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®  eiuile Ofelsd usmilyfGurmas fniys Caied) gnui.
® O uevsism Hnet sifsflss smemiLFELD.

¥ Gupurime 2 HCUTELESMEHE 2 fil Smaibs oHsT -
&EHID STamlLBSlamenio.

®  SyotalCBHse0s sramiuE @eu@auTan Heienio,

LT & Sn 0RISET

®  dflasepsdoruls  Garjy Gonha
POMINHLD @6 STIILIFLD.

Gifleysmen gHUBGSSH HLTSsiausMHEN 6 Qeevay, Sif@id

&[T 6301 L1L1 (5 61155 6011T 60

#*

[im:]
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# @6y aslLeeuls &SP GQFuUDULTEW STTEILTE  QSHS
GEDUT®H gmuL eumiiLsmi (.

¥ gammavley ghubsgisug sgend (Difficultin Combination)

# oAUGHGID SMaiHE SHLESMID FHULSEnigll suTLILL
EHMMbHSH STemLLBEGmnLD.

aiflsna wHHIDH GEuHUNLG spapnisenniy (Line and Functional Organization)

CuoGev HyULIL L Byemi(h UenGBHEHD Benenihgl STeUILILIHBLD (Lpenm
@\&| 616316VTLD. 6160.6].6T6V6T 616D (LpSHTeMLD&SHIsuaTLISOTENTl6T SH(HhSSHIILIG
Bapamm Bimisuar @eubma il QuUDUsDE FNhS (PMDULITSHES
G mememliLL sumLD.

B PIGHEDHOUDTEHDIHHNGH D LB GHTIN SO0, HOTUNLNRG6H oTaiuahHEDm i LiflieD

SIIaIBEHEN o LBWTESSILGBID 2 LIG)J6uIRISeT, ST BISH6NT
BIEITLIENT  SisUsua)IusuBGHE T  Lsvaishdmeatsd unfliy  Gasbeurbenss
Q& suidh HIdlaTme.

Sgialwshaa UTalssIuGD CUTGHL Ssener TSN S 6l asEh s Eer
2 _eienL d&aTih
0l. SIIEUENSE SHENLITL Bl 02. SEYAUAE 2 LIG[J6mIHISEET

Guomuly Gummplsmend Gamsisuaia] GEuiud Gumgk sTalHid
el WIRIEamend SeuaidhHen GEmaren Geusm(HLD.
0l. semuTLmEeTer 2 miSl, ST, HEODILED HL LGS0,
02. seMUTLEISMNS GHmeuTer G misEhsEs CamanB OFsss

Faloll aUFH.
03. urmisTiy, Bipseure Ssaemw, S, DG
04. usHBRIMILILL UTEISHENSEHID 2 HalHeD.

05. osnalsy ALSTS STEMILILL 6D,

S0 &HETLITL FIHET

oiieuevs Goma, aHomf, diorfl asiue Somist i BIGLD.
(pa&renohHsuaisorenisaian smsHa Ly Guoamaulst oiemea| Teraim
D) <B{ENLOULD.

Gl&.15 Siig
HETLD 120 - 150 4.5 -5
DIBHEULD 75 2
2D 70 28 - 30 oimiG 60D

T
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opuiepip Gosnguian IFCWTFaISMS LOWLILDTE MEUGHE DB
LB eSS WTFSHMS JMUBSHHEVTLD.

Cloeng QIsnSHET

#  BHonGapmesisu] Gosns

¥ (paETawsHel 2 gelwrer] Goms
#*  plLLES Gome

%= 9 yspanmEel maudsluGD Glosma
#  alBGagL Gosng

HEHENT *

SisveususGonamml  GUIMISSHaIMm] Slaeusulflen  LBVETH(H
Hoailso urflu usEefilmus CFNIHSINIS] sHoywT@D. gEamais
SIEUOINT @HaL] BTMTHSD SHATH DANINIVSD Crisde sn(bHevme
LkienEs sfiug sdmyulorgd. aaBa sy o flu &IHMBH
Qe TeRTL HTHH SHIILBHN SieuFLLILD.

FTHNTON BT Fas afiyib

oy - 16.5- 17.5 SImEI@ 60D
[BETTLD - 14.5- 16 SImEIGHEVLD
DIFHEVID - 16 - 17 SmGHMD

Geusad FTule]- 11.5- SImIGa Bar(pd 14.5 SIEIG SBV(IPLD
Geudad sTuiang- 5 - 10 susny FTuihal SremiuBGHsd Gelsmi(BL

Sepien :

SiISHH SO uTeldsUuLD BT emauBmeNL
urgisTaEE UysTar SGLBwo oewrfl eariuBG. WwFHeHTed QFuwouCL
opoTflamet BLEHBIGH 1D Coram® GFsdsugdlsd SremTLLIBL Slyod
sryewiors utamaulelphs Guginred GHomDboHIn udlers Ul
GHONHES SBTHHMT GFWLiULL  SigIoTfsel LI 616 0186 (& el L (B-
daipear. gGaapred GFuiwiulL  SiguorfesmTuiGheTan el
o B LTEIMEILITSAD, SILOTEHIEHAILTSALD, LIIT 351/ CILIT 63T M GULLIT B SYLD
STeIILGHE SieudILILD.

= ]
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Sqpiainsd 2_USTEIRISET

QUTSIAITS DianIsvBEISTs ellensshdnenLamiL GiolbUBH&ISM-
s LsGeume UsTasimiser urelssiubalsimer.
o b URGWIE GuTl, seeriuTe, WTFTFU DULITEES TaTLIsT

@aImpieT 2 _UsJeutiGmsis Gareiauaea GFwuw  GCurg
Basaid Harassilss ounmns Gt GlEuag e,
o LTS Qatsiesne Gouipd Gurgml Ueeumpd allwumssT
BmHHHDN GameremiiuLsd Gauemi(HLb.

0l. oimau GeuafulBL FHHLD
02. oeu eleansdnea walsismer el elemyaurss GFuws

Fnlglll SLMMED 2 6VT6MTeTEUT T
03. Swupmred Geuiuhd Burg UG LemipaseT
04. Guregseaied FHULSFIQU QUTLIIL|
05. Siemel LIPS BUITS WTHMESnIQU auTLILIL.

06. WIMUGD SIVIOIS (PMDMEBELSEHHU OTHDNHInIGUl HATENIO
sresiuLs Causmi(hLD.

GHEHEDT LIPGE APE NGOG S D

aleuem ppsTaanspiann (Records management)
OhEUEHTID GTEIIDTE0 GTE0TEur ?

udlaser Geunuiul G GusmlUGD DIMETHHID DL EUGEIIEISET
(Records) stemiu@d. meler Sigisues (penpsnioseisd Sihdmass,
udeaymer, CaTameusel, spsmiset. Ligeumser, C.D, e-mail simaissin
S euemisEern.

elled deo (Little field) sreiiusung ShSSINLY  BLEUETIEISET
(LpBTEMIDHBIOID 6TETDTEY, BLOMUIY DHMMHSH| SpEUIIBISEEMETUILD SL(HLIL
BEHBIHE0 DLEUST (PHTMWSSeID searlub. JiLjFs (Peterson) steu
AITEH SHSSIIUG SLEUT (PSTENDHHIOID 6I6IUS LIgaImISsT, s
MBEE, GIIPHBHIHO DLEOUTIEIBET, CHTMOUHET FILIME LUTHIHNHS
(Ul (B oufssuuBd ausm) SIMmaTHd &(HIORISMETUD GHMlsE1D.

[ TET
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(LPHTENID GTIMTEY  DpEETIMRIDEN
(LpsmMLUILBHSHE,

SP eGymyn esuagsl (S.P. Arora) SHSHINUR %GLI.EFD'N-‘E.IH,Q'T
2 (HUTHEHHN, @ma‘ﬁuﬂ@g_,m., BEDL
UTEISTHSHE0,  LDDHMID GHemeulilLsH UL FHEH 60

SUBH0 B DDTBBI BH(HIDBIHEEULILD o_6leT_H@LD.

0l.
02.
03.
04.
05.

Syl GO I EB GG T EBIVe0T ShDi alonEGS6EMNm PelionL&HmmD

semibBNHmBBET (Accounts Records)
safliur L ofismassst (Personal Records)
QBT SiNlsemdaoe (Corresponding Records)
gLL onsmase (Legal Records)

upaiGahm Sifdmassit (Progress Records)
geman sifsmasen (Other Records)

Shaiaw (PpBTEIDHHIMGHE (phau CrrHsmBe bl
Posusgmastl updiu Sioramisat CunbsTsiausnE@®
Poeiasdar (paGapnsms dmaih CHunsDE
Boeuesden Hmpsmens ShdHHE Camereausbne
L& Cammaisenen HaufsHs CFuliausng
Pmisusnb@es SeprLE Qaua (pansErs@ 2 sHeluns

SHLEIEH (PEHTENDG HIOUdSHET HiglILenL el
Griésl CHaTaTsd STauiuL6.
B alsy Bxps Gamsien aFduims B(HSH5H60.
AImBLILHBHA LIWGETLHSHED.
Gzeua| UMM DisuSTETHSIL a1 GEFLIMUL V.

SLEUEIIL LITGIHBTLIL.

SheuasnimIGaE LsDEaI]! auambsametd )&l gl

01. oL ursusneand@flwug (Current Records)
02. Gaensuwimen Gungl wL(BL UTasmasEfwg (Semi Current
Records)

03. Gaewauwnm speusmimisast (Non Current Records)
ureusnatb@ i, Gsmaiurar Gurgl wl Gib uTaama@L D6l

EOIMIGET  DIVIOINBRIBHTN UTHSTHESULLD Gouami(Bib. e
wemal 2 flu (peomiiuly SifssiuLed CousmiHio.

114]




|— EB ufisng sauflsrii J
Sl ISmeT P50

opeuem (pETLSGSHa BniFubsd opeiem A SHGLD.
srusnd Gamemeauiar XXVII b sigSumind syeaie bt ummls
Caaiasd sanbns). JHTLG FDSHHMH HEDE0E] ), )T B 6YT] 60T
9 (peUTHSD, SLBUUTH, LBMaIpRISED, GaHemEULITETEUDNEND D661
EMTIUSSSIGE SIS0, GCasmawppapon  SfHse0, LBl&ayLD
wadwwraanmn Csfl salgssl  sald HenemibHenHHIHE @I
MAUBHHH OB DMBEHIS  BHLOBIBEDSESHLD QuUTmIILTSES SHLEDWD
Lflsed GousmiBo. Beomsnauien 198110 pam® 30D @ e05sHHHHE FLL
(PRU(IPID  BREUETT  (PBTENDSHEUD UDH BSSLIDLETTDSI- SIHETTLIG
sufissiuL  Geuaiigll  SpeuemmEIST  UDHWL UL IpwIGeVTsITENMmS
SUTlss, oiE Ul SealgssT Gl SHmaubsens semeveiflait
SBoursmamwl GUDIBH GeusmiBlo. PBemeownal Guemt Geusm(BLD.
oyeuemEseT upfln ulgusd srwfssiul(G GeE SaugseT &ld
SHenembsmssiag  Head  UTHSTILTS gl ENEUEBLILIL 60
Gouami(BLb.

SufdsiuL Geusmngw SpsuemmissT updu Uataumd aluymiser
SUTHSH  Siewey  UTHIBTUUTES SiVESHHN  aaubslLBHHN
Beussi(HLD.

01. oufssiuL alsien Gamene sTav

02. alLuwib -

03. umellésiulL STelD

04. o _e@leNL&GSE FNJTIDFLD

05. SifssiuL SIS aIPEISIULL H95 Be0bHHLD

06. sfssluBL alsb

07. SufésiuGL Had

MNP eEiULS HHTSH OLeIaHIhIBaN

01. 1948 oyib eI Sevmiensl LUTTTEHLOEDL STHSSIUGMSDE
(e GeBWdHme STRWTOW  DLOIEIEISET.

02. Hemembsesd CHTSHHHISHETAT FLL ILOIMIRBEDHD JIIOINS
misafls safuulL GHimensusEHiD.

03. GaTeTenssst UMMIL HLEIETIGIGET.

04. alGagL meTHUS DLMEMBEGWD NS HT.

05. alGagL &jeuBss HLUUSET 2 6THILEG BLUYSET upbiul (Wphau
B, GUETIRIHETT.

| ST
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06. (pddul alghepmen GBHTHe Bi-U ETYE: 101l ug’),rf)h.u 2iMEHEn BB
07. UBa& susuill (pHBSSHIOID TGS IIb6m HB6V.

08. oiys sl upPiL Simdemamei/ agemsumréj&,e?ﬁ. by
09. UTHIBTHBLIULED Cauemt(BID 61601 FlLGHamed 2 NSUUBHSILLL

S AUCTIT RIS _ o
10. Gsdlu Fangsel &l usslturenflenmey LmgsnHesiUL Gauemi(BLd

s160 SNl NBSIILL L D),EUEIBIBE.

Bmuing Gioog Bancmer (File)

Gamiysemm SlaaasmsGe SmLLTg. Spuienid maisn @emie
WasHso Gamemeumennn (paperless) SievisusuBmIBGEaT  GLHLO-UTEYID
SHTSTLSHH0 HTEWEH FnlpBHTHAN(HESEGHLD.

CoHTenauliLfHEHe) cIelDTED GTauTer?

Syauanmse  Gameurar  Gurgl selsTsad, almyaTsab
GupmIBECETeTeNS Falpll suensulsd Sioralssiul L GuomGaflanauls
ghms GETeisesss o USJuBSMET UTelshs Spa6muihismenl
UTsIBETHEGD (Ponlu GosrmatiuGssn o . op). wf 6w
(pETenLoSHIeuasmsT] @&nl0SHala .

wpmGwLTm  (psTmbsaaalwsreryren  Geglflensul anl
GaETURITE SHSHGEIIUY WTsTulaGlomm, el unbd, BLUT, Bneuerd, ubhmul
& dglusmLuiey Osr@ssuulL  Syaanmssiar  G&TEGAuTEGD
srands (GOUI Beenty. Quirgeurs CaTameauliLBHSe0 E16TmTed Himials
55555 CHemalliTen Smeldhddh saasaemaiid Bxpd GCEmeTerd
Falgll euensuiled o aiETRIGEa6T Fnbhs (Wenmuled BRIV (ELD.

Carenailiubhssalar L1 GTer 6HTH SRS
® Gaemeuimen Burg GummsGsmarensd
° alenraursll Gumms GlsTeTemsd

e urgisTUUTSL GunmIs GsmeTare,

Gamanauliufdsalsn GUITE Saialss Calamislisne
. CoHTamsulILBSHSID SLeUEISET6 DIenLOLIL],

. GamamalubHHID SLeuaEIGeTs (Lpadliiggaub.

T ) 6]
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e GoTemaumeT LTGISTHH0UBD BL BT (PBSULISHSIQILD.
. UTHIBTHSUUL BaIIpUI HT6U SIET6.

e BWTETULBLD sUend

Fohs Coranaililfsselan Leser

01. gonmdamss (Compactness)

02. urgsmi (Security)

03. @suEaled BLEHME DL ddalgl setano (Accessibility)
04. erefleaniog sevtenio (Simplicity).

05. eusmenhg Garha@mn saemw (Flexibility)

S e Caraalliubsse paopufarmsd &HUBD beTemDassT

&nhs  CaramaliluBHSeTas S alambiEmel  UTgIsTiuGHTH
CamaulTal Soalsismsnd Gsemeaiurar Grrsdib Gup 2 sab.
ALl efler Bural Srayssnsnd  HhaIHUGHTHE GUDID  SiEMILD
SHBAIEEMENL LTSISTHEGD. Baranaiss LsBaim sumesseils) oLl
(h&SLILIH SsTment.

01. =&y suflsme apsom (Alphabetical Classification)

02. Garens fHwTe suenasluBGHHe0 (Numerical Classification)

03, ysilwwed fFHuwns ausmsluBHSs0 (Geographic Classification)

04. eliw féhumsn susnsiBHSs0 (Subject wise Classification)

05. &mev emiowl FHwmen susnaslitBssed (Chronological Classification)

?_usranmISmall UTaTGEH Cormaisamen Hanind e
9 UBTEuIRIGET B sUsHSULHLD.
1. umpw 9 usTEN (Pap 2. LHW 2 _LISTET (PN

UemIp 2 LIS el (1P enm & T

01. GarLjyumsdl (Spike)

02. uTEIBTOYL USSS (Wwenm wHmib @wmyssrma (Guard Book
method holders)

03. elevdyen &7 opsnm (Expanding Alphabetical)

04. GLréasl aeuB dn semm gpevm (Docket or Pigeon Hole
Method)

u7n |
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S

05. Quligs Gamsneu (PemD (Box filing)
06. QEBTEHIFTIQEIT (DM (ConcertinaFiling)

mpeffamaponm
3 ¢
Hobs Agorfs Carane! aauiy gpean (Flat filing)

pefen GamamaiuBGHBR PODSMET DMl eUENSBILITEL if&se0mb.
0l. SLenLwwTen CaremariuGass (Flat filing)
02, depLwren GasramsaullbGHHe (Vertical filing)
03. uELL (pemm Garemauliu@ssso (Lateral filing)
04. & CarmalilGHS (Suspension filing)
05. anidlé CanamaluGase (Visible filing)
‘ 06. [HlewT (B&.nsmsuﬂuﬂ@;i:,g,ab (Micro filing)

CaramalBst SaGanss Gl Ranerepd AUTGHLH S iUl (iLL_&0

(File Indexing)

Gpemeuwnen  GasTenauGITET D G % 6emaULIT 6T GrrsH e
alenpaursad  @eVGaTSa|D QupmsECETETeNS  Snigll auensUTeD
oL wrenfGes slguiGss saariuBL. sl puit Hu@Geausssr UysTe
GrrésD AHsenauTE CaTmaBMETHS &I EITEUST(EHLD.

#Foibs &l Uil eSenr LSS 6T
01. aefstead SssmorMsTLD BR@GaT0 almIauTss GasTenel-
, S@EH MBWTETS SnlpUiBHTHa|bHSHH60.-
02. Gzemeuwner GuTE BGHMEULITEN LOTDHDHISEMETF QFUILISEFQUISTS
B®5HH60- '
& 1UfL 60 (LpemDEsaiT

28] azlﬁsmmum sliguiLsd, aamr auflengliug siliguilsd, alw
Sigliuenuflsd Hluiled, sre Suplusiuisd &liguil 6d, eTuwisd
Falwrs slipuileb.

&1 ipuT_ el alend &ai

01. ysHzs silpuiled (Page indexing)

02. oLemLs sliguited (Cardindexing)

03. oa® &M G L &liguiied (Visible card indexing)

[ s
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04.  @iped &t igulsd (Wheelp indexing)
05. umemsd & puiLsd (Strip indexing)
06. Heveutt UBAT Sl & &ilpuled (Edge punch card indexing)

BHHCUTMSHU AlgIainsRisealsn Garamal Sanipiily (psnDaer
0. usHsss Goremsu apsnm (Unifile)
02. ulys BaTtemen (psmp (Splitfile)

L& HmaH Banamal aponm

@b wopulst &P GUDID DIMETHSH DEUKTHISEDD  LHHH-
Guorsim Gured SiL L CWITaenist @ememsbslUGlD. HDRTHDH Sl
aESEHD &1 gml  auflsliup  BmewesUubLo. BaTanalsniLg
HNHSALT  (pHeTed sremluGaug BnFlwrsl GUOUULL  Dpeiem
OT&BH STAMILBLD. SLaaHHCN0L L LMmeTHa, SLenemiams, DY
S&HeN spSHIULHSEGD. Beiniemaurar Gsmemeuiumesnm Sievd aLTT
Uithgl BB GUDDIS CETMUSDETES DM HBHIH HIPHEIH
eetd Yrigll unfsHse Gouami(Bid. @aiGe GIb (psnmuley SHremliBD
Ursren @GopuUTEGl. 86 @mpur(® styeorsBa @b (WD HHHTe
5560 BB UGS DS

uenins Bancnal dpenm

@b upenpulst S spsmrse damisal Qunn Hedls Srmodgis
Gapu @mansslUlRHSGWL. BLal uss loLulsn Crmn Bssm
GaTewi. @mliug usSsymast (Minute sheets) GenamisslLLghHELD.
AG  UDIOTS  DDMTHSH  SHEUMIEISEHD  QUERISTS BnSlunss
deorLdal  GQubp  opaueid  poele  GasauBGlTn  Seamniosil-
ul @, @b wpeopuls sraniubGh  aIBngL Sibsb wrGseais,
GIIIC L Caremay oevd o ITubg FTITLESME  GUDIEUSTUTE
DLAIRNEIBMET DieuBTalEsTH GOiUSHaTGnEW el wkiss afmss
ArTes  STalUGAISRITS  @@Gans FTTbssms  Gubms
Q&Tenen (P, Besnml ST SLLSHHN QUTHIOTS 6TE0T DTS
SiisusEmIEsTaID @b (penmBul TaTumpiuBHSlamms.

L ]
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upe @ensnbpiad (Forms Management)

AT p&Id -

HenembsMHSIHESH GCHIMaULTE! rSTe  HHEIEBEMET S0
auTigdbensLTeTIsafLbhs CUDIISDE uEdunss SUTFosULLL
@ Qauefast SFUULL @b UbS SEVVH LIV LESHISMmENS GEHTemL
HTe Die0eug HTaTHGEN LIgauLDd sraliL(BD. BT sumdlsaile) UTISHMS
Gaha@d Burzid sLaF FLE QUNIIBHEGD  Uigeusiseme wBiyliLye
Gomd. GHTOCETEIDISHTS Nememis@n Burgl alemsmiiul Lige
misensT  BruydaGmrb. pmpBW, (PH Lgeuld  WWaad  Gnidul
HHeUBMmENS  BHLLSTUILD, @\ GUOTLTLD sfememiiLliuged  elfleume
S@eISmeTS  GHLUSTUD SausTalsdCpoib. 216s Guram &lev
elemiemiiiull  Ligeumiseisd  Geenauinm SiETeuFILIDTeT  HBEUCVSE
sleauliL@aumaud  sram@GDD. sarGes Gamemn BnopUuGHSH
(updating) GHEPEULITEN HBAISEEN WL (B S(HBBOTHMD E60ET
Salb QUIIISHE LGal (PSTEMIDSHSID SieuliLd.

Ly IS eTel aIendsSai

01. &Yes OSTLIUSEHHSTSI UTalsSILBLD LI 6LBISEIT
(Correspondence forms)
02. Gum@L QareTaiaelnsTasL umeflésiuBLD LI GBI & 61T
(Purchasing forms)
03. Guist elpusmenbaTal LTelssiuBd ueusissit (Sales forms)
04. OTENURISEESSTEN UTalSSILGBD LgaEisel (According forms)
05. UGSEIGEET DWIOTS MAUSHID  LIQaImISMET E\euviL el
19flé s s0miD.
1.  @mbepmi uss ugeaud (Single copy)
2. ued udasll ugeud (Multicopy)
3. ureliuefiL mhEe Seassmetl CQUNISDETES TaAILMS
EDIDWILOTES aUSSID BTei( auenswrsl Hfsaeur.
I Geusfwuny GamLjyll ugeurissit (External Contacts)
ii. o senss Geriyy (Internal Contacts)
4, unel&sUUGD (PMDEMLSEMET DTS  MaISHS Lilg 6uEl
senen @remimal fldseurio.
1. oo QFTLIY FTHaImISTEILTS syeyssn GupUL
G ugeuriset (Electronic Data Processing)
2. Cam eoiflesle sseusdsst GupLLGD L SImIBET
(Non ED)

= o]
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L QIRISTETL TS5 &BalMSme s ST Heset HETERIDSBET

01, UQAIRIBEETL UTSHISTHEHIF Callbas  BamemaulL(BLD Gy HHls0
urelémes Fnlpll HETEmLD.

02. ugeummst o fiu Sifaypspeoseier LG Sl ®UILHEISEITED
SIEUAIE (LPENDEDLOEEN6TT SyCWITdess dnigil aIFS.

03. Sivainds SO0 BLagdmaseiea GUTS GUDUILLL HBH6U
somafe Lig A LIOLS gl susd.

04.  aUTgHEMBWTENTHEERSGLD, Camel GO SEHHEHD CamauBameT
SUIPEIGHAUBDSBTEN U

05. Gpy (peTmHHaId 2 FF Siemals GrCundlée (PRULTHED -

06. Amps (populsd GUIHIFMS Gemgmul  Gueils  GlsTsTen
(LPYULDT H60.

07. NyBsssHe gemall fF 17, DI FTIUHMD  BDIeISIEISEhSE
HHOIEDHENEN GULPHID (IPIRL|LOT &6,

UIpEH IS 66T (D& R EItHID

LigauEIBeeT Fpbhs (pempuie GHemeulTen el misenen DL (HLD
o GeTL SoUULLSTE algaeLOLILIS! BDIsus sl QEwpdHmenet BlsaLD
Cpailans Gasfbom L anpuis. FANHs LgsuGoneiy QEFwimglmen e
wib usvElBG Homayd SHAGCSTH SHLBLOULTS susmsuisd eauige
EMLD&SLUILIL L LIQEULDITEIS] osnE wipran UyFusoemen RIS 515
AUIPERIGLD.

2EHBHT(H Ligaull LT aUEDETUTETT BEheHE Snhs Lgaumsst Anbs
g HepuHmuwind £nHS sl QIgAIIDGHL LULTSH UIRaUmISeT
wmmren Wy SluesmEid aULPMEIEGLD.

Hpps Wwepuls algaImSSILLL LIQeULD LI 66T GITLLIT 61T S5 6TI6T
Crrims BsULGHHIUEHTH SIISUTDHD  UIGEUEISET  LITESHESTLITET]
BEHHE slamTan SJnSHmHUD ieflsseae06061.

LIgRBISEET HENLOLIDTES eSS BB BTG 2 LBWTESHS
wrsTIEIGLIH (PgaiHE aumD BGuTsl, fAnps (peopullsd HLLbrL
LgaumissTTullet sald Flwimen 2EIHHISMETUID HETE = AR N1 -
Ligeumigasy LTanipuime om&RIEmMETLD GUD (LpIgUD.

(2_+1b : Questionnaire)




EB Uflana aufsniia

upaRsEeS HiLfGao (Forms Planning )

S LG Gurgl WD BIEIGHSLDN &L LIIgUIIBEN6TIH A LB 60

Ameuanssisg bl Gumrs CHipd H7H FalgWOBTH f}ﬂl_ujmrr@m: srem(Bm.J
upaumsmend HUTfeGL  GUTSI Sefteupld  pbhH AL ILIMIBEMENTD
seumibhHn GaTeirensd GeusmiBLD.

0l.

02.

03.

< 04l

05.

0l.
02.
03.

04.
05.

Ligaulh ©_6TTeNe SIeUaIeN] SiEThHaE T SIEUEVF AUTIQEHEMBLITET ST
Bmhsl ssansmesH HILBHMBDET SIGILIENS EHIDWIDTS N6
g15 swfasiuLsd CammiBi.

Lgaumisetet Hpn upy Gal siuBid CasnelaEns@ 5] HHLOMET
sl oiefldas (pujor? spsHder oy (font size), Smerieo
&b, HEELl LigeuLDmuTe i (B0 616TITEID 60 b, Lilg QRIS 6160
Bimib. ‘

Denend anfuTewmseisb LG Gomfl Gusd FnlpLIGUTSHETT
QLD Lelddd dniglll Tt TedlipHoHs0 Balssi(BLD.

gl LgaEiseialhhe BeushsnsmeT SflpBULGHSINISHEIT
LraGeur Sisvesl Bnmisalams oFdGausarLrsGalT GCaumiuBS
B st iuLsd Gousmi®ib. .

(2_-1b. Gurz) 35,177,125)

usBaim GaemausEnsstsd @GT LIgeUmBIGEETL LUTalEHe gl
grulen sieaumn SImssIuL 60 Geussi(BLD.

(o_-1b: aumdBsals UsIHMSULID, STEFTMEMUILID eaulTsiL
@Gy ugeaud uraldsiiuGaug GuTsTI)

pEIGDIEHD Gunf&aiuGD Bung unaiiébaiuGD GIomamitl Udhah ol

o fllu seamsmal GUDNSHE ugad D GUTHSSHLOTEI-
SHHUNHSHH6 Bauami(bLD.

uTeTIUSDE BT HS SHIewllL ) Gaienr(BLD. 61(LoSIAISH6N
(LpSULDT, Seniedil UBSHHIUST Sisveud SULF&D Gurml clpsoid
Biliysed  GeusmiBlom  siendh  Gdpefleursd (@GO OULIG(HESSHN
Beusm(BiID.

ugsumisalsd uralidsiuB Gord bl GeghalTsalbd auflss,
sameulll, Bl Geuell  aeiusn  CUITSWUETAITEAID  DEHWDSHD
Causmi(HLD. -

Gaemauwranana| @enL Gaialset ol OUlpmaHHs CousmiBib.
LgeISSIEE Bassboramin SamsuliGUTaEImID SU LTS Gl
UL phHhHe0 Gausmi(BHLo.

(2_-tb: usnd Wenibumed, BalliL| snauiy, &sTGFTaNa emEULILY)
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l_ ER uflsng su@-MLE

06. Waaud Gpsfans SIFALIULRHSSH CaramiBid.

07. LgeuEseT CETMAILILIGHSIUSNHTET 6UF HlbMaTLLD SraUUBHSHS
Falplll suaBsmwd GaismiigHahse0 Gauati(BLo.

08. dops srefsd o flu Bipmewsr utalbai® SIFSIIULCI9(HSHHED
GeuemT(HLD.

o8) oigams afisnipse (Office Guide Book)

8.1. @y :

SIS alfBTLIgEET EIIDT6Y SlIeBHH GETeiTen s,
Siflaymisssosst, GUIMILILGSST, QIS (PEHDENLOHST GuiraTsmEL
upm HneaSHeE SINININTHERHGSD DIEIOIFSLD UMMl SLTeIEV] S
Epd@ib (Stakcholders) suf smi G QUIGL(H CHTEGSBULGL sl
L 606N DL IS [BITE0SETTELD.

8.2. wmasnllpsi)asmﬁsit QU F &I

0l. Qanetenall ysLan aufisn gsar (Policy Manuals )
02. Bmsuen suflsm’yy (Organizational Manuals)

03. dHmemaasst sufsrilg (Departmental Manuals)

04. Bpsure euflsriip (Administrative Manuals)

05. usd Gpraas euflariy (Multipurpose Manuals)

osnaiicnsi MfoLan afleanip

SinssHa Gemarmasst Unful eluTBisEbLe GIBT GBI
Cp@me@ld aufsnlgse Gsoiem SLmEGw. Gursairs GsTams
QBT 19BEHET (IPSTEDWHBHIaS HiDTaTmIEe, STamer aubflsrligse
TEBTLIEN PBHEnI6T DIl EIEUTHSEID.

GImIeM 60T auiflenniip

Beusuenas cuflsT pseley PnsusmsHar Ty Cprs@, Geupueamis
gapml, HenemssashH PUOEIBMDL suDIULLD, GHTLIUSET, Sifaslr
prmeT, GuITDILSSsT Guramanal GHeflauTs o e SEILgHHEGHD.
el oGwfss, suute wHmk RETUTW BTSN FaguiT
o UL sisig BrEssian wandwrailab Seaamas aublaripsmen
SDRNHSH SIEIOUSIBEIHETGVD HTEMETD. BEIIMS QISSTLPHET SiaYl
anasHaieT @ossmsl Guemia|b alenensAmenaiu|o, allsnansim
manyh sifsflés 2 sal GFUSDE.
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ER ufLens aubmiiyp |

=

e Gm o0 & 0T aufisnip

@euGlsuT(H &en s BeN HHMBILD TBL 6L DSBS alsndd Q&
SaluBD auflem igsaT BHamIe SILBIGLD. @5}]@@5 @LIT@J&:‘UITEB DIEDLD
Gaamen siog GHUTTemaILTET d(Lpeten giﬁsmsum&a:;ermm&.@.&-@ Eeviau
DT aUABTL LY BIELSMETS QTGS GauafuiL Beiers.

I5lapaunEs Il NLIpS6!l

Bpeuns  aufsrligost @b )6 607 b B 61 6B T6L é\bf_f)ml'_ll_._I@Lb
QaIGsuT(s SHOMIBST LDHIL slenda(p, FwjliidsiuL  Geauestigu
SLOISIIRIBEDLD DIHDSITE S Lammisen uhiiu elug(ptb, GUITmILLTET
seueuen  upHwr  ellugmISEHD QBB 1p(he@GID.  Bsueilurmissi
SIS HHE  LewTL|flud SmaHs aflufsensGn Gaamal Gum)
@I BEpSEGD  Waad LTSHTEILOTETEmE. sipflenmed GeusfuiL UL pHa
Glb Bruss CaTma HMLIPMD alHseT. L AN TR T e (1 o P A
BLANSMESEYHTET  fETL IgHeT  sTaILIe apsaunomer  auflariiy
BEMT(GHLD.

uso Bronée aflsnipsol

B MBHT AONGHH AUPSTL Y HIOSMETLID QEDISHS Sl
Bo@surer Guomd BLUl, e, Gamsy GUDIETT SiENsaIBHD
gamenba LW Gupib sumasuled owssILLRHEHGHL. B5IGs
@6l LGaum SievasanissiaD srauiuGD esmprso (Hand Book)
HEMTGLD.

Uf ST 1y HIEEETENTE 6l DUHID B TeniDsm 6t

01. dmsushamsl unmil Sleaihg) el WSS D606V TaEHEHL
Gaemen GUpisTSEHD DMbs CerarausbnE 2 Ga|b.

02. wuell yflud emfufsst ensErevSsTaE  aufleT Lsuamsier Uiy
SISDTL& S(HLOEISMET SLDMIHN B60(E.

03. uemlwmeni - Goensu Gumisny CHTLIY BevGeled Gt sn Qg
B &:Trsmuu(am. gGlsered Bimisuen Sieusset uml @@ S
Ulest(hLd BesInTs 2iMlhSlmUSeTTe0.

04.  @eubleuT(H UISTILLITEN] S6Mameid SLeniodai suemyLm)dbasiuLigHL
LSETEV SHemIBTemillLs| @60,

05. qgﬁl;m& (Bfarsmuab-@ SHLCayuys GslBsTeangl ulnmelss el
&L HITUEHE GQUFlBID 9 Heab.

24 |




i_ EB ufims sufisiily J

anfst 1 HIOSFETD FDHUGBD Beminaa

0l. euflar g BreOsErsSTS MNHd CFa]| gDuBLD.

02. olgssy SsaGs BDoPULGSSNIES (Updating) 2 CuBeusd
Ty SisaiTml GFUIIS] HIgiD. BhL6I[HH6HI(D (psnpGW BHenD
UUB GBI ST 6N/ BT e GI6UENTLI(HHSHEIE BT 6T AUTLLILIL| 6007 (B -

03.  GuepbureoTsn omPTEeT eIPIBTLIQ Brevasefsy SrOUCL el
BEhHGe B BUUGMSMTH FHHTUL G BleneudBonL Bl bl
Qasmetsuglsd sIHUBLD STIDSHLD.

04. uTgBTASUUL  Ceusmngu  fev  Braslumisen Glsueudsn
Qaedausamey e SLWESL  EDILE  HLEODSMEN
Symmisugsy Ao,

(o_-1b: o_emeys sULGHa S wyEsaT ol BausDE N LA
LSHTID AIDEISH6D)

00) awnLiunL® wepewss (Communication Meth ods)

SPpsib:-

(pETEDGHHELEDTE Wwalsjamers Gorambh Gausmneudem e s
GelisiLsTED. Ssusurn Gauish@ 6bho Gousnen? ermiBes? srsusumml?
sriBuTE? Gelig wpyssiuL sy GG greugl ummiul  Gserleue
Werdsnd osnieEnbe oelssium Gousmuph. st Si6UEUTHI
Gzsila] UBHSILGNSDSG Fnbd GHTLIUTLE Hmenioss DieuFLIOTS
BB (psTEDSSHeSHE TSI HDFHISIGETEDTE G Ty
UL 60 SeldbsluGEDS).

QBT TLITL 6O GIGITHITEL 6T EaT60T 2

BHHS D0g Sifley euTHGILOTIH ApedLD, ETIDHSIHANED BELEVS
MEMEB (PEILD FMIB, JIDMULSN DIVEOH! ufioTmisey GHTLFUTL 60
semIu@D. Bmeul, @uhaIHHEBTHMT o _engumH Gursl GHTLIUTL 60
ghuBEDS). @7 emmwoib GEallmHd PHAUBBHEBTHEI] MFMS (LPEULD
BHHHIN UfiloTmHed CBTLFuUTL e o0 Bm EnmeTLD. GISTLJUTL 66T S
ooaflLfphs INGSTHAIBEG SHaIH P SigIULsugID Gumies
glomer GFLMHUTGLWITELD.

HIedsd 6.6V EIEILAU] GHTLTUTLEOTENS) guaugrse IfG&T(H
auflsit o eieneHen HHaI0 QDN CFDISHHIMISDBTED! pwnFCul eTemes
@O GBatentj. @F GawpumigGe BMHHH60, QFMDBHHHN, alsEis

[ B




BB ufiens aufstip |

MurGL  eTeeuTLD. GLs0 oHmID

|
M 611 5HH6D GuUTSITMaIDDIL 681 Fnigil GlFul
@fl& (Dale and Brich) LSS BHSHHIILY Glg,rquum.si_) ma:*rmr.rsﬁ
B e padant ulsoTen (T &5 Lo HGLOWTEHLD 616 S @HodLou (G
GTETE].

HEB6UED uflormpGioresiiisar GuT i sremiLL Gausigl SigULIsnL
SIDFEIHE i

0l. &HB6ue0 | 02. H®6us SiEIULUEI]T

03. oIL&D 04. S@Haus) GLmILIGT

05. Ueitenmi L e0 '

FHHBEUa —> SEIL|LT —> oo aib —> Gumue] —> gL ed
Message — Sender —Mode — Receiver — Feedback.

HEEID OUEBIL I LML 56T AP &L G HIIID

GarLgur BGso (pasTemnsausbHen 2 ull BTQWITEGL. @
BneuesHa  Geaudmlud Garevelujth QL uTL a0l TN
SERISWETENS]. SIQIISBS smwEsais 90% wrama GHTLIUTLL)
Leit Qe wmeauBu. Ggmaubudl, spHib, Gsmenal, Ligaub, Email,
Telex, Fax, SMS oimanssiG GsTLyumLede SIbEEIGTTGHID. Benel
sely  SOmFGUD, DINeDISSSET, Bindyorenmse, HmmGafF
FHDHsmeSeT SmMSHHID GHTLIUTL 608 omsEstan. GETLIUT
Lede omssmss Gsfla) Gauun Gurg Usalbd Yl LRI 6160
soumihamas GFeiss Geuemi(HLD.

01. ssausian Grsaduls SRIMLD.

02, 6DGSIHATN DS WHBHWSHIUD (FLL L6119 &N BB
B(HF)

03. GiFsvey ;

04. @eu@elsd GUIILAIENT JIMLISEIQUL SHETEMLD.

05.  PmeusisBlen DADEILSHMBLID HHEUED Gumusufien @ BUIL&-
MBHILD HeuambHn GBTeiT6e0.

06,  Hmeusy UFIDTHOLD eSS SeHLD AN BUTE) DEnLDGHe) BauamtBLD
(aipdlu @yed, Goefleuret GeoGeurat Bl Guomfl)
paasd GprLjuTLeme Si@iyh diGssd @hds! @yemiLTasl
ifldmevmib.
01 o snenms Gaerijurisd (Internal Communication)

a7 Gissflwims Gamejursd (External Communication)
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I EB Ujms auflaily |

H@Baied UTILNILGLD Hemsemwt swuioTs seaubHsis GsLFurLmeon
Hamaumd susmasullsy Lflseeumib.

0. sienssdHa Gos wiLsHaImbal S bl BhTodHs HHeas)
aieiiysso (Downward Communication)

02. SiuassHa S wiLsHamHa Cwa Grrodls HHaus0 Qesd
aised (Upward Communication)

03. SHenemibsnmsErsiamL il  SiaaisEhddm uls SHmLuwTss
sHaeus Lfiotpmd Geuutiusd (Horizontal Communication)
BEaus0 UfTHDOUGD BuFsEhbHmL ulrar 2 pameud GisTj-

LI eHIDWIDTES 6DeUGHEHI BHTLTUTL enew @emi &0l Lflsaeuro.

01. wpsmmany Garijuriesd (Formal Communication)

02. ps»manumm Gerigursd (Informal Communication)

" 03, seEaels UWETUBRSSUILGLD 261 SHemnE MWILWTS melSHg CSTL]
UTLemey cpamrsll Wifldseurio,
01. eumwisudls Gg,rru'}u:rl_sb (Oral Communication)
02. supdaiaugeais Gasrjgurie (Written Communication)
03. ememas GerLuriesd (Signal Communication)

GHDIaNDEDLD HLUNGD

QT SRINBSHIGE LEauhD aublseails) HHa0FT] &HHaIMEH
GumUuBLD.

01.  eurul sulf

02. Gsuemsy BUF, BETMABEN, BSHHTOTLD SLT

03. BUTeY, MBHBUTE, LHR|SH HUTD

Bamem (wpemmwinsl Qupm o il DieaITHEhHGHE FnFilsHg
o _flul BLalgSmE aBlusmenBul SuTs snawrenm GFumur®d eeml
u®w. (Post Handling Process)

¥ sUrausel Qurmiiumer usel Hme 2 GHCWTSHS].

#  suTeSEGl GUDItLTET il SIVIeU6UT.

#*  Aonewssens Haneoa].

# eIodl L el wsssEH GLTDINUTT SIEVIeIEVT.

demambsenhHen LUHMAILD SgIaImeaLD GUTNISHS SpHES
et Geremas GaumuBGld. Fev Henamdsenmisaisd E_r,urrrrné]men 61601
BaupmenGamh Wil EremIiubGD. -
9 -1b : Ufl &S Henemibsenid, AL LSS HanauIbsarin)

I 7]




EB uflenF alflEr g

B s1I6uTmIT aor @mmé&.mrﬁ:&.mﬂ@ SIMETIHHID &tgg,mé@m aS!@m
siglumLuled S0 fdsiuBL-: GO HemenHEHBS 21l

eneudbaILHLD.

Al gﬂmsmeia&.sﬂrﬁ'lssaﬂaﬁ SIEMESIHHIE SlgHmIbEHLD ofiLgdHed I
SalULEH BevsHlensn GurildsiuL (b, GG Guriissaiu(b Hemewiéds
Sens Hmeveula BEUBIHHIDHE (IpeTTemeUEBBLILIL Couentiigiienet Gaupms
o LHaS HUTE GeumTBa|D G &sOuBLD-

Quigiains HEHaTS o _GHBLTHDHB] { Sysment (LpEBTENDHHI6M
o_gelwmenGy HUTE eI HIGWITHHBHISESU GuImILUTSIEHUILT.

SHUTQIGHES Gunm e oL ApESNEDIDG Hie @ g aRI NG £H1LGDIDEOIT

® SEpTLD SUTED SepLsbslGuppalL e 2 BL A &HENBHAT
GLon@smeTamitL e Cauti(hld. SUTEL 260D ¢psULD  BHLITED
Qanami(® MITIULLTE) DIHEDET o flu apenpuiled ufiFsvenen GF L)
HUTEEEL GUITmIIUTeT ugal Hlensy o HHBUTESHBT
(psieRenaouiied HnosLIuL 0 Geuemt(BLD.

% dobs Coms 5 MEUHS SIDTIHA BlgsRIBEHD Hossiu®
Hadl (pHEHenTuit Ui 6o Gausmi(bLb.

uigpen 1.
gﬂgusnsma;ﬁ gemsveu] | Henemibsens Hamevaui] Sis0sg Gouml Sievie
mgmfﬁlm Qanhsl GUUIMHGGS BYSBIBET SIEILUNLL G BHSTE
SiaUHED Capréd o funjaEnsd QUUMLSS BLAUGHMB
sTBHBHOL-

ulgpemm 2.

sappoTs Caup BRAEHEE@EGIL SYSEEM HenLasitu
gﬁgﬁl@.uﬂm Supmm 2 ful penmuled o smpuiLiul (s Sl
L 60.

uig(penm 3.

me_ﬂgm@g—, | Henembsers SHemeveuflen LT QUWIHEBS®HS
HenLbalUGUDD SeSHIEmen Gaummb@Ehae.




= EB UjLoms eufsniy |
uiypenm 04.
HEIBHENTL SOUIULL  SQSEISET waafl Ggeafalamioume
Hpibus HmLbsCUDNBHSTER SieUDHD suUTQIEDUL &l Gaf
&3 2w UGHES @IS

'umLLpsmp 05.
@raflus SUTHEMmMS HnHeTSH LS Bl o HHCLTHHBFILLD
UL HH6V.
#  sEBEeHs SUTHSMET 2 L aTguins Henecwisbsend / Hmesis
gmaafiLid @uueL S o fiu BLagdmas s1BHSH60.

SHaucilbea Beaonpiicnet

#*  Had wasHoruIG Bursl BsHSl 2 aleNLea&5I5E aalels
urEYD BBTHauTD (pHEMmIUIL 6D,

#  srGaTeney, HUTHEL LM, SHT&sS.LmeT GuTEIDaIDHmD a_flul
uHGalgad UHlHe0.

#  udays sursd Geauprs LHBa 9ed LHGHED.

#*  snGurs Banmis@ Gaprer GLEIGUTHL ST ureilasiiu Bl
M.

% suagons pLagsms ehasiuL Gauemiguininemn o flu BLeUg
HEMBHBNH (LPETENEUSHSHN.

# Qorome BEs omLrsl GUDDHmD UYLEWGHSMN (Photocopy)
GousmiLd.

sungdbeh aungiliuney uHeRHianeo G5B BuNGHHHEN HLemDaE6T

#*  GupelniiL sweHs SlLLEGELD (popwns o flul (pamp
wiev BLOUDDLmW 2 NFIUGHHS GaTeiensd.

% ooabss SesRemUD STa uTjmauuilLmwsu o miSll-
LUBSHMSHETE SHSGETOUAL 6. (Short Signature)

#  arGaTeesmenyn &ra /[ SUTDH SULemstemenud 2 flu g6s
a0 LB 2 flu BHETHEHHE SAILILIHED.

*  sysmsals BHoee /| Hooussms smealflal HamSHSISE
2imiu CalsmlpinDmpn 2L emiguiTs SIEDILILEUGIL ST FT ST T 6001
orE LW (PSTMLHHIO 2 SHeTWTen]sEhoE NIUL Galsmmgul
UMM DIITHEDHHE AMIILSE0 Caremi(Bio.
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EB ufiemg afsmii ]

S i 65\ G 611 653,85 60D 50 G KTl 65 G &6t

Hing HemandG il SYHEISMET SIAIBTOIHSIL 1 UTHEHEH60-
QT SbETEIBST Henaial L s / S Geul 196D LFIHE0-
S0 CHPUITSHS DHUITET Geuamiiguisnal Seil] JenEUTLLIAIDEND
5 fl ST BEDHES ANDILILSED-

siogl Ufefsd vemiyfln B SIAINGSE CHTLILMmLUL
spswiule ueGUBHSI GPuil L ugdanen GiosusmLLLITeTiL(H
&3 (Highlight) Bmaums &0 smawelHse GaueiBLD.
poeuengdan GFupur® umi Gasfymn@se aB531E STLEWD
@HBET 198 HUTE HSUITETE) SbESLD.

(ipBTEntDgh i 2 salumeralTTmealy &g H6NDTETDI SHanl_dhHa|L_ e
GlawpHuBiD alsns

DDTBHIE  SRSEBMETLD  uUTFSSH! Hos@flusimenn 2 fiu

BLAISMSHETH HeailLLD mausssCaTan 6 HnHsEflusneD

2 FuweflLib eawieflsssv.

SINNINESSIEGS HML5E HedbGD HOEGS ALHs Hadld

GhsLuied alsHumsd Smue Gyarelde SPalbsed Geuem

Bb.

&TBaTene, HME [ HUTH S| HENHENET 2 L lguiTsd enauliTed(H

&60.

SRBEGHS SN HB HYDHHIBEN6TL QUTEHIAITS BTN cUSHBUITS

ifl&assomd.

0l. 2 Lealgrs BLalpoHme 61hHE Galemgll &1 HEIH6T

02. aduggaueibsiuL. Gaemigul SgHid

03. STHTI6 SP&HD

04. SpInEEGLUBSSIUL Gaiamigwl HlpEHmiss

ump A alll ot &6l

acoar alenTasen s @i el weldbs (pumES.

01.

02.

SIEUIEUSUEBID STETMITEY 6T6HIan? SINIAIVE (LPHTEDLOHSBIEULD sTEIIITEY
eTentent? al6N (G5,

(parooszasiunTty Gual Canésl saUMTS SHbSHILLE
DIQIISLD SLDDID ST HHLOBISET BTG sTen6?

1
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EB uflems suflsmilp i

03.

04.

0s.

06.

07.

08.

09.

11311

| 555

7.8 oGy (E. C. Evre) aieuaysl &moHa Ly @ Digieieussaet
LIRTenWIE S(hSEBOTS 6ll6ThEHS.

@7 oleasdar smwelsmg (Location)s gioreafdgd
Bui gl saumihdn CsTeTemGalsmigll DIDFRISHET WTene?

GaTiy g wrg? gonsGstetetiul L asmjeleadsamibms
SgluamLwnss Caran® alend@s.

snarasde Bl (pennulaysist CamamealuBassd (pmm Bys
oL b QU@ Sieuniier Beatenilo HenLosems al6nsEs.
Beomensulsd menLpempullsyeen FiLmisefaiuly  DifbaliuL s
FlTSH DLEIGTIRISET MbHSH aINHHMNNS H(HH.

@7 SIIF SiINNGESHN UHCULEH (PETEMLSSHIMSS@ITL TS
SIDLaISNE aHTUTTHEsIUGL Brag Crrasnsmenn alars s,
LgaImIGENETS SWTT Gelinugsne (wsial] SnsSHn GemersriuL
Gousmiigll PHSI SIDFRISMENS H(Hb-

alenend Hoemanr CDLBHHMUSNG PT DITFTEIS IEVIEIEIEHSHHED
ueIyGauny SieNLWIE Fnlgll LILIGTSET WITens?

28 smnuis Gaim BamLpsnpuilasier alsnamurmmned wHUIGH
(Performance Appraisal) peopenwulen Cproamisemen sl
Gupausne oikhs  wopulsd Biom Gameneniur.  Geausrigus
HHBHEIB6N [HTeTHlemend &iHb.

Al @OLEURSHIS.

01. 55 gwpsom

02. ulyé Gsmuy (Split File)

03. Gamuyser aliguil tu e (File Indexing)

04. @plenLl sl Ligeud

05. SIQIAINSESH HLIT

06. Geusmend @isd (Working Environment)

T




[ BB Ui ens aufariy |
LTS @I LT (Bureaucracy)

Gfssrefiu Srevemidaien oy & BTVHSNIHHSI B QUL HDiee
Blpaunas panmGul Lismils@& o oyl 4 eeniuBGSDS. Uewilds(@ paumLd etet
mTed SHLL Ul L Lomet FU LA Lriseenil Weubo gadsliulL LU
MEMLLD SIBDESTEN P BTIBISDETLLD Qarat® @ HoaS®s Bk
o@D (PmOWTEGD. GUTSINITS ommauian DJF By EIS6T60
WsummiiLBeag S (LM BWILITGLD. LeHld@ e & (1pmDEE #lm
B ©_HTTERIHIGETES B6VrkimauTleT Qursdlerd, By Tamieus HeneuThbstal
semend @MU somD.

Ligssds @ Ipeu_ & (pempulad & T a0 & B lglll FDIILIDERISET,

01, Sl eulLiomen FLL S L sl (Sleuliy BrLT)
02. GNSEBTHSSIU L UGHalE6

03. usalsEnsdmiuleome HNHETT @smL Gsusl
04. suflsns @upmiGmLLUL] (LPenD

05. ewirsrwmEsst UsTUpDULIL D

gelury siopow el uaflsEpar s (pempullsd  HeveuTL Slulle
(Good Governance) Uygmen SIbFRIBTe QDT HDbHSH SN0
(Transparency) @&speurasd sTaiLBLD.

L an’ Lipmer UL SN L RideT

Sigyaes Bl pmpaaiaid, GaupurBaeiaid senigliuTsl Wsumm
Ceuamigiwl eld@s, SflaybSS0&6T, HTuabGaTamal, BB (7 LT 650TLD
Guenmenel STEOILLGL. SUDDISEE SAUUTED CFaID  HLENLLSEET
BenmCGanmieusn@ DeIaIeVTE6N DighdHal].

SHSHNSTHSHIU L UBaTH6T ©

@mm‘) @&nmﬁmggm ol L& mha QFuDuTl (B WLLLD aIem] D06
&5 1ol L misefad UsalssT, iflargmsen SiLaulLiors au@ssullb
sisvsmevaet  Hyemulssiul (e  srawiuGL.  ugelsEnbalamLulmea
sifsny B Qausisar (Power Gaps) aremiu@Gid. Bipisuer sumasHcs
Liflu 2 U SEOTENIRIGET STeriLIL(BLD.

(2_+ 1b: Guralsy HevemssensHed Gosedanfloe semeniwd [salute]
QFISSHID (LPFOD)

= ]




[ EB ufiens auflaniy |

QuIgaITs LUsaTseT BHanhe STaMLILGASMTE QUOEIBIONL D]
ULLD LIgH6T, SIS BennhssTEad suflens @UORISMIDLL] SIDFEIS
mend QaraiLsTsajb STeULBGSa T SToTammissr GonGlsms
augl speaid. GFUOUTLE @uemsmoiy Gurain SIHSTT oL L mEISEsT
(GHODEUT S SIEILILL OTLLTS].

UsDEUTENI(B  SHTAWLTE BIBSIE GGG BFaToEI0emLhSIsmeT
BmIeUeRISEETTSS STemULBEIHITH 2 U sTererymset (Sub Cultures)
suenjFFUsnL b STauLILI(BLD.

(2_+ 1b: @evmena @yramiaud, Guralen Henawibsend, B0 DieTaeIS5
Flememibaenid)

uefla@Gup oplfulsd Gaflan, useluwFaisesn oy HpanibsbE
gmu SiwrenissliuBl aadampluGSmng. (Selection and promotion
based on merit). @senTey @miE HpmwbLTaelTEtar @ USaHES
Caflay GeuiniuLayb, usalywiasensil GQupms Garsienab H@au]
ML LLIGU T S EN TSI TmEnT .

uanfd @1y L Fuled Beatemin, Henip &G Sran(HEw 2.

Ll @ oLl dulei Hemennssi :

* i eu Liworen FULA L BiEeT SiglitenlUlsd &@pon  spmmiiLiBel
&0 FLLSHL SAMEGL UL G SToramssr GombaTsaisniuGo.

*  oLenSE e FlLaldwampast BaumubGadsamea. aaBail, wmeal
BB QUITE K& MIPBIGLILIL 6 gIeUTHEImEI.

*  Unitof Command (Gurgisurer s enem) etummiuBaSnsl.

*  diphlensy Siepsu] Gsiblens DeeIHEE Wwdluslasl Lpds
QasmenSlameny.

*  usfia@gip o Aurag GUTHSSWTET SIHETIU UTalsoToEHSmm’
(Optimum Delegation) dsiumpliuBlL SieelEESM0  BFameull
GumBT oifs mpaEDWLmLACHTH, SOBlme 2 &fGuimsssfla
Smeniouyd sidsflsalma).
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EB Ll e suflenlip |

el @1 sl Auls HemEeT :

*

@misswren | QBhSSLOTEN | AbsHeaenD MTLIbS FU LS LmISEN
WsUDDLUILBEIST 60 GNHSESHT [ Causmeoenius  GFIgIGST6TEN
Caemaull QUNIBT HH BRSSO Fh &S]

L6 LIgUpEnMEBETTIeD Geousmevaen (Number of Procedures) menLGLimisy
FTe S0 gHubLD FTG5MSS SbS Caanaill GUDIBT BEVEHFLD
QIpPMEIEGEBTMe]- 26P6V sifsfadngl.

QupLbLTsOTE LIeHIE &1L SyL8 PneusEissT GUTGSSLDTET ST
7l UTeusuTSSSHmBL SeiupprdGUUSTS GDSSEMTH GousmensniLl
Qauim Gsnsien BHnieuss Hemevauflest SLomeiD @eEIHILIEDIDUWITHBHTEH
BHLULSILET SPIDLL SIIEUEVTSHI SHpeniow|ld GonHsULGEDSI.

@oiny : usfld@ip opld upm Gaefiams opuie) GFLUs Sl GsTLi

umen uestiLsenen Max Webber (Gogen Qeuy) staiua] s1BHSI
DIBST. :

= : !
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QeuBSmen wHiniy (Performance Appraisal)

syETEE Bneemsssie) Gwsd Blmeoulaeien sigieusoflemsd Hiod
@b & BHeaulaemer o] GsrLiute Qewhdper wHUITG
GaultiuGE DS

Bg HLBuul L wanGursifls sigiumLulsd sH@GH CuTHS
FioTar Lgauki®eT /il sr  ysaigr® GomGasrsieniuGEns.

o 5HBLTESHT QBaT GaTLidlsd Smpse Guoasier Dihsanfl
SpB OamsssHand, oueugar wiHuland, opaigmiBuiepnd
Reisufldenseniuid HLUTlass) Galemi(HLo.

Balafsmauls o 5H0wrass e Gaume GoHTLyuTen alll Wmise/
almensHmenic oMb S HLGeng (behaviour) GETLTursad
aleatauliLiL g GLD.

Giss o HH0wisss] GsTLiilse Coyowrs wHIIG Geuud
2 Lat Gueps o $HCWIsHS) WIS LTy (Appraiser) eren
SiPssIUGMSILE, SbodiiiaL @pfurs 2 NSHUUBSSID
2 58HCuITESH5T bl BLUGSS) (Moderator) steriuGeau.

gl @fss 2 HH0LTESS] CaTLés, wHFL, Bud
Cawhdmen wHITLG omsmassia SHopudsroraertas / almeans
HmenTenaiITa @enmmisrasiul LT / 2 mFUGHSIULLIE (D155
78w @iumEGL oLem® Caissn gomD 2 flhsTsbsuuBio.

G055 s ey GsrLyls GunlarstsmiuGo Gaumhdiper
wHITL G ofsms owwduIGEar il Ceuuw samwuied
Fadusieng. (Feo wHLNGBHT sUBuUTHID BHBeowTar WwHOIL
oL Bur BuomGsisie. Goeib faf aiBGUTSID s Heevsl / HeUsvS)
seib Garerensenud Qaramnghuu]. &e wHOT LTeTeeT euGUT
b HmpLBHumnma stam sl wsHnta weaaifleno aupmigGa). Bal
o urtflw GempurLTsBa DS

ESH|
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-

Blovmien®F FNBILIB Carae0dd @rquiydFesr
SPFTEIBHHST HDH HApBIGHHTH BoVT

GRms SJFBIBHSE! B @umie elHuwmeasil, Fenmglug)
SjsaTe), BoE®eF  FAIBTLS (e -3 (& 19U &
siyfwsosnoinien 44 (1) (1) oy 2 piysmyuled 2 efer eImUITHEaTe
&b HOBG 2 fesredaslul L 8 HI6UMIS e 6T ApBwrdlshs Bl
SeniFFfLD GNHS 9HssIULL @ ST LLILDT(&1D.

& B siwwsdlar Gauwers] HenpGaflulenn GawieomsTFmaIT].
% HeopCsfllar NyHs Gewsomen HanmBaflullest HmeveuT ShauMy.

HenpCaif TetaiHID BT & & GTT TR S Em6TT @186 a1 (B 61T &I 3l

01. Gaflw eugsy GFmaS SHLLID.

02. Nsssnsd Gareiemas (Piscal Policy)
03. Gurmsilwsd eleusmiiD.

04. Gurg B

05. Qurzid GamPled pwnHsei.

06. @SemisE&eT, GoBTHUILITASE.

07. GeualBIL (5 CUETEIGS.

08. &HopGaf GFEwmuUTHaST.

@GOy -

L @hs B @ure clfssn SETmies Smeanbsamisel, Hluidg
FLL FeussT SLAWLMDMDLID SeuGUTEID BnieuemiSmanLD
s BUUGSSID SFTEE 2 SHCWTESSHMTHT SIENETEU(HLD
Baibaurpnid elfHsEndE 2 UG-

. @b P guresidsd 1992 b swengs B UWEE
MPasCenens GOUILILGH. Bbs Bl QumE oldsar 14
SBAUTLESMT QETEiGaMSILE, QaGauTh SSSHUTLIIPD
uw o u Ufeysemend Qamemibsienaiiear, eelleurm 2-U
Ofleysalend v M QuwrEe elHsst  eaupmisUIUL HETETE.
Coaib gam GsTLésnd (01 — 880) ausyuisomer HH @UBS
sldaei (QsTLITE i) aIPEIGILLBeTeTenn SalabaiuLs)
GousmiBID.

L B




I

EB uflama suflsmiiy

Sy Be oHhairh (1. 5. a1 01)

Gowrda B oyanB @by ouemgaigid Feaeufl 01sp0

Had Osrimd o165 oemga HEFDUT WTHHHE 31 S0 HladluTev
(PG EUEHLLL|LD.

Slyfweosnininic 2_aren ghunBGaet (0. 6. afas 02)

Georins gapTus Gsrsedss @pwrder 1978opb  wiriiden

sy Oewugd o piiymysaisr aped Sipdar HH GarLjuTa
auiflant Lsosmearr UfibaienyssuLL (Beisrmer.

-
...

2 _miingemy 148 -
urgTEsamd  Qurg  Hd  Bs s SLEUUTL LD
emeUSH S HBSLD.

2 piligemy 149 :-

Hé el wsHne QuImiLTe SmwEFHaET MmBFFTHEHIENEN ST
flsm ofsTrdam SHylyw BHulsSpbhe aHEHTEMSMUILD
16l GUMLPIGUITS].

2 miiyemy 150 :-

B el wsdHhe Guigiurer  SowFFfa  oadETHaisTe
S|, 6 FFL gt sifargdlar  Srlpw  ESlulalmn sl
15 GHTENSEEMUILLD LBeTUGLD (LPIQUITE].

2 _mifmyewny 151 :-

o muymp 149  @en  gpurGset  esueurm  @@GUUEID
UTHTEBOETDD Slsusgonet, ahutgrs Caalamisense gnurd
Qeub Grpréssdnsns adjurgrd GFee| BHEund geatmms
&L LSHe (peuld 2_(HEUTEHBHEVTLD.

? miligemy 152 :-

AL PATNSmECsT  owveg  Up  FwnisaiednhbesT
QEsvalamissmen @UBLHMNIBE, DiV6VEHI HFGFeATMI &L LIEISMET
asse0, oevas  6ps  aflmuwnng  aTHHH0 DG
BenL(pempuled o 66N ElbS AIflenLTelEHl  SENMISE, WS-
WTSGSHE SI6V60S GHMDHH0 SpHLADNNEG ASBTIO6N SHHE.

1371 |
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[1.

(h

(IT)

(I1I)

(IV)

iy G b ( Consolidated Fund)

AL G  BFuoreigl G55 (B;Brraba,g,ﬂg‘)&m_s Gfmgrrsm L@gﬂﬂm
CUILLILLTS, SiT&HE GFTHSLOTE FH6V LI BUID GHSEGLD.

HINLG BHEHUABIBHE! SEinuiUGD cameiciD
anprish Caamaise -
QBB BHF FLL SN (Approperiation Act) 2160605 LI IT(6THLDGDT D)
EIoTend @eeTed aupmIBLILIBLD siaTTaSHaTe PHIHH6H
QalwiGUDID CaemeuBsi “aupmisD Gaaneumai” eTetlLI(BLD.

aiapL ol & Caamaume i~

anfwmeiisa Giiss gHUTGSET (D EVVS] GG 2 u
Gfay (1) @& GOLILLm Zaljbs BT Um  FlL e
apovth gpun® Gaunuiu@ln Gosmeusen “allGaL sLL Gasmeusmei
gTeaTLIL(BLD.

aoweerbblcn Heapaslh S L (6.5.4)

umgTEhanEHmTe oG wHiiGHele S ETILTSHL
Gumib Hwmset BH oyemigsn BUTE sTHHSH (PRbHs Snigll
Hawsdls FHlimsendg  wLGUUGSSUILGAIMmS o_mA
uBssing Uit sauss 5, sanasl(h 2 HH0LTH5HSTHMH)
LT ML (EHLD.

(aerm.rj)u@_éag,mjg,m&rrm mapESs SLLbonarg, ShHHL mISET
alGHSSHMmsHEUUERLD Curs SuweoursBa GFusiufhss GalantBLD.

lﬁwﬁr@@@m‘(a&msﬂsmb EHTLTYDD FTHSLasT DU EeT aUTe,
BETNTS ﬂL..L_L[SlL@_lEE@ (paursn] GomGismsieniiuL. GeausmiguisHil 6T,
Qeevalemptd (pait AITH G e CalamBHib.

psvgem _aa@;i.g‘,h.’.t_rmssﬁ (wempiuy  simdsfssiuBln  Cursl,
G\&ujlrrm?@g@‘au paTemowineig  aifluren  Gotdss  Gasvey
wHUIL L& HWnEHss CalamiBio.

ﬁ&.gnaﬁeﬂ ‘ @emg;ﬂu@,&,ga.ﬂuu_um LILL &oT ST BLILUHAIM S
2_nIFIuGESHIBDSTE selGain(s GauPLBHH0 psTenioulsib
(penGanmm \ semsTaliy G e DAMWHBILBHe0 Beuensi(Bid.

B8] |
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ER ufiens aufsriy |

VD) Urarasanssl B o S5HCUTESHS] : alfleuner  Gasualens

AlLfisd Bz Gura Gupurjemsusnwl HyGuindlss Gauamrigul-
Sl Gomeuimanail & L HamemboenmisTsl (PUDHFBmET
seaig) el BUUTL g S nl ganaihsen Gauei(BLD.

BENLINEI G S EITIL ONT &% 5) 60 Midpamil, 6&calla wHlnfGsen (i5).6p.6)

(o1) eumomer &GN

(o) Geevalensbden GQuTg wHniBoa

(@) (pHuss HavH@GSs OSTLIYDM WHTGHseT

) osmms Grmeaula Gaugen sTah HILEISST oS-
SUDENM DL BELD

aung! nhnlGesh (15l.5.7)

(D

@)

(3)

(1)

Gurg Gasvey WHIIHHET -
saaliysbaar, - (Head)

- Blapsdld HLmserm, - (Programme)

- &mHSA_LEISeT, - (Project)

- GFsva] el wimise, (Object)

- Bewiedling Cursim eflugmisst sem Huguisr S auGuik
GaunuliuG SISl

@eiGaur@m SpwFETme  JFdlar  Swd  GHTGWIUGHSU
Qupp  somelysst, Bewsds Al mseiar  Bludsefloig
uFTEBaEnD GFualaissibaTa @assl @l Qelfngl.

SIFETHEIS GEaeallsLoTes).
(1) BamBaumHd GFsvalend (Recurrent)
(@) cpeusatF GFsuaisid (Capital)

QIe] aaneEbHiL aeililG Sloasel (hl.5.8)

semeotny (Head) :-

@elGauTm  HmasSMSHDGL,  DMLESSEGHD GlFsualens
gmeolly eam GNs6sTHssl  UGSDE. @euGeuT(H
HEMeULILSEGID DTN BevdsD @amid GerBoHsiur (Beiendl.

EC




EB ufiems suflsniip

(2) Dwpsasa i (Programme):-

(3)

(4)

(5)

Bawsds HLionas @bsga b HML(POD &b @i
SING SpGID. @GN BoeUsIpn SIS GMaCsTeTsat
siseusHETE HanGammuUGD  UemlEsmeT BreOLBSHINSDE
2 _sab Ll aIGSSHmEHILIGHN CalemiBi.

&smasaLb (Project):-

smHA LD Bapsds HLsHa gn 2 ulfar@b. s 96
(puwhFem oeveg @8y auma pwpdlsaie GaTEed osimn
&Ml EHLD.

Newe el_wmisar (Object):-
2 1 Goevey el wioreg &GS Goramhar  QuIeilied
SIEDIDA|E Fnllll B EHLD.
i.1. danGaumid Aawa) all_umisatar QUTGETWD aIGS BT
[ ouens@ilu Calsemise.
II. dywrens Gesa|ser.
III.  eupmisHsT.
IV. g@lubss Caameuse.
V. [BeOL(penD OTMHDEIEeT.
VI  henl(LpsHm OTeuimiBa.
VII. dpmenL(psom CFeua|ser.

4.2, (posens Aamalor afl URIsaTar AUTBeRID aGSEer aiBLTI
. o usyeond Gaeeld, sralls EFHHSSD, S LMDILYE
GlFsve.
II. cpeugen IHDOD 2 FHeTLILISILD.
ITI.  ewpsugen LOmemLILD.
V. B Qansgisser.
V.  wpnGsmBLLsTesar.
V1. apsugend Ganssibseian wndyemoiy, GusibBaHsHe.:
VII. dm cpeugand Casusser

Aaaa) alt_Ww au@y -
samadL g WaF Fflu ievE Basay el ai@GUUTELD.

o

-



=

EB ufievs eubarliy |

(8) @ewe alw sauGlibhasaiar Bahuafiiy allyRISeT:-
(11) Srligw BEwt QUIgs Semros.
(12) GeuelBrL (B 2 _sals o6,
(13) GeusMBr (B o _sa) wrailwib.
(14) Bsn BiyiiLgsss GCeualbrl (b 2 seilbsL 6.
(15) 16l Briussss GauslBrl (B 2 56l oTsiuLb,
(16) CrGTTHS Blaub.
(21) alGagL s L Bldlund.

mnannailsd Basmassl (H.59.13)

GNes0nm HmembamsHar & Cryes LOFevasenTe
QuTBSSLTE FOUTH Gauny (pruTs elGagL Heamio auTibs Grenea-
senastal B gour®, Hep Gafular BGrHu auge) GFvaHSIL L
ueAliureny aBudulamsd & GEUUESS0 Gupmis GsTHDUGSSULGD
“mramals Caamaume” Hmevlile & GFunitiLGEmSI.

SIGEDLILITEN ahunG (f.¢p.1a)

ST gour® galeuTeusl, e Gasueas HiL i usiiumeny
oFuAims GNss smdstysaLa Hes alGag GWLblmevsefs
&P a0 LR LHULIB S0 CoyasbmTaTsaiul & sl sl

AU Saihe Wb (15)-¢.15)

I. Pphuewd SeusH@ ASTLIUDD WHNIBsT BIOI® almas T~

Hemar & HTL(HB@TDen SHenauuimaust -

(1)
(2)
(3)
4)

Geaalaisda 2 FF 6606m6V.

SIS SN0 sUT6| euHS OLNINBHENGH] GHMMEHS 61606M60.
umml smISsHe o _F& sTe0emen.

QUITMIILGBHETS 2_FF GTE0ENE.

. whuewsd sense aessal:-

(1)
(2)
(3)
(4)
()
(6)
(N

2 _Musd (LpHLIETTS &S6mlhE

o Talmaed (WHUsHIS S6m1sHE

AT (LPMLICTTS H6w1 (&

SeMEhFWL QUTBET (LPHLISTIE H6mIHE

SITFTEIS Sl (BSHSTLIRISEHSHTE (LPMLIGTIES 6001 (S.
SIpETHIS 8 GHCWTEHEH]HEHHBTD (IPMHLIGTHIS H60uHE.
BrenTals (LML &56lbhE.

141]
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EB ujLens aufsiiy |

(I11) agiuris Spindsenbaret ghurf :-

(LPMUGHTS  SHEMISHE (pupAGwITeHled Gg;rrgﬂ&i)_um;ms'i) 13
Femngss Gurgl Cafiw BipliL el ardhurjassiul(b DS
Quily gouGaE GETLTLETeT SIFHHT] L ddlennmed armfﬂasrj?aa-
st wHIL  Cshul  BLOOYSSTET ggmu(b @i,sm@
wHIIGsaleEr  QUTHSHLOTET Bupiu@sdu  GFeve el
GO ged STEMILGD @G  elLLSHBET #ip GarasiubBHev
Geusmr(BLD.

(IV) gpetremu Shesinged g Ul L Splyser i-

wiSged ghosaGa 2 sen  gHUTLLBWT GdP By
gourl e Gur  IyGurdliugear (peutb GMiHS BLLLID 61bD B
SpamIged gOULLGST SIS BTG PRUSDE (PHTEI] (PHDTE
&y dbaluL TSEHTDT(E WD,

ailBapL &L & Bacnasol(hl.op.19)
alBagl. sULEF Gameussi Wgrean Gaelard Hrlgu BHEWD

Basren g slHssiulL @abdl G FlLsH BFjbalubhaudedmev.

ODNGHE aane] DENTGa (15.59.20)

garalz pausaF Gauemsueuisn Grsss OFsvealsn wWHUIG

Hmpdbd SmwassUulLTs, g GsTijurs  Usaeumd  Gusuds
HBEUEVHENT SULOBISLILIBEH Covsmi(HLD.

If:
II.

I11.

IV.

V.

V.

\'

Gausmeuenllill LT&F GFuw adfljunis@n Sad.
auamy WHUIIESsT HUMHEBIUGL SLeBEEG (PHSIL DieuTgsi
@m& suenyuisoren o _amenio GEsvaisilD.

ausmyey WwHIIGsN HUNTEsULGBL DMBHEG WPHHL SpeHiged
QFuls 2 aueno GEFeuaieiD.

aumyey HIIGS surflasiGuoid syemBosmen WHuIH.
aurey GFsve] HiL SpamiBa@Ew wHiic.

IV iommin

@it GLOTHHD SIabksilos Cuisss Gasveay wHI mL slghFansg)

]




[ EB uflend sufsmilg
Lighlu (B e vyoy600meh 61

U sHSS L0 CTyemansen (5. 69.34)
[. (peosend slamvalamb i-

auge| GFeve] wHlIGselsd AU smHHH L BIGmenF CaTULSDSH

(perten]  SUUAL  smpSSLLESsT  GsTLIUe)  Uensumid

BLAlgHMBBET  sIBSEUULRGUUDSWILE  HBLSumL S0

CouswiBLd.

(21 amsILLGHa o mburar Gwrsss GFawa LG
Qar@ulHssd Cauamti(HLD.

(o) 93 GauefiBilG 2 _saG0unn SHHSHLLIS GHHSTE
Guaasunihenssen Wisd Gruiwiul( 2 L eiugHendas
meFFTHALUIULG BmdHso CalamiBd, Sisvevs = mdli-
UBSSULL 1HaHHe0 Gausmi(HLo.

(B) smHH LsmSL Wisd Gelnusn@d:sd GCoenauwme SHTsull
UGS 168 s@RsSHLGHa CrupubBshsmesmiu|n, Gasual-
ASHMBILD BlSOFS (LpenDUUGSHSHN.

(7)) sHSHLImsSL UisH CFlnsneg Coeneuimsn puimd-
HMET  HENBTENSHSHIE dnl PmallusNELL, HHHHLLSHmS
uisgd Gsuy Oae] osgoas CsTHDHUGSSMD,
ugmoflusnE D @UoBIGESsT GFuiiuLsd Gsusm(BLD.

OGN &5 Hlene NS sHD (6l.5.35)
Aeiteupd (pwpFsaied geanaubugid BLIbGIUDAISNEGS CSTLES
Blenew simdsry Ghemel.
(&) opsmmis sl G Hepsdls SLsded sHheSIHLD gamms
Gaiss6m.
(1) sugsusnioiil], SWTHiy Gaumeausaisn Gaualmbmss Gauizen.
(@) suflens opwassEl (Line Ministery ) sumuiliy sus(psiten 2_sa|lb
GaremLwrems@d (Doner) GuEsamjsmssensd Gauafbr (G
auars Henemssend (ERD) oifsrgwsfdse.

(7)) esuge) Gseve HL BHURSHOUGUDIHMID, &l &sHH-
S 1L misemen GaugFwsdLBHSHID.

[=Tn @]




i__ EB ujLeng eufsrlly |
(0.) gstous sempuies SHLSSE VS Pepsds HLEH0
QEwmuT(BE6T 4T HISSH60.

HonpBamuile GmidHIID (15.5p.a8)
Oeitoumd  whHiiGoefsn CoyesULBMBDG (LPSI6] HenmBail
ami sty GuDiuLsd Gausm(HLd.
. ydu soelyssst, BHopsas AR,  BOHHHLLEISET
SHBLTSHISTET  HEMEVLILIEET, HalpFHHHILmIB6T, S(HGHHILEI-
BEThERS6T (PMUILIY SUTTS L CaanalbEhsHE.

Il usellGuUW) wIHDESEsD, USelue, Cousan eSS LID
GUTETMAIMETEI LOTHDEISETHILD.
@iy wHITEGHeHTeT Ll DU 6o & &6l (15l.5p.39)
eimsugpid slugmisst SIULGH0 GausmiBLo.
(o) GupGstsist 2_5658Haleen pwndulensl (pep eTugmibs.
(o1) FDUBSIUGL ApeOSaTs GFaualaiLd.

(@) Osovalamsdear Guig wHNIGast 155 ldbahess FHE)
Bpeourss GFasEsd D GFeeysEmnhLD.

() uselwed, Goussn SienaBAL LD Curamabfiear L ol ugmi -
SEBLET  (pHuemd  BeHS 63 afasasHds HHAUTES
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@6l Quims aufsti g Gammeal Gl GUDImS Bnieussla T
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