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fo"k;%&

QkbZy fdaok uLrh /kkfjdk

iz'kklfud ys[ku

fVIi.kh ys[kukph BGd oSf'k"V;s

i= ys[kukph BGd oSf'k"V;s

lgxB~Bs i/nrh (Six Bundle System)
vfHkys[kkps oxhZdj.k



QkbZy fdaok uLrh fdaok /kkfjdk

eq[ki`"V MkWdsV fÓV fVIIk.kh foHkkx

i`"Bkadu

Ik`Fkd i= 

@foHkktd

i= O;ogkj

i`"Bkad

1@i] 2@i

1@ C] 2@ C

1½ cks/kfpUg 1½ fnukad

2½ dk;kZy;kps@

d{kkps uko

3½ foÔ;

4½ izdj.k lq# 

dsY;kpk fnukad

5½ izdj.k lekIr

dsY;kpk fnukad

2½ dks.kkyk

lknj dsys \

3½ vfHkizk;

1@fV] 2@fV

1@N] 2@N

6½ i`"B Øekad iklwu & i;Zar



izdj.k uLrh @ lafpdk @ QkbZy iq<hy izek.ks vlkoh-

eq[ki`"B

fo|kihBkps uko &

¼fo|kihBkps cks/kfpUg½
foHkkx &

(Department)
vuqHkkx &

(Section)
izdj.k dzekad &

izdj.k lq# dsY;kpk fnukad&

izdj.k lekIr dsY;kpk fnukad&

oxhZdj.k&v&c&d&M



iz'kklfud ys[ku

fVi.kh ys[ku i=O;ogkj

i= (Letter)fopkjk/khu iz'u

oLrqfLFkrhps FkksMD;kr fooj.k

fu;e@vkns'k@iwoZ nk[kyk ;kaps 

FkksMD;kr fooj.k

vuqdqy o izfrdqy eqn~ns

fu"d"kZ o fu.k;Z

v. Ók. Ik= (D.O.  Letter)
Kkiu (Memorandum)
vkns'k (Order)
i`"Bkadu (Endorsement)
ifji=d (Circular)
vf/klwpuk (Notification)
rkj (Telegram)
f'k?kzi=(Express Delivery)
'kklu fu.kZ;(G. R.)
izfl/nhi=d (Pressnote)
vukSipkfjd lanHkZ(UOR)



fVIi.kh ys[kukph BGd oSf'k"V;s

1  fVIi.kh fyfgrkuk lekl lksMkok -

2  vxksnjP;k fVIi.kh[kkyh fVIi.kh fyfgrkuk

e/;s tkxk lksMkoh -

3  fVIi.khP;k oj mtO;k cktwl foHkkxkps@d{kkps uko 

fygkos -

4  fVIi.khr ifjPNsn vlkosr + izR;sd eq|kr ,d 

ifjPNsn ;k izek.ks ifjPNsnkl dzaekd |kosr +



5 ?kVdkapk mYys[k dkyuqdzes djkok 

6 fVIi.kh FkksMD;kr o eq|slqn vlkoh +iqujko`Rrh

VkGkoh +

7 fu;e vFkok dk;|kpk mYys[k vlY;kl    

Li"Vi.ks dyekpk mYys[k djkok +iqLrd@vkns'k

lknj dj.;kr ;sbZy vls leklkr ueqn djkos +

8 loZ lanHkkZaph leklkr uksan d#u R;k izek.ks irkdk

yko.;kr ;kO;kr +

9 iwoZ nk[kyk vlY;kl] lac/khr uLrh lkscr Bsokoh

o leklkr R;kpk mYys[k djkok  -



10 Hkk"kk lqcks/k] Li"V vlkoh + ykacypd okD;s

VkGkoh + 'kkfyu f'k"Vkpkj ikG.kkjh Hkk"kk okijkoh + 

fVdkRed fy[kk.k d# u;s + 

11 fVIi.khr dks.kkpk ,dsjh mYys[k d# u;s +

12 baxzth 'kCnkps @ okD;kaps 'kCn'k% Hkk"kkarj d# u;s +

13 fVIi.khph ykach Qkj ok<ow u;s +

14 VIi.khr vkdMsokjh @ vgoky vlY;kl rks Loar= 
tksMkok o R;kizek.ks fVIi.khr uewn djkos +

+

15 fVIi.kh fui{kikrhi.ks fygkoh + Lor%ps er O;Dr 
d# u;s +



16 fo"k; xqarkxqarhpk vlsy o vusd eq|koj vkns'k

gos vlrhy rj fVIi.khP;k 'ksoVh 1]2]3 vls  eq|s 

fygqu R;koj vkns'k ekxokosr -

17 tsFks 'kD; vlsy rsFks fVIi.kh lkscr izk#i ekU;rslkBh 

lknj  djkos +

18 fVIi.kh eksBh vlY;kl Mcy Lisflax e/;s VkbZi djkoh +

19 fVIi.khl ;ksX; irkdk ykokO;kr o i`"Vkadu djkos.
¼1@fV]2@fV] 3@fV½ +

20 fVIi.khP;k 'ksoVh MkO;k cktqyk lgh d#u R;k [kkyh  

fnukad Vkdkok +



21   rn~uarj] leklkr lknj djko;kP;k vf/kdk&;kapk

p<R;k dzekuqlkj funsZ'k djkok  -

22  fVIi.kh fygwu >kY;kuarj fVIi.kh foHkkxkr ,d Lora= dksjk

dkxn¼courtersy sheet½ tksMkok



i= i= ys[kukphys[kukph BGdBGd osSf'k"V;sosSf'k"V;s

1 i= fyfg.;kiwohZ i=kpk fo"k; o dks.kk'kh

i=O;ogkj dj.ks vko';d vkags ;kph ekfgrh 

d#u ?;koh +



2 i=kph Hkk"kk o ys[ku i/nrh ckcr 'kD;rks [kkyhy

rRos y{kkr ?ks.ks vko';d vlrs

1 lksis 'kCn

2 lqVlqVhr Hkk"kk

3 ekstdk etdwj

4 fcupqd jpuk

5 Li"V fopkj

6 okD;kph fuVl tqGo.kh

7 etdqjkph lqc/n ekaM.kh

8 'kCnkph MksGl fuoM



3 i= gs usgeh vkVksi'khj ijarq loZ eq|kapk lekos'k

dj.kkjs vlkos +

4 vuko';d laanHkZ @ etdwj VkGkosr

5 tkLr etdwj Eg.kts pkaxys i= vlk

xSjlet d#u ?ksÅ u;s +



i=O;ogkjkps izdkj

¼iz'kklfud ys[ku½

�-i=&ofj"B vf/kdkjh o [kktxh O;Drh ;kaP;k'kh djko;kpk i=O;ogkj i=kP;k Lo#ikr dsyk ikfgts-

2-v-'kk- i=& egRRokph ckc O;fDrxr fun'kZukl vk.kko;kl vlrs- R;kosGh v-'kk- i= ikBokos-

eq[;r% dk;kZy; izeq[kkps oS;fDrdfjR;k y{k os/k.;klkBh okij.;kr ;srs-

�-vukSipkfjd lanHkZ& nksu foHkkx fdaok mPp dk;kZy; fdaok nq;e dk;kZy; vukSipkfjd lanHkZ ikBfoys

tkrkr- ckgsfjy laLFkka'kh uOgs-

�-Kkiu& leku fdaok dfu"B ntkZP;k vf/kdk&;kdMs eatqjh ikBo;kph vlrs- rsOgk Kkiu ikBfoys tkrs-

vf/kdkjh@deZpkjh ;kaps oj dk;Zokgh dj.;klkBh Kkiukpk okij dsyk tkrks- mnk- fdjdksG f'k{kk@tcj

f'k{kk ykn.;klkBh nks"kkjksikps izk#i-

‘-vkns'k& fu.kkZ;d Lo#ikP;k dk;ZokghlkBh fo"k;]lanHkZ] dk;ns'khj rjrqnh ueqn d#u fuf'pr fu.kZ;kPks

Lo#i Li"V d#u vkns'k dk<ys tkrkr- dk;kZy;hu vkns'k gk ns[khy izdkj vkgs-

’- i`"Bkadu& nksu izdkjps vlrs- Hkk"kk r`rh; iq#"kh vlrs-

�½ i= ’ k[kkyhy lknj d#u dks.krsgh fof'k"V lqpuk fnyh vlY;kl R;koj lgh ?ksryh tkrs-

2½ ekfgrhlkBh o vfHkizk;klkBh ikBfoY;kl lghph vko';drk ukgh-

“-ifji=d& loZlkekU; Lo#ikP;k lqpuk ns.;klkBh 

”-vf/klwpuk& dk;|kP;k micank[kkyh dk<.;kr ;srs-



•-rkj& ekfgrh rkrMhus feGo.;klkBh-

�Œ-f'k?kz i=& i=O;ogkjkpk ,d izdkj- rkjs brdsp egRRo- 'kCn;kstuk rkjsP;k /krhZoj-

��-izfl/nh i=d& fu.kZ;@;kstuk loZlk/kkj.k ekfgrh izfl/n dj.;klkBh-

�2-'kklu fu.kZ;& 'kklukus ?ksrysys fu.kZ; veykr vk.k.;klkBh-




