdkj ckWDl tks iafDr;ksa vkSj 
dkWyeksa ds chp esa gksrk gS ] lSy dgykrk gS lSyksa esa MkVk 
Vkbi fd;k tkrk gS tks VSDLV] uacj vkSj Qkjewyk gksrs gSaA

,sfDVo lSy 

ftl lSy dh ykbV tyrh gks] gkbykbV gks jgh gks] og 
,sfDVo lSy dgykrk gSa-

jsUt 

lSy ;k dbZ lSyksa ds lewg dks jsUt dgrs gaS bls lsysDV 
djus ds fy, & 

• lsy ;k jsUt lsysDV djsaA

• uke ds ckWDl tks Qkjewyk ckj ds ckbZ vksj gksrk gS mls 
fDyd djsaA

• jsUt dk uke Vkbi djsa ftlesa vfd/kdre 255 v{kj gks 
ldrs gSa- uke fdlh v{kj ls vkjaHk gksuk pkfg, 

daVhU;wvl vkSj ukWu & daVhU;wvl jsUt 

nks vkil esa tqM+s gq, lSyksa dks daVhU;wvl ;k daVhU;wvl 
@yxkrkj lSy dgrs gS ckabZ Åij rFkk nka;h vksj  uhps ds 
lSyksa ds fy, ;g uke fn;k tkrk gS tks lSy vyx ;k nwj 
gSa os ukWu &daVhU;wvl @daVhU;wvl lSy dgykrs gSa-

,sDlSy esa lSy vkSj jsUt

igys LVkVZ esa tk,a vkSj lsysDV djsa & izksxzke 

• fQj NakVs ekbØkslkW¶V ,sDly] vkSj 

• bls fDyd djsaA

,sDly dh [kkyh 'khV vk tk,xh 

iwjh odZ'khV Qkby ;k oMZ Qkby dSls lsysDV djsa \

iwjh Qkby ;k odZ'khV  dks daVªksy $, ls lysDV djsaxsaA

,d lkFk dbZ jsUt lysDV djuk &

igys lSyksa dh igyh jsUt dks lysDV djsa -

daVªksy dh nck,a vkSj nckrs gq, uhps yk,a

lSykas dh nwljh jsUt lysDV djsa 

jkjhjokp

bl rjg ls fdruh gh jsUt lysDV dj ldrs gSa

jks vkSj dkWyeks dks fdrus izdkj ls lysDV dj ldrs gaS \

jks lysDV djus ds fy, & 

ekml IoakbV dks jks esaa djds mls ,sfDVosV djsa 

jks ds 'kh"kZd @gSfMax dks fDyd djsa iwjh jks lysDV gksxh ;k

f'k¶V vkSj Lisl ckj dks ,d lkFk nck,a 

iwjs dkWye dks lysDV djus ds fy, &

• ekaml IokbaVj dks dkWye esa ys tk,a 

• dkWye 'kh"kZd ij fDyd djsa] vFkok 

• daVªksy vkSj Lislckj ,d lkFk nck,a

lSy ,sMsªl 

fdlh iafDr vkSj lsy esa tks vkadM+sa ;k MkVk Mkyk tkrk gS 
og lSy ,sMsªl dgykrk gS tSls lh2] lh3] lh4 vkSj Mh2] 
Mh3] Mh4 buesa lh] Mh MkVk ds dkWye izdV djrs gSa tSls 
fp=ksa esa fn[kkbZ nsrk gS 

1 56 34  44 56 78 
2 45 44  56 78 87 
3 34 23  26 73 44 
4 45 45  56 78 87 
5       
6      

lSy ,sMsªl dk iz;ksx QkWeZwyk ykxw djus ds fy, fd;k tkrk 
gS lSyksa esa vkadMsa cnyus ds ckn Hkh ogh QkWewZyk rqjUr fx-
urh djds crk nsrk gS dkamV QkWeZwyk ls] lSy ,sMsªl cjkcj 
lh2 $ lh3 $ lh4 $ lh5 tks Øe'k % 5 $ 7 $ 9 $ 23 
44 crkrs gS bu vkadM+kas dks cnyrs gh QkWewZyk rqjUr u;k 
mrj ns nsrk gSA
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,sDlsy esa QkWjeSfVx 

,sDlSy MkVk QkWesZfVax esa ,e-,l-oMZ dh rjg dbZ dk;Z gksrs gaS 
tSls VSDlV la[;k] QksaV Vkbi] QkasV lkbt] lSy ,sykbuesaV 
ckMZj yxkuk] lSyksa dk 'ksfMax djuk] rkjh[k] le; vkfn 
,asVj] VSc vkSj ,sjks dk ,sDlSy esa D;k iz;ksx gS \ 

,asVj ls dlZj vxys lSy esa tkrk gSA

• VSc dqath ls dlZj dks mlh iafDr ds vxys lSy esa ys 
tkrs gaSA

• ,sjks ;k rhj ls dlZj dks okafNr fn'kk esa ifDr ,oa lSy 
esa ys tkrs gSaA 

LizsM'khV esa VSDLV dSlsa ,saVj djrs gSa \

Vkbi djus ds fy, lSy lsysDV djsaA

• VSDLV uke] irk vkfn Vkbi djsaA

• ,aVj dqath izsl djsaA

VSDLV ckbZ vksj ,sykbu gksdj vk tk,x

fxurh ds fy, QkWjewyk 

lsy dks lsysDV djsa vkSj mlesa vkadM+s Hkjsa-

fpUg Mkysa ] vc QkWjewyk Vkbi djsa 

= SUM (C3:C6) OR (C3..C6) ,OR 

= AVERAGE (C3:C6 ) OR (C3..C6)

VSc ,saVj izsl djsa

MkVk izkslsl gksdj ifj.kke vk tk,xk -lSy MkVk dks vkSj 
ls vyx fd;k tkrk gSA

ubZ odZcqd 

odZcqd dk uke nsa vkSj fuEu izdkj lso djsa&

Qkby [kksysa vkSj lso ,t esa uke Vkbi djsa

ftl QksYMj esa lso djuk gks mldk uke nsa 

QkWjewyk %&

pkj lSyks dks tksM+us dk QkWjewyk 

= SUM ( uacj 1,2,3,4, ) ;k

= SUM  ( B3:E 3) OR = SUM(B3..E3)+ rhu dkWye  C to   
E  dk vkSlr fudkyus dk  Qkjewyk crkb, +

= AVERAGE(Value/Cell C, D,E,)or

= AVERAGE (B3:C3) OR (B3..C3)

fdlh la[;k ;k izfr'kr dk vf/kdre crkb,A 

= MAX (B2,C2,D2,E2),OR 

= MAX (B3:E3) OR (B3..E3) OR (B3,E3)

,sDlsy ds Auto Sum feature  dk iz;ksx

,sDlsy odZcqd [kksysa

• tek djus ds fy, vad Vkbi djsaA

• ftl lsy esa VksVy nsuk gS mls lsysDV djsaA

• Vwyckj esa '' Auto Sum'' icon ij fDyd djsaA

• ftl jsUt dk ;ksx djuk gS ogka ykbu ?kwesxhA

• ,saVj dqath nck,a- dqy ;ksx vk tk,xkA

• ;fn jsUt xyr gS rks ekml ls lSyksa ij Mªx djds mudks 
lsysDV djsa vkSj ,saVj nckus ls dqy ;ksx vk tk,xkA 

,sDlsy dk dkmaV QaD'ku 

lSyksa dh jsUt esa fn, x, vadksa dks tksM+us ds fy, dkmaV 
QaD'ku dk iz;ksx fd;k tkrk gS uhps fy[ks x, lSyksa dk 
og ;ksx djsxk

= COUNT (argument) Qkjewyk yxkus ij 

• dbZ jSUtksa ds lSyks dk VksVy dj nsrk gSa

• lsysDVsM jsUt esa [kkyh lSyksa dks NksM+ nsrk gS

• ;fn [kkyh lSy esa vkadM+s Mkys tk,a rks mudk Hkh ;ksx 
dj nsrk gSA 

,sDlsy QkWewZyk ykxw djrs le; # VALUE and # NAME 
D;ksa vkrs gS vkSj D;k crkrs gSa\

# VALUE dk vFkZ gS fd xyr QkewZyk yxk;k x;k gS # 
NAME vkus ij le>sa fd ,sDlsy uke ugha le>rk gSA 

xq.kk] U;wure] iw.kZ vkSj oxZewy dk QkWewZyk %&

= PRODUCT ( 1,2,3 ………)  ls lkjs vadks dk xq.kk gks 
tk,xkA

= MIN ( 178,198,127 ) djus ls mRrj vk,xk 127

= MAX (134,156,190,201) djus ls mRrj vk,xk 201

lsy jsQjsaflax %&

lSyksa ;k muds lewg dks jsQj djuk lSy jsQjasflax gksrk gS 
bldk ykHk ;g gS fd gesa dsoy ewy vkadMs+ Vkbi djus 
gksrs gSa ckdh dk;Z QkWewZyk vius vki djrk gSA 
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lsy jsQjs+flx ds rhu rjhds gaS& 

fjysfVo] ,sClksY;wV vkSj feDl jsQjsaflax fjysfVo jsQjsaflax 
vius ckbZa vksj ls lSyksa dk jsQjsal ysdj mudk mRrj nsrk 
gS tSlk uhps fn[kk;k x;k gSA 

   B    C    D   E   F   G 

uke vaxzsth fgUnh xf.kr lkbal dqy ;ksx

xksiky 62 57 88 78 290 

Kku 75 78 88 67 313 

';ke 85 67 56 56 269 

yrk 86 78 76 48 293 

dqy     1165 

  A    B    C   D   E  F   G   H

1  Ukke vazzxzsth fgUnh xf.kr bdkW- tksM+s  dqy;ksx

2 Xkksiky 62 57 88 78 5 290

3 Kku 75 78 88 67  313

4 ';ke 85 67 56 56  269

5 Ykrk 86 78 76 48  293

6 dqy      1165

,sClksY;wV jsaQjsaflax esa $ fpUg dk iz;ksx fd;k tkrk gS tSlk 
muesa fn[kkbZ nsrk gSA Formula H2,  H3, H4, H5  ij yxus ij 
Result by Dragging Mouse Pointer + the Total column.

MIXED REFERENCING - Relative &  Absolute nksuksa 
referencing dk feyk&tqyk iz;ksx gksrk gS] tSls uhps 
fn[kk;k x;k gSA 

A       B        C        D      E        F   G   H

1 Ukke vazzxzsth fgUnh xf.kr bdkWuksfeDl  dqy;ksx

2 Xkksiky 62 57 88 78 5 290

3 Kku 75 78 88 67  313

4 ';ke 85 67 56 56  269

5 Ykrk 86 78 76 48  293

6 dqy      1165

VksVy ds dkWye esa fjtYV ds fy, Drag Mouse Pointer 
+ Formula F$2 + G$2 to H3, H4, H5.  jks ;k dkWye dh 
fQDl jkf'k gksus ij bldk iz;ksx gksrk gSA 
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन    
आशुिलिपक सिचवीय सहायक (िहȽी) - आधारभूत क̱ɗूटर ǒान  अɷास 1.4.35

पावर पाइंट Ůजेȴेशन
उȞेʴ : इस अɷास के अȶ मŐ आप यह जान सकŐ गे :
• पावर पाइंट Ůजेȴेशन ।

ykbM]LykbM uksV vkSj LykbM ys& vkmV %&  

1& LykbM & 

,d gh ist fd lkexzh ftlesa fiDpj] xzkfQd] best vkfn 
gksrh gS] LykbM dgykrh gS] tSlk nk;ha vksj fp= esa fn[kk;k 
x;k gSA

2& LykbM uksV & 

tks fooj.k] uksV ;k fVIi.kh fdlh LykbM ds fo"k; ds ckjs 
esa nh tkrh gS] mls LykbM uksV dgrs gSa] tSlk fd nk;ha 
vksj fp= esa fn[kk;k x;k gSA

3&LykbM ys&vkmV & 

fdlh LykbM dh cukoV ;k fMtkbu LykbM ys&vkmV 
dgykrh gS] ftlesa fiDpj] pkVZ] VSDLV gksrs gSa] tSls nksuks 
fp=ksa esa fn[kkbZ nsrk gS- 

,e- ,l- ikoj ikbaV ds Hkkx %& 

,e- ,l- ikoj ikbaV ds nks Hkkx gksrs gSa &,sIyhds'ku foUMks 
vkSj iztsUVs'ku foUMks] ikoj ikbaV ,sIyhds'ku foUMks esa [kqyrk 
gS vkSj ckdh dk;Z iztsUVs'ku  foUMks esa gksrs gSa ftlesa eWU;q 
ckj]Vqy ckj  VkbVy ckj] O;q CkVu] LVsVl ckj] LykbM] 
LØkWy ckj dke djrs gSaA 

• **vkWy izksxzke** lsysDV djsaA

•  **,e-,l-vkfQl **lsysDV djsaA

•  **,e-,l- ikoj ikbaV**lsysDV djsaA

foUMks esa ikoj ikbaV yksM gks tk,xk ftl ij dk;Z djsaA

Cysad ;k [kkyh iztsUVs'ku %&

Cysad iztsUVs'ku [kksyus ds fy, &

Qkby lysDV djsa vkSj fQj&

1  U;w vkWI'ku lysDV djsaA

2  U;w iztsUVs'ku VkLd isu lkeuss vk tk,xkA

3 CYksad iztsUVs'ku dks fDYkd djsaA

4  U;w LykbM ls ys&vkmV VkLd isu vk tk,xk tSlk  
 fp= esa gSA 

iztsUVs'ku ds izdkj%&

iztsUVs'ku rhu izdkj ls rS;kj fd, tkrs gSa %& 

1 vkWVks daVsUV fotkMZ ls 

2 VSEIysV ls 

3 CySad iztsUVs'ku ls ikoj ikbaV  LVkVZ djuk

daI;wVj ds cwV gksus ds ckn ekml dks LVkVZ cVu ij fDyd 
djs vkSj fQj 
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vkWVks daVsUV fotkMZ %&

LykbM esa ,d udyh VSDLV gksrk gS] ftls fØ;sV djus ds 
fy, fuEUk dne mBk, tkrs gSaA 

1- U;w iztsUVs'ku VkLd isu esa vkWVks daVsUV fotkMZ ij fDYkd 
djsaA

2- MkW;ykWx ckWDl vkus ij lgh LykbM pqusaA

3-  fDyd next djsaA

4- VSDLV dk uewuk ukeZy O;w ij vk tk,xkA

VkLd isu dk mnns'; %&

VkLd isu ,d ckWDl gSA ftlesa cgqr lkjs LykbMl ds 
uewus gksrs gaS ftuesa ls ge vko';drkuqlkj lgh LykbM 
NkaVrs gSaA 

iztsaVs'ku ds D;k Hkkx%&

1  LykbMl bldk eq[; Hkkx gksrs gSaA

2  vkmVykbu ftles a izts aVs'ku ds ckjs es a fyf[kr 
tkudkjh gksrh gSA 

3  Lihdj uksVl tks iztsaVs'ku ds eq[; fcUnq gksrs gSaA

4  Nis gq, ipsZ ftuesa jaxhu LykbM gksrh gS vkSj ftUgas 
n'kZdksa esa ckaVk tkrk gSA 

LykbM ys&vkmV lsysDV%

LykbV ys&vkmV VkLd isu esa dbZ LykbMl ds uewus gksrs 
gSSa ftuessa ls fdlh dks lsysDV djus ds fy,&

okafNr LykbM ys&vkmV ij fDyd djds mls ,d ckWDl esa 
bulVZ fd;k tkrk gS] tSLkk fp= esa fn[kk;k x;k gSA

fofHkUu fo"k;ksa ls lacaf/kr LykbM %&

dEI;wVj ds fDyi vkVZ eas vusd fo"k;ksa ls lacaf/kr LykbM 
gksrh gS ftuesa ls vko';drkuqlkj LykbM NkaVrs gS ;fn lgh 
LykbM ugha feyrh gS rks ml fo"k; ls feyrh&tqyrh fdlh 
LYkkbM dks ml fyf[kr lkexzh ds lkFk fn[kk ldrs gSaA 

U;w iztsVsa'kl dh LykbM rS;kj djuk %&

U;w iztsVsa'kl ds fy,

1- Qkby esU;w esa tkdj New ij fDyd djsaA

2- U;w iztsVsa'kl VkLd isu lkeus vk,xkA

3- Cysad iztsVsa'kl ij fDyd djsa ftleas lQsn LykbM 
vk,xh

4- OK fDyd djsaA

U;w LykbM rS;kj djuk %&

bulVZ esU;w esa tkdj U;w LYkkbM dks NkaVs vFkok

1- LVsaMMZ Vwyckj ij miyC/k U;w LykbM cVu ij fDyd 
djsaA

2- vks-ds- cVu ij fDyd djsaA

LykbM ys&vkmV %&

fdlh LykbM esa VsdLV vkSj fiDpj dks ltkuk LykbM 
ys&vkmV dgykrk gS LYkkbM ys&vkmV cnyus ds fy,&

1- QkjesV esU;w esa tkdj LykbM ys&vkmV ij fDyd djsa] 
LYkkbM ys&vkmV VkLd&isu vk,xkA

2- okafNr ys&vkmV jkbV fDyd djsaA

3- LykbM ys&vkmV ij Apply dks lsysDV djsaA LYkkbM 
ys&vkmV nks ckWDlksa esa vk&tk,xkA ,d esa 'kh"kZd vkSj 
fiDpj lwph ;k fDyi vkVZ ls Mky ldrs gSaA 

LykbM iztsaVs'ku dks vkd"kZd cukuk %&

fMtkbu VSaIysV dks ykxw djus ls iztsaVs'ku dks vkd"kZd 
cuk;k tk ldrk gS blds fy,&

1- QkjesV esU;w esa LykbM fMtkbu ij fDyd djsa] LykbM 
fMtkbu VkLd isu vk,xkA

2- viuh okafNr LykbM fMtkbu ij jkbV fDyd djaasA

3- lsysDVsM LYkkbM vkus ij Apply ij fDyd djssaA
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LykbM dk Background %&

QkWjesV esU;w esa Background ij fDyd djssaA 

1- Background fQy ij fDyd djssaA

2- tks jax nsuk pkgrs gS ml ij fDyd djsaA

3- vks-ds- ij fDyd djsa] LykbM dk cSdxzkmaM dyj  
 cny tk,xkA

iztsaVs'ku dks fizaV djuk %&

Qkby esU;w esa fizaV ij fDyd djsaA

1- fizaVj dk uke nsa] ;fn vusd fizaVj yxs gkas rks 

2- lkjs iztsVsa'ku fizaV djus ds fy, fDyd vkWy djsaA

3- fiazV gov esa gSaM vkmV ij fDyd djsaA

4- ist esa [kM+k@Portrait ;k frjNk@ Landscape dSls Nkiuk 
gS pSd djsaA

5- vks-ds- ij fDyd djsaA

VWªkcy'kwV %&

;fn fizaVj ugha Nkirk gS rks LVkVZ eas fizaVj vkSj QSDlst esa 
tk,a vkSj fizaVj dk uke ;k uacj ij fDYkd djass] ;fn Nius 

okyh fyLV vkrh gS rks lkjs fizafVax dke dSafly djsa g what 
is printing esa vk,xkA tc ;g 0 gkss tk, rks fizaV vkWI'ku 
fDyd djsaA 

;fn fizaVj dkxt Qsadrk gS rks fQj ogh dk;Zokgh nksgjk,aA

,aVh ok;jl izksxzke@lkW¶Vos;j %&

dEI;wVj esa djIV ;k [kjkc Qkbyksa dks gVkus ds fy, ,aVh 
ok;jl izksxzke ;k lkW¶Vos;j baLVky fd;k tkrk gSA baVjusV 
vkSj bZ&esy ls ok;jl dEI;wVj esa vkrs jgrs gSa tks dEI;wVj 
ds fy, [krjukd gksrs gSa buls cpkus ds fy, dEI;wVj esa 
fuEu izdkj ds ,aVh ok;jl lkW¶Vos;j Mkys tkrs gSaA ftuds 
dqN uke bl izdkj gSA

1- AVG Anti-Virus/ ,-oh-th- ,sUVh ok;jl

2- Avast Anti - Viorus/ ,sokLV ,aVh ok;jl

3- Avira Anti Vir/ ,sohjk ,aVh ok;jl

4- Kaspersky Anti Virus/ dkLijLdkbZ ,aVh ok;jl

5- Norton Anti Virus/ ukWVZu ,aVh ok;jl

LdSfuax %& 

,aVh ok;jl lkW¶Vos;j }kjk ok;jl <wa<us vkSj mldh lQkbZ 
djus dh izfØ;k dks LdSfuax dgrs gSA lkjh LVksj fMokblst 
vFkkZr LVksj djus okyh phtksa dh yxkrkj LdSfuax djuk 
vko';d gSA

baVjusV ls gesa uohure ,aVh & 

ok;jl izksxzke fey ldrk gSA ,aVh ok;jl izksxzke dh ysVsLV 
;k uohure Qkbyksa dks ykbo&viMsV ds vkWI'ku ls MkmuyksM 
fd;k tk ldrk gS ftlds fy, fuEu dne mBk, tkrs gSaA

1- LVksjst fMokblst ij fDyd djsa vkSj

2- LdSu ij fDyd djssa lSysDV dh xbZ LVksjst fMokbl 
dk LdSu gks tk,xk vFkkZr~ ok;jl ls mudh lQkbZ gks 
tk,xhA 

iztsaVs'ku ds D;k Hkkx%&

1  LykbMl bldk eq[; Hkkx gksrs gSaA

2  vkmVykbu ftlesa iztsaVs'ku ds ckjs esa fyf[kr tkudkjh 
gksrh gSA 

3  Lihdj uksV~l tks iztsaVs'ku ds eq[; fcUnq gksrs gSaA

4  Nis gq, ipsZ ftuesa jaxhu LykbM gksrh gS vkSj ftUgs 
n'kZdksa esa ckaVk tkrk gSA 
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LykbM ys&vkmV lsysDV%

LykbM ys&vkmV VkLd isu esa dbZ LykbMl ds uewus gksrs 
gSSa ftuessa ls fdlh dks lsysDV djus ds fy,&

okafNr LykbM ys&vkmV ij fDyd djds mls ,d ckWDl esa 
bulVZ fd;k tkrk gS] tSLkk fp= esa fn[kk;k x;k gS-

fofHkUu fo"k;ksa ls lacaf/kr LykbM %&

dEI;wVj ds fDyi vkVZ eas vusd fo"k;ksa ls lacaf/kr LykbM 
gksrh gS ftuesa ls vko';drkuqlkj LykbM NkaVrs gS ;fn lgh 
LykbM ugha feyrh gS rks ml fo"k; ls feyrh&tqyrh fdlh 
LYkkbM dks ml fyf[kr lkexzh ds lkFk fn[kk ldrs gaSA 

LVsaMMZ Vwyckj ij miyC/k U;w LykbM cVu ij fDyd djsaA

vks-ds- cVu ij fDyd djsaA

LykbM ys&vkmV %&

fdlh LykbM esa VSDlV vkSj fiDpj dks ltkuk LykbM 
ys&vkmV dgykrk gS LYkkbM ys&vkmV cnyus ds fy,

QkjesV esU;w esa tkdj LykbM ys&vkmV ij fDyd djsa LYk-
kbM ys&vkmV VkLd&isu vk,xkA

okafNr ys&vkmV jkbV fDyd djsaA

LykbM ys&vkmV ij Apply dks lsysDV djsaA LYkkbM 
ys&vkmV nks ckWDlksa esa vk&tk,xkA ,d esa 'kh"kZd vkSj fiDpj 
lwph ;k fDyi vkVZ ls Mky ldrs gaSA 

LykbM iztsaVs'ku dks vkd"kZd cukuk %&

fMtkbu VSaIysV dks ykxw djus ls iztsaVs'ku dks vkd"kZd 
cuk;k tk ldrk gS blds fy,&

QkjesV esU;w esa LykbM fMtkbu ij fDyd djsa LykbM 
fMtkbu VkLd isu vk,xkA

viuh okafNr LykbM fMtkbu ij jkbV fDyd djaasA

lsysDVsM LYkkbM vkus ij Apply ij fDyd djssaA

LykbM dk Background %&

QkWjesV esU;w esa background ij fDyd djssaA 

Background fQy ij fDyd djssaA

tks jax nsuk pkgrs gS ml ij fDyd djsaA

vks-ds- ij fDyd djsa LykbM dk cSdxzkmaM dyj cny 
tk,xkA

U;w iztsVsa'kl dh LykbM rS;kj djuk %&

U;w iztsVsa'kl ds fy,

Qkby esU;w esa tkdj New ij fDyd djsaA

U;w iztsVsa'kl VkLd isu lkeus vk,xkA

Cysad iztsVsa'kul ij fDyd djsa ftleas lQsn LykbM vk,xh

OK fDyd djsaA

U;w LykbM rS;kj djuk %&

bulVZ esU;w esa tkdj U;w LYkkbM dks NkaVs vFkok

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.4.35
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन    
आशुिलिपक सिचवीय सहायक (िहȽी) - आधारभूत क̱ɗूटर ǒान  अɷास 1.4.36

इंटरनेट

उȞेʴ : इस अɷास के अȶ मŐ आप यह जान सकŐ गे :
• इंटरनेट और नेटविकō ग । 

usVofdZax %&

tc nks ;k vf/kd dEI;wVjksa dks ,d &nwljs ds lkFk tksM+k 
tkrk gS rks og usVofdZax ;k usVodZ ;k tky dgykrk gSA 

usVofØax ds ykHk %& 

1- usVofdZax ls ,d Qkby dks dbZ yksx ,d lkFk [kksydj 
ml ij dk;Z dj ldrs gSaA

2- ,d&nwljs ls lwpukvksa dk vknku&iznku dj ldrs gSaA

3- blesa MkVk ;k Qkbyksa ds VªkalQj dh ykxr U;wure gksrh 
gSA

4- blesa ,d VfeZuy gksrk gS tks loZj dEI;wVj ds lhih;w 

dh eSeksjh ls dke djrk gSA loZj esu dEI;wVj gksrk gS 

ftlesa a'kfDr'kkyh lhih;w vkSj eSeksjh gksrh gS tks lHkh 

VfeZuyksa dks daVªksy djrh gS vkSj rsth ls dk;Z djrh 

gSA 

vc Mh-,l-,y- eksMe ds }kjk czkWM cSaM baVjusV dusD'ku 

ls ykbu cgqr tYnh tqM+ tkrh gS vkSj vki rsth ls dke 

dj ldrs gks

eksMe %&

eksMe ,slh bysDVªkWfud e'khu gS tks baVjusV lqfo/kk ysus ds 

fy, dEI;wVjksa dks VsyhQksu ykbu ls tksM+rh gS blds dbZ 

ekWMy gksrs gSA 

baVjusV }kjk iznRr lqfo/kk %&

baVjussV fuEufyf[kr lsok,a iznku djrk gSA 

1- fdlh Hkh fo"k; ij okafNr tkudkjh izkIr djkukA

2- bZ&esy ls lwpuk] Qkbysa vkfn izkIr djuk vkSj HkstukA

3- xkusa] E;wftd ;k ewoh fn[kkuk ;k lqukukA

4- dEI;wVj ij xse [ksyukA

5- lkeku dk foKkiu] [kjhn o fcØh djuk

6- oSc dSejs ls nqfu;k esa cSBs yksxksa ls lh/kh ckr djukA

 rFkk ohfM;ks ;k Vsyh dkaQjsaflax djukA

oSclkbV %&

oYMZ okbM osc ;k oSc WWW ;k baVjusV dk cgqr cM+k fo'o 

O;kih tky gS tks HTTP Server  }kjk Qkbysa Hkstrk gS budk 
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fyad MkWD;wesaVl ls gksrk gSA ftUgsa fjlkslZ dgk tkrk gS bu 

loZjksa esa cgqr lkjh lkexzh LVksj dh tkrh gS ftldks dksbZ 

Hkh O;fDr nqfu;k esa dgha ls Hkh baVjusV ds }kjk ns[k vkSj 

<wa< ldrk gS osc lwpuk dk leqnz gS ftls dksbZ Hkh baVjusV 

ls [kkst ldrk gSA okLro esa ;s lwpukvkas dk iqLrdky; gS 

tks osc istksa esa LVksj gksrk gSA 

,d fo"k; ds cgqr lkjs istksa essa QSyh tkudkjh dks osclkbV 

dgk tkrk gS osclkbV ij igqWpus ds fy, ,d ;wfud@ fo'ks"k 

uke dh vko';drk gksrh gSA ekbØkslkW¶V baVjusV ,DlIyksjj 

vFkok dksbZ czkstj tSls eksthyk Qk;jQkSDl] oSc ist [kksyus 

;k osclkbV ns[kus ds fy, vko';d gksrk gSA 

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.4.36
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन    
आशुिलिपक सिचवीय सहायक (िहȽी) - कायाŊलयीन वातावरण  अɷास 1.5.37

कायाŊलय का पįरचय 
उȞेʴ : इस अɷास के अȶ मŐ आप यह जान सकŐ गे :
• कायाŊलय का अथŊ एवं पįरभाषाएँ । 

dk;kZy; dk vFkZ %& 

dk;kZy; jDrokgh f'kjkvksa dh Hkk¡fr fdlh Hkh laLFkk ds 
vax&izR;ax esa vUrO;kZIr gSA og laLFkk dks 'kfDr] fn'kk ,oa 
xfr iznku djrk gSA dk;kZy; ,d vksj ,slh fuekZ.k'kkyk 
gS tgk¡ egRoiw.kZ lwpuk,a] izys[k rFkk vfHkys[k rS;kj fd, 
tkrs gSa] nwljh vksj og ,d ,slk dks"k vFkok Hk.Mkj x`g gaS 
tgk¡ mDr lwpuk,¡] izys[k rFkk vfHkys[k lqjf[kr j[ks tkrs 
gaS rFkk rhljh vksj og ,slk dYio`{k Hkh gS tks vko';drk 
iM+us ij ek¡xus okys O;fDr ¼inkf/kdkjh½ dks okafNr lwpuk] 
izys[k rFkk vfHkys[k iz;ksx gsrq miyC/k djkrk gSA dk;kZy; 
dh bu mi;ksfxrkvksa ds dkj.k gh vkt izR;sd laLFkk esa 
pkgs og O;kolkf;d gks vFkok xSj O;kolkf;d] lcls igys 
dk;kZy; dh LFkkiuk dh tkrh gSA 

dk;kZy; 'kCn fuEu nks 'kCnksa ds ;ksx ls cuk gSA ¼1½ dk;Z] 
vkSj ¼2½ vky;A vr% bu nksuksa 'kCnksa dk vyx&vyx vFkZ 
le>us ls dk;kZy; dk vFkZ Lor% Li"V gks tk,xkA dk;Z 
'kCn dk vk'k; gS fdlh iz;kstu ¼vko';drk½ dh iwfrZ ds 
fy, ,d lqfu;ksftr ;kstuk cukukA vky; 'kCn dk vFkZ gS 
LFkkuA bl izdkj dk;kZy; ls gekjk vk'k; ml LFkku fo'ks"k 
ls gS tgka ls fdlh iz;kstu dh iwfrZ ds fy, lqfu;ksftr 
<ax ls fofo/k izdkj ds fØ;k&dyki fd, tkrs gaSA nwljs 
'kCnksa esa] dk;kZy; ,d ,slk LFkku gS tgk¡ ls fdlh laLFkk 
fo'ks"k ds lHkh nSfud dk;ksZa dk lqO;ofLFkr <ax ls vk;kstu] 
laxBu] lapkyu ,oa fu;U=.k fd;k tkrk gSA 'kCn&dks"k ds 
vuqlkj dk;kZy; og LFkku gS tgk¡ O;olk; fd;k tkrk gSA 
dk;kZy; esa O;olk; laca/kh vko';d lwpuk,a] izys[k rFkk 
vfHkys[k vkfn lqjf{kr j[ks tkrs gSaA ftudk mi;ksx Hkfo"; 
esa vko';drkuqlkj fd;k tkrk gSA 

,d lk/kkj.k O;fDr ds n`f"Vdks.k ls dk;kZy; ls vk'k; ,d 
,sls LFkku ls gS tgka ij dqN fyfid ,oa inkf/kdkjh dqflZ;ksa 
ij cSBdj muds lkeus estksa ij j[kh Qkbyksa ds c.Myksa ds 
Åij >qddj dkxth dk;Zokgh djrs jgrs gaSA mDr LFkku 
deZpkfj;ksa ds fy, fufnZ"V gksrk gS] dk;Z dks lEikfnr 
djus ds fy, lqfo/kk,¡ miyC/k gksrh gS] laxBu gksrk gS vkSj 
O;olk;h ;k iz'kkld gksrk gSA fdlh Hkh dk;kZy; esa tkdj 
voyksdu dj yhft,] pkgs og dksbZ ljdkjh dk;kZy; gks ;k 
fdlh O;kolkf;d laLFkk dk dk;kZy;] pkgs y?kq Lrjh; gks 
;k fo'kkydk;] dqN ckrsa leku feysaxhA lHkh deZpkfj;ksa ds 

cSBus ds fy, dqflZ;ka vkSj dke djus ds fy, Vsfcy gksxhA 
bu Vsfcyksa ij vkSj vkl&ikl esa j[kh Qkby dsfcusVksa esa 
Qkbysa gksaxhA Vsfcyksa ij vU; ys[ku&lkexzh;k¡ Hkh feysxhaA 
Vad.k&;a= vkSj MqIyhdsVj rFkk vU; ;a= Hkh fn[kkbZ nsxsaA 
bl izdkj izR;sd dk;kZy; esa dqN deZpkjh vius&vius LFkku 
ij dk;Z djrs gq, gksaxsA ;g ,d dk;kZy; dk Lo:Ik gSA 
,d cM+s dk;kZy; esa ;s lkjh oLrq,a dkQh cM+h ek=k esa vkSj 
cMs+ Hkou esa O;ofLFkr gksaxh vkSj NksVs dk;kZy; esa oLrq,a vkSj 
deZpkjh de gksaxs fdUrq izR;sd dk;kZy; dh lkt&lTtk esa 
dksbZ fo'ks"k vUrj ugha gksrkA dk;kZy;ksa ds vkdkj esa vUrj 
gks ldrk gS] izd`fr esa ughaA izR;sd dk;kZy; esa dkxth 
dk;Zokgh egRoiw.kZ fØ;k gksrh gS dkxtksa ij fVIi.k gksrk gS] 
vfHkys[k gksrk gS] vkns'k gksrk gS] fØ;kUo;u dk izfrosnu 
gksrk gS] ys[kk&tks[kk j[kk tkrk gS vkSj izR;sd fØ;k&dyki 
dks fyfic) dj LFkk;h vfHkys[k :i esa lqjf{kr j[k fy;k 
tkrk gSA lqjf{kr j[kus ds fy, jftLVjksa rFkk Qkbyksa dk 
iz;ksx fd;k tkrk gSA  oLrqr% ;g dkxth dk;Zokgh gh 
fdlh dk;kZy; dk vk/kkj gS  pkgs og dk;Zokgh fdlh iDds 
Hkou esa cSBdj dh tk;s pkgs isM+ dh Nk;k esaA dk;kZy; 
dgykus ds fy, iDdk Hkou vko';d ugha gS fdUrq dkxth 
dk;Zokgh vo'; gksuh pkfg,A fdlh Hkh ,sls LFkku dks tgk¡ 
dk;kZy; dh fØ;kvksa ds fu;eu] funsZ'ku vkSj fu;U=.k ds 
fy, dkxth vfHkys[k rS;kj fd, tk;sa vkSj budh ns[k&js[k 
dh tk;s] dk;kZy; dgk tk ldrk gSA gka] iDds vkSj 
lqfo/kktud Hkou ds gksus ls ;g dk;Z T;knk lqxerk ls 
lEiUu gks ldrk gSA 
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dk;kZy; dq'kyrk dk vk/kkj gS 

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.5.37



199

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन    
आशुिलिपक सिचवीय सहायक (िहȽी) - कायाŊलयीन वातावरण  अɷास 1.5.38

कायाŊलय Ůबɀक 
उȞेʴ : इस अɷास के अȶ मŐ आप यह जान सकŐ गे :
• कायाŊलय Ůबɀक ।

dk;kZy; izcU/kd %&

fdlh Hkh O;kolkf;d laLFkk esa dk;kZy; izcU/kd dh lax-
BukRed fLFkfr ml laLFkk dh viuh t:jrksa] ijEijkvksa rFkk 
vkLFkkvksa ij fuHkZj djrh gSA tSlk fd igys gh Li"V fd;k 
tk pqdk gS] dk;kZy; izcU/k ,d fof'k"V] ysfdu lsok dk;Z 
gSA nwljs 'kCnksa esa] ;|fi bl dk;Z dh viuh fof'k"Vrk,¡ 
rFkk fo"kerk,¡ gksrh gSA ftuds lQyrkiwoZd fuiVus ds fy, 
bl dk;Z esa fuiq.k rFkk vuqHkoh vf/kdkfj;ksa dh fu;qfDr 
djuh vfuok;Z gS] ysfdu bl dk;Z ds xkS.k egRo ds dkj.k 
,slk djuk lnSo okaNuh; ugha gSa ;fn O;olk; NksVk gS] 
mlesa dsoy uSR;d fdLe dk n¶rjh dkjksckj fd;k tkrk 
gS] rFkk cgqewY; e'khuksa tSls dEI;wVj vkfn dk bLrsrky 
ugha fd;k tkrk gS rks ogk¡ dk;kZy; dk izcU/k pykus 
ds fy, fo'ks"k :Ik ls fuiq.k rFkk vuqHkoh dk;kZy; izcU/
kdksa dks fu;qDr djuk vko';d ugha gSA ,d vuqHkoh rFkk 
fo'oklik= ofj"B DydZ Hkh dk;kZy; izcU/k ds nkf;Ro dks 
dq'kyrkiwoZd fuHkk ldrk gS ,d vis{kkd`r cM+h O;kolkf;d 
laLFkk esa Hkh] tgka n¶rjh dk;Z dk foØsUnzhdj.k dj fn;k 
tkrk gS vkSj izR;sd foHkkx dk izcU/kd vius&vius foHkkx 
ds dk;kZy; dk Lo;a laxBu rFkk fu;U=.k djrk gS] izk;% 
dk;kZy; izcU/kd ds fy, i`Fkd foHkkx ugha cuk;k tkrk 
gS bldk laxBu rFkk izcU/k] izk;% daiuh lfpo] foRrh; 
fu;U=d]vFkok deZpkjh izcU/kd ds usr`Ro esa gh laxfBr dj 
fn;k tkrk gSA dqN laLFkkvksa esa dk;kZy;] laLFkk ds egk&
izcU/kd ds foHkkx dk gh ,d vax gksrk gSA

dk;kZy; izcU/kd dh laLFkk ds laxBu <k¡ps esa lgh fLFkfr dks 
le>us ds fy, ;g tkuuk vko';d gS fd dk;kZy; laca/kh 
dk;Z dsoy lsok laca/kh dk;Z gksrk gS] dkjksckj laca/kh dk;Z 
ughaA QyLo:Ik dk;kZy; izcU/kd dh okLrfod fLFkfr ,d 
lgk;d vf/kdkjh dh fLFkfr gS] ,d dk;Zdkjh vf/kdkjh dh 
fLFkfr ughaA ysfdu tgk¡ rd dk;kZy; dk iz'u gS] bldk 
lapkyu o izcU/k  pykus esa mls dk;Zdkjh vf/kdkjh ds lkjs 
vf/kdkj izkIr gksrs gSaA nwljs 'kCnksa esa] vius foHkkx esa dke 
djus okys deZpkfj;ksa rFkk vf/kdkjh;ksa ls og mlh izdkj 
dke ys ldrk gS ftl izdkj mRiknu foHkkx esa mRiknu 
izcU/kd dke ysrk gSA

dk;kZy; izcU/kd] pkgs og ,d ofj"B DydZ dgyk;s ;k 
dEiuh lfpo] foRrh; fu;U=d dgyk;s ;k eq[; iz'kklu 
vf/kdkjh] mldk eq[; nkf;Ro n¶rjh dk;Z dk bl izdkj 
laxBu rFkk fu;U=.k djuk gS fd og dk;Z iw.kZ dq'kyrk 
rFkk fdQk;r ds lkFk fd;k tk ldsA

dk;kZy; izcU/kd pwafd ,d fo'ks"k pqukSrhiw.kZ ftEesnkjh;ksa 
ls Hkjk in gSA blesa u flQZ mls Lo;a ds cfYd vU; vf/
kdkjh;ksa ds drZO; ,oa nkf;Roksa dk /;ku j[krsa gq, lkeatL; 
cSBkrs gq, dk;Z djuk iM+rk gSA blds fy, vko';d gS fd 
og loZizFke dk;kZy; dk tks <+kapk rS;kj djrk gSA og 
ckgjh :i ls bl rjg dk rS;kj djsa fd mlesa lHkh inkf/
kdkjh;ksa ds cSBus rFkk vius nkf;Roksa dks fuHkkus dk mfpr 
volj feysa ,oa rHkk lHkh ds fy, ,dhdj.k dh Hkh O;oLFkk 
gksuh pkfg,A ;g <kapk gh ,slk gksuk pkfg, fd dksbZ tc 
mls ckgj ls ns[ksa rks vanj dh ldkjkRed O;oLLFkkvksa dk 
vanktk yxk ldsaaaAizf'k{k.kkFkhZ;ksa dh le> ds fy, d`i;k 
fuEu dks ns[ksaA ,oa voyksdu djusa dk iz;kl djsaaA
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन    
आशुिलिपक सिचवीय सहायक (िहȽी) - कायाŊलयीन वातावरण  अɷास 1.5.39

कायाŊलय ढांचा व वातावरण
उȞेʴ : इस अɷास के अȶ मŐ आप यह जान सकŐ गे :
• कायाŊलय ढांचा व वातावरण ।

lfpoh; i}fr ds vUrxZr izf'k{k.kkFkhZ;ksa dks dk;kZy; dk 
vk/kkj tkuus ds ckn ;g tkuuk vfr vko';d gksrk gSa fd 
vkf[kj <kapk D;k gksrk gSA <kapk dks vaxzsth esa dgrs gSA  
Structure  tSls fd ge ?kj esa dksbZ edku cuokrs gSA rks  
mldk Hkh ,d <kapk gksrk gS fd dgka jlksbZ?kj gksuk pkfg,] 
dgka iwtk ?kj gksuh pkfg,] dgka vfrfFk :e gksuk pkfg, ,oa 
dgka gekjk cxhpk gksuk pkfg,A pkgs ?kj dk dksbZ Hkh d{k 
gks mls cuokrs le; ;g /;ku j[kk tkrk gS fd mls i;kZIr 
gok ,oa jks'kuh fey ldsa rFkk dk;Z dh izdqfr ds vuqlkj Hkh 
og ,dne lgh gksaA rFkk ftlls dk;kZy; ds y{; dks 'kh?kz  
izkIr dj ds mRrjksrj o`}h dh tk ldsA nsf[k, fuEukualkj

dk;kZy; esa LFkku o ys&vkmV fu;kstu %&

dk;kZy; ds fy, mi;qDr LFky rFkk Hkou dk pquko gks tkus ds 
ckn dk;kZYk; izcU/kd blds bLrseky dh ,d ,slh O;ofLFkr 
;kstuk cukrk gS] ftlls dk;kZy; esa fd;k tkus okyk dke] 
de&ls&de LFkku&mi;qDrrk dh ǹf"V ls] T;knk&ls&T;knk 
dq'kyrk ds lkFk fd;k tk lds] vkSj dk;kZy; Hkou esa 
miyC/k txg dk iwjk] lgh rFkk fdQk;rh mi;ksx gksA bl 
O;ofLFkr ;kstuk esa n¶rjh deZpkfj;ksa] t:jh est&dqflZ;ksa] 
vyekfj;ksa o vU; lktks&lkeku Hkh 'kkfey gS vkSj dqy 
txg dk fHkUu&fHkUu n¶rjh dkeksa dh txg dh t:jrksa ds 
vuq:Ik c¡Vokjk djuk HkhA

la{ksi esa] ys&vkmV dh leL;k dk lEcU/k lEc) txg 
esa dk;Z LFkyksa dh ,slh O;oLFkk djuk gS ftlls lEiw.kZ 
lktks&lkeku] lkexzh] dk;Z&iz.kkfy;ksa rFkk deZpkjh vf/kdre 
dq'kyrk ds lkFk dke dj ldsaA dk;kZy; dk xyr ys&vkmV 
n¶rjh dke ds lh/ks vkSj dq'ky izokg esa Hkh vM+pu Mkyrk 
gSA vkSj deZpkfj;ksa ds mRlkg rFkk eukscy dks uhps fxjkrk 

gSA QyLo:i] le; vkSj Je dh cckZnh gksrh gS] n¶rj dh 
ykxr c<+ tkrh gS] rFkk deZpkfj;ksa dh bl laLFkk ls ukSdjh 
NksM+dj nwljh laLFkk esa Hkkxus dh izo`fr esa o`f} gksrh gSA

okrkoj.k dk lac/k dk;Zjr dezpkfj;ksa ,ao vf/kdkfj;ksa ds 
vki lh lkSgknzZiw.kZ laca/kksa ij Hkh fuHkZj djrk gSA ftrus vPNs 
muds  laca/k gksxsa mruk gh vPNk mudk dk;Z djus dk 
okrkoj.k curk tk,xkA rFkk okrkoj.k fdlh Hkh mRiknu dk;Z 
ds fy, cgqr vPNk ?kVd gksrk gSA pkgs og izR;{k mRiknu 
gks ;k mizR;{k mRiknuA ,oa dk;kZy; fujUrj izxfr dk gh 
,d fo"k; gksrk gSA fujUrj ;gka izfrfnu vusdksa O;fDr vkrs 

gSA rFkk i= O;ogkj ds :i esa Hkh mudk laca/k dk;kZy; 
ls gksrk gSA izFke [;kfr dk;kZy; dk okrkj.k gh gksrk gSA 
D;ksfd ckgj ls vkus okyk izR;sd O;fDr loZizFke mlls gh 
ifjfpr gksrk gsA 
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन    
आशुिलिपक सिचवीय सहायक (िहȽी) - कायाŊलय मŐ डायरी  अɷास 1.6.40

फाइलिंग 
उȞेʴ : इस अɷास के अȶ मŐ आप यह जान सकŐ गे :
• फाइिलंग ।

Qkbfyax dk;kZy; pkgs vdkj esa NksVk gksa ;k cM+k QkbZfyax 
bldk egRoiw.kZ vax gSA D;ksafd fdlh Hkh dk;kZy;@laLFkk 
dks viuk jft:V~zhdj.k djkuk gksrk gSA mlds fy, i=kpkj 
djuk gksrk gSA pkgs os bZ&esy ds }kjk gh gksrk gks rks 
mldks Hkh mldh izfr laHkky dj j[kuh gksrh gSa dkxtksa dks 
fu;ekuqlkj vuqdzef.kdk ds :i esa laHkkydj j[kuk Qkbfyax 
dgykrk gSA Qkbfyax ,d rjg ls dkxtksa dks O;ofLFkr :i 
es j[kuk gksrk gSA fuEu dks nsf[k,a

esa dksbZ :dkoV ugha vkrh D;ksafd QkbZfyax izfØ;k ds 
vUrxZr leLr nLrkost fcuk le; O;FkZ fd, ljyrk 
ls fey tkrs gaSA

2- lgh Qkby fuekZ.k lUnfHkZr fyfidksa ,oa lfpoksa dks <wa<usa 
esa vklkuh jgrh gSA tks fd ml i= ds mRrj nsus ds 
fy, mRrjnk;h gksrs gaSA 

3- Qkbyksa ds vUrxZr  vfHkys[kksa dks izkekf.kd tkudkjh ds 
:Ik esa j[kk tkrk gSA ftlls fu.kZ; ysus esa vklkuh gksrh 
gSA ,oa dHkh Hkh fookn ls cpk tk ldrk gSA

4- Qkbyksa ds vk/kkj ij uhfr laca/kh fu.kZ; Hkh fy;s tkrs 
gaSA ;g fu.kZ; vf/kdkjh lgh <ax ls fcuk foyEc ds ys 
ldrs gSaA

Qkby fuekZ.k ds fl)kUr %& 

Qkbfyax izfØ;k ds vf/kdre ykHk izkIr djus gsrq ;g 
vko';d gS fd Qkby cukrs le; dqN fl)kUrksa dk ikyu 
fd;k tk,A ;s fl)kUr fuEu izdkj gSaA

dk;Z O;oLFkk ds vuq:Ik %& 

1 Qkby fuekZ.k dk vf/kdre ykHk izkIr djus gsrq ;g 
vko';d gS fd Qkbyksa dk fuekZ.k dk;kZy;ksa dh 
dk;ZO;oLFkk] dk;ksZa dh izd`fr ds vuq:Ik fd;k tkuk 
pkfg,A

2- Lkjyhdj.k %& fdlh Hkh O;kolkf;d laxBu dks viuh 
vko';drk vuqlkj Qkbysa cukuh pkfg,A ftlls 
vko';drk iM+us ij mudksa vklkuh ls <wa<k tk lds ,ao 
Qkby cukus dk mn~ns'; lQy gks ldsA

Qkby ,oa vuqØe.khdk %&

vk/kqfud le; eass tc ;g dks'kh'ksa dh tk jgh gSaA fd 
dk;kZy;ksa esa dkxth dk;Zokgh de ls de gksa rc Hkh dqN 
vko';d mn~ns';ksa dh iwrhZ gsrq vk/kqfud dk;kZy;ksa esa Qk-
bfyax dk egRo c<+rk tk jgk gSA vk/kqfud dk;kZy;ksa esa 
Qkbfyax ,d dk;Z lwpuk rF;  vkadM+s ,d= djuk gSA 
;g lwpuk,a i=ksa] fcyksa ,oa fjiksVkasZ ds ek/;e ls ,d= dh 
tkrh gSA Hkfo"; gsrq bUgsas lqjf{kr j[kus ds vusd rjhds 
viuk,a tkrs gSaA bUgha rjhdksa esa Qkby cukuk ,oa vfHkys[kksa 
dk izcU/k djuk ,d egRoiw.kZ dk;Z gSA vr% dk;kZy; dh 
fofHkUu lwpuka,] fjdkMZ vkfn lqjf{kr jgs ,oa lgh <ax ls 
j[kus dh fof/k Qkbfyax dgykrh gSA Qkbfyax ds vUrxZr 
;g iz;kl fd;k tkrk gS fd mi;qZDr fjdkWMZ ,oa vfHkys[kksa 
dks mudh mi;ksfxrk ds vk/kkj ij lqjf{kr ,oa lgh <ax ls 
j[kk tk,A blls vko';d tkudkjh fcuk le; O;FkZ fd, 
<wa<h tk ldrh gSA  ,oa dk;kZy; dh dk;Zokgh lqpk: :Ik 
ls pykbZ tk ldrh gSA 

dk;kZy; esa QkbZfyax dh c<+rh mi;ksfxrk ds dkj.k blds 
ykHk fuEu gaSA 

1- mi;qDr rjhds ls ;fn Qkbyksa dh O;oLFkk dh tk, rks 
le; dh cpr gksrh gSA ,oa dk;kZy; dh dk;Ziz.kkyh 
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3- Qkby fuekZ.k djrs le; dk;kZy; LFkku dh miyC/krk 
dks Hkh n`f"V esa j[kuk pkfg, vizpfyr ,oa vuqRiknd 
Qkbyksa ,oa nLrkostksa dks izcU/kdh; fu.kZ;ksa ds Ik'pkr~ 
lekIr dj nsuk pkfg,

4- Qkbfyax ds Ik'pkr~ mi;qDr vuqØef.kdk fof/k dk pquko 
djuk pkfg,A ftlls fd Qkbyksa dks <wa<+uk ,oa mu rd 
igq¡puk vklku gksa ldsA

5- Qkbyksa dh lqj{kk ,d egRoiw.kZ rF; gSA Qkbyksa dks 
lqjf{kr j[kus gsrq mUgsa pksjh gksus ls ,oa vU; ek/;e ls 
u"V gksus ls cpkus ds fy,A

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.6.40
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन    
आशुिलिपक सिचवीय सहायक (िहȽी) - कायाŊलय मŐ डायरी  अɷास 1.6.41

सिचव
उȞेʴ : इस अɷास के अȶ मŐ आप यह जान सकŐ गे :
• सिचव की भूिमका
• सिचव के Ůकार ।

lfpo izR;sd laLFkk ds fy, vifjgk;Z gksrk gSA D;ksa fd 
lfpo ,d /kqjh] ,d vk/kkj rFkk ,d f'kyk ds :i esa dk;Z 
djrk gSA D;ksafd lfpo gh og O;fDr gksrk gS ftlls ckgj 
ls vkus okyk izR;sd vkxUrqd rFkk dk;kZy; ds Hkhrj izR;sd 
O;fDr mlls izR;{k ;k vizR;{k :i ls okrkZyki dj ldrk 
gSA laLFkk esa gksuh okyh lHkk,a] lsfeukj] Qzsapkbth] 'kk[kk ,oa 
fdlh Hkh lacaf/kr dk;kZy; ;k vU; dk;kZy; ;k fQj dk;kZy; 
esa gksus okys fdlh Hkh dk;kZy;hu volj ;k fdlh vU; 
volj ij gksus okys dk;Zdzeksa dks laiw.kZ izHkkjh ,d rjg ls 
lfpo gh gksrk gSA lHkkvksa esa gksus okyh okrkZyki dk ,ts.Mk] 
feuV~l] rFkk dkSu&dkSu O;fDr lHkk esa mifLFkr gkss,xsa ,o 
muds cSBus dh rFkk muds jgus dh O;oLFkk gksVy vkfn dh 
O;oLFkk lHkh ds Vh-,- Mh-,- fcy lac/kh lHkh vkSipkfjdrk,a 
lfpo dks gh iw.kZ djuh gksrh gSA 

lkFk gh dk;kZy; esa dk;Zjr lHkh O;fDr;ksa ds e/; leUo; 
gS ;k ugha ;s Hkh ns[kuk lfpo dk gh dk;Z gsSA dqy feykdj 
lfpo dk;kZy; leUo;d] vkWijsVj] dk;kZy; lgk;d] 
futh lfpo] Lokxr/kk;{k] yksd izcU/k vf/kdkjh ds :i esa 
Hkh dk;Z djrk gSA 

dk vFkZ dsoy 'kkfCnd gh ugha gSA tgka fo'ks"k fu;eksa dks 
/;ku esa j[krs gq, lqfu;ksftr rjhds ls fdlh fo'ks"k mn~ns'; 
dh izkIrh gsrq dksbZ dk;Z fd;k tkrk gSa rks ml LFkku dks 
dk;kZy; dgrs gSaA 

Hkkjr esa fnu izfrfnu c<+ jgh vko';drkvksa dh iwfrZ djus 
gsrq dbZ O;kolkf;d laLFkk,a lekt esa dk;Z dj jgh gaSA ;s 
laLFkk,a fof'k"V mn~ns';ksa dh izkIrh gsrq dk;Z djrh gSaA ;g 
mn~ns'; eq[;r% nks izdkj ds gksrs gSA igyk mn~ns'; ykHk 
gksrk gSA ykHk mn~ns'; dh izkIrh gsrq O;kolkf;d laLFkk,a 
oLrq bR;kfn dk mRiknu ,oa foØ; dj equkQk dekrh gSaA 
tcfd lsok mn~ns'; dh izkIrh gsrq laLFkk,a lekt dks lsok 
iznku dj ml ij mfpr ewY; izkIr djrh gSaA  vLirky] 
ifjogu] fuxe] Ldwy tu dY;k.k laLFkk,a bR;kfn blds 
mnkgj.k gSaA 

thou ds fofo/k {ks=ksa esa fofHkUu izdkj dh laLFkk,a] daifu;ka 
vFkok O;fDr fofHkUu izdkj ds dk;Z djrs gaSA dksbZ mRiknu 
djrk gSAdksbZ lekt lsok dk dk;Z djrk gSA tSls %& jsy] 
foKkiu ,stsafl;ka] cSad vkfnA dbZ laxBu lkekftd lsok ds 
dk;Z djrs gS tSls vLirky] LokLFk; foHkkx] tu& dY;k.k 
lfefr;ka] uxj&fuxe vkfnA ftu ij fd turk dk iSlk 
yxk gksrk gSA izR;sd laxBu dks lqpk: :i ls pykus ds fy, 
mldk ,d lapkyd ;k lapkyd eaMy gksrk gSa ftldk ,d 
dk;kZy; gksrk gSA dk;kZy; esa fofHkUu dk;ksZ dks djus ds fy, 
vyx&vyx foHkkx cuk, tkrs gSaA ftuesa vyx&vyx rjg 
ds dk;Z fd, tkrs gaSA tSls iz'kklfud foHkkx] Ø;&foØ; 
foHkkx] ys[kk'kk[kk foHkkx] foRr foHkkx vkfnA ftuesa vyx 
foHkkx ds vyx vf/kdkjh Hkh gksrs gaSA rFkk dk;Z dh izd`fr 
ds vuqlkj muds lfpo@futh lfpo Hkh gksrs gSaA 

dk;kZy;

dk;kZy; tSlk fd blds uke ls gh fofnr gksrk gSa 
dk;Z$vky; vFkkZr~ dk;Z djus dk LFkku] tgka dksbZ dk;Z 
fd;k tkrk gSA ijUrq lfpoh; i)fr ds lanHkZ esa dk;kZy; 
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fdlh Hkh dk;kZy; esa tks dk;Z gksrs gaS mu dk;ksZ ds laiw.kZ 
v/;;u dks lfpo i)fr dgrs gaS ,oa dk;kZy; dk tks 
laxBu gksrk gSA mlesa dk;kZy; dk vfr izeq[k LFkku gksrk 
gSA D;ksafd laxBu ls lacaf/kr tks dk;Z gksrs gaSA mudks ewrZ 
:i dk;kZy; esa gh fn;k tkrk gSA D;ksafd fdlh vU; LFkku 
ij mudksa ewrZ :i iznku ugha fd;k tk ldrkA laxBu nks 
;k nks ls vf/kd O;fDr;ksa dk og lewg gS tks fdlh fuf'pr 
mn~ns'; dh izkIrh ds fy, fu;eksa dks /;ku esa j[krs gq, dk;Z 
djrk gS laxBu dgykrk gSA vkSj laxBu esa fofHkUu foHkkxksa 
esa vusd O;fDr dk;Z djrs gSaA laxBu esa dk;kZy; ,d /kqjh 
ds :i esa dk;Z djrk gSA

lfpo ds izdkj

lfpo ds vusd izdkj gksrs gSA vFkkZr~ mudh dk;Z dh 
izd`fr rFkk muds vf/kdkjh ds dk;Z dh izd`fr ds vk/kkj ij 

muds dk;Z foHkkthr gksrs tkrs gSA rFkk oSls Hkh lfpo dks 
gj rjg ds dk;Z djus gksrs gSa tSlk fd Åij crk;k x;k 
gS fd lfpo ,d :i esa vusd inksa dh Hkwfedk fuHkkrk gSA 
rks blds vuqlkj mldks lkjs dk;ksZ dks fuokZg djuk gksrk 
gSaA ;fn fdlh cM+s laLFkku esa cgqr cM+s fMtkbuj ds v/khu 
dk;Z djrk gSA rks mlds dk;Z dh izd`fr gksxhA xzkgdks ds 
vikWbUVesUV fQDl djuk] pkgs og LFkkuh; Lrj ds gksa ;k 
vUrZjkT;h; Lrj ds gks A;fn og lfpoky; esa v/;{k dk 
lfpo gS rks ogka Hkh mlds dk;Z lHkk,a vk;ksftr djuk] 
fu;qfDr] inksfUUr lac/kh] Qzsapkbth] ckzapst lac/kh lHkh dk;ksZ 
dh vkSipkfjdrk,a iwjh djukA 

futh midze esa dk;Zjr lfpo dk dk;Z ljdkjh midze 
ds lfpo ls fHkUu gksrk gSA blh izdkj ,d y?kq Lrj dh 
O;kolkf;d laLFkk esa de gksrk gSA lkekU;r% fuEu inksa ,oa 
voLFkkvksa gsrq lfpo dh fu;qfDr dh tkrh gSA 

ea=ky; ;k ljdkjh foHkkx dk lfpo

egklfpo

jktnwrkokl dk lfpo

LFkkuh; fudk; rFkk lgdkjh lfefr] Jfed laxBu ;k 
laLFkkiu lfpo ,oa dEiuh lfpo

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.6.41
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन    
आशुिलिपक सिचवीय सहायक (िहȽी) - िविभɄ कायाŊलयीन उपकरण  अɷास 1.7.42

कायाŊलय उपकरण
उȞेʴ : इस अɷास के अȶ मŐ आप यह जान सकŐ गे :
• उपकरणो ंकी पहचान ।

dk;kZy; midj.k

dk;kZy; ;a=ksa ls vk'k; mu NksVs&cMs+ ;U=ksa ls gSA ftuds 
mi;ksx }kjk dk;kZy;ksa esa dke djus okys fyfidksa ds Je rFkk 
le; nksuksa esa cpr gksus ds lkFk gh dk;kZy; dh dk;Zdq'kyrk 
esa o`}h gksrh gSA dk;Z esa rhozrk vkrh gSA dk;kZy; ;a=ksa dks 
viukus dk mn~ns'; ;gh gS fd Je rFkk le; dh cpr ds 
lkFk&lkFk 'kq}Rkk ,oa lao/kZu Hkh vkrk gSA rFkk deZpkjh;ksa ,oa 
vf/kdkjh;ksa dh uhjlrk dks nwj djds dk;Z rFkk mn~ns'; ds 
fy, mUgsa izksRlkfgr fd;k tkrk gSA rFkk lkFk gh dk;kZy; 
dh lqUnjrk esa Hkh o`}h gksrh gSA 

dk;kZy; ;a=ksa ds izdkj

VkbijkbVj] VsyhQksu] LdSuj] QksVksdkWih e'khu] irkfy[kus 
dh e'khu] fVdV Nkius dh e'khu]eqgj yxkus dh e'khu] 
x.kuk djus dh e'khu] fMDVkQksu] dEi;wVj vkfnA

;kaf=d fof/k;ksa ls ykHk %&

dk;kZy; esa ;kaf=d fof/k;ksa ls ;g ykHk gS fd Je rFkk le; 
dh cpr gksrh gSA ,oa dk;Z esa 'kq}rk vkus ds lkFk&lkFk 
dk;Z dh uhjlrk ls NqVdkjk feyrk gSA rFkk dk;Z dq'kyrk 
esa o`}h vkus ds lkFk gh ykyQhrk'kkgh dk mUewyu gksus esa 
lgk;rk feyrh gSA blls dk;kZy; vk/kqfudhdj.k dh fn'kk 
esa vxzlj gksrk gS rFkk fof'k"Vhdj.k dks izksRlkgu feyrk gSa 
deZpkjh vf/kd fu"Bk ,oa yxu ls dk;Z djrs gSa 

;kaf=d fof/k;ksa ls gkfu;ka%&

mijksDr fo/kh NksVs dk;kZy;ksa ds fy, vuqi;qDr gSA rFkk 
budks lapkfyr djus ds fy, izf'kf{kr O;fDr;ksa dh 
vko';drk gksrh gSa ,slh voLFkk esa mudks izf'k{k.k fnyk;k 
tkuk vko';d gksrk gSA ,oa iwath dk viO;; gksrgk gSA 
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन    
आशुिलिपक सिचवीय सहायक (िहȽी) - डाकघर  अɷास 1.8.43

पोː ऑफीस सेवायŐ
उȞेʴ : इस अɷास के अȶ मŐ आप यह जान सकŐ गे :
• उपकरणों की पहचान ।

Mkd foHkkx dh vko';drk %&

izkphu dky esa O;kikj dk {ks= lhfer FkkA ml le; O;kikj 
dsoy vkl&ikl jgus okys O;fDr;ksa ds e/; gh gksrk FkkA 
bl izdkj O;kikj dk {ks= dsoy LFkkuh; lhekvksa rd gh FkkA 
fdUrq vk/kqfud O;kikj dsoy LFkkuh; gh u jgdj jk"Vªh; o 
vUrjkZ"Vªh; :Ik /kkj.k dj pqdk gSA mnkgj.k ds fy,] vkxjs 
dk isBk] chdkusj dh Hkqft;k Hkkjro"kZ ds dksus&dksus esa izfl} 
gSA vkt dk O;kikjh vius O;kikfjd dk;kZy; esa cSBs&cSBs gh 
ns'k o fons'k ds O;kikfj;ksa ls laca/k LFkkfir djds eky dk 
Ø;&foØ; dj ldrk gS] :I;k o ewY;oku oLrq,a izkIr dj 
ldrk gSA  ;s lHkh lsok;sa Mkd&foHkkx }kjk miyC/k gksrh 

gSA ;fn vkidks i=&O;ogkj djuk gS] iklZy] iSdsV vkfn 
Hkstus ;k eaxokus gS] 'kh?kz lekpkj Hkstus gS] VsyhQksu ij 
ckrphr djuh gS :I;k Hkstuk ;k eaxokuk gS rks Mkd&foHkkx 
dk lgkjk ysuk gksxkA  bruk gh ugha Mkd&foHkkx turk dks 
ferO;;h cukus dh Hkh ps"Vk djrk gSA ;g gesa cpr [kkrk] 
jk"Vªh; cpr izek.ki= vkfn dh lqfo/kk;sa Hkh iznku djrk gSA 
;gh dkj.k gS fd izR;sd ns'k dh ljdkj Mkd&foHkkx dks 
vius fu;U=.k esa j[krh gSA Hkkjr esa Hkh Mkd&foHkkx dsUnzh; 
ljdkj ds v/khu gSA
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन    
आशुिलिपक सिचवीय सहायक (िहȽी) - डाकघर  अɷास 1.8.44

डाक ʩव̾था लेखन सामŤी
उȞेʴ : इस अɷास के अȶ मŐ आप यह जान सकŐ गे :
• कायाŊलय ढांचा व वातावरण ।

Mkd&O;oLFkk

Ekkuo thou esa Mkd dk fo'ks"k egRo gSA pkgs gekjs fj'rsnkj 
gksa] nksLr gksa ;k fudV ifjfpr] pkgs os fdruh gh nwjh ij 
jgrs gksa] mudk laca/k Mkd ls Hksts tkus okys i=ksa ls tqM+k 
jgrk gsSA xjhc gks ;k vehj lHkh ds ?kj iksLVeSu bl izdkj 
ds i=ksa dks cakVrk gSA lans'k izs"k.k dh ;g fof/k lans'k okgd 
}kjk lapkfyr gksrh gsSA ftlds fy, izR;sd 'kgj] dLcs ;k 
xako esa Mkd?kj ;k iksLV vkfQl gksrk gSA lans'k Hkstus ds 
vkSj Hkh dbZ rjhds gsSa tks Mkd O;oLFkk ds varxZr vkrs gSaA 
izR;sd O;fDr dk Mkd?kj ls fu;fer O;ogkj gksrk gSA 

fdlh Hkh dk;kZy; ;k laxBu dh ,d fo'ks"k izdkj dh 
dk;Zfof/k gksrh gS ftlds vuqlkj ml dk dk;Z pyrk gsSA 
bl esa vU; foHkkxksa ds lkFk gh Mkd&foHkkx ;k Mkd&O;oLFkk 
dk;kZy; dk egRow.kZ vax gksrh gSA laxBu ds vanj rFkk 
laxBu ds ckgj Hkh vPNs laca/k rFkk laidZ cuk, j[kus esa Mkd 
foHkkx dk egRoiw.kZ ;ksx nku gksrk gsSA vr% Mkd O;OkLFkk 
dh dk;Z iz.kkyh dks le>uk gj O;fDr ,oa dk;kZy; lfpo 
ds fy, vko';d gsSA

izR;sd laLFkk ds dk;kZy; esa cM+h la[;k esa Mkd ls i=] 
ifji=] vkns'k] fyf[kr ,oa eqfnzr lkexzh] lwpuk,W ,ao rkj 
izkIr gksrs gSaA bu fyf[kr lwpukvksa dks tks Mkd ls ;k 
O;fDrxr :i ls i=okgd }kjk izkIr gksrs gSa ;k Hksth tkrh 
gS] mUgsa Mkd dgk tkrk gsSA 

Mkd O;oLFkk es iksLV dkMZ] fyQkQs] vUrZns'khZ; i=] jftLVZM 
i= vkfn vkrs gSA ftudk izR;sd ds thou esa vR;f/kd 
;ksxnku gksrk gSA fQj ;fn dk;kZy; dh ckr dh tk, rks og 
izfrfnu Mkd?kj ds laidZ esa jgrk gSA LFkkuh;] varjkZ"Vz~h; 
Lrj rd mls laizs"k.k djuk vko';d gksrk gSA D;ksa fd i= 
,d izek.k gksrk gSA vkSj cM+s&cM+s Lrjksa rd blh ds vk/kkj 
ij O;ogkj tSls dz;] fodz;] vkns'k i=] f'kdk;rh i=] x'rh 
i=] ldqZyj i=] fuxZfer i=] izfrfu/kh i= vkfn dk lh/kk 
laca/k Mkd?kj ls gksrk gSA  fuEu dks /;ku ls ns[ksaA  

ys[ku lkexzh

ys[ku lkexzh tSlk fd blds uke ls gh fofnr gksrk gS 
fd fy[kus ds fy, ftl lkexzh dk mi;ksx fd;k tkrk gS 
mls ys[ku lkexzh dgrs gSA pwafd dk;kZy; esa izR;sd dk;Z 
fyfidh; ,oa fyf[kr izd`fr dk gksrk gS loZizeq[k mnkgj.k 
gS i= O;oLFkk izR;sd dk;Z dh Qkby ,oa uksV'khV cukbZ 
tkrh gSA ys[ku lkexzh dks Stationary Hkh dgk tkrk gSA 
pkgs dk;Z gLrfyf[kr gks ;k dEi;wVjhd`r nksuksa gh izdkj 
esa dkxt] isu] L;kgh vkfn dk iz;ksx fd;k tkrk gS tksfd 
LVs'kujh ds varxZr gh vkrs gSA dkxt] isu] jcj] isfUly] 
L;kgh] QkbZy QksYMj] xksan] dkcZu isij vkfn ys[ku lkexzh 
ds vUrxZr gh vkrs gSA fuEu dks ns[ksssaA 
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कायाŊलय Ůशासन एवं सुिवधा Ůबंधन    
आशुिलिपक सिचवीय सहायक (िहȽी) - सभी Ůकार के पũाचार  अɷास 1.9.45

पũाचार
उȞेʴ : इस अɷास के अȶ मŐ आप यह जान सकŐ गे :
• सभी Ůकार के पũाचार ।

fnukad -----------------

vtesj]

fiz; fe= v’kksd]

 ;gka lc dq’ky eaxy gS vkSj vk’kk djrk gw¡ fd rqe Hkh lifjokj dq’ky&eaxy gksaxsA ;g crkrs gq, हषŊ dk vuqHko 

gks jgk gS fd eaSus viuh iq=h dk fookg fu’fpr dj fn;k gS tks fd 08 Qjojh 2015 dks gksus tk jgk gS vkSj bl volj 

ij rqedks lifjokj lknj vkeaf=r dj jgk gw¡ vkSj gk¡ rqe lHkh yksx fnukad 5 Qjojh rd t:j igq¡p tkukA

 ?kj esa ekrk&firk dks esjk iz.kke dguk rFkk nksuksa cPpksa dks I;kj ,oa शqHkk’khokZn ds lkFk i= dks lekIr djrk gw¡A

rqEgkjk fe=

jes’k शekZ

O;kolkf;d vuqns’kd

vk’kqfyfi fgUnh

f’kdk;rh i= %& fnukad -------------------------------

izsषd]

 iz/kkukpk;Z]

 jktdh; b.Vj dkWyst]

 esjBA

lsok esa]

 LokLFk; vf/kdkjh]

 uxj egkikfydk]

 esjBA

i=kad----------------- dk- jk- b- dk- &lQkbZ O;oLFkk

fnukad 9 tuojh 2015

egksn;]

 uez fuosnu gS fd fo/kky; ds vklikl dkQh xanxh QSyh gqbZ gSA LFkku&LFkku ij dwMs+ ds <sj yx x, gSa rFkk 

ukfy;k¡ eSys ls vVh gqbZ gSaA teknkjksa ls dgus ij Hkh lQkbZ ugha gks ldhA bl xanxh ds dkj.k fo/kky; esa nqxZU/k QSy jgh 

gS rFkk dkQh ePNj iSnk gks x, gSa ftlds dkj.k chekjh QSyus dk Hk; gSA d`i;k vki lQkbZ deZpkfj;ksa dks vkns’k nsa fd 

os fu;fer :Ik ls lQkbZ djrs jgsa] ftlls chekjh QSyus ls jksdk tk ldsA

eSa vk’kk djrk gwa fd vki bl vksj fo’ksष /;ku nsdj शh?kz dk;Zokgh djus dk d' djsaxsA

 Hkonh;]

 iz/kkukpk;Z]

 jktdh; b.Vj dkWyst]

 esjBA
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lsok esa]

 iz/kkukpk;Z]

 jktdh; vkS/kksfxd izf’k{k.k laLFkku]

 cuhikdZ] t;iqjA

fo"k; %& vuqcaf/kr izoDrk in ds fy, vkosnu djus gsrqA

egksn;]

uez fuosnu gS fd mijksDr fo"k;kUrxZr vkids }kjk fudkyh xbZ foKIrh fnukad 6-01-2015 nSfud HkkLdj lekpkj i= ds 

vk/kkj ij fu/kkZfjr ;ksX;rk,a ,oa vuqHko iw.kZ djrs gq, eSa viuk vkosnu i= vkids le{k izLrqr dj jgh gw¡A vkils fuosnu 

gS fd ,d ckj lsok dk ekSdk iznku djusa dh d`ik djsaA

eSa vkidh lnk vHkkjh jgw¡xhA

Hkonh;k

usgk tSu

layXud %& 1- ck;ksMkVk leLr 'kS{kf.kd ;ksX;rk ,oa vuqHko izek.k i=ksa lfgrA

jk/kk ikbi fQfVax fMiks

¼uy] ikbi fQfVax ds fodszrk½

nwjHkk"k % 8475890             2@Mh] ekghiqj

ubZ fnYyh & 110085

i=kad % iz- ik- fQ- fM- 3@2021        fnukad % 25 tuojh 2021

loZJh lqjsUnz oDlZ 

504 th- Vh- jksM

t;iqjA

fo"k; % iwNrkN gsrq

egksn;] 

 18 tuojh] 2021 ds uoHkkjr VkbEl esa izdkf’kr vkids foKkiu ls Kkr gqvk gS fd vki fofHkUu mRiknksa ds ikbi 

V~;wc cspus ds lkFk&lkFk fofHkUu izdkj ds lsusVªh mRiknu djrs gSaA d`I;k yksVrh Mkd ls vkids ikl miyC/k VkVk o ftUny 

ds 100 QqV yEcs ikbi rfkk vius mRiknksa dh 800 xzke okys ihry ds uy ds ewY; rFkk O;kikfjd 'krsZa Hkst nsaA ;fn ;fn 

vkidh 'krsaZ gekjs vuqdwy gqbZ rks ge i;kZIr ek=k esa eky dk vkns’k Hkst ldsaxsA

l/kU;okn

 Hkonh;

 egs'k

 izksijkbVj

 jk/kk ikbi fQfVax 

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.9.45
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fnYyh ukxfjd lgdkjh cSad

lh-4] ;equk fogkj fnYyh&110053

i=kad %   7@2011        14 flrEcj] 2012

fiz; dey]

 vkidk 10 vxLr 2011 dk fy[kk gqvk i= gesa 13 flrEcj 2012 dks izkIr gqvkA vkius ml i= esa cSad dh lnL;rk 

xzg.k lEcU/kh tkudkjh ekaxh gSA

 ge cSad esa ljdkjh deZpkfj;ksa ds vykok O;kikfj;ksa dks Hkh lnL; cukrs gSA vkids nks O;fDr gekjs bl cSad ds 

lnL; gksus pkfg, tks fd vkidh xokgh ns ldsaA cSad dh u;h uhfr ds vuqlkj xokgh nsus okyksa dh ekfld osru jlhn 

,oa fnYyh ds jk'ku dkMZ dh QksVks dkih vkidks vius lnL;rk QkeZZ ,oa _.k vkosnu i= ds lkFk layXu djuh gksxhA 

;fn vki fdlh O;kikj ls tqM+sa gSa rks izFke Js.kh ds U;k;k/kh'k ls ekfld vk; dk izek.k&i= cuok dj layXu djuk gksxkA 

lnL;rk QkeZ fdlh Hkh dk;Z fnol esa f[kM+dh ua- 2 ij lkS :i;s tek djds izkIr fd;k tk ldrk gSA cSad dh lnL;rk 

xzg.k djus ds ,d ekg ds mijkUr vkidks _.k fn;k tk ldrk gSA foLr`r tkudkjh ds fy, d`ik;k layXu ns[ksaA

 vk'kk gS vki cSad dh iw.kZ tkudkjh i<+dj gekjs cSad ds lnL; cusaxsA

 /kU;okn]

Hkonh;

¼eukst rksej½

 Jh dey nhoku 2563] gM+alu ykbZu]

 fnYyh&110054

 layXu %  cSad dh fu;ekoyhA

कायाŊलय Ůशासन एवं सुिवधा Ůबंधन - आशुिलिपक सिचवीय सहायक (िहȽी) (NSQF संशोिधत 2022) - अɷास 1.9.45


	Steno (Hindi) - 1st Year TP - Content
	Blank
	Steno (Hindi) - 1st Year TP - M1
	Steno (Hindi) - 1st Year TP - M1
	Steno (Hindi) - 1st Year TP - M1-1

	Steno (Hindi) - 1st Year TP - M2
	Steno (Hindi) - 1st Year TP - M2
	Steno (Hindi) - 1st Year TP - M2-1 (Revised)

	Steno (Hindi) - 1st Year TP - M3
	Steno (Hindi) - 1st Year TP - M4
	Steno (Hindi) - 1st Year TP - M5
	Steno (Hindi) - 1st Year TP - M6
	Steno (Hindi) - 1st Year TP - M7
	Steno (Hindi) - 1st Year TP - M8
	Steno (Hindi) - 1st Year TP - M9

