
¼ js[kkfp= & 2-5 ½

egkfo|ky; ds eq[; lEidZ lw= vkSj fgrxzkgh

f'k{kd

deZpkjh

Nk=

vfHkHkkod

v'kkldh;@'kkldh; laxBu

iwoZ Nk=

lekt
ckykth

egkfo|ky;
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¼ js[kkfp= & 2-7 ½

vfuok;Z lgyXurk (Linkages)

mPp f’k{kk lapkyuky;
jkT; 'kklu

fo'ofo|ky; vuqnku
vk;ksx

fo’ofo|ky;

e/;izns’k fo|qr eaMy

laHkkxk;qDr @ dysDVj

tuHkkxhnkjh
lfefr

uxj iapk;r

vko';drkuqlkj vU; 'kkldh;
@ v'kkldh; laxBu

egkfo|ky;
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dk;kZy; izkpk;Z] 'kkldh; xk¡/kh egkfo|ky;] ckkykth fegksuk
ftyk fHk.M ¼e0iz0½ fiu &477441

dzeakd@

o"kZ 2005&2006 gsrq fuEu fooj.k vuqlkj lfefr;ksa dk xBu fd;k tkrk gS A lfefr ds la;kstd uhfr

fu/kkZj.k ds fy;s viuh&viuh lfefr dh izFke cSBd izkpk;Z ls frfFk ysdj 'kh?kz vk;ksftr djsa rkfd blds

vuqlkj vkxkeh dk;Z fd;k tk lds A ;s lfefr;kWa iwjs l= esa fdz;k'khy jgsaxh A rkRdkfyd O;oOFkk ds

vuqlkj fHkUu&fHkUu lfefr;kW iF̀kd ls xfBr dh tk;saxh A

lfefr dk uke dzeakd f'k{kd @ deZpkjh dk uke Ikn

LVkQ dkmfUly 1 lfpo

1 Mk¡ vkj-ds-lDlSuk la;kstd
2 Jh jfodkar lnL;
3 Jh lR; dqekj Nkjh; lnL;

Ø; lfefr

4 Jh Ogh ds flag lnL;

1 Mk¡ 'kksHkk ik.Ms; la;kstd
Nk= lgk;rk fuf/k lfefr

2 Jh ch-ds- iztkikfr lnL;

1 Mk¡ vkj-ds-lDlSuk la;kstd
2 dq0 izsj.kk fe=k lnL;
3 Jh Ogh ds flag lnL;
4 lnL;

;w-th-lh- lfefr

5

1 Mk¡ vkj-ds-lDlSuk la;kstd
2 Jh Ogh ds flag lnL;
3 Jh ds-ih-flag lnL;
4 Jherh 'kksHkk ik.Ms; lnL;
5 lnL;
6 lnL;

Nk= ifj"kn ijke'kZ lfefr

7 lnL;

1 Jh ds-ih-flag la;kstd
2 dq0 izsj.kk fe=k lnL;
3 Jh Kku flag lnL;
4 lnL;

lkaLdf̀rd xfrfof/k lfefr

5 lnL;

1 Mk¡ ,e-,l-dq'kokg la;kstd

2 Jh ch ds- iztkifr lnL;lkfgfR;d xfrfof/k lfefr
3 Mk¡ 'kksHkk ik.Ms; lnL;

* la'kks/ku
lfefr dk uke dzeakd f'k{kd @ deZpkjh dk uke Ikn

1 la;kstd
2 lnL;
3 lnL;
4 lnL;
5 lnL;

vuq'kklu v©j **,UVh jSfxax** lfefr

6 lnL;

Annexure 7.1
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7 lnL;

1 Mk¡- ds-ih-flag la;kstd
2 Jh pUnz 'kss[kj jkt lnL;
3 Jh lR; dqekj Nkjh; lnL;
4 Jh ch-ds-iztkifr lnL;

vuq-tkfr@vuq-t-tk- Nk=òfRr lfefr

5 lnL;

1 la;kstd

2 lnL;
3 lnL;
4 lnL;
5 lnL;

f'k{kd vfHkHkkod ;®tuk lfefr

6 lnL;
1 Jh-Ogh-ds-flag la;kstd

2 Jh-ds-ih-flag lnL;
3 Mk¡ vkj-ds-lDlSuk lnL;
4 Jh ykjsUl ckS) lnL;
5 lnL;
6 lnL;
7 lnL;
8 lnL;

dzhM+k lfefr

9 lnL;
la'kks/ku

lfefr dk uke dzeakd f'k{kd @ deZpkjh dk uke Ikn

1 MWk- vkj-ds-lDlZSuk lnL; lfpo
2 Mk¡ 'kksHkk ik.Ms; lnL;
3 dq0 izsj.kk fe=k lnL;
4 Jh0 ds0ih0flag lnL;
5 Jh vks0ih0JhokLro

lfEefyr fuf/k lfefr

6 lnL;

1 Mk¡ 'kksHkk ik.Ms; la;kstd
2 Jh lR; dqekj Nkjh; lnL;
3 Jh-Ogh-ds-flag lnL;
4 Jh jfodkar lnL;

f'kdk;r fuokj.k lfefr

5
1 MWk- 'kksHkk ik.Ms; lnL; lfpo
2 Jh jfodkar iztkifr lnL;
3 dq0 izsj.kk fe=k lnL;
4 Jh ds0ih0flag lnL;
5 Jh Ogh ds- flag

dk;ZLFky ij efgyk ,oa ;kSu mRihMu
fuokj.k lfefr

6 lnL;

1 Jh ds0ih0flag v/;{k
2 Jh vkj-ds lDlSuk lnL;
3 Jherh 'kksHkk ik.Ms; lnL;
4 dq0 izsj.kk fe=k lnL;

viys[ku lfefr

5 lnL;
1 Jh ,e-,l- dq'kokg v/;{k
2 lnL;
3 lnL;
4 lnL;

,u-lh-lh-izHkkjh

5 lnL;
,u-,l-,l izHkkjh 1 Jh ch-ds- iztkifr v/;{k
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2 lnL;
3 lnL;
4 lnL;
5 lnL;

* la'kks/ku

lfefr dk uke dzeakd f'k{kd @ deZpkjh dk uke Ikn

1- izkpk;Z v/;{k
2- Jherh 'kksHkk ik.Ms; la;kstd
3- Jh Ogh-ds- flag lnL;
4- Jh vkj-ds-lDlSuk lnL;

iqLrdky; ijke'kZ lfefr

5- lnL;

*

¼ MWk- ,e-,l-dq'kokg ½
izHkkjh izkpk;Z

'kqYd lajpuk
izfro"kZ izos'k ds le; ns;

'kkldh; ,oa v'kkldh; 'kqYd
¼lEiw.kZ l= ds fy;s½ tuHkkxhnkjh fuf/k ds varxZr 'kqYd

f’k{k.k’kqYd dscy Nk=ks ls :- 96/- tuHkkxhnkjh fodkl fuf/k :- 200/-
izos'k 'kqYd :- 3/- lkbfdy lVs.M 'skqYd :- 20/-
fodkl 'kqYd :- 25/- vU; iq:"dkj 'kqYd :- 25/-
ys[ku lkexzh 'kqYd :- 2/-
LkfEEkfyr fuf/k 'kqYd :- 20/- Hkou fuek.kZ :- 100/-
[ksy :- 12/- izk;ksfxd 'kqYd :- 50/-

:- 24/-
:- 72/-izk;ksfxd 'kqYd Hkw0@foKku@xf.kr xqzi

:- 48/-

ckpuky; :- 20/-

'kkjhfjd ijh{k.k :- 3/-
ifjp; i= :- 3/-
Ukkekadu 'kqYd Õ :- 50/-
Ukkekadu fcyEc 'kqYd Õ :- 60/-
'kkjhfjd dY;k.k 'kqYd :- 120/-
Lkewg chek ;®tuk :- 4/-

fo-fo- Nk= ifj"kn :- 2/-
jsMØkl lkslk;Vh 25/-

Lukrd :- 60/-/kj®gj jkf’k Õ

LukRdksrj 100/-

fo-fo- ijh{kk ‘’kqYd fo-fo- ds
vkns'kkuqlkj

izoztu Õ Õ :- 150/-

LukRdksrj iqLrkdky; :- 15/-

¼ ifjf'k"V 18&1 ½
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lwpuk dk vf/kdkj vf/kfu;e] 2005 ds varxZr
gLr&iqfLrdk

Handbook under
Right to Information,Act, 2005

e/;izns'k 'kklu
Government of Madhya Pradesh

mPp f'k{kk foHkkx
Department of Higher Education

ds v/khu LFkkfir vkSj dk;Zjr

'kkldh; xk¡/kh egkfo|ky; ckykth&fegksuk
ftyk fHk.M ¼e0iz0½

Govt. Gandhi College Balaji-Mihona
Distt. Bhind
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fo"k; lwph

Øekad v/;k; dk uke i`"B Ø-
1. v/;k;&1 izLrkouk Introduction

2. v/;k;&2 laxBu dh fof'kf"V;ka ÑR; ,oa drZO;
Particulars of Organization, Functions and Duties

3. v/;k;&3 vf/kdkfj;ksa vkSj deZpkfj;ksa dh 'kfä;ka ,oa drZO; Powers and Duties of
Officers and Employees

4. v/;k;&4 ÑR;ksa ds fuokZgu gsrq fu;e] fofu;e] vuqns'k] funZsf'kdk vkSj vfHkys[k
Rules, Regulations, Instructions, Manual and Records, for Discharging Functions

5.

v/;k;&5 uhfr fu/kkZj.k o dk;ZUo;u ds laca/k esa turk ;k tu&izfrfu/kh ls ijke'kZ ds
fy;s cuk;h x;h O;oLFkk dk fooj.k Particulars of any arrangement that exists for
consultation with, or representation by, the members of the public in relation to the formulation of
its policy or implementation thereof

6.
v/;k;&6 yksd izkf/kdkjh ds ikl ;k muds fu;a=.k esa miyC/k nLrkostksa dk izoxkZsa
¼categories½ ds vuqlkj fooj.k A statement of the categories of documents that are held by it
or under its control

7. v/;k;&7 cksMZ] ifj"knksa] lfefr;ksa ,oa vU; fudk;ksa dk fooj.k A statement of boards,
council, committees and other bodies constituted as its part

8. v/;k;&8 yksd lwpuk vf/kdkfj;ksa ds uke] inuke ,oa vU; fof'kf"V;ka
The names, designations and other particulars of the Public Information Officers

9. v/;k;&9 fu.kZ; ysus dh izfØ;k Procedure followed in Decision Making Process

10. v/;k;&10 vf/kdkfj;kas vkSj deZpkfj;ksa dh funZsf'kdk
Directory of Officers and Employee

11.
v/;k;&11 izR;sd vf/kdkjh vkSj deZpkjh }kjk ekfld ikfjJfed vkSj mlds fu/kkZj.k dh
i)fr The Monthly Remuneration Received By Each of its Officers and employees, Including the
System of Compensation as Provided in Regulations

12.
v/;k;&12 izR;sd vfHkdj.k dks vkoafVr ctV ¼lHkh ;kstukvksa] O;; izLrkoksa rFkk /ku
forj.k dh lwpuk½ The Budget Allocated to each Agency (Particulars of all plans, proposed
expenditures and reports ondisbursement made)

13. v/;k;&13 vuqnku@jkT; lgk;rk dk;Øeksa ds fØ;kUo;u dh jhfr
The Manner of Execution of Subsidy Programmes

14. v/;k;&14 fj;k;rksa] vuqKki=ksa rFkk izkf/kdkjksa ds izkfIrdrkZvksa ds laca/k esa fooj.k
Particulars of Recipients of Concessions, permits or Authorization granted by it

15. v/;k; & 15 d`R;ksa ds fuoZgu ds fy, LFkkfir ekud@fu;e
Norms set by it for the discharge of its functions

16. v/;k; & 16 bysDVªkfud #i esa miyC/k lwpuk;sa
Information available in an electronic form

17. v/;k; & 17 lwpuk izkIr djus ds fy, ukxfjdksa dks miyC/k lqfo/kkvksa dk fooj.k
Information available in an electronic form

18. v/;k;&18 vU; mi;ksxh tkudkfj;ka Other Useful Information
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v/;k; & 1
izLrkouk

Chapter 1
Introduction
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1-1- Ñi;k gLriqfLrdk dh i`"B Hkwwfe ij izdk'k Mkysa ¼lwpuk dk vf/kdkj
vf/kfu;e] 2005½

fof/k ,oa U;k; ea=ky;] Hkkjr ljdkj }kjk fnukad 12-10-05 ls **lwpuk dk vf/kdkj
vf/kfu;e] 2005** ykxw fd;k x;k gS] ftlds ifjizs{; esa bl iqfLrdk esa 'kkldh;
egkfo|ky;] ygkj] fHk.M ¼vkxkeh lanHkZ esa egkfo|ky; ds :i esa iz;qDr½ ds fofHkUu
dk;ZØeksa vkSj xfrfof/k;ksa dks /;ku esa j[krs gq;s egRoiw.kZ tkudkfj;k¡ ladfyr dh xbZ
gS A ;g tkudkjh egkfo|ky; ds lanHkZ esa i;kZIr lwpuk izkIr djus ds fy, mi;ksxh
gksxh A

1-2- gLriqfLrdk dk mn~ns';

¼1½ egkfo|ky; dk laf{kIr ifjp; nsuk
¼2½ tu&lkekU; dh n`f"V ls egkfo|ky; laca/kh mi;ksxh tkudkjh dk ladyu djuk

rkfd tu&lkekU; lwpuk ds vf/kdkj dk mi;ksx djrs gq, vko”;d tkudkjh
izkIr dj ldsA

1-3 ;g iqfLrdk fdu O;fä;ksa@laLFkkuksa@laxBuksa bR;kfn ds fy;s mi;ksxh gSA

;g gLr iqfLrdk fuEufyf[kr O;fDr;ksa@lewgksa ds fy, mi;ksxh gS

¼1½ Nk= ,oa Nk=k,a
¼2½ vfHkHkkod
¼3½ mPp f'k{kk foHkkx ds vf/kdkjh ,oa deZpkjh
¼4½ lekt ds lkekU; ukxfjd
¼5½ 'kkldh; @ v'kkldh; laxBu
¼6½ vfHkHkkod fo'ofo|ky;
¼7½ fo'ofo|ky; vuqnku vk;ksx
¼8½ tuHkkxhnkjh lfefr ds lnL;

1-4 gLr iqfLrdk dk izk:iA

gLriqfLrdk esa 18 v/;k; gSa vkSj izR;sd v/;k; ij vk/kkfjr lexz tkudkfj;ksa dk
fcUnqokj ladyu gS A

1-5- ifjHkk"kk,a ¼Ñi;k gLriqfLrdk esa iz;ksx dh x;h 'kCnkoyh dks ifjHkkf"kr djsa½A

iqfLrdk esa ,sls fdlh Hkh 'kCn dk iz;ksx ugha fd;k x;k gS ftudh ifjHkk"kk nh tkuk
okafNr gksA

1-6- gLriqfLrdk esa lek;ksftr fo"k;ksa ds laca/k esa foLr`r tkudkjh rFkk vU; tkudkfj;ksa
ds fy, lEidZ O;fäA

egkfo|ky; dh foLr`r tkudkjh izkIr djus ds fy, izkpk;Z }kjk lEidZ O;fDr
euksuhr fd, x, gSa tks bl izdkj gS
¼1½ vdknfed fo"k;ksa ds fy, &Mk¡ vkj-ds-lDlsuk] lgk0izk0 lekt'kkL=
¼2½ iz'kklfud fo"k;ksa ds fy, & Jh ds-ds-JhokLro] izHkkjh eq[; fyfid
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1-7 gLriqfLrdk esa miyC/k tkudkjh ds vfrfjä lwpuk izkIr djus dh fof/k ,oa “kqYd

gLriqfLrdk esa miyC/k tkudkjh ds vfrfjDr lwpuk izkIr djus ds fy, vkosnudrkZ
dks e/;izns'k 'kklu lkekU; iz'kklu foHkkx }kjk tkjh vf/klwpuk] e/;izns'k lwpuk
dk vf/kdkj&Qhl rFkk vihy fu;e 2005 ds vuqlkj fu/kkZfjr izfØ;k dk ikyu
djuk gksxk A ;s fu;e www.mp.nic.in@ lkekU; iz'kklu foHkkx dh osclkbV ij
miyC/k gSA

fuEufyf[kr tkudkfj;ka ^izfrcaf/kr* Js.kh esa vk;saxh vkSj nh tkuk laHko ugha gksxk A
bl Js.kh dh tkudkjh fuEukuqlkj gS %
1- iz'u i= cukus okys f'k{kdksa dk uke A
2- ijh{kd f'k{kdksa ds ukeksa dk iSuy A
3- xksiuh; izfØ;k,a ;Fkk iz'u i=ksa dk eqnz.k A
4- xksiuh; pfj=koyh
5- tkap ls lacaf/kr vfHkys[k A
6- ,sls vfHkys[k ftuds U;k;ky;hu izdj.k py jgs gSa A

fuEu vfHkys[k dsoy voyksdukFkZ jgsaxs %
1- dS'k cqd ystj @ okmplZ
2- fdlh vU; dh lsok iqfLrdk
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v/;k;&2 ¼eSuqvy&1½
laxBu dh fof'kf"V;ka ÑR; ,oa drZO;

Chapter-2 (Manual-1)
Particulars of Organization, Functions and Duties
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2-1- yksd izkf/kdj.k ds mn~ns';

mÌs'; %&

1- Nk= ,oa Nk=kvksa dks xq.koRrkijd ikjEifjd mPp f'k{kk iznku djuk A
2- Nk= ,oa Nk=kvksa ds lexz O;fDrRo fodkl ds fy, mUgsa ikjEifjd mPp f'k{kk ds

lkFk vU; vko’;d n{krk,a iznku djuk A
3- mPp f'k{kk dks lkFkZd vkSj lektksi;ksxh Lo:i esa cnyus ds fy, iz;kl djuk A
4- mPp f’k{kk dks le; dh ekax ds vuq:i ifjofrZr djrs gq, mlds ewy :i dks

;Fkkor j[kuk A
5- ikjEifjd mPp f’k{kk dks jkstxkjksUeq[kh fn’kk iznku djuk A

2-2- yksd izkf/kdj.k dk fe'ku@fotu

^^lekt dh fu.kkZ;d fodklkRed xfrfof/k;ksa esa lfØ; ,oa lkFkZd lgHkkfxrk gsrq
;qod ,oa ;qofr;ksa dks l'kDr cukus esa f’k{kk dk lnqi;ksx djukA**

2-3- yksd izkf/kdj.k dk laf{kIr bfrgkl vkSj blds xBu dk izlax

egkfo|ky; dk laf{kIr ifjp;
1 LFkkiuk dk o"kZ tqykbZ 1963
2 LFkkiuk ds le; Nk= la[;k 100
3 orZeku Nk= la[;k 746
4 egkfo|ky; dk Lo:i 'kkldh; xk¡/kh egkfo|ky;] ckykth fegksuk fHk.M

dyka] okf.T;] foKku
19 fo"k;
2 fo"k; esa LukRdksrj

5 v/;;u v/;kiu dk {ks=

&
izkpk;Z & 01 fjDr
lgk;d izk/;kid & 17 ¼7 in fjDr½
ØhM+k vf/kdkjh & 01

6 egkfo|ky; esa Lohd̀r in

xzUFkiky & 01
r`rh; Js.kh eq[; fyfid & 01 fjDr
r`rh; Js.kh deZpkjh & 09 ¼2 fjDr½7 egkfo|ky; esa dk;kZy;hu in
prqFkZ Js.kh deZpkjh & 12 ¼2 fjDr½
'kkldh; fuf/k & osru] HkÙks] fpfdRlk O;; izfriwfrZ] Nk=òfÙk
vkfn

fo'ofo|ky; vuqnku vk;ksx ls ek/;e izkIr vuqnku &fuy
tuHkkxhnkjh ds ek/;e ls ’kqYd vFkok nku }kjk ,df=r jkf’k

8 egkfo|ky; dk foRr iks"k.k

&

9 egkfo|ky; dh izeq[k miyfC/k;k¡

1- le`) iqLrdky; A
2- Nk= ,oa Nk=kvksa dks lkekftd ifjos'k ds izfr

laosnus'khy cukus dk iz;kl vkSj egkfo|ky; dh
lexz xfrfof/k;ksa dks Nk=ksUeq[kh cukrs gq, Nk= ,oa
Nk=kvksa ds fodkl gsrq d`rladYi j.kuhfr A

3- fu"i{k] LoPN iz'kklu A
4- iBu ikBu esa uokpkj A
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2-4- yksd izkf/kdj.k ds drZO;

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

2- egkfo|ky; ds fofHkUu dk;ZØeksa dks Nk=ksUeq[kh cukrs gq, mlesa fujarj lq/kkj ds
iz;kl djuk A

2-5- yksd izkf/kdj.k ds eq[; ÑR;

1- ikjEifjd mPp f'k{kk iznku djuk A
2- mPp f'k{kk dks lkFkZd] lkef;d] jkstxkjksUeq[kh cukuk A
3- laLFkk ds f'k{kdksa esa vius O;olk; ds izfr lEeku dh Hkkouk fodflr djukA
4- laLFkk dh izR;sd bdkbZ dks laLFkk ds izfr lefiZr Hkko ls dke djus gsrq rS;kj

djuk A
5- mPp f'k{kk dh lkekftd izfrc)rk dks lqfuf'pr djuk A

2-6 yksd izkf/kdj.k }kjk iznÙk lsokvksa dh lwph ,oa mudk laf{kIr fooj.k

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

2-7 yksd izkf/kdj.k ds fofHkUu Lrjksa ¼'kklu] funs'kky;] {ks=] ftyk] Cykd vkfn½ ij
laxBukRed <kapk ¼tgka ykxw gks½

Cykd Lrj ij ;g egkfo|ky; jksgkuh jksM ij fLFkr gS A
2-8 yksd izkf/kdj.k dh dk;Z n{krk c<+kus gsrq tulg;ksx dh vis{kk,a

mPp f'k{kk ds {ks= esa 'kkldh; laLFkkvksa ds ikl miyC/k lalk/kuksa dh deh dks ns[krs
gq, dk;Z {kerk dks c<+kus gsrq tu lg;ksx ysuk ,d izHkkoh mik; gS A tu lg;ksx
ds ek/;e ls 'kkldh; f'k{k.k laLFkk,a v/kkslajpukRed fodkl dk;Z dj ldrh gSa tks
izHkkoh O;oLFkkvksa ds fy, ,d vfuok;Zrk gS A tu lg;ksx u dsoy vfrfjDr lalk/ku
tqVkus ds fy, vko”;d gS vfirq laLFkk dh vU; leL;kvksa ds lek/kku esa rFkk
laLFkk dks u;k :i iznku djus esa izHkkoh Hkwfedk fuHkk ldrs gSa A

2-9 tu lg;ksx lqfuf'pr djus ds fy, fof/k@O;oLFkk

1- jkT; 'kklu us bl izdkj dk tu lg;ksx ysus ds fy, 'kkldh; egkfo|ky;ksa esa
tuHkkxhnkjh lfefr dh O;oLFkk LFkkfir dh gS] ;g lfefr laLFkk ds fy,
vko”;d vfrfjDr lalk/ku tqVkrh gS A egkfo|ky; ds u;s vdknfed dk;ZØeksa
dks viuk vuqeksnu nsrh gS vkSj egkfo|ky; ds fy, fodkl dk ekxZ iz'kLr
djrh gS A bldh vo/kkj.kk ij vk/kkfjr izHkkoh fØ;kUo;u ls 'kkldh;
egkfo|ky; viuh foRrh; ifjlhekvksa dks c<+k ldrs gSa vkSj lalk/ku&foghurk
dh fLFkfr ls mcj ldrs gSaA

1- bl egkfo|ky; esa twu 1997 ls tuHkkxhnkjh lfefr vfLrRo esa A
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2-11 eq[; dk;kZy; rFkk fofHkUu Lrjksa ij dk;kZy;ksa ds irs ¼Ñi;k irksa dk tuinokj
oxhZdj.k djsa½
egkfo|ky; dk LFkk;h irk fuEukuqlkj gSA

'kkldh; xk¡/kh egkfo|ky;] ckykth

fegksuk& ftyk fHk.M &477441 ¼e/;izns'k½

nwjHkk"k & 07529 & 250211

2-12 ¼v½ dk;kZy;

egkfo|ky; dk;kZy; ds [kqyus dk le; & izkr% 10-30 cts

egkfo|ky; ds dk;kZy; can gksus dk le; & lk;a 5-30 cts

¼c½ d{kk,a

d{kk,a izkjaHk gksus dk le; & izkr% 8-30 cts

vafre d{kk lekIr gksus dk le; & lk;a 5-30 cts
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v/;k;&3 ¼eSuqvy&2½
vf/kdkfj;ksa vkSj deZpkfj;ksa dh 'kfä;ka ,oa

drZO;]

Chapter - 3 (Manual - 2)
Powers and Duties of Officers and Employees
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3-1 egkfo|ky;hu vf/kdkfj;ksa] deZpkfj;ksa] f'k{kdkas dh 'kfä;ka ,oa drZO;

Ø in dk uke iz'kkldh;
'kfä;ka

foÙkh;
'kfä;ka

vU; 'kfä;ka drZO;

1 izkpk;Z
2 lgk;d izk/;kid
3 xzaFkiky
4 ØhM+k vf/kdkjh
5 eq[; fyfid
6 ys[kkiky
7 lgk;d xzsM&2
8 lgk;d xzsM&3
9 iz;ksx'kkyk rduhf'k;u
10 iz;ksx'kkyk ifjpkjd
11 cqd fy¶Vj
12 Hk`R;@pkSdhnkj@QjkZl

Lohij vkfn

lacaf/kr ds dk;ksZ @ 'kfDr;ksa ,oa vf/kdkjks dk lf{kIr
fooj.k fuEukuqlkj gS A

( I ) izkpk;Z

v- izkpk;Z ds vf/kdkj ,oa dk;Z

laLFkk izeq[k dh gSfl;r ls izkpk;Z ds dk;®Za@dÙkZO;®a dks fdlh ,d lwph esa lhfer ugha fd;k tk
ldrk gSA izkpk;Z dks egkfo|ky; izeq[k ¼izFke Js.kh vf/kdkjh½ dh gSfl;r ls os lHkh iz’kklfud ,oa foÙkh;
vf/kdkj Lo;a izkIr gksrs gSa ftudk mYys[k] *ewyHkwr fu;e*] foÙkh; lafgrk rFkk dks"k lafgrk esa gqvk gSA

izkpk;Z ds izeq[k vf/kdkj ,oa dk;Z fuEukuqlkj vafdr gS %&
1 iz'kklfud dk;Z ,oa vf/kdkj]
2 foÙkh; ,oa ys[kk dk;Z ,oa vf/kdkj]
3 dk;kZy;hu fuR; dk;Z ,oa iz’kklu]
4 fujh{k.k] i;Zos{k.k ,oa vuq’kklukRed dk;Z]
5 mPp f'k{kk dks lektksi;ksxh cukus dh fof/k;ka <wa<+uk] mUgsa l`ftr djuk v©j dk;Z :i esa ifjf.kr

djuk]
6 lg&ikB~;Øe xfrfof/k;ka] vfHkHkkod ,oa lekt ds vU; O;fDr;ksa ls lEidZ lEcU/kh dk;Z]
7 laLFkk ds fgr esa v©j Nk=ksa ds Hkfo"; fuekZ.k dh n`f"V ls mUur fopkj vkSj dYiukvksa dk l`tu

djuk muds izHkkoh fØ;kUo;u dks lqfuf’pr djuk]

c- iz'kklfud@foRrh; 'kfDr;ka %

c- 1 iz'kklfud 'kfDr;ka

1 rr̀h; ¼dsoy fyfidh; in½ ,oa prqFkZ Js.kh ds inksa ij deZpkjh dh fu;qfDr ds vf/kdkj
2 vius egkfo|ky; ds mu lHkh vjktif=r LVkQ dh isU'ku r; djuk ftudh fu;qfDr

dk vf/kdkj izkpk;Z dks gksrk gS]
3 vius v/khuLFk deZpkfj;ksa ,oa vf/kdkfj;ksa ds xksiuh; izfrosnu ,oa pfj= iath esa izFke

Vhi vafdr djuk]
4 egkfo|ky;hu vf/kdkfj;ksa ,oa deZpkfj;ksa dks vkdfLed] vftZr ,oa fo’®"k vodk’k Loh—

r djuk] lkFk gh fu;ekuqlkj fu/kkZfjr lhek esa fpfdRlk vodk’k Lohd`r djukA
5 fo|kfFkZ;kssa dks fofHkUu izdkj dh Lohdr̀ Nk=o`fRr;ka forfjr djuk]
6 izkpk;Z ds vodk'k vkfn ij tkus ij] izHkkjh izkpk;Z dks vkgj.k ,oa laforj.k dk
vLFkk;h vf/kdkj lkSaIkukA
7 tuHkkxhnkjh lfefr ds lnL; lfpo ds :i esa leLr dk;Zdkjh vf/kdkjA
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c- 2 foRrh; 'kfDr;k¡ %

• izkpk;Z dks vius v/khuLFk lHkh vf/kdkfj;ksa vkSj deZpkfjk;sa ds osru] HkRrs] vfxzeksa ds
vkgj.k ds lkFk th-ih-,Q-] th-vkbZ-,l- vkfn dh dVkSfr;k¡ djus dk vf/kdkj gksrk gSA
HkRrksa] vfxzeksa ,oa dVkSfr;ksa dh dqN enksa esa muds fy, dqN lhek&cU/ku Hkh fu/kkZfjr
fd;k x;k gS A bu lHkh izdj.kksa esa mUgsa fu;ekuqlkj vkgj.k djus dk vf/kdkj iznRr gS
A

• lHkh f'k{kdksa] vf/kdkfj;ksa vkSj deZpkfj;ksa dk L=ksr ij vk;dj dkVuk A
• ih-Mh- vdkmUV [kksyus dk vf/kdkj A
• Nk=o`fRr;ksa dh izpfyr O;oLFkk ds vuqlkj ys[kk j[kuk rFkk fofHkUu oxksZa esa fo|kkfFk;ksaa

dks Lohd`r Nk=o`fRr forj.k djuk A
• 'kklu }kjk fu/kkZfjr lhekvksa esa foÙkh; vf/kdkjksa dk iz;ksx djukA
• dqN izeq[k ,oa lnSo mi;ksx eas vkus okys 'kh"kZ %

1- midj.k] iqLrds] uD'sks] ;a= rFk vU; lgk;d lkexzh ds Ø; dh Lohd`fr
iznku djuk A

2- iz;ksx'kkyk ds QuhZpj Ø; dh Lohd`fr iznku djuk ¼blesa dk;kZy; ds
QuhZpj ,oa midj.k lfEefyr ugha gSa½

3- LVkslZ dh vizkIr oLrq,a rFkk 'kkldh; /kujkf'k dh dqy gkfu dh Lohd`fr
iznku djukA

4- lgh mi;ksx ds nkSjku viz;ksX; gq, QuhZpj] iqLrdsa] midj.k ,oa vU; oLrqvksa
dh dqygkfu Lohdr̀ djuk A

5- fofHkUu izdkj dh Nk=òfRr;ksa dh Lohd`fr rFkk mudk uohuhdj.k djukA

l- vU; lgk;d foRrh; vf/kdkj %

1- fjdfjax uSfefRrd O;;ksa dh Lohd`fr iznku djuk A
2- ejEer Js.kh ds NksVs fuekZ.k dk;Z ds O;; dh Lohd`fr iznku djuk A
3- cgqr vko';d ,oa vkikr fLFkfr esa LFkkuh; v'kkldh; izslksa esa NikbZ dk dk;Z

djuk A
4- LFkkuh; izslksa ;k cqd ckbUMjksa }kjk ckbafMax dk dk;Z djus dh Lohd`fr iznku

djuk A
5- QuhZpjksa dh ejEer dh Lohd`fr iznku djuk A
6- LFkk;h rFkk vU; prqFkZ Js.kh'kkldh; lsodksa ds mi;ksx ds fy, xje dEcy@onhZ

iznku djus dh Lohd`fr nsuk
7- dk;kZy; ds fy, QuhZpj fdjk, ls ysus dh Lohd`fr iznku djuk A
8- iqLrdsa] ikB~; lkexzh rFkk lekpkj i=] if=dk,a vkfn Ø; djus dh Lohd`fr

iznku djuk A
9- tuHkkxhnkjh lfefr }kjk vuqeksfnr cTkV dk fu;ekuqlkj laLFkk ds fy;s mi;ksx

djukA

( III ) xzUFkiky

xzUFkiky iqLrdky; izeq[k gksrk gS vkSj ml ukrs mudk dk;Z foHkkxk/;{k ds led{k
gS] bldk fooj.k bl izdkj gS %

1- iqLrdky; dh lesfdr O;oLFkk LFkkfir djuk A
2- iqLrdksa ds Ø; vkSj laxzg.k dh mfpr O;oLFkk djuk A [kqyh fufonk izfØ;k dk

ikyu djuk A
3- iqLrdky; O;oLFkk Nk=] f'k{kd] vf/kdkjh vkSj deZpkfj;ksa ds fy, mi;ksx ds

fy, miyC/k djkukA
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4- iqLrdky; ds deZpkfj;ksa esa dk;Z foHkktu rFkk muds dk;Z ij lrr fuxjkuh
j[kukA

5- iqLrdky; dk mi;ksx djus okys izR;sd O;fDr dh larqf"V ds vuq:i O;oLFkkvksa
dks ifjekftZr djuk A

6- iqLrdky; esa miyC/k iqLrdsa ,oa lkefxz;ksa dk la/kkj.k djuk ,oa vU; vuqi;ksxh
lkefxz;ksa ,oa th.kZ’kh.kZ iqLrdksa ds viys[ku dh O;oLFkk djukA

7- vuqi;ksxh iqLrdksa ds viys[ku ds fy, izkpk;Z dks le; le; ij
vko’;drkuqlkj izLrko nsuk A

( IV ) ØhM+k vf/kdkjh

ØhM+k vf/kdkjh ØhM+k foHkkx dk izeq[k gksrk gS ml ukrs muds dk;Z vkSj vf/kdkj
foHkkxk/;{k ds led{k gSA bldk fooj.k bl izdkj gS %
1- Nk= ,oa Nk=kvksa ds [ksydwn ls lacaf/kr leLr xfrfof/k;ksa dh O;oLFkk dk lapkyuA
2- [ksydwn ls lacaf/kr lkexzh dk Ø; vkSj j[k j[kko A
3- [ksy eSnkuksa dk j[k j[kko A
4- fofHkUu [ksyksa ds vk;kstu esa egkfo|ky; ds ny dh izfrHkkfxrk lqfuf’pr djus vkSj

Nk= ,oa Nk=kvksa dks izR;sd [ksy esa csgrj izf'k{k.k O;oLFkk miyC/k djkukA
5- ØhM+k foHkkx esa miyC/k lkexzh dh lqj{kk laa/kkj.k vkSj vuqi;ksxh lkexzh ds viys[ku

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

( V ) lgk;d izk/;kid ¼f'k{kd laoxZ½

fdlh Hkh f'k{k.k laLFkk esa f'k{kd eq[; /kqjh ds :i esa jgrs gSaA f'k{kdksa dh ;ksX;rk]
fu"Bk] yxu vkSj ifjJe ls laLFkk fodflr gksrh gSA laLFkk dh izfr"Bk Hkh f'k{kdksa dh izfr"Bk
ls LFkkfir gksrh gSA vr% fdlh Hkh O;olk; dh rqyuk esa f'k{kdh; O;olk; vf/kd mnkRr
vkSj lEekuuh; gSA

f'k{kdksa ls egkfo|ky; fuEu vis{kk,a j[krk gS &

1- f'k{k.k laLFkk ds izfr iw.kZ:is.k izfrc) gksdj dk;Z djuk rFkk laLFkk vkSj Nk=
,oa Nk=kvksa esa :fp ysrs gq, vius f'k{kdh; mRrjnkf;Roksa dk ogu djukA

2- le; dh ikcanh dk fo'ks"k /;ku j[kukA egkfo|ky; esa izfrfnu de ls de 6
?kaVs :dukA 40 ?k.Vs izfr lIrkg ds dk;Z dh vfuok;Zrk dh fu"Bk ls iwfrZ djuk
A bl le; dk mi;ksx v/;kiu ds vykok iqLrdky; esa uohure iqLrdksa ds
v/;;u vkSj mUgsa lkSais x, “kS{k.ksRrj mRrjnkf;Roksa dks ogu djus esa djukA

3- iBu&ikBu dh uohu “kSfy;ksa dk iz;ksx djukA dsoy O;k[;ku i)fr ls
v/;kiu dk dk;Z u djrs gq, fofHkUu n`';&J`O; ek/;eksa dk mi;ksx djukA

4- Nk= ,oa Nk=kvksa dks izsfjr djrs gq, mudh d{kk esa mifLFkfr lqfuf”pr
djokukA

5- f'k{kdks dks fu"i{k] fufHkZd vkSj fu;af=r O;ogkj j[kuk pkfg, rkfd Nk= ,oa
Nk=kvksa dh f'k{kdksa esa vkLFkk cuh jgsA

( VII ) eq[; fyfid

eq[; fyfid LFkkiuk “kk[kk dk izeq[k deZpkjh gksrk gS bl ukrs LFkkiuk ls lacaf/kr
leLr dk;Z dk mRrnkf;Ro eq[; fyfid dk gS A
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1- lHkh f’k{kd] vf/kdkjh vkSj deZpkjh;ksa dh lsok iqfLrdk] O;fDrxr uLrh] vodk’k dk
ys[kk la/kkfjr djukA

2- rr̀h; vkSj prqFkZ Js.kh deZpkfj;ksa ds dk;ksZa dk foHkktu rFkk mudk fu;a=.kA
3- ys[kk dk;ksZa ds izHkkjh ds :i esa dS’k&cqdksa rFkk ys[kk&jftLVjkssa esa vafdr izfof"V;ksa dh

tkap vkSj izek.khdj.k djukA
4- ijh{kk laca/kh izca/k ,oa ys[kh; dk;kZs esa lfØ; Hkwfedk fuHkkukA
5- ;g lqfuf’pr djuk fd laLFkk ds dk;kZy; esa iz’kklfud fu;a=.k ds lkFk vuq'kklu]

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

Hkou ,oa ifjlj ds j[k&j[kko] lQkbZ vkSj LoPNrk dh O;oLFkk djukA
7- egkfo|ky; dh '©f{kd rFkk ikB~;sRrj xfrfof/k;ksa ds lapkyu ,oa Ik;Zos{k.k esa izkpk;Z rFkk

fofHkUu izHkkjh vf/kdkfj;ksa dks lfØ; lg;ksx nsuk ,oe~ iz’kkldh; O;oLFkk,a LFkkfir
djuk A

8- ;g lqfuf'pr djuk fd mlds v/khuLFk deZpkjh iw.kZr% deZB gS vkSj os viuk&viuk
dke Bhd rjg ls vkSj ifjJeiwoZd djrs gSaA bldk lrr~ fujh{k.k djukA

( VIII ) ys[kkiky

ys[kkiky ys[kk 'kk[kk dk fØ;kRed izHkkjh gksrk gSA

1- buds izeq[k dk;Z bl izdkj gSA leLr 'kkldh; lsodksa ds osru] fpfdRlk izfriwfrZ ns;d]
;k=k HkRrk ns;dksa vkfn dks fof/kor rS;kj dj dks"kky; ls ikfjr djkukA

2- cSad ls uxnhdj.k ds mijkar lacaf/kr O;fDr;ksa dks Hkqxrku djuk A
3- fu/kkZfjr vof/k esa forfjr u gks ikus ij vforfjr jkf’k dks dks"kky; esa okil tek

djukA
4- ’kkldh; vkSj v'kkldh; dS'k&cqd rFkk mlls lacaf/kr lHkh okmpjksa dks O;ofLFkr

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

esa izLrqr djUkkA
6- jksdM+ cgh fy[kuk vkSj jksdM+ cgh ds dS'k csysUl dk dSf'k;j dh Msyh@jQ dS'k&cqd ls

feyku djukA
7- jlhn&dV~Vksa ds izfri.kksZa ls Msyh&Qh&dysD'ku ¼Mh-,Q-lh½ jftLVj esa dh x;h izfof"V;ksa

dk feyku djuk vkSj fo|kFkhZ }kjk tek fd;s x;s ’kqYdksa dks fu/kkZfjr i)fr }kjk
dks"kky; esa tek djukA

8- ys[kk 'kk[kk ds lHkh vkys[kksa dks fnukIr j[krs gq, mUgsa vkfMV&;ksX; fLFkfr esa j[kus dk
nkf;Ro ys[kkiky dk gSA

9- izkpk;Z] eq[; fyfid }kjk vknsf'kr dk;kZs dks le; esa iwjk djuk ys[kkiky dk dRrZO; gSA

( IX ) dSf'k;j ¼jksdfM+;k½

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

2 osru vkfn lHkh izdkj ds ns;dksa dh uxn jkf'k dks dks"kky;@CkSad ls ykukA
3 ikfjr jkf'k dks lacaf/kr O;fDr dks Hkqxrku djuk rFkk Hkqxrku fd, x, okmpjksa dks

ys[kkiky ds lqiqnZ dj] ;g lR;kfir djuk fd dS'kcqd ds vuqlkj jksdM+ lgh gSA
4 Nk=kvksa }kjk tek fd, x, ’kqYdksa dh jkf’k dks izkIr djuk v©j mls oxhZ—r voLFkk esa

j[kuk A ’kqYd fu;fer :i ls cSad esa tek djukA
5 dSf'k;j }kjk izkIr v©j mlds }kjk Hkqxrku dh x;h izR;sd jkf'k dks dPph jksdM+& cagh

esa fy[kuk v©j Hkqxrku fd;s x;s izR;sd fcy esa esjs }kjk Hkqxrku fd;k x;k fy[kdj
vius gLrk{kj djukA
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6 izR;sd fnu dk jksdM+h&O;ogkj lekIr gksus ij olwy@izkIr dh x;h /kujkf'k rFkk leLr
Hkqxrku fd;s x;s okmpjksa dks ys[kkiky dks l©aiukA

7 dSf'k;j dks izkpk;Z] eq[; fyfid rFkk ys[kkiky }kjk vknsf’kr vU; dk;Z djukA

( X ) mPp Js.kh rFkk fuEu Js.kh fyfid
¼dk;kZy; lgk;d xzsM II ,oa III½

dk;kZy; ds fyfidh; dk;®Z ds lEiknu ds fy, rFkk ys[kkiky ,oa eq[; fyfid }kjk
le;&le; ij l©ais dk;®Za ds lEiknu gsrq] ,d mPp Js.kh ¼lgk;d xzsM II ½ rFkk rhu fuEu
Js.kh fyfidksa ¼lgk;d xzsM III ½ds in fufeZr gSaA
fo|kFkhZ] Nk=o`fr] HkaMkj.k] Vkbfiax dk;Z] vkod&tkod] ’kqYd ladyu ln`’k dk;®Za dk Hkkj
bu fyfidks dks l©ik x;k gSA
izkpk;Z eq[; fyfid ls fopkj&foe'kZ dj] bu fyfidkas dks dk;kZy; v©j egkfo|ky; ds vU;
dk;Z l©airs gSA

prqFkZ Js.kh deZpkjh %

( XI ) Hk`R;@QjkZl@cqdfy¶Vj

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

}kjk fd;k tkrk gSA
4- izkpk;Z@ eq[; fyfid }kjk lkSais x;s leLr dk;Z djuk A

egkfo|ky; ,oa dk;kZy; esa fofHkUu dk;®Za ds fuckZ/k lEiknu ds fy, izkpk;Z }kjk eq[;
fyfid ls fopkj&foe’kZ dj Hk`R;ksa ds chp dk;®Za dk foHkktu fd;k tkrk gSA izkpk;Z dk mu
ij lrr~ fu;a=.k ,oa fujh{k.k jgrk gSA

Hk`R;ksa ds dk;®Z ij izkpk;Z] eq[; fyfid dh lh/kh utj jgrh gS rkfd os vius dk;®Za esa fdlh
izdkj f'kfFkyrk u cjrsaA

( XII ) lQkbZ deZpkjh ¼Lohij½

;g in Hkh egkfo|ky; dh LFkkiuk esa Loh—r gSA lQkbZ deZpkjh fo|ky; ds 'k©p d{k®a dh
LoPNrk ds lkFk] Hkou rFkk ifjlj dh lQkbZ ds fy, ftEesnkj gksrk gSA

( XIII ) iz;ksx'kkyk deZpkjh %

ftu fo"k;ksa esa izk;®fxd dk;Z gksrk gS ogka iz;ksx'kkyk esa izk;ksfxd dk;kZsa ds lEiknu ds fy,
iz;ksx'kkyk rduhf’k;u ¼rr̀h; Js.kh½ ,oa iz;ksx'kkyk ifjpkjd ¼prqFkZ Js.kh½ ds in fufeZr gksrs
gSA
lkekU; :i ls muds dk;Z ,oa dRrZO; fuEufyf[kr gS%

( XIII-1 ) iz;ksx'kkyk rduhf'k;u % ¼vjktif=r rr̀h; Js.kh 'kSSS{kf.kd laoxZ½

iz;ksx”’kkyk rduhf’k;u iz;ksx’kkyk dk izHkkjh gksrk gS vkSj foHkkxk/;{k ds funsZ’ku esa dk;Z
djrk gSA buds eq[; dk;Z bl izdkj gSa %
1- iz;ksx”’kkyk esa dk;Z djus okys fo|kfFkZ;ksa dks vko’;d midj.k] jlk;u vkfn

iz;ksx&lkexzh b’;w djuk rFkk iz;ksx ds mijkar v{k; lkexzh okil ysukA
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2- foHkkxk/;{k ds ekxZn’kZu esa] vius foHkkx ds fy, vko’k;d lkexzh Ø; djus gsrq dksVs’ku
vkfn vkeaf=r djuk rFkk dksVs’ku izkIr gksus ij Ø; fu;eksa ds rgr] rqyukRed pkVZ
rS;kj djukA

3- vko’;d vkSipkfjdrk,a iwjh dj vkns’k&i= vkfn foHkkx izeq[k ds le{k gLrk{kj ds fy,
izLrqr djukA

4- lkexzh izkIr gksus ij LVkWd&jftLVj esa izfof"V vkSj muds j[k&j[kko rFkk mi;ksx dh
;Fkksfpr O;oLFkk djukA

5- LVkWd dk Hk©frd lR;kiu rFkk viys[ku dk;Z djkuk Hkh iz;ksx”’kkyk rduhf’k;u dh
dk;Z&ifjf/k esa vkrk gSA

6- iz;ksx”’kkyk ifjpkjd ls vko’;d dk;Z ysuk gS vkSj izkpk;Z ls funsZ’k feyus ij] foHkkx
izeq[k dh tkudkjh esa] egkfo|ky; ds fgr esa vU; dk;Z djukA izkpk;Z egkfo|ky; dh
iz’kkldh; vko';drk ds vuq:i buls dk;kZy;hu dk;Z Hkh ys ldrs gSA

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

( XIII-2 ) iz;ksx'kkyk ifjpkjd %

iz;ksx'kkyk ifjpkjd iz;ksx’kkyk dk prqFkZ Js.kh dk deZpkjh gksrk gS rFkk foHkkx izeq[k
vkSj iz;ksx”’kkyk rduhf'k;u ds funsZ’kkuqlkj foHkkx ds fofHkUu dk;Z djrk gSA

1- vius foHkkx dks le; ij [kksyuk] cUn djuk] iwjs le; foHkkx esa mifLFkr jguk vkSj
mldh lQkbZ ,oa lqj{kk dh O;oLFkk djuk A

2- vko';drkuqlkj egkfo|ky; ds vU; dk;ksZa esa eq[; fyfid] izkpk;Z ds funsZ'kkuqlkj
lg;ksx nsukA
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v/;k;&4 ¼eSuqvy&3½
ÑR;ksa ds fuokZgu gsrq fu;e] fofu;e]

vuqns'k]funZsf'kdk vkSj vfHkys[k

Chapter - 4 (Manual-3)
Rules, Regulations, Instructions, Manual and

Records, for
Discharging Functions
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4-1 y®d izf/kdj.k vFkok mlds vf/kdkfj;ksa ,oa dfeZ;ksa }kjk vius d`R;ksa ds fuokZgu ds fy;s
/kkfjr rFkk iz;ksx fd;s tkus okys fu;e] fofu;e] vuqns'k] funsZf'kdk v©j vfHkys[k dh lwph
fuEu izk:i ij izLrqr djk,a ¼;g lwpuk izR;sd vfHkys[k ds fy;s i`Fkd ls izLrqr djsa½
egkfo|ky; esa dk;Zjr vf/kdkfj;ksa] ,oa deZpkfj;ksa }kjk vius d`R;ksa ds fuokZgu ds fy;s /kkfjr
rFkk iz;ksx fd;s tkus okys fu;e] fofu;e] vuqns'k] funsZf'kdk vkSj vfHkys[k dh lwph vxys
i`"B esa layXu gS A

4-1 y®d izf/kdj.k vFkok mlds vf/kdkfj;ksa ,oa dfeZ;ksa }kjk vius d̀R;ksa ds fuokZgu ds fy;s /kkfjr rFkk
iz;ksx fd;s tkus okys fu;e] fofu;e] vuqns’k] funsZf’kdk v©j vfHkys[k dh lwph fuEu izk:i ij izLrqr djk,a
¼;g lwpuk izR;sd vfHkys[k ds fy;s i`Fkd ls izLrqr djsa½

Ø- vfHkys[k dk uke

vfHkys[k dk izdkj
¼fdlh ,d izdkj
dks pqus &;Fkk]
fu;e] fofu;e]

vuqns’k] funsZf’kdk]
vfHkys[k] vU;½

vfHkys[k dk laf{kIr ifjp;

fu;e] fofu;e]
vuqns’k] funsZf’kdk v©j
vfHkys[k dgk¡ ls izkIr
dj ldrs gSa ¼irk]
nwjHkk"k Øekad] QSDl
Øekad bZ&esy] vU;½

fu;e]
fofu;e]
vuqns’k]
funsZf’kdk

v©j vfHkys[k
dh izfr dks
izkIr djus
dk ’kqYd
¼;fn dksbZ

gks½

1 LFkkiuk ls lacaf/kr leLr nLrkost

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

f’k{kd®a] vf/kdkjh;®a]
deZpkfj;ksa dh LFkkiuk ls
lEcfU/kr leLr nLrkost
¼lsok iqfLrdk] O;fDrxr
uLrh] xksiuh; pfj=koyh
vodk’k uLrh] ‘’kkfLr
uLrh½

Jh ds-ds-JhokLro
iz;ksx rduhf'k;u

‘’kklu }kjk
fu/kkZfjr ’kqYd
ekU; g®xkA
izfrcaf/kr
nLrkost ugha
fn[kk,
tk;asxsA

2
nSfud 'kqYd laxzg.k iath %
tujy Qh dysD’ku ¼th-,Q-lh-½ jftLVj
,oa izk:i]

jftLVj] jlhn
dV~Vs] jlhnsa izfrfnu fy;s tkus okys

’kqYd dk vfHkys[khdj.k
Jh eukst nhf{kr
lgk0xsM&3

3 ys[kk’kk[kk vfHkys[k

f’k{kd®a] vf/kdkjh;®a]
deZpkfj;ksa dh LFkkiuk ls
lEcfU/kr leLr nLrkost
Ø; izfØ;k ls lacaf/kr
nLrkost] Hkqxrku izfØ;k
lacaf/kr nLrkost] ckmplZ

f’k{kd®a] vf/kdkjh;®a]
deZpkfj;ksa dh LFkkiuk ls
lEcfU/kr leLr nLrkost

Jh vks-ih-
JhokLro@Jh fot;
flag

4 xksiuh; izfrosnu vfHkys[k izkpk;Z

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

5 U;k;ky;hu izdj.k vfHkys[k Mk¡-vkj-ds-lDlSuk

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

6

fo|kFkhZ 'kk[kk
izos'k fu;e vkns’k lwpuk,¡
izos'k lwfp;k¡ “kqYd tek] vafre frfFk]
vafreLFkfr
o.kZekyk Øe] d{kkoj] fo"k; Øe] oxZokj
izos'k lwfp;k¡
izos’k iath

vfHkys[k fu;e] vuqns’k] fofu;e

Jh ds-ds-JhokLro] Jh
;w-lh-pkS/kjh]
Jh vkj-ch-,l-tknkSu]
eukst nhf{kr

’kklu }kjk
fu/kkZfjr ’kqYd
ekU; g®xkA
izfrcaf/kr
nLrkost ugha
fn[kk, tk;asxs
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Ø- vfHkys[k dk uke

vfHkys[k dk izdkj
¼fdlh ,d izdkj
dks pqus &;Fkk]
fu;e] fofu;e]

vuqns’k] funsZf’kdk]
vfHkys[k] vU;½

vfHkys[k dk laf{kIr ifjp;

fu;e] fofu;e]
vuqns’k] funsZf’kdk v©j
vfHkys[k dgk¡ ls izkIr
dj ldrs gSa ¼irk]
nwjHkk"k Øekad] QSDl
Øekad bZ&esy] vU;½

fu;e]
fofu;e]
vuqns’k]
funsZf’kdk

v©j vfHkys[k
dh izfr dks
izkIr djus
dk ’kqYd
¼;fn dksbZ

gks½
Lok/;k;h Nk=ksa gsrq vuqefr
ukekadu Qkby
ijh{kk vkosnu & vuqØekad
ijh{kk ifj.kke
lwpuk Qkby
LFkkukUrj.k izek.k@pfj= izek.k
vxzs"k.k
ekbxzs’ku
iqjkus vfeys[k u"Vhdj.k
vadlwph vuqØekad fooj.k

7

Nk=of̀Rr ’kk[kk
Nk=of̀Rr lwpuk,¡
eSfVªdksÙkj Nk=of̀Rr;k¡ uohu ¼vuqlwfpr
tkfr] vuqlwfpr tutkfr ,oa vU; fiNM+k
oxZ½
uohuhdj.k Nk=kòfRr;k¡ ¼vuqlwfpr tkfr]
vuqlwfpr tutkfr ,oa vU; fiNM+k ox½
’kklu dh ,dhdr̀ Nk=kòfRr;k¡
foDykax®a dh fo’®"k Nk=kòfRr;k¡
vU; O;fDr laLFkk }kjk lafLFkr
Nk=of̀Rr;k¡
Nk=of̀Rr;®a ls lacfU/kr jftLVj
cSad ls i= O;ogkj
Nk= lgk;rk d®"k
fofo/k

vfHkys[k vknsou] fu;e
fofu;e] vuqnss’k

Jh foeyflag @ Jh
fot;flag@ Jh vkj-
ch-,l-tknkSu

‘’kklu }kjk
fu/kkZfjr ’kqYd
ekU; g®xkA
izfrcaf/kr
nLrkost ugha
fn[kk,
tk;asxsA

8

Ø; ,oa HkaMkj.k ’kk[kk
Ø; izfØ;k
vf/kd̀r iznk;drkZv®a dh lwph
’kklu }kjk ekU; bdkb;®a dh ewY;
lwfp;k¡
Ø; lfefr dk xBu
fufonk vkea=.k rqyukRed pkVZ
Ø;kns’k
LVkd jftLVj
fuxZeu iath
eqnz.k dk;Z Qkby
Hk©frd lR;kiu
Ø; fcØh uhykeh & viys[ku

LVkd jftLVj]
ufLr;ka] fufonk,a

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

Jh ds-ds-JhokLro

’kklu }kjk
fu/kkZfjr
“kqYd ekU;
gksx A
izfrcaf/kr
nLrkost ugha
fn[kk,
tk;asxsA

9

vkod&tkod ’kk[kk
vkod iath
tkod iath
HkR̀; iqfLrdk
Mkd fVfdV ys[kk
fofo/k

vfHkys[k jftLVj] nLrkost Jh fot; flag
’kklu }kjk
fu/kkZfjr ’kqYd
ekU; g®xkA

10

xzUFkky; ,oa okpuky; ’kk[kk
xzaFkky;&okpuky; lEca/kh fu;e
xzaFkky; lfefr dk xBu ,oa dk;Z
iqLrdksa ,oa xzaFkksa dh fo"k;okj lwfp;ka rFkk
xzaFkky; QuhZpj] midj.kkas vkfn ds
dSVykWx
foHkkxksa ls izkIr iqLrdksa ,o adz; izLrkoksa
dh Lohd̀fr;ka
[kjhnh izfdz;k] dksVs’ku dkWy i=]

iqLrdsa tuZYl
vfHkys[k vkfn

LVkd jftLVj iath]
ufLr;ka] fufonk i= Mk¡ ds-ih-flag

’kklu }kjk
fu/kkZfjr ’kqYd
ekU; g®xkA
izfrcaf/kr
nLrkost ugha
fn[kk,
tk;asxsA
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Ø- vfHkys[k dk uke

vfHkys[k dk izdkj
¼fdlh ,d izdkj
dks pqus &;Fkk]
fu;e] fofu;e]

vuqns’k] funsZf’kdk]
vfHkys[k] vU;½

vfHkys[k dk laf{kIr ifjp;

fu;e] fofu;e]
vuqns’k] funsZf’kdk v©j
vfHkys[k dgk¡ ls izkIr
dj ldrs gSa ¼irk]
nwjHkk"k Øekad] QSDl
Øekad bZ&esy] vU;½

fu;e]
fofu;e]
vuqns’k]
funsZf’kdk

v©j vfHkys[k
dh izfr dks
izkIr djus
dk ’kqYd
¼;fn dksbZ

gks½
dksVs’ku vkfn] rqyukRed pk
pkVZ@jftLVj] dz; lfefr dh vuq’kalk
,oa izkpk;Z dh Lohd̀fr vkfn
dz; vkfn] eky ,oa ns;d dh izkfIr] eky
dh tkap] Lohd̀fr]

11

ØhM+k ,oa ’kkjhfjd ’kk[kk
dzhM+k [ksydwn lEcfU/kr fu;e & vkns’k
Qkby
Ø; izfØ;k
fo’ofo|ky; vuqnku vk;®x ds fo’®"k
vuqnku®a
[®y eSnku] buM®j LVsfM;e
Nk= ’kkjhfjd dY;k.k ’kqYd
tuHkkxhnkjh

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

Mk¡ Ogh-ds- flag@
Mk¡ vkj-ds-lDlSuk@Jh
ftrsUnz falg

’kklu }kjk
fu/kkZfjr ’kqYd
ekU; g®xkA
izfrcaf/kr
nLrkost ugha
fn[kk,
tk;asxsA

12

vU; ikBsRkj xfrfof/k;ka 'kk[kk ikB~;srj
xfrfof/k;ka lEcaf/kr uhfr funsZ'k Qkby
Nk=la/kpquko@Nk= la/k dk xBu

,u-lh-lh-Qkby ] ,u-,l-,l Qkby

f'k{kdks vf/kdkjh;ksa dh
LFkkiuk ls leLr nLrkost

Jh ch-ds-iztkikfr

Mk¡ ,e-,l-dq'kokg

'kklu }kjk
fu/kkZfjr 'kqYd
ekU; gksxk
izfrcaf/kr
nLrkost ugh
fn[kk;s tk;sxsa
A

uksV % lHkh vfHkys[k LFkk;h izd`fr ds ugha gSa vkSj fHkUu fHkUu vfHkys[kksa ds fy;s fuf”pr
le;kof/k ds ckn mUgsa u"V dj nsus dh O;oLFkk fu;eksa esa gS A vr% ;g O;oLFkk
vfHkys[k miyC/k djkrs le; Hkh /;ku esa jgsxh A vfHkys[kksa ds la/kkj.k ds fy, 'kklu
}kjk le;kof/k fu/kkZfjr dh xbZ gS A vfHkys[k miyC/k djkus ds fy, og le; lhek
ykxw jgsxh A
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v/;k;&5¼eSuqvy&4½
uhfr fu/kkZj.k o dk;ZUo;u ds laca/k esa turk ;k

tu&izfrfuf/k ls ijke'kZ ds fy;s cuk;h x;h O;oLFkk
dk fooj.k

Chapter - 5 (Manual -4)
Particulars of any arrangement that exists for consultation
with, or representation by, the members of the public in

relation to the formulation of its policy or implementation
thereof
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uhfr fu/kkZj.k gsrq
5-1 D;k yksd izf/kdkj.k }kjk uhfr fu/kkZj.k ds laca/k esa turk ;k tu izfrfuf/k dh

ijke'kZ@Hkkxhnkjh dk dksbZ izko/kku gS\ ;fn gS rks O;oLFkk dk fooj.k bl izk:i esa izLrqr
djsaA

Ø
fo"k;@ÑR;
dk uke

D;k bl fo"k; esa
turk dh Hkkxhnkjh

vfuok;Z gS\ ¼gk¡@ughaa½
turk dh Hkkxhnkjh lqfuf'pr djus ds fy;s dh x;h O;oLFkk

1
tuHkkxhnkjh
O;oLFkk gk¡

egkfo|ky;ksa esa tuHkkxhnkjh lqfuf'pr djus ds fy, tuHkkxhnkjh
lfefr;ksa dk xBu fd;k x;k gSA jkT; 'kklu ds fu.kZ;kuqlkj izns'k
ds leLr 'kkldh; egkfo|ky;ksa ds izca/ku esa tuHkkxhnkjh dh n`f"V
ls mUgsa e/;izns'k lkslk;Vh jftLVªhdj.k vf/kfu;e] 1973 ds varxZr
iathÑr djus dk izko/kku fd;k x;k gSA tuHkkxhnkjh dh foLr`r
:i js[kk vf/klwpuk Øekad ,Q&73&6&96&lh&3 &36 fnukad 30
flrEcj] 96 esa nh xbZ gS tks mPp f'k{kk foHkkx dh osc lkbV
www.highereducationmp.org ij miyC/k gSA

uhfr ds dk;kZUo;u gsrq
5-2 D;k yksd izkf/kdj.k }kjk uhfr ds dk;kZUo;u ds laca/k esa turk ;k tuizfrfuf/k ls@dh

ijke'kZ@Hkkxhnkjh dk dksbZ izko/kku gS\ ;fn gS rks O;oLFkk dk fooj.k bl izk:i esa izLrqr
djsaA
'kkldh; egkfo|ky;kas esa tuHkkxhnkjh lfefr;ksa dks fuEu fyf[kr fo"k;ksa essa izca/ku ds ,oa
Hkkxhnkjh ds vf/kdkj fn, x, gSa&

Ø fo"k;@ÑR; dk uke

D;k bl fo"k;
esa turk dh
Hkkxhnkjh

vfuok;Z gS\
¼gk¡@ughaa½

turk dh Hkkxhnkjh lqfuf'pr
djus ds fy;s dh x;h O;oLFkk

1 f'k{k.k dk;Z dh xq.koRrk ,oa leh{kk gk¡
2 f'k{k.k 'kqYd of̀)@iqujhf{kr djus ,oa mlls

izkIr jkf'k ls fodkl dk;Z fd;k tkukA
gk¡

3 LofoÙkh; vk/kkj ij O;k;lkf;d ,oa vU;
ikB~;Øe izkjaHk djukA

gk¡

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

gk¡

tuHkkxhnkjh dh foLrr̀ :i js[kk vf/klwpuk Øekad
,Q&73&6& 96&lh&3&36 fnukad 30 flrEcj] 96
ds vuqlkj tks fd mPp f'k{kk foHkkx dh osc lkbV
www.highereducationmp.org ij miyC/k gSA
dsoy mUgha enksa esa tuHkkxhnkjh
vfuok;Z gS ftudk laca/k lfefr }kjk
ladfyr jkf'k ls fd;k x;k gks A

5 tuHkkxhnkjh lfefr ds [kkrs dk lapkyu A & [kkrs dk lapkyu izkpk;Z o lnL;
lfpo }kjk la;qDr :i ls fd;k tkrk
gS A

6 tuHkkxhnkjh lfefr dk ctV ikfjr djuk A & tuHkkxhnkjh foRr lfefr& izcU/k
lfefr & lkekU; ifj"kn
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v/;k;&6 ¼eSuqvy&5½
yksd izkf/kdkjh ds ikl ;k muds fu;a=.k esa

miyC/k nLrkostksa dk izoxkZsa ¼categories½ ds
vuqlkj fooj.k

Chapter- 6 (Manual -5)
A statement of the categories of documents that are

held by it or under its control
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6-1 yksd izkf/kdj.k ds ikl miyC/k 'kkldh; nLrkostksa dh tkudkjh nsus gsrq
fuEu izk:i dk iz;ksx djsaA lkFk gh ;g Hkh crk,a fd ;g nLrkost dgk¡ miyC/k jgrs
gSa tSls fd lfpo Lrj ij] funs'kky; Lrj ij] vU; ¼Ñi;k ÞvU;Þ dk mi;ksx djus
ds LFkku ij Lrj dk mYys[k djsa½

Ø izoxZ nLrkost dk uke ,oa ,d iafä esa
ifjp;

nLrkost izkIr djus ds fy;s izfØ;k /kkjd@fu;a=.kk/khu

1 izos'k lwph

izkpk;Z }kjk fu/kkZfjr izfØ;k vuqlkj ;k rks
nLrkostksa dh Nk;kizfr miyC/k djkbZ
tk,xh ;k mls egkfo|ky; dh osc lkbV
ij miyC/k djk;k tk,xkA

izkpk;Z

2 izos'k ds fu;e 'kklu o fo'ofo|ky; }kjk tkjh fu;e A izkpk;Z

3 tuHkkxhnkjh lfefr ds varxZr lkekU;
ifj"kn dh cSBd ds fefuV~l

egkfo|ky; dk;kZy; esa miyC/k gSA izkpk;Z

4 Nk=of̀Ùk izkIr fo|kfFkZ;ksa dh lwph egkfo|ky; dk;kZy; esa miyC/k gSA Jh fot; flag

5

vuqlwfpr tkfr@vuqlwfpr tutkfr ds
fo|kfFkZ;ksa ds fy, fu%'kqYd iqLrdsa ,oa
LVs'kujh iznku djus dh ;kstuk ds
varxZr ykHkkfUorksa dh lwph

egkfo|ky; dk;kZy; esa miyC/k gSA Mk¡ ds-ih-flag @
Jh vkj-Ogh-,l- tknkSu

6 tuHkkxhnkjh ;kstuk ds varxZr o"kZokj
vk;&O;; C;kSjk egkfo|ky; dk;kZy; esa miyC/k gSA Jh ftrsUnz flag tknksu

7

fo'ofo|ky; vuqnku vk;ksx ls izkIr
jkf'k dk C;kSjk & LohÑr jkf'k] foeqä
jkf'k] mi;ksx dh xbZ jkf'k ,oa 'ks"k
jkf'kA

egkfo|ky; dk;kZy; esa miyC/k gSA Jh Mk¡ vkj-ds-lDlSuk

8 fjtoZ QaM@feJ dks"k esa miyC/k jkf'k
,oa blds O;; dk o"kZokj C;kSjk egkfo|ky; dk;kZy; esa miyC/k gSA Jh vks-ih-JhokLro

9 'kklu ls izkIr jkf'k dk enokj] o"kZokj
vk;&O;; dk C;kSjk egkfo|ky; dk;kZy; esa miyC/k gSA Jh vks-ih-JhokLro

10 egkfo|ky; dh fofHkUu lfefr;ka vkSj
muds vf/kdkj rFkk drZO; lwph egkfo|ky; dk;kZy; esa miyC/k gSA Jh ds-ds-JhokLro

11 leLr vf/kdkfj;ksa@deZpkfj;ksa ,oa
f'k{kdksa dh lsok iqfLrdk,a egkfo|ky; dk;kZy; esa miyC/k gSA Jh ds-ds-JhokLro
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v/;k;&7 ¼eSuqvy&6½
cksMZ] ifj"knksa] lfefr;ksa ,oa vU; fudk;ksa dk fooj.k

Chapter- 7 (Manual - 6)
A statement of boards, council, committees and

other bodies constituted as its part
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7-1 Ñi;k yksd izkf/kdj.k ls lc) cksMZ] ifj"knksa] lfefr;ksa ,oa vU; fudk;ksa dk
laf{kIr fooj.k fuEu izk:i ds vk/kkj ij nsaA

egkfo|ky; dh izca/ku O;oLFkk f=Lrjh; gS %
1- 'kkldh; ra= vkSj iz.kkyh ftlds rgr 'kklu }kjk LFkkfir ekun.Mksa ds vuqlkj fofHkUu

lfefr;ksa dk xBu fd;k tkrk gS A ;s lfefr;k¡ ,d o"kZ rd dk;Z djrh gSa vkSj vkxkeh
'kS{kf.kd l= ls iqu% bu lfefr;ksa esa u;s lnL;ksa dk euksu;u fd;k tkr gS A ,slh
lfefr dh lwph layXu gS A ¼ifjf'k"V ½

¼1½ tuHkkxhnkjh lfefr %

1 lac) laLFkk dk uke ,oa irk tuHkkxhnkjh lfefr 'kkldh;-xk¡/kh egkfo|ky; ckykth
fegksuk ftyk fHk.M

2 lac) laLFkk dk izdkj ¼cksMZ] ifj"kn~] lfefr]
fudk; ;k vU;½

'kkldh; xk¡/kh egkfo|ky; ckkykth fegksuk

3 lac) laLFkk dk laf{kIr ifjp; ¼LFkkiuk o"kZ]
mn~ns';@eq[;ÑR;½

LFkkiuk o"kZ % 1997
eq[; d`R; %
1- egkfo|ky; dh fodklkRed xfr ds fy, lalk/ku

tqVkuk A
2- egkfo|ky; ds fy, u;s vdknfed dk;ZØeksa dk izLrko

Lohd̀r djuk A
3- u;s “kqYd yxkus vFkok izpfyr 'kqYd esa oqf) djuk A
4- lekt ls lacaf/kr rcdksa vkSj nku nkrkvksa ls nku

,df=r djuk A
5- ,sls u;s dk;ZØe vk;ksftr djuk ftuls lalk/ku tqVkus

esa enn feys A
4 lac) laLFkk dh Hkwfedk

¼ijke'kZnk=h@izca/kdkfj.kh@dk;ZØkfj.kh@vU;
½

ijke'kZ] ekxZn'kZu vkSj fodklkRed xfrfo/k;k¡ A

5 Lo:i ,oa orZeku lnL; egkfo|ky;ksa esa tuHkkxhnkjh lfefr e/;izns'k lkslk;Vh
jftLVªhdj.k vf/kfu;e] 1973 ds varxZr iathÑr lkslk;Vh
gS] ftldk Lo:i tuHkkxhnkjh dh foLr`r :i js[kk
vf/klwpuk Øekad ,Q&73&6& 96&lh&3&36 fnukad 30
flrEcj] 96 ds vuqlkj tks fd mPp f'k{kk foHkkx dh osc
lkbV wwwhighereducationmp.org ij miyC/k gSA

orZeku esa Jh gjh ckcw 'kekZ ¼fujkyk½ lfefr ds
v/;{k gS] izkpk;Z insu lnL; lfpo gSa vkSj dysDVj lqJh-
lq/kk pkS/kjh gSa A

6 eq[; vf/kdkjh dk uke izkpk;Z] lnL; lfpo ds :i esa dk;Z djrs gSa A

7 eq[; vf/kdkjh ,oa vU; 'kk[kkvksa ds irs izkpk;Z] 'kkldh; xka/kh egkfo|ky; ckykth fegksuk

8 cSBd dh vkòfÙk lEiw.kZ fooj.k tuHkkxhnkjh dh foLr`r :i js[kk vf/klwpuk
Øekad ,Q&73&6& 96&lh&3&36 fnukad 30 flrEcj] 96 ds
vuqlkj tks fd mPp f'k{kk foHkkx dh osc lkbV
wwwhighereducationmp.org ij miyC/k gSA

lekU; lHkk dh cSBd o"kZ esa ,d ckj] izca/k lfefr
dh cSBd de ls de rhu ekg esa ,d ckj vFkok
vko”;drkuqlkj vkSj foRr lfefr dh cSBd o"kZ esa rhu ckj
vk;ksftr dh tkrh gS A

9 D;k cSBd esa turk Hkkx ys ldrh gS\ turk ds izfrfuf/k Hkkx ysrs gSaA

10 D;k cSBd ds dk;Zo`Ùk rS;kj fd;s tkrs gSa \ rS;kj fd;s tkrs gSaA

11 D;k turk cSBd dk dk;ZòÙk izkIr dj ldrh
gS\ vxj gka] rks izfØ;k dk fooj.k nsaA

dk;ZòÙk rS;kj fd;s tkrs gSa] ftls Nk;kizfr ds ek/;e ls izkIr
fd;k ldrk gSA
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dk;kZy; izkpk;Z] 'kkldh; xk¡/kh egkfo|ky;] ckykth fegksuk

Ø 2910@LFkk@2005 ygkj fnukad

@@ vf/klwpuk @@

tuHkkxhnkjh lfefr dh uo euksuhr v/;{kk }kjk lfefr dk xBu fd;k x;k gS ftlds
vuqlkj fnukad 24-6-05 ls vkxkeh nks o"kksZ ds fy;s fofHkUu laoxksZ esa fuEufyf[kr O;fDr;ksa dks
tuHkkxhnkjh lfefr dk lnL; euksuhr fd;k tkrk gSA

Ø euksuhr@insu lnL;ksa ds uke laoxZ lfefr
esa in

1- Jh gjh ckcw 'kekZ ¼fujkyk½ x.kekU; ukxfjd v/;{k

2- Jh v'kksd deBku ¼,l-Mh-,e-
ygkj½

dysDVj] fHk.M vFkok muds }kjk euksuhr
izfrfuf/k

mik/;{k

3- Mk¡- ,e-,l-dq'kokg egkfo|ky; ds izkpk;Z lnL; lfpo

4- Jh jktcgknqj flag dq'kokg cUFkjh tgka egkfo|ky; fLFkr gS ml {ks= ds laln
lnL; ;k muds }kjk ukekafdr izfrfuf/k

lnL;

5- Jh lqnkek yky xqIrk fegksuk tgka egkfo|ky; fLFkr gS ml {ks= ds fo/kk;d ;k
muds }kjk ukekafdr izfrfuf/k

lnL;

6- Mk¡ vkj-ds lDlSuk lnL;
7- Mk¡- vkj-,l- dq'kokg lnL;
8- lR; dqekj Nkjh; lnL;
9- Jh jkepj.k 'kekZ lnL;

10 Jh iznhi dqekj ipksjh

11 Jh vfuy 'kekZ

12 Jh ctjax 'kj.k th

13 Jherh inek JhokLro

14 Jh gfjfoyk'k dq'kokgk

izns'k esa mPp f'k{kk ds mRikn dk mi;ksx djus

okys LFkkuh; laxBu] m|ksx] LFkkuh; laLFkkvksa]

nkunkrkvksa] d"̀kdksa ,oa iks"kd laLFkkvks ds

,d&,d izfrfuf/k

15 Jh ct̀eksgu xqIrk lnL;

16 Jh gfj'kadj xqIrk
vfHkHkkod izfrfuf/k

lnL;
17 Jh lqjs'k cjlsuk HkwriwoZ Nk= izfrfuf/k
18 dq0 gsysuk f=dh lnL;vuqlwfpr tkfr] vuqlwfpr tutkfr] fiNM+k oxZ esa

ls izR;sd ml oxZ dk ,d vfHkHkkod ftlds dksbZ
lnL; vU; Jsf.k;ksa esa u vk, gksaA

;s vf/klwpuk fnukad 24-6--2005 ls ykxw ekuh tk;sxhA

¼ MWk- ,e-,l dq'kokg½
izkpk;Z

http://www.go2pdf.com


8-1 Ñi;k yksd izkf/kdj.k esa dk;Zjr yksd lwpuk vf/kdkfj;ksa] lgk;d yksd lwpuk
vf/kdkfj;ksa rFkk foHkkxh; vihysV vFkksfjVh ds laca/k esa fuEu izk:i esa lwpuk izLrqr
djsa

yksd izkf/kdj.k dk uke % 'kkldh; egkfo|ky; ygkj

lgk;d yksd lwpuk vf/kdkjh%

Ø uke inuke ,l Vh Mh
dksM nwjHkk"k QSDl bZ&esy irk

dk;kZy; vkokl
v & vdknfed eqÌksa dh tkudkjh ds fy;s &

1
Mk¡- vkj-
ds-lDlsuk

lgkizk/;kid
lekt 'kkL= 07529 250211 & 250211

'kkldh; xka/kh
egkfo|ky;

ckykth fegksuk

c & iz'kklfud vkSj foÙkh; eqÌksa dh tkudkjh ds fy;s &

2
Jh ds-ds-
JhokLro

iz;ksx'kkyk
rduhf'k;u 07529 250211 & 250211

'kkldh; xka/kh
egkfo|ky;

ckykth fegksuk

eq[; yksd lwpuk vf/kdkjh%

Ø uke inuke ,l Vh Mh
dksM

nwjHkk"k QSDl bZ&esy irk

dk;kZy; vkokl

1

MWk- ,e-
,l-

dq'kokg
izkpk;Z 07529 250211 & 250211

'kkldh; xka/kh
egkfo|ky;
ckykth
fegksuk

foHkkxh; vihysV vFkksfjVh%
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Ø uke inuke ,l Vh Mh
dksM

nwjHkk"k QSDl bZ&esy irk

dk;kZy; vkokl

2
Mk¡ dhfrZ
lDlSuk

vfrfjDRk
lapkyd 0751 2323187 2323187

mPp f'k{kk
{ks=h;
dk;kZy;
eksrh egy
Xokfy;j
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9-1 fdlh Hkh fo"k; ij fu.kZ; ysus ds fy;s yksd izkf/kdj.k esa D;k izfØ;k viuk;h tkrh
gS\

I iz'kkldh; fu.kZ; %

tuHkkxhnkjh lfefr lss lacaf/kr iz'kkldh; fu.kZ; tuHkkxhnkjh lfefr dh lkekU;
lHkk esa iz'kkldh; fu.kZ; dk;Zdkfj.kh esa fy;s tkrs gSaA ,sls fu.kZ; ysus ds fy, ;s
lfefr;k¡ oS/kkfud :i ls vf/kd`r gSa A

II vU; iz'kklfud fu.kZ; %

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

fuEufyf[kr fcUnqvksa ij izfØ;k dk mYys[k djas&
¼1½ izos'k izfØ;k ,oa izos'k ij fu.kZ; ysus ds vf/kdkj

izos'k izfØ;k fuEu pj.kksa esa lEiUu gksrh gSa A
1- jkT; 'kklu ds Lrj ij izos'k fu;eksa dk fodkl A
2- fo'ofo|ky; ds ek/;e ls izos'k fu;e egkfo|ky; dks miyC/k gksxk A
3- egkfo|ky; }kjk izos'k dh lwpuk dk izdk'ku A
4- foojf.kdk (Prospectus) dk izdk'ku vkSj fofHkUu ikB~;Øeksa@fo"k;®a esa miyC/k

LFkkuksa dh vf/klwpuk tkjh djuk A
5- izos'k vkosnu i= vkeaf=r djuk A
6- d{kkokj izos'k lfefr dk xBu djuk A
7- vkosfnr Nk= ,oa Nk=kvkas dks xq.kkuqØe ] vkj{k.k vkSj vf/kHkkj dk ykHk nsrs

gq, izos'k lwph tkjh djuk A
8- izos'k izkIr Nk= ,oa Nk=kvksa ls 'kqYd ysuk vkSj muds izos'k dh izfØ;k dks

iw.kZ djuk A

¼2½ Nk=la?k pquko izfØ;k ,oa fu.kZ; ysus ds vf/kdkj
Nk=la?k pquko fo'ofo|ky; }kjk tkjh fd;s x;s v/;kns'k ds vk/kkj ij lEiUu gksrs
gSa] blds fy, izkpk;Z }kjk eq[; pquko vf/kdkjh fu;qDr fd;k tkrk gS A pquko laacaf/k
leLr fu.kZ; izkpk;Z] eq[; pquko vf/kdkjh vkSj pquko lfefr }kjk la;qDr :i ls
fy;s tkrs gSa A lHkh fu.kZ; v/;kns'k dh ifjlhek esa fy;s tkrs gSaA

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

¼5½ 'kklu] ;w th lh] tuHkkxhnkjh ,oa vU; L=ksarksa ls izkIr vuqnku dks O;; djus
dh izfØ;k ,oa fu.kZ; ysus ds vf/kdkjA
'kklu }kjk izkIr vuqnku dk O;; 'kkldh; fu;eksa ds rgr vkSj mUgha enksa esa fd;k

tkrk gS ftlds fy, izkIr gqvk gSA

fo'ofo|ky; vuqnku vk;ksx dh fofHkUu ;kstukvksa ds rgr egkfo|ky; }kjk vius

vkosnu fn;s tkrs gSa vkSj Lohd`r gksus ij Lohd`rh i= esa fn;s x;s fn'kk funs'kksa ds
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vuqlkj fu/kkZfjr en esa O;; fd;k tkrk gS A jkf'k O;; djus ds ckn bldk

mi;ksfxrk izek.k i= fo'ofo|ky; vuqnku vk;ksx dks Hkstk tkrk gS A

tuHkkxhnkjh lfefr ls izkIr jkf'k dk O;; tuHkkxhnkjh lfefr dh foRr lfefr] izca/k

lfefr vkSj lkekU; ifj"kn }kjk vuqeksfnr enksa esa fd;k tkrk gS A blds fy;s ,d

ctV cuk;k tkrk gS] ctV foRr lfefr }kjk ikfjr gksrk gS vkSj bls izca/k lfefr

viuh vuq'kalk ds lkFk lkekU; ifj"kn dks Hkstk tkrk gS A lkekU; ifj"kn ctV dks

ikfjr djrh gS vkSj ikfjr ctV ij enokj O;; djus ds fy, izkpk;Z dks lfefr }kjk

vf/kd`r fd;k tkrk gS A fof'k"Benksa esa tuHkkxhnkjh lfefr ds v/;{k dh lgefr yh

tkrh gS A

9-2 fy;s x;s fu.kZ; dks turk rd igaqpkus ds fy;s D;k O;oLFkk gS\

1- egkfo|ky; dh okf"kZd foojf.kdk ds ek/;e ls A

2- egkfo|ky; dh osc lkbZV ds ek/;e ls A

3- egkfo|ky; dk;kZy; esa miyC/k vfHkys[kksa ds ek/;e ls]

4- Nk= ,oa Nk=kvksa vkSj f'k{kdksa ds ek/;e ls A

9-3 fofHkUu Lrj ij fdu vf/kdkfj;ksa dh laLrqfr fu.kZ; ysus ds fy;s izkIr dh tkrh gS\

egkfo|ky; lapkyu dh fdu&fdu izfØ;kvksa esa mPp Lrj ds vf/kdkfj;kas dh vuqefr

vFkok vuq'kalk dh vko';drk gksrh gS &

9-4 vafre fu.kZ; ysus ds fy;s izkf/kdkfjr vf/kdkjhA
izfØ;kokj vafre fu.kZ; ysus ds fy, vf/kdkjh dk uke fn;k tk,A

lHkh fo"k;ksa esa vafre fu.kZ; ysus ds fy, izeq[k lfpo] mPp f'k{kk vkSj vk;qDr] mPp
f'k{kk vf/kd`r gSa A

9-5 eq[; fo"k; ftl ij yksd izkf/kdj.k }kjk fu.kZ; fy;k tkrk gS mldk fooj.k fuEu
izk:i esa vyx ls izLrqr djasA
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Ø

fo"k;
¼ftlds laca/k esa
fu.kZ; fy;k tkuk

gSA

fn'kk&funZs'k ¼;fn
gks rks½

fu.kZ; ysus dh
izfØ;k

fu.kZ; ysus esa 'kkfey
vf/kdkfj;ksa dh
lEidZ lwpuk

fu.kZ; ds fo:)
dgk¡ vkSj dSls
vihy djsa

1 izos'k laca/kh dk;Z
'kklu @
fo'ofo|ky; }kjk
tkjh vkns'k

fn'kk funsZ'k esa fn;s
x;s vk/kkj ij

izos'k lfefr xfBr
dh tkrh gSA

fu.kZ; ds fo:)
izkpk;Z ds ikl
vihy dh tk
ldrh gS

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

v/;kns'k&1] thokth
fo'ofo|ky;

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

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

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

3
fo'ofo|ky;hu
ijh{kk,a

fo'ofo|ky;
v/;kns'k&5 vkSj 6
ds rgr

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

ijh{kk lapkyu ls
tqM+s gq, f'k{kd dqylfpo

4
okf"kZdksRlo ,oa ;qok
mRlo

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

izkpk;Z] vkSj lacaf/kr
vf/kdkjh

izkpk;Z] vkSj Nk=
ifj"kn lykgdkj
lfefr

izkpk;Z vFkok
vk;qDr mPp f'k{kk
ds ikl

5
fo'ofo|ky;
vuqnku vk;ksx ls
izkIr jkf'k dk O;;

fo'ofo|ky;
vuqnku dh
ekxZnf'kZdk ds
vuqlkj

egkfo|ky; ds
izkpk;Z ,oa ;w-
th-lh- izHkkjh

izkpk;Z] ,oa ys[kkiky ;w-th-lh- e/;{ks=h;
dk;kZy;] Hkksiky

6
'kklu ls izkIr jkf'k
dk O;;

'kklu }kjk fu/kkZfjr
ekin.Mksa ds vk/kkj
ij

izkpk;Z izkpk;Z],oa ys[kkiky vk;qDr] mPp f'k{kk

7
tuHkkxhnkjh esa
miyC/k jkf'k dk
O;;

tuHkkxhnkjh lfefr
ds 'kklu }kjk
fu/kkZfjr ekin.Mksa
ds vuqlkj

v/;{k ,oa lnL;
lfpo

tuHkkxhnkjh lfefr
ds lEekuuh;
inkf/kdkjh

v/;{k tuHkkxhnkjh
lfefr] izkpk;Z
vFkok izeq[k lfpo]
mPpf'k{kk
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v/;k;&10 ¼eSuqvy&9½
vf/kdkfj;kas vkSj deZpkfj;ksa dh funZsf'kdk

Chapter . 10 (Manual -9)
Directory of Officers and Employee
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10.1 Ñi;k tkudkjh egkfo|ky;okj fuEu izk:i esa nsaA

Sr.
No. PIN NAME DEG SUBJECT

S.T.
D.

Code

Ph. No
Office

Ph. No
Home Fax Email Address

2502111. Dr.
M.S.KUSHWAH

PRINCIPAL
IC

prabhar Principal
Govt.Collage Balaji
Mihona ¼izHkkjh½ izkpk;Z
'kkldh; xka/kh egkfo|ky;
ckykth fegksuk

2. Dr.
M.S.KUSHWAH

ASSISTANT
PROFESSOR

HINDI MIHONA BHIND

3. VACANT ASSISTANT
PROFESSOR

HINDI MIHONA BHIND

4. VACANT ASSISTANT
PROFESSOR

HINDI MIHONA BHIND

5. R.K.SINGH ASSISTANT
PROFESSOR

ENGLISH MIHONA BHIND

6. CANDRA
SHEKHAR RAJ

ASSISTANT
PROFESSOR

HISTORY MIHONA BHIND

7. DR. SHOBHA
PANDAY

ASSISTANT
PROFESSOR

ECONOMIC MIHONA BHIND

8. DR.
R.K.SEXENA

ASSISTANT
PROFESSOR

SOCIOLOG
Y

MIHONA BHIND

9. S.K. CHHARI ASSISTANT
PROFESSOR

GEOGRAPH
Y

MIHONA BHIND

10. VACANT ASSISTANT
PROFESSOR

POLT. SC. MIHONA BHIND

11. LARENCE
BAUDH

ASSISTANT
PROFESSOR

COMMERC
E

MIHONA BHIND

12. VACANT ASSISTANT
PROFESSOR

COMMERC
E

MIHONA BHIND

13. B.K.PRAJAPATI ASSISTANT
PROFESSOR

SANSKRIT MIHONA BHIND

14. PRERNA MITRA ASSISTANT
PROFESSOR

BOTNY MIHONA BHIND

15. GYAN SINGH
UCHARIYA

ASSISTANT
PROFESSOR

CHEMISTR
Y

MIHONA BHIND

16. VACANT ASSISTANT
PROFESSOR

MATH MIHONA BHIND

17. VACANT ASSISTANT
PROFESSOR

ZOOLOGY MIHONA BHIND

18. VACANT ASSISTANT
PROFESSOR

PHYSICS LAHAR BHIND

19. V.K.SINGH SPORTS
OFFICER

SPORTS
OFFICER

MIHONA BHIND

20. K.P.SINGH LIBRARIAN LIBRARIAN

07
52

9

250211

MIHONA BHIND

uksV& 7 inks dh O;oLFkk egkfo|ky; esa vfrfFk fon~okuks }kjk laikfnr dh tk jgh gS A
Mk¡ ,e-,l-dq'kokg
¼izHkkjh izkpk;Z½
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v/;k;&11 ¼eSuqvy&10½
izR;sd vf/kdkjh vkSj deZpkjh }kjk ekfld ikfjJfed

vkSj mlds fu/kkZj.k dh i)fr

Chapter-11 (Manual- 10)
The Monthly Remuneration Received By

Each of its Officers and Employees,
Including the System of Compensation as

Provided in Regulations
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1-1 Ñi;k tkudkjh fuEu izk:i esa nsA
• tuHkkxhnkjh en

Ø uke inuke ekfld ikfjJfed@
{kfriwfrZ HkRrk

ikfjrksf"kd@
ikfjrksf"kd HkÙkk
¼nwjHkk"k HkRrk½

ikfjJfed ds fu/kkZj.k dh
i)fr tks fu;ekoyh essa nh
x;h gks

1 Jh ftrsUnz tknksu iz;ks-rd- 150
tuHkkxhnkjh lfefr }kjk
tuEkkxhnkjh en ls
vuqeksfnr A

2- Jh xksfoUnh & 900
tuHkkxhnkjh lfefr }kjk
tuEkkxhnkjh en ls
vuqeksfnr A

3
Jh f'kojkt falag
dq'kokg & 700

tuHkkxhnkjh lfefr }kjk
tuEkkxhnkjh en ls
vuqeksfnr A
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v/;k;&12¼eSuqvy&11½
izR;sd vfHkdj.k dks vkoafVr ctV

¼lHkh ;kstukvksa] O;; izLrkoksa rFkk /ku forj.k dh lwpuk½
Chapter -12 (Manual . 11)

The Budget Allocated to each Agency
(Particulars of all plans, proposed expenditures

and reports on disbursement made)
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12-1 egkfo|ky; dks 'kklu }kjk vkoafVr ctV dk C;kSjk %&

l-Ø- en izLrkfor
ctV

LohÑr ctV
'kklu }kjk
iznÙk ¼fd'rksa

esa½
dqy O;;

vk;kstusRrj % ekax la[;k- & 44 % mPp f'k{kk
lsD'ku 1 & % jsosU;w lsD'ku
lc estj gsM & 03 % fo'ofo|ky; mPp f'k{kk
ekbuj gsM & 103 & 'kkldh; egkfo|ky; ,oa laLFkk,a
Ldhe ¼0798½ & dyk] foKku ,oa okf.kT; egkfo|ky;
lsxesUV & 9999 vk;kstusRrj
1- 11& osru ,oa HkRrs

001&osru 3900000 3000000 3000000 1200873
003& Mh-,- 2340000 720000 720000 633988
008& vU; HkRrs 97500 75000 75000 36618
009& fpfdRlk

izfriwfr
36000 40000 40000 27396

2- 12 & etnwjh 10000 10000 10000 &
3- 21 & okgu HkRrk

001 ;k=k HkRrk 50000 12000 12000 12000
4- 22 & dk;kZy; O;;

001 & Mkdrkj 6000 3000 3000 3000
002 & nwjHkk"k 7200 8000 8000 5000
005 & fctyh ikuh 6000 5000 5000 5000
006 & onhZ 24000 2000 2000 2000
007 & LVs'kujh ,oa
QkeZ

12000 6000 6000 5000

5- 34 & lkexzh ,oa iwfrZ
009 & vU; 72000 50000 50000 47600
007 & vU; & & &

vk;kstu % ekax la[;k & 41 ¼0102½
9380 & vuqlwfpr
tu tkfr ¼cqDl ,.M
LVs'kujh

700 350 350 350

vk;kstu % ekax la[;k & 64 ¼0103½
4699 & vuqlwfpr
tkfr ¼cqDl ,.M
LVs'kujh

45000 42550 42550 41800
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v/;k;&13 eSuqvy
vuqnku@jkT; lgk;rk dk;Øeksa ds fØ;kUo;u dh

jhfr

Chapter - 13
The Manner of Execution of Subsidy Programmes
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13-1 Ñi;k fuEu izk:i ij tkudkjh miyC/k djk,aA
0 dk;ZØe@;kstuk dk uke
0 dk;ZØe@;kstuk ds izHkkoh jgus dh le; lhek
0 dk;ZØe dk mn~ns';
0 dk;ZØe dh HkkSfrd ,oa okf.kfT;d y{; ¼foxr o"kZ esa½
0 ykHkkFkhZ dh ik=rk
0 iwokZis{kk,a
0 vuqnku@lgk;rk izkIr djus dh izfØ;k
0 ik=rk fuf'pr djus ds fy;s ekun.M
0 fn;s tkus okys vuqnku@lgk;rk dk fooj.k ¼ftlesa vuqnku dh jkf'k dk fooj.k gks½
0 vkosnu djus ds fy;s dgk¡@fdlls laidZ djas
0 vkosnu “kqYd ¼tgka mfpr gks½
0 vkosnu i= dk izk:i ¼;fn vkosnu lkns dkxt ij gksrk gS rks Ñi;k mldk mYys[k djrs gq, ;g

crk,a fd vkosnudrkZ vkosnu djrs le; fdu ckrksa dk o.kZu djs½
0 layXuksa dh lwph
0 izfØ;k ds laca/k esa leL;k gksus ij dgka laidZ djsa
0 miyC/k /kujkf'k dk fooj.k ¼fofHkUu Lrjksa ij tSls fd ftyk Lrj ij] Cykd Lrj ij bR;kfn½
0 ykHkkfFkZ;ksa dh lwph ¼fuEu izk:i ij½

foHkkx
}kjk
iznÙk
Øekad

ykHkkFkhZ
dk uke

vuqnku
dh jkf'k

ofYn;r ik=rk
dk
vk/kkj

fuokl

ftyk 'kgj eksgYyk@xk¡o edku ua-

uksV& bl egkfo|ky; esa fdlh Hkh izdkj dh lclhMh dk dksbZ izko/kku ugha gS vr% izk:i esa tkudkjh
fujad gSA
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v/;k; & 14 ¼eSuqvy&13½
fj;k;rksa] vuqKki=ksa rFkk izkf/kdkjksa ds izkfIrdrkZvksa ds

laca/k esa fooj.k

Chapter -14 (Manual -13)
Particulars of Recipients of Concessions,

permits or
Authorization granted by it
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14-1 egkfo|ky;ksa esa lkekU;] vuqlwfpr tkfr] tutkfr] fiNM+koxZ] fodykax ;k vU; fo|kfFkZ;ksa ,oa Nk=
,oa Nk=kvksa ds fy, ;fn dksbZ NwV] fj;k;r vkfn dh ;kstuk gks rks mldk mYys[k fuEu izk:iesa fd;k tk,A
uksV& foHkkx esa izR;{k :i ls fj;k;rkas] vuqKki=ksa rFkk izkf/kdkjksa dk dksbZ izko/kku ugha gS rFkkfi

1- e/;izns’k 'kklu us Nk=kvksa dks f’k{k.k ’kqYd ls eqDr j[kk gSA
2- vuqlwfpr tkfr tutkfr oxZ ds leLr fo|kfFkZ;ksa dks fu%'kqYd iqLrdsa@LVs'kujh iznk; djus

dk izko/kku gSA
mijksä fcUnqvksa dh tkudkjh izk:i esa nh tk,A

o dk;Zdze dk uke
o izdkj ¼ fj;k;r] vuqKki= vFkok izkf/kdkj esa ls ,d pqusa½
o mn~ns';
o y{; ¼foxr o"kZ esa½
o ik=rk
o ik=rk dk vk/kkj
o iwokZis{kk,a
o izkIr djus dh izfdz;k
o fj;k;r] vuqKki= vFkok izkf/kdkj fn, tkus ds fy, fu/kkZfjr le; lhek
o vkosnu “kqYd
o vkosnu i= dk izk#i
o layXudksa dh lwph
o layXudksa dk izk#i
o izkfIrdrkZvksa dh lwph ¼fuEu izk#i ij½

foHkkx
}kjk
iznRr
dzekad

izkfIrdrkZ
dk uke

oS/krk
fdl
fnukad
rd gS

ofYn;r fuokl
ftyk

fuokl
“kgj

fuokl
eksgYyk@
xkao

fuokl
edku ua

fj;k;r ds fy, fuEu tkudkjh Hkh miyC/k djk,a
o fn, tkus okys ykHk dk fooj.k
o ykHk ds forj.k dh izfdz;k

vuqlwfpr tkfr @ tutkfr @ fiNM+k oxZ Nk=o`fRr gsrq la’kkssf/kr vk; lhek
¼v½ ikyd dh okf"kZd vk; 1]00]000@& gksus ij iwjh Nk=o`fRr rFkk iwjh Qhl dh ik=rk gksxh A
¼c½ ikyd dh okf"kZd vk; 1]00]000 ls 1]20]000@& gksus ij dsoy iwjh Qhl dh ik=rk gksxh]

Nk=o`fRr ugha feysxh A
¼l½ ikyd dh okf"kZd vk; 1]20]000@& ls 1]80]000@& gksus ij dsoy vk/kh Qhl dh ik=rk

gksxh A Nk=o`fRr ugha feysxh A 1]80]000@& vk; ds i”pkr~ Nk=o`fRr@Qhl dh ik=rk
ugha gksxh A

Nk=o`fRr QkeZ ds lkFk Nk=ksa }kjk layXu fd;s tkus okys izi=ksa dh lwph
1- ewy fuokl izek.k i= dh lR;kfir Nk;kizfr A
2- vk; izek.k i= dh ewy izfr
3- LFkk;h tkfr izek.k i= dh lR;kfir Nk;kizfr A
4- Nk= dk laLFkk izeq[k }kjk izekf.kr Nk;kizfr A
5- dkmaflfyax jlhn dh lR;kfir Nk;kizfr A
6- gk;j lsds.Mjh ¼10$2½ ls v/;;ujr d{kk@ikB~;Øe rd dh lHkh ijh{kkvksa dh

vadlwfp;ksa dh lR;kfir Nk;kizfr;ka A
7- xSi gksus dh fLFkfr esa xSi izek.k i= A

fnuakd %

Nk= ds gLrk{kj--------------------------------
Nk= dk uke ------------------------------------
ikB~;Øe dk uke---------------------------------

iksLV eSfVªd Nk=o`fRr %&
1- fiNM+k oxZ dk tkfr izek.k i= gksuk pkfg;s A
2- ikyd dh okf"kZd vk; lhek :i;s 25]000@& rd iwjh Nk=o`fRr $ iwjh Qhl dh

ik=rk gksxh A
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v/;k; & 15 ¼eSuqvy&14½
d`R;ksa ds fuoZgu ds fy, LFkkfir ekud@fu;e

Chapter-15 (Manual - 14)
Norms set by it for the discharge of its

functions
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15-1 yksd izkf/kdj.k }kjk vius fofHkUu fdz;kdykiksa ds laiknu gsrq iz;ksx fd,
tkus okys ekud@fu;eksa dk dk;Zdzeokj fooj.k miyC/k djk;sa

mPp f'k{kk foHkkx ds varxZr izeq[k xfrfof/k egkfo|ky;ksa esa mfpr xq.koÙkk

ds lkFk 'kS{kf.kd dk;Z miyC/k djkuk gS ftlds fy, fo'ofo|ky; leUo; lfefr

}kjk vdknfed dsys.Mj cuk;k tkrk gSA vdknfed dsys.Mj esa 'kS{kf.kd]'kS{k.ksÙkj

rFkk lkaLÑfrd xfrfof/k;ksa ds fy, le; lhek fu/kkZfjr dh tkrh gSA bl vdknfed

dsys.Mj ds vuqlkj 'kS{kf.kd l= esa fofHkUu xfrfof/k;ka lapkfyr dh tkrh gSA

iz'kklfud dk;ksZ ds fy, 'kklu esa izpfyr lkekU; fu;eksa@vuqns'kksa dk

ikyu fd;k tkrk gS ;Fkk e/;izns'k flfoy ¼vkpj.k½ fu;e] 1965 e-iz- flfoy lsok

¼lsok dh lkekU; 'krsZ½ fu;e 1961] e/;izns'k yksd lsok ¼ vuqlwfpr tkfr;k] vuq-

tkfr;ksa vkSj fiNM+s oxksZ ds fy, vkj{k.k½ vf/kfu;e] 1994] e/;izns'k flfoy lsok

¼fpfdRlk ifjp;kZ½ fu;e] 1958] e/;izns'k Hk.Mkj Ø; fu;e foRrh; lafgr Hkkx&1

vkSj Hkkx&2 vkfn

blds vfrfjä egkfo|ky; }kjk ;fn dk;Z laiknu ds fy, dksbZ vU; ekud ;k

fu;e cuk, x, gksa rks mldk fooj.k fn;k tk,A

1- tuHkkxhnkjh lfefr vf/kfu;e 1996

2- tuHkkxhnkjh lfefr mifu;e 2002

3- tuHkkxhnkjh lfefr foRrh; lafgrk 2002

4- izkpk;Z }kjk le; le; ij tkjh fd, x, ifji=@vuqns'k@funsZ'k
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v/;k; & 16 ¼eSuqvy&15½
bysDVªkfud #i esa miyC/k lwpuk;sa

Chapter -16 (Manual - 15)
Information available in an electronic form
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16-1 egkfo|ky; ds fofHkUu dk;Zdzeksa ls lacaf/kr tkudkjh izLrqr djsa tks fd
bysDVªkfud QkWesZV esa gks
& egkfo|ky; dh leLr tkudkjh osc lkbZV ,oa lh-Mh- ij miyC/k gS A

& egkfo|ky; dh izeq[k tkudkfj;ksa ij vk/kkfjr ,d izLrqfrdj.k (Power

Point) lhMh esa miyC/k gSA
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v/;k; & 17 ¼eSuqvy&16½
lwpuk izkIr djus ds fy, ukxfjdksa dks miyC/k

lqfo/kkvksa dk fooj.k

Chapter -1 (Manual - 15)
Information available in an electronic form
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17-1 lwpukvksa dks turk rd igqapkus ds fy;s foHkkx@laxBu }kjk dh x;h
O;oLFkk dk fooj.k tSls %&
1- egkfo|ky; dh tkudkjh osc lkbZV ds ek/;e ls izkIr gks ldrh gSA

2- egkfo|ky; dh foojf.kdk ds izfr o"kZ izdkf'kr gksrh gS ftlds ek/;e

tkudkjh izkIr dh tk ldrh gS A

3- le;&le; ij fo'ks"k lwpukvksa dks lekpkj i=ksa esa izdkf'kr fd;k tkrk gSA

4- egkfo|ky; ds nwjHkk"k ij lkekU; lwpuk nh tkrh gS A

5- egkfo|ky; esa lwpuk iVy ij vkSj bysDVªkWfud fMLIys cksMZ ij lwpukvksa dk

izdk'ku fd;k tkrk gSA

6- lHkh n`'; JO; ek/;eksa ls egkfo|ky; dh leLr izdk”kuh; xfrfof/k;ksa dks

izpkfjr@izlkfjr fd;k tkrk gSA

7- egkfo|ky; esa v/;;u Nk= ,oa N=k,a vkSj f'k{kd egkfo|ky; dh lwpukvksa

dks vius laidksZa ds ek/;e izlkfjr djrs gSaA os laLFkk ds ^^ekU; lans'kokgd

nwr^^ (Brand Ambassedors) gSA
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v/;k;&18 ¼eSuqvy&17½
vU; mi;ksxh tkudkfj;ka

Chapter -18 (Manual -17)
Other Useful Information
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18-1 yksd izkf/kdj.k ls tuekul }kjk lkekU;r% iwNs tkus okys iz'u o muds
mÙkj ,oa vfrfjDr tkudkjh ds {ks=
1½ egkfo|ky; dh “kqYd lajpukA ¼layXu ifjf'k"V½
2½ egkfo|ky; }kjk lapkfyr ikB~;Øeksa dk C;kSjkA ¼layXu ifjf'k"V½
3½ egkfo|ky; esa miyC/k LFkku vkSj ykxw vkj{k.k O;oLFkkA

¼layXu ifjf'k"V½
4½ egkfo|ky; }kjk tkjh fd;k x;k Nk= vf/kdkj i=A

¼layXu ifjf'k"V½
18-2 lwpuk izkIr djus ds laca/k esa

§ egkfo|ky; dh tkudkjh izkIr djus ds fy, mlh izfØ;k dk ikyu fd;k
tk,xk]

§ 'kklu }kjk fu/kkZfjr 'kqYd ns; gksxkA

§ pkgh xbZ tkudkjh fu/kkZfjr le; lhek esa nh tk,xh] c'krsZ fd tkudkjh
izfrcaf/kr xksiuh; Lo:i dh u gks vFkok U;k;ky; esa yafcr izdj.k esa
lacaf/kr u gksA

18-3 yksd izkf/kdj.k }kjk turk dks fn, tkus okys izf'k{k.k ds laca/k esa
§ izf'k{k.k dk;ZØe dk uke o fooj.k
§ izf'k{k.k dk;ZØe@;kstuk ds izHkkoh jgus dh le; lhek
§ izf'k{k.k dk;ZØe dk mn~ns';
§ izf'k{k.k dk;ZØe ds HkkSfrd ,oa okf.kfT;d y{; ¼foxr o"kZ esa½
§ ykHkkFkhZ dh ik=rk
§ iwokZis{kk,a ;fn gks rks
§ vuqnku lgk;rk ¼;fn gks rks½
§ fn, tkus okys vuqnku@lgk;rk dk fooj.k ¼ftlesa vuqnku dh jkf'k dk

fooj.k gks½
§ vuqnku lgk;rk ds forj.k dh izfØ;k
§ vkosnu djus ds fy, dgka@fdlls laidZ djsa
§ vkosnu “kqYd ¼tgka mfpr gks½
§ vkosnu i= dk izk:i ¼;fn vkosnu lkns dkxt ij gksrk gS rks Ñi;k

mldk mYys[k djrs gq, ;g crk,a fd vkosnudrkZ vkosnu djrs le; fdu
ckrksa dk o.kZu djs

§ layXudksa dh lwph
§ layXudksa dk izk:i
§ vkosnu djus dh izfØ;k
§ p;u izfØ;k
§ izf'k{k.k dk;ZØe dh le; lkfj.kh ¼;fn gks rks½
§ izf'k{k.k ds le; ds ckjs esa vkosnd dks lwfpr djus dk rjhdk
§ izf'k{k.k dk;ZØeksa ds ckjs esa turk dks tkx:d djus ds fy, yksd izkf/kdj.k

}kjk fd;s tkus okys dk;Z
§ fofHkUu Lrjksa ij tSls fd ftyk Lrj] Cykd Lrj bR;kfn ij izf'k{k.k dk;ZØeksa

ds ykHkkfFkZ;ksa dh lwph rFkk vU; fooj.k

egkfo|ky; }kjk lwpuk ds vf/kdkj dk izf'k{k.k vius v/khuLFk f'k{kd] vf/kdkjh vkSj
deZpkfj;ksa dks fn;k tk,xkA lkekU; turk dks izf'k{k.k nsus dh dksbZ O;oLFkk
egkfo|ky; }kjk ugha dh tk jgh gSA
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mPp f'k{kk foHkkx esa Hkh turk ds fy, fdlh Hkh izdkj ds izf'k{k.k lapkfyr fd,
tkus dk izko/kku ugha gSA

18-4 yksd izkf/kdj.k }kjk fn, tkus okys izek.k&i=] vukifÙk izek.k&i= vkfn ds
laca/k esa eSuqvy 13 esa u lfEefyr gks

§ izek.k&i=] vukifÙk izek.k i= vkfn dk uke o fooj.k
§ izek.k&i=] vukifÙk izek.k i= vkfn izkIr djus gsrq ik=rk
§ vkosnu djus ds fy, dgka@fdlls laidZ djsa
§ vkosnu “kqYd ¼tgka mfpr gks½
§ vkosnu i= dk izk:i ¼;fn vkosnu lkns dkxt ij gksrk gS rks Ñi;k mldk

mYys[k djrs gq, ;g crk,a fd vkosnudrkZ vkosnu djrs le; fdu ckrksa dk
o.kZu djs½

§ layXudksa dh lwph

§ layXudksa dk izk:i

§ vkosnu djus dh izfØ;k

§ vkosnu djus ds ckn yksd izkf/kdj.k es gksus okyh izfØ;k ¼;gka ij ml
izfØ;k dk fooj.k nsa tks vkosnd }kjk lkjh izkFkfedrk,a iwjh djus ds
i”pkr yksd izkf/kdj.k }kjk dh tkrh gSa½

§ vkosnu dh lkjh izkFkfedrk,a lgh rjg ls iwjh djus ds i”pkr izek.k i=]
vukifÙk izek.k i= vkfn tkjh djus ds fy, fu/kkZfjr le; vof/k

§ izek.k i= ds izHkkoh jgus dh le; lhek ¼;fn gks rks½

§ uohuhdj.k dh izfØ;k ¼;fn gks rks½

uksV& tkudkjh dafMdk&13 vuqlkj gSA

egkfo|ky; }kjk fuEu izek.k i= tkjh fd, tkrs gSa &

¼1½ Nk=kvksa dk LFkkukarj.k izek.k i=

¼2½ Nk=kvksa dks pfj= izek.k i=

¼3½ izksfotuy fMxzh izek.k i=

¼4½ fofHkUu ijh{kkvksa esa lfEefyr gksus okyh Nk=kvksa dks vgZrk izek.k i=

lHkh izek.k i= izkIr djus ds fy, Nk=kvksa dks lkns dkxt ij izkpk;Z ds uke ,d vkosnu

nsuk gksrk gSA vkosnu i= ij izkpk;Z ds gLrk{kj izkIr dj bl vkosnu dks egkfo|ky; ds

dk;kZy; dh lacaf/kr “kk[kk esa tek fd;k tkrk gS vkSj bl “kk[kk ls U;wure 24 ?kaVs ,oa

vf/kdre 3 fnol ds vUnj vko”;d izek.k i= tkjh dj fn, tkrs gSaA

Nk=kvksa ds vkosnu i= ds lkFk egkfo|ky; dh fofHkUu bdkbZ;ksa ls vns;rk izek.k i= izkIr

djuk vfuok;Z gksrk gS tSls iqLrdky;] ,u-lh-lh-] ,u-,l-,l-] ys[kk “kk[kk lacaf/kr foHkkx

vkfnA izk:i layXu gS
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¼ LFkkukarj.k @pfj= izek.k i=½
izfr]

izkpk;Z]

'kkldh; Xkka/kh egkfo|ky;

ckykth fegksuk ftyk fHk.M

fo"k; % LFkkukarj.k @pfj= izek.k i= izkIr djus gsrq vkosnu

egksn;]

eS vkids egkfo|ky; esa l=~ ----------------- l=~ ----------------- rd d{kk --------------- dh Nk= jgh A vc eSa bl

egkfo|ky; esa viuk v/;;u iw.kZ gks tkus ds dkj.k@ikfjokfjd dkj.kksa ls@vfHkHkkodksa dk LFkkukarj.k gks

tkus ds dkj.k LFkkukarj.k izek.k i= ysuk pkgrh gw¡ A blds fy, eSaus fu/kkZfjr ’kqYd jlhn Øeakd --------------

fnuakd--------------- ds }kjk tek dj nh gS A d̀i;k vko';d izek.k i= tkjh djus dk d"V djsa A

fnuakd % ------------------------

gLrk{kj % ---------------------------------------------
uke % ---------------------------------------------
irk % ---------------------------------------------

% ---------------------------------------------
nwjHkk"k % ---------------------------------------------
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U;wure 24 ?kaVs ,oa
vf/kdre 3 fnu

18-5 yksd izkf/kdj.k esa gksus okys iath;u ds laca/k esa
§ iath;u dk mn~ns';
§ vkosnu dh ik=rk
§ iwokZis{kk,a ¼;fn gks rks½
§ vkosnu djus ds fy, dgka@fdlls laidZ djsaA
§ vkosnu 'kqYd ¼tgka mfpr gks½
§ vU; 'kqYd ¼tgka mfpr gks½
§ vkosnu i= dk izk:i ¼;fn vkosnu lkns dkxt ij gksrk gS rks Ñi;k mldk

mYys[k djrs gq, ;g crk,a fd vkosnudrkZ vkosnu djrs le; fdu ckrksa dk
o.kZu djs½

§ layXudksa dh lwph
§ layXudksa dk izk:i
§ vkosnu djus dh izfØ;k
§ vkosnu djus ds ckn yksd izkf/kdj.k es gksus okyh izfØ;k ¼;gka ij ml

izfØ;k dk fooj.k nsa tks vkosnd }kjk lkjh izkFkfedrk,a iwjh djus ds i'pkr
yksd izkf/kdj.k }kjk dh tkrh gSa½

§ izHkkoh jgus dh le; lhek ¼;fn gks rks½
§ uohuhdj.k dh izfØ;k

uksV& egkfo|ky;ksa esa izos'k dh ,d lkekU; izfØ;k gS ftlds fy, 'kklu }kjk ekxZ
n'kZd fu;e cuk, x, gSa] vU; fdlh Hkh izdkj ds iath;u dh dk;Zokgh egkfo|ky;
esa ugha gksrh gSA izFke ckj fo'ofo|ky; ds {ks=kf/kdkj esa vkus okyh Nk= ,oa Nk=kvksa
dk ukekadu izpfyr O;oLFkk esa fd;k tkrk gSA

18-6 yksd izkf/kdj.k ¼ ½ vkfn }kjk VSDl ysus ds laca/k esa
§ VsDl dk uke o fooj.k & L=ksr ij vk;dj ¼vk;dj ds lkekU;

izpfyr fu;ekuqlkj½
§ VsDl ysus dk mn~ns'; & 'kklu }kjk fu/kkZfjr dj dk Hkqxrku
§ VsDl fu/kkZj.k djus ds fy, & izpfyr fu;eksa esa fu/kkZfjr vk;dj

jkf'k dh osru ls dVkS=h
§ cM+s fMQkYVlZ dh lwph & dksbZ fMQkWYVj ugha

izkpk;Z }kjk vkgj.k laforj.k vf/kdkjh gksus dk dkj.k vius vf/kuLFk dk;Z djus
okys leLr f'k{kdksa vkSj deZpkfj;ksa ds osru ls Jksr ij vk;dj dkVk tkrk gS] blds fy,
vk;dj d lacaf/kr fu;e o O;oLFkkvksa dk ikyu fd;k tkrk gS A

vk;dj]] osru ds vykok mu lHkh Hkqxrkuksa ij dkVk tkrk gS tks vkgj.k laforj.k
vf/kdkjh ds ek/;e ls fd;k tkrk gSA e/;izns’k ’kklu }kjk ykxw fd;s x;s izksQs’kuy VsDl
¼o`fRr dh½ dks Hkh osru ls gh dkVk tkrk gS A

vkosnu e;
vko';d layXud izkpk;Z gLrk{kj

LFkkukarj.k
izek.k i=
pfj= izek.k

i=
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egkfo|ky; }kjk Ø; dh xbZ izR;sd lkexzh vkSj mi;ksx esa ykbZ xbZ izR;sd lsok ij
’kklu }kjk fu/kkZfjr lsok dj ¼lfoZl VsDl½ fu;ekuqlkj fn;k tkrk gS] blds fy, fu/kkZfjr
izpfyr izfØ;k dk ikyu fd;k tkrk gS A

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

§ izek.k i= ds izHkkoh jgus dh le; lhek ¼;fn gks rks½
§ uohuhdj.k dh izfØ;k ¼;fn gks rks½

18-7 foHkkx ls lacaf/kr ugha gSA

18-8 yksd izkf/kdj.k }kjk ukxfjdksa dks nh tkus okys vU; lsovksa dk fooj.kA

fujad
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