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,ulhbZvkjVh okWVjekdZ ds lkFk 
80 th,l,e isij ij fizaV  

lfpo] jk"Vªh; 'kSf{kd vuqla/kku 

vkSj izf'k{k.k ifj"kn] Jh vjÇcnks 
ekxZ] ubZ fnYyh 110 016 }kjk 
izdk'ku izHkkx esa izdkf'kr vkSj 
,yihih ÇizV iSdsÇtx izk- fy-] 
28@1@10] lkbV&4] lkfgckckn 

vkS|ksfxd {ks=] lkfgckckn] ftyk 
xkft;kckn ¼m- iz-½ esa eqfær  

vkbZ,lch,u 978&93&5292&1vkbZ,lch,u 978&93&5292&1vkbZ,lch,u 978&93&5292&1vkbZ,lch,u 978&93&5292&126&326&326&326&3    
lokZf/kdkj lqjf{kr lokZf/kdkj lqjf{kr lokZf/kdkj lqjf{kr lokZf/kdkj lqjf{kr     

•••• bl izdk'ku dk dksbZ Hkh fgLlk izdk'kd dh iwoZ vuqefr ds fcuk] fdlh 
Hkh :i esa ;k fdlh Hkh rjg ls] bysDVªkWfud] eSdsfudy] QksVksdkWih] 
fjdkWÉMx ;k vU;Fkk fdlh iquizkZfIr iz.kkyh esa laxzghr ;k izsf"kr fd;k 
tk ldrk gSA 

•••• bl iqLrd dks bl 'krZ ds v/khu iznku fd;k tkrk gS fd bls O;kikj] fdjk,] 
iqu% fcØh esa ;k vU;Fkk izdk'kd dh lgefr ds fcuk ugha mi;ksx fd;k 
tk,xk] ;fn ;g ml ckbafMax ;k vkoj.k ds :Ik esa gS ftlesa bls izdkf'kr 
fd;k x;k gSA 

•••• bl izdk'ku dk lgh ewY; bl ist ij eqfnzr ewY; gSA jcj dh eqgj ;k 
fLVdj }kjk ;k vU; fdlh rjhds ls dksbZ ewY; la'kksf/kr djuk xyr gS vkSj 
bls Lohdkj ugha fd;k tk,A 

    

izdk’ku izHkkx] ,ulhbZvkjVh dk dk;kZy; izdk’ku izHkkx] ,ulhbZvkjVh dk dk;kZy; izdk’ku izHkkx] ,ulhbZvkjVh dk dk;kZy; izdk’ku izHkkx] ,ulhbZvkjVh dk dk;kZy;     
,ulhbZvkjVh ifjlj 
Jh vjfcanks ekxZ  
ubZ fnYyh 110016                   Qksu % ubZ fnYyh 110016                   Qksu % ubZ fnYyh 110016                   Qksu % ubZ fnYyh 110016                   Qksu % 011&26562708011&26562708011&26562708011&26562708    
108] 100 QhV jksM  
gkslnkdsjs gYyh ,DlVsa’ku  
cuk’kadjh 3 LVst  
csaxyq# 560 085                     Qksu % csaxyq# 560 085                     Qksu % csaxyq# 560 085                     Qksu % csaxyq# 560 085                     Qksu % 080&26725740080&26725740080&26725740080&26725740    
uothou VªLV fcfYMax  
ih- vks- uothou 
vgenkckn 380 014                  Qksu % vgenkckn 380 014                  Qksu % vgenkckn 380 014                  Qksu % vgenkckn 380 014                  Qksu % 079&27541446079&27541446079&27541446079&27541446    
lhMCY;wlh ifjlj  
/kkudy cl LVkWi ds lkeus  
iuhgkVh  
dksydkdksydkdksydkdksydkrk 700114                    Qksu % rk 700114                    Qksu % rk 700114                    Qksu % rk 700114                    Qksu % 033&25530454033&25530454033&25530454033&25530454    
lhMCY;wlh dkWEIysDl  
eyhxkao  
xqokgkVh 781021                     Qksu % xqokgkVh 781021                     Qksu % xqokgkVh 781021                     Qksu % xqokgkVh 781021                     Qksu % 0361&26748690361&26748690361&26748690361&2674869    
    
izdk'ku ny izdk'ku ny izdk'ku ny izdk'ku ny     
izeq[k] izdk'ku izHkkx              %    Jh vuwi dqekj jktiwr 
eq[; laiknd          %    ‘osrk mIiy 
eq[; mRiknu vf/kdkjh      %    v#.k fprdkjk 
eq[; O;kikj izca/kd          %    fccs’k dqekj nkl  
laiknd                         %    fctuku lqrkj 
mRiknu vf/kdkjh                 %    jkts’k fiIiy     

    
doj vkSj ysvkmV doj vkSj ysvkmV doj vkSj ysvkmV doj vkSj ysvkmV     

MhVhih izdks”B] izdk’ku izHkkx  
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izLrkoukizLrkoukizLrkoukizLrkouk  
 

jk"Vªh; ikB~;p;kZ :ijs[kk] 2005 ¼,ulh,Q&2005½ esa ikB~;Øe ds iz{ks= esa dk;Z vkSj f’k{kk dks tksM+us] bUgsa 
vf/kxe ds lHkh {ks=ksa esa vkil esa feykus ds lkFk laxr pj.kksa ij viuh ,d igpku nsus dh flQkfj’k dh 
xbZ gSA blesa le>k;k x;k gS fd dk;Z ls Kku vuqHko esa ifjofrZr gksrk gS rFkk blls egRoiw.kZ O;fDrxr 
vkSj lkekftd ekU;rk,a iSnk gksrh gS] tSls vkRe fuHkZjrk] jpukRedrk vkSj lg;ksxA dk;Z ds tfj, O;fDr 
lekt esa viuh txg cukuk lh[krk gSA ;g ,d ‘kSf{kd xfrfof/k gS ftlesa lekos’k dh varfuZfgr 
laHkkO;rk gSA vr%] ,d ‘kSf{kd O;oLFkk esa mRiknd dk;Z esa ‘kkfey gksus ds vuqHko ls O;fDr lkekftd 
thou ds egRo dks le>rk gS vkSj lekt esa fdldk egRo gS vkSj fdls egRo nsuk gS] bls tkurk gSA 
dk;Z esa lkexzh ;k vU; yksxksa ¼vf/kdka’kr% nksuksa½ dk esy tksy ‘kkfey gS] bl izdkj izkÑfrd inkFkksZa vkSj 
lkekftd laca/kksa dh xgjh O;k[;k ,oa mUur izk;ksfxd Kku dk l`tu gksrk gSA 

dk;Z vkSj f’k{kk ds ek/;e ls Ldwy ds Kku dks cM+h vklkuh ls Nk= ds Ldwy ls ckgj ds thou ls tksM+k 
tk ldrk gSA blls fdrkch fo|k ls gVdj Ldwy] ?kj] leqnk; vkSj dk;ZLFky ds chp dk varj feV tkrk 
gSA ,ulh,Q&2005 esa mu lHkh cPpksa ds fy, O;koklkf;d f’k{kk vkSj izf’k{k.k ¼ohbZVh½ esa Hkh cy fn;k 
x;k gS tks ;k rks viuh Ldwyh i<+kbZ chp esa jksd dj ;k bls iwjk djus ds ckn O;kolkf;d f’k{kk ds 
ek/;e ls vfrfjDr dkS’ky gkfly djuk pkgrs gSa vkSj @ ;k vkthfodk dekuk pkgrs gSaA ohbZVh ls ,d 
vafre ;k ^^vafre vkJ;** fodYi ds LFkku ij ,d ^^ojh;rk izkIr vkSj izfrf”Br** fodYi iznku djus dh 
mEehn dh tkrh gSA 

blds vuqorZu ds :Ik esa] ,ulhbZvkjVh us fo”k; {ks=ksa esa dk;Z dks ‘kkfey djus dk iz;kl fd;k gS rFkk ns’k 
ds fy, jk”Vªh; dkS’ky ;ksX;rk :ijs[kk ¼,u,lD;w,Q½ ds fodkl esa Hkh ;ksxnku fn;k gS] ftls 27 fnlacj 
2013 dks vf/klwfpr fd;k x;k FkkA ;g xq.koÙkk vk’oklu :ijs[kk gS ftlesa Kku] dkS’kyksa vkSj eukso`fÙk ds 
Lrjksa ds vuqlkj lHkh ;ksX;rk,a gkfly dh tkrh gSaA ;s Lrj] ,d ls nl rd xzsM fd, x, gSa] ftUgsa 
vf/kxe ds ifj.kkeksa ds lanHkZ esa ifjHkkf”kr fd;k tkrk gS] ftUgsa Nk= dks lh[kuk vfuok;Z gS] pkgs os bls 
vkSipkfjd] xSj&vkSipkfjd ;k vukSipkfjd rjhds ls gkfly djrs gSaA ,u,lD;w,Q esa Ldwyksa] O;kolkf;d 
f’k{kk rFkk izf’k{k.k laLFkkuksa] rduhdh f’k{kk laLFkkuksa] egkfo|ky;ksa vkSj fo’ofo|ky;ksa dks ‘kkfey djrs gq, 
jk”Vªh; rkSj ij ekU;rk izkIr ;ksX;rk iz.kkyh ds fy, lkekU; fl)kar vkSj fn’kkfunsZ’k rS;kj fd, x, 
gSaA        

bl i`”BHkwfe ds rgr] jk"Vªh; 'kSf{kd vuqla/kku vkSj izf'k{k.k ifj"kn~ ¼,ulhbZvkjVh½ dh ?kVd bdkbZ] iafMr 
laqnjyky ‘kekZ dsanzh; O;kolkf;d f’k{kk laLFkku ¼ih,l,llhvkbZohbZ½] Hkksiky] }kjk d{kk 9 ls 12 ds fy, 
O;kolkf;d fo”k;ksa gsrq ekWM~;wyj ikB~;p;kZ vk/kkfjr vf/kxe ifj.kkeksa dk fodkl fd;k gSA bls ekud 
lalk/ku fodkl ea=ky; dh ek/;fed vkSj mPprj ek/;fed f’k{kk ds O;kolk;hdj.k dh dsanzh; iz;ksftr 
;kstuk ds rgr fodflr fd;k x;k gSA 



iv 

bl ikB~;iqLrd esa O;kid rjhds ls fofHkUu tkWc jksy esa fufgr tSufjd dkS’kyksa dks fopkj esa fy;k x;k gS 
rFkk Nk=ksa dks vf/kd volj vkSj foLrkj iznku djus ds lkFk mUgsa bu lkekU; vkSj vfuok;Z dkS’kyksa esa 
layXu fd;k x;k gS] tSls lapkj] rdZ laxr lksp vkSj fofHkUu tkWc jksy ls lacaf/kr vyx vyx 
ifjfLFkfr;ksa esa fu.kZ; ysukA 

eSa blds fodkl ny] leh{kdksa vkSj lHkh laLFkkuksa ,oa laxBuksa ds ;ksxnku ds izfr vkHkkj O;Dr djrk gwa] 
ftUgksaus bl ikB~;iqLrd ds fodkl esa leFkZu fn;k gSA 

,ulhbZvkjVh Nk=ksa] v/;kidksa vkSj vfHkHkkodksa ds lq>koksa dk Lokxr djrh gS] ftlls gesa vxys laLdj.kksa 
esa bl lkexzh dh xq.koÙkk ds lq/kkj esa enn feysxhA     

 

âf"kds'k lsukifr   

                                            funs'kd  
jk"Vªh; 'kSf{kd vuqla/kku vkSj izf'k{k.k ifj"kn~  

 
ubZ fnYyh]  

twu] 2018  
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ikB~;iqLrd ds ckjs esaikB~;iqLrd ds ckjs esaikB~;iqLrd ds ckjs esaikB~;iqLrd ds ckjs esa     

jkstxkj ds dkS’kyksa dks mu lkW¶V dkS’kyksa ds :Ik esa ifjHkkf”kr fd;k tk ldrk gS tks fu;ksDrk vius 
laHkkfor deZpkjh esa ikuk pkgrs gSaA ;s dkS’ky deZpkfj;ksa dks viuh loksZÙke {kerk vkSj xzkgd dh larqf”V 
ds vuqlkj viuk dke djus ds fy, rS;kj djrs gSaA mnkgj.k ds fy,] vki tks dguk pkgrs gSa mls ,d 
Li”V vkSj laf{kIr rjhds ls fyf[kr vkSj cksyus ds tfj, le>kus dh {kerk] blls xzkgd ;k miHkksDrk ds 
lkFk ,d csgrj laca/k curk gSA blh izdkj] ruko ls fuiVuk tks dk;Z iwjk djus dh le; lhek ds lkFk 
iSnk gksrk gS rFkk ;g lqfuf’pr djuk fd vki le; lhek ds vanj dke dj ldrs gSa] blds fy, izHkkoh 
Lo izca/ku izf’k{k.k vko’;d gSA ;g fofHkUu fo”k;ksa] i`”BHkwfe;ksa vkSj fo’ks”kKrk okys vU; yksxksa ds lkFk 
dke djrs gq, Hkh fd;k tk ldrk gS fd dk;Z ;k y{; dks le; ij iwjk fd;k tk,A vkt ds fMftVy 
;qx esa fu;ksDrk mEehn djrs gSa fd deZpkjh lwpuk vkSj lapkj izkS|ksfxdh ds vkjafHkd dk;ksZa dk mi;ksx 
djus esa l{ke gksus pkfg, rkfd os baVjusV ds ek/;e ls lg;ksxkRed usVodksZa ls lwpuk iqu% izkIr] igqap] 
HkaMkj] mRiknu] izLrqfr vkSj vknku iznku djus esa l{ke gks ldsaA Nk=ksa dks m|e’khyrk ds dkS’ky 
fodflr djus dh t:jr gS rkfd os vius O;kikj dks ‘kq: djus dk vfuok;Z Kku vkSj dkS’ky fodflr 
dj ldsa] bl izdkj ukSdjh ikus ds bPNqd O;fDr dh txg ukSdjh nsus okys cu ldsaA laHkkfor deZpkfj;ksa 
esa gfjr dkS’kyksa ds fodkl dh t:jr gS] tks gSa rduhdh dkS’ky] Kku] ekU;rk,a vkSj O;kikj] m|ksx rFkk 
leqnk; esa vkfFkZd vkSj Ik;kZoj.k laca/kh ifj.kkeA bl izdkj ,d Nk= ds :Ik esa vkils mEehn dh tkrh gS 
fd vki ;s lHkh dkS’ky gkfly djsa rkfd vki laxBu dh dkS’ky ekaxksa dks iwjk dj ldsa ftu ij vki 
dk;Z djsaxs ;k vki viuk Lo;a dk O;kikj LFkkfir djsaxs vkSj mls pyk,axsA 

;g ikB~;iqLrd ^jkstxkj dkS’ky* lapkj] Lo&izca/ku] lwpuk vkSj lapkj izkS|ksfxdh] m|e’khyrk vkSj gfjr 
dkS’kyksa ij rS;kj dh xbZ gSA bls vf/kxe ifj.kke vk/kkfjr ikB~;p;kZ ds vuqlkj fodflr fd;k x;k gSA 
jkstxkj ds dkS’ky jk”Vªh; dkS’ky ;ksX;rk :ijs[kk ds rgr fofHkUu {ks=ksa esa vyx vyx tkWc jksy ds 
;ksX;rk iSd esa fufgr fd, x, gSaA  

ikB~;iqLrd dk y{; ikB~; vkSj ohfM;ks vk/kkfjr var%fØ;kRed bZ&vf/kxe ikBksa ds feys tqys rjhds ls 
vf/kxe dk vuqHko iznku djuk gSA d{kk esa bu bZ&vf/kxe ikBksa dks pykus ds fy, baVjusV dusD’ku ds 
lkFk daI;wVj] izkstsDVj vkSj lkmaM flLVe dh t:jr gksxh] tks Ldwy }kjk v/;kidksa vkSj Nk=ksa dks iznku 
fd;k tk,xkA v/;kid vkidks d{kk esa lfØ; :Ik ls Hkkx ysus ds fy, ekxZn’kZu nsaxs & iz’u iwNus vkSj 
mÙkj nsus rFkk vuqns’kksa dk ikyu djus ds lkFk vki vH;kl vkSj xfrfof/k;ka iwjh djasxsA          

 

fou; Lo:i esgjks=k  

izksQslj vkSj izeq[k  

ikB~;p;kZ fodkl vkSj ewY;kadu dsanz vkSj jk”Vªh; dkS’ky ;ksX;rk :ijs[kk izdks”B]  

ia- laq- ‘k- dsanzh; O;kolkf;d f’k{kk laLFkku] Hkksiky  
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vkHkkjvkHkkjvkHkkjvkHkkj 

jk"Vªh; ‘kSf{kd vuqla/kku vkSj izf’k{k.k ifj”kn~ ¼,ulhbZvkjVh½ ifj;kstuk vuqeksnu cksMZ ¼ih,ch½ ds ny ds 
lHkh lnL;ksa rFkk Hkkjr ljdkj ds ekuo lalk/ku fodkl ea=ky; ¼,e,pvkjMh½ ds vf/kdkfj;ksa }kjk bl 
ikB~;iqLrd ds fodkl esa fd, x, lg;ksx ds izfr gkfnZd vkHkkj O;Dr djrh gSA ifj”kn Jh jkts’k ih- 
[kEck;r] la;qDr funs’kd] ia- laq- ‘k- dsanzh; O;kolkf;d f’k{kk laLFkku ¼ih,l,llhvkbZohbZ½] Hkksiky ds izfr 
/kU;okn izsf”kr djrh gS] tgka bl ikB~;iqLrd ds fodkl ds fy, leFkZu vkSj ekxZn’kZu feykA   

ifj”kn Jh fou; Lo:i esgjks=k] izksQslj vkSj izeq[k] ikB~;p;kZ fodkl vkSj ewY;kadu dsanz vkSj jk”Vªh; 
dkS’ky ;ksX;rk :ijs[kk izdks”B] ih,l,llhvkbZohbZ] Hkksiky ds izfr vkHkkj O;Dr djrh gS ftUgksaus bl 
ikB~;iqLrd ds fodkl vkSj izdk’ku esa vius vFkd iz;kl dkS’ky ;qDr ekxZn’kZu vkSj lgk;rk iznku 
dhA  ifj”kn lqJh ljkst ;kno] izksQslj vkSj Mhu ¼,½] ,ulhbZvkjVh] vkSj lqJh jatuk vjksM+k] izksQslj vkSj 
izeq[k] ikB~;p;kZ v/;;u foHkkx] dh vkHkkjh gS ftUgksaus bl iqLrd dks vafre :Ik nsus ds fy, vius fu”Bk 
iw.kZ iz;kl fd, vkSj leh{kk dk;Z’kkykvksa dk leUo; fd;kA   

ifj”kn bl ikB~;iqLrd dh leh{kk ds fy, Ikh,l,llhvkbZohbZ ds fuEufyf[kr leh{kk lfefr lnL;ksa ds 
;ksxnku ds izfr vkHkkj O;Dr djrh gS & Jh vfHkthr uk;d] izksQslj vkSj izeq[k] LokLF; vkSj iSjkesfMdy 
foHkkx] Jh nhid ‘kq)yokj] ,lksfl,V izksQslj vkSj izeq[k] vfHk;kaf=dh vkSj izkS|ksfxdh foHkkx] Jh dqynhi 
flag] izksQslj vkSj izeq[k] Ñf”k vkSj Ik’kq ikyu foHkkx] lqJh e``nqyk lDlsuk] izksQslj] x`g foKku vkSj 
vkfrF; izca/ku foHkkx] Jh ih- ohjS;k] ,lksfl,V izksQslj vkSj izeq[k] O;kikj vkSj okf.kT; foHkkx] lqJh fiadh 
[kUuk] izksQslj vkSj izeq[k] x`g foKku vkSj vkfrF; izca/ku foHkkx] Jh jktho ikBd] izksQslj] Ñf”k vkSj Ik’kq 
ikyu foHkkx] Jh lkSjHk izdk’k] izksQslj] vfHk;kaf=dh vkSj izkS|ksfxdh foHkkx] Jh vkj- ds- ‘kqDyk] izksQslj] 
O;kikj vkSj okf.kT; foHkkx] vkSj Jh fofiu ds- tSu] ,lksfl,V izksQslj vkSj izeq[k] ekufodh] foKku] f’k{kk 
vkSj vuqla/kku foHkkxA          

ifj”kn ikB~;iqLrd ds fodkl esa mudh lgk;rk djus vkSj ikB~;iqLrd ds fy, fp= iznku djus ds fy, 
Jh vkdk’k lsBh] eq[; dk;Zdkjh vf/kdkjh] DosLV ,yk;al] lqJh vfnfr dqekj] ifj;kstuk izca/ku] DosLV 
,yk;al] Jh vfer flag] lykgdkj] jk”Vªh; m|e’khyrk vkSj y?kq O;kikj fodkl laLFkku] Jh vkWLVhu 
FkkWel] dk;Zdkjh mik/;{k] ok/kokuh QkmaMs’ku] lqJh nhfIr Hkksejk] ikB~;p;kZ izca/kd] ok/kokuh QkmaMs’ku] Jh 
Ñ”.kk ,l] ofj”B dk;ZØe izca/kd] lsaVªy LDos;j QkmaMs’ku] Jh esfdu ekgs’ojh] eq[; dk;Zdkjh vf/kdkjh] 
m|e yfuZax QkmaMs’ku] lqJh fuf/k lkguh] ikB~;p;kZ izca/kd] ok/kokuh QkmaMs’ku] lqJh fufdrk osaxkuh] 
ofj”B dk;ZØe izca/kd] DosLV ,yk;al] lqJh iwue flUgk] la;qDr funs’kd] jk”Vªh; m|e’khyrk vkSj y?kq 
O;kikj fodkl laLFkku] Jh jksfgr eslh] lykgdkj] jk”Vªh; m|e’khyrk vkSj y?kq O;kikj fodkl laLFkku] 
lquhy nkfg;k] dk;Zdkjh mik/;{k] ok/kokuh QkmaMs’ku vkSj foØkar pansyk] ,lksfl,V funs’kd] ok/kokuh 
QkmaMs’ku }kjk fn, x, ewY;oku ;ksxnku ds fy, vHkkjh gSA fodkl dksxh] fotqvy ,ukykbtj vkSj fiadh 
frokjh] xzkfQd fMtkbuj] ih,l,llhvkbZohbZ] Hkksiky }kjk bl ikB~;iqLrd ds fy, fp= iznku fd, x, 
ftuds fy, fof/kor vkHkkj O;Dr fd;k tkrk gSA bl ikB~;iqLrd esa bLrseky fd, x, fp= fØ,fVo 
dkWeUl ykblsal }kjk fn, x, gSaA 
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ifj"kn lqJh f'kYik eksgu] lgk;d laiknd ¼lafonkRed½ izdk’ku izHkkx] ,ulhbZvkjVh }kjk bl iqLrd dks 
vkdkj nsus ds fy, izfr laiknu vkSj ewY;oku ;ksxnku ds fy, Hkh vR;ar vkHkkjh gSaA  

Jh iou dqekj cfj;kj] MhVhih vkWisjVj vkSj lfpu raoj] MhVhih vkWijs’ku ¼lafonkRed½] izdk’ku izHkkx] 
,ulhbZvkjVh }kjk =qfV jfgr ysvkmV fMtkbu gsrq fd, x, iz;kl Hkh iz’kalk ;ksX; gSaA  
 



viii 

 

fo"k; lwphfo"k; lwphfo"k; lwphfo"k; lwph 
izLrkouk 
ikB~;iqLrd ds ckjs esa   
bdkbZ 1 % lapkj dkS’kybdkbZ 1 % lapkj dkS’kybdkbZ 1 % lapkj dkS’kybdkbZ 1 % lapkj dkS’ky         

Lk= 1 % lapkj ds rjhds 
Lk= 2 % ekSf[kd lapkj  

Lk= 3 % xSj ekSf[kd lapkj  

Lk= 4 % lapkj pØ vkSj izfrfØ;k dk egRo 

Lk= 5 % izHkkoh lapkj dh ck/kk,a  
Session 6: Writing Skills - Parts of Speech  
Session 7: Writing Skills - Sentences 
 

bdkbZ 2 % Lo izca/ku dkS’kybdkbZ 2 % Lo izca/ku dkS’kybdkbZ 2 % Lo izca/ku dkS’kybdkbZ 2 % Lo izca/ku dkS’ky             

Lk= 1 % ruko dk izca/ku  

Lk= 2 % Lo&tkx:drk & rkdr vkSj detksjh dk fo’ys”k.k 
Lk= 3 % Lo&izsj.kk      

Lk= 4 % Lo&fofu;eu & y{; dk fu/kkZj.k    
Lk= 5 % Lo&fofu;eu & le; dk izca/ku 

bdkbZ 3 % lwpuk vkSj lapkj izkS|ksfxdh dkS’kybdkbZ 3 % lwpuk vkSj lapkj izkS|ksfxdh dkS’kybdkbZ 3 % lwpuk vkSj lapkj izkS|ksfxdh dkS’kybdkbZ 3 % lwpuk vkSj lapkj izkS|ksfxdh dkS’ky                 

Lk= 1 % csfld daI;wVj izpkyu   

Lk= 2 % csfld Qkby izpkyu dk izn’kZu   
Lk= 3 % daI;wVj dh ns[kHkky vkSj j[kj[kko    

Lk= 4 % daI;wVj lqj{kk vkSj xksiuh;rk  

bdkbZ 4 % m|e’khyrk dkS’kybdkbZ 4 % m|e’khyrk dkS’kybdkbZ 4 % m|e’khyrk dkS’kybdkbZ 4 % m|e’khyrk dkS’ky                     
Lk= 1 % m|e’khyrk vkSj lekt  

Lk= 2 % ;ksX;rk vkSj ,d m|eh ds dk;Z    

Lk= 3 % m|e’khyrk ds ckjs esa feF;k    

Lk= 4 % dSfj;j fodYi ds :Ik esa m|e’khyrk  

bdkbZ 5 % gfjr dkS’kybdkbZ 5 % gfjr dkS’kybdkbZ 5 % gfjr dkS’kybdkbZ 5 % gfjr dkS’ky                 

Lk= 1 % lrr fodkl   

Lk= 2 % lrr fodkl esa gekjh Hkwfedk 
mÙkj dqath 
‘kCnkoyh 

 
 

..............................................................................................................................................1

..............................................................................................................................................1

..............................................................................................................................................7

............................................................................................................................................10

.................................................................................................................16
................................................................................................................................20

................................................................................................... 24
.........................................................................................................31

.........................................................................................................................................39

...........................................................................................................................................40

......................................................................................46

........................................................................................................................................................51

..................................................................................................................55

..................................................................................................................60

............................................................................................................64

...................................................................................................................................64

...................................................................................................................72

................................................................................................................77

..........................................................................................................................83
....................................................................................................................................90

.................................................................................................................................90

.....................................................................................................................96

......................................................................................................................103

...........................................................................................................109
..............................................................................................................................................112

................................................................................................................................................112

................................................................................................................. ......118

..................................................................................................................................................................124

....................................................................................................................................................................129



1 

 

bdkbZ 1 
 

lapkj dkS’ky  (Communication Skills) 
 
ifjp;  
 

orZeku le; esa] lapkj dkS’kyksa ds lkFk Hkk”kk dk lEiw.kZ Kku gksuk 
fdlh Hkh O;olk; vFkok O;kikj esa cgqr egRoiw.kZ gksrk gSA ,d Nk= 
ds :Ik esa] vki fdlh Hkh Hkk”kk dk v/;;u dj ldrs gSa] ijarq ;g 
egRoiw.kZ gS fd leqfpr :Ik ls lapkj djus gsrq vki esa i<+us] 
fy[kus] cksyus vkSj Bhd ls lquus dh ;ksX;rk gksuh pkfg,A ,d ls 
vf/kd Hkk”kk,a cksyus ls vki dks nqfu;k Hkj ds yksxksa ds lkFk lEizs”k.k 
(communicate) djus esa enn fey ldrh gSA vaxzsth lh[kus ls 
vkidks mu yksxksa ds lkFk lapkj djus esa enn fey ldrh gS tks 
ekr`Hkk”kk ds vykok vaxzsth dks le>rs gSa vFkkZr] og Hkk”kk ftls tUe 
ds ckn ls lquk vkSj lh[kk x;k gSA  
 
Lk= 1 % lapkj ds rjhds (Methods of Communication) 
 

^lapkj ¼Communication½* ‘kCn ySfVu ‘kCn dE;qfuds;j ¼commūnicāre½] ls fy;k x;k gS ftldk vFkZ 
gS lwpukvksa dk vknku&iznku djukA  
 

izHkkoh rjhds ls lapkj djus esa l{ke gksuk lcls egRoiw.kZ thou dkS'ky gSA yksxksa vkSj xzkgdksa ds 
lkFk izHkkoh rjhds ls lapkj djus ds fy, lapkj dkS'ky dh vko';drk gksrh gSA bl ekWM~¸kwy dk 
mÌs'; vkids lapkj dkS'ky dks csgrj cukus esa vkidh lgk;rk djuk gSA  
 

dke vkSj dkjksckjh ifjos’k esa Li"V vkSj laf{kIr lapkj dk cgqr egRo gS D;ksafd blesa dbZ i{k 
'kkfey gSaA fofHkUUk i.k/kkjd] tSls] xzkgd] deZpkjh] foØsrk] ehfM;k vkfn] ges'kk ,d nwljs dks egRoiw.kZ 
tkudkjh Hkstrs jgrs gSaA  
 

lapkj ds rhu egRoiw.kZ Hkkx gSa % 
1- laizsf”kr djuk Transmitting & izs”kd ,d e/;e ;k nwljs ds ek/;e ls lans’k dks igqapkrk gSA  
2- lquuk Listening & izkIrdrkZ lans'k dks lqurk ;k leÖkrk gSA  
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3- izfrfØ;k Feedback & izkIrdrkZ lapkj pØ dks iwjk djus ds fy, izfrfØ;k ds :Ik esa izs”kd dks 
lans’k dh viuh le> crkrk gSA  
 

vkb, ,d fdrkc dh nqdku ds vkmVysV esa uhps ,d mnkgj.k ns[ksa %  
 

xzkgd ¼fjVsy ,lksfl,V ds fy,½ % D;k vkids ikl jk"Vªh; 'kSf{kd vuqla/kku vkSj izf'k{k.k ifj"kn }kjk 
izdkf'kr lkSan;Z fpfdRld dh ikB~¸kiqLrd gS\  
foØsrk % eqÖks psd djus nhft,A mijksDr ckrphr esa] xzkgd }kjk ekSf[kd :i ls lwpuk izlkfjr dh 
tk jgh gS A bl ekeys esa foØsrk Jksrk gSA iqLrd ds ckjs esa ppkZ lans'k gSA  
foØsrk % gka] gekjs ikl C;wVh FksjsfiLV dh ikB~¸kiqLrd gSA  
xzkgd % —i;k eqÖks ikB~¸kiqLrd dh ,d izfr nsaA 
eSa bls [kjhnuk pkgrk gwaA 
 

mijksDr ckrphr esa] izkIrdrkZ dh izfrfØ;k ¼vFkkZr] foØsrk½ izfrfØ;k gSA ;g xzkgd vkSj foØsrk ds 
chp lapkj dk ,d mnkgj.k gSA  
 

lans'k Hkstus dh izfØ;k rHkh iwjh gksrh gS tc bls izkIr djus okyk O;fDr lans'k dks viuh 
laiw.kZrk esa leÖksA bl ekeys esa] xzkgd leÖkrk gS fd iqLrd dh nqdku esa ikB~¸kiqLrd gS vkSj os 
ml dh ,d izfr izkIr dj ldrs gSaA 
 
lapkj izfØ;k vkSj rRo Communication Process and Elements 
 
vkb, ge lapkj dh izfØ;k dks foLrkj ls ns[ksaA 

 
 

fp= 1-1 % lapkj izfØ;k 

tkudkjh@buiqV 

D;k esjk eryc 

O;ogkj@mRiknu 

eSa D;k leÖkrk gwa 

dksÇMx Mh&dksÇMx 

eSlsatj izkIrdrkZ 

lans'k 

pSuy& cksyuk] fy[kuk 
xzkfQd] ohfM;ks] vkfnA 

de ls de dqN 
lkekU; dksM 
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fp= 1-2 % lapkj ds rRo 

 

lapkj pØ ds fofHkUUk rRo gSa %  
izs"kd % lapkj 'kq: djus okyk O;fDrA  
lans'k % og lwpuk ftls izs"kd crkuk pkgrk gSA  
pSuy % og lk/ku ftlds }kjk lwpuk Hksth tkrh gSA 
izkIrdrkZ % og O;fDr ftls lans'k Hkstk x;k gSA 
izfrfØ;k % izkIrdrkZ dh ikorh vkSj lans'k dh izfrfØ;k A  
 

lans'k Hkstus ds fy, ge yxkrkj fdlh u fdlh :i esa lapkj dk mi;ksx djrs gSaA vkt miyC/k 
lapkj ds fofHkUUk rjhdksa ds fcuk] O;olk; dks izoh.krk ds lkFk djuk pqukSrhiw.kZ gksxk D;ksafd ;g 
vkt vkSj mlh rsth ds lkFk fd;k tkrk gSA lapkj ds dqN lkekU; rjhds rkfydk 1-1 esa fn, 
x, gSaA 

rkfydk 1-1 % lapkj ds rjhds 
rjhdk   fooj.k   fp=kRed fooj.k  
vkeus&lkeus 
vukSipkfjd 
lapkj  

vkeus&lkeus ds lapkj ls csgrj dqN ugha gSA blls 
lans'k dks Li"V :i ls vkSj tYnh ls leÖkus esa enn 
feyrh gSA blds vykok] pwafd bl ekeys esa 'kkjhfjd 
gkoHkko dh Hkk"kk ns[kh tk ldrh gS( rks blls lapkj dh 
izHkko'khyrk c<+ tkrh gSA   

tkudkjh nsuk 
izs"kd ,d lans'k 

Hkstrk gS 

lans'k dks LFkkukarfjr 
djus gsrq ,d pSuy 
dk mi;ksx fd;k 

  

lapkj izs"kd ds lkFk 
'kq: gksrk gS 

izkIrdrkZ izs"kd dks 
mŸkj nsrk gS 

lans'k izkIrdrkZ 
}kjk izkIr fd;k 

tkrk gS 
pSuy 

izkIrdrkZ 

lans'k ¼,udksÇMx½ pSuy 

izs"kd dk mŸkj 
¼,UdksÇMx½ 

izs"kd 

tkudkjh izkIr djuk 
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bZ&esy bZ&esy dk mi;ksx fofHkUUk LFkkuksa esa ,d ;k dbZ 
O;fDr;ksa ds lkFk tYnh ls laokn djus ds fy, fd;k 
tk ldrk gSA blls yphykiu] lqfo/kk vkSj de ykxr 
iznku dh tkrh gSA   

uksfVl @ 
iksLVj 

;g izHkkoh gS tc ,d gh lans'k dks yksxksa ds ,d cM+s 
lewg ds fy, fn;k tkuk gSA vke rkSj ij tgka 
bZ&esy lapkj izHkkoh ugha gks ldrk gS mlds fy, 
bLrseky fd;kA mnkgj.k ds fy,] ^Q+SDVjh odZj ds fy, 
yap Vkbe esa cnyko]* ;k ^d[kx Dyksfnax jfookj dks 
xzkgdksa ds fy, can jgsxkA*   

O;kolkf;d 
cSBd 

vke rkSj ij fdlh laxBu esa O;kolkf;d cSBdksa ds 
nkSjku lapkj esa yksxksa ds ,d lewg dks lacksf/kr fd;k 
tkrk gSA ;g O;olk;] izca/ku vkSj laxBukRed fu.kZ;ksa ls 
lacaf/kr gks ldrk gSA  

 
vU; rjhds lkekftd usVodZ] lans'k] lapkj ds fy, Qksu dkWy] 

lekpkj i=] CykWx] vkfn tSls dbZ vU; rjhds gks ldrs 
gSaA   

 

lapkj dk lgh rjhdk pquuk bl ij fuHkZj djrk gS 
• yf{kr n'kZdksa  
• ykxr  
• lwpuk dk izÑfr @ izdkj  
• rkRdkfydrk @ izkFkfedrk  
 

vkids }kjk pqus x, lapkj ds rjhds lkfFk;ksa] i;Zos{kdksa vkSj xzkgdksa ds lkFk vkids laca/kksa dks 
izHkkfor dj ldrs gSaA 
 

blfy,] ;g egRoiw.kZ gS fd vki i;kZIr le; fcrk,a vkSj vius dk;ks± esa lgk;rk djus ds fy, 
lgh rjhdksa dk p;u djus okys lHkh dkjdksa ij fopkj djsaA 
 

Ikzk;ksfxd vH;kl 

f'k{kd vkidks http://www.psscive.ac.in/stud_text_book ij bZ&vf/kxe ikB fn[kkdj vkidks bu 
xfrfof/k;ksa dh lqfo/kk iznku djsaxsA blesa mijksDr fo"k;ksa ds fy, ohfM;ks vkSj bZ&lkexzh ds 
lkFk&lkFk uhps dqN xfrfof/k;ksa ds fy, foLrr̀ funsZ'k 'kkfey gksaxsA  
 

lkspus dh izkjafHkd xfrfof/k  

bl fo”k; ds fy, bZ&vf/kxe ikB esa izkjafHkd ohfM;ks ns[kus ds ckn] fuEufyf[kr Ikz’u dk mÙkj nsa % izHkkoh 
:Ik ls lapkj djuk D;ksa egRoiw.kZ gS\ 
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xfrfof/k 1 

 

lapkj ij Hkwfedk fuHkkuk Role Play 
 

izfØ;k 
•  izR;sd lewg esa pkj Nk=ksa dk lewg cuk,aA  
•  fLFkfr ;g gS fd ,d Nk= ,d f[kykSus dh nqdku ij lsYl ,XthD;wfVo gS vkSj og fofHkUUk 

vk;q oxZ ds fy, LVksj ds lkFk miyC/k fofHkUUk izdkj ds f[kykSuksa ds ckjs esa xzkgdksa ls 
lapkj djus okyk gSA  

•  vU; Nk= ,d&,d djds lsYl ,XthD;wfVo rd igqapsaxs vkSj f[kykSuksa ls lacaf/kr fofHkUUk 
izdkj ds iz'u iwNsaxsA  

•  Hkwfedk fuHkkus vkSj ml ij vfHku; djus ds fy, ,d fLØIV fodflr djukA  
•  ppkZ djsa fd bl xfrfof/k ls vki lHkh us D;k lh[kkA  

 
xfrfof/k 2 

  

xfrfof/k 1 esa lapkj pØ ds rRoksa dh igpku djuk 
vko';d lkexzh  
dkxt vkSj isafly 
 

izfØ;k 
• izR;sd Nk= ,d lapkj pØ rS;kj djsxkA 
• iwjh d{kk rc ppkZ djsxh fd xfrfof/k 1 ds nkSjku izR;sd rRo lapkj ls dSls izHkkfor gksrk gSA  
 

viuh izxfr tkapsa 
 

d- cgq fodYi iz'u 
 

iz'uksa dks /;ku ls i<+sa vkSj v{kj ¼d½] ¼[k½] ¼x½ ;k ¼?k½ ij xksyk cuk,a tks lokyksa dk lcls 
vPNk mÙkj gSA ¼uksV % ,d ls vf/kd lgh fodYi gks ldrs gSa½ 
 

1- fuEufyf[kr esa ls dkSu lapkj izfØ;k pØ ds vanj lapkj dk rRo ugha gS\ 
¼d½ pSuy  
¼[k½ izkIrdrkZ 
¼x½ izs”kd 
¼?k½ le;  

 

2- vkidks dk;Z LFky ij NqV~Vh ds fy, vkosnu djus dh vko';drk gS\ vki lapkj dh dkSu lh 
fof/k mi;ksx djsaxs\ 
¼d½ bZ&esy  
¼[k½ iksLVj  
¼x½ lekpkj if=dk  
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¼?k½ CykWx  
 

3- izs"kd vius lans'k fdl rjhds ls Hkst ldrs gSa\ 
¼d½ b'kkjksa ls 
¼[k½ cksydj  
¼x½ i<+dj  
¼?k½ fy[kdj  

 

[k- fo"k; laca/kh iz'u 
1- lapkj ds lHkh rjhdksa ij izdk'k Mkyrs gq, ,d pkVZ cuk,aA lHkh ds chp varj dks izdV 

djus ds fy, ekdZj vkSj jaxksa dk mi;ksx djsaA 
 
vkius D;k lh[kk\ 
  

bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs   
• fofHkUUk lapkj rRoksa dh igpku djukA  
• lHkh lapkj rRoksa ds lkFk lapkj izfØ;k dh O;k[;k djukA  
• lapkj ds fofHkUUk rjhdksa dks lwphc) djukA  
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Lk= 2 % ekSf[kd lapkj  Verbal Communication  

ekSf[kd lapkj esa /ofu;ka] 'kCn] Hkk"kk vkSj Hkk"k.k 'kkfey gSaA cksyuk lapkj LFkkfir djus dk lcls 
izHkkoh vkSj vke rkSj ij bLrseky fd;k tkus okyk rjhdk gSA ;g gekjh Hkkoukvksa dks 'kCnksa esa 
O;Dr djus esa enn djrk gSA vius ekSf[kd lapkj dkS'ky esa lq/kkj djds vki rkyesy cuk,axs] 
vkSj csgrj :Ik ls tqM+ ik,axsA rkfydk 1-2 esa ekSf[kd lapkj ds egRoiw.kZ :iksa dks lwphc) fd;k 
x;k gSA 
 

rkfydk 1-2 % ekSf[kd lapkj  
ekSf[kd lapkj dk 

izdkj 
mnkgj.k  

ikjLifjd lapkj 
Interpersonal 
Communication 

lapkj dk ;g :i nks O;fDr;ksa ds chp gksrk gS vkSj 
bl izdkj ,d&ij&,d okrkZyki gksrk gSA ;g 
vkSipkfjd ;k vukSipkfjd gks ldrk gSA  
mnkgj.k 
1- ,d izca/kd ,d deZpkjh ds lkFk izn'kZu ij ppkZ 
djrk gSA  
2- gkseodZ ij ppkZ djrs nks nksLrA  
3- nks yksx Qksu ;k ohfM;ks dkWy ij ,d nwljs ls 
ckr dj jgs gSaA  

 
 

 

fyf[kr lapkj  
Written 
Communication 

lapkj ds bl :i esa 'kCn fy[kuk 'kkfey gSA ;g 
i=] ifji=] fjiksVZ] eSuqvy] ,l,e,l] lks'ky ehfM;k 
pSV vkfn gks ldrs gSaA ;g nks ;k nks ls vf/kd 
yksxksa ds chp gks ldrk gSA  
mnkgj.k 
1- ,d izca/kd ,d deZpkjh dh iz'kalk ds fy, ,d 
bZ&esy fy[k jgk gSA  
2- nknh dks i= fy[kdj LokLF; ds ckjs esa iwNrkN 
djukA  

 
 

 

NksVs lewg esa lapkj   
Small Group 
Communication 

bl izdkj dk lapkj rc gksrk gS tc blesa nks ls 
vf/kd yksx 'kkfey gksrs gSaA izR;sd Hkkxhnkj ckrphr 
dj ldrk gS vkSj ckdh yksxksa ds lkFk ckrphr dj 
ldrk gS A  
mnkgj.k 
1- izsl lEesyu 
2- cksMZ dh cSBdsa 
3- Vhe dh cSBdsa 

 

 



8 

 

lkoZtfud lapkj  
Public 
Communication 

bl izdkj dk lapkj rc gksrk gS tc ,d O;fDr ,d 
cM+h lHkk dks lacksf/kr djrk gSA  
mnkgj.k 
1- pquko vfHk;ku 
2- x.kekU; yksxksa }kjk lkoZtfud Hkk"k.k   

 

ekSf[kd lapkj ds ykHk  

;g lapkj dk ,d vklku rjhdk gS ftlesa vki ;g dgdj fopkjksa dk vknku&iznku dj ldrs 
gSa fd vki D;k pkgrs gSa vkSj Rofjr izfrfØ;k izkIr djsaA ekSf[kd lapkj vkidks nwljs O;fDr dh 
izfrfØ;k ds vuqlkj viuh ckrphr dks cnyus esa l{ke cukrk gSA 
 

ekSf[kd lapkj ds uqdlku  

pwafd ekSf[kd lapkj 'kCnksa ij fuHkZj djrk gS] dHkh&dHkh vFkZ le>us esa Hkze gks ldrk gS vkSj ;g leÖkuk 
eqf'dy gks tkrk gS fd D;k lgh 'kCnksa dk mi;ksx ugha fd;k x;k gSA 
 

ekSf[kd lapkj esa ekfgj cuuk Mastering 
T;knkrj yksx cM+s lewg ds lkeus cksyrs le; ;k vius v/;kidksa] izca/kdksa ;k i;Zos{kdksa ls ckr 
djrs le; Hkh ?kcjk tkrs gSaA gkykafd] ;fn vki rkfydk 1-3 esa fn, x, Çcnqvksa ij /;ku dsafær 
djrs gSa] rks vki vius ekSf[kd lapkj dkS'ky dks c<+k ldrs gSa vkSj blesa ekfgj gks ldrs gSaA  
 

rkfydk 1-3 % ekSf[kd lapkj esa ekfgj cuuk 
cksyus ls igys lkspsa  • vius fo"k; ds ckjs esa lkspsaA 

• vius Jksrkvksa dks fo"k; dks leÖkus ds fy, lcls izHkkoh rjhdksa ds 
ckjs esa lkspsaA  
• vki tks Hkh dguk pkgrs gSa] mls fy[ksa ;k uksV djsaA 

laf{kIr vkSj Li"V • Li"V] tksj ls vkSj e/;e xfr ls cksysaA 
• lqfuf'Pkr djsa fd vki tks tkudkjh lkÖkk djuk pkgrs gSa og 
lVhd rjhds ls nh xbZ gSA 
• ,d gh okD; dks u nksgjk,aA 

vkRefo'okl vkSj 
'kkjhfjd gko & Hkko 

• vkRefo'okl j[ksaA 
• vka[k ls laidZ cuk, j[ksa] lh/ks [kM+s jgsa vkSj pkSdl jgsaA 
• nksLrkuk rjhds ls cksysaA 

 
Ikzk;ksfxd vH;kl 

f'k{kd http://www.psscive.ac.in/stud_text_book ij bZ&vf/kxe ikB fn[kkdj vkidks bu 
xfrfof/k;ksa dh lqfo/kk iznku djsaxsA blesa mijksDr fo"k;ksa ds fy, ohfM;ks vkSj bZ&lkexzh ds 
lkFk&lkFk uhps dqN xfrfof/k;ksa ds fy, foLrr̀ funsZ'k 'kkfey gksaxsA  
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lkspus dh izkjafHkd xfrfof/k  

bl fo"k; ds fy, bZ&yÉux ikB esa ohfM;ks ns[kus ds ckn fyf[k, fd vkidks D;ksa yxrk gS fd 
Vhuk ds funsZ'kksa dks xyr leÖkk x;k Fkk\ vkius Qksu ij fn'kk&funsZ'k dSls fn, gksaxs\ 
 

xfrfof/k 1 
 

lewg vH;kl % ,d VsyhQksfud okrkZyki dh Hkwfedk fuHkk,a 
vko';d lkexzh 
uksVcqd] isu 
 

izfØ;k 
• izR;sd lewg esa rhu Nk=ksa dk lewg cuk,aA  
• v/;;u ikB~¸kØeksa vkSj izos'k izfØ;k ds ckjs esa tkuus ds fy, fo'ofo|ky; 'kS{kf.kd leUo;d 

dks cqyk, x, Nk= ds fn, x, ifjn`'; ds vk/kkj ij Qksu ij ckrphr fy[ksaA  
• ,d Nk= dkWyj ds :i esa vkSj nwljk fjlhoj ds :i esa dk;Z djrk gSA  
• Hkwfedkvksa dks fuHkk dj okrkZyki dks i<+saA  
• rhljk Nk= lapkj ds 7lh ¼Li"V] laf{kIr] Bksl] lgh] lqlaxr] iw.kZ vkSj fouez½ ds vk/kkj ij 

izfrfØ;k nsrk gSA  
 

xfrfof/k 2 
 

lkoZtfud :i ls cksyus ij lewg&vH;kl 
vko';d lkexzh 
uksVcqd] isu 
 

izfØ;k 
• izR;sd lewg esa rhu Nk=ksa dk lewg cuk,aA  
• lewg ds vanj ,d NksVs Hkk"k.k ds fy, ,d fo"k; pqusaA mnkgj.k ds fy,] le; dk ikyu djus 

dk egRo] LoLFk Hkkstu dh vknrsa vkfnA  
• izR;sd O;fDr dks lewg esa nwljksa ds fy, Hkk"k.k nsuk pkfg,( blds ckn dkSu O;fDr lgh rjhds 

ls lapkj djus esa l{ke Fkk] blds vk/kkj ij izfrfØ;k nsaA  
• d{kk ds lkeus ,d gh Hkk"k.k nsus ds fy, lewg ds Lo;alsodksa esa ls ,d Nk=A  
 

viuh izxfr tkapsa 
  

d- cgq fodYi iz'u 
  

iz'uksa dks /;ku ls i<+sa vkSj v{kj ¼d½] ¼[k½] ;k ¼?k½ ij xksyk cuk,a tks lokyksa dk lcls vPNk 
mÙkj gSA  
1- fuEufyf[kr esa ls dkSu ekSf[kd lapkj dk ,d mnkgj.k gS\ 
¼d½ lekpkj i=  
¼[k½ i=  
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¼x½ Qksu dkWy  
¼?k½ bZ&esy  
2- ekSf[kd lapkj ds fy, gesa fdl izdkj ds ‘kCnksa dk mi;ksx djuk pkfg,\  
¼d½ ifjo.khZ  
¼[k½ ljy  
¼x½ rduhdh  
¼?k½ ‘kCntky  
3- ge bZ&esy dk mi;ksx D;ksa djrs gSa\ 
¼d½ ,d gh le; esa dbZ yksxksa ds lkFk laokn djus ds fy,A  
¼[k½ nLrkostksa vkSj Qkbyksa dks lkÖkk djus ds fy,A  
¼x½ okLrfod le; esa ,d nwljs ls ckr djus ds fy,A  
¼?k½ lapkj dk fjdkWMZ j[kus ds fy,A 
 

[k- fo”k; laca/kh iz'u 
1- ekSf[kd lapkj ds fofHkUUk izdkj dh lwph cuk,aaA izR;sd ekSf[kd lapkj izdkj ds fy, mnkgj.k 

'kkfey djsaA  
 

vkius D;k lh[kk\ 
  

bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs    

• fofHkUUk izdkj ds ekSf[kd lapkj dk o.kZu djsaA  
• ekSf[kd lapkj ds ykHk vkSj uqdlku dh lwph cukukA  
 
Lk= 3 % xSj ekSf[kd lapkj Non-verbal Communication   

xSj&ekSf[kd lapkj fdlh Hkh cksyh ;k fyf[kr 'kCn dk mi;ksx fd, fcuk lwpuk ;k lans'kksa dh 
vfHkO;fDr ;k fofue; gSA 
 

nwljs 'kCnksa esa] ge Hkkoksa] b'kkjksa] eqækvksa] Li'kZ] LFkku] vka[kksa ds laidZ vkSj iSjkysaXost ds ek/;e ls 
nwljksa dks ladsr vkSj lans'k Hkstrs gSaA bl l= esa] vki fofHkUUk izdkj ds xSj&ekSf[kd lapkj dkS'ky 
ds egRo ds ckjs esa tkusaxs vkSj lapkj ds fy, mi;ksx dh tkus okyh lgh 'kkjhfjd dk gko Hkko 
dks Hkh tku ik,axsA 

 
fp= 1-3 % xSj&ekSf[kd lapkj  
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xSj&ekSf[kd lapkj dk egRo Importance of Non-verbal Communication  

gekjs fnu&izfrfnu ds lapkj esa 
• 'kjhj dh xfrfof/k;ksa] psgjs] gkFk] vkfn dk mi;ksx djds 55 izfr’kr lapkj fd;k tkrk gSA  
• vkokt] Vksu] Bgjko vkfn dk mi;ksx djds 38 izfr’kr lapkj fd;k tkrk gSA  
• dsoy 7 izfr’kr lapkj 'kCnksa dk mi;ksx djds fd;k tkrk gSA   

 
fp= 1-4 % lapkj ds rjhds 

 

tSlk fd ge fp= 1-4 esa ns[k ldrs gSa] gekjs 93 izfr’kr lapkj xSj&ekSf[kd gSaA Loj vkSj 'kjhj 
dh Hkk"kk ds lkFk lapkj djus ds dqN mnkgj.k rkfydk 1-4 esa fn[kk, x, gSaA 
 

rkfydk 1-4 % xSj&ekSf[kd lapkj  
xSj&ekSf[kd lapkj  

b'kkjksa • vfHkoknu ;k vyfonk dgus ds fy, gkFk mBkuk 
• fdlh ij viuh vaxqyh ls b'kkjk djuk  

Hkko • tc vki [kq'k gksrs gSa rks eqLdqjkrs gSa 
• mnkl gksus ij mnkl psgjk cukuk  

'kkjhfjd dk gko 
& Hkko 

eqnzk ftuds }kjk n`f"Vdks.k vkSj Hkkoukvksa dk lapkj 
fd;k tkrk gSA lh/ks [kM+s jguk] #fp fn[kkukA  

 
 

• ;fn ge lapkj djrs le; lgh b'kkjksa dk mi;ksx djrs gSa rks gekjk lans'k vf/kd izHkkoh gks 
tkrk gSA  
• ;fn ge xSj&ekSf[kd lapkj ds ckjs esa tkurs gSa] rks ge vius n'kZdksa dh izfrfØ;k dks leÖk 
ldrs gSa vkSj mlds vuqlkj viuh ckrphr dks lek;ksftr dj ldrs gSa A  
• lgh b'kkjksa vkSj eqækvksa dk mi;ksx djuk O;kolkf;drk vkSj f'k"Vkpkj dk izrhd gSA  
• ;fn ekSf[kd lans'kksa dks 'kksj ;k nwjh vkfn ls ckf/kr fd;k tkrk gS] rks ge lans'kksa dk 
vknku&iznku djus ds fy, vius gkFk ds ewoesaV dk mi;ksx dj ldrs gSaA mnkgj.k ds fy,] gksBksa 

xSj&ekSf[kd 

xSj&ekSf[kd vkSj 
fotqvy 

‘kCn 
¼ekSf[kd
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ij vaxqyh j[kuk flj dks fgykrs gq, ekSu dh vko';drk dks bafxr djrk gS tks ^gka* dgus ds 
leku gSA  
 

tSlk fd rkfydk 1-5 esa mYys[k fd;k x;k gS] vkb, ge mu dqN rjhdksa ds ckjs esa tkusa ftuls 
ge xSj&ekSf[kd :i ls lapkj djrs gSaA  
 

rkfydk 1-5 % xSj&ekSf[kd lapkj ds izdkj 
izdkj bldk vFkZ D;k gksrk gS   izHkkoh :i ls mi;ksx dSls djsa 

psgjs dh vfHkO;fDr 
Facial Expression 

 

gekjs Hkko vyx&vyx Hkkoukvksa dks 
fn[kk ldrs gSa] tSls [kq’kh] mnklh] Øks/k] 
vk’p;Z] Hk; vkfnA  

 

 Tkc vki fdlh ls feyrs gSa rks 
eqLdqjkrs gSaA 

 vius psgjs dks ‘kkar j[ksaA  
 vki ‘kCnksa ds lkFk vius gko&Hkko 

feyk,aA 
 lqurs le; flj fgyk,aA  

‘kkjhfjd eqnzk 

 

eqnzk,a gekjs vkRefo'okl vkSj Hkkoukvksa 
dks n'kkZrh gSaA mnkgj.k ds fy,] 'kjhj 
dks lh/ks jgus dh eqnzk esa vkRefo'okl 
fn[kkbZ nsrk gS tcfd ,d >qdh gqbZ 
eqæk detksjh dk ladsr gS A 

 vius da/kksa dks lh/kk vkSj 'kjhj 
dks vkjke dh eqnzk esa j[ksaA  

 vius gkFkksa vkSj iSjksa dks vkjke 
dh fLFkfr esa j[krs gq, lh/ks cSBsaA  

 [kM+s gksrs le; gkFkksa dks ‘kjhj ls 
lVk dj j[ksaA 

b'kkjs vFkok ‘kkjhfjd 
gko&Hkko Gestures or 

Body Language 

 

b'kkjksa esa 'kjhj dk ewoesaV 'kkfey 
gksrk gSa tks ,d fopkj ;k vFkZ O;Dr 
djrs gSaA mnkgj.k ds fy,] ,d iz'u 
iwNus ds fy, d{kk esa gkFk mBkuk 
vkSj ?kcjkgV gksus ij uk[kwu dkVukA  

 vius gkFkksa dks [kqyk j[ksaA  
 yksxksa dh vksj vaxqyh mBkdj ladsr 

djus ls cpsaA 
 vius flj dks FkksM+k lk ;g 

fn[kkus ds fy, Ökqdk,a fd vki 
/;ku ns jgs gSaA  

Li’kZ Touch 

 

ge Li’kZ ds ek/;e ls cgqr vf/kd 
lapkj djrs gSaA mnkgj.k ds fy,] 
etcwrh ls gkFk feykuk vkRefo’okl dk 
n’kkZrk gS vkSj fdlh dks mRlkfgr djus 
ds fy, ihB Fki&FkikukA  

 fdlh ls ehfVax djrs le; Tkks’k 
ds lkFk gkFk feyk,aA  

 vkSipkfjd lapkj djrs le; vU; 
txg Li’kZ djus ls cpsa 

 
‘kkjhfjd nwjh Space 

 

nwjh lapkj djrs le; nks yksxksa ds chp 
‘kkjhfjd nwjh gSA lapkj djrs le; nks 
O;fDr;ksa ds chp dh nwjh] vke rkSj ij 
muds chp varjaxrk ;k fudVrk ij 
fuHkZj djrk gSA  

 vki ftl O;fDr ls ckr dj jgs gSa 
mlds lkFk ekSf[kd vFkok xSj 
ekSf[kd lapkj djrs le; ml 
O;fDr ds lkFk laca/k ds vuq:Ik 
mfpr nwjh cuk,a j[ksaA  

vka[kksa dk laidZ ftl rjg ls ge fdlh dks ns[krs gSa  Ckksyus okys O;fDr dh rjQ lh/ks 
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Eye Contact

 

og cgqr dqN lapkj dj ldrk gSA 
vka[kksa ds laidZ ls irk pyrk gS fd 
ge nwj ns[kus ds foijhr O;fDr ij 
/;ku ns jgs gSa] ftlls nwljk O;fDr 
misf{kr vuqHko dj ldrk gSA  

ns[ksaA  
 ?kwj ls cpsa] vkjke ls ns[ksaA  
 Le; le; ij fojke ds lkFk 

vka[kksa ds laidZ dks cuk, j[ksaA 

iSjk Hkk”kk 
Paralanguage 

 

ge dSls cksyrs gSa] gekjs lapkj dks 
izHkkfor djrk gS vkSj blesa Loj] xfr 
vkSj vkokt+ dh ek=k 'kkfey gksrh 
gSA mnkgj.k ds fy,] rsth ls ckr 
djuk [kq'kh] mŸkstuk ;k ?kcjkgV fn[kk 
ldrk gS tcfd /kheh xfr ls cksyuk 
xaHkhjrk ;k mnklh fn[kk ldrk gSA  

 Ckksyrs le; mfpr Loj vkSj vkokt 
dk mi;ksx djsaA 

 cksyus dh e/;e nj ¼xfr½ cuk, 
j[ksaA  

 

 

n`’; lapkj Visual communication 

n`'; lapkj izHkkoh lkfcr gksrk gS D;ksafd blesa dsoy best ;k fp=ksa ds ek/;e ls lans'kksa dks 
cnyuk 'kkfey gS vkSj blfy,] vkidks bls leÖkus ds fy, fdlh fo'ks"k Hkk"kk dks tkuus dh 
vko';drk ugha gSA ;g ljy gS vkSj fofHkUUk LFkkuksa ij yxkrkj cuk gqvk gSA dqN lkekU; izdkj 
ds n`'; lapkj rkfydk 1-6 esa fn[kk, x, gSaA 
 

rkfydk 1-6 % n'̀; lapkj ds mnkgj.k 
n`'; lapkj % best ds ek/;e ls lwpuk dk vknku iznku 

fuekZ.kk/khu  
Under construction 

 

ikyrw tkuoj ykus dh 
vuqefr ugha  
No pets allowed  

uks ikÉdx tksu 

 

izos'k fu"ks/k No entry 

 

[krjs dh psrkouh 
Danger warning 

 

fofdj.k @ tSo [krjs 
dh psrkouh 
Radiation/biohazard 
warning 

 

lhlhVhoh dh fuxjkuh 
esa Under CCTV 
surveillance 

 

dksbZ eksckby Qksu 
ugha  
No mobile phone 

 

 

Ikzk;ksfxd vH;kl 
f'k{kd http://www.psscive.ac.in/stud_text_book ij bZ&vf/kxe ikB fn[kkdj vkidks bu 
xfrfof/k;ksa dh lqfo/kk iznku djsaxsA blesa mijksDr fo"k;ksa ds fy, ohfM;ks vkSj bZ&lkexzh ds 
lkFk&lkFk uhps dqN xfrfof/k;ksa ds fy, foLrr̀ funsZ'k 'kkfey gksaxsA  
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lkspus dh izkjafHkd xfrfof/k  

bl fo"k; ds fy, bZ&vf/kxe ikB esa izkjafHkd ohfM;ks ns[kus ds ckn fyf[k, fd dSls jksfgr leÖk 
ldrk Fkk fd vej ds lkFk dqN xyr Fkk\ D;k vki leÖk ldrs gSa fd tc os vkidks dqN 
ugha crkrs gSa rc Hkh vkids nksLr dSlk eglwl dj jgs gSa\ 
 

xfrfof/k 1 
lewg&vH;kl % xSj&ekSf[kd lapkj ij Hkwfedk fuHkk,a 
vko';d lkexzh 
uksVcqd] isu 
 

izfØ;k 
• izR;sd lewg esa rhu Nk=ksa dk lewg cuk,aA  
• fn, x, ifjn`'; ds vk/kkj ij] Hkwfedk fuHkkus ds fy, fLØIV rS;kj djsaA mnkgj.k ds fy,] ,d 

Jo.k ckf/kr foØsrk ,d ifj/kku LVksj esa ,d efgyk xzkgd dks lkeku dh fcØh dk dke dj jgk 
gSA  

•  bls vius lewg ds lkeus is'k djsaA  
•  ,d lewg vkidh iwjh d{kk ds lkeus dk;Z djus ds fy, Lo;alsod gSA ppkZ djsa fd Nk=ksa us 

xSj&ekSf[kd lapkj dk mi;ksx dSls fd;kA D;k ;g lapkj izHkkoh Fkk\  
 

xfrfof/k 2 
lewg vH;kl % ‘kkjhfjd gko Hkko dh xyfr;ksa ls dSls cpsa 
vko';d lkexzh 
uksVcqd] isu 
 

izfØ;k 
• mijksDr rhu Nk=ksa ds ,d gh lewg esa] ppkZ djsa fd ‘kkjhfjd gko Hkko dh otg ls xyr 

tkudkjh ls cpus ds fy, D;k djsa vkSj D;k ugha djsaaA  
• izR;sd Nk= dks bu D;k djsa vkSj D;k ugha djsaa dh lwph fy[kuh pkfg,A ¼lwph dks xg̀dk;Z ds 

:i esa rS;kj djsa] ;fn d{kk esa dk;Z iwjk djus ds fy, de le; cpk gS½A  
 

xfrfof/k 3 
O;fDrxr vH;kl % lapkj dh rqyuk djus ds rjhds 
 

vko';d lkexzh 
  

uksVcqd] isu 
izfØ;k 
 

• lapkj ds rhu rjhdksa ij ppkZ djsa ¼ekSf[kd] xSj&ekSf[kd vkSj n`';½A  
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• izR;sd Nk= dks izR;sd fof/k ds ykHk vkSj uqdlku dh ,d lwph fy[kus ds fy, dgsaA  
• vH;kl % ?kj vkSj Ldwy esa vkidh lHkh ckrphr esa] mu xSj&ekSf[kd ladsrksa ij /;ku nsa tks 

vU; mi;ksx dj jgs gSaA xSj&ekSf[kd rjhdksa dk mi;ksx djds vH;kl djsa tks vkius ;gka lgh 
rjhds ls lh[kkA  

 
viuh izxfr tkapsa  
d-  cgq fodYi iz'u 
iz'uksa dks /;ku ls i<+sa vkSj v{kj ¼d½] ¼[k½] ¼x½ ;k ¼?k½ ij xksyk cuk,a tks lokyksa dk lcls 
vPNk mÙkj gSA 
1- buesa ls dkSu lh ,d ldkjkRed ¼vPNk½ psgjs dh vfHkO;fDr gS\ 
¼d½ /;ku dsafær djrs gq, O;xz fn[kuk  
¼[k½ vka[k ls laidZ cuk, j[kuk  
¼x½ yxkrkj eqLdqjkrs jguk  
¼?k½ viuh vka[ksa ?kqekuk  

 

2- ,d lh/ks ¼lh/kk½ 'kjhj dh eqnzk laizsf"kr djrk gS ;k fn[kkrk gS\ 
¼d½ xoZ  
¼[k½ O;kolkf;drk  
¼x½ vkRefo'okl  
¼?k½ uezrk  

 

3- buesa ls dkSu lk dk;Z LFky ij ,d xSj&ekSf[kd lapkj ugha gS\ 
¼d½ ckr djrs le; tsc esa gkFk j[kuk  
¼[k½ e/;e xfr ls ckr djuk  
¼x½ lh/ks cSBuk 
¼?k½ lquus ds fy, flj dks FkksM+k Ökqdkuk 

 

4- lapkj ds ckjs esa fuEufyf[kr esa ls dkSu lk dFku lgh gS\  
¼d½ gekjs lapkj dk 50 izfr’kr xSj&ekSf[kd gS  
¼[k½ 20 izfr’kr lapkj 'kjhj dh xfrfof/k;ksa] psgjs] gkFk] vkfn dk mi;ksx djds fd;k tkrk gSA  
¼x½ 5 izfr’kr lapkj vkokt] Vksu] Bgjko vkfn dk mi;ksx djds fd;k tkrk gSA  
¼?k½ 7 izfr’kr lapkj 'kCnksa dk mi;ksx djds fd;k tkrk gSA 
 

5- uhps fn, x, dk;ksZa ds fy, X dk fu’kku yxk,a tks  [kjkc xSj ekSf[kd lapkj ds mnkgj.k gSaA 
• vkSipkfjd lapkj ds nkSjku galuk   
• flj [kqtykuk  
• nksLr ls ckr djrs le; eqLdqjkuk  
• tc vki fdlh dh ckr ls lger gksrs gSa rks flj fgykrs gSa  
• lh/ks [kM+s gksuk  
• lqurs le; tEgkbZ ysuk  
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• lh/ks cSBuk  
• cksyrs le; vka[kksa dk laidZ cuk, j[kuk  
• uk[kwu dkVuk  
• dkQh etcwrh ls gkFk feykuk  
• nkar ihluk  
• tc dksbZ vkils cksy jgk gks rks nwj ns[kuk  
• yxkrkj ?kwjuk  

 

[k- fo”k; laca/kh iz'u 
1- n`’; lapkj ds fy, mi;ksx fd, tkus okys ikap lkekU; ladsrksa dks Mªk djsa A leÖkk,a fd 

izR;sd D;k n’kkZrk gS vkSj vkius bls dgka ns[kk gS\  
 

vkius D;k lh[kk\ 
  

bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs    

• xSj&ekSf[kd vkSj n`'; lapkj vkSj muds egRo dh O;k[;k djukA  
• fofHkUUk izdkj ds xSj&ekSf[kd lapkj dh igpku djukA  
• dke ij lgh rjhds ls xSj&ekSf[kd lapkj dk mi;ksx djukA  
• xSj&ekSf[kd lapkj esa lkekU; xyfr;ksa ls cpukA  
 
Lk= 4 % lapkj pØ vkSj izfrfØ;k dk egRo Communication Cycle and Importance 
of Feedback  
 
izfrfØ;k lapkj pØ dk ,d egRoiw.kZ fgLlk gSA izHkkoh 
lapkj ds fy,] ;g egRoiw.kZ gS fd izs"kd izkIrdrkZ ls 
lans'k izkIr djus ds ckjs esa ,d ikorh izkIr djsaA tc 
,d izs"kd tkudkjh Hkstrk gS] izkIrdrkZ izkIr lans'k ij 
izfrfØ;k iznku djrk gSA dk;Z ifjos'k esa tc vki fdlh 
dks muds dke dk izn'kZu djrs gq, ns[krs gSa vkSj fQj 
muds izn'kZu dks csgrj cukus esa enn djus ds fy, 
muds lkFk laokn djrs gSa] rks vki izfrfØ;k ns jgs gSaA 
izfrfØ;k ldkjkRed ;k udkjkRed gks ldrh gSA ,d 
vPNh izfrfØ;k esa ges'kk ;s fo’ks”krk,a gksrh gaS % 
• fof'k"V 
• lgk;d 
• n;kyq 
 

 
fp= 1-5 % lapkj pØ  

 

izs"kd lapkj 

izfrfØ;k izkIrdrkZ 
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rkfydk 1-5 % izfrfØ;k ds izdkj  
izfrfØ;k dk izdkj mnkgj.k  
ldkjkRed izfrfØ;k 
Positive Feedback 

• eSaus ns[kk fd vkius dke iwjh rjg ls 
lekIr dj fn;k gSA vPNk dke fd;k!  
• eSa okLro esa ml dkWy dks ysus ds fy, 
vkidh ljkguk djrk gwaA D;k vki —i;k 
fooj.k Hkh lkÖkk dj ldrs gSa\   

udkjkRed izfrfØ;k 
Negative Feedback 

• vki muls ckr djrs le; gksVy ds 
esgekuksa ds lkeus eqLdqjkuk Hkwy tkrs gSaA  
• bZ&esy dk tokc nsus ds fy, vkidks 
okLro esa yack le; yxrk gS! D;k vki 
ges'kk brus O;Lr jgrs gSa\   

dksbZ izfrfØ;k ugha  
No Feedback 

• ;g Hkh vius vki esa ,d izfrfØ;k gS tks 
fopkjksa dh vlgefr dks bafxr djrk gSA  

 
 

izfrfØ;k ¼izfriqf"V½ Feedback 
 

;fn izfrfØ;k,a Bhd ls lkÖkk dh tkrh gSa rks ekStwnk 'kfDr;ksa dks lqn<̀+ djus esa enn fey 
ldrh gS vkSj =qfV;ksa dks lq/kkjus ds fy, izkIrdrkZ dh {kerkvksa dks c<+k ldrh gSA y{;ksa dks 
izcaf/kr djus vkSj izkIr djus esa bldk nh?kZdkfyd izHkko gks ldrk gSA 
 

,d vPNh izfrfØ;k ;g gS fd % 
 

• fof'k"V Specific % lkekU; fVIif.k;ksa ls cpsaA vius dFku dks Li"V djus ds fy, mnkgj.kksa dks 
'kkfey djus dk iz;kl djsaA lykg nsus ds ctk; fodYi nsus ls izkIrdrkZ dks ;g r; djus dh 
vuqefr feyrh gS fd vkidh izfrfØ;k ds lkFk D;k djuk gSA  
• le; ij Timely % 'kh?kzrk gh egRoiw.kZ gS] D;ksafd cgqr nsj rd djus ij izfrfØ;k viuk izHkko 
[kks nsrh gSA  
• fouezrk Polite % tcfd izfrfØ;k lkÖkk djuk egRoiw.kZ gS] izkIrdrkZ dks izfrfØ;k dh Hkk"kk ls 
vkgr eglwl ugha djuk pkfg,A  
• fujarj leFkZu dh is'kd'k % izfrfØ;k lk>k djuk ,d lrr izfØ;k gksuh pkfg,A izfrfØ;k nsus ds 
ckn] izkIrdrkZvksa dks crk,a fd vki lgk;rk ds fy, miyC/k gSaA  
 

izfrfØ;k dk egRo Importance of Feedback 
izfrfØ;k vafre ?kVd gS vkSj lapkj dh izfØ;k esa lcls egRoiw.kZ dkjdksa esa ls ,d gS D;ksafd bls 
izkIrdrkZ }kjk izs"kd dks nh xbZ izfrfØ;k ds :i esa ifjHkkf"kr fd;k x;k gSA vkb, dqN [kkl 
dkj.kksa ij xkSj djsa fd izfrfØ;k D;ksa egRoiw.kZ gSA  
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• ;g izHkkoh lquus dks ekU; djrk gS % izfrfØ;k iznku djus okyk O;fDr tkurk gS fd mUgsa 
leÖkk ¼;k izkIr fd;k½ x;k gS vkSj mudh izfrfØ;k dqN ewY; iznku djrh gSA  
• ;g izsfjr djrk gS % izfrfØ;k yksxksa dks csgrj dk;Z laca/k cukus vkSj vPNs dke dh ljkguk 
djus ds fy, izsfjr dj ldrh gSA  
• ;g ges'kk gksrk gS % gj ckj tc vki fdlh O;fDr ls ckr djrs gSa] rks ge izfrfØ;k nsrs gSa] 
blfy, ;g vlaHko gS fd fdlh dks iznku u fd;k tk,A  
• ;g lh[kus dks c<+krk gS % y{;ksa ij /;ku dsafær jgus] csgrj ;kstuk cukus vkSj csgrj mRiknksa 
vkSj lsokvksa dks fodflr djus ds fy, izfrfØ;k egRoiw.kZ gSA  
• ;g izn'kZu dks csgrj cukrk gS % izfrfØ;k izn'kZu dks csgrj cukus vkSj c<+kus ds fy, csgrj 
fu.kZ; ysus esa enn dj ldrh gSA  
 

Ikzk;ksfxd vH;kl 
f'k{kd http://www.psscive.ac.in/stud_text_book ij bZ&vf/kxe ikB fn[kkdj vkidks bu 
xfrfof/k;ksa dh lqfo/kk iznku djsaxsA blesa mijksDr fo"k;ksa ds fy, ohfM;ks vkSj bZ&lkexzh ds 
lkFk&lkFk uhps dqN xfrfof/k;ksa ds fy, foLrr̀ funsZ'k 'kkfey gksaxsA  
 

xfrfof/k 1 
izfrfØ;k iznku djus ij Hkwfedk fuHkk,a  
vko';d lkexzh 
uksVcqd] isu 
izfØ;k 
• izR;sd lewg esa ikap Nk=ksa dks lkFk ysdj lewg cuk,aA  
• lewg esa nks Lo;alsodksa dks gksVy ds deZpkfj;ksa dh Hkwfedk fuHkkuh pkfg,A mnkgj.k ds 

fy,] Lo;alsod ^,* ÝaV MsLd ds dk;Zdkjh vkSj Lo;alsod ^ch* dejksa dh miyC/krk dh 
tkap djus okys vfrfFk ds :i esa dk;Z dj ldrk gSA 

• Hkwfedk fuHkkus ds ckn] lewg ds 'ks"k lnL; nksuksa Lo;alsodksa dks jpukRed izfrfØ;k nsaxsA  
 

xfrfof/k 2 
jpukRed izfrfØ;k ij lewg&vH;kl 
vko';d lkexzh 
uksVcqd] isu 
 
izfØ;k 
• izR;sd lewg esa ikap Nk=ksa dks lkFk ysdj lewg cuk,aA  
• lewg esa izR;sd lnL; dks rhu okD;ksa dks fy[kuk pkfg,] ftlesa fn[kk;k tk, fd dSls 

izfrfØ;k ugha nh tkuh pkfg,A  
• fQj] izR;sd lewg ,d xksyk cukrk gSA xksys esa ,d O;fDr ,d okD; ;k izfrfØ;k dgdj 'kq: 

djrk gSA xksys esa vxyk O;fDr izfrfØ;k dks vf/kd jpukRed cukus dh dksf'k'k djrk gSA  
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• lHkh fyf[kr izfrfØ;k ds jpukRed fodYi gksus rd nksgjkrs jgsaA  
 

viuh izxfr tkapsa 
 

d- cgq fodYi iz'u 
 

iz'uksa dks /;ku ls i<+sa vkSj v{kj ¼d½] ¼[k½] ¼x½ ;k ¼?k½ dks gy djsa tks iz'u dk lcls vPNk 
mŸkj gSA 
1- buesa ls dkSu ls ldkjkRed izfrfØ;k ds mnkgj.k gSa\ 
¼d½ cgqr cf<+;k] vkids dke esa lq/kkj gqvk gSA  
¼[k½ eSaus ifj;kstuk ds izfr vkids leiZ.k ij /;ku fn;kA  
¼x½ vki bls ges'kk xyr rjhds ls dj jgs gSaA 
¼?k½ mijksDr lHkh  
 

2- buesa ls dkSu udkjkRed izfrfØ;k ds mnkgj.k gSa\ 
¼d½ eSa vkidks ;g crkuk ilan ugha djrk gwa ysfdu vkids Mªkbax dkS'ky [kjkc gSaA 
¼[k½ vki fuf'Pkr :i ls viuh Mªkbax esa lq/kkj dj ldrs gSaA 
¼x½ ;g ,d vPNh Mªkbax gS ysfdu vki csgrj dj ldrs gSaA 
¼?k½ mijksDr esa ls dksbZ ugha 
 

3- fuEufyf[kr esa ls dkSu lk ,d vPNh izfrfØ;k ds izHkkoh ?kVd gSa\  
¼d½ foLr`r vkSj le; ysus okyh 
¼[k½ izR;{k vkSj bZekunkj 
¼x½ fof'k"V 
¼?k½ jk;&vk/kkfjr 
 

[k- fo”k; laca/kh iz'u 
1- izfrfØ;k ls vkidk D;k vfHkizk; gS\ pyks ,d ifjn`'; ysrs gSaA jk/kk vkidh lgdehZ gSaA lkFk 
esa vki vius LVksj esa dpjs ds izca/ku ds ckjs esa ,d fjiksVZ cuk jgs gSaA pwafd mlus fjiksVZ dk 
viuk fgLlk le; ij iwjk ugha fd;k gS] blfy, iwjh fjiksVZ esa nsjh gks xbZ gS vkSj izca/kd us 
vkidks psrkouh nh gSA izca/ku ds le; ij vki vius lgdehZ dks tks izfrfØ;k nsuk pkgrs gSa] mls 
fy[ksaA izfrfØ;k fof'k"V vkSj fouezrkiw.kZ j[kus dh dksf'k'k djsaA  
 

vkius D;k lh[kk\ 
  

bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs    

• izfrfØ;k dSls vkSj dc nsuh gS] bldh igpku djsaA  
• izfrfØ;k dk egRo leÖkk,aA  
• izfrfØ;k nsrs ;k izkIr djrs le; mi;qDr 'kCnksa vkSj okD;ka'kksa dk mi;ksx djsaA  
 



20 

 

Lk= 5 % izHkkoh lapkj dh ck/kk,a  Barriers to Effective Communication  

izHkkoh lapkj D;k gS\ 
vc ge tkurs gSa fd lapkj ds fofHkUUk rjhds gSa % xSj&ekSf[kd] ekSf[kd vkSj ǹ';A gkykafd] ;s lHkh 
rjhds dsoy rHkh izHkkoh gks ldrs gSa tc ge is'ksoj lapkj dkS'ky ds ewy fl)karksa dk ikyu 
djsaA bUgsa 7lh vFkkZr Li”V] laf{kIr] ;FkkFkZiw.kZ] Bhd] lqlaxr] iw.kZ vkSj f’k”V (Clear, Concise, Concrete, 

Correct, Coherent, Complete and Courteous) ds :Ik esa laf{kIr esa crk;k tk ldrk gSA bUgsa vkxs 
fp= 1-6 esa leÖkk;k x;k gSA 
bu 7 lh esa ls fdlh dh vuqifLFkfr xyr lwpuk dk dkj.k cu ldrh gSA gesa izHkkoh lapkj ds 
fy, dqN ck/kkvksa ij djhc ls ut+j Mkyuh pkfg,A  

vki tks dguk pkgrs gSa] 
mlds ckjs esa Li"V jgsa 

ljy 'kCnksa dk mi;ksx djsa 
¼dsoy ogh dgsa tks vko';d gS½ 

;FkkFkZiw.kZ 'kCnksa vkSj 
rF;ksa dk mi;ksx djsa 

lgh orZuh vkSj 
O;kdj.k dk mi;ksx 

djsa 
Li”V laf{kIr ;FkkFkZiw.kZ Bhd 

 
vkids 'kCnksa dk vFkZ gksuk pkfg, vkSj 
eq[; fo"k; ls lacaf/kr gksuk pkfg, 

lHkh vko';d tkudkjh 
‘kkfey gksuh pkfg, 

lEekutud fe=or vkSj bZekunkj 
jgsa 

lqlaxr iw.kZ f’k”V 

 
fp= 1-6 % izHkkoh lapkj ds 7 lh  
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fp= 1-7 % izHkkoh lapkj ds fy, ck/kk,a 

 
izHkkoh lapkj dh ck/kk,a 
HkkSfrd ck/kk,a Physical Barriers 
HkkSfrd ck/kk i;kZoj.kh; vkSj izk—frd fLFkfr gS tks izs"kd ls izkIrdrkZ rd lans'k Hkstus esa lapkj 
esa ck/kk ds :i esa dk;Z djrh gSA gkoHkko] eqæk vkSj lkekU; 'kjhj dh Hkk"kk ns[kus esa l{ke ugha 
gksus ds dkj.k lapkj de izHkkoh gks ldrk gSA mnkgj.k ds fy,] VsDLV lans'k vDlj vkeus&lkeus 
lapkj dh rqyuk esa de izHkkoh gksrs gSaA 
Hkk"kk laca/kh ck/kk,a Linguistic Barriers 
Hkk"kk dk mi;ksx djus esa lapkj djus esa vleFkZrk dks lapkj ds fy, Hkk"kk ck/kk ds :i esa 
tkuk tkrk gSA Hkk"kk ck/kk,a lcls vke lapkj ck/kk,a gSa] tks yksxksa ds chp xyrQgeh vkSj xyr 
O;k[;k iSnk djrh gSaA mnkgj.k ds fy,] LFkkuh; cksyh slang is'ksoj 'kCntky vkSj {ks=h; cksypky 
lapkj dks eqf'dy cuk ldrs gSaA  
ikjLifjd ck/kk,a Interpersonal Barriers 
 

ikjLifjd lapkj esa ck/kk,a rc vkrh gSa tc izs"kd ds lans'k dks vyx&vyx rjhds ls izkIr fd;k 
tkrk gS fd ;g fdl rjg dk FkkA fdlh ,sls O;fDr ds lkFk lapkj djuk Hkh cgqr eqf'dy gS tks 
viuh Hkkoukvksa vkSj fopkjksa dks ckr djus ;k O;Dr djus ds fy, rS;kj ugha gSA pj.k Mj] lapkj 
djus dh bPNk'kfDr dh deh] O;fDrxr erHksn lapkj ds fy, ikjLifjd vojks/k iSnk dj ldrs 
gSaA  
 

laxBukRed ck/kk,a Organisational Barriers 
 

laxBu vkSipkfjd inkuqØfer lajpukvksa ds vk/kkj ij fMt+kbu fd, x, gSa tks izn'kZu ekudksa] 
fu;eksa vkSj fofu;eksa] izfØ;kvksa] uhfr;ksa] O;ogkj ekunaMksa vkfn dk ikyu djrs gSaA ;s lHkh laxBuksa 
esa lapkj ds eqDr izokg dks izHkkfor djrs gSa vkSj blfy,] mi;qDr :i ls izcaf/kr djus dh 
vko';drk gksrh gSA ,d vkSipkfjd laxBukRed lajpuk esa lqihfj;j&v/khuLFk fj'rs lapkj ds eqDr 

Hkk"kk laca/kh 
Linguistic 

lkaL—frd 
Cultural 

lapkj esa vojks/kd 
Barriers to Communication 

HkkSfrd vkSj 
laxBukRed Physical 

and Organisational 

ikjLifjd 
Interpersonal 
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izokg esa ck/kk cu ldrs gSaA blds vykok] dHkh&dHkh dM+s fu;eksa ds dkj.k] deZpkfj;ksa dks vius 
lkfFk;ksa ds lkFk Hkh laokn djuk eqf'dy yxrk gSA  
 

lkaL—frd ck/kk,a Cultural Barriers 
 

lkaL—frd ck/kk,a rc gksrh gSa tc fofHkUUk laL—fr;ksa ds yksx ,d&nwljs ds jhfr&fjoktksa dks 
leÖkus esa vleFkZ gksrs gSa] ftlds ifj.kkeLo:i vlqfo/kk,a vkSj dfBukb;ka gksrh gSaA yksx dHkh&dHkh 
viuh lkaL—frd i`"BHkwfe ds vk/kkj ij nwljksa ds ckjs esa :f<+oknh /kkj.kk,a cukrs gSa] blls jk; esa 
varj gksrk gS vkSj ;g izHkkoh lapkj ds fy, ,d cM+k vojks/kd gks ldrk gSA  
 
;|fi izHkkoh lapkj ds fy, dqN ck/kk,a gSa] vki izHkkoh lapkj dh dqN loksZŸke izFkkvksa dk ikyu 
djds bu ck/kkvksa dks nwj dj ldrs gSa tks ;gka lwphc) dh xbZ gSaA  
 

izHkkoh lapkj ds fy, ck/kkvksa dks nwj djus ds rjhds  
• ljy Hkk"kk dk iz;ksx djsa 
• laL—fr] /keZ ;k Hkwxksy ij /kkj.kk,a u cuk,a  
• ftruk gks lds O;fDr ls lapkj djus dh dksf'k'k djsa 
• n`'; laca/kh lk/kuksa dk mi;ksx djsa 
• Hkk"kk esa varj dks nwj djus ds fy, ,d vuqoknd dh enn ysa  
• nwljs dh jk; dk lEeku djsa 

Ikzk;ksfxd vH;kl 

xfrfof/k 1 
izHkkoh lapkj ds fy, ck/kkvksa ij Hkwfedk fuHkk,aA 

vko';d lkexzh 

uksVcqd] isu 

izfØ;k 

• izR;sd lewg esa ikap Nk=ksa dks lkFk ysdj lewg cuk,aA  
• lewg ds nks Lo;alsodksa dks ,d 'kkWÇix ekWy esa ,d foØsrk dh Hkwfedk fuHkkuh pkfg,A 

mnkgj.k ds fy,] Lo;alsod ^d* ,d lsYl ,DthD;wfVo ds :i esa vkSj Lo;alsod ^[k* ,d 
Vsyhfotu lsV ds ckjs esa iwNrkN djus okys xzkgd ds :i esa dke dj ldrk gSA xzkgd 
,d fons'kh O;fDr gSA  

• ,d nwljs ds lkFk ckrphr djrs le; xzkgd ;k foØsrk dk lkeuk djus okyh lapkj 
ck/kkvksa ;k pqukSfr;ksa dk lkeuk dj ldrs gSaA  
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xfrfof/k 2 

lewg vH;kl % ck/kkvksa ij dkcw ikuk 
vko';d lkexzh 

uksVcqd] isu 

izfØ;k 

• izR;sd lewg esa ikap Nk=ksa ds lkFk lewg cuk,aA  
• ,d lewg esa izR;sd lnL; dks izHkkoh lapkj ds fy, ck/kkvksa dks nwj djus ds fy, rhu rjhds 

fy[kus pkfg,A lewg ds lnL; rc ,d xksys esa [kM+s gksaxsA izR;sd Nk= dks izR;sd Çcnq ij 
tksj ls dguk pkfg,] tc rd lHkh rjhdksa ij ppkZ ugha gks tkrh gSA  

 

viuh izxfr tkapsa 

d- cgq fodYi iz'u 
iz'uksa dks /;ku ls i<+sa vkSj v{kj ¼d½] ¼[k½] ¼x½ ;k ¼?k½ ij xksyk cuk,a tks lokyksa dk lcls 
vPNk mÙkj gSA 
1- buesa ls dkSu lk lkekU; lapkj ck/kk ugha gS\ 
¼d½ Hkk"kkbZ ck/kk  
¼[k½ ikjLifjd ck/kk  
¼x½ foŸkh; ck/kk 
¼?k½ laxBukRed ck/kk 
 

2- buesa ls dkSu lh lapkj ck/kkvksa dks nwj djus ds rjhds gSa\  
¼d½ ,d nwljs ds erHksnksa dk lEeku djuk 
¼[k½ vuqoknd dk mi;ksx djuk 
¼x½ lapkj fcYdqy ugha 
¼?k½ vkjke ds lkFk viuh Hkk"kk dk mi;ksx djuk 
 
[k- fo”k; laca/kh iz'u 
1- tc vki fdlh u, 'kgj ;k ns'k esa tkrs gSa rks vke lapkj ck/kkvksa dks fy[k ldrs gSaA  
 

vkius D;k lh[kk\ 
  

bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs    

• izHkkoh lapkj ds fy, vke ck/kkvksa dh igpku djsaA  
• izHkkoh lapkj ds fy, ck/kkvksa dks nwj djus ds rjhds dh lwph cuk,aA  
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Session 6: Writing Skills — Parts of Speech 

Writing skills are part of verbal communication and include e-mails, letters, notes, articles, 
SMS/chat, blogs, etc. In all these forms of written communication, we use sentences to express 
ourselves. Sentences are important because they help to clearly present the message. We all 
know that a sentence is a group of words that communicates a complete thought. For example, 
Pooja goes to school. On the other hand, a group of words, which does not make complete 
sense, is known as a phrase. For example, Pooja goes. A sentence always begins with a capital 
letter, and it always ends with a question mark, full stop or exclamation mark. In this session, 
we will cover all these topics in detail. But first, read aloud the examples given below: 

• When will you complete your homework? 
• I completed it yesterday. 
• That is good! 
 

Capitalisation 

We know that all sentences begin with capital letters. However, there are certain other points 
in a sentence where we should use capital letters. ‘TINS’is a set of simple rules that help you 
capitalise words correctly. Each letter in the word TINS refers to one capitalisation rule as 
shown in Table 1.7. 
 

Table 1.7: Capitalisation Rules 
 
Alphabet T I N S 
What it shows: Titles word ‘I’ Names Starting letter 

of sentences 
Rule Capitalise the 

first letter in the 
titles used 
Before people’s 
names. 

Capitalise the 
letter ‘I’ when it 
is used as a word 
(Pronoun). 

Capitalise the 
first letter in the 
names of people, 
places, days and 
months. 

Capitalise the 
first letter in 
every sentence. 

Example Dr Malik and Mr 
Pandey were 
invited to the 
party. 

He said that I 
Should 
accompany him 
to the mall. 

The summer 
break is starting 
this Friday and 
will continue till 
the end of June. 
Suresh is 
planning to visit 
London next 
year. 

The little girl lost 
her book. 
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Punctuation 

Certain set of marks, such as full stop, comma, question mark, exclamation mark and 
apostrophe are used in communication to separate parts of a sentence for better clarity of 
message. Some common punctuation marks and their rules are shown here in Table 1.8. 

Table 1.8: Punctuation Marks 
 
Punctuation 
name 

Sign Use Example 

Full stop . • Used at the end of a sentence. 
• Used with short form of long 
words. 

Omar is a professor. His 
students call him Prof. Omar. 

Comma , • Used to indicate a pause in the 
sentence. 
• Used to separate two or more 
items in a row. 

After getting down from the 
bus, I walked towards my 
school. 
The grocery store had fresh 
kiwis, strawberries and 
mangoes. 

Question mark ? • Used at the end of a question. Where is your book? 
Exclamation mark ! • Used at the end of a word or a 

sentence to indicate a strong 
feeling. 

What a beautiful dress! 
Hooray! We won the match. 

Apostrophe (‘) • Used followed by an ‘s’ to 
show possession or belonging. 
• Used with shortened form of 
words in informal speech. 

That is Shobha’s cat. 
Are these Rahim’s colour 
pencils? 
Let’s go for the movies today. 
She isn’t coming to school 
today. 

 
Basic Parts of Speech 
 
The part of speech indicates how a particular word  functions in meaning as well as 
grammatically within the sentence. Some examples are nouns, pronouns, adjectives, verbs and 
adverbs as shown in Figure 1.8. 
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Table 1.8: Parts of Speech 
Parts of speech What they do Example sentence Example 

words 
Noun Words (naming words) 

that refer to a person, 
place, thing or idea. 

Kavita bought a book. 
‘Kavita’ and ‘book’ are 
nouns. 

Tiger 
Truth 
India 
Raj 
January 

Pronoun Words used in place of a 
noun 

Kavita bought a book. She 
has a great book collection. 
‘She’ is used in place of the 
noun Kavita. 

I 
You 
They 
Us 
She 
He 

Adjectives Words that describe other 
words. 

Kavita bought a best-selling 
book best-selling is an 
adjective that describes the 
noun book. 

Large 
Red 
Naughty 
Weak 
One-foot 

Verbs Words that show action Kavita buys a new book 
every month. Buys is the 
verb that tells about Kavita’s 
actions. 

Run 
Eat 
Think 
Sit 

Adverbs Words that add meaning 
to verbs by answering 
How? How often? When? 
and Where? 

Kavita quickly read her 
book.‘Quickly’ tells us how 
Kavita did the action. 

Easily 
Always 
Before 
Fast 
Carefully 
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Let us now see how these words are used. Read aloud the sentence given below. 

 

Hooray! Shyam and his team won the exciting match yesterday. 
 

We already know that Shyam, team and match are nouns. ‘Exciting’ is an adjective here 
because it describes the noun match, the word won is a verb because its hows an action and 
the word ‘yesterday’ is an adverb because it describes when they won the match. 
 

But what about the remaining words in this sentence: Hooray, the, and? Such supporting words 
are used to join the main parts of speech together and also to add information to the 
sentences. Let us now look at some types of these supporting words. 
 
Supporting Parts of Speech Types  
 

 
 

Figure 1.9: Supporting Parts of Speech 
 
Some supporting words are shown in Figure 1.9. Let us learn more about them using Table 1.10. 
 

Table 1.10: Supporting Parts of Speech 
 
Supporting Parts 
of Speech 

Use Example 

Articles (a, an, the) Generally used before nouns. 
An — used before words with a 
vowel sound 
A — used before nouns with a 

Wow! The boy was taken by 
surprise because he saw a bird 
flying over his head. 
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consonant sound 
The — Refers to specific or 
particular words 

Conjunctions (and, but, 
because) 

Joins two nouns, phrases or 
sentences 

Wow! The boy was taken by 
surprise because he saw a bird 
flying over his head. 

Prepositions (on, 
over, in, under) 

Connects one word with another 
to usually answer the questions 
‘where’, ‘when’ and ‘how’. 

Wow! The boy was taken by 
surprise because he saw a bird 
flying over his head. 

Interjections 
(Wow!, Help!) 

Expresses strong emotions, such 
as happiness, surprise, anger or 
pain. 

Wow! The boy was taken by 
surprise because he saw a bird 
flying over his head. 

 
Practical Exercise 

 

The teacher will facilitate these activities – by showing you the e-learning lesson at 
http://www.psscive.ac.in/stud_text_book. html. This will include videos and e-content for the 
above topics as well as detailed instructions for some activities below. 
 

Initial Thinking Activity 

After watching the initial video in the e-learning lesson for this topic, write down what do you 
think was wrong with Seema’s letter? 

Activity 1 

Identifying Parts of Speech 

Material required 

Notebook, pen 

Procedure 

• Form groups with five students in each group.  

• In the paragraph given below (taken from from ‘La Bamba’— a short story; Gary Soto pp. 
115), identify the different parts of speech and write them down accordingly.  

“manuel walked on stage and the song started immediately glassy-eyed from the shock of 
being in front of so many people manuel moved his lips and swayed in a made-up dance step 
he couldn’t see his parents but he could see his brother mario who was a year younger 
thumb-wrestling with a friend mario was wearing manuel’s favourite shirt he would deal 



29 

 

with Mario later. He saw some other kids get up and head for the drinking fountain and a 
baby sitting in the middle of an aisle sucking her thumb and watching him intently.” 

• This paragraph contains examples of the parts of speech you learnt about in this lesson. 
• Identify as many of these parts of speech as you can and mark them. Discuss what was 

difficult in this activity. 
• Write the paragraph with correct capitalisation and punctuation. One of the groups will 

volunteer and present to the class what they have marked. They write out the paragraph on 
the board with proper punctuation. The other students will share if it is correct. 

 
Activity 2 

Pair Activity: Sentence Construction 
Material required 
Notebook, pen 
Procedure 
• Form pairs of students. 
• List out nine parts of speech that you learnt in the lesson. 

Select any three of them and create five simple sentences which use these parts of speech. 
• For each part of speech, a volunteer reads out their sentences. The other students share if it 

is correct. 
 

Activity 3 
Group Practice: Identify Name, Place, Animal, Thing 
Material required 
Notepad and pens 
Procedure 
• Number yourselves from 1 to 5.  
• One set of 1–5 is in one group and so on.  
• Each member of a group has to say a word that is either a name, place, animal, thing or 

feeling; the fifth member has to perform any kind of action.  
• Each group gets 30 seconds to think what they are going to say and do. 
 
Discussion 
The class discussion will highlight different words that are used to name a person, place, 
animal, thing, or feeling and their role in a sentence as parts of speech. The discussion will also 
highlight the role of action words as parts of speech 
 
Check Your Progress  
 

A. Multiple choice questions  
 

Read the questions carefully and circle the letter (a), (b), (c) or (d) that best answers the 
question. 
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1. In which of the following, the underlined word is an adjective? 
(a) Radha has a red dress.  
(b) I can speak French. 
(c) The Girl on the Train is a best-seller.  
(d) Abdul can swim fast. 
  
2. Which of these sentences is capitalised correctly?  
(a) Ravi and i are going to the movies.  
(b) Salim is visiting India in july.  
(c) The Tiger is a strong animal.  
(d) She is arriving on Monday. 

 

3. Which of these sentences are punctuated correctly?  
(a) When is the party.  
(b) I had bread omelette and a Banana for breakfast.  
(c) I am so excited about my first foreign trip!  
(d) This is Abdul’s notebook. 
  
4. In which of these sentences can you find an adverb?  
(a) Divya drinks milk every day.  
(b) Sanjay gifted me a new pen.  
(c) I opened the door lock.  
(d) Sita is 5-feet tall. 
 
B. Fill in the blanks 
1. Fill correct nouns and verbs from the given options to complete the sentence in table given 

below. 
 

Nouns Verbs 
Boy, Ms Sen, Rahim, Children, Cat, Students Swimming, Driving, Writing, Teaching, Eating, 

Playing 

 
a. The __________________ is 
________________________. 

 
b. The _________________ are 
_______________________. 

 
c. The _________________ are 
________________________. 
 

 
d. __________________________ 
is_______________ the car. 
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e. _______________ is _________________. 

 
f. The ____________ is _________________. 

 
C. Subjective question 
1. Identify the conjunctions and prepositions from the list below and write these in the 

correct box. 
 
Over, Because, Under, And, Since, In, At, Although, Or, Up, On, Beside 

Conjunction Preposition 
  
 
What Have You Learnt? 
 
After completing this session, you will be able to 

• use capitalisation and punctuation rules for sentences.  
• identify the basic parts of speech.  
• explain the usage of the different parts of speech.  
• identify the supporting parts of speech. 
 
Session 7: Writing Skills — Sentences 
 
Parts of a Sentence 
We all know that almost all English sentences have 
a subject and a verb while some also have an 
object. 
  
Subject: Person or thing that performs an action. 
  
Verb: Describes the action. 
  
Object: Person or thing that receives the action. 
 

Let us see the different parts of the sentence in 
Figure 1.10. 
 

Read aloud the example sentences shown in Table 
1.11 and understand which is the subject, verb and object.  
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Table 1.11: Parts of a Sentence 
Sentence Subject Verb Object 
He swam in the lake. He swam the lake 
She rode the bicycle. She rode the bicycle 
He threw the ball. He threw the ball 
The dog chased the cat. Dog chased the cat 
 
Types of Objects 
In a sentence, there can be two types of objects — Direct and Indirect. The objects provided in 
the above examples are called direct objects since they are directly ‘acted on’ by the verb. On 
the other hand, an indirect object answers questions, such as ‘to/ for who.’ 

For example, in the sentence “She bought a bicycle for her son.” The verb is ‘bought’.  
What did she buy? A bicycle. For who? For her son. Here, ‘bicycle’ is the direct object and 

‘her son’ is the indirect object. Some sentences only have direct objects while some have both 
direct and indirect objects. 

Read aloud the examples given in Table 1.12 and practice finding the direct and indirect 
objects. 

Table 1.12: Direct and Indirect Objects 
Sentence Verb Verb+What? Verb+by 

whom/to whom? 
Direct 
Object 

Indirect 
Object 

Ravi repaired his 
car. 

repaired car  Car  

The children played 
football. 

played football  Football  

The parents sent 
him a postcard. 

sent postcard him Postcard Him 

He bought his 
daughter a 
computer. 

bought computer His daughter Computer His 
daughter 

 

Types of Sentences 

 
Figure 1.11: Types of sentences 
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Active and Passive Sentences 
Read aloud the sentence shown in Figure 1.11. What is the difference between the two 
sentences? 
1. Radha is reading a book. 
2. A book is being read by Radha.  
The action (verb) in both sentences is reading a book. But the ‘subject’ of both sentences is 
different. In the first sentence, the subject (Radha) does the action. In the second sentence, the 
subject (a book) receives the action. Read the sentences in Figure 1.12 again. 
 

 
Figure 1.12: Active and Passive Sentences 

 
 

Sentences where the subject does an action are known to be in the Active voice, whereas 
sentences in which the subject receives an action are known to be in the Passive voice.  
Read aloud some more active and passive voice examples given in Table 1.12. 
 

Table 1.12: Active and Passive Sentences 
Active Voice Passive Voice 
Ali changed the flat tire. The flat tire was changed by Ali. 
I will clean the house every 
Saturday. 

The house will be cleaned by me every Saturday. 

Ravi painted the entire house. The entire house was painted by Ravi. 
 
So, now we know that there are active voice and passive voice sentences. Besides these, we 

also have other types of sentences which are based on the purpose that the sentences serve 
while communicating.  
Read aloud the sentences in Figure 1.13. How do you think they differ from each other? 
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Figure 1.13: Examples of types of sentences 

 
 
Each of these sentences has a different purpose.  
Also, notice how each sentence in Figure 1.13 ends.  
Read the examples in Figure 1.14 to understand the different types of sentences. 
 

 
Figure 1.14: Types of sentences — Description 
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Table 1.13: Types of Sentences 
 Types of Sentences   
Statement or 
Declarative Sentence 

Question or 
Interrogative 
Sentence 

Emotion/Reaction or 
Exclamatory 
Sentence 

Order or Imperative 
Sentence 

• Provides 
information or states 
a fact. 
• Always ends with a 
‘full-stop’ (‘.’). 

• Asks a question. 
• Always ends with a 
question mark (‘?’). 

• Expresses a strong 
emotion. 
• Always ends with an 
exclamation mark 
(‘!’). 

• Shows an order, 
command, request or 
advice. 
• Can end with a full 
stop or an 
exclamation mark (‘.’ 
or ‘!’). 

Read aloud the related examples 
Blue is my favourite 
colour 

Do you want tea or 
coffee? 

This is the best day of 
my life! 

Please lower your 
voice. 

The farewell party 
begins in two hours. 

Is it raining? Oh, my goodness, we 
won! 

Respond 
immediately. 

You’re a good man, 
Raj. 

Have you had lunch? I can’t wait for the 
party! 

Meet me at the office 
at 10am. 

 
Paragraph 
 
By now, you have understood how to form correct sentences by identifying the various 
components that make up a sentence. Just as a group of words form a sentence, a group of 
sentences forms a paragraph. 
 
However, to qualify as a paragraph, all the sentences within it must have a common idea or 
theme. 
 
For example, if you are writing about your best friend, the first paragraph can be of sentences 
about the name, age, personality, friendship duration and other such details. In the next 
paragraph you can use sentences to describe what qualities you like about your best friend and 
how valuable your friendship is. 
 
My mother is my best friend. She loves me a lot and cares for me. When I am in any kind of 
trouble, I seek her help and support. She gives me sound advice, and does all she can to 
comfort me and make me happy. 
 
My mother always wishes me well, and prays for my good health, happiness and success. I 
cannot thank my mother enough for all that she does for me. I am grateful to God for giving me 
such a wonderful mother. I love my mother, and hope I can make her proud. 
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Practical Exercise 

 
The teacher will facilitate these activities by showing you the e-learning lesson at 
http://www.psscive.ac.in/stud_text_book. html. This will include videos and e-content for the 
above topics as well as detailed instructions for some activities below. 
 
Initial Thinking Activity 
After watching the initial video in the e-learning lesson for this topic write down if you think 
that Sanjay and Dia were able to make correct sentences? 

 
Activity 1 

Pair-work: Making Sentences 
Material required 
Notebook, pen 
 
Procedure 
• Form pairs of students.  
• First, write down five sentences that contain direct objects.  
• Then, write down five other sentences that contain both direct and indirect objects. 
• Use different colours to mark the different parts of each sentence. (Subject, Verb, Object). 

One volunteer shows their list to class, who correct them, if needed. 
 

Activity 2 
Pair-work: Active and Passive Voice 
Material required 
Notebook, pen 
 
Procedure 
• With same pairs as above, write a paragraph on the topic ‘My Favourite Movie.’  
• The paragraph should have at least two sentences in active voice and two sentences in 

passive voice.  
• One volunteer reads out their paragraph to the class. The class gives feedback on it. 
 

Activity 3 
Individual Work: Types of Sentences 
Material required 
Notebook, pen 
 
Procedure 
• Each student will make a list of minimum 12 sentences.  
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• These should have at least three sentences of each type — declarative, interrogative, 
exclamatory and imperative.  

• For each type of sentence, different volunteers read out their sentences to the class. 
• The class gives feedback on the correctness of the sentences. 
 
Check Your Progress 
 
A. Multiple choice questions 

 
1. Identify the object, verb and subject in the sentence, ‘The car crashed into a tree.’  
(a) Object: a tree; Verb: crashed; Subject: the car  
(b) Object: The car; Verb: crashed; Subject: a tree  
(c) Object: crashed; Verb: the tree; Subject: the car  
(d) Object: crashed; Verb: the car; Subject: the tree 
  
2. Identify the indirect object in the sentence, ‘The band played music for the audience.’  
(a) The band  
(b) played  
(c) music  
(d) audience 
  
3. Which of these is an imperative sentence?  
(a) Switch off the fan.  
(b) Sheila has gone to the market.  
(c) Where are my pen colours?  
(d) Oh no! I missed my flight. 
 
4. Which of these sentences is in active voice? 
(a) A movie is being watched by them. 
(b) The car was repaired by Raju. 
(c) He is reading a book. 
(d) The thief was being chased by a policeman. 
 
B. Subjective questions 
 
1. Write two sentences of each type of sentence — statement, question, exclamatory and 
order. 

2. Which is your favourite food, dish or cuisine? Write two paragraphs about your favourite 
food, dish or cuisine. Each paragraph should have a minimum of five sentences. Make sure you 
follow all the rules about sentences and paragraphs you have learnt. 
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3. Practice speaking in active and passive voice with your classmates. Also, try to identify the 
different parts of sentences while you speak. 

 
What Have You Learnt? 
 
After completing this session, you will be able to 
• identify the different parts of a sentence.  
• list the differences between active and passive voice.  
• identify and use different types of sentences. 
• describe the important elements of a paragraph. 
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bdkbZ 2   
Lo izca/ku dkS’ky    
 
ifjp; 
 

Lo&izca/ku] ftls ^Lo&fu;a=.k* ds :i esa Hkh tkuk tkrk gS] fofHkUUk fLFkfr;ksa esa izHkkoh rjhds ls 
fdlh dh Hkkoukvksa] fopkjksa vkSj O;ogkj dks fu;af=r djus dh {kerk gSA blesa Lo;a dks izsfjr 
djuk vkSj y{; fu/kkZfjr djuk Hkh 'kkfey gSA etcwr Lo&izca/ku dkS'ky okys yksx dqN phtksa dks 
nwljksa dh rqyuk esa csgrj djus esa csgrj gksrs gSaA  
blfy,] fu;ksDrk cgqr vPNs Lo&izca/kd dkS'ky okys yksxksa dks ilan djrs gSaA 
 
Lo&izca/ku dh ewy ckrsa Basics of Self-management 
 

lkekU; :i ls dke vkSj thou esa vPNk izn'kZu djus ds fy,] vkidks vuq'kklu vkSj le;c)rk] 
y{;&fu/kkZj.k] leL;k lqyÖkkus] Vhe odZ] O;kolkf;drk vkfn lfgr fofHkUUk dkS'kyksa esa [kqn dks 
izcaf/kr djus vkSj lq/kkjus esa l{ke gksuk pkfg,] ,d ckj tc vki bu {ks=ksa esa vius O;fDrRo vkSj 
{kerkvksa dks fodflr djrs gSa rks vki O;fDrxr vkSj lkFk gh is'ksoj thou esa lQy gks ik,axsA 

 

 
fp= 2-1 Lo&izca/ku 

 
thou esa lQy gksus ds fy, vkidks fuiq.k gksus ds dqN dkS'ky fuEufyf[kr gSa %  
• Lo&tkx:drk % bZekunkj izfrfØ;k ds fy, iwNsaA vius O;fDrRo vkSj dk;Z&fof'k"V n{krk ij 

varn`Zf"V dk laxzg djsaA vius nSfud ckrphr ds ckjs esa lkspsa vkSj vkius ifjfLFkfr;ksa dks vPNh 
rjg ls dSls laHkkyk ;k mUgsa vyx rjhds ls laHkkyk tk ldrk FkkA  
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• ftEesnkjh % vius dk;ks± dh ftEesnkjh ysuk cgqr egRoiw.kZ gSA LokfeRo ysuk Lo&fodkl dh fn'kk 
esa dne gSA mnkgj.k ds fy,] ;fn vkidks ,d f'k{kd }kjk ,d dk;Z lkSaik x;k gS( lqfuf'Pkr 
djsa fd vki iw.kZ LokfeRo ysrs gSaA ;gka rd fd ;fn vki le; ij dk;Z iwjk djus esa 
vleFkZ gSa] rks vkidks bls fjiksVZ djuk gksxk vkSj fQj bls lgh djuk gksxkA  

• le; izca/ku % mu phtksa dks izkFkfedrk nsa tks vkidks djuh gSaA csdkj vkSj vfrjsd dks dke 
ls gVk nsaA ,d Vkbe Vscy cuk,a vkSj yxu ls mldk ikyu djksA   

• vuqdwyrk % orZeku loksZŸke izFkkvksa ds lkFk jgsa vkSj ubZ tkudkjh ij ges'kk i<+saA vius vki 
dks u, ifjorZuksa ds fy, rS;kj djsa] rkfd vki ewy :i ls ifjorZu dj ldsaA  

 
Lk= 1 % ruko dk izca/ku Stress Management  
 

ruko vkSj ruko dk izca/ku Stress and Stress Management 
 

D;k vkius dHkh Çpfrr eglwl fd;k gS fd vki ,d ijh{kk esa ikl ugha gksaxs\ D;k vki rc 
ncko eglwl djrs gSa tc vkids vkl&ikl ds yksx ppkZ ds fy, dqN fo"k; ykrs gSa ¼,sls eqÌs 
ftuls vki lgt ugha gSa½\ D;k vkidks Mj gS fd vki thou esa vlQy gksaxs\ ;fn gka] rks vki 
ruko ls xqtj jgs gSaA ruko vkidks vf/kd izkIr djus ds fy, izsfjr djrk gS ysfdu tc vki 
yacs le; rd ruko esa jgrs gSa] rks ;g LokLF; leL;kvksa vkSj ekufld ijs'kkfu;ksa dk dkj.k cu 
ldrk gSA  
 

ruko D;k gS\ 
 

ruko dks fdlh Hkh dfFkr ekaxksa ;k [krjksa ds fy, gekjh HkkoukRed] ekufld] 'kkjhfjd vkSj 
lkekftd izfrfØ;k ds :i esa ifjHkkf"kr fd;k tk ldrk gSA bu ekaxksa ;k [krjksa dks ruko dgk 
tkrk gSA rukoksa dk dkj.k ruko gSaA 
 

 
fp= 2-2 ruko 
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mnkgj.k ds fy,] 
 

•  vkidh ijh{kk  cgqr djhc vk xbZ gS ysfdu vkidh rS;kjh vPNh eglwl ugha gks jgh gSaA 
• vki ifjokj esa fdlh djhch ds [kksus dk vuqHko dj jgs gSaA  
•  vki bl ckr dks ysdj fpafrr gSa fd yksx vkids ckjs esa D;k lkspsaxs ;fn vki vPNh rjg ls diM+s 

ugha igurs gSa ;k vkRefo’okl ls ckr ugha dj ldrs gSaA 

•  uhan dh deh ds dkj.k vki rukoxzLr jgrs gSaA  
 
ruko dk izca/ku Stress Management 
 

ruko jkstejkZ dh Çtnxh dk ,d fgLlk gSA ,sls dbZ mnkgj.k gSa tc ruko ennxkj gks ldrk 
gSA Qk;j vykeZ dk mÌs'; ruko iSnk djuk gS tks vkidks [krjs ls cpus ds fy, lpsr djrk 
gSA ,d isij dks lekIr djus ds fy, le; lhek }kjk cuk;k x;k ruko vkidks le; ij dke 
iwjk djus ds fy, izsfjr dj ldrk gSA ysfdu tc vf/kd le; rd ;k yacs le; rd vuqHko 
fd;k tkrk gS] rks ruko dk foijhr izHkko iM+rk gSA ;g gekjs HkkoukRed vkSj 'kkjhfjd LokLF; 
dks uqdlku igqapk ldrk gS] vkSj ?kj ij] Ldwy esa vkSj gekjs fj'rksa esa vPNh rjg ls dke djus 
dh gekjh {kerk dks lhfer djrk gSA 
ruko dk izca/ku nSfud ncko ds lkFk izHkkoh :i ls lkeuk djus esa l{ke gksus ds fy, ,d 
;kstuk cukus ds ckjs esa gSA vafre y{; thou] dke] fj'rs] foJke vkSj eLrh ds chp larqyu 
cukuk gSA ,slk djus ls] vki nSfud ruko ds c<+us ls fuiVus vkSj bu pqukSfr;ksa dk lkeuk djus 
esa l{ke gSaA 
  
ges'kk ruko izca/ku ds ,chlh dks /;ku esa j[ksa 
 

, % izfrdwyrk ;k rukoiw.kZ ?kVuk  
ch % fo'okl ;k ftl rjg ls vki ?kVuk ij izfrfØ;k nsrs gSa  
lh % ?kVuk ds egRo ;k dk;Z vkSj ifj.kke  
 
ruko izca/ku vkidh enn dj ldrk gS 
 

• ,d [kq'kgky thou gSA  
• Qksdl vkSj le; ij dk;ks± dks iwjk djukA  
• vki ruko eqDr gksus ds lkFk gh [kq’kgky O;fDr cusaA  
• vf/kd ÅtkZoku gks vkSj vius fe=ksa vkSj ifjokj ds lkFk vPNk le; fcrkrs gSaA 
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ruko dks izcaf/kr djus ds fy, rhu dne 
 
 
 

 

pj.k 1% tkx:d 
jgsa fd vki 
rukoxzLr gSa  
  

ruko ds ladsrksa dks ns[ksa] tSls fd fljnnZ] uhan 
u vkuk] mnklh] vR;f/kd Çprk] ?kcjkgV vkfnA 
tc ge tkx:d gksrs gSa rks ge ruko dk 
izca/ku dj ldrs gSaA  

pj.k 2 % igpkusa 
fd vkidks fdl 
dkj.k ls ruko 
gks jgk gS  

vius ruko dk dkj.k irk djsaA D;k ;g ijh{kk] 
ikfjokfjd ncko] iSls dh leL;k] vPNk [kkuk u 
[kkus vkfn ds dkj.k gS\  

pj.k 3 % ruko 
izca/ku fof/k;ksa 
dks ykxw djsa  

vius le; dk vPNh rjg ls izca/ku djus ds 
fy, le; izca/ku midj.kksa dk mi;ksx djsaA 
egRoiw.kZ dk;ks± ij /;ku nsa vkSj mUgsa iwjk djsaA 
bl eqÌs ds ckjs esa fdlh djhch ls ckr djsaA 
O;k;ke] ewoh ns[kus ;k fdlh vU; xfrfof/k ls 
vkjke djus dk le; fudkysa tks vkjke 
eglwl djus esa enn dj ldrh gSA 

fp= 2-3 ruko dk izca/k  
 

izca/ku dh rduhdsa 
;gka dqN ljy ruko izca/ku rduhdsa nh xbZ gSaA 
• le; izca/ku % mfpr le; izca/ku lcls izHkkoh ruko&jkgr rduhdksa esa ls ,d gSA   
• 'kkjhfjd O;k;ke vkSj rkth gok % Nk=ksa ds fy, ,d LoLFk thou 'kSyh vko';d gSA LoLFk 

fnup;kZ cuk, j[kus okys yksxksa esa ruko vke rkSj ij de gksrk gSA ;ksx] /;ku vkSj xgjh 
lkal ysus ds O;k;ke djus ls mfpr jDr ifjlapj.k esa enn feyrh gS vkSj 'kjhj dks vkjke 
feyrk gSA ;gka rd fd lSj djus ;k ikdZ esa [ksyus ls vkidks rkt+h vkWDlhtu izkIr djus esa 
enn feysxh] tks vkidks vf/kd lfØ; cukus esa enn djsxhA   

• LoLFk vkgkj % LoLFk vkgkj ysus ls vkidks ruko de djus esa Hkh enn feysxhA larqfyr 
vkgkj] tSls fd nky] jksVh] lfCt;ka vkSj Qy [kkus ls vkidks vius nSfud dk;Z dks dq'kyrk 
ls djus dh 'kfDr feysxhA   

• ldkjkRedrk % thou ds udkjkRed igyqvksa ij /;ku dsafær djus ls vf/kd ruko c<+sxkA 
blds ctk;] vPNh phtksa dks ns[kuk lh[ksa vkSj ldkjkRed cus jgsaA mnkgj.k ds fy,] ,d 
ijh{k.k esa de LdksÇjx ls ijs'kku eglwl djus ds ctk;] ,d ldkjkRed n`f"Vdks.k cuk, 
j[kus vkSj vxyh ckj lq/kkj djus ds rjhdksa dks ns[kus dk iz;kl djsaA 
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• ‘kSf{kd thou dks O;ofLFkr j[kuk( dksbZ nsjh ugha % d{kk uksV dks O;ofLFkr djds] le; ij dk;Z 
iwjk djuk] vkSj lHkh le; lhekvksa ij utj j[kuk] ruko dks dkQh gn rd de fd;k tk 
ldrk gSA  

• uhan % gesa de ls de 7 ?kaVs ds fy, ,d vPNh jkr dh uhan ysuh pkfg, rkfd vxys fnu 
csgrj dke djus ds fy, vkidk efLr"d vkSj 'kjhj fjpktZ gks tk,A  

• ifjokj vkSj nksLrksa ds lkFk NqfV~V;ka % fdlh fj'rsnkj dh txg ij tkuk] tSls fd vkids 
nknk&nknh ds ?kj ;k vkidh xehZ dh NqfV~V;ksa ds nkSjku ,d ubZ txg vkidks lkekU; 
fnup;kZ ls ckgj fudyus vkSj okil vkus esa enn dj ldrh gSA 

 
LorU= :i ls dke djus dh ;ksX;rk 
;fn vki 'kkar vkSj rukoeqDr O;fDr cu ldrs gSa] rks vkids ikl Lora= :i ls dke djus dh 
{kerk gksxh] ftldk vFkZ gSA 
1. Lo&tkx:d] Lo&fuxjkuh vkSj Lo&lgh cuukA 

2. ;g tkuuk fd vkidks D;k djuk gSA 
3. Lo;a igy djuk ;g crkus ds ctk; fd D;k djuk gSA 
4. viuh xyfr;ksa dks igpkuuk vkSj nwljksa dks nks"k ugha nsukA 
5. {kerk vkSj yxkrkj lh[kus dh bPNk gSA   
HkkoukRed cqf)eŸkk Emotional Intelligence 
HkkoukRed cqf)eŸkk fdlh dh Hkkoukvksa ds lkFk&lkFk nwljksa dh Hkkoukvksa dks igpkuus vkSj izcaf/kr 
djus dh {kerk gSA blesa vke rkSj ij de ls de rhu dkS'ky 'kkfey gSa % 
•  HkkoukRed tkx:drk Emotional awareness % fdlh dh viuh Hkkoukvksa dks igpkuus vkSj 

uke nsus dh {kerkA  
•  Hkkoukvksa dk nksgu Harnessing emotions % nksgu djus dh {kerk vkSj lkspus rFkk leL;k 

dks gy djus tSls dk;ks± ds fy, Hkkouk,a viukuk gSaA  
•  Hkkoukvksa dks izcaf/kr djuk Managing emotions % vko';d gksus ij fdlh dh viuh 

Hkkoukvksa dks fofu;fer djus dh {kerk vkSj nwljksa dks Hkh ,slk djus esa enn djukA   
;g tkuuk fd fdlh dh Hkkoukvksa dk izca/ku djuk ge lHkh ds fy, fdruk egRoiw.kZ gSA ;fn 
vki viuh Hkkoukvksa dks fu;a=.k esa j[k ldrs gSa rks vki ruko dk izca/ku dj ldrs gSa] vius 
efLr"d dks lfØ; vkSj fnekx dks [kqyk j[k ldrs gSa] vkSj vlQyrkvksa dks vklkuh ls nwj dj 
ldrs gSaA HkkoukRed cqf)eŸkk Hkh vkidks vius nksLrksa vkSj ifjokj ds lkFk csgrj laca/k cukus esa 
enn dj ldrh gSA  
,d mnkgj.k ysrs gSaA jfo vkSj mldk lcls vPNk nksLr] f'ko okÆ"kd Ldwy u`R; izfr;ksfxrk ds 
fy, vH;kl dj jgs gSaA os nksuksa ,dy izn'kZu dj jgs gSaA izfr;ksfxrk ds fnu] f'ko us thr gkfly 
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dhA jfo csgn nq[kh vkSj fujk'k eglwl fd;kA og csotg f'ko ij fpYyk;k] jks;k vkSj vius 
ekrk&firk ls Hkh 3&4 ?kaVs rd ckr ugha dhA blds foijhr] ;fn jfo HkkoukRed :i ls cqf)eku 
gksrk] rks mlus gkj dks le>dj gkj eku yh gksrh vkSj vxyh izfr;ksfxrk esa csgrj izn'kZu dj 
ikrkA  
 
HkkoukRed :i ls cqf)eku gksuk vkidh lQyrk vkSj larqfyr thou dh laHkkouk dks c<+krk gSA  
 
HkkoukRed cqf)eŸkk ds izca/ku ds fy, dqN dne uhps fn, x, gSaA  
•  viuh Hkkoukvksa dks leÖksa Understand your emotions % vius O;ogkj dks ns[ksa vkSj mu 

phtksa ij /;ku nsa] ftu ij vkidks dke djus dh t+:jr gSA fQj vki mu phtksa ij dke 
dj ldrs gSa ftUgsa vkidks lq/kkjus dh vko';drk gSA  

•  ;qfDrlaxr cuk,a Rationalise % vpkud fu.kZ; u ysa(viuh lksp esa rdZlaxr jgsaA  
•  vH;kl % [kqn dks 'kkar j[kus ds fy, /;ku vkSj ;ksx djsaA  
 

Ikzk;ksfxd vH;kl 
f'k{kd http://www.psscive.ac.in/Employability_Skills.html ds ek/;e ls bl ikB ds fy, 
bZ&vf/kxe ekWM~;wy fn[kkdj vkidks bu xfrfof/k;ksa dh lqfo/kk iznku djsaxsA blesa mijksDr fo"k;ksa ds 
fy, ohfM;ks vkSj bZ&lkexzh ds lkFk&lkFk uhps dqN xfrfof/k;ksa ds fy, foLrr̀ funsZ'k 'kkfey 
gksaxsA  
• ohfM;ks ns[kus ds ckn ^D;k vkius bl fLFkfr dk lkeuk fd;k gS\* bZ&vf/kxe ikB esa] ohfM;ks 

ls vkius tks lh[kk gS] ml ij ppkZ djsaA D;k vkidks yxrk gS fd fiz;k Çpfrr Fkh fd og 
vius y{; dks iwjk ugha djsxh\vki mldh fLFkfr esa vyx rjg ls D;k djsaxs\ 

  
• bZ&vf/kxe ikB esa ohfM;ks ^eSusÇtx LVªsl ,V odZ* ns[kus ds ckn] xkSjo }kjk ohfM;ks esa bLrseky 

dh tkus okyh fofHkUUk ruko izca/ku rduhdksa ij ppkZ djsaA  
 

xfrfof/k 1 
  
rukoiw.kZ fLFkfr ls cpus ij Hkwfedk fuHkk,a 
vko';d lkexzh 
isu] uksViSM ;k dkxt dh ‘khV 
 
izfØ;k 
• rhu ds lewg cuk,aA  
• uhps ls fdlh ,d fLFkfr dks pqusaA  
• ,d fLdV ¼Hkwfedk fuHkkus½ dks rS;kj djsa vkSj vius lewgksa ds Hkhrj izn'kZu djsaA  
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• nks lnL; fLdV dk izn'kZu djsaxs vkSj ,d lnL; izfrfØ;k dk voyksdu djsxk vkSj mls lkÖkk 
djsxkA   

fLFkfr 1 
vkidh Ldwy cl NwV xbZ gS vkSj vkidks nsj gks jgh gSA vki D;k djsaxs\ D;k vki enn ds 
fy, ?kcjk,axs ;k enn ekaxsaxs ;k jkLrk [kkstus dh dksf'k'k djsaxs\  
fLFkfr 2 
vkidks vxys fØdsV ;k cSMÇeVu eSp esa viuk loZJs"B izn'kZu djuk gksxk rkfd vkidks vius 
Ldwy ds fy, jk"Vªh; Lrj ds fØdsV ;k cSMÇeVu VwukZesaV esa [ksyus dk ekSdk feysA vki Çpfrr 
¼Çpfrr ;k rukoxzLr½ jgs gSaA D;k vki blds ckjs esa Çprk djrs gq, viuh uhan [kks nsaxs ;k 
vki eSnku esa tk,axs vkSj vH;kl djsaxs\ 

xfrfof/k 2 
Lo izfrÇcc Self-reflection 
vko';d lkexzh 
isu ;k isafly 
izfØ;k 
• fLFkfr dks lwphc) djds uhps nh xbZ rkfydk dks iwjk djsa tks ruko dk dkj.k cu ldrh gS 

vkSj ,slh fLFkfr;ksa esa ruko ls cpus ds fy, vki D;k djsaxsA  
• vH;kl dks iwjk djus ds fy, ikB esa lkÖkk ruko izca/ku rduhdksa dk mi;ksx djsaA  
 

ruko ds dkj.k fLFkfr;ka ruko izca/ku rduhdsa 
  
  
 

xfrfof/k 3 
NqV~Vh ysus ds ykHk 
vko';d lkexzh 
isu ;k isafly 
izfØ;k 
• NqV~Vh ;k=k ;k xzh"edkyhu f'kfoj ds nkSjku txg vkSj vius vuqHko dk o.kZu djus ds fy, 

,d fuca/k fy[ksaA  
• gkbykbV djsa fd ;k=k us vkidks ruko esa dSls enn dhA  
 
viuh izxfr tkapsa 
d- fo"k; laca/kh iz'u 
1- ruko vkSj ruko izca/ku dk o.kZu vius 'kCnksa esa djsaA 
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2- viuh ilanhnk ruko izca/ku rduhd dks lwphc) djsa vkSj foLrr̀ djsa fd vki bls lcls 
izHkkoh D;ksa ikrs gSaA 

 
vkius D;k lh[kk\ 
  

bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs    

• ruko izca/ku dks ifjHkkf"kr djsaA  
• ruko ds izca/ku ds fy, pj.kksa dh igpku djsaA  
• O;fDrxr rukoiw.kZ fLFkfr vkSj mUgsa laHkkyus ds rjhdksa dh ,d lwph cuk,aA  
 
Lk= 2 % Lo&tkx:drk & rkdr vkSj detksjh dk fo’ys”k.k (Self-awareness — 
Strength and Weakness Analysis)  
 

Lo&tkx:d gksus dk vFkZ gS fd vki viuh rkdr vkSj detksfj;ksa dh igpku dj ldrs gSaA 
blfy,] Lo&tkx:drk vkidh detksjh dks rkdr vkSj rkdr dks vlk/kkj.k izfrHkk esa cnyus esa 
vkidh enn djsxhA viuh rkdr vkSj detksfj;ksa dk fo'ys"k.k djus ls vkidks thou esa lQyrk 
ikus esa enn feyrh gSA gkykafd] rkdr vkSj detksjh dk fo'ys"k.k igys [kqn dks tkuus ds lkFk 
'kq: gksrk gSA 
 

Lo;a dks tkuuk Knowing Yourself 
 

;g leÖkuk fd vki dkSu gSa] vki D;k ilan djrs gSa ;k ukilan djrs gSa] vkidh ekU;rk,a D;k gSa] 
vkidh jk; D;k gS] vkidh i`"BHkwfe D;k gS] vki D;k vPNh rjg ls djrs gSa vkSj D;k vPNh rjg ls 
ugÈ djrs gSa og egRoiw.kZ gS D;ksafd dsoy rc gh vki okLro esa viuh rkdr vkSj detksfj;ksa dks 
eki ldrs gSa ¼fp= 2-4 ns[ksa½A  

 
fp= 2-4 % Lo;a dks tkuuk  

eSa dkSu gwa 

/kkj.kk 

Ik”̀BHkwfe 

jk; 

ilan @uilan 

ewY; 
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rkdr vkSj detksjh dk fo’ys”k.k Strength and Weakness Analysis  
;g leÖkuk fd vki fdldk eryc viuh lkekU; fo'ks"krkvksa ls ckgj ns[k jgs gSa] tSls fd 
vkidk uke] ;ksX;rk vkSj ikjLifjd laca/kA nwljs 'kCnksa esa] Lo&tkx:d gksus dk vFkZ okLro esa 
vkidh vkarfjd 'kfDr;ksa] fNih izfrHkkvksa] dkS'ky vkSj ;gka rd fd detksfj;ksa dks tkuuk gSA vkb, 
ge ns[ksa fd ge rkdr vkSj detksfj;ksa dks dSls ifjHkkf"kr djrs gSaA  
  

 
fp= 2-5 rkdr vkSj detksjh 

 
rkdr ds mnkgj.k 
 
• eSa jpukRed ys[ku esa vPNk gwaA  
• eqÖks n'kZdksa ds lkeus cksyus dk iwjk Hkjkslk gSA  
• eSa fxVkj cgqr vPNh rjg ls ctkrk gwaA  
 
detksfj;ksa ds mnkgj.k 
 
• eqÖks xf.kr dh leL;kvksa dks gy djuk eqf'dy gSA  
• eSa rsth ls vaxzsth cksyuk pkgwaxkA  
• eqÖks fdlh Hkh [ksy ;k [ksy esa gkjuk ilan ugha gSA  
 
Lo;a dks leÖkdj ge dj 
ldrs gSa 
 tkuuk fd ge D;k dj 

ldrs gSa @D;k ugha 

 ml tkudkjh ds vk/kkj ij] ge dj 
ldrs gSa 
 [kqn dks csgrj cukus ds fy, 

vxys pj.kksa dh ;kstuk cuk,a 

 lq/kkj dj ge ;g djsaxs 
 ge tks djrs gSa] ml 

ij Hkjkslk j[ksaA 

 

rkdr detksjh 
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viuh rkdr vkSj detksfj;ksa dks igpkuus dh rduhd  
 
viuh rkdrksa ¼;k {kerkvksa½ dk irk yxkuk 
 

 fdlh Hkh pht+ ds ckjs esa lkspsa tks vki ges'kk lQy gksaA  
 bl ckjs esa lkspsa fd nwljksa dks vki esa D;k ilan gSA  
 le; fudkysa vkSj lkspsa fd vki D;k vPNk djrs gSaA  
 
viuh detksfj;ksa dk irk yxkuk 
 

 mu {ks=ksa dks bafxr djsa tgka vki la?k"kZ djrs gSa vkSj tks djuk vkidks eqf'dy yxrk gSA 
 nwljksa dh izfrfØ;k ij utj Mkysa tks vkerkSj ij vki nsrs gSaA 
 blds ckjs esa [kjkc eglwl fd, fcuk izfrfØ;k,a [kqysiu ls ekusa vkSj viuh detksfj;ksa dks Lohdkj djsaA 

bls lq/kkj ds {ks= ds :i esa ns[ksaA 

 
;gka fn, x, iz'uksa ds mŸkj [kkstus ds ckn vki viuh rkdr vkSj detksfj;ksa dk irk yxk 
ldrs gSaA 
 eSa nwljksa ls vyx dSls gwa\ 
 eSa nwljksa ls csgrj D;k dj ldrk gwa\ 
 vU; yksx eqÖkesa D;k iz'kalk djrs gSa\ 
 eqÖks D;k djuk pkfg,\ 
 eqÖks dgka Çprk vkSj la?k"kZ djuk gS\ 

 vU; yksx dgka] dSls vkSj D;ksa eqÖkls csgrj izn'kZu djrs gSa\ 

 eqÖks vDlj nwljksa ls lq/kkj ds fy, D;k lykg feyrh gS\  
 
#fp;ksa vkSj {kerkvksa ¼rkdr½ ds chp varj Difference between Interests and Abilities (Strengths) 
 

rkfydk 2-1 % #fp;ksa vkSj {kerkvksa ds chp varj  
Ø- la- #fp;ka {kerk,a 
1 phtsa tks vki vius [kkyh le; esa djuk 

ilan djrs gSa tks vkidks [kq'k djrs gSaA  
,d vf/kxzfgr ;k izk—frd {kerk 

2 ftu pht+ksa ds ckjs esa vki mRlqd gSa ;k 
;fn dksbZ vkidks ,slk djus ds fy, ugha 
dgrk gS] rks Hkh vki ,slk djsaxsA  

vkidks dkQh n{krk ds lkFk fdlh fo'ks"k 
dk;Z ;k dk;Z dks djus ds fy, l{ke 
djsaA  

3 os phtsa tks vki lh[kuk pkgrs gSa ;k 
Hkfo"; esa djuk pkgsaxsA  

 

 
tc vkidh #fp;ka vkidh {kerkvksa ls esy ugha [kkrh gSa] rks vki ;k rks viuh {kerkvksa esa lq/kkj 
dj ldrs gSa ;k fdlh vU; ekxZ dk vuqlj.k dj ldrs gSaA mnkgj.k ds fy,] vki laxhr ilan 
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dj ldrs gSa] ysfdu vki xk;u esa vPNs ugha gks ldrsA ml ekeys esa] ,d xk;d cuus dh 
dksf'k'k er djsa! 

Ikzk;ksfxd vH;kl 
 

f'k{kd http://www.psscive.ac.in/stud_text_book ij bZ&vf/kxe ikB fn[kkdj vkidks bu 
xfrfof/k;ksa dh lqfo/kk iznku djsaxsA blesa mijksDr fo"k;ksa ds fy, ohfM;ks vkSj bZ&lkexzh ds 
lkFk&lkFk uhps dqN xfrfof/k;ksa ds fy, foLrr̀ funsZ'k 'kkfey gksaxsA   
 
lkspus dh izkjafHkd xfrfof/k  

bZ&vf/kxe ikB esa 'kq#vkrh ohfM;ks ^QkbaÇMx n jkbV tkWc* ns[kus ds ckn] mu Çcnqvksa dks fyf[k, 
ftudk mi;ksx vki ohfM;ks ls viuh rkdr vkSj detksfj;ksa dks leÖkus ds fy, djsaxsA 
 

xfrfof/k 1 
tksM+h esa dh tkus okyh xfrfof/k % thou esa y{; 
vko';d lkexzh 
isu] uksViSM ;k dkxt dh ‘khV 
izfØ;k 
• Nk=ksa ds tksM+s cuk,aA  
• izR;sd Nk= mu phtksa dh ,d lwph cuk,xk tks os fn, x, izk:i ds vk/kkj ij vPNk dj 

ldrs gSaA  
• vius lkFkh ds lkFk vius uksV~l lkÖkk djsaA  
• tksM+s esa ls ,d Lo;alsod vkrk gS vkSj d{kk ds lkeus i<+rk gSA   
;gka vkids Hkjus ds fy, izk:Ik fn;k x;k gS 
eSa gwa  
eSa ¼{kerk,a½ dj ldrk gwa  
eSa ¼;kstuk½ cukÅaxk  
esjk mÌs'; gS  
 

xfrfof/k 2 
O;fDrxr xfrfof/k % #fp;ka vkSj ;ksX;rk,a odZ'khV 
vko';d lkexzh 
Nk= ikB~¸kiqLrdsa] isu 
•  izR;sd Nk= dks fn, x, dk;’khV dks iwjk djuk gS] ftlesa dFkuksa vkSj iz'uksa dh lwph gSA  
•  izR;sd Nk= dks dk;Z’khV Hkjus ds nkSjku okLrfod vkSj bZekunkj gksuk pkfg, D;ksafd ;g Lo;a dh 

viuh leÖk ds fy, gSA  
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•  ;fn os okLrfod vkSj bZekunkj ugha gSa] rks mUgsa vius Lo;a ds fgrksa vkSj {kerkvksa ds ckjs esa 
xyr ifj.kke feysaxsA  

odZ'khV & esjh #fp;ka vkSj {kerk,a 
 
eSa lcls T;knk [kq'k gwa tc  
,d vkn'kZ fnu dk esjk fopkj  
ikap phtsa ftUgsa djus esa eqÖks cgqr etk vkrk gS   
rhu phtsa tks eSa gj fnu djuk ilan djrk gwa   
eSa lcls T;knk Hkkoqd gwa  
ftu fopkjksa ;k eqÌksa dh eqÖks xgjkbZ ls ijokg gS   
;fn esjs ikl gquj ;k {kerk gksrh] rks eSa djrk   
;fn eSa fdlh Hkh ukSdjh dks pqu ldrk gwa] rks ;g gksxk   
rhu xfrfof/k;ka tks eqÖks djuk ilan gS\   
eSa mUgsa fdruh ckj djrk gwa\  
xfrfof/k;ksa dks vf/kd ckj djus ls eqÖks dkSu lh ckr jksdrh gS\   
bu xfrfof/k;ksa esa vf/kd ckj layXu gksus ds fy, eqÖks fdu fof'k"V 
ifjorZuksa dh vko';drk gS\  

 

 
viuh izxfr tkapsa 
 
1- viuh rkdr cukus vkSj viuh detksfj;ksa dks nwj djus ds fy, dk;Z ;kstuk rS;kj djus ds 

fy, uhps nh xbZ rkfydk dks HkjsaA 
 
rkdr detksjh 

  
viuh rkdr cukus vkSj viuh detksfj;ksa dks nwj djus ds 
fy, dk;Z ;kstuk 

   
 
vkius D;k lh[kk\ 
  
bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs    

• viuh [kqn dh rkdr vkSj detksfj;ksa dh igpku djsaA  
• viuh 'kfDr;ksa dk fuekZ.k djus vkSj viuh detksfj;ksa dks nwj djus dk rjhdk crk,a A  
• viuh #fp;ksa dh igpku djsaA  
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Lk= 3 % Lo&izsj.kk ¼Self-motivation½      
 
D;k vkius [kjxks’k vkSj dNq, dh dgkuh lquh gS\ /kheh xfr ls pyus ds ckotwn ml nkSM+ dks 
fdlus thrk\ dNqvkA mudh thr dh dqath ;g Fkh fd dNqvk dHkh Hkh vius ckjs esa vius vki 
dks de ugha ekurk Fkk vkSj Hkys gh og fiNM+ jgk gks] izsfjr jgrk FkkA ysfdu /khjs&/khjs vkSj 
/khjs&/khjs ;g lHkh ck/kkvksa dks ikj dj x;k vkSj fcuk izsfjr gq, nkSM+ tkjh j[khA 
  
Lo&izsj.kk cl vkids vanj dk cy gS tks vkidks phtksa dks djus ds fy, izsfjr djrk gSA 
Lo&izsj.kk og gS tks gesa vius y{;ksa dks izkIr djus] [kq'k eglwl djus vkSj gekjs thou dh 
xq.koŸkk esa lq/kkj djus ds fy, izsfjr djrh gSA nwljs 'kCnksa esa] ;g mu phtksa dks djus dh gekjh 
{kerk gS tks gesa fdlh dks izHkkfor fd, fcuk djus dh vko';drk gS ;k gesa izHkkfor dj jgh gSA  
  
;gka Lo&izsj.kk ds dqN mnkgj.k fn, x, gSaA 

 

usgk vf/kd ls vf/kd 
uewuk iz'u i=ksa dk 
vH;kl djus ds fy, 
vius Ldwy ds ckn iwjk 
le; i<+kbZ djrh gSA 
og viuh ijh{kk esa 
vPNk djuk pkgrh gS 
rkfd og 'kgj esa 
vius eupkgs dkWyst esa 
izos'k ys ldsA 

 
 
 
 

  

js[kk lqcg 5 cts mBrh 
gSa vkSj vius Mkal 
Dyklsl ds fy, tkrh 
gSaA fQj og ?kj vkrh 
gS vkSj Ldwy tkus ls 
igys viuk gkseodZ 
iwjk djrh gSA og ;g 
lc [kqn ls djrh gSA 
dksbZ mls djus ds 
fy, ugha dgrkA  

fp= 2-7 Lo&izsj.kk 
 

vyx&vyx yksx vyx&vyx phtksa ls vkSj vius thou esa vyx&vyx le; ls izsfjr gksrs gSaA   
 

izsj.kk ds izdkj  

 

vkarfjd izsj.kk % I;kj 
ge os dke djrs gSa ftuls gesa [kq'k] LoLFk vkSj vPNk eglwl gksrk gSA 
mnkgj.k ds fy,] tc vki vius okÆ"kd fnol lekjksg esa izn'kZu djrs gSa 
vkSj vki dqN u;k lh[krs gSa] tSls u`R;] xk;u] vkfn rks vkidks vPNk 
yxrk gSA  

 

ckgjh izsj.kk % iqjLdkj  
ge phtsa djrs gSa D;ksafd muls gesa lEeku] ekU;rk vkSj iz'kalk feyrs gSaA 
mnkgj.k ds fy,] lqjs'k us 100 ehVj dh nkSM+ esa Hkkx fy;k vkSj iqjLdkj 
thrkA blus mUgsa gj lqcg vH;kl ds fy, tkus ds fy, izsfjr fd;kA 
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Lo&izsfjr yksxksa dh ;ksX;rk 
 

Lo&izsfjr yksxksa esa dqN fof'k"V O;ogkj ns[ks tkrs gSa tks uhps fn, x, gSaA 

 
tkfu, os thou ls 

D;k pkgrs gSa 
/;ku dsafær dj jgs gSa tkfu, D;k gS 

egRoiw.kZ 
vkius lius dks iwjk 
djus ds fy, leÆir 

gSa 
fp= 2-8 % Lo&izsfjr yksxksa dh ;ksX;rk 

 

Jh bZ Jh/kju] iwoZ izca/k funs'kd] fnYyh esVªks jsy dkWiksZjs'ku fyfeVsM ,d Lo&izsfjr vkSj ÅtkZoku 
O;fDr FksA vius leiZ.k vkSj nwljksa ds izfr lEeku ds lkFk] mUgksaus viuh Vhe dks dM+h esgur 
djus vkSj ifj.kke izkIr djus ds fy, izsfjr fd;kA  
egk'k; /keZiky xqykVh us egkf'k;ka nh gV~Vh ¼,eMh,p½ izkbosV fyfeVsM ds laLFkkid djksy ckx esa 
,d NksVh lh nqdku ls 'kq#vkr dh] ysfdu vius /;ku] leiZ.k vkSj Li"V fopkjksa ds lkFk] 
,eMh,p ¼Likbl daiuh½ ,d gksus ds vykok nqfu;k Hkj esa vPNh izfr"Bk okys Hkkjr esa lcls 
yksdfiz; czkaMksa esa ls ,d cu x;k gSA 
 

Lo&izsj.kk dk fuekZ.k 
Lo&izsj.kk ds fuekZ.k ds fy, pkj pj.k gSa] tks uhps fn, x, gSaA 
vius ckjs esa irk djsa vius y{;ksa dks lsV 

djsa vkSj bl ij /;ku 
dsafær djsa  

vius y{;ksa dks izkIr djus ds 
fy, ,d ;kstuk fodflr djsa  

vius y{;ksa ds izfr 
oQknkj jgsa  

rkdrsa Strengths    
viuh ilan vkSj 
ukilan dks igpkusaA 
leÖksa fd vkidks D;k 
[kq'kh feyrh gSA 
mnkgj.k ds fy,] eqÖks 
[kkuk cukuk cgqr 
ilan gSA 

mu y{;ksa dks ifjHkkf"kr 
djsa ftUgsa vki izkIr 
djuk pkgrs gSa vkSj 
vius y{; dks izkIr 
djus ds fy, viuh 
lkjh ÅtkZ dks dsafær 
djsaA mnkgj.k ds fy,] 
eSa ,d 'ksQ cuuk 
pkgrk gwaA  

vius y{;ksa dks izkIr djus ds 
fy, le;&lhek fu/kkZfjr djsaA 
mu xfrfof/k;ksa dh ,d lwph dh 
;kstuk cuk,a tks vki izR;sd 
y{; dks izkIr djus ds fy, 
djsaxsA mnkgj.k ds fy,] Ldwyh 
f'k{kk ds ckn] vkidks gksVy 
izca/ku laLFkku esa 'kkfey gksus ds 
fy, ,d izfr;ksxh ijh{kk esa 
cSBuk iM+ ldrk gSA  

dfBu le; dk lkeuk 
djrs gq, Hkh vius y{; 
dks izkIr djus dh fn'kk 
esa dke djsaA 
mnkgj.k ds fy,] Hkys gh 
eSaus gksVy izca/ku izos'k 
ijh{kk dks fDy;j ugha 
fd;k gS] ysfdu eSa 'ksQ 
cuus ds vU; rjhdksa dk 
irk yxkÅaxkA 

fp= 2-9 % Lo&izsj.kk dk fuekZ.k 
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Ikzk;ksfxd vH;kl 
f'k{kd http://www.psscive.ac.in/ Employability_Skills.html ds ek/;e ls bZ&vf/kxe ikB fn[kkdj 
vkidks bu xfrfof/k;ksa dh lqfo/kk iznku djsaxsA blesa mijksDr fo"k;ksa ds fy, ohfM;ks vkSj bZ&lkexzh 
ds lkFk&lkFk uhps dqN xfrfof/k;ksa ds fy, foLrr̀ funsZ'k 'kkfey gksaxsA   
lkspus dh izkjafHkd xfrfof/k  

• bl fo"k; ds fy, bZ&vf/kxe ikB esa izkjafHkd ohfM;ks ns[kus ds ckn] vkidks D;ksa yxrk gS 
fd ';ke viuk dke iwjk djus esa vleFkZ Fks\  

• blds vykok] bZ&vf/kxe ikB esa ^fcdfeax lsYQ&eksfVosVsM ,aM dfeVesaV* ij ohfM;ks ns[ksa vkSj 
ppkZ djsa fd dSls fuf[ky us [kjxks’k vkSj dNqvk dgkuh dk mi;ksx djds 'khyk dks 
izsfjr fd;kA d{kk esa vius lh[kus ij ppkZ djsaA 

 

xfrfof/k 1 
 
izsfjr jguk ¼lewg ppkZ½ 
vko';d lkexzh 
isu] uksViSM ;k dkxt dh 'khV] pkVZ isij 
izfØ;k 
•  rhu dk lewg cuk,aA  
•  fuEufyf[kr esa ls fdlh ,d fLFkfr dks pqusa vkSj vius vki dks izsfjr djus ds fy, vkids 

}kjk mBk, x, dneksa dks fy[ksaA  
•  vkidk v/;kid vkidks fy[ks x, fuca/k ij izfrfØ;k nsrk gSA cgqr lkjh udkjkRed fVIif.k;ka 

gSaA fuca/k dks csgrj cukus ds fy, vki [kqn dks izsfjr djus ds fy, D;k djsaxs\   
•  vkids firk us vkidks viuh NksVh cgu ds fy, tUefnu dh ikVhZ dh O;oLFkk djus dh 

ftEesnkjh nh gS] tks 3 lky dh gSA vki bl dk;Z dks ugha djuk pkgrs gSaA vki [kqn dks 
dke djus ds fy, dSls izsfjr djsaxs\    

xfrfof/k 2 
Lo izfrÇcc 
vko';d lkexzh 
isu ;k isafly 
izfØ;k 
• mu dkj.kksa dh ,d lwph cuk,a tks vkidks izsfjr gksus ls jksdrs gSaA  
• mu rjhdksa dks fyf[k, ftuds }kjk vki [kqn dks muls mcjus ds fy, izsfjr djsaxsA  
 
u gksus dk dkj.k izsfjr fd;k tk jgk gS nwj djus ds rjhds 
mnkgj.k ds fy, % yksx esjs vaxzsth cksyus 
ds rjhds dk etkd mM+krs gSa A  

mnkgj.k ds fy, % eSa Ldwy ds ckn d{kkvksa esa Hkkx 
ysdj lgh rjhds ls vaxzsth cksyuk lh[kwaxkA  
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viuh izxfr tkapsa 
 

d- cgq fodYi iz'u 
 

iz'uksa dks /;ku ls i<+sa vkSj v{kj ¼d½] ¼[k½] ¼x½ ;k ¼?k½ ij xksyk cuk,a tks lokyksa dk lcls 
vPNk mÙkj gSA 
1- nwljksa dks [kq'k fd, fcuk vki D;k dke ;k i<+kbZ iwjh djrs gSa\ 
¼d½ vkRefo'okl  
¼[k½ lapkj  
¼x½ Lo&izsj.kk  
¼?k½ Lo&lEeku 
2- fuEufyf[kr esa ls dkSu lh izsj.kk ds izdkj gSa\ 
¼d½ vkarfjd    
¼[k½ baVjehfM,V  
¼x½ ckgjh   
¼?k½ O;kid  
 
3- jfo o"kZ ds var esa loZJs"B Nk= dk iqjLdkj ikus ds fy, dM+h esgur djrk gSA ;g fdl 

izdkj dh izsj.kk gS\ 
¼d½ vkarfjd  
¼[k½ ckgjh  
¼x½ vkarfjd vkSj cká nksuksa  
¼?k½ fdlh fo'ks"k izdkj dh izsj.kk ugha   
 

vkius D;k lh[kk\ 
  

bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs    

• Lo&izsj.kk dk vFkZ leÖkk,aA  
• izsj.kk ds izdkjksa dh igpku djukA  
• Lo&izsfjr yksxksa ds xq.kksa dks lwphc) djsaA  
• Lo&izsj.kk cukus ds fy, pj.kksa dh lwph cuk,aA  
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Lk= 4 % Lo;a&fofu;eu & y{; fu/kkZj.k ¼Self-regulation — Goal Setting½ 

Yk{; vkSj LekVZ y{; dh LFkkiuk ¼Goals and Setting SMART Goals½  

,d vkneh ;k=k dj jgk Fkk vkSj ,d pkSjkgs ij #d x;kA mUgksaus ,d cqtqxZ O;fDr ls iwNk] 
^^;g lM+d eqÖks dgka ys tkrh gS\** cqtqxZ O;fDr us iwNk] ^^vki dgka tkuk pkgrs gSa\** vkneh us 
dgk] ^^eSa ugha tkurkA** o`) O;fDr us dgk] ^^fQj dksbZ Hkh lM+d ys yksA blls D;k QdZ iM+rk gS\ 
^^;g fdruk lp gS\ tc gesa ugha irk fd ge dgka tk jgs gSa rks dksbZ Hkh lM+d gesa ogka dSls 
ys tk,xhA blfy, thou esa gesa Li"V n`f"Vdks.k dh vko';drk gS fd ge D;k djsaxs vkSj ge 
dgka tkuk pkgrs gSaA  
  

 

y{; r; djuk vkids O;fDrxr ds 
lkFk&lkFk is'ksoj thou esa ,d cgqr gh 
vko';d dkjd gSA vkids thou esa y{; 
fu/kkZj.k dh izfØ;k vkidks ;g r; djus esa 
enn djrh gS fd vki vius thou dks 
dSls thuk pkgrs gSa] vki dgka jguk pkgrs 
gSa vkSj Hkfo"; esa vki dSls cuuk pkgrs gSaA 

 

 
y{; Goals % os liukas dk ,d lsV gSa ftlds lkFk mUgsa izkIr djus ds fy, ,d le; lhek gS] mnkgj.k 

ds fy,] ,d fo'ks"k frfFk rd ,d ilanhnk eksckby Qksu [kjhnus ds fy, ikWdsV euh dh cprA  
 

y{; fu/kkZj.k lHkh dks vius y{;ksa dks [kkstus vkSj lwphc) djus vkSj fQj mUgsa iwjk djus dh 
;kstuk ds ckjs esa gSA  
 

y{; vkidks nwljksa ls vyx cukus esa enn djrs gSa] ;s r; djrs gSa fd D;k egRoiw.kZ gS D;k ugha 
gSA ;s vkidks de egRoiw.kZ dke ds ctk; ifj.kke ij /;ku dsafær djus esa enn djrs gaSA ;s 
vkidks vius dSfj;j vkSj futh thou esa lQy cuk,axsA 
 

y{; dSls fu/kkZfjr djsa\ ¼How to Set Goals½ 
 

ge y{; fu/kkZfjr djus ds fy, LekVZ ekWMy dk mi;ksx dj ldrs gSaA LekVZ dk vFkZ gS  
 

 fof'k"V ¼Specific½ & ,d fof'k"V vkSj Li"V y{; Ng iz'uksa dk mŸkj nsrk gSA y{; esa dkSu 
'kkfey gS\ eqÖks D;k djuk gS\ eSa dgka ls 'kq: d:a\ eSa dc 'kq: vkSj [kRe d:a\ eSa fdl 
lk/ku dk mi;ksx d:a\ eSa ;g D;ksa dj jgk gwa\ 
 

;g ,d fof’k”V y{; ugha gS % ÞeSa vaxzsth cksyuk lh[kwaxkÞ  
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;g fof’k”V y{; gS % ÞeSa gj fnu vius Ldwy ds ckn dksÇpx d{kkvksa esa 'kkfey gksdj vaxzsth 
cksyuk lh[krk gwa] vkSj Ng eghus esa eSa baVj&Ldwy okn&fookn izfr;ksfxrk esa Hkkx ywaxkAÞ  

 ekius ;ksX; ¼Measureable½ & ,d vkSlr ntsZ dk y{; iz'uksa dk mŸkj nsrk gS ^^fdruk\**] 
^^fdruk lkjk\** vkSj ÞeqÖks dSls irk pysxk fd eSaus ifj.kke izkIr fd, gSa\** 
;g ekius ;ksX; dk y{; ugha gS % ÞeSa vehj cuuk pkgrk gwaAÞ 
;g ekius ;ksX; y{; gS % ÞeSa bl o"kZ ds var esa vius ikl vkt ds eqdkcys 5 xquk vf/kd /ku j[kuk 
pkgrk gwaAÞ 
 

 izkIr djus ;ksX; ¼Achievable½ & cM+s y{;ksa dks NksVs Hkkxksa esa foHkkftr djus ls y{; dks izkIr 
fd;k tk ldrk gSA   
 

cM+k y{; % ÞeSa ,d Ldwy esa ,d f'k{kd cuuk pkgrk gwaAÞ 
 

bls NksVs y{;ksa esa rksM+uk % 
 

 mPprj ek/;fed iwjk djuk 
 iw.kZ Lukrd iwjk djuk 
 ch-,M- iwjk djuk 
 f'k{k.k {ks= esa ukSdfj;ksa ds fy, vkosnu djsa 
 

 ;FkkFkZoknh ¼Realistic½ & ,d ;FkkFkZoknh y{; dqN ,slk gksxk tks ge pkgrs gSa vkSj y{; izkIr 
djus ds fy, dke dj ldrs gSaA  
 

;FkkFkZOkknh y{; dk mnkgj.k % ÞeSa ,d fnu esa vius iwjs o"kZ ds ikB~¸kØe dks i<+waxk vkSj vPNs 
vad izkIr d:axkAÞ 
 

;FkkFkZoknh y{; % ÞeSa ijh{kk esa vPNs vad izkIr djus ds fy, vius fo"k;ksa dks la'kksf/kr djus 
ds fy, Ldwy ds ckn o"kZ ds gj fnu 3 ?kaVs fcrkrk gwaAÞ 

 le; lhek ¼Time bound½ & LekVZ y{; ds fy, ,d le; lhek gksuh pkfg,] vFkkZr] tc y{; 
izkIr djus dh vko';drk gksrh gSA ;g gesa y{;ksa dks iwjh rjg ls iwjk djus ds fy, dkjZokbZ 
djus ds fy, izksRlkfgr djrk gSA  

,d le; lhek y{; ugha gS % ÞeSa fdlh fnu 10 fdyks otu de djuk pkgrk gwaAÞ 
le; lhek y{; gS % ÞeSa vxys Ng eghuksa esa 10 fdyks otu de djuk pkgrk gwaAÞ 
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izk;ksfxd vH;kl 
 

 

v/;kid bl ikB ds fy, http://www.psscive.ac.in/ Employability_Skills.html ds tfj, 
bZ&vf/kxe ekWM~;wy vkidks fn[kkdj ;s xfrfof/k;ka djus dh lqfo/kk iznku djsaxsA bl ekWM~;wy esa 
mijksDr fo”k;ksa ds fy, ohfM;ks rFkk bZ&lkexzh ,oa vkxs nh xbZ dqN xfrfof/k;ksa ds fy, foLr`r vuqns’k 
gSaA 
 

 bZ&vf/kxe ikB esa izkjafHkd ohfM;ks ^ifjp;* ns[kus ds ckn] d{kk esa ppkZ djsa % vfer dks ,slk 
D;ksa yxk fd og Hkfo"; ds fy, rS;kj ugha Fkk\ 

 bZ&vf/kxe ikB esa ohfM;ks ^lsÇVx LekVZ y{; dks ns[kus ds ckn] ppkZ djsa fd vkius 
ohfM;ks ls D;k lh[kk gSA    

 
xfrfof/k 1 

 

LekVZ y{; gS ;k ugha ¼lewg dk;Z½ 
 

vko’;d lkefxz;ka 
 
isu] uksViSM ;k dkxt dh 'khV 
 
izfØ;k 

 ladsr nsa fd uhps mfYyf[kr y{; LekVZ gSa ;k ughaA ;fn os  LekVZ y{; gSa rks  LekVZ ds izR;sd 
igyw ds lkeus lgh dk fu’kku cuk,aA 

 
y{; fof'k"V 

¼gka ;k 
ugha½ 

ekius ;ksX; 
¼gka ;k ugha½

izkIr 
djus 
;ksX; 
¼gka ;k 
ugha½ 

;FkkFkZoknh 
¼gka ;k 
ugha½ 

le; lhek 
¼gka ;k ugha½

eSa viuh igyh ukSdjh esa 1 
djksM+ #i, vÆtr djuk 
pkgrk gwaA   

    

eaS vius LukrdksÙkj djus ds 
ckn v/;kid cuuk pkgrk 
gwaA   

    

eSa dbZ txgksa dh ;k=k 
djuk pkgrk gwaA  
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xfrfof/k 2 

 

nh?kZdkfyd y{; vkSj vYidkfyd y{; ¼lgdehZ izfrfØ;k½ 
 

vko';d lkefxz;ka 
isu] uksViSM ;k dkxt dh ‘khV 
 

izfØ;k 
 

 pkj lnL;ksa ds lewg cuk,aA vius lewg esa O;fDrxr :i ls dke djsa vkSj uhps nh xbZ 
rkfydk dks iwjk djsaA ,d ckj iwjk gksus ij] vius lewg ds lkFk lkÖkk djsa vkSj vius y{;ksa 
ij izfrfØ;k izkIr djsaA tc vkids lewg ds vU; lnL; vius y{;ksa dks izLrqr dj jgs gksa rks 
mu ij viuh izfrfØ;k nsaA 

 
vYidkfyd y{; ¼vxys 6 ekgksa ls 2 o”kZ esa 
vkids y{; D;k gSa\½ 

nh?kZdkfyd y{; ¼vxys 5 o”kksZa esa vkids y{; 
D;k gSa½\ 

  
1 1 
2 2 
3 3 

 
xfrfof/k 3 

 

vkRe izfrÇcc ns[ksa  Self Reflection 
 

vko';d lkefxz;ka 
isu ;k isafly 
 
izfØ;k 
 uhps nh xbZ rkfydk dks ;g fy[kdj iwjk djsa fd vki ;g dSls lqfuf'Pkr djsaxs fd tks y{; vki 

Lo;a fu/kkZfjr djrs gSa] os LekVZ gSA ,slk djus ds fy, ikB esa lkÖkk fd, x, lqÖkkoksa dk mi;ksx 
djsaA 

 
 

LekVZ y{; dSls lqfuf'Pkr djsaxs fd y{; LekVZ gSa  

fof'k"V  
ekius ;ksX;  

izkIr djus ;ksX;  

okLrfod 
le; lhek  
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viuh izxfr tkapsa  
 

  
d- fo”k; laca/kh iz'u 
1- y{; fu/kkZj.k D;k gS\ 
2- LekVZ y{;ksa esa] ^,l* dk D;k vFkZ gS\ 
3- nh?kZdkfyd y{;ksa ij dke djus dk lcls vPNk rjhdk D;k gS\ 

 

 
vkius D;k lh[kk\ 
 

 
bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs 
• ^^y{; fu/kkZj.k** dk vFkZ leÖkk,aA 
• ^^y{; fu/kkZj.k** ds ykHkksa dh igpku djsaA 
• LekVZ fof/k dk mi;ksx djrs gq, vYi vkSj nh?kZdkfyd y{;ksa dks cuk,aA  
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Lk= 5 % Lo;a&fofu;eu & le; dk izca/ku ¼Self-regulation — Time Management½ 

le; izca/ku vkSj bldk egRo ¼Time Management and Its Importance½ 

lehj cgqr gh vkylh yM+dk Fkk vkSj ges'kk phtksa dks LFkfxr dj nsrk FkkA muds firk us mUgsa 
le; ds ewY; dks leÖkus dh dksf'k'k dhA lehj us vius firk ls oknk fd;k fd og vius dk;ks± 
dks dHkh LFkfxr ugha djsxkA ,d fnu mlus ,d xk;u izfr;ksfxrk esa igyk iqjLdkj thrkA mls mlh 
fnu iqjLdkj izkIr djus ds fy, dgk x;k FkkA mlus ijokg ugha dh vkSj vxys fnu iqjLdkj ysus 
x;kA ysfdu iqjLdkj vc mlds fy, csdkj Fkk] D;ksafd ;g fiNys fnu ds ldZl 'kks dk fVdV FkkA 
ml fnu lehj us ,d egRoiw.kZ lcd lh[kk & le; ij phtksa dks djus dk egRoA 
 

 

le; izca/ku ;kstuk cukus vkSj fu;af=r djus 
dh {kerk gS fd vki vius fnu ds le; dks 
vPNh rjg ls dSls fcrkrs gSa vkSj og lc djuk 
pkgrs gSa tks vki djuk pkgrs gSaA vPNs le; 
izca/ku dkS'ky dk ,d mnkgj.k rc gksxk tc 
vki Ldwy ds rqjar ckn viuk gkseodZ iwjk djus 
dk fu.kZ; ysaxs rkfd vkids ikl 'kke dks Vhoh 
ns[kus dk le; gksA 

 

 

Lke; dk izca/ku dk mnkgj.k vkSj xSj&mnkgj.k  
 

  
lehjk ges'kk Ldwy esa le; dh ikcan gSA 
mldk ,d fu;fer 'ksM~¸kwy gS ftldk og 
jkstkuk ikyu djrh gSA og igys ls gh 
v/;;u vkSj [ksyus ds fy, ;kstuk cukrh gSA 

fu'kk vke rkSj ij dke djus ds fy, nsjh ls 
igqaprh gSA og le; ij vius vlkbuesaV tek 
ugha djrh gSA og dHkh&dHkh dqN xfrfof/k;ksa 
dks NksM+ nsrh gS vkSj lkSais x, eq[; dk;Z Hkwy 
tkrh gSA 

le; izca/ku ,d lksp dk dkS'ky gS tks vkidh enn djrk gS 
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 le; ij dk;Z iw.kZ djukA 
 ,d nSfud le; lkfj.kh cukukA 
 ,d vPNk vuqeku yxk,a fd vkidks dqN djus esa fdruk le; yxsxkA 
 le; ij gkseodZ vkSj vlkbuesaV lcfeV djsaA 
 fnu ds nkSjku le; cckZn u djsaA 
 
izHkkoh le; izca/ku ds fy, pkj pj.k 
 

pj.k 1 pj.k 2 pj.k 3 pj.k 4 

 
 

 

O;ofLFkr djsa 
• ge vius fnu dh 

xfrfof/k;ksa dh 
;kstuk cukrs gSaA 

• ge ,d le; 
lkfj.kh cukrs gSa 
ftldk ge 
vuqlj.k djrs gSaA 

• ge vius vkl&ikl 
vkSj v/;;u dh 
est dks lkQ vkSj 
xanxh eqDr j[krs 
gSaA 

• ge phtksa dks 
okil ogha j[krs gSa 
tgka os gSaA 

• blls gesa le; 
cpkus esa enn 
feyrh gS! 

 

izkFkfedrk 
• ge fd, tkus okys 
dk;ksaZ dh ,d lwph cukrs 
gSa ftlesa gekjh lHkh 
xfrfof/k;ka gksrh gSa vkSj 
ge mUgsa egRo ds Øe 
esa jSad djrs gSaA 
mnkgj.k ds fy,] vki 
lcls egRoiw.kZ dk;Z ds 
:i esa gkseodZ djuk 
jSad dj ldrs gSaA blls 
gesa lcls egRoiw.kZ dk;Z 
igys djus esa enn 
feyrh gS vkSj ;g Hkh 
irk pyrk gS fd D;k 
yafcr gSA 

fu;a=.k 
• gekjh xfrfof/k;ksa 
vkSj le; ij gekjk 
fu;a=.k gSA 
• ge le; dh 
cckZnh ls cprs gSa 
tSls Qksu ij ckrsa 
djuk] xi'ki djuk] 
bR;kfnA 
 

iFk 
• ge bls igpkurs 

gSa vkSj /;ku nsrs 
gSa fd geus 
viuk le; dgka 
fcrkuk gSA 

• blls gesa ;g 
irk yxkus esa 
enn feysxh fd 
geus vius le; 
dk izHkkoh <ax ls 
mi;ksx fd;k gS 
;k ughaA 

 ;g gesa le;c) 
xfrfof/k;ksa dh 
igpku djus esa 
Hkh enn djrk 
gSA 
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izHkkoh le; izca/ku gsrq pkj pj.kksa dk vH;kl djus ds fy, lq>ko 

• fdlh Hkh fu;ksftr xfrfof/k esa nsjh ;k LFkfxr djus ls cpsa 
• vius dejs vkSj Ldwy MsLd dks O;ofLFkr djsa 
• ^ukW fMLVcsZal tksu* fodflr djsa tgka vki egRoiw.kZ dk;ks± dks iwjk dj ldsa  
• izrh{kkjr le; dk lnqi;ksx djsa 
• ,d ^Vw&Mw ;k djus ;ksX; dkeksa* dh lwph rS;kj djsa 
• izkFkfedrk r; djsa 
• O;FkZ xfrfof/k;ksa dh txg mRiknd xfrfof/k;ka djsa 
 

izk;ksfxd vH;kl 
 

 

v/;kid bl ikB ds fy, http://www.psscive.ac.in/ Employability_Skills.html ds tfj, 
bZ&vf/kxe ekWM~;wy vkidks fn[kkdj ;s xfrfof/k;ka djus dh lqfo/kk iznku djsaxsA bl ekWM~;wy esa 
mijksDr fo”k;ksa ds fy, ohfM;ks rFkk bZ&lkexzh ,oa uhps nh xbZ dqN xfrfof/k;ksa ds fy, foLrr̀ vuqns’k 
gSaA 
 
bZ&vf/kxe ikB esa ohfM;ks ^le; dk izca/ku* ns[kus ds ckn] ppkZ djsa & vkius ohfM;ks ls D;k lh[kk 
gS\ ohfM;ks esa le; izca/ku ds dkSu ls pj.kksa dk ikyu fd;k x;k\ 
  

xfrfof/k 1 
tksM+h esa dk;Z & xfrfof/k;ksa dh lwph cukuk 
 

vko';d lkefxz;ka 
 

isu] uksViSM ;k dkxt dh ‘khV 
 

izfØ;k 
 
 nks lewg cuk,aA uhps nh xbZ rkfydk dks mu xfrfof/k;ksa dh lwph ds lkFk iwjk djsa ftUgsa 

vki nSfud vk/kkj ij djrs gSaA lwph esa 'kkfey djus ds fy, ;kn j[ksa] gj NksVh xfrfof/k 
tks vki djrs gSaA  

 vxyk dne mUgsa rhu izdkjksa ^vo’; djsa*] ^djuk pkfg,* vkSj ^djus ds fy, vPNk* esa ckaVukA 
gksxkA  

 lewg dks ladsr djus ds fy, ,d lgh ds fu’kku dk mi;ksx djsaA ,d mnkgj.k uhps fn;k 
x;k gSA 

 ,d ckj iw.kZ gksus ij vius lkFkh ds lkFk 'ks;j djsa vkSj ,d nwljs dh rkfydk ij ppkZ djsaA 
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xfrfof/k;ksa dh lwph  vo'; djsa ¼rRdky 
vkSj egRoiw.kZ dk;Z½ 

djuk pkfg, ¼egRoiw.kZ 
dk;Z½ 

djus ds fy, vPNk 
¼rRdky ugha vkSj 
egRoiw.kZ ugha½ 

gkseodZ iw.kZ djsa  √ 
 

  

nksLrksa ds lkFk 
ckrphr djuk 

  √ 
 

dy ds fy, ewoh 
fVdV cqd djsa  

 √ 
 

 

 
xfrfof/k 2 

  
le; ij Ldwy igqapus ds fy, vius le; dk izca/ku djuk 

vko';d lkefxz;ka  
isu   
 

izfØ;k 
 ;g lqfuf'Pkr djus ds fy, fd vki le; ij Ldwy igq¡prs gSa] le;&le; ij ;kstuk dks 

lwphc) djsaA 

djus ;ksX; dk;ksZa dh lwph  
1. 
2. 
3. 
4. 
 

 

 

viuh izxfr tkapsa  
 

  
d- fo”k; laca/kh iz'u 

1- le; izca/ku D;k gS vkSj vki vius le; dk izca/ku dSls dj ldrs gSa\  
2- vkidk le; dSls VªSd dj ldrk gS\ 

 

vkius D;k lh[kk\ 
 

bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs 
 

• le; izca/ku ds egRo dk o.kZu djsaA  
• izHkkoh <ax ls le; ds izca/ku ds fy, pj.kksa dh lwph cuk,aA  
• ,d fnu esa ¼izkFkfedrk ds Øe esa½ djus okyh vko';d fofHkUUk xfrfof/k;kas dh lwph cuk,aA 
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gkMZos;j   

bdkbZ 3 % lwpuk vkSj lapkj bdkbZ 3 % lwpuk vkSj lapkj bdkbZ 3 % lwpuk vkSj lapkj bdkbZ 3 % lwpuk vkSj lapkj 
izkS|ksfxdh dkS’kyizkS|ksfxdh dkS’kyizkS|ksfxdh dkS’kyizkS|ksfxdh dkS’ky    

    

Lk= 1 % ewyHkwr Lk= 1 % ewyHkwr Lk= 1 % ewyHkwr Lk= 1 % ewyHkwr dEI;wVjdEI;wVjdEI;wVjdEI;wVj    izpkyuizpkyuizpkyuizpkyu (Basic Computer Operations) 
 
vkbZlhVh dk vFkZ lwpuk vkSj lapkj izkS|ksfxdh ls gSA vkbZlhVh ls rkRi;Z lHkh fof/k;ksaa] Vwyksaa] ladYiukvksa 
ls lacaf/kr gS tks HkaMkj.k] fjdkWÉMx vkSj fMftVy tkudkjh Hkstuk gSA 

lwpuk dks dbZ rjg ls fjdkWMZ ;k laxzghr fd;k tk ldrk gS] dkxt ij gLrfyf[kr] ,d VkbijkbVj vkSj 
blh rjg dk mi;ksx djrs gq, fy[kk tkrk gSA tc lwpuk bysDVªkWfud ;qfDr;kasa ij laxzghr vkSj ntZ dh 
tkrh gS] rks ;g ^fMftVy* :i ysrh gSA vkbZlhVh fMokbl VScysV] LekVZQksu vkSj ySiVkWi gSa tSlk fd fp= 
3-1 esa fn[kk;k x;k gSA 

vkbZlhVh dkS'ky gesa laokn djus] viuk O;kikj pykus vkSj gekjs 
ifjokj rFkk nksLrksa ds lkFk tqM+s jgus esa  enn djrs gSaA blfy,] 
izR;sd O;fä dks vkbZlhVh dkS'ky izkIr djus rFkk u, lkW¶+Vos;j vkSj 
,fIyds'ku ¼,si½ ds lkFk viMsV jgus ds fy, mUgsa cukus dh 
vko';drk gSA 

ddddEI;wVjEI;wVjEI;wVjEI;wVj    gkMZos;jgkMZos;jgkMZos;jgkMZos;j    vkSjvkSjvkSjvkSj    lkW¶Vos;jlkW¶Vos;jlkW¶Vos;jlkW¶Vos;j    ¼¼¼¼Computer Hardware and 

Software½½½½    

,d dEI;wVj iz.kkyh esa nks eq[; Hkkx & gkMZos;j vkSj lkW¶Vos;j 
gksrs gSaA HkkSfrd Hkkx ftls ge ns[k vkSj Nw ldrs gSa] gkMZos;j dgk 
tkrk gSA ;g dEI;wVj dh e’khujh gksrh gSA dEI;wVj] ekWuhVj] 
lhih;w vkfn bl Js.kh esa vkrs gSaA  
 

,d vkSj egRoiw.kZ fgLlk gS ;kuh lkW¶Vos;jA ;|fi ge bls 

ugha ns[k ldrs gSa] ;g gkMZos;j dks gekjs bfPNr rjhds ls dke 
djrk gSA 

fp= 3-1% vkbZlhVh ;qfDr;ka 
¼Devices½ 

 fp= 3-2 % gkMZos;j vkSj lkW¶Vos;j 
 

 lkW¶Vos;j 
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fp= 3-3 % eksckby 

,aMªkWbM vks,l 

fp= 3-4 % ikoj cVu 

ekWfuVj ,d HkkSfrd midj.k ;k gkMZos;j gSA tc ge ,d izksxzke 'kq: djrs gSa] mnkgj.k ds fy,] ,d 
[ksy] ;g ekWfuVj ij iznÆ'kr gksrk gSA ;g lkW¶Vos;j }kjk fd;k tkrk gS tks fp= 3-2 esa fn[kk, x, 
ekWfuVj ij ikB] fp= vkSj ohfM;ks iznÆ'kr djrk gSA fcuk lkW¶Vos;j ds gkMZos;j dke ugha dj ik,axsA 

eksckby fMokbl] tSls LekVZQksu vkSj VScysV Hkh gkMZos;j vkSj lkW¶Vos;j ds lkFk dEI;wVj flLVe gSaA os 
cl vkdkj esa NksVs gksrs gSa vkSj vklkuh ls vkl ikl ys tk;k tk ldrk gSA 

fdlh Hkh dEI;wVj esa lcls egRoiw.kZ lkW¶Vos;j gksrk gS vkWijsfVax flLVe 
¼vks,l½A ;g lkW¶Vos;j] tks  dEI;wVj LVkVZ djrs gh lkeus vkrk gS vkSj 
;g viuk dk;Z djuk ‘kq: dj nsrk gSA ;g ekWuhVj ij MsLdVkWi dks 
iznf’kZr djrk gSA ySiVkWi vkSj MsLdVkWi esa lcls vf/kd mi;ksx fd, 
tkus okys dqN vkWijsfVax flLVe gSa] ;wcqaVq] ekbØkslkW¶V foaMkst vkSj eSd 
vks,lA  
 

eksckby midj.kksa esa Hkh vkWijsfVax flLVe gksrs gSa] tks buds QaD’kuksa ds 
lapkyu esa lgk;rk djrs gSaA dqN eksckby vkWijsfVax flLVe gSa] ,iy 

vkbZvks,l vkSj xwxy ,aMªkW;M ¼tSlk fp= 3-3 esa n’kkZ;k x;k gS½A  
 

lHkh dEI;wVj ,Iyhds’ku] tSls czkmtlZ] xsEl] vkWfQl VwYl vkfn Hkh 
lkW¶Vos;j izksxzkEl gSa tks ,d fuf’pr dk;Z djrs gSaA 

 

dEI;wVj dks LVkVZ djukdEI;wVj dks LVkVZ djukdEI;wVj dks LVkVZ djukdEI;wVj dks LVkVZ djuk    ¼¼¼¼Starting a Computer½½½½     

lqcg lksdj mBus ds ckn vki lcls igys D;k dke djsaxs \ D;k gksxk tc vkids firk th vki ls dgsa 
fd vki rqjar viuk gkse odZ djks \ ‘kk;n] ijarq lkekU;r% vki dqN nSfud dk;Z djsaxs vkSj viuk fnu 
vkjaHk djus ls igys rS;kj gksaxsA blh izdkj ls tc ,d dEI;wVj dk fLop vkWu fd;k tkrk gS] iz;ksDrk ls 
funsZ’k izkIr djus ds fy, rS;kj gksus ls igys] ;g dqN vk/kkjHkwr izkslsl@QaD’ku djrk gSA 

 

 dEI;wVj 'kq: djus ds fy, lhih;w ij ikoj cVu nck,aA ;g vkWijsÇVx 
flLVe 'kq: djsxk vkSj ;wcaVw MsLdVkWi dks iznÆ'kr djsxk tSlk fd fp= 3-4 ;k 
ekWfuVj ij eq[; LØhu esa fn[kk;k x;k gSA 
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dEI;wVj LVkVZ gksus ij fu”dEI;wVj LVkVZ gksus ij fu”dEI;wVj LVkVZ gksus ij fu”dEI;wVj LVkVZ gksus ij fu”ikfnrikfnrikfnrikfnr    gksus okys gksus okys gksus okys gksus okys eeeewyHkwr dk;wyHkwr dk;wyHkwr dk;wyHkwr dk;ZZZZ    ¼¼¼¼Basic Functions performed when a 

computer starts½½½½     
 
tSls ge fdlh ds crk, fcuk] fd gesa D;k djuk gS] ge gekjs lqcg ds fuR; dke fuiVkus yxrs gSa] Bhd] 
blh izdkj ls tSls fLop vkWu fd;k tkrk gS vFkok ikoj cVu nck;k tkrk gS] dEI;wVj Lor% gh ,d 
csfld izksxzke ju djrk gS ftls ck;ksl ¼chvkbZvks,l½ ¼csfld buiqV@vkmViqV iz.kkyh½ dgk tkrk gSA 
 

ck;ksl igys lsYQ&VsLV djrk gSA ;fn lsYQ VsLV ;g n’kkZrk gS fd flLVe Bhd gS] rks ck;ksl vkWijsfVax 
flLVe viyksM djsxkA bldk vFkZ gS fd dEI;wVj dk vkWijsfVax flLVe] mnkgj.k ds fy, ;wcqUVw] vc 
iz;ksDrk  buiqV ysus ds fy, rS;kj gSA 
    

ykWfxu vkSj ykWx vkmVykWfxu vkSj ykWx vkmVykWfxu vkSj ykWx vkmVykWfxu vkSj ykWx vkmV 
 
tSls ge vius vyekjh dks ?kj esa can j[krs gSa] oSls gh tc ge ml ij dke ugha dj jgs gksrs gSa rks gesa 
vius dEI;wVj dks can j[kuk iM+rk gSA ;g lqfuf'Pkr djsxk fd dksbZ Hkh vuf/k—r O;fä gekjh vuqefr ds 
fcuk gekjh tkudkjh dks ns[k ;k ifjorZu ugha dj ldrk gSA ;g lqfuf'Pkr djus ds fy, fd vkidk 
dEI;wVj ykWd gS] vkids ikl ykWfxu&vkbZMh vkSj ikloMZ gSaA ,d ykWfxu vkSj ikloMZ ykWd dh dqath dh 
rjg gS tks vkidks dEI;wVj dk mi;ksx djus dh lqfo/kk Ikznku djrk gSA 

tc vki vius ykWfxu vkbZMh vkSj ikloMZ dh lgk;rk ls dEI;wVj esa ykWfxu djrs gSa ¼tSlk fp= 3-24 esa 
n’kkZ;k x;k gS½] dEI;wVj tkurk gS fd vki ,d vf/kÑr O;fDr gSa vkSj vkids dEI;wVj esa miyC/k 
,Iyhds’kuksa ij dk;Z djus dh vuqefr iznku djrk gSA tc ,d ckj vki viuk dk;Z iwjk dj ysrs gSa] 
vkidks vfuok;Z :i ls ykWx vkmV vFkok lkbu vkmV djuk gksxk rkfd dksbZ vU; vkidk dk;Z u ns[k 
ldsA 
 

 
fp= 3-5 % ykWfxu LØhu fp= 3-6 % ykWx vkmV   
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dEI;wVj ‘kVMkmu djukdEI;wVj ‘kVMkmu djukdEI;wVj ‘kVMkmu djukdEI;wVj ‘kVMkmu djuk    ¼¼¼¼Shutting Down a Computer½½½½ 
 
Åij ck;ha vksj flLVe cVu ij fDyd djds vkSj blds ckn ‘kVMkmu ij fDyd dj vki ;wcqUVq esa 
dEI;wVj dks ‘kVMkmu dj ldrs gSaA tSlk fd fp= 3-6 esa n’kkZ;k x;k gSA tc vki ‘kVMkmu cVu ij 
fDyd djrs gSa] vkWijsfVax flLVe lHkh ,Iyhds’kuksa dks can dj nsxk vkSj dEI;wVj can gks tk,xkA 

 

dhcksMZ dk mi;ksxdhcksMZ dk mi;ksxdhcksMZ dk mi;ksxdhcksMZ dk mi;ksx    (Using the Keyboard)     
 

dhcksMZ ,d buiqV fMokbl gS ftls dEI;wVj esa VsDLV] la[;k,a vkSj dekaM nsus ds fy, mi;ksx fd;k tkrk 
gS] tSlk fd fp= 3-7 esa n’kkZ;k x;k gSA 

  
fp= 3-7 % dhcksMZ ds Hkkx 

 
QaD’ku dht+QaD’ku dht+QaD’ku dht+QaD’ku dht+ 
 
,Q 1 ls ,Q 12 ysoy yxh dht+ dks QaD’ku dh dgk tkrk gSA vki bUgsa fof’k”V QaD’kuksa ds fy, mi;ksx 
djrs gSaA vyx&vyx izksxzkeksa dsvuqlkj buds QaD’ku fHkUu&fHkUu gks ldrs gSaA ,Q 1 ^dh* dk QaD’ku gS 
vf/kdka’k izksxzkeksa esa ml izksxzke ds fy, lgk;rk ysukA dqN dhcksMZ~l esa QaD’ku dh dqN de gks ldrh gSaA 
 

¼d½ daVªksy dht+daVªksy dht+daVªksy dht+daVªksy dht+    % % % % dqN dht+ tSls fd daVªksy ¼CTLR½] f’k¶V] Lislckj] vkWYV ¼Alt½] dSIl ykWd ¼ Caps 

Lock½] vkSj VSc ¼Tab½ fof’k”V daVªksy dht+ gSa] tks dc vkSj dgka ij mi;ksx dh tkrh gSa] mlds 
vk/kkj ij fo’ks”k dk;Z djrh gSaA 

¼[k½ ,aVj d,aVj d,aVj d,aVj dht % ht % ht % ht % vki tks dEI;wVj mi;ksx dj jgs gSa mlds czkaM ds vk/kkj ij] bl ^dh* ij ,aVj 
¼Enter½ vFkok fjVuZ ¼Return½ dk yscy yxk gks ldrk gSA vki fjVZu ^dh*  dk mi;ksx dlZj dks 
ubZ ykbu ds vkjaHk esa ykus ds fy, djrs gSaA dqN izksxzkeksa esa] bldk mi;ksx dek.M Hkstus vkSj 
dEI;wVj ij dksbZ VkWLd lqfuf’pr djus ds fy, vki bldk mi;ksx djrs gSaA 

¼x½ iaDpq,’ku dht+iaDpq,’ku dht+iaDpq,’ku dht+iaDpq,’ku dht+    % % % % blesa iaDpq,’ku ekDlZ dh dht+] tSls fd dksyu ¼%½] lsehdkWyu ¼(½] Dos’pu ekdZ 
¼\½] flaxy dksVs’ku ekxZ ¼^ *½] vkSj Mcy dksVs’ku ekxZ ¼^^ **½ vkfnA  

¼?k½  usfoxs’ku dhusfoxs’ku dhusfoxs’ku dhusfoxs’ku dht+ % t+ % t+ % t+ % dht+] tSls fd ,sjks dht+ ¼Arrw Keys½ gkse ¼Home½] ,aM ¼End½] ist vi ¼Page 

Up½] vkSj ist Mkmu ¼Page Down½ usfoxs’ku dht+ gSaA fdlh MkWD;wesaV dks Åij ;k uhps] ck, vkSj 
nk,a ys tkus ds fy, budk mi;ksx fd;k tkrk gSA gkse ¼Home½ vkSj ,aM ¼End½ dht+ dks VsDLV 
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fp= 3-8 % jksy vksoj 

fp= 3-10 % IokbaV vkSj 
fDyd djsa 
 

dh ykbu ds var esa dlZj dks ck,a@nk,a ys tkus ds fy, mi;ksx fd;k tkrk gSA ist vki ¼Page 

Up½ vkSj ist Mkmu ¼Page Down½ dht+ uhps tkus ds fy, mi;ksx dh tkrh gSaA 

¼³½ dekaM dht+dekaM dht+dekaM dht+dekaM dht+    % % % % dht] tSls fd balVZ ¼Ensert½ ¼INS½] fMyhV ¼Delete½ ¼Del½ vkSj cSdLisl ¼Back 

Space½ dekaM dht+ gSaA balVZ dh tc vkWu dh tkrh gSa] ;g dlZj ds nkbZa vkSj dSjsDVj fy[kus esa 
lgk;rk djrh gSA fMyhV ¼Delete½ vkSj cSdLisl ¼Back Space½ dh Vkbi fd, x, VsDLV] 
dSjsDV~lZ vkSj vU; fo”k;ksa dks Øe’k% dlZj ds nkbZa vkSj ckbZa vksj ls gVkus ds fy, mi;ksx dh tkrh 
gSaA  

¼p½  foaMkst+ dhfoaMkst+ dhfoaMkst+ dhfoaMkst+ dh    % % % % ;g ^dh* nckus ij LVkVZ ehuw [kqyrk gSA 
 
    
Ekkml dk mi;ksx djukEkkml dk mi;ksx djukEkkml dk mi;ksx djukEkkml dk mi;ksx djuk    ¼¼¼¼Using a Mouse½½½½ 
 
,d ekml] tSlk fd fp= 3-8 esa n’kkZ;k x;k gS] ,d NksVh lh fMokbl gS 
ftls vki viuh dEI;wVj LØhu ij phtksa dks b/kj&m/kj ys tkus] flysDV 
djus vkSj [kksyus ds fy, mi;ksx dj ldrs gSaA vkb,] vc ge  dqN ,sls 
QaD’kuksa dh tkudkjh ysrs gSa] ftUgsa ekml dk mi;ksx dj fu”ikfnr fd;k 
tk ldrk gSA vyx&vyx ,Iyhds’ku ekml ,D’kuksa ds fy, 
vyx&vyx rjg ls O;ogkj djsaA ekml ,D’ku dk izHkko ns[kus ds fy, 

;gka ij ge Qkby ,DlIyksjj dk mi;ksx djrs gSaaA 

    
jksyjksyjksyjksy vksojvksojvksojvksoj @@@@ gksojgksojgksojgksoj    
 

dqN dk;ks± dks dsoy ,d oLrq ij ljy rjhds ls jksÇyx ;k gksoÇjx dj fd;k 
tk ldrk gSA tc vki ekml dks Qkby ,DlIyksjj esa Qkby ij ykrs gSa] rks 
;g ml Qkby dk fooj.k fn[kk,xk tSlk fd fp= 3-9 esa fn[kk;k x;k gSA 

 

ikWbaVikWbaVikWbaVikWbaV vkSjvkSjvkSjvkSj fDydfDydfDydfDyd djsadjsadjsadjsa    
 

tc vki ekml dks viuh MsLd ij ys tkrs gSa] rks 
,d ikWbaVj vkidh LØhu ij leku :i ls pyrk 
gSA ekml vkidks LØhu ij ,d vkbVe dk p;u djus dh vuqefr nsrk gSA tc 
vki fdlh fo'ks"k Q+kby ij fDyd djrs gSa] rks ;g fp= 3-10 esa fn[kk;k x;k gSA 

 
 
 

fp= 3-27 % ekml 
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fp= 3-11 % [khapuk ¼MªSx½ vkSj NksM+uk ¼MªkWi½ 

 

    [khapuk ¼MªSx½[khapuk ¼MªSx½[khapuk ¼MªSx½[khapuk ¼MªSx½ vkSjvkSjvkSjvkSj NksM+uk ¼MªkWi½NksM+uk ¼MªkWi½NksM+uk ¼MªkWi½NksM+uk ¼MªkWi½ 
fdlh vkbVe dks LFkkukarfjr djus ds fy,] vkidks bls fDyd djus 
dh vko';drk gS] vkSj fQj ekml cVu dks nck, j[krs gq,] vkbVe 

dks ,d u, LFkku ij ys tk,aA vkbVe dks u, LFkku ij ys tkus ds 
ckn] vki ekml cVu NksM+rs gSaA bls MªSx ,aM MªkWi dgk tkrk gSA tc 
vki Q+kby ,DlIyksjj esa ,d Q+kby dks MªSx djrs gSa] rks vki bls 
orZeku LFkku ls mBk ldrs gSa vkSj bls ,d u, LFkku ij NksM+ ldrs 
gSa tgka vki fp= 3-30 esa fn[kk, x, vuqlkj ekml dks NksM+rs gSaA 

 

    
    

McyMcyMcyMcy fDydfDydfDydfDyd djsadjsadjsadjsa    
    
[ 

bldk vFkZ gS fd ckbZa ekml cVu dks tYnh ls nks ckj fDyd djsaA tc ge Q+kby vkbdu ij Mcy&fDyd 
djrs gSa] rks ;g Q+kby dks [kksy nsxkA 
 

izk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;kl    
 

 

v/;kid bl ikB ds fy, http://www.psscive.ac.in/ Employability_Skills.html ds tfj, 
bZ&vf/kxe ekWM~;wy vkidks fn[kkdj ;s xfrfof/k;ka djus dh lqfo/kk iznku djsaxsA bl ekWM~;wy esa 
mijksDr fo”k;ksa ds fy, ohfM;ks rFkk bZ&lkexzh ,oa uhps nh xbZ dqN xfrfof/k;ksa ds fy, foLr`r vuqns’k 
gSaA 
 
lkspus dh izkjafHkd xfrfof/klkspus dh izkjafHkd xfrfof/klkspus dh izkjafHkd xfrfof/klkspus dh izkjafHkd xfrfof/k        
 

izkjafHkd ohfM;ks ns[kus ds ckn] vkidks D;k yxrk gS D;k gksrk gS tc vki dEI;wVj ‘kq: djrs gSa vkSj dhcksMZ 
vkSj ekml dk mi;ksx djds MsVk dSls ntZ djrs gSa\ 
 

xfrfof/k 1xfrfof/k 1xfrfof/k 1xfrfof/k 1    
 

dEI;wVj dk mi;ksx ij ,d lewg Mseks 
 
vko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;ka    
 

isu] uksVcqd] dEI;wVj 
 
izfØ;kizfØ;kizfØ;kizfØ;k 

• miyC/k dEI;wVjksa dh la[;k ds vk/kkj ij lewg cuk,aA ,d Nk= dEI;wVj 'kq: djrk gS vkSj ykWx bu 
djrk gSA 
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• nwljk Nk= dhcksMZ ij dh (keys) dh igpku djrk gSA ,d vU; Nk= rc ekml ds lHkh dk;Z 
djrk gS] tSls gksoj] fDyd] Mcy&fDyd] vkfnA 

• gkMZos;j vkSj lkW¶Vos;j ds chp varj ij ppkZ vkSj /;ku nsa vkSj ;g Hkh fd os dEI;wVj ij ,d 
dk;Z djus ds fy, dSls ,d lkFk dke djrs gSaA 

• vki lHkh xfrfof/k;ksa dk izn'kZu djus ds ckn] Nk= dEI;wVj dks can ¼'kV Mkmu½ dj nsaxsA 

• vU; Nk= ns[krs gSa vkSj bl ckr ij izfrfØ;k nsrs gSa fd D;k lgh fd;k x;k Fkk vkSj fdu dk;ks± esa 
lq/kkj fd;k tk ldrk gSA 

 
xfrfof/k 2xfrfof/k 2xfrfof/k 2xfrfof/k 2 

lewg vH;kl % dhcksMZ dk mi;ksx djuk 
 
vko'vko'vko'vko';d lkefxz;ka;d lkefxz;ka;d lkefxz;ka;d lkefxz;ka 
dEI;wVj 
 
izfØ;kizfØ;kizfØ;kizfØ;k 
 
• miyC/k dEI;wVjksa dh la[;k ds vk/kkj ij lewg cuk,aA  
• lpZ ckj esa ^,fMVj* Vkbi djds vkSj fQj VsDLV ,fMVj dk p;u 

djds ;wcqaVw esa ,d VsDLV ,fMVj [kksysaA vki ÇoMkst lpZ ckj ij 
uksViSM Vkbi djds vkSj fQj lpZ ifj.kke ls uksViSM dk p;u djds 
ÇoMkst esa uksViSM dks [kksy ldrs gSaA 

• ,d Nk= vius gkFkksa dks dhcksMZ ij j[krk gS tSlk fd fp= 3-12 esa fn[kk;k x;k gS vkSj VsDLV 
,fMVj esa fuEufyf[kr iSjkxzkQ dks Vkbi djrk gSA 

 

^^yksx dke ij] Ldwy esa vkSj ?kj ij gj fnu dEI;wVj dk mi;ksx djrs gSaA dkj[kkuksa esa dEI;wVj dk 
mi;ksx fuekZ.k izfØ;k dks fu;af=r djus ds fy, vkSj dk;kZy;ksa esa nLrkost+ cukus ds fy, fd;k tkrk 
gS] tSls fjiksVZA ge bZ&esy Hkstus vkSj xse [ksyus ds fy, Hkh dEI;wVj dk mi;ksx djrs gSaA ** 

vc] lewg esa ,d vkSj Nk= iSjkxzkQ dh tk¡p djsxk vkSj O;kdj.k vkSj orZuh dh xyfr;ksa dks 
Bhd djsxkA 
    

viuh izxfr tkapsa viuh izxfr tkapsa viuh izxfr tkapsa viuh izxfr tkapsa     
    

dddd----    cgq fodYi iz’ucgq fodYi iz’ucgq fodYi iz’ucgq fodYi iz’u            iz’uksa iz’uksa iz’uksa iz’uksa dks /;ku ls i<+sa vkSj v{kj ¼d½] ¼[k½] ¼x½ vkSj ¼?k½ dks /;ku ls i<+sa vkSj v{kj ¼d½] ¼[k½] ¼x½ vkSj ¼?k½ dks /;ku ls i<+sa vkSj v{kj ¼d½] ¼[k½] ¼x½ vkSj ¼?k½ dks /;ku ls i<+sa vkSj v{kj ¼d½] ¼[k½] ¼x½ vkSj ¼?k½ ij xksyk cuk,aij xksyk cuk,aij xksyk cuk,aij xksyk cuk,a    tks iz’u dk lcls vPNk mÙkj tks iz’u dk lcls vPNk mÙkj tks iz’u dk lcls vPNk mÙkj tks iz’u dk lcls vPNk mÙkj 

gSAgSAgSAgSA    
 
 

fp= 3-12 % VkbÇix 
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1-   ekml dk mi;ksx djrs gq, fuEufyf[kr esa ls dkSu lk dk;Z ugha fd;k tkrk gS\ 
¼d½ VuZ vkWu 

¼[k½ gksoj 
¼x½ jkbV fDyd 
¼?k½ MªSx vkSj MªkWi  

 
2- tc vki ck,a ^ekml dh* dks nckrs vkSj idM+rs gaS rFkk ekml dks b/kj&m/kj ?kqekrs gSa] rks fdl 'kCn dk 

mi;ksx fd;k tkrk gS\ 

¼d½ gkbykbV djuk 
¼[k½ MªSx djuk  
¼x½ flysDV djuk 
¼?k½ ewo djuk 

 
3-   ;gka dEI;wVj dks 'kq: djrs le; fd, x, pj.k gSaA lgh Øe esa pj.kksa dks iquO;ZofLFkr djsaA 
   ¼d½ ykWfxu ds ckn MsLdVkWi fn[kkbZ nsrk gS                      

¼[k½ ykWfxu LØhu fn[kkbZ nsrk gS                              
¼x½ ikoj vkWu lsYQ&VsLV ¼ihvks,lVh½ 'kq: gksrk gS                      
¼?k½ vkWijsÇVx flLVe 'kq: gksrk gS                              
¼M½ osyde LØhu fn[kkbZ nsrk gS                               
 

[k[k[k[k----    fo”k; laca/khfo”k; laca/khfo”k; laca/khfo”k; laca/kh    iz'uiz'uiz'uiz'u 

1- ,aVj dh ¼ENTER key½ dk dk;Z D;k gS\ 
2- vki nwljksa dks vius dEI;wVj dk mi;ksx djus ls dSls jksdsaxs\ 
 

    

vkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kk\\\\    
 
 

bl l= ds iwjk gksus ds ckn] bl l= ds iwjk gksus ds ckn] bl l= ds iwjk gksus ds ckn] bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsvki ;g djus esa l{ke gksaxsvki ;g djus esa l{ke gksaxsvki ;g djus esa l{ke gksaxs    
 

• dEI;wVj 'kq: djus dh izfØ;k dks iznÆ'kr djus esaA 
 

• ,d dhcksMZ vkSj muds lacaf/kr dk;ks± ij fofHkUUk ^dh* ¼keys½ dh igpku djus esaA 
 

• fofHkUUk ekml dk;Z djus esaA 
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Lk= Lk= Lk= Lk= 2222    % ewyHkwr Qkby izpkyuksa dk izn’kZu djuk% ewyHkwr Qkby izpkyuksa dk izn’kZu djuk% ewyHkwr Qkby izpkyuksa dk izn’kZu djuk% ewyHkwr Qkby izpkyuksa dk izn’kZu djuk  (Performing Basic File Operations) 
 

Qkby dQkby dQkby dQkby dkkkk    vk/kkjHkwr dk;Z djuvk/kkjHkwr dk;Z djuvk/kkjHkwr dk;Z djuvk/kkjHkwr dk;Z djuk ¼k ¼k ¼k ¼ Basic File Operations½½½½ 

fdlh Hkh Ldwy ¼vFkok dk;kZy;½ esa] izR;sd f’k{kd dk ,d vyx dsfcu 
gksrk gS] tSlk fd fp= 3-32 esa n’kkZ;k x;k gS] tgka ij os vyx&vyx 
vyekfj;ksa esa vyx&vyx Nk=ksa@d{kkvksa dh Qkbysa j[krs gSaA blh izdkj 
ls] dEI;wVj esa lwpuk,a bysDVªkWfud Qkbyksa esa LVksj dh tkrh gSa] ftUgsa 
vyx&vyx QksYMjksa esa j[kk tk ldrk gSA bysDVªkWfud Qkbyksa dk 
izca/ku cgqr ljy gS] D;ksafd bUgsa vklkuh ls dkWih] fjewo] jhuse vFkok 
fMyhV fd;k tk ldrk gSA 

 

Qkby vkSj QksYMjQkby vkSj QksYMjQkby vkSj QksYMjQkby vkSj QksYMj 
 

dEI;wVj esa LVksj dh xbZ lHkh lwpuk QkbyksaQkbyksaQkbyksaQkbyksa esa j[kh tkrh gSaA vyx&vyx izdkj dh Qkbyksa esa 
vyx&vyx izdkj dh lwpuk gksrh gSA izR;sd Qkby dks ,d Qkby ukeQkby ukeQkby ukeQkby uke fn;k tkrk gS vkSj QkbyQkbyQkbyQkby    use use use use 
dkdkdkdk    ,DlVsa’ku,DlVsa’ku,DlVsa’ku,DlVsa’ku gksrk gS] tks Qkbyksa ds izdkj dks n’kkZrk gSA Qkby dk uke vkSj Qkby use ,DlVsa’ku dks 
ihfj;M vFkok ^MkWV* dk mi;ksx dj vyx fd;k tk ldrk gSA mnkgj.k ds fy,] ,d MkWD;wesaV ¼mnkgj.k] 
usgk uke ls½ uksViSMuksViSMuksViSMuksViSM ¼Notepad½ ¼lk/kkj.k VSDLV Qkbysa cukus dk ,d izdkj dk dEI;wVj ,Iyhds’ku½ 
dk mi;ksx dj cukbZ tkrh gS rks bldk ,DlVsa’ku] txt gksxkA blds vU; izdkj Hkh gSa tSls .doc, .xps 

vkfnA ,d best Qkby esa vke rkSj ij ,d .jpg gksrk gS tcfd ,d vkokt Qkby esa vke rkSj ij 
.mp3 gksrk gSA ,d QksYMj ,d LFkku gS tgk¡ Qkbyksa dk ,d lewg LVksj fd;k tk ldrk gSA 
    

Qkby cukuk ¼Qkby cukuk ¼Qkby cukuk ¼Qkby cukuk ¼;wcqUVw esa VsDLV ,fMVj dk mi;ksx dj½;wcqUVw esa VsDLV ,fMVj dk mi;ksx dj½;wcqUVw esa VsDLV ,fMVj dk mi;ksx dj½;wcqUVw esa VsDLV ,fMVj dk mi;ksx dj½    ¼¼¼¼Creating a File (Using a Text Editor in 

Ubuntu)½ ½ ½ ½  

Tkc ,d Nk=k usgk] d{kk esa vkrh gS] rks usgk dh tkudkjh tSls fd uke] irk] Qksu uacj vkfn LVksj djus 
ds fy, f’k{kd dEI;wVj ij ,d Qkby cukrk gSA vc ge ;wcqUVw esa VsDLV ,fMVj dk mi;ksx dj ,d 
Qkby cukrs gSaA 

• ,d ,d ,d ,d VsDLV ,fMVjVsDLV ,fMVjVsDLV ,fMVjVsDLV ,fMVj [kksyus ds fy,] lpZ MkW;ykWx ckWDl esa ¼editor½ Vkbi djsaA blds ckn VsDLV VsDLV VsDLV VsDLV 
,fMVj,fMVj,fMVj,fMVj ij Mcy fDyd djsa tSlk fp= 3-14 vkSj 315 esa n’kkZ;k x;k gSA blls ,d [kkyh MkWD;wesaV 
[kqy tk,xkA foaMks esa vki uksViSM [kksy ldrs gSa vkSj VsDLV esa Vkbi dj ldrs gSaaA 

• ;gka vki ^usgk frokjh] 'kfDr uxj] ubZ fnYyh ,e % 7856453451* tSls VsDLV tksM+ ldrs gSaA 
• Q+kby dks lso ¼Save½ djus ds fy, lsolsolsolso ij fDyd djsaA Mk;ykWx ckWDl ds :i esa djsa] MsLdVkWi Q+ksYMj esa 

czkmt+ djsa] ^usgk* ds :i esa uke Vkbi djsa vkSj fp= 3-16 esa fn[kk, vuqlkj lsolsolsolso ij fDyd djsaA 
‘ 

fp= 3-13 % Qkby dSfcusV 
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fp= 3-14 % VsDLV ,fMVj [kksyuk 

 

 
fp= 3-15 % VsDLV ,fMVj  

 
fp= 3-16 % Qkby lso djuk 

 
    

,d,d,d,d    QksYMjQksYMjQksYMjQksYMj    cukukcukukcukukcukuk    ¼¼¼¼;wcaVw;wcaVw;wcaVw;wcaVw    esa½esa½esa½esa½    ¼¼¼¼Creating a Folder (in Ubuntu)½½½½ 

QksYMj ,d ,slk LFkku gS tgka Q+kbyksa dk ,d lewg LVksj fd;k tk ldrk gSA mnkgj.k ds fy,] ge ,d 
QksYMj cuk ldrs gSa tgk¡ lHkh Nk=ksa ds fy, lHkh Qkbysa LVksj dh tk ldrh gSaA vkb, ge ;wcaVw esa ,d 
u;k Q+ksYMj cuk,aA 
 

• ;wcaVw esa Qkby ,DlIyksjj [kksyus ds fy,] ckbZa vksj fLFkr Qkby fodYi ij fDyd djsa tSlk fd 
fp= 3-7 esa fn[kk;k x;k gSA 

• Qkby ,DlIyksjj fp= 3-18 esa fn[kk;k x;k gSA 
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• ,d Q+ksYMj cukus ds fy, % 
 

¼d½ ,d LFkku pqusa tgka Q+ksYMj dks ^MsLdVkWi* ds fy, cuk;k tkuk gSA 

¼[k½ jkbV&fDyd djsa vkSj fQj *u;k Q+ksYMj* pqusaA 

¼c½ Q+ksYMj dk uke Mseks *Vkbi djsaA 

 

 
fp= 3-17 % Q+kby fodYi pqusa fp= 3-18 % Q+kby ,DlIyksjj 

 
fp= 3-19 % MsLdVkWi ij jkbV&fDyd 
djsa vkSj u;k Q+ksYMj ij fDyd djsa 

 

fp= 3-20 % u, Q+ksYMj ds uke ds :i esa Mseks Vkbi djsa 
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izk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;kl    
 

 
v/;kid bl ikB ds fy, athttp://www.psscive.ac.in/stud_text_book. html -

>Performing Basic File Operations ds tfj, bZ&vf/kxe   vkidks fn[kkdj ;s xfrfof/k;ka djus 
dh lqfo/kk iznku djsaxsA bl esa mijksDr fo”k;ksa ds fy, ohfM;ks rFkk bZ&lkexzh ,oa uhps nh xbZ dqN 
xfrfof/k;ksa ds fy, foLr`r vuqns’k gSaA 

    
lkspus dh izkjafHkd xfrfof/klkspus dh izkjafHkd xfrfof/klkspus dh izkjafHkd xfrfof/klkspus dh izkjafHkd xfrfof/k     
bl fo”k; ds fy, bZ&vf/kxe ikB esa izkjafHkd ohfM;ks ns[kus ds ckn] vkidks ;g tkuuk egRoiw.kZ D;ksa gS 
fd dEI;wVj esa Qkbysa dSls LVksj dh tkrh gSa\ 
 
xfrfof/k 1xfrfof/k 1xfrfof/k 1xfrfof/k 1 
,d QksYMj cukuk 
vko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;ka 
isu] uksVcqd] dEI;wVj 
 
izfØ;kizfØ;kizfØ;kizfØ;k 

• miyC/k dEI;wVjksa dh la[;k ds vk/kkj ij lewg cuk,aA lewg dk izR;sd lnL; ,d u;k QksYMj 
cukrk gSA vU; yksx ns[k ldrs gSa vkSj lgh <ax ls D;k fd;k x;k Fkk vkSj D;k lq/kkj fd;k tk 
ldrk gS] bl ij izfrfØ;k ns ldrs gSaA 

• ÇoMkst esa ;wcqaVw ;k uksViSM esa ,d VsDLV ,fMVj [kksysaA 
• ,d 2 Q+ksYMj Mseks 1 vkSj VsDLV 1 cuk,¡A 
• vc QksYMj VsDLV 1 dks gVk,aA 

  

izR;sd lewg fuEu 'kkWVZdV dekaM dk ,d lkFk v/;;u dj ldrk gSA  
  

CTRL+z — undo CTRL+c — copy 

CTRL+y — redo CTRL+v — paste 

CTRL+a — select all CTRL+p — print 

CTRL+x — cut CTRL+s — save 
 

• igyk lewg nwljs lewgksa ls ,d iz'u iwNrk gS ¼tSls] CTRL + Z ls D;k gksrk gS\ ;k dkWih ds fy, 
'kkWVZdV dh D;k gS½A tks Hkh lewg lgh mŸkj nsrk gS mls ,d vad feyrk gS vU;Fkk vxyk 
lewg mŸkj nsrk gS vkSj blh rjg vkxs pyrk gSA tks Hkh lewg lcls vf/kd vad izkIr djrk gS] 
thrrk gS 
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viuh izxfr tkapsa viuh izxfr tkapsa viuh izxfr tkapsa viuh izxfr tkapsa     
    

dddd----    cgq fodYi iz’ucgq fodYi iz’ucgq fodYi iz’ucgq fodYi iz’u        
iz’uksa dks /;ku ls i<+sa iz’uksa dks /;ku ls i<+sa iz’uksa dks /;ku ls i<+sa iz’uksa dks /;ku ls i<+sa vkSj v{kj ¼d½] ¼[k½] ¼x½ vkSj ¼?k½ vkSj v{kj ¼d½] ¼[k½] ¼x½ vkSj ¼?k½ vkSj v{kj ¼d½] ¼[k½] ¼x½ vkSj ¼?k½ vkSj v{kj ¼d½] ¼[k½] ¼x½ vkSj ¼?k½ ij xksyk cuk,a tks iz’u dk lcls vPNk ij xksyk cuk,a tks iz’u dk lcls vPNk ij xksyk cuk,a tks iz’u dk lcls vPNk ij xksyk cuk,a tks iz’u dk lcls vPNk 
mÙkj gSAmÙkj gSAmÙkj gSAmÙkj gSA        

1- Q+kby dks isLV djus ds fy, fuEufyf[kr esa ls fdl 'kkWVZdV ^dh* dk mi;ksx fd;k tkrk gS\  
 

¼d½ Ctrl + C 

¼[k½ Ctrl + P 

¼x½ Ctrl + V 

¼?k½ Ctrl + X 
 
2- fuEu esa ls dkSu lk uksViSM Q+kby ds fy, ,d oS/k Q+kby ,DlVsa'ku gS\  

 
¼d½ .jpg 

¼[k½ .doc 

¼x½ .text 
¼?k½ .txt 

3- dqN dkWih djus ds fy, vki fdu ^dh* ¼key½ dk mi;ksx djrs gSa\  
¼d½ Ctrl+X 

¼[k½ Ctrl+C 
¼x½ Ctrl+Z 

¼?k½ Ctrl+T 

 
[k[k[k[k----    fo”k; laca/khfo”k; laca/khfo”k; laca/khfo”k; laca/kh    iz'uiz'uiz'uiz'u 

1- Ldwy esa gekjh HkkSfrd Q+kby iz.kkyh ds leku dEI;wVj Qkby flLVe dSls gS\ 
2- ;wcaVw esa ,d VsDLV Q+kby dks lso ds fy, vki D;k pj.k 
 

    

vkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kk\\\\    
 
 

bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs    
 

• dEI;wVj Q+kby vkSj Q+ksYMj D;k gSa o.kZu djsaA 

• ,d VsDLV ,fMVj esa ,d ubZ Qkby [kksysa] fooj.k Vkbi djsa vkSj Qkby dks lso djus dk dke djsaA 
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fp= 3-21% uje cz'k ds lkFk dhcksMZ 
dh lQkbZ 

Lk= 3 % dEI;wVj ns[kHkky vkSj j[kj[kkoLk= 3 % dEI;wVj ns[kHkky vkSj j[kj[kkoLk= 3 % dEI;wVj ns[kHkky vkSj j[kj[kkoLk= 3 % dEI;wVj ns[kHkky vkSj j[kj[kko  (Computer Care and Maintenance) 

 

dEI;wVjdEI;wVjdEI;wVjdEI;wVj    dhdhdhdh    ns[kHkkyns[kHkkyns[kHkkyns[kHkky    vkSjvkSjvkSjvkSj    j[kj[kkoj[kj[kkoj[kj[kkoj[kj[kko    dkdkdkdk    egRoegRoegRoegRo    ¼¼¼¼Importance of Care and 

Maintenance of Computers½½½½ 

gekjh ckrksa ij /;ku nsuk fd D;k gekjh iqLrdsa] diM+s] QuhZpj ;k xStsV~l egRoiw.kZ gSaA bysDVªkWfud 
fMokbl dh ns[kHkky djuk] tSls dEI;wVj vkSj eksckby mUgsa Bhd ls dke djus esa enn djrs gSaA ftl 
rjg ge ugkdj] vius nkarksa dks cz'k djds vkSj gj fnu [kkuk [kkdj vius 'kjhj dh ns[kHkky djrs gSa] 
mlh rjg gesa viuh e'khuksa dk Hkh /;ku j[kuk pkfg,A ,d dEI;wVj ,d uktqd e'khu gS ftlesa cgqr 
lkjs pyrs gq, bysDVªkWfud Hkkx gksrs gSaA gesa bls /kwy vkSj VwVus ls cpkus dh vko';drk gSA ;fn ge 
ykijokg gks tkrs gSa rks ;s dq'kyrk ls dke ugha djsaxsA 

dEI;wVj vkSj eksckby cgqr egaxs gksrs gSaA tc ge fu;fer :i ls mudh vPNh ns[kHkky djrs gSa] rks ge 
mudk mi;ksx yacs le; rd dj ldrs gSaA blls gesa iSls cpkus esa enn feysxh D;ksafd gesa vDlj u, 
fMokbl [kjhnus dh t:jr ugha gksrh gSA 

 

fMokblfMokblfMokblfMokbl    dhdhdhdh    ns[kHkkyns[kHkkyns[kHkkyns[kHkky    gsrq gsrq gsrq gsrq ewyewyewyewy    lqÖkkolqÖkkolqÖkkolqÖkko    ¼¼¼¼Basic Tips for Taking Care of Devices½½½    

;gka    dqN    ljy    rjhds    fn,    x,    gSa    ftudk    ikyu    djds    vki    vius    dEI;wVj dh ns[kHkky    dj    ldrs    gSaA  

fMokblfMokblfMokblfMokbl    dksdksdksdks    lkQlkQlkQlkQ    j[kukj[kukj[kukj[kuk    ¼¼¼¼Keeping a Device Clean½½½½    

fMokbl dks lkQ djuk] tSls fd dEI;wVj ;k eksckby dk vFkZ 
LØhu] dhcksMZ vkSj ekml dks lkQ j[kuk gSA 

(i) dhcksMZdhcksMZdhcksMZdhcksMZ % igys gesa dhcksMZ ij dqN Hkh ugha [kkuk pkfg,A 
,d dhcksMZ ds vkarfjd Hkkxksa dks uqdlku igqapk ldrk 

gSA vki ,d uje cz'k ds lkFk ,d dhcksMZ dks lkQ dj 
ldrs gSa tSlk fd fp= 3-21 esa VqdM+ksa ¼crumbs½ vkSj 
/kwy ds d.kksa dks gVkus ds fy, fn[kk;k x;k gSA  

(ii) LØhuLØhuLØhuLØhu    ¼¼¼¼Screen½ ½ ½ ½     %%%% vki fdlh Hkh vaxqyh ds fu'kku dks 
gVkus ds fy, ,d eqyk;e diM+s ls LØhu dks feVk 
ldrs gSaA 

fp= 3-22 % Hkkstu dks dEI;wVj ds 
ikl j[kus ls cpsa 
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fp= 3-23 % ySiVkWi okys cSx dks NksM+us 
ls cpsa 

fp= 3-24 % fMokbl dks BaMk j[ksa  
 

fp= 3-25 % viuh cSVjh dks 
vksojpktZ u djsa 

(iii) HkkstuHkkstuHkkstuHkkstu    vkSjvkSjvkSjvkSj    is;is;is;is;    inkFkkZsa ds lsou ds le; inkFkkZsa ds lsou ds le; inkFkkZsa ds lsou ds le; inkFkkZsa ds lsou ds le; lko/kkulko/kkulko/kkulko/kku    jgsajgsajgsajgsa ¼¼¼¼Be 

careful with food and drinks½ ½ ½ ½ % ,d dEI;wVj ds ikl 
[kkus vkSj ikuh ds fxykl ;k dkWQh ds di ls ihus ls 
cpsa tSlk fd fp= 3-22 esa fn[kk;k x;k gSA bysDVªkWfud 
fMokbl ij QSyk dksbZ Hkh rjy bls [kjkc dj ldrk gS 
tks ejEer ls ijs gksrk gSA  

(iv) fMokblfMokblfMokblfMokbl    dksdksdksdks    lko/kkuhlko/kkuhlko/kkuhlko/kkuh    lslslsls    laHkkysalaHkkysalaHkkysalaHkkysa    ¼¼¼¼Handle devices 

carefully½ ½ ½ ½ %%%% vius ySiVkWi dks lko/kkuh ls laHkkysa vkSj 
,d dfBu lrg ij NksM+us ;k mls iVdus ls cpsaA 
;gka rd fd ,d NksVh lh fxjkoV LØhu ;k gkMZ 
fMLd dks uqdlku igqapk ldrh gS vkSj fMokbl csdkj gks ldrh gSA vius ySiVkWi ds fy, doj 
vkSj vius ySiVkWi dks ckgj dgha ys tkus ds fy, ,d iSM okys dsl dk mi;ksx djuk tSlk fd 
fp=  
3-23 esa fn[kk;k x;k gS] fMokbl dks uqdlku ls 
cpkrk gSA  

(v) ddddEEEEI;wVjI;wVjI;wVjI;wVj    dksdksdksdks    BaMkBaMkBaMkBaMk    j[ksaj[ksaj[ksaj[ksa    ¼¼¼¼Keep the computer cool½ ½ ½ ½ 
%%%% ;fn dEI;wVj] ySiVkWi ;k eksckby fMokbl xeZ gks 
tkrk gS] rks vkarfjd Hkkxksa dks uqdlku gks ldrk 
gSA lhih;w dks BaMk j[kus gsrq ,d vkarfjd Qsu 
gksrk gSA gesa ;g lqfuf'Pkr djuk pkfg, fd QSu 
dk;Z dj jgk gSA vki ckgjh QSu dk Hkh mi;ksx 
dj ldrs gSa tSlk fd fp= 3-24 esa fn[kk;k x;k gSA 
fMokbl /kwi esa ;k can dkj esa NksM+us ls cpsaA fcLrj 
ij cSBdj ySiVkWi dk mi;ksx djrs le; gesa lko/kku 
jguk pkfg, vkSj ;g lqfuf'Pkr djuk pkfg, fd ia[kk 
doj ugha gksuk pkfg,A 

 
(vi) viuhviuhviuhviuh    cSVjhcSVjhcSVjhcSVjh    dksdksdksdks    vksoj pktZvksoj pktZvksoj pktZvksoj pktZ    uuuu    djsadjsadjsadjsa    ¼¼¼¼Do not 

overcharge your battery½ ½ ½ ½ %%%% dHkh&dHkh ge iwjh 
rjg ls pktZ gksus ds ckn Hkh fMokbl dks pkÉtx dk Iyx yxk, j[krs gSaA ;fn ge fMokbl dks 
yacs le; rd Iyx esa yxk gqvk NksM+ nsrs gSa tSlk fd fp= 3-25 esa fn[kk;k x;k gS] rks ;g cSVjh 
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fp= 3-26 % ,d le; esa cgqr lkjs izksxzke py jgs gSa 

dks xeZ dj ldrk gSA blls cSVjh dh ykbQ de gks tkrh gSA 100 izfr’kr pktZ gksus ij ges'kk 
fMokbl dks vuIyx djsaA 

(vii) ges'kkges'kkges'kkges'kk    fMokblfMokblfMokblfMokbl    esaesaesaesa    lko/kkuhlko/kkuhlko/kkuhlko/kkuh    lslslsls    IyxIyxIyxIyx    djsadjsadjsadjsa ¼¼¼¼Always plug in 

devices carefully½½½½ % fdlh Hkh fMokbl dks ySiVkWi ;k 
dEI;wVj ls tksM+k tk jgk gS tSls fd ;w,lch Mªkbo ;k 
gsMQksu] /khjs ls fd;k tkuk pkfg,A bles tksj yxkdj 
tcjnLrh ugha fd;k tkuk pkfg,A ;fn vkidks fdlh 
fMokbl esa Iyx djuk eqf'dy  yxrk gS] rks bls tksj ls 

yxkus dh dksf'k'k djus ds ctk; fn'kk 
cnydj yxkus dk iz;kl djsaA 

(viii) ,d,d,d,d    ckjckjckjckj    esaesaesaesa    cgqrcgqrcgqrcgqr    lkjslkjslkjslkjs    izksxzkeizksxzkeizksxzkeizksxzke    uuuu    pyk,pyk,pyk,pyk,    aa aa¼¼¼¼Do not 

run too many programs at a time½½½½%%%% tc cgqr lkjs izksxzke ,d gh le; esa py jgs gksa] tSlk fd 
fp= 3-26 esa fn[kk;k x;k gS] rks dEI;wVj dh dk;Z djus dh xfr /kheh gks ldrh gS vkSj Ø’k Hkh gks 
ldrk gSA ;fn fdlh izksxzke @ ,si dk mi;ksx ugha fd;k tk jgk gS] rks bls can dj fn;k tkuk 
pkfg, rkfd vU; izksxzke lqpk: :i ls dke dj ldsaA 
 

,d,d,d,d    j[kj[kkoj[kj[kkoj[kj[kkoj[kj[kko    vuqlwphvuqlwphvuqlwphvuqlwph    rS;kjrS;kjrS;kjrS;kj    djsadjsadjsadjsa    ¼¼¼¼Prepare a Maintenance Schedule½½½½    
gesa dEI;wVj dks yacs le; rd lgh fLFkfr esa j[kus gsrq j[kj[kko ds fy, ,d ;kstuk ;k vuqlwph rS;kj 
djus dh vko';drk gSA blesa 'kkfey gks ldrs gSa % 
¼d½ nSfud j[kj[kko 

(i) vius bZ&esy buckWDl dks lkQ djsaA 
(ii) bZ&esy vVSpesaV dks MkmuyksM djsa vkSj lgh QksYMj esa lso djsaA 

¼[k½ lkIrkfgd j[kj[kko 

(i) viuk dhcksMZ lkQ djsaA 
(ii) vius ekWfuVj dks lkQ djsaA 
(iii) lhih;w vkSj ÇizVj ls /kwy gVk,aA 
(iv) vius MsVk dks ,d ,DLVjuy Mªkbo ij cSdvi djsaA 

¼x½ ekfld j[kj[kko 

(i) QksVksxzk¶l dks dEI;wVj ij VªkalQj djsa vkSj Mªkbo ls gVk nsaA 
(ii) QksVks dks QksYMj ;k ,Yce esa vkWxZukbT+k djsaA 
(iii) ^MkmuyksM* QksYMj lkQ djsaA 
(iv) vu;wLM izksxzkEl vkSj ,Il dks vubaLVkWy djsaA 
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(v) fMLd&Dyhuj lkW¶Vos;j dks ‘kq: djsaA  
(vi) Qqy flLVe ok;jl LdSu dks ‘kq: djsaA 

¼?k½ okÆ"kd j[kj[kko 

(i) lks'ky ehfM;k ,dkmaV ij dkWUVsDV fyLV dks lkQ djsaA 
(ii) bZ&esy dkWUVsDV fyLV dks lkQ djsaA 
(iii) vius vkWijsÇVx flLVe dks viMsV djsaA 
(iv) ,aVh&ok;jl lkW¶Vos;j dh ,Dlik;jh frfFk vkSj fjU;w ds fy, tkap djsaA 

viusviusviusvius    MsVkMsVkMsVkMsVk    dkdkdkdk    cSdvicSdvicSdvicSdvi    ysaysaysaysa    ¼¼¼¼Backup Your Data½½½½ 

MsVk dk cSdvi ysus dk vFkZ vkids dEI;wVj ij ekStwn tkudkjh dks 
fdlh vU; fMokbl ij lso djuk gS] tSls fd lhMh @ MhohMh Mªkbo 
tSlk fd fp= 3-28 ;k gkMZ fMLd esa fn[kk;k x;k gSA ;fn dEI;wVj 
iwjh rjg ls dke djuk can dj ns rks ;gka ls MsVk fjdoj fd;k tk 
ldrk gSA dEI;wVj nq?kZVukxzLr gks ldrs gSa] euq"; xyrh dj ldrs gSa 
vkSj izk—frd vkink,a] tSls ck<+ vk ldrh gSaA blfy,] daifu;ksa] 
vLirkyksa] cSadksa vkfn ds fy, ;g egRoiw.kZ gS fd os viuh tkudkjh 
dks lqjf{kr j[ksa & rkfd mudk O;kikj lqpk: :i ls dk;Z dj lds 
vkSj muds xzkgdksa dks leL;kvksa dk lkeuk u djuk iM+sA 

LdSÇuxLdSÇuxLdSÇuxLdSÇux    vkSjvkSjvkSjvkSj    ok;jlok;jlok;jlok;jl    dh Dyhfuax ¼dh Dyhfuax ¼dh Dyhfuax ¼dh Dyhfuax ¼Scanning and Cleaning Viruses½½½½    
    
dHkh&dHkh dEI;wVj ok;jl ,sls vVSd ls dEI;wVj esa izos'k dj ldrs gSa tks ge ,aVh&ok;jl lkW¶Vos;j dks 
baLVkWy dj ldrs gSaA ;g fdlh Hkh ok;jl dks dEI;wVj esa vkus ls jksdsxk vkSj MsVk dks izHkkfor djus ls 
igys gekjs flLVe esa izos'k djus okys fdlh Hkh ok;jl dks Hkh lkQ djsxkA 
    
ddddEIEIEIEI;wVj;wVj;wVj;wVj    izn'kZuizn'kZuizn'kZuizn'kZu    esaesaesaesa    o`f)o`f)o`f)o`f)    ¼¼¼¼Increasing Computer Performance½½½½    
 

;fn ge yacs le; ls dEI;wVj dk mi;ksx dj jgs gSa rks gekjs ikl cgqr lkjh vuko';d Qkbysa vkSj MsVk 
gSa] tSls VsEisjsjh Qkbysa vkSj besftlA tc os cgqr vf/kd gkMZ&fMLd Lisl dk mi;ksx djrs gSa] rks 
dEI;wVj dk dke djuk de gks tkrk gSA ;g egRoiw.kZ gS fd ge fdlh Hkh vfrfjä Qkbyksa ¼extra files½ 
dks gVkdj lQkbZ j[ksaA ge dqN fMLd Dyhuj lkW¶Vos;j dk mi;ksx dj ldrs gSa] tks vuko';d 
¼unnecessary½ Qkbyksa dks lkQ djus esa gekjh enn djrs gSaA 

fp= 3-27 % lhMh @ 
MhohMh ij cSdvi MsVk 
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 fp= 3-28 % LiSe Q+ksYMj 

viusviusviusvius    ddddEEEEI;wVjI;wVjI;wVjI;wVj    lslslsls    LiSeLiSeLiSeLiSe    dksdksdksdks    gVkukgVkukgVkukgVkuk    ¼¼¼¼Removing SPAM from your 

Computer½½½½ 
dHkh&dHkh ge mu daifu;ksa ls esy izkIr djrs gSa tks fdlh mRikn dk 
foKkiu dj jgs gSa ;k vkidks viuh osclkbV ij vkdÆ"kr djus dh 
dksf'k'k dj jgs gSaA ,sls esy dks LiSe ¼SPAM½ dgk tkrk gSA 

gesa dHkh Hkh LiSe dk tokc ugha nsuk pkfg, vkSj bls fu;fer :i ls 
gVkuk pkfg,A 
 

LiSe dks gekjs esy ckWDl esa tkus ls jksdus ds fy, lsÇVx esa fQYVj lsV djuk laHko gSA vf/kdka'k bZ&esy 
lkW¶Vos;j esa ,d LiSe QksYMj gksrk gS tSlk fd fp= 3-28 esa fn[kk;k x;k gS rFkk Lopkfyr :i ls ,sls 
lHkh bZ&esy bl QksYMj esa Mkyrs gSaA 
 

izk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;kl    
 

  
xfrfof/k 1xfrfof/k 1xfrfof/k 1xfrfof/k 1 

,d pkVZ cuk,a 

vko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;ka 
isu] uksVcqd] pkVZ isij] rLohjsa 

izfØ;kizfØ;kizfØ;kizfØ;k 
 

• lewg    cuk,a    vkSj    mu    lHkh    rjhdksa    dks    lwphc)    djus    gsrq    ,d    pkVZ    cuk,a    ftlesa    fdlh    fMokbl    
dks    {kfrxzLr    fd;k    tk    ldrk    gS    vkSj    bls    dSls    jksdk    tk    ldrk    gSA 

• lqfuf'Pkr    djsa    fd    lewg    ds    lHkh    Nk=ksa    dks    Hkkx    ysus    dk    ekSdk    feysA 
  
 
    

viuh izxfr tkapsa viuh izxfr tkapsa viuh izxfr tkapsa viuh izxfr tkapsa     
 

dddd----    cgq fodYi iz’ucgq fodYi iz’ucgq fodYi iz’ucgq fodYi iz’u        
iz’uksa dks /;ku ls i<+sa vkSj v{kj ¼d½] ¼[k½] ¼x½ vkSj ¼?k½ iz’uksa dks /;ku ls i<+sa vkSj v{kj ¼d½] ¼[k½] ¼x½ vkSj ¼?k½ iz’uksa dks /;ku ls i<+sa vkSj v{kj ¼d½] ¼[k½] ¼x½ vkSj ¼?k½ iz’uksa dks /;ku ls i<+sa vkSj v{kj ¼d½] ¼[k½] ¼x½ vkSj ¼?k½ ijijijij    xksxksxksxksyyyykkkk    cuk,acuk,acuk,acuk,a    tks iz’u dk lcls vPNk tks iz’u dk lcls vPNk tks iz’u dk lcls vPNk tks iz’u dk lcls vPNk 
mÙkj gSAmÙkj gSAmÙkj gSAmÙkj gSA    

1- D;k gksrk gS tc vki fdlh fMokbl dks 100 Ikzfr’kr pktZ gksus ds ckn Hkh Iyx esa NksM+ nsrs gSa\  
¼d½ ;g VwV ldrk gSA 

¼[k½ ;g dk;Z djuk can dj ldrk gSA 

¼x½ ;g vksoj&ghV dj ldrk gSA 

¼?k½ MsVk nwf"kr gks ldrk gSA 
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2- ,d ,aVh&ok;jl vkids fMokbl dh lqj{kk dSls dj ldrk gS\  

¼d½ ;g bls vksoj&ghÇVx ls cpk ldrk gSA 

¼[k½ ;g vius izn'kZu dks c<+k ldrk gSA  
¼x½ ;g MsVk dks nwf"kr gksus ls jksd ldrk gSA 
¼?k½ ;g MsVk cSdvi dj ldrk gS 
 

3- fMokbl dks BaMk j[kus ds fy, dkSu ls fodYi dh vko';drk ugha gS\ 
¼d½ mi;ksx esa gksus ij fMokbl dks vuIyx j[ksaA  
¼[k½ ,d ySiVkWi dks CySadsV ds lkFk doj u djsaA  
¼x½ lqfuf'Pkr djsa fd dEI;wVj dk lhih;w QSu dke dj jgk gSA 

¼?k½ fMokbl dks /kwi esa NksM+us ls cpsaA 
 
4- dhcksMZ dk j[kj[kko djus ds fy, fuEufyf[kr esa ls dkSu lk vko';d gS\ 

¼d½ dhcksMZ dks mYVk ?kqek,a vkSj ckgjh dpjs dks gVkus ds fy, bls fgyk,aA 

¼[k½ Cyksvj dh enn ls /kwy vkSj vU; d.kksa dks mM+k,aA  
¼x½ dhdSi ls nkx gVkus ds fy, ,d xSj&vi ?k"kZd diM+s ds lkFk ykxw lkcqu vkSj ikuh ds cgqr 

iryk ?kksy dk mi;ksx djsaA 

¼?k½ mijksä lHkh 
 

[k[k[k[k----    fo”k; laca/khfo”k; laca/khfo”k; laca/khfo”k; laca/kh    iz'uiz'uiz'uiz'u 
1- nSfud    vk/kkj    ij    dEI;wVj    dks    lkQ    djus    dk    rjhdk    crk,aA 
2- vki    dEI;wVj    dk    izn'kZu    dSls    c<+k    ldrs    gSa\ 

 
    

vkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kk\\\\    
 
 

bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs    
 

• dEI;wVj    dh ns[kHkky ds egRo dks igpkusaA 
• mu fofHkUUk rjhdksa dks lwphc) djsa ftuls dEI;wVj    {kfrxzLr gks ldrs gSaA 
• uqdlku dks jksdus vkSj dEI;wVj    dh ns[kHkky djus dk rjhdk iznÆ'kr djsaA  
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Lk= Lk= Lk= Lk= 4444    % % % % dEI;wVj lqj{kk vkSj xksiuh;dEI;wVj lqj{kk vkSj xksiuh;dEI;wVj lqj{kk vkSj xksiuh;dEI;wVj lqj{kk vkSj xksiuh;  (Computer Security and Privacy) 

 
ge vius dEI;wVj vkSj bysDVªkWfud fMokbl ij cgqr lkjh tkudkjh LVksj 
djrs gSaA mnkgj.k ds fy,] ge vius eksckby ij viuh rLohjsa j[krs gSa] 
Ldwy ds dEI;wVj izR;sd Nk= vkSj muds ekrk&firk ds ckjs esa O;fäxr 
tkudkjh LVksj djrs gSa] cSadksa esa mi;ksx fd, tkus okys dEI;wVj vius 
xzkgdksa dh foŸkh; tkudkjh laxzghr djrs gSa vkSj vLirky esa dEI;wVj 
jksfx;ksa ds ckjs esa egRoiw.kZ tkudkjh j[krs gSaA ;fn bl tkudkjh esa ls 
dqN Hkh [kks tkrk gS ;k yhd gks tkrk gS vkSj xyr gkFkksa esa pyk tkrk 
gS] rks ;g yksxksa dks cgqr uqdlku igqapk ldrk gSA  

mnkgj.k ds fy,] ;fn fdlh cSad ds dEI;wVj esa LVksj dh xbZ tkudkjh yhd gks tkrh gS] rks blls dbZ 
yksxksa ds ikl cgqr lkjs iSls de gks ldrs gSaA blfy,] dEI;wVj dks lqjf{kr vkSj gekjs MsVk dks lqjf{kr 
j[kuk vko';d gSA 

dEI;wVjdEI;wVjdEI;wVjdEI;wVj    dhdhdhdh    lqj{kklqj{kklqj{kklqj{kk    ds lkFkds lkFkds lkFkds lkFk    dEI;wVdEI;wVdEI;wVdEI;wVjjjj    lqj{kklqj{kklqj{kklqj{kk    ls Mhfyax ¼ls Mhfyax ¼ls Mhfyax ¼ls Mhfyax ¼Computer Security Deals with Protecting 

Computers½½½½    

dEI;wVj lqj{kk vkSj xksiuh;rk MsVk ds uqdlku dks jksdus ds fy, mi;ksx fd, tkus okys mik;ksa ls 
lacaf/kr gSA 
[[[[     

flD;ksfjVhflD;ksfjVhflD;ksfjVhflD;ksfjVh    ykWd ykWd ykWd ykWd VksM+usVksM+usVksM+usVksM+us    dsdsdsds    dkj.kdkj.kdkj.kdkj.k    ¼¼¼¼Reasons for Security Break½½½½ 

flD;ksfjVh ykWd rksM+us ls ,d dEI;wVj esa LVksj dh xbZ tkudkjh yhd gksrh gSA 

O;fäxr tkudkjh nks rjhdksa ls [kks ;k yhd gks ldrh gS % 

1- ge baVjusV ij O;fäxr tkudkjh nsus esa lko/kku 
ugha gSaA mnkgj.k ds fy,] ge vlqjf{kr lkbVksa ij 
vius ,dkmaV dk fooj.k vkSj ikloMZ ‘ks;j djrs 
gSaA 

2- ,d O;fä dks gekjs dEI;wVj rd vuf/k—r igq¡p 
izkIr gksrh gSA ;fn ge dEI;wVj dks fcuk ykWx 
vkmV fd, NksM+ nsrs gSa rks ;g dk;kZy; esa gks 
ldrk gS A 

fp= 3-30 % lqj{kk Hkax djuk 

fp= 3-29 % dEI;wVj 
lqj{kk    
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fp= 3-31 % HkkSfrd pksjh 

fp= 3-32 % vkWuykbu pksjh 

fp= 3-33 % okWeZ ok;jl 

dEI;wVj lqj{kk vkSj xksiuh;rk mu mik;ksa ds ckjs esa gS ftUgsa ge dEI;wVj esa laxzghr O;fäxr MsVk rd 
igqap dks izfrcaf/kr djus ds fy, ys ldrs gSaA 

dEI;wVj ds fy, [k+rjs 

[krjs os rjhds gSa ftuls gekjh tkudkjh ds fcuk 
O;fäxr tkudkjh dks dEI;wVj ls yhd fd;k tk ldrk 
gSA 

¼da½ pksjh % pksjh dk vFkZ gS lwpuk ;k gkMZos;j dh pksjhA      
    ;s rhu izdkj ds gks ldrs gSa  

n HkkSfrdHkkSfrdHkkSfrdHkkSfrd % tgka dksbZ O;fä vkidk MsLdVkWi 
dEI;wVj ;k ySiVkWi pqjk ldrk gSA 

n igpkuigpkuigpkuigpku % tgka ,d gSdj vkidh 
O;fäxr tkudkjh pqjkrk gS vkSj 
vkidh igpku ekurk gSA bl xyr 
igpku dk mi;ksx djds] gSdj 
vkids ,dkmaV dh tkudkjh rd 
igq¡p izkIr dj ldrk gS ;k xSj 
dkuwuh xfrfof/k dj ldrk gSA 

n lkW¶Vos;jlkW¶Vos;jlkW¶Vos;jlkW¶Vos;j    dh dh dh dh pksjhpksjhpksjhpksjh % ;g lkW¶Vos;j dh 
pksjh gS vkSj blesa dEI;wVj izksxzke ;k 
lkW¶Vos;j dh fcuk ykblsal vkSj vuf/k—r izfr;ksa dk mi;ksx ;k forj.k 'kkfey gSA 

 
¼[k½     ok;jlok;jlok;jlok;jl % ok;jl dEI;wVj izksxzke gSa tks MsVk vkSj lkW¶Vos;j 
izksxzke dks uqdlku igqapk ldrs gSa ;k dEI;wVj ij laxzghr tkudkjh dks pqjk 
ldrs gSaA izeq[k izdkj ds ok;jl oElZ vkSj Vªkstu gkWlZ gSaA 

• okElZokElZokElZokElZ % ;s ok;jl gksrs gSa tks dEI;wVj ij geyk djus ds ckn [kqn dks 
nksgjkrs gSa vkSj lHkh Qkbyksa esa QSy tkrs gSaA blls mUgsa fudkyuk cgqr 

eqf'dy gks tkrk gSA 
• VªkstuVªkstuVªkstuVªkstu    gkWlZgkWlZgkWlZgkWlZ    %%%%    ,d Vªkstu gkWlZ [kqn dks nwljs :i esa cny ysrk 

gS vFkkZr~] ;g ,d mi;ksxh lkW¶Vos;j izksxzke izrhr gksrk gS] ysfdu ,d ckj tc ;g 
dEI;wVj ij igqap tkrk gS rks ;g ok;jl dh rjg O;ogkj djuk vkSj MsVk u"V djuk 
'kq: dj nsrk gSA 
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• vkWuykbuvkWuykbuvkWuykbuvkWuykbu    izsMsVjizsMsVjizsMsVjizsMsVj % vkWuykbu f'kdkjh os yksx gksrs gSa tks vkidks vuqfpr fj'rksa esa Qalkrs 
gSaA os cM+s yksx gks ldrs gSa tks vkidh mez ds gksa] vkidks vkWuykbu xSj dkuwuh dke 
djus vkSj dHkh&dHkh vkeus&lkeus djus ds fy, /kedkrs gSaA 

• baVjusVbaVjusVbaVjusVbaVjusV    LdSElLdSElLdSElLdSEl %    dHkh&dHkh vkidks ;g dgrs gq, cgqr vkd"kZd izLrko izkIr gks ldrs gSa 
fd vkius ykWVjh esa cgqr cM+k iSlk thrk gS vkSj vki ,d fuf'Pkr jkf'k tek djds 
iqjLdkj dk nkok dj ldrs gSaA tc vki ØsfMV dkMZ ;k vkWuykbu cSaÇdx dk mi;ksx 
djrs gq, iSls tek djrs gSa] rks vki u dsoy tek iSls [kks nsrs gSa] cfYd ckn esa vkids 
dkMZ @ ,dkmaV dh tkudkjh dk nq#i;ksx gks ldrk gSA 

viusviusviusvius    MsVkMsVkMsVkMsVk    dhdhdhdh    lqj{kklqj{kklqj{kklqj{kk    djukdjukdjukdjuk    ¼¼¼¼Protecting your Data½½½½    

vius MsVk dks pksjh vkSj ok;jl ls cpkus ds fy, ge fuEufyf[kr mik; dj ldrs gSa % 

¼¼¼¼dddd½½½½        viusviusviusvius    dEI;wVjdEI;wVjdEI;wVjdEI;wVj    esaesaesaesa    ykWfxuykWfxuykWfxuykWfxu    djusdjusdjusdjus    gsrqgsrqgsrqgsrq    ikloMZikloMZikloMZikloMZ    dkdkdkdk    mi;ksxmi;ksxmi;ksxmi;ksx    djsadjsadjsadjsa    ¼¼¼¼Use passwords to login to your 

computer½ ½ ½ ½ %%%% ,sls ikloMZ dk mi;ksx djsa] ftudk vuqeku yxkuk eqf'dy gksA ;fn os NksVs 
¼mnkgj.k ds fy, *, ch lh Mh*½ vkSj dSfiVy v{kjksa ¼mnkgj.k ds fy,] *,p ts bZ vkj*½] 
la[;kvksa ¼mnkgj.k ds fy, *8 7 6 5*½ vkSj fo'ks"k o.kks± ds fy, ikloMZ dks gSd djuk eqf'dy gS 
¼mnkgj.k ds fy,½ ] *% ^ # $*½A ;g vuf/k—r yksxksa dks vkids dEI;wVj dk mi;ksx djus ls 
jksdsxkA 

 

¼[k½  ,aVh&ok;jl,aVh&ok;jl,aVh&ok;jl,aVh&ok;jl    vkSjvkSjvkSjvkSj    Qk;jokWyQk;jokWyQk;jokWyQk;jokWy    baLVkWybaLVkWybaLVkWybaLVkWy    djsadjsadjsadjsa % ,aVh&ok;jl vkSj 
Qk;jokWy dEI;wVj ds vanj vkSj ckgj vkus okys MsVk dh 
fuxjkuh djrs gSa vkSj ok;jl dks dEI;wVj esa vkus ls jksdrs 
gSaA ,aVh&ok;jl Hkh ok;jl dk irk yxk ldrs gSa vkSj lkQ 
dj ldrs gSa tks dEI;wVj esa vk pqds gSaA 

                                      fp= 3-34% ,aVh ok;jl 

¼x½  MsVkMsVkMsVkMsVk ,fUØIV,fUØIV,fUØIV,fUØIV djsadjsadjsadjsa    % ;g vke rkSj ij cSadksa vkSj daifu;ksa }kjk fd;k 
tkrk gS ftlesa xzkgdksa dh egRoiw.kZ tkudkjh LVksj gksrh gSA os 
ÇoMkst ¼Bitlocker½ esa ,fUØÇIVx lqfo/kk dk mi;ksx djrs gq, 
viuh iwjh gkMZ fMLd dks ,fUØIV dj ldrs gSaA ;g iz;ksDrkvksa 
dks dEI;wVj dks 'kq: djus ls igys ,d fMfØI'ku ikloMZ ¼;k 
dh½ dk mi;ksx djus gsrq etcwj djsxk rkfd bl izdkj vuf/k—r 
mi;ksx dks jksdk tk ldsA                                                                 

                                                                             p= 3-35 % MsVk ,fUØI'ku 
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¼?k½ lqjf{krlqjf{krlqjf{krlqjf{kr    lkbVsalkbVsalkbVsalkbVsa    % dsoy lqjf{kr lkbVksa ij vius ØsfMV dkMZ ;k cSad ,dkmaV dk fooj.k nsaA 
czkmt+j ds ,Mªsl ckj esa ns[ksaA ;fn lkbV dk irk https: // vkSj ykWd Çlcy ls 'kq: gksrk gS] rks 
;g vkids ØsfMV dkMZ vkSj cSad dk fooj.k nsuk lqjf{kr gSA 

 

izk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;kl    
 

 

v/;kid bl ikB ds fy, http://www.psscive.ac.in/stud_text_book. html ds tfj, bZ&vf/kxe  
vkidks fn[kkdj ;s xfrfof/k;ka djus dh lqfo/kk iznku djsaxsA bl esa mijksDr fo”k;ksa ds fy, ohfM;ks rFkk 
bZ&lkexzh ,oa uhps nh xbZ dqN xfrfof/k;ksa ds fy, foLr`r vuqns’k gSaA 
  

lkspus dh izkjafHkd xfrfof/klkspus dh izkjafHkd xfrfof/klkspus dh izkjafHkd xfrfof/klkspus dh izkjafHkd xfrfof/k     
izkjafHkd ohfM;ks ns[kus ds ckn] fofHkUUk LFkkuksa ij miyC/k MsVk ds izdkj dks tksf[ke esa fy[ksa] mnkgj.k 
ds fy, ,d Ldwy] vLirky] cSad vkfn esaA 

 
xfrfof/k 1xfrfof/k 1xfrfof/k 1xfrfof/k 1 
lewg pkVZ cuk,a 

 

vko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;kavko’;d lkefxz;ka 
isu] uksVcqd] daI;wVj] pkVZ isij] jax 

izfØ;kizfØ;kizfØ;kizfØ;k 
 

• miyC/k Nk=ksa dh la[;k ds vk/kkj ij lewg cuk,aA dEI;wVj ds lkeus vkus okys lHkh fofHkUUk 
[krjksa dks fn[kkus ds fy, ,d pkVZ cuk,a vkSj vki bl rjg ds O;ogkj ls dEI;wVj dh lqj{kk 
dSls dj ldrs gSaA 

    

viuh izxfr tkapsa viuh izxfr tkapsa viuh izxfr tkapsa viuh izxfr tkapsa     
    

dddd----    cgq fodYi iz’ucgq fodYi iz’ucgq fodYi iz’ucgq fodYi iz’u        
iz’uksa dks /;ku ls i<+sa vkSj v{kj ¼d½] ¼[k½] ¼x½ vkSj ¼?k½ iz’uksa dks /;ku ls i<+sa vkSj v{kj ¼d½] ¼[k½] ¼x½ vkSj ¼?k½ iz’uksa dks /;ku ls i<+sa vkSj v{kj ¼d½] ¼[k½] ¼x½ vkSj ¼?k½ iz’uksa dks /;ku ls i<+sa vkSj v{kj ¼d½] ¼[k½] ¼x½ vkSj ¼?k½ ij xksyk cuk,aij xksyk cuk,aij xksyk cuk,aij xksyk cuk,a    tks iz’u dk lcls vPNk tks iz’u dk lcls vPNk tks iz’u dk lcls vPNk tks iz’u dk lcls vPNk 
mÙkj gSAmÙkj gSAmÙkj gSAmÙkj gSA        

1- lqjf{kr vkWuykbu ysunsu lqfuf'Pkr djus ds fy, vkidks D;k djuk pkfg,\  
¼d½ vius dEI;wVj dks ykWd djsaA 

¼[k½ ØsfMV dkMZ ;k cSad fooj.k dsoy lqjf{kr osclkbVksa ij nsaA 

¼x½ ,aVh&ok;jl dk mi;ksx djsaA 

¼?k½ ik;jsVsM lkW¶Vos;j dk mi;ksx u djsaA 
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2- fuEufyf[kr esa ls dkSu NksVs cPpksa dks vuqfpr laca/kksa esa Qalkrk gS\  
¼d½ vkWuykbu izsMsVlZ 
¼[k½ okWElZ 
¼x½ Vªkstu gkWlZ 
¼?k½ ,aVh ok;jl 

3- ,d etcwr ikloMZ esa D;k gksuk pkfg,\ 
¼d½ dsoy v{kj 
¼[k½ la[;k,a vkSj fo'ks"k dSjsDVlZ 
¼x½ fdlh O;fä dk uke 

¼?k½ v{kj] la[;k vkSj fo'ks"k dSjsDVlZ 
 
[k[k[k[k----    fo”k; laca/khfo”k; laca/khfo”k; laca/khfo”k; laca/kh    iz'uiz'uiz'uiz'u 

3- crk,a fd Vªkstu gkWlZ ok;jl dSls dke djrk gSA 
4- vius MsVk dh lqj{kk ds fy, fofHkUUk rjhdksa dh lwph cuk,aA 

 
    

vkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kk\\\\    
 
 

bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs    
 

• gekjs dEI;wVj vkSj MsVk dks lqjf{kr j[kus ds egRo dh igpku djsaA 
• dEI;wVj vkSj mlds MsVk ds fy, fofHkUUk [krjksa dh lwph cuk,aA 
• MsVk dh lqj{kk ds fofHkUUk rjhdksa dks lwphc) djsaA 
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bdkbZ bdkbZ bdkbZ bdkbZ 4444    % % % % m|Ek’khyrk dkS’kym|Ek’khyrk dkS’kym|Ek’khyrk dkS’kym|Ek’khyrk dkS’ky    
    

ifjp; ifjp; ifjp; ifjp;     
    
vkt nqfu;k esa vkSj [kkl rkSj ij Hkkjr esa m|e'khyrk ij cgqr ckr gks jgh gSA m|e'khyrk ,d izdkj 
dk Lojkstxkj gS] tgka dksbZ O;fä yksxksa dh t:jrksa dks iwjk djus ds fy, O;kikj pyk jgk gS vkSj 
O;olk; dks ykHk dekus ds fy, csgrj cukus ds rjhdksa dh ryk'k dj jgk gSA bl bdkbZ esa Nk=ksa dks 
muds vklikl dh nqfu;k ls m|e'khyrk vkSj mlds dk;ks± ds ckjs esa tkuus ds fy, izksRlkfgr djus ij 
/;ku dsafær fd;k x;k gSA 

m|eh gekjs pkjksa vksj gSaA geus bl ekWM~¸kwy ds ek/;e ls muesa ls cgqr ls yksxksa ls ckr dh gksxhA geus 
;g Hkh lh[kk fd lQy m|fe;ksa esa fuEufyf[kr xq.k gksrs gSaA 

• os vius vki dks ysdj vk'oLr gSaA os [kqn ij vkSj viuh {kerkvksa ij fo'okl djrs gSaA 

• os vius O;kikj esa u, fopkjksa dks vktekus dh dksf'k'k djrs jgrs gSaA 

• os /kS;Zoku gSaA 

• os jpukRed gSa vkSj O;kolkf;d fopkjksa ds ckjs esa vyx rjg ls lksprs gSaA 

• os vius dk;ks± dh ftEesnkjh ysrs gSaA 

• os muds ckjs esa lkspus ds ckn fu.kZ; ysrs gSaA 

• os dM+h esgur djrs gSaA 

• dfBukbZ dk lkeuk djus ij os gkj ugha ekursA 

    
Lk= 1 % Lk= 1 % Lk= 1 % Lk= 1 % m|e’km|e’km|e’km|e’khyrk vkSj lekthyrk vkSj lekthyrk vkSj lekthyrk vkSj lekt    ¼¼¼¼Entrepreneurship and Society½½½½ 
  
geus fiNys lky lh[kk Fkk fd ftu nks rjhdksa ls ,d O;fä vkthfodk dek ldrk gS] os etnwjh jkstxkj 
vkSj Lojkstxkj ds ek/;e ls dekus ds gSaA etnwjh djus okys yksx os yksx gSa tks fdlh O;fä ;k laxBu 
ds fy, dke djrs gSa vkSj ml dke ds fy, mUgsa Hkqxrku fd;k tkrk gSA Lo&fu;ksftr yksx os gSa tks 
yksxksa dh t:jrksa dks iwjk djus ds fy, O;olk; 'kq: djrs gSaA ,d Lo&fu;ksftr O;fä tks ges'kk tksf[ke 



91 

 

mBkdj vkSj u, fopkjksa dh dksf'k'k djds vius O;olk; dks csgrj cukus dh dksf'k'k djrk gS] og ,d 
m|eh gSA 

mnkgj.k % jkE;k vkSj jkew nksuksa gh ikS/kksa dh nqdkusa gSaA jkew gj fnu viuh nqdku ij cSBrk gSA tc xzkgd 
vkrs gSa] rks og mUgsa csprk gSA jkE;k viuh nqdku esa ?kwerh jgrh gS vkSj xzkgdksa ds lkFk vanj tkrh gSA 
og vius ikS/kksa ds lkFk cht vkSj Qwy Hkh csprh gSA 

jkE;k viuk dkjksckj c<+kus vkSj c<+kus ds fy, dke dj jgh gSA mlus vius O;olk; esa ,d vyx fopkj 
Hkh tksM+k gSA rks] jkE;k ,d m|eh gS vkSj jkew ,d O;olk;h gSA 

izk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;kl    
 

 
xfrfof/k 1xfrfof/k 1xfrfof/k 1xfrfof/k 1    

 
  

m|eh eqÖks irk gS% O;fäxr vH;kl 

izfØ;kizfØ;kizfØ;kizfØ;k    
 

• bl xfrfof/k esa] ge mu m|fe;ksa ds ckjs esa lkspsaxs ftUgsa ge tkurs gSaA 

 
vuqns’kvuqns’kvuqns’kvuqns’k    
    
 

1-  ,sls 4 m|fe;ksa ds ckjs esa lkspsa ftUgsa vki tkurs gSa ;k ftUgksaus ns[kk gSA 

2-  xksyk cuk,a vkSj izR;sd xksys esa ml m|eh dk uke fy[ksa] tks O;olk; pykrs gSa] vkSj ,d pht 
tks vki okLro esa muds O;olk; ds ckjs esa ilan djrs gSaA 

3-  m|fe;ksa dk fooj.k fy[kus ds ckn] viuh d{kk ds lkFk lkÖkk djsaA 
 

vkius vius vklikl ds m|fe;ksa dh igpku dh gSA ;s m|eh viuk O;olk; dgka djrs gSa\ 

m|eh ,d cktkj esa vius O;olk; pykrs gSaA cktkj esa ,sls yksx gSa tks mRiknksa vkSj lsokvksa dks [kjhnrs gSa 
vkSj mUgsa cspus okys yksx Hkh gSaA tc yksx ,d nwljs ls [kjhn vkSj fcØh dj jgs gksrs gSa] rks ;g lHkh ds 
fy, ennxkj gksrk gS D;ksafd blesa 'kkfey lHkh yksx iSlk dekrs gSaA bl rjg ls m|eh ml {ks= vkSj 
lekt dks c<+kus esa enn djrs gSa] ftlesa os jgrs gSaA 
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vfnfr dk ,d LVksj gS tgk¡ og fofHkUUk izdkj ds 'kSaiw csprh gSaA mlds 
dbZ xzkgd gSaA og ,d efgyk ls cM+h ek=k esa 'kSaiw [kjhnrh gSA mldh 
fcØh esa enn djus ds fy, LVksj esa dke djus okys nks vkneh gSaA 

vfnfr vius {ks= ds yksxksa dks iSlk dekus esa enn dj jgh gSA og vius 
{ks= esa ukSdfj;ka Hkh c<+k jgh gSA vfnfr vius vklikl ds lekt ds yksxksa 

dks csgrj thou thus esa enn dj jgh gSA 

 

blfy,] tc m|eh viuk O;olk; pykrs gSa rks os D;k djrs gSa\ 

xzkgdxzkgdxzkgdxzkgd    vko';drkvksavko';drkvksavko';drkvksavko';drkvksa    dhdhdhdh    iwÆriwÆriwÆriwÆr    ¼¼¼¼Fulfil Customer Needs½½½½ 

ekax ;k fMekaM dk eryc ,d ,slk mRikn ;k lsok gS ftls yksx pkgrs gSaA m|eh ;g irk yxkrs gSa fd 
yksx D;k pkgrs gSaA fQj] os viuh jpukRedrk dk mi;ksx ,d O;kikfjd fopkj ds lkFk djrs gSa tks ml 
ekax dks iwjk djsxkA 

LFkkuh;LFkkuh;LFkkuh;LFkkuh;    lkexzhlkexzhlkexzhlkexzh    dkdkdkdk    mi;ksxmi;ksxmi;ksxmi;ksx    djsadjsadjsadjsa ¼¼¼¼Use Local Materials½½½½ 

m|eh de ykxr ij mRikn cukus ds fy, lkexzh vkSj muds vklikl miyC/k yksxksa dk mi;ksx djrs gSaA 

lektlektlektlekt    dhdhdhdh    ennennennenn    djsadjsadjsadjsa    ¼¼¼¼ Help Society½½½½ 

m|fe;ksa dk lekt ds lkFk ldkjkRed laca/k gSA os lekt dks ykHk igqapkus okyh xfrfof/k;ksa ds tfj, 
equkQk dekrs gSaA dqN m|eh i;kZoj.k dks cpkus dh fn'kk esa dke djrs gSa] dqN Ldwy vkSj vLirky cukus 
ds fy, iSlk nsrs gSaA bl rjg] yksxksa vkSj muds vklikl dk {ks= csgrj gks tkrk gSA 

;s ,slh Hkwfedk,a gSa tks m|eh fdlh lekt esa djrs gSaA vkidks D;k yxrk gS fd m|eh ml lekt dks 
izHkkfor djrs gSa ftlesa os jgrs gSa\ vkb, bls i<+asA 

ukSdfj;kaukSdfj;kaukSdfj;kaukSdfj;ka    mRiUu djsamRiUu djsamRiUu djsamRiUu djsa    ¼¼¼¼Create Jobs½½½½ 

m|eh ,d O;olk; ds fodkl ds lkFk] vf/kd ls vf/kd yksxksa dh enn djus ds fy, ltx gksrs gSaA os 
vf/kd lkexzh [kjhnrs gSa] vkSj vf/kd yksxksa ls [kjhnrs gSaA os vius fy, dke djus ds fy, vf/kd yksxksa 
dks Hkh fu;qä djrs gSaaA ,sls esa T;knk yksxksa ds ikl ukSdfj;ka gksrh gSaA 

    

fp= 4-1% xzkgd dh t:jr] 
pkgrsa vkSj ekaxsa 
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/ku/ku/ku/ku    dkdkdkdk    ccccaaaaVokjkVokjkVokjkVokjk    ¼¼¼¼Sharing of Wealth½½½½    

/ku dk vFkZ gS vkjkenk;d thou thus ds fy, i;kZIr /ku gksukA tSls&tSls m|eh viuk O;olk; c<+krs 
gSa] muds fy, vkSj lacaf/kr O;olk;ksa esa dke djus okys yksx Hkh vkxs c<+rs gSaA 

vjs ,d csgrj xq.koŸkk okys thou thus ds fy, vf/kd iSlk gSA 

mRiknksamRiknksamRiknksamRiknksa    dhdhdhdh    dededede    dherdherdherdher    ¼¼¼¼Lower Price of Products½½½½    

tSls&tSls vf/kd m|eh ,d gh mRikn csprs gSa] mRikn dh dher de gksrh tkrh gSA mnkgj.k ds fy,] 
tc Hkkjr esa vf/kd eksckby Qksu csps tk jgs Fks rks vc Qksu dh ykxr de gks xbZA 

vkb, Hkkjrh dh dgkuh dks i<+dj lekt esa m|fe;ksa dh Hkwfedk ds ckjs esa tkusaA 

Hkkjrh]Hkkjrh]Hkkjrh]Hkkjrh]    TosyjhTosyjhTosyjhTosyjh    DohuDohuDohuDohu    ¼¼¼¼Bharti, the Jewellery Queen½½½½    

Hkkjrh fcgkj dh ,d ;qorh gSA muds {ks= dh dbZ yM+fd;ksa dks Ökqeds iguuk ilan gSA og ,d fdlku ls 
twV [kjhnrh gS vkSj mlh ls dku dh ckfy;ka cukrh gaSA muds O;olk; dks ekuoh izk—frd gLrf'kYi 
dgk tkrk gSA os ns[krh gaS fd mlds xk¡o dh vf/kdka'k efgyk,¡ dke ugha djrh gSaA blfy,] os viuh 
enn ds fy, nks efgykvksa dks dke ij j[krh gaSA tSls&tSls mlds dk;kZns'k c<+rs tkrs gSa] os vkSj twV dh 
vf/kd ek=k [kjhnrh gSaA os vius dke ds fy, rhu vkSj efgykvksa dks dke ij j[krh gaSA twV mxkus okys 
fdlku vkSj mlds fy, dke djus okyh efgyk,a vc vf/kd iSlk dekrh gSaA os vius Hkfo"; ds fy, iSls 
cpkus esa l{ke gSaA 

D;k vkidks yxrk gS fd Hkkjrh ,d m|eh gSa\ mudh dgkuh i<+sa vkSj rkfydk 4-1 esa izR;sd iz'u ds fy, 
lgh mŸkj ij fVd djsa 

rkfydkrkfydkrkfydkrkfydk    4444----1111    

HkkjrhHkkjrhHkkjrhHkkjrh    dsdsdsds    O;olk;O;olk;O;olk;O;olk;    dsdsdsds    ckjsckjsckjsckjs    esaesaesaesa    iiiiz'uz'uz'uz'u    mŸkjmŸkjmŸkjmŸkj    
Hkkjrh us vius xk¡o esa fdl ek¡x dh igpku dh 
dh\    

fodYi 
¼ad½ mlds xk¡o ds yksx twV pkgrs Fks 
¼[k½ mlds {ks= dh yM+fd;k¡ ckfy;k¡ iguuk ilan 
djrh Fkha 
¼x½ xzkeh.k vf/kd ikuh pkgrs Fks    

Hkkjrh us fdl LFkkuh; lalk/ku dk mi;ksx fd;k 
gS\    

fodYi 
¼ad½ twV 
¼[k½ ikuh 
 ¼x½ jsr    
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Hkkjrh vius xkao ds fodkl esa dSls enn dj jgh 
gS\    

fodYi 
d½ LFkkuh; fdlku ls twV [kjhndj tks vc 
vf/kd iSlk dek ldrs gSa 
[k½ LFkkuh; efgykvksa dks jkstxkj iznku djds 
¼x½ ¼d½ vkSj ¼[k½ nksuksa    

os ukSdfj;kas ds vkSj vf/kd volj dSls iSnk dj 
jgh Fkh\    

fodYi 
ad½ fcuk ukSdjh ds efgykvksa dks ckfy;k¡ cspdj 
[k½ LFkkuh; fdlku ls twV [kjhndj 
¼x½ LFkkuh; efgykvksa dks jkstxkj iznku djds    

[ 

geus i<+k gS fd m|eh vius vklikl ds lekt ds fodkl esa dSls enn djrs gSaA vkb, vc bls Lo;a 
vkt+ek,¡! 

 

 
  

izk;ksfxizk;ksfxizk;ksfxizk;ksfxd vH;kld vH;kld vH;kld vH;kl    
 

 

  
xfrfof/k 2xfrfof/k 2xfrfof/k 2xfrfof/k 2 

QhYM odZ % vkb, ,d m|eh cusa 

izfØ;kizfØ;kizfØ;kizfØ;k 
 
• bl xfrfof/k esa] Nk=ksa dks vius Ldwy ifjlj esa leL;k,a ns[ksaxs ftUgsa O;kolkf;d voljksa esa cnyk 

tk ldrk gSA 
 

vuqns'kvuqns'kvuqns'kvuqns'k    

1- izR;sd lewg esa 3 Nk=ksa dks j[ksaA 

2- vius Ldwy ds vklikl tkus ds fy, 30 feuV dk le; r; djsaA 

3- vius Ldwy ifjlj esa vkids }kjk ns[kh tkus okyh 2&3 leL;kvksa ij /;ku nsaA 

4- uhps nh xbZ rkfydk esa bu leL;kvksa dks gy djus ds fy, dqN O;kolkf;d fopkjksa dks fy[ksaA 

5- ;g Hkh lkspsa fd vkids O;kolkf;d fopkj Ldwy dh enn dSls djsaxsA vkids fy, bldk ,d 
mnkgj.k fy[kk x;k gSA 
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leL;kleL;kleL;kleL;k    O;kikfjdO;kikfjdO;kikfjdO;kikfjd    fopkjfopkjfopkjfopkj    bllsbllsbllsblls    LdwyLdwyLdwyLdwy    dksdksdksdks    dSlsdSlsdSlsdSls    ennennennenn    
feysxhfeysxhfeysxhfeysxh\\\\    

mnkgj.k ds fy,] dSaVhu ls 
IykfLVd dksyk dh cksry 
i;kZoj.k dks uqdlku igqapk 
jgh gS    

1- cksryksa ls ikS/kksa ds fy, ikWV 
cuk,a vkSj Nk=ksa vkSj vfHkHkkodksa 
dks cspsaA 
2- dkap dh cksryksa esa dksyk 
cspsaA    

1- Ldwy gjk vkSj lqanj 
fn[ksxkA gok rktk gksxhA 
2- dSaVhu ekfyd dkap dh 
cksrysa [kjhnus ij de iSlk 
[kpZ djsaxs D;ksafd mudk 
bLrseky fQj ls fd;k tk 
ldrk gSA 

 

    

viuh izxfr tkapsa viuh izxfr tkapsa viuh izxfr tkapsa viuh izxfr tkapsa     
    

dddd----    fuEufyf[kr esafuEufyf[kr esafuEufyf[kr esafuEufyf[kr esa    ls ls ls ls crk,acrk,acrk,acrk,a    fdfdfdfd    lghlghlghlgh    gSagSagSagSa    ;k;k;k;k    xyrxyrxyrxyr                

1- m|eh cktkj esa jkstxkj iSnk dj ldrs gSaA 

2- tc dbZ m|eh ,d cktkj esa eksckby Qksu csprs gSa rks Qksu dh dhersa c<+ tkrh gSaA 

3- m|eh cktkj esa ,d vko';drk dh igpku djrs gSa vkSj blds fy, ,d mRikn ;k lsok dk 
fuekZ.k djrs gSaA 

 
[k[k[k[k----    fo”k; laca/khfo”k; laca/khfo”k; laca/khfo”k; laca/kh    iz'uiz'uiz'uiz'u 

1- mu rjhdksa dks lwphc) djsa ftuesa ,d m|eh fdlh lekt dks izHkkfor djrk gSA 
 

    

vkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kk\\\\    
 
 

bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs    
 

• m|fe;ksa dh Hkwfedk dh igpku djuk vkSj tkuuk fd os lekt ds fodkl esa dSls enn djrs gSaA 
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Lk= Lk= Lk= Lk= 2222    %%%%    ,d,d,d,d    m|ehm|ehm|ehm|eh    dhdhdhdh    ;k;k;k;ksX;rksX;rksX;rksX;rk    vkSjvkSjvkSjvkSj    dk;Zdk;Zdk;Zdk;Z (Qualities and Functions of an Entrepreneur)
 

fiNys Hkkx esa] ge i<+rs gSa fd m|eh vius vklikl dh nqfu;k ds fodkl esa dSls enn djrs gSaA lekt 
dh enn djus ds fy,] os dSls lksprs gSa vkSj O;ogkj djrs gSa\ 

,d,d,d,d    m|ehm|ehm|ehm|eh    dhdhdhdh    ;ksX;rk;ksX;rk;ksX;rk;ksX;rk    

xq.koŸkk og rjhdk gS ftlls O;fä dk;Z djrk gS ;k O;ogkj djrk gSA yksxksa esa xq.kksa ds dqN mnkgj.k 
esgurh] vPNs] vlH; vkfn gSa] fp= 4-2 vkSj 4-3 esa gkL; fLVªIl i<+sa vkSj ,d m|eh ds xq.kksa ds ckjs esa 
tkusaA 

 

 

 

 

 

 

 

 

 
 

 

fp= 4-2 

 

 

 

 

 

 

vkidks [kqn ij fo'okl gksuk 
pkfg,A vkidks dkWfUQMsaV 
gksuk pkfg, vkSj fctusl 
fMlhtu ysuk pkfg,  

esjk O;kikj pykuk 
eqf'dy gSA ysfdu] 
eSa /khjt j[krk gwa 
D;ksafd eqÖks  
irk gS fd  
lQyrk tYn 
feysxhA 
 

esjs ikl leL;k dk ,d 
jpukRed vkSj vyx lek/kku Fkk 
& ;gh dkj.k gS fd eSa lQy gwa! 
 

vksg! og fopkj dke ugha 
vk;kA ysfdu] ;g Bhd  
gSA eSa ubZ igpku cuk  
jgk gwaA 
 

,d m|eh dh fo’ks”krk,a,d m|eh dh fo’ks”krk,a,d m|eh dh fo’ks”krk,a,d m|eh dh fo’ks”krk,a 
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fp= 4-3 

izk;ksfxd vHizk;ksfxd vHizk;ksfxd vHizk;ksfxd vH;kl;kl;kl;kl    
 

 
xfrfof/k 1xfrfof/k 1xfrfof/k 1xfrfof/k 1    

 
esjh m|e laca/kh fo’ks”krk,a % Lo&ewY;kadu 

izfØ;kizfØ;kizfØ;kizfØ;k 
• bl xfrfof/k esa] Nk= uhps nh xbZ m|e'khyrk fo’ks”krkvksa ij [kqn dks jsV djsaxsA 
 

,d,d,d,d    m|ehm|ehm|ehm|eh    dhdhdhdh    fo’ks”krk,fo’ks”krk,fo’ks”krk,fo’ks”krk,    
gka        ugha 
 
eqÖks [kqn ij fo'okl gS vkSj eSa D;k dj ldrk 
gwaA eSa vk'oLr gw¡A 
leL;kvksa dks gy djus esa le; yxrk gSA 
eSa mUgsa gy djus ds ckjs esa /kS;Z j[krk gwaA 
eSa vius dk;ks± vkSj xyfr;ksa dh ftEesnkjh ysrk 
gwaA 
eSa gj dke ij dM+h esgur djrk gwaA 

gka        ugha 
eSa u, vkbfM;kt vktekrk jgrk gwaA 
 
eSa ,d leL;k dks gy djus ds fofHkUUk 
rjhdksa ds ckjs esa lksprk gwaA eSa jpukRed 
gwaA 
 
eSa fu.kZ; ysus ls igys lksprk gwaA 
 tc eSa fdlh leL;k dk lkeuk djrk gwa rks 

eSa gkj ugha ekurkA 
fp= d 

eSa bl ckjs esa fu.kZ; ysrk 
gwa fd os esjs O;olk; ds 
fy, vPNs gSa ;k cqjs gSaA 

eSa brus ?kaVs dke dj jgk 
gwa] jfookj dks HkhA ysfdu] 
eSa dke djrk gwa D;ksafd  
;g daiuh ds fy, vPNk 
gSA f 

ÅIl! eSaus Hkwy dhA ysfdu] ;g esjk QSlyk FkkA 
blfy,] eSa blds fy, 
ftEesnkjh ysrk gwaA eSa bls 
csgrj cukus ds fy, dke 
d:axk 

dHkh&dHkh] eqÖks cgqr lkjh leL;k,a gSaA ysfdu] 
vkbZ ,e ukWV fxo viA eSa ldkjkRed jgrk gwa 
D;ksafd lc dqN Bhd gks tk,xkA 

tQjtQjtQjtQj    dhdhdhdh    dgkuhdgkuhdgkuhdgkuh 
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vuqns'kvuqns'kvuqns'kvuqns'k    

1- fp= d esa lwphc) lHkh lQy m|fe;ksa ds xq.k gSaA 

2- vius ckjs esa lkspasA izR;sd fo’ks”krk ds lkeus gk¡ ;k ugha dks fpfºur djsaA 

3- vius gj *gka* ds tokc ds fy, ,d vad nsaA 

Lkaf{kIrLkaf{kIrLkaf{kIrLkaf{kIr    iz'uiz'uiz'uiz'u    

1- vki ftu phtksa esa vPNs gSa] muds lkFk vkids ikl fdrus *gka* gSaA D;k vki bu ij csgrj gks ldrs 
gSa\ dSls\ 

2- *ugha* dFkuksa dks ns[ksaA bu fo’ks”krkvksa dks lh[kus ds fy, vki D;k dj ldrs gSa\ 

xfrfof/kxfrfof/kxfrfof/kxfrfof/k    2222    

ge ,d leL;k gy djrs gSa! 

izfØ;kizfØ;kizfØ;kizfØ;k    

• bl xfrfof/k esa] Nk= vius vklikl ds {ks= esa ,d leL;k dks gy djus dh dksf'k'k djsaxsA 

vuqns'kvuqns'kvuqns'kvuqns'k    

1- xfrfof/k 1-2 ds leku] vius ?kj ds ikl ds {ks= esa ,d leL;k dk p;u djsaA ;g ,d ,slh 
leL;k gks ldrh gS tks okLro esa vkidks ijs'kku djrh gSA 

2- vki leL;k dk lek/kku dSls djsaxs] blds fy, 5&pj.k dh ;kstuk cuk,aA 

3- vius lek/kku ds pj.k 1 dks ykxw djsa! 

4- mlds ckn] lHkh pj.kksa dks ykxw djus dk iz;kl djsaA ,d lIrkg ds fy, vius lek/kku dk 
iz;kl djsaA 

5- lIrkg ds var esa] xfrfof/k 2-2 esa fQj ls vki }kjk ewY;kafdr dh xbZ m|e'khyrk fo’ks”krkvksa ij 
fQj ls jsV djsaA 

ppkZppkZppkZppkZ    dsdsdsds    fy,fy,fy,fy,    iz'uiz'uiz'uiz'u    

xfrfof/k djus ls igys vkSj xfrfof/k djus ds ckn D;k vkidh m|e'khyrk fo’ks”krkvksa ij vyx rjhds 
ls jsÇVx dh xbZ gS\ 
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xfrfof/k esa vki ij ykxw gksus okyk dkSu lh fo’ks”krk,a gSa \ vkius vius lek/kku dks ykxw djrs le; 
buesa ls dqN ;k lHkh m|eh fo’ks”krkvksa dks viuk;k gksxkA vkius ,d O;kolkf;d lek/kku ykxw ugha 
fd;k] ysfdu vkius oSls Hkh bu xq.kksa dk mi;ksx fd;kA 

,d m|eh esa ;s vkn'kZ fo’ks”krk,aa gksrh gSaA dksbZ Hkh O;fä tks fdlh leL;k dks gy djus dh dksf'k'k 
dj jgk gS] og m|eh gks ldrk gSA ;fn fdlh dkj[kkus ;k daiuh ds deZpkjh viuh daiuh ds mRiknksa 
dks csgrj cukus ds fy, u, fopkjksa dks vktekus ds fy, dM+h esgur djrs gSa ;k dke djus ds fy, 
jpukRed rjhds [kkstrs gSa] rks muesa ,d m|eh dh fo’ks”krkvksa dks Hkh ns[kk tkrk gSA D;k os m|e'khy 
Hkh jgs gSaA ;fn vkidh ek¡ ;k firk fdlh daiuh esa dke djrs gSa rks muls iwNsa fd D;k muesa ;s 
fo’ks”krk,a gSaA 
 
,d,d,d,d    m|ehm|ehm|ehm|eh    dsdsdsds    dk;Zdk;Zdk;Zdk;Z    
;fn vki ,d m|eh cuus okys Fks] rks vc vki tkurs gSa fd vki dSls lkspsaxs vkSj dk;Z djsaxsA ysfdu] 
vki okLro esa vius O;olk; esa D;k djsaxs\ vki gj fnu D;k dke djsaxs\ pyks irk djrs gSa 

    
xfrfof/kxfrfof/kxfrfof/kxfrfof/k    3333    

,d m|eh dk lk{kkRdkj ysa 
izfØ;kizfØ;kizfØ;kizfØ;k    

• bl xfrfof/k esa] Nk= m|fe;ksa dk dke djrs gq, fujh{k.k djsaxs vkSj muls vkSj muds deZpkfj;ksa ls 
muds dke ds ckjs esa ckr djsaxsA 

vuqns'kvuqns'kvuqns'kvuqns'k    

1- vius {ks= esa ,d m|eh dks igpkusa ftls vki ilan djrs gSa ;k tkurs gSaA 

2- ,d lIrkgkar ij] mudh nqdku esa dqN le; fcrk,a vkSj tks dqN os djrs gSa] ml ij /;ku nsaA 

3- mlds ckn] m|eh ls ckr djsa vkSj muls foLrkj ls iwNsa fd os ,d fnu esa D;k xfrfof/k;k¡ 
djrs gSaA 

4- muds fy, dke djus okys yksxksa ls Hkh ckr djsaA muls iwNsa fd os m|eh dks ,d fnu esa dkSu 
lh xfrfof/k;k¡ djrs gq, ns[krs gSaA vius lHkh uksVksa dks fp= d esa fy[ksaA 

5- tc vki d{kk esa okil vkrs gSa] rks vius f'k{kd ds lkFk vkids }kjk lwphc) lHkh dk;ks± dh 
,d lwph cuk,aA vius nksLrksa dh lwph ds lkFk viuh lwph dh rqyuk djsaA /;ku nsa fd fdruh 
fØ;k,a nksgjkbZ tkrh gSaA 
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m|ehm|ehm|ehm|eh    ds lkFk ds lkFk ds lkFk ds lkFk 
lk{kkRdkjlk{kkRdkjlk{kkRdkjlk{kkRdkj    

mudh nqdku ij 30 feuV fcrk,aA fy[ksa fd vkius mUgsa D;k dke 
djrs ns[kk gSA 
m|eh ls ckr djsaA muls iwNsa fd os ,d fnu esa D;k dke djrs 
gSaA 

m|eh dk uke 
 

ogka dke djus okys fdlh O;fä ls ckr djsaA muls iwNsa fd os 
m|eh dks D;k dke djrs gq, ns[krs gSaA 
 
vkids }kjk ns[kh xbZ dksbZ vU; pht+ ;gk¡ fy[ksaA 

fp= d 

d{kk esa gj dksbZ fofHkUUk izdkj ds m|fe;ksa ls ckr djrk FkkA ysfdu] tc vki vius nksLrksa ls feyh 
izfrfØ;kvksa dh rqyuk djrs gSa] rks vki ns[ksaxs fd lHkh m|eh dqN lkekU; xfrfof/k;k¡ djrs gSaA bu 
xfrfof/k;ksa dks dk;Z ¼Q+aD'ku½ dgk tkrk gSA dk;Z dk vFkZ gS ,d rjg ls dke djukA ,d m|eh ds 
dk;Z os dk;Z gksaxs tks ,d m|eh djrk gSA fp= 4-8 esa] vki lHkh m|fe;ksa }kjk fd, tkus okys lkekU; 
dk;ks± dks i<+saxsA 

,d,d,d,d    m|ehm|ehm|ehm|eh    dsdsdsds    dk;Zdk;Zdk;Zdk;Z 
 

fu.kZ;fu.kZ;fu.kZ;fu.kZ;    ysukysukysukysuk    O;olk;O;olk;O;olk;O;olk;    dkdkdkdk    
iiiizca/kuzca/kuzca/kuzca/ku 

foHkkftrfoHkkftrfoHkkftrfoHkkftr    vk;vk;vk;vk;    tksf[ketksf[ketksf[ketksf[ke    ysukysukysukysuk    ,d,d,d,d    ubZubZubZubZ    fof/k]fof/k]fof/k]fof/k]    fopkjfopkjfopkjfopkj    
;k;k;k;k    mRiknmRiknmRiknmRikn    cuk,¡cuk,¡cuk,¡cuk,¡    

,d m|eh gj 
jkst fu.kZ; ysrk 
gSA 

,d m|eh vius 
O;olk; ds 
Hkfo"; dh ;kstuk 
cukrk gSA 

m|eh O;olk;
ds iSls dks dbZ 
lewgksa esa 
foHkkftr djrk 
gSA 

tksf[ke vFkkZr 
dqN xyr 
gksus dh 
laHkkoukA 

,d m|eh ges'kk ubZ 
phtksa dh dksf'k'k 
djrk gSA 

blesa 'kkfey gS 
fd D;k mRiknu 
;k cspuk gS] 
fdruk vkSj dgka 
cspuk gSA 

og dPps eky 
dh O;oLFkk 
djrk gS] dke ds 
fy, yksxksa dks 
dke ij j[krk gS 
vkSj lHkh dks 
crkrk gS fd D;k 
djuk gSA os ;g 
Hkh tkaprs gSa fd 
D;k ;kstuk dk 
ikyu fd;k tk 
jgk gSA 

og lkexzh 
[kjhnus ds fy, 
iSls [kpZ djrk 
gS] bekjr dk 
fdjk;k vkSj 
yksxksa dks osru 
nsrk gSA 

,d m|eh 
vkx] [kksbZ 
oLrqvksa vkSj 
pksjh ds 
f[kykQ 
tksf[ke ysrk 
gSA 

og viuk egRo vkSj 
vk; c<+kus ds fy, 
,slk djrk gSA 

fp= [k 
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viuh izxfr tkviuh izxfr tkviuh izxfr tkviuh izxfr tkapsa apsa apsa apsa     
    

dddd---- ;gka;gka;gka;gka    dqNdqNdqNdqN    m|fe;ksam|fe;ksam|fe;ksam|fe;ksa    dhdhdhdh    dqNdqNdqNdqN    dgkfu;kadgkfu;kadgkfu;kadgkfu;ka    nhnhnhnh    xbZxbZxbZxbZ    gSaAgSaAgSaAgSaA    muds }kjk n’kkZbZ tk jgh fo’ks”krk dsmuds }kjk n’kkZbZ tk jgh fo’ks”krk dsmuds }kjk n’kkZbZ tk jgh fo’ks”krk dsmuds }kjk n’kkZbZ tk jgh fo’ks”krk ds    fodYifodYifodYifodYi    ijijijij    
fVdfVdfVdfVd    djsaAdjsaAdjsaAdjsaA    

1- jfo dk xzkgd mlds LVksj esa vkrk gS vkSj ml ij fpYykuk 'kq: dj nsrk gSA mls xqLlk ugha vkrkA 
og lqurk gS fd mldk xzkgd D;k dg jgk gSA og gS -----------------------------------A 

¼d½ esgurh 

¼[k½ fo'okl gS 

¼x½ /kS;Zoku 

¼?k½ u, fopkjksa dk izpkj djuk 

2- lq'khyk us Jhyadk esa viuh daiuh ds Vk;j cspus dk QSlyk fd;kA ;g fcdrk ugha gS vkSj mldk 
uqdlku gksrk gSA og vius fy, dke djus okys yksxksa ls ekQh ekaxrh gSA og dgrh gS fd og 
vxyh ckj csgrj ;kstuk cuk,xhA og -------------------------------A 

¼ad½ vkidh xyfr;ksa dh ftEesnkjh ysrh gS 

¼[k½ fu.kZ; ysus ls igys lksprh gS 

¼x½ gkj ugha ekurh 

¼?k½ jpukRed gS 

 

[k[k[k[k----    ml dk;Z ds fy, lgh fodYi ij fu’kku yxk,a tkml dk;Z ds fy, lgh fodYi ij fu’kku yxk,a tkml dk;Z ds fy, lgh fodYi ij fu’kku yxk,a tkml dk;Z ds fy, lgh fodYi ij fu’kku yxk,a tks m|eh dj jgk gSAs m|eh dj jgk gSAs m|eh dj jgk gSAs m|eh dj jgk gSA    

1- vyh dh ,d ghjs dh QSDVªh gSA og vius deZpkfj;ksa dks gj ekg dh 1 frfFk dks Hkqxrku djrk gSA 
d- ,d u;k mRikn cukrk gS 
[k- O;olk; dk izca/ku djrk gS 
x- tksf[ke ysrk gS 
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2- eSjh uks,Mk ls vius O;olk; ds fy, cYc [kjhnrh gSA og tkurh gS fd Qjhnkckn esa cYc lLrs gSaA 
blfy, mlus ogka ls cYc [kjhnuk ‘kq: dj fn;kA        d- fu.kZ; ysrk gS 
[k- vk; dks foHkkftr djrk gS 
x- tksf[ke ysrk gS 

3- jguqek ds ikl nks yksx gSa tks  mlds fy, dke djrs gSaA gj fnu] og ml fnu ds ckjs esa tkuus 
ds fy, muds lkFk ,d ?kaVk fcrkrh gSA        d- ,d u;k mRikn cukrk gS 
[k- vk; dks foHkkftr djrk gS 
x- O;olk; dks izca/ku djrk gS 
 

xxxx----    fo”k; laca/khfo”k; laca/khfo”k; laca/khfo”k; laca/kh    iz'uiz'uiz'uiz'u 

1- vkidks D;k yxrk gS fd ,d m|eh dk lcls egRoiw.kZ dk;Z D;k gS\ mi;qä mnkgj.k nsrs gq, 
viuk mŸkj fy[ksaA 

    

vkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kk\\\\    
 
 

bl l= ds iwjk gkbl l= ds iwjk gkbl l= ds iwjk gkbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxssus ds ckn] vki ;g djus esa l{ke gksaxssus ds ckn] vki ;g djus esa l{ke gksaxssus ds ckn] vki ;g djus esa l{ke gksaxs    
 

• lQy m|fe;ksa dh fo’ks”krkvksa dh igpku djukA 
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Lk= Lk= Lk= Lk= 3 3 3 3 % % % % m|e'khyrkm|e'khyrkm|e'khyrkm|e'khyrk    dsdsdsds    ckjsckjsckjsckjs    esaesaesaesa    feFkdfeFkdfeFkdfeFkd      (Myths about Entrepreneurship) 

ge tkurs gSa fd gekjs pkjksa vksj m|eh QSys gq, gSaA ysfdu vc Hkh] geesa ls fdrus yksx [kqn m|eh cuuk 
pkgrs gSa\ ge dqN fopkjksa vkSj jk; ds lkFk m|e'khyrk dks tksM+rs gSaA dqN yksx lksprs gSa fd m|eh gksuk 
vklku gS] vkSj dqN yksx lksprs gSa fd ;g eqf'dy gSA dqN yksx ;g Hkh lksp ldrs gSa fd os m|eh ugha 
gSaA 

,d feFkd] ;k xyr /kkj.kk] fdlh pht ds ckjs esa xyr /kkj.kk ;k jk; gSA mnkgj.k ds fy,] vxj gesa 
yxrk gS fd yacs yksx NksVs yksxksa dh rqyuk esa rsth ls Hkkxrs gSa rks gekjh ;g xyr /kkj.kk gSA ;g lp 
ugha gSA lp rks ;g gS fd NksVs yksx Hkh rsth ls nkSM+ ldrs gSaA 

mlh rjg] ;gk¡ dqN xyrQgfe;k¡ gSa] ftuds ckjs esa ge m|e'khyrk ds lanHkZ esa Hkh lksp ldrs gSaA ge 
okLrfod lPpkbZ ds ckjs esa Hkh i<+saxsA 

xyrxyrxyrxyr    /kkj.kk/kkj.kk/kkj.kk/kkj.kk    1111    
xyr /kkj.kk ;g gS fd O;olk; ds izR;sd fopkj dks vuks[kk ;k fo'ks"k gksus dh vko';drk gSA 

mijksä xfrfof/k esa mfYyf[kr O;olk; lkekU; O;olk; gSa tks ge gj fnu ns[krs gSaA ysfdu] izR;sd m|eh 
us xzkgd dh ekax dks ns[kk vkSj vius O;olk; esa ,d u;k fopkj mRiUU fd;kA ,d O;fä ,d ,slk fopkj 
ys ldrk gS tks igys ls gh cktkj esa gS vkSj blds lkFk dqN vyx dj ldrk gSA 

x.ks'k ,d m|eh gSa] ftUgksaus dkj fdjk, ij ysus dk O;olk; 'kq: fd;kA og vU; dkj fdjk, ij ysus ds 
O;olk;ksa ls vyx gksuk pkgrk FkkA blfy,] mUgksaus vius O;olk; esa eÆlMht vkSj ch,eMCY;w tSlh 
yDtjh dkjksa dks tksM+us dk ,d u;k fopkj lkspkA O;olk; esa vkus ds 10 lky ckn] mlds ikl vc 200 
dkjsa gSa] ftuesa ls 75 yDtjh dkjsa gSaA 

izk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;kl    
 

 

xfrfof/k 1xfrfof/k 1xfrfof/k 1xfrfof/k 1    
 

gj fnu uk;dksa dh igpku djuk 

izfØ;kizfØ;kizfØ;kizfØ;k    

• bl xfrfof/k esa] f'k{kd fofHkUUk O;olk;ksa ds ckjs esa fpV cuk,axs vkSj Nk= mu ij dk;Z djsaxsA 
mlds ckn ppkZ gksxhA ;s is'ks gSa 
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1- ,d lCth foØsrk IykfLVd dh FkSfy;ksa dk mi;ksx ugha dj jgk gS 

2- ,d O;olk;h tks ,d forj.k iz.kkyh pykrk gS 

3- ,d pk; okyk Qy ds Lokn okyh pk; csprk gS 

4- lksus dk nkar cspus okyk lksus dk foØsrk 

vuqns'kvuqns'kvuqns'kvuqns'k    

1- dkxt ds izR;sd fpV ij vyx&vyx yksxksa ds O;kolk; fy[ks gksaxsA Nk= O;kolk; dks i<+rk 
gS vkSj bls d{kk ds lkeus bldk vfHku; djrk gSA 

2- igpkusa fd izR;sd O;fä vius O;olk; esa vyx D;k dj jgk gSA 

ppkZppkZppkZppkZ    dsdsdsds    fy,fy,fy,fy,    iz'uiz'uiz'uiz'u    

1- D;k ;s lHkh yksx m|eh gSa\ D;ksa ;k D;ksa ugha\ 

2- ,d lCth foØsrk gksus ds ukrs] pk; cspuk ;k lksuk cspuk & buesa ls fdrus u, O;kikfjd 
fopkj gSa\ buesa ls fdrus lkekU; O;kikfjd fopkj gSa\ 

 

Xkyr /kkj.kkXkyr /kkj.kkXkyr /kkj.kkXkyr /kkj.kk    2222    
gekjh xyr /kkj.kk ;g gS fd ,d O;fä dks O;olk; 'kq: djus ds fy, cgqr vf/kd /ku dh vko';drk 
gksrh gSA 

O;olk; 'kq: djus ds fy, mi;ksx fd, tkus okys /ku dks iwath dgk tkrk gSA iwath 'kq: djus ds fy, 
egRoiw.kZ gSA izR;sd O;olk; dks 'kq: djus ds fy, cgqr vf/kd iwath dh vko';drk ugha gksrh gSA 
xfrfof/k esa] vkius ns[kk gksxk fd izR;sd m|eh us ,d vyx jkf'k ds lkFk 'kq#vkr dh FkhA dqN ds ikl 
cgqr iSlk Fkk vkSj dqN ds ikl ugha FkkA ysfdu os vkt lQy gSaA 

vkids ikl fdruk iSlk gS ;k vki m/kkj ys ldrs gSa] bl ij fuHkZj djrs gq,] vki ml iSls ls O;olk; 
'kq: dj ldrs gSaA ,d ckj tc vki vf/kd iSlk dek ysrs gSa] rks vki bls cM+k cukus ds fy, vius 
O;olk; esa Mky ldrs gSaA 
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izk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;kl    
 

 

xfrfof/k 1xfrfof/k 1xfrfof/k 1xfrfof/k 1    
 

m|fe;ksa ls ckrphr % lk{kkRdkj 

izfØ;kizfØ;kizfØ;kizfØ;k    

• bl xfrfof/k esa] Nk= m|fe;ksa ls ckr djrs gSa vkSj O;olk; 'kq: djus ds fy, vko';d /ku ds 
ckjs esa lh[krs gSa vkSj O;olk; ds fy, vko';d /ku dSls tqVkrs gSaA Nk=ksa dks ;g irk yxkuk 
pkfg, fd m|eh us vius O;olk; ds fy, iSls dSls tqVk,A 

vuqns'kvuqns'kvuqns'kvuqns'k    

1- vius {ks= esa rhu vyx&vyx izdkj ds lQy m|fe;ksa dh igpku djsaA 

2- muls iwNsa fd mUgksaus vius O;olk; dks fdrus iSls ls 'kq: fd;kA 

3- lzksr D;k gSa\ 

4- mUgksaus iSls dSls tqVk,\ 

5- lko/kkuh & gj dksbZ iSls ds ckjs esa ckr djuk ilan ugha djrk gSA —i;k vius loky lEeku 
ds lkFk iwNsaA vxj dksbZ tokc ugha nsuk pkgrk gS rks jgus nks! 

6- ckrphr ds ckn *rkfydk* HkjsaA 

rkfydkrkfydkrkfydkrkfydk    dddd    

m|eh dk ukem|eh dk ukem|eh dk ukem|eh dk uke    mnk- ds fy, dSyk’k  O;olk;h uke   

O;kikj dk uke O;kikj dk uke O;kikj dk uke O;kikj dk uke  ykbV cYc dh nqdku  O;kikj dk izdkj   

iwathiwathiwathiwath 50]000 #- 

1]00]000 #- 

iwath   

vkjaHk djus dk o”kZ vkjaHk djus dk o”kZ vkjaHk djus dk o”kZ vkjaHk djus dk o”kZ  2001 'kq: gksus dk lky   

O;kikj ds fy, iSls dh O;kikj ds fy, iSls dh O;kikj ds fy, iSls dh O;kikj ds fy, iSls dh 
mxkgh dSls dh tk,mxkgh dSls dh tk,mxkgh dSls dh tk,mxkgh dSls dh tk,\\\\    
blds lzksr dkSu ls gSablds lzksr dkSu ls gSablds lzksr dkSu ls gSablds lzksr dkSu ls gSa\\\\         

/kujkf’k vius ifjokj 
ls m/kkj ysa] ;k viuk 
Lo;a dk /ku yxk,aA   

O;olk; ds fy, /ku 
dSls tqVkrk gS\ lzksr 
D;k gSa\ 

 

  

vkius /ku dSls vkius /ku dSls vkius /ku dSls vkius /ku dSls tqVk;ktqVk;ktqVk;ktqVk;k    
gSgSgSgS\\\\ 

eSaus vius ifjokj ls 
iSlk tqVk;k gSA  

eSaus ;s dSls fd;k\   
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ppkZppkZppkZppkZ    dsdsdsds    fy,fy,fy,fy,    iz'uiz'uiz'uiz'u    

1- O;olk;ksa esa ek=kvksa dh rqyuk djsaA D;k ns[krs gSa\ 
 

xyr /kkj.kk 3xyr /kkj.kk 3xyr /kkj.kk 3xyr /kkj.kk 3    
gekjh ,d xyr /kkj.kk ;g gS fd dsoy ,d cM+k O;olk; djus okyk O;fä ,d m|eh gSA 

'khyk dh mez 35 lky gSA mls xkM+h pykuk cgqr ilan FkkA mlus ikap lky rd dM+h esgur dh vkSj 
vius fy, ,d VSDlh [kjhnhA og 'kgj ds vU; VSDlh pkydksa ls vyx gksuk pkgrh FkhA mlus vius 
xzkgdksa dks *gSyks* dgkA og viuh dkj esa vius xzkgdksa dks i<+us ds fy, ml fnu ds v[kckj j[krh gSA 
mlds ikl ,d NksVk Vhoh Fkk tgk¡ xzkgd fofHkUUk pSuy ns[k ldrs FksA mlds ikl utnhd ds vLirkyksa 
vkSj gksVyksa ds Qksu uacjksa ds lkFk ,d cksMZ Hkh FkkA bl otg ls] xzkgd mldh v˜qr VSDlh esa lokjh 
djus ds fy, drkj esa [kM+s gksaxs! 

'khyk dh dgkuh i<+us ds ckn] rkfydk 4-2 HkjsaA 

rkfydkrkfydkrkfydkrkfydk    4444----2222    

'khyk D;k dj jgh Fkh  

og ,slk D;ksa dj jgh Fkh\  
 

ge esa ls dbZ yksx 'khyk dks m|eh ugha dg ldrs D;ksafd mldk VSDlh O;olk; FkkA gkykafd] og [kqn 
ds fy, dke dj jgh Fkh] bl ckjs esa lksp jgh Fkh fd mlds xzkgd D;k ilan djrs gSa vkSj viuh VSDlh esa 
vPNh phtsa tksM+ jgh gSaA gekjh ifjHkk"kk ds vuqlkj] og ,d m|eh gSA dksbZ Hkh O;olk; cM+k ;k NksVk 
ugha gksrk gSA ;fn dksbZ O;fä xzkgd dh vko';drk dks iwjk djus ds fy, O;olk; pyk jgk gS] rks os ,d 
m|eh gSaA vf/kdka'k O;olk; NksVs 'kq: gksrs gSaA ;g dM+h esgur vkSj jpukRedrk ds lkFk cM+s gks tkrs gSaA 

xyrxyrxyrxyr    /kkj.kk/kkj.kk/kkj.kk/kkj.kk    4444    
gekjh ,d xyr /kkj.kk ;g gS fd m|eh iSnk gksrs gSa] curs ughaA 

blls igys fd ge i<+sa] vius vki ls ;g loky iwNsa & D;k vkidks yxrk gS fd vki ,d m|eh gks 
ldrs gSa\ gka ;k uk esa tokc nsaA 
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izk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;kl    
 

 

xfrfof/k xfrfof/k xfrfof/k xfrfof/k 3333    

cuk,a vkSj cspas 

izfØ;kizfØ;kizfØ;kizfØ;k    

• bl xfrfof/k esa] Nk= d{kk esa ,d vkbVe cukrs gSa vkSj bls fdlh dks cspus ds fy, ckgj tkrs gSaA 

vuqns'kvuqns'kvuqns'kvuqns'k    

1- izR;sd esa 5 yksxksa ds lewg cuk,aA lewg esa yM+dksa vkSj yM+fd;ksa dk feJ.k gksuk pkfg,A 

2- vius cSx vkSj MsLd esa ns[ksa vkSj dksbZ rhu vkbVe <wa<saA mUgsa vius MsLd ij j[ksaA 

3- vkids }kjk ,d= dh xbZ lkefxz;ksa ds lkFk ,d oLrq cuk,aA bls djus ds fy, 15 feuV dk le; 
ysaA 

4- vc] bls iSls ds fy, cspus ds fy,] Ldwy esa fdlh Nk= dks 30 feuV dk le; nsaA 

ppkppkppkppkZZZZ    dsdsdsds    fy,fy,fy,fy,    iz'uiz'uiz'uiz'u    

D;k vki bls djus esa l{ke Fks\ vc vki D;k lksprs gSa & D;k vki ,d m|eh gks ldrs gSa\ 
[ 

dHkh&dHkh] ge lksprs gSa fd dsoy dqN gh yksxksa esa O;olk; djus dh izfrHkk gSA m|eh og O;fä gksrk gS 
tks O;olk; dks lQy cukus ds fy, tks dqN Hkh djrk gSA mijksä xfrfof/k esa] vkius viuk mRikn cspus 
ds fy, lc dqN fd;kA rks] vki igys ls gh ,d m|eh gSa! 

,d m|eh gksus ds ukrs ;g ,d fopkj ds lkFk 'kq: gksrk gSA vkidks fo'okl gksuk pkfg, fd dqN Hkh 
laHko gS vkSj bls gkfly fd;k tk,xkA ;g ,d fopkj ds lkFk 'kq: gksrk gS ftls vki dke djuk pkgrs 
gSa] ftlls ;g vyx gks tkrk gSA 

m|e'khyrk dks ysdj ge pkj xyr /kkj.kk,a gSaA 
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viuh izxfr tkapsa viuh izxfr tkapsa viuh izxfr tkapsa viuh izxfr tkapsa     
 

dddd----    fo”k; laca/khfo”k; laca/khfo”k; laca/khfo”k; laca/kh    iz'uiz'uiz'uiz'u 

1- xyr /kkj.kk vkSj okLrfodrk esa D;k varj gS\ ,d mnkgj.k nsaA 

[k[k[k[k----    m|e'khyrkm|e'khyrkm|e'khyrkm|e'khyrk    dsdsdsds    ckjsckjsckjsckjs    esaesaesaesa    xyrxyrxyrxyr    /kkj.kk/kkj.kk/kkj.kk/kkj.kk    dsdsdsds    lklklklkFkFkFkFk    uhpsuhpsuhpsuhps    nhnhnhnh    xbZxbZxbZxbZ    izR;sdizR;sdizR;sdizR;sd    dgkuhdgkuhdgkuhdgkuh    dkdkdkdk    feykufeykufeykufeyku    djsaAdjsaAdjsaAdjsaA    

dgkuh  xyr /kkj.kk 
jkew dh diM+s dh cM+h nqdku gSA 'kkew dk 
gLrfuÆer lkfM+;ksa dh fcØh djus okyk ,d 
NksVk lk LVksj gSA 'kkew [kqn dks m|eh ugha 
dgrk gSA 

¼,½ izR;sd O;kolkf;d fopkj dks fof'k"V ;k 
fo'ks"k gksuk pkfg,A 

vUUkk ds ikl ,d osclkbV ds fy, ,d egku 
fopkj gSA mlds ikl 5000 #- gaSA og 20]000 
#- ls vf/kd dh izrh{kk dj jgh gS] rkfd og 
bls 'kq: dj ldsA 

¼b½ m|eh iSnk gksrs gSa] cuk, ugha tkrsA 

gtkjksa flykbZ dh nqdkuksa ds ,d 'kgj esa] xkSjh 
,d nthZ gS tks vPNh xq.koŸkk okys diM+ksa dh 
flykbZ djrh gS vkSj mldk cgqr lQy O;olk; 
gSA 

¼c½ ,d O;fä dks m|eh dgykus ds fy, ,d 
cM+s O;olk; dh vko';drk gksrh gSA 

 

    

vkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kk\\\\    
 
 

bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs    
 

• m|e'khyrk vkSj muds ihNs dh lPpkbZ ds ckjs esa xyr /kkj.kkvksa dks lwphc) djsaA 
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Lk= Lk= Lk= Lk= 4444    % % % % dSfj;jdSfj;jdSfj;jdSfj;j    fodYifodYifodYifodYi    dsdsdsds    :i:i:i:i    esaesaesaesa    m|ferkm|ferkm|ferkm|ferk  (Entrepreneurship as a Career Option) 

 
vc rd] geus m|e'khyrk ds xq.kksa vkSj dk;ks± ds ckjs esa lekt ij m|e'khyrk ds izHkko ij ppkZ dh gS 
vkSj m|e'khyrk ds ckjs esa gekjs ckjs esa xyr /kkj.kk,a gks ldrh gSaA 

bl [kaM esa] ge thou fodYi ds :i esa m|e'khyrk ds ckjs esa lkspsaxsA 

,d dSfj;j ,d dke dh js[kk gS tks ,d O;fä thou ds fy, ysrk gSA ,sls nks rjhds gSa ftuls O;fä 
thfodksiktZu dj ldrk gSA os gSa % 

1- Lojkstxkj 

2- ikfjJfed gsrq jkstxkj 

mnkgj.k ds fy,] ,d MkWDVj tks ,d vLirky ds fy, dke djrk gS og ,d ikfjJfed gsrq fu;ksftr 
O;fä gSA ;fn ,d MkWDVj dk viuk gh fDyfud gS] rks og ,d Lo&fu;ksftr O;fä gSA 

u, fopkjksa dks vktekdj ,d t:jr dks iwjk djus ds fy, O;olk; pykus okyk ,d Lojkstxkj djus 
okyk O;fä ,d m|eh gksrk gSA 

,d O;fä tks ,d m|eh cu tkrk gS og ,d dSfj;j izfØ;k ls xqtjrk gSA ;g izfØ;k bl izdkj gS% 

izos'k djuk izos'k djuk izos'k djuk izos'k djuk     mŸkjthforkmŸkjthforkmŸkjthforkmŸkjthfork    c<+ukc<+ukc<+ukc<+uk        

tc ,d m|eh 'kq: dj jgk 
gS] rks os O;kikj djus ds fy, 
cktkj esa izos'k dj jgs gSaA 

cktkj esa dbZ m|eh gSaA m|eh 
dks izfrLi/khZ cktkj esa cus jguk 
gSA 

,d ckj tc O;olk; fLFkj gks 
tkrk gS] rks ,d m|eh vius 
O;olk; ds foLrkj ds ckjs esa 
lksprk gSA 

mnkgj.k ds fy,] latuk ,d 
bykds esa ,d fdjkus dh 
NksVh nqdku 'kq: dj jgh gSA 

mnkgj.k ds fy,] {ks= esa dbZ vU; 
fdjkuk LVksj gSaA fQj Hkh] latuk 
dh nqdkuksa dh vkilh izfr;ksfxrk 
ls cp tkrh gS vkSj vPNk izn'kZu 
djrh gSA og nqdku dks nks vkSj 
eaftyksa rd QSyk ysrh gSA 

mnkgj.k ds fy,] ikap lky 
ckn] latuk us mlh 'kgj esa 
pkj vkSj fdjkus dh nqdkuksa dh 
,d J`a[kyk [kksyh gSA vxys nks 
o"kks± esa] og nks vU; 'kgjksa esa 
foLrkj djus dh ;kstuk cuk 
jgh gSA 
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izk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;klizk;ksfxd vH;kl    
 

 
xfrfof/k xfrfof/k xfrfof/k xfrfof/k 1111    

    
thou fodYi ds :i esa m|e'khyrk ds ckjs esa ckr djuk 

izfØ;kizfØ;kizfØ;kizfØ;k    

• bl xfrfof/k esa] vki m|e'khyrk vkSj ikfjJfed gsrq jkstxkj dh rqyuk djsaxsA 

vuqns'kvuqns'kvuqns'kvuqns'k    

1- tksM+s cuk,aA 

2- Hkfo"; esa ikap lky dh dYiuk djsa & tksM+h esa ,d O;fä dk;Zjr gS vkSj nwljk O;fä m|eh 
gSA ppkZ djsa fd vkids thou ,d nwljs ds leku vkSj vyx dSls gSaA 

3- viuh d{kk vkSj vius f'k{kd ds lkFk okn fookn djsaA 

lewglewglewglewg    ppkZppkZppkZppkZ    dsdsdsds    fy,fy,fy,fy,    iz'uiz'uiz'uiz'u    

1- m|e'khyrk vkSj ikfjJfed gsrq jkstxkj ds chp thou fodYi ds :i esa vkidks D;k varj 
feyk\ vkidks vkSj vf/kd fnypLi D;k yxk\ 

2- dYiuk dhft, fd vki ekurs gSa fd yksxksa dks m|eh cuuk pkfg,A vki vius Ldwy vlsacyh esa 
cksy jgs gSaA vki n'kZdksa dks m|e'khyrk dh 'kfä ds ckjs esa crk,aA ml ds fy, ,d izLrqfr 
rS;kj djsaA 

3- vki izLrqr djus ds fy, fdlh Hkh rjhds dk mi;ksx dj ldrs gSa & okrkZ] Mªkbax] y?kq ukfVdk] 
xkuk] ;k u`R;A 

4- vkids ikl rS;kjh ds fy, 15 feuV gSaA vkids ikl izLrqr djus ds fy, 5 feuV gksaxsA 
 

 

    ;kn;kn;kn;kn    j[kusj[kusj[kusj[kus    okyhokyhokyhokyh    pht+sapht+sapht+sapht+sa    

1- ,d m|eh vius O;olk; esa cgqr dke djrk gSA blls igys fd os bls vius O;olk; esa 
vktek,a] bu fØ;kvksa dks lh[kuk vkSj vH;kl djuk gksxkA ;g mUgsa Ldwy ;k dkWyst esa lh[kus 
;k fdlh ds fy, dke djus ds nkSjku vH;kl djus ls gks ldrk gSA 
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2- ;fn vki vius fopkj ij fo'okl djrs gSa rks viuk O;olk; 'kq: djsaA 

3- m|eh gksuk tksf[ke Hkjk gks ldrk gSA ysfdu vxj vki dksf'k'k ugha djsaxs] rks vkidks irk ugha 
pysxkA 

 

 
vkius m|e'khyrk ds ckjs esa cgqr dqN i<+k gSA D;k vki ,d m|eh cuuk pkgrs gSa\ vius fopkj uhps nh 
xbZ rkfydk esa fy[ksaA 

 

    ————i;ki;ki;ki;k    m|e'khyrk dsm|e'khyrk dsm|e'khyrk dsm|e'khyrk ds    ckjsckjsckjsckjs    esaesaesaesa    viusviusviusvius    fopkjfopkjfopkjfopkj    tksM+satksM+satksM+satksM+sa    

-  - - - - - - - - - - -  -  - - - - - - - - - - --  - - - - - - - - - - --  - - - - - - - - - - --  - - - - - - - - -  

-  - - - - - - - - - - --  - - - - - - - - - - --  - - - - - - - - - - --  - - - - - - - - - - --  - - - - - - - - - - --  
 

 

ml vH;kl ij okil tk,a tks vki l= 1 esa fd, FksA vkius vius Ldwy esa leL;kvksa dks gy djus ds 
fy, dqN O;kolkf;d fopkjksa ds ckjs esa lkspkA mlh leL;k dks mBk,a] ;k ,d u, fopkj dk p;u djsaA 
leL;k ds fy, O;kolkf;d fopkjksa dks fy[ksa vkSj ,d O;kolkf;d fopkj pqusa ftls vki vkt+ekuk pkgrs 
gSaA 

viuk O;olk; pykus ds fy, tks dqN Hkh djuk gS og djsaA mu xq.kksa dk mi;ksx djsa ftUgsa vkius vius 
l= 2 esa pquk gSA 

;kn j[ksa & ;fn vki dksf'k'k ugha djrs gSa] rks vki ugha tku ik,axs fd vki m|eh cuuk pkgrs gSa! 
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viuh izxfr tkapsa viuh izxfr tkapsa viuh izxfr tkapsa viuh izxfr tkapsa     
    

dddd----        fodYifodYifodYifodYi    dsdsdsds    lkeuslkeuslkeuslkeus    fy[ksa]fy[ksa]fy[ksa]fy[ksa]    ;fn;fn;fn;fn    O;kolkf;dO;kolkf;dO;kolkf;dO;kolkf;d    fopkjfopkjfopkjfopkj    LojkstxkjLojkstxkjLojkstxkjLojkstxkj    ;k;k;k;k    ikfjJfed gsrqikfjJfed gsrqikfjJfed gsrqikfjJfed gsrq    jkstxkjjkstxkjjkstxkjjkstxkj    dkdkdkdk    gSAgSAgSAgSA    
¼da½ fdlh jsLrjka esa [kkuk cukuk 

¼[k½ diM+ksa dk O;olk; djuk 

¼x½ ,d Mkslk cspus okyk LVkWy 

[k[k[k[k-    dkWye dk feyku dkWye dk feyku dkWye dk feyku dkWye dk feyku djsadjsadjsadjsa    

lqjfHk us iwjs Hkkjr esa 5 isaÇVx LVksj [kksysA d- izos’k djuk 

2- eqacbZ esa dbZ dksÇpx Dyklsl gSaA tSdc muesa ls ,d dk 
ekfyd gSA og viuh d{kkvksa esa vf/kd Nk=ksa dks vkdÆ"kr 
djus ds fy, lqcg ds cSp 'kq: dj jgk gSA 

[k- mŸkjthfork  

3- lyek us baVjusV ij viuh DyksÇnx ykbu 'kq: dh gSA x- c<+uk  

 
 

    

vkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kkvkius D;k lh[kk\\\\    
 
 

bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxsbl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs    
 

• ,d dSfj;j ds vFkZ dks ifjHkkf"kr djsaA 

• thou fodYi ds :i esa m|e'khyrk ds ckjs esa viuh jk; izLrqr djsaA 
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bdkbZ 5 % gfjr dkS’ky 
 

ifjp; 
 
gekjs vklikl dk okrkoj.k gekjs thou ds lHkh igyqvksa dks çHkkfor djrk gS vkSj gekjs fnu&çfrfnu ds 
lHkh dk;Zdyki Hkh i;kZoj.k dks çHkkfor djrs gSaA tks O;fä 'kgjksa esa jgrs gSa] muds fy, Hkkstu dh vkiwÆr 
muds vklikl ds xkaoksa ls gksrh gSa vkSj os ty] b±èku dh ydM+h] pkjk vkfn tSls lalkèkuksa ds fy, ouksa] 
?kkl ds eSnkuksa] ufn;ksa] leqæ rVksa ij vçR;{k :i ls fuHkZj gSaA ge [kk| ds fy, izkÑfrd lalkèkuksa dk 
mi;ksx djrs gSaA  gekjs vklikl tks dqN Hkh gS gekjk i;kZoj.k gS rFkk gekjk thou gekjs vklikl ds 
izkÑfrd fo’o ij fuHkZj djrk gSA   
 

gky ds o"kks± esa] vkÆFkd fodkl ds lkFk gh i;kZoj.k çnw"k.k esa o`f) gqÃ gSA tSls] —f"k ds mPp vknkuksa ds 
vfo"dkj ls ge moZjdksa vkSj dhVuk'kdksa vkSj ladj Qlyksa dk mi;ksx djds [kk|kUuksa dh vfèkd mit 
çkIr dj ldrs gSaA fdUrq blls feV~Vh vkSj i;kZoj.k esa fxjkoV vkbZ gSA gesa LFkk;h :i ls lalk/kuksa ds 
mi;ksx dh ;kstuk cukus dh t:jr gS rkfd ge vkSj gekjh vkus okyh ihf<+;ka vPNs i;kZoj.k dk vkuan 
ys ldsaA 

Lk= 1 % LFkk;h fodkl ¼Sustainable Development½  
 
D;k ge vf/kd isM+ yxk jgs gSa ;k ge dsoy vius mi;ksx ds fy, mUgsa u"V dj jgs gSa\ D;k ge ty 
lalk/kuksa dks cpk jgs gSa ;k flQZ dpjs ls mUgsa iznwf"kr dj jgs gSa\ D;k ge LoPN ÅtkZ dk mi;ksx dj 
jgs gSa ;k ge ydM+h vkSj isVªksy tyk jgs gSa vkSj iznw"k.k dks c<+k jgs gSa\ ge iz—fr dks D;k okil ns jgs gSa 
rkfd gekjh vkus okyh ihf<+;ka jksekafpr gks ldsa ;k D;k ge vkus okyh ihf<+;ksa ds fy, dqN Hkh NksM+s fcuk 
miyC/k ok;q] ty vkSj feV~Vh dk mi;ksx dj jgs gSa\ ;fn bu lHkh lokyksa dk mÙkj gka gS] rks ge dsoy 
vius rRdky fodkl ds ckjs esa lksp jgs gSa] u fd nh?kZdkfyd fodkl ds ckjs esaA  
 
LFkk;h fodkl D;k gS\   

LFkk;h fodkl og fodkl gS tks Hkkoh ihf<+;ksa dh {kerk ls le>kSrk fd, fcuk orZeku dh vko';drkvksa 
dks iwjk djrk gS] vkÆFkd fodkl ds chp larqyu dh xkjaVh nsrk gS] i;kZoj.k vkSj lkekftd dY;k.k dk 
è;ku j[krk gSA  

LFkk;h fodkl dk egRo ¼Importance of Sustainable Development½ 

vkÆFkd fodkl foÜo ds lalkèkuksa dk bruh rsth ls mi;ksx dj jgh gSa fd gekjh Hkkoh ihf<+;ksa] foÜo ds 
;qokvksa dks xaHkhj i;kZoj.kh; leL;kvksa] ftudk ge orZeku esa lkeuk dj jgs gSa] buls dgÈ vfèkd xaHkhj 
leL;kvksa dk lkeuk djuk iM+sxkA c<+rh tula[;k vkSj vk; esa o`f) ds lkFk gh oLrqvksa dh [kir fnu 
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çfr fnu c<+rh tk jgh gSA blds dkj.k mRiknu vkSj eky ds mRiknu ds fy, vko';d çk—frd 
lalkèkuksa ds mi;ksx esa of̀) gqÃ gSA lekt dks vius vLFkk;h fodkl dh dk;Zuhfr dks bl çdkj u, :i 
esa cnyuk gksxk ftlesa fodkl i;kZoj.k dk fouk’k ugÈ djsxkA LFkk;h fodkl dk ;g :i rHkh yk;k tk 
ldrk gS] tc çR;sd O;fä nh?kZdkfyd thou'kSyh dks viuk,aA pwafd vfèkdka'k çk—frd lalkèku nqyZHk gSa 
blfy, lalkèkuksa dk foosdiw.kZ mi;ksx vko';d gSA 
 

LFkk;h fodkl dks *og fodkl tks Hkkoh ihf<+;ksa dh vko';drkvksa dks iwjk djus dh {kerk ls le>kSrk fd, 
fcuk orZeku ih<h +dh vko';drkvksa dks iwjk djrk gS* ds :i esa ifjHkkf"kr fd;k tkrk gS ¼i;kZoj.k vkSj 
fodkl ds lacaèk esa foÜo vk;ksx] 1987½A tSls] LFkk;h —f"k esa ,slh i;kZoj.k vuqdwy i)fr;ka 'kkfey gSa] tks 
ekuo ;k çk—frd ç.kkyh dks uqdlku igqapk, fcuk —f"k Qlyksa ;k i'kqvksa ds mRiknu dks laHko cukrh gSaA 
blesa jlk;uksa ds mi;ksx dks jksduk Hkh 'kkfey gS rkfd feV~Vh] ty vkSj tSo&fofoèkrk dks çfrdwy çHkkoksa 
ls cpk;k tk ldsA 

LFkk;h fodkl ls lacaf/kr leL;k,a ¼Problems Related to Sustainable Development½ 

LFkk;h fodkl ls tqM+h rhu izeq[k leL;k,a gSa % 

¼d½ [kk| % Qly mxkus ds fy, vko';d le`)] mitkÅ Hkwfe dh ek=k] tSls fd xsgwa] pkoy] vkfn de 
gksrh tk jgh gS D;ksafd ge vU; mÌs';ksa ds fy, vf/kd ls vf/kd Hkwfe dk mi;ksx dj jgs gSaA feV~Vh 
ds iks"kd rRo Hkh de gks jgs gSa vkSj jklk;fud moZjdksa ds mi;ksx ls cgqr lkjs jlk;u feV~Vh dks 
[kjkc dj jgs gSaA 

¼[k½  ty % ge ihus vkSj lQkbZ ds fy, ufn;ksa rFkk rkykcksa ds rktk ikuh dk mi;ksx djrs gSa ysfdu 
muesa dpjk dk <sj djrs gSaA unh vkSj rkykc iznwf"kr gks jgs gSaA bl rjg dbZ o"kks± ds ckn] gekjs 
ikl vius mi;ksx ds fy, lkQ ikuh ugha gksxkA 

¼x½ bZa/ku % ge isM+ksa ls bZa/ku ds :i esa vkSj ?kjksa rFkk QuhZpj ds fuekZ.k ds fy, ydM+h dk mi;ksx dj 
jgs gSaA tSls&tSls vf/kd ls vf/kd isM+ dkVs tk jgs gSa] ;g txg dh tyok;q dks izHkkfor dj jgk 
gSA pje ekSle dh fLFkfr] tSls ck<+] vR;f/kd BaM ;k xehZ] dbZ LFkkuksa ij ns[kh tkrh gSa] tks ogka 
jgus okys yksxksa dks izHkkfor djrh gSaA 

fctyh ds mRiknu ds fy, ,d i;kZoj.k vuqdwy rjhdk lw;Z ls lkSj ÅtkZ ;k ÅtkZ dk mi;ksx djuk gS 
tks vlhfer gSA lkSj ÅtkZ ds cM+s iSekus ij mRiknu dk ,d izeq[k mnkgj.k pjudk & xqtjkr lksyj 
ikdZ esa ns[kk tkrk gSA taxyh ouLifr okyh bl catj Hkwfe esa 600 esxkokWV dk ,d esxk lkSj ÅtkZ la;a= 
gSA blls xqtjkr esa xSj&uohdj.kh; thok'e bZa/ku ij fuHkZjrk de gks xbZ gSA pjudk ds yksxksa dks ykHk 
gqvk gS D;ksafd muds ikl vk; dk ,d vPNk lzksr gS vkSj blls vkus okyh ihf<+;ksa dks Hkh vxys 40&50 
o"kks± esa LFkk;h fodkl esa enn feysxhA 

 lalk/kuksa ds cgqr vf/kd mi;ksx esa deh ykuk vkSj lalk/kuksa dk laj{k.k c<+kukA 
 vif'k"V lkexzh dh fjlkbdfyax vkSj nksckjk mi;ksx djukA 
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 uohdj.kh; lalk/kuksa dk oSKkfud rjhds ls izca/ku djuk] [kkl rkSj ij tSOk lalk/kuA 
 vf/kd ls vf/kd isM+ yxkukA 
 daØhV dh bekjrksa ds chp ?kkl ds gjs fgLls rS;kj djukA 
 vf/kd Ik;kZoj.k vuqdwy lkexzh ;k ck;ks MhxzsMscy lkexzh dk mi;ksx djukA 
 ,slh izkS|ksfxfd;ksa dk mi;ksx djuk tks Ik;kZoj.k vuqdwy gSa vkSj ftuesa lalk/kuksa dk mi;ksx 

n{krkiwoZd fd;k tkrk gSA  

LFkk;h fodkl y{; ¼Sustainable Development Goals½ 

LFkk;h fodkl y{; ¼,lMhth½] tks oSfÜod y{;ksa ds :i esa Hkh tkus tkrs gSa] xjhch lekIr djus] bl xzg 
dh j{kk djus vkSj ;g lqfuf'pr djus ds fy, ,d lkoZHkkSfed vkºoku gS] rkfd lHkh O;fä 'kkafr vkSj 
lef̀) dk vkuan mBk,aA lrr fodkl y{; ¼,lMhth½ flracj] 2015 esa U;w;kdZ esa la;qä jk"Vª LFkk;h 
fodkl f'k[kj lEesyu esa 'kq: fd, x, Fks] ftlesa lrr fodkl ds fy, o"kZ 2030 ds lacaèk esa dk;Zlwph 
rS;kj dh xÃ gSA blus y{; fu/kkZfjr fd, gSa fd ns'kksa dks 2030 rd dke djuk pkfg, vkSj bUgsa izkIr 
djuk pkfg,A 

17 ,lMhth dks O;olk;ksa] ljdkjksa vkSj lekt ds lkeus vk jgs egRoiw.kZ eqíksa dh ns[kHkky djus ds y{; 
ls rS;kj fd;k x;k gSA buesa ls dqN eqís tSls xjhch] tsaMj dh lekurk] ty mi;ksx] ÅtkZ] tyok;q 
ifjorZu vkSj tSo fofoèkrk gSaA ns'k vc ,slh uhfr;ka vkSj fofu;e LFkkfir dj jgs gSa tks lqjf{kr] oguh; 
vkSj LFkk;h vFkZO;oLFkk çnku djus ds fy, lHkh vkÆFkd {ks=ksa esa vko';d LFkk;h ç.kkfy;ksa dks c<+kok 
nsaxhA  

fp= 5-1 LFkk;h fodkl ds Yk{; 
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,d O;fDr ds fy, vko';d le>s x, eq[; dkS'kyksa esa i;kZoj.k tkx:drk vkSj LFkk;h fodkl ds lacaèk 
esa tkuus dh bPNk dh {kerk 'kkfey gSA ;fn ge vius thou ds ckjs esa ft+Eesnkj gSa rks ge vius ?kj] 
Ldwy esa vkSj vius dk;ZLFky ij vius vklikl ds okrkoj.k vkSj yksxksa dh enn djus ds fy, viuk 
loZJs"B izn'kZu djsaxsA 
 

LFkk;h fodkl dh igy ¼ Sustainable Development Initiatives½ 

tc eaxykSj ds uxj fuxe }kjk IykfLVd ij izfrca/k yxk;k x;k Fkk rks ,d vfo"dkjd vkSj m|eh Jh 
voLFk gsxM+s us ,d i;kZoj.k&vuqdwy fodYi cuk;kA mUgksaus 100 izfr'kr ck;ks&fMxzsMscy cSx cuk;k] tks 
xeZ ikuh esa ?kqy ldrk gS vkSj izk—frd okrkoj.k esa lM+ ldrk gSA ;g vc dbZ ns'kksa esa bLrseky fd;k 
tk jgk gS vkSj blls i;kZoj.k dks lqjf{kr j[kus esa enn dh tk,xhA 

,d vU; uohu fopkj ;g Fkk fd IykfLVd ds pEep] dkaVs vkfn dk mi;ksx can dj fn;k tk,A ukjk;.k 
filkikVh us ,d vukt ls cuh [kk| dVyjh cukbZ & bu pEepksa dks [kk;k tk ldrk gS vkSj ;fn os ugha 
Hkh [kk, tkrs gSa rks Hkh os vklkuh ls feV~Vh dks lè) djrs gq, lM+ dj u”V tk,axsA 
<https://www.ibef. org/Innovations-from-India.aspx> 

LFkk;h izfØ;k,a ¼Sustainable Processes½ 

i;kZoj.k dks lajf{kr djus esa enn djus ds fy, dqN izFkkvksa] tSls fd tSfod [ksrh] oehZ&dEiksLV vkSj o"kkZ 
ty lap;u ¼rainwater harvesting½ dk mi;ksx fd;k tk jgk gSA 
 

tSfod [ksrh og rjhdk gS tgka fdlku vius mRiknu dks c<+kus ds fy, jklk;fud dhVuk'kdksa vkSj 
moZjdksa dk mi;ksx ugha djrs gSaA os c<+rh Qlyksa esa enn djus gsrq xkscj tSls tSfod vkSj izk—frd 
moZjdksa dk mi;ksx djrs gSaA ;g csgrj xq.koŸkk okys jklk;fud eqä Qlyksa esa enn djrk gS] ogha Hkfo"; 
esa mi;ksx ds fy, feV~Vh dh xq.koŸkk dks cuk, j[krk gSA ;g LFkk;h fodkl dk ,d lPpk mnkgj.k gS 
tgk¡ ge u dsoy i`Foh ds lalk/kuksa dk mi;ksx dj jgs gSa cfYd viuh Hkkoh ihf<+;ksa ds fy, Hkh bldk 
laj{k.k dj jgs gSaA 

izk;ksfxd vH;kl 
 

xfrfof/k 1 
 

Ldwy esa ,d xkMZu cuk,¡ ;k ikS/kksa dks yxk,a  
 

vko’;d lkefxz;ka 
 

cht] m|ku vif’k”V] fLizadyj] ckxokuh VwYl 

izfØ;k 
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 miyC/k Nk=ksa dh la[;k ds vk/kkj ij lewg cuk,aA v/;kid ls Ldwy ifjlj esa tehu dk ,d 
VqdM+k vkcafVr djus ds fy, dgsaA 

 Nk=ksa ds fofHkUUk lewgksa dks vyx&vyx dk;Z lkSaisaA 
 ikS/kksa dks cksus] cht cksus] oehZdEiksÇLVx dk mi;ksx djrs gq, [kkn cukus vkSj ikS/kksa dks ikuh nsus 

ds fy, ÇLizdyj flLVe LFkkfir fd;k tk ldrk gSA 
   xfrfof/k 2 

viO;; dks dSls jksdk tk,] bl ij ppkZ djsaA 

izfØ;k 
 

 miyC/k Nk=ksa dh la[;k ds vk/kkj ij lewg cuk,aA 
 lewg ds izR;sd Nk= ,d ,slk rjhdk crk,xk ftlls ikuh vkSj Hkkstu dh cckZnh dks jksdk tk 

ldrk gS ;k jksdk tk ldrk gSA 
 ,d lwph cuk,a vkSj d{kk ds ckdh Nk=ksa ds lkFk lkÖkk djsaA 

 

 
 

viuh izxfr tkapsa  
 

d- cgq fodYi iz’u  

iz’uksa dks /;ku ls i<+sa vkSj ml v{kj ¼d½] ¼[k½] ¼x½ ;k ¼?k½ ij xksyk yxk,a tks iz’u dk lcls lgh 
mÙkj gSA 
 

1- la;qä jk"Vª }kjk fdrus LFkk;h fodkl y{; fn, x, gSa\  
¼d½ 18 

¼[k½ 17 

¼x½ 15 

¼?k½ 20 
    

2- fodYi pqusa tks LFkk;h fodkl dks ifjHkkf"kr djrk gSA 

¼d½ Hkkoh ihf<+;ksa dh ns[kHkky djuk 

¼[k½ dsoy Lo;a dh ns[kHkky djuk 
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¼x½ viuh vkSj vkus okyh ihf<+;ksa dh ns[kHkky djuk 

¼?k½ lHkh dk dY;k.k 
 

3- fdl laxBu us LFkk;h fodkl y{; cuk, gSaA 

¼d½ la;qä jk"Vª  

¼[k½ jk"Vª la?k 

¼x½ ;wfulsQ 

¼?k½ fo'o LokLF; laxBu 
 

 [k- fo”k; laca/kh iz'u 

1- LFkk;h fodkl dk vFkZ D;k gS\ 

2- vkidks D;k yxrk gS fd la;qä jk"Vª us 17 LFkk;h fodkl y{; D;ksa cuk, gSa\ 
 

vkius D;k lh[kk\ 
 
 

bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs 
 

 LFkk;h fodkl dks ifjHkkf"kr djukA 
 LFkk;h fodkl ds y{;ksa dh igpku djukA  
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Lk= 2 % LFkk;h fodkl esa gekjh Hkwfedk ¼Our Role in Sustainable Development½ 
  
c<+rh tula[;k vkSj fodkl ds dkj.k izk—frd lalk/kuksa dh [kir esa o`f) gqbZ gSA ftruh vf/kd 
tula[;k] mruk gh vf/kd Hkkstu] ÅtkZ vkSj ikuh dh gesa t:jr gSA tc ge vf/kd Qlysa mxkrs gSa] rks 
feV~Vh ds iks"kd rRoksa dh [kir gksrh gS vkSj /khjs&/khjs feV~Vh csdkj gks tkrh gSA blh rjg ge dks;yk] 
rsy vkSj izk—frd xSl tSls thok'e bZa/ku dk mi;ksx djuk tkjh j[krs gSa] cgqr tYn gekjs ikl bu izk—
frd lalk/kuksa dh deh gks tk,xh vkSj os lekIr gks tk,axsA 
 

ge iz—fr ls cgqr lkjs lalk/kuksa dk mi;ksx djrs gSa ysfdu ge iz—fr dks okil D;k nsrs gSa\ QSDVfj;ksa ls 
/kqvka fudyrk gS tks gok dks iznwf"kr djrk gSA ?kjksa ls bdV~Bk fd;k x;k dpjk ySaMfQy esa Qsad fn;k 
tkrk gSA vuqipkfjr dpjk chekjh vkSj vLokLF;dj okrkoj.k dk dkj.k cu ldrk gSA 'kgjksa ls fudyus 
okys lhost dks leqæ rFkk Ökhyksa esa Qsad fn;k tkrk gS blls tyh; thou ds fy, ;g vlqjf{kr cu tkrk 
gSA blls irk pyrk gS fd ;|fi ge izk—frd lalk/kuksa dk mi;ksx dj jgs gSa] ge iz—fr esa okil ykSVus 
;k nsus ds fy, dqN ugha dj jgs gSaA izk—frd lalk/ku lhfer gSa vkSj le; ds lkFk os [kRe gks tk,axs vkSj 
;fn ge blds ckjs esa dqN ugha djrs gSa] rks gekjh vkus okyh ihf<+;ka thfor ugha jg ik,axhA 
 

okjk.klh vkSj jk;cjsyh esa jsy ea=ky; }kjk ,d igy dh xbZ Fkh tgk¡ mUgksaus IykfLVd vkSj dkxt ds 
diksa dks gVkus rFkk ijaijkxr Lokn dks okil ykus ds fy, feV~Vh ds crZu *dqYgM+* dh 'kq#vkr dhA 
*dqYgM+* dk mi;ksx djrs gq, izkIr rhu izeq[k ykHk gSa $ 

1- isij di cukus ds fy, isM+ dh dVkbZ de djukA 

2- dqEgkjksa ds fy, jkstxkj l̀tu] tks vFkZO;oLFkk esa ;ksxnku nsrk gSA 

3- IykfLVd dpjs dks de djukA  

LFkk;h fodkl dh fn'kk esa gekjh Hkwfedk ¼Our Role towards Sustainable Development½ 

la;qä jk"Vª us 17 lrr fodkl y{;ksa ¼,lMhth½ dk xBu fd;k gS rkfd ns'k vkSj jk"Vª nqfu;k esa c<+rh 
leL;kvksa dk gy [kkstus dh fn'kk esa dke dj ldsaA ns'kksa dks xjhch vkSj Hkq[kejh dks nwj djus rFkk vPNs 
LokLF; vkSj xq.koŸkk dh f'k{kk iznku djus gsrq fu;e vkSj fn'kkfunsZ'k cukus pkfg,A ;s y{; blfy, cuk, 
x, gSa rkfd lHkh ns'k gekjh ok;q] ty vkSj Hkwfe dks iznw"k.k ls cpkus ds fy, dkjZokbZ djsa vkSj lHkh yksxksa 
dks LoPN ty] ok;q vkSj ÅtkZ iznku djsaA 

LFkk;h fodkl okLro esa rHkh gks ldrk gS tc geesa ls izR;sd O;fä blds izfr dk;Z djsA gesa ftEesnkj 
i;kZoj.k ukxfjd cuuk gksxk tks vius iz;klksa ls i;kZoj.k dh j{kk dj ldsaA 
 

;gka dqN ewy rjhds fn, x, gSa ftuls yksxksa dks LFkk;h fodkl y{;ksa dh vksj enn dh tk ldrh gSA 
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xq.koÙkk f'k{kk ¼Quality Education½ 

LFkk;h fodkl ds fy, f'k{kk lcls egRoiw.kZ dkjd gSA tks cPps Ldwy 
x, gSa os ukSdjh dj ldsaxs rkfd os viuk vkSj vius ifjokj dk isV 
iky ldsaA f'k{kk gesa ,d ftEesnkj ukxfjd ds :i esa gekjh Hkwfedk ls 
voxr gksus esa enn djrh gSA gesa djuk pkfg, 

1- gekjs {ks=ksa esa ekStwn lqfo/kkvksa dk mi;ksx djsaA 

2- gekjs nksLrksa dks Ldwy ys tk,aA 

3- nksLrksa dh i<+kbZ esa enn djsaA 

4- nksLrksa dks Ldwy NksM+us ls jksdsaA 
 

LoPN ty vkSj LoPNrk ¼Clean Water and Sanitatio½ 

gesa 'kkSpky; fuekZ.k vkSj LoPNrk ds izfr tkx:drk iSnk djds Hkkjr 

dks [kqys esa 'kkSp ls eqä cukus ds 
fy, iz;kl djuk pkfg,A 
vkS|ksfxd iznw"k.k gekjs ty 
lalk/kuksa dks iznwf"kr dj jgk gS] tks 
fudV Hkfo"; esa LoPN is; vkSj 
mi;ksxh ty dh deh dk dkj.k 
cu tk,xkA gesa ty lzksrksa dks 
LoPN j[kus ds fy, tkx:drk dks 
c<+kok nsdj ekius ;ksX; dne 
mBkus pkfg,A 

lLrh vkSj LoPN ÅtkZ ¼Affordable and Clean 
Energy½ 

lkSj ÅtkZ ;kuh lw;Z ds bLrseky ls iSnk gksus 
okyh fctyh ls iznw"k.k ugha gksrk gS D;ksafd mls 
dks;yk tSls xSj&uohdj.kh; bZa/ku dks tykus dh 
vko';drk ugha gksrh gSA ge lkSj ÅtkZ mRiknu 
c<+kus ds fy, iz;kl dj jgs gSa rkfd gekjh 
fctyh dh t:jrsa iwjh gksa rFkk lkFk gh ge 
i;kZoj.k dks iznwf"kr u djsa ;k  
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izk—frd lalk/kuksa dk mi;ksx u djsaA ck;ksxSl dk mi;ksx izk—frd xSl ds fy, ,d i;kZoj.k ds vuqdwy 
fodYi Hkh gSA 

fu.kZ; dk;Z vkSj vkÆFkd fodkl ¼Decent Work and Economic 
Growth½ 

ge dj ldrs gSa 

¼da½ viuk vkSj vius ifjokj dk [;ky j[kus gsrq vPNh i<+kbZ djsa 
vkSj vPNh ukSdjh ik,¡A 

¼[k½ dM+h esgur djsa vkSj lekt esa ;ksxnku nsaA 

¼x½ dkS'ky lh[ksa rFkk fodflr djsa rkfd gesa vius leqnk; esa 
ewY; feysaA 

 

vlekurkvksa esa deh ¼Reduced Inequalities½ 

vlekurkvksa dks de djus ds fy, ge dj ldrs gSa 

1- ,d nwljs ds ennxkj cusaA 

2-  lHkh ds lkFk nksLrkuk O;ogkj djsaA 

3-  dke djrs ;k [ksyrs le; lHkh dks 'kkfey djsaA 

4-  lHkh dks 'kkfey djds nwljksa dh enn djsa pkgs os NksVs gksa ;k 
cM+s] yM+dh gks ;k yM+dk] fdlh Hkh oxZ ;k tkfr ds gksaA 

 

LFkk;h 'kgj vkSj leqnk; ¼Sustainable Cities and Communities½ 

LFkk;h ‘kgjh cukuk 

1- mi;ksx esa u gksus ij ykbV vkSj ia[ks can djds ÅtkZ cpk,aA 

2- ftruk laHko gks izk—frd jks’kuh dk mi;ksx djsaA 

3- ÅtkZ n{k jks'kuh ¼,ybZMh cYc½ vkSj midj.kksa dk mi;ksx djsaA 
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ftEesnkj miHkksäk vkSj fuekZrk ¼Responsible Consumers and 
Producers½ 

ge vius Lo;a ds i;kZoj.k ds ckjs esa ftEesnkj cu ldrs gSa 

1- iqu% mi;ksx dkxt] dkap] IykfLVd] ikuh] vkfn 

2- Qyksa vkSj lfCt;ksa dks ys tkus ds fy, diM+s ds FkSys ys tkukA 

3- mu phtksa dk nku djsa ftudk ge mi;ksx ugha djrs gSa tSls diM+s] 
fdrkcsa] QuhZpj] Hkkstu] vkfnA 

4- LFkkuh; mRikndksa ls ekSleh Qy vkSj lfCt;ka [kjhnsa vkSj [kk,aA 
 

5- ikuh dh cckZnh ls cpus ds fy, yhd gksus okys uyksa vkSj ikbi dh 
ejEer djsaA 

6- fuiVkus ls igys dpjs dks NkaV ysa vkSj mldk mipkj djsaA 
 

ty ds uhps thou dh j{kk djsa ¼Protect Life Below Water½ 

leqæ esa dbZ Vu IykfLVd ds VqdM+s ik, tkrs gSa] tks leqæh thou dks 
ekj jgs gaSA leqæh thou dh j{kk djuk] gekjs egklkxjksa dks iznw"k.k ls 
cpkuk vko';d gS rkfd leqæh thou dks cpk;k tk ldsA 

Hkwfe ij thou dh j{kk djsa ¼Protect Life on Land½ 

isM+ksa dh dVkbZ ls feV~Vh dk dVko gksrk gS vkSj [ksrh ds fy, Hkwfe lw[kh 
vkSj csdkj gks tkrh gSA gekjs }kjk dkVs x, ikS/kksa dks cnyus ds fy, 
vf/kd ls vf/kd isM+ yxkuk LFkk;h fodkl dh fn'kk esa ,d egRoiw.kZ 
dne gSA 
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izk;ksfxd vH;kl 
 

  
xfrfof/k 1 

 

,d lewg esa ppkZ 

izfØ;k 
 

 miyC/k Nk=ksa dh la[;k ds vk/kkj ij lewg cuk,aA 
 izR;sd Nk= ,d rjhds dk o.kZu djsxk ftlesa os i;kZoj.k ds laj{k.k vkSj lqj{kk ds fy, dke 

dj ldrs gSaA 
 ,d lwph cuk,a vkSj bls ckdh d{kk ds lkFk lkÖkk djsaA 

 

   xfrfof/k 2 
 

dpjs dk mi;ksx djds dyk ifj;kstuk cuk,a 

vko’;d lkefxz;ka 
IykfLVd dh FkSfy;ka] bLrseky dh gqbZ cksrysa] dkxt ds di] dkxt] rkj vkfnA 

izfØ;k 
 

 miyC/k cPpksa dh la[;k ds vk/kkj ij lewg cuk,aA vif'k"V inkFkZ dh ,d lwph cuk,a ftls 
Qsad fn;k tkrk gSA vc jpukRed fopkjksa ds ckjs esa lkspsa] ftlesa vki dqN mi;ksxh cukus ds 
fy, csdkj lkexzh dk mi;ksx dj ldrs gSaA  

;fn le; vuqefr nsrk gS] rks izR;sd Nk= ?kj ls dqN vif'k"V inkFkZ izkIr dj ldrk gS] tSls fd iqjkus 
lekpkj i=] IykfLVd dh cksrysa] iqjkus diM+s] vkfn] vkSj dpjs ls lcls vPNk cuk ldrs gSa ¼,d 
isaÇVx] nhokj dh ltkoV ;k ,d cSx½A vius Ldwy ds lkeus okys xsV ij ,d izn'kZuh yxkb,A 
 

viuh izxfr tkapsa  
 

 

d- cgq fodYi iz’u  
  

iz’uksa dks /;ku ls i<+sa vkSj ml v{kj ¼d½] ¼[k½] ¼x½ ;k ¼?k½ ij xksyk yxk,a tks iz’u dk lcls lgh 
mÙkj gSA 

  
1- ÅtkZ dk fuEufyf[kr esa ls dkSu lk lzksr v{k; lzksr gS\ 

 
¼d½ lkSj ÅtkZ 
¼[k½ ydM+h 
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¼x½ dks;ys 
¼?k½ isVªksy 

  
2- og fodYi pqusa tks la;qä jk"Vª ds vuqlkj ,d LFkk;h fodkl y{; ugha gSA 

 
¼d½ LoPN ty vkSj LoPNrk 
¼[k½ ySafxd lekurk 
¼x½ tula[;k 
¼?k½ ?kVrh vlekurk,a 

 
 
[k- fo”k; laca/kh iz'u 

1- dqN ,sls rjhdksa dh lwph rS;kj djsa ftuesa ge lalk/kuksa dk mi;ksx leÖknkjh ls dj ldsaA 
2- LFkk;h fodkl dh fn'kk esa f'k{kk ds egRo dks leÖkk,aA 

 
 

vkius D;k lh[kk\ 
 
 

bl l= ds iwjk gksus ds ckn] vki ;g djus esa l{ke gksaxs 
 

 LFkk;h fodkl esa gekjh Hkwfedk ds egRo dks leÖkk,aA 
 igpku djsa fd ge LFkk;h fodkl dh fn'kk esa dSls ;ksxnku dj ldrs gSaA  

  



124 

 

mÙkj dqath 
 
bdkbZ 1 % lapkj dkS’ky   

Lk= 1 % lapkj ds rjhds 
 
d- cgq fodYi iz'u 
1- ?k 
2- d 
3- x 
 
Lk= 2 % ekSf[kd lapkj  
 
d- cgq fodYi iz'u 
1- x 
2- [k 
3- d vkSj [k 
 
Lk= 3 % xSj ekSf[kd lapkj  
 
d- cgq fodYi iz'u 
1- [k 
2- x 
3- d  
4- [k 
 
uhps fn, x, dk;ksZa ds fy, xyr ds fy, X dk fu’kku yxk,aA 
• vkSipkfjd lapkj ds nkSjku galuk   
• flj [kqtykuk  
• nksLr ls ckr djrs le; eqLdqjkuk  
• tc vki fdlh dh ckr ls lger gksrs gSa rks flj fgykrs gSa  
• lh/ks [kM+s gksuk  
• lqurs le; tEgkbZ ysuk  
• lh/ks cSBuk  
• cksyrs le; vka[kksa dk laidZ cuk, j[kuk  
• uk[kwu dkVuk  
• dkQh etcwrh ls gkFk feykuk  
• nkar ihluk  
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• tc dksbZ vkils cksy jgk gks rks nwj ns[kuk  
• yxkrkj ?kwjuk  

 
Lk= 4 % lapkj pØ vkSj izfrfØ;k dk egRo 
 
d- cgq fodYi iz'u 
1- ?k 
2- d 
3- [k vkSj x  
 

Lk= 5 % izHkkoh lapkj dh ck/kk,a  
 
d- cgq fodYi iz'u 
1- x 
2- d vkSj [k 
 
Session 6: Writing Skills - Parts of Speech  
 
A. Multiple choice questions: 
1. a and c 
2. c and d 
3. c and d 
4. a 
 
B. Fill in the blanks 
a. The boy is swimming. 
b. The children are playing. 
c. The students are writing. 
d. Rahim is driving the car. 
e. Ms Sen is teaching. 
f. The cat is eating. 
 
Session 7: Writing Skills – Sentences 
 
A. Multiple choice questions 
1. a 
2. d 
3. d 
4. c 
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bdkbZ 2 % Lo izca/ku dkS’ky    

 
Lk= 3 % Lo&izsj.kk  
 
d- cgq fodYi iz'u 
1- x 
2- d vkSj x 
3- [k  
 

bdkbZ 3 % lwpuk vkSj lapkj izkS|ksfxdh dkS’ky 
 
Lk= 1 % ewyHkwr dEI;wVj izpkyu   
d- cgq fodYi iz’u  

1- d 
2- [k 
3- x & ?k & ³ & [k & d 

 
Lk= 2 % ewyHkwr Qkby izpkyuksa dk izn’kZu djuk   
d- cgq fodYi iz’u  

1- x 
2- ?k 
3- [k  

 
Lk= 3 % dEI;wVj ns[kHkky vkSj j[kj[kko   
d- cgq fodYi iz’u  

1- x 
2- x 
3- d  
4- ?k 

 
Lk= 4 % dEI;wVj lqj{kk vkSj xksiuh;   
d- cgq fodYi iz’u  

1- [k 
2- d 
3- ?k  
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bdkbZ 4 % m|Ek’khyrk dkS’ky 
 
Lk= 1 % m|e’khyrk vkSj lekt  
d- fuEufyf[kr esa ls crk,a fd lgh gSa ;k xyr 

1- Lkgh 
2- xyr 
3- lgh 

 
Lk= 2 % ,d m|eh dh ;ksX;rk vkSj dk;Z   

d- ;gka dqN m|fe;ksa dh dqN dgkfu;ka nh xbZ gSaA muds }kjk n’kkZbZ tk jgh fo’ks”krk ds fodYi ij fVd 
djsaA 
1- x 
2- d 

 
[k- ml dk;Z ds fy, lgh fodYi ij fu’kku yxk,a tks m|eh dj jgk gSA 

1- [k 
2- d 
3- x 

Lk= 3 % m|e'khyrk ds ckjs esa feFkd     

[k- m|e'khyrk ds ckjs esa xyr /kkj.kk ds lkFk uhps nh xbZ izR;sd dgkuh dk feyku djsaA 

1- x 
2- ?k 
3- d 

 
Lk= 4 % dSfj;j fodYi ds :i esa m|ferk  
  
d-  fodYi ds lkeus fy[ksa] ;fn O;kolkf;d fopkj Lojkstxkj ;k ikfjJfed gsrq jkstxkj dk gSA 

1- d& osru jkstxkj 
2- [k & Lo&jkstxkj 
3- x & Lo&jkstxkj 
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[k- dkWye dk feyku djsa 

1- x 
2- [k 
3- d 

 

bdkbZ 5 % gfjr dkS’ky 
 

Lk= 1 % LFkk;h fodkl  

d- cgq fodYi iz’u  

1- [k 
2- x 
3- d 

Lk= 2 % LFkk;h fodkl esa gekjh Hkwfedk  

d- cgq fodYi iz’u  

1- d 
2- x 
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'kCndks"k 
cSdvi % bldk eryc ;g gS fd daI;wVj ls MsVk dks fdlh vU; LVksjst fMokbl ij dkWih djuk rkfd ;g lqfuf'Pkr fd;k tk 
lds fd dksbZ MsVk xqe ;k {kfrxzLr u gksA 
 
cSfj;j % ck/kk 
 
iwath % fdlh O;olk; dks 'kq: djus ds fy, mi;ksx fd, tkus okys /ku dks iwath dgk tkrk gSA 
 
dSfj;j % dSfj;j ,d ,slh ykbu gS] ftls O;fä thou Hkj viukrk gSA 
 
lqlaxr % rkÆdd vkSj lqlaxrA 
 
laf{kIr % cgqr lkjh tkudkjh Li"V :i ls vkSj dqN 'kCnksa esa 
 
jpukRed % ewy vkSj fofHkUUk fopkjksa okykA 
 
ekax % ,d mRikn ;k lsok gS tks yksx pkgrs gSaA 
 
fMftVy % daI;wVj ij laxzghr tkudkjh dks fMftVy :i esa dgk tkrk gSA 
 
izHkkoh % ,d okafNr ;k bfPNr ifj.kke ds mRiknu esa lQy 
 
m|eh % ,d Lojkstxkj djus okyk O;fä tks tksf[ke mBkdj vius O;olk; dks csgrj cukus ds fy, ges'kk iz;Ru'khy jgrk gS 
vkSj u, fopkjksa dh dksf'k'k djrk gSA 
 
fofue; % ,d pht nsus vkSj nwljs dks izkIr djus dk dk;ZA 
 
Q+ksYMj % ,d Q+ksYMj ,d ,slk LFkku gS tgka Q+kbyksa dk ,d lewg tek fd;k tk ldrk gSA 
 
dk;Z % ;g dk;Z fd;k tk jgk gSA 
 
vknr % fu;fer izòfŸkA 
 
lgk;d % mi;ksxh] enn dh is'kd'k djus ds fy, rS;kjA 
 
fu;qDr djuk Hire % fdlh dks dke nsuk vkSj mlds fy, mUgsa Hkqxrku djukA 
 
j[kj[kko % ;g rjhdk gS fd ge nSfud] lkIrkfgd] ekfld vkSj okÆ"kd vk/kkj ij viuh ckrksa dk /;ku j[ksaA 
 
feFkd % ,d feFkd] ;k xyr /kkj.kk] fdlh pht ds ckjs esa xyr /kkj.kk ;k jk; gSA 
 
lwpuk % lwpuk ;k vuqHkoA 
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iSjkySaXost% mnkgj.k vfHkO;fä] fip vkSj cksyus dh xfr] ladksp 'kksj] gkoHkko vkSj psgjs dh vfHkO;fäA 
 
ifjizs{; Perspective % laca/k ds izfr ,d fo'ks"k joS;k 
 
xq.koŸkk% ,d xq.koŸkk og rjhdk gS ftlls O;fä dk;Z djrk gS ;k O;ogkj djrk gSA mnkgj.k ds fy,, n;kyq, vlH; vkfnA 
 
lalk/ku % phtksa dh vkiwÆr] tSls fd lkexzh] /ku ;k izk—frd lalk/ku] tSls gok] tehu] ikuh] vkfn] ftls yksx Bhd ls dke 
djus ds fy, mi;ksx dj ldrs gSaA 
 
LdSÇux% ok;jl ds fy, LdSÇux dk vFkZ gS ,d ,aVh&ok;jl lkW¶+Vos;j dk mi;ksx djuk] tks daI;wVj esa ,d [krjukd 
ok;jl vkus ij [kkstus ds fy, iwjs daI;wVj dh tkap djrk gS 
 
Lo&fu;ksftr % dksbZ gS tks yksxksa dh t:jrksa dks iwjk djus ds fy, O;olk; 'kq: djrk gSA 
 
,l,e,l % y?kq lans'k lsokA 
 
lLVsuscy ;k LFkk;h % ,slk dqN ftls yacs le; rd fLFkj Lrj ij cuk, j[kk tk ldrk gSA 
 
ekSf[kd Verbal % 'kCnksa ds :i esa ;k mlls lacaf/krA 
 
n'̀; Visual % ns[kus ;k ns[kus ls lacaf/krA 


