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cGtjf{tf{                                                          @% Dff}lvs  
 

b|i6Jo M 

!= of] kf7\oqmdsf] of]hgfnfO{ k|yd r/0f / låtLo r/0f u/L b'O{ efudf ljefhg ul/Psf] 5 .  

@= dfly pNn]lvt ;]jf÷;d"x, tx / kbsf] v'nf÷cfGtl/s k|ltof]lutfTds k/LIffsf] kf7\oqmd pko'{Qmadf]lhd 

x'g]5 .  

#= lnlvt k/LIffsf] dfWod efiff g]kfnL jf c+u|]hL cyjf g]kfnL / c+u|]hL b'j} x'g]5 .  

$= j:t'ut ax'a}slNks k|Zgx?sf] unt pQ/ lbPdf k|To]s unt pQ/afkt ;xL pQ/ lbFbf kfpg] c+ssf] @) 

k|ltzt cÍ s§f ul/g]5 . t/ pQ/ glbPdf cÍ s§f ul/g] 5}g . 

%= j:t'ut ax'pQ/ x'g] k/LIffdf k/LIffyL{n] rf/ j6f pQ/dWo] Pp6f dfq pQ/sf] gDa/ n]Vg'kg]{5 . 

^= ax'j}slNks k|Zgx¿ x'g] k/LIffdf s'g} k|sf/sf] Sofns'n]6/ k|of]u ug{ kfOg] 5}g .  

&= ljifout k|Zgsf xsdf tf]lsPsf] c+ssf nflu Pp6f k|Zg jf Pp6} k|Zgsf b'O{ jf b'O{eGbf  a9L efu jf 

b'O{ jf a9L k|Zgx? ;f]Wg ;lsg]5 . 

*= k/LIffdf ;f]lwg] k|Zg;+Vof, c+s / cÍef/ ;DalGwt kq÷ljifodf lbOPcg';f/ x'g]5 .  

(= k/LIffdf k/LIffyL{n] df]jfOn, k|f]u|fd]jn Sofns'n]6/, :df6{–jfr jf o:t} k|sf/sf ljB'tLo pks/0f k/LIff 

xndf n}hfg kfOg] 5}g .  

!)=k|yd r/0fsf] lnlvt k/LIffaf6 5gf}6 ePsf pDd]bjf/x¿nfO{ dfq låtLo r/0fsf] k/LIffdf ;lDdlnt  

u/fOg]5 .  

!!=k|yd r/0fsf] lnlvt k/LIffdf 5gf}6 ePsf pDd]bjf/x¿sf] k|fKtfÍ / låtLo r/0fsf] k|of]ufTds k/LIff tyf 

cGtjf{tf{sf] c+ssf] s"n of]usf cfwf/df clGtd k/LIffkmn k|sflzt ul/g]5 .  

!@= of] kf7\oqmd ldltM @)&(÷)(÷!& b]lv nfu' x'g]5 . 

 

 lnlvt k/LIffsf ljifoj:t' 

k|yd kq   

v08 -s_M    ;fdfGo 1fg / af}l4s k/LIf0f        k"0ff{Í  M #) 

!= e"uf]n                @ 

!=! ljZjsf] e"uf]n M dxfb]zx¿, k|d'v gbL tyf dxf;fu/x¿, xfjfkfgL / hnjfo', ;Eotf,   

e"kl/j]li6t d'n'sx¿, hg;Vof / cfsf/df ljZjsf !) 7"nf tyf ;fgf d'n'sx¿  

!=@ g]kfnsf] e"uf]n M lxdfn, kxf8 / t/fO{Ù gbLgfnfÙ jghËnÙ /fli6«o lgs'~h / cf/If0fx¿Ù 

a;f]jf; / a;fFO;/fOÙ ;x/Ls/0fÙ ;Ldfgf  

 

@= Oltxf;, ;+:s[lt / ;fdflhs cj:yf             @ 

@=! ljZj Oltxf;M klxnf] / bf]>f] ljZj o'4, :k]lg; ˆn' -!(!*÷!(@)_, ef/tsf] :jtGqtf 

;u|fd, ;fs{ /fi6«x?sf] ;+lIfKt Oltxf;, ;f]leot ;‹sf] lj36g, ;g\ @))! ;]K6]Da/ !! 

df cd]l/sfdf ePsf] xdnfaf6 ;'¿ ePsf] cGt/f{li6«o cftÍjfb, rLgsf] ;f+:s[lts 

qmflGt / cfly{s ljsf;  

@=@ g]kfnsf] Oltxf; M afO;] rf}la;] /fHox¿, g]kfnsf] PsLs/0f, ;'uf}nL ;lGw, /f0ff zf;g, 

g]kfn ef/t d}qL ;lGw, !(%), k|hftGqsf] :yfkgf, hgdt ;u|x, ax'bnLo Joj:yf, 

;z:q åGå / o;sf c;/, a[xt zflGt ;Demf}tf, u0ftGqsf] :yfkgf, ;+ljwfg ;ef / 

To;kl5sf] ;/sf/ u7g  

 @=# g]kfndf k|hftGq tyf u0ftGq k|flKtsf nflu ePsf cfGbf]ngx¿ 

 @=$ g]kfnsf k|rlnt wd{, ;+:s[lt, hfthflt, efiff, ;flxTo / snf  
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@=% k|b]z g+= ! sf] ef}uf]lns, ;fdflhs, wfld{s, ;f+:s[lts, cfly{s tyf /fhgLlts   

cj:yf;DaGwL hfgsf/L 

@=^ v]ns'b tyf dgf]/Ghg;DaGwL ljljw hfgsf/L . 

#= cy{ Joj:yf                  @ 

#=!= ljZj cy{ Joj:yf M dxfg dGbL -!(@( b]lv !(#(_, ahf/ cy{Joj:yf, ;dfhjfbL 

cy{Joj:yf, ;g\ @))&÷)* sf] ljQLo ;Í6, e"d08nLs/0f -Globalization_, lghLs/0f, 

;xsf/L cy{ Joj:yfsf] cEof; . 

#=@ g]kfnsf] cy{ Joj:yf M ;|f]t tyf k"jf{wf/x¿, of]hgfj¢ ljsf;, rfn" cfjlws of]hgf -;+3 

/ k|b]z g+= !_ sf] k|fyldstf / p2]Zo 

#=# g]kfnsf] j}b]lzs Jofkf/ / nufgL, lghL If]q, ;xsf/L If]q, ;du| cfly{s cj:yf, b]zsf] 

ul/aL / k|fb]lzs cj:yf, ljQ tyf df}l›s gLlt, a}+s tyf ljQLo ;+:yfx¿   

$= lj1fg, k|ljlw / :jf:Yo ljifodf hfgsf/L             @ 

$=! lj1fg tyf k|ljlwn] dfgj hLjg / ;dfhdf kf/]sf] k|ToIf k|efj  

$=@ k|d'v j}1flgs cGj]if0f / cfljisf/x¿, k|l;¢ j}1flgs / ltgsf] of]ubfg 

$=#  qmdljsf; / j+zf0f', :jf:Yo, /f]u, vf]k, kf]if0f / ;/;kmfO 

$=$ g]kfnsf] lzIff / ;fIf/tf, ljBfno lzIff, pRr lzIff, k|fljlws hgzlQm, /f]huf/Lsf] 

cj:yf, j}b]lzs /f]huf/L, ljk|]if0f cfo / cy{tGq;Fusf] ;DaGw / /f]huf/ j[l¢sf 

sfo{qmdx¿ . 

$=% jftfj/0f k|b"if0f tyf hnjfo' kl/jt{g 

$=^ :jf:Yo M g]kfnsf k|d'v :jf:Yo ;"rsx¿, 3fts ;?jf /f]ux¿, g;g{] 3fts /f]ux¿, 

PrcfOeL P8\;, dxfdf/L, sf]le8 !( ;DaGwL ljljw hfgsf/L  

%= ljkb\ / jftfj/0f M ef]sd/L, s'kf]if0f, vfB ;'/Iff, e"sDk, ;fOSnf]g, ef]Nsfgf], 6«f]gf8f], af9L— 

k}Åf], ;8s b'3{6gf, hnjfo' kl/jt{g, sfa{g Jofkf/, lbuf] ljsf;sf nIox¿, jftfj/0f;DaGwL 

dxTjk"0f{ ;ef ;Dd]ng tyf ;xdltx¿ .            @ 

 

^= /fli6«o / cGt/f{li6«o dxTjsf ;d;fdlos 36gf tyf gjLgtd ultljlwx¿        ! 

 

&= zf;sLo k|0ffnL M g]kfnsf ;+ljwfgx¿, ;+3Lotf, /fhg}tLs bnx¿, lgjf{rgk4lt, ljleGg txsf 

zf;sLo ;+/rgf -;‹, k|b]z / :yfgLo tx_ / Psn tyf ;femf clwsf/ If]qx¿, ljleGg txsf 

zf;sLo ;+/rgfx¿aLr cfk;L ;dGjo / ;xsfo{sf If]qx¿, ;|f]tsf] afF8kmfF8        @ 

 

*=g]kfnsf ;f+:s[lts ;Dkbf, ko{6sLo :yn tyf k|d'v ko{6sLo ultljlwx¿, ko{6g pBf]u 

Joj;fosf] cj:yf, ko{6g k"jf{wf/ Pjd\ k|fs[lts ;Dkbfx¿          @ 

(= lj1fg M ;f}o{d08n, u|x—gIfqx¿             ! 
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!)= sDKo'6/ / OG6/g]6 k|ljlw M World Wide Web sf] :yfkgf / k|of]u, sDKo'6/ k|ljlwsf] ljsf; / 

pknlAw, :of6]nfO6 k|ljlwsf] ljsf; / k|efj, OG6/g]6 / ;fdflhs ;~hfnsf] pkof]u, sDKo'6/ 

pkof]udf k|of]u ul/g] dxTjk"0f{ zAbfjnL -Glossary_          @ 

!!= /fhgLlt                 @ 

-s_ ljZjdf k|rngdf /x]sf /fhgLlts Joj:yfx¿M ;+j}wflgs /fhtGq, /fhtGq -Absolute 

Monarchy_, u0ftGq, ax'bnLo Joj:yf, PsfTds / ;+3Lo zf;gJoj:yf, sfo{sf/L 

/fi6«klt, sfo{sf/L k|wfgdGqL, ;fDojfbL Joj:yf, ;+;bLo Joj:yf  

-v_ g]kfn / ljZjdf k|rngdf /x]sf /fhgLlts k|ltlglwTjsf k|0ffnLx¿  

-u_ ljZjsf k|d'v /fhgLlts g]tf / pgsf of]ubfgx¿  

-3_ g]kfnsf k|d'v /fhgLlts JolQmTjx¿sf] af/]df ;fdfGo hfgsf/L  

 

!@= v]n, ;flxTo, ;ËLt, snf / k'/:sf/ M cf]nlDks, ljZj sk -km'6an / lqms]6_, ;fkm v]ns'b 

;DaGwL hfgsf/L, g]kfnsf k|d'v v]nf8Lx¿sf af/]df hfgsf/L, g]kfnL ;flxTo, snf / ;ËLt 

Pjd\ /fli6«o :t/sf k'/:sf/;DaGwL hfgsf/L            @ 

!#= Joj:yfkgsf l;bfGtx¿ M c•ftGqsf] l;¢fGt (Bureaucratic theory), j}1flgs Joj:yfkg 

l;¢fGt (Scientific Management Principle), k|zf;lso ;+u7gsf]] l;¢fGt (Administrative 

Management),  cfjZostfsf] kb;f]kfg l;¢fGt (Hierarchy of Needs Theory), 8un; 

Dofu|]/sf] l;¢fGt (Theory X and Y of Douglas McGregor), dfgj ;Dks{ l;¢fGt (Human 

Relation Theory), zf:qLo Joj:yfkg l;¢fGt (Classical Management Theory), cfw'lgs 

Joj:yfkg l;¢fGt (Modern Management Theory), d]l6«S; Joj:yfkg l;¢fGt (Matrix 

Management Theory), Joj:yfkgsf sfo{x? (Function of Management-POSDCORB), 

ufG6 rf6{ (Gantt chart), ;fd"lxs ;f}bfaflh (Collective Bargaining)         @ 

!$= ;fdfGo af}l4s k/LIf0f             ^

   !$=! zflAbs tfls{s k/LIf0f 

 Aff]w, zAb1fg, cg'qmd, ;d?ktf, juL{s/0f, lbzf / b"/L kQf nufpg], >]0fLqmd, k+lQmqmd, 

5'6]sf cIf/ / ;+s]t eg]{, sf]l8ª l8sf]l8ª, tfls{s ljZn]if0f, egfO / sf/0f, cfudg, 

lgudg, sfo{ cj:yf / l;nl;nf  
!$=@ dfqfTds tfls{s k/LIf0f 

 cg'qmd, ;d?ktf, juL{s/0f, d]l6«S;, ;femf u'0f, 5f]l8Psf ;+Vof ldnfpg], sf]l8ª, tYof+s 

hfFr, c+sul0ftLo ts{, cg'kft, leGg, k|ltzt, gfkmf–gf]S;fg, ;do / sfo{, cf};t, ldlt / 

kfqf]         

!$=# czflAbs tfls{s k/LIf0f 
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 cg'qmd, ;d?ktf, juL{s/0f, e]g lrq, lrqfTds ljZn]if0f, d]l6«S;, P]gfdf b]lvg] cfs[lt, 

kfgLdf b]lvg] cfs[lt, laGb' :yfg, So'a / 8fo;    
 

v08 -v_ zf;gk|0ffnL / Joj:yfkg               &) 

!= /fHo / zf;g               !% 

!=! zf;sLo Joj:yf / o;sf cfwf/e"t kIfx¿, cjwf/0ff, ;Gbe{ / ljz]iftfx¿ 

!=@ zf;gsf] /fhgLlts tyf k|zf;lgs ;+/rgf  

!=# ;"rgfsf] xs / kf/blz{tf 

!=$ /fi6« lgdf{0f / /fHo lgdf{0f  

!=% g]kfnsf] zf;g k|0ffnL 

@= ;+ljwfg / sfg'g                     @) 

@=! ;+ljwfgjfb, g]kfnsf] ;+j}wflgs ljsf;qmd / g]kfnsf] jt{dfg ;+ljwfg 

@=@ dfgj clwsf/ 

@=# gful/s r]tgf, gful/ssf st{Jo / lhDd]jf/Lx¿ 

@=$ sfg'gsf ;|f]tx¿ tyf g]kfndf sfg'g lgdf{0fsf] k|s[of  

@=% sfg'gsf] zf;g, nf]stflGqs d"No / dfGotf, ;dfj]zLs/0f, ;dfg'kflts k|ltlglwTj 

tyf ;sf/fTds lje]b  

@=^ /fHozlQmsf] afF8kmfF8 tyf ;+3, k|b]z / :yfgLo txsf clwsf/ 

@=& ;+3, k|b]z / :yfgLo txsf] Joj:yflksf, sfo{sfklnsf / Gofokflnsfsf] :j¿k tyf 

lgoGq0f / ;Gt'ng;DaGwL Joj:yf 

@=* ;+;bLo ;ldltx? / ;+j}wflgs lgsfox¿sf] Joj:yf 

@=( dxTjk"0f{ sfg'gL Joj:yfx¿ M e|i6frf/ lgjf/0f P]g, @)%(, clVtof/ b'¿kof]u 

cg';Gwfg cfof]u P]g, @)$*, :yfgLo ;/sf/ ;~rfng P]g @)&$, ;fj{hlgs vl/b 

P]g, @)^# / lgodfjnL @)^$, ;"rgfsf] xs;DaGwL P]g, @)^$ / ;'zf;g  

-Joj:yfkg tyf ;+~rfng_ P]g, @)^$ 

#= ;fj{hlgs ;]jf tyf Joj:yfkg                    !% 

#=! ;fj{hlgs ;]jfsf] cjwf/0ff, ;]jf k|jfx ug]{ tl/sf tyf dfWodx¿, If]q, ljz]iftf / 

e"ldsf 

#=@ ;fj{hlgs ;]jfdf t6:ytf, k|lta4tf, kf/blz{tf / pQ/bfloTj  

#=# ;fj{hlgs sf]ifsf] ;b'kof]u, ;bfrf/, g}ltstf / hjfkmb]lxtf 

#=$ ljB'tLo zf;g tyf ;'zf;g M cjwf/0ff, ljz]iftfx¿, ;'zf;gsf nlu ePsf 

;+/rgfut Joj:yfx?, k|d'v ;d:of / sf/0fx?, ;"rgf k|ljlwsf] pkof]u    

#=% ;fj{hlgs gLlt lgdf{0f k|lqmof M ;fj{hlgs gLltsf] kl/ro, ;fj{hlgs gLlt th{'df, 

gLlt ljZn]if0f, sfof{Gjog / d"NofÍg, dxQ\jk"0f{ lzIff gLltx? 

#=^ ;fj{hlgs ;]jf Joj:yfkg / sd{rf/LtGq M ;]jf k|jfxsf] k|efjsfl/tf, sd{rf/L 

cg'zf;g / cfr/0f;DaGwL Joj:yfx?, ;"rgfsf] xs / ;"rgf ;Dk|]if0f;DaGwL 

Joj:yfx?, Ifltk"lt{;lxtsf] gful/s a8fkq, u'gf;f] Joj:yfkg, ;fj{hlgs ;'g'jfO, 

;'k/Lj]If0f / cg'udg, ljefuLo sf/jfxL / k'/:sf/;DjGwL Joj:yf .  

#=& gful/s ;dfh Pjd\ ;~rf/ hutsf] e"ldsf 

#=* ;ffj{hlgs ;+:yfgsf] cjwf/0f tyf g]kfndf ;fj{hlgs ;+:yfgsf] e"ldsf 



6 
 

$= ;|f]t Joj:yfkg / of]hgf                   @) 

$=! dfgj ;+zfwg Joj:yfkg M k|flKt, ljsf;, pkof]u / ;+ef/ tyf ;fdflhsLs/0f 

$=@ ;fj{hlgs ljQ Joj:yfkg M of]hgf k|0ffnL, ah]6 k|0ffnL, ljQLo cg'zf;g, ljQLo 

;'k/Lj]If0f, cg'udg d"Nof+sg,  

       $=# n]vf k|0ffnL, n]vfk/LIf0f / a]?h' 

 $=$ ljlQo Joj:yfkg / ;fdflhs pQ/bfloTj 

 $=% ;xeflutfd"ns of]hgf / ljsf; 

$=^ g]kfnsf] of]hgfa4 ljsf; M cfjlws of]hgfsf] cjwf/0ff, g]kfndf of]hgfa4 ljsf;sf] 

k[i7e"ld, k|b]z g+= ! sf] rfn" cfjlws of]hgfsf] nIo, pb]Zo / k|fyldstfx¿, 

cfof]hgf jf kl/of]hgfsf] cjwf/0ff tyf ljleGg r/0fx¿ 

 $=& ;fj{hlgs vl/b Joj:yfkg 

 

gd'gf k|Zgx? 

ax'j}slNks k|Zg -k|lt k|Zg ! c+s_ 

 != k|b]z  ljkb Joj:yfkg kl/ifb\sf] cWoIf sf] x'G5 < 

 s_ cfGtl/s dfldnf tyf sfg'g dGqL v_ jgdGqL  

 u_ cy{dGqL     3_ d'VodGqL 

 @= ;Ktsf]zLsf] ;xfos gbL s'g xf]Og < 

 s_ c?0f     v_ tdf]/  

 u_ b'w sf]zL     3_ dfbL   

#= dgdf]xg k|fljlws ljZjljBfnosf] af]8{ ckm ueg{;{sf] cWoIfsf] /xg] Joj:yf 5 < 

 s_ k|fl1s kl/ifb\sf] cWoIf   v_ sfo{sf/L kl/ifb\sf] cWoIf  

 u_ ;+/If0f ;ldltsf] cWoIf  3_ ;]jf cfof]usf] cWoIf  

5f]6f] pQ/ cfpg] k|Zg -k|lt k|Zg % c+s_ 

 !=gful/s j8fkq eg]sf] s] xf] < o;df pNn]v ug'{kg]{ ljifox? s] s] x'g\ <         -!±$_ 

@=;sf/fTds lje]b eGgfn] s] a'lemG5 < cf/If0f / ;sf/fTds lae]b larsf km/s  

5'§ofpg'xf]; .                -@±#_ 

 #=g]kfnsf] at{dfg ;+ljwfgsf ljz]iftf pNn]v ug'{xf]; .           -%_ 

nfdf] pQ/ cfpg] k|Zg -k|lt k|Zg !) c+s_ 

 != lbuf] ljsf; eg]sf] s] xf] < lbuf] ljsf;sf ljleGg cfofdx?sf af/]df n]Vg'xf]; . -@±*_ 

@= ;fj{hlgs ;]jf k|jfxdf b]lvPsf ;d:ofx¿sf] klxrfg u/L ;dfwfgsf pkfox¿ pNn]v 

ug'{xf];\ .              -%±%_ 
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låtLo kq M ;]jf;DaGwL ljifo            k"0ff{Í  M %) 

 

!=  ;fj{hlgs Joj:yfkg                        !% 

 !=! ;fj{hlgs Joj:yfkgsf] kl/ro / sfo{If]q 

!=@ sd{rf/L Joj:yfkgsf ljljw kIfx? M 5gf}6, lgo'lQm, kb:yfkg, a9'jf, tna ;'lawf, 

pTk|]/0ff, j[lQ ljsf;, sfo{;Dkfbg d"Nofª\sg / cjsfz 

!=# ;+u7g   

!=#=! cjwf/0ff, k|s[lt / ;+u7gfTds ljsf; 

!=#=@ ;+u7gdf åGå / åGå Joj:yfkg ug]{ tl/sf 

!=$ ;fj{hlgs Joj:yfkgdf lgb]{zg, lgoGq0f, kb;f]kfg, lg0f{o k|lqmof, g]t[Tj, ;dGjo, 

clwsf/ k|Tofof]hg / lgIf]k0f, ;'kl/j]If0f, cg'udg tyf d"Nofª\sg 

!=% g]kfnsf] ;fj{hlgs k|zf;gsf] ljsf;qmd, cfwf/e"t ;+/rgf, ljz]iftf, ;'wf/sf k|of; 

Pj+ r'gf}lt 

!=^ Joj:yfkg k/LIf0f tyf ;+u7g / Joj:yfkg ;e]{If0f -O&M Survey_ 

!=& Jofj;flostf, g}ltstf, cg'zf;g / cfrf/;+lxtf 

!=* ;fj{hlgs Joj:yfkgsf gjLg cjwf/0ff 

!=( ;fj{hlgs ;]jf k|jfxdf ;"rgf k|ljlwsf] k|of]u, cj;/ / r'gf}lt 

 

@= n]vf k|0ffnL / /fh:j k|zf;g              !% 

@=! ;/sf/L n]vf k|0ffnL -kl/ro, p2]Zo, l;4fGt, cfjZstf / dxTj_ 

@=@ cfly{s sfo{k|0ffnL 

@=# /fhZj k|zf;g -s/, e+;f/, cGt z'Ns_  

@=$ ;fj{hlgs cfo, vr{ / C0fsf] cjwf/0ff 

@=% ljlgof]hg, lhG;L ;|]:tf k|0ffnL, /fhZj ;|]:tf k|0ffnL / w/f}6L ;|]:tf k|0ffnL 

@=^ ah]6 lgdf{0fsf l;4fGt / k|lqmof 

@=& cfly{s k|zf;g;DaGwL ;"rgf k|0ffnLx¿ -SUTRA, RMIS, TSA, PAMS_ 

@=* n]vf k/LIf0fsf] kl/ro, p2]Zo, k|sf/ / cfwf/e"t l;4fGt  

@=( a]?h' / a]?h' km5of}{6;DaGwL Joj:yf 

 

#= g]kfndf lzIff ljsf;                                              !)

 #=! z}lIfs Oltxf; / dxTjk"0f{ z}lIfs 36gfx¿ 

 #=@ rfn' cfjlws of]hgfdf lzIff;DaGwL Joj:yf -;+3Lo tyf k|fb]lzs_ 

 #=# /fli6«o lzIff gLlt, @)&^ 

#=$ lzIffdf nufgL / k|ltkmn 

#=% g]kfndf pRr lzIffsf] ljsf;qmd  

#=^ pRr lzIffsf r'gf}lt / cj;/ 

#=& k|fljlws pRr lzIffsf] ljsf; / ;Da4g{df dgdf]xg k|fljlws ljZjljBfnosf] e"ldsf  

#=* k|b]z g+= ! sf] z}lIfs Oltxf; tyf 36gfx¿  
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$=  ;]jf;Fu ;DalGwt sfg'gL Joj:yfx¿        !) 

 $=! dgdf]xg k|fljlws ljZjljBfno P]g, @)&^  

$=@ dgdf]xg k|fljlws ljZjljBfno lzIfs tyf sd{rf/L ;]jfsf ;t{ / ;'ljwf;DaGwL 

lgodfjnL, @)&* 

 $=# dgdf]xg k|fljlws ljZjljBfno cfly{s k|zf;g;DaGwL lgodfjnL, @)&* 

$=$ dgdf]xg k|fljlws ljZjljBfno z}lIfs k|zf;g;DaGwL lgodfjnL, @)&* 

$=% dgdf]xg k|fljlws ljZjljBfno ;]jf cfof]u;DaGwL lgodfjnL, @)&* 

$=^ dgdf]xg k|fljlws ljZjljBfno ;+/If0f ;ldlt;DaGwL lgodfjnL, @)&* 

 

k|of]ufTds k/LIff 

 

;do    M #) ldg]6   Kf|Zg ;+Vof M ^  

k"0ff{Í           M #)    pQL0ff{Í M !@ 

 

k|of]ufTds k/LIff of]hgf 

ljifoj:t' zLif{s k|of]ufTds c+s ;do 

English Typing # $ ldg]6 

Devanagari Typing # $ ldg]6 

Windows Basic, Email and 

Internet 
# # ldg]6 

Word Processing * & ldg]6 

Electronics Spreadsheet * & ldg]6 

Presentation System % % ldg]6 

Total #) #) ldg]6 

 

k|of]ufTds k/LIffsf ljifoj:t' 

1. Windows basic, Email and Internet  

  Introduction to Graphical User Interface 

  Use & Update of Antivirus Concept of virus, worm, spam etc. 

  Starting and shutting down Windows 

  Basic Windows elements - Desktop, Taskbar, My Computer, Recycle 

Bin etc 

 Concept of file, folder, menu, toolbar 

 Searching files and folders 

 Internet browsing & searching the content in the web 

 Creating Email ID, Using email and mail client tools 
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 Basic Network troubleshooting (checking network & internet 

connectivity) 

 

2. Word Processing 

 Creating, saving and opening documents 

 Typing in Devanagari and English 

 Copying, Moving, Deleting and Formatting Text 

 Paragraph formatting (alignment, indentation, spacing etc.) 

 Creating lists with Bullets and Numbering 

 Creating and Manipulating Tables 

 Borders and Shading 

 Creating Newspaper Style Documents Using Column 

 Security Techniques of Document 

 Inserting header, footer, page number, Graphics, Pictures, Symbols 

 Page setting, previewing and printing of documents 

 Mail merge 

 

3. Presentation System  

 Introduction to presentation application 

 Creating, Opening & Saving Slides 

 Formatting Slides, Slide design, Inserting header & footer 

 Slide Show 

 Animation 

 Inserting Built-in picture, Picture, Table, Chart, Graphs, and 

Organization Chart etc 

 

4. Electronic Spreadsheet   

 Organization of Electronic Spreadsheet applications (Cells, Rows, 

Columns, Worksheet, Workbook and Workspace) 

 Creating, Opening and Saving Work Book 

 Editing, Copying, Moving, Deleting Cell Contents 

 Formatting Cells (Font, Border, Pattern, Alignment, Number, 

Protection, Margins and text wrap)  

 Formatting Rows, Column and Sheets 
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 Using Formula with Relative and Absolute Cell Reference 

 Using Basic Functions (IF, SUM, MAX, MIN, AVERAGE etc) 

 Sorting and Filtering Data 

 Inserting Header and Footer 

 Page Setting, Previewing and Printing 

 

gd'gf k|Zgx? 

5f]6f] pQ/ cfpg] k|Zg -k|lt k|Zg % c+s_ 

!=g]t[Tj eg]sf] s] xf] < c;n g]t[Tjsf u'0fx? pNn]v ug'{xf]; . -!±$_ 

@=åGå Joj:yfkg eg]sf] s] xf] < åGå Joj:yfkgdf dWo:ystf{sf] e"ldsf af/] n]Vg'xf];\ .  -@±#_ 

nfdf] pQ/ cfpg] k|Zg -k|lt k|Zg !) c+s_ 

!=z}lIfs u'0f:t/ eg]sf] s] xf] < g]kfndf a]/f]huf/Lsf] ;d:of ;dfwfg ug{ s:tf] lzIff gLltsf] 

cfjZostf k5{ <             -#±&_ 

@=dgdf]xg k|fljlws ljZjljBfnosf] lzIfs tyf sd{rf/Lsf] ;]jfsf ;t{ / ;'lawf;DaGwL 

lgodfjnL, @)&* cg';f/ lzIfs sd{rf/Ln] kfng ug'{kg]{ bz j6f cfrf/;+lxtf af/] n]Vg'xf];\.  

                                                                                     -!)_ 

 

 

  

 

 

 


