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xa{n ;fdfg pTkfbg ug{] pBf]u 

kl/ro 

xa{n ;fdfg pTkfbg ug{] pBf]ux?n]] b]z tyf lab]zdf k|fs[lts hl8a"6Ldf cfwfl/t 
:jf:Yojw{s a:t'x?sf] pTkfbg tyf cfk'lt{ ul//x]sf 5g\ . xfn cfP/ hl8a"6Ldf cfwfl/t 
a:t'x?sf] dfu lab]zdf klg lgs} al9/x]sf]n] o:tf pBf]ux? lab]zL d'b|f cfh{g ug{] >f]tsf] 
?kdf ;d]t b]lvPsf] 5 . To;}n] o:tf pBf]ux? b]zdf a9b} klg 5g\ . o:tf pBf]ux?af6 aGo 
sRrf kbfy{x?sf] /fd|f] pkof]u x'g u} agsf] dxTjnfO{ phfu/ u/]sf]] 5 eg] u|fdL0f e]udf tyf 
;x/df klg 7'nf] /f]huf/Lsf] cj;/ k|bfg ub}{ cfPsf] ;j{ ljlbt} 5 . hl8a"6Ldf cfwfl/t xa{n 
;fdfgx? pTkfbg ug{] pBf]u vf]Ng] pBdLx?nfO{ o; ljefu jf dftxtsf sfof{nox?af6 
:sLdsf] gd"gf k|fKt xf]; eGg] cfzon] o; ljefuaf6 :sLd lgdf{0f u/fOPsf] xf] . 

ljleGg k|sf/sf xa{n ;fdfg pTkfbg ug{ cfjZos kg{] oGq tyf pks/0fx?, ljB't zlQm 
OGwg, jflif{s pTkfbg Ifdtf, cflbsf af/]df pBf]u vf]Ng' k"j{ hfgsf/L lbg vf]lhPsf] 5 . 
pBf]uLx?n] pTkfbgsf] k|s[lt x]/L oGq jf pks/0f 5fGg, tLgsf bIftf -Olkml;oG;L_, phf{ 
pkef]u / cfly{s ef/sf af/]df cu|Ld hfgsf/L ;d]t k|fKt ug{ ;S5g\ . cfkm"nfO{ cfjZos kg{] 
hgzlQm, a}s af6 lng' kg{] C0f tyf Aofhsf af/]df tyf aLdf -OG;'/]G;_ lk|ldodsf af/]df 
;d]t ;r]t /xg dbt u5{ . 

pBf]unfO{ cfjZos kg{] jflif{s :yL/ k"hL, rn vr{ tyf e} kl/cfpg] vr{, jflif{s cfDbfgL 
gfkmf gf]S;fgLsf] cfsng ;d]t k|:t't :sLddf v'nfO  ;Dk"0f{  pBdLx?nfO{ ;lhnf] agfOPsf] 
5 .  

cem} jftfj/0fLo k|lts"n k|efjsf af/]df h8fg ug{' kg{] ;+oGq tyf pBf]uL :jo+ jftfj/0f k|lt 
rgfvf] / ;lqmo x'g kg]{ tyf jftfj/0f ;+/If0fsf cfjZos pkfox? ckgfpg' kg{] tYo ;d]t 
o; :sLddf pNn]v ul/Psf] 5 . o; :sLddf pTkfbg k|s[of, jftfj/0fLo kIf tyf /f]syfdsf 
pkfox?, sfdbf/sf] :jf:Yo tyf ;'/Iff, tfnLd tyf x'g ;Sg] cUgL tyf ljB'tLo cfsl:ds 
b'3{6gfsf af/] ;d]t ;d]l6Psf] 5  . 
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xj{n lrof pTkfbg k|s[ofM 
 

s]nfpg] k|s[of 

cfPsf] hl8a"6Lx?af6 lrofsf] nfuL pko'QmnfO{ 5'6\ofpg] . 

w'g] 

s]nfP/ 5'6\ofO;s]sf hl8a"6Lx?nfO{ kfgLn] /fd|/L kvfNg] . 

;'sfpg 

wf]Psf hl8a"6Lx?nfO{ ;kmf 7fpdf /fvL 3fddf ;'sfpg] . 

lk+Wg] 

;'lv;s]sf] hl8a"6Lx?nfO{ lk+Wg] dl;gdf lk+:g] . 

rfNg] 

lk+l;;s]sf] hl8a"6LnfO{ v>f] /fd|/L glk+lwPsf]nfO{ 5'6\ofpg rfNgLsf] ;xfotfn] rfNg] . 

s]nfpg 

rfnL;s]sf] lk+w]sf] hl8a"6Ldf olb aflx/L j:t' /x]df s]nfO/ lgsfNg] . 

ld;fpg] 

o;/L /fd|/L s]nfO{;s]sf] hl8a"6Ldf c? lk+lwPsf cfjZos hl8a"6Lx? yk]/ /fd|/L ld;fOG5 . 
o; k|s[ofsf] nflu ld;fpg] d]l;g klg k|of]u ug{ ;lsG5 . 

Knfli6sdf e/g] tyf tf}ng] 

ld;fO;s]sf] x/jn lrofnfO{ Knfli6ssf] y}nLdf e/]/ cfjZos kl/df0fsf] nflu tf}lng] . 

l;lnË  ug{] 

Knfli6ssf] y}nLdf e/]/ lglZrt tf}n ePsf] x/jn lrofsf] Kofs]6nfO{ l;lnË ug{] . 

n]jn nufO{ KoflsË ug{] 

x/jn lrofsf] Kofs]6df n]jn nufO{ ;fgf] a§fdf xfnL sf6{'g aS;fdf KoflsË ul/G5 / ahf/df 
k7fOpg] . 
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xj{n lrof pTkfbg k|s[of k|jfxM 
 

cfut (Input)    k|s[of (Process)  lgu{t (Output) 
       

sRrf hl8a"6L lju|]sf]÷sfd gnfUg] hl8a"6L 
>d 

  s]nfpg] k|s[of 
afXo kbfy{x? 

         
kfgL d;Lgf hl8a"6Lx? 
>d 

  w'g] 
kmf]x/ kfgL 

         
;'o{sf] k|sfz afkm 

>d 
  ;'sfpg]] 

d;Lgf hl8a"6Lx? 
         

lah'nL w'nf] 
>d    lk+Wg] 

WjgL k|b'if0f 
         

>d    rfNg]  w'nf], ˆo'd 
         

>d   s]nfpg]  afXo kbfy{x? 
        

c? lk+lwPsf hl8a"6Lx? 
lah'nL w'nf], ˆo'd 

>d 
  ld;fpg] 

       
Knfli6ssf Aofu lrof kf]lvg] 

>d 
Knfli6sdf e/g] 

tyf tf}ng] lau|]sf Knfli6ssf Aofu 
       

lah'nL RofltPsf Knfli6ssf Aofu 
>d 

  l;lnË  ug{] 
lrof kf]lvg] 

       

n]jn lau|]sf] n]jn 

Kofs ug{] a§f / afs;   lau|]sf] Kofs ug{] a§f / afs; 
>d 

n]jn nufO{  
KoflsË ug{] 

               tof/L xj{n lrof 
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xj{n ;fa'g pTkfbg k|s[ofM 
 

kufNg] 

gl/jnsf] t]nnfO cfuf] afn]/ kufNg] . 

rnfpFb} pdfNg] 

klUnPsf] gl/jnsf] t]ndf sfli6s ;f]8f, kfgL, ;'ulGwt t]n / cfjZos c? hl8a"6Lsf /; 
xfn]/ /fd|/L rnfpb} pdfNg] . 

;f+rf]df 9fNg] 

o;/L ksfO{;s]sf] ld>0fnfO{ nfDrf] cfsf/df Nofpg ;f+rf]af6 k7fpg] . 

;fOh ldnfP/ sf6\g] 

o;/L nfDrf] cfsf/df NofOPsf] ld>0fnfO{ lutf/sf] tf/n] ;fO{h ldnfO{ sf6L ;fa'gsf] cfsf/df 
NofOpg]  . 

5fk nufpg] 

o;/L ;fO{h ldnfO{ sf6L;s]sf] ;fa'gdf pBf]usf] lrGx ;lxtsf] 5fk nufpg] . 

–oflkË ug{] 

5fk nufO;lsPsf] ;fa'gnfO{  –oflkË ug{] sfuhn] df]8]/ –oflkË ug{] . 

 KoflsË  

–oflkË u/LPsf] ;fa'gnfO{ KoflsË ug{] sf6{'g aS;fx?df KoflsË u/L ahf/df k7fpg] . 
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xj{n ;fa'g pTkfbgsf] k|s[of k|jfx 
 

cfut (Input)    k|s[of (Process)  lgu{t (Output) 

       
gl/jnsf] t]n t]n kf]lvg] 

bfp/f÷k'/fgf /4L sfuhsf aS;f w'+jf, w"nf] 
>d v/fgL 

 

kufNg] 

tfksf] v]/ 
         

sfli6s ;f]8f Kf]lvPsf] a:t' 
kfgL Jffkm tyf ˆo"d 

;'ulGwt t]n kmf]x/ kfgL 
c? hl8a"6Lsf /; w'jfF 

Uof;÷bfp/f tfksf] v]/ 
>d 

rnfpFb} pdfNg] 

 
         

>d Kf]lvPsf] a:t' 
ljh'nL 

;f+rfdf 9fNg] 
;f+rfdf gc6fPsf a:t' 

         
lutf/sf] tf/ Kf]lvPsf] a:t' 

>d 
;fOh ldnfP/  

sf6\g]   r'l8Psf] lutf/sf] tf/ 
     

clZjs[t ;fa'g 
>d 5fk nufpg] 

;fa'gsf 6'qmfx? 
       

–oflkË ug{] sfuh lau|]sf] –oflkË ug{] sfuh 
>d 

–oflkË ug{] 
clZjs[t ;fa'g 

          
KoflsË ug{] sf6{'g aS;fx? 

>d 
KoflsË   lau|]sf KoflsË ug{] sf6{'g aS;fx?

                 tof/L xj{n ;fa'g 
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jftfj/0fLo kIf 

k|b'if0fsf] lsl;d  

k|:t't pBf]uaf6 vf; u/L lgDgfg';f/sf] v]/ kbfy{sf] lg:sfzg jf k|b'if0faf6 jftfj/0fdf c;/ 
kfg{ ;Sg] b]lvG5 .  

l;=g+= k|b'if0fsf] lsl;d  lgZsf;g x'g] a:t'x?  
! 7f]; v]/ kbfy{  lju|]sf÷sfd gnfUg] hl8a"6L, afXo kbfy{x?, d;Lgf÷w'nf] ePsf  

hl8a"6L, kf]lvP/ pkof]udf Nofpg g;lsg] j:t'x?,  RofltPsf 
lau|]sf KoflsË ug{] Knfli6ssf Aofu tyf c? ;fdfgx?, v/fgL 
tyf k'gM k|of]u ug{ ;lsg] v]/ a:t'sf] ?kdf lg:sG5 . 

@ t/n v]/ kbfy{  hl8a"6L tyf pks/0fx? w'+bf kmf]x/ kfgL lg:sG5 . 
# WjgL k|b'if0f lk+Wbf / c? d]lzgx?sf] ;+rfngaf6 s]xL dfqfdf WjgL pTkGg 

x'G5 . 
$ jfo' k|b'if0f  hl8a"6L  ksfpbf lg:sg] w'Fjf tyf lk+Wbf, rfNbf lg:sg] w'nf] 

 

/f]syfdsf pkfox?   

l;=g+= k|b'if0fsf] lsl;d  /f]syfdsf pkfox?   
! 7f]; v]/ kbfy{  lju|]sf] tyf sfd gnfUg] hl8a"6Lx? ksfpbf afNg ;lsG5 jf 

dn agfpg ;lsG5 . sfd nfUg] v]/x? k'gM k|of]udf Nofpg 
;lsG5 . sfd gnfUg] / lau|]sf tyf jlxZs[t ;fdfgx? nfO{ k'g 
k|of]u ug{' k5{  .  

@ t/n v]/ kbfy{  hl8a"6Lx? w'+bf / pks/0fx? ;kmf ubf{ lg:sg] kmf]x/ kfgLnfO{ 
Ps vf8ndf hDdf u/L v]t af/Ldf k|of]u ug{ k5{ . 

# WjgL k|b'if0f pTkfbgsf] qmddf lgZsg] cfjfhaf6 jftfj/0fdf kg{ ;Sg] 
k|efjnfO{ Go"gLs/0f ug{ lgDgfg';f/sf] Aoj:yf ug{ ;lsg] 5 .  

 d]lzg h8fg ubf{ kmfp08]zg dha't u/L sDkg sd ug{  
k5{ .  

 d]l;gdf u|Lh n'lj|s]G6x? nufOg] 5  h;n]  ubf{ sd 
cfjfh lg:sG5 .  

 sfdbf/x?nfO{ Pc/ Knu / cGo ;'/IffTds pks/0fx? 
sf]  Aoa:yf ul/G5 .  

 WjgL k|b'if0fsf sf/s d]lzgx?nfO{ ;]8 leqdfq ;+rfng 
ug{ ;lsG5 . 

$ jfo' k|b'if0f  OGwg vkt sd ug{  / w'FjfnfO{ sd ug{ ;'wfl/Psf] r'nf] tyf 
;'wfl/Psf] ksfpg] efF8f] k|of]udf Nofpg' k5{ .  
pTkfbg sIfdf  PShi6 ˆofg cfbLsf] Aoa:yfn] ubf{ k|b'ifLt afo' 
aflx/ hfg] x'gfn] jfo' k|b''if0f Go"g ug'{ k5{ .  
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;/;kmfO{  

pBf]uaf6 lg:sg] v]/ hfg] 7f]; kbf{y lju|]sf], sfd gnfUg] hl8a"6Lx?, k'gM k|of]u ug{ ;lsg]] 
tyf g;lsg]] 6'qmfx? / lau|]sf tyf jlxZs[t ;fdfgx? x'g\ . sfd nfUg] hl8a"6Lsf v]/x? tyf 
k|s[ofdf lg:s]sf j:t'x? k'gM k|of]udf Nofpg ;lsG5 eg] sfd gnfUg] / lau|]sf tyf jlxZs[t 
;fdfgx? nfO{ k'g/ rqmg ug{ ;lsG5 . pTkfbg k|s[ofdf lg:sg] kmf]x/ kfgLnfO{ v]taf/Ldf 
k|of]u ug{ k5{  . 

• sf/vfgf d]lzgx? ;/;kmfO{ u/L a]nf a]nfdf dd{t ;Def/ ug'{ k5{ . 
• plrt u[x ;Def/ sfo{ (Good House Keeping  Practice) ckgfpg' k5{  .  
• ;s];Dd k|s[of lg:sg] v]/nfO{ eO{+df 5l/gaf6 /f]Sg" k5{  . 
• ksfpg] / kvfNg] k|s[ofdf kfgL r'lxg af6 arfj6 u/L k|of]u ul/g] kfgL sd ug"{ k5{ .  

.  
 

sfdbf/x?sf] :jf:Yo / ;'/Iff  

sfdbf/x?sf] :jff:Yo ;'/Iffsf] nfuL k|fylds pkrf/sf] Joj:yf ug'{ k5{  . df:s, kGhf h:tf 
:jf:Yo ;'/Iffsf ;fwgx? pknAw u/fpg' k5{  . sfdbf/x?sf] :jf:Yo pkrf/sf] nflu k|To]s # 
dlxgfdf :jf:Yo kl/If0fsf] Aoa:yf ug'{ k5{ .  

 

WjgL k|b'if0f: 

d]lzg h8fg ubf{ kmfp08]zg dha't ug'{ k5{ . h;n] ubf{ d]lzg ;rfng ubf{ sDkGg sd  
x'G5 . d]l;gdf u|Lh n'lj|s]G6x? nufpg' k5{ . h;n]  ubf{ sd cfjfh lg:sG5 . sfdbf/x?nfO{ 
Pc/ Knu / cGo ;'/IffTds pks/0fx? sf]  Aoa:yf ug'{ k5{ . WjgL k|b'if0fsf sf/s 
d]lzgx?nfO{ 5'§} sf]7f leqdfq ;+rfng ug'{ k5{ .  

 

6«]lgË: 

sfdbf/x?nfO{ cfjZostf cg';f/sf] sfdsf] tflndsf] Joj:yf ug{' k5{ . 

cUgL tyf ljw'lto cfsl:ds 36gfM  

cUgL lgoGq0f ug{ cUgL lgjf/s l;ln08/ sf/vfgfdf /fVg k|fyldstf lbg' k5{ . ljB'lto tf/ 
h8fg ljif]z xf]l;of/L ckgfp'g k5{ . 


