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2014NSQF Level 1-Telecommunication–Field Sales Executive-Competency Based Curriculum 

Introduction 

The National Vocational Education Qualifications Framework (NVEQF) developed by the Ministry of Human Resource Development (MHRD), Government of 

India is a descriptive framework that provides a common reference for linking various qualifications. It is used for setting common principles and 

guidelines for a nationally recognized qualification system covering Schools, Vocational Education and Training Institutions, Technical Education 

Institutions, and Universities/Colleges. 

The NVEQF organizes qualifications according to a series of levels of knowledge and skills. These levels are defined in terms of learning outcomes i.e., the 

competencies (knowledge, skills and attitude) which the learners must possess regardless of whether they were acquired through formal, non-formal or 

informal education and training system. Qualifications are made up of occupational standards for specific areas of learning units or unit of competency. 

Units of competency are the specification of knowledge and skill and the application of that knowledge and skill to the standard of performance expected 

in the workplace. 

The Unit of competency or National Occupation Standards comprising generic and technical competencies an employee should possess is laid down by the 

Sector Skill Council of the respective economic or social sector. Competency is defined in terms of what a person is required to do (performance), under 

what conditions it is done (conditions) and how well it is to be done (standards). It can be broadly categorized into foundational, practical and reflexive 

competencies. 

Generic competencies are considered essential for a person to participate effectively in the workforce, whereas technical competencies are an 

individual's knowledge and expertise in the specific group task and its processes and its rules and regulations. An executive order F.No.1-4/2011-VE dated 

3 Sept., 2012 on the various aspects of NVEQF has been issued by the MHRD. For more details on the NVEQF, please visit the website of MHRD at 

www.mhrd.gov.in. 

The term “curriculum” (plural: curricula or curriculums) is derived from the Latin word for “race course”, referring to the course of deeds and 

experiences through which children grow to become mature adults. A competency based curriculum describes what learners must “know” and “be able to 
do” by the end of a programme or study. It identifies the competencies and sub-competencies each learner is expected to master. It states clearly the 

criteria and conditions by which performance will be assessed. It also defines the learning activities that will lead to the learner to mastery of the 

targeted learning outcome. The competency based curriculum is broken down into coherent parts known as Units. Each unit is further broken down into 

knowledge and skills on the basis of which evidence is to be provided by the learner and the evaluation is to be done by the teacher or trainer. 

The NVEQF is subsumed in National Skills Qualifications Framework (NSQF) with effect from 27.12.2013. 
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2014NSQF Level 1-Telecommunication–Field Sales Executive-Competency Based Curriculum 

About the Sector 
Major sectors of the Indian telecommunication industry are telephony (includes mobile telephony), internet (includes broadband data) and television 

broadcasting. India's telecommunication network is the second largest in the world based on the total number of telephone users (both fixed and mobile 

phone). The Telecom sector in the country, which is in an ongoing process of transforming into next generation network, employs an extensive system of 

modern network elements such as digital telephone exchanges, mobile switching centres, media gateways and signalling gateways at the core, 

interconnected by a wide variety of transmission systems using fibre-optics or Microwave radio relay networks. The access network, which connects the 

subscriber to the core, is highly diversified with different copper-pair, optic-fibre and wireless technologies. Direct to Home (DTH), a relatively new 

broadcasting technology has attained significant popularity in the Television segment. The introduction of private FM has given a fillip to the radio 

broadcasting in India. Telecommunication in India has greatly been supported by the INSAT system of the country, one of the largest domestic satellite 

systems in the world. India possesses a diversified communications system, which links all parts of the country by telephone, Internet, radio, television 

and satellite. 

India’s telecom sector underwent a high pace of market liberalisation and growth since the 1990s and now has become the world's most competitive and 

one of the fastest growing telecom markets. The Industry has grown over twenty times in just ten years, from under 37 million subscribers in the year 

2001 to over 846 million subscribers in the year 2011. India has the world's second-largest mobile phone user base with over 929.37 million users as of May 

2012. It has the world's third-largest Internet user-base with over 137 million as of June 2012. 

Telecommunication has supported the socioeconomic development of India and has played a significant role to narrow down the rural-urban digital divide 

to some extent. It also has helped to increase the transparency of governance with the introduction of e-governance in India. The government has 

pragmatically used modern telecommunication facilities to deliver mass education programmes for the rural folk of India. The tremendous user demand 

led growth of the telecom sector has created enormous prospect for job growth in the country. Some of the Job Roles in the sector which are suitable for 

entry level job seekers are: customer care executive (at the call centre, relationship centre, repair centre), in-store promoter, field sales executive, etc. 

at the sales and customer care segments. In the manufacturing segment job prospects are in application/product development, application testing, 

system administration, network planning, data networking, BSS engineering, mobile repairing, mobile application development and value-added services, 

etc. 

Field Sales Executive (FSE) in Telecom industry is known as Distributor Sales Executive (DSE) or Distributor Sales Representative (DSR). Individual at this 

job visits retail outlets to deliver prepaid telecom products/services to retailers, as per daily Route/Beat Plan. He/she is also responsible to achieve 

monthly revenue target, increase width and depth of distribution, adhere to process compliance for new customer enrolment, maintain relation with 

distributors and retailers to continue reliability, forecast the sales, organize sales campaigns and increase customer base. This job role requires the 

individual to be smart & presentable as per organizational grooming guidelines. He/she should be fluent in regional language and willing to work for long 

hours with enthusiasm. Individuals can explore job opportunities in telecom industry as field sales executive in sales and marketing division of telecom 

service providers, telecom equipment manufacturers, telecom enterprises, advertising service companies, etc. 
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2014NSQF Level 1-Telecommunication–Field Sales Executive-Competency Based Curriculum 

Objectives of the Course 

Upon completion of this course, you will be able to: 

 Demonstrate the knowledge of modern computers and their parts and peripherals 

 Communicate effectively at workplace 

 Describe the use of various operating systems and software 

 Demonstrate the knowledge of health, safety and security issues and follow best practices 

 Explain the various terms used in telecommunication 

 Describe the role and applications of telecommunication 

 Demonstrate the knowledge of telecommunication service regulations and role and functions of Telecom Regulatory Authority of 

India 

 Develop product knowledge by accessing relevant sources of information. 

 Demonstrate knowledge of customer buying behaviour 

 Demonstrate the knowledge of selling products 
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2014NSQF Level 1-Telecommunication–Field Sales Executive-Competency Based Curriculum 

Competency Based Curriculum 
Sector: Telecommunication 

Job Role: Field Sales Executive 

Course Structure: This course (vocational qualification package) is a planned sequence of instructions consisting of the following 05 modules called as 

Units. 

Course Structure 
S. No. Unit Code Unit Title No. of Notional Learning Hours Pre requisite 

Unit, if any 

1. TSFS101-NQ2014 Introduction to Computers and Internet Navigation 25 Nil 

2. TSFS102-NQ2014 Communication at Workplace 25 Nil 

3. TSFS103-NQ2014 Personality Development 15 Nil 

4. TSFS104-NQ2014 Telecommunication Fundamentals -I 25 Nil 

5. TSFS105-NQ2014 Basics of Selling 20 Nil 

Total 110 

Successful completion of 110 hours of theory sessions and 90 hrs of practical activities and on-the-job learning is to be done for full qualification. 

Classroom Activities: Classroom activities are an integral part of this program and interactive lecture sessions, followed by discussions should be 

conducted by trained teachers. Teachers should make effective use of a variety of instructional aids, such as Videos, Colour Slides, Charts, Diagrams, 

Models, Exhibits, Hand-outs, Recorded Compact Discs, etc. to transmit knowledge in projective and interactive mode. 

Practical Activities: Activities that provide practical experience in laboratory set up would include hands on training, case based problems, role play, 

games, etc. on various incidents and practical exercises in skill lab. Equipment and supplies should be provided to enhance hands-on experiences for 

students. Trained personnel should teach specialized techniques. A training plan signed by teacher that reflects equipment, skills and tasks should be 

prepared for training of the students in the organization/industry. 

On-the-Job Training: On-the-job training (OJT) occurs whenever more experienced employee or supervisor teaches less experienced person on how to do 

one or more tasks of a job. The training utilizes actual equipment and materials. OJT should be undertaken in a structured manner with a training plan 

under the supervision of an experienced trainer or supervisor. A training plan that reflects tasks to be performed and competencies to be imparted should 

be prepared and signed by the student, teacher, and supervisor at the workplace for training of the students in the organization/industry. The trainer 

should break down all the steps of the job and train the students as per the training plan. In a structured OJT, the following steps should be followed: 
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2014NSQF Level 1-Telecommunication–Field Sales Executive-Competency Based Curriculum 

Step 1: The Instructor or the trainer tell, show, demonstrate, and explain. The trainer gives an overview of the task while explaining the constructional 

details and use of the tools, equipment, materials, etc. in performing the tasks. 

Step 2: The Instructor or the trainer demonstrates each step in detail, actually doing the steps of the task and explaining each step, one at a time, while 

the trainee watches. The steps may not necessarily be demonstrated in the sequence of actual operation, as sometimes it is better that simple tasks are 

demonstrated first to build confidence. Showing finished products at each appropriate step will help the leaner understand what is required as outcome. 

While demonstrating, the trainer explains why each step is done in the way it is done. 

Step 3: It involves direct trainee participation. The trainer monitors the progress on a checklist of competencies and offers feedback and pointers where 

and when needed. 

Step 4: The trainee practices with clearly defined targets for performance standards. 

Certification: Upon successful completion of this course the State Education Board and the Telecom Sector Skill Council (TSSC) will provide a certificate 

to the student verifying the competencies acquired by the candidate. For more details about SSC visit the website of Telecom Sector Skill Council at 

http://www.tsscindia.com/ 
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2014NSQF Level 1-Telecommunication–Field Sales Executive-Competency Based Curriculum 

Unit Code: Unit Title:  Introduction to Computers and Internet Navigation 

TSFS101 NQ2014 

Location: 

Classroom 

Duration: 25 hours 

Learning Outcome Knowledge Evaluation Performance Evaluation Teaching and Training 

Method 

Demonstrate the use of 1. Describe the parts of a 1. Identify hardware Interactive lecture: 

computer peripherals computer system 

2. Describe the use of different 

types of software 

3. Differentiate between 

primary and secondary 

memory 

4. Differentiate between system 

software and application 

software 

5. Distinguish between common 

I/O ports and connectors 

components of computer 

2. Connect various parts and 

devices of computer system. 

3. Start and shut down a 

computer system 

Introduction to Computer 

System 

Activity: Practice sessions 

on identification of various 

components of computer 

system and connecting them 

to the Central Processing 

Unit (CPU) 

Manage files and folders 1. Describe the purpose of files 

and folders 

2. Describe the procedure for 

locating files and folders on 

the drive 

1. Create a file and folder. 

2. Locate and rename a folder 

and file 

3. Delete a file or folder. 

4. COPY-PASTE file and folder 

5. CUT-PASTE file and folder 

Interactive lecture: 

Managing Files and Folders 

Activity: Practice sessions 

on managing files and 

folders 

Demonstrate the use of 1. Describe purpose of internet, 1. Demonstrate how to connect Interactive lecture: 

Internet, surfing and social world wide web to internet Internet and Using the 

networking sites 2. Explain the terms – Internet 
Service Provider, Uniform 
Resource Locator, Hyperlink, 
etc. 

3. Name different web browsers 
4. Describe the risks associated 

with the online activity like: 
unintentional disclosure of 
personal information, 

2. Open and close web browsing 
application 

3. Enter the URL in the address 
bar 

4. Search documents using 
search engines 

5. Navigate forward and 
backward between previously 
visited webpages 

Browsers and Social 

Networking Sites 

Activity: Practice sessions 

on using internet and social 

networking sites and use 

different search engines 
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2014NSQF Level 1-Telecommunication–Field Sales Executive-Competency Based Curriculum 

bullying or harassment, 
targeting of users by 
predators, virus, etc. 

6. Carry out search for specific 
information using a keyword 
and phrase 

7. Save a page to a location 
8. Set the browsers webpage 
9. Block and allow pop-ups and 

cookies  
10. Delete browsing history 

Demonstrate the use  of 

Email 

1. Describe the purpose of 

email 

2. Explain the structure of 

email address 

3. Describe the various 

features of email and their 

uses 

4. Describe the advantages of 

using email, like speed of 

delivery, low cost, facility 

for attachment of 

documents, spell check 

facility, etc. 

5. Describe the difference 

between the To, CC, BCC 

fields. 

6. Describe the procedure of 

sending, forwarding and 

searching emails 

7. Discuss the best practices to 
be adopted while using 
email 

1. Create an email account 

2. Compose an email 

3. Insert and remove a file 

attachment 

4. Open the Sent box to see the 

emails sent 

5. Add signatures 

6. Prepare and save a draft 

message in Drafts folder 

7. Use a spell check tool for 

checking spelling mistakes 

and correcting spelling errors 

8. Copy text from another 

source into an email 

9. Retrieve emails saved in the 

Drafts box and edit them 

before sending. 

10. Flag email as Spam, 

recovering email from Spam 

folder 

11. Manage an email account by 

moving emails into 

folders/labels 

12. Manage email account by 

deleting unwanted messages 

from inbox and trash folder 

Interactive lecture: 

Using Email Services 

Activity: Practice sessions 

on opening and managing 

email account 
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2014NSQF Level 1-Telecommunication–Field Sales Executive-Competency Based Curriculum 

13. Update an address book from 

incoming email 

14. Search for email 

Unit Code: Unit Title: Communication at Workplace 

TSFS102 NQ2014 

Location: 

Duration: 25 hours 

Learning Outcome Knowledge Evaluation Performance Evaluation Teaching and Training Method 

Identify elements of 1. Describe the meaning of 1. Identify elements of Interactive lecture: 

Classroom communication cycle communication 

2. State the different elements of 

communication cycle 

3. Differentiate between Sender, 

Message, Medium, Receiver 

and Feedback. 

4. Describe the importance of 
active listening 

communication cycle 

2. Draw a diagram of 

communication cycle 

Elements of Communication 

Cycle 

Activity: 

1. Drawing a communication 
cycle 

2. Case based problems 

Provide feedback 1. Describe the meaning of 

feedback 

2. Describe the importance of 

feedback 

3. Describe the characteristics of 

feedback 

4. Differentiate between 

descriptive and specific 

feedback 

1. Construct a sentence 

for 

providing descriptive 

and specific 

feedback 

2. Demonstrate the use of 
different 
characteristics of 
feedback 

Interactive lecture: 

Characteristics of Feedback 

Activity: 

1. Assignment on constructing 
sentences for providing 
descriptive and specific 
feedback 

2. Case based problems 

Overcome barriers in 1. Describe the factors that act as 1. Enlist barriers to Interactive lecture: 

communication communication barrier 

2. Describe the ways to overcome 

barriers in effective 

communication 

effective 

communication at 

workplace 

2. Demonstrate the 

ability to overcome 

Barriers in Communication 

Activity: 

1. Group discussion on factors 
responsible for barrier in 
communication 

Page 8 of 19 PSS Central Institute of Vocational Education – CDEC & NSQF Cell - 2014 



    
 

                                                                                                        

     

 

 

  

 

    

  

   

  

 

 

   

  

 

    

   

  

 

 

 

 
 

 

 

 

 

 

 

 

 

 

       

 

 

  

  

 

 

 

 

 

  

 

 

  

 

 

  

  

 

 

 

 

 

 

   

 

  

  

 

 

-

2014NSQF Level 1-Telecommunication–Field Sales Executive-Competency Based Curriculum 

barriers in 

communication 

Apply principles of 1. Describe the various principles 1. Construct a sentence Interactive lecture: 

communication of effective communication that convey all facts 

required by the 

receiver 

2. Construct a sentence 

emphasizing on 

specific message 

3. Communicate in a 

manner that shows 

respect to the receiver 

Principles of Effective 

Communication 

Activity: 

Role play, games and 
assignment on constructing 
sentences that convey facts 
and emphasize on specific 
message 

Unit Code: Unit Title:  Personality Development 

TSFS103 NQ2014 

Location: 

Classroom 

Duration: 15 hours 

Learning Outcome Knowledge Evaluation Performance Evaluation Teaching and Training 

Method 

Describe the basic 

personality traits, types 

and disorders 

1. Describe the meaning of 

personality 

2. Describe how personality 

influence others 

3. Describe basic personality 

traits 

4. Describe common 

personality disorders-

Paranoid, antisocial, 

schizoid, borderline, 

narcissistic, avoidant, 

dependent and obsessive 

1. Demonstrate the knowledge 

of different personality 

types 

Interactive lecture: 

Personality traits, types and 

disorders 

Activity: 

Role Play 

Demonstrate the ability to 

communicate clearly and 

1. Describe the procedure of 

greeting the customer on 

1. Demonstrate the ability to 

convey matters clearly and 

Interactive lecture: 

Communicating clearly and 
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2014NSQF Level 1-Telecommunication–Field Sales Executive-Competency Based Curriculum 

politely on telephone telephone call 

2. Enlist the preparations to be 

made before receiving a 

telephone call 

completely over telephone 

2. Demonstrate how to leave 

message on telephone 

effectively 

3. Demonstrate how to 

answer the telephone call 

effectively 

politely on telephone 

Activity: Games based on 

improvement of telephonic 

conversation’s skills 

Demonstrate the ability to 1. Describe the importance of 1. Setting goals Interactive lecture: 

work independently the ability to work 

independently 

2. Describe the types of Self 

Awareness 

3. Describe the meaning of 

Self Motivation and Self 

Regulation 

2. Plan and finish tasks in a 

specific period, with no 

help or directives 

3. Demonstrate how to work 

independently 

4. Demonstrate the qualities 

required for working 

independently 

Working Independently 

Activity: 

Complete a task 
independently within a 
specific time period without 
any help 

Demonstrate team work 

skills 

1. Describe the important 

factors in team building 

2. Describe stages of team 

work 

1. Demonstrate the ability to 

work in team and 

delivering collectively 

2. Identify essentials of team 

building 

Interactive lecture: 

Importance of Team Work  

Activity: 

1. Playing games for improving 
team work skills 

2. Group Discussion 

Demonstrate impressive 1. Describe the importance of 1. Demonstrate impressive Interactive lecture: 

appearance and grooming dressing appropriately, 

looking decent and positive 

body language 

2. Describe the term Grooming 
3. Prepare a Grooming 

checklist 
4. Describe the techniques of 

self exploration 

appearance and groomed 

personality 

2. Demonstrate ability to self 
explore 

Importance of Impressive 

Appearance and Grooming 

Activity: 

1. Prepare a chart of different 
dressing styles for various 
occasions 

2. Practice session on self 
exploration 
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2014NSQF Level 1-Telecommunication–Field Sales Executive-Competency Based Curriculum 

Unit Code: Unit Title:  Telecommunication Fundamentals I 

TSFS104 NQ2014 

Location: 

Classroom 

Duration: 25 hours 

Learning Outcome Knowledge Evaluation Performance Evaluation Teaching and Training 

Method 

Describe the key factors 

in the invention of 

telephone and evolution 

of telecommunication 

network 

1. Describe the term 

Telecommunication 

2. Describe the early 

telecommunication 

network and equipments 

3. Describe the evolution of 

telecommunication 

network and services 

1. Demonstrate the knowledge 

of evolution in 

telecommunication network 

2. Identify different equipments 

used since invention of 

telephone 

Interactive lecture: 

Invention of Telephone and 

Evolution of 

Telecommunication Network 

Activity: Draw a typical 

Telecommunication Network 

Demonstrate the 

knowledge of elements 

and basic terms used in 

telecommunication 

network 

1. Describe the meaning of 

terms used in telephone 

exchange or setting up a 

telecom network 

2. Give examples of telecom 
network - computer 
networks and Internet 

1. Demonstrate the knowledge of 
computer networks, Internet 
and telephone network 

2. Demonstrate the knowledge of 
the purpose and function of 
telephone, wire, central 
office switch, electronic 
switches, digital switches, 
trunks, etc. 

Interactive lecture: 

Terms used for describing 

various parts of a telecom 

network 

Activity: Quiz on the 

vocabulary/terms used for 

describing components of 

telecom network 

Demonstrate the 

knowledge of wireline 

communication media and 

services 

1. Describe wireline 

telephony media 

2. Enlist wireline services 

3. State applications of 

transmission media (2 

wire line, Twisted & 

Parallel, Co-axial line, 

OFC, Waveguide) 

4. Explain next generation 

wireline telephony 

1. Identify various transmission 

media 

2. Tabulate the types and 

applications of transmission 

media used in 

telecommunication 

Interactive lecture: 

Wireline telephony media and 

services 

Activity: Prepare a chart of 

wireline communication 

media and services being used 

in India 

Demonstrate the 1. Describe the role and 1. Tabulate some of the Interactive lecture: 
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knowledge of 

telecommunication 

service regulations and 

role and functions of 

Telecom Regulatory 

Authority of India 

functions of Telecom 

Regulatory Authority of 

India (TRAI) 

2. Name various telecom 

service providers 

3. Describe the compliance 

requirements of telecom 

service providers 

regulatory obligations of 

telecom service providers 

offering wireline services , 

internet services, value added 

services, etc. 

Telecommunication service 

regulations and role and 

functions of Telecom 

Regulatory Authority of India 

Activity: 

List some regulatory 

compliance requirements for 

wireline and internet service 

providers 

Unit Code: Unit Title:  Basics of Selling 

TSFS105 NQ2014 

Duration: 20 hours 

Location: Learning Outcome Knowledge Evaluation Performance Evaluation Teaching and Training 

Method 

Classroom Describe the telecom 1. Describe the term MTD 1. Draw telecom zonal operation Interactive lecture: 

operational structure and sales structure Understanding the telecom 

Pre sales activities 2. Describe the Pre sales 

activities 

3. Explain the role of field 

sales executive in 

telecom industry 

4. Define Average Revenue 

Per Unit (ARPU) 

2. Calculate MTD sales operational structure and Pre 

sales activities 

Activity: Tabulate the 

functions of members involved 

in telecom operational 

structure 

Identify the target market 

and customer view of 

product 

1. Describe the procedure 

of finding target market 

2. Describe how to analyze 

customer’s view about 
the product 

1. Create the target market 

model of any mobile company 

in an specific area 

2. Recognise and apply 

opportunities for making 

additional sales 

Interactive lecture: 

Finding target market for 

selling the product 

Activity: Market survey to be 

performed to identify the 

target market in specific area 

Describe the pricing, 

pricing tiers and prepare 

1. Describe the best price for 

a product 

1. Demonstrate the knowledge of 

calculating the price of product 

Interactive lecture: 

Pricing, pricing tiers and 
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quotations 2. Define the terms of sale 2. Demonstrate the knowledge of 

terms and conditions for the 

sale of particular product 

preparing quotations 

Activity: Read and analyze 

the price of different  

telecommunication products 

Demonstrate the 
knowledge of 
documentation and 
verification of new 
prepaid and postpaid 
mobile connection and fill 
the CAF 

1. Explain the meaning of 

Prepaid and Postpaid 

2. Enlist documents 

required for new prepaid 

and postpaid mobile 

connection 

3. Define the term KYC 

4. Differentiate between 

verification process of 

new prepaid and postpaid 

mobile connection 

5. Describe the action that 

can be taken against 

furnishing fake 

information in CAF 

1. Enlist rejection causes of the 
activation of the SIM card like 
signature mismatch, address 
mismatches, etc. 

2. Tabulate the documentation 
and verification procedure of 
the new mobile connection of 
any three telecom operators 
of your area. 

3. Fill a sample CAF for new 
mobile connection 

4. Perform practical verification 
of customer’s documents for 
new prepaid and postpaid 
mobile connection 

Interactive lecture: 

Documentation and 
verification of new prepaid 
and postpaid mobile 
connection 

Activity: Practice verification 
of customer’s documents for 
new prepaid and postpaid 
mobile connection 

Assessment Guide 

Assessment is a process used for determining an individual's progress or level of mastery/competence in an occupational area. It may be formative 

(continuous) and/or summative (final). It is a process of collecting evidence and making judgment about the extent to which a person demonstrates the 

knowledge and skills set out in the standards or learning outcomes of a unit of competency. Assessment should be done on the basis of information or 

evidence about the individual’s ability against clearly stated objectives or standards. A diversity of assessment methods is required to achieve the 

multiple purposes and to satisfy the requirements of competency based assessment. Appropriate evidence is to be collected from activities that can be 

clearly related to the Units of Competency. It should cover all the elements and performance criteria/indicators in the competency standards. Student’s 
achievements should be assessed by using the following methods of assessment. 
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2014NSQF Level 1-Telecommunication–Field Sales Executive-Competency Based Curriculum 

S. No. Method of Assessments Weightage (Max. marks) Evaluator 

1. Written test 30 Teacher 

2. Practical test 30 Certified Assessor # 

3. Oral test/viva voce 10 Teacher/External Examiner 

4. Portfolio 10 Teacher 

5. Project 10 Teacher/Trainer 

6. Direct Observation 10 Teacher/Trainer 

Total 100 

# Assessors will be certified by the State Education Board. 

1. Written test: It allows candidates to demonstrate that they have the knowledge and understanding of a given topic. 

2. Practical test: It allows candidates to demonstrate application of skills in simulated or real work conditions against competency standards (skill and 

academic standards). 

3. Oral test/viva voce: It allows candidates to demonstrate communication skills and content knowledge. Audio or video recording can be done at the 

time of oral test or viva voce. 

4. Portfolio: It is a compilation of documents that supports the candidate’s claim of competence that was acquired from prior learning and practical 

experience. Documents (including photo’s, newspaper articles, reports, etc.) of practical experience in the workplace or the community and 

photographs of the products prepared by the candidates related to the units of competency should be included in the portfolio. 

5. Project: Projects (individual or group projects) are a great way to assess the practice skills on a deadline, but these should be given on the basis of 

the capability of the individual to perform the tasks or activities involved in the project. Projects should be discussed in the class and the teacher 

should periodically monitor the progress of the project and provide feedback for improvement and innovation. 

6. Direct Observation – Direct observation requires a considerable degree of commitment from the observer and those being observed. Employability 

skills evaluation listed below in the table should be evaluated through direct observation by the teacher/trainer and appropriate records should be 

maintained for transparency in evaluation. 

Employability Skill Area S. 
No. 

Competencies and Performance Standards Competent Not Yet 
Competent 

Communication 1. Questions appropriately 

2. Writes clearly and legibly 

3. Demonstrates good listening and responding skills 

4. Informs about the absence and reasons of absence 

Responsibility 5. Organizes work 

6. Manages time effectively and efficiently 

7. Complete assignments timely 
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2014NSQF Level 1-Telecommunication–Field Sales Executive-Competency Based Curriculum 

8. Displays care for tools and equipment 

9. Accepts responsibility pleasantly 

10. Exhibits patience 

11. Demonstrates pride in work 

Interpersonal Relationship 12. Displays friendly and cooperative attitude 

13. Demonstrates tactfulness in difficult situations 

14. Accepts constructive criticism 

15. Exhibits positive attitude 

Health and Safety 16. Practices good personal hygiene regularly 

17. Maintains good personal health 

18. Dresses well and in appropriate manner 

Innovation and Creativity 19. Give reasons and make judgments objectively 

20. Share ideas and thoughts with others 

List of Tools, Equipment and Materials 

The list given below is suggestive and an exhaustive list should be prepared by the teacher. Only basic tools, equipment and accessories should be 

procured by the Institution so that the routine tasks can be performed by the students regularly for practice and acquiring adequate practical experience. 

Equipment and materials 

1. Computer System 

2. Printer 

3. Scanner 

4. Local Area Network (LAN) 

5. Internet Connection 

6. Whiteboard 

7. Marker/Chalk 

8. Demonstration Charts 

9. Sheets for preparing Charts 

10. Compact Disk 

11. USB Drive 

12. Sample documentation required for new mobile connection 

13. Different mobile handsets for demonstration & practice 

14. Scientifically designed tables & chairs for demonstrating ergonomics at workplace 
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Teacher’s Qualifications 

Qualification, competencies and other requirements for Graduate Teacher on contractual basis should be as follows: 

S. No. Qualification Minimum Competencies Age Limit 

1. Graduate in any stream from a reputed 

Institute / organization with at least 1 

year experience as a Field Sales Executive 

working with Telecom products / service. 

 Effective communication skills (oral and written) 

 Basic computing skills. 

 Technical competencies (e.g., in areas like selling telecom 

products and services) 

18-37 years (as on Jan. 01 

(year)) 

Age relaxation to be 

provided as per Govt. rules. 

For more information, please contact: 

Prof. Vinay Swarup Mehrotra 

Head, Curriculum Development and Evaluation Centre (CDEC) 

& National Skills Qualifications Framework (NSQF) Cell, 

PSS Central Institute of Vocational Education (PSSCIVE), 

(a constituent unit of NCERT, under MHRD, GoI) 

Shyamla Hills, Bhopal – 462 013 

E-mail: drvs.mehrotra@gmail.com; Website: www.cive.org 

Page 16 of 19 PSS Central Institute of Vocational Education – CDEC & NSQF Cell - 2014 



 

 

 
  

 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

    
   

( 

-

TEACHER’S HANDBOOK 
SS101-NQ2012 

Communication at 

Workplace 

 

 

 i-lq-'k-dsUnzh; O;kolkf;d f'k{kk laLFkku]';keyk fgYl, Hkksiky 

PSS Central Institute of Vocational Education, Shyamla Hills, Bhopal 



  

 

 

 

 

 

 

 

 

 

 

 

 

 

        

 

          

  

        

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

© PSS Central Institute of Vocational Education, 2012 

Copyright protects this publication. Except for purposes permitted by the 

Copyright Act, reproduction, adaptation, electronic storage and communication to 

the public are prohibited without prior written permission. 

2 



  

 

 

 

 
        

       

      

         

        

       

          

         

      

    

 

        

        

     

       

  

 

        

         

         

          

         

        

     

        

      

        

            

             

         

       

         

         

         

        

  

              

    

 

 

 

PREFACE 

The Teacher‟s Handbook on “Communication at Workplace” is a part of the qualification 
package developed by the Security Knowledge and Skill Development Council (SKSDC) for the 

National Vocational Education Qualification of “Unarmed Security Guard (Private Security 
Sector). The National Vocational Education Qualification Framework (NVEQF) is an initiative of 

the Ministry of Human Resource Development (MHRD), Government of India to set common 

principles and guidelines for a nationally recognized qualification system covering Schools, 

Vocational Education and Training Institutions, Technical Education Institutions, Colleges and 

Universities. It is envisaged that the NVEQF will promote transparency of qualifications, cross-

sectoral learning, student-centred learning and facilitate learner‟s mobility between different 

qualifications, thus encouraging lifelong learning. 

The private security industry comprises those agencies or people who provide security for people 

and property under contract and for profit. An Unarmed Security Guard is required to observe, 

deter, record and report. The basic difference between government and private security is that 

the government security personnel are empowered by legislation to enforce the law, but it is not 

so for private security. 

The National Curriculum Framework, 2005, recommends that children‟s life at school must be 
linked to their life outside the school. This principle makes a departure from the legacy of 

bookish learning which continues to shape our system and causes a gap between the school, 

home, community and the workplace. Experiential learning, which is a cyclical process involving 

observation, reflection and action, should be an integral part of the teaching-learning process. 

Attempt by the students to solve problems, guided by the teachers or instructors, would enable 

them to explore and discover new knowledge and develop problem solving skills. A range of 

pedagogies, including interactive lecture, role plays, case based studies, assignments, projects 

and on-the-job activities that provide students with generic, technical and professional 

knowledge and skills should be adopted by the teachers and instructors to foster student-centred 

learning. 

The success of this effort of integrating knowledge and skills depends on the steps that the 

teachers will take to encourage children to reflect their own learning and to pursue imaginative 

and on-the-job activities and questions. Participation of learners in skill development exercises 

and inculcation of values and creativity is possible if children are involved as participants in 

learning, and not as receiver of information. These aims imply considerable change in school 

routines and mode of functioning. Flexibility in the daily time-table would be a necessity to 

maintain the rigour in implementing the activities and the required number of teaching days will 

have to be increased for teaching and training. 

The suggestions by the teachers and other stakeholders in education and training will be of great 

value to us in bringing about qualitative improvement in the teacher‟s handbook. 
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ABOUT HANDBOOK 

The handbook is to assist teachers with teaching and training their students for meeting the 

occupational standards for “Unarmed Security Guard (Private Security Sector) set by the 

Security Knowledge and Skill Development Council (SKSDC) of India. Occupational Standards 

describe what individuals need to know, understand and do in order to carry out a particular job 

role or functions. These are the standards that individuals must achieve when carrying out the 

various functions at the workplace. The Module on “Communication at Workplace” covers the 
following elements, performance criteria, knowledge and skills for the job role of Unarmed 

Security Guard (Private Security Sector): 

Unit Code SKS/N 0001 

Unit Title Security Tasks in Accordance with Basic Security 

Practices 

Element Carry out assigned security tasks 

Performance Criteria PC 03: Respond and report about hazards and 

emergencies 

Core/ 

Generic Skills 

SA1: Record and report incidents 

SA2: Communication skills 

Unit Code SKS/N 0003 

Unit Title Provide Private Guarding Service to People, 

Property and Premises 

Element Carry out search of designated premises 

Performance Criteria PC14: Maintain communication during search 

Knowledge and Understanding (K) 

Organisational Context KA3: Means of available communication 

Technical/Domain Knowledge KB4: Use of communication equipment 

Skills (S) 

Core/Generic Skills SA3: Communicate effectively 

Professional Skills SB2: Report and record incidents accurately 

Unit Code SKS/N 0004 

Unit Title Control Access to the Assigned Premises 

Element Control entry and exit from premises 

Performance Criteria PC 1: Comply with organizational procedures 

related to access control in the premises with or 

without use of equipment 

Knowledge and Understanding (K) 

Technical/Domain 

Knowledge 

KB6: How to read and write 

Skills (S) 

Professional Skills SB1: Recognize and read different kinds of 

identification papers 

SB4: Basic communication skills and courtesy 
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Unit Code SKS/N 0006 

Unit Title Control Parking in Designated Areas 

Element Conduct parking in designated areas 

Performance Criteria PC4: Guide drivers to the available parking areas 

Knowledge and Understanding (K) 

Technical/ Domain knowledge KB8: Use of communication equipment 

Skills (S) 

Core/ Generic Skills SA3: Communicate effectively 

Unit Code SKS/N 0007 

Unit Title Security Escort 

Element E1: Carry out security escort duty 

E2: Respond to incidents affecting security and 

safety 

Performance Criteria PC4: Maintain communication as per instruction 

PC7: Communicate and seek assistance 

Knowledge and Understanding (K) 

Technical/Domain Knowledge KB4: Means of communication 

Skills (S) 

Core/Generic Skills SA2: Use of communication equipment 

Unit Code SKS/N 0008 

Unit Title Health and Safety 

Element Respond to fire accidents 

Performance Criteria PC13: Report fire incidents to superiors and 

emergency service organizations 

Knowledge and Understanding (K) 

Technical/Domain Knowledge KB14: Communicate effectively 

Skills (S) 

Core/Generic Skills SA5: Respond to fire incidents 

SA7: Communicate effectively 

6 

Unit Code SKS/N 0009 

Unit Title Security in Commercial Deployments 

Element Carry out security tasks in commercial domains 

Performance Criteria PC4: Communicate effectively with concerned 

stakeholders 

Knowledge and Understanding (K) 

Technical/Domain Knowledge KB3: Communication methods and equipment used 

Skills (S) 

Core/Generic Skills SA2: Be courteous and helpful to 

customers/stakeholders 

SA3: Communicate effectively with 

customers/stakeholders 

Professional Skills SB2: Communicate and report 

SB4: Use security and communication equipment in 



  

 

  

 

  

   

   

  

 

  

 

   

 

  

   

   

   

   

 

 

  

 

       
   

 

     

   

   

   

   

   

        
 

  

    

   

   

    

    

   

     

    

   

   

   

    

    

     
 

  

   

 

the prescribed manner 

Unit Code SKS/N 0010 

Unit Title Security in Industrial Deployments 

Element Carry out security tasks in industrial domains 

Performance Criteria PC4. Communicate 

Knowledge and Understanding (K) 

Technical/Domain Knowledge KB3: Communication methods and equipment used 

Skills (S) 

Professional Skills SB2: Communicate with the equipment provided 

Unit Code SKS/N 0011 

Unit Title Positive Projection of Self and the Organisation 

Element Conform to the organization’s standards of 

grooming and behaviour 

Performance Criteria PC7: Observe organization‟s „Meet and Greet 

Procedure‟ 
Knowledge and Understanding (K) 

Technical/Domain Knowledge KB1: Use of communication equipment 

You will have to ensure that the following performance standards are met by each student on 
completion of the sessions given in the module: 

Performance standards Yes No 

Identify elements of communication cycle 

Draw a diagram of communication cycle 

Construct a sentence for providing descriptive feedback 

Construct a sentence for providing specific feedback 

Compile a list of barriers in communication at workplace 

Demonstrate knowledge to select strategies to overcome barriers in 
communication 

Construct a sentence that convey all facts required by the receiver 

Construct a sentence with a specific message 

Express in a manner that shows respect to the receiver of the message 

Identify methods of verbal communication 

Identify methods of non-verbal communication 

Deliver a speech with variations in tone and pitch 

Greet politely and appropriately, keeping in view the time of the day 

List the static features of non-verbal communication 

List the dynamic features of non-verbal communication 

Apply telephone etiquette 

Identify logbooks used in security industry 

Recognise reports common to security industry 

Fill in the requisite information in the format of the logbook 

Communicate effectively with words that are appropriate for a particular 
situation in the security industry 

Operate basic security equipment for communication 
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GENERAL INSTRUCTIONS FOR TEACHERS 

 Read the Teacher‟s Handbook carefully before teaching or conducting the training. 

 Follow the session plan strictly 

 Familiarize yourself thoroughly with the relevant knowledge and skills to be transacted. 

 Ensure all materials/aids/equipment required for teaching and training is available. 

 Introduce the skill by explaining the purpose. 

 Demonstrate the skill to the participants, explaining each step in detail. 

 Invite the students to ask questions. 

 Ask the students to practice the skill themselves and make observation while they 

perform the task. 

 Provide the students with constructive feedback. 

 Discuss in class, the problems faced by the students in performing the task. 

 Summarize the key learning. 

 Ensure key learning is captured and performance standards are met at the end of each 

session. 

 Regularly check student‟s workbook to ensure all exercises are being completed on time. 

 Ensure that all participants complete the required assessments given in the student 

workbook. 

 Always encourage participants. Never discourage them from getting actively engaged in 

discussions, question-answer sessions and task-oriented activities. 
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SESSION 1: IDENTIFYING ELEMENTS OF COMMUNICATION CYCLE 

RELEVANT KNOWLEDGE 

Communication is the ability to express and 

interpret thoughts, feelings and facts in oral and 

written form. It is also a means of interacting 

linguistically in an appropriate way in a range of 

societal, cultural and work context. It is the use 

of messages to produce meaning within and 

across a variety of contexts, cultures, methods 

and media. It is an important way through which 

facts, ideas, experiences and feelings are shared 

and exchanged. Humans communicate both 

verbally and non-verbally. Verbal communication 

includes written and oral communication, 

whereas non-verbal communication includes body 

language, facial expression and pictures. 

Effective communication occurs only if the 

receiver understands the exact information or 

idea that the sender intended to transmit. It 

involves the use of proper equipment, providing 

information to the appropriate people and 

carrying out communication effectively. 

Breakdown in communication is either due to lack 

of skills in communicating or lack of coherent 

thought process. It can also happen due to the 

breakdown of the communication network. 

Communication has three important parts – 
transmitting, listening and feedback. 

Elements of Communication 

The various elements of a communication cycle 

are as follows: 

 Sender: The sender gives or encodes the 

message, for example the sender greets a 

visitor or a client by saying “Good morning 
Sir/Madam”. 
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 Message: The message in this case is “Good 
morning Sir/Madam”, which is also known as 
the content of the communication. 

 Medium: It is the channel used for 

communication. It may-be in any of the 

following forms – verbal, non-verbal, pictorial, 

symbolic or written. 

 Receiver: The receiver decodes the incoming 

message, or expression, translates and presents 

an output in the form of a response or 

reaction. 

 Feedback: How the receiver responds or reacts 

is known as feedback. It is the effect, reply or 

reaction to the information being transmitted. 

Communication Cycle 

The communication cycle in essence is the 
process of communication. 

Slide 1: Elements of Communication Cycle 
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~ TEU;PH E 

MO I PHON 

EPABX SYSTEM 

Short Message Service Chat 

Internet Email 

Books Fax 

Telephone 
Satellite 

Radio 

The “sender” “encodes” the message into words 
and sent the coded message as he/she speaks or 

writes the “message” out. Message is conveyed 
through channels including telephone, video-

conferencing, letters, emails, meetings, 

memos, records and reports. It is then 

“decoded” by the “receiver” by hearing or 
reading the message in order to understand what 

the sender wants to convey. 

In an effective communication cycle, the receiver 

understands the language and the message in the 

same way that the sender meant it to be. The 

words, tonal quality, body language, etc., all 

convey the same message and nothing gets 

distorted or lost in the process of sending it and 

the receiver is able to relay back exactly what 

was intended to be conveyed to him/her. 
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SESSION PLAN 1 

1. SESSION TOPIC: 

Identifying Elements of 

Communication Cycle 

2. OBJECTIVE: To develop 

student‟s knowledge, 

skills and abilities for 

identifying elements of 

communication cycle. 

3. MATERIALS/EQUIPMENT 

REQUIRED: Charts, 

Sketch Pens, Rulers, 

Computer, Slides, Open 

Source Software for Slide 

Presentation, LCD 

Projector. 

4. PREPARATIONS 

o Read the glossary 

given at the end of 

this handbook. 

o Arrange all the 

materials well in 

advance 

5. TEACHING/TRAINING 

METHODOLOGY: 

T1:  Interactive Lecture 

DURATION: 1 hr. 

PROCESS 

1. Prepare the points for the lecture. 

2. Introduce the topic. 

3. Make an opening by telling students the 

purpose of the lecture or presentation. 

4. Introduce the topic in the class and provide 

relevant knowledge to the students. 

5. Draw the communication cycle on the 

blackboard/whiteboard and explain each 

element to the students/Make a slide 

presentation on communication cycle and 

explain the same to the students. 

6. Relate the topic to the situation and ask 

questions. 

7. Provide specific examples. 

8. Involve students by giving them the 

opportunity to ask questions related to the 

topic. 

9. Clarify any questions students may have. 

10.Summarize the topic and emphasize on the 

key points.  
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T2: Role Play 

Conduct “Role Plays” to make your students 

understand the various elements of the 

communication cycle. Ask your students to 

remember the six essential principles of an effective 

communication, which are as follows: 

1. The information should be delivered in a 

clear message. 

2. Message should be delivered timely. 

3. Message should be complete. 

4. Message should be concise. 

5. Message should be factual. 

6. Message should be accurate. 

You may use the following scenario to conduct 
the role play 

Scenario 

The Security Officer at the entrance of ABC 

Company stopped a vehicle and asked, „Good 
morning Sir! may I help you?‟ Mr. Vikram in the 
driver‟s seat replied, „Oh yes! I have an 
appointment with the Vice President of the 

Marketing Department‟. The Security Officer 
politely replies, „Alright Sir, please park your 
vehicle in the parking lot on your left and in the 

meantime, I will check up the availability of the 

Vice President‟. Mr. Vikram replied „Thank you 
Officer‟. 

T3: Practice session 

Ask your students to draw the communication 

cycle and submit the same as part of their 

student portfolio. 

14 



  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

  

         

  

     

         

         

   

      

    

 

 

        

       

   

   

     
 

    

    

 

  

      
 

       

       

  

      
    

 
  

    

     

       

     

      

     

   
 

  

   
 

  

WRAP UP (20 min.) 

1. Discuss in the class what the students have 

learnt from the activity. 

2. You may ask questions, such as 

(i) What is communication cycle? 

(ii) What are the different elements of 

communication cycle? 

(iii) Why understanding communication cycle is 

important in effective communication? 

CHECKLIST FOR ASSESSMENT ACTIVITY 

Use the following checklist to check whether your 

students could meet all the requirements for 

assessment. 

Part A 

Students could differentiate between 

(a) Sender and receiver 

(b) Idea and message 

Part B 

Students could answer the following questions: 

(a) What is communication cycle? 

(b) What are the different elements of 

communication cycle? 

(c) Why understanding communication cycle is 
important for effective communication? 

Part C 

Students demonstrate the generic, technical, 

professional and organizational knowledge and 

skills in order to perform up to the required 

standards. Performance standards may include, but 

not limited to: 

Performance standards Yes No 

Identify elements of communication 
cycle 

Draw a diagram of communication 
cycle 

15 



  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

     

  

       

  

      

      

     

   

         

      

  

   

   

    

    

 

    

      

      

  

    

     

      

      

 

    

      

    

  

  

      

       

  

 

 

SESSION 2:  PROVIDING FEEDBACK 

RELEVANT KNOWLEDGE Feedback conveys to the sender, the 

effectiveness of his/her communication. For 

individuals who are not trained in communication 

skills, providing feedback is unconscious. 

However, when individuals are trained in 

communication, feedback is a tool for both the 

listener and the sender to make the 

communication effective. Giving and receiving 

feedback are skills that can be learnt. Let us now 

look at the characteristics of feedback. Some of 

the characteristics of feedback are as follows: 

□ It is descriptive, rather than evaluative: 

Descriptive feedback mentions the 

behaviour that needs to change, whereas 

evaluative feedback makes judgments 

which do not help in changing behaviour. 

□ It is specific, rather than general: The 

feedback should be specific as the receiver 

should know specifically the area that needs 

to be handled. 

□ It is directed to changeable behaviour: 

Feedback that suggests alternative ways of 

behaving allows individuals to choose and 

own the changed behaviour. This ensures 

that the behaviour change is permanent. 

□ It is solicited, rather than imposed: 

Feedback is most useful when the receiver 

himself/herself has formulated the kind of 

questions, which those observing him/her 

can answer. 

□ It is well-timed: In general, feedback is 

most useful if it is timely or given at the 

earliest opportunity. 

16 



  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

     

    

       

     

      

        

 

        

       

    

 

      

 

       

 

  

  

       

     

   

 

       

 

   

   

□ It is checked to ensure clear 

communication: In order to check whether 

the receiver has been conveyed the message 

clearly, the receiver can be asked to 

rephrase the feedback he/she has received 

to see if it corresponds to what the sender 

has in mind. 

You need to convey to the students that the three 

aspects that they should always keep in mind 

while giving a constructive feedback are 

(i) Give neutral and honest (stick to facts) 

observations. 

(ii) Propose an alternative or give examples to 

prove your point. 

(iii) Show the benefits of the alternative. 

Similarly, you also need to emphasize that the 

three aspects of feedback that they should always 

consider while receiving feedback are 

(i) Listen carefully what the other person has to 

say. 

(ii) Ask questions, if you need any clarifications. 

(iii) Do not become defensive or emotional. 

17 



  

 

 

 

 

  

 

  

 

  

 

 

 

 

 

 

 

 

 

 

 

  

 

 

  

   

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

  

      

  

         

 

        

 

        

    

       

   

        

  

        

  

  

  

  

 

     

    

      

   

 

 

 

 

 

 

 

 

 

 

 

SESSION PLAN 2 

SESSION TOPIC: Providing 

Feedback 

1. OBJECTIVE: To develop 

students‟ knowledge, 

skills and abilities in 

providing feedback. 

2. MATERIALS/EQUIPMENT 

REQUIRED: Charts, 

Sketch Pens, Rulers, 

Computer, Slides, Open 

Source Software for Slide 

Presentation, LCD 

Projector, Chairs. 

4.  PREPARATIONS 

o Read the glossary 

given at the end of the 

handbook. 

o Prepare points for the 

interactive lecture 

o Prepare the figures for 

the game, well in 

advance 

5.  TEACHING/TRAINING  

METHODOLOGY: 

T1:  Interactive Lecture 

DURATION: 2 hrs. 

PROCESS 

1. Introduce the topic. 

2. Make an opening by telling the student‟s, the 

purpose of the lecture or presentation. 

3. Introduce the topic in the class and provide 

relevant knowledge to the students. 

4. Explain to the student‟s the characteristics of 

feedback. 

5. Give examples of aspects that need to be 

considered while giving feedback. 

6. Give examples of aspects that need to 

considered while receiving feedback. 

7. Summarize the topic and emphasize on the 

key points. 

8. Check to make sure that each student 

understands the meaning of feedback. 

9. Provide specific examples. 

10. Involve students‟ by giving them the 
opportunity to ask questions related to the 

topic. 

11. You may ask questions, such as 

(a) What is feedback? 

(b) Why feedback is important in 

communication? 

18 
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T2: Game 

DURATION: 2 hrs 

Ask your students to play this game. 

PROCESS 

Figure 1 

Figure 2 

Speak clearly and not 

too quickly 

Repeat the information 

in a slightly different 

way 

1. This game is played in pairs. It is played in two 

rounds. The seating for this game are pairs of 

chairs are placed in the room, giving the 

participants the room to spread out. The 

chairs have their back to each other, so that 

when the participants are seated they will 

have their backs to each other. 

2. In the pairs, one of the participants is assigned 

the letter name A and the other is assigned 

the letter name B. All the 'A's in this training 

game are given figure1 on a paper. The figure 

can also be modified as per the requirement. 

The 'B's in this game are given an empty sheet 

of paper and a pen or a pencil. 

3. In the first round, the 'A's are expected to 

communicate to 'B' the figure in their hands so 

that the 'B's are able to draw an exact replica 

on the sheet given to them. In this round a 

constraint is introduced. 

4. The 'B's are told not to speak while playing this 

round. They have just to listen and draw 

according to the instructions by 'A'. 

5. After everybody has finished playing the 

round, the 'B's share their version of the figure 

with the 'A's. Very rarely does anybody get the 

figure right. There's quite a bit of laughter at 

the figures that the 'B's have drawn. In the 

second round of the game, the 'A's are given 

figure 2. 

6. This time, the 'B's are given the opportunity to 

speak and check with the 'A's about any 

instructions that they did not understand. 

After, they have finished, the 'B' show their 

figures. 
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WRAP UP 

1. Using the questions (i) What constraints or 

barriers did you face?, and (ii) Could you 

communicate better when you sought 

clarification from the partner?, clarify the 

various concepts and principles of 

communication. 

2. Ask the group to reflect on how their 'listening 

skill' was improved when they sought feedback 

from the partners. 

3. Drive home the fact that in order to 

communicate effectively, listening skills and 

feedback are important. 

T 3: Role Play 

Conduct “Role Plays” to make you student 
understand the various aspects of giving and 

receiving feedback. You may utilize the following 

scenario for the role play.  

Scenario 

The Security Supervisor overheard a conversation 

of the Security Guard (S) with a Visitor (V) which 

went as follows: 

S: Yes. 

V: I would like to meet my friend who is a 

receptionist. 

S: What is his name? 

V: His name is Mahesh. 

The Security Guard dials the number on the 

telephone and enquires about the availability of 

Mr. Mahesh. 

S: Yes, you can go in. 

20 



  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

        

       

   

   

 
    

 
    

  

 
      

 
    

         

 

 

 
    

     

       

     

      

 

     

     
  

  

     
  

  

 

CHECKLIST FOR ASSESSMENT ACTIVITY 

Use the following checklist to check whether your 

students could meet all the requirements for 

assessment. 

Part A 

Students could differentiate between 

(a) Characteristics of feedback. 

Part B 

Students could answer the following questions: 

(a) What is feedback? 

(b) Why feedback is important in communication? 

Part C 

Students demonstrate the generic, technical, 

professional and organizational knowledge and 

skills in order to perform up to the required 

standards. The performance standards may 

include, but not limited to: 

Performance standards Yes No 

Construct a sentence 
descriptive feedback 

for providing 

Construct a sentence 
specific feedback 

for providing 
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SESSION 3: OVERCOMING BARRIERS IN COMMUNICATION 

RELEVANT KNOWLEDGE 

 
 

 
 

 
 

 

Environmental 

Attitudinal 

System design 

Individual‟s linguistic 

ability 

Poor retention 

Inattention 

Emotional state 

Slide 1: Factors affecting 
communication 

The various factors that not only influence 

communication, but may also act as barriers or 

deterrent to an effective communication can be 

broadly categorized as environmental, 

attitudinal, system design, individual linguistic 

ability, poor retention, inattention and emotional 

state. You need to teach your students about 

these factors and also expose them to the 

possible measures that they may adopt as 

solution(s) to overcome the barriers. 

A. Environmental Factors: 

Environmental factors that affect communication 

include noise and physical obstacles like distance 

and lack of proper instruments for 

communication. 

(i) Noise: Noise causes stress. Background noise 

and excessive echo are great distracters to 

listening, especially for the persons with poor 

concentration. Similarly use of loud speakers, 

noise from generators or other machinery 

interferes with communication. 

Tips: Explain your students how removing noise 

elements or sound proofing the area of verbal 

communication will improve communication. 

You may take your students to a studio and show 

how sound proofing is done for sound isolation 

and noise blocking. 

You may ask a student to deliver a lecture, while 

other students are talking to each other in loud 

voice to demonstrate why it is important to 

maintain silence when a teacher is delivering a 

lecture in a class. 

22 



  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

     

     

 

 

     

       

    

  

    

  

 

     

     

   

     

     

   

 

 

     

    

     

     

   

     

   

 

 

 

     

   

     

    

    

     

 

     

   

    

\4etpf0\I 
,\ps 

\-\elpf\J\ 
i\pS 

You may mention specific advantages of 

maintaining silence, for example it helps in 

effective listening, concentration, etc. 

(ii) Physical Obstacles: Physical obstacles like 

distance and use of defective instruments for 

communication affects the effectiveness of 

communication. Poor lighting, uncomfortable 

seating arrangements and unhygienic room also 

affect communication. 

Tips: Explain your students why it is important 

to develop expertise in using instruments like 

telephone, fax machine and computers to 

overcome the barriers. You may also highlight 

that checking the instrument before using it for 

communication is useful in avoiding unpleasant 

situation. 

You may demonstrate how poor lighting in the 

classroom affects visibility and concentration and 

show the importance of proper lighting. You may 

also switch off some of the lights. You may 

demonstrate the checking of proper functioning 

of the microphone before actually using the same 

for addressing the audience during the assembly. 

B. Attitudinal Factors 

Attitudinal factors that affect communication 

include cultural compulsions, fear of upsetting 

others, fear of rejection or ridicule like “Don’t 
speak unless you are asked to”, feeling 
responsible for the other person, circle of musts 

(ought to, must, have to), and low self image. 

Tips: You may explain your students how 

personality development training sessions can 

help them to develop abilities for removing 

23 



  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

   

 

 

  

 

      

    

        

       

  

 

     

       

 

 

        

     

     

       

    

   

 

   

      

   

 

 

 

      

      

       

       

      

    

    

    

    

   

 

\-\elpfu\ 
1"\pS 

\-\elpfu\ 
1"\pS 

attitudinal barriers and to make communication 

effective. 

C. System design 

(i) Time: Some functions are time sensitive and 

cannot be delayed. They however, may cause 

other procedures to be completed in haste and as 

a result communication could be hampered. Time 

pressures affect the ability to communicate. 

Tips: You may explain your students how to 

manage time and pace of communication to 

ensure effectiveness. 

You may ask your students to prepare a speech of 

5 minutes for a specific occasion, for example 

Teacher‟s Day. Ask the students to deliver the 
speech one by one and suggest how they should 

manage time. Demonstrate how to effectively 

deliver a speech within the alloted time.    

(ii)Information overload: Overloading a person 

with a pool of information may result in 

confusion, misinterpretation and loss of 

information. 

Tips 

You may tell your students how to manage 

information flow and document the information. 

You may explain your students that if the flow of 

information is not controlled, then it may result 

in misinterpretation and loss of information. Give 

them the tips for effectively filing papers and 

organizing the files for easy retrieval of 

documents. Give example of the procedure 

adopted by the computer in storing the 

information in files and directories. 
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3. Complexity in Organisational Structure: 

Greater the hierarchy in an organisation (i.e., 

more the number of managerial levels), more are 

the chances of communication getting 

misinterpreted or destroyed. 

Tips 

Explain your students about the hierarchy in an 

organization and how communication takes place 

between the people working in administration, 

accounts, academics, etc. Take your students to 

the various departments in your school or nearby 

institution and ask them to interact with the 

officers and staff and understand the issues with 

regard to communication. Explain your students 

how systematic flow of information will reduce 

the problem of distortion in communication or 

communication breakdown. 

D. Individual linguistic ability 

(i) Individual characteristics – Individual 

characteristics include biological factors like 

lisping (a speech disorder characterized by the 

inability to correctly pronounce the sounds of „s‟ 

for „z‟, known as sibilant consonants), and 
educational factors, like proficiency in language. 

Individual differences in terms of the knowledge 

of vocabulary, grammar, etc. affect 

communication effectiveness. 

(ii) Perceptual and language 

differences: Perception is generally how each 

individual interprets the world around him. 

Communication distortion occurs if there is wrong 

perception about the message. Rephrasing 

communication and checking for understanding 

helps in reducing barrier due to perceptual 

differences. 
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Tips 

You may tell your students why it is important to 

know different languages and what they can do 

for learning different languages. 

E. Poor retention 

Human memory cannot function beyond a limit. 

One cannot always retain what is being told, 

especially if he/she is not interested or not 

attentive. This leads to communication 

breakdown. 

Tips 

Explain your students the importance of keeping 

or maintaining records. Use of notes, written 

messages, e-mails, etc. should be made to avoid 

communication breakdown. Explain how emailing 

not only makes communication fast, but also 

helps in saving paper and time. Demonstrate the 

use of email in communicating and maintaining e-

files for future reference. 

F. Inattention 

At times we do not listen, but only hear, 

especially when there are more important things 

to be taken care of. For instance, if a visitor 

comes to you at the same instance when you are 

answering the phone, then it is important to 

excuse yourself from the person on the phone so 

that exclusive attention can be given to the 

visitor or you may request the visitor to wait for 

some time. 

G. Emotional State 

Emotional state at a particular point of time also 

affects communication. For example, if you are 

shocked for whatever reasons, you may not able 

to express yourself as you are in unstable state of 

mind. 
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SESSION PLAN 3 

1. SESSION TOPIC: 

Overcoming Barriers in 

Communication 

2. SESSION OBJECTIVES: To 

develop students‟ 
knowledge, skills and 

abilities in overcoming 

barriers in 

communication. 

3. MATERIALS/EQUIPMENT 

REQUIRED: Charts, 

Sketch Pens, Rulers, 

Computer, Slides, Open 

Source Software for Slide 

Presentation, LCD 

projector. 

4.  PREPARATIONS 

o Read the glossary 

given at the end of 

this handbook.  

5.  TEACHING/TRAINING 

METHODOLOGY: 

T1:  Interactive Lecture 

DURATION: 2 hrs. 

PROCESS 

1. Prepare the points for the lecture. 

2. Introduce the topic. 

3. Make an opening by telling the student‟s the 
purpose of the lecture or presentation. 

4. Introduce the topic in the class and provide 

relevant knowledge to the students. 

5. Explain to the students the various types of 

barriers in communication. 

6. Give examples of barriers in communication. 

7. Give examples of strategies to be adopted for 

overcoming barriers in communication. 

8. Summarize the topic and emphasize on the 

key points. 

T2: Discussion 

DURATION: 1 hrs. 

PROCESS 

1. Discuss how noise becomes a barrier to 

effective communication in places like 

playgrounds, workstations, front office area, 

cafeteria, etc. 

2. Discuss how physical obstacles like distance 

and use of defective instruments for 

communication affects the effectiveness of 

communication. 

3. Discuss how statements like “Don‟t speak 
unless you are asked to” and fear of upsetting 

others or rejection or ridicule act as barriers 

in communication. 
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4. Discuss how individual characteristics and 

mental state affect communication. 

5. Discuss the various solutions to the barriers in 

communication. For example, asking the 

audience to put the mobile in silent/ meeting 

mode during the meeting. 

6. Share with the students lots of real life case 

studies so that the students are able to relate 

themselves with the situation. 

Tips 

You may ask your students to write a short note 

(not more than 25 words) on how the various 

types of barriers affect effective communication. 

CHECKLIST FOR ASSESSMENT ACTIVITY 

Use the following checklist to check whether your 

students could meet all the requirements for 

assessment. 

Part A 

Students could differentiate between 

(a) Types of barrier. 

Part B 

Students could answer the following questions: 

(a) How one can overcome the various types of 

barriers in effective communication? 

Part C 

Students demonstrate the generic, technical, 

professional and organizational knowledge and 

skills in order to perform up to the required 

standards. The performance standards may 

include, but not limited to: 

Performance standards Yes No 

Compile a list of barriers 
communication at workplace 

in 
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SESSION 4: APPLYING PRINCIPLES OF COMMUNICATION 

RELEVANT KNOWLEDGE 
The principles of effective communication can be 

categorized as 7 C‟s, which are applicable to both 

written as well as oral communication. These are 

as follows: 

1. Completeness - The communication must be 

complete. It should convey all facts required by 

the receiver. A complete communication has 

the following features: 

 No crucial information is missing from the 

message. 

 It gives additional information, wherever 

required. 

 It leaves no questions in the mind of the 

receiver. 

 It persuades the receiver. 

2. Conciseness - Conciseness or shortness 

means that minimum words without forgoing 

the other C‟s of communication should be used 
to communicate. It is time-saving as well as 

cost-saving. 

 It underlines the main message. 

 It is more appealing to the receiver. 

3. Consideration - Consideration implies that the 

audience‟s view point, background, mind-set, 

education level, their specific requirements, 

emotions, etc. are considered while 

communicating with them. 

4. Clarity - Clarity implies emphasizing on a 

specific message or goal at a time, rather than 

trying to achieve too much at once. Clear 

message makes use of exact, appropriate and 

concrete words. Clarity ensures that 

communication is simple and intelligible. 
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Avoid words with 

masculine origin 

Sexist Non-Sexist 

Chairman Chairperson 

Cameraman Camera 

operator 

Congressman Member of 

Congress 

Businessman Business 

Executive 

Policeman Police 

Officer 

Manpower Personnel 

5. Concreteness - Concrete communication 

implies being particular than general. Concrete 

message has the following features: 

 It is supported with specific facts and 

figures. 

 It makes use of words that are clear and 

that build the authenticity. 

6. Courtesy - Courtesy in message implies that 

the message should show the sender‟s expression 
as well as respect to the receiver. Courteous 

message has the following features: 

 It uses terms and feelings of the receiver of 

the message. 

 It is positive and focused on the audience. 

 It is not biased. 

7. Correctness - Correctness in communication 

implies that there are no grammatical errors in 

the communication. Correct communication has 

the following features: 

 The message is exact, correct and well-

timed. 

 It makes use of appropriate and correct 

language. 
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SESSION PLAN 4 

1. SESSION TOPIC: Applying 

Principles of 

Communication. 

2. SESSION OBJECTIVES: To 

develop students‟ 
knowledge, skills and 

abilities in applying 

principles of 

communication. 

3. MATERIALS/EQUIPMENT 

REQUIRED: Charts, 

Sketch Pens, Rulers, 

Computer, Slides, Open 

Source Software for Slide 

Presentation, LCD 

projector. 

4.  PREPARATIONS 

o Read the glossary 

given at the end of 

this handbook.  

o Make necessary 

arrangements well in 

advance to play the 

game 

5.  TEACHING/TRAINING 

METHODOLOGY: 

T1: Role Play 

Conduct role plays to teach application of 

principles of communication in different scenarios 

related to security. The sentences may include 

the following: 

(i) The function is at 6.30 PM on Monday, 16th 

December, 2013. 

(ii) I will not do a job against my conscience. 

(iii) We expect every man/woman to do his/her 

best. 

(iv) You must reach the office on time. 

(v) Complete the work and report to the 

Supervisor. 

(vi) I will write the report and submit it you. 

T2:  Game 

PREPARATIONS (20 min.) 

This game is played in pairs, with a student as an 

observer. Divide the class into groups of 2 

students each. Designate a student as an observer 

for each group. The observer will take note of the 

answers given by the students in the group. 

PROCESS (1hr. 10 min.) 

1. Ask the students from each group to make a 

group chart of their school premises. They 

have to especially represent the entry and exit 

points of the school .The task should be done 

in a group. 

2. The observers will write down their 

observations. 

3. At the end of half-an hour, the chart drawing 

stops. 

The observers are expected to report their 

observations of their group to the whole class. 

The group provides feedback to the observer on 

his/her report, based on the principles of 

communication. 
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CHECKLIST FOR ASSESSMENT ACTIVITY 

Use the following checklist to check whether your 

students could meet all the requirements for 

assessment. 

Part A 

Student could differentiate between 

(a) Principles of effective communication. 

Part B 

Students could answer the following questions: 

(a) How to apply various principles for making 

communication effective? 

(b) What is the difference between clarity and 

concreteness? 

Part C 

Students demonstrate the generic, technical, 

professional and organizational knowledge and 

skills in order to perform up to the required 

standards. The performance standards may 

include, but not limited to: 

Performance standards Yes No 

Construct a sentence that convey all 
facts required by the receiver 

Construct a sentence with a specific 
message 

Express in a manner that shows 
respect to the receiver of the 
message 
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-SESSION 5: APPLYING ELEMENTS OF VERBAL AND NON VERBAL 

COMMUNICATION 

RELEVANT KNOLWEDGE 

VERBAL COMMUNICATION 

Language should be clear, 

specific, accurate and 

appropriate to the audience 

and purpose. 

The medium of communication determines the 

type of communication. Based on the medium 

used for communicating, the process of 

communication can be broadly classified as 

verbal communication and non-verbal 

communication. 

Verbal communication includes written and oral 

communication, whereas non-verbal 

communication includes body language, facial 

expressions and pictures. Thus, the two methods 

of communication are verbal communication (oral 

and written), and non-verbal communication 

(body language, pictorial communication, 

symbolic communication). 

Verbal communication uses words as the medium 

of communication. An effective verbal 

communication is a two-way process; speaking 

and listening must occur. Usually verbal 

communication is in the one-to-one mode or one-

to-one interaction. It is very important to 

maintain accuracy, brevity and clarity in verbal 

communication. The sender should also ensure 

that he speaks clearly into the instrument 

(channel) and also conveys respect through his 

choice of words. The acronym RSTP1 is a useful 

guide for speaking clearly. 

R - Rhythm – Maintaining rhythm while speaking is 

important for communicating effectively. Pauses 

in speech allow the speaker the time to think of 

his/her next thought, and also provide the 

listener enough time to process the information. 

1 
http://www.ehow.com/info_8594284_elements-rhythm-

speech.html#ixzz1oWhLze9L 
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S – Speech – It is the act of delivering a formal 

spoken communication to an audience. 

T – Tone – Tone is the quality of sound that 

portrays feelings or changes in meaning. A 

monotone delivery could indicate that a speaker 

is fed up. 

P – Pitch – Pitch occurs because of the vibration 

of the human vocal cords. Changes in the tension 

of the vocal cords cause differences in pitch. 

Usually, the pitch of women's voices is higher 

than that of men. 

Written communication skill is the ability of an 

individual to communicate in writing. Important 

skills in effective written communication are: 

 Write clearly and legibly, giving all the 

essential information needed. 

 Use approved styles and formats for written 

communication. 

Effective writing involves careful choice of words, 

their organization in correct order in sentences 

and preparing a comprehensive composition of 

sentences. 

Non-verbal communication: It is the 

communication that uses physical parts of the 

body. It includes facial expressions, tone of voice, 

sense of touch, sense of smell, and body 

movements. By understanding the important 

aspects of non-verbal communication or body 

language, you can learn to read people more 

easily. Argyle2 and his associates have been 

studying the features of non-verbal 

communication that convey information. 

2 
Argyle, Michael; Salter, Veronica; Nicholson, Hilary; Williams, Marylin; and 

Burgess, Philip (1970). The communication of inferior and superior attitudes by 

verbal and non-verbal signals. British Journal of Social and Clinical Psychology (9): 
222–231 
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Body Language 

Different aspects of body 

language and behaviour 

may include the following: 

 Eye contact 

 Facial expression 

 Whole body posture 

 Hand gestures 

 Fiddling with things 

 Looking around as if 

searching 

 Walking with/without 

purpose 

 Actions that 

demonstrate anger 

 Actions that 

demonstrate confusion. 

 A person is relaxed or 

comfortable. 

The following summarizes their findings: 

(a) Static Features 

1. Distance: The distance one stands from 

another frequently conveys a non-verbal 

message. In some cultures it is a sign of 

attraction, while in others it may reflect 

status or the intensity of the warmth or 

feeling. In India, a foot away from another 

person is considered as a respectful distance 

while communicating. 

2. Orientation: People may present themselves 

in various ways: face-to-face, side-to-side, or 

even back-to-back. For example, cooperating 

people are likely to sit side-by-side while 

competitors frequently face one another. In 

the security sector, face-to-face orientation is 

common. 

3. Posture: Your posture conveys message. For 

example if you are sitting on a chair with your 

legs crossed or our arms folded, then such 

postures convey a degree of relaxation in the 

communication exchange. For a security 

officer on duty, there are only two acceptable 

postures – attention and stand-at-ease. 

4. Gestures with hands and arms: Shaking 

hands, touching, holding, embracing or patting 

on the back, all convey messages. They all 

reflect an element of intimacy. For instance, 

in case of people who have to be escorted out 

of the premises, physical contact can involve 

touching the hand or the shoulder to 

emphasize the message of moving from that 

area. 
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(b) Dynamic Features 

1. Facial expressions: A smile, frown, raised 

eyebrow, yawn, and sneer all convey 

information. Facial expressions continually 

change during interaction and are observed 

constantly by the recipient. Smiling is 

considered to be pleasant and helpful. A frown 

conveys confusion and at times anger. Raised 

eyebrows, yawn, a sneer are all unacceptable 

body language, as they reflect anger or 

ignorance. 

2. Gestures: One of the most frequently 

observed, but least understood cues is a hand 

movement. Most people use hand movements 

regularly when talking. 

3. Looking: A major feature of social 

communication is eye contact. The frequency 

of contact may suggest either interest or 

boredom. For example, a Security Officer 

should look straight into the eyes of the 

person, although pleasantly and affably. 

Pictorial Communication includes communicating 

with signs like traffic signals, the 21-gun salute, 

horns, sirens, etc. For example the sign of U-turn 

tells you to take a U turn, and the sign of a 

person crossing the road indicates the place 

where you can cross the road.   

Symbolic Communication uses symbols that 

signify religion, school, status, affiliation, 

communication devices, etc. 
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SESSION PLAN 5 

1. SESSION TOPIC: 

Applying Elements of 

Verbal and Non-Verbal 

Communication. 

2. OBJECTIVES: To 

develop students‟ 

knowledge, skills and 

abilities in application 

of various elements of 

verbal and non-verbal 

communication. 

3. MATERIALS/EQUIPMET 

REQUIRED: Charts, 

Sketch Pens, Rulers, 

Computer, Slides, Open 

Source Software for 

Slide Presentation, LCD 

projector. 

4. PREPARATIONS 

o Read the glossary 

given at the end of 

this handbook.  

5. TEACHING/TRAINING 

METHODOLOGY: 

T1: Activity 

DURATION: 

PROCESS 

Arrange the students in pairs and demonstrate 

how to use various communication equipment. 

In the first round, one of the pair instructs the 

other, while the other follows the instructions. 

In the second round the roles are reversed. 

Ask the students to read the operating manual 

of the communication equipment in pairs. 

While one of the pairs reads out the manual, 

the other gives a physical demonstration of 

what his/her partner just read. 

T2:  Game 

Fish Bowl Activity 

(i) Select a group of volunteers from the class 

(10 in number); 

(ii) This group will sit in the centre in a circle; 

(iii) The rest of the class will form an outer 

circle; 

(iv) The inner circle is the fish bowl and is asked 

to discuss a topic of interest – like a cricket 

game (for 10 minutes). 

(v) The outer circle is given a copy of a set of 

emoticons. The copy of the sheet of 

emoticons is pasted below for your 

reference. They have to use this sheet, to 

identify the expressions of their friends 

(each one should be asked to observe not 

more than two people) as they discuss the 

topic. 

(vi) At the end of ten minutes the discussion 

stops and the outer circle reports the various 

emoticons that was close to the expressions 

on their friends‟ faces. 
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T3: Role Play 

Conduct “Role Plays” to make you student 
understand the various aspects of giving and 

receiving feedback. The following expression 

generally used in various situations may be used 

for communicating feelings. 

 Greeting visitors: good morning, good 

afternoon, good evening. 

 Expressing gratitude: thank you, I sincerely 

thank you for the favour, I am grateful to 

you, etc. 

 Responding to questions: “Yes, Mr./Ms X is 
available in his/her room” or “No, Mr./Ms X is 
not available in his/her room”. 

 Dealing with security related problems and 

complaints: “What is your problem 

Sir/Madam?” or “Is there anything that I  need 
to do to solve your problem” 

In pairs, students may be asked to try out 

different ways to say the same sentence by 

changing the tone and the emphasis on different 

words. 
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CHECKLIST FOR ASSESSMENT ACTIVITY 

Use the following checklist to check whether your 

students could meet all the requirements for 

assessment. 

Part A 

Student could differentiate between 

(a) Forms of communication. 

Part B 

Student could answer the following questions: 

(a) What are the important aspects that need to 

be kept in mind while communicating 

verbally? 

(b) What are the important aspects that need to 

be kept in mind while communicating non-

verbally? 

Part C 

Students demonstrate the generic, technical, 

professional and organizational knowledge and 

skills in order to perform up to the required 

standards. The performance standards may 

include, but not limited to: 

Performance standards Yes No 

Identify methods of verbal communication 

Identify methods of non-verbal 
communication 

Deliver a speech with variations in tone 
and pitch. 

Greet politely and appropriately, keeping 
in view the time of the day. 

Enlist the static features of non-verbal 
communication. 

Enlist the dynamic features of non-verbal 
communication. 
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SESSION 6: USING COMMUNICATION EQUIPMENT AND 

CHANNELS 

RELEVANT KNOWLEDGE A range of electronic devices exist to help people 

overcome the constraint in communication due to 

distance. These include telephone, mobile, 

wireless set, walkie-talkie, etc., which are used 

to send and receive messages. 

(i) Telephone: The telephone is a 

telecommunication device that transmits and 

receives sounds. All modern telephones have a 

microphone to speak into, an earphone which 

reproduces the voice of the other person, a ringer 

which makes a sound to alert the owner when a 

call is coming in, and a keypad to enter the 

telephone number. 

(ii) Mobile Phone: The mobile phone (also known 

as a cell phone) is a device that can make and 

receive telephone calls over a radio link whilst 

moving around a wide geographical area. Mobile 

phones also support a wide variety of other 

services which include text messaging, popularly 

known as Short Message Service (SMS), electronic 

mail (e-mail), and short-range wireless 

communications (infrared, blue-tooth). 

(iii) Electronic Private Automatic Branch 

Exchange (EPABX) system: It is an instrument 

used to place telephonic calls to various people in 

the premises which could be an organization or a 

residential colony to check on the availability of 

the residents/officials and also to confirm the 

authenticity of the visitor‟s claims. EPABX also 
allows access to external telephone lines. 
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TRANSMITTER 

RECEIVER 

(iv) Walkie-Talkie 

A walkie-talkie is a hand-held, portable two-way 

radio transceiver. Typical walkie-talkies resemble 

a telephone handset, with an antenna sticking out 

of the top. A walkie-talkie has the following 

parts: 

 Transmitter - Sends your voice to another 

walkie-talkie after turning it into radio waves. 

 Receiver - Receives the radio waves sent out 

by the transmitter. 

 Speaker - Amplifies the sound received by the 

receiver. 

 Microphone - This part attunes your voice and 

converts it into an electric signal. 

 Crystal – The crystal is also known as a 

channel. It sets the frequency used for 

communication. 

 Batteries – The power supply is usually from 

the batteries. 

Walkie-talkies are widely used in any setting 

where portable radio communications are 

necessary, including security sector, business, 

public safety, airport and military. 

(v) Fax Machine 

Fax (short for facsimile) is the telephonic 

transmission of scanned printed material (both 

text and images) from a fax machine to another 

fax machine through a telephone line. The 

original document is scanned with a fax machine, 

which processes the contents (text or images) as 

a single fixed graphic image, converting it into a 

bitmap image. The information is then 

transmitted as electrical signals through the 

telephone system. The receiving fax machine 

reconverts the coded image, printing a paper 

copy. 
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(vi) Global Positioning System Navigation 

Device: It is any device that receives Global 

Positioning System (GPS) signals for the purpose 

of determining the device's current location on 

Earth. GPS devices are used in military, aviation, 

marine transport and consumer product 

applications. It is now being extensively used for 

regulating the movement of taxis. 

(vii) Computers: A computer is a programmable 

machine designed to perform arithmetic and 

logical operations to produce meaningful results 

in desired format. A computer system includes 

hardware and software. Computer has now 

become an important and rapidly expanding 

medium of communication, as it offers the 

possibility of rapid communication, through e-

mails, e-forums blogs, social sites, access to 

educational materials on websites, searchable 

databases, and e-commerce. 

Dedicated Channels for Emergencies of 

Communication Breakdown 

At times, there could be an excessive traffic load 

on network or breakdown in communication due 

to technical problems at the sender‟s or 

receiver‟s end. Some of the dedicated channels of 

communication are as follows: 

(i) Radio Communication: Wireless 

communication based on radio waves can be used 

for short distance communication as well as long 

distance communication. Radio communications 

are most widely used during war and war like 

situations. People can communicate across 

hundreds of kilometers using High Frequency (HF) 

radio communication. Examples of instruments 

that work on this principle are walkie-talkie or 

hand held wireless transreceiver sets. 
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(ii) Satellite Based Communication Systems 

It is a form of radio communication where the 

radio waves from earth are sent to a 

communication satellite, which relays the 

message back to the receiver. International 

Maritime Satellite Organisation (INMARSAT) is a 

common satellite communication network that is 

used on the high seas and in emergencies and 

disasters because they do not require any earth 

based systems like towers or cables. 

(iii) Amateur (Ham) Radio 

Amateur or ham radio refers to hobbyists who 

communicate on radio and are able to 

communicate across thousands of kilometers. 

Amateur radio operators use various modes of 

transmission to communicate. The two most 

common modes for voice transmissions are 

frequency modulation (FM) and single side band 

(SSB). The operation is coordinated by the 

International Telecommunication Unit (ITU) and 

licensed by the individual national governments 

that regulate technical and operational 

characteristics of transmissions and issue 

individual stations with an identifying call sign. 

Their communications have been extremely useful 

in contacting isolated communities during 

calamities like tsunamis and earthquakes. 

(iv) Dedicated Short Range Communications 

DSRC combines high reliability wireless 

connectivity, accurate positioning (via global 

positioning satellites and vehicle dead-reckoning) 

and an on-board computer to allow vehicles to 

communicate directly to each other (vehicle-to-

vehicle, or V2V links), and to road-side units 

(vehicle-to-infrastructure or V2I). 
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The word “Dedicated” means that DSRC operates 

in its own protected frequency band at 5.9 GHz 

(Giga Hertz). This ensures that the system does 

not suffer from interference from other wireless 

technologies. This band has already been 

allocated in the United States and Europe. 

Communication channels: There are two general 

ways of delivering the information: informal and 

formal communication. 

(i) Informal Communication occurs on a person-

to-person basis, in a face-to-face manner, 

without formalities, ceremony or fanfare. 

Informal ways to communicate include texting, 

post-it notes, personal email letters, instant 

messaging, emoticons, online chat rooms and 

cyberspace bulletin boards, an informal drop in 

visit to another person‟s house or office, or a 
quick and spontaneous meeting. Informal 

communication also may take a non-verbal form 

as facial expressions, sign language, or manner of 

dress. 

(ii) Formal Communication is organized and 

managed information that is shared with relevant 

individuals in an organization or between 

organizations. Formal communication channels 

are based on an individual‟s role in the 
organization and distributed in an organized way 

according to the established norms in an 

organization. Formal communication generally 

flows “downward” from executives to directors to 
managers to staff regarding company direction 

and instruction and “upward” from staff to 
managers to directors to executives in the form of 

data and reports. The communication flowing 

through these channels is specific to the jobs and 

departments. 
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Security personnel have to track information of 

people movement, material movement, and 

telephone calls. They have to maintain records 

and generate reports in electronic and printed 

formats which are then forwarded to concerned 

officials in the electronic form or in the printed 

form. 

Documentation is done to plan, execute and 

monitor activities and programmes. It also serves 

as a useful tool for information sharing, advocacy, 

ensuring accountability and providing evidence. 

Documents are used to record, report and file 

information. Common records pertaining to 

security duties include opening and closing of 

premises, presence or absence, penalties, beat 

patrolling, search procedures, etc. Examples of 

documents used in security sector are logbooks, 

registers, report books, incident reports, etc. 

Records or reports thus generated are maintained 

by the supervisor in a form that is easily 

accessible. The categorization is usually time 

wise, alphabet wise and function wise. The 

functions of the security will depend on the 

nature of the organization or industry (hospital, 

defense forces, airport, manufacturing units, 

hazardous industry, retail industry, etc.). 

The data or records available in a security control 

room are several and can be classified as: 

unclassified, confidential, secret and top secret. 

These levels are in order of the increasing 

confidentiality. The reports that are generated in 

security services include the following: 
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(i) Duty log: It is a record of personnel who are 

expected to report at a location on a certain 

time. It provides attendance details of security 

personnel at various points. Absence is recorded 

and reported to the appropriate authority. 

(ii) Incident report: It is a report of an 

abnormal incident. The details of date, time 

and people involved, the specification of 

vehicles or materials involved, and the 

geographical location of the incident are 

included in the incident report. 

(iii) Action report: It is the report which 

provides the details of action taken vis-à-vis 

an incident as reported in the incident log. 

The details of date, time, action taken, the 

person taking the action, procedures 

executed, and any pending action to be 

undertaken are recorded. 

(iv) Movement log: These are logs that record 

movement of people, material, and vehicle 

through a check point. 

Date Time Name of Official/ Purpose Pass Time out 

in the residential of visit Yes/No 

visitor address 

(v) Back-up and stand-by logs: These are 

records and reports of the back-up or stand-

by procedures that were executed as a result 

of equipment breakdown or emergencies 

that have occurred. 

(vi) Contingency log: These are records and 

reports of contingency procedures that have 

been executed in case of incidents or 

emergencies. 
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SESSION PLAN 6 

1. SESSION TOPIC: Using 

Communication 

Equipment and Channels. 

2. SESSION OBJECTIVES: To 

familiarize students with 

the various types of 

documents maintained in 

Private Security Services 

3. MATERIALS/ EQUIPMENT 

REQUIRED: Duty log, 

incident report/log, 

action report, movement 

log, back-up and stand-

by log, contingency log, 

compliance report. 

4. PREPARATIONS 

o Read the glossary 

given at the end of 

this handbook. 

5. TEACHING/TRAINING 

METHODOLOGY: 

(vii) Compliance report: It is a checklist of 

standard procedures relating to opening, 

closing, beat patrolling, absence, etc., that 

have to be executed everyday and the items 

in it are ticked off as and when they are 

completed. In case any item on the checklist 

has not been completed, the reason for it is 

specified. 

T1: Role Play 

DURATION: 2 hrs. 

PROCESS 

Make a simulated telephone conversation based 

on given scenario and improve the responses of 

the caller and the receiver. 

o Ask two students to come forward. 

o Place to chair back to back and ask them to 

sit on it. This helps them not to see each 

other 

o Tell them the scenario and the role 

(caller and the receiver) that they will play.  

o Ask other students to watch as they go 

through a role play. 

o The caller should introduce himself/herself 

after the greeting the receiver. 

o He/she should tell why is he/she calling. 

o After the conversation, the students can be 

asked to provide feedback. 

o Provide your feedback in line with the 

content. 

o Ask other students to come forwards and 

repeat the exercise. Observe whether there is 

any improvement based on feedback. 
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Teach your students about the following 

telephone etiquettes: 

 Pick up or answer the telephone before the 

third ring. 

 Some words that you should use in your 

conversations on telephone are “Hello! Good 

Morning/Good Afternoon/Good Evening”. 

 Speak clearly and identify yourself. 

 If the caller does not introduce 

himself/herself, say, “May I know who is 

speaking?” 

 In case the caller does not tell to whom 

he/she wants to talk to, then you may ask 

questions like “May I know to whom you 
want to talk to?” 

 In case you have to take a message then you 

may say “I'm sorry, he's busy at the 

moment. May I take a message?” or May I 

take your name and number and have 

him/her call you back? (Be sure to write down 

the name, phone number, time the caller had 

called and the message). 

 Ask the caller to wait while you acquire the 

information required. 

 Don‟t make the caller wait for more than 02 
minutes. It is better to return a call than to 

keep someone on hold too long. Do not forget 

to return the call. 

 At the end of the waiting period, please 

express your gratitude for caller‟s patience. 

 Keep your conversation to the point. 

 End the conversation with gratitude. 

 Always use a pleasant and friendly tone. 

 Before placing a caller on hold, ask his/her 

permission first. For example, “could you 
please hold the line, while I call the 

person”. 

 Avoid leaving long messages. 
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 Do not interrupt the person while he/she is 

talking to you. 

 Do not answer the phone if you are eating. 

You should mention that you are having your 

meal and you will call back after you have 

finished. 

 When hanging up the phone, make sure the 

caller hangs up first. 

Remind students about the difference between 

formal and informal language, and of the 

occasions when they are likely to use each type of 

language. 

T2: Assignments 

1. Log books are used to record movements of 

people who enter the premises. Ask the students 

to use the table given below for conducting a 

practical exercise and filling the information 

collected at school events, such as annual day, 

parent‟s day, children‟s day, senior citizen day, 

to record the details of the visitor‟s and submit 

the filled in table as an assignment. 

Date Time Name of Official/ Purpose of Pass Time out 

in the residential visit Yes/No 

visitor address 

2. You may ask your students to maintain logbook 

of the telephone calls that they receive at 

home in the format given below and submit 

the same as an assignment. 
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Name of the 

Caller 

Telephone Purpose of call Time 

number 

CHECKLIST FOR ASSESSMENT ACTIVITY 

Use the following checklist to check whether your 

students could meet all the requirements for 

assessment. 

Part A 

Students could differentiate between 

(a) Different communication equipment. 

(b) Informal and formal communication. 

Part B 

Students could answer the following: 

(a) What are the uses of logbooks and reports in 

security? 

Part C 

Students demonstrate the generic, technical, 

professional and organizational knowledge and 

skills in order to perform up to the required 

standards. The performance standards may 

include, but not limited to: 

Performance standards Yes No 

Apply telephone etiquette 

Identify logbooks used in security 
industry 

Recognise sample reports common 
to security industry 

Fill in the requisite information in 
the format of the logbook 

Operate equipment for 
communication. 
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GLOSSARY 1. Active listening: It is a process of analyzing 

and evaluating what another person is saying 

in an effort to understand the true meaning of 

the message. 

2. Alarm Test Register: It is used to record all 

incidents where alarms have been tested on 

the premises. Details include the date, time, 

name of the person carrying out the test and 

the results including any faults detected. 

3. Attitude: It is the transference of a value into 

action that is consistent over a period of time. 

4. Clause: A clause is a sentence that forms part 

of a larger sentence. 

5. Communication: The process by which a 

person, group, organization (the sender) 

transmits some type of information (the 

message) to another person, group, 

organization (the receiver). It is derived from 

the Latin word „communis‟ meaning to share. 

6. Community: A society where peoples relations 

with each other are direct and personal and in 

mutual bonds of emotion and obligation. 

7. Courtesy – is the name of a social behavior 

that extends respect to another human being, 

by giving him/her the right to act first. 

8. Descriptive feedback – when feedback 

describes the effect of a communication in 

words, it is called „descriptive feedback‟. 

9. Evaluative feedback – when feedback judges 

the effect of a communication in terms like 

„good‟, „bad‟, „average‟, „correct‟, „right‟, 
„wrong‟, it is called „evaluative feedback‟. 
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10.Feedback – is an element of communication 

which indicates the completion and the extent 

of completion of the communication cycle. It 

provides information to the sender on the 

receipt of his message. It could be in the form 

of another message that conveys to the sender 

that his message has been received and 

understood, or it could be in the form an 

action by the receiver, which informs the 

sender that the message has been received 

and acted upon. 

11. Formal Communication – It is that which is 

connected with the formal organizational 

arrangement and the official status or the 

place of the communicator and the receiver. 

Formal communication is mostly recorded in 

some form for future reference. 

12. Gesture – is a hand movement that 

communicates a message. For example, a 

salute or a handshake is a gesture of 

greeting. 

13. Informal Communication – It arises out of all 

those channels that fall outside the formal 

channels. It is established around the societal 

affiliation of members of the organization. 

Informal communication does not follow 

authority lines, as in the case of formal 

communication. 

14. Key Register: It is used for recording all keys 

in the custody of the security department. It 

includes date and time of issue and return of 

keys to personnel, the signature of the person 

receiving them, the signature of the security 

guard who issued them, the date and time 

they are returned and the signature of the 

security guard to whom they are returned. 
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15. Lost and Found Register: It is used to record 

details of all reported property lost or found 

on the premises. 

16. Message – generally speaking, „message‟ is 
the object of communication. 

17. Organization: Hierarchically organized group 

of people so large that personal relationships 

with every member of the group are 

impossible. 

18. Organizational communication: 

Communication between and among the 

individuals and groups which make up an 

organization. 

19. Organizational structure: The formal 

configuration between individuals and groups 

with respect to the allocation of tasks, 

responsibilities, and authorities within 

organizations. 

20. Phrase - A phrase is a group of words which 

does not make a complete sentence. 

21. Register of Personnel Passes: It is used to 

keep an account of employees leaving the 

premises outside the normal starting or 

finishing times. It gives permission to the 

person to leave the premises for personal 

reasons. 

22. Rhythm – is the sequence that is repeated in 

a period of time. 

23. Search Register: It is used to record date, 

time, name of the person searched, address, 

signature of person searched and the 

signature of the searcher. 

24. Sentence - A sentence is a group of words 

which makes a complete sense. 
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25. Sexism: Actions or attitudes that 

discriminate against people based solely on 

their gender. 

26. Sexist language: Language that creates 

sexual stereo-types or implies that one 

gender is superior to another. 

27. Sign: Something that stands for or represents 

something else and bears a natural, 

nonarbitrary relationship to it. 

28. Solicited feedback – when feedback is 

requested by sender on the effect of a 

communication, it is called „solicited 
feedback‟ 

29. Symbol: Representation of an idea. 

30. Team: A group whose members has 

complementary skills and is committed to a 

common purpose or set of performance goals 

for which they hold themselves mutually 

accountable. 

31. Telephone Message Book: It is used to 

record accurately messages and information 

received on telephone. 

32. Vehicle Register: It includes the number of 

the vehicle entering the premises 

33. Visitors Register: It includes the name of 

visitor, date and time of visit and the 

signature of the visitor. 
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SUGGESTED READINGS BOOKS 

□ Developing Communication Skills - Krishna 

Mohan and Meera Banerji, MacMillan India 

Limited, Delhi. 

□ More than Words: A Handbook for Writers and 

Editors- Chitta R. Samant, DIPS 

Communication Centre, Bhubaneshwar. 

□ Messages: The Communication Skills - Matthew 

McKay. 

□ Communication: Principles for a Lifetime (4th 

Edition) - Steven A. Beebe and Susan J. 

Beebe. 

□ Communication: Making Connections (8th 

Edition) - William J. Seiler 

□ My Fair Lady - G.B.Shaw & J Lerner 

WEBSITES 

□ http://en.wikipedia.org/wiki/Communication 
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The web addresses for access the following materials: 

1) For curriculum and syllabus softcopy of 9th class(Level-1) will be available at 

www.psscive.nic.in , www.himachal.nic.in/higher education/ recourse centre/NVEQF & 

www.cive.org 

2) For National occupational standard of concerned sector are available at: 

www.nsdc.org at NOS 

For reporting at District and State: 

3) You will report to your following official from Govt side at your district and state: 

1) School coordinator and Principal of concerned school. 

2) District Project officer cum Principal DIET 

3) District Coordinator Vocational Education (RMSA) at DIET. 

4) Dr. G.N. Chauhan,  State Nodal officer Shimla  

5) Sh. Ghanshyam Chand, State Project Director RMSA. 

4) For Vocational Trainer Providers (VTP)side: 

1) State coordinator 

2) State Project Manager 

3) Company heads 
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jk"Vªh; O;kolkf;d f'k{kk ;ksX;rk :ijs[kk 

{ks=% futh lqj{kk 

,uohbZD;w,Q Lrj 1 ¼d{kk 9½ 

,l,l 101&,uD;w 2012&dk;ZLFky esa lapkj 

v/;kid gLriqfLrdk 

 

 

 iaa-lq-'k- dsUnzh; O;kolkf;d f'k{kk laLFkku 
¼,u-lh-bZ-vkj-Vh dh bdkbZ]ekuo lalk/ku fodkl ea=ky;]Hkkjr ljdkj ds vUrxZr½ 

';keyk fgYl] Hkksiky 



  

 

 

 

 

 

 

 

 

 

 

 

 

   

 

   

      

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

© ia-l-q'k-dsUnzh; O;kolkf;d f'k{kk laLFkku 2012 

;g izdk'ku dkWihjkbV }kjk lqjf{kr gSA dkWihjkbV vf/kfu;e }kjk vuqer iz;kstuksa 

ds vykok turk }kjk iwoZ fyf[kr vuqefr ds fcuk bldk iqu% mRiknu] vaxhdkj] 

bysDVªkWfud Hk.Mkj vkSj lEizs"k.k fuf"k) gSA 
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izLrkouk 

^^dk;ZLFky esa lapkj^^ ij ;g v/;kid gLriqfLrdk ^^'kL= jfgr lqj{kk xkMZ ¼futh lqj{kk {ks=½** dh 

jk"Vªh; O;kolkf;d f'k{kk ;ksX;rk gsrq lqj{kk Kku vkSj dkS'ky fodkl ifj"kn ¼,lds,lMhlh½ }kjk 

fodflr ;ksX;rk iSdst dk ,d Hkkx gSA jk"Vªh; O;kolkf;d f'k{kk ;ksX;rk :ijs[kk ¼,uohbZD;w,Q½ ekuo 

lalk/ku fodkl ea=ky; ¼,e,pvkjMh½] Sa s fo|ky;ksaHkkjr ljdkj dk ,d iz;kl g tk ] O;kolkf;d f'k{kk 

vkSj izf'k{k.k laLFkkuk]sa rduhdh f'k{kk laLFkkuksa] egkfo|ky;ksa vkSj fo'ofo|ky;ksa esa viukbZ tkus okyh 

jk"Vªh; Lrj ij ekU;rk izkIr vgZrk iz.kkyh ds fy, lkekU; fl)kar vkSj fn'kk funsZ'k r; djrk gSA ;g 

ladYiuk dh xbZ gS fd ,uohbZD;w,Q ls vgZrkvksa dh ikjnf'kZrk] fo"ke {ks=h; vf/kxe] Nk= dsafnzr 

vf/kxe vkSj Nk= dks fofHkUu vgZrkvksa ds chp pyu'khyrk dh lqfo/kk dks c<+kok feysxk vkSj bl izdkj 

thou Hkj vf/kxe dks izksRlkgu feyrk jgsxkA  

futh lqj{kk m|ksx esa os ,tsafl;ka ;k yksx 'kkfey gSa tks lafonk ds v/khu yksxksa rFkk laca/kh ,oa ykHk ds 

fy, lqj{kk iznku djrs gSaA 'kL= jfgr lqj{kk xkMZ dks voyksdu] jkss ] ntZ vkSj fjiksVZ djusd dj j[kus

dk dk;Z djuk gksrk gSA ljdkjh vkSj futh lqj{kk ds chp ewwyHkwr varj ;g gS fd ljdkjh lqj{kk 

dkfeZdksa dks dkuwu ds izorZu ds fy, fo/kku }kjk vf/kdkj izkIr gS] fdUrq futh lqj{kk esa ,slk ugha gksrk 

gSA 

jk"Vªh; ikB~;p;kZ :ijs[kk] 2005 esa flQkfj'k dh xbZ gS fd fo|ky;ksa esa fo|kfFkZ;ksa ds thou dks 

fo|ky; ds ckgjh thou ds lkFk tksM+uk vfuok;Z gSA bl fl)kar ds vuqlkj fdrkch v/;;u dh 

ijaijk NksM+ nsuh pkfg, tks gekjs ra= dks yxkrkj ,d vkdkj nssrh vkbZ gS vkSj fo|ky;] ?kj] leqnk; 

vkSj dk;ZLFky ds chp varjky ykrh gSA izk;ksfxd vf/kxe] tks ,d ,slh pØh; izfØ;k gS ftlesa 

voyksdu] izfrfØ;k vkSj dk;Z dks v/;kiu & vf/kxe izfØ;k dk vfuok;Z fgLlk cuk;k tkuk pkfg,A 

Nk=ksa }kjk leL;kvksa dks lqy>kus] v/;kidksa ;k vuqns'kdksa }kjk ekxZnf'kZr gksus ds iz;kl ls os u, Kku 

dk vUos"k.k vkSj [kkst dj ldasaxs rFkk muesa leL;k dks lqy>kus dk dkS'ky fodflr gksxkA 

var%fØ;kRed O;k[;ku] Hkwfedk vfHku;] izdj.k vk/kkfjr v/;;uksa] dk;ksZa] ifj;kstukvksa ,oa dk;Z ds 

nkSjku dh tkus okyh xfrfof/k;ksa lfgr f'k{kk foKku dh ,d ijkl tks Nk=ksa dks O;kid] rduhdh vkSj 

O;kolkf;d Kku iznku djsaxh rFkk Nk= dsfUnzr vf/kxe dks iks"k.k nsus ds fy, v/;kidksa rFkk vuqns'kdksa 

}kjk bu dkS'kyksa dks viuk;k tkuk pkfg,A 

bl iz;kl dh lQyrk mu dneksa ij fuHkZj djrh gS tks fo|ky;ksa ds v/;kid vius vf/kxe dks n'kkZus 

rFkk dkYifud vkSj dk;Z ds nkSjku dh tkus okyh xfrfof/k;ksa rFkk iz'uksa dks vkxs c<+kus ds fy, vius 

cPpkssa dks izksRlkgu nsus ds fy, mBk,axsA dkS'ky fodkl vH;klksa vkSj ekU;rkvksa ,oa jpukRedrk ds 

iks"k.k esa Nk=ksa dh Hkkxhnkjh rHkh laHko gS ;fn ge vf/kxe esa cPpksa dks Hkkxhnkj ds :i esa 'kkfey djsa 

vkSj os ek= lwpuk ds xzkgh ugha cusaA ;s y{; fo|ky; dh nSfud fnup;kZ rFkk dk;Z'kSyh esa i;kZIr 

cnyko ykrs gSaA izfrfnu dh le; rkfydk esa uE;rk xfrfof/k;ksa ds dk;kZUo;u esa lfØ;rk cuk, j[kus 

ds fy, vfuok;Z gksxh vkSj v/;kiu vkSj izf'k{k.k ds fy, v/;;u fnolksa dh vko';d la[;k dks c<+k;k 

tk,xkA 

f'k{kk vkSj izf'k{k.k ds {ks= esa v/;kidksa vkSj vU; i.k/kkfj;ksa }kjk fn, x, lq>ko gekjs fy, vR;ar 

egRoiw.kZ gksaxs tks v/;kid gLriqfLrdk esa xq.kkRed lq/kkj ykus esa lgk;rk nsaxsA 
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vkHkkj 

ge izks- ijohu flaDys;j] funs'kd] jk"Vªh; 'kSf{kd vuqla/kku vkSj izf'k{k.k ifj"kn ¼,ulhbZvkjVh½] izks- vkj-

ch-] f'koxqaMs] la;qDr funs'kd] ia- laq- ‘k- dsanzh; O;kolkf;d f’k{kk laLFkku ¼ih,l,llhvkbZohbZ½] Jh clkc 

cuthZ] izeq[k] ekud vkSj xq.koÙkk vk'oklu] jk"Vªh; dkS'ky fodkl fuxe dks muds }kjk iznku fd, 

x, ekxZn'kZu ds fy, /kU;okn nsrs gSaA 

ge dqaoj foØe flag] v/;{k] lqj{kk Kku vkSj dkS'ky fodkl ifj"kn ¼,lds,lMhlh½] ysf¶VusaV tujy 

,l- ,l- pgy ¼lsokfuo`Ùk½] mi vf/k'kklh vf/kdkjh] ,lds,lMhlh] vkSj estj tujy HkwisUnj flag ?kks=k 

¼lsokfuo`Ùk½] eq[; izpkyu vf/kdkjh] ,lds,lMhlh dks muds }kjk fn, x, ekxZn'kZu vkSj lgk;rk ds 

fy, gkfnZd vkHkkj vkSj /kU;okn nsrs gSaA 

Jherh yhuk diwj] ;wfuQk;lZ lks'ky oasplZ izk- fy-] Mh&253] loksZn; ,UDyso] ubZ fnYyh & 110017 

}kjk bl bdkbZ ds fodkl esa muds dBksj iz;klksa vkSj izfrc)rk gsrq /kU;okn dh ik= gSaA 

ge MkWDVj fou; Lo:i egjks=k] ,lks s- izksQslj vkSj izeq[k] ikB~;p;kZ fodkl vkSj ewY;kadu dsUnz] ih-,l-

,l-lh-vkbZ-oh-bZ- vkSj duZy ¼lsokfuo`Ùk½ ris'k panz lsu] mi funs'kd] ,lds,lMhlh] ds izfr vkHkkjh gSa 

ftUgksaus lkexzh dks vafre :i nsus rFkk gLriqfLrdk ds laiknu esa i;kZIr ;ksxnku fn;k gSA 
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s gLriqfLrdk d ckjs esa 

;g gLrIkqfLrdk v/;kidksa dks Hkkjr dh lqj{kk Kku vkSj dkS'ky fodkl ifj"kn ¼,lds,lMhlh½ }kjk 

fufnZ"V ^^'kL= jfgr lqj{kk xkMZ**¼futh lqj{kk {ks=½ ds fy, O;kolkf;d ekud iwjs djus gsrq Nk=ksa ds 

v/;kiu vkSj izf'k{k.k esa lgk;rk nsus ds fy, gSA O;kolkf;d ekudksa esa crk;k x;k gS fd O;fDr;ksa dks 

D;k tkuus] le>us vkSj bl izdkj viuh fo'ks"k dk;Z Hkwfedk ;k dk;ksZa dks iwjk djus dh t:jr gksrh 

gSA ;s ,sls ekud gSa ftUgsa O;fDr;ksa dks dk;Z LFky ij fofHkUu dk;Z djus ds nkSjku vko'; iwjk djuk 

pkfg,A ^^dk;ZLFky esa lapkj** ij ekWM~;wy esa fuEUkfyf[kr 'kL= jfgr lqj{kk xkMZ ¼futh lqj{kk {ks=½ esa 

rRoksa sa] Kku vkSj dkS'ky dks 'kkfey fd;k x;k gSA ] fu"iknu ekun.Mk

bdkbZ dksM ,lds,l @ ,u 001 

bdkbZ 'kh"kZd cqfu;knh lqj{kk izFkkvksa ds vuqlkj lqj{kk dk;Z 

rRo fu/kkZfjr lqj{kk dk;Z iwjs djuk 

fu"iknu ekun.M ihlh 03 % [krjksa vkSj vkikrdkyhu fLFkfr;ksa 

fjiksVZ djuk 

ds ckjs esa izfrfØ;k vkSj 

dksj @ lkekU; dkS'ky ,l, 1 % ?kVuk,a fjdkWMZ vkSj fjiksVZ djuk 

,l, 2 % lapkj dkS'ky 

bdkbZ dksM ,lds,l @ ,u 0003 

bdkbZ 'kh"kZd yksxksa] laifÙk vkSj ifjljksa dh futh j[kokyh lsok iznku djuk 

rRo ukfer ifjljkas dh [kkst djuk 

fu"iknu ekun.M ihlh 14 % [kkst ds nkSjku lapkj cuk, j[kuk 

Kku vkSj le> ¼ds½ 

laxBukRed lanHkZ ds, 3 % lapkj ds miyC/k lk/ku 

rduhdh @ iz{ks= Kku dsch 4 % lapkj midj.kksa dk mi;ksx 

dkS'ky 

dksj @ lkekU; dkS'ky ,l, 3 % izHkkoh :i ls lapkj djuk 

O;kolkf;d dkS'ky ,lch 2 % ?kVuk,a lgh :i esa fjiksVZ vkSj fjdkWMZ djuk 

bdkbZ dksM ,lds,l @ ,u 0004 

bdkbZ 'kh"kZd ¼dk;Z½ fufnZ"V ifjljksa esa fu;af=r igqap 

rRo ifjljksa esa fu;af=r izos'k vkSj fuxZr 

fu"iknu ekun.M ihlh 1 % midj.k ds mi;ksx ds lkFk vkSj blds fcuk ifjljksa eas igqap ij 

fu;a=.k ls lacaf/kr laxBukRed izfØ;kvksa dk ikyu djukA 

Kku vkSj le> ¼ds½ 

rduhdh @ iz{ks= Kku dsch 6 % dSls i<+as vkSj fy[ksa 

dkS'ky 

O;kolkf;d dkS'ky ,lch 1 % fofHkUUk izdkj ds igpku i=ksa dks igpkuuk vkSj i<+uk 
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,lch 4 % cqfu;knh lapkj dkS'ky vkSj f'k"Vkpkj 

bdkbZ dksM ,lds,l@,u 0006 

bdkbZ 'kh"kZd fufnZ"V {ks=ksa esa fu;af=r ikfdZaax 

rRo fufnZ"V {ks=ksa esa ikfdZax djuk 

fu"iknu ekun.M ihlh 4 % miyC/k ikfdZax {ks=ksa eas okgu pkydksa dk ekxZn'kZu 

Kku vkSj le> ¼ds½ 

rduhdh @ iz{ks= Kku dsch 8 % lapkj midj.k dk mi;ksx 

dkS'ky 

dksj @ lkekU; dkS'ky ,l, 3 % izHkkoh lapkj 

bdkbZ dksM ,lds,l @ ,u 007 

bdkbZ 'kh"kZd lqj{kk ,LdkWV~lZ 

rRo bZ 1 % lqj{kk ,LdkWVZ M~;wVh fuHkkuk 

bZ 2 % lqj{kk vkSj fujkinrk dks izHkkfor djus okyh ?kVukvksa ij izfrfØ;k 

nsuk 

fu"iknu ekun.M ihlh 4 % vuqns'k ds vuqlkj lapkj dk j[kj[kko 

ihlh 7 % lapkj vkSj lgk;rk dh ryk'k 

Kku vkSj le> ¼ds½ 

rduhdh @ iz{ks= Kku dsch 4 % lapkj ds lk/ku 

dkS'ky 

dksj @ lkekU; dkS'ky ,l, 2 % lapkj midj.k dk mi;ksx 

bdkbZ dksM ,lds,l @ ,u 008 

bdkbZ 'kh"kZd LokLF; vkSj lqj{kk 

rRo vkx nq?kZVukvksa ds fy, izfrfØ;k 

fu"iknu ekun.M ihlh 13 % ofj"B vf/kdkfj;ksa vkSj vkikrdkyhu lsok laxBuksa dks vkx  dh 

nq?kZVukvksa dh fjiksVZ nsuk 

Kku vkSj le> ¼ds½ 

rduhdh @ iz{ks= Kku dsch 14 % izHkkoh :i ls lapkj 

dkS'ky 

dksj @ lkekU; dkS'ky ,l, 5 % vkx nq?kZVuk ij izfrfØ;k 

,l, 7 % izHkkoh lapkj 

bdkbZ dksM ,lds,l @ ,u 009 

bdkbZ 'kh"kZd ¼dk;Z½ okf.kfT;d rSukfr;ksa esa lqj{kk 

rRo okf.kfT;d iz{ks=ksa esa lqj{kk ds dk;Z djuk 

fu"iknu ekun.M ihlh 4 % lacaf/kr i.k/kkfj;ksa ds lkFk izHkkoh lapkj 
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Kku vkSj le> ¼ds½ 

rduhdh @ iz{ks= Kku dsch 3 % lapkj dh fof/k;ka vkSj iz;qDr midj.k 

dkS'ky 

dksj @ lkekU; dkS'ky ,l, 2 % xzkgdksa @ i.k/kkfj;ksa ds izfr fouez vkSj lgk;d cusa 

,l, 3 % xzkgdksa @ i.k/kkfj;ksa ds lkFk izHkkoh lapkj 

O;kolkf;d dkS'ky ,lch 2 % lapkj vkSj fjiksVZ 

,lch 4 % lqj{kk vkSj lapkj midj.k dk mi;ksx fufnZ"V fof/k ls djsaA 

bdkbZ dksM ,lds,l @ ,u 0010 

bdkbZ 'kh"kZd vkS|ksfxd rSukfr;ksa esa lqj{kk 

rRo vkS|ksfxd iz{ks=ksa esa lqj{kk ds dk;Z djuk 

fu"iknu ekun.M ihlh 4 % lapkj 

Kku vkSj le> ¼ds½ 

rduhdh @ iz{ks= Kku dsch 3 % lapkj fof/k;ka vkSj midj.kksa dk mi;ksx 

dkS'ky 

O;kolkf;d dkS'ky ,lch 2 % iznku fd, x, midj.k ds lkFk lapkj 

bdkbZ dksM ,lds,l @ ,u 0011 

bdkbZ 'kh"kZd Lo;a rFkk laxBu dh ldkjkRed izLrqfr 

rRo laxBu dh rS;kjh vkSj O;ogkj ds ekudksa dk ikyu djuk 

fu"iknu ekun.M ihlh 7 % laxBu dh ^^feysa vkSj vfHkoknu djsa** izfØ;k dk ikyu djuk 

Kku vkSj le> ¼ds½ 

rduhdh @ iz{ks= Kku dsch 1 % lapkj midj.k dk mi;ksx 

vkidks ;g lqfuf'pr djuk gksxk fd ekWM~;wy esa fn, x, l= iwjs gksus ij izR;sd Nk= fuEufyf[kr 

fu"iknu ekud iwjs djrk gS % 

fu"iknu ekud gka ugha 

lapkj pØ ds rRoksa  igpku djuk 

lapkj pØ dk fp= cukuk 

o.kZukRed izfrfØ;k iznku djus ds fy, ,d okD; fuekZ.k djuk 

fof'k"V izfrfØ;k iznku djus ds fy, ,d okD; fuekZ.k djuk 

dk;ZLFky ij lapkj esa ck/kkvksa dh ,d lwph ladfyr djuk 

lapkj esa ck/kkvksa dks nwj djus ds fy, dk;Zuhfr;ksa ds p;u ds fy, Kku dk izn'kZu 

xzkgh }kjk vko';d lHkh rF;ksa dks izsf"kr djus okys ,d okD; dk fuekZ.k djuk 

fof'k"V lans'k ds lkFk okD; fuekZ.k djuk 

xzkgh dks lans'k izkIr gksus ij mlds  izfr vknj n'kkZus dk O;ogkj 

ekSf[kd lapkj dh fof/k;kas dh igpku 
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vekSf[kd lapkj dh fof/k;kas dh igpku 

Loj vkSj fip esa cnyko ds lkFk ,d Hkk"k.k nsuk 

fnu ds le; dks /;ku esa j[krs gq, fouezrk vkSj mfpr vfHkoknu 

vekSf[kd lapkj dh LFkk;h fo'ks"krkvksa dh lwph 

vekSf[kd lapkj dh xfr'khy fo'ks"krkvksa dh lwph 

VsyhQksu ls lacaf/kr f'k"Vkpkj viuk,a 

lqj{kk m|ksx esa bLrseky ykWx cqd dh igpku djuk 

lqj{kk m|ksx ds fy, vke fjiksVksZa dks igpkuuk 

ykWx cqd ds izk:i esa visf{kr tkudkjh Hkjsa 

lqj{kk m|ksx esa ,d fo'ks"k fLFkfr ds fy, mi;qDr 'kCnksa ds lkFk izHkkoh lapkj djsa 

lapkj ds fy, cqfu;knh lqj{kk midj.kksa dk lapkyu djsa 
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v/;kidksa ds fy, lkekU; funsZ'k 

 izf'k{k.k vk;ksftr djus ls igys v/;kid gLriqfLrdk dks /;ku ls i<+saA 

 l= ;kstuk dk dBksjrkiwoZd ikyu djsaA 

 laxr Kku vkSj fd, tkus okys dkS'kyksa ds lkFk vPNh rjg ls ifjp; izkIr djsaA 

 lqfuf'pr djsa fd f'k{k.k vkSj izf'k{k.k ds fy, lHkh lkefxz;ka @ lgk;d lkefxz;ksa @vko';d 

midj.k miyC/k gSaA 

 iz;kstu dks le>k dj dkS'ky dk ifjp; nsaA 

 fooj.k esa izfrHkkfx;ksa dks izR;sd pj.k foLrkj ls le>krs gq, dkS'kyksa dk izn'kZu djsaA 

 Nk=ksa dks iz'u iwNus dk vkea=.k nsaA 

 Nk=ksa ls Lo;a dkS'kyksa dk vH;kl djus ds fy, dgsa vkSj muds dk;Z fu"iknu dk vodyksdu 

djsaA 

 Nk=ksa dks jpukRed izfrfØ;k nsaA 

 d{kk esa dk;Z fu"iknu ds nkSjku Nk=ksa ds lkeus vkus okyh leL;kvksa ij ppkZ djsaA 

 eq[; vf/kxe dk lkjka'k djsaA 

 lqfuf'pr djsa fd izR;sd l= ds var esa eq[; vf/kxe xzg.k fd;k x;k gS vkSj fu"iknu ekud iwjs 

fd, x, gSaA 

 ;g lqfuf'pr djus ds fy, Nk=ksa dh dk;Z iqfLrdk dh fu;fer tkap djsa fd lHkh vH;kl le; 

ij iwjs fd, tk jgs gSaA 

 lqfuf'pr djsa fd lHkh izfrHkkxh Nk= dk;Z iqfLrdk esa fn, x, vko';d vkdyu iwjs djrs gSaA 

 ges'kk izfrHkkfx;ksa dks izksRlkgu nsaA mUgsa ppkZ] iz'u & mÙkj l= vkSj dk;Z mUeq[k xfrfof/k;ksa esa 

lfØ; :i ls layXu gksus ls dHkh fu#Rlkfgr ugha djsaA 
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izLrkouk 3 

vkHkkj 4 

gLriqfLrdk ds ckjs esa 5 

v/;kidksa ds fy, lkekU; funsZ'k 9 

l= 1 % lapkj pØ ds rRoksa dh igpku djuk 11 

l= 2 % izfrfØ;k iznku djuk 17 

l= 3 % lapkj dh ck/kkvksa ls mcjuk 23 

l= 4 % lapkj ds fl)kar ykxw djuk 30 

l= 5 % ekSf[kd vkSj vekSf[kd lapkj ds rRo ykxw djuk 34 

l= 6 % lapkj midj.k vkSj pSuyksa dk mi;ksx 41 

'kCnkoyh 51 

i<+us ds fy, lq>ko 55 
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tt1 

l= 1 % lapkj pØ ds rRoksa dh igpku djuk 

laxr Kku lapkj ;g ekSf[kd vkSj fyf[kr :i esa fopkjksa] Hkkoukvksa vkSj 

rF;ksa dh vfHkO;fDr vkSj O;k[;k djus dh {kerk gSA ;g Hkk"kk 

dh n`f"V ls lkekftd] lkaLÑfrd vkSj dk;Z lanHkZ dh jsat esa 

mi;qDr rjhds ls var%fØ;k dk lk/ku Hkh gSA ;g lanHkksZa] 

laLÑfr;ksa sa vkSj ehfM;k dh fofo/krkvks ds vanj vkSj ] fof/k;k a 

buds chp vFkZ mRiUu djus esa lans'k dk mi;ksx gSA ;g 

egRoiw.kZ rjhdk gS ftlds tfj, rF;ksa] fopkjksa] vuqHkoksa vkSj 

vuqHkwfr;ksa dks vkil esa ckaVk vkSj vknku iznku fd;k tkrk gSA 

ekuo lapkj ekSf[kd vkSj vekSf[kd nksuksa gSA ekSf[kd lapkj esa 

fyf[kr vkSj ekSf[kd nksuksa lapkj 'kkfey gaS tcfd vekSf[kd 

lapkj esa 'kkjhfjd gko Hkko] psgjs dh vfHkO;fDr vkSj rLohjsa 

'kkfey gSaA 

izHkkoh lapkj dsoy rHkh gksrk gS ;fn xzkgh mlh lwpuk ;k 

fopkj dks Bhd Bhd le> tkrk gS ftls izs"kd Hkstus dk bPNqd 

gSA blesa mfpr midj.k dk mi;ksx] mi;qDr O;fDr dks 

tkudkjh nsuk vkSj izHkkoh :i ls lapkj 'kkfey gSA lapkj esa 

#dkoV ;k rks lapkj ds dkS'kyksa esa deh ;k ,d fujarj fopkj 

izfØ;k esa deh ds dkj.k vkrh gSA ;g lapkj usVodZ esa #dkoV 

ds dkj.k Hkh gks ldrk gSA lapkj ds rhu egRoiw.kZ Hkkx gSa & 

laizs"k.k] lquuk vkSj izfrfØ;kA 

lapkj ds rRo 

,d lapkj pØ ds fofHkUu rRo bl izdkj gSa % 

 izs"kd % izs"kd lans'k nsrk gS ;k dksM djrk gS] mnkgj.k ds 

fy, ;k ^^ueLdkj egksn; @ egksn;k^^ dgdj vfrfFk ;k 

xzkgd dk vfHkoknu djrk gSA 

 lans'k % bl ekeys esa lans'k ^^ueLdkj egksn; @ egksn;k^^ 

gS] ftls lapkj dh lkexzh ds :i esa tkuk tkrk gSA 
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l 

 ek/;e % bl pSuy dks lapkj ds fy, mi;ksx fd;k tkrk 

gSA ;g fuEufyf[kr esa ls fdlh Hkh :i esa gks ldrk gS & 

ekSf[kd] vekSf[kd] lfp=] izrhdkRed ;k fyf[krA 

 xzkgh % xzkgh vkus okys lans'k ;k Hkko dks fMdksM djrk gS] 

bldk vuqokn vkSj izLrqfr djrk gS tks mÙkj ;k izfrfØ;k 

ds :i esa ckgj vkrk gSA 

 izfrfØ;k % xzkgh fdl izdkj bl ij izfrfØ;k ;k vuqfØ;k 

nsrk gS] bls izfrfØ;k dgrs gSaA ;g izsf"kr dh tkus okyh 

lwpuk dk izHkko] mÙkj ;k izfrfØ;k gSA 

lapkj pØ 

lapkj pØ la{ksi esa lapkj dh izfØ;k gSA 

izs”kd 

izfrfØ;k lans'k 

dksM gVkuk dksM cukuk 

xzkgh ek/;e @ pSuy 

LykbM 1 % lapkj pØ ds rRo 
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C 'Ill 

Email 

Books F 

Ik= 

bZ&esy 

fjdkWMZl@ 

fjiksVZ~l 

VsyhQksu 

eksckby 

Qksu 

bZih,ch,Dl 

iz.kkyh 

ohfM;ks 

dkWUÝsal 

s"kd^^ vius lans'k dk 'kCnks ^^budksM^^ djrk g^^iz s a esa S vkSj dksM 

ds :i esa lans'k dks cksyrk ;k fy[krk gS vkSj rc ^^lans'k^^ Hkstk 

tkrk gS ;g lans'k VsyhQksu] ohfM;ks dkaÝsaflax] i=ksa] bZ&esy] 

cSBdksa sa fjdkWMZ~l vkj fjiksVZ tSls ek/;eksa l Hkstk tkrk ] Kkiuk] S s 

gSA rc bl lans'k dks ^^xzkgh^^ }kjk ^^fMdksM** djrs gq, lquk ;k 

i<+k tkrk gS rkfd irk yxk;k tk lds fd izs"kd D;k dguk 

pkgrk gSA 

,d izHkkoh lapkj pØ e]sa xzkgh Hkk"kk vkSj lans'k dks mlh izdkj 

le>rk gSa ftl izdkj izs"kd bls crkuk pkgrk gSA 'kCn] Vksu 

dh xq.koÙkk] 'kkjhfjd gko Hkko vkfn mlh lans'k dks izsf"kr djrs 

gSa vkSj Hkstus dh izfØ;k esa dksbZ foÑfr ;k gkfu ugha gksrh vkSj 

izs"kd mlh izdkj okil mÙkj nsrk gS] ftl izdkj mls ;g lans'k 

izkIr gqvk FkkA 

vYi lans’k lsok pSV 

baVjusV bZ&esy 

iqLrdsa QSDl 

VsyhQksu lsVykbV 

jsfM;ks 
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~ L__I _ _____.I ""-. 

I I 

* 

l= ;kstuk 1 Vh1 % ikjLifjd O;k[;ku 

1. l= fo"k; % lapkj pØ ds 

rRoksa dh igpku 

2. mís'; % lapkj pØ ds rRoksa 

dh igpku ds fy, Nk=ksa ds 

Kku] dkS'ky vkSj {kerkvksa 

dk fodkl 

3. Lkkexzh @ midj.k 

vko’;drk,a % pkVZ] Ldsp 

isu] :ylZ] daI;wVj] LykbM] 

LykbM izLrqrhdj.k ds fy, 

[kqys lzksr 

lkW¶Vos;j] ,ylhMh 

izkstsDVjA 

4. rS;kfj;ka 

 bl gLriqfLrdk ds var esa nh 

xbZ 'kCnkoyh dks i<+sa 

 lHkh lkefxz;ksa dks igys ls 

O;ofLFkr djsa 

5. f'k{k.k@izf'k{k.k fof/k % 

vof/k % 1 ?kaVs 

izfØ;k 

1. O;k[;ku ds fy, fcanqvksa dh rS;kjh djsaA 

2. fOk"k; dk ifjp; nsaA 

3. Nk=kssasa a sa dks O;k[;ku ;k izLrqfr dk mís'; crkdj ,d 

'kq:vkr djsaA 

4. d{kk esa fo"k; dk ifjp; nsa vkSj Nk=ksasasa sa dks laxr Kku 

iznku djsaA 

5. CySdcksMZ@OgkbVcksMZ ij lapkj pØ cuk,a vkSj Nk=ksasasa sa dks 

izR;sd rRo ds ckjs esa crk,a@lapkj pØ ij ,d LykbM 

cukdj izLrqr djsa vkSj Nk=ksa dks ;g le>k,aA 

6. fo"k; dk fLFkfr ls laca/k cuk,a vkSj iz'u iwNsa 

7. fof'k"V mnkgj.k izLrqr djAsa

8. fo"k; ls lacaf/kr iz'uksa dks iwN dj Nk=ksasasa sa dks volj nsrs 

gq, blesa 'kkfey djsaA 

9. Nk=kssasa a sa ds iz'uksa dk Li"Vhdj.k djAsa

10. fo"k; dk lkjka'k vkSj eq[; fcanqvksa ds egRo dks le>k,aA 

lans'k Hkstk x;k 

fopkj mRiUu 

lans'k le>k 

x;k 
lans'k dksM esa 

lans'k dk dksM 

le>uk 

lans'k izkIr 
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Vh 2 % Hkwfedk fuHkkuk 

,d ^^jksy Iys djsa^^ vius Nk=ksa dks lapkj pØ ds fofHkUu rRoksa 

ds ckjs esa le>k,aA vkius Nk=ksa ls izHkkoh lapkj ds N% egRoiw.kZ 

fl)karksa ds ckjs esa iwNsaA tks fuEufyf[kr gSa % 

1. lwpuk Li"V lans'k ds :i esa Hkstuh pkfg,A 

2. lans'k le; ij Hkstuk pkfg,A 

3. lans'k iwjk gksuk pkfg,A 

4. lans'k laf{kIr gksuk pkfg,A 

5. lans'k rF;kRed gksuk pkfg,A 

6. lans'k 'kq) gksuk pkfg,A 

vki Hkwfedk fuHkkus dk lapkyu djus ds fy, bl ifjn`'; dk 

mi;ksx dj ldrs gSa 

ifjn`'; 

,chlh daiuh ds lqj{kk vf/kdkjh us izos'k }kj ij okgu dks 

jksddj iwNk] ueLdkj egksn;! D;k eSa vkidh enn dj ldrk 

gwa\^^ Jh foØe ds pkyd us mÙkj fn;k] th gka! foi.ku foHkkx 

ds mik/;{k ds lkFk gekjh cSBd gS^^A lqj{kk vf/kdkjh us 

uezrkiwoZd mÙkj fn;k] ^^dksbZ ckr ugha egksn;] Ñi;k dqN le; 

ds fy, viuk okgu ikfdZax ds ckbZa vksj [kM+k djsa vkSj eSa ns[k 

ysrk gwa fd mik/;{k egksn; miyC/k gSaA Jh foØe us mÙkj 

fn;k] ^^/kU;okn egksn;^^A 

Vh 3 % vH;kl l= 

vius Nk=ksa dks lapkj pØ cukus ds fy, dgsa vkSj os vius Nk= 

iksVZQksfy;ks ds Hkkx ds :i esa bls tek djAsa Nk=ksa 
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a 

I I I 

la{ksi izLrqfr ¼20 feuV½ 

1. d{kk esa ppkZ djsa fd xfrfof/k;ksa ls Nk= D;k lh[k jgs gSaA 

2. vki bl rjg ds iz'u iwN ldrs gSa tSls 

(i) lapkj pØ D;k gS\ 

(ii) lapkj pØ ds fofHkUu rRo D;k gS\ 

(iii) lapkj pØ dks le>us esa izHkkoh lapkj D;ksa egRoiw.kZ 

gS\ 

vkdyu xfrfof/k;ks ds fy, tkap lwph 

fuEufyf[kr tkaplwph dk mi;ksx djrs gq, ns[ksa fd D;k vkids 

Nk= vkdyu xfrfof/k ds fy, lHkh vko';drk,a iwjh djrs gSa% 

Hkkx d 

Nk= buds chp varj dj ldrk gS 

¼d½ izs"kd vkSj izkfIrdrkZ 

¼[k½ fopkj vkSj lans'k 

Hkkx [k 

Nk= fuEufyf[kr iz'uksa dk mÙkj ns ldrs gSa % 

¼d½ lapkj pØ D;k gS\ 

¼[k½ lapkj pØ ds fofHkUu rRo D;k gaS\ 

¼x½ izHkkoh lapkj esa lapkj pØ dks le>uk egRoiw.kZ D;ksa gS\ 

Hkkx x 

Nk= lkekU;] rduhdh] O;kolkf;d vkSj laxBukRed Kku 

iznf'kZr djrs gSa rkfd os visf{kr ekudksa dk fu"iknu dj ldsaA 

fu"iknu ekudksa esa ;g 'kkfey gks ldrk gSa fdarq ;g bl rd 

lhfer ugha gS % 

fu"iknu ekud gka ugha 

lapkj rRo ds pØksa dh igpku djsaA 

lapkj pØ dk fp= cuk,aA 
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-
l= 2 % izfrfØ;k iznku djuk 

laxr Kku izfrfØ;k ls izs"kd dks mlds lapkj dh izHkko'khyrk dk irk 

yxrk gSA tks O;fDr lapkj dkS'ky esa izf'kf{kr ugha gSa] os fcuk 

fdlh vfHkizk; ds izfrfØ;k nsrs gSaA tcfd] tks O;fDr lapkj esa 

izf'kf{kr gSa] muds fy, izfrfØ;k ,d ,slk lk/ku gS tks lquus 

vkSj Hkstus okys ds chp lapkj dks izHkkoh cukrk gSA izfrfØ;k 

nsuk vkSj ysuk ,sls dkS'ky gSa ftUgsa lh[kk tk ldrk gSA vkb, 

izfrfØ;k dh fo'ks"krkvksa ij fopkj djsaA izfrfØ;k dh dqN 

fo'ks"krk,a bl izdkj gSa % 

 ewY;kadu ds LFkku ij o.kZukRed gS % o.kZukRed izfrfØ;k 

O;ogkj cnyus dh t:jr dk mYys[k gksrk gS] tcfd 

ewY;kadu izfrfØ;k fu.kZ; ysrh gSa] tks O;ogkj cnyus esa 

enn ugha djrh gSA 

 ;g lkekU; ds LFkku ij fo'ks"k gS % izfrfØ;k fof'k"V :i 

esa gksuh pkfg, ftlls xzkgh dks ml {ks= dks irk yx lds 

ftls laHkkyus dh t:jr gSA 

 ;g cnyus ;ksX; O;ogkj dh vksj funsZf'kr gS % O;ogkj ds 

oSdfYid rjhdksa dks crkus okyh izfrfØ;k tks O;fDr;ksa dks 

pquus vkSj vius O;ogkj esa ifjorZu ykus dh lqfo/kk nsrh 

gSA ;g lqfuf'pr djrh gS fd O;ogkj ges'kk ds fy, cny 

x;k gSA 

 ;g vf/kjksfir djus ds LFkku ij ekaxh tkrh gS % ;g 

izfrfØ;k rc cgqr egRoiw.kZ gS tc xzkgh us vius vki 

iz'uksa dh rS;kjh dh gS] ftuds mÙkj mls ns[kus okys yksx ns 

ldrs gSaA 

 ;g lgh le; ij nh tkrh gS % lkekU;r%] izfrfØ;k cgqr 

egRoiw.kZ gksrh gS ;fn ;g le; ij nh tkrh gS ;k lcls 

igys volj ij nh tkrh gSA 

 Li"V lapkj lqfuf'pr djus ds fy, tkap dh tkrh 
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gSa % ;g tkapus ds fy, fd xzkgh us lans'k dks Li"V :i 

ls izkIr fd;k gS] xzkgh ls ml izfrfØ;k dks nksckjk cksyus 

ds fy, dgk tkrk gS tks mls izkIr gqbZ gS vkSj ns[kk tkrk 

gS fd ;g izs"kd ds eu dh ckr ds laxr gSaA 

Nk=kssasa a dks vkidks rhu igyqvksa dks crkus dh vko';drk gS tks 

os ges'kk jpukRed izfrfØ;k nsus ls igys /;ku esa j[kAsa

(i) rVLFk vkSj bZekunkj ¼rF;ksa ij dk;e jgsa½ voyksduA 

(ii) oSdfYid izLrko ;k mnkgj.k ds lkFk viuh ckr lkfcr 

djsaA 

(iii) fodYi ls ykHk n'kkZ,aA 

blh rjg] blds vykok vkidks tksj nsuk pkfg, fd mUgsa 

izfrfØ;k izkIr djrs le; ml izfrfØ;k ds rhu i{kksa ij 

ges'kk fopkj djuk pkfg,A 

(i) /;kuiwoZd lqusa fd vU; O;fDr D;k dg jgk gSA 

(ii) ;fn Li"Vhdj.k dh vko';drk gS rks iz'u iwNAsa

(iii) j{kkRed ;k HkkoukRed uk cusaA 
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l= ;kstuk 2 Vh 1 % ikjLifjd O;k[;ku 

1- l= fo"k; % izfrfØ;k nsuk 

2- mís'; % izfrfØ;k nsus esa Nk=ksa 

ds Kku] dkS'ky vkSj {kerkvksa 

dk fodkl djukA 

3- Lkexzh @ midj.k 

vko’;drk,a % pkVZ] Ldsp 

isu] :ylZ] daI;wVj] LykbM] 

LykbM izLrqrhdj.k ds fy, 

[kqys lzksr lkW¶Vos;j] ,ylhMh 

izkstsDVj] dqlhZA 

4- rS;kfj;ka 

 bl gLriqfLrdk ds var esa nh 

xbZ 'kCnkoyh dks i<+sa 

 ikjLifjd O;k[;ku ds fcanq 

rS;kj djsaA 

 [ksy ds fy, igys ls 

vkÑfr;ka rS;kj djsaA 

5- f'k{k.k@izf'k{k.k fof/k % 

vof/k % 2 ?k.Vs 

izfØ;k 

1. fo"k; dk ifjp;A 

2. Nk=kssasa a dks O;k[;ku ;k izLrqfr dk mís'; crkdj ,d 

'kq:vkr djsaA 

3. d{kk esa fo"k; dk ifjp; nsa vkSj Nk=ksa dks laxr Kku 

iznku djsaA 

4. Nk=kssasa a dks izfrfØ;k dh fo'ks"krk,a le>k,aA 

5. izfrfØ;k nsrs le; fopkj esa ysus okys i{kksa ds mnkgj.k 

nsaA 

6. izfrfØ;k ysrs le; fopkj esa ysus okys i{kksa ds mnkgj.k 

nsaA 

7. fo"k; dk lkjka'k vkSj eq[; fcanqvksa ds egRo dks le>k,aA 

8. ;g lqfuf'pr djsa fd izR;sd Nk= izfrfØ;k dk vFkZ 

le>rk gSA 

9. fof'k"V mnkgj.k izLrqr djsaA 

10. Nk=ksasasa sasa dks fo"k; ls lacaf/kr iz'u iwNdj mUgsa 'kkfey gksus 

dk volj nsaA 

11. vki bl izdkj ds iz'u iwN ldrs gSa 

¼d½ izfrfØ;k D;k gS\ 

¼[k½ lapkj esa izfrfØ;k egRoiw.kZ D;ksa gS\ 
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Vh 2 % [ksy 

fp= 1 

fp= 2 

Li"V :i ls cksyssa vkSj cgqr 

tYnh ugha cksysaA 

dqN nwljs rjhds ls tkudkjh 

nksgjk,a 

vof/k % 2 ?k.Vs 

bl [ksy dks [ksyus ds fy, vius Nk=ksa ls dgsaA 

izfØ;k 

1. ;g [ksy tksM+s esa [ksyk tk,xkA ;g nks pØksa esa [ksyk 

tk,xkA bl [ksy ds fy, dejs esa j[kh dqflZ;ksa dks tksM+s esa 

j[kk tk,xk] izfrHkkfx;ksa ls dejs esa QSy dj [kM+s gksus ds 

fy, dgk tk,xkA dqflZ;ksa dks ,d nwljs ds ihNs yxk,a] 

rkfd tc izfrHkkxh cSBsa rks ,d nwljs ds ihNs mudh ihB 

gksxhA 

2. tksMs+ esa] ,d izfrHkkxh dk uke , vkSj nwljs dk ch v{kj ls 

j[kk tk,xkA bl izf'k{k.k [ksy esa lHkh ^^,** okys yksxksa dks 

dkxt ij vkÑfr 1 nh tkrh gSA bl vkÑfr dks 

vko';drk ds vuqlkj cnyk tk ldrk gSA bl [ksy esa 

lHkh ^ch* okys yksxksa dks ,d [kkyh dkxt vkSj isu ;k 

isafly fn, tkrs gSaA 

3. igys nkSj esa ^,* lewg ls mEehn dh tkrh gS fd os vius 

gkFkksa ls b'kkjk djds ^ch* dks crk,axs rkfd os mUgsa fn, 

x, dkxt ij bldh izfr cuk ldasA bl nkSj esa ,d ck/kk 

Mkyh tkrh gSA 

4. ^ch* ls dgk tkrk gS fd bl nkSj dks [ksyrs le; og 

vkil esa ckr ugha djsaA mUgsa dsoy lquuk vkSj ^,* }kjk 

fn, x, vuqns'kksa ds vuqlkj fp= cukuk gSA 

5. lHkh yksxksa ds nkSj iwjs gks tkus ij ^ch* viuh cukbZ xbZ 

vkÑfr ^,* dks fn[krs gSaA ,slk cgqr de gksrk gS fd 

vkÑfr lgh cukbZ tk,A ^ch* }kjk cukbZ xbZ rLohj ij 

FkksM+k galh etkd gksrk gSA [ksy ds nwljs nkSj esa ^,* dks 

vkÑfr 2 cukus ds fy, nh tkrh gSA 

6. bl ckj ^ch* dks cksyus dk ekSdk fn;k tkrk gS vkSj ^,* ls 

iwNk tkrk gS fd D;k mUgsa dksbZ ckr le> esa ugha vkbZA 

vc os viuk fp= cukdj ^ch* dks fn[kkrs gSaA 
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la{ksi izLrqfr 

1- iz'uksa dk mi;ksx djsa ¼1½ vkius fdlh deh ;k ck/kkvksa dk 

lkeuk fd;k\ vkSj ¼2½ D;k vki Hkkxhnkj ls Li"Vhdj.k 

ysus ds ckn csgrj lapkj dj ik,\ lapkj dh fofHkUu 

ladYiukvks saa vkSj fl)kark dks Li"V dj ik,A 

2- lewg ls dgsa fd tc os Hkkxhnkjksa ls izfrfØ;k ys jgs Fks rks 

muds ^lquus ds dkS'kyksa sa* e fdl izdkj lq/kkj n'kkZ;k x;kA 

3- bl rF; ij fopkj djsa fd izHkkoh lapkj ds fy, lquus ds 

dkS'ky vkSj izfrfØ;k egRoiw.kZ gaSA 

Vh 3 % Hkwfedk fuHkkuk 

vius Nk=ksa dks izfrfØ;k nsus vkSj ysus ds fofHkUu i{k le>kus 

ds fy, ^^Hkwfedk vfHku;* vk;ksftr djsaA vki Hkwfedk fuHkkus ds 

fy, fuEufyf[kr ifjn`'; dk mi;ksx dj ldrs gSaA 

ifjn`'; 

lqj{kk i;Zos{kd us lqj{kk xkMZ ¼,l½ }kjk ,d vkxarqd ¼oh½ ds 

lkFk gqbZ ckrphr lqu yh Fkh tks bl izdkj gqbZ % 

,l % gkaa 

oh % eq>s vius nksLr ls feyuk gS os ,d fjlsI'kfuLV gaSA 

,l % mudk uke D;k gS\ 

oh % mudk uke egs'k gSA 

lqj{kk xkMZ us Jh egs'k ds miyC/krk ds ckjs esa tkuus ds fy, 

VsyhQksu ij uacj yxk;kA 

,l % gka] vki tk ldrs gSaA 

21 | P a g e 



  

 

 

 
  

 

   

 

 

 

 

   

 

  

 

 

 

  

 

 

    

 

 
 

 

   

 

       

 

 

   

 

  

  

   

 

  

 

 

a vkdyu xfrfof/k;ks ds fy, tkap lwph 

fuEufyf[kr tkaplwph dk mi;ksx djrs gq, ns[ksa fd D;k vkids 

Nk= vkdyu xfrfof/k ds fy, lHkh vko';drk,a iwjh djrs gSa% 

Hkkx d 

Nk= buds chp varj dj ldrk gS 

¼d½ izfrfØ;k dh fo'ks"krk,a 

Hkkx [k 

Nk= fuEufyf[kr iz'uksa dk mÙkj ns ldrs gSa % 

¼d½ izfrfØ;k D;k gS\ 

¼[k½ lapkj esa izfrfØ;k D;ksa egRoiw.kZ gS\ 

Hkkx x 

Nk= lkekU;] rduhdh] O;kolkf;d vkSj laxBukRed Kku 

iznf'kZr djrs gSa rkfd os visf{kr ekudksa dk fu"iknu dj ldAsa

fu"iknu ekudksa esa ;g 'kkfey gks ldrk gSa fdarq ;g bl rd 

lhfer ugha gS % 

fu"iknu ekud gka Ukgha 

o.kZukRed izfrfØ;k iznku djus ds 

fy, ,d okD; jpuk djsaA 

fof'k"V izfrfØ;k iznku djus ds fy, 

,d okD; jpuk djsaA 
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\-\el pfU \ 
1\pS 

l= 3 % lapkj dh ck/kkvksa l mcjuk 

lapkj dks izHkkfor djus okys fofHkUu dkjd tks u dsoy izHkkoh 

lapkj ds fy, ck/kkvksa ;k fuokjd ds :i esa dk;Z djrs gSa 

cfYd bUgsa O;kid rkSj ij i;kZoj.k] O;ogkj] iz.kkyh ladYiuk] 

O;fDrxr Hkk"kkbZ {kerk] nqcZy izfr/kkj.k] /;ku u nsus vkSj 

HkkoukRed fLFkfr ds :i esa oxhZÑr fd;k tk ldrk gSA 

vkidks vius Nk=ksas dks mu dkjdksa ds ckjs esa i<+kus dh t:jr 

gS vkSj mUgsa bu laHkkfor mik;ksa ls ifjfpr djkuk gksxk ftUgsa 

laxr Kku 

 Ik;kZoj.k 

 O;ogkj 

 iz.kkyh ladYiuk 

 O;fDrxr Hkk"kkbZ {kerk 

 nqcZy izfr/kkj.k 

 /;ku u nsuk 

 HkkoukRed fLFkfr 

LykbM 1 % lapkj dks izHkkfor 

djus okys dkjd 

os bu ck/kkvksa ls mHkjus ds fy, lek/kkuksa ds rkSj ij viuk 

ldrs gSaA 

d- i;kZoj.kh; dkjd % 

lapkj dks izHkkfor djus okys i;kZoj.kh; dkjdksa esa 'kksj vkSj 

nwjh tSlh HkkSfrd ck/kk,a vkSj lapkj ds midj.kksa dh deh 

'kkfey gSaA 

(i) 'kksj % 'kksj ds dkj.k ruko gksrk gS] fo'ks"kdj i`"B Hkwfe esa 

gksus okys 'kksj vkSj cgqr vf/kd izfr/ofu lquus dh fØ;k esa 

cgqr ck/kd curs gSa] [kklrkSj ij ,dkxzrk dh deh okys yksxksa 

esaA blh izdkj ykmM Lihdj dk mi;ksx] tujsVj ;k e'khujh 

ls mRiUu gksus okys 'kksj lapkj esa ck/kk Mkyrk gSA 

lq>ko % vius fo/kkfFkZ;ksa dks le>k,a fd fdlh izdkj ekSf[kd 

lajpuk okys {ks= esa 'kksj dks gVkus ;k lkmaM izwfQax ls fdl 

izdkj lapkj esa lq/kkj vk,xkA 

vki fo/kkfFkZ;ksasa dks LVwfM;ks ys tk ldrs gSa tgka fn[kk;k tk 

ldrk gS fd lkmaM izwfQax }kjk fdl izdkj /ofu dks vyx 

fd;k tkrk gS vkSj 'kksj dks jksdk tkrk gSA 

vki ,d Nk= ls O;k[;ku nsus ds fy, dgsa vkSj ckdh Nk=ksa ls 

rst vkokt esa ,d nwljs ls ckr djus ds fy, dgsaA blds 

nkSjku vki iznf'kZr djsa fd tc v/;kid d{kk esa O;k[;ku nsrs 

gSa rks 'kkafr cuk, j[kuk fdruk egRoiw.kZ gSA 
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\4elpfU\ 
,\ps 

vki 'kkafr cuk, j[kus ds fo'ks"k ykHk crk ldrs gSa] mnkgj.k 

ds fy, blls izHkkoh :i ls lquus] /;ku dsafnzr djus vkfn esa 

lgk;rk feyrh gSA 

(ii) HkkSfrd #dkoVsa % HkkSfrd ck/kk,a tSls nwjh vkSj lapkj ds 

fy, nks"kiw.kZ midj.kksa dk mi;ksx lapkj dh izHkko'khyrk dks 

izHkkfor djrk gSA [kjkc jks'kuh] vlqfo/kktud cSBus dh txg 

vkSj vLoPN dejs Hkh lapkj dks izHkkfor djrs gSaA 

lq>ko % vius fo/kkfFkZ;ksa dks le>k,a fd ck/kkvksa ls mcjus ds 

fy, VsyhQksu] QSDl e'khu vkSj daI;wVj tSls midj.kksa ds 

mi;ksx dh fo'ksKrk D;ksa egRoiw.kZ gSA vki bl izdkj Hkh 

izdk'k Mky ldrs gSa fd lapkj esa mi;ksx ls igys midj.k dh 

tkap djuh pkfg,] rkfd vfiz; fLFkfr ls cpk tk ldsA 

vki n'kkZ ldrs gSa fd d{kk esa de jks'kuh gksus ls ns[kus rFkk 

/;ku dsafnzr djus ij izHkko iM+rk gSA vki vPNh jks'kuh dk 

egRo le>k ldrs gSaA blds fy, vki dqN ykbVsa can dj 

ldrs gSaA vki vlsacyh ds nkSjku Jksrkvksa dks lacksf/kr djus ds 

fy, ekbØks Qksu ds lgh bLrseky dh tkap dk izn'kZu Hkh dj 

ldrs gSaA 

[k- eukso`fÙk laca/kh dkjd 

lapkj dks izHkkfor djus okys eukso`fÙk laca/kh dkjdksa esa 

lkaLÑfrd ck/;rk,a] nwljksa dh ijs'kkuh ds dkj.k Mj] 

vLohÑfr ;k migkl tSls fd ^^tc rd vki ls cksyus ds fy, 

ugha dgk tkrk rc rd ugha cksy^^sa ] vU; O;fDr ds izfr 

ftEesnkjh dk ,glkl] vfuok;Zrkvksa dk nk;jk ¼gksuk pkfg,½ 

vkSj viuh Nfo esa fxjkoV 'kkfey gSaA 

lq>ko % vius Nk=ksa dks vki ;g Hkh le>k ldrs gSa fd 

O;fDrRo fodkl izf'k{k.k ds l=ksa ls mUgsa viuh eukso`fÙk laca/kh 

ck/kkvksa dks nwj djus vkSj lapkj dks izHkkoh cukus okyh {kerkvksa 
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\4elpfU\ 
,\ps 

ds fodkl esa fdl izdkj lgk;rk feyrh gSA 

x- iz.kkyh fMtkbu 

(i) le; % dqN dk;ksZa esa le; laosnu'khy gksrk gSa vkSj bls 

Vkyk ugha tk ldrkA gkykafd blds dkj.k dqN vU; 

izfØ;kvksa dks tYnckth esa iwjk fd;k tkrk gS vkSj 

ifj.kkeLo:i lapkj esa ck/kk mRiUu gks ldrh gSA le; dk 

ncko laokn djus dh {kerk dks izHkkfor djrk gSA 

lq>ko % vius Nk=ksa dks vki ;g le>k ldrs gSa fd lapkj dh 

izHkko'khyrk lqfuf'pr djus ds fy, vki le; vkSj xfr dk 

izca/ku fdl izdkj djsaA 

vki Nk=ksa ls ,d fo'ks"k volj ij 5 feuV dk Hkk"k.k rS;kj 

djus ds fy, dgsa] mnkgj.k ds fy, f'k{kd fnolA Nk=ksa 

ls ,d ds ckn ,d Hkk"k.k nsus ds fy, dgsa vkSj lq>k,a fd mUgsa 

le; dk izca/ku dSls djuk pkfg,A le>k,a fd fn, x, le; 

ds vanj izHkkoh :i ls fdl izdkj Hkk"k.k nsuk gSA 

(ii) lwpuk vf/kHkkj % ,d O;fDr dks cgqr lkjh tkudkfj;ka 

nsus ls mls Hkze] xyr O;k[;k ;k tkudkjh ds mi;ksx u gksus 

dh fLFkfr gksrh gSA 

lq>ko % vius Nk=ksa dks vki ;g le>k ldrs gSa fd lwpuk ds 

izokg vkSj nLrkost dh lwpuk dk izca/ku fdl izdkj djuk 

pkfg,A vki Nk=ksa dks le>k ldrs gSa fd ;fn lwpuk ds izokg 

dks fu;af=r ugha fd;k tkrk rks bldh O;k[;k xyr gks ldrh 

gS vkSj tkudkjh [kks ldrh gSA mUgsa izHkkoh Qkbfyax ds dkxt 

tekus ds lq>kko nsa vkSj Qkbyksa dks vklkuh ls nLrkost 

nksckjk izkIr djus ds fy, O;kofLFkr djuk fl[kk,aA daI;wVj esa 

lwpuk dks Qkbyksa vkSj Mk;jsDVjh esa HkaMkfjr djus ds fy, 

viukbZ xbZ izfØ;k dk mnkgj.k nsaA 
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3- laxBukRed lajpuk dh tfVyrk,a % laxBu esa vf/kd ls 

vf/kd inkuqØe ¼mnkgj.k izca/kdh; Lrj dh vf/kd la[;k½] 

gksus ls lapkj dh xyr O;k[;k ;k u"V gks tkus dh vf/kd 

laHkkouk gksrh gSA 

lq>ko % vius Nk=ksa dks vki ;g le>k ldrs gSa fd ,d 

laxBu esa inkuqØe D;k gS vkSj iz'kklu] ys[kk] f'k{kk foHkkx 

vkfn esa dk;Zjr yksxksa ds chp lapkj fdl izdkj gksrk gSA vius 

Nk=ksa dks vius Ldwy ds fofHkUu foHkkxksa ;k vkl ikl ds 

laLFkkuksa esa ys tk,a vkSj ogka vf/kdkfj;ksa rFkk deZpkfj;ksa ls 

ckrphr djus ds fy, dgsa s sa le> A o lapkj ds eqíksa ds fo"k; e

ldsaxsA vius Nk=ksa dks le>k,a fd lwpuk ds O;ofLFkr :i ls 

pyus ij lapkj esa [kjkch ;k lapkj VwVus dh leL;k esa deh 

vk,xhA 

?k- O;fDrxr Hkk"kkbZ ;ksX;rk 

(i) O;fDrxr fo'ks"krk,a & O;fDrxr fo'ks"krkvksa esa tSfod 

dkjd 'kkfey gSa ¼cksyus dk ,d fodkj ftlesa O;fDr t+ 

ds LFkku ij l dh vkokt+ fudkyrk gS ftls flfcySaV 

O;atu dgrs gSa½ vkSj Hkk"kk esa izoh.krk tSls 'kSf{kd dkjdA 

'kCnkoyh] O;kdj.k vkfn ds Kku ds ekeys esa O;fDrxr 

erHksn lapkj izHkko'khyrk dks izHkkfor djrs gaSA 

(ii) vo/kkj.kkRed vkSj Hkk"kk ds erHksn % vo/kkj.kk vkerkSj 

ij izR;sd O;fDr ds vklikl dh nqfu;k ds ckjs esa mldh 

O;k[;k dk rjhdk gSA ;fn lans'k ds ckjs esa xyr /kkj.kk 

gksrh gS rks ogka lapkj foÑfr mRiUu gksrh gSA 

vo/kkj.kkRed erHksnksa ds dkj.k vkus okyh ck/kkvksa dks 

de djus esa enn nsdj lapkj nksgjk;k vkSj le> dks 

tkapk tk ldrk gSA 
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\-\el pfU \ 
1\pS 

lq>ko % 

vius Nk=ksa dks ;g crk,a fd muds fy, fofHkUu Hkk"kkvksa dks 

i<+uk D;ksa vko';d gS vkSj os fofHkUu Hkk"kk,a dSls lh[k ldrs 

gSaA 

³- xyr izfr/kkj.kk 

ekuo Le`fr ,d lhek ls ckgj dke ugha dj ldrh gSA ,d 

O;fDr ges'kk dgh xbZ ckrksa dks ;kn ugha j[k ldrk gS] [kkl 

rkSj ij ;fn mldh fnypLih ugha gS ;k mldk /;ku ugha gSaA 

blls lapkj eas #dkoV vkrh gSA 

lq>ko % vius fo/kkfFkZ;ksa dks vki ;g le>k ldrs gSa fd 

fjdkWMZ j[kus ;k muds j[kj[kko dk D;k egRo gSA fVIif.k;ksa] 

fyf[kr lans'kksa] bZ &esyksa vkfn dk mi;ksx djrs gq, lapkj 

dh :dkoV ls cpk tk ldrk gSA le>k,a fd fdl izdkj 

bZ&esy ls rsth ls lapkj gksrk gS cfYd blls dkxt vkSj le; 

dh cpr Hkh gksrh gSA iznf'kZr djsa fd lapkj esa bZ&esy dk 

mi;ksx vkSj Hkfo"; ds lanHkZ ds fy, bZ&Qkby dk j[kj[kko 

dSls fd;k tk,A  

p- /;ku ugha nsuk 

dbZ ckj ge eu ls lqurs ugha gSa] cfYd dsoy Åijh rkSj ij 

lqu ysrs gSa] [kkl rkSj ij vusd egRoiw.kZ phtksa dk [;ky 

jgrk gSA mnkgj.k ds fy,] ;fn ,d vkxarqd vkids ikl vkrk 

gS tc vki Qksu ij ckr dj jgs gSa] rks ;g egRoiw.kZ gS fd 

vki Qksu ij ekStwn O;fDr ls {kek ekax ysa] rkfd vki vkxarqd 

ij [kklrkSj ls /;ku ns ldsa ;k vki vkxarqd ls dqN le; 

izrh{kk djus dk vuqjks/k dj ldrs gSaA 

N- HkkoukRed voLFkk 

le; ds ,d fo'ks"k fcanq ij HkkoukRed voLFkk lapkj dks Hkh 

izHkkfor djrh gSA mnkgj.k ds fy,] ;fn vki fdlh Hkh dkj.k 

ls ijs'kku gS rks vki vius vki dks lgh rjhds ls O;Dr ugha 

dj ik,axs] D;ksafd vkids eu dh voLFkk fLFkj ugha gSA 
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l= ;kstuk 3 Vh 1 % ikjLifjd O;k[;ku 

1. l= fo"k; % lapkj dh ck/kkvksa 

ls mcjuk 

2. Lk= mís'; % lapkj dh 

ck/kkvksa ls mcjus ds fy, 

Nk=ksa ds Kku] dkS'ky vkSj 

{kerkvksa dk fodkl 

3- Lkexzh @ midj.k 

vko’;drk,a % pkVZ] Ldsp 

isu] :ylZ] daI;wVj] LykbM] 

LykbM izLrqrhdj.k ds fy, 

[kqys lzksr lkW¶Vos;j] ,ylhMh 

izkstsDVjA 

4- rS;kfj;ka 

 bl gLriqfLrdk ds var esa nh 

xbZ 'kCnkoyh dks i<+sa 

5- f'k{k.k@izf'k{k.k fof/k % 

vof/k % 2 ?kaVs 

izfØ;k 

1. O;k[;ku ds fy, fcanqvksa dh rS;kjh djsaA 

2. fOk"k; dk ifjp; nsaA 

3. Nk=ksa dks O;k[;ku ;k izLrqfr dk mís'; crkdj ,d 

'kq:vkr djsaA 

4. d{kk esa fo"k; dk ifjp; nsa vkSj Nk=ksa dks laxr Kku 

iznku djsaA  

5. Nk=ksa dks lapkj esa fofHkUu izdkj dh ck/kkvksa ds ckjs esa 

le>k,aA 

6. lapkj esa ck/kkvksa ds mnkgj.k nsaA 

7. lapkj esa vkus okyh ck/kkvksa ls mcjus ds fy, viukbZ tkus 

okyh dk;Zuhfr;ksa ds mnkgj.k nsaA 

8. fo"k; dk lkjka'k vkSj eq[; fcanqvksa ds egRo dks le>k,aA 

Vh2 % ppkZ 

vof/k % 1 ?kaVs 

izfØ;k 

1. ppkZ djsa fd [ksy ds eSnku] dk;Z LVs'ku] dk;kZy; ds 

lkeus okys fgLls] dSQsVsfj;k vkfn tSls LFkkuksa ij izHkkoh 

lapkj esa 'kksj fdl izdkj ck/kk mRiUu djrk gSA 

2. ppkZ djsa fd lapkj dh HkkSfrd #dkoVksa tSls nwjh vkSj 

nks"kiw.kZ midj.kksa dk mi;ksx djus ls lapkj dh 

izHkko'khyrk ij fdl izdkj vlj iM+rk gSA 

3. ppkZ djsa fd ^^tc rd vkils dgk u tk, rc rd ugha 

cksysa** tSls oDrO; vkSj vU; yksxksa dks ukjkt dj nsus] 

vLohdkj ;k migkl dk Mj lapkj esa ck/kk ds :i esa dk;Z 

djrs gSaA 

4. ppkZ djsa fd O;fDr dh fo'ks"krk,a vkSj ekufld voLFkk 

lapkj ij fdl izdkj izHkko Mkyrs gSaA 

5. lapkj dh ck/kkvksa ds fofHkUu lek/kkuksa ij ppkZ djsaA 

mnkgj.k ds fy, cSBd ds nkSjku Jksrkvksa ls vius eksckby 
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\4elpfU\ 
,\ps 

I I I 

Qksu lkbysa sa saV @ ehfVax eksM e j[kus ds fy, dgA 

6. Nk=ksa dks okLrfod thou ds vusd izdj.k v/;;u crk,a 

rkfd Nk= vius vki dks ifjfLFkfr ls tksM+ ldsaA 

lq>ko % vius Nk=ksa dks vki ;g dg ldrs gSa fd os izHkkoh 

lapkj dks izHkkfor djus okyh fofHkUu izdkj dh ck/kkvksa ij ,d 

laf{kIr fVIi.kh ¼vf/kd ls vf/kd 25 'kCn½ fy[ksa 

vkdyu xfrfof/k;ks ds fy, tkap lwph 

fuEufyf[kr tkaplwph dk mi;ksx djrs gq, ns[ksa fd D;k vkids 

Nk= vkdyu xfrfof/k ds fy, lHkh vko';drk,a iwjh djrs gSa% 

Hkkx d 

Nk= buds chp varj dj ldrk gS 

¼d½ ck/kkvksa ds izdkj 

Hkkx [k 

Nk= fuEufyf[kr iz'uksa dk mÙkj ns ldrs gSa % 

¼d½ izHkkoh lapkj esa fofHkUu izdkj dh ck/kkvksa dks dSls nwj 

fd;k tk ldrk gS\ 

Hkkx x 

Nk= lkekU;] rduhdh] O;kolkf;d vkSj laxBukRed Kku 

iznf'kZr djrs gSa rkfd os visf{kr ekudksa dk fu"iknu dj ldAsa

fu"iknu ekudksa esa ;g 'kkfey gks ldrk gSa fdarq ;g bl rd 

lhfer ugha gS % 

fu"iknu ekud gka Ugha 

dk;ZLFky esa lapkj dh fofHkUu ck/kkvksa 

dh lwph dks ladfyr djukA 
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l= 4 % lapkj ds fl)kar ykxw djuk 

izHkkoh lapkj ds fl)karksa dks 7 Jsf.k;ksa esa ckaVk tk ldrk gS] 

tks fyf[kr vkSj ekSf[kd nksuksa izdkj ds lapkj ij ykxw gksrs 

gSaA ;s bl izdkj gSa % 

1. iw.kZrk& lapkj iwjk gksuk pkfg,A xzkgh dks lHkh rF;ksa dh 

tkudkjh nsuh pkfg,A ,d laiw.kZ lapkj dh fuEufyf[kr 

fo'ks"krk,a gSa % 

 lans'k esa ls dksbZ egRoiw.kZ tkudkjh vuqifLFkr ugha gSA 

 blls vfrfjDr lwpuk nh tkrh gS] tgka vko';d gksaA 

 blls xzkgh ds fnekx esa dksbZ iz'u 'ks"k ugha gksuk 

pkfg,A 

 ;g xzkgh dks fo'okl fnykrh gSA 

2- laf{kIrrk & laf{kIrrk ;k NksVs :i esa cukus dk vFkZ gS fd 

lapkj dh vU; Jsf.k;ksa dks tkus fcuk U;wure 'kCnksa }kjk 

lapkj fd;k tkuk pkfg,A blls le; vkSj ykxr dh cpr 

gksrh gSA 

 ;g eq[; lans'k dks mHkkj dj lkeus ykrk gSA 

 ;g xzkgh dks vf/kd izHkkfor djrk gSA 

3- /;ku nsuk & /;ku nsus dk vFkZ gS Jksr ds fopkj fcanq] i`"B 

Hkwfe] lksp] f'k{kk ds Lrj] mudh fof'k"V vko';drkvksa] 

Hkkoukvksa vkfn dks /;ku esa j[kdj muds lkFk lapkj 

djukA 

4- Li"Vrk & Li"Vrk dk vFkZ gS ,d fo'ks"k lans'k ;k y{; 

ij ,d ckj esa cy nsuk] ctk, blds fd ,d gh ckj esa 

dk;Z iwjk fd;k tk,A Li"V lans'k esa 'kq)] mi;qDr vkSj 

Bksl 'kCnksa dk mi;ksx fd;k tkrk gSA Li"Vrk ls lqfuf'pr 

gksrk gS fd lapkj ljy vkSj lqxe gSA 

laxr Kku 
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iq#”k ewy ds ‘kCnksa dk 
mi;ksx ugha djas 

fyax oknh vfyax oknh 

v/;{k lHkkifr 

dSejkeSu dSejk vkWijsVj 

dkWUxzslh dkWUxzsl ds lnL; 

O;olk;h O;kolkf;d 

dk;Zdkjh 

iqfyldehZ iqfyl vf/kdkjh 

tu'kfDr dkfeZd 

5- Bksl & Bksl lapkj dk vFkZ gS lkekU; ds LFkku ij 

fo'ks"k :i ls crkukA Bksl lans'k dh fuEufyf[kr fo'ks"krk,a 

gSa % 

 ;g fof'k"V rF;ksa vkSj vkadM+ksa ds lkFk leFkZu djrk 

gSA 

 blesa Li"V 'kCnksa dk mi;ksx fd;k tkrk gS tks 

izkekf.kdrk j[krs gSaA 

6- f'k"Vkpkj & lans'k esa f'k"Vkpkj gksus dk vFkZ gS fd lans'k 

esa izs"kd dh vksj ls vfHkO;fDr vkSj xzkgh ds izfr vknj 

n'kkZ;k tkuk pkfg,A f'k"V lans'k dh fuEufyf[kr fo'ks"krk,a 

gSa % 

 blesa lans'k ds xzkgh ds 'kCnksa vkSj vuqHkwfr;ksa dk 

mi;ksx fd;k tkrk gSA 

 ;g ldkjkRed vkSj Jksrkvksa ij dsafnzr gksrk gSA 

 blesa fdlh ds izfr >qdko ugha gksrkA 

7- 'kq)rk & lapkj esa 'kq)rk dk vFkZ gS fd lapkj esa O;kdj.k 

dh dksbZ xyrh ugha gksuh pkfg,A 'kq) lapkj dh 

fuEufyf[kr fo'ks"krk,a gSa % 

 lans'k mi;qDr] 'kq) vkSj lgh le; ij fn;k x;k gSA 

 blesa mi;qDr vkSj lgh Hkk"kk dk mi;ksx fd;k x;k 

gSA 
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l= ;kstuk 4 Vh 1 % Hkwfedk fuHkkuk 

1. l= fo"k; % lapkj ds fl)karksa 

dks ykxw djuk 

2. Lk= mís'; % lapkj ds 

fl)karksa dks ykxw djus ds 

fy, Nk=ksa ds Kku] dkS'ky 

vkSj {kerkvksa dk fodkl 

3- Lkexzh @ midj.k 

vko’;drk,a % pkVZ] Ldsp 

isu] :ylZ] daI;wVj] LykbM] 

LykbM izLrqrhdj.k ds fy, 

[kqys lzksr lkW¶Vos;j] ,ylhMh 

izkstsDVjA 

4- rS;kfj;ka 

 bl gLriqfLrdk ds var esa nh 

xbZ 'kCnkoyh dks i<+sa 

 [ksy [ksyus ds fy, vfuok;Z 

O;oLFkk,a igys ls djsaA 

5- f'k{k.k @ izf'k{k.k fof/k % 

lqj{kk ls lacaf/kr fofHkUu ifjn`';ksa esa lapkj ds fl)karksa dk 

vuqiz;ksx le>kus ds fy, Hkwfedk vfHkUk; vk;ksftr djsaA blds 

okD;ksa esa fuEufyf[kr 'kkfey gks ldrs gSa % 

(i) ;g dk;ZØe 16 fnlacj] 2013 dks lkseokj 6-30 cts gSA 

(ii) eSa vius var%dj.k ds f[kykQ dk;Z ugha dj ldrkA 

(iii) eSa gj L=h@iq#"k ls cgqr vPNk djus dh mEehn djrk 

gwaA 

(iv) vkidk dk;kZy; le; ij igqapuk vfr vko';d gS 

(v) dk;Z iwjk djsa vkSj i;Zos{kd dks fjiksVZ djsa 

(vi) eSa fjiksVZ fy[kxk vkSj vkidwa s ikl tek d#axkA 

Vh 2 % [ksy 

rS;kfj;ka ¼20 feuV½ 

;g [ksy tksM+ksa esa [ksyk tkrk gS] ftlesa ,d fo/kkFkhZ izs{kd gSA 

d{kk dks nks&nks fo/kkfFkZ;ksa ds lewgksa esa ckaVsaA izR;sd lewg 

esa ,d fo/kkFkhZ dks izs{kd cuk,aA izs{kd lewg ds fo/kkfFkZ;ksa }kjk 

fn, x, mÙkj ntZ djsxkA 

izfØ;k ¼1 ?kaVs 10 feuV½ 

1- fo/kkfFkZ;ksa ds izR;sd lewg ls vius Ldwy ds ifjlj dk legw

pkVZ cukus ds fy, dgsa aA mUgs [kkl rkSj ij Ldwy ds izos'k 

vkSj fuxZr fcanq n'kkZus gksaxsA ;g dk;Z lewg esa fd;k tk,A 

2- izs{kd vius voyksdu ntZ djsxkA 

3- vk/kk ?kaVk iwjk gksus ij pkVZ cukuk jksd fn;k tk,A 

izs{kd ls mEehn dh tkrh gS fd og iwjh d{kk ij muds lewg 

ds voyksduksa dh fjiksVZ nsaA lewg izs{kd ls lapkj ds fl)karksa 

ds vk/kkj ij viuh fjiksVZ ij izfrfØ;k izkIr djsaA 

32 | P a g e 



  

 

   

 

   

 

 

 

 

  

 

 

  

 

 

  

 

 

 

 

 

 

   

 

       

 

 

   

    

 

  

   

 

  

    

 

  

 

 

 

a vkdyu xfrfof/k;ks ds fy, tkap lwph 

fuEufyf[kr tkaplwph dk mi;ksx djrs gq, ns[ksa fd D;k vkids 

Nk= vkdyu xfrfof/k ds fy, lHkh vko';drk,a iwjh djrs gSa% 

Hkkx d 

Nk= buds chp varj dj ldrk gS 

¼d½ izHkkoh lapkj ds fl)kar 

Hkkx [k 

Nk= fuEufyf[kr iz'uksa dk mÙkj ns ldrs gSa % 

¼d½   lapkj dks izHkkoh cukus okys fofHkUu fl)karksa dks dSls 

ykxw djsa\ 

¼[k½   'kq)rk vkSj Li"Vrk ds chp D;k varj gS\ 

Hkkx x 

Nk= lkekU;] rduhdh] O;kolkf;d vkSj laxBukRed Kku 

iznf'kZr djrs gSa rkfd os visf{kr ekudksa dk fu"iknu dj ldAsa

fu"iknu ekudksa esa ;g 'kkfey gks ldrk gSa fdarq ;g bl rd 

lhfer ugha gS % 

fu"iknu ekud gka Ugha 

,d ,slk okD; cuk,a ftlls xzkgh ds 

fy, vko';d lHkh rF; crk, tk 

ldsaA 

,d ,slk okD; cuk,a ftlls ,d 

fof'k"V lans'k feysA 

,sls rjhds ls vfHkO;Dr djsa ftlls 

lans'k ikus okys ds izfr vknj n'kkZ;k 

tk,A 
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l= 5 % ekSf[kd vkSj XkSj ekSf[kd lapkj ds rRo ykxw djuk 

lapkj ds ek/;e ls lapkj dk izdkj r; gksrk gSA lapkj esa 

iz;qDr ek/;e ds vk/kkj ij lapkj ds izfØ;k eksVs rkSj ij 

ekSf[kd lapkj vkSj vekSf[kd lapkj esa ckaVh tk ldrh gSA 

ekSf[kd lapkj esa fy[kuk vkSj ekSf[kd lapkj 'kkfey gS] tcfd 

xSj&ekSf[kd lapkj esa 'kkjhfjd Hkk"kk] psgjs ds gko Hkko vkSj 

rLohjsa 'kkfey gaSA bl izdkj] bl izdkj lapkj dh nks fof/k;ka 

gSa ekSf[kd lapkj ¼cksydj vkSj fyf[kr½ vkSj vekSf[kd lapkj 

¼'kkjhfjd Hkk"kk] psgjs ds gko Hkko vkSj rLohjksa }kjk] lkadsfrd 

lapkj½A 

ekSf[kd lapkj blesa lapkj ds ek/;e ds :i esa 'kCnksa dk 

mi;ksx fd;k tkrk gSA ,d izHkkoh ekSf[kd lapkj f} ekxhZ 

izfØ;k gS ftlesa cksyuk vkSj lquuk gksuk pkfg,A vkerkSj ij 

ekSf[kd lapkj ,d ls nwljs dh fof/k ;k ,d ls nwljs ds 

esytksy esa fd;k tkrk gSA ekSf[kd lapkj esa 'kq)rk] laf{kIrrk 

vkSj Li"Vrk cuk, j[kuk cgqr egRoiw.kZ gSA izs"kd dks ;g Hkh 

lqfuf'pr djuk pkfg, fd og midj.k ¼pSuy½ esa Li"V :i 

ls cksyrk gS vkSj vius 'kCnksa ds p;u ds ek/;e ls vknj izsf"kr 

djrk gSA vkj,lVhih
1
(RSTP) Li"V :i ls cksyus ds fy, ,d 

mi;ksxh ekxZnf'kZdk gSA 

vkj R (Rhythm) & rkyesy & cksyrs le; rkyesy cuk, 

j[kuk izHkkoh lapkj ds fy, egRoiw.kZ gSA cksyus esa #dkoV gksus 

ls oDrk dks vius vxys fopkj ds ckjs esa lkspus dk volj 

feyrk gS vkSj lkFk gh Jksrk dks tkudkjh le>us ds fy, 

i;kZIr le; fey tkrk gSA 

,l S (Speech) & ok.kh & ;g Jksrkvksa ds lkeus 

vkSipkfjd :i ls lapkj cksyus dk vkSipkfjd rjhdk gSA 

laxr Kku 

ekSf[kd lapkj 

Hkk"kk Li"V] fof'k"V] 'kq) rFkk 

Jksrkvksa ls mi;qDr rFkk 

iz;kstu ds vuqdwy gksuh 

pkfg,A 

1 
http://www.ehow.com/info_8594284_elements-rhythmspeech. 

html#ixzz1oWhLze9L 
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Vh T (Tone) & Vksu & ;g vkokt+ dh xq.koÙkk gS tks 

vuqHkwfr ;k vFkZ esa cnyko iznf'kZr djrh gSA ,d leku Vksu esa 

cksyus ls ladsr feyrk gS fd oDrk fujk'k gks pqdk gSA 

Ikh P (Pitch) & fip & fip ekuo ds xys ds Loj ;a= esa 

daiuksa ds dkj.k mRiUu gksrk gSA Loj ;a= ds ruko esa gksus 

okys cnyko ls fip esa varj gks ldrk gSA vkerkSj ij] iq#"k 

dh rqyuk esa efgykvksa dh vkokt+ dk fip Åapk gksrk gSA 

fyf[kr lapkj dkS’ky ;g fyf[kr fof/k }kjk O;Dr djus dh 

O;fDr dh lapkj gSA izHkkoh fyf[kr lapkj ds egRoiw.kZ dkS'ky 

gSa % 

 'kq) vkSj Li"V fy[k] lHkh vko';d tkudkfj;ka nh tk,aA sa

 fyf[kr lapkj dh vuqeksfnr 'kSfy;ksa vkSj izk:iksa dk 

mi;ksx djsaA 

izHkkoh ys[ku esa 'kCnksa dk lko/kkuh ls p;u] okD;ksa esa budk 

lgh Øe esa foU;kl vkSj okD;ksa dh ,d O;kid lajpuk rS;kj 

djuk 'kkfey gSA 

vekSf[kd lapkj % ;g ,slk lapkj gS ftlesa 'kjhj ds vaxksa dk 

bLrseky gksrk gSA blesa psgjs ds Hkko] vkokt+ dh Vksu] Li'kZ 

dh vuqHkwfr] xa/k dh vuqHkwfr vkSj 'kkjhfjd gko Hkko 'kkfey gSaA 

vekSf[kd lapkj ;k 'kkjhfjd gko Hkko ds egRoiw.kZ i{kksa dks 

le>dj vki yksxksa dks vPNh rjg le>uk lh[k ldrs gSaA 

vkjxkby vkSj muds lg;ksfx;ksa us lwpuk izsf"kr djus okys 

vekSf[kd lapkj dh fo'ks"krkvksa dk v/;;u fd;k gSA 
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'kkjhfjd gko Hkko 

'kkjhfjd gko Hkko vkSj O;ogkj 

esa fuEufyf[kr fofHkUu i{k 

'kkfey gSa % 

 vka[kksa ls laidZ 

 psgjs ds gko Hkko 

 iwjs 'kjhj dh eqnzk 

 gkFk dh eqnzk 

 phtksa ls [ksyuk 

 pkjksa vksj bl izdkj ns[kuk 

fd dksbZ pht <wa<uk gS 

 mís'; ds lkFk @ fcuk 

pyuk 

 Øks/k dk izn'kZu djus okys 

dk;Z 

 Hkze dk izn'kZu djus okys 

dk;Z 

 ,d O;fDr dks vkjke ;k 

vkjkenk;d eglwl gksukA 

mudh izkfIr;ksa dk lkjka'k fuEukuqlkj gS % 

¼d½ fLFkj fo'ks"krk,a 

1. nwjh % nwjh vekSf[kd lans'kksa dks laizsf"kr djus dk ,d 

rjhdk gSA dqN laLÑfr;ksa esa ;g vkd"kZ.k dk ladsr gSa] 

tcfd vU; esa ;g ntkZ ;k xeZ tks'kh ;k ,glkl dh 

xgjkbZ n'kkZrk gSA Hkkjr esa lkeus okys O;fDr ls 

lapkj djrs le; ,d QqV dh nwjh cuk, j[kuk vknj 

lwpd gSA 

2. vfHkfoU;kl % yksx vius vki dks fofHkUu rjhdksa ls n'kkZrs 

gSa % vkeus lkeus] vxy cxy] ;k ,d nwljs dh ihB dh 

vksjA mnkgj.k ds fy,] vkil esa lg;ksx djus okys yksx 

vxy cxy gksrs gSa tcfd izfr;ksxh vkerkSj ij ,d nwljs 

ds lkeus gksrs gSaA lqj{kk ds {ks= esa vkeus lkeus dk 

vfHkfoU;kl lkekU; gSA 

3. eqnzk % vkidh eqnzk lans'k nsrh gSA mnkgj.k ds fy, ;fn 

vki ,d dqlhZ ij iSj ,d nwljs ij j[kdj ;k gkFk 

eksM+dj cSBrs gSa rks ;g lapkj ds vknku iznku esa vkids 

foJke dks n'kkZus okyh eqnzk gSA M~;wVh ij rSukr ,d lqj{kk 

vf/kdkjh ds fy, nks LohÑfr eqnzk,a gSa & lko/kku vkSj 

foJkeA 

4. gkFkksa ;k Hkqtkvksa ls b'kkjk % gkFk feyuk] Nwuk] idM+uk] 

xys yxkuk ;k ihB FkiFkikuk] ;s lHkh lans'k nsrs gSaA 

;s lHkh vkReh;rk ds rRo n'kkZrs gSaA mnkgj.k ds fy, ;fn 

yksxksa dks ifjlj ls ckgj NksM+us tkrs gSa rks muds 

'kkjhfjd laidZ esa ml {ks= ls ckgj tkus ds lans'k dks 

izcfyr djus ds fy, gkFk ;k da/ks dks Li'kZ djuk 'kkfey 

gSA 

¼[k½  xfr'khy fo'ks"krk,a 

1. psgjs ds gko Hkko % ,d eqLdqjkgV] R;kSjh p<+kuk] vka[kksa dh 
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Hkaoas mBkuk] mcklh ysuk vkSj etkd mM+kuk] ;s lHkh lwpuk 

izsf"kr djrs gSaA esytksy ds nkSjku psgjs dh vfHkO;fDr;ka 

fujarj dh tkrh gS vkSj bUgsa lkeus okyk O;fDr fujarj 

ns[krk jgrk gSA blh izdkj eqLdqjkus dks vkuan nk;d vkSj 

ennxkj ekuk tkrk gSA R;kSjh p<+kus dk vFkZ gS Hkze vkSj 

dbZ ckj xqLlkA mBh gqbZ Hkaoksa] mcklh vkSj etkd mM+kus 

dks iwjh rjg vLohÑr 'kkjhfjd gko Hkko ekuk tkrk gS] 

D;ksafd ;s xqLlk ;k mis{kk n'kkZrs gSaA 

2. gko Hkko % bls lcls vf/kd la[;k esa ns[k tkrk gS] fdarq 

lcls de le>k x;k ladsr gkFkksa dh xfr gSA vf/kdka'k 

yksx ckr djrs le; gkFkksa dks fgykrs gSaA 

3. ns[kuk % lkekftd lapkj dh ,d izeq[k fo'ks"krk vka[kksa dk 

laidZ gSA laidZ dh la[;k ls fnypLih ;k uhjLkrk dk 

irk pyrk gSA mnkgj.k ds fy, lqj{kk vf/kdkjh dks vkus 

okys O;fDr dh vka[kksa esa lh/ks ns[kuk pkfg,] tcfd ;g 

fe=rk iwoZd vkSj ehBs rjhds ls gksuk pkfg,A 

fp=kRed lapkj blesa ladsrksa ls lapkj djuk 'kkfey gS 

tSls ;krk;kr ds ladsr] 21 rksiksa dh lykeh] gksuZ] lkbju 

vkfnA mnkgj.k ds fy, ;w&VuZ dk ladsr vkidks ;w ds vkdkj 

esa ?kweus ds fy, dgrk gS vkSj lM+d ikj djus okys O;fDr ds 

ladsr ls irk yxrk gS fd vki ;gka ls lM+d ikj dj ldrs 

gSaA 

izrhdkRed lapkj bldk mi;ksx ladsrksa }kjk /kkfeZd LFky] 

Ldwy] fLFkfr] tqM+ko] lapkj ;qfDr;ksa vkfn dks n'kkZus esa fd;k 

tkrk gSA 
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l= ;kstuk 5 Vh 1 % xfrfof/k 

1. l= fo"k; % ekSf[kd vkSj xSj 

ekSf[kd lapkj ds rRoksa dks 

ykxw djuk 

2. Lk= mís'; % ekSf[kd vkSj xSj 

ekSf[kd lapkj ds rRoksa dks 

ykxw djus ds fy, Nk=ksa ds 

Kku] dkS'ky vkSj {kerkvksa 

dk fodkl 

3- Lkexzh @ midj.k 

vko’;drk,a % pkVZ] Ldsp 

isu] :ylZ] daI;wVj] LykbM] 

LykbM izLrqrhdj.k ds fy, 

[kqys lzksr lkW¶Vos;j] ,ylhMh 

izkstsDVjA 

4- rS;kfj;ka 

 bl gLriqfLrdk ds var esa nh 

xbZ 'kCnkoyh dks i<+sa 

5- f'k{k.k@izf'k{k.k fof/k % 

vof/k 

izfØ;k 

Nk=ksa dks tksM+ksa esa O;ofLFkr djsa vkSj iznf'kZr djsa fd lapkj ds 

fofHkUu midj.k dk mi;ksx dSls djuk gSA igys nkSj esa tksM+s 

esa ls ,d O;fDr nwljs dks vuqns'k nsrk gS tcfd nwljk O;fDr 

vuqns'kksa dk ikyu djrk gSA nwljs nkSj esa Hkwfedk,a cny tkrh 

gSaA Nk=ksa ls lapkj midj.k ds izpkyu eSuqvy dks vius 

Hkkxhnkj ls sa +slkFk feydj i<+us ds fy, dgA tcfd tksM esa 

ls ,d O;fDr eSuqvy dks i<+s rFkk nwljk tksM+k vHkh i<+h xbZ 

ckr dk HkkSfrd izn'kZu djsA 

Vh 2 % [ksy 

fQ'k ckmy xfrfof/k 

(i) d{kk ls 10 yksxksa dks pqusaA 

(ii) ;g lewg e/; esa ,d xksyk cukdj cSBsxkA 

(iii) d{kk ds ckdh yksx ckgjh xksyk cuk,axsA 

(iv) van:uh xksyk Q'k ckmy gS vkSj mUgsa ,d fnypLi 

fo"k; ij ppkZ djus ds fy, dgk tk,xk & tSls 

fØdsV dk [ksy ¼10 feuV ds fy,½A 

(v) ckgjh xksys dks beksfVdkWu ds ,d lsV dh izfr nsaA 

beksfVdkWu dh 'khV dh ,d izfr ;gka vkids lanHkZ gsrq 

nh xbZ gSA mUgsa fo"k; dh ppkZ ds nkSjku vius fe= 

ds psgjs ds Hkkoksa dks igpkuus ds fy, bl 'khV dk 

mi;ksx djuk gS ¼,d O;fDr ls vf/kd ls vf/kd nks 

yksxksa dks ns[kus ds fy, dgk tk,½A 

(vi) 10 feuV ds var esa ppkZ jksd nh tk, vkSj ckgjh 

xksys ds yksx vius nksLrksa ds psgjksa dh fjiksVZ nsa tks 

muds psgjs ds Hkko ls lcls utnhd FkhaA 
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Vh 3 % Hkwfedk fuHkkuk 

vius Nk=ksa dks izfrfØ;k nsus vkSj ikus ds fofHkUu i{k le>kus 

ds fy, ^^Hkwfedk fuHkkus** dk vk;kstu djsaA vkerkSj ij 

fuEufyf[kr vfHkO;fDr fofHkUu ifjfLFkfr esa bLrseky dh tkrh 

gS ftls vglklksa ds lapkj esa bLrseky fd;k tk ldrk gSA 

 vfrfFk;ksa dk Lokxr % ueLdkj] ueLrsA 

 vkHkkj vfHkO;Dr djuk % /kU;okn] eSa vki }kjk dh xbZ 

lgk;rk ds fy, g`n; ls wa Sa vkids izfr /kU;okn nsrk g] e

vkHkkjh gwaA 

 iz'uksa ds mÙkj % ^^gka Jh @ lqJh ---------- vius dejs esa 

gSa ;k ugha Jh @ lqJh ---------- vius dejs esa ugha gSaA** 

 lqj{kk lacaf/kr leL;kvksa vkSj f'kdk;rksa ls fuiVkuk % lj 

@ eSMe vkidh D;k leL;k gS\ ;k D;k eSa vkidh leL;k 

lqy>kus ds fy, dqN dj ldrk gwaA 

tksM+ksa esa Nk= dqN vyx rjg ls ckr djrs gq, Vksu dks 

cnydj okD; cuk ldrs gSa vkSj fHkUu 'kCnksa ij tks ns ldrs 

gSaA 

39 | P a g e 



  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

          

 

 

       

 

 

       

  

 

   

 

 

 

 

  

 

  

  

 

 

  

 

 

 

   

 

 

 

   

 

       

 

 

   

    

    

     

  

  

  

 

  

  

 

  

 

 

a 

vkjke galh vkSj [kq'kh galuk 

xqLlk uQjr      rsoj 

mnklhu     mnkl    dksey 

vkdyu xfrfof/k;ks ds fy, tkap lwph 

fuEufyf[kr tkaplwph dk mi;ksx djrs gq, ns[ksa fd D;k vkids 

Nk= vkdyu xfrfof/k ds fy, lHkh vko';drk,a iwjh djrs gSa% 

Hkkx d 

Nk= buds chp varj dj ldrk gS 

¼d½ lapkj ds :i 

Hkkx [k 

Nk= fuEufyf[kr iz'uksa dk mÙkj ns ldrs gSa % 

¼d½  ekSf[kd lapkj djrs le; fdu egRoiw.kZ i{kksa dks /;ku esa 

j[kus dh vko';drk gS\ 

¼[k½ vekSf[kd lapkj djrs le; fdu egRoiw.kZ i{kksa dks /;ku 

esa j[kus dh vko';drk gS\ 

Hkkx x 

Nk= lkekU;] rduhdh] O;kolkf;d vkSj laxBukRed Kku 

iznf'kZr djrs gSa rkfd os visf{kr ekudksa dk fu"iknu dj ldsaA 

fu"iknu ekudksa esa ;g 'kkfey gks ldrk gSa fdarq ;g bl rd 

lhfer ugha gS % 

fu"iknu ekud gka Ukgha 

ekSf[kd lapkj dh fof/k;ka igpkusa 

vekSf[kd lapkj dh fof/k;ka igpkusa 

Vksu vkSj fip esa fofHkUurk ds lkFk Hkk"k.k nsaA 

fnu ds le; dks /;ku esa j[krs gq, fouezrk 

lfgr vkSj mi;qDr rjhds ls vfHkoknu djsaA 

vekSf[kd lapkj dh fLFkj fo'ks"krkvksa dh lwph 

cuk,aA 

vekSf[kd lapkj dh xfr'khy fo'ks"krkvksa dh 

lwph cuk,aA 
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l= 6 % lapkj midj.k vkSj pSuyksa dk mi;ksx 

laxr Kku nwjh ds dkj.k lapkj dh ck/kkvksa ls mcjus esa yksxksa dks 

lgk;rk nsus ds fy, vusd izdkj dh bysDVªkWfud ;qfDr;ka 

miyC/k gSaA buesa VsyhQksu] eksckby] csrkj lsV] okWdh VkWdh 

vkfn 'kkfey gS] ftudk mi;ksx lans'k Hkstus vkSj izkIr djus 

esa fd;k tkrk gSA 

(i) VsyhQksu % VsyhQksu nwj lapkj dh ;qfDr gS tks /ofu 

Hkstrh vkSj izkIr djrh gSA lHkh vk/kqfud VsyhQksuksa esa 

cksyus ds fy, ,d ekbØksQksu] nwjh ij cSBs O;fDr 

dks ;g vkokt+ iqu% lqukus ds fy, ,d b;j Qksu] dkWy 

vkus ij O;fDr dks lpsr djus ds fy, fjaxj dh /ofu 

rFkk VsyhQksu uacj Mk;y djus ds fy, ,d dh&iSM 

gksrs gSaA 

(ii) eksckby Qksu % eksckby Qksu ¼ftls lSy Qksu Hkh dgrs 

gSa½ ,d ,slk lk/ku gS ftlls fdlh Hkh HkkSxksfyd {ks= esa 

jgrs gq, ,d jsfM;ks la sidZ ds ek/;e l dh vkSj izkIr 

dh tk ldrh gSA eksckby Qksu esa vusd izdkj dh vU; 

lsok,a Hkh iznku dh tkrh gSa] ftlesa ikB lans'k] 

ftls laf{kIr lans'k lsok ¼,l,e,l½] bysDVªkWfud esy 

¼bZ&esy½] vkSj 'kkWVZjsat csrkj lapkj ¼baÝkjsM] CywVwFk½ 

'kkfey gSaA 

(iii) bysDVªkWfud futh Lopkfyr 'kk[kk dnzsa ¼bZih,ch,Dl½ 

iz.kkyh % ;g ,d ifjlj esa vkl ikl jgus okys fofHkUu 

O;fDr;ksa dks VsyhQksu dkWy ls tksM+us esa iz;qDr gksus 

okyk midj.k gS] tks ,d laxBu ;k ,d vkoklh; 

dkWyksuh dk gks ldrk gS] blesa dkWy djus okys O;fDr 

ds nkoksa dh izkekf.kdrk dh iqf"V vkSj fuokfl;ksa @ 

vf/kdkfj;ksa dh miyC/krk tkapus dh lqfo/kk gksrh gSA 

bZih,ch,Dl }kjk ckgjh VsyhQksu ykbu ls Hkh laidZ 

fd;k tk ldrk gSA 

41 | P a g e 



  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  
 

     

   

  

 
 

    

  
 

 

 
 

  

  

 

 
 

   

 
 

 

 
 

      

   

 

 

  
 

  

     

      

    

    

     

  

         

      

  

 

  

      

   

   

    



TltA r t t R 

VªkalehVj 

izkIr djus okyk 

(iv) okWdh&VkWdh 

okWdh&VkWdh gkFk esa idM+us ;ksX;] ykus&ys tkus ;ksX; f}ekxhZ 

jsfM;ks Vªkalhoj gSA izk:fid okWdh&VkWdh VsyhQksu gS.MlsV ds 

leku gksrk gS] ftlesa Åij ,d ,aVhuk yxk gksrk gSA ,d 

okWdh VkWdh esa fuEufyf[kr Hkkx gksrs gSa % 

 VªkalehVj & ;g vkidh vkokt+ dks jsfM;ks rjaxksa esa 

cnyus ds ckn vU; okWdh&VkWdh midj.kksa esa Hkstrk gSA 

 fjlhoj & ;g VªkalehVj }kjk Hksth xbZ jsfM;ks rjaxas izkIr 

djrk gSA 

 Lihdj & ;g fjlhoj esa izkIr /ofu dks izof/kZr djrk gSA 

 ekbØksQksu & bl Hkkx ls vkidh vkokt+ izkIr dh tkrh 

gS vkSj bls fo|qr ladsrksa esa cnyk tkrk gSA 

 fØLVy & fØLVy dks pSuy Hkh dgrs gSaA ;g lapkj esa 

iz;qDr vkòfÙk r; djrk gSA 

 cSVfj;ka & vkerkSj  ij fctyh dh vkiwfrZ cSVjh ls dh 

tkrh gS 

okWdh&VkWdh lqj{kk {ks=] O;kikj] tu lqj{kk] gokbZ vM~Mk vkSj 

lsukvksa lfgr fdlh ,slh O;oLFkk esa O;kid rkSj ij bLrseky 

dh tkrh gS tgka pyrs fQjrs jsfM;ks lapkj vfuok;Z gSaA 

(v) QSDl e'khu  

QSDl ¼Qsflekby ds fy, laf{kIr 'kCn½ ,d QSDl e'khu ls 

nwljh QSDl e'khu ls VsyhQksu ykbu ds ek/;e ls LdSu fd, 

x, eqfnzr dkxtksa ¼ikB vkSj fp= nksuksa½ dks VsyhQksu 

laizs"k.k }kjk Hkstuk gSA ewy nLrkost dks QSDl e'khu }kjk 

LdSu fd;k tkrk gS] tks lkexzh ¼ikB vkSj fp= nksuksa½ dks 

xzg.k djrk gS vkSj bls ,dy fu;r xzkQh; fp= ds :i 

esa ,d fcV eSi best esa cny nsrk gSA rc bls VsyhQksu 

iz.kkyh ds ek/;e ls fo|qr ladsr ds :i esa Hkstk tkrk gSA 

izkIr djus okyh QSDl e'khu bl dksM okyh best dks dkxt 

dh izfr ds :i esa fizaV dj nsrh gSaA 

(vi) Xykscy iksft'kfuax usfoxs'ku ;qfDr iz.kkyh & ,slh 

dksbZ e'khu tks i`Foh ij e'khu dh fLFkfr r; djus ds fy, 

Xykscy iksft'kfuax iz.kkyh ¼thih,l½ ds ladsr izkIr djrh gSA 

thihlh e'khuksa dk mi;ksx lsuk] mM~M;u] leqnzh ifjogu vkSj 

miHkksDrk mRikn vuqiz;ksxksa esa fd;k tkrk gSA vc bls VSDlh 
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ds vkokxeu dk fu;eu djus esa cM+s iSekus ij bLrseky fd;k 

tk jgk gSA 

(vii) daI;wVj % daI;wVj izksxzke djus ;ksX; ,d e'khu gS tks 

okafNr izk:i esa lkFkZd ifj.kke ikus ds fy, xf.kr vkSj rdZ 

ds izpkyuksa dk mi;ksx djrh gSA ,d daI;wVj iz.kkyh esa gkMZ 

os;j vkSj lkW¶V os;j 'kkfey gksrs gSaA daI;wVj vc egRoiw.kZ 

cu x;k gS vkSj ;g lapkj ds ek/;e ds :i esa rsth ls 

foLrkj dj jgk gS] D;ksafd blesa bZ&esy] bZ&Qksje CykWXk] 

lks'ky lkbV] osclkbVksa ij 'kSf{kd lkefxz;ksa rd igqap] [kkst 

djus ;ksX; MsVkcsl] vkSj bZ&okf.kT; dh vikj laHkkO;rk gSA 

lapkj dh #dkoV esa vkikrdkyhu fLFkfr ds fy, lefiZr 

pSuYl 

dbZ ckj] usVodZ esa cgqr vf/kd vkokxeu dk Hkkj gks ldrk 

gS ;k rduhdh leL;k ds dkj.k izs"kd ;k xzkgh ds LFkku ij 

lapkj esa ck/kk vk ldrh gSA lapkj ds fy, lefiZr dqN 

pSuyksa dh tkudkjh bl izdkj gS % 

(i) jsfM;ks lapkj % csrkj lapkj jsfM;ks rjaxksa ij vk/kkfjr gS] 

ftls de nwjh ds lapkj vkSj yach nwjh ds lapkj] nksuksa 

esa bLrseky fd;k tk ldrk gSA jsfM;ks lapkj ;q) 

vkSj ;q) tSlh ifjfLFkfr;ksa esa O;kid :i ls bLrseky 

gksrk gSA yksx mPp vko`fÙk ¼,p,Q½ dk mi;ksx djrs 

gq, dbZ lkS fdyksehVjksa dh nwjh ls lapkj dj ldrs gSaA 

bl fl)kar ij dk;Z djus okys midj.k ds mnkgj.k gSa 

okWdh&VkWdh ;k gkFk esa idM+us okyk csrkj Vªkallhoj 

lsVA 

(ii) mixzg vk/kkfjr lapkj iz.kkyh % ;g jsfM;ks lapkj 

dk ,d :i gS tgka i`Foh ls jsfM;ks rjaxsa lapkj mixzg 

esa Hksth tkrh gSa] tks lans'k dks okil xzkgh ds ikl Hkst 

nsrh gSA varjjk"Vªh; eSjh Vkbe lsVykbV vkWxZukbts'ku 

¼vkbZ,u,e,vkj,l,Vh½ ,d lkekU; mixzg lapkj 

usVodZ gS ftls leqnz esa Åaps LFkku ij vkikrdky rFkk 

foinkvksa S D;ksa sds le; mi;ksx fd;k tkrk g fd bud

fy, fdlh i`Foh vk/kkfjr iz.kkyh tSls Vkoj ;k dscy 

dh t:jr ugha gksrhA 

(iii) ,esP;ksj ¼gSe½ jsfM;ks % ,esP;ksj ;k jsfM;ks dk vFkZ gS 
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'kkSdhu yksxksa }kjk jsfM;ks ij lapkj esa bLrseky dh tkus 

okyh e'khu vkSj ;s dbZ gtkj fdyksehVj dh nwjh ls 

laidZ dj ldrs gSaA ,esP;ks W apkj j jsfM;ks vkijsVj }kjk l

ds fy, laizs"k.k dh fofHkUu fof/k;ka mi;ksx dh tkrh gSaA 

vkokt+ ds laizs"k.k ds fy, bLrseky gksus okyh nks lcls 

lkekU; fof/k;ka gSa ÝhDosalh ekWM~;wys'ku ¼,Q,e½ vkSj 

flaXky lkbM cS.M ¼,l,lch½A bl izpkyu dk leUo; 

varjjk"Vªh; nwj lapkj bdkbZ ¼vkbZVh;w½ }kjk fd;k tkrk 

gS vkSj bls vyx vyx ns'kksa dh ljdkjsa ykblsal nsrh 

gSa tks izs"k.k dh rduhdh vkSj izpkyu laca/kh fo'ks"krkvksa 

dk fu;eu djrk gS vkSj dkWy ladsr igpkuus lfgr 

vyx vyx LVs'ku tkjh djrk gSA buds lapkj lqukeh 

vkSj Hkwdai tSlh vkinkvksa ds nkSjku vyx iM+s leqnk;ksa 

ls laidZ esa cgqr vf/kd mi;ksxh gSaA 

(iv) lefiZr vYi jsat lapkj ¼Mh,lvkjlh½ % Mh,lvkjlh esa 

mPp fo'oluh;rk okyh csrkj la;kstdrk] 'kq) fLFkfr 

¼Xyks Wfuax½ cy iksft'kfuax mixzg vkSj okgu MSM & fjdk

rFkk vkWu cksMZ daI;wVj dks tksM+k tkrk gS rkfd okguksa 

dks vkil esa ¼okgu ls okgu ;k oh2oh fyad½ vkSj lM+d 

ij ekStwn bdkb;ksa ¼okgu ls ewy lajpuk ;k oh2vkbZ½ 

tksM+k tk ldsA 

'kCn ^^lefiZr^^ dk vFkZ gS Mh,lvkjlh 5-9 xhxk gV~tZ ij 

viuh lqjf{kr vkòfÙk cS.M ij izpkyu djrk gSA blls 

lqfuf'pr fd;k tkrk gS fd vU; csrkj rduhdksa dh ck/kk ls 

bl iz.kkyh ij dksbZ #dkoV ugha vkrhA ;g cS.M vesfjdk vkSj 

;wjksi esa igys gh vkcafVr fd;k x;k gSA 

lapkj pSuy % lwpuk iznku djus ds nks rjhds gSa % vkSipkfjd 

vkSj vukSipkfjd lapkj pSuyA 

(i) vukSipkfjd lapkj % ;g lapkj O;fDr ls O;fDr ds 

chp] vkeus lkeus fdlh vkSipkfjdrk] lekjksg ;k rM+d 

HkM+d ds fcuk gksrk gSA vukSipkfjd :i ls lapkj esa ikB 

lans'k] iksLV&bV uksV] O;fDr bZ&esy i=] rRdky lans'k] 

beksfVdksal] vkWuykbu pSV #e rFkk lkbcj Lisl cqysfVu 

cksMZ rFkk fdlh O;fDr ds ?kj ;k dk;kZy; esa 

vukSipkfjd :i ls tkuk ;k tYnh vkSj vpkud 

cSBd 'kkfey gSaA vukSipkfjd ckrphr esa yksx lgt jgrs 

gSa vkSj vkerkSj ij fdlh Hkh os'kHkw"kk esa gks ldrs gSaA 
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vukSipkfjd lapkj esa vekSf[kd :i Hkh gks ldrs gSa tSls 

psgjs dh vfHkO;fDr] lkadsfrd Hkk"kk ;k os'kHkw"kk dk 

rjhdkA 

(ii) vkSipkfjd lapkj ;g bl izdkj O;ofLFkr vkSj izcaf/kr 

lwpuk gS ftls ,d laxBu ds lacaf/kr O;fDr;ksa ;k 

laxBuksa ds chp ckaVk tkrk gSA vkSipkfjd lapkj ds pSuy 

laxBu esa ,d O;fDr dh Hkwfedk ij vk/kkfjr gS vkSj 

bUgsa ,d laxBu esa LFkkfir ekudksa ds vuqlkj 

laxfBr :i ls ckaVk tkrk gSA vkSipkfjd lapkj vkerkSj 

ij dk;Zikydksa ls funs'kdksa vkSj muls izca/kdksa rFkk 

deZpkfj;ksa sa S ftlesard ^^uhps dh fn'kk e^^ pyrk g daiuh 

ds funsZ'k vkSj vuqns'k gksrs gSa rFkk MsVk vkSj fjiksVZ ds :i 

esa sa sa ls sa;g ^^Åij dh fn'kk e^^ deZpkfj;k izca/kdk vkSj fQj 

funs a s gksdj dk;Zikydksa rd igqaprk gSA bu pSuyksa'kdks l

ls vkus okys lapkj dk;ksZa vkSj foHkkxksa ds fy, fof'k"V gksrs 

gSaA 

lqj{kk dkfeZdksa dks yksxksa ds vkokxeu] jln ds vkokxeu 

vkSj VsyhQksu dkWy dh tkudkjh j[kuh gksrh gSA mUgsa 

bysDVªkWfud vkSj eqfnzr :i esa fjdkWMZ j[kus vkSj fjiksVZ rS;kj 

djuh gksrh gS] ftls bysDVªkWfud ;k eqfnzr :i esa lacaf/kr 

vf/kdkfj;ksa ds ikl Hkstk tkrk gSA 

xfrfof/k;ksa vkSj dk;ZØeksa dh ;kstuk] fu"iknu vkSj fuxjkuh ds 

fy, nLrkost cuk, tkrs gSaA ;g lwpuk ds vknku iznku] 

leFkZu] tokcnsgh lqfuf'pr djsa vkSj lk{; iznku djus ds fy, 

mi;ksxh lk/ku ds :i esa Hkh dk;Z djrs gSaA nLrkostksa dk 

mi;ksx lwpuk dks fjdkWMZ djus] fjiksVZ vkSj Qkby cukus esa 

fd;k tkrk gSA lqj{kk drZO;ksa ls lacaf/kr lkekU; fjdkWMksZa esa 

ifjlj [kksyuk vkSj can djuk] mifLFkfr ;k vuqifLFkfr] n.M] 

x'r yxkuk] [kkst dh izfØ;k vkfn 'kkfey gSA lqj{kk ds {ks= 

esa bLrseky gksus okys nLrkostksa ds mnkgj.k gaS ykWxcqd] 

jftLVj] fjiksVZ cgh] ?kVuk dh fjiksVZ vkfnA bl izdkj rS;kj 

fjdkWMZ ;k fjiksVZ dk j[k[kko lqijokbtj }kjk bl izdkj fd;k 

tkrk gS ftls vklkuh ls ns[kk tk ldsA bldk Js.khdj.k 

vkerkSj ij le; ds vuqlkj] v{kjksa ds vuqlkj vkSj dk;Z ds 

vuqlkj fd;k tkrk gSA lqj{kk ds dk;Z laxBu ;k m|ksx 

¼vLirky] j{kk cy] gokbZ vM~Mk] fuekZ.k bdkbZ] tksf[ke okys 

m|ksx] fjVsy m|ksx vkfn½ ds izdkj ij fuHkZj djsaxsA 
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,d lqj{kk fu;a=.k d{k esa miyC/k MsVk ;k fjdkWMZ dh la[;k 

vf/kd gksrh gS vkSj bUgsa voxhZÑr] xksiuh;] xqIr vkSj vR;f/kd 

xqIr ds :i esa oxhZÑr fd;k tk ldrk gSA ;s Lrj c<+rh gqbZ 

xksiuh;rk ds Øe esa gSaA lqj{kk lsokvksa esa rS;kj gksus okyh 

fjiksVksZa esa fuEufyf[kr 'kkfey gSa % 

(i) M~;wVh ykWx % ;g dkfeZdksa dk fjdkWMZ gS tks ,d 

fuf'pr le; ij ,d LFkku ij vkdj fjiksVZ djrs gSaA 

blls fofHkUu fcanqvksa ij lqj{kk dkfeZdksa dh mifLFkfr 

ds fooj.k feyrs gSaA vuqifLFkfr ntZ dh tkrh gS vkSj 

mfpr izkf/kdkjh dks bldh fjiksVZ nh tkrh gSA 

(ii) ?kVuk fjiksVZ % ;g vlkekU; ?kVuk dh fjiksVZ gSA 

blesa ?kVuk dh frfFk] le; vkSj 'kkfey yksxk]sa okguksa 

dh fof'kf"V ;k 'kkfey lkexzh vkSj ?kVuk ds HkkSxksfyd 

LFkku dh tkudkjh ntZ dh tkrh gSA 

(iii) dk;Zokgh fjiksVZ % bl fjiksVZ ls dh xbZ dk;Zokgh ds 

fooj.k ds lkFk ?kVuk ds ykWx esa crkbZ xbZ ?kVuk dh 

tkudkjh feyrh gSA blesa ?kVuk dh frfFk] le; dh 

dk;Zokgh] dk;Zokgh djus okys yksxksa] izfØ;k vkSj dh 

tkus okyh yafcr dk;Zokgh dh tkudkjh ntZ dh tkrh 

gSA 

(iv) vkokxeu ykWx % ;s ykWx yksxksa] jln vkSj okguksa ds 

tkap fcanq ls vkus tkus dk fjdkWMZ gSaA 

fnukad le; vkxarqd dk uke dk;kZy; 

fuokl 

irk 

@ 

dk 

vkus dk 

mís'; 

ikl gka @ ugha le; 

lekIr 

(v) cSd&vi vkSj LVS.M ckbZ ykWx % ;s cSd&vi vkSj 

LVS.M ckbZ izfØ;kvksa ds fjdkWMZ vkSj fjiksVZ gSa ftUgsa 

midj.k esa [kjkch ;k fdlh vkikrdkyhu fLFkfr ds 

ifj.kke Lo:i fu"ikfnr fd;k x;k FkkA 

(vi) vkdfLedrk ykWWx % ;s fdlh vkikrdkyhu 

fLFkfr ;k ?kVuk ds ifj.kke Lo:i fu"ikfnr 

vkdfLed izfØ;kvksa ds fjdkWMZ vkSj fjiksVZ gSaA 
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l= ;kstuk 6 

1. l= fo”k; % lapkj ds 

midj.k vkSj pSuyksa dk 

mi;ksx 

2. Lk= mís'; % Nk=ksa dks futh 

lqj{kk lsokvksa esa j[ks tkus 

okys fofHkUu izdkj ds 

nLrkostksa ls ifjfpr djkukA 

3. lkexzh @ midj.k 

vko’;drk,a % M~;wVh 

ykWx] ?kVuk fjiksVZ] vkus tkus 

dk ykWx] cSd vi vkSj LVSaM 

ckbZ ykWx] vkdfLedrk ykWx] 

ikyu fjiksVZA 

4. rS;kfj;ka 

o bl gLriqfLrdk ds var 

esa nh xbZ 'kCnkoyh i<+saA 

5. f'k{k.k@izf'k{k.k fof/k % 

(vii) vuqikyu fjiksVZ % ;g ifjlj [kksyus] can djus] x'r 

yxkus] vuqifLFkfr vkfn ls lacaf/kr ekud izfØ;kvksa dh 

tkap lwph gS] ftldk fu"iknu gj fnu fd;k tkrk gS 

vkSj blds enksa ij iwjk gksus ds ckn fu'kku yxk, tkrs 

gSaA ;fn tkap lwph ds fdlh en dks iwjk ugha fd;k 

tkrk gS rks bldk dkj.k crk;k tkrk gSA 

Vh1 % Hkwfedk fuHkkuk 

vof/k % 2 ?kaVs 

izfØ;k 

,d fn, x, ifjn`'; ds vk/kkj ij VsyhQksu dh ckrphr dk 

vuqdj.k djsa vkSj dkWy djus okys rFkk izkIr djus okys dh ckr 

esa lq/kkj djsaA 

 nks Nk=ksa ls vkxs vkus ds fy, dgsaA 

 ,d ds ihNs ,d dqlhZ j[ks vkSj mUgsa bu ij cSBus ds fy, 

dgsa s s ,d nwljs dks ugha ns[k ik,axsA bll o

 mUgsa ifjn`'; vkSj Hkwfedk crk,a ¼izs"kd vkSj xzkgh½ ftls os 

fuHkk,axs 

 tc Hkwfedk fuHkkbZ tk jgh gS vU; Nk=ksa ls bUgsa ns[kus ds 

fy, dgsaA 

 dkWy djus okyk O;fDr xzkgh dk vfHkoknu djus ds ckn 

viuk ifjp; nsxk @ nsxhA 

 mls crkuk gksxk fd mlus D;ksa dkWy fd;k gSA 

 ckrphr ds ckn Nk=ksa ls izfrfØ;k nsus ds fy, dgk tk,A 

 viuh izfrfØ;k lkexzh ds vuqlkj nsaA 

 fdlh vU; Nk= dks vkxs vkus vkSj vH;kl nksgjkus ds fy, 

dgsa sa sa ZA /;ku n fd D;k izfrfØ;k e dksb lq/kkj gSA 
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vius fo/kkfFkZ;ksa dks fuEufyf[kr VsyhQksu f'k"Vkpkj ds ckjs esa 

i<+k,a % 

 rhljh fjax ds igys VsyhQks a ;k mÙkj nsau mBk,

 VsyhQksu ij ckr djrs le; vki dqN 'kCn bLrseky dj 

ldrs gSa ^^gSyks! Good Morning/Good Afternoon/ 

Good Evening@ueLrs ^^A 

 Li"V cksysa vkSj viuk ifjp; nsaA 

 ;fn dkWy djus okyk viuk ifjp; ugha nsrk gS] rks dgsa] 

^^D;k eSa tku ldrk gwa fd vki dkSu cksy jgs gSa\^^ 

 bl ekeys esa ;fn dkWyj ;g ugha crkrk fd og fdlls ckr 

djuk pkgrk gS] rks vki mlls ,d iz'u iwN ldrs gSa tSls 

^^D;k eSa tku ldrh gwa fd vki fdlls ckr djuk pkgrs 

gSa\^^ 

 ;fn vki lans'k izkIr djrs gSa rks vki dgsa ^ekQ djsaa] os bl 

le; O;Lr gSa Sa vkidk lans'k ys ldrk gwa\^^ ;k eSA e a 

vkidk uke vkSj uacj ys ldrk gwa os vkidks Qksu dj ysaxsa\ 

¼uke] Qksu uacj] le; vkSj xzkgh dk lans'k fy[kuk 

lqfuf'pr djsa½ 

 tc vki vko';d tkudkjh izkIr dj ysa rks xzkgh dks 

izrh{kk djus ds fy, dgsaA 

 xzkgh dks 02 feuV ls vf/kd rd izrh{kk u djk,aA blls 

vPNk gS fd fdlh dks yacs le; rd izrh{kk esa j[kus ds 

LFkku ij vki okil dkWy djsaA nksckjk dkWy djuk uk HkwysaA 

 izrh{kk vof/k lekIr gksus ij] Ñi;k dkWy djus okys ds /kS;Z 

ds fy, vkHkkj O;Dr djsaA 

 ckrphr dks fcanq rd lhfer j[kAsa

 vkHkkj ds lkFk ckrphr lekIr djsaA 

 ges'kk lq[kn vkSj nksLrkuk Loj esa cksysaA 

 dky dk izrh{kk esa j[kus ls igys mlls iwN ysaW s A mnkgj.k 

ds fy,] ^Ñi;k vkidk dkWy feykus rd ykbu ij jgsâ ^A 

 yacs lans'k ugha NksM+saA 

 tc O;fDr ckr djsa rks chp esa ck/kk uk MkyAsa
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 ;fn vki Hkkstu dj jgs gSa rks Qksu ij mÙkj uk nsaA 

vki ;g crk nsa fd vki Hkkstu dj jgs gSa vkSj Hkkstu 

lekIr gksus ij vki dkWy djsaxsA 

 Qksu j[kus ls igys ;g lqfuf'pr dj ysa fd dkWyj us igys 

Qksu j[k fn;k gSA 

vkSipkfjd vkSj xSj vkSipkfjd Hkk"kkvksa ds chp varj ds ckjs esa 

Nk= dks ;kn fnyk,a] vkSj mu voljksa ds ckjs esa crk,a tc os 

vyx vyx izdkj dh Hkk"kk mi;ksx dj ldrs gSaA 

Vh 2 % dk;Z 

1. ykWx cqd dk mi;ksx ifjlj esa vkus vkSj tkus okys yksxksa 

ds vkokxeu dk fjdkWMZ j[kus ds fy, fd;k tkrk gSA Nk=ksa 

ls dgsa fd os uhps nh xbZ rkfydk dk mi;ksx djrs 

gq, ,d O;kogkfjd vH;kl vk;ksftr djsa vkSj Ldwy ds 

dk;ZØeksa tSls okf"kZd fnol] vfHkHkkod cSBd] cky fnol] 

ofj"B ukxfjd fnol ds volj ij vkxarqd ds fooj.k ntZ 

djus ds fy, bls Hkjsa sa bl rkfydk dksA ,d dk;Z ds :i e

Hkjdj tek djsaA 

fnukad le; vkxarqd dk uke dk;kZy; @ fuokl 

dk irk 

vkus 

mís'; 

dk ikl 

gka @ 

ugha 

le; 

lekIr 

2. vki vius Nk=ksa ls dgsa fd os ?kj ij VsyhQksu dkWy lquus 

dh ykWxcqd uhps fn, x, QkWesZV ds vuqlkj cuk,a vkSj ,d 

dk;Z ds :i esa bl rkfydk dks Hkjdj tek djAsa
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a 

dkWyj dk uke VsyhQksu uacj dkWy dk mís'; le; 

vkdyu xfrfof/k;ks ds fy, tkap lwph 

fuEufyf[kr tkaplwph dk mi;ksx djrs gq, ns[ksa fd D;k vkids 

Nk= vkdyu xfrfof/k ds fy, lHkh vko';drk,a iwjh djrs gSa% 

Hkkx d 

Nk= buds chp varj dj ldrk gS 

¼d½ lapkj midj.k dk varjA 

¼[k½ vukSipkfjd vkSj vkSipkfjd lapkjA 

Hkkx [k 

Nk= fuEufyf[kr iz'uksa dk mÙkj ns ldrs gSa % 

¼d½ ykWxcqDl vkSj fjiksVZ dh lqj{kk dk D;k mi;ksx gSa\ 

Hkkx x 

Nk=ksa dks lkekU;] rduhdh] O;kolkf;d izn'kZu djuk gksxk vkSj 

laxfBr Kku vkSj vko'd ekudksa ds fy, vkns'k izn'kZuA 

fu"iknu esa ;g 'kkfey gks ldrk gSa fdarq ;g bl rd lhfer 

ugha gSA 

fu"iknu ekud gka ugha 

VsyhQksu ij viuk, tkus okys f'k"Vkpkj 

lqj{kk m|ksx esa mi;ksxh ykWxcqd dh igpku 

lqj{kk m|ksx esa lkekU; uewuk fjiksVZ dh 

igpku 

ykWxcqd ds izk:i esa visf{kr tkudkjh Hkjsa 

lapkj ds fy, midj.kksa dk lapkyu 
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'kCnkoyh 1. lfØ; gksdj lquuk % ;g lans'k dk okLrfod vFkZ le>us ds 

fy, ,d vU; O;fDr }kjk dgh xbZ ckr ds fo'ys"k.k vkSj 

ewY;kadu dh izfØ;k gSA 

2. vykeZ tkap jftLVj % bls mu lHkh ?kVukvksa dks ntZ djus esa 

bLrseky fd;k tkrk gS] tgka ifjlj esa vykeZ dh tkap dh 

tkrh gSA blds fooj.kksa esa frfFk] le;] tkap djus okys O;fDr 

dk uke vkSj ifj.kke lfgr fdlh [kjkch dk fooj.k gksrk gSA 

3. eukso`fÙk % ;g ekU;rk dks dk;Z esa cnyus dh izfØ;k gS 

tks ,d le; vof/k esa cuh jgrh gSA 

4. [k.M % [k.M ,d okD; dk Hkkx gS tks feydj cM+s okD; 

cukrk gSA 

5. lapkj % og izfØ;k ftlls ,d O;fDr] lewg] laxBu ¼izs"kd½ 

fdlh izdkj dh lwpuk ¼lans'k½ ,d vU; O;fDr] lewg] laxBu 

¼xzkgh½ dks Hkstrk gSA bldk vaxzsth 'kCn dE;qfuds'ku ySfVu 

Hkk"kk ds 'kCn dE;qfuLk ls cuk gS] ftldk vFkZ gS ckaVukA 

6. leqnk; % ,d lekt tgka yksx Hkkouk vkSj nkf;Roksa ds vkilh 

ca/ku esa ,d nwljs ds lkFk lh/ks vkSj O;fDrxr :i ls laidZ 

esa vkrs gSaA 

7. f'k"Vkpkj % ;g lkekftd O;ogkj dk ,d rjhdk gS tks vU; 

yksxksa ds lkFk lEeku n'kkZrs gq, mUgsa igys dk;Z djus dk 

volj nsrk gSA 

8. o.kZukRed izfrfØ;k % tc izfrfØ;k ls 'kCnksa esa lapkj ds 

izHkko dk fooj.k fn;k tkrk gS rks bls o.kZukRed izfrfØ;k 

dgrs gSaA 

9. ewY;kadu izfrfØ;k % tc lapkj esa ^^vPNk^^] ^^cqjk**] ^^vkSlr**] 

^^lgh** ^^xyr** tSls inksa ds izHkko dks ij[k dj izfrfØ;k nh 

tkrh gS rks bls ewY;kadu izfrfØ;k dgrs gSaA 
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10. izfrfØ;k % lapkj dk ,d rRo gS tks lapkj pØ ds iwjk vkSj 

iwjk gksus ds foLrkj dk ladsr gSA ;g Hkstus okys dk lans'k 

izkIr gksus ij mls lwfpr djrh gSA ;g ,d vU; lans'k 

ds :i esa gks ldrh gS tks izs"kd dks ;g crkrh gS fd mldk 

lans'k izkIr gks x;k gS vkSj le> fy;k x;k gS] ;k ;g 

xzkgh }kjk fdlh vU; dk;Z ds :i esa gks ldrh gS fd lans'k 

izkIr gks x;k gS vkSj bl ij dk;Z fd;k x;k gSA 

11. vkSipkfjd lapkj % ;g vkSipkfjd laxBukRed O;oLFkk ds 

laca/k esa vkSj vf/kdkfjd fLFkfr ;k lapkjdrkZ vkSj xzkgh ds 

LFkku ij gks ldrk gSA vkSipkfjd lapkj vf/kdka'kr% izHkkoh 

lanHkZ ds fy, fdlh :i esa ntZ fd;k tkrk gSA 

12. eqnzk % ;g lans'k ds lapkj ds fy, gkFkksa dk fgykuk gSA 

mnkgj.k ds fy, lykeh ;k gkFk feykuk vfHkoknu dh ,d 

eqnzk gSA 

13. vukSipkfjd lapkj % ;g mu lHkh pSuyksa ls mRiUu gksrk gS 

tks vkSipkfjd pSuy ds ckgj vkrs gSaA ;g laxBu ds lnL;ksa 

dh lkekftd lac)rk ds vkl ikl curk gSA vukSpkfjd 

lapkj izkf/kdkj dh lhekvksa dk ikyu ugha djrk] tSlk fd 

vkSipkfjd lapkj ds ekeys esa gksrk gSA 

14. pkch dk jftLVj % bls lqj{kk foHkkx ds ikl ekStwn lHkh 

pkfc;ksa dks ntZ djus esa mi;ksx fd;k tkrk gSA blesa 

dkfeZdksa }kjk pkch nsus vkSj mls ykSVkus dh frfFk vkSj le;] 

bUgsa ysus okys O;fDr dk gLrk{kj] nsus okys lqj{kk xkMZ dk 

gLrk{kj] muds }kjk okil djus dh frfFk vkSj le; vkSj 

okil ysus okys lqj{kk xkMZ dk gLrk{kj gksrk gSA 

15. [kksbZ vkSj ikbZ oLrqvksa dk jftLVj % blesa ifjlj esa [kksbZ ;k 

ikbZ xbZ lHkh phtksa dk fooj.k ntZ gksrk gSA 

16. lans'k % vkerkSj ij lapkj dh oLrq ^^lans'k** gSA 

17. laxBu % inkuqØe ds vuqlkj yksxksa dk O;ofLFkr lewg tks 
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bruk cM+k gS fd lewg ds lHkh lnL;ksa ds lkFk O;fDrxr 

laca/k vlaHko gSA 

18. laxBukRed lapkj % O;fDr;ksa vkSj yksxksa ds chp lapkj] tks 

laxBu dk fuekZ.k djrs gSaA 

19. laxBukRed lajpuk % O;fDr;ksa vkSj lewgksa ds chp dk;ksZa] 

ftEesnkfj;ksa rFkk laxBu ds vanj izkf/kdkjksa ds vkcaVu ds 

lanHkZ esa vkSipkfjd foU;klA 

20. okD;ka'k % ,d okD;ka'k ;k 'kCnksa dk lewg ftlls iwjk vFkZ 

ugha fudyrkA 

21. dkfeZd ikl dk jftLVj % ;g dk;Z vkjaHk gksus ;k lekIr 

gksus ds le; ifjlj ls ckgj tkus ij deZpkfj;ksa dk ys[kk 

tks[kk j[kus ds fy, bLrseky fd;k tkrk gSA ;g O;fDr;ksa dks 

O;fDrxr dkj.k ls ifjlj ls ckgj tkus ds fy, vuqefr nsrk 

gSA 

22. rkyesy % ,d le; vof/k esa nksgjkbZ xbZ ?kVuk dk Øe gSA 

23. [kkst jftLVj % bls frfFk] le;] [kksts x, O;fDr dk uke] 

irk] [kksts x, O;fDr ds gLrk{kj vkSj [kkstus okys ds 

gLrk{kj ntZ djus esa mi;ksx fd;k tkrk gSA 

24. okD; % 'kCnksa dk lewg ,d okD; gS ftldk iwjk vFkZ fudyrk 

gSA 

25. fyaxokn % ,sls dk;Z ;k eukso`fÙk ftlls O;fDr;ksa esa dsoy 

muds fyax ds vk/kkj ij HksnHkko fd;k tkrk gSA 

26. fyax laca/kh Hkk"kk % ,slh Hkk"kk tks :f<+oknh fyax dh Nfo 

cukrh gS fd ,d fyax nwljs ls csgrj gSA 

27. ladsr % ,slk ladsr tks fdlh vU; ds fy, cuk;k x;k gS ;k 

dqN vkSj n'kkZrk gS rFkk blds lkFk ,d izkÑfrd] xSj 

fookpd laca/k tqM+k gSA 
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28. izfrfØ;k ekaxuk % tc izs"kd }kjk lapkj ds ckn izfrfØ;k dk 

vuqjks/k fd;k tkrk gS rks bls ^^izfrfØ;k ekaxuk** dgrs gSaA 

29. izrhd % ,d fopkj dk izfrfuf/kRoA 

30. ny % ,d lewg ftlds lnL;ksa esa iwjd dkS'ky gSa vkSj os 

fu"iknu y{;ksa ds ,d lsV ;k lkekU; iz;kstu gsrq izfrc) gSa] 

ftlds fy, mUgsa vkilh rkSj ij tokcnsg Bgjk;k tkrk gSA 

31. VsyhQksu lans'k iqfLrdk % bls VsyhQksu ij izkIr lwpuk vkSj 

lgh lans'k ntZ djus esa bLrseky fd;k tkrk gSA 

32. okgu jftLVj % blesa ifjlj esa vkus okys okguksa dh la[;k 

fy[kh gksrh gSA 

33. vkxarqd jftLVj % blesa vkxarqd dk uke] vkus dh frfFk vkSj 

le; rFkk vkxarqd ds gLrk{kj gksrs gSaA 
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i<+us ds fy, lq>ko iqLrdsa 

 Msoyfiax dE;qfuds'ku fLdYl Ñ".kk eksgu vkSj ehjk cSuthZ] 

eSd feyku bf.M;k fyfeVsM] fnYyh }kjkA 

 eksj nSu oM~Zl % , gS.M cqd QkWj jkbVlZ ,.M ,fMVlZ] fp=k 

vkj- lear] MhvkbZih,l] dE;qfuds'ku lsaVj] Hkqous'oj }kjk 

 eSlst % n dE;qfuds'ku fLdYl] eSF;w eSdh 

 dE;qfuds'ku % fizafliYl QkWj , ykbQVkbe LVsou ,- chch 

vkSj lqlku ts- chch }kjk ¼4oka laLdj.k½ 

 dE;qfuds'ku % esfdax dusD'kal fofy;e ts- 'kSyj }kjk ¼8oka 

laLdj.k½ 

 ekbZ Qs;j ysMh th-ch- 'kkW vkSj ts yuZj 

osclkbV 

□ http://en.wikipedia.org/wiki/Communication 
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