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çLrkouk 

us'kuy dfjdqye ÝseodZ &2005 ¼,ulh,Q&2005½ dke vkSj f'k{kk dks ikB~îØe ds {ks= esa 
ykus dh flQkfj'k djrk gS] bls lh[kus ds lHkh {ks=ksa esa bls çklafxd pj.kksa esa viuh Lo;a 
dh igpku nsrs gq, çHkkfor djrk gSA ;g crkrk gS fd dke Kku dks vuqHko esa cny nsrk gS 
vkSj vkRefuHkZjrk] jpukRedrk vkSj lg;ksx tSls egÙoiw.kZ O;fäxr vkSj lkekftd ewY;ksa dks 
mRiUu djrk gSA dke ds ek/;e ls O;fä lekt esa ,d LFkku çkIr djuk lh[krk gSA ;g 
,d 'kSf{kd xfrfof/k gS ftlesa lekos'k dh varfuZfgr {kerk gSA blfy,] ,d 'kSf{kd lsfVax esa 
mRiknd dk;ksaZ esa 'kkfey gksus ls ges lkekftd thou ds ewY; vkSj lekt esa D;k ewY;oku 
vkSj ljkguh; gS budk egÙo le> vk,xkA dk;Z esa lkexzh ;k vU; yksxksa ¼T;knkrj nksuksa½ 
ds lkFk vUr%fØ;k'khyrk 'kkfey gS] bl çdkj ,d xgjh le> vkSj çk—frd inkFkksaZ vkSj 
lkekftd laca/kksa ds O;kogkfjd Kku esa o`f) gksrh gSA 

dke vkSj f'k{kk ds ek/;e ls] Ldwy ds Kku dks vklkuh ls Ldwy ds ckgj 
f'k{kkfFkZ;ksa ds thou ls tksM+k tk ldrk gSA ;g fdrkch lh[k dh fojklr ls Hkh fonk ysrk 
gS vkSj Ldwy] ?kj] leqnk; vkSj dk;ZLFky ds chp dh [kkbZ dks ikVrk gSA 

  ,ulh,Q 2005 mu lHkh cPpksa ds fy, O;kolkf;d f'k{kk vkSj çf'k{k.k ¼ohbZVh½ ij 
Hkh tksj nsrk gS tks viuh Ldwyh f'k{kk dks can djus ;k iwjk djus ds ckn O;kolkf;d f'k{kk 
ds ek/;e ls vfrfjä dkS'ky vkSj vkthfodk çkIr djuk pkgrs gSaA ohbZVh ls vis{kk dh tkrh 
gS fd og VfeZuy ;k&vafre mik; *fodYi ds ctk; ilanhnk vkSj lEekutud* fodYi çnku 
djsA 

blds vuqlj.k ds :i esa] ,ulhbZvkjVh us fo"k; {ks=ksa esa dke djus dh dksf'k'k dh 
gS vkSj ns'k ds fy, jk"Vªh; dkS'ky ;ksX;rk ÝseodZ ¼,u,lD;w,Q½ ds fodkl esa Hkh ;ksxnku 
fn;k gS] ftls 27 fnlacj 2016 dks vf/klwfpr fd;k x;k FkkA ;g ,d xq.koÙkk vk'oklu 
<kapk gS tks Kku] dkS'ky vkSj –f"Vdks.k ds Lrjksa ds vuqlkj lHkh ;ksX;rkvksa dks O;ofLFkr 
djrk gSA ,d ls nl rd oxhZ—r bu Lrjksa dks lh[kus ds ifj.kkeksa ds lanHkZ esa ifjHkkf"kr 
fd;k x;k gS] f'k{kkFkhZ esa ;s xq.k gksuk pkfg, pkgs os vkSipkfjd] xSj&vkSipkfjd ;k 
vukSipkfjd f'k{kk ds ek/;e ls çkIr fd, x, gSaA ,u,lD;w,Q Ldwyksa] O;kolkf;d f'k{kk 
vkSj çf'k{k.k laLFkkuksa] rduhdh f'k{kk laLFkkuksa] d‚ystksa vkSj fo'ofo|ky;ksa dks doj djus 
okyh jk"Vªh; Lrj ij ekU;rk çkIr ;ksX;rk ç.kkyh ds fy, lkekU; fl)kar vkSj fn'kkfunsZ'k 
fu/kkZfjr djrk gSA 

 blh i`"BHkwfe esa ,ulhbZvkjVh ds ,d ?kVd iafMr lqanjyky 'kekZ lsaVªy baLVhVîwV 
v‚Q oksds'kuy ,tqds'ku ¼ih,l,llhvkbZohbZ½] Hkksiky us ukSoha ls ckjgoha d{kk rd O;kolkf;d 
fo"k;ksa ds fy, lh[kus ds ifj.kkeksa ij vk/kkfjr e‚Mîwyj ikB~îØe fodflr fd;k gSA ;g 
ekuo lalk/ku fodkl ea=ky; dh ek/;fed vkSj mPp ek/;fed f'k{kk ds O;olk;hdj.k dh 
dsaæ çk;ksftr ;kstuk ds rgr fodflr fd;k x;k gSA 

bl ikB~îiqLrd dks ukSdjh dh Hkwfedk ds fy, jk"Vªh; O;kolkf;d ekudksa ¼,uvks,l½ 
dks /;ku esa j[krs gq, vkSj O;olk; ls lacaf/kr vuqHkokRed f'k{kk dks c<+kok nsus ds fy, lh[kus 
ds ifj.kke vk/kkfjr ikB~îØe ds vuqlkj fodflr fd;k x;k gSA ;g Nk=ksa dks vko';d 
dkS'ky] Kku vkSj –f"Vdks.k çkIr djus esa l{ke djsxkA 

eSa fodkl ny] leh{kdksa vkSj lHkh laLFkkuksa vkSj laxBuksa ds ;ksxnku dks Lohdkj djrk  
gw¡] ftUgksaus bl ikB~îiqLrd ds fodkl esa lg;ksx fd;k gSA 
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,ulhbZvkjVh Nk=ksa] f'k{kdksa vkSj vfHkHkkodksa ds lq>koksa dk Lokxr djsxk] ftlls gesa ckn ds 
laLdj.kksa esa lkexzh dh xq.koÙkk esa vkSj lq/kkj djus esa enn feysxhA 
 

âf"kds'k lsukifr 
funs'kd 

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

ubZ fnYyh  
twu 2018 
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ikB~îiqLrd ds ckjs esa 
 
vkbZVh&vkbZVhbZ,l {ks= rst xfr ls c<+ jgk gS] Hkkjr vkSj fons'kksa esa cgqr gh egÙoiw.kZ m|ksx 
gSA nqfu;k Hkj esa fofHkUu {ks=ksa esa c<+rs O;kikj ds voljksa esa] ,d LFkku ls nwljs LFkku ij lwpuk 
dk cM+k LFkkukarj.k gksrk gSA cM+h ek=k esa MsVk dk eaFku fd;k tkrk gS vkSj bl çdkj ,d= 
fd, x, MsVk ds mfpr çca/ku dh vko';drk iSnk gksrh gSA daifu;ksa dks viuh eq[; xfrfof/k;ksa 
ij Hkh /;ku dsafær djuk gksxk vkSj MsVk çfof"V çfØ;k dks vkmVlkslZ djuk gksxkA bl {ks= 
esa dbZ NksVh vkSj cM+h vkmVlksflaZx daifu;ksa ds ços'k ds lkFk&lkFk vkbZVh m|ksx esa rsth ls 
fodkl us MkVk ,aVªh v‚ijsVj tSls fofHkUu ukSdjh Hkwfedkvksa ds fy, çf'kf{kr dfeZ;ksa dh Hkkjh 
ekax dks tUe fn;k gSA 
 

vkbZVh&vkbZVhbZ,l m|ksx esa ?kjsyw MkVk ,aVªh v‚ijsVjksa dks MkVk ,aVªh v‚ijsVlZ ds :i 
esa Hkh tkuk tkrk gSA ;s O;fä nSfud dk;Z fjiksVZ çnku djus vkSj ?kaVs ds vk/kkj ij dke djus 
ds fy, ftEesnkj gSaA os DykbaV lkbV ls dk;kZy; lkbV ij ;k blds foijhr MsVk dh 
bysDVª‚fud çfof"V ds fy, Hkh ftEesnkj gSaA O;fäxr dk;Z laxBu ds vkdkj vkSj lajpuk ds 
vk/kkj ij fHkUu gksrs gSaA bl ukSdjh ds fy, O;fä dks fofHkUu çkS|ksfxdh ço`fÙk;ksa vkSj çfØ;kvksa 
ds lkFk&lkFk MsVkcsl çca/ku ç.kkfy;ksa vkSj vkbZVh igyksa ds ckjs esa v|ru Kku gksuk vko';d 
gSA O;fä dks rst vkSj lVhd Vkbfiax ;k MsVk ,UdksfMax irk gksuk pkfg,A bl dk;Z esa daI;wVj 
ij dke djuk ;k daI;wVj ls MsVk çkIr djus tSls fofHkUu eqíksa ds laca/k esa lVhd MsVk ntZ 
djus ds fy, mi;qä l‚¶Vos;j 'kkfey gSA 
 

^^?kjsyw MsVk ,aVªh v‚ijsVj^^ dh ukSdjh dh Hkwfedk ds fy, ikB~îiqLrd dks O;kogkfjd 
lh[kus ds vuqHko ds ek/;e ls Kku vkSj dkS'ky çnku djus ds fy, fodflr fd;k x;k gS] 
tks vuqHkokRed lh[kus dk ,d fgLlk gSA vuqHkokRed vf/kxe O;fä ds fy, lh[kus dh çfØ;k 
ij dsafær gSA vr% vf/kxe xfrfof/k;k¡ f'k{kd dsfUær u gksdj fo|kFkhZ dsfUær gksrh gSaA 

 
ikB~îiqLrd dks O;kolkf;d Nk=ksa ds fy, ,d mi;ksxh vkSj çsjd f'k{k.k&vf/kxe 

lalk/ku lkexzh cukus ds fy, fo"k; vkSj m|ksx ds fo'ks"kKksa vkSj f'k{kkfonksa dh fo'ks"kKrk ds 
;ksxnku ds lkFk fodflr fd;k x;k gSA ukSdjh dh Hkwfedk ds fy, ikB~îiqLrd dh lkexzh dks 
jk"Vªh; O;kolkf;d ekudksa ¼,uvks,l½ ds lkFk lajsf[kr djus ds fy, i;kZIr ns[kHkky dh xbZ 
gS rkfd Nk= ;ksX;rk iSd ¼D;wih½ ds lacaf/kr ,uvks,l esa mfYyf[kr çn'kZu ekunaMksa ds vuqlkj 
vko';d Kku vkSj dkS'ky çkIr dj ldsaA ikB~îiqLrd dh leh{kk fo'ks"kKksa }kjk dh xbZ gS 
rkfd ;g lqfuf'pr fd;k tk lds fd lkexzh u dsoy ,uvks,l ds lkFk lajsf[kr gS] cfYd 
mPp xq.koÙkk dh Hkh gSA bl ikB~îiqLrd ds ek/;e ls 'kkfey ?kjsyw MkVk ,aVªh v‚ijsVj dh 
ukSdjh dh Hkwfedk ds fy, ,uvks,l fuEukuqlkj gSa% 
1. SSC/N3022 – MsVk ,aVªh lfoZlst ysuk 
2. SSC/N9001 – vko';drkvksa dks iwjk djus ds fy, dk;Z dk çca/ku djuk 
3. SSC/N9003 – LoLFk] lqjf{kr vkSj lajf{kr dk;Z okrkoj.k cuk, j[kuk 
 

ikB~îiqLrd dh bdkbZ 1 vkbZVh&vkbZVhbZ,l {ks= ds Hkhrj fofHkUu dfj;j ds voljksa 
dh O;k[;k djrh gSA blds ckn ;g fofHkUu vkbZVh l{ke lsokvksa dk fooj.k nsrk gSA vkbZVh 
lsok {ks= ds Hkhrj dk;Z {ks= ds lkFk&lkFk LokLF; vkSj lqj{kk igyqvksa dks cuk, j[kuk Hkh 
igyh bdkbZ esa 'kkfey gSA bdkbZ 2 Nk=ksa dks Vkbfiax VîwVj dk mi;ksx djds Vkbfiax dkS'ky 
lh[kus esa enn djsxhA blesa daI;wVj flLVe ls tqM+s LokLF; igyqvksa ds ekeys esa Nk= dks 
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etcwrh ls [kM+k djus ds fy, ,xksZu‚feDl vkSj cSBus dh eqæk Hkh 'kkfey gSA bdkbZ 3 cqfu;knh 
oMZ çkslsflax dkS'ky ls lacaf/kr gS rkfd Nk= nLrkost rS;kj djus ds fy, VsDLV ntZ djuk 
vkSj laikfnr djuk lh[k ldsaA bdkbZ 4 odZ'khV rS;kj djus ds fy, cqfu;knh LçsM'khV dkS'ky 
ls lacaf/kr gS rkfd Nk= LçsM'khV esa MsVk cukuk vkSj mlesa gsjQsj djuk lh[k ldsaA bdkbZ 5 
esa LykbM çLrqfr rS;kj djus ds fy, cqfu;knh çLrqfr dkS'ky 'kkfey gSa rkfd Nk= çLrqrhdj.k 
cukuk lh[k ldsaA 
 

nhid Mh- 'kq/kyokj 
,lksfl,V çksQslj ¼lh,lbZ½ vkSj çeq[k 

bathfu;fjax ,aM VsDuksy‚th foHkkx 
ih,l,llhvkbZohbZ] ,ulhbZvkjVh] Hkksiky 
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Loh—fr 

 
jk"Vªh; 'kSf{kd vuqla/kku vkSj çf'k{k.k ifj"kn ¼,ulhbZvkjVh½ ifj;kstuk vuqeksnu cksMZ ¼ih,ch½ 
ds lHkh lnL;ksa vkSj ekuo lalk/ku fodkl ea=ky; ¼,e,pvkjMh½] Hkkjr ljdkj ds vf/kdkfj;ksa 
ds ikB~îiqLrd fodkl esa muds lg;ksx ds fy, vkHkkj O;ä djrk gSA ifj"kn~ bl ikB~îiqLrd 
ds fodkl ds vuqjks/k ij ldkjkRed çfrfØ;k nsdj viuh fo'ks"kKrk vkSj cgqewY; le; lk>k 
djus ds fy, lHkh ;ksxnkudrkZvksa dk Hkh vkHkkj O;ä djrh gSA 
 

ifj"kn bl ikB~îiqLrd ds fodkl esa lgk;rk vkSj ekxZn'kZu çnku djus ds fy, ih,l,l 
lsaVªy bafLVVîwV v‚Q oksds'kuy ,tqds'ku ¼ih,l,llhvkbZohbZ½] Hkksiky ds la;qä funs'kd 
jkts'k [kack;r ds çfr vkHkkj O;ä djrh gSA ge ikBîØe leUo;d nhid Mh- 'kq/kyokj] 
,lksfl,V çksQslj ¼lh,lbZ½ vkSj çeq[k] bathfu;fjax ,aM VsDuksy‚th foHkkx] ih,l,llhohbZ] 
,ulhbZvkjVh] Hkksiky ds vkHkkjh gSa] ftUgksaus bl ikB~îiqLrd ds fy, iwjh rjg ls lkexzh 
fodflr djus vkSj l‚¶Vos;j ls lacaf/kr rLohjsa çnku djus ds fy, vius vFkd ç;kl fd;s 
gSA buds vykok vU; mi;ksx dh xbZ Nfo;ka fØ,fVo d‚eUl ykblsal ds varxZr gSaA x.ks'k 
dqekj nhf{kr vkSj t;ar feJk] vkbZVh&vkbZVhbZ,l esa lykgdkj] bathfu;fjax ,aM VsDuksy‚th 
foHkkx] ih,l,llhvkbZohbZ] Hkksiky dks Hkh O;kolkf;d dkS'ky ds fy, bl ikB~îiqLrd ds 
fodkl esa muds vFkd ç;klksa vkSj ;ksxnku ds fy, fof/kor :i ls Lohdkj fd;k tkrk gSA 

 
ifj"kn ljkst ;kno] çksQslj vkSj Mhu ¼,½] ,ulhbZvkjVh] vkSj jatuk vjksjk] çksQslj vkSj 

çeq[k] ikBîp;kZ v/;;u foHkkx] vkSj ekewj vyh] lgk;d çksQslj] lhvkbZbZVh] ,ulhbZvkjVh] 
ubZ fnYyh dks lko/kkuhiwoZd ewY;kadu vkSj lq>ko nsus ds fy, vkHkkjh gSA bl iqLrd ds lq/kkj 
vkSj bls vafre :i nsus ds fy,A ifj"kn~ bl iqLrd dks vkdkj nsus esa f'kYik eksgu] lgk;d 
laiknd ¼lafonkRed½ vkSj latho dqekj] d‚ih /kkjd ds çfrfyfi laiknu vkSj cgqewY; ;ksxnku 
dks Lohdkj djrh gSA iou dqekj cfj;kj] MhVhih v‚ijsVj] vkSj gfjn'kZu yks/kh] MhVhih 
v‚ijsVj ¼lafonk½] çdk'ku foHkkx] ,ulhbZvkjVh] ds funsZ'k ysvkmV fMtkbu ds ç;klksa dks Hkh 
Lohdkj fd;k tkrk gSA 

 
ifj"kn~ Hkkjrh; O;kolkf;d Nk=ksa ds fy, ,d xq.koÙkkiw.kZ ikB~îiqLrd çnku djus ds 

mís'; dks lkdkj djus esa foÙkh; lgk;rk vkSj lg;ksx ds fy, ekuo lalk/ku fodkl ea=ky; 
dh vkHkkjh gSA 
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bdkbZ 1 vkbZVh – vkbZVhbZ,l baMLVªh dk ifjp; 

ifjp; 

buQkesZ'ku ,aM dE;qfuds'ku VsDuksy‚th ¼vkbZlhVh½ vk/kqfud lkslkbVh dh egÙoiw.kZ vko';drk 
gSA vkt ds fMftVy ;qx esa] ge gekjs fnup;kZ ds gj NksVs& cM+s dkeksa ds fy, eksckby Qksu 
dk mi;ksx djrs gSaA fMftVy fMokbl ds mi;ksx ds fcuk fdlh Hkh dk;ksaZ dks iwjk djus ds 
ckjs esa lkspuk eqf'dy gSA buQkesZ'ku VsDuksy‚th fo'o dh lcls rst xfr ls vkxs c<+us okyh 
vkfFkZd xfrfof/k;ksa esa ls ,d gS] ftlesa okafNr rjhds ls fofHkUu Lrjksa ij lwpuk ds vklku 
çokg dh ifjdYiuk dh xbZ gSA n buQkesZ'ku VsDuksy‚th buscYM lfoZlst ¼lwpuk çkS|ksfxdh 
l{ke lsok,a½ lsDVj us u dsoy iwjh nqfu;k dk gekjs ns'k ds çfr utfj;k cnyk gS cfYd 
Hkkjrh; vFkZO;oLFkk esa Hkh vge ;ksxnku fn;k gSA bl ls'ku esa vkidks buQkesZ'ku VsDuksy‚th 
vkSj n buQkesZ'ku VsDuksy‚th buscYM lfoZlst dh ewy vo/kkj.kk o vkbfM;k ds ckjs esa crk;k 
tk,xkA 

buQkesZ'ku VsDuksy‚th 

buQkesZ'ku VsDuksy‚th dk vFkZ gS& fuekZ.k] çca/ku] laxzfgr vkSj tkudkjh dk vknku& çnku 
djukA vkbZVh ds rgr lHkh çdkj dh VsDuksy‚th 'kkfey gS tks tkudkjh ds fy, vko';d gS] 
tSls fd daI;wVj gkMZos;j vkSj l‚¶Vos;j VsDuksy‚th dk mi;ksx fuekZ.k] laxzg.k vkSj tkudkjh 
ds vknku&çnku ds fy, fd;k tkrk gSA daI;wVj MkVk dk mi;ksx buiqV dh rjg dj çkslsl 
djrk gS vkSj vkmViqV ds :i esa ifj.kke çnku djrk gSA tkudkjh MkVk çkslsflax dk ifj.kke 
gSA MkVk QsDV vkSj j‚ eVsfj;y ls laca/k j[krk gS tks tkudkjh çnku djus ds fy, çkslsl 
fd;k tkrk gSA ,d d{kk esa fdrus yM+ds &yM+fd;k¡ gS og d{kk dk okLrfod MkVk gSA ;g 
MkVk jhfyt dk ,d mnkgj.k gS tks d{kk ds fo|kfFkZ;ksa ls tqM+k gSA MkVk ds vk/kkj ij dqN 
fu"d"kZ Hkh çkIr fd, tkrsa gSaA çkIr tkudkjh gh fu"d"kZ gSA vkbZVh O;olk; dk ,d vfuok;Z 
fgLlk gSA daI;wVj vkSj buQkesZ'ku flLVe vkt gj O;olk; dk vko';d vax gSA tSls fd 
ys[kkadu vkSj fof/k gj O;olk; dks cjkcjh djus ds fy, VSDuksy‚th esa fuos'k djuk vko';d 
gSA O;olk; ds fy, vk;Vh ds vusd ykHk gS ;g vf/kd xzkgdksa rd igqap çnku djus rFkk 
lgh xzkgdksa rd O;kikfjd fj'rsa cukus] ykxr dks de djus] dk;Z{kerk dks c<+kus] ykHk esa o`f)] 
lapkyu lqO;ofLFkr djuk] vio; dks de djus] xzkgdksa dks csgrj lqfo/kk çnku djus] ikVZul 
ds lkFk lqpk# :i ls O;kikfjd fj'rs vkSj xzkgdksa dks O;kikj ds ckjs esa lgh rjg ls tkudkjh 
çnku djus esa lgk;d gSA 

buQkesZ'ku VsDuksy‚th buscYM lfoZlst ¼vkbZVhbZ,l½  

buQkesZ'ku VsDuksy‚thtks lsok dh xq.koÙkk esa lq/kkj djds O;olk; dks buscy ¼l{ke½ cukrh 
gS] buQkesZ'ku VsDuksy‚th buscYM lfoZlst ¼vkbZVhbZ,l½ gSA vkbZVhbZ,l dks osc&buscYM ;k 
fjeksV lfoZl Hkh dgk tkrk gS] tks laiw.kZ v‚ijs'ku dks 'kkfey djrh gSa] tks fdlh vkxsZukbZts'ku 
dh n{krk esa lq/kkj djus ds fy, buQkesZ'ku VsDuksy‚th dk mi;ksx djrh gSA ;g lfoZt cM+s 
iSekus ij dfj;j ds fodYi çnku djrh gS] d‚y lsaVj] isjksy] y‚ftfLVDl eSustesaV] jsosU;w 
Dyse çkslsflax] esfMdy fcfyax] dksfMax] esfMdy VªkalfØI'ku] yhxy MsVkcsl] cSd v‚fQl 
v‚ijs'kal] daVsaV MsoyiesaV] thvkbZ,l ¼T;ksxzkfQdy buQkesZ'ku flLVe½] osc lfoZl vkSj ekuo 
lalk/ku ¼,pvkj½ lfoZl vkfnA vkbZVhbZ,l dks mu çfØ;kvksa ds vkmVlksflaZx ds :i esa 
ifjHkkf"kr fd;k tkrk gS ftUgsa buQkesZ'ku VsDuksy‚th ds lkFk l{ke fd;k tk ldrk gS tSls 
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foÙk] ekuo lalk/ku] ç'kklu] LokLF; ns[kHkky] nwjlapkj] fofuekZ.k bR;kfn vkSj fofo/k {ks= 
'kkfey fd;k tkrk gSA 

bZ&bZuscy lfoZl çeq[k :i ls ykxr dks de djrh gSa vkSj uksV~l lfoZl LVSaMMZ~l 
¼uksV~l lsok ekudksa½ esa lq/kkj djrh gSaA la{ksi esa] baVjusV lfoZl çksokbMj dk mís'; ch 2 ch 
bZ&d‚elZ lek/kku çnku djuk gSA vkbZVhbZ,l mi;ksxdrkZvksa flaxy fMyhojh eSdsfuTe ds 
ek/;e ls ,dh—r fofHkUu lfoZl çnku djrk gSA ftlesa esfMdy VªkalfØI'ku] dLVej 
fjys'kuf'ki eSustesaV] MsVk ,aVªh vkSj MsVk çkslsflax] l‚¶Vos;j MsoyiesaV] MsVk os;jgkmflax] 
vkbZVh gsYi MsLd lfoZlst] ,aVjçkbt fjlkslZ Iykfuax ,aM VsyhdE;qfuds'ku lfoZlst vkfn 
lfoZt 'kkfey gSaA 

chihvks lsok,a fctusl çkslsl vkmVlksflaZx ¼chihvks½ lsokvksa dk vFkZ gS ckgjh lsok çnkrk 
ds ek/;e ls O;olk; lapkyu djukA chihvks Hkh vkbZVh lsokvksa ds varxZr vkrk gS D;ksafd 
vkbZVh O;kolkf;d çn'kZu dks v‚fIVekbftax ¼vuqdwfyr½ djus esa cgqr mi;ksxh Hkwfedk fuHkkrk 
gSA chihvks m|ksx vR;f/kd laxfBr gS vkSj blfy, Hkkjr esa fofHkUu çdkj dh ukSdfj;ksa dks 
vkmVlkslZ fd;k tkrk gSA Hkkjr esa ykxr dks de djus ds lkFk xq.koÙkk ij Hkh fu;a=.k j[kus 
dh fo'ks"kKrk gS& 

chihvks lsokvksa esa ls dqN bl çdkj gSa% 

¼1½ foÙkh; vkSj ys[kk lsok,a 

¼2½ djk/kku vkSj chek lsok,a 

¼3½ bZ&çdk'ku vkSj osc çeks'ku 

¼4½ fof/k lsok,a vkSj daVsaV ys[ku 

¼5½ eYVhehfM;k vkSj fMtkbu lsok,a 

¼6½ nLrkost çca/ku lsok,a 

¼7½ l‚¶Vos;j VsfLVax lfoZlst 

¼8½ LokLF; ns[kHkky lsok,a  

Hkkjr esa chih,e baMLVªh ¼m|ksx½ 

vkbZVh chih,e ¼fctusl çkslsl eSustesaV½ m|ksx Hkkjr ds fodkl dks c<+kok ns jgk gSA ns'k ds 
ldy ?kjsyw mRikn ¼xz‚l MksesfLVd çksMDV&thMhih½ vkSj fu;kZr esa ;ksxnku nsus ds vykok] 
vkbZVh chih,e m|ksx dh o`f) us Hkkjr dks dbZ vkfFkZd vkSj lkekftd ykHk çnku fd, gSa 
ftlesa jkstxkj iSnk djuk] vk; dk Lrj c<+kuk vkSj fu;kZr dks c<+kok nsuk 'kkfey gSA blus 
Hkkjr dh oSf'od Lrj ij rduhdh :i ls mUur vkSj Kku&vk/kkfjr vFkZO;oLFkk dh Nfo 
cukus esa egÙoiw.kZ Hkwfedk fuHkkbZ gSA ;g {ks= m|e uksV~l iwathoknh }kjk lcls cM+s fuos'kksa dks 
vkdf"kZr djrk gS vkSj ns'k esa dbZ ds m|e'khyrk m|eksa dks l{ke djus ds fy, Hkh tku tkrk 
gSA fiNys n'kd ¼2008&18½ esa Hkkjr ds ldy ?kjsyw mRikn esa jktLo ¼ jsosU;w½ vkSj ;ksxnku 
ds ekeys esa vkbZVh&chih,e m|ksx yxHkx nksxquk ;ksxnku jgk gSA chihvks lsok m|ksx Hkkjr 
esa vlk/kkj.k :i ls vPNk dj jgs gSa D;ksafd blds fuEufyf[kr ykHk gSa% 
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d- Hkkjr esa chihvks lsok çnkrk ¼chihvks lfoZl çksokbMj½ csgrjhu lsokvksa dks nsus ds fy, 
gkbZ&Vsd gkMZos;j vkSj l‚¶Vos;j esa fuos'k djrs gSaA =qfV eqä vkSj vlk/kkj.k lsok 
¼,DlsI'kuy lfoZl½ çnku djus gsrq os xq.koÙkk tkap dk ikyu djrs gSaA 

[k- Hkkjr ljdkj vko';d cqfu;knh <k¡pk ¼baÝkLVªDpj½ vkSj jln lgk;rk ¼y‚ftfLVdy liksVZ½ 
çnku djds Hkkjr esa chihvks m|ksx dks çksRlkfgr dj jgh gSA 

x- Hkkjr esa chihvks m|ksx vR;f/kd fodflr gS vkSj vlk/kkj.k xq.koÙkk esa dbZ çdkj dh mPp 
lsok,a nsus esa l{ke gSA  

vkbZVh&chih,e m|ksx dh lajpuk& 

chih,e m|ksx ds Hkhrj laxBuksa dks fuEufyf[kr ekinaMksa ds lkFk oxhZ—r fd;k x;k gS% 

 laxBu ftl {ks= esa lsok ns jgk gS 
 laxBu }kjk çnku dh tkus okyh lsokvksa dh Js.kh ds lkFk&lkFk çdkj 
 lapkyu dk HkkSxksfyd QSyko  
 vk; vkSj lapkyu dk vkdkj 

¼d½ eYVhus'kuy dEiuht ¼,e,ulh½% ,e,ulh dk eq[;ky; Hkkjr ls ckgj gS] ysfdu Hkkjr 
lfgr nqfu;k Hkj esa dbZ LFkkuksa ij dke djrs gSaA os ckgjh DykbaV~l ¼?kjsyw @ oSf'od 
nksuksa½ dks lfoZl çnku djrs gSaA 

¼[k½ Hkkjrh; lsok çnkrk ¼bafM;u lfoZl çksokbMj & vkbZ,lih½% vkbZ,lih us Hkkjr esa vius 
v‚ijs'ku ds lkFk 'kq:vkr dh buesa ls vf/kdka'k laxBuksa dk eq[;ky; Hkkjr esa gS] tcfd 
dbZ varjjk"Vªh; LFkkuksa esa dk;kZy; gSaA vf/kdka'k ds ikl DykbaV~l csl gS] tks oSf'od gksus 
ds lkFk&lkFk ?kjsyw Hkh gS] dqN ,sls Hkh gSa tks dsoy Hkkjrh; DykbaV~l dks lfoZl çnku 
djus ij /;ku dsafær djrs gSaA 

¼x½ Xykscy bu&gkml lsaVj ¼thvkbZlh½% thvkbZlh vkxsZukbZts'ku dsoy viuh iSjsaV daiuh dh 
t:jrksa dks iwjk djrs gSa vkSj ckgjh DykbaV~l dks lfoZl çnku ugha djrk gSA ;g e‚My 
vkxsZukbZts'ku dks vkbZVh v‚ijs'kal dks bu &gkml j[kus dk fodYi nsrk gS vkSj lkFk gh 
lkFk vius oSf'od QwVfçaV~l dk foLrkj djus vkSj ykxr çHkkoh rjhds ls uokpkj ds 
voljksa dh is'kd'k djrk gSA 

vkbZVh ,Iyhds'ku 

rduhdh :i ls fodflr ns'kksa esa] buQkesZ'ku VsDuksy‚th jkstejkZ dh ftanxh dk ,d fgLlk 
cu x;k gSA ,d mi;ksxdrkZ ds fy, daI;wVj ,d midj.k gS tks mi;ksxh tkudkjh çnku 
djrk gS] tc Hkh vko';drk gksrh gSA daI;wVj vkSj buQkesZ'ku VsDuksy‚th dk mi;ksx ?kj] 
dk;ZLFky] e‚MZu lfoZl baMLVªh vkSj gekjs thou ds lHkh igyqvksa esa fd;k tk jgk gSA blesa 
laxhr lquuk] fQYesa ns[kuk] xse [ksyuk] v‚fQl dk dke djuk] pSfVax djuk vkSj eSlst Hkstuk] 
nSfud ;kstukdkj dk çca/ku djuk] fdrkcsa i<+uk] mi;ksfxrk fcy dk Hkqxrku djuk] ;k=k ds 
fy, fVdV cqd djuk] cSafdax v‚ijs'ku vkfn dk bLrseky fd;k tk jgk gSA vkbZlhVh dk 
mi;ksx baMLVªht] dk;kZy;ksa] vkSj ?kjksa esa Hkh mi;ksx esa yk;h tk jgh gSA fofHkUu ,Iyhds'ku ds 
{ks= gSa & O;olk;] cSafdax] chek] f'k{kk] ekdsZfVax] LokLF; ns[kHkky] bathfu;fjax fMtkbu] lSU;] 
dE;wfuds'ku] ,uhes'ku] fjlpZ] —f"k vkSj ljdkjA 
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fp= 1-1% vkbZVh vuqç;ksx 

gkse daI;wfVax esa vkbZVh 

,d futh daI;wVj ¼ihlh½ dk mi;ksx ?kj ij dke djus] ?kjsyw ys[kk ds fy,] xse [ksyus] osc 
lQZ djus] mi;ksx djus ds fy, fd;k tkrk gSA ihlh dk bLrseky xse [ksyus ds fy, Hkh 
fd;k tkrk gSA blesa ,D'ku xse] jksy Iysbax xsEl] itYl vkSj dbZ phtsa 'kkfey gSaA lhMh& 
vkjvks,e Mªkbo] lkmaM dkMZ vkSj Lihdj ds lkFk ,d ihlh v‚fM;ks lhMh pyk ldrs gSaA 
v‚uykbu Vªsfuax dkslsZt dh ,d foLr`r J̀a[kyk dk v/;;u djus ds fy, ?kj ls ,d daI;wVj 
dk mi;ksx fd;k tk ldrk gSA daI;wVj vkSj fMftVy midj.kksa dk mi;ksx vc v‚uykbu 
'k‚fiax vkSj bZ&d‚elZ ds fy, fd;k tkrk gSA 

 

fp= 1-2% gkse daI;wfVax esa vkbZVh 

jkstejkZ dh ftanxh esa vkbZVh 

gekjs nSfud thou esa] ge okf'kax e'khu] ekbØksoso vksou vkSj dbZ vU; çksMDV dk mi;ksx 
djrs gSa] ftuesa l‚¶Vos;j varfuZfgr gksrs gSaA ge vius egÙoiw.kZ dke] vi‚baVesaV 'ksMîwy vkSj 
laidksaZ dh fyLV ds ckjs esa lkjh tkudkjh daI;wVj esa LVksj dj ldrs gSaA blfy,] daI;wVj 
gekjs thou esa cgqr egÙoiw.kZ Hkwfedk fuHkk jgk gS vkSj vc ge daI;wVj ds fcuk nqfu;k dh 
dYiuk ugha dj ldrsA 
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fp= 1-3% nSfud thou esa vkbZVh 

iqLrdky; esa vkbZVh 

vktdy dbZ iqLrdky; daI;wVjh—r gSaA çR;sd iqLrd esa ,d ckjdksM tqM+k gksrk gSA blls 
ykbczsjh ds fy, fdrkcksa dk fglkc j[kuk vkSj fdlh [kkl fdrkc dh miyC/krk vklku gks 
tkrh gSA daI;wVj l‚¶Vos;j dk mi;ksx iqLrd dks tkjh djus vkSj okil çkIr djus ds fy, 
fd;k tkrk gSA ykbczsjh dh çR;sd iqLrd esa eSXusfVd fLVªiyxh gksrh gS ftls iqLrd ds m/kkj 
gksus ls igys fuf"Ø; dj fn;k tkrk gSA 

 

fp= 1-5% iqLrdky; esa vkbZVh 

dk;ZLFky esa vkbZVh 

dk;ZLFky ij daI;wVj vkSj daI;wVj ,Iyhds'ku dk mi;ksx dk;kZy; ds dke dks vf/kd çHkkoh 
<ax ls djus ds fy, fd;k tkrk gSA vkbZVh&vkbZVhbZ,l m|ksx dk ifjp; 7 vlsacyh ykbu 
baMLVªht esa tgk¡ foLrkj] LihM vkSj n{krk ij /;ku nsuk egÙoiw.kZ gSa] v‚Vkses'ku vkt dy 
vke gksrk tk jgk gSA baVjusV vkSj v‚fQl ,fIyds'ku vk/kqfud O;olk; dk vk/kkj curs tk 
jgs gSaA 

 

fp= 1-4% dk;ZLFky ij vkbZVh 
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f'k{kk esa vkbZVh 

daI;wVj vkSj buQkesZ'ku VsDuksy‚th dk miks;x Vhfpax &yfuaZx vkSj vlslesaV ds fy, f'k{kk esa 
cM+s iSekus ij fd;k tkrk gSA l‚¶Vos;j vkSj gkMZos;j VsDuksy‚th dk mi;ksx yuZlZ ¼f'k{kkfFkZ;ksa½ 
ds fy, fp=ksa] v‚fM;ks] ohfM;ks vkSj ,uhes'ku lfgr fofHkUu :iksa esa lwpuk ds fuekZ.k vkSj 
çlkj.k ds fy, fd;k tkrk gSA vkbZVh ds ek/;e ls lh[kuk vklku vkSj lqyHk gks x;k gSA 
f'k{kdksa dks csgrj rjhds ls i<+kus ds fy, cgqr lkjs Vhfpax fjlkslsZt ¼f'k{k.k lalk/ku½ miyC/k 
gSaA v‚uykbu ewY;kadu fcuk fdlh i{kikr ds Nk=ksa ds ewY;kadu djus esa enn djrk gSA Nk=ksa] 
f'k{kdksa vkSj 'kSf{kd ç'kkldksa vkSj f'k{kk {ks= esa çR;sd fgr/kkjdksa us f'k{kk esa vkbZVh ds Qk;nksa 
ls gksus okys ykHk dks çkIr fd;k gSA  

 

fp= 1-6% f'k{kk esa vkbZVh 

d½ d{kk esa vkbZlhVh  

d{kkx`g esa f'k{kk ds fy, vkbZlhVh dk mi;ksx fofHkUu rjhds ls fd, tkrs gSa] tSls fd &  

d{kk esa f'k{kk ds fy, vkbZlhVh dk mi;ksx djus ds dbZ rjhds gSa] tSls fd 

• d{kk esa bZ&yfuaZx  

• LekVZ&cksMZ çslsaVs'kUl 

• ç;ksxksa ij ohfM;ks 

• bZest vkSj ohfM;ks dk fuekZ.k 

• if=dkvksa] i=ksa vkSj nLrkostksa dk MsLdV‚i çdk'ku 

• ,tqds'kuy xsEl 

• CD&&ROM ehfM;k dk mi;ksx djds lh[kuk rFkk 

• baVjusV ij 'kSf{kd tkudkjh ,d= djukA 

[k½ f'k{kk & dgha Hkh dHkh Hkh  

Hkkjr esa dksbZ Hkh Nk= osclkbV wwwkepathshalaknickin ij tkdj ;k eksckby ,si ds ek/;e ls 
,ulhbZvkjVh dh fdrkc dks v‚uykbu i<+ ldrk gSA  
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blds vykok fdlh Hkh fo"k; ij 'kSf{kd lalk/kuksa rd igqapus ds fy, dbZ rjg dh osclkbV 
vkSj eksckby ,si gSaA WBT ¼osc&vk/kkfjr çf'k{k.k½ dk mi;ksx djus ds fy, vki baVjusV ds 
ek/;e ls f'k{kd ;k Vªsuj ls Hkh laidZ dj ldrs gSaA bl rjg ls vkbZVh ds ek/;e ls f'k{kk 
dk çlkj nwj njkt ds {ks=ksa rd igq¡pk;k tk jgk gSA  

x½ f'k{k.k lgk;d lkexzh vkSj ehfM;k 

vkbZlhVh dk bLrseky T;knkrj Ldwyksa esa f'k{k.k lgk;rk ds :i esa fd;k tkrk gS  

• ftUgsa le>kuk eqf'dy gS] mu fo"k;ksa dks le>kus ds fy, fp=ksa] ,fues'ku vkSj 
v‚fM;ks&fotqvy dk mi;ksx djdsA 

• çslsaVs'kUl dk mi;ksx djds ys'ku dks jkspd cuk,aA 

• daI;wVj dk mi;ksx djds ys'ku dks O;ofLFkr djsaA 

• fo"k;ksa ds fy, lgh tkudkjh çkIr djsaA 

x½ yfuaZx eSustesaV flLVe ¼,y,e,l½  

yfuaZx eSustesaV flLVe ¼,y,e,l½ dk mi;ksx dbZ ns'kksa }kjk Ldwy flLVe ds çca/ku ds fy, 
fd;k tk jgk gSA ,d Nk= ;k f'k{kd ,y,e,l dk mi;ksx djus ds fy, vkf/kdkfjd osclkbV 
ij [kqn dks iath—r dj ldrs gSa vkSj ,y,e,l ls dbZ lsok,a çkIr dj ldrs gSaA Nk= 
,y,e,l dk mi;ksx djds ykHkkfUor gks ldrk gS D;ksafd bldk mi;ksx fuEu çdkj ls fd;k 
tk ldrk gS &  

• dHkh Hkh vkSj dgha Hkh ikB lh[ksaA 

• vius ç'u iwNs] mÙkj çkIr djsa vkSj vius desaV] Q‚je ds ek/;e ls lcfeV djsaA 

• ohfM;ks ds ek/;e ls lg&ikB;Øe xfrfof/k;ksa esa Hkkx ysaA 

• vius cPpksa ¼ekrk&firk }kjk½ dh çxfr dks eksfuVj djsaA  

,aVjVsuesaV ¼euksjatu½ esa vkbZVh 

,aVjVsuesaV baMLVªh ij buQkesZ'ku VsDuksy‚th dk cM+k çHkko ns[kus dks feyrk gSA baVjusV 
,aVjVsuesaV dk ,d çeq[k tfj;k gSA baVjusV dh lgk;rk ls ge dHkh Hkh dksbZ Hkh ewoh MkmuyksM 
dj ldrs gSa] [ksy ns[k ldrs gSa] nqfu;k esa fdlh Hkh O;fä ls pSV dj ldrs gSa] eYVhehfM;k 
dk mi;ksx dj ldrk gSa] daI;wVj dk mi;ksx djds fotqvy vkSj lkmaM çHkko dks Mky ldrs 
gSaA fMftVy czkMdkfLVax ¼çlkj.k½ us Vsyhfotu ds vuqHko dk rjhdk cny fn;k gS] vf/kd 
baVjSfDVo çksxzkfeax vkSj Hkkxhnkjh dh xqatkb'k gSA 
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fp= 1-7% euksjatu esa vkbZVh 

dE;qfuds'ku ¼lapkj½ esa vkbZVh 

dE;qfuds'ku dk mi;ksx eSlst vkSj fopkjksa] fp=ksa ;k Hkk"k.kksa dks O;ä djus ds fy, fd;k tkrk 
gSA bls çkIr djus okys O;fä dks bls Li"V :i ls vkSj lgh <ax ls le>uk pkfg,A e‚MZu 
dE;qfuds'ku daI;wVj flLVe dk mi;ksx djrk gSA ge bZesy] pSfVax] ,QVhih] VsyusV vkSj 
ohfM;ks d‚UÝsaflax ds fy, daI;wVj dk mi;ksx djrs gSaA  

 

fp= 1-8% lapkj esa vkbZVh 

O;olk; esa vkbZVh 

daI;wVj dk mi;ksx osru x.kuk] ctV] lsYl ,ukfyfll ¼fcØh fo'ys"k.k½] Qkbusafl;y  
QksjdkfLVax ¼foÙkh; iwokZuqeku½] LV‚d ds çca/ku vkSj j[kj[kko ds fy, fctusl vkxsZukbZts'ku 
¼O;kolkf;d laxBuksa½ esa fd;k tkrk gSA bZ&d‚elZ ds ek/;e ls cgqr lkjs O;kikj ysunsu gksrs 
gSaA vkbZVh ds ek/;e ls ekdsZfVax] dLVej foftV] çksMDV czkmftax] 'k‚fiax ckLdsV psdvkmV] 
VSDl vkSj [kjhnkjh] jlhn vkSj çfØ;k vkns'k dh lqfo/kk çnku djrk gSA bZ&d‚elZ bUosaVjh  
eSustesaV] VªkalD'kUl] M‚D;wesaVs'ku] çslsaVs'kUl vkSj mRikn tkudkjh ,d= djus ls lacaf/kr lsok,a 
çnku djrk gSA LekVZ dkMZ tSls fd ØsfMV dkMZ vkSj MsfcV dkMZ dk mi;ksx nqdkuksa esa fd;k 
tkrk gSA bu dkMksaZ esa ,d eSVsfyd fLVªi gksrh gS ftl ij mi;ksxdrkZ dh ilZuy  
vkbMsafVfQds'ku uacj ¼fiu½ vkSj vdkmaV uacj laxzfgr gksrs gSa vkSj bls rc i<+k tk ldrk gS 
tc bls ,d Lis'ky jhfMj ds ek/;e ls ikl fd;k tkrk gSA ,;jykbal vius vkj{k.k ç.kkyh 
ds fy, gokbZ vìksa vkSj dsaæh; vkj{k.k d‚y lsaVjksa esa cM+s iSekus ij daI;wVj ,fIyds'ku dk 
mi;ksx djrh gSaA vU; O;olk; ftuds ikl cM+s iSekus ij daI;wfVax dh vko';drk,a gSa] os gSa 
& chek Dyse flLVe vkSj v‚uykbu cSafdaxA ftuesa nksuksa cM+h la[;k esa mi;ksxdrkZ vkSj 
v‚ijsVj ,d flLVe ls tqM+s gSaA 
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foKku vkSj bathfu;fjax esa vkbZVh 

oSKkfud vkSj bathfu;j dkEIysDl lkbafVfQd dWYD;qys'kUl ¼tfVy oSKkfud x.kuk½ djus ds 
fy, daI;wVj dk mi;ksx djrs gSa] daI;wVj ,MsM fMtkbu ¼lh,Mh½ ;k daI;wVj ,MsM eSU;qQSDpfjax 
¼lh,,e½ ,Iyhds'ku ¼vuqç;ksxksa½ dk mi;ksx Mªkbax] fMtkbfuax vkSj fMtkbuksa ds flE;qysfVax 
¼vuqdj.k½ vkSj ijh{k.k ds fy, fd;k tkrk gSA daI;wVj dk mi;ksx cM+h ek=k esa MsVk LVksjst 
djus] tfVy oSKkfud x.kuk djus vkSj 3&vk;keh oLrq,a dks ns[kus ds fy, fd;k tkrk gSA 
j‚dsV ç{ksi.k] Lisl ,DlIyksjs'ku vkfn tSls tfVy oSKkfud ,fIyds'ku daI;wVj ds fcuk laHko 
ugha gSaA 

cSafdax esa vkbZVh 

daI;wVj vk/kqfud cSafdax ç.kkyh dk ,d vfuok;Z fgLlk gSA cSad dh gj xfrfof/k vc v‚uykbu 
gSA xzkgd dk MsVk vkSj ysunsu daI;wVj }kjk fjd‚MZ fd;k tkrk gSA jsdfjax fMi‚ftV~l 
¼bZ&vkjMh½] fQDLM fMi‚ftV~l ¼bZ&,QMh½] ,d [kkrs ls nwljs [kkrs esa /ku VªkalQj ¼,ubZ,QVh] 
vkjVhth,l½] djus ds fy, v‚uykbu ysunsu baVjusV dk mi;ksx djds fd;k tkrk gSA dSfiVy 
ekfdZV VªkalD'kUl] foÙkh; fo'ys"k.k vkSj lacaf/kr lsok,a v‚uykbu IysVQkeksaZ ij miyC/k gSaA cSad 
xzkgd udn tek vkSj foFkMªkoy ¼fudklh½ ds fy, ;k orZeku 'ks"k jkf'k ns[kus ds fy, v‚VksesVsM 
Vsyj e'khu ¼,Vh,e½ dk mi;ksx djrs gSaA 

chek esa vkbZVh 

daI;wVj MsVkcsl dh enn ls chek daifu;ka lHkh fjd‚MZ cukrh gSaA chek daifu;ksa esa daI;wVj dk 
mi;ksx djds i‚fylh dks tkjh j[kus dh çfØ;k] 'kq:vkr djus dh rkjh[k] vxyh fdLr dh 
rkjh[k] ifjiDork frfFk] C;kt cdk;k] mÙkjthfork ykHk vkSj cksul dh ?kks"k.kk dh tkrh gSA 
dbZ v‚uykbu i‚fylh Hkh miyC/k gSa ftUgsa chek daifu;ksa dh osclkbV ij tkdj [kjhnk tk 
ldrk gSA 

ekdsZfVax ¼foi.ku½ esa vkbZVh 

ekdsZfVax esa] daI;wVj dk mi;ksx fofHkUu çksMDV ¼mRiknksa½ ds foKkiu ds fy, fd;k tkrk gS] 
dyk vkSj xzkfQDl dh lgk;rk ls fofHkUu mRiknksa ds fnypLi foKkiu cukuk laHko gS] rkfd 
fcØh dk y{; gkfly fd;k tk ldsA bZ&d‚elZ osclkbVksa dk mi;ksx djds] yksx ?kj cSBs Hkh 
lkeku [kjhn ldrs gSaA  

LokLF; ns[kHkky esa vkbZVh  

LokLF; ns[kHkky esa vkbZVh dk mi;ksx vyx&vyx rjhdksa ls fd;k tkrk gSA g‚fLiVy flLVe 
¼vLirky çca/ku½ dk mi;ksx ejhtksa ds fjd‚MZ dks cuk, j[kus vkSj vLirky ls lacaf/kr fofHkUu 
xfrfof/k;ksa ds çca/ku ds fy, djrk gSA dEI;wVjh—r e'khuksa dk mi;ksx bZlhth] bZbZth] 
vYVªklkmaM vkSj lhVh LdSu ds fy, fd;k tkrk gSA tfVy ltZjh ds nkSjku ejhtksa dh fLFkfr 
dh fuxjkuh ds fy, fofHkUu çdkj ds ekid ;a= vkSj lftZdy midj.k dk mi;ksx fd;k 
tkrk gSA Mk;Xuksfll ¼funku½ ds fy, fo'ks"kK flLVe dk mi;ksx fd;k tkrk gSA gsYFk ds;j 
eSU;qQSDpfjax daifu;ka Mk;XuksfLVd VwYl vkSj baLVªwesaV~l ¼uSnkfud vkSj midj.kksa½ ds mRiknu 
esa lgk;rk ds fy, daI;wVj dk mi;ksx djrh gSaA daI;wVj yScksjsVªht vkSj fMLisaljht dk ,d 
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vfHkUu vax gSaA mudk mi;ksx fofHkUu jksxksa dks LdSu djus vkSj Mk;Xuksfll djus esa fd;k 
tkrk gSA 

 

fp= 1-9 ¼d½ ,evkjvkbZ e'khu                fp= 1-9 ¼c½ foLr`r fp= 

Mk;Xuksfll ¼funku½ esa vkbZlhVh dk mi;ksx daI;wVj gkMZos;j vkSj l‚¶Vos;j VsDuksy‚th 
esa ,aMoklesaV ds lkFk] fofHkUu mPp rduhd e'khuksa dk mi;ksx xaHkhj chekfj;ksa ds funku vkSj 
mipkj esa fd;k tkrk gSA fo'ks"kK ç.kkyh dk mi;ksx djds çkjafHkd voLFkk esa jksxksa dk funku 
fd;k tk ldrk gS vkSj jksfx;ksa dks rnuqlkj mipkj fn;k tk ldrk gSA buesa ls dqN e'khusa 
gSa% 

1- daI;wVjkblM  ,fDl;y  VkseksxzkQh  e'khu  ¼lh,Vh½% bl e'khu ds mi;ksx ls 'kjhj ds 
fofHkUu Hkkxksa dh f=foe –';u ¼3 Mh½ bZest dks cuk;k tk ldrk gSA ;s fp= jksxksa ds 
funku esa lgk;d gksrs gSaA  

2- ,evkjvkbZ ¼eSXusfVd jstksusal besftax e'khu½% ,evkjvkbZ e'khuksa dk mi;ksx etcwr 
eSXusfVd QhYM~l vkSj jsfM;ks oso dk mi;ksx djds 'kjhj ds vkarfjd vaxksa dh fMftVy 
Nki nsus ds fy, fd;k tkrk gSA fMftVy fp= chekfj;ksa ds mipkj dk irk yxkus vkSj 
r; djus esa cgqr ennxkj gSaA 

3- bysDVªksdkfMZ;ksxzke ¼bZlhth½ e'khu% fny dh /kM+du ds eksfuVj ds fy, bZlhth e'khu dk 
mi;ksx fd;k tkrk gSA tc ân; 'kjhj ds fofHkUu Hkkxksa esa jä iai djrk gS rks dqN fo|qr 
vkosx mRiUu gksrs gSaA ;g e'khu fo|qr vkosxksa dks fjd‚MZ djrh gS vkSj bls xzkQ ds :i 
esa fn[kkrh gSA 

 

fp= 1-10 ¼d½ bZlhth e'khu      fp= 1-10 ¼ch½ bZlhth xzkQ 
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4- dkfMZ;d LØhfuax e'khu% ;g e'khu ân; ds 'kjhj fØ;k foKku dks çnf'kZr djrh gS vkSj 
;g ân; ds vanj dh xfrfof/k;ksa dks çnf'kZr djrh gSA bl e'khu ds ek/;e ls ân; dh 
leL;kvksa dk funku djuk laHko gS tSls ulksa dk iryk gksuk vkSj fQj mipkj dh lykg 
nh tkrh gSA 

 

fp= 1-11% dkfMZ,d LØhfuax e'khu vkSj fMLIys 

5- bZbZth ¼bysDVªks & ,UlsQSyksxzkQh½ e'khu% bl e'khu dk mi;ksx efLr"d dh xfrfof/k;ksa 
dks fjd‚MZ djus ds fy, fd;k tkrk gSA flj ls tqM+h bysfDVªdy çksCl efLr"d ds fo|qr 
vkosxksa ¼bysfDVªdy bEiqYlsl½ dks çkIr djrh gS vkSj mUgsa daI;wVj LØhu ij çnf'kZr djrh 
gSA ;g midj.k mu nksuksa fLFkfr;ksa esa MsVk iqu% çkIr dj ldrk gS tgka ,d ejht tkx 
jgk gS ;k lks jgk gSA 

 

fp= 1-12% bZbZth e'khu vkSj fMLIys 

6- jä 'kdZjk ijh{k.k e'khu% ;g midj.k jä ds uewus dk fo'ys"k.k djrk gS vkSj jä esa 
Xywdksl Lrj dks fu/kkZfjr djrk gSA 

 

fp= 1-13% jä 'kdZjk ijh{k.k e'khu 

7- CyM çs'kj ekius dh e'khu% ;g midj.k tks dykbZ ds cSaM ds :i esa iguk tkrk gS] fdlh 
O;fä ds jäpki dks vkjke ls eki ldrk gS ;k tc og fdlh 'kkjhfjd xfrfof/k esa 
'kkfey gksrk gSA 
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fp= 1-14% jäpki eki 

ljdkj vkSj lkoZtfud lsok esa vkbZVh 

ljdkj }kjk muds nSfud dk;ksaZ esa cM+s iSekus ij daI;wVj ,Iyhds'ku ¼vuqç;ksxksa½ dk mi;ksx 
djrh gS vkSj bZ&xousaZl çSfDVl dks lfØ; :i ls c<+kok ns jgh gSA fMftVy bafM;k vkSj Hkkjr 
ljdkj dh bZ&xousaZl igy blds lcls vPNs mnkgj.k gSaA ljdkjh vkSj xSj&ljdkjh laxBu 
¼,uthvks½ ds lkFk&lkFk varjkZ"Vªh; ljdkjh ,tsafl;ka yksxksa rd fofHkUu lsokvksa dh tkudkjh 
çnku djus ds fy, vkbZlhVh ,Iyhds'ku dk mi;ksx djrh gSa vkSj bls bZ&xousaZl dgk tkrk 
gSA bZ&xousaZl ds fy, Hkkjr ljdkj ds fofHkUu vkf/kdkfjd osc iksVZy gSaA bZ&xousaZl ds fofHkUu 
Qk;ns gSaA  

vk;dj foHkkx] fcØh dj foHkkx] ernkrk lwph dh rS;kjh] iSu dkMZ dh rS;kjh ds fy, 
daI;wVj ç.kkyh dk mi;ksx fd;k tkrk gSA ftlds eísutj vkt dbZ ljdkjh lsok,¡ v‚uykbu 
miyC/k gSaA fctyh ds fcyksa dk Hkqxrku vc v‚uykbu fd;k tk ldrk gSA ljdkj ikjaifjd 
oksfVax fLyi vkSj cSysV c‚Dl dh txg] pquko ds fy, bysDVª‚fud oksfVax dk mi;ksx djrh 
gSA yksx jkT; fuokZpu vk;ksx ds iksVZy ds ek/;e ls ernkrk lwph esa viuk uke ntZ djk 
ldrs gSaA daI;wVj vk/kqfud lkslkbVh esa ,d egÙoiw.kZ LFkku j[krk gSa vkSj igys ds lcls dfBu 
o vf/kd le; ysus okys MsVk ,aVªh tSls eSuqvy d;ksaZ dks Hkh cgqr ljy vkSj rst dj fn;k gSA 

O;kogkfjd vH;kl  

1- nSfud thou esa fofHkUu {ks=ksa esa vkbZVh vkSj vkbZVhbZ,l ds çHkko ds ckjs esa crk,aA 

2- Hkkjr ljdkj dh osclkbV tSls Ldwy f'k{kk foHkkx] ,e,pvkjMh] Hkkjr ljdkj ds 
vkf/kdkfjd osc iksVZy ij tk,¡A lHkh ewY;oku lwpukvksa vkSj mu lsokvksa dh lwph cuk,a 
ftUgsa vki Lo;a çkIr dj ldrs gSaA 

3- vU; ns'kksa }kjk çnku dh tkus okyh bZ&ljdkjh lsokvksa dh lwph cuk,aA 

4- fofHkUu osclkbVksa ij tk,a vkSj mu {ks=ksa dh lwph cuk,a] tgka vkbZlhVh dk mi;ksx fd;k 
tkrk gSA 

5- fofHkUu {ks=ksa esa dUosU'kuy ¼ikjaifjd½ rjhdksa ij vkbZlhVh ds mi;ksx ls gksus okys ykHkksa 
ds ckjs esa crk,aA 
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6- vU; mnkgj.kksa dk fujh{k.k djsa tgka vkbZlhVh dk mi;ksx O;kikj vkSj fofuekZ.k esa fd;k 
tkrk gS vkSj ,d ladfyr ¼lkFk esa½ lwph cuk,¡A 

viuh çxfr tkapsa & 

d- fuEufyf[kr {ks=ksa esa vkbZVh ds mi;ksx dk ,d mnkgj.k nhft,A igys ls ppkZ fd, x, 
mnkgj.kksa ls cpsaA 

f'k{kd vH;kl mnkgj.k 
d{kk dh daVsaV dk ysunsu  
Nk=ksa dk ewY;kadu  
iqLrdky; çca/ku  
Nk= fjd‚MZ çca/ku  
 

[k- y?kq mÙkjh; ç'u ¼50 'kCn½ 

1- vkbZVh vkSj vkbZVhbZ,l 'kCn ls vki D;k le>rs gSa\ 

2- vkbZlhVh dk mi;ksx djus ds Qk;ns vkSj ykHk D;k gSa\ 

3- ;g lqfuf'pr djus ds fy, fd vkbZlhVh dk mi;ksx lqjf{kr gS] fdu lko/kkfu;ksa dh 
vko';drk gS\ 

4- vkbZVh&chih,e m|ksx esa pkj eq[; lc&lsDVj dkSu ls gSa\ 

5- jkstejkZ ds thou esa vkbZVh ds mi;ksx ds mnkgj.k crk,aA 

6- ykbczjsjh esa vkbZVh  dk mi;ksx dSls fd;k tkrk gS\ 

7- f'k{kk ds {ks= esa fofHkUu vkbZVh çfØ;k,a D;k gSa\ 

8- fMftVy dE;wfuds'ku esa fdl l‚¶Vos;j dk mi;ksx fd;k tkrk gS\ 

9- vkbZVh O;olk; esa fdlfy, mi;ksx esa fd;k tkrk gS\ 

10- foKku vkSj bathfu;fjax esa dkSu ls çeq[k {ks= gSa tgk¡ vkbZVh dk mi;ksx fd;k tkrk gS\ 

11- cSafdax ç.kkyh esa vkbZVh ds fofHkUu mi;ksxksa dks crk,a A 

12- vkbZVh dk mi;ksx djus okys LokLF; lsok ds fofHkUu {ks= dkSu ls gSa\ vkSj dSls\ 

13- Hkkjr ljdkj dh fdlh Hkh 5 osclkbV dh fyLV cuk,a tks yksxksa dks vkbZVh buscy lfoZl 
çnku djrh gSaA 
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bdkbZ 2 MkVk ,aVªh vkSj dh cksfMaZx dkS'ky 

daI;wVj ds mi;ksx gsrq v‚ijs'ku dkS'ky dks vkSj vf/kd mUur cukus ds fy, çHkkoh dhcksfMaZx 
dkS'ky vkSj Vkbfiax ,xksZu‚feDl dk Kku vkt csgn gh vko';d gks x;k gSA yxkrkj vkSj 
bZekunkj ç;klksa rFkk fu;af=r okrkoj.k esa] ge dhcksMZ dkS'ky esa egkjr gkfly dj ldrs gSa 
rFkk Vkbfiax tYnh çkIr dj ldrs gSaA bl çdkj tYnh vkSj lgh rjhds ls daI;wVj esa MsVk 
dh dqath yxkuk] vklku gks tkrk gSA ftlds ifj.kke Lo:i MkVk dhbax dk dk;Z daI;wVj ij 
vklkuh ls o lgh gksus yxrk gSA 

VkbijkbfVax ds fofHkUu çdkj gSA bl ;wfuV esa ge fofHkUu çdkj dh dqaft;k¡@daqft;k¡] 
Vkbfiax ,xksZu‚feDl vkSj dhcksMZ ij maxfy;ksa dh fLFkfr ds ckjs esa v/;;u djsaxs rkfd dhcksfMaZx 
dkS'ky lh[kus ds fy, Vkbi djus dh Vp fof/k ¼esFkM½ vkSj Vkbfiax l‚¶Vos;j dk mi;ksx 
fd;k tk ldsA 

dhcksfMaZx dkS'ky  

dhcksMZ lcls vke VsDLV&vk/kkfjr buiqV fMokbl gSA daI;wVj dhcksMZ vfrfjä dqaft;k¡ ds lkFk 
bysDVª‚fud VkbijkbVj dhcksMZ ds leku gksrs gSaA ,d dhcksMZ esa vke rkSj ij 100 ls vf/kd 
dqaft;k¡ gksrh gSaA dhcksMZ dh çR;sd dqath ,d çrhd ls esy [kkrh gSA dqN çrhd dks ,d lkFk 
;k vuqØe esa dbZ dqaft;k¡ dks nckus vkSj j[kus dh vko';drk gksrh gSA ;g daI;wVj esa v{kjksa] 
vadksa vkSj çrhd dks çfo"V djus dh vuqefr nsrk gSA 

,d lkFk dqaft nckus ls daI;wVj dekaM dks çksMw;l dj ldrk gSA VkbijkbfVax esa Vp 
fof/k ,d ,slk fof/k gS ftlesa dqaft;k¡ dks <wa<+us esa –f"V dk cks/k dh le> ds fcuk Vkbi fd;k 
tkrk gSA Vkbi djrs le; dqath dks [kkstus dh dksbZ vko';drk ugha gS vkSj fdlh dks dsoy 
ml maxyh dks fgykuk gksrk gS tks fdlh dqath dks nckus ds fy, vko';d gksrh gSA 

 Vp VkmfiLV dhcksMZ ij ely eseksjh ds ek/;e ls voLFkfr ds ckjs esa tkurk gSA Vp 
Vkbfiax esa vke rkSj ij dhcksMZ ¼gkse jks½ ds chp esa vkB maxfy;ksa dks ,d {kSfrt jks esa j[kk 
tkrk gSA Vp Vkbfiax nks gkFkksa ls dh tk ldrh gS ;k ,d gkFk ls Hkh bLrseky fd;k tk 
ldrk gSA ,d Vp VkbfiLV viuh maxfy;ksa dks ehfMy jks esa ^^LVkVZ iksth'ku^^ ij j[kdj 'kq: 
djrk gS vkSj tkurk gS fd fdlh Hkh vko';d dqath rd igqapus ds fy, fdl maxyh dks fgyuk 
djuk gS vkSj fdruk fgyuk djuk gSA maxfy;ksa dks 'kq: dh fLFkfr esa fcuk ns[ksa lh[kuk 
egÙoiw.kZ gS D;ksafd gkFkksa dks vDlZj dhcksMZ ls mBk;k tkrk gS rkfd ykbu ekml yhoj ¼ikLV 
esa½ ;k ¼gky gh esa½ daI;wVj ekml dks lapkfyr fd;k tk ldsA 

Vkmfiax LihM vke rkSj ij vH;kl ds lkFk lq/kkj gksrk gSA Vkbfiax dh xfr /khjs&/khjs 
c<+kbZ tk ldrh gS vkSj 60 'kCn@feuV ;k mlls vf/kd dh xfr çkIr dh tk ldrh gSA 
çR;sd yksxksa ds chp Vkbfiax LihM vyx&vyx gks ldrh gSA dbZ osclkbV vkSj l‚¶Vos;j 
çksMDVl ¼tSls] jSfiM Vkbfiax VîwVj½ Vp Vkbfiax lh[kus ds fy, miyC/k gSa vkSj buesa ls dbZ 
eq¶r gSaA ,sls dbZ l‚¶Vos;j miyC/k gSa tks eq¶r gSa vkSj dq'kyrkiwoZd vkSj çHkkoh <ax ls 
Vkbfiax lh[kus ds fy, egÙoiw.kZ gSaA 

dhcksMZ dk mi;ksx daI;wVj xsfeax ds fy, Hkh fd;k tkrk gS] ;k rks fu;fer dhcksMZ ds 
lkFk ;k fo'ks"k xsfeax lqfo/kkvksa ds lkFk dhcksMZ dk mi;ksx fd;k tk ldrk gSA 



 

24 

dqaft;k¡ ds çdkj  

gkykafd dbZ buiqV fMokbl gSaA ekml] VpLØhu] dSjsDVj ;k o‚;l fjdfXu'ku bR;kfn dk 
mi;ksx daI;wVj dks buiqV nsus ds fy, fd;k tkrk gS fQj Hkh daI;wVj esa MsVk buiqV ds fy, 
dhcksMZ dk mi;ksx lcls vke rjhdk gSA ,d daI;wVj dhcksMZ esa 'kkfey gS& 

dqaft;k¡ ds fofHkUu çdkj 

• v{kjkadh; dqaft;k¡% dhcksMZ ij lHkh v{kj ¼A&Z½ vkSj la[;k,¡ ¼0&9½A 

• fpà dqaft;k¡% fpà ls tqM+h lHkh dqaft;k¡ tSls vYifojke ¼]½] vof/k ¼A½] v/kZfojke ¼;½] dks"Bd 
¼[]½] vkSj e/;e dks"Bd ¼¿À½ bR;kfnA lkFk gh] lHkh xf.krh; ladkjd tSls tksM+ fpà ¼$½] 
_.k fpà ¼&½] vkSj leku fpà ¼¾½A 

• v‚YV dqath% oSdfYid ds NksVh dqath] ;g dqath nwljh fu;a=.k dqath dh rjg gSA 

• rhj dqaft;k¡% dlZj ¼;k çfof"V fcanq½ dks Åij ¼↑½] uhps ¼↓½] nk,¡ ¼→½] ;k ck,¡ ¼←½ ys 
tkus ds fy, pkj rhj dqaft;k¡ gSaA rhj dqaft;ksa dk mi;ksx la;kstu ds :i esa fd;k tk 
ldrk gSA 

• f'k¶V vkSj v‚YV dqath% dlZj dks ,d ckj esa ,d ls vf/kd fLFkfr esa ys tkus ds fy,A 

• cSdLisl dqath% dlZj ¼;k çfof"V fcanq½ ds ckbZa vksj ds v{kj dks gVk nsrk gS vkSj dlZj dks 
ml fLFkfr esa ys tkrk gSA 

• dSIl y‚d dqath% ;g ,d V‚xy dqath gS] tks lfØ; gksus ij lHkh o.kZekyk o.kksaZ dks 
vijdsl esa cny nsrh gSA  

• Ctrl dqath% fu;a=.k dqath dk mi;ksx fu;a=.k o.kZ cukus ds fy, vU; dqaft;ksa ds la;kstu 
esa fd;k tkrk gSA çR;sd fu;a=.k o.kZ dk vFkZ bl ckr ij fuHkZj djrk gS fd dkSu lk 
çksxzke py jgk gSA  

• fMyhV dqath% fMyhV dqath orZeku dlZj fLFkfr] ;k p;fur v‚CtsDV ij dsjsDVj dks gVk 
nsrh gS] ysfdu dlZj viuh txg ls ugha fgyrk gSA xzkfQDl&vk/kkfjr vuqç;ksxksa ds fy,] 
fMyhV dqath çfof"V fcanq ds nkbZa vksj ds dsjsDVj dks gVk nsrh gSA  

• ,aVj dqath ;k fjVuZ dqath% bldk mi;ksx dekaM ntZ djus ;k dlZj dks vxyh iafä dh 
'kq#vkr esa ys tkus ds fy, fd;k tkrk gSA 

• Esc dqath % ,Ldsi dqath dk mi;ksx midj.kksa dks fo'ks"k dksM Hkstus vkSj çksxzke vkSj dk;ksaZ 
ls ckgj fudyus ¼;k fudklh½ ds fy, fd;k tkrk gSA  

• QaD'ku dqaft;k¡% F1 ls F12 yscy okyh fo'ks"k dqaft;k¡A dkSu lk çksxzke py jgk gS] blds 
vk/kkj ij bu dqaft;ksa dk vyx&vyx vFkZ gksrk gSA 

tc ,d dqath çsl dh tkrh gS] rks ,d bysfDVªdy dkaVsDV curk gSA bu fo|qr ladsrksa 
dks ,d ekbØks bysfDVªd daVªksyj dks dksfMr :i esa daI;wVj ij VªkalfeVsM fd;k tkrk gS] tks 
ml dqath ds dsjsDVj dks fooj.k djrk gSA dhcksMZ dk mi;ksx VsDlV&vk/kkfjr çksxke vkSj 
l‚¶Vos;j ds fy, fd;k tkrk gSA vk/kqfud th;wvkbZ vk/kkfjr v‚ijsfVax flLVe vkSj ,fIyds'ku 
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esa] vf/kd lksfQfLVdsVsM i‚bafVax fMokbl fodflr fd, x, Fks] tSls fd ekml] t‚;fLVd] 
LdSuj] vkfnA 

U;wesfjd dhiSM 

U;wesfjd dhiSM ¼fp=A 2-1½ dk mi;ksx rc fd;k tkrk gS tc cgqr U;wesfjd MsVk ntZ fd;k 
tkuk gSA ;g dhiSM ,d lk/kkj.k dSydqysVj dh rjg gSA ;g lkekU; :i ls daI;wVj dhcksMZ 
ds nkbZa vksj fLFkr gksrk gSA blesa la[;k 0 ls 9] blds vykok ¼$+½] ?kVko ¼&½] xq.kk ¼*½ vkSj 
foHkktu ¼/½ fpà] ,d n'keyo fcanq ¼-½ vkSj vad y‚d vkSj ,aVj dqath 'kkfey gSaA U;wesfjd 
dhiSM Mîwy eksM ij Hkh dke dj ldrk gSA ,d eksM ij] ;g la[;kvksa ¼uacj½ dk çfrfuf/kRo 
djrk gS vkSj nwljs eksM ij blesa fofHkUu dqaft;k¡ gksrh gSa tSls fd ,jks dqaft;k¡] ist vi] ist 
Mkmu vkfn gksrh gSA nks eksM ds chp cnyus ds fy, ue y‚d çnku fd;k tkrk gSA vkerkSj 
ij ySiV‚i ds dqN dhcksMZ esa U;wesfjd dhiSM ugha gksrk gSA 

 

fp= 2-1% U;wesfjd dqaft;k¡ 

gkse dqath  

vYQkcsV~l ,,lMh,Q ck,a gkFk ds fy, gkse dh gSa vkSj ¼lseh&d‚ye½ nkfgus gkFk ds fy, 
,ydsthvkbZA maxfy;ksa dks vU; dqaft;ksa  ds fy, çf'kf{kr fd;k tkrk gS vkSj fdlh vU; iafä 
esa lacaf/kr dqath dks nckus ds ckn çR;sd maxyh rqjar vius lacaf/kr gkse jks dqath ij ykSVrh 
gSA  

 

fp= 2-2% gkse jks ij fLFkfr 
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xkbM dqath  

daI;wVj dhcksMZ ij dqath ^,Q^ vkSj ^tŝ  dks Øe'k% ck,a vkSj nk,a gkFk ds fy, xkbM dqath dgk 
tkrk gSA nksuksa esa ,d NksVk mHkkj gksrk gS ftldh enn ls Vp VkbfiLV maxfy;ksa dks gkse 
dqath ij lgh <ax ls j[k ldrk gSA fp= 2-2 gkse jks ij nksuksa gkFkksa dh maxfy;ksa dh fLFkfr 
dks n'kkZrk gSA 

Vkbfiax vkSj fMfyfVax VsDlV  

M‚D;wesaV ij VsDlV Vkbi djus ds fy, vki dks dhcksMZ ij ysVj ij fDyd djuk gksxkA 

M‚D;wesaV ij VsDlV fMfyV djus ds fy, csdlsIl dqath vkSj fMfyV dh dk mi;ksx dj ldrs 
gSaA 

M‚D;wesaV ij uacj dqath Vkbi dju ds fy, uacj y‚d vkSj dhcksMZ ds nwljk jks ds uacj dqath  
mi;ksx dj ldrs gSaA  

dsfiVy ysVj Vkbi djus ds fy, 

dsfiVy ysVj esa Vkbi djus ds fy,] Vkbi djus ls igys dqath nckdj dSIl y‚d dks pkyw 
djsaA dhcksMZ ds Åijh nk,a dksus ij ,d çdk'k pedsxk tks fn[kkrk gS fd dSIl y‚d pkyw 
gSA bls fLop v‚Q djus ds fy, Vkbi djus ls igys dSIl y‚d dh ij VSi djsaA  

Vkbfiax fpà 

dqath dks nckdj j[ksa vkSj fQj vko';d çrhd ds lkFk dqath nck,aA dhcksMZ ij nks Shift 

dqaft;k¡ gksrh gSa & v{kjksa ds uhps ck,¡ vkSj nk,¡A Shift dqath dk mi;ksx mu 'kh"kZ çrhdksa rd 
igqapus ds fy, fd;k tkrk gS tks nks dsjsDVj dqaft;ksa esa ls ,d gSaA  

okD;ksa dks Vkbi djuk 

Vkbi fd, x, 'kCnksa ds chp Lisl ikus ds fy, Lisl ckj dks ,d ckj nck,a vkSj fQj vxyk 
'kCn Vkbi djsaA 

vuqPNsnksa ds chp ubZ iafä;k¡ vkSj fjä LFkku cukuk 

,aVj ;k fjVuZ dqath  dk mi;ksx iSjkxzkQ ds chp ubZ ykbu vkSj Lisl cukus ds fy, fd;k 
tkrk gSA lqfuf'pr djsa fd dlZj ubZ ykbu ls ¶yS'k dj jgk gSA bldk mi;ksx daI;wVj ds 
fy, iwNs x, funsZ'kksa dks vf/k—r djus ds fy, Hkh fd;k tkrk gSA  

Vkbfiax ds fy, xkbM 

dlZj dh Vkbfiax ds fy, ,d xkbM ds :i esa dke djrh gSA mudk mi;ksx dlZj dh fLFkfr 
dks LFkkukarfjr djus ds fy, fd;k tk ldrk gSA dlZj ,d NksVh MkmuoMZ ykbu gS tks Vkbi 
djrs le; ,d okD; esa ¶yS'k djrh gSA ekml ds lkFk fLFkfr ij fDyd djds dlZj dh 
fLFkfr dks LFkkukarfjr djsaA  

i‚bafVax fMokbt 

Vkbfiax ds ctk;] lh/ks daI;wVj LØhu ls dqN vkbVe pqus tk ldrs gSa mnkgj.k ds fy, ^^fçaV^^ 
;k ^^Dykst^^ cVuA ;g ekml tSls i‚baV ,aM Mªk fMokbl dk mi;ksx djds fd;k tk ldrk 
,sls midj.kksa ls u dsoy p;u djuk] cfYd js[kk] oØ vkSj vk—fr;ksa dk fp= cukuk Hkh laHko 
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gSA i‚baV ,aM Mª‚ fMokbl ds vU; mnkgj.k t‚;fLVd] ykbV eVj] Vp iSM ;k VªSd c‚y vkSj 
Vp LØhu gSaA 

ekml 

ekml ,d i‚bafVax fMokbl gS ftldk mi;ksx LØhu ij fdlh fo'ks"k LFkku dks bafxr djus 
ds fy, fd;k tkrk gS vkSj ,d ;k ,d ls vf/kd fØ;kvksa dk p;u djus ds fy, ¼fp= 2-3½A 
bldk mi;ksx esuw dekaM dk p;u djus ds fy, fd;k tk ldrk gS] foaMkst dk vkdkj cny 
ldrs gSa] LØhu vkbdu ls dk;ksaZ dk p;u dj ldrs gSa vkfnA ,d ekml esa eq[; :i ls rhu 
Hkkx gksrs gSa% cVu] gSaMfyax ,fj;k vkSj jksfyax v‚CtsDVA fMQ‚YV :i ls] ekml nkfgus gkFk ds 
fy, dke djus ds fy, d‚fUQxj fd;k x;k gSA ck,a gkFk ds O;fä vko';drkuqlkj lsfVax 
cny ldrs gSaA 

nkfgus gkFk dks ekml ij j[ksa] baMsDl fQaxj dks ck,a cVu ij ys tk,a gS] e/;ek maxyh 
dks cVu ij ¼fp= 2-4 d&[k½A vaxwBs vkSj vukfedk ls ekml dks idM+saA fDyd djus ds fy, 
ekml cVu dks gYds ls nck,a vkSj rqjar fjyht djsaA 

ekÅl ikbaVj 

ekml i‚baVj LØhu ij i‚baV djus dh vuqefr nsrk gSA uhps fn, vuqlkj i‚baVj cnyrk gSA 
;g ekml i‚baVj rc fn[kkbZ nsxk tc vki bls LØhu ds pkjksa vksj ?kqek,axs ¼bldk mi;ksx 
phtksa dks LFkkukarfjr djus ds fy, Hkh fd;k tk ldrk gS½A 

 

fp= 2-4% ekml ij maxfy;ksa dh lgh vkSj xyr fLFkfr 

tc vki bls LØhu ds pkjksa vksj ?kqek,axs rks ;g fn[kkbZ nsxkA ;g ekml i‚baVj Hkh 
fn[kkbZ nsxk D;ksafd vki bls LØhu ds pkjksa vksj ys tkrs gSa] [kkldj vxj ;g VsDLV ds Åij 
gSA ¼;g vk—fr rc ns[kh tk ldrh gS tc vki VsDLV Vkbi djus okys gksaA½ 

osc czkmtj ij dke djrs le;] i‚baVj ,d lwpd maxyh çrhd esa cny tkrk gS 
D;ksafd ;g i`"B ij ys tk;k tkrk gSA ;g ,d gkbijfyad dh igpku djrk gSA nwljs i`"B ij 
gkbijfyad dk vuqlj.k djus ds fy, ,d ckj ckbZa ekml cVu ij fDyd djsaA  

ekml v‚ijs'kUl 

lHkh ekml ,d gh rjg ds eSdsfudy v‚ijs'ku dk mi;ksx ugha djrs gSa ysfdu lHkh ,d gh 
dk;Z dks iwjk djrs gSaA muesa ls dqN uhps ,d VªSfdax c‚y dk mi;ksx djrs gSa vkSj muesa ls 
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dqN ekml dh xfr dk irk yxkus ds fy, ,d çdkj dh ykbV che dk mi;ksx djrs gSaA 
ySiV‚i ,d NksVh lh likV lrg ;k dHkh&dHkh ekml ds leku dke djus ds fy, cgqr 
NksVh MaMh uwek ds lkFk rS;kj gksrs gSaA lcls ijaijkxr rjg ds ekml esa nks ;k rhu cVu gksrs 
gSaA bu cVu dk mi;ksx fofHkUu fØ;kvksa ds fy, fd;k tkrk gSA ekml ds ck,a cVu dk 
mi;ksx djds p;u] MªSfxax] ewfoax vkSj isfLVax tSls fofHkUu v‚ijs'ku fd, tk ldrs gSaA ;fn 
og ykxw gks rk]s nk,¡ cVu ls ge fdlh vkbVe ds fy, lanHkZ esuw [kksy ldrs gSaA  

lkekU; ekml fØ;k,a bl çdkj gSa% 

1- fDyd ;k ys¶V fDyd% bldk mi;ksx fdlh vkbVe dks pquus ds fy, fd;k tkrk gSA 
viuh rtZuh maxyh ds lkFk ck,a cVu ij ,d ckj nck,aA 

2- Mcy fDyd% bldk mi;ksx çksxzke 'kq: djus ;k Qkby [kksyus ;k ,D'ku dks mRçsjd 
djus ds fy, fd;k tkrk gSA 

3- jkbV fDyd% bldk mi;ksx dekaM ds ,d lsV vkSj miyC/k fodYiksa dks çnf'kZr djus ds 
fy, fd;k tkrk gSA ekml i‚baVj dks okafNr fLFkfr esa ys tk,a] viuh e/;ek maxyh dks 
nkfgus ekml cVu ij j[ksa] ekml dks vHkh Hkh j[krs gq,] nkbZa cVu ij e/;ek maxyh ls 
gYds ls fDyd djsaA 

4- MªSx ,aM Mª‚i% ;g ,d vkbVe dks ,d LFkku ls nwljs LFkku ij pquus vkSj VªkalQj djus 
dh vuqefr nsrk gSA ekml dks fdlh v‚CtsDV ij j[ksa] ekml ds ckbZa vksj nck, j[ksa vkSj 
v‚CtsDV dks MªSx djsaA  

5- LØ‚y% ;fn i`"B dh yackbZ LØhu dh yackbZ ls vf/kd gS] rks dbZ ,fIyds'ku LØhu ds nkbZa 
vksj LØ‚yckj çnku djrs gSaA ist Mkmu dh ;k ,jks dh dk mi;ksx djus ds ctk;] 
ekml dks Åij ;k uhps LØ‚y djus ds fy, LØ‚y dh dk mi;ksx dj ldrs gSaA ;fn 
LØ‚y dh miyC/k ugha gS] rks dksbZ ekml ds ys¶V cVu ds lkFk ,fIyds'ku LØhu ij 
LØ‚y ckj ij fDyd dj ldrk gSA LØhu ij i`"B dks Åij ;k uhps ys tkus ds fy, 
ekml ij LØ‚y Oghy dk mi;ksx djsaA 

6- Cy‚fdax% Cy‚fdax VsDlV ds p;u dk nwljk rjhdk gSA bldk mi;ksx VsDlV ds p;u 
djus ds fy, fd;k tkrk gS ftls ,fMV ;k Q‚eZVsM djus dh vko';drk gksrh gSA 'kCn 
;k okD; dh 'kq#vkr esa fDyd djsa vkSj ck,a cVu dks nck, j[ksa] fQj VsDlV ds lkFk 
[khapsa vkSj ns[ksa fd ;g dkys jax esa gkbykbV fd;k tk jgk gSA VsDlV ;k okD; ds var esa 
ck,a cVu dks NksM+ nsaA 

Vkbfiax ,xksZu‚feDl 

Vkbfiax ,xksZu‚feDl dq'ky vkSj çHkkoh VkbijkbfVax ds fy, y‚ftfLVd lgk;rk çnku djrk 
gSA os lVhdrk vkSj LihM çkIr djus vkSj cuk, j[kus ds fy, egÙoiw.kZ gSaA buesa 'kkfey dqN 
QSDVj uhps fn, x, gSa% 

lhfVax iksLpj  

daI;wVj dhcksMZ dk lapkyu djrs le;] lh/ks cSBsa viuh xnZu dks FkksM+k vkxs >qdk,aA 'kjhj ds 
vkjke vkSj cSBus dh fLFkfr ij /;ku nsaA viuh ihB ds fupys fgLls dks dqlhZ ds ckdh fgLls 
ds fupys fgLls dks Li'kZ djsaA nksuksa iSjksa dks Q'kZ ls Li'kZ djsa ¼fp= 2-5½A 
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fp= 2-5% daI;wVj ij dke djrs le; cSBus dh eqæk 

gkFkksa dh fLFkfr 

dhcksMZ vkSj gFksfy;ksa ds lkFk vius ckag dh dykbZ dks uhps j[ksa ¼fp= 2-6½A viuh dykbZ lh/kh 
j[ksa vkSj viuh dksguh dks LokHkkfod :i ls yVdk,aA dksguh dks 'kjhj ls u Nq,a vkSj u gh 
'kjhj ls cgqr nwj gksa ¼fp= 2-7½A yxHkx 90 fMxzh ds dks.k ij >qdsaA 

WRONG! 

 

fp= 2-6 LØhu ds lgh dks.k –';     fp= 2-7 cSBus dk xyr rjhdk 

e‚fuVj IyslesaV 

e‚fuVj ij dke djrs le; viuh xnZu dks >qdk,a ugha vkSj LØhu dh Åijh lhek dks vka[kksa 
ds ysoy ij j[ksaA mi;ksxdrkZ ls LØhu dh nwjh LØhu ds vkdkj ij fuHkZj djrh gSA 17 bap 
dh LØhu ds fy, yxHkx 60&65 lsaVhehVj dh nwjh j[ksaA 

ekml vkSj dhcksMZ IyslesaV 

dhcksMZ vkSj ekml dks ,d lkFk yxHkx 20 lsaVhehVj dh nwjh ij j[ksa] ftlls dhcksMZ dks 
lqpk: vkSj lgt lapkyu esa enn feysxhA dhcksMZ] ekml vkSj dksguh dh leku ÅapkbZ 
mi;ksxdrkZvksa dks vkjke ls dke djus esa enn djrh gSA 

dqlhZ vkSj Rkkfydk IyslesaV 

daI;wVj dqlhZ vkSj est dks ,d v‚IVhey gkbV ij j[ksaA daI;wVj mi;ksxdrkZ dh dqlhZ mldh 
ihB ds fupys fgLls ds fy, lgk;d gksuh pkfg,A dhcksMZ vkSj fgy fMokbl tSls fçaVj] 
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vyx&vyx rkfydkvksa ij gksuk pkfg,A daI;wVj Rkkfydk esa vkids iSjksa ds fy, i;kZIr txg 
gksuh pkfg,A lgh ,xksZu‚feDl ds lkFk vuko';d Fkdku iSnk fd, fcuk VkbijkbfVax ,d çk—
frd ?kVuk cu tkrh gSA 

Vkbi dh tkus okyh ckr dk IyslesaV 

dhcksMZ ds ckbZa ;k nkbZa vksj Vkbi djus ds fy, ekeys dks vf/kekur% d‚ih gksYMj ij j[ksa 
ftlesa <yku okyh lrg gksA 

dhcksMZ ij maxfy;ksa dh fLFkfr 

pwafd Vkbfiax vktdy isu ;k isafly ds cjkcj gks xbZ gS] blfy, daI;wVj dhcksMZ esa egkjr 
gkfly djuk t:jh gks x;k gSA Vkbfiax dkS'ky esa egkjr dk vFkZ gS maxfy;ksa dh lgh fLFkfr 
}kjk vko';d Kku vkSj dhcksMZ lapkyu dk dkS'ky çkIr djukA 

gkse jks –f"Vdks.k esa] ftls g‚fjt‚UVy –f"Vdks.k Hkh dgk tkrk gS] nksuksa gkFkksa dh lHkh 
vkB maxfy;ka dhcksMZ lapkyu ds nkSjku gkse dqath ij gksrh gSaA vU; dqath dks lgh LihM cukus 
ds fy, maxyh dks bl rjg ls çf'kf{kr fd;k tkrk gS fd çR;sd maxyh fdlh vU; jks esa 
lacaf/kr dqath dks çsl djus dsckn gkse dh ij okil vk tkrs gSaA Lisl ckj dks lapkyu djus 
ds fy, nkfgus gkFk ds vaxwBs dk mi;ksx fd;k tkrk gSA 

,yksds'ku  v‚Q  dqaft;k¡  Vw  fQaxlZ  

dhcksMZ lh[kus dh çfØ;k fQxj 2-8 ls 'kq: gksrh gS% ,yksds'ku v‚Q dqaft;k¡ Vw fQaxlZ nwljh 
jks ¼gkse j‚½ ds lkFk rhljh jks ¼vij jks½] igys jks ¼c‚Ve jks½ vkSj pkSFkh jks ¼uacj jks½ 'kkfey 
gSA nksuksa gkFkksa dh maxfy;ksa dks çR;sd jks ¼fp= 2-8½ ij mUgsa vkoafVr dqaft;k¡ dks lapkfyr 
djuk gksxkA ;g ;kn j[kuk pkfg, fd çR;sd maxyh dks dsoy vkoafVr dh xbZ dqaft;k¡ dks 
gh lapkfyr djuk gksxkA 

 

fp= 2-8% maxfy;ksa dks dqaft;ksa dk vkoaVu 

 

fp= 2-9% gkse jks ij maxfy;ksa dh fLFkfr 
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vH;kl Øe 1 

v½ gkse jks ij iw.kZrk çkIr djus ds fy, Mcy ykbu Lisflax esa fuEufyf[kr Vkbi djsaA 

asdfg;lkjh asdfg;lkjh asdfg;lkjh asdfg;lkjh asdfg;lkjh 

asdfg;lkjh asdfg;lkjh asdfg;lkjh asdfg;lkjh asdfg;lkjh 

asdfg;lkjh asdfg;lkjh asdfg;lkjh asdfg;lkjh asdfg;lkjh 

   
 funsZ'k  

• dh&cksMZ dh rjQ uk ns[ks 

• çR;sd v{kj nwljs ds uhps vkuk pkfg,  

• v{kj ij viuk /;ku dsafær djsa 

• ,d gh y; esa fcYdqy lVhd rjg ls Vkbi djsa 

• tc rd egkjr gkfly u gks rc rd bldk vH;kl djsaA  

vH;kl 2 

gkse jks ij iw.kZrk çkIr djus ds fy, Mcy ykbu Lisflax esa fuEufyf[kr Vkbi djsaA 
asdfg;lkjh asdfg;lkjh asdfg;lkjh asdfg;lkjh asdfg;lkjh 

asdfg;lkjh asdfg;lkjh asdfg;lkjh asdfg;lkjh asdfg;lkjh 

asdfg;lkjh asdfg;lkjh asdfg;lkjh asdfg;lkjh asdfg;lkjh 

asdfg;lkjh asdfg;lkjh asdfg;lkjh asdfg;lkjh asdfg;lkjh 

asdfg;lkjh asdfg;lkjh  asdfg;lkjh  asdfg;lkjh fads lall 

dask sad slak flask fads lall dask sad slak flask 

fads lall dask sad slak flask fads lall dask sad slak 

flask fads lall dask sad slak flask fads lall dask sad 

slak flask fads lall dask sad slak flask fads lall dask 

sad slak flask 

funsZ'k  

• dh&cksMZ dh rjQ uk ns[ks 
• çR;sd v{kj nwljs ds uhps vkuk pkfg,  
• v{kj ij viuk /;ku dsafær djsa 
• ,d gh y; esa fcYdqy lVhd rjg ls Vkbi djsa 

• tc rd egkjr gkfly u gks rc rd bldk vH;kl djsaA  

dhcksMZ dks ns[ks fcuk gkse jks ij dsjsDVd dks Vkbi djus dh ckj&ckj dh xbZ çSfDVl dks 
js[kkafdr djsaA 
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rhljh iafä esa maxfy;ksa dks dqaft;ksa dk vkoaVu 

¼Åijh iafä½ 

vxyk LVsi gkse jks ls blds Åij dh jks rd dh&yfuZx gSA lh[kus dh 'kq#vkr ck,a gkFk dh 
NksVh maxyh ls vkSj a ls q rd gksrh gS nkfgus gkFk dh NksVh maxyh ls p rd blds ckn 
rhljh dh ¼fjax fQaxj½ cxy dh w vkSj o vkSj blh rjg ¼fp=k 2-10½ rhljs jks ds LFkku ij 
gSA maxfy;ksa ds vkoaVu ds ckjs esa uhps le>k;k x;k gSA 

 

fp=% 2-10% rhljh iafä ij maxfy;ksa dk vkoaVu 

Åijh iafä ij Vkbi djrs le;] maxfy;ksa dks gkse jks iafä ij j[ksaA ck,a gkFk dh 
maxfy;ka mBk,a vkSj ,d&,d djds vij dqath dks nck,a vkSj Vkbi djsa ¼r vkSj t dks ,d gh 
maxyh ls Vkbi fd;k tkrk gS½ vc] fQj ls nkfgus gkFk dh maxfy;ksa dks mBk,a vkSj vij jks 
iafä dh dqaft;k¡ dks ,d ds ckn ,d Vkbi djsa vkSj poiuy Vkbi djsa ¼ N vkSj L ,d gh 
maxyh ls Vkbi fd, tkrs gSa½ vkidks ;g lqfuf'pr djuk pkfg, fd ,d le; esa ,d maxyh 
pykuk pkfg,] tcfd nwljh maxfy;ka gkse jks ij jguh pkfg,A 

igyh iafä esa maxfy;ksa dks dqaft;ksa dk vkoaVu 

¼vafre iafä½ 

gkse jks iafä vkSj FkMZ jks iafä ij dqaft;k¡ dks lapkfyr djus dk rjhdk lh[kus ds ckn] vxyk 
dne ;g gS dqath QlZ~V jks ij dqaft;k¡ dks dSls pyk;k tk,A bl iafä ij dqaft;k  Z, X, C, 

V, B, N, M, vYifojke] iw.kZ fojke vkSj ^@^ fpà fLFkr gSaA 

vH;kl djsa & 3 

d½ dhcksMZ dh Åijh iafä dk vH;kl djus ds fy, fuEufyf[kr 'kCnksa vkSj okD;ksa dks Mcy 
ykbu Lisflax esa Vkbi djsa 

qwert poiuy qwert poiuy qwert poiuy qwert poiuy qwert poiuyqwert poiuy qwert poiuy post 

quite type quaypoleripehopewait role what show flow goal wool post quite type quaypole ripe 

hope wait role what show flow goal wool self helpis the order of the day. Self helpis the order 

of the day thewriter was happy, the writer was happy. 

 

igys dqath nks iafä;ksa esa] nksuksa gkFkksa dh lHkh vkB vaxqfy;ksa dk mi;ksx dqaft;k¡ dks 
lapkfyr djus ds fy, fd;k tkrk FkkA ysfdu QlZ~V jks iafä ij Vkbi djrs le;] ck,a gkFk 
dh NksVh maxyh dk mi;ksx ugha fd;k tkrk gS] vFkkZr] blds fy, dksbZ dqaft;k¡ ugha nh xbZ 
gSA blfy,] gkse jks iafä ls] ck,a gkFk dh vukfedk maxyh dks uhps dh vksj ?kqek,a vkSj z dks 
nck,aA blh çdkj] Øe'k% e/;ek vkSj vukfedk maxyh ds lkFk x vkSj ^c^ Vkbi djsaA Øe'k% 
vYifojke] iw.kZ fojke] m]n] ds lkFk NksVh] vukfedk] e/;ek maxyh vkSj nkfgus gkFk dh 
vukfedk maxyh ds lkFk] tks uhps nh xbZ ds :i esa fn[kkbZ nsxhA 

z x c -- m n 
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v{kj v *vkSj* b *Øe'k% ck,¡ vkSj nk,¡ gkFk dh rtZuh maxyh ds lkFk Vkbi fd, tkus gSaA 

uhps ds jks iafä esa dqaft;k¡ dk vkoaVu ¼,yksds'ku½ uhps n'kkZ;k x;k gS% 

 

fp= 2-11 dqathiVy ij la[;kRed dhiSM 

LF RF MF IF IF 
& z X C v 

 

IF IF MF RF LF 

B N M     ] ¼vYifojke½ - ¼ iw.kZ fojke½ 
vH;kl djsa & 4 

d- fuEufyf[kr 'kCnksa dks Mcy ykbu Lisflax esa Vkbi djsa  

gameroxytimetaximindcampjumplazy,size;zeal,haze,zone;zinc. 

Gameroxytimetaximindcampjumplazy,size;zeal,haze,zone;zinc. 

on,no,man,can,child,chalk,number,member,remember,general 

on,no,man,can,child,chalk,number,member,remember,general 

pkSFkh iafä esa maxfy;ksa dks dqaft;ksa dk vkoaVu 

¼la[;k iafä½ 

;g jks esa] Vkbi 1] 2] 3 dfu"B] vukfedk vkSj ck,a gkFk ds e/;ek 9 Øe'k% vkSj 4 vkSj 5 
rtZuh maxyh ds lkFkA blh çdkj nk,a gkFk dh dfu"B] vukfedk maxfy;ksa vkSj e/;ek maxfy;ksa 
ds lkFk Øe'k% 0] 9] 8 Vkbi djsa] Øe'k% rtZuh maxyh ds lkFk 7 vkSj 6 Vkbi djsaA 

 

fp= 2-12% la[;k iafä ij maxfy;ksa dh fLFkfr 
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U;wesfjd dhiSM dk mi;ksx djuk   

U;wesfjd dhiSM dk dq'ky vkSj çHkkoh mi;ksx U;wesfjd MsVk ,aVªh esa egÙoiw.kZ gSA U;wesfjd dh 
iSM esa pkj d‚ye vkSj ikap iafä;k¡ gksrh gSaA ftl iafä esa 4] 5] 6 vkSj  + gksrh gS mls gkse jks 
dgk tkrk gSA ;g og iafä gS ftls 'kq: esa ,d Vp VkbfiLV }kjk vH;kl fd;k tkrk gSA 
bl iafä ij dqaft;k¡ dk ,yksds'ku fp= 2-12 esa fn[kk;k x;k gSA  

,d U;wesfjd dhiSM ij la[;k 5 xkbM dqath gSA blesa ,d NksVk mBk gqvk Vsaftcy flacy gS 
tks vU; dqaft;k¡ ij maxfy;ksa ds LFkku ij Vp VkbfiLV ds fy, ,d xkbM ds :i esa dk;Z 
djrk gSA 

U;wesfjd dhiSM ^0^ ij ckdh dqaft;k¡ dk vkoaVu nkfgus gkFk ds vaxwBs ls nckuk gksrk gSA 
U;wesfjd dhiSM vH;kl ds fy, ,d dSydqysVj dhcksMZ dk mi;ksx Hkh dj ldrk gSA 

lQy dhcksfMaZx fVIl  

• lQy dhcksMZ rduhd ds fy, fuEufyf[kr ckrksa dks /;ku esa j[kk tk ldrk gSA 

• Qsnj Vp ds lkFk dqaft;k¡ dks nck,a vkSj vuqfpr ncko u MkysaA 

• Vkbi djrs gq, viuh maxfy;ksa dks gkse jks iafä ij j[ksaA 

• viuh maxfy;ksa dks LokHkkfod :i ls dqaft;k¡ ij fxjus nsa rkfd çR;sd vxyh iafä ds 
'kh"kZ ij mlh {kSfrt jks iafä ds lkFk fVdh jgsA 

• Vkbi djrs le;] tSls gh vki bls nckrs gSa] dqath dks rqjar NksM+ nsaA yacs le; rd 
dqaft;k¡ dks idM+s jguk] ckj&ckj ,d gh v{kj Vkbi djsxkA 

• vH;kl djrs le; dhcksMZ dks u ns[ksaA 

• y; esa leku le; varjky ds lkFk dqaft;k¡ nck,¡A  

• dqaft;k¡ dsoy muds fy, vkoafVr dh xbZ maxfy;ksa ds lkFk nck,aA 

• dqaft;k¡ nckrs le;] /khjs ls dqaft;k¡ ij v{kj dk mPpkj.k djsaA 

• Vkbi djrs le; dksbZ ekufld ruko u ysaA 

• lqjf{kr Vkbfiax ,xksZu‚feDlA 

• çkjafHkd voLFkk esa xyrh gksus ij /kS;Z cuk, j[ksaA 

• xfr vkSj lVhdrk ds chp larqyu cuk, j[ksa D;ksafd nksuksa leku :i ls egÙoiw.kZ gSaA xfr 
ds fy, lVhdrk dk R;kx u djsaA 

• daI;wVj dhcksMZ dh egkjr gkfly djus ds fy, dhcksMZ dks ns[ks fcuk 'kCnksa] okD;ksa] iSlst 
vkSj vkadM+ksa dks Vkbi djus dh ckj&ckj vH;kl djsaA 

vius Vkbfiax ,xksZu‚feDl dh tkap djsa 

• D;k vki daI;wVj ij dke djrs le; lgh eqæk esa cSBrs gSa\ gk¡ ;k ugh 
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• D;k vkidh est vkSj dqlhZ ,xksZuksfed gS\ vkSj ;fn ugha] rks D;k vkius mUgsa lek;ksftr 
fd;k gS\ gk¡ ;k ugh 

• D;k vkidh daI;wVj Vscy] ekml] dhcksMZ lgh fLFkfr esa gSa\ gk¡ ;k ugh 

• D;k vkidk daI;wVj@ySiV‚i vkids MsLd ij lgh rjhds ls j[kk x;k gS\ gk¡ ;k ugh 

• D;k vkius ?kqek vkSj igqapus ls jksdus ds fy, vius fMokbt dks vius MsLd ij O;ofLFkr 
fd;k gS\ gk¡ ;k ugh 

Vkbfiax l‚¶Vos;j dk mi;ksx djuk 

dbZ l‚¶Vos;j miyC/k gSa tks fd fu%'kqYd gSa vkSj dq'kyrkiwoZd vkSj çHkkoh <ax ls Vkbfiax 
lh[kus ds fy, egÙoiw.kZ gSaA 

jSfiM Vkbfiax VîwVj dk ifjp; 

jSfiM Vkbfiax VîwVj ,d Ýh vkSj vksiu lkslZ l‚¶Vos;j ¼FOSS½ gS tks daI;wVj ij Vkbfiax 
dkS'ky lh[kus ds fy, cuk;k x;k gSA ;g eq¶r esa mi;ksx djus vkSj nwljksa ds lkFk lk>k 
djus ds fy, Lora= gS] ysfdu dsoy ewy forj.k iSd dk mi;ksx djdsA jSfiM Vkbfiax VîwVj 
ds lkFk 'kkfey Vkbfiax xse ds lkFk lh[kuk etsnkj gSA 

Vp Vkbfiax rduhd 

Vp Vkbfiax ls Vkbfiax dh xfr vkSj lVhdrk esa lq/kkj gksrk gSA ,d Vp VkbfiLV dHkh Hkh 
dhcksMZ dks ugha ns[krk gSA vknr ls maxfy;ka lgh dqaft;k¡ dks Vp djrh gSaA VkbfiLV iwjh 
rjg ls Vkbi fd, tk jgs VsDLV ij /;ku dsafær djrk gS] 'kCnksa vkSj okD;ka'kksa dks i<+rk gS 
D;ksafd maxfy;ka VsDLV dks fj¶ysfDVo :i ls Vkbi djrh gSaA fo'ks"k vH;kl djds Vp Vkbfiax 
lh[kh tk ldrh gSA 

çfØ;k esa ls pj.k ,d dh 'kq#vkr dhcksMZ ds gkse jks iafä ¼dSIl y‚d dqath ds lkFk 
'kq: gksus okyh iafä½ ls gksrh gSA dhcksMZ dks ns[kuk l[r euk gSA blds ckn yksvj vkSj vij 
iafä;ksa] uacj dh iafä;ksa] vijdsl vkSj fo'ks"k çrhd dks lh[kk tkrk gSA 

pj.k nks esa vDlZj bLrseky fd, x, 'kCnka'k dks ;kn djuk vkSj bu 'kCnka'k dks Vkbi djus 
okys 'kCn 'kkfey gSaA 

pj.k nks rhu esa lgh djus ds fy, okLrfod yslu fy[kuk 'kkfey gSA 

Vp Vkbfiax fu;e 

 

fp= 2-13% Vkbfiax lh[kus ds fy, dhcksMZ ysvkmV 
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• F-D-S-A vkSj J] K] L; dqaft;k¡ ¼QWERTY dhcksMZ ij½ vk/kkj fLFkfr dk çfrfuf/kRo djrh 
gSaA dhcksMZ esa vkerkSj ij F vkSj J dht ij NksVs çksVªwf'k;al gksrs gSaA os dhcksMZ dks ns[ks 
fcuk vkidh maxfy;ksa dks vk/kkj fLFkfr dk irk yxkus esa enn djrs gSaA çR;sd dh LVªksd 
ds ckn viuh maxfy;ksa dks vk/kkj fLFkfr esa okil djus dh dksf'k'k djsaA 

• dyj dksfMax ls irk pyrk gS fd dqath maxyh dks çR;sd dqaft;k¡ dks nck;k tkuk pkfg, 
¼Åij fp= ns[ksa½A ckbZa baMsDl lHkh jsM dqaft;k¡ ds fy, vkjf{kr gSA nkfguh baMsDl gjs jax 
dh dqaft;k¡ ds fy, vkjf{kr vkSj blds vkxs gSA Lisl dh dks nckus djus ds fy, tks Hkh 
vkids fy, lqfo/kktud gks] vaxwBs dk mi;ksx djsaA 

• U;wesfjd iSM ij vk/kkj fLFkfr e/;ek maxyh fy, 5 uacj] rtZuh maxyh ds fy, 4 vkSj 
vukfedk maxyh ds fy, 6 gSA U;wesfjd iSM U;wesfjd MsVk buiqV dks ljy vkSj xfr çnku 
djrk gSA 

• dqaft;k¡ ij fn[kus okys vijdsl v{kj vkSj fpUg dks ,d gkFk ls Vkbi fd;k tkrk gS vkSj 
nwljs gkFk dh dfu"B maxyh ls f'k¶V dqaft;k¡ dks nck, j[kk tkrk gSA 

• dhcksMZ dks er ns[kksA viuh maxfy;ksa ds lkFk lgh dqaft;k¡ dk irk yxkus dh dksf'k'k 
djsaA 

fotkMZ esa lsfVaXl dks d‚fUQxj djus ds ckn] jSfiM Vkbfiax dh eq[; foaMks fn[kkbZ nsxh tSlk 
fd fp= 2-14 esa fn[kk;k x;k gSA 

 

fp= 2-14% jSfiM Vkbfiax dh eq[; foaMks 

vkb, ge Vkbfiax VîwVj baVjQsl ls ifjfpr gksaA 

foaMks fuEufyf[kr daVªksy ls cuk gS% VkLdckj us ,d ikB ¼dhcksMZ ysvkmV] Lrj] ikB vkSj 
i`"BHkwfe½ 'kq: djus ds fy, dqN cqfu;knh fodYiksa dks lsV ;k cnyus dh vuqefr nh gSA 

V‚i nk,a dksus esa Fkzh oVhZdy cVu ¼fodYi] vckmV vkSj gsYi½ lacaf/kr Mk;yksx çnf'kZr dj 
ldrs gSaA orZeku ikB] mi;ksxdrkZ lkaf[;dh vkSj yslu ,fMVj laiknd ds chp fLop djus 
ds fy, 'kh"kZ&ck,¡ dksus esa rhu oVhZdy cVu ¼ikB] U;wfefjd vkSj ,fMVj ikB½ dk mi;ksx 
fd;k tkrk gSA 
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VsDLV iSuy og {ks= gS tgka Vkbi fd;k tkus okyk VsDLV çnf'kZr gksrk gSA ;fn vko';d gks] 
rks vki bls vklkuh ls ikB ,fMV dj ldrs gSaA 

yslu daVªksy iSuy esa ikB dks jksdus@fQj ls 'kq: djus] lkmaM buscy/fMl,cy djus vkSj 
lkmaM dh ek=k dks lek;ksftr djuk 'kkfey gSaA 

dhcksMZ opqZvy dhcksMZ gS tks vkidks lHkh 10 maxfy;ksa ds lkFk Vp Vkbfiax lh[kus esa enn 
djsxkA vki ^ikB^ p;u esa bldh mifLFkfr dks vuqdwfyr dj ldrs gSaA 

ikB 'kq: djsa 

Vkbfiax VîwVj esa viuk igyk ikB 'kq: djus ds fy,] uhps fn[kk, x, VkLdckj ij dhcksMZ 
ysvkmV] Lrj vkSj ikB Js.kh dk p;u djsaA 

• LØhu ds Åijh&ck,¡ dksus esa pkj Mª‚i&Mkmu lwph gSaA blfy,] ck,a ls nk,a dh vksj c<+rs 
gq,] çfØ;k bl çdkj gksxh% 

• ysvkmV pqusa ¼;kuh] dhcksMZ dh Hkk"kk½ ;g Åij dh rLohj ij ^^EN^^ gS 

• fQj] ,d Lrj pqusa ¼rhu Lrj miyC/k gSa & ifjp;] 'kq#vkrh½ ;g Åij dh rLohj ij 
^^fcfxuj ¼'kq#vkrh½^^ gSA 

• ikB Js.kh fufnZ"V djsa ¼pqus x, Lrj ds vk/kkj ij] miyC/k Jsf.k;ka fHkUu gks ldrh gSa½A 

• vkf[kjdkj] ml ikB dks p;u djsa ftldk vki vH;kl djuk gSA 

• tc lc dqN rS;kj gks tk,] rks dksbZ Hkh dqath nck,a] fQj viuh maxfy;ksa dks dhcksMZ ij 
fn[kkbZ xbZ çkjafHkd fLFkfr esa j[ksa vkSj VsDLV Vkbi djuk 'kq: djsaA  

dhcksMZ ds Bhd Åij ikB daVªksy iSuy Hkh gS tgk¡ ls vki orZeku ikB dks LFkfxr@fQj ls 
'kq: dj ldrs gSa ;k /ofu çHkkoksa dks lek;ksftr dj ldrs gSa% &  

• fdlh ikB dks 'kq:@fQj ls 'kq: djus ds fy,] dhcksMZ ds Åijh&ck,¡ dksus ds Åij cVu 
ij fDyd djsaA 

• ikB dks jksdus ds fy,] ║ cVu ij fDyd djsa tks ► cVu ds ctk; çnf'kZr gksrk gSA 

• orZeku yslu dks iqu% vkjaHk djus ds fy,] I cVu ij fDyd djsa] tks VkLdckj ij lcls 
nkfgus cVu gSA 

• orZeku ikB esa lkmaM dks buscy /fMl,cy djus ds fy,] dhcksMZ ds Åijh&nk,a dksus ds 
Åij fLFkr 41½ cVu ij fDyd djsa vkSj oVhZdy LykbMj dk mi;ksx djds lkmaM o‚Y;we 
fu/kkZfjr djsaA 

• vki foaMks ds V‚i ij&nk,a dksus esa VkLdckj ij Mª‚iMkmu lwph ls ,d fodYi ¼,uhes'ku] 
o‚yisij ;k Iysu½ dk p;u djds ikB iSuy ds fy, cSdxzkmaM best Hkh lsV dj ldrs gSaA 

• ikB ds ek/;e ls viuk os cukrs le;] vki 'kk;n yslu daVªksy iSuy ij nks çksxzsl ckj 
¼gjs jax esa vkSj ihys jax esa ,d½ dk mYys[k djsaxsA 
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fp= 2-16 ,d ikB dk p;u 

• gjs jax dh çksxzsl ckj ¼Åijh½ orZeku ikB ds fy, iwjk gksus dk çfr'kr fn[kkrh gS vkSj 
ihyh çksxsl ckj ¼fupyk½ fdlh flaxy dsjsDVj Vkbi djus ds fy, Lohdk;Z le; vof/k 
dks n'kkZrh gSA 

• tc ihyh çksxsl ckj de ls de ,d ckj ckgj lekIr gks tkrh gS] rks Vkbfiax VîwVj fjd‚MZ 
djrk gS fd vkius bl dsjsDVj ij y; dks rksM+k gSA  

vius ifj.kkeksa dh O;k[;k dSls djsa  

gj ckj tc vki ,d ikB iwjk djrs gSa] rks ifj.kkeksa Mk;yksx foaMks bl ikB esa vkidh 
miyfC/k;ksa dks çnf'kZr djrh gSA 

ifj.kke laokn foaMks esa nks VSc gksrs gSa ftUgsa jsfVax vkSj =qfV;k¡ dgk tkrk gSA fp= 2-17 tSlk 
fn[krk gSA 

 

fp= 2-17% vkidh miyfC/k;ksa ds fy, ifj.kke dk foaMks 
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vki vius eSfVªDl dh leh{kk dj ldrs gSa% 'kq#vkrh vkSj pSafi;u ¼Åijh LykbMj ladsrd½ ds 
lkFk&lkFk çfr feuV 'kCn] çfr feuV ysVj vkSj çfr çfr'kr lVhdrk ¼uhps rhu 'ks"k LykbMlZ½ 
ds chp lexz dkS'ky LrjA VsDlV ,fj;k esa] vki yslu ds nkSjku gqbZ viuh xyfr;ksa dh tk¡p 
dj ldrs gSaA 

jax ladsr fuEukuqlkj gS%  

• gjs v{kj lgh buiqV dks n'kkZrs gSaA  
• ihys v{kj Lohdk;Z le; lhek ls vf/kd lgh buiqV dks n'kkZrs gSaA 
• yky v{kj Lohdk;Z le; lhek ds Hkhrj xyr buiqV dks n'kkZrs gSaA 
• ukjaxh v{kj xyr buiqV dks n'kkZrk gS tks Lohdk;Z le; lhek ls vf/kd gS ¼;g lcls 

[kjkc ifj.kke gS½A 

,jj ¼=qfV½ foaMksa  

,jj VSc ij vki orZeku yslu ds fy, vius foLr`r vkadM+s ns[k ldrs gSaA ;g VSc fp=e; 
vkSj Rkkfydk –'; nksuksa esa vkids ,jj vkSj nsjh çfr'kr dks n'kkZrk gSA blls vkidks ;g le>us 
esa enn feysxh fd vkids fy, dkSu ls v{kj vHkh Hkh fy[kuk eqf'dy gSA vki ,jj dks çfr'kr 
pkVZ ¼VSc ds Bhd uhps cVu ij fDyd djds½ vkSj çfr'kr pkVZ esa nsjh ¼cVu ij fDyd djds½ 
ds chp cny ldrs gSaA 

• ckj pkVZ ij] X-axis ds ikB esa mi;ksx fd, tkus okys v{kj ls esy [kkrh gS] tcfd Yaxis 
çR;sd v{kj ls lacaf/kr ,jj ;k nsjh dks n'kkZrk gSA ;fn fdlh lVZu dsjsDVj ds fy, dksbZ 
,jj vkSj nsjh ugha gS] rks ;g pkVZ ij fn[kkbZ ugha nsxkA  

• tc vki Rkkfydk esa ,d iafä pqurs gSa] rks pkVZ ij lacaf/kr ckj gkbykbV fd;k tk,xkA 
tc vki Rkkfydk esa ,d d‚ye dk p;u djrs gSa] rks pkVZ ,jj ;k nsjh dks fn[kk,xkA 

• fQj] vki vxys ikB ij vkxs c<+us ds fy, uhps fn, x, usDLV cVu ij fDyd dj 
ldrs gSa] ,d ckj fQj ls bl yslu ls xqtjus ds fy, nksgjk,a ;k fjd‚MZ djsa fd vkids 
ifj.kke Vkbfiax VîwVj ds g‚y v‚Q Qse ds fy, i;kZIr gSa ;k ughaA  

• mu lHkh ikB ds ifj.kkeksa dks ns[kus ds fy, ftUgsa vkius igys gh iwjk dj fy;k gS ¼u 
dsoy orZeku ,d½] lkaf[;dh vuqHkkx ij tk,aA  

vk¡dM+s ns[ksa vkSj fo'ys"k.k djsa 

mu lHkh ikB ds ifj.kkeksa dks ns[kus ds fy, ftUgsa vkius igys gh iwjk dj fy;k gS% ¼1½ 
lkaf[;dh vuqHkkx [kksysa] vkSj ¼2½ eq[; foaMks ds Åijh&ck,¡ dksus esa cVu pqusaA lkaf[;dh vuqHkkx  
LØhu [kqysxh tSlk fd fp= 2-18 esa fn[kk;k x;k gSA 
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fp= 2-18% vkids Vkbfiax ds lexz vk¡dM+s vkSj çxfr 

vk¡dM+s ns[ksa vkSj fo'ys"k.k djsa ;gk¡] vki vius lexz lkaf[;dh dh leh{kk dj ldrs gSa] 
xzkfQdy vkSj Rkkfydk O;w esa ldrs gSaA fuEu fodYi miyC/k gSa% 

• viuh lhih,e LihM ¼çfr oMZ feuV½ çxfr ns[kus ds fy, foaMks ds Åijh&ck,¡ dksus esa 
cVu ij fDyd djsa ¼;k vius dhcksMZ ij Ctr1 +1 nck,¡½A 

• viuh ohi,e LihM ¼çfr oMZ feuV½ ns[kus ds fy, cVu ¼;k vius dhcksMZ ij Ctr1+2 
nck,a½ ij fDyd djsaA 

• fofHkUu ikB esa vkidh Vkbfiax lVhdrk dSls cnyrh gS] ;g ns[kus ds fy, cVu ¼;k vius 
dhcksMZ ij Ctr1+3 nck,a½ ij fDyd djsaA 

 

fp= 2-19% fdlh fo'ks"k ikB ds fy, vk¡dM+s 
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fp= 2-20% lexz jsfVax 

• vius vk¡dM+ksa ls ,d ehfVªd fudkyus ds fy,] nkbZa Rkkfydk esa ,d yslu dk p;u djsa 
vkSj cVu ij fDyd djsa ¼;k vius dhcksMZ ij gVk,a nck,a½A 

• foaMks ds Åijh fgLls esa VkLdckj ij] vki dhcksMZ ysvkmV] Lrj vkSj ikBîØe pqu ldrs 
gSa ftlds fy, vki vkadM+s ns[kuk pkgrs gSaA 

• vki VkLdckj ij nwj&njkt esa ikB lewg ¼;kuh] ikBksa }kjk vk¡dM+s½ vkSj Ms lewg ¼fnuksa ds 
vk¡dM+s½ ds chp cny ldrs gSaA 

foLr`r ikB vk¡dM+s 

fo'ks"k ikB ds vk¡dM+s dh leh{kk djus ds fy, nkbZa Rkkfydk esa bl ikB dks pqusa vkSj Åijh&nk,¡ 
dksus esa ikB VSc ij fDyd djsaA ikB VSc esa ogh MsVk gksrk gS tks gj ikB ds iwjk gksus ij 
çnf'kZr gksrk gSA fooj.k ds fy, vius ifj.kke vuqHkkx dh O;k[;k dSls djsa ns[ksaA 

yslu ,fMVj ds lkFk dk;Z dSls djsa&   

• yslu ,fMVj dks vksiu djus ds fy, jSfiM Vkbfiax foaMks ds Åijh&ck,¡ dksus esa fLFkr 
cVu ij fDyd djsaA 

 

fp= 2-21% ewy dqaft;ksa dk mi;ksx djds Vkbi djuk 
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yslu ,fMVj foaMks fuEufyf[kr fu;a=.kksa ls cuh gS% 

• VkLdckj tks dhcksMZ ysvkmV vkSj ikB dk Lrj laikfnr dks p;u djus dh vuqefr çnku 
djrk gSA 

• ikB ds Lrj dks laikfnr djus ds fy, p;u djus dh vuqefr nsrk gSA  

• VsDLV Mkyus ds fy, Vwyckj ftlesa ewy ikB1 ;k ikB 2----- 'kkfey gSA  

• usfoxs'ku Vªh tks ekStwnk ikBîØe vkSj ikB inkuqØe dks n'kkZrk gSA  

• VsDLV iSuy] ,d ,slk {ks= tgka vki usfoxs'ku Vªh esa orZeku esa pqus x, ikB ds VsDLV dks 
laikfnr dj ldrs gSaA  

• ikB esfVªDl tks ikB esa 'kCnksa] v{kjksa] fjä LFkku vkSj fof'k"V v{kjksa dh la[;k vkSj çfr'kr 
çnf'kZr djrk gSA  

• dhcksMZ] tks fd opqZvy dhcksMZ gS tks orZeku esa p;fur ikB esa mi;ksx fd, x, v{kjksa dks 
gkbykbV djrk gSA vki ^ikB^ vuqHkkx esa blds Lo:i dks vuqdwfyr dj ldrs gSaA 

yslu ,fMVj lHkh ikBksa dks iwjh rjg ls vuqdwyu ;ksX; cukrk gSA vki ikBksa dks tksM+ ldrs 
gSa] lfEefyr dj ldrs gSa] cny ldrs gSa vkSj gVk ldrs gSa] mUgsa ikBîØeksa esa lewfgr dj 
ldrs gSa vkSj lacaf/kr esfVªDl dh leh{kk dj ldrs gSaA vki ewy dqaft;ksa dk mi;ksx djds 
Vkbi dj ldrs gSa] tSls fd Shift dqaft;k¡] vad dqaft;k¡ vkSj la[;kRed iSMA  

 

fp= 2-22 Shift dqath dk mi;ksx djds Vkbi djsa 

 

fp= 2-23 vad dqath dk mi;ksx djds Vkbi djsa 
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fp= 2-24 la[;kRed dhiSM dk mi;ksx djds Vkbi djsa 

Vkbfiax dh xfr dh x.kuk djuk 

Vkbfiax dh xfr dks fofHkUu lVhdrk ds lkFk ekik tk ldrk gS] tSls fd  

• ,d fuf'pr le; vof/k ¼lcls de lVhd½ ds fy, fdrus 'kCn Vkbi fd, tkrs gSa\ 

• ,d fuf'pr le; vof/k ds fy, fdrus dsjsDVj Vkbi fd, tkrs gSa\ 

• ,d fuf'pr le; vof/k ¼lcls lVhd½ ds fy, fdrus  dhtLVªksDl cuk, tkrs gSa\ 

blds vykok  

• ljy xfr ¼xzksl LihM ½ 

• dqy xfr ¼,jj dks /;ku esa j[krh gS½ 

fuEu Rkkfydk Vkbfiax xfr çdkjksa ds foLr`r fooj.kksa ds ckjs esa crkrk gS  

çdkj fooj.k lw= 
MCY;wih,e ,d feuV dh vof/k esa Vkbi 

fd, x, 'kCnksa dh la[;k 
WPM ¾ ¼fcuk =qfV okys 'kCn 
+ =qfV okys 'kCn½@feuVksa esa 
fcrk;k x;k le; 

dqy MCY;wih,e WPM =qfV;ksa okys 'kCnksa ds 
fcuk 

dqy WPM¾WPM&¼=qfV;ksa 
okys 'kCn @feuVksa esa fcrk;k 
x;k le;½ 

lhih,e ,d feuV dh vof/k esa Vkbi 
fd, x, 'kCnksa dh la[;k 

CPM ¾ ¼=qfV jfgr 'kCnksa+ 
=qfV okys 'kCnksa½@feuVksa esa 
fcrk;k x;k le; 

dqy lhih,e lhih,e =qfV;ksa okys 'kCnksa ds 
fcuk 

usV lhih,e ¾ lhih,e & 
¼=qfV okys v{kj@feuVksa esa 
fcrk;k x;k le;½ 

dsih,e ,d feuV dh vof/k esa 
dhLVªksDl dh la[;k 

dsih,e ¾ ¼fcuk =qfV;ksa ds 
dhLVªksd + =qfV;ksa ds lkFk 
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dhLVªksd½@feuVksa esa fcrk;k 
x;k le; 

dqy dsih,e dhLVªksDl ds fcuk dsih,e dqy dsih,e ¾ dsih,e & 
¼=qfV;ksa ds lkFk 
dhLVªksd@=qfV;ksa ds lkFk 
feuVksa esa fcrk;k x;k le;½ 

 

,d fo|kFkhZ 240 dsjsDVj 2 feuV esa Vkbi djrk gS] ftlesa 20 dsjsDVj esa xyrh gks jgrh gSA  

flaiy LihM ¾ 240 dsjsDVj/ 2 feuV¾ 120cpm 

usV LihM¾ 120 cpm¼20 xyfr;k¡/2 feuV½¾ 100 usV cpm 

Vkbfiax lVhdrk 

Vkbfiax lVhdrk ls og rkRi;Z ;g gS fd dqy Vkbi dh x;h ,aVªh esa ls lgh ,aVªh dk dqy 
çfr'krA fuEu Rkkfydk Vkbfiax lVhdrk x.kuk ds fy, fofHkUu lw=ksa dks lwphc) djrh gSA 

fooj.k lw= 

'kCnksa esa lVhdrk] çfr'kr lVhdrk ¾ ¼100% & =qfV;ksa okys 'kCn * 

100%½ / 'kCnksa dh dqy la[;k 

'kCnksa esa lVhdrk çfr'kr lVhdrk¾ ¼100% & =qfV;ksa okys 'kCn 
* 100%½ / 'kCnksa dh dqy la[;k 

dhLVªksDl esa lVhdrk çfr'kr lVhdrk¾ ¼100% & xyr dhLVªksDl 
* 100%½ / 'kCnksa dh dqy la[;k 

dHkh&dHkh ,jj ¼çfr'kr ,jj½ esa Vkbfiax lVhdrk dk ewY;kadu djuk lqfo/kktud gksrk gSA 
uhps nh xbZ Rkkfydk ns[ksa& 

Vkbfiax y; 

fooj.k lw= 

'kCnksa esa =qfV;ka] çfr'kr =qfV;k¡% ¾ =qfV okys 'kCn * 100% / 'kCnksa dh 
dqy la[;k 

'kCnksa esa =qfV;ka] çfr'kr =qfV;k¡% ¾ =qfV;k¡ ¾ =qfV;ksa okys 'kCnksa * 

100% / 'kCnksa dh dqy la[;k 

dhLVªksDl esa =qfV;ka] çfr'kr =qfV% ¾ xyr dhLVªksDl * 100% / dhLVªksDl 
dh dqy la[;k 
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Vp Vkbfiax rduhd esa Vkbfiax y; cgqr egRoiw.kZ gSA Vkbfiax y; dk eryc gS fd dhLVªksDl 
leku varjky ij vkus pkfg,A yxkrkj Vkbfiax LihM dks fu;af=r djus ds fy, LyksMkmu 
bafMdsVj dk bLrseky fd;k tkrk gSA fuEu Rkkfydk Lyks xfr ¼çfr'kr LyksMkmu½ x.kuk ds 
fy, vyx lw= fn[kkrh gS% 

fooj.k lw= 

'kCnksa esa LyksMkmu] çfr'kr LyksMkmu % ¾ foyac okys 'kCn * 100% / 'kCnksa 
dh dqy la[;k 

'kCnksa esa LyksMkmu] çfr'kr 

 

LyksMkmu% ¾ foyafcr 'kCn* 100% / 'kCnksa dh 
dqy la[;k 

dhLVªksDl esa LyksMkmu%] çfr'kr LyksMkmu % ¾ dhLVªksd foyac * 100% / 
dhLVªksDl dh dqy la[;k 

dqy jsfVax x.kuk  

dqy jsfVax ¼%½ ¾ ¼usV LihM /dkslZ xksy& LihM½ *100% dgk¡% 

• usV xfr] usV MCY;wih,e] usV lhih,e ;k usV dsih,e gS] eku orZeku fodYiksa ij fuHkZj 
djrk gSA 

• dkslZ dk y{;% çR;sd dkslZ ds fodYiksa esa xfr dks vuqdwfyr fd;k x;k gSA 

¼d½ vPNh Vkbfiax xfr 

,d vkSlr çksQs'kuy VkbfiLV vkerkSj ij 50 ls 80 çfr feuV 'kCn Vkbi djrk gS] tcfd 
dqN in ds fy, 80 ls 95 dh vko';drk gksrh gS vkSj dqN mUur VkbfiLV 120 çfr feuV 
'kCn feuV Vkbi ls Åij dh xfr ij dke djrs gSaA 

vYQkU;wesfjd dhcksMZ ij lcls rst Vkbfiax dh xfr] ,d feuV esa 216 'kCn] LVsyk 
iktqul us 1946 esa gkfly dh FkhA 

2005 rd] ys[kd ckjcjk CySdcuZ fxuht cqd v‚Q oyZ~M fjd‚MZ ds vuqlkj nqfu;k esa 
lcls rst vYQkU;wesfjdy vaxzsth Hkk"kk dk VkbfiLV FkkA M~oksjd ljyh—r dhcksMZ dk mi;ksx 
djrs gq,] mUgksus 50 feuV ds fy, 150 'kCn çfr feuV vkSj NksVh vof/k ds fy, 170 'kCn 
çfr feuV cuk, j[kkA mudh 'kh"kZ xfr 212 'kCn çfr feuV FkhA 

vH;kl 

v½ vius ck,a gkFk ls Vkbi 

asdfasdfasdfasdfasdfasdfasdfasdfasdfasdfasdfasdf 

fdsafdsafdsafdsafdsafdsafdsafdsafdsafdsafdsafdsa 
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vk½ vius nk,a gkFk ls Vkbi djsa 

;1kj ]lkj ;1kj ]lkj ;1kj ]lkj ;1kj ]lkj ;1kj ]lkj ;1kj ]lkj ;1kj ;1kj ]lkj  

vius nksuksa gkFkksa ls Vkbi djsa  

ghghghghghghghghghghghghghghghghghgh 

b½ viuh ckbZa rtZuh dks Åij@ckgj T rd QSyk,a ¼dhcksMZ ij ns[ksa½ vkSj Vkbi djsa 
thththththththththththththththththththththththth 

bZ½ vius ck,a gkFk ls Vkbi djsa& 

deed frrf deer reed red deed frrf deed reed red deed frrf deer reed red 

m½ vius nk,a gkFk ls Vkbi djsa& 

ujkiikjujkikjuujkiikjujkikjuujkiikjujkikjuujkiikjujkikjuuj kiikjujkik 

Å½ vius nksuksa gkFk ls Vkbi djsa 

juut jut jute kiit kit kite juut jut jute  kiit  kit  kite juut  jut jute kiit kit kite jud 

judder jug jugger judge judged juud judder jug jugger judge judged igh high 

thigh ight  fight right fright igh high thigh ight fright right fright 

•   ,d lkekU; lanHkZ gksxk 

http://www-typing&lessons-org 

cgqfodYih; ç'u 

1- fuEufyf[kr esa ls dkSu lk iaDpq,'ku dqath ugha gS\  
¼d½ vYifojke¼]½ 
¼[k½ ihfj;M ¼-½ 
¼x½ v/kZfojke ¼;½ 
¼?k½ leku fpUg¼¾½ 

2- blesa ls rhj dqath dkSu &lh ugha gS\ 
¼d½ 'kh"kZ ¼^½  
¼[k½ uhps okyk rhj ¼down arrow+½  
¼x½  nk;ka rhj ¼right arrow+½ 
¼?k½ ck;ka rhj ¼left arrow½ 

3-  fuEufyf[kr esa ls dkSu lk v‚ijs'ku ekml }kjk ugha fd;k tkrk gS  
¼d½ ys¶V fDyd 
¼[k½ jkbV fDyd 
¼x½  fefMy fDyd 
¼?k½ Mcy fDyd 

4- jSfiM Vkbfiax VîwVj esa] fuEufyf[kr esa ls dkSu lk lgh ugha gS\ 
¼d½ gjs v{kj lgh buiqV dks n'kkZrs gSaA 
¼[k½ ihys v{kj vfrfjä le; esa lgh buiqV ds fy, gSaA 
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¼x½ yky v{kj le; ds Hkhrj xyr tkudkjh dks n'kkZrs gSaA 
¼?k½ le; ds lkFk v‚jsat v{kj xyr buiqV dk ladsr nsrs gSaA 

5-  yslu daVªksy iSuy ds fy, bLrseky fd;k tk ldrk gS 
¼d½ ,uhes'ku 
¼[k½ /ofu;ksa dks l{ke ;k v{ke djuk 
¼x½ lknk  
¼?k½ cSdxzkmaM 

 

fjä LFkkuksa dh iwfrZ djks 

1- ,d Vp VkbfiLV eseksjh ds----------------------ek/;e ls dhcksMZ ij LFkku tkurk gSA 

2- Vkbfiax LihM dh xfr ekih tkrh gS-------------------- 

3- v{kj ¼A& Z½ vkSj uacj ¼0&9½ ds :i esa tkus tkrs gSa………..dqaft;k¡A 

4- fMfyV dqaft;k¡ dsjsDVj dks ---------------- dlZj ikbaV ls fMyhV djrh gSA 

5- ,d ekud dhcksMZ esa--------------------- QaD'ku dqaft;k¡ gksrh gSaA  

6- U;wejsfd dhiSM dk mi;ksx------------ MkVk ds fy, fd;k tkrk gSA 

7- ist vi dqath dk mi;ksx------------- ist dks ou ist vi f'k¶V djus ds fy, fd;k tkrk gSSA 

8- ,aM dqath dks nckus ls -----------------------------------dlZj dks dsjsDVj ds ykbu ij ys tkrs gSaSSA 

9- U;wefjd dhiSM ij 0 dks ----------------------------------vaxwBs }kjk nck;k tkrk gSSSA 

10- U;wesfjd dhiSM esa -------------- jks vkSj ----------------d‚ye gSSSA 

 

uhps crk, x, okD; lgh gS ;k ugha 

1- Alt dqath dks ges'kk nwljh dqath ds lkFk ç;ksx fd;k tkrk gSA 

2- dhcksMZ ij 5 rhj dqaft;k¡ gSaA 

3- dlZj ds nkbZa vksj dsjsDVj dks gVkus ds fy, cSdLisl dqath dk mi;ksx fd;k tkrk gSA 

4- dSIl y‚d dqath ,d V‚xy dqath gSA 

5- daVªksy dh dqath dk mi;ksx vU; dqath ds lkFk la;kstu esa fd;k tkrk gSA 

6- ,aVj dqath dks fjVZu dqath ds :i esa Hkh tkuk tkrk gSA 

7- vyx&vyx l‚¶Vos;j esa QaD'ku dqath ds vyx&vyx ek;us gksrs gSaA 

8- dqath ^,Q^ vkSj ^tŝ  dks xkbM dqath ds :i esa tkuk tkrk gSA 

9- dhcksMZ ij nks dSIl y‚d dqath gSaA 

10- ekml esa nks LØ‚y cVu gksrs gSaA 
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11- ist Mkmu dqath dk mi;ksx dlZj dks vxys ist ij ys tkus ds fy, fd;k tkrk gSA 

12- gkse dqath nckdj] dlZj dks nLrkost esa igys dsjsDVj ij ys tkrk gSA 

13- ,d U;qejhd dhiSM ij] 8 xkbM dqath gSA 

14- jSfiM Vkbfiax VîwVj esa] ntZ fd;k x;k lgh buiqV ihys jax }kjk n'kkZ;k x;k gSA 

15- jSfiM Vkbfiax VîwVj esa] le; lhek ls vf/kd esa ntZ fd;k x;k lgh buiqV yky jax }kjk 
fu:fir fd;k tkrk gSA 

'k‚VZ vkalj ¼50 'kCn½ 

1- daI;wVj dhcksMZ ij miyC/k fofHkUu çdkj dh dqaft;k¡ ij ppkZ djsaA 

2- gkse dqath vkSj xkbM dqath ds chp varj crk,aA 

3- xkbM dqath ls vki D;k le>rs gSa\ fuEufyf[kr esa ls xkbM dqaft;ksa dks uke crk,a 

¼d½ daI;wVj dhcksMZ  

¼[k½ VkbijkbVj 

4- Vkbfiax ,xksZu‚feDl dh Hkwfedk Li"V djsaA 

5- vktdy fofHkUu Vkbfiax l‚¶Vos;j dk mi;ksx vke D;ksa gS\ 

6- daI;wVj dhcksMZ ds vafre jks dh maxfy;ksa ds vkoaVu dk mYys[k djsaA 
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bdkbZ 3 fMftVy M‚D;wesaVs'ku   

ifjp; 

igys ds le; esa] eSU;qvy VkbijkbVj dk mi;ksx nLrkost Vkbi djus ds fy, fd;k tkrk 
Fkk] ftldk LFkku vc bysDVª‚fud VkbijkbVj vkSj daI;wVj dk mi;ksx fd;k tkus yxk gSA 
oMZ çkslsflax] MkVk çkslsflax] dE;qfuds'ku vkSj v‚fQl çstsaVs'ku esa mi;ksx esa yk, tkus okys 
vke xfrfof/k;k¡ gSaA v‚fQl çksMfDVfoVh l‚¶Vos;j dk mi;ksx bu xfrfof/k;ksa dks vklkuh ls 
iwjk djus ds fy, dh tkrh gSA nLrkost ds isij ij daVsV fy[kk tkrk gS vkSj nLrkost dh 
cukus dh çfØ;k dks nLrkosthdj.k dgk tkrk gSA nLrkosthdj.k dh vko';drk daVsV dks 
yacs le; rd lqjf{kr j[kus o ,foMsal ds :i esa bLrseky djus ds fy, fd;k tkrk gSA 
nLrkost i=] fjiksVZ] Fkhfll] ikaMqfyfi;ka] dkuwuh nLrkost] fdrkcsa vkfn gks ldrs gSaA 
gLrfyf[kr nLrkost esa fof'k"V gLrys[ku dks le>us tSls dqN vlqfo/kk gks ldrs gSaA 

oMZ çkslsflax    
oMZ  çkslsflax oMZ dk vkfo"dkj 1960 ds n'kd ds var esa vkbZch,e }kjk fd;k x;k FkkA 
1971 rd bls U;w;‚dZ VkbEl us ^^cTt oMẐ ^ ds :i esa ekU;rk nh FkhA ¼lzksr% http:// www-

computernostalgia-net/articles/istoryof WordProcessors-html½ 

,d MsVk ,aVªh v‚ijsVj ds ikl ,d vPNh Vkbfiax LihM ds lkFk v‚fQl çksMfDVfoVh 
Vwy dk mi;ksx djus ds fy, dkS'ky gksuk pkfg,A ;|fi Vkbfiax dkS'ky MsVk ,aVªh v‚ijsVj 
ds fy, vko';d ekunaM gS ysfdu oMZ çkslsflax l‚¶Vos;j dk mi;ksx djrs le; FkksM+k /;ku 
j[kuk iM+rk gSA VsDLV Vkbi djus ds fy, ,d VkbfiLV dbZ ckj Lisl ckj ls Vdjkrk FkkA 
daI;wVj esa bldh vko';drk ugha gS D;ksafd ,fMV vkSj Q‚jeSfVax ds fy, v‚VksesVsM lqfo/kk,¡ 
miyC/k gSaA oMZ çkslsflax daI;wVj l‚¶Vos;j dk mi;ksx nLrkost dks ,fMV djus] ,aVj djus] 
Q‚jesV] LVksj djus] iqu%çkIr djus vkSj fçaV djus ds fy, gksrk gSA nLrkost ,d i=] uksfVl] 
fjiksVZ] O;kolkf;d i=kpkj vkfn gks ldrk gSA 

 oMZ çkslslj daI;wVj vuqç;ksx gS ftldk mi;ksx fçaV djus ;ksX; lkexzh ds mRiknu 
ds fy, fd;k tkrk gSA 'kq#vkr esa oMZLVkj lcls O;kid :i ls ç;qä oMZ çkslsflax l‚¶Vos;j 
FkkA VkbijkbVj dk mi;ksx djus ds fy, dbZ lhek,¡ gSa] tks uhps fn, x, gSaA  

 

fp= 3-1% VkbijkbVj 
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1- Vkbfiax esa fdlh çdkj dh =qfV gksus ij iwjh 'khV dks fQj ls Vkbi djuk vko';d gSA  

2- fofHkUu irksa okys nks ;k vf/kd O;fä;ksa dks ,d gh ysVj Hkstus ds fy, dbZ Vkbfiax ç;klksa 
dh vko';drk gksrh gSA 

3- VkbijkbVj esa lHkh vko';d v{kj ;k çrhd ugha gksrs gSaA VkbijkbVj dk mi;ksx djds 
lHkh v{kjksa dks Vkbi djuk laHko ugha gSA  

4- VkbijkbVj dk mi;ksx djds okafNr çk:i esa nLrkost rS;kj djuk laHko ugha gSA  

o"kZ 1974 esa tsjksDl daiuh us dqN gn rd eSuqvy VkbijkbVj dh leL;kvksa dks gy djus 
ds ç;kl ds :i esa ,d bysDVª‚fud VkbijkbVj is'k fd;k FkkA ¼http://www-computernostalgia-
net/articlesHistoryof Word Processors-htm½ 

bysDVª‚fud VkbijkbVj esa] daVsV esa ifjorZu djuk laHko gS] ekewyh cnykoksa ds lkFk dbZ 
d‚fi;k cukuk vklku gSA ysfdu blesa lkexzh çnf'kZr djus ds fy, cgqr NksVs vkdkj dh 
LØhu dh lhek gSA bldh LØhu dsoy ,d ;k nks ykbusa ns[k ldrh gSA 1970 ds n'kd ds 
var esa] daI;wVj l‚¶Vos;j çkS|ksfxdh ds fodkl ds lkFk] oMZ çkslsflax l‚¶Vos;j is'k fd;k 
x;k FkkA bl l‚¶Vos;j esa nLrkost dks usfoxsV] ,fMV] Q‚jesV vkSj fçaV fd;k tk ldrk gSA 
e‚MuZ oMZ çkslslj ,d GUI ¼xzkfQdy ;wtj baVjQsl½ dk ykHk mBkrs gSa] what-you-see-is-what-

you-get (WYSIWYG) ;kfu tks vki ns[krs gSa ogh vkidks feyrk gS ,fMfVax dh lsok çnku 
djrs gSaA ;kfu fd Ldhu ij VsDLV dk Lis'ky bQsDV~l Hkh fn[kkbZ nsrk gSA 

• nLrkost cukuk] ,fMV djuk] lso djuk] iqu%çkIr djsa vkSj fçaV djukA 

• nLrkost esa ,d LFkku ls nwljs LFkku ij VsDlV dks pquuk vkSj ys tkukA 

• nLrkost esa nwljs LFkku ij VsDlV dks d‚ih djukA 

• ,d nLrkost ls nwljs nLrkost esa flysDVsM VsDlV dks fgykuk djukA 

• nLrkost esa QksaV lkbt vkSj LVkby esa cnyko djukA 

• vuqPNsnksa ds lkFk&lkFk i`"Bksa dk Hkh Q‚esZfVaxA 

• orZuh vkSj O;kdj.k psd djukA 

• Rkkfydk cukuk] iafä;ksa] d‚ye vkSj lsYt dh lkbt esa cnyko djukA 

• ,d ;k vf/kd nLrkostksa dks feykukA 

• nLrkost ds Hkhrj fp= ;k xzkQ dks lfEefyr djukA 

• nLrkost ds p;fur ikB ;k p;fur i`"Bksa dks fçaV djukA 

oMZ çkslslj dk mi;ksx fctusl] ?kj vkSj f'k{kk esa fd;k tk jgk gS vFkkZr] Ldwyksa vkSj 
d‚ystksa esa  i=] fjiksVZ vkSj dbZ vU; fofHkUu çdkj ds nLrkost rS;kj djus ds fy,A Nk= 
çkstsDV fjiksVZ vkSj vlkbuesaV rS;kj djus ds fy, bldk mi;ksx djrs gSaA ç'u i= vkSj uksV~l 
rS;kj djus ds fy, f'k{kd oMZ çkslslj dk mi;ksx djrs gSaA 
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v‚fQl lwV çksxkeksa dk ,d laxzg gS] tks oMZ çkslsflax] LçsM'khV rS;kjh] çstsaVs'ku vkSj 
MsVkcsl eSustesaV ds fy, mi;ksxh gSaA dbZ v‚fQl lwV gSaA ge fycjsv‚fQl dk mi;ksx djsaxs] 
D;ksafd blds dbZ Qk;ns gSaA 

fycjsv‚fQl ,d Ýh vkSj vksiu lkslZ l‚¶Vos;j ¼,Qvks,l,l½ gS] tks iwjh rjg ls v‚fQl  
çksMfDVfoVh lwV ij vk/kkfjr gSA orZeku esa fycjsv‚fQl ds laLdj.k 6-0 vkSj Åij miyC/k 
gSaA ;g osclkbV www-libreoffice-org ls MkmuyksM djus ds fy, eq¶r esa miyC/k gSA ;g lwV 
dbZ Hkk"kkvksa esa miyC/k gS vkSj dbZ IysVQkeksaZ ¼foaMkst] eSd vkSj fyuDl½ ij pyrk gSA M‚D;hesaV 
dks çdkf'kr djus ds fy, ;g vksiu M‚D;wesaV Q‚esZV ¼ODF½ Qkby Q‚esZV dk mi;ksx djrk 
gSA fycjsv‚fQl ?kVd ,d&nwljs ds lkFk baVhxzsVsM gksrs gSa vkSj ,d leku yqd vkSj Qhy* 
çnku djrs gSa] tks mi;ksx djus ds lkFk&lkFk çf'kf{kr gksuk vklku gSA  

fycjsv‚fQl ds ?kVd oMZ çkslsflax ds fy, jkbVj gSa] LçsM'khV dh rS;kjh ds fy, x.kuk] 
çstsaVs'ku ds fy, bEçsl] MsVkcsl eSustesaV ds fy, csl] Mªkbax ds fy, Mªk vkSj vU;A fycjsv‚fQl 
esa ekbØksl‚¶V v‚fQl ],pVh,e,y],Dl,e,y] oMZ ijQsDV vkSj ihMh,Q lfgr dbZ Q‚esZV esa 
Qkbyksa dks vksiu vkSj lso djuk 'kkfey gSA 

oMZ çkslslj ds lkFk 'kq#vkr djuk – jkbVj 

fycjs v‚fQl oMZ çkslslj fjiksVZ rS;kj djus ds fy, dbZ oMZ çkslsflax l‚¶Vos;j miyC/k gSaA 
ysfdu ge fycjsv‚fQl jkbVj dk mi;ksx djuk ilan djsaxs D;ksafd ;g eq¶r vkSj ,d v¨iu 
lkslZ l‚¶Vos;j ¼,Qvks,l,l½ gS ftlesa oMZ çkslsflax dh le`) fo'ks"krk,a gSaA dqN oMZ çkslslj 
osc ij miyC/k gSaA 

,d Ldwy f'k{kd us jk"Vªh; Lrj ds vkbZVh ukSdjh esys esa ukSoha d{kk ds Nk=ksa ds {ks= 
dk nkSjk fd;kA bldk mís'; vkbZVh&vkbZVhbZ,l {ks= esa dk;Z{ks= vkSj voljksa dks tkuuk FkkA 
nkSjs ds ckn Nk=ksa dks ,d fjiksVZ çLrqr djus ds fy, ,d vlkbuesaV fn;k x;k Fkk ftlesa 
Hkkjr esa vkbZVh&vkbZVhbZ,l m|ksx ds ckjs esa fooj.k] MsVk ,aVªh v‚ijsVj dh ftEesnkfj;ksa vkSj 
vko';d f'k{kk vkSj vuqHko ds lkFk fooj.k 'kkfey gksuk pkfg,A 

Nk=ksa dks ,d isij ij ,d Mªk¶V fjiksVZ rS;kj djuh FkhA bls Vkbi djds fçaV djuk 
FkkA çkjaHk esa Nk=ksa us fjiksVZ fy[kus ds fy, ,d VkbijkbVj dk mi;ksx djus dh lksph] ysfdu 
VkbijkbVj fofHkUu QksaV vkSj jaxksa ds lkFk Vkbi djus dh lqfo/kk çnku ugha dj ldrk gS vkSj 
;g Hkh fd os VkbijkbVj dk mi;ksx djds fp= ugha tksM+ ik,axsA blfy, mUgksaus daI;wVj ij 
oMZ çkslsflax l‚¶Vos;j dk mi;ksx djds fjiksVZ rS;kj dhA 

osc &csLM  oMZ  çkslsLlj 
• xwxy M‚Dl  • v‚fQl  365 oMZ  • ekbØksl‚¶V  ou Mªkbo 

;g fjiksVZ dks vf/kd vkd"kZd cukus ds fy, fofHkUu lqfo/kk,¡ çnku djrk gSA ;g fçaV 
djus ;ksX; gksrk gS vkSj dHkh Hkh Qkby esa cnyko fd, tk ldrs gSaA bl rjg dh fjiksVZ] 
v‚fQl] Ldwyksa vkSj d‚ystksa esa ysVj rS;kj djus ds fy, fofHkUu çdkj ds daI;wVj l‚¶Vos;j 
,fIyds'ku dk mi;ksx fd;k tkrk gSA gesa ,d fjiksVZ rS;kj djus ds fy, oMZ çkslsflax 
,fIyds'ku dk mi;ksx djus dk v/;;u djuk pkfg,A fycjs v‚fQl jkbVj esa fjiksVZ rS;kj 
djrs gSaA vafre fjiksVZ dh çLrqfr fuEu fjiksVZ ist esa n'kkZbZ tkuh pkfg, 
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fjiksVZ 

vkbZVh t‚c Qs;j dks fQYM foftV 

geus 5 tqykbZ dks ukxiqj ds dLrwjpan ikdZ esa vk;ksftr vkbZVh ukSdjh esys] 2018 dk nkSjk 
fd;kA ;g gekjs fy, dkQh Kkuo/kZd vuqHko FkkA geus vkbZVh lsDVj ds ckjs esa xgjkbZ ls 
tkukA buQkesZ'ku VsDuksy‚th vkSj buQkesZ'ku VsDuksy‚th buscYM lfoZlst ¼vkbZVh@vkbZVhbZ,l½ 
{ks= ,d ,slk {ks= gS tks rsth ls fodkl dj jgk gS vkSj Hkkjrh; O;kikj ekudksa ¼LVSaMMZ~l½ ds 
vkdkj dks cny jgk gSA bl {ks= esa l‚¶Vos;j MsoyiesaV] dalYValhl] l‚¶Vos;j eSustesaV] 
v‚uykbu lsok,a vkSj fctusl çkslsl vkmVlksflaZx ¼chihvks½ 'kkfey gSaA Hkkjr ds l‚¶Vos;j 
m|ksx fudk; us'kuy ,lksfl,'ku v‚Q l‚¶Vos;j ,aM lfoZlst daiuht ¼NASSCOM½ dh fjiksVZ 
ds vuqlkj 2016&17 ds nkSjku Hkkjr dk vkbZVh m|ksx 12&14% dh nj ls c<+us dh mEehn 
gSA MkVk ,aVªh jkstxkj ,d foLr`r {ks= gSA dHkh&dHkh bls ,aVªh v‚ijsVj] MkVk ,aVªh fo'ks"kK] 
MsVk ,aVªh DydZ ;k ,d buQkesZ'ku çkslsflax dk;ZdrkZ ds :i esa lanfHkZr fd;k tkrk gSA ;s 
ukSdjh ds lkekU; ewy dk;Z vkSj MkVk ,aVªh dkS'ky Hkh gSaA 

t‚c VkLd vkSj ftEesnkfj;k¡ 
 
• MsVk ,aVªh ds fy, M‚D;wesaVl dks rS;kj] 

daikby vkSj l‚VZ djsaA 
• lVhdrk ds fy, lzksr M‚D;wesaVl dh 

tk¡p djsaA 
• tgk¡ vko';d gks] MsVk osjhQkbZ vkSj lgh 

djsaA 
• vuko';d Qkbyksa dks lR;kfir djsa vkSj 

gVk,aA 
• tgka vko';d gks] lzksr nLrkostksa ls MsVk 

dks la;ksftr vkSj iquoZ~;ofLFkr djsa  
• lkslZ M‚D;wesaV ls daI;wVj MsVkcsl vkSj 

ysVjksa esa MsVk ,aVªh djsaA 
• M‚D;wesaV dks M‚D;wesaV eSustesaV flLVe 

vkSj MsVkcsl esa LdSu djsaA 

f'k{kk vkSj vuqHko 
 
• gkbZ Ldwy lfVZfQdsVA 
• Q‚eZy  daI;wVj Vªsfuax ,d ykHk gSA   
• çklafxd daI;wVj dk;kZy; vuqç;ksxksa esa 

dq'kyA  
• lVhd dhcksMZ dkS'ky vkSj vko';d xfr 
ls MsVk ntZ djus dh fl) {kerkA 

• lgh orZuh] O;kdj.k vkSj fojke fpà dk 
KkuA 

 

 

Mcy fDyd dk vFkZ gS fMtkbj vkbVe ij ekml i‚baVj dks ewo djuk vkSj ckbZa ekml 
cVu dks nks ckj fDyd djuk] tYnh ls] fDyd&fDyd djuk 

Åij crkbZ x;h fjiksVZ rS;kj djus ds fy,] ge igys lh[ksaxs fd fycjs v‚fQl jkbVj 
dSls vksiu vkSj fQj fjiksVZ dk VsDLV Vkbi djsaA fycjs v‚fQl jkbVj dks lkekU; :i ls 'kq: 
djrs gq, vkidks MsLdV‚i ij ;k fDod y‚Up VkLdckj ij fycjsv‚fQl dk ,d 'k‚VZdV 
feysxkA vkids }kjk mi;ksx fd, tk jgs v‚ijsfVax flLVe ¼foaMkst ;k fyuDl½ ds vuqlkj 
çfØ;k FkksM+h fHkUu gks ldrh gSA 



 

53 

¼i½   foaMkst esa fyczs v‚fQl jkbVj 'kq: djus ds fy,] fycjs v‚fQl jkbVj 'k‚VZdV ij Mcy 
fDyd djsa] tks vkerkSj ij daI;wVj MsLdV‚i ¼fp= 3-2½ ij ik;k tkrk gSA 

 

fp= 3-2% foaMkst esa fyczs v‚fQl 'kq: djuk 

¼ii½  oSdfYid :i ls] LVkVZ ;k foaMkst cVu ij fDyd djsa] ,fIyds'ku foaMks ls fycjsv‚fQl 
→ fyczs v‚fQl jkbVj pqusaA 

¼iii½ lpZ dekaM dk mi;ksx djds] lpZ ,fj;k esa jkbVj oMZ Vkbi djsa vkSj fn, x, ifj.kkeksa 
esa ls fycjsv‚fQl jkbVj dk p;u djsaA 

¼iv½ mcaVw fyuDl esa] ,fIyds'ku y‚Upj ij fyczs v‚fQl jkbVj vkbdu [kkstsa] ;k 'kks ,Iyhds'ku 
ij fDyd djds bls lpZ djsa tSlk fd fp= 3-3 esa fn[kk;k x;k gSA  

 

fp= 3-3% fyuDl esa fyczs v‚fQl 'kq: djuk 
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M‚D;wesaV cukuk 

pj.k 1& fØ,V U;w M‚D;wesaV cukuk Qkby esuw esa tkdj → U;w → VsDLV M‚D;wesaV- 

pj.k 2& vc Qkby dksa Qkby esuw ij fDyd dj lso djsa →lso vkSj Qkby dk uke nsa ¼tSls 
fd fjiksVZ½A ck; fMQ‚YV] -odt Q‚esZV esa Qkby lso gksxhA fofHkUu Qkby Q‚esZV bl çdkj gS& 

pj.k 3& Qkby dks fdlh vU; uke ls lso djsa Qkby dh ,d vkSj d‚ih cukuk laHko gS bls 
lso vl fodYi dk mi;ksx djds fdlh vU; uke ds lkFk lso fd;k tk ldrk gSA ,d ckj 
tc ;wtj ,d uke nsdj M‚D;wesaV dks lso djrk gS rks mls ^Qkby^ dgk tkrk gSA ;wtj lso 
,l fodYi dk mi;ksx djds vU; LFkku ij Qkby dks fdlh vU; uke ls lso ldrk gSA 
;wtj dks igys okys nks Qkby feysaxs] igys okyk vkSj u, uke ls lso dh gq;h QkbyA 

pj.k 4 – M‚D;wesaV dks Dykst djuk & dke [kRe djus ds ckn] Qkby dks Dykst djsa D;ksafd 
cgqr lh vksiu Qkbysa dke djus esa xM+cM+h dk dkj.k cusaxhA Qkby dks Dykst djus ds fy,] 
Qkby → Dykst dk p;u djsaA 

pj.k 5 – M‚D;wesaV dks vksiu djuk & bls ,fMV djus ds fy, ,d Qkby vksiu dh 
vko';drk gks ldrh gSA Qkby dk p;u djsa → vksiu ¼Ctrl + O½ vkSj M‚D;wesaV ,fMV ds 
fy, [kqy tk,xk ¼fp= 3-4½ 

,d U;w M‚D;wesaV cukus ds fy,% dhcksMZ 'k‚VZdV% Ctrl + N; ekml v‚I'ku% Qkby → U;w 
→ VsDl M‚D;wesaV 

 

fp= 3-4% jkbVj esa ,d u;k VsDLV M‚D;wesaV [kksyuk 
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¼d½ ikloMZ dk mi;ksx djds M‚D;wesaV lso djuk 

1- Qkby dk p;u djsa → lso djsa 

2- fMLd esa Qkby dks lso djus ds fy, yksds'ku dk p;u djsa 

3- MkD;wesaV dks mfpr uke ls lso djsa 

4- lso cVu ij fDyd djsa  

5- ikloMZ ds lkFk MkD;wesaV lso djus ds fy, psdc‚Dl ij lso Qkby ikloMZ ds lkFk 
ij fVd djsaA 

6- Qkby vksiu djus ds fy, lsV ikloMZ Mk;yksx c‚Dl esa ikloMZ VkbQ djsaA  

7- ogh ikloZM nwljk c‚Dl esa Vkbi djsa vkSj vksds cVu ij fDyd djsaA 

jkbVj foaMks ds ikVlZ  

jkbVj foaMks ds dqN ikVlZ dks la{ksi esa uhps le>k;k x;k gSA 

1- VkbVy ckj% VkbVy ckj jkbVj foaMks ds Åij fLFkr gksrk gSA ;g orZeku esa vksiu fd, 
x, M‚D;wesaV dk uke fn[kkrk gSA M‚D;wesaV ds uke dk vFkZ gS fMLd ij lso fd, x, 
M‚D;wesaV dk Qkby ukeA ,d u, M‚D;wesaV ds fy,] ;g M‚D;wesaV dk VkbVy fn[kkrk gS] 
tgk¡ ‘X’ M‚D;wesaV uacj vuVkbVYM 1] vuVkbVYM&2] vuVkbVYM&3 --- vkfn gS] tSlk fd 
ge u, M‚D;wesaV ¼fp= 3-5½ dks vksiu djrs gSaA  

 

fp= 3-5% eq[; jkbVj foaMks ds Hkkx 

2- esuw ckj% ;g VkbVy ckj ds uhps fn[kkbZ nsrk gSA ;g esuw vkbVe Qkby] ,fMV] O;w] balVZ] 
Q‚esZV] VscYl] VwYl] foaMks vkSj gsYi fn[kkrk gSA ,d esuw vkbVe dk p;u djus ij] bldk 
lc&esuw esuw vkbVe ds uhps vksiu gks tk,xkA ge vko';drk ds vuqlkj lc&esuw esa fdlh 
Hkh vkbVe dk p;u dj ldrs gSaA ,d mnkgj.k ds :i esa ¼fp= 3-6½ Qkby esuw ds fy, 
lc&esuw fn[kkrk gSA  

• Qkby esuw dk p;u] lcesuw fn[kkrk gS tSlk fd fp= 3-6 esa fn[kk;k x;k gSA  
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fp= 3-6% Qkby esU;w ds fy, lc&esuw 

• lc&esuw vkbVe tks rhu fcanq fn[kkrk gS ^lc&esuw uke ds Bhd ckn] bldk eryc gS] 
bl ij fDyd djus ls Mk;y‚x c‚Dl vksiu gks tk,xkA  

• lc&esuw vkbVe tks nk;k¡ lkbM ,jks fn[kkrk gS ► v‚¶Vj lc&esuw uke ds ckn] 
bldk eryc gS] bl ij fDyd djus ij ,d vkSj lc&esuw [kqy tk,xkA 

3- Vwyckj% Vwy ckj esuw ckj ds uhps fn[kkbZ nsrk gSA fMQ‚YV :i ls] LVS.MMZ Vwy ckj vkSj 
Q‚esZfVax Vwy ckj fn[kkbZ nsxkA vU; Vwy ckj dks esuw O;w *esuw ij fDyd djds vkSj lc&esuw 
ds Vwyckj* dk p;u djds lfØ; fd;k tk ldrk gSA ;wtj ml ij fDyd djds vko';d 
Vwyckj pqu ldrs gSaA p;fur Vwyckj ls igys √ ladsr Vwyckj ij fn[kkbZ nsxkA eku 
yhft, ge QkbaM ¼<wa<sa½ Vwyckj pqurs gSa rks Vwyckj esa QkbaM oMZ √ QkbaM ¼ik;k½ ds :i esa 
fn[kkbZ nsxkA 

4- LVSaMMZ Vwyckj% blesa vkbdu ds :i esa dekaM gksrs gSaA 

5- Q‚eSZfVax Vwyckj% blesa fdlh M‚D;wesaV ds Q‚eSZfVax ds fy, fofHkUu fodYi miyC/k gksrs gSaA 
çrhd ds :i esa xzkfQdy fjçtsaVs'ku v‚Q dekaM~l fn[kk;k tkrk gSA 

6- LVsVl ckj% ;g jkbVj foaMks ds ckbZa vksj fLFkr gS vkSj ist] oMZ] mi;ksx dh xbZ Hkk"kk] twfeax 
vkfn dh la[;k çnf'kZr djrk gSA ;g odZLisl ds fupys Hkkx esa fLFkr gSA 

7- LØ‚y cVu vkSj LØ‚y ckj% bldk mi;ksx M‚D;wesaV dks LØ‚y djus ds fy, fd;k tkrk 
gSA 
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8- twe% ;g nLrkost esa dsoy ns[kus ds fy, VsDLV vkSj fp=ksa ds iSekus dks cnyus dh vuqefr 
nsrk gSA ;g HkkSfrd nLrkost dks çHkkfor ugha djrk gSA bldk mi;ksx M‚D;wesaV dh 
fQfuf'kax xq.koÙkk dh tkap djus ds fy, fd;k tkrk gSA vU; Vwy dk vFkZ tkuus ds fy,] 
Vwy ij ekml i‚baVj dks j[ksa vkSj Vwy fVi ns[ksaA 

 

fp= 3-7% LVsVl ckj 

dlZj ewoesaV   

1- VsDlV dlZj ewoesaV   

• VsDlV dlZj ds yksds'ku dk fujh{k.k djsaA 

• dhcksMZ ij vyx dlZj d.Vªksy dqath nck,a vkSj ns[ksa fd VsDLV dlZj dSls fgyrk gksrk 
gSA vkb, dlZj d.Vªksy dqath dk mi;ksx djds vH;kl dks ,fMV djsa tc rd fd 
vki VsDLV dlZj dks Bhd mlh LFkku ij LFkkfir djus esa l{ke ugha gksrs gSa tgka vki 
bls pkgrs gSaA 

VsDlV dlZj% c‚Mh VsDlV ij VsDlV dlZj ¶ySf'kax Å/kZ~ok/kj js[kkA dhcksMZ dh 4 rhj dqaft;k¡ 
¼←↑↓→½ dlZj daVªksy dh dgykrh gSA  

gkse vkSj ,aM dqath ds :i esa ekdZM dlZj daVªksy dqath ds Åij nks dqaft;k¡ gSaA gkse dqath dks 
nckus ls ykbu ds 'kq#vkr esa igqap tkrk gS vkSj ,aM dqath dks nckus ij ykbu ds var rd 
igqap tkrk gSA  

• VsDLV dlZj dks nLrkost dh ,d iafä ij j[ksaA  

• gkse dqath nck,a vkSj ns[ksa fd VsDLV dlZj ykbu dh 'kq#vkr rd igqaprk gSA  

• ,aM dqath nck,a vkSj ns[ksa fd VsDLV dlZj ykbu ds var rd igqaprk gSA 

tc bu dqaft;k¡ dks Ctrl dqath ds lkFk la;kstu esa nck;k tkrk gS] rks dlZj M‚D;wesaV dh 
'kq#vkr vkSj ,aM esa igqap tkrk gSA 

• M‚D;wesaV dh 'kq#vkr esa tkus ds fy,] Ctrl dqath nck,a] bls nck, j[ksa] fQj ,aM dqath ¼Ctrl 
+ Home½ nck,aA 

• M‚D;wesaV ds var esa tkus ds fy,] Ctrl dqath nck,a] bls nck, j[ksa] fQj ,aM dqath ¼Ctrl + 
End½ nck,aA 
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ekml i‚baVj  

;g ekml i‚baVj gSA ;g LØhu ds pkjksa vksj ?kwers le; i‚baVj dk vkdkj ysrk gSA tc ,d 
M‚D;wesaV ij VsDlV Vkbi fd;k tkrk gS rks ekml i‚baVj “I” vkdkj esa cny tkrk gSA VsDlV 
ij “I” ds vkdkj dk ekml i‚baVj ys tkuk vkSj bfPNr VsDlV ij fDyd djus ls M‚D;wesaV 
dks ,fMV djrs le; VsDlV dlZj çkIr djus esa enn feyrh gSA bl çdkj] ekml dk mi;ksx 
VsDlV dlZj ds yksds'ku dks daVªksy djus ds fy, fd;k tkrk gSA 

dlZj LFkku dks fu;af=r djus ds fy, ekml dk mi;ksx fd;k tkrk gSA vkb, ekml dk 
mi;ksx djds VsDlV dlZj ds iksft'kfuax dk vH;kl djrs gSaA 

vH;kl djsa 

fycjs v‚fQl jkbVj [kksysa vkSj fuEufyf[kr iSjkxzkQ esa VsDLV dks ntZ djsaA vius QksYMj esa 
M‚D;wesaV dks ^^xfrfof/k 1^^ ds :i esa lso djsaA M‚D;wesaV can djsaA 

fjiksVZ 

vkbZVh t‚c Qsj esa QhYM foftV 

geus 5 tqykbZ dks ukxiqj ds dLrwjpan ikdZ esa vk;ksftr vkbZVh ukSdjh esyk] 2018 dk nkSjk 
fd;kA ;g gekjs fy, dkQh Kkuo/kZd vuqHko FkkA gesa vkbZVh lsDVj dh fofHkUu tkudkfj;ksa 
ds ckjs esa irk pykA buQkesZ'ku VsDuksy‚th vkSj buQkesZ'ku VsDuksy‚th buscYM lfoZlst 
¼vkbZVh&vkbZVhbZ,l½ {ks= ,d ,slk {ks= gS tks rsth ls fodkl dj jgk gS vkSj Hkkjrh; O;kikj 
LVSaMMZ~l ¼ekudksa½ ds vkdkj dks cny jgk gSA bl {ks= esa l‚¶Vos;j MsoyiesaV] dalYValhl] 
l‚¶Vos;j eSustesaV] v‚uykbu lsok,a vkSj fctusl çkslsl vkmVlksflaZx ¼chihvks½ 'kkfey gSaA 

M‚D;wesaV dks ,fMV djuk 

¼d½ vuMw vkSj jhMw ¼iwoZor djsa vkSj iqu%djsa½ 

• ekStwnk Qkby vksiu djsa ¼mnkgj.k ds fy,] fjiksVZ-odt½ vkSj fQj mlesa ,fMV 'kq: djsaA 

• ;fn] xyrh ls] vkius dqN ifjorZu fd, gSa vkSj vc vki fd, x, vafre ifjorZu dks 
feVkuk pkgrs gSa] rks vuMw fodYi dk mi;ksx djsaA 

• vuMw dekaM ds ckn] fQj ls ;fn vki okil tkuk pkgrs gSa rks jhMw fodYi dk mi;ksx 
djsaA 

¼[k½ VsDLV dks ewo dj d‚ih djuk 

dV ,aM isLV% bldk mi;ksx p;fur VsDLV dks ,d LFkku ls nwljs LFkku ij ys tkus ds fy, 
fd;k tkrk gSA 

• VsDlV dk p;u djuk vkSj ,fMV → dV fodYi ij fDyd djsa ;k CTRL + X nck,a 

• ogk¡ dlZj j[ksa tgk¡ VsDLV dks ys tkuk gSA ,fMV → isLV fodYi ij fDyd djsa ;k CTRL 

+ V nck,¡ 

¼x½ d‚ih vkSj isLV djsa 

bldk mi;ksx p;fur VsDlVdh MqfIydsV d‚ih cukus ds fy, fd;k tkrk gSA 
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pj.k 1% VsDlV dk p;u djsa vkSj ,fMV → d‚ih fodYi j fDyd djsa ;k CTRL + C nck,a 

pj.k 2% dlZj dks ml LFkku ij j[ksa tgk¡ VsDl dk MqiyhdsV fd;k tkuk gSA ,fMV → isLV 
fodYi ij fDyd djsa ;k CTRL + V nck,¡ 

¼?k½ VsDlV dk p;u djuk 

d‚ih vkSj isLV v‚ijs'ku djus ds fy, VsDLV dk flysD'ku djuk vko';d gSA flysDMsV 
VsDlVdks gkbykbVsM fd;k tkrk gSA VsDlV dks ,fMV djus ds fy, vkidks igys vko';d 
VsDlV dk p;u djuk gksxkA ,fMfVax flysDVsM VsDlV ij fd;k tk ldrk gSA 

¼M+½ flysD'ku ØkbVsfj;k 

jkbVj esa VsDLV dk p;u djus ds fy, VsDLV ij ekml dlZj dks Lokbi djsaA uhps p;u  
çfØ;k dks rst djus ds fy, dbZ fVªDl gSaA 

ysVj dks p;u djuk ysVj ds ikl ekml dks MªSx djsa 
,d le; ij ,dy 'kCn dks p;u djus ds 
fy, 

ekml i‚baVj dks ml 'kCn ij dgha Hkh j[ksa 
vkSj Mcy fDyd djsaA 
 

,d okD; dks ,d le; iwjk p;u djus ds 
fy, 

okD; vkSj fVªiy fDyd esa dgha Hkh ekml 
i‚baVj j[ksaA ¼fVªiy fDyd dk vFkZ gS ckbZa 
ekml cVu dks rhu ckj tYnh ls fDyd 
djukA½ 

le; esa ,d iwjs vuqPNsn dks p;u djus ds 
fy, 

vuqPNsn vkSj DokMªwiy ¼pkSxquh½ fDyd esa 
ekml i‚baVj dks dgha Hkh j[ksa ¼DokMªwiy 
fDyd dk vFkZ gS fd ckbZa ekml cVu dks 
pkj ckj tYnh ls fDyd djsaA½ 
 

M‚D;wesaV ds fy, cksMZ ij Ctrl +A nck,aA 
ekml i‚baVj dks rc rd [khapsa tc rd 
vkidks ,d lgh ,jks fn[kkbZ u ns tks lQsn 
gSA fQj bls rhu ckj fDyd djsaA 
 

vkb, vH;kl djsa 

'kCnksa] okD;ksa] vuqPNsn vkSj f'k¶V fodYi fDyd dk p;u djsa tc rd fd vki bls lgh vkSj 
vklkuh ls ugha dj ldrsA VsDlV ds ,d Hkkx dks fDyd djds vkSj Mªsx dj p;u fd;k tk 
ldrk gSA ,slk djus ds fy, p;u ds LVkfVaZx ikabV ij ekml i‚baVj dks j[ksa] ckbZa ekml 
cVu dks uhps fDyd djsa vkSj nck, j[ksa vkSj ekml i‚baVj dks fMtkbj flysD'ku ds var esa 
ys tk,aA ikB dks Mh&p;u djus ds fy, ekml i‚baVj dks vuflysDVsM LFkku ij ys tk,¡ 
vkSj ,d ckj ckbZa ekml cVu ij fDyd djsaA   

fdlh M‚D;wesaV esa lHkh VsDlV dk p;u djus ds fy, Ctrl + A nck,¡A Ctrl + A dk eryc gS 
fd Ctrl dqath ds lkFk A dqath dks nck,a j[ksaA 
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vkb, vH;kl djsa 

tc rd vki bls lgh <ax ls ugha dj ldrs] rc rd lHkh VsDlV dk p;u djus dk vH;kl 
djsaA 

¼p½ u‚u &dUlsD;fVo ¼xSj&yxkrkj½ VsDLV vkbVe dk p;u djuk  

Åij crk, x, çfØ;k dks yxkrkj flysD'ku VsDV dks n'kkZrh gSA ysfdu eku ysa fd ;fn 
VsDlV fujarj ugha gS vkSj vkidks iSjkxzkQ ls VsDlV ds ,d fgLls dk p;u djus ds fy, 
dgk x;k gS] rks 'kk;n vki dg ldrs gSa fd u‚u &dUlsD;fVo VsDLV p;u vkbVEl djuk 
laHko ugha gSA ysfdu jkbVj dhcksMZ vkSj ekml dk mi;ksx djds u‚u &dUlsD;fVo VsDLV 
p;u djus dk ,d rjhdk çnku djrk gSA fp= 3-8 u‚u &dUlsD;fVo VsDLV p;u vkbVEl 
ds flysD'ku dks n'kkZrk gSA 

 

fp= 3-8% xSj&yxkrkj VsDLV vkbVEl dk p;u 

dhcksMZ dk mi;ksx djds 
• VsDlV ds fgLlk dks p;u djsaA 
• Shift + F8 nck,a ;g jkbVj dks ^,fMV flysD'ku^ eksM esa j[krk gSA 
• p;u fd, tkus okys VsDlV ds vxys fgLlk dh 'kq#vkr esa tkus ds fy, ,jks dh mi;ksx 

djsaA f'k¶V dh nck, j[ksa vkSj VsDlV dk vxyk fgLlk pqusaA 
• ftruh ckj vko';drk gks nksgjk,aA 
• bl eksM ls ckgj fudyus ds fy, ESC nck,aA 
 

VsDLV ds Å/kZ~ok/kj Cy‚d dk p;u djus ds fy, esuw ls pqusa% 

,fMV djsa → flysD'ku eksM → Cy‚d ,fj;k] ;k Ctrl + F8 nck,a 
¼dhcksMZ  'k‚VZdV½A 

¼g½ VsDLV ds Å/kZ~ok/kj Cy‚d dk p;u djuk 

;g laHko gS fd Å/kZ~ok/kj Cy‚d dk p;u vkSj d‚ye VsDLV tks Lisl ;k VSc ls vyx fd;k 
x;k gS 
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fp= 3-9% VsDLV ds Å/kZ~ok/kj Cy‚d dk p;u 

¼ N½ QkbaM vkSj fjIysl ¼<w¡<sa vkSj cnysa½ 

bl lqfo/kk dk mi;ksx fdlh VsDlV dks <w¡<us vkSj vU; VsDlV ds lkFk cnyus ds fy, fd;k 
tkrk gSA 

• ,fMV djsa dk fp;u djsa → QkbaM djsa vkSj fjIysl djsa] Mk;y‚x c‚Dl [kqysxk tk,xkA 

• QkbaM c‚Dl esa [kkstus ds fy, VsDLV Vkbi djsaA 

• VsDlV dks fjIysl djus ds fy, VsDlV] fjIysl c‚Dl esa u, VsDlV dks Vkbi djsaA mnkgj.k 
ds fy, vuqPNsn fy[krs le;] vkbZVh t‚c Qs;j ^Vkbi fd;k x;k Fkk] ysfdu ;g^ us'kuy 
vkbZVh t‚c Qs;j ^gksuk pkfg,A rks vkb, bls fjIysl djsa ¼fp= 3-10½ 

 

fp= 3-10 % 'kCn dks <w¡<+sa vkSj cnysa 

pj.k 1% ,fMV esuw ij fDyd djsa → fodYi lpZ djsa <w¡<+sa vkSj cnysa ;k CTRL + F nck,a 

pj.k 2% lpZ fodYi fodYi ds rgr VsDlV fy[ksa vkSj ,aVj fd, x, oMZ dks yksdsV djus ds 
fy, lpZ cVu ij fDyd djsaA ;g ml oMZ dks p;u djsxk ftls vki lpZ djuk pkgrs gSaA 
blds vykok] vki ,aVj fd, x, VsDlV dks QkbaM v‚y ij fDyd dj ldrs gSaA 

pj.k 3% jhIysl foFk fodYi ds rgr VsDLV ntZ djsaA vc jhIysl ij fDyd djsa ;fn vki 
dsoy igys ?kVuk dks cnyuk pkgrs gSa vkSj lHkh esy [kkus okyh ?kVuk ds fy, lHkh fjIysl 
dk mi;ksx djsaA 
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¼t½ ist uacj ij igqapuk 

dHkh&dHkh gesa fdlh fo'ks"k ist uacj ij tkuk iM+ ldrk gSA ;fn ;g dbZ istksa okyk ,d 
cM+k M‚D;wesaV gS] rks uhps LØ‚y djuk eqf'dy gks tkrk gSA ,slh fLFkfr esa] jkbVj ds ^xks Vw 
ist* lqfo/kk mi;ksxh gSA ,slk djus ds fy,] ,fMV esuw → xks Vw ist ¼dhcksMZ 'k‚VZdV% Ctrl + 
G½ dk p;u djsaA Mk;ykWx c‚Dl esa ist la[;k ,aVj djsaA dlZj lh/ks ,aVj fd, ist la[;k ds 
ds igys dsjsDVj ¼fp= 3-11½ ij tk,xkA  

 

fp= 3-11 % ist ij tk,a 

¼>½ u‚u fçfVax dsjsDVj 

daI;wVj MsVk ,aVªh esa] ntZ dh xbZ fdlh Hkh pht dks dsjsDVj ds :i esa ekuk tkrk gSA ge 
daI;wVj LØhu ij dsjsDVj] uacj] iaDpq,'ku ekdZ~l tSls v{kj ns[k ldrs gSaA ysfdu tc vki 
,aVj] Lisl ckj] vkSj Vsc dqath tSls dqath dks nckrs gSa] tks LØhu ij fn[kkbZ ugha nsrh gS] rks 
ge okLro esa M‚D;wesaV esa bu dsjsDVj dks ntZ dj jgs gksrs gSaA M‚D;wesaV dh lVhd Q‚esZfVax 
ns[kus ds fy, bu u‚u fçfVax dsjsDVj dks fMLiys ij ns[kuk cgqr ennxkj gSA u‚u fçfVax 
dsjsDVj fMLiys djus ds fy, V‚xy Q‚jeSfVax ekdZ ¼¶½ nck,¡ ;k dhcksMZ 'k‚VZdV Ctrl + F10 

dk mi;ksx djsaA VSc Lisl→ ladsr }kjk fn[kk;k x;k gS vkSj Lislckj fcanq ¼d½ }kjk fn[kk;k 
x;k gS tSlk fd fp= 3-12 esa fn[kk;k x;k gSA 

 

fp= 3-12% u‚u fçfVax dsjsDVj 

¼=½ orZuh vkSj O;kdj.k dh tk¡p djuk  

dkxt ij ,d fjiksVZ fy[krs le;] dHkh&dHkh gesa dqN 'kCnksa dh orZuh ;kn ugha vkrh gSA 
bl fLFkfr esa ge iqLrdksa dk mYys[k djrs gSa ;k f'k{kdksa ;k ekrk&firk ls orZuh dks psd dj 
ldrs gSaA M‚D;wesaV dks ,fMV djrs le; Hkh] ge orZuh dh xyrh dj ldrs gSaA ,sls ekeyksa 
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esa] jkbVj dks orZuh dks lgh djus esa gekjh enn djrk gSA ;g okD; ds O;kdj.k dh tkap 
djus ds fy, ,d xzkej psdj Hkh çnku djrk gSA bldk mi;ksx vyx ls ;k O;kdj.k psdj 
ds lkFk la;kstu esa fd;k tk ldrk gSA ;g fdlh Hkh oMZ çkslsflax ,fIyds'ku dh egÙoiw.kZ 
fo'ks"krkvksa esa ls ,d gSA ;fn fdlh O;kdj.k laca/kh =qfV dk irk yxk;k tkrk gS] rks os ,d 
js[kkafdr uhyh js[kk }kjk js[kkafdr fd;k tkr gSaA bl ykbu ij jkbV&fDyd djus ls ,d 
fLFkj esuw lkeus vkrk gS tSlk fd fp= 3-13 esa fn[kk;k x;k gSA 

 

fp= 3-13- lafnX/k O;kdj.k =qfV;ksa ds fy, lanHkZ esuw 

esuw esa igyh çfof"V lafnX/k VwVs gq, O;kdjf.kd fu;e dk o.kZu djrh gSA ge lq>ko 
ds vuqlkj lq/kkj dj ldrs gSaA  

blfy, ,d fjiksVZ ds iSjkxzkQ dks Vkbi djus ds ckn orZuh vkSj O;kdj.k dh tkap 
dj ldrk gSA orZuh tkap ;g ns[krk gS fd M‚D;wesaV esa çR;sd 'kCn baLV‚y fd, x, 'kCndks'k 
esa gS ;k ughaA O;kdj.k psdj] orZuh psdj ds lkFk vyx ls ;k la;kstu esa mi;ksx fd;k tk 
ldrk gSA M‚D;wesaV dh orZuh vkSj O;kdj.k ¼;k p;fur VsDlV½ dh tk¡p djus ds fy, p;u 
Vwy → LVS.MMZ Vwyckj ckj orZuh vkSj O;kdj.k dk p;u djsa ;k dhcksMZ dh ij F7 nck,¡A 
orZuh vkSj O;kdj.k Mk;y‚x ¼fp= 3-14½ [kqyrk gSA  

tc psd nLrkost ds var rd igq¡p tkrk gS] rks vki nLrkost dh 'kq#vkr ls iqujkjaHk 
djuk pqu ldrs gSaA  
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fp= 3-14 orZuh vkSj O;kdj.k Mk;y‚x c‚Dl 

vkVksesfVd Lisy psdj çR;sd 'kCn dh tk¡p djrk gS D;ksafd ;g Vkbi fd;k x;k gS 
vkSj fdlh Hkh vifjfpr 'kCnksa ds rgr ygjnkj yky js[kk dks çnf'kZr djrk gSA fLFkj esU;w 
[kksyus ds fy, fdlh vifjfpr 'kCn ij nk,¡ fDyd djsa ¼fp= 3-15½A p;fur 'kCn ds fy, 
dqN lq>ko çnf'kZr fd, tk,axsA js[kkadu 'kCn dks cnyus ds fy, lq>k, x, 'kCnksa esa ls lcls 
mi;qä 'kCn ij fDyd djsaA lq/kkj djus ds ckn] js[kk xk;c gks tkrh gSA 

 

fp= 3-15 orZuh tk¡p ds fy, nk;k¡ fDyd djsa 

¼V½ lekukFkZd 'kCn vkSj 'kCndks'k dk mi;ksx djuk  

dHkh&dHkh vki ,d 'kCn ds fy, [kkst djrs gSa tks vkids fnekx esa 'kCn ds lekukFkZd 'kCn 
gksrk gSA 'kCn HkaMkj ¼fFkl‚jl½ esa ,d 'kCn çkslslj lekukFkhZ 'kCn ¼leku vFkZ okys vyx 'kCn½ 
vkSj foykse 'kCn ¼foijhr vFkZ okys 'kCn½ ns[kus esa enn djrk gSA lekukFkhZ 'kCn dh fyLV dks 
d‚UVsDLV esuw ¼fp= 3-16½ ls ,Dlsl fd;k tk ldrk gSA fdlh 'kCn ij nk;k¡ fDyd djsa vkSj 
d‚UVsDLV esuw ij lekukFkhZ dks bafxr djsaA oSdfYid 'kCnksa vkSj okD;ka'kksa dk ,d lcesuw çnf'kZr 
fd;k tkrk gSA M‚D;wesaV esa gkbykbV fd, x, 'kCn ;k okD;ka'k ds lkFk cnyus ds fy, 
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lc&esuw esa ,d 'kCn ;k okD;ka'k ij fDyd djsaA lekukFkhZ 'kCn ,d 'kCndks'k ls vyx gSaA 
,d 'kCndks'k esa ifjHkk"kk,¡ vkSj mPpkj.k gksrs gSa] tcfd 'kCn HkaMkj ¼fFkl‚jl½ esa leku vFkZ ;k 
foijhr vFkZ okys 'kCn gksaxsA 

 

fp= 3-16% lanHkZ esuw ij lekukFkZd 'kCn 

oSdfYid 'kCnksa vkSj okD;ka'kksa dk ,d lcesuw çnf'kZr fd;k tkrk gSA nLrkost esa 
gkbykbV fd, x, 'kCn ;k okD;ka'k ds lkFk cnyus ds fy, lcesuw esa ,d 'kCn ;k okD;ka'k 
ij fDyd djsaA lekukFkhZ 'kCn ,d 'kCndks'k ls vyx gSaA 'kCndks'k esa ifjHkk"kk,¡ vkSj mPpkj.k 
gksrs gSa] tcfd 'kCn HkaMkj ¼fFkl‚jl½ esa leku vFkZ ;k foijhr vFkZ okys 'kCn gksaxsA 

vkb, mu 'kCnksa ds fy,  'kCn HkaMkj ¼fFkl‚jl½ dh tk¡p djsa] ftudk ̂ vkbZVh t‚c ekdsZV^ 
esa ^ekdsZV^ ds leku vFkZ gSA 

M‚D;wesaV dks Q‚esZV djuk  

M‚D;wesaV cukus dk igyk pj.k gS ist lsVvi dk mi;ksx djukA vxys [kaM esa ist Q‚esZfVax 
ds ckjs esa foLrkj ls crk;k x;k gSA fdUrq M‚D;wesaV rS;kj djus gsrq ist lsVvi ds ckjs esa ;gk¡ 
crk;k x;k gSA 

,d ist dks lsVvi djus ds fy, Q‚esZV – ist lsVvi o ist fodYi dks p;u o fDyd djsaA 

ist LVkby Mk;y‚x  

fp= 3-17 esa fn, vuqlkj ist LVkby Mk;y‚x c‚Dl esa dbZ fodYi gksrs gSaA 
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fp= 3-17% ist LVkby Mk;y‚x 

 ;gk¡ isij dk lkbt o Q‚esZV ¼,4] ,5] ch5] ysVj½ p;u dj ldrs gSaA mi;ksxdrkZ 
^vksfj,aVs'ku* ¼i`"B vfHkfoU;kl½ dks iksVZzsV ;k ySaMLdsi ds :i esa lek;ksftr dj ldrs gSA og 
ekftZu Hkh lsV dj ldrs gS ¼ck,a] nk,a] Åij] uhps½A  

Q‚esZfVax VsDLV  

Q‚esZfVax VsDLV dk vFkZ gS vuqPNsn vkSj o.kZ dks Q‚esZV djukA Q‚esZfVax djus ds fy, igys 
VsDLV dks p;u djsa vkSj fQj visf{kr VsDLV Q‚esZfVax QhplZ MkysaA 

VsDLV Q‚esZfVax ds dbZ rjhds gSaA mi;ksfxrk ds vuqlkj fdlh Hkh ,d rjhds dk p;u fd;k 
tk ldrk gSA ;s fuEufyf[kr rjhds gSa% 

• esU;w ckj esa ls esU;w fodYi dk mi;ksx djsaA 

• Q‚esZfVax Vwy ckj ij vklkuh ls miyC/k cVuksa dk mi;ksx djsaA  

• d‚UVsDLV esU;w dk mi;ksx djsaA d‚UVsDLV esU;w p;u fd;s x, VsDLV ij nk, fDyd djus 
ls vkrk gSA 

• dhcksMZ 'kkVZdV dk mi;ksx djsaA  

¼d½ eSuqvy Q‚esZfVax dks gVkuk  

VsDLV dh Q‚esZfVax ds çHkko dks ns[kus ds fy, igys eSU;qvy Q‚esZfVax gVk,¡ bl gsrq VsDLV 
dks p;u djsa vkSj Q‚esZV & esU;w ckj ls fDy;j Mk;jsDV Q‚esZfVax] ;k Q‚esZfVax Vwyckj ij 
fDy;j Mk;jsDV Q‚esZfVax cVu dks fDyd djsa ;k dhcksMZ ls Ctrl+M dk mi;ksx djsaA blls 
VsDLV dh orZeku Q‚esZfVax fudy tk,xh vkSj rc vki u, Q‚esZfVax QhplZ Mky ldrs gSaA 
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¼[k½ d‚eu VsDLV Q‚esZfVax 

fp= 3-18 esa lkekU;r% mi;ksx fd;s tkus okys dqN vke VsDLV Q‚esZfVax QhplZ fn, x, gSaA 

 

fp= 3-18% VsDLV Q‚esZfVax 

1- Q‚UV vkdkj cnyuk & Q‚UV vkdkj dk p;u djdsA 

2- Q‚UV 'kSyh cnyuk & cksYM] bVSfyd] js[kkafdr 

3- Q‚UV çdkj cnyuk & Q‚UV Mª‚i Mkmu dk p;u djdsA 

4- Q‚UV jax cnyuk & Q‚UV jax vkbdu dk p;u djdsA  

Q‚esZV Vwyckj ij] vkidks v{kj dks cksYM] bVSfyd vkSj vaMjykbu Q‚eZ esa n'kkZus okys cVu 
feysaxsA ;s V‚xy cVu gSaA  

cksYM] bVSfyd ;k js[kkafdr buesa ls dksbZ Hkh çHkko ykxw djus ds fy, igys VsDLV dks 
p;u djsaA fQj Q‚esZfVax Vwy ckj ij visf{kr cVu nck,¡A buds dhcksMZ 'k‚VZdV bl çdkj gSa 
– cksYM ¼Ctrl+B½] bVSfyd ¼Ctrl+I½ o js[kkafdr ¼Ctrl+U½A fp= 3-18 esa n'kkZ, vuqlkj visf{kr 
Q‚UV çHkko ykxw djus ij Q‚UV cny tk;sxkA 

¼x½ VsDLV dsl cnyuk  

VsDLV ds dsl dks cnyuk Hkh laHko gSA yhczs v‚fQl jkbVj esa dsl cnyus ds 6 fodYi gSa tks 
fp= 3-19 esa fn[kk, x, gSaA ;s p;u fd;s x, VsDLV ij ykxw gksrs gSaA 

 

fp= 3-19% dsl cnyuk 
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¼?k½ lqijfLØIV o lcfLØIV  

mnkgj.k ds fy,] 5oka esa 5 ds ckn vkus okyk oka lqijfLØIV dsl esa gSA dqN ifjfLFkfr;ksa tSls 
oSKkfud@jklk;fud Q‚ewZys tSls O2 fy[krs le; 2 lcfLØIV dsl esa gSA 

vc gekjs mnkgj.k esa 5oka dks 5oka esa cnysaA 

• lqijfLØIV ykxw djus ds fy,% VsDLV dks p;u djsa vkSj pqusa Q‚esZV VsDLV lqijfLØIV  

• lcfLØIV ykxw djus ds fy, % VsDLV dks p;u djsa vkSj pqusa Q‚esZV–VsDLV lcfLØIV  

vkb, vH;kl djsa 2  

oMZ çkslsflax l‚¶Vos;j dks [kksysa o fuEufyf[kr dk;Z djsa 

1- bl çdkj viuk ist rS;kj djsa  

lkbt ,&4 vksfj,aVs'ku ySaMLdsi ekftZu & nk,a o ck,¡ ls 2* Åij o uhps ls 1-5* 

  ist lsVvi Mk;y‚x c‚Dl 2 dk mi;ksx djsaA uhps fn, x, VsDLV esa cksYM] bVSfyd] 
vaMjykbu] psat dsl] Q‚UV dyj o Q‚esZV dk mi;ksx djsa vkSj mls xfrfof/k 3 ds :i esa lso 
djsaA M‚D;wesaV dks can dj nsaA  

fjiksVZ 

vkbZVh t‚c Qs;j dk QhYM nkSjk  

geus tqykbZ dh 5oha rkjh[k dks dLrwjpan ikdZ] ukxiqj esa vk;ksftr vkbZVh t‚c Qs;j] 2018 
dk nkSjk fd;k ;g gekjs fy, dkQh Kkuns; vuqHko FkkA gesa vkbZVh {ks= ls lEcaf/kr fofHkUu 
tkudkfj;ka çkIr gqbZaA 

lwpuk çkS|ksfxdh o lwpuk çkS|ksfxdh l{ke lsok,¡ ¼IT&ITeS½ ,d ,slk {ks= gS tks cgqr rsth 
ls fodkl dj jgk gS vkSj Hkkjr ds O;kolkf;d ekudksa dh ç—fr esa ifjorZu yk jgk gSA bl 
{ks= esa l‚¶Vos;j fodkl] ijke'kZ lsok,¡] l‚¶Vos;j çca/ku] v‚uykbu lsok,¡ o fctusl çkslsl 
vkmVlkSflaZx ¼chihvks½ 'kkfey gSaA 

iSjkxzkQ LVkby ¼vuqPNsn 'kSyh½ 

 

fp= 3-20% iSjkxzkQ LVkby 
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 fdlh M‚D;wesaV ds ,d vuqPNsn esa dbZ okD;] ,d okD;] ,d 'kCn vFkok ,d Hkh 'kCn 
ugha gks ldrs gSaA yhczs v‚fQl jkbVj M‚D;wesaV esa çR;sd iSjkxzkQ ds fy, ,d iSjkxzkQ LVkby 
gSA iSjkxzkQ LVkby lsfVaXl esa ,d i‚i Mkmu foaMks vkrh gSA fp= 3-20 esa n'kkZ, vuqlkj i‚i 
Mkmu foaMks ij fDyd djds o vius fodYi dks p;u djds vki iSjkxzkQ LVkby dks cny 
ldrs gSA  

¼d½ baMsafVax iSjkxzkQ  

iwjs iSjkxzkQ dks ,d pj.k esa baMsaV fd;k tk ldrk gSA VsDLV dlZj dks iSjkxzkQ esa fdlh Hkh 
txg ij j[ksa] p;u djsa vkSj ^buØht baMsaV* Vwy ij fDyd djsaA gj ckj tc Hkh vki buØht 
baMsaV Vwy ij fDyd djsaxs] rks orZeku iSjkxzkQ dk gkf'k;k ¼baMsaV½ c<+ tk;sxkA mlesa ,d 
fMØht baMsaV Vwy Hkh gS ftlls baMsaV lekIr gks tk;sxkA 

vc gekjh fjiksVZ ds dke esa rhljs iSjkxzkQ dk baMsaV c<k,A bldk vkmViqV fp= 3-21 esa 
n'kkZ, vuqlkj gksuk pkfg,A 

 

fp= 3-21% iSjkxzkQ baMsaVs'ku 

¼[k½ vuqPNsnksa ¼iSjkxzkQ½ dks lajsf[kr djuk  

iSjkxzkQ dks nk,a ¼Right½] ck,¡ ¼Left½] chp esa ¼Centre½ ;k tfLVQkbZ ¼Justify½ ds :i esa vykbu 
fd;k tk ldrk gSA iSjkxzkQ dks lajsf[kr djus ds fy, VsDLV dlZj dks 'kh"kZ iSjkxzkQ ij ysdj 
tk,a] Q‚esZV Vwy ckj ls mfpr Vwy dk p;u djsa ¼nk,a] ck,¡] chp esa ;k tfLVQkbZ½ pqus x, 
'kCn vc vkids M‚D;wesaV esa chp esa vktk;saxsA 

iSjkxzkQ LVkby dks cnyus ds fy,  

• iSjkxzkQ flysD'ku çfØ;k }kjk igys iSjkxzkQ dks p;u djsaA  

• iSjkxzkQ LVkby ds Mª‚i Mkmu rhj dks p;u djsaA 

• i‚i Mkmu esU;w ls VsDLV dks p;u djsaA 

• ekml ds i‚baVj dks p;u fd;s x, VsDLV ls ckgj ysdj tk,a vkSj VsDLV dk p;u [kRe 
djus ds fy, ys¶V ekml cVu dks ,d ckj fDyd djsaA 

ekml i‚baVj dks pkj fofHkUu vykbuesaV VwYl ij ysdj tk,a vkSj Vwy fVIl i<+sa] vykbu 
ys¶V¼Ctrl+L½] vkM+s esa lsaVj ¼Ctrl+E½] vykbu jkbZV ¼Ctrl+R½ o tfLVQkbM ¼Ctrl+J½A 
tfLVQkbM dk fodYi iSjkxzkQ ds nk,a o ck,a lkbM dks ekftZu ds lkFk ,d ykbu esa lsV 
dj nsrk gSA ;s lHkh VsDLV vykbuesaV fp= 3-22 esa n'kkZ, x, gSaA 
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fp= 3-22 iSjkxzkQ dks lajsf[kr  

¼x½ Q‚UV jax] gkbykbfVax] vkSj i`"BHkwfe dk jax  

Q‚esZV Vwyckj ij rhu Vwy vkSj Hkh gSa – Q‚UV jax] gkbykbfVax] vkSj i`"BHkwfe dk jax  

Q‚UV jax dks cnyus ds fy, Q‚UV jax Vwy ds nk,a fljs ij miyC/k NksVs ls Mkmu i‚bafVax 
,sjks ▼dks p;u djsa o jax c‚Dl esa ls jax dk pquko djsaA 

gkbZykbV dyj dks cnyus ds fy,] gkbZykbfVax Vwy ds nk,a fljs ij miyC/k NksVs ls Mkmu 
i‚bafVax ,sjks ▼dks p;u djsa o jax c‚Dl esa ls jax dk pquko djsaA 

vf/kd iSjkxzkQ Q‚esZfVax QhplZ ikus ds fy, ----  
• iSjkxzkQ dks p;u djsa  
• ^Q‚esZfVax Vwy ckj^ ij visf{kr VwYl dks fDyd djsa vFkok  
• Q‚esZV iSjkxzkQ Mk;y‚x c‚Dl dks [kksysa  
• mfpr Vwy dks p;u djsa  
• vksds dks fDyd djsa  

vkb, vH;kl djsa 3  

yhczs v‚fQl jkbVj dks [kksysa rFkk fuEufyf[kr dk;Z djsa %  

1- uhps fn, x, Rkkfydk ds d‚ye , esa n'kkZ, vuqlkj VsDLV dh çfof"V djsa o iSjkxzkQ dks Q‚esZV 
djsaA 

2- nksckjk mls d‚ye ch esa fn, vuqlkj Q‚esZV djsaA lso djsa o M‚D;wesaV dks can dj nsaA 

d‚ye ,  

daI;wVj D;k gS \  

daI;wVj ,d bysDVª‚fud fMokbl gS tks lwpuk 
;k MkVk dk çca/ku djrk gSA blesa MkVk dks 
LVksj] fjVªho ;k çkslsl djus dh {kerk gksrh gSA  

d‚ye ch 

daI;wVj D;k gS \  

daI;wVj ,d bysDVª‚fud fMokbl gS tks lwpuk 
;k MkVk dk çca/ku djrk gSA blesa MkVk dks 
LVksj] fjVªho ;k çkslsl djus dh {kerk gksrh gSA 
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vki fdlh M‚D;wesaV dks Vkbi djus] bZesy Hkstus 
o bUVjusV ij dqN <w¡<us gsrq daI;wVj dk mi;ksx 
dj ldrs gSaA  

vki bldk mi;ksx LçsM'khV cukus] vdkmafVax 
MkVkcsl cukus] çca/ku] çstsaVs'ku] xsEl [ksyus o 
vU; dk;ksaZ gsrq dj ldrs gSaA   

vki fdlh M‚D;wesaV dks Vkbi djus] bZesy Hkstus 
o bUVjusV ij dqN <w¡<us gsrq daI;wVj dk mi;ksx 
dj ldrs gSaA 

 

 

¼?k½ cqysV~l o uEcfjax dk mi;ksx djuk  

cqysV~l o uEcfjax Vwyckj ij fn, x, fodYiksa dk mi;ksx dj vki fdlh M‚D;wesaV esa enksa dks 
lwphc) djus ds fy, cqysV~l ;k uEcfjax ns ldrs gSaA vki cqysV~l o uEcfjax Vwyckj ij miyC/k 
cVUl dk mi;ksx djds usLVsM lwph Hkh cuk ldrs gSaA cqysV~l o uEcfjax esa miyC/k lkekU; fodYi 
fp= 3-23 o 3-24 esa fn, x, gSa ,d usLVsM lwph esa mi&lwph gksrh gSA cqysV~l o uEcfjax Mk;y‚x 
esa vkSj Hkh foLr`r fu;a=.k ¼daVªksy½ gksrs gSa ¼fp= 3-25½A 

  

fp= 3-23 cqysV~l  fp= 3-24 uEcfjax  

 

fp= 3-25 cqysV~l o uEcfjax Mk;y‚x 
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¼³½  jax] c‚MZj vkSj cSdxzkmaM fufnZ"V djuk 

1- vuqPNsn dks cSdxzkmaM jax nsus ds fy, igys vuqPNsn dks p;u djsa |  

2- Q‚esZV →vuqPNsn →{ks=→jax dks p;u djsa] fQj jax pqusa |  

3- vuqPNsn dks c‚MZj nsus ds fy,] vuqPNsn dks p;u djsa] fQj p;u djsa Q‚esZV→vuqPNsn→c‚MZlZ  
→ykbu p;u→LVkby] pkSM+kbZ] jax |  

4- p;u djus ds ckn ^vksds* dks fDyd djsa |  

vkb, vH;kl djsa 4  

 uhps fn, x, fp= esa lwphc) enksa dks lkekU; cqysV~l o uEcfjax nsus dh vH;kl djsa | ,d u;k 
M‚D;wesaV cuk,a vkSj daI;wVj dh esejh ij VsDLV dh çfof"V djsa | uhps fn, x, fp= ds vuqlkj 
fofHkUu cqysV~l o uEcfjax nsa |  

 

vkb, vH;kl djsa 5  

uhps fn, x, fp= ds vuqlkj cqysV~l dh ,d lwph cuk,a | M‚D;wesaV dks lso djsa | M‚D;wesaV dks can 
djsa |  

 

fp= 3-26% Q‚esZfVax ist 
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ist Q‚esZfVax  

¼d½ LVkbYl dk mi;ksx djrs gq, csfld ist ysvkmV cukuk  

fdlh nLrkost ds lHkh i`"Bksa ij ist LVkbYl csfld ysvkmV dks n'kkZrs gSaSA buesa ist lkbt] 
ekftZu] gsMj o QqVj] c‚MZj o cSdxzkmaM] d‚ye dh la[;k vkfn ¼fp= 3-26½ 'kkfey gksrs gSaSA 

 fMQ‚YV ls gh u, nLrkost dks fMQ‚YV LVkby çnku gks tkrk gSA ;g jkbVj foaMks 
ds VkLd ckj ij fn[krk gSA ist ds fofHkUu ekunaMksa dks cnyus ds fy, dsoy VkLd ckj ij 
fMQ‚YV LVkby dks fDyd djsa vFkok Q‚esZV→ist dks fDyd djsaA  

¼[k½ ist czsd Mkyuk  

dbZ ì"Bksa okys ,d M‚D;wesaV esa tSls&tSls vki lwpuk dks lfEefyr djrs gSa] VsDLV ,d ls 
vxys ist rd c<+rk jgrk gSA dqN ekeyksa esa gesa mlh M‚D;wesaV esa orZeku ist dks jksddj 
vxys gsfMax ;k u, i`"B ij vxys v/;k; ij tkuk iM+rk gSA ,sls ekeyksa esa gesa ist dks 
tkucw>dj czsd djuk iM+rk gS vkSj dlZj dks u, ist ij ys tkuk iM+rk gS rkfd u;k gsfMax 
Mkyk tk ldsA bls ist czsd dgk tkrk gSA    

 orZeku ist dks czsd dj u;k ist 'kq: djus ds fy, esU;w ckj ls bUlVZ→ist czsd dks 
p;u djsa vFkok dhcksMZ ij ¼Ctrl+Return½ nck,¡A  

 ist czsd dks balVZ → eSuqvy czsd dk mi;ksx djds ykbu vkSj d‚ye rd Hkh lhfer 
fd;k tk ldrk gS] tSlk fd fp= 3-27 esa fn[kk;k x;k gSA 

 

fp= 3-27 % eSU;qvy czsd yxkuk 

¼x½ gsMj@QqVj cukuk o ist uacj nsuk  

 dbZ ì"Bksa okys ,d M‚D;wesaV esa] i<uk lgt cukus ds fy, gsMj o QqVj yxkuk vko';d 
gks tkrk gSA gsMj i`"B esa Åij fn[kkbZ nsrk gS tcfd QqVj ì"B esa uhps fn[kkbZ nsrk gSA gsMj 
o QqVj ì"B LVkby ds vuqlkj gksrs gSaA vr% ,d çdkj ds i`"B LVkby okys lHkh i`"Bksa ij 
,d tSlk gsMj o QqVj vk,xkA  

,d M‚D;wesaV esa gsMj yxkus ds fy,] p;u djsa bUlVZ→ gsMj ,aM QqVj→gsMj  
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,d M‚D;wesaV esa QqVj yxkus ds fy,] p;u djsa bUlVZ→gsMj ,aM QqVj→QqVj  

vki gsMj Hkkx esa M‚D;wesaV dk uke ;k v/;k; dk uke ns ldrs gSa vkSj QqVj Hkkx esa ist uacj 
ns ldrs gSaA  

QqVj Hkkx esa ist uacj nsus ds fy, dlZj dks QqVj Hkkx ij ysdj tk,a vkSj p;u djsa bUlVZ→                        
ist uacjA  

fofHkUu çdkj ds l‚¶Vos;j 
1- ,Iyhds'ku l‚¶Vos;j 

d½ yhczs v‚fQl 
• jkbVj 
• dSYd 
• bEçsl 

[k½ ekbØksl‚¶V v‚fQl 
x½ thbEi 
?k½ vMksc QksVks'k‚i 

2- flLVe l‚¶Vos;j 
d½ foaMkst 

[k½ fyuDl 
x½ eSd 

¼?k½ c‚MZj cukuk o cSdxzkmaM nsuk  

egÙoiw.kZ iSjkxzkQ] Ýse o ist dks c‚MZj o cSdxzkmaM ns nsus ls M‚D;wesaV vkd"kZd fn[krk gSA 
mnkgj.k ds fy, c‚MZj o cSdxzkmaM nsus ls i<us okys dks fu;fer VsDLV esa ls ;kn j[kus ;ksX; 
ckrsa vyx djus esa lgk;rk gksxhA 

¼i½ c‚MZj yxkuk% dqN fof'k"V dSjsDVlZ dks vFkok p;u fd;s x, VsDLV dks c‚MZj yxkuk laHko 
gSA çfØ;k nksuksa esa ,d leku gh gSA fp= esa p;u fd;s x, c‚MZj dk iwoZ n'kZu fn[kk;k x;k 
gS ¼fp= 3-28½A 

 

fp= 3-28% iSjkxzkQ dks c‚MZj yxkuk 
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jkbVj nLrkost esa rRo lfEefyr djsa 
• Nfo;k¡ 
• vk—fr;k¡ 
• oLrq,a 
• pkVZ 
• çrhd 
• fo'ks"k o.kZ 
• rkfydk,a 
• 'kh"kZd vkSj i`"Bkad 
• i`"B Øekad 
• d‚ye 
•  oMZvkV@Q‚UVodZ 

2- cSdxzkmaM jax yxkuk % vuqPNsn dks cSdxzkmaM jax yxkus ds fy, vuqPNsn dks p;u djsa 
vuqPNsn Mk;y‚x ls ,fj;k VSc dks pqusa vFkok vuqPNsn esa dgha ij Hkh nk,¡ fDyddjsa vkSj 
d‚UVsDLV esU;w esa ls iSjkxzkQ dk p;u djsaA Mk;y‚x esa ,fj;k VSc dks p;u djsa] fQj jax 
pqusaA bl Ýse esa yxkus ds fy, dyj fxzM esa ls jax dks p;u djsa vkSj fQj mls ml 
cSdxzkmaM ij ykxw djus ds fy, vksds dks fDyd djsa ¼fp= 3-29½A  

blh çdkj Mk;y‚x esa lEcaf/kr cVUl dks fDyd djds jax] xzsfM,aV] fcVeSi] iSVuZ] gSp 
yxk;k tk ldrk gSA fdlh dyj] xzsfM,aV] fcVeSi ;k vU; fdlh cSdxzkmaM dks fudkyus 
ds fy, Ýse Mk;y‚x ds ,fj;k ist ds 'kh"kZ ds ikl ls uu ¼None½ dks pqusaA  

 

fp= 3-29% iSjkxzkQ dks cSdxzkmaM yxkuk 

¼p½ fdlh nLrkost esa fp=] vk—fr;k¡] fo'ks"k 'kCn lfEefyr djuk 

 uhps fn, x, fofHkUu rÙoksa dks yxkrs gq, ,d M‚D;wesaV ds fu;fer VsDLV dks vkd"kZd 
o vf/kd lwpukçn cuk;k tk ldrk gSA M‚D;wesaV esa yxkus gsrq vkSj Hkh VwYl miyC/k gSa ftUgsa 
vki <wa< ldrs gSaA 
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1- best yxkuk% vxj vki vius M‚D;wesaV esa fdlh fiDpj ;k best dks 'kkfey djuk pkgrs 
gSa rks best Qkby vkidh gkMZ fMLd vFkok isu Mªkbo tSls fdlh cká LVksjst esa LVksj 
dh gqbZ gksuh pkfg,A vius M‚D;wesaV esa dksbZ best Mkyus ds fy, dlZj dks ogka ys tk,a 
tgk¡ vki ml best dks yxkuk pkgrs gSaA bUlVZ best dks p;u djsaA nwljk rjhdk gS] 
cl Q‚esZfVax Vwy ckj ds uhps fLFkr bUlVZ → best çrhd dks fDyd djsaA ,d Qkby 
eSustj fn[ksxk ftlesa ls vki best dh Qkby dks p;u dj ldrs gSaA best Qkby dks 
p;u djsa rFkk vksiu cVu dks fDyd djsa ;k cl best Qkby ij Mcy fDyd djsaA best 
Qkby esa yx tk,xh ¼fp= 3-30½A  

 

fp= 3-30% bUlVZ esU;w fodYi esa ls bUlVZ best fodYi dks pquuk 

2- Lis'ky dSjsDVlZ yxkuk% dHkh&dHkh gesa € tSls Lis'ky dSjsDVj dks çfo"V djus dh 
vko';drk iM+ ldrh gS ;k dksbZ ,slk dSjsDVj ftls dhcksMZ dk mi;ksx djds Vkbi ugha 
fd;k tk ldrkA yhczs v‚fQl jkbVj fuEufyf[kr Mk;y‚x esa fn[kk, vuqlkj dbZ Lis'ky 
dSjsDVlZ dks çfo"V djus gsrq lqfo/kk çnku djrk gSA blds fy, bUlVZ → Lis'ky dSjsDVj 
dks p;u djsa ¼fp= 3-31½A  

 

fp= 3-31% Lis'ky dSjsDVj yxkuk 
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3- vk—fr;k¡ yxkuk% vkids M‚D;wesaV esa fofHkUu 'ksIl yxkuk Hkh laHko gSA vk—fr;ksa dh 
fofo/krk esa js[kk,a] rhj] çrhd] rkjs] d‚yvkmV] ¶ykspkVZ 'kkfey gSaA bl gsrq dlZj dks ml 
LFkku ij j[ksa tgk¡ vkidks og 'ksi yxkuk gS vkSj bUlVZ → 'ksi dks p;u djsaA mlds 
ckn vki ml rÙo dks pqu ldrs gSa tks vki ogka yxkuk pkgrs gSaA  

¼p½ M‚D;wesaV ist dks d‚ye esa foHkkftr djuk  

vkius ,sls dqN MkD;wesaV~l ns[ks gksaxs tgk¡ ist nks ;k rhu d‚yEl esa foHkkftr gksrs gSaA if=dkvksa 
o lekpkj i=ksa esa bldk mi;ksx gksrk gSA VsDLV Mkyus ds igys ;k ckn esa mls d‚yEl esa 
foHkkftr djuk laHko gSA 

 ist dks d‚ye esa foHkkftr djus gsrq Q‚esZV → d‚ye dks p;u djsaA fp= 3-32 esa 
fn[kk, vuqlkj ,d d‚ye Mk;y‚x c‚Dl vk,xkA d‚ye ,aVªh c‚Dl esa d‚ye dh la[;k MkysaA 
d‚ye ds chp esa Lisflax ds fy, la[;k Mkysa vkSj vksds dks fDyd djsaA d‚ye dh la[;k 3 
gksus ij Q‚esZV fd;k x;k ist fp= 3-33 esa n'kkZ, vuqlkj fn[kkbZ nsxkA  

  

  fp= 3-32% d‚ye Mk;y‚x c‚Dl  fp= 3-33% 3 d‚ye esa Q‚esZV fd;k x;k ist 

 ¼N½ vk—fr ;k best dks Q‚esZV djuk  

mi;ksxdrkZ M‚D;wesaV esa yxk;s x, vk—fr vFkok best dks Q‚esZV dj ldrk gSA mnkgj.k ds 
fy,] mi;ksxdrkZ mldk lkbt] jax cny ldrk gS] c‚MZj yxk ldrk gS] iksth'ku dks cny 
ldrk gS vkfnA 

igys] vk—fr vFkok best ij fDyd djds mldks p;u djsaA fQj Vwy ckj dk mi;ksx dj 
visf{kr ifjorZu djsaA 

 

jks o d‚ye ds lkFk Rkkfydk cuk,a  
• jks@d‚ye dks fMyhV djsa  
• lsYl dks etZ djsa  
• lsYl dks foHkkftr djsa  
• Rkkfydk dks dyj djsa  
• VsDLV dh fn'kk dks ifjofrZr djsa 
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Rkkfydk cukuk o mudk çca/ku   

lkekU;r% ;g ns[kk x;k gS fd ,d M‚D;wesaV esa dqN MkVk VSC;qyj Q‚eZ esa n'kkZ;k x;k gksrk 
gSA vr% ge ,d çdkj dk MkVk bdB~Bk djrs gSa vkSj mls ,d gsfMax ds rgr j[krs gSaA MkVk 
dks VSC;qyj Q‚esZV esa n'kkZus dks Rkkfydk dgk tkrk gSA ,d Rkkfydk esa dbZ jks o d‚ye gks 
ldrs gSA ,d jks o ,d d‚ye dk Rkkfydk gksuk Hkh laHko gSA 

 bl gsrq vkids Ldwy dk VkbZeVscy] vkidh ekdZ'khV] fofHkUu fo"k;ksa dks i<+us okys 
vkids v/;kidksa dk mnkgj.k ysaA bl çdkj ds MkVk dks çnf'kZr djus ds fy, vkidks Rkkfydk 
cukuk iM+sxkA yhczs v‚fQl jkbVj ,d Rkkfydk dks cukus o mlds çca/ku gsrq ,d cgqr l{ke 
Vwy miyC/k djokrk gSA bl Rkkfydk dh fofHkUu fo'ks"krk,¡ bl çdkj gSa %  

Vkbe Rkkfydk d{kk IX 
fnu@ihfj;M 1 2 3 4  5 6 7 8 
le; 7-30 – 

8-10 
8-10 – 
8-50
  

9-00 – 
9-40 

9-40 – 
10-20
  

10-20 
– 10-40 

10-40 – 
11-20
  

11-20 – 
12-00
  

12-10 – 
12-50
  

12-50– 
13-30 

fnu 1       yap 
czsd 

    
fnu 2          
fnu 3          
fnu 4          
fnu 5          
fnu 6          

¼d½ Rkkfydk cukuk  

,d Rkkfydk cukus dk lcls vklku rjhdk gS LVS.MMZ Vwy ckj ij Rkkfydk çrhd dks fDyd 
djsaA Mª‚i Mkmu fp= esa ls Rkkfydk ds lkbt dk p;u djsaA Rkkfydk cukus ds fy, tgk¡ vki 
pkgrs gSa ogka dh vafre jks ds vafre d‚ye dks n'kkZus okys lsy ij fDyd djsaA Rkkfydk çrhd 
ij ekml cVu dks idM+dj j[kus ls Hkh fp= ¼xzkfQd½ fn[kkbZ nsxk ¼fp= 3-34½A  

 Rkkfydk cukus dk ,d nwljk rjhdk gS Rkkfydk Mk;y‚x dk mi;ksx djdsA tgk¡ vki 
Rkkfydk Mkyuk pkgrs gSa] ogka dlZj dks j[ksaA mlds ckn %  

fp= 3-35 esa fn[kk, vuqlkj esU;w ckj ls Rkkfydk → bUlVZ Rkkfydk dks p;u djsa ;k ¼Ctrl+F12½ 
nck,¡  
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fp= 3-34 Rkkfydk cukuk  fp= 3-35 Rkkfydk Mkyuk 

blls ,d lknk Rkkfydk cu tk;sxkA Rkkfydk cukus ds ckn vki vf/kd QhplZ <wa< ldrs gSaA 
bl gsrq] Rkkfydk → ç‚iVhZt ij tk,aA   

¼[k½ jks o d‚ye Mkyuk  

Rkkfydk esa jks o d‚ye Mkyus ds fy, %  

• dlZj dks ml jks ;k d‚ye ds igys ;k ckn esa j[ksa ftlds ckn ;k igys vki u;k jks ;k 
d‚ye tksM+uk pkgrs gSaA 

• pquh gqbZ jks ds Åij ;k uhps ,d jks tksM+us ds fy, Rkkfydk Vwyckj esa Åij dh iafä;k¡ 
¼Rows Above½ ;k uhps dh iafä;k¡ ¼Rows Below½ çrhd dks fDyd djsaA 

• pqus gq, d‚ye ds nk,a ;k ck,a ,d d‚ye tksM+us ds fy, Rkkfydk Vwyckj esa d‚ye jkbZV  
¼Columns Right½ ;k d‚ye ys¶V ¼Columns Left½ çrhd dks fDyd djsaA  

• bUlVZ → jkst vco/fcyks ;k bUlVZ → d‚ye Åij/uhps dks pqusaA ftrus jks o d‚ye 
Mkyus gSa mudh la[;k Mkysa vkSj igys ;k ckn esa dks p;u djsaA 

• Mk;y‚x c‚Dl dks can djus ds fy, vksds dks fDyd djsaA  

¼x½ jks o d‚ye fMyhV djuk  

,d ;k mlls vf/kd jks ;k d‚ye dks gVkus ds fy, dlZj dks ml jks ;k d‚ye ij ysdj 
tk,a ftls vkidks gVkuk gS vkSj fuEufyf[kr esa ls ,d djsa %  

• Rkkfydk Vwy ckj ij jks ;k d‚ye çrhd dks fDyd djsaA  

• nk,¡ fDyddjsa o pqusa fMyhV → jks ;k d‚yEl → fMyhV A 

• dhcksMZ ij Alt+Delete nck,¡ vkSj Åij bUlVZ djus gsrq fn, vuqlkj jks o d‚yEl dks 
fMyhV djus ds fy, rhj dqath nck,¡A 
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¼?k½ Rkkfydk dks etZ o foHkkftr djuk  

,d Rkkfydk dks nks Rkfydk,a esa foHkkftr ;k nks Rkfydk,a dks ,d Rkkfydk esa etZ fd;k tk 
ldrk gSA Rkfydk,a dsoy vkM+s ¼{ksfrt½ foHkkftr fd;s tk ldrs gSaA   

1-  Rkkfydk dks foHkkftr djus ds fy,  

• dlZj dks ml lsy esa j[ksa tks Rkkfydk ds foHkkftr gksus ds i'pkr nwljs Rkkfydk dh lcls 
Åij okyh jks esa gks ¼Rkkfydk dlZj ds rqjar Åij ls foHkkftr gksxk½A 

• esU;w ckj ls Vscy → foHkkftr Rkkfydk dks pqusaA  

• ,d foHkkftr Rkkfydk Mk;y‚x [kqysxkA vc vki u, Rkkfydk ds 'kh"kZ jks esa dksbZ gsfMax 
ugha vFkok gsfMax ds fy, dksbZ oSdfYid Q‚esZfVax pqu ldrs gSaA 

• vksds dks fDyd djsa vc Rkkfydk nks Rkfydk,a esa foHkkftr gks tk;sxk ftlds chp esa ,d 
[kkyh iSjkxzkQ gksxkA 

2- nks Rkfydk,a dks etZ djuk  

• Rkfydk,a ds chp ds [kkyh iSjkxzkQ dks fMyhV djsaA blds fy, fMyhV dqath dk mi;ksx 
djsa ¼cSdLisl dk ugha½A 

• fdlh Hkh ,d Rkkfydk dk dksbZ ,d lsy pqusaA 

• nk,¡ fDyd djsa vkSj d‚UVsDLV esU;w esa ls etZ Rkfydk,a dks pqusaA vki esU;w ckj ls Rkkfydk 
→ etZ Rkkfydk dk Hkh mi;ksx dj ldrs gSaA 

¼³½ Rkkfydk fMyhV djuk  

1- ,d Rkkfydk dks fMyhV djus ds fy,  

• Rkkfydk esa dgha ij Hkh fDyd djsaA 

• esU;w ckj ls Rkkfydk → fMyhV Rkkfydk dks pqusaA 

 vFkok  

• Rkkfydk ds igys ds iSjkxzkQ ds var ls ysdj Rkkfydk ds ckn ds iSjkxzkQ dh 'kq#vkr rd 
dk Hkkx p;u djsaA  

• fMyhV dqath ;k cSdLisl dh nck,¡ A 

¼p½  Rkkfydk dks d‚ih djuk  

fdlh Rkkfydk dks M‚D;wesaV ds ,d Hkkx ls d‚ih dj nwljs Hkkx ij isLV djus ds fy, %  

• Rkkfydk esa dgha ij Hkh fDyd djsaA 

• esU;w ckj ls Rkkfydk → p;u → Rkkfydk dks pqusaA 

• Ctrl+C nck,¡ vFkok LVS.MMZ Vwy ckj ij d‚ih çrhd dks fDyd djsaA 
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• dlZj dks ogka ys tk,a tgk¡ Rkkfydk dks isLV djuk gS vkSj fDyd djsaA 

• Ctrl+V nck,¡ vFkok LVS.MMZ Vwy ckj ij isLV çrhd dks fDyd djsaA 

¼N½ Rkkfydk dks ,d txg ls nwljh txg ysdj tkuk  

fdlh Rkkfydk dks M‚D;wesaV ds ,d Hkkx ls nwljs Hkkx esa ysdj tkus ds fy, %  

• Rkkfydk esa dgha ij Hkh fDyd djsa A 

• esU;w ckj ls Rkkfydk → p;u Rkkfydk dks pqusa A 

• Ctrl+X nck,¡ ;k LVS.MMZ Vwyckj ij dV çrhd dks fDyd djsaA 

• dlZj dks ogka ys tk,a tgk¡ Rkkfydk dks isLV djuk gS vkSj fDyd djsa A 

• Ctrl+V nck,¡ vFkok LVS.MMZ Vwy ckj ij isLV çrhd dks fDyd djsa ¼blls lsy o mudh 
lkexzh rFkk Q‚esZfVax ogka isLV gks tk,xh½A 

• ewy Rkkfydk ij tk,a] mlesa dgha Hkh fDyd djsa vkSj esU;w ckj ls pqusa Rkkfydk → fMyhV 
VscyA 

vkb, vH;kl djsa 6 

uhps fn, vuqlkj ,d Rkkfydk cuk,a | mls vius QksYMj esa lso djsaA 

Vkbe Rkkfydk d{kk IX 
fnu@ihfj;M 1 2 3 4  5 6 7 8 
le; 7-30 – 

8-10 
8-10 – 
8-50
  

9-00 – 
9-40 

9-40 – 
10-20
  

10-20 
– 10-40 

10-40 – 
11-20
  

11-20 – 
12-00
  

12-10 – 
12-50
  

12-50– 
13-30 

fnu 1       yap 
czsd 

    
fnu 2          
fnu 3          
fnu 4          
fnu 5          
fnu 6          
 

M‚D;wesaV dks fçaV djuk  

cxSj fdlh fodYi ds ,d M‚D;wesaV dks >V ls fçaV djus ds fy, fçaV çrhd ij fDyd djsaA 
iwjk M‚D;wesaV vkids daI;wVj ls tqM+s fMQ‚YV fçaVj ij pyk tk;sxkA 

fçaV iwoZ n'kZu 

fçaV djus ls igys tk¡p djus gsrq fçaV iwoZ n'kZu mi;ksxh gksrk gSA mi;ksxdrkZ ns[k ldrk gS 
fd M‚D;wesaV tSlk pkfg, oSlk gh cuk gS ;k ugha tSls baMsaV] c‚MZj vkfnA 
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fp= 3-37% fçafVax fu;a=.k 

fçafVax fu;a=.k  

 dqN fodYiksa ds lkFk M‚D;wesaV dks fçaV djus ds fy, fçaV Mk;y‚x dk mi;ksx djsa 
¼Qkby → fçaV ;k Ctrl+P½A fp= 3-37 esa fn, vuqlkj ,d fçaV Mk;y‚x c‚Dl vk,xkA  

 fçaV Mk;y‚x ls vki viuh vko';drkuqlkj fodYi pqu ldrs gSaA ;s fodYi gSa fçaVj] 
ç‚iVhZt] fçaV jsat] d‚iht o fodYiksaA pqus x, fodYi orZeku M‚D;wesaV ij gh dke djsaxsA 

 vxj vki NksVs f=dks.k ¼▼½ ij fDyd djsaxs rks fçaVjksa ds ukeksa dh ,d lwph ds ckn 
muds uke lfgr fn[kkbZ nsxh ¼dsoy ogh fçaVj tks vkids daI;wVj ij baLVkYM gSa½A vki tks 
pkgsa oks fçaVj pqu ldrs gSaA 

lHkh ist] ,d ist ;k dbZ ist fçaV djuk  

vki viuh bPNkuqlkj fçafVax dk fodYi pqu ldrs gSaA ,d M‚D;wesaV esa i`"Bksa dks fçaV djus 
ds rhu fodYi gksrs gSaA 

• lHkh i`"Bksa dks ,d Øe esa fçaV djus ds fy, v‚y istsl dk fodYi pqusaA 

• ,d gh i`"B dks fçaV djus ds fy, vFkok vyx&vyx i`"Bksa dks fçaV djus ds fy, istsl 
dk fodYi pqusa vkSj d‚ek¼]½ yxkrs gq, ist uacj nsaA vxj ,d Øe ds i`"Bksa dks fçaV djuk 
gks rks igys vkSj vkf[kjh ist dh lhek nsa ¼tSls 3&8½A 

• dsoy pqus x, VsDLV dks fçaV djus ds fy, flysD'ku dk fodYi pqusaA 
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esy etZ  

 oMZ çkslslj esa esy etZ ,d csgn egÙoiw.kZ fof'k"Vrk gSA bldk mi;ksx mUgha M‚D;wesaVl 
dh dbZ ,Mªslsl ds lkFk ,d J`a[kyk cukus ds fy, gksrk gSA esy etZ dbZ O;fä;ksa ds esfyax 
,Mªsl ds lkFk eq[; M‚D;wesaV dks etZ djus dh çfØ;k gSA pwafd eq[; M‚D;wesaV dks esfyax 
,Mªslsl ds lkFk etZ fd;k tkrk gS] blfy, mldk uke esy etZ gSA bldk mi;ksx dbZ 
O;fä;ksa dks vkea=.k&i=] i= Hkstus ;k çek.ki= fçaV djus ds fy, gksrk gSA mnkgj.k ds fy,] 
vxj vki vius xzkgdksa dks fdlh u, mRikn ds ckjs esa crkuk pkgrs gSa] rks lHkh MkD;wesaV~l esa 
daiuh dh lwpuk o u, mRikn dh lwpuk leku jgsxh] fdUrq çkIrdrkZ dh lwpuk cnysxh 
¼igyk uke] miuke] irk] vfHkoknu----½A 

mnkgj.k ds fy,] vxj vkids fçafliy ;k v/;kid fdlh cSBd ;k dk;ZØe ds lEcU/k 
esa vkids vfHkHkkodksa dks dksbZ i= ;k uksfVl Hkstuk pkgsa] rks Li"V gS fd i= dk elkSnk ogh 
jgsxk ijUrq fofHkUu vfHkHkkodksa ds fy, irs fHkUu&fHkUu gksaxsA bldk ,d rjhdk ;g gS fd] 
jkbVj esa ,d i= cuk,a] çR;sd vfHkHkkod dk ,Mªsl cnyus ds fy, ,Mªsl fyLV esa ls ,Mªsl 
dks d‚ih djsa vkSj i= dks fçaV djsaA vfHkHkkodksa dh ftruh la[;k gksxh mruh ckj d‚ih djus 
o ,Mªsl dks cnyus dh çfØ;k dh tk,xhA blls cgqr lkjs M‚D;wesaV cukuk FkdkÅ o mckÅ 
gks tk;sxk vxj irs gtkjksa esa gksa] rks ;g laHko ugha gSA oMZ çkslslj esa esy etZ dk ,d fo'ks"k 
Qhpj gksrk gS ftlls ;g dk;Z ,d gh ckj esa fd;k tk ldrk gSA esy etZ esa nks M‚D;wesaV 
cuk;s tkrs gSaA ,d ftlesa vke ;k leku lkexzh ;k dUVsaV gksrk gS o eq[; M‚D;wesaV ;k Q‚eZ 
ySVj gksrk gS vkSj nwljk ftlesa ,Mªsl fyLV gksrh gS og MkVk lkslZ dgykrk gSA Q‚eZ ySVj esa 
okLrfod lwpuk rFkk ml MkVk ds ifjorZuh; ¼osfj,cy½ uke gksrs gSa tks gj i= esa fHkUu gksrs 
gSaA MkVk lkslZ esa eq[; M‚D;wesaV ds laxr osfj,cYl dh oSY;wt gksrh gSaA tSls] lHkh vfHkHkkodksa 
ds irs] lEcaf/kr Vkbe ds lkFk MkVk lkslZ esa LVksj fd;s gq, gksaxsA Q‚eZ ySVj esa eq[; M‚D;wesaV 
o MkVk lkslZ gksxkA 

MkVk lkslZ cukuk  

 ,d MkVk lkslZ jkst o d‚yEl ds :i esa esfyax ,Mªslsl dk ,d lsV gksrk gS ftls 
vkerkSj ij MkVkcsl dgk tkrk gSA MkVkcsl dh lkexzh MkVk fjd‚MZ ds :i esa gksrh gSA çR;sd 
iafä ,d O;fä dk fjd‚MZ gksrh gS ftlesa uke] irk] fiudksM tSls fofHkUu QhYM~l gksrs gSaA 

 LçsM'khV ;k MkVkcsl dk mi;ksx djrs gq, ,d ,Mªsl cqd cukuk FkksMk vklku gS D;ksafd 
mlesa MkVk dks LVksj djus ds fy, Rkkfydk Q‚esZV dk mi;ksx gksrk gSA esy etZ fotkMZ dk 
mi;ksx djrs gq, esy etZ çfØ;k ds nkSjku ,d ,Mªsl cqd cukuk Hkh laHko gS fp= 3-38¼d½] 
esy etZ dk mi;ksx djrs gq, %  
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fp= 3-38 ¼d½ esy etZ fotkMZ dks pqusa 

1- ,d u;k M‚D;wesaV cuk,a o dbZ O;fä;ksa dks Hkstk tkus okyk dksbZ i= Vkbi djsaA  

2- esy etZ fotkMZ dk mi;ksx djrs gq, dbZ i= cukus ds fy, n'kkZ, vuqlkj Vwy→ esy 
etZ fotkMZ dks p;u djsaA fp= 3-38 ¼[k½ esa fn[kk, vuqlkj ,d foaMks vk,xhA  

 

fp= 3-38 ¼[k½ eq[; M‚D;wesaV pqusa 
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3- pj.k 1 dks p;u djsa] ^lysDV LVkfVaZx M‚D;wesaV → ;wt n djaV M‚D;wesaV → usDLV* 
usDLV cVu ij fDyd djds vxys pj.k ij tk,aA 

4- pj.k 2 esa] fp= 3-38¼x½ esa fn[kk, vuqlkj M‚D;wesaV Vkbi → ysVj → usDLV dks p;u 
djsaA 

 

fp= 3-38¼x½ M‚D;wesaV Vkbi dks p;u djsa 

5- pj.k 3 esa] ÞlysDV ,Mªsl fyLVß cVu ij fDyd djsaA ÞlysDV ,Mªsl fyLVß foaMks [kqysxh 
tks fp= 3-38 ¼?k o p½ esa fn[kk, vuqlkj çkIrdrkZ lwph ¼jsflfi,aV fyLV½ cukus esa enn 
djsxhA 

 

 fp= 3-38¼?k½ ,Mªsl fyLV dks p;u djsa 
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fp= 3-38¼p½ çkIrdrkZ lwph cuk,a 

6- fØ,V cVu ij fDyd djsaA fØ,V cVu ij fDyd djus ds ckn fp= 3-38¼N½ esa fn[kk, 
vuqlkj ,d ubZ ,Mªsl fyLV foaMks [kqysxhA bl foaMks esa ,Mªsl bUQesZ'ku Hkkx esa vki fp= 
3-38¼N½ esa fn[kk, vuqlkj çkIrdrkZ dh lwpuk Hkj ldrs gSaA  

 

fp= 3-38¼N½ ubZ ,Mªsl fyLV 
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fp= 3-38¼t½ ubZ ,Mªsl fyLV tksM+uk 

7- vxj vki fMQ‚YV QhYM~l ds vuqlkj çkIrdrkZ dk MkVk Hkjuk pkgrs gksa] rks fp= 3-
38¼t½ esa fn[kk, vuqlkj MkVk HkjsaA 

8- vxj vki çkIrdrkZ lwpuk ds QhYM dks vuqdwfyr djuk pkgrs gksa] rks dLVekbt cVu 
ij fDyd djsaA fp= 3-38¼>½ esa fn[kk, vuqlkj ^dLVekbt ,Mªsl fyLV* foaMks fn[ksxhA 
vc vki fdlh Hkh QhYM use dks tksM+ ¼,sM½] gVk ¼fMyhV½ ;k nwljk uke ¼jhuse½ ns ldrs 
gSaA vki Åij@uhps ,sjks cVUl dk mi;ksx dj QhYM~l ds fn[kus ds Øe dks Hkh cny 
ldrs gSaA  

¼d½ ,sM ¼u, QhYM ds fy,½ 

¼[k½ fMyhV ¼vuko';d QhYM dks gVkus ds fy,½ 

¼x½ jhuse ¼QhYM dk uke cnyus ds fy,½  

    QhYM~l dks vuqdwfyr djus ds ckn u, Q‚esZV esa MkVk MkysaA 

 

fp= 3-38¼>½ QhYM usEl dks dLVekbt djuk 
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9- fp= 3-38¼t½ esa fn[kk, vuqlkj igys çkIrdrkZ dk MkVk Mkyus ds ckn] vxys çkIrdrkZ 
dh lwpuk Mkyus ds fy, U;w cVu ij fDyd djsaA lHkh çkIrdrkZvksa dh lwpuk Mkyus 
ds ckn lwph dks can djus ds fy, vksds cVu ij fDyd djsaA 

10- vksds cVu dks fDyd djus ds ckn fp= 3-38¼V½ esa fn[kk, vuqlkj lso ,t Mk;y‚x 
c‚Dl vk,xk tks çkIrdrkZvksa dh lwph dks fp= 3-38¼V½ esa fn[kk, vuqlkj -CSV Q‚esZV 
¼MyList-csv½ esa lso djsxkA 

 

 fp= 3-38¼V½ -CSV Q‚esZV esa çkIrdrkZ lwph dks lso djuk 

11- lwph dks lso djus ds i'pkr fp= 3-38¼[k½ esa fn[kk, vuqlkj ,d foaMks vk,xh tks vc 
rd cukbZ xbZ çkIrdrkZ lwph dks n'kkZ,xhA vki vc rd cukbZ xbZ fdlh Hkh lwph dks 
p;u dj ldrs gSaA visf{kr lwph dks pqusa vkSj i= dks Hkstus ds fy, fdlh Hkh lwph esa 
ls vksds cVu dks fDyd djsaA 

 

fp= 3-38 ¼[k½ cukbZ xbZ çkIrdrkZ lwph 
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12- vksds cVu dks fDyd djus ds i'pkr vki esy etZ fotkMZ ds pj.k 3 ij tk;saxs tks 
fp= 3-38¼M½ esa fn[kk, vuqlkj ,Mªsl Cy‚d dks n'kkZ,xkA 

 

fp= 3-38¼M½ ,Mªsl Cy‚d Mkyuk 

13- usDLV cVu ij fDyd djsaA vki esy etZ fotkMZ ds pj.k 4 ij igq¡p tk;saxsA fp= 3-
38¼<½ esa fn[kk, vuqlkj ,d fØ,V lSY;wVs'ku foaMks fn[ksxh ftlesa iq#"k o efgyk 
çkIrdrkZvksa ds fy, vfHkoknu lsV fd;k tk ldrk gSA ,d xzqi dks nwljs xzqi ls vyx 
ifjHkkf"kr djus dk ,d rjhdk gS çLrkfor QhYM usEl esa ls pquuk] tSls tsaMj o QhYM 
oSY;w Qhesy MkyukA 

    

fp= 3-38¼<½ vfHkoknu yxkuk 
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14- usDLV cVu ij fDyd djsaA vki esy etZ fotkMZ ds vafre pj.k 5 ij igq¡p tk;saxsA 
ist ij çkIrdrkZ ds ,Mªsl dk ys&vkmV cukus ds fy, fp= 3-38 ¼.k½ esa fn, vuqlkj 
,d ,MtLV ysvkmV foaMks fn[kkbZ nsxhA vki Åij dh o ckbZa ekftZu lsV dj ldrs 
gSaA i= dks çkIrdrkZvksa ds irs ds lkFk etZ djus ds fy, fQfu'k cVu dks fDyd djsaA 

 

fp= 3-38¼.k½ ,Mªsl Cy‚d ds ysvkmV dks ,MtLV djsa 

15- vxys pj.k esa] jkbVj fp= 3-38 ¼r½ esa fn[kk, vuqlkj LVS.MMZ Vwyckj ds uhps esy 
etZ Vwyckj ds lkFk M‚D;wesaV dks fn[kk,xkA  

 

 fp= 3-38 ¼r½ esy etZ Vwyckj ds lkFk i= 
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16- vc ,fMV bafMfotqvy MkD;wesaV~l cVu ij fDyd djsa rkfd i= çkIrdrkZvksa ds ,Mªslsl 
ds lkFk etZ gks tk,A ;gk¡ vki fçaV djus ds igys çkIrdrkZvksa ds lHkh i=ksa dh tkap 
dj ldrs gSaA 

17- vki esy etZ Vwyckj ij vU; fodYiksa dk Hkh mi;ksx dj ldrs gSa tSls]  

d½ fdlh çkIrdrkZ dks 'kkfey u djus ds fy, ,DLDywM jsflfi,aV ds psdc‚Dl ij psd 
djsaA  

[k½ etZ fd;s x, M‚D;wesaV dks lso djus ds fy, lso etZM MkD;wesaV~l cVu ij fDyd 
djsaA 

x½ etZ fd;s x, M‚D;wesaV dks fçaV djus ds fy, fçaV etZM MkD;wesaV~l cVu ij fDyd 
djsaA 

?k½ bZ&esy }kjk i= Hkstus ds fy, lsaM bZesy eSlstsl cVu ij fDyd djsaA  

 

fp= 3-38 ¼Fk½ ,Mªsl ds lkFk etZ fd;k x;k i= 

vkb, vH;kl djsa 7  

1- uhps fn, x, fp= esa n'kkZ;k x;k i= Vkbi djsaA<---> ds chp vkus okys 'kCnksa o flEcYl 
dks Vkbi u djsa D;ksafd ;s QhYM~l gSaA flaxy Lisl j[ksaA M‚D;wesaV dks vius QksYMj esa 
lso djsaA 

daI;wVj lsaVj  
Mh,e,l Ldwy 
Hkksiky  

fnukad 3 vxLr 2018  
<VkbVy> 
<,Mªsl ykbu 1> 
<,Mªsl ykbu 2>  
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v/;kid vfHkHkkod HksaV fnol 

—i;k <fnukad> dks <le;> cts d{kk esa vkdj d{kk v/;kid ls HksaV dj vkids cPps <cPps 
dk uke> dh çxfr ds lEcU/k esa ppkZ dj bl volj dk ykHk mBk,aA  

eq[; v/;kid  

2- esy etZ dk mi;ksx djsaA MkVk lkslZ@,Mªsl fyLV ds fy, uhps fn, x, Rkkfydk esa fn[kk, 
vuqlkj 10 yksxksa dk MkVk MkysaA 

'kh"kZd igyk uke miuke irk 1 irk 2 cPps dk uke frfFk le; 
Jh  je.k   flUgk  ,eih uxj  Hkksiky  nhfIr  25-7-2018  lqcg 9 cts  
M‚  euh"k  eaxy  ';keyk fgYl  Hkksiky  JO;k  25-7-2018  lqcg 9-30  cts  
Jherh  euehr  dkSj  vk—fr flVh  bankSj  fleju  26-7-2018  lqcg 9 cts  

vkb, vH;kl djsa 8  

1- oMZ çkslslj l‚¶Vosj [kksysa o fuEufyf[kr cuk,a %  

• çek.ki=  

• vkea=.k&i=  

• Q‚eZ~l  

• i=  

• ?kks"k.kk,a  

• ,d cSuj  

2- M‚D;wesaV dks lso djsaA mldh ihMh,Q Qkby cuk,aA 

viuh çxfr dh tkap djsa  

d- cgqfodYi ç'u 

1- fuEufyf[kr esa ls dkSu lk v‚fQl lqbV dk ,d ?kVd ugha gS \  

d½ jkbVj  

[k½ bEçsl  

x½ bUVjusV ,DlIyksjj  

?k½ csl  

2- 1970 ds mÙkjk/kZ esa lcls T;knk ç;ksx gksus okyk oMZ çkslsflax l‚¶Vos;j Fkk--------- 

d½ oMZ ijQsDV   

[k½ oMZ  

x½ oMZ LVkj  
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?k½ jkbVj  

3- fuEufyf[kr esa ls fdl esa ge /;ku esa vkbZ xyfr;ksa dks lq/kkj ldrs gSa \  

d½ bysDVª‚fud VkbijkbVj  

[k½ oMZ çkslslj l‚¶Vos;j  

x½ lknk VkbijkbVj  

?k½ ¼d½ o ¼[k½ nksuksa esa  

4- fuEufyf[kr esa ls fdl esU;w esa gsMj o QqVj miyC/k gksrs gSa \  

d½ Qkby esU;w  

[k½ bUlVZ esU;w  

x½ O;w esU;w  

?k½ ,fMV esU;w  

5- :yj dks fn[kkus ;k Nqikus ds fy, gesa fuEufyf[kr esa ls fdl esU;w ij tkuk pkfg, \  

d½ VwYl esU;w  

[k½ bUlVZ esU;w  

x½ O;w esU;w  

?k½ ,fMV esU;w  

6- O;kdj.k dh tkap djus ds fy, gesa fuEufyf[kr esa ls fdl esU;w ij tkuk pkfg, \  

d½ VwYl esU;w  

[k½ bUlVZ esU;w  

x½ O;w esU;w  

?k½ ,fMV esU;w  

7- c‚Ecs 'kCn dh txg eqacbZ 'kCn dks Mkyus ds fy, gesa fuEufyf[kr esa ls fdl esU;w ij 
tkuk pkfg, \  

d½ VwYl esU;w  

[k½ ,fMV esU;w  

x½ O;w esU;w  

?k½ ySaXost esU;w  

8- ,d [kqys gq, M‚D;wesaV dks can djus ds fy, gesa fuEufyf[kr esa ls fdl esU;w ij tkuk 
pkfg, \  

d½ Qkby esU;w  
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[k½ bUlVZ esU;w  

x½ O;w esU;w  

?k½ ,fMV esU;w 

9- fuEufyf[kr esa ls dkSu lk jkbVj Qkby dk fMQ‚YV ,DlVsa'ku gS \  

d½ .obt  

[k½ .doc 

x½ .odt  

?k½ .docx  

10- fuEufyf[kr esa ls dkSu lh rduhd jkbVj esa ,d okD; dks p;u djrh gS \  

d½ flaxy fDyd ¼ekml ds ck,¡ cVu dks nckuk½  

[k½ Mcy fDyd  

x½ fVªiy fDyd  

?k½ buesa ls dksbZ ugha  

11- fdlh Hkh dk;Z dks nksckjk djus ds fy, ¼jhMw½ fuEufyf[kr esa ls dkSu lh ,d 'k‚VZdV 
dqath gS \  

d½ CTRL + R  

[k½ CTRL + Y  

x½ CTRL + X  

?k½ CTRL + Z  

12- ,d M‚D;wesaV esa fdlh 'kCn dks [kkstus ds fy, ge fuEufyf[kr esa ls fdl QaD'ku dqath  
dk mi;ksx dj ldrs gSa \  

d½ F5 dqath  

[k½ F8 dqath  

x½ F1 dqath  

?k½ buesa ls dksbZ ugha  

13- fuEufyf[kr fo'ks"krk ds dkj.k jkbVj esa LisfyaXl vius vki lq/kj tkrh gSa –  

d½ v‚Vks VsDLV  

[k½ v‚Vks djsDV  

x½ v‚Vks dEiyhV  
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?k½ mi;qZä lHkh  

14- fMQ‚YV Rkkfydk lkbt ;g gksrk gS &  

d½ 1 d‚ye] 1 jkst  

[k½ 2 d‚ye] 1 jkst 

x½ 2 d‚ye] 2 jkst 

?k½ 1 d‚ye] 2 jkst 

15- ,d Rkkfydk cukrs le; ekml i‚baVj dk vkdkj D;k gksrk gS \  

d½ isfUly  

[k½ lQsn i‚bafVax rhj 

x½ dkyk i‚bafVax rhj 

?k½ CySd Iyl  

18- vius vki Lisy psfdax ds fy, dkSu lh ’k‚VZdV dh ç;ksx dh tkrh gS \  

d½ f’k¶V + bUlVZ  

[k½ f’k¶V + ,Q 7 

x½ daVªksy + bUlVZ  

?k½ VSc + bUlVZ   

19- Rkkfydk cukus ds fy, dkSu lh ’k‚VZdV dh ç;ksx dh tkrh gS \  

D½ daVªksy + F12   

[k½ v‚YV + fMyhV  

x½ daVªksy + fMyhV   

?k½ VSc + fMyhV  

18- fuEufyf[kr esa ls dkSu lk esy etZ esa ,d oS/k çdkj dk MkVk lkslZ ugha gS \  

d½ LçsM'khV  

[k½ VsDLV QkbYl  

x½ MySQL  

?k½ CSV Qkby  

19- jkbVj esa ,d ist dk fMQ‚YV vksfj,aVs'ku dkSu lk gS\ 

d½ iksVZzsV  
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[k½ ySaMLdsi  

x½ cqd  

?k½ buesa ls dksbZ ugha  

20- fuEufyf[kr esa ls dkSu lk ist Q‚esZfVax ds v/khu ugha vkrk gS \  

d½ ekftZu lsV djuk  

[k½ QkbaM ,aM fjIysl  

x½ gsMj o QqVj dks lsV djuk  

?k½ ist vksfj,aVs'ku  

21- lso ,t fodYi dk mi;ksx djrs gq, orZeku M‚D;wesaV dks fdlh vU; uke ls lso djus 
ls –  

d½ orZeku M‚D;wesaV cny tk;sxk  

[k½ orZeku M‚D;wesaV oSlk gh jgsxk  

x½ ;g laHko ugha gS  

?k½ M‚D;wesaV can gks tk;sxk  

22- pqus x, VsDLV dks bVSfyDl esa Mkyus dk dhcksMZ 'k‚VZdV ;g gS –  

d½ daVªksy + ;w  

[k½ f'k¶V + ;w  

x½ daVªksy + vkbZ  

?k½ f'k¶V + vkbZ  

23- H20 Vkbi djrs le; dkSu lk fodYi mi;ksx fd;k tkuk pkfg, ftlls 2 viuh lgh 
txg ij vk lds \  

d½ cksYM  

[k½ lqijfLØIV  

x½ vaMjykbu  

?k½ lcfLØIV  

24- ,d M‚D;wesaV esa ̂ cqDl* 'kCn dks cnydj ̂d‚iht* djus ds fy, dkSu ls fodYi dk mi;ksx 
fd;k tkuk pkfg, \  

d½ QkbaM  

[k½ QkbaM ,aM fjIysl  

x½ Lisy psd  
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?k½ Lisfyax ,aM xzkej psd  

25- M‚D;wesaV dks fçaV djrs le; dkSu lk fodYi ,slk gS ftlls ist dh yEckbZ mldh pkSM+kbZ 
ls de gksrh gS \  

d½ ySaMLdsi  

[k½ iksVZzsV  

x½ baMsaV  

?k½ VSc lsfVax     

[k- fjä LFkku Hkjsa 

1- lc&esU;w uke ds rqjar ckn ^---* rhu fcanqvksa okyk lc&esU;w vkbVe n'kkZrk gS fd mlls -
------------------------------------ [kqysxkA 

3- nk,a gkFk ds ,sjks ^►^ ds lkFk okys lc&esU;w vkbVe dk vFkZ gS fd bl ij fDyd djus 
ls ------------------- [kqysxkA 

4- Q‚esZfVax Vwyckj esa ------------------------ ds fy, dbZ fodYi gksrs gSaA 

5- gkse dqath dks nckus ls vki lh/ks -------------- ij igq¡p tkrs gSa vkSj ,aM dqath dks nckus ls 
lh/ks ----------------- ij igq¡p tkrs gSaA 

6- vuMw ¼iwoZor½ dekaM dk mi;ksx djus ds ckn] nksckjk fiNyh fLFkfr ij tkus ds fy, ----
-------- fodYi ;k dekaM dk mi;ksx fd;k tkrk gSA 

7- ------------------ dks p;u djus ds fy, Mcy fDyd dk mi;ksx fd;k tkrk gSA 

8- gsMj çR;sd ist esa ------------------ dqath rjQ vkSj QqVj ---------------- dqath rjQ fn[kkbZ nsrk gSA 

9- ------------------- ist vksfj,aVs'ku esa ist dh yEckbZ mldh pkSM+kbZ ls de gksrh gSA 

10- ----------------- fodYi dk mi;ksx ;g ns[kus ds fy, fd;k tkrk gS fd fçaV gksus ds ckn 
M‚D;wesaV dSlk fn[kkbZ nsxkA 

11- esy etZ esa ftl Qkby esa esfyax ,Mªslsl gksrs gSa] og ----------------- dgykrh gSA 

x- fuEufyf[kr okD; lgh gSa ;k xyr  

1- oMZ çkslslj dks [kksyus ds fy, ^foaMks* esU;w fodYi dks p;u fd;k tkrk gSA 

2- orZeku Qkby dk uke LVsVl ckj esa fn[kkbZ nsrk gS A 

3- fdlh Qkby dks [kksyus ds fy, vksiu dk çrhd LVS.MMZ Vwyckj dk ,d fgLlk gSA 

4- Q‚esZV esU;w esa fodYi gksrs gSa tks iwjs M‚D;wesaV ij ykxw gksrs gSa A 

5- ,e,l oMZ dh dksbZ Qkby yhczs v‚fQl jkbVj esa [kksyuk laHko gSA 

6- yhczs v‚fQl jkbVj Qkby dks ,e,l oMZ esa [kksyk ugha tk ldrkA 

7- jkbVj esa p;u fd;s x, fdlh VsDLV dks vU; M‚D;wesaV esa d‚ih ugha fd;k tk ldrkA 
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8- p;u fd;s x, VsDLV dks esU;w fodYiksa ;k dhcksMZ fodYiksa dk mi;ksx fd;s cxSj Hkh d‚ih 
djuk laHko gS A 

9- ^QkbaM ,aM fjIysl* Mk;y‚x c‚Dl dks [kksyus ds fy,] gesa Q‚esZV esU;w ij tkuk iM+rk gSA 

10- jkbVj dh ^QkbaM ,aM fjIysl* fo'ks"krk dk mi;ksx djrs gq, ,d M‚D;wesaV esa 'kkfey lHkh 
'kgjksa ds uke <wa<s tk ldrs gSaA 

11- Vkbi djrs gq, vxj dksbZ Lisfyax xyr gks] rks mlds uhps ,d yky js[kk vkrh gSA mls 
lq/kkjus ds ckn ;g yky js[kk gjh cu tkrh gSA 

12- gsMj o QqVj esa fy[kk x;k VsDLV M‚D;wesaV ds çR;sd i`"B ij fçaV gksrk gSA 

13- ist uacj xzs cSdxzkmaM esa fn[kkbZ nsrk gS vkSj ;g cSdxzkmaM ds lkFk fçaV gksrk gSA 

14- jkbVj iwjs ist ds {ks= ftruk pkSM+k Rkkfydk cuk ldrk gS A  

15- VSc dh nckus ls Rkkfydk esa ,d u;k d‚ye cu tkrk gSA 

16- ,d gh nLrkost dh dbZ çfr;k¡ cukus ds fy, esy etZ dk mi;ksx fd;k tkrk gSA 

17- esy etZ esa Q‚eZ ySVj esa osfj,cy ¼ifjorZuh;½ lwpuk jgrh gS A  

18- iksVZzsV o ySaMLdsi vksfj,aVs'ku ç‚iVhZt ds v/khu isij fodYi esa lsV fd;s tkrs gSaA 

19- fçaV jsat esa fçafVax gsrq ck; fMQ‚YV orZeku ¼djaV½ ist p;u fd;k gqvk gksrk gSA 

20- fMQ‚YV ist dk lkbt ,4 gksrk gSA 

?k- y?kq mÙkj fy[ksa ¼50 'kCnksa esa½  

1- fdlh M‚D;wesaV esa ^;s* 'kCn ftruh ckj vk;k gS] mu lcdks ^os* 'kCn esa cnyuk gSA blds 
fy, dkSu lk fodYi mi;ksxh gS vkSj blds fy, fdl 'k‚VZdV dekaM dk mi;ksx fd;k 
tkrk gS\  

2- esy etZ ds fy, dkSu ls nks MkD;wesaV~l t:jh gSa\  

3- oMZ çkslsflax dh vo/kkj.kk dks foLrkj ls le>kb;A 

4- oMZ çkslsflax gsrq miyC/k fofHkUu l‚¶Vos;jksa dh lwph cuk,aA 

5- ,d VsDLV ,fMVj o ,d oMZ çkslslj l‚¶Vos;j ds chp varj crkb,Acktkj esa miyC/k 
fdlh Hkh VsDLV ,fMVj ;k oMZ çkslslj dk uke crkb,A  

6- yhczs v‚fQl lqbV ds fofHkUu ?kVd crkb,A çR;sd ?kVd ds ckjs esa ,d ykbu esa le>kb;sA 

7- eSU;qvy VkbijkbVj] bysDVª‚fud VkbijkbVj o oMZ çkslsflax l‚¶Vos;j dh fo'ks"krkvksa dk 
rqyukRed fooj.k cukb;sA 

8- ,d M‚D;wesaV dks n'kkZus ds fy, ç;qä fofHkUu O;wt ds ckjs esa crkb,A 

9- ,d M‚D;wesaV esa VsDLV dks p;u djus ds fofHkUu rjhds D;k gSa\ ,d iSjkxzkQ dks p;u 
djus ds pj.k dkSu&dkSu ls gSa\  

10- Lis'ky dSjsDVlZ D;k gksrs gSa\ vki mUgsa ,d M‚D;wesaV esa fdl çdkj Mky ldrs gSa\  
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11- vki ,d M‚D;wesaV ds dqy 'kCnksa dh la[;k dks dSls fxusaxs\  

12- jkbVj th;wvkbZ ds fofHkUu esU;w dkSu ls gSa\  

13- tc vki jkbVj esa fdlh M‚D;wesaV dks lso djrs gSa rks mls dkSu lk fMQ‚YV ,DlVsa'ku 
çkIr gksrk gS\ ekbØksl‚¶V oMZ M‚D;wesaV esa M‚D;wesaV dks lso djus ds pj.k fy[ksaA 

14- M‚D;wesaV esa ikloMZ dk D;k egÙo gS\ vki jkbVj esa ikloMZ dk mi;ksx djrs gq, M‚D;wesaV 
dh lqj{kk dSls djsaxs\  

15- esy etZ D;k gksrk gS\ 'kknh ds dkMZ~l ij isLV djus gsrq esfyax yscYl cukus ds pj.k 
fy[ksaA 

16- Rkkfydk ds D;k ykHk gSa\ d{kk 8oha dk viuk fjiksVZ dkMZ Rkkfydk Q‚esZV esa cuk,aA 

17- fdlh vkbZVh baMLVªh esa QhYM foftV gsrq vius eq[; v/;kid dks ,d vkosnu fy[ksaA 

O;kogkfjd ç'u  

1- çrhd dh enn ls jkbVj dks [kksysa o ckgj fudysaA nksckjk jkbVj dks MsLdV‚i ij miyC/k 
,Iyhds'kal fodYi ls [kksysaA 

2- viuh çSfDVdy uksVcqd esa LVS.MMZ Vwyckj ds lHkh vkbd‚Ul ds fp= cuk,a vkSj muds 
mi;ksx fy[ksaA 

3- viuh çSfDVdy uksVcqd esa Q‚esZfVax Vwyckj ds lHkh vkbd‚Ul ds fp= cuk,a vkSj muds 
mi;ksx fy[ksaA 

4- ,d u;k VsDLV M‚D;wesaV cuk,a ¼esU;w ckj dk mi;ksx djrs gq,½ ftlesa viuk uke] irk o 
Ldwy dk uke fy[ksaA bl Qkby dks ek; M‚D;wesaV 1 dk uke nsrs gq, MsLdV‚i yksds'ku 
ij lso djsaA   

5- ek; M‚D;wesaV 1 M‚D;wesaV dks [kksysa mlesa viuk fMohtu o d{kk v/;kid dk uke Mkyrs 
gq, mls la'kksf/kr djsaA bl Qkby dks vU; fdlh yksds'ku ij ek; M‚D;wesaV 2 ds uke ls 
lso djsaA 

6- nksuksa MkD;wesaV~l [kksysa o ,d ls nwljs ij fLop djsaA buesa ls ,d dks can dj nsa vkSj 
nwljs dks ek; M‚D;wesaV 3 ds :i esa ikloMZ ds lkFk lso djsaA 

7- ek; M‚D;wesaV 3 dks [kksysa o mls 50%] 75%] 130% o 200% ij twe djA  

8- ek; M‚D;wesaV 1 Qkby dks [kksysa o uhps c‚Dl esa fn, x, VsDLV dks mlesa Vkbi djsaA 

The Word completion facility is little different than Auto Correct facility. While typing as 

and when you type two-three characters, Writer tries to guess which word you are typing 

and offers to complete the word for you. To accept the suggestion, press Enter. Otherwise, 

continue typing. Note that this facility is available only for those words which are already 

typed in the same document that is the word completion facility is available for a word 

getting typed at least for second time. 
M‚D;wesaV dks can dj nsa o mls lso djsaA 
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9- ek; M‚D;wesaV 2 dks [kksysa o mlesa vius jkT; ds de ls de 15 'kgjksa ds uke Vkbi djsaA 
dV o isLV dk mi;ksx djrs gq, mUgsa 'kCndks'k ds Øe esa yxk,aA 

10- ek; M‚D;wesaV 3 dks [kksysa o ek; M‚D;wesaV 1 ds igys rhu okD; d‚ih djsa o nksuksa Qkbyksa 
dks can dj nsaA  

11- ek; M‚D;wesaV 2 dks [kksysa o fuEufyf[kr dks M‚D;wesaV ds var esa Vkbi djsa %   

Ø-la- uke 'kgj dqy vad ¼300 esa ls½ 
1- fj;k  bankSj 245  

2- gjeu bVkjlh 267  

3- t;ar Hkksiky 276 

4- vfojy  tcyiqj 284  

5- vH;qn;  mTtSu  235 

6- vya—rk  Xokfy;j  258  

12- ek; M‚D;wesaV 2 dks [kksysa ftlesa vkius 'kCndks'k Øe esa 15 'kgjksa ds uke LVksj fd;s gSaA 
Øe la[;k 3 o 7 ds 'kgjksa dks fMyhV djsa | vkids fMyh'ku dks iwoZor djsa vkSj Øe 
la[;k 5 o 8 ds 'kgjksa dks fMyhV djsaA 

13- ek; M‚D;wesaV 1 dks [kksysaA mlesa --- 'kCn dks <wa<sa o mls ----- 'kCn ls cnysa vxj og okD; 
ds 'kq#vkr esa u gksA 

14- ek; M‚D;wesaV 3 dks [kksysa o Hkksiky ds vfrfjr vU; lHkh 'kgjksa ds lkeus dSjsDVj 0 MkysaA 
Hkksiky ds lkeus dSjsDVj@MkysaA 

15- rhljs iSjkxzkQ ds 'kCnksa dh la[;k fudkysaA 

16- viuk [kqn dk irk Vkbi djsa vkSj mls v‚Vks VsDLV ds Rkkfydk esa LVksj djsaA mldk 
mi;ksx fdlh vU; M‚D;wesaV esa djsaA 

17- uhps fn, vuqlkj lsYl dks etZ djrs gq, Rkkfydk cuk,aA mlds pj.k fy[ksaA 

18- fuEufyf[kr Rkkfydk esa fn[kk, vuqlkj d{kk 9 ds fdUgha 5 Nk=ksa dks pqusa vkSj ,d Rkkfydk 
cukrs gq, muds ifj.kke n'kkZ,¡ %  

Ø-la- jksy ua 
fganh 

vaxzsth xf.kr foKku lkekftd foKku 

1- 1 25 24 24 25 24 

2- 4 15 23 26 23 15 
3- 6 25 21 24 25 17 
4- 7 24 20 17 24 24 
5- 9 22 16 23 21 26 
6- 11 20 18 22 22 26 
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19- uhps fn, x, dk;Z djsa   

¼d½ ,d M‚D;wesaV esa dqy 'kCnksa dh la[;k dks fxuus ds pj.k fy[ksaA 

¼[k½ D;k vuqyac ¼oVhZdy½ Cy‚d dks p;u djuk laHko gS \ ;fn gk¡] rks mlds pj.k fy[ksaA 

¼x½ jkbVj esa vyx&vyx txg ij fLFkr ¼u‚u&d‚ulsD;wfVo½ VsDLV dks p;u djus ds 
pj.k dkSu ls gSa \  

¼?k½ jkbVj esa Lis'ky dSjsDVj D;k gS vkSj mls ,d M‚D;wesaV esa dSls Mkyk tk ldrk gS \  

20- uhps fn, x, dk;Z djsa  

¼d½ d‚ye dh pkSM+kbZ dks cnysa rkfd lkexzh mlds Hkhrj vPNs ls cSB lds ¼VsDLV ,dne 
lgh&lgh fQV gksuk pkfg,] u T;knk] u de½  

¼[k½ Rkkfydk dks lsaVj iksth'ku ij ysdj tk,aA  

¼x½ jks dh gkbZV c<+k,aA 

¼?k½ lHkh lsYt ds MsVk dks yacor ckbZa vksj lajsf[kr djsaA 

¼³½ vafre d‚ye ds ckbZa rjQ ,d d‚ye tksM+sa vkSj mlesa lHkh Nk=ksa }kjk çkIr dqy vad 
Vkbi djsaA 

¼p½ nwljs lsy dks vkM+s esa ¼g‚fjt‚¡Vyh½ nks lsy esa foHkkftr djsa vkSj Åijh o fupys lsy 
esa fo"k; dk uke o jksy uacj Vkbi djsaA 

¼N½ igys tksM+s x, ck,¡ d‚ye esa ,d d‚ye tksM+sa vkSj vafre d‚ye dh lkexzh dks bl 
uohu d‚ye esa yk,aA 

¼t½ vafre d‚ye esa vkSlr vad Vkbi djsaA  

21- uhps fn, vuqlkj Rkkfydk cuk,aA tgk¡ vko';drk gks ogka lsy etZ dk mi;ksx djsaA 

jkT;% e/; çns'k 

 

Qly dk uke xsgwa nky pkoy vkSlr 

iwoZ 504 240 274 339-33 

if'pe 547 455 108 370 

mÙkj 444 208 206 286 

nf{k.k 247 647 648 514 
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22- oMZ çkslslj dk mi;ksx djrs gq, d{kk IX ds fy, fuEukuqlkj VkbZeRkkfydk cuk;k x;k 
Fkk – 

VkbZeRkfydk% d{kk IX&D  

d{kk v/;kid – d[kx 
lkse 
  

fganh xf.kr xf.kr vaxzsth lk-fo- foKku lkekftd lkeftd 

eaxy  foKku  foKku lk-fo- vaxzsth  xf.kr  xf.kr  fganh  lk-fo- 
cq/k  lk-fo- xf.kr  foKku vaxzsth  çSfDVdy çSfDVdy çSfDVdy  [ksydwn  
xq#  vkbZVh  vkbZVh  xf.kr  vaxzsth  foKku lk-fo- lk-fo- [ksydwn  
'kqØ  xf.kr  xf.kr  foKku vaxzsth  lk-fo- fganh  xf.kr  lhVhih  
       

d{kk v/;kid us mlesa dqN ifjorZu fd;s o vc ;g VkbZeRkkfydk ,slk fn[kuk pkfg, &  

d{kk v/;kid – d[kx  
1- 2- 3- 4- 5-  6- 7- 8- 

lkse fganh xf.kr vaxzsth lk-fo- foKkua lkekftd lkeftd 

eaxy foKku lk-fo vaxzsth xf.kr xf.kr fganh lk-fo- 
cq/k  lk-fo- xf.kr foKku vaxzsth çSfDVdy çSfDVdy [ksydwn 

xq#  vkbZVh xf.kr vaxzsth foKku lk-fo- [ksydwn 

'kqØ  xf.kr foKku vaxzsth lk-fo- fganh xf.kr lhihVh 
'kfu  /;ku xfrfof/k gkml ehfVax cky lHkk 
 

oMZ çkslsflax ds mu QhplZ ds uke crk,a ftudk mi;ksx bu ifjorZuksa dks djus ds fy, gksxkA 
lq>k;s x, ifjorZu fuEukuqlkj gksaxsA 

1- gsMykbu lsaVj vykbu gksuh pkfg,A 

2- d{kk v/;kid dk uke igyh jks ds lHkh d‚ye esa gqvk gksuk pkfg,A  

3- igyh jks ds ckn ,d vkSj jks tksM+sa rkfd ihfj;M uacj fy[kk tk ldsA 

4- fnuksa ds uke cksYM o bVSfyDl esa gksus pkfg,A 

5- iwjs Rkkfydk esa tgk¡&tgk¡ ij Hkh dksbZ fo"k; yxkrkj nks d‚ye esa vk;s] og nksuksa d‚ye esa 
gqvk ,d ckj gh fn[kkbZ nsuk pkfg,A 

6- pkSFks ihfj;M ds ckn ,d d‚ye gksuk pkfg, ftlesa czsd fy[kk tk ldsA  

7- 'kfuokj ds fy, Hkh ,d jks gksuh pkfg,A  

8- ihfj;M uacj o czsd cksYM esa gksus pkfg,A  

9- czsd dh c‚MZj fVd lkbt esa gksuh pkfg,A  

10- Rkkfydk e/; lajsf[kr gksuh pkfg,A 
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bdkbZ 4 bysDVª‚fud LçsM'khV 

ifjp; 

vius nSfud thou esa ;k dk;ZLFky ij gesa fofHkUu x.kuk,¡ djuh iM+rh gSaA x.kuk dh 
ç—fr ds vk/kkj ij fofHkUu fof/k;ksa dk mi;ksx fd;k tkrk gSA ge ljy x.kuk djus ds fy, 
viuh maxfy;ksa ;k ekufld x.kukvksa dk mi;ksx djrs gSa vkSj yach x.kuk ds fy, dSydqysVj 
dk mi;ksx djrs gSaA foKku vkSj bathfu;fjax esa] oSKkfud dSydqysVj dk mi;ksx tfVy x.kuk 
djus ds fy, fd;k tkrk gSA LçSM'khV ,fIyds'ku ,d midj.k gS] ftldk mi;ksx lHkh çdkj 
dh x.kukvksa dks vklkuh ls vkSj lVhd :i ls djus ds fy, fd;k tkrk gSA 

vkius cpiu esa xf.kr dk vH;kl djus ds fy, jkst vkSj d‚ye ls fpfàr NksVs lsy 
okyh ,d fo'ks"k uksVcqd dk mi;ksx fd;k gksxkA geus xq.ku Rkkfydk Hkh lh[kh gSA LçsM'khV 
daI;wVj LØhu ij MsVk fo'ys"k.k vkSj x.kuk djus ds fy, jkst vkSj d‚ye dh ,d yach 'khV 
gSA nwljs 'kCnksa esa] LçsM'khV ,d fxzM gS tks jkst vkSj d‚ye esa MsVk dks var%fØ;kRed :i ls 
çcaf/kr vkSj O;ofLFkr djrh gSA bls bysDVª‚fud LçsM'khV Hkh dgrs gSaA bldk mi;ksx foÙkh; 
vkSj ys[kk nLrkostksa ds çca/ku] MsVk fjiksVZ cukus] pkyku cukus] oSKkfud vkSj lkaf[;dh; 'kks/k 
ls MsVk fo'ys"k.k vkSj MsVk ij fofHkUu x.kuk djus ds fy, fd;k tkrk gSA 

,d LçSM'khV l‚¶Vos;j MsVk ds xzkfQdy çLrqrhdj.k dks LVksj] eSfuiqysV vkSj fØ,V 
dj ldrk gSA 

mi;ksxdrkZ ,d LçsM'khV esa MsVk ntZ dj ldrk gS] Q‚esZfVax dj ldrk gS] fu.kZ; ysus 
ds fy, MsVk dh x.kuk vkSj fo'ys"k.k dj ldrk gSA mi;ksxdrkZ ds MsVk ds vykok] LçsM'khV 
iSdst cgqr gh ifj"—r rjhds ls lkekU; xf.krh;] foÙkh;] lkaf[;dh; vkSj rkfdZd lapkyu ds 
fy, varfuZfgr Q‚ewZyk vkSj QaD'ku Hkh çnku djrs gSaA LçsM'khV iSdst O;kid :i ls MsVk 
fo'ys"k.k vkSj ,dkmafVax vuqç;ksxksa ds fy, mi;ksx fd, tkrs gSaA bu {kerkvksa ds dkj.k 
LçSM'khV iSdst lajfpr MsVk rS;kj djus vkSj çkslsflax ds fy, ,d lkoZHkkSfed dk;ZØe ds :i 
esa mi;ksx fd, tkrs gSaA 

 tSls&tSls LçSM'khV cM+s gksrs x, mUgsa çcaf/kr djuk eqf'dy gksrk x;kA LçSM'khV ds 
c<+rs vkdkj dks laHkkyus ds fy,] odZcqd dh vo/kkj.kk dh igpku dh xbZ FkhA fyczs v‚fQl 
dSYd dk mi;ksx fuEufyf[kr xfrfof/k;ksa dks lVhd vkSj dq'kyrk ls djus ds fy, fd;k tkrk 
gSA 

• MsVk dk lkj.khdj.kA 

• ljy xf.krh; x.kukA 

• Q‚ewZyk vkSj QaD'kUl dk mi;ksx djrs gq, tfVy x.kukA 

• MsVk dks vkjksgh vkSj vojksgh Øe¼l‚fVaZx½ esa O;ofLFkr djukA 

• vko';d MsVk fQYVj djukA 

• MsVk dh oS/krk dh tk¡p djsaA 

• ikloMZ dk mi;ksx dj MsVk dh lqj{kkA 

• Hkfo"; esa mi;ksx ds fy, cprA 
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fyczs v‚fQl dSYd ds lkFk 'kq#vkr djukA 

fofHkUu l‚¶Vos;j d‚jiksjs'ku }kjk fofHkUu çdkj ds LçsM'khV ,fIyds'ku fodflr fd, 
x, gSaA fyczs v‚fQl dSYd fyczs v‚fQl lwV dk LçsM'khV ,fIyds'ku gSA 

fyczs v‚fQl dSYd 'kq: djuk 

v‚ijsfVax flLVe fyuDl ¼mcaVw½ dks LFkkfir djrs le; fyczs v‚fQl fMQ‚YV :i ls 
fyczs v‚fQl ¼jkbVj] dSYd] baçsl] vkfn½ ds çR;sd ?kVd ds fy, vkbdu ds lkFk LFkkfir gks 
tkrk gSA bu fpàksa dks y‚Upj ij j[kk tkrk gSA foaMkst esa] vkidks fyczs v‚fQl dks bldh 
vkf/kdkfjd osclkbV ls MkmuyksM djuk gksxk vkSj bls vius daI;wVj ij baLV‚y djuk gksxkA 

foaMkst esa fyczs v‚fQl dSYd 'kq: djuk 

• foaMkst esa] LVkVZ esU;w ;k MsLdV‚i ij fyczs v‚fQl dk 'k‚VZdV [kkstsaA fyczs v‚fQl [kksyus 
ds fy, 'k‚VZdV ij Mcy fDyd djsaA 

• ;k foaMks esuw ij fDyd djsa] fyczs v‚fQl ,fIyds'ku pqusa] fQj fyczs v‚fQl dSYd ij 
fDyd djsa ¼fp= 4½A dSYd LçsM'khV foaMks [kqysxhA 

 

fp= 4-1 % foaMkst esa fyczsv‚fQl dSYd 'kq: djuk 

c½ fyuDl esa fyczs v‚fQl dky 'kq: djuk 

mcaVw fyuDl esa] ,fIyds'ku y‚Upj ij dky vkbdu <wa<sa ;k ̂ ^'kks ,fIyds'ku^^ ij fDyd 
djds bls [kkstsa tSlk fd fp= 4-2 fn[kk;k x;k gSA 
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fp= 4-2% mcaVw fyuDl esa fyczs v‚fQl dSYd 'kq: djuk 

fyczs v‚fQl dSYd ds Hkkx 

fp= 4-3 fyczs v‚fQl dSYd ds Hkkxksa dks n'kkZrk gSA  

Hkkxksa ds ckjs esa laf{kIr fooj.k uhps fn;k x;k gSA 

 

    dqbd ,Dlsl Vwyckj  VkbVy ckj  fjcu   daVªksy cVu 

 

 

 

 

 
 
  uke c‚Dl dk;Z lfEefyr djuk  QkewZyk ckj   d‚ye 'kh"kZd Q‚esZfVax Vwy ckj yacor LØksy ckj 
 

  

 

 

 

 

 

odZ'khV usfoxs'ku 'khV VSc   LVsVl ckj              lokZf/kd dk;Z ifj.kke  twe d.Vªksy  
  

fp= 4-3 % fyczsv‚fQl dSYd ds Hkkxksa dks n'kkZus okyk mi;ksxdrkZ baVjQslA 
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d- VkbVy ckj% 'kh"kZ ij fLFkr VkbVy ckj] orZeku LçsM'khV dk uke fn[kkrk gSA tc 
LçSM'khV ubZ cukbZ tkrh gS] rks mldk uke vukekafdr X gksrk gS] tgka X ,d la[;k 
gksrh gSA igyh cukbZ xbZ LçSM'khV dk uke vukekafdr 1 gS vkSj blh rjg nwljk 
vukekafdr 2 gS A 

[k.  esuw ckj% esuw ckj VkbVy ckj ds Bhd uhps fLFkr gksrk gSA blesa fofHkUu dk;ksaZ ds fy, 
dekaM okys esuw 'kkfey gSaA çR;sd esuw vkbVe esa ,d lc&esuw gksrk gS ftls iqy&Mkmu 
esuw dgk tkrk gSA fofHkUu esuw enksa dks la{ksi esa uhps le>k;k x;k gSA 

1- Qkby% blesa iwjs M‚D;wesaV ij ykxw dekaM 'kkfey gSa & vksiu] lso] fotkMZ] pdf ds :i 
esa ,DliksVZ] fçaV] fMftVy gLrk{kj vkfnA 

2- ,fMV% ,fMV dekaM 'kkfey gSa & vuMw] dV] d‚ih] isLV] p;u] QkbaM vkSj blh rjg 
fjIyslA 

3- O;w% ;wtj baVjQsl dks la'kksf/kr djus ds fy, dekaM 'kkfey gSa & Vwyckj] d‚ye vkSj 
jks gsMj] Qqy LØhu] twe vkfnA 

4- bUlVZ% blesa LçsM'khV esa rRoksa dks lfEefyr djus ds fy, dekaM 'kkfey gSa & best] 
ehfM;k] pkVZ] v‚CtsDV] 'ksIl] fnukad] le;] gSMj vkSj QqVjA 

5- Q‚esZV% blesa LçsM'khV ds ysvkmV dks la'kksf/kr djus ds fy, dekaM gksrs gSa & lsy] jks] 
d‚ye] ist] LVkby vkSj Q‚esZfVax] ,ykbuesaV vkfnA 

6- LVkbYl% LVkbYl ds çca/ku ds fy,A 

7- 'khV% blesa lsy] jks vkSj d‚ye bUlVZ vkSj fMyhV] bUlVZ 'khV] jhuse 'khV] Qhy lsy 
vkfn ds fy, dekaM gksrs gSaA 

8- MsVk% MsVk dks efuiqysfVax djus ds fy, dekaM 'kkfey gSa & fMQkbaM jsat] l‚VZ] bR;kfnA 

9- VwYl% LçSM'khV dks tkapus vkSj vuqdwfyr djus ds fy, fofHkUu QaD'kUl 'kkfey gSa & 
Lisfyax] ySaXost] xSyjh] eSØkst bR;kfnA 

10- foaMks% foaMks çnf'kZr djus ds fy, dekaM 'kkfey gSa & U;w foaMks] foHkkftr bR;kfnA 

11- gsYi% l‚¶Vos;j vkSj vU; fofo/k dk;ksaZ esa 'kkfey gsYi ç.kkyh ds fyad 'kkfey gSa & 
gsYi] ykblsal buQkesZ'ku] viMsV ds fy, tkap vkfnA 

Vwyckj% dSYd fMQ‚YV :i ls dk;Z{ks= ds 'kh"kZ ij LVSaMMZ vkSj Q‚esZfVax Vwyckj ds lkFk [kqyrk 
gSA ;s Vwyckj lkekU; dekaM vkSj QaD'kUl dh ,d foLr`r J`a[kyk çnku djrs gSaA ekml dlZj 
dks fdlh Hkh vkbdu ij j[kus ls ,d NksVk c‚Dl çnf'kZr gksrk gS ftls VwyfVi dgk tkrk 
gSA ;g vkbdu QaD'ku dk laf{kIr fooj.k nsrk gSA 

1- LVSaMMZ Vwyckj% LVSaMMZ Vwy ckj LçsM'khV ij dke djrs le; mi;ksx fd, tkus okyh 
,fMfVax] vjsaZftax] fQYVfjax bR;kfn tSls vf/kdka'k lkekU; dk;ksaZ ds fy, vkbdu fn[kkrk 
gSA 

2- Q‚esZfVax Vwyckj% Q‚esZfVax Vwyckj esa Q‚esZfVax MsVk'khV ls lacaf/kr lcls lkekU; v‚ijs'ku 
gSA blesa Q‚UV flysD'ku] VsDLV dk lkbt] ,ykbuesaV] lsy oSY;w Q‚esZfVax vkSj baMsaVs'ku 
vkfn ds fy, cVu 'kkfey gSaA 
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3- Q‚ewZyk Vwyckj% ;g lsy esa Q‚ewZyk ntZ djus vkSj ,fMfVax djus dh vuqefr nsrk gSA 
Q‚ewZyk ckj esa fuEufyf[kr 'kkfey gSa% 

• uke c‚Dl% lsy js¶jsUl fn[kkrk gS] mnkgj.k ds fy, A1A 

• QaD'kal fotkMZ% miyC/k QaD'kal dh lwph ls QaD'ku dks [kkstsaA 

• ;ksx ¼le½% p;fur lsy ds Åij ds lsy esa la[;kvksa dk ;ksx djus ds fy, mi;ksx 
fd;k tkrk gSA;ksx dks p;fur lsy esa j[kk x;k gSA 

• QaD'ku% QaD'ku vkbdu ij fDyd djus ls flysDVsM lsy esa ,d cjkcj ¼¾½ lkbu 
bUlVZ gksrk gS vkSj buiqV ykbu Q‚ewZyk dks ,aVj djus dh vuqefr nsrh gSA 

• buiqV ykbu% flysDVsM lsy ¼MsVk] Q‚ewZyk];k QaD'ku½ dh lkexzh dks çnf'kZr djrk 
gS vkSj lsy lkexzh dks ,fMfVax djus dh vuqefr nsrk gSA buiqV ykbu {ks= ds 
vanj ,fMfVax djus ds fy,] {ks= esa fDyd djsa] fQj ifjorZu Vkbi djsaA djsaZV lsy 
esa ,fMV djus ds fy,] lsy esa cl Mcy&fDyd djsaA 

¼?k½ odZ'khV% dSYd esa odZ'khV dks LçsM'khV ds :i esa Hkh tkuk tkrk gSA LçsM'khV esa dbZ 'khV 
gks ldrh gSaA çR;sd 'khV esa jkst vkSj d‚ye esa O;ofLFkr dbZ vyx&vyx lsy gks 
ldrs gSaA 'khV VSc viuk fMQ‚YV uke 'khV1] 'khV2] 'khV3,--- ds :i esa fn[kkrk gSA 

 

fp= 4-4% jkst] d‚ye vkSj ,fDVo lsyA 

¼M+½ jkst vkSj d‚ye% 'khV dks yacor d‚ye vkSj {kSfrt jkst esa foHkkftr fd;k x;k gSA çR;sd 
'khV esa vf/kdre 1]048]576 ¼220½ jkst vkSj 1024 ¼210½ d‚ye gks ldrs gSaA jkst dh la[;k 
1]2]3]4]--- vkSj d‚ye dh la[;k A] B] C] D]…-] Z] AA] AB] AC]…-] AZ] BA -- BZ] CA]…] AMJ- 

¼p½ lsy vkSj lsy ,Mªsl% ,d jkst vkSj d‚ye dk çfrPNsnu lsy dgk tkrk gSA ;g ,d 
LçsM'khV dk ewy rRo gSA ;g MsVk j[krk gS] tSls VsDLV] uacj] Q‚ewZyk bR;kfnA ,d lsy 
dk ,Mªsl mlds d‚ye ¼v{kj½ vkSj jkst la[;k }kjk n'kkZ;k tkrk gSA mnkgj.k ds fy, 
D4] E9] Z89 lsy ,Mªsl ds ekU; mnkgj.k gSaA 

1- ,fDVo lsy% LçsM'khV esa] lsy og LFkku gS tgk¡ ge MsVk ntZ djrs gSaA lsy esa fdlh Hkh 
MsVk dks ntZ djus ls igys] ml ij dlZj j[kdj igys mldk p;u djuk gksrk gSA tc 
ge ekml dlZj dks lsy ij j[krs gSa] rks ;g p;u gks tkrk gS] vkSj mi;ksxdrkZ ls MsVk 
ysus ds fy, rS;kj gksrk gSA bl p;u ;k ,fDVosVsM lsy dks ,fDVo lsy dgk tkrk gSA 
;g ges'kk ,d eksVh lhek ds lkFk gkbykbV fd;k tkrk gSA ,fDVo lsy dk ,Mªsl uke 
c‚Dl esa çnf'kZr gksrk gSA B3 odZ'khV esa ,fDVo lsy ds :i esa fp= fn[kkrh gSA 
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   vkb, vH;kl djsa 1 

   fuEufyf[kr dk lsy ,Mªsl fy[ksa 

• igyh j‚ vkSj igyk d‚ye----------- 

• igyk d‚ye vkSj vkf[kjh j‚----------- 

• igyh j‚ vkSj vkf[kjh d‚ye----------- 

• vafre d‚ye igyh j‚--------- 

• lkroka d‚ye vkSj nloha j‚-------- 

• nloka d‚ye vkSj mUuhloha j‚--------- 

• lsy ,Mªsl LK89 j‚ la[;k ---------------------- vkSj d‚ye v{kj ---------------------- esa fLFkr gS 

2- odZ'khV esa lfØ; lsy% lsy esa MsVk ntZ djus ds fy, bls igys pquk tkuk pkfg,A 
odZ'khV esa ,fDVo lsy dks dqath ;k dqaft;ksa ds la;kstu }kjk ys tk;k vkSj pquk tk ldrk 
gSA 

dqath ;k dqaft;ksa 
la;kstu 

dqath ;k la;kstu dk ifj.kke 

Arrow keys 

¼←↑→↓½  
flaxy lsy dks ,jks dh fn'kk esa ys tk,aA 

Ctrl + Arrow Keys ;g lsy dks ,d fo'ks"k fn'kk esa MsVk jsat ds var esa ys tkrk gSA 
Home  ;g ml j‚ ds lkFk d‚ye A esa ys tkrk gS tgka ,fDVo lsy gSA 
Ctrl + Home ;g lsy dks A1 fLFkfr esa ys tkrk gSA 
Ctrl + End  ;g MsVk jsat ds fupys nk,a lsy esa ys tkrk gSA 
Page Up ;g odZ'khV dks ,d LØhu Åij ys tkrk gSA 
Page Down  ;g odZ'khV dks ,d LØhu uhps ys tkrk gSA 

3- lsy dh jsat% odZ'khV esa vklUu lsYl dk ,d Cy‚d ftls gkbykbV fd;k tkrk gS ;k 
pquk tkrk gS mls lsy dh jsat dgk tkrk gSA uhps nh xbZ odZ'khV dk fujh{k.k djsaA 

• d‚ye jsat d‚ye esa QSys lsYl dh la[;k gSA lsy ds ,Mªsl dks ,d Øe esa flaxy d‚ye 
ysVj vkSj eYVhiy jks uacj }kjk n'kkZ;k tkrk gSA bl mnkgj.k esa d‚ye v{kj C fLFkj 
gS] ftlesa 2 ls 7 rd dh jkst gSaA lsYl dh jsat C2 esa 'kq: gksrh gS vkSj C7 esa lekIr 
gksrh gSA lsYl dh bl jsat esa lsYl gksrh gSa] vFkkZr~ C2] C3] C4] C5] C6 vkSj bls C2%C7 
}kjk n'kkZ;k tkrk gS tSlk fd fp= 4-5 esa fn[kk;k x;k gSA 

 

fp= 4-5% d‚ye jsat 
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• jks jsat jks esa QSyh gqbZ lsYl dh la[;k gSA lsy irk flaxy jks la[;k }kjk n'kkZ;k tkrk gS 
ftlesa d‚ye B ls D d‚ye esa fHkUu gksrs gSaA lsy dh jsat B3 esa 'kq: gksrh gS vkSj D3 esa 
lekIr gksrh gSA lsYl dh bl jsat esa lsYl a gksrh gSa vFkkZr~ B3] C3] D3] vkSj bls B3%D3 
}kjk n'kkZ;k tkrk gS tSlk fd fp= 4-6 esa fn[kk;k x;k gSA 

 

fp= 4-6% jks jsat 

• jks vkSj d‚ye jsat jks vkSj d‚ye esa QSys lsYl dh la[;k gSA ;g jks ,d eSfVªDl gS ftlesa 
jkst dh la[;k vkSj d‚ye dh la[;k gksrh gSA bl mnkgj.k esa] jsat lsy B2 esa 'kq: gksrh 
gS vkSj lsy C7 esa lekIr gksrh gSA lsYl dh bl jsat esa B2 ls B7 rd dh lsYl vkSj C2 
ls C7 rd dh lsYl gksrh gSaA ;g ijkl B2%C7 }kjk n'kkZ;k x;k gS tSlk fd fp= 4-7 esa 
fn[kk;k x;k gSA 

 

fp= 4-7% jks vkSj d‚ye jsat 

uksV% daVªksy dqath dk ç;ksx odZ'khV esa ,d ls vf/kd ^lsYl dh jsat^ dk djus ds fy, fd;k 
tkrk gSA daVªksy dqath  1 dks dhcksMZ ij ^Ctrl^ ds :i esa fpfàr fd;k x;k gSA 

vkb, vH;kl djsa 2 

1- fuEufyf[kr odZ'khV ds vk/kkj ij ç'uksa ds mÙkj nsaA 

2- jsat 1 }kjk çLrqr çFke lsy dk irk D;k gS\ 

3- jsat 1 }kjk çnf'kZr vafre lsy dk irk D;k gS\ 

4- jsat 1 }kjk çnf'kZr lsy jsat fyf[k,A 

5- jsat 2 }kjk çnf'kZr lsy jsat fyf[k,A 

6- ,d jks ds lkFk lsy jsat dk uke D;k gS\ 

7- d‚ye ds lkFk lsy jsat dk uke D;k gS\ 
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8- jsat 3 }kjk n'kkZbZ xbZ lsy jsat fy[ksaA 

9- jsat 3 }kjk n'kkZ, x, lsy jsat esa lsy dh la[;k nsaA 

MsVk ntZ djuk 

lsy esa O;kogkfjd :i ls fdlh odZ'khV esa fdlh Hkh MsVk dks ntZ djus ds fy,] lsy dk 
djuk vko';d gSA lsy esa i‚baVj dks iksft'ku djds lsy dk fd;k tk ldrk gSA ntZ fd;k 
tkus okyk MsVk yscy] ewY;ksa ;k Q‚ewZyk gks ldrk gSA 

1- yscy% yscy ,d dhcksMZ dk mi;ksx djds ntZ fd;k x;k dksbZ VsDLV gSA ;g v{kjksa] 
la[;kvksa vkSj fo'ks"k çrhdksa ds lkFk la;kstu dj ldrk gSA fMQ‚YV :i ls yscy dks 
lajsf[kr NksM+ fn;k tkrk gS tSlk fd fp= 4-8 esa fn[kk;k x;k gSA 

 

fp= 4-8% yscy ckbZa vksj lajsf[kr gksrs gSa vkSj fMQ‚YV ewY;ksa :i ls nk,¡ lajsf[kr gksrs gSaA 

2- ewY;ksa% dsoy la[;kvksa ls ;qä la[;kRed MsVk dks ewY; dgk tkrk gSA fMQ‚YV :i ls 
ewY;ksa lgh lajsf[kr gksrs gSaA ewY;ksa ds fofHkUu :i gksrs gSa] tSls fd iw.kkaZd] n'keyo vkfn] 
tSlk fd fp= 4-9 esa fn[kk;k x;k gSA 

 

fp= 4-9% ewY;ksa lajsf[kr gSaA 

3- QkewZyk% dksbZ Hkh O;atd tks ^¾^ cjkcj ls 'kq: gksrk gS] mls QkewZyk ewY; tkrk gSA 
lehdj.k esa] ^¾^ ds ckn oSY;w] lsy ,Mªsl vkSj QaD'ku] QkewZyk dgykrs gSaA tc fdlh 
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odZ'khV esa fdlh lsy esa QkewZyk ntZ fd;k tkrk gS rks lehdj.k dk ewY; lsy esa çnf'kZr 
gksrk gS vkSj QkewZyk ckj esa fn[kk;k tkrk gSA 

uksV% fiNys ewY; 'kwU; dks çnf'kZr ugha djrs gSaA ;fn dksbZ oSY;w ¼tSls] VsyhQksu uacj½] 
0 ls igys gS] rks igyk v{kj ^O^ çnf'kZr ugha gksrk gS] tc MsVk ewY; gksrk gSA fiNys ^O^ dks 
fn[kkus ds fy,] MsVk çdkj dks ^VsDLV^ ds :i esa fufnZ"V djuk gksxkA 

mnkgj.k% lsy C1 esa lsy A1 vkSj B1 dk dqy ewY; çkIr djuk fp= 4-10 ns[ksaA 

 

fp= 4-10 Q‚ewZyk ds :i esa lehdj.k 

Q‚ewZyksa esa ç;qä xf.krh; v‚ijsVlZ 

LçsM'khV l‚¶Vos;j esa Q‚ewZyksa dk mi;ksx djds la[;kRed MsVk dh x.kuk djus ds 
fy, lcls 'kfä'kkyh fo'ks"krk,a gSaA tSlk fd ge x.kuk ds fy, ,d dSydqysVj dk mi;ksx 
djrs gSa dSYd& tksM+] ?kVkuk] Hkkx] xq.kk vkSj cgqr dqN dj ldrk gSA fyczs v‚fQl dSYd 
Q‚ewZyk ds fy, ekud v‚ijsVjksa dk mi;ksx djrk gS] tSls fd vadxf.krh; v‚ijs'ku ds fy, 
Iyl ¼+½] ?kVkuk ¼&½] xq.kk ¼*½] Hkkx ¼/½A 

uksV% ewY;kadu ds Øe dks czSdsV dk mi;ksx djds cnyk tk ldrk gSA ¼czSdsV ds Hkhrj 
ds lcls igys lehdj.kksa dk ewY;kadu fd;k tkrk gS½A 

xf.krh; v‚ijsVj lapkyd ojh;rk 
+ tksM+ çFke ¼ ½ 
& ?kVko nwljk ^ 
*xq.ku rhljk /] * 
/ foHkktu pkSFkk + ] & 
^ ?kkrkad ¼'kfä½  

ewY;ksa vkSj v‚ijsVjksa dk mi;ksx djds ljy x.kuk 

uhps nh xbZ Rkkfydk 4-1 ewY;ksa vkSj v‚ijsVjksa dk mi;ksx djds fy[ks x, dqN Q‚ewZyk 
fn[kkrh gSA Q‚ewZyk esa ,d ls vf/kd xf.krh; ladkjdksa dks 'kkfey fd;k tk ldrk gSA vkb, 
tkusa fd Øe esa v‚ijsVjksa dk ewY;kadu dSls djsaA Rkkfydk 4-1 vkSj 4-2 ns[ksaA 

Rkkfydk 4-1% ljy QkewZyk fy[kukvksisjVj QkewZyk   ifj.kke 
¼++½ tksM+  23++6 29 

& ?kVuk  0&6 & 6 

¼*½ xq.kk  9*6 54 

¼/½ Hkkx  88/8 11 

¼^½ lehdj.k  2^5 32 

 

Rkkfydk 4-2% ljy lehdj.kksa esa dks"Bdksa dk ç;ksx 
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QkewZyk  lehdj.k ifj.kke 
¾ 4+5*3 ¾ 4++15 19 

¾ (4+5)*3 ¾ 9*3 27 

¾ 5*4^2 ¾ 5*16 80 

¾ ¼5*4½^2 ¾ 20^2 400 

¾ ¼4/4½^2 ¾ 2^2 4 

¾ 16/¼4^2½ ¾ 16/16 1 

 

vkb, vH;kl djsa 3 

v‚ijsVj ojh;rk dk mi;ksx djds fuEufyf[kr lehdj.kksa dk ewY;kadu djsa vkSj fQj 
LçsM'khV esa ifj.kke dk ijh{k.k djsaA 

1. 8-4/2 

2. 5*5+8 

3. 3+5*4 

4. 2^5+8 

5. 3+2^2 

6. 5+6*2^2 

7. 8/4*4 

8. -4/2+2 

9. 1+2^2-2 

10. 4*3/2 

lsy ,Mªsl vkSj v‚ijsVjksa ds lkFk Q‚ewZyk 

lsy ,Mªsl vkSj v‚ijsVjksa ds lkFk Q‚ewZyk ntZ djus dk eq[; ykHk] ,d pj dh rjg 
dke djrk gSA tc lacaf/kr lsYl ds eku cnyrs gSa] rks Q‚ewZyk }kjk çkIr ifj.kke Hkh mlh ds 
vuqlkj v|ru gksrs gSaA eku yhft, fd nks lsy A1 vkSj A2 esa ewY;ksa dks tksM+uk gS vkSj lsy 
A3 esa ;ksx çkIr djuk gSA ;fn ge dlZj dks lsy A3 esa j[krs gSa vkSj cl ewY;ksa dks ¾5+++++8 ds 
:i esa tksM+rs gSa] rks gesa lsy A3 esa lgh tksM+ feysxkA ysfdu vxj ge lsy esa ewY;ksa dks 6 
vkSj A2 ls 7 esa cnyrs gSa] rks gesa fQj ls lsy A3 esa ¾ 6 + 7 fy[kdj vfrfjä çkIr djuk 
gksxkA ysfdu vxj ge lsy A3 esa lkekU; Q‚ewZyk dks bl çdkj fy[krs gSa%  

¾ A1 + A2 fQj gesa lsy A3 esa tksM+ ugha djuk gSA ge lsy A1 vkSj A2 esa ewY;ksa esa ifjorZu 
ds lkFk lacaf/kr tksM+ çkIr djsaxsA 

mnkgj.k% lsy A2] B2 vkSj C2 esa nh xbZ yackbZ] pkSM+kbZ vkSj ÅapkbZ okys c‚Dl ds vk;ru dh 
x.kuk ds fy, lsy D2 esa ntZ fd, x, vk;ru dks fudkyus ds fy, Q‚ewZyk ns[ksa ¼fp= 4-12 
ns[ksa½A 

 

fp= 4-12% c‚Dl dk vk;ru 
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vkb, vH;kl djsa 4 

fp= 4-12 ds vk/kkj ij ,d odZ'khV cuk,aA tc vki lsy A2] B2 vkSj C2 esa vyx&vyx 
eku ntZ djrs gSa] rks d‚ye D esa Q‚ewZyk ls çkIr ekuksa esa ifjorZu dk fujh{k.k djsaA 

uksV% Q‚ewZyk ^¾^ fpà ls 'kq: gksrk gS vkSj leku fpà ¼^¾^½ ds ck,a vksj dqN Hkh ugha 
fy[kk tkuk pkfg,A ;fn vki Q‚ewZyk ls igys ^¾^ yxkuk Hkwy x, gSa] rks bls ,d yscy ds 
:i esa ekuk tk,xkA ;fn vki lsy B2 esa Q‚ewZyk B1¾A2+A3 fy[krs gSa] rks bls ,d yscy 
ds :i esa fy;k tk,xk vkSj x.kuk ugha dh tk,xhA tc vki leku fpà ¼^¾^½ ds lkFk Q‚ewZyk 
ntZ djrs gSa] rks ,d Q‚ewZyk ckj vius vki ,fDVo gks tkrh gSA blls ;g tkuus esa enn 
feyrh gS fd ntZ fd;k x;k VsDLV ,d Q‚ewZyk gS ;k ugha ¼fp= 4-14½A 

 

fp= 4-13% Q‚ewZyk dk xyr rjhdk 

 

fp= 4-14% Q‚ewZyk dk lgh rjhdk 

 mnkgj.k% vkb, ge fuEufyf[kr vkbVEl dh LVs'kujh dh [kjhnkjh fcy rS;kj djus ds fy, 
,d lk/kkj.k LçsM'khV cukrs gSaA 

oLrq                      ek=k               bdkbZ ewY; 

jftLVj                                     1  40 

flaxy :y d‚ih                      12  25 

uksVcqd                    6                   30 

isafly c‚Dl                   1 50 

jax c‚Dl                                    1 120 

usVcqd doj                                20 3 

 

LçSM'khV cukus ds LVsi uhps crk, x, gSa% 

pj.k 1% ekud çfØ;k dk mi;ksx djds fyczs v‚fQl dSYd [kksysaA 

pj.k 2% /;ku nsa fd dSYd esa Lopkfyr :i ls odZ'khV cuk gSaA odZ'khV dks fof'k"V uke nsa 
^LVs'kujh fcy^A ;g djus ds fy, 
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• esuw 'khV pqusa → jhuse 'khVA 

• odZ'khV dks mi;qä uke nsa] ^LVs'kujh fcy^ vkSj OK ij fDyd djsaA odZ'khV ds uke esa 
cnyko ij /;ku nsaA 

pj.k 3% mijksä Rkkfydk esa fn, x, MsVk dks odZ'khV esa ntZ djsaA 

odZ'khV ^LVs'kujh fcy^ esa mijksä MsVk ntZ djus ds fy, fuEufyf[kr dk;Z djsa% 

• lsy ij fDyd djsa ¼fDyd dk vFkZ gS ck;k¡ fDyd½A ^^vkbVe^^ 'kCn ntZ djsa vkSj ,aVj 
dqath nck,aA 

• lsy B1 ij fDyd djsaA ^^ek=k^^ 'kCn ntZ djsa vkSj ,aVj dqath nck,aA 

• lsy C1 ij fDyd djsaA ^^;wfuV ewY;^^ 'kCn ntZ djsa vkSj ,aVj dqath nck,aA 

d‚ye dk vkdkj cnyus ds fy, mls [khap ldrs gSaA vkbVEl dk uke ntZ djrs le; 
d‚ye dk vkdkj cnyuk vko';d gks ldrk gSA vkdkj cnyus ds fy, ekml dks d‚ye ds 
fdukjs ij j[ksa vkSj bls vko';d yackbZ rd [khapsaA gsfMax lsy dk djsa vkSj Q‚esZfVax Vwyckj 
dk mi;ksx djds mUgsa cksYM djsaA vc MsVk ntZ djsa rkfd odZ'khV fp= 4-15 esa fn[kk, vuqlkj 
fn[kkbZ nsA 

 

fp= 4-15 % VsDLV uacj vkSj Q‚ewZyk dh MkVk ,aVªhA 

pj.k 4% odZ'khV dks mi;qä uke ls lso djsa rkfd MsVk [kks u tk,A odZ'khV dks lso 
djus ds fy, Qkby & lso ij fDyd djsaA ,d lso Mk;y‚x c‚Dl fn[kkbZ nsxk tSlk fd 
fp= 4-16 esa fn[kk;k x;k gSA ml LFkku dk djsa tgk¡ vki Qkby dks lso djuk pkgrs gSaA 

 

fp= 4-16% lso Mk;y‚x c‚Dl dk mi;ksx djds odZ'khV dks lso djukA 
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Qkby dk uke ntZ djsa] ^LVs'kujh fcy^ vkSj lso cVu ij fDyd djsaA LçSM'khV Qkby 
fMQ‚YV :i ls uke ds lkFk -ODF Q‚esZV esa lso gks tk,xhA 

 LVs'kujh_fcy-odf Hkfo"; esa bls iqu%çkIr djus ds fy, Qkby dk uke vkSj LFkku ;kn 
j[ksaA blesa çR;sd oLrq dh dqy ykxr dh x.kuk djsa 

 LçSM'khV VkbVy ntZ djsa D;ksafd ge ^;wfuV ewY;^ ds Bhd ,d u;k d‚ye Mkysaxs 
vkSj lsy D1 esa VkbVy ^;wfuV ewY;^ ds :i esa nsaxsA ;gka gesa u;k d‚ye Mkyus dh vko';drk 
ugha gSA pwafd ge LçSM'khV dks Øfed :i ls ,fMV dj jgs gSa] blfy, vxyk d‚ye MsVk 
,aVªh ds fy, miyC/k gSA gkyk¡fd] ;fn vki fiNys d‚ye esa MsVk ntZ djuk pkgrs gSa rks 
vkidks d‚ye C ls igys d‚ye Mkyuk gksxkA rkfd d‚ye C esa MsVk d‚ye D esa f'k¶V gks 
tk, vkSj ,d [kkyh d‚ye C cu tk,A 

fdlh Hkh d‚ye ls igys d‚ye Mkyus ds fy, dlZj dks d‚ye ds fdlh Hkh lsy ij 
j[ksa] ftlds igys vki d‚ye Mkyuk pkgrs gSa vkSj pqusa 

'khV→  balVZ d‚ye → d‚ye→ 'ks"k d‚ye  ¼fp= 4-17½ 

blh rjg] d‚ye dks nkbZa vksj Mkyus ds fy, pqusa 

'khV→  balVZ d‚ye → d‚ye → d‚ye jkbV 

 

fp= 4-17% LçSM'khV esa d‚ye bUlVZ djuk 

vc çR;sd vkbVe ds fy, d‚ye D esa dqy ykxr dh x.kuk djus ds fy,] lsy D2 
ij dlZj ys tk,¡ vkSj ^jftLVj^ dh dqy ykxr dh x.kuk djus ds fy, Q‚ewZyk ^¾B2*C2^ 
ntZ djsaA gesa vxys vkbVEl ds fy, leku Q‚ewZyk ykxw djus dh vko';drk gSA blfy, 
vxys lsy D3 ls D7 esa ckj&ckj Q‚ewZyk fy[kus ds ctk;] lsy D2 ij fDyd djsa] gksYM djsa 
vkSj bls D7 rd uhps [khapsaA dqy ykxr dh x.kuk ds QkewZys d‚ih djok, tk,axsA /;ku nsa 
fd lsy dk irk vius vki cny tkrk gS tSlk fd fp= 4-18 esa fn[kk;k x;k gSA vc lsy D8 
esa ^¾D2+D3+D4+DS+D6+D7^ ds :i esa Q‚ewZyk ntZ djsa rkfd lHkh vkbVEl dh dqy ykxr 
dh x.kuk dh tk ldsA 
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fp= 4-18 esa n'kkZ, vuqlkj odZ'khV rS;kj djsa 

vkb, vH;kl djsa 5 

lsYl B1 vkSj B2 esa ekuksa dks cnysaA lsy D2] D3] D4] DS] D7 vkSj D8 esa Q‚ewZyksa ls çkIr 
ifj.kkeksa dk fujh{k.k djsaA 

mnkgj.k% ,d ?ku ds {ks=Qy vkSj vk;ru dh x.kuk djuk tc ,d Hkqtk dh yackbZ nh xbZ 
gks ¼fp= 4-19½A 

 

fp= 4-19% ,d ?ku dk {ks=Qy vkSj vk;ru Kkr djuk 

vkb, vH;kl djsa 6 

fp= 4-17 esa n'kkZ, vuqlkj odZ'khV cuk,aA lsy B1 esa eku cnysa vkSj lsy B2, B3 vkSj B4 esa 
Q‚ewZyksa ls çkIr ifj.kkeksa dk fujh{k.k djsaA 

uksV% Q‚ewZyk ls çkIr ifj.kke ¼lsy ,Mªsl ds vk/kkj ij½ ges'kk Lopkfyr :i ls viMsV gks 
tkrs gSa tc Q‚ewZyk esa mfYyf[kr bu lsYl ds eku cnyrs gSaA 

Q‚ewZyk ifj.kke 
=A1*B1-D2  
=D1-C2/A2  
=B3^C3-A3  
=A1*C1/C3  
=D2*C4*E1  
=A3/B3+A2*D1  
=A1+(B2*C2)-B3+C2/B2  
=B2-B3+B1*(D1+D2^B1)  
=A2^B3-C2+A3*(B3+C1)  
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=A3/C3*(D2*D1)  
=D3/C3/B3*A3+B2  
=(D3/(A1+B2))^C2  

x.kuk djus ds fy, QaD'kUl dk mi;ksx 

LVs'kujh fcy ds mnkgj.k esa] fcy dh jkf'k çkIr djus ds fy, lHkh vkbVEl dh dqy 
ykxr dh x.kuk djus ds fy, gesa çR;sd vkbVe dh jkf'k dks tksM+uk gksxkA ge Q‚ewZyk dk 
mi;ksx djds çR;sd lsy dks tksM+ ldrs gSaA lsy D8 ij dlZj j[ksa vkSj 
^¾D2+D3+D4+DS+D6+D6+D7^ Q‚ewZyk ntZ djsa vkSj lsy D8 esa dqy çkIr djsaA ysfdu ;g 
O;kogkfjd :i ls laHko ugha gks ldrk gS] ;fn lSdM+ksa vkbVe gSa vkSj =qfV dh laHkkouk Hkh 
vf/kd gSA tc cM+h ek=k esa MsVk gksrk gS rks dsoy lsy ,Mªsl dk mi;ksx djds Q‚ewZyk fy[kuk 
dfBu vkSj tfVy dk;Z gks tkrk gSA ,slh fLFkfr;ksa esa] fyczs v‚fQl dSYd ^fcYV bu QaD'ku^ 
çnku djrk gSA ;ksx lsYl dh jsat dk ;ksx çkIr djus dk dk;Z gSA blfy, ge lHkh vkbVEl 
dh dqy ykxr çkIr djus ds fy, D8 lsy ¼fp= 4-20½ esa  Sum¼D2%D7½ QaD'ku dk mi;ksx dj 
ldrs gSaA QaD'ku esa gesa dsoy lsy jsat ¼çkjafHkd vkSj vafre lsy ,Mªsl½ 'kkfey djus dh 
vko';drk gSA 

 

fp= 4-20% LçsM'khV esa QaD'ku dk mi;ksx djuk 

lsy MsVk tksM+us ds fy, fuEu esa ls dkSu lh fof/k vf/kd mi;qä gksxh] bl ij fopkj djsaA 

¾ D2+D3+D4+DS+ D6+D7 & fof/k 1 

¾ ;ksx ¼D2%D7½ & fof/k 2 

LçsM'khV vuqç;ksxksa esa fofHkUu {ks=ksa dh vko';drkvksa dks iwjk djus ds fy, fofHkUu QaD'kUl 
gksrs gSaA vkerkSj ij mi;ksx fd, tkus okys cqfu;knh QaD'ku Rkkfydk 4-4 esa fn, x, gSaA 

Rkkfydk 4-4% dkys esa vkerkSj ij mi;ksx fd, tkus okys lkekU; QaD'ku 

QaD'ku flaVsDl  mi;ksx 

;ksx ¾ SUM ¼la[;k l]la[;k 2]-----½ lsYl dh jsat esa fufgr ekuksa dks 
tksM+rk gSA 

vkSlr ¾ AVERAGE la[;k l]la[;k 2]----½   lsy dh jsat esa fufgr ekuksa dk vkSlr 
Kkr djrk gS 



 

118 

vf/kdre  ¾MAX¼la[;k l]la[;k 2]------½ lsYl dh jsat esa fufgr lcls cM+s 
eku dk irk yxkrk gSA 

U;wure  ¾MIN¼la[;k l]la[;k 2]------½ lsYl dh jsat esa fufgr lcls NksVs 
eku dk irk yxkrk gSA 

fxurh  ¾COUNT¼la[;k l]la[;k 2]-----½  lsYl dh ,d jsat ds Hkhrj lsYl dh 
la[;k dh x.kuk djrk gSA 

vkb, ge mu fofHkUu rjhdksa dh igpku djsa ftuesa ,d QaD'ku dk mi;ksx fd;k tk ldrk 
gSA fp= 4-21 esa uewuk MsVk ds vk/kkj ij QaD'kUl ds ifj.kkeksa dk ewY;kadu Rkkfydk 4-5 ls 
Rkkfydk 4-9 rd fd;k tkrk gSA 

 

fp= 4-21% QaD'kUl ij dke djus ds fy, uewuk MsVk 

Rkkfydk 4-5% ;ksx QaD'ku 

Q‚ewZyk vFkZ ifj.kke 
=SUM (A1,B1,C1) lsYl dk ;ksx A1] B1 vkSj C1  17 
=SUM(A1:C1) lsYl dh jsat esa A1 ls C1 rd dh lsYl dk ;ksx  17 
=SUM(A1:C1,B2) A1 ls C1 vkSj B2 rd dh lsYl dh jsat esa lsYl dk ;ksx 24 
=SUM(B1:C2) lsYl dh jsat esa B1 ls C2 rd dh lsYl dk ;ksx  23 
=SUM(A1:A3,C1:C3) lsYl dh jsat esa A1 ls A3 vkSj C1 ls C3 rd dh lsYl 

dk ;ksx  
37 

Rkkfydk 4-6 % vkSlr QaD'ku 

Q‚ewZyk  ifj.kke 
=AVERAGE (A1,B1,C1) A1] B1 vkSj C1 ds lsYl dk vkSlr 5-66 

=AVERAGE (A1:C1)  A1 ls C1 rd dh lsYl dh jsat esa lsYl dk vkSlr 5-66 

=AVERAGE (A1:C1,B2)  A1 ls C1 vkSj B2 rd dh lsYl dh jsat esa lsYl 
dk vkSlr 

6-33 

=AVERAGE (B1:C2)  B1 ls C2 rd dh lsYl dh jsat esa lsYl dk vkSlr 5-75 

=AVERAGE (A1:A3,C1:C3)  A1 ls A3 vkSj C1 ls C3 rd lsYl dh jsat esa 
lsYl dk vkSlr 

6-16 
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uksV% tc vkSlr dh x.kuk dh tkrh gS rks dbZ n'keyo LFkkuksa ds lkFk ,d n'keyo la[;k 
dk mi;ksx fd;k tk ldrk gSA vkidks çklafxd lsy jsat esa vko';d n'keyo LFkkuksa dh 
vko';drk gSA 

Rkkfydk 4-7% eSDl QaD'ku 

Q‚ewZyk fooj.k ifj.kke 
=MAX(A1,B2,C1) lsYl A1] B2 vkSj C1 ds chp lcls cM+k eku Kkr djrk 

gSA 
7 

=MAX(A2:C2,B3) A2 ls C2 vkSj lsy B3 ls lsYl dh jsat ds chp lcls cM+k 
eku Kkr djrk gSA 

8 

=MAX(A1:C1) A1 ls C1 rd dh lsYl dh jsat esa lcls cM+k eku Kkr 
djrk gSA 

7 

=MAX(A1,B1:C2) A1 ls B1 vkSj lsy C2 ls lsYl dh jsat ds chp lcls cM+k 
eku Kkr djrk gSA 

7  

Rkkfydk 4-8% fefuee QaD'ku 

Q‚ewZyk fooj.k ifj.kke 
=MIN(A1,B2,C1)  lsYl A1] B2 vkSj C1 esa ls lcls NksVk eku Kkr djrk gSA 5  

=MIN(A2:C2,B3)  A2] C2 vkSj lsy B3 ls rd dh lsYl dh jsat ds chp lcls 
NksVk eku Kkr djrk gSA 

4  

=MIN(A1:C1) A1 ls C1 rd dh lsYl dh jsat esa lcls NksVk eku Kkr 
djrk gSA 

5  

=MIN(A1,B1:C2) B1 ls C2 vkSj lsy A1 ls lsYl dh jsat ds chp lcls NksVk 
eku Kkr djrk gSA 

4 

Rkkfydk 4-9% x.kuk QaD'ku 

Q‚ewZyk  fooj.k  ifj.kke 
=COUNT(A1,B1) mu lsYl dh la[;k dh x.kuk djrk gS ftuesa lsYl A1] 

B1 ds chp la[;k,¡ gksrh gSaA 
2 

=COUNT(A1:C1) mu lsYl dh la[;k dh x.kuk djrk gS ftuesa A1 ls C1 
rd lsYl dh jsat esa la[;k,¡ gksrh gSaA 

3 

=COUNT(A1:A4) mu lsYl dh la[;k dh x.kuk djrk gS ftuesa A1 ls A4 
rd lsYl dh jsat esa la[;k,¡ gksrh gSaA 

3  

=COUNT(A1:C1,B2) mu lsYl dh la[;k dh x.kuk djrk gS ftuesa A1 ls C 1 

vkSj B2 rd dh lsYl dh jsat esa la[;k,¡ gksrh gSaA 
4 

=COUNT(B1:C3) mu lsYl dh la[;k dh x.kuk djrk gS ftuesa B1 ls C3 
rd lsYl dh jsat esa la[;k,¡ gksrh gSaA 

6 

=COUNT(A1:A3,C1:C3 mu lsYl dh la[;k dh x.kuk djrk gS ftuesa A1 ls A3 
rd lsYl dh jsat esa la[;k,a gksrh gSa vkSj C1 ls C3 rd 
lsYl dh jsat gksrh gSA 

6  
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vkb, vH;kl djsa 7 

QaD'kUl dk mi;ksx djukA 

fp= 4-22 Nk=ksa }kjk rhu vyx&vyx fo"k;ksa esa çkIr vadksa dks n'kkZrk gSA 

 

fp= 4-22% fofHkUu fo"k;ksa esa Nk=ksa }kjk çkIr vad 

QaD'kal dk mi;ksx djds fuEufyf[kr ç'uksa ds mÙkj çnku djsa 

1- gjeu }kjk çkIr dqy vad Kkr djus ds fy, E2 esa Q‚ewZyk fyf[k,A 

2- vU; Nk=ksa ds fy, E2 esa ntZ fd, x, Q‚ewZyk dks d‚ih djsaA 

3- gjeu }kjk çkIr vkSlr vad Kkr djus ds fy, F2 esa Q‚ewZyk fy[ksa\ 

4- vU; Nk=ksa ds fy, F2 esa ntZ fd, x, Q‚ewZyk dks d‚ih djsaA 

5- fganh esa mPpre vad Kkr djus ds fy, lsy B7 esa Q‚ewZyk fyf[k,A 

6- vki vaxzsth vkSj xf.kr esa mPpre vad dSls çkIr djsaxs\ 

7- fganh esa mifLFkr gksus okys Nk=ksa dh dqy la[;k Kkr djus ds fy, lsy B8 esa Q‚ewZyk 
fy[ksa\ 

8- fganh esa U;wure vad Kkr djus ds fy, lsy B9 esa Q‚ewZyk fyf[k,A 

9- vki vaxzsth vkSj xf.kr esa lcls de vad dSls çkIr djsaxs\ 

10- vki fganh] vaxzsth vkSj xf.kr esa mPpre vad dSls çkIr djsaxs\ 

odZ'khV dks Q‚esZV djuk 

lsy LçsM'khV esa fdlh Hkh çdkj dk MsVk j[krk gSA lsy MsVk dks Q‚esZfVax Vwyckj ;k 
lsy Q‚esZfVax foaMks dk mi;ksx djds Q‚esZV fd;k tk ldrk gSA Q‚esZV lsy Mk;y‚x c‚Dl 
dk mi;ksx djds lsy dks Q‚esZV djuk Hkh laHko gS tSlk fd fp= 4-23 esa fn[kk;k x;k gSA 
Q‚esZV lsy Mk;y‚x c‚Dl dksdk mi;ksx djds [kksyk tk ldrk Q‚esZV → lsy gSA Q‚esZV 
esuw dk mi;ksx djds] ;k lsy ij jkbV fDyd djds [kksys x, d‚UVsDLV esuw lsAesa fofHkUu 
fodYi Q‚esZV → lsy  Mk;y‚x dks la{ksi esa Rkkfydk 4-10 esa le>k;k x;k gSA 
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Rkkfydk 4-10% Q‚esZfVax Vwy 

Ø-la- midj.k fooj.k 
1-  Q‚UV ij ,d odZ'khV fHkUu Q‚UV çdkj ykxw djsa 
2-  Q‚UV dk vkdkj fdlh odZ'khV ij fofHkUu Q‚UV vkdkj ykxw 

djsa 
3-  cksYM cksYM p;fur 

4-  bVSfyd VsDLV p;fur 

5-  js[kkadu js[kkadu VsDLV djsa p;fur 

6-  oke lajs[k.k lajsf[kr ckbZa vksj ds lsy esa VsDLV 

7-  lsaVj vykbuesaV lsy esa VsDLV dks lsaVj esa 
8-  jkbV ,ykbuesaV lajsf[kr djsa lsy esa VsDLV dks nkbZa vksj lajsf[kr 

djsa 
9-  n'keyo LFkkuksa dks c<+k,¡ vf/kd n'keyo LFkku fn[kk dj vf/kd lVhd 

eku fn[kk,¡ 
10-  n'keyo LFkku ?kVk,¡ de lVhd n'keyo LFkku fn[kk,¡ 

 

 

fp= 4-23% lsy dks Q‚esZV Mk;y‚x c‚Dl 

ekuksa dks Q‚esZV djus ds fy, Mk;y‚x c‚Dl dk mi;ksx 

lsy ;k lsy dh jsat dks Q‚esZV djus ds ckjs esa vf/kd tkuus ds fy, Vwyckj esa Q‚esZV lsy 
Mk;y‚x c‚Dl dk mi;ksx fd;k tk ldrk gSA vki bl Q‚esZV lsy Mk;y‚x c‚Dl dks fp= 
¼4-23½ esa fn[kk, vuqlkj 'k‚VZdV dqath Ctrl+1 nckdj [kksy ldrs gSaA 

n'keyo LFkkuksa ds lkFk lsy dh jsat dks Q‚esZfVax djuk 

fHkUu&fHkUu la[;kvksa ds foHkktu ls HkkxQy esa fHkUu&fHkUu n'keyo LFkku çkIr gks ldrs gSaA 
,sls ekeyksa esa la[;k dks n'keyo LFkkuksa dh ,d fuf'pr la[;k esa Q‚esZV djuk vko';d gSA  

fdlh lsy dks n'keyo LFkkuksa dh vko';d la[;k esa Q‚esZV djus ds LVsi fuEufyf[kr gSa% 

• lsy dh jsat dk p;u djsaA 
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• ^Q‚esZV d‚y Mk;y‚x^ c‚Dl [kksysaA 

• ^uacj^ VSc ij fDyd djsaA 

• ^uacj^ pqusaA 

• n'keyo LFkkuksa dks vko';drkuqlkj cnysaA 

• ^vksdŝ  ij fDyd djsaA 

 

fp= 4-24% nks n'keyo LFkkuksa 

yscy ds :i esa ns[ks tkus ds fy, lsy dh jsat dks Q‚esZV djuk 

,d VsyhQksu uacj esa ,lVhMh dksM 0 ls 'kq: gksrk gSA ysfdu ,lVhMh dksM ds lkFk 
VsyhQksu uacj ntZ djrs le; igyk vad 'kwU; ¼^0^½] VsyhQksu uacj ls xk;c gks tkrk gSA ,slk 
blfy, gS D;ksafd VsyhQksu uacj dks ,d la[;kRed eku ds :i esa LVksj fd;k tkrk gS vkSj 
la[;kRed eku esa iwoZorhZ 'kwU; ugha gksrk gSA ;fn vki bu la[;kRed ekuksa dks VsDLV ds :i 
esa cukrs gSa] rks iwjk VsyhQksu uacj iwoZorhZ 'kwU; ds lkFk fn[kkbZ nsxkA rks VsyhQksu uacj ls ;qä 
lsy dh iwjh jsat dks ^VsDLV^ ds :i esa Q‚esZV djsaA fp= 4-25 esa fn[kk, x, vuqlkj VsDLV ds 
:i esa lsy dh jsat dks Q‚esZV djus ds fy, uhps fn, x, pj.kksa dk ikyu djsaA  

• lsy dh jsat dk p;u djsaA 

• ^Q‚esZV lsy Mk;y‚x^ c‚Dl [kksysaA 

• uacj VSc ij fDyd djsaA 

• VsDLV pqusaA 

• ^vksdŝ  ij fDyd djsâ A 

• uacj ntZ djsaA 
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fp= 4-25% lsy dh jsat dks yscy ds :i esa 

eksckby uacj Q‚esZfVax ds ckn 
1657896548 01657896548 
1654789654 01654789654 
1653245698 01653245698 
1958478596 01958478596 

lsy jsat dks oSKkfud :i esa Q‚eZV djuk%& 

LçSM'khV esa] fMQ‚YV :i ls fnukad Q‚esZV vesfjdh Q‚esZV esa gksrk gS ¼mm/dd /yyyy½ 
¼mm&ekg] dd&fnukad] yyyy&o"kZ½A fnukad 12/09/2018 dk vFkZ gS fd ;g fnlacj 2018 dk 
09oka fnu gSA ,d LçsM'khV ,fIyds'ku esa] mi;ksxdrkZ bl frfFk dks dbZ vyx&vyx Q‚eZV 
esa cny ldrk gS ¼fp= 4-26½A ,slk djus ds fy, uhps fn, x, pj.kksa dk ikyu djsaA 

 

fp= 4-23% fofHkUu fnukad Q‚esZV 

• lsy dh jsat dk p;u djsaA 

• ^Q‚eZV lsy Mk;y‚x^ c‚Dl [kksysaA 

• ^uacj^ VSc ij fDyd djsaA 

• ^fnukad^ jsat dk p;u djsaA 

• fnukad Q‚eZV dk p;u djsaA 

• ^vksdŝ  ij fDyd djsaA 
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le; çnf'kZr djus ds fy, lsy dh jsat dks Q‚esZV djuk% 

daI;wVj esa le; 10%35%53 AM ds :i esa n'kkZ;k x;k gSA bldk lkekU; Q‚esZV hh%mm%ss 

AM/PM ¼fp= 4-27½ gSA ;gka h dk eryc ?kaVs] mm dk eryc feuV vkSj ss dk eryc lsdsaM 
gksrk gSA le; çnf'kZr djus ds fy, lsy dh jsat dks Q‚esZV djus ds fy, uhps fn, x, pj.kksa 
dk ikyu djsaA 

• lsy jsat dk p;u djsaA 

• ^Q‚esZV lsy Mk;y‚x^ c‚Dl [kksysaA 

• ^uacj^ VSc ij fDyd djsaA 

• ^Vkbe^ lsy dk p;u djsaA 

• jsat dk p;u djsa le; çnf'kZr fd;k tkuk pkfg,A 

• ^vksds* fDyd djsaA   

 

fp= 4-27% fofHkUu le; Lo:iksa lsy Js.kh 

vyx Q‚esZV ds :i esa le; çnf'kZr djuk  

lsy jsat dk Q‚esZfVax ,ykbuesaV; 

LVSaMMZ Vwyckj ij vykbu fpà ¼ck,a] nk,a] dsaæ½ dk mi;ksx djds yscy vkSj ekuksa dks 
lsy jsat ds ck,a] dsaæ ;k nkbZa vksj vykbu fd;k tk ldrk gSA 

• lsy dh jsat dk p;u djsaA 

• ^Q‚esZV lsy Mk;y‚x^ c‚Dl [kksysaA 

• ^lajs[k.k^ VSc ij fDyd djsaA 

• ck,a] nk,a ;k dsaæ dk p;u djsaA 

• ^vksdŝ  ij fDyd djsaA 

Q‚esZfVax Vwy vkSj QkewZyksa dk mi;ksx djds fp= 4-28 esa fn[kk, vuqlkj odZ'khV cuk,aA 
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fp= 4-28% fofHkUu çk:iksa ds lkFk odZ'khV 

• lsaVj jks 1 lajsf[kr djsaA 

• jks 1 vkSj jks 2 dks cksYM djsaA 

• lsy A3] A4] A5 dks bVSfydkbt djsaA 

• fganh ¼B3½ vaxzsth ¼C3½ vkSj xf.kr ¼D3½ ds vkSlr dh x.kuk djus ds fy, lsy E3 esa 
QaD'ku AVERAGE dk mi;ksx djsaA 

• bl Q‚ewZyk dks E3 ls E6 rd [khapdj d‚ih djsaA 

• fganh fo"k; ds fy, d{kk 9 ¼B 3½] d{kk 10 ¼ B 4½] d{kk 11 ¼B 5½] d{kk 12 ¼B 6½ ds 
vkSlr dh x.kuk djus ds fy, AVERAGE QaD'ku dk mi;ksx djsa vkSj B 7 esa ,d Q‚ewZyk 
fy[ksaA 

• bl Q‚ewZyk dks B7 ls D7 rd [khapdj d‚ih djsa vkSj vaxzsth vkSj xf.kr ds vkSlr dh 
x.kuk djus ds fy, mudk mi;ksx djsaA  

MsVk ,aVªh esa rsth ykuk 

LçSM'khV dh lcls egÙoiw.kZ {kerk ekml dk mi;ksx djds ,d lsy ds daVsaV dks nwljs lsy 
esa MªSx vkSj Mª‚i djuk gSA dSYd esa buiqV dks Lopkfyr djus ds fy, dbZ vU; midj.k 
'kkfey gSa] fo'ks"k :i ls nksgjk, tkus okys dk;Z ds fy,A buesa Qhy Vwy] p;u lwfp;k¡ vkSj 
,d gh nLrkost dh dbZ 'khVksa esa buQkesZ'ku buiqV djus dh {kerk 'kkfey gSA 

fQy gSaMy dk mi;ksx djuk; 

dSYd fQy gSaMy Vwy dk mi;ksx vxyh lsyvksa dks Hkjus ds fy, fd;k tkrk gS tc rd fd 
vki bls vxys iwoZfu/kkZfjr eku ds lkFk ugha [khaprsA mnkgj.k ds fy, ;fn vki la[;kvksa dks 
1]2]3----] ;k lIrkg ds fnuksa tSls lkseokj] eaxyokj] ----] ;k eghus ds uke tuojh] Qjojh ds 
Øe esa Hkjuk pkgrs gSa] rks tks igys nks ntZ djsa eku gSa] mUgsa pqusa vkSj vxyh lsy rd [khapsa 
tc rd vki Øe esa J`a[kyk tkjh j[kuk pkgrs gSaA 
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fp= 4-29%la[;k J`a[kyk ds fy, gSaMy Hkjs 

1- la[;k Jà[kyk ds fy,% yxkrkj nks lsy esa la[;k 1] 2 Vkbi djsa vkSj ekml dk mi;ksx 
djds mudk p;u djsaA p;fur lsy ds nkfgus uhps dksus ij fDyd djsa] ekml ds igys 
cVu dks nck, j[ksa vkSj uhps dh vksj rc rd [khapsa tc rd vki tkjh j[kuk pkgrs gSa] 
tSlk fd fp= ¼4-29½ esa fn[kk;k x;k gSA 

;gka vki yxkrkj nks lsy ekuksa ds chp varj nsdj vkSj mUgsa [khapdj vyx&vyx 
varjky ij ,d Jà[kyk çkIr dj ldrs gSaA mnkgj.k ds fy, fo"ke la[;k J`a[kyk cukus ds 
fy, igyh lsy esa 1 vkSj vxys lsy esa 3 Vkbi djsa vkSj fQj mUgsa fo"ke la[;k Jà[kyk Hkjus 
ds fy, [khapsaA  

 

fp= 4-30% fQy gSaMy 

2- Q‚ewZyk dks d‚ih djuk% ;fn vki jks ;k d‚ye esa lsy dh la[;k ds fy, ,d gh Q‚ewZyk 
ykxw djuk pkgrs gSa] rks vkidks çR;sd lsy esa ckj&ckj Q‚ewZyk ntZ djus dh vko';drk 
ugha gSA ,d Q‚ewZyk dh d‚ih dh tk ldrh gSA ;g yacs vkSj tfVy Q‚ewZykksa ds ekeys esa 
le; vkSj ç;kl cpkrk gS vkSj =qfV;ksa dh laHkkouk dks de djrk gSA 
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1- Q‚ewZykksa dks d‚ih djus ds fy, d‚ih vkSj isLV dekaM dk mi;ksx djds Q‚ewZyksa 
dks d‚ih&isLV djus ds fy, fuEufyf[kr LVsi gSaA 

• lsy dk p;u djsaA 

• p;fur lsy ¼Ctrl+C½ ds daVsaV dks d‚ih djsaA 

• ml lsy dk p;u djsa] ftlesa Q‚ewZyk isLV djuk gSA 

• daVsaV dks p;fur lsy ¼Ctrl+V½ esa isLV djsaA 

3- lsy dk fQy gSaMy% p;fur lsy ;k jsat ds fupys&nk,a dksus esa NksVs dkys oxZ dks 
fQy gSaMy dgk tkrk gS ¼fp= 4-30 ns[ksa½A 

4- Q‚ewZykksa dks d‚ih djus ds fy, fQy gSaMy dk mi;ksx% fQy gSaMy dk mi;ksx djds 
Q‚ewZyk dks d‚ih djus ds fy, uhps fn, x, pj.kksa dk ikyu djsaA  

• ml lsy dk p;u djsa ftlesa Q‚ewZyk gSA 

• p;fur lsy ds fupys&nk,a dksus esa NksVs dkys oxZ ij fDyd djsaA 

• fQy gSaMy dks vko';d lsy rd [khapsaA 

vkb, vH;kl djsa 7  

1-  fQy gSaMy dk mi;ksx djds Q‚ewZyk dks d‚ih djsaA 

1- odZ'khV cuk,a tSlk fd fp= 4-30 esa fn[kk;k x;k gSA 

• lsy A2 ij fDyd djsa vkSj fQy gSaMy dk mi;ksx djds bls lsy A15 rd 
[khapsaA vkidks lHkh fnuksa ds uke dh lwph fey tk,xhA 

• lsy B2 ij fDyd djsa vkSj fQy gSaMy dk mi;ksx djds bls lsy B15 rd 
[khapsaA vkidks lHkh eghuksa ds uke dh lwph fey tk,xhA 

• ekml dk mi;ksx djds lsy C2 vkSj C3 dk p;u djsaA vc lsy C3 esa fQy 
gSaMy dk mi;ksx djds bls lsy C15 rd [khapsa] vkidks çk—frd la[;kvksa dh 
,d lwph feysxhA 

• ekml dk mi;ksx djds lsy D2 vkSj D3 dk p;u djsaA vc lsy D3 esa fQy 
gSaMy dk mi;ksx djds bls lsy D15 rd [khapsa] vkidks le la[;kvksa dh ,d 
lwph feysxhA 

• ekml dk mi;ksx djds lsy E2 vkSj E3 dk p;u djsaA vc lsy D3 esa fQy 
gSaMy dk mi;ksx djds bls lsy E15 rd [khapsa] vkidks fo"ke la[;kvksa dh 
,d lwph feysxhA 

bu ikap xfrfof/k;ksa ds ckn vkidks fp= 4-31 esa n'kkZ, vuqlkj 'khV çkIr gksxhA 
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fp= 4-30 fQy gSaMy ds fy, ,fDVfoVh 'khV 

 

fp= 4-31 fQy gSaMy ,fDVfoVh dk ifj.kke 

2- fp= 4-32 esa fn[kk, x, vuqlkj lHkh Nk=ksa ds uke vkSj vadksa ds lkFk ,d odZ'khV 
cuk,aA 

• lsy H2 esa Q‚ewZyk dks:i esa Vkbi djsa =SUM¼C2:G2½ ds vkidks vfer ds dqy vad 
feysaxsA vc lHkh vadksa dk ;ksx çkIr djus ds fy, lsy H2 ls H11 esa fQy gSaMy 
dk mi;ksx djds Q‚ewZyk dks [khapsaA 
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fp= 4-32% Q‚ewZyk MªSfxax ds fy, xfrfof/k 'khV 

 

fp= 4-33% Q‚ewZyk MªSfxax ds fy, xfrfof/k 'khV dk ifj.kke 

jsQjsfUlax 

jsQjsaflax Q‚ewZyk ;k QaD'ku dks jks ;k d‚ye ds lkFk ,d lsy ls vxys lsy esa lanfHkZr 
djus dk rjhdk gSA jsQjsaflax rhu çdkj ds gksrs gSaA 

• fjysfVo jsQjsaflax 

• feDLM jsQjsaflax 

• ,ClksY;wV ¼fujis{k½ jsQjsaflax 

vc rd geus igys ds mnkgj.kksa esa lkis{k lanHkZ dk ç;ksx fd;k gSA 

1- fjysfVo jsQjsaflax 

tc vki fdlh Q‚ewZyk dks fdlh jks ;k d‚ye esa fdlh Hkh fn'kk esa [khaprs gSa] rks Q‚ewZyk 
fjysfVo jsQjsaflax ds lkFk u, lsy esa d‚ih gks tkrk gSA yxHkx lHkh LçsM'khV ,fIyds'ku 
fMQ‚YV :i ls fjysfVo jsQjsaflax dk mi;ksx djrs gSaA 
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fp= 4-34% lkis{k lanHkZ dk mi;ksx djus dh xfrfof/k 

 

fp= 4-35% lkis{k d‚UVsDLV dk mi;ksx 

tc ge d‚ye esa Q‚ewZyk dks uhps dh vksj [khaprs gSa] rks lsy ,Mªsl dh jks la[;k ,d 
tqM+ tkrh gSA blh rjg] tc vki Q‚ewZyk dks ck,¡ ls nk,¡ d‚ye esa {kSfrt :i ls [khaprs gSa] 
rks lsy ,Mªsl dk d‚ye uke vxys d‚ye v{kj esa tqM+ tkrk gSA 

fp= 4-34 ns[ksa] lsy E2 esa] Q‚ewZyk ¾ C2*D2 dk mi;ksx isafly dh dqy dher dh 
x.kuk ds fy, fd;k x;k gSA lsy D7 esa] lHkh vkbVe dh dqy ek=k dh x.kuk djus ds fy, 
Q‚ewZyk ¾SUM¼D2:D6½ dk mi;ksx fd;k x;k gSA vc Q‚ewZyk dks lsy E2 ls E6 rd yacor 
vkSj lsy D7 ls D8 rd {kSfrt :i ls [khapsaA fp= 4-34 esa] vki ns[k ldrs gSa fd lsy E3 ls 
E6 esa Q‚ewZyk C3*D3, C4*D4, C5*D5] vkSj C6*D6 gSA jks la[;k ,d ls tqM+ xbZ gS tcfd d‚ye 
ds uke fLFkj gSaA tSls gh vki Q‚ewZyk dks lsy D7 ls E7 rd [khaprs gSa] Q‚ewZyk SUM ¼D2:D6½ 
ls SUM ¼E2:E6½ esa cny tkrk gSA d‚ye ds uke cny tkrs gSa] tcfd jks la[;k leku jgrh 
gSA 

uksV% fp= 4-34 esa fn[kk, vuqlkj [khapus ds ckn Q‚ewZyk ns[kus ds fy,] esuw O;w > 'kks QkewZyk 
}kjk p;u djsa A 

vkb, vH;kl djsa 8 

1- d‚ye ds VksVy vkSj ,ojst ds fy, fp= 4-35 esa ç;qä lsy esa Q‚ewZyk ns[ksaA 

deZpkfj;ksa ds ldy osru dh x.kuk ds fy, fp= 4-36 ds vuqlkj ,d odZ'khV rS;kj djsaA 
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fp= 4-36% lkis{k lanHkZ esa Q‚ewZyk çnf'kZr djuk 

vkius çR;sd O;fä ds ldy osru dh x.kuk ds fy, jks 11 rd Vkbi fd;k gSA var esa lsy 
H12 esa lHkh O;fä;ksa ds dqy osru dh x.kuk Lo;a gks x;hA 

2- feDLM jsQsjfUlax % tSlk fd geus ns[kk gS] tc ge Q‚ewZyk dks [khaprs gSa] rks j‚ la[;k ;k 
d‚ye uke fjysfVo jsQsjUl esa ifjorZu çkIr djrs gSaA fuEufyf[kr ifjorZuksa ds lkFk fp= 
4-36 esa rS;kj mlh 'khV ij fQj ls fopkj djsaA 

1- lsy J1 esa ,d u;k d‚ye GR dqy cuk,a tSlk fd fp= 4-37 esa fn[kk;k x;k gSA 

3- lsy C14 esa xzsl ekdZ~l 20 Vkbi djsaA 

4- vc Q‚ewZyk ¾H2+C14 }kjk lsy J2 esa dqy vadksa dh x.kuk djsaA 

5- vc Q‚ewZyk dks lsy J2 ls J11 rd yacor [khapsa vkSj tkapsa fd lHkh Nk=ksa ds fy, 
xzsl ekdZ~l tksM+s x, gSa ;k ughaA 

6- ifj.kke ls irk pyrk gS fd dsoy lsy J2 esa] 20 vad tksM+s tkrs gSa] ftlesa dksbZ vU; 
ifjorZu ugha gksrk gSA 

vc Q‚ewZyk ns[kus ds fy,] esuw O;w > 'kks Q‚ewZykA 

bl ekeys esa dSYd us okLro esa oSlk gh fd;k tSlk fd fp= 4-37 esa fn[kk;k x;k gSA 

bl ekeys esa lsy ,Mªsl H2 ds :i esa H3 ls H11 esa cny tkrk gSA blh rjg lsy ,Mªsl C14 
Hkh C15 ls C23 esa cny tkrk gSA pwafd lsy C15 ls C23 esa dksbZ eku ugha gS] blfy, lsy J3 
ls J 11 esa ifj.kke çHkkfor ugha gksrs gSaA rks lHkh Nk=ksa ds dqy ;ksx dh x.kuk djus ds fy,] 
,Mªsl lsy C14 fLFkj j[krs gq, lsy J2 esa Q‚ewZyk dks la'kksf/kr djsaA 

feDLM jsQjsfUlax esa] $ fpà dk mi;ksx jks la[;k ;k d‚ye uke ls igys bls fLFkj cukus ds 
fy, fd;k tkrk gSA 

vc lsy J2 esa Q‚ewZyk dks H2+C$14 ds :i esa la'kksf/kr djsa vkSj bls lsy J2 ls J 11 
rd uhps dh vksj [khapsaA fp= 4-38 esa lsy J2 ls J11 rd d‚ye J dk fujh{k.k djsa] lsy ,Mªsl 
C14 fLFkj gSA  
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fp= 4-37% fefJr lanHkZ Q‚ewZyk çnf'kZr 

bl xfrfof/k dk ifj.kke fp= 4-38 gSA feDLM jsQsjfUlax ds mi;ksx fp= 4-39 esa n'kkZ, 
x, gSaA ;g ns[kk x;k gS fd d‚ye J esa lsy J2 ls J 11 rd lsy C14 ds Q‚ewZyk eku esa fLFkj 
gSA C14 lsy esa n'kkZ, x, xzsl ekdZ~l çR;sd ¼lsy J2 ls J 11½ esa tksM+s tk jgs gSaA lsy ,Mªsl 
H2 vis{kk—r H2 ls H11 esa cny jgk gS] ysfdu lsy C14 fLFkj jgrk gSA ;g feDLM jsQsjfUlax 
gS ftlesa ,d lsy ,Mªsl uke ifjorZu'khy gS vkSj ,d lsy ,Mªsl fLFkj gSA  

 

fp= 4-38% fefJr lanHkksaZ ds mi;ksx 

bl xfrfof/k esa jks la[;k dks fLFkj j[kk x;k gSA ;fn Q‚ewZyk dks {kSfrt :i ls [khapk 
tkrk gS] rks fdlh Hkh Q‚ewZyk esa d‚ye uke ¼$C14 ds :i esa½ ls igys $ fpà dk mi;ksx 
djds d‚ye uke dks fLFkj j[kk tk ldrk gSA 
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fp= 4-39% Q‚ewZyk esa la'kks/ku ds ckn fefJr lanHkZ dk ifj.kke 

3- ,ClksY;wV ¼fujis{k½ jsQjsaflax% ,ClksY;wV jsQjsaflax esa] fdlh Hkh Q‚ewZyk esa bls fLFkj cukus ds 
fy, d‚ye uke ds lkFk&lkFk jks la[;k ls igys $ çrhd dk mi;ksx fd;k tkrk gSA mnkgj.k 
ds fy,] $C$12] $D$5] vkfnA bl fLFkfr esa] ;fn vki vius Q‚ewZyk dks fdlh Hkh fn'kk esa 
[khaprs gSa] rks Hkh lsy dk uke fLFkj jgrk gSA bl çdkj ds jsQjsaflax dk ç;ksx mPp d{kkvksa 
esa fd;k tkrk gSA 

jsQjsfUlax djus ds fy, vaxwBs dk fu;e 

mnkgj.k fjQjsUl  dk çdkj 
A1 fjysfVo  fjQjsUl  
$A1 feDLM   fjQjsUl  ¼d‚ye v{kj ,sClksY;wV gS½ 
A$1 feDLM   fjQjsUl  ¼jks la[;k ,sClksY;wV gS½ 
$A$1 ,sClksY;wV fjQjsUl  ¼dksbZ ifjorZu ugha gS½ 

LçsM'khV dk mi;ksx djds pkVZ dk fuekZ.k tc MsVk dks la[;kvksa ds :i esa n'kkZ;k tkrk gS] 
rks mls le>uk] rqyuk djuk] fo'ys"k.k djuk ;k çLrqr djuk vklku ugha gksrk gSA ysfdu 
tc MsVk dks pkVZ ds :i esa çLrqr fd;k tkrk gS rks os lapkj ds fy, ,d çHkkoh midj.k cu 
tkrs gSaA vkb, tkusa fd bl mís'; ds fy, LçsM'khV ,fIyds'ku dk mi;ksx dSls fd;k tkrk 
gSA  

fofHkUu çdkj ds pkVZ uhps fn, x, gSaA 

Rkkfydk 4-10% pkVZ ds çdkj 

çdkj mís'; 
d‚ye pkVZ lewg esa MsVk vkbVe ds oxksaZ dh rqyuk djukA  

lewg rqyuk 
ckj pkVZ lewg esa MsVk vkbVe ds oxksaZ dh rqyuk djukA  

lewg rqyuk 
ykbu pkVZ lewg esa MsVk vkbVe ds oxksaZ dh rqyuk djukA  

lewg rqyuk 
ikbZ pkVZ çfr'kr ds :i esa MsVk vkbVe ds oxksaZ dh rqyuk djukA 
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XY LdSVjpkVZ tksM+s esa MsVk dh rqyuk 
vkb, d‚ye pkVZ cukus ds fy, uhps nh xbZ odZ'khV dk mi;ksx djsaA 

• pkVZ cukus ds fy, uhps fn, x, LVsi dk ikyu djsaA 

• MsVk dh jsat pqusa ¼A1:F7½ 

• bUlVZ → pkVZ 

• pkVZ ds çdkj dk p;u djsa 

• pkVZ d p;u djsa ¼d‚ye pkVZ½ 

• fQfu'k ij fDyd djsaA fp= 4-40 esa fn[kk;k x;k ,d pkVZ çnf'kZr fd;k tk,xkA 

mnkgj.k% lehdj.k Y¾X2&5X&3 dk f}?kkr Qyu pkVZ fp= 4-41 esa fn;k x;k gSA 

1- v{k esa 2 ls 7 ds eku ntZ djsa tSlk fd odZ'khV esa fn[kk;k x;k gSA 

2- lsy B2 = B1^2-5*B1-3 esa fuEu Q‚ewZyk ntZ djsaA 

3- B2 esa ntZ fd, x, Q‚ewZyk dks K2 rd d‚ih djsaA 

4- ekdZ A1%A2 ,d MsVk jsatA 

5- buVZ →  pkVZ→ XY LdSVj 

 

fp= 4-40% pkVZ ds lkFk odZ'khV 

 

fp= 4-41% d‚ye pkVZ 

 

fp= 4-42%X] f}?kkr Qyu pkVZ xy 



 

135 

vkb, vH;kl djs 9 

1- fp= 4-43 esa odZ'khV ds vk/kkj ij fuEufyf[kr ds mÙkj nsaA 

• 12] 10] 19 la[;k okyh lsy jsat dk uke crkb,A 

• 27] 20] 15] 22 la[;k okyh lsy jsat dk uke crkb,A 

• B2 ls B7 rd ds dqy ekuksa dh x.kuk djus ds fy, dsoy lsy ,Mªsl dk mi;ksx 
djds B8 esa Q‚ewZyk fy[ksaA 

 

fp= 4-43% odZ'khV ij vk/kkfjr mÙkj 

• B3 ls F3 rd ds dqy erksa dh x.kuk djus ds fy, QaD'ku dk mi;ksx djds G3 esa 
Q‚ewZyk fyf[k,A 

• fy[ksa fd vki F3 ls F4 esa Q‚ewZyk dks dSls d‚ih djsaxsA 

• B3 ls B7 rd ds ekuksa ds vkSlr dh x.kuk djus ds fy, QaD'ku dk mi;ksx djds 
B8 esa Q‚ewZyk fyf[k,A 

2- dSYd esa uhps odZ'khV cuk,aA 

,dy QaD'ku dk mi;ksx djsa vkSj Q‚ewZyk cuk,aA 

 

fp= 4-44% vad lwph 

1- gjeu }kjk çkIr dqy vadksa dh x.kuk djus ds fy, G2 esa Q‚ewZyk ntZ djsaA 

3- gjeu }kjk cuk, x, vkSlr dh x.kuk djus ds fy, H2 esa Q‚ewZyk ntZ djsaA 

4- foKku ds fy, çkIr mPpre vad Kkr djus ds fy, Q‚ewZyk dks B9 esa ntZ djsaA 
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5- çR;sd fo"k; esa Nk=ksa }kjk çkIr fd, x, U;wure vad dk irk yxkus ds fy, B10 
esa Q‚ewZyk ntZ djsaA 

6- çR;sd fo"k; ds fy, mifLFkr fo|kfFkZ;ksa dh la[;k Kkr djus ds fy, B11 esa 
Q‚ewZyk ntZ djsaA 

7- çR;sd fo"k; dk vkSlr vad Kkr djus ds fy, Q‚ewZyk dks B12 esa ntZ djsaA 

viuh çxfr dh tk¡p djsa 

1- cgqfodYih; ç'u; 

1- fuEufyf[kr esa ls fdl rduhd dk mi;ksx lsy esa dsoy fnukad eku dh 
vuqefr nsus ds fy, fd;k tk ldrk gS\ 

¼d½ MsVk Q‚esZfVax            

¼[k½ MsVk l‚fVaZx 

¼x½ MsVk fQYVfjax            

¼?k½ MsVk osfyMs'ku 

2-  fuEufyf[kr esa ls dkSu lk fodYi p;fur gksus ij lHkh MsVk osfyMs'ku 
dks fMyhV dj nsrk gS\  

¼d½ fMyhV Q‚esZfVax  

¼[k½ Q‚ewZyk 

¼x½ fMyhV vky 

¼?k½ fMyhV eh  

3- ge dsy dh fuEufyf[kr esa ls fdl lqfo/kk dk mi;ksx djds ,d 'kCn dh 
dbZ ?kVukvksa dks çfrLFkkfir dj ldrs gSa\ 

¼d½ QkbaM vkSj fjIysl  

¼[k½ dsoy fjIysl  

¼x½ d‚ih dekaM }kjk  

¼?k½ çhO;w }kjk 

4- fdlh fo'ks"k Øe esa MsVk dks O;ofLFkr djus okys eSdsfuTe dk uke D;k gS\  

¼d½ 'kksfVZx  

¼[k½ fQYVfjax 

¼x½  lfpaZx  

¼?k½ oSfyfMVh   
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5- vuko';d MsVk dks fQYVj djus okys eSdsfuTe dk uke D;k gS\  

¼d½ 'k‚fVaZx  

¼[k½ fQYVfjax 

¼x½  lfpaZx  

¼?k½ oSfyfMVh   

6- dsy fuEufyf[kr esa ls fdl çdkj ds iSdst dk mYys[k djrk gS\  

¼d½ LçsM'khV 

¼[k½ eYVh&'khV 

¼x½ Mcy lhV 

¼?k½ ;g fu/kkZfjr ugha dj ldrk   

7- fuEu esa ls dkSu dsy esa cukbZ xbZ odZ'khV dk ,DlVsa'ku gS\ 

¼d½ .ods  

¼[k½ .odd 

¼x½  .xls  

¼?k½ .obj  

8- odZ'khV d‚ye esa ntZ fd, x, dqy ekuksa dh x.kuk dSls dh tk ldrh 
gS\ 

¼d½ eSU;qvy ,aVªh }kjk         

¼[k½ v‚Vks&le }kjk 

¼x½  Q‚ewZyk }kjk  

¼?k½ ;ksx QaD'ku }kjk 

9- ;fn ge odZ'khV esa fdlh vU; lsy ds lanHkZ esa ,d Q‚ewZyk okys lsy dks 
ewo djrs gSa] rks Q‚ewZyk esa ç;qä lsy uacjksa dk D;k gksxk\ 

¼d½ xarO; ij lsy jks vkSj d‚ye cny tkrs gSaA 

¼[k½ xarO; ij lsy jks cny tkrh gSA 

¼x½ xarO; ij lsy d‚ye cny fn, tkrs gSaA 

¼?k½ dksbZ cnyko ugha gksxkA 

10- dsYd esa fdlh QaD'ku esa ços'k djus dk lgh rjhdk D;k gS\ 

¼d½ lsy esa lh/ks QaD'ku uke Vkbi djukA 

¼[k½ QaD'ku fotkMZ dk mi;ksx djuk ;k Vwyckj ls p;u djukA 
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¼x½ nksuksa ¼da½ vkSj ¼[k½A 

¼?k½ QaD'ku ij fuHkZj djrk gSA 

11- QaD'ku dks --------------------------------- ls 'kq: gksuk pkfg,A  

¼d½ ^¾^ fpUg  

¼[k½ v{kj 

¼x½  vad  

¼?k½ Åijksä lHkh 

12- pkVZ dks fçaV djus ds fy, fuEufyf[kr fdl fodYi dk mi;ksx fd;k 
tkrk gS\ 

¼d½ balVZ → pkVZ  

¼[k½ Qkby → O;w 

¼x½ Qkby → fçaV 

¼?k½ O;w → pkVZ 

13- dSYd esa pkVZ esa fdrus v{kj gksrs gSa\ 

¼d½ nks  

¼[k½ rhu 

¼x½  nks ;k rhu  

¼?k½ pkj 

14- pkVZ çhO;w -------------------------------------------- esa ns[kk tk ldrk gSA  

¼d½ ist çhO;w  

¼[k½ pkVZ çhO;w 

¼x½  ,DliksVZ pkVZ  

¼?k½ Åijksä lHkh 

2- fjä LFkku dks Hkjsa  

1 d‚ye “Z” ds rqjar cxy esa ds d‚ye ------------------------------------------------------------------ gSA 

2 fyczs v‚fQl dSYd LçsM'khV dk mi;ksx djds cukbZ xbZ odZcqd dk fMQ‚YV 
,DlVsa'ku ---------------------- gSA  

3 J`a[kyk dks tkjh j[kus ds fy, mi;ksx dh tkus okyh LçsM'khV fo'ks"krk ------------
--------------------------------dgykrh gSA 
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4 lsy D6 esa d‚ih fd, tkus ij lsy C6 esa laxzghr QkewZyk ^^¾MIN¼C1:C5½^^ -------
---------------esa cny tkrk gSA 

5 lsy A2 esa QkewZyk ¾B2+C3 gSA bl Q‚ewZys dks lsy C2 esa d‚ih djus ij] C2 ---
------------------- esa cny tkrk gSA 

6 ukSosa d‚ye vkSj vkBoha jks ds çfrPNsnu }kjk cuus okyh lsy dk lsy ,Mªsl ---
------------------------------ gksxkA  

7 $A1$B2 LçsM'khV l‚¶Vos;j esa -------------------------------------------- jsQjsfUlax dk mnkgj.k 
gSA     

8 lsy esa ntZ fd, x, uacj Lopkfyr :i ls ------------------------------------------------------- 
lajsf[kr gksrs gSaA 

9 ;fn A1%A5 esa la[;k,¡ 16] 10] 3] 25 vkSj 6 gSa rks ¾Average¼A1%A5;60½ ------------
--------------------- çnf'kZr djsxkA 

10 --------------------------------- jsQjsfUlax esa] jsQjsUl jks vkSj d‚ye dks Lopkfyr :i ls 
cny nsrk gS tc ;g ,d u, lsy esa d‚ih fd;k tkrk gSA 

3- crkb, fd fuEufyf[kr dFku lgh ;k xyr gS 

1 ,d lsy jks vkSj d‚ye dk la;kstu gSA 

2 LçsM'khV dks odZ'khV Hkh dgk tkrk gSA  

3 ,d LçsM'khV esa 'khV~l dh ^n^ la[;k gksrh gSA 

4 ,d LçsM'khV esa] ge d‚ye dh pkSM+kbZ vkSj ÅapkbZ dks cny ldrs gSaA 

5 $A1$B2 feDLM fjQjsUl dk ,d mnkgj.k gSA 

4- LçsM'khV esa fuEufyf[kr dks gy djsa 

1 lsy A1 esa la[;k 10 gS vkSj BL esa 5 gSA lsy C1 dh lkexzh D;k gksxh] ;fn 
Q‚ewZyk ¾A1+B1*2^3 lsy C1 esa ntZ fd;k x;k gS\ 

2 lsy A1] B1] C1 vkSj D1 dh lkexzh Øe'k% 5 &25] 30 vkSj &35 gSaA lsy E1 esa 
çnf'kZr eku D;k gksxk ftlesa Q‚ewZyk ¾MIN¼A1:D1½ 'kkfey gSA 

3 lsy D5 esa Q‚ewZyk ¾$B$5+C5 gS vkSj ;g Q‚ewZyk lsy E5 esa d‚ih fd;k x;k 
gS] lsy ES esa d‚ih fd;k x;k Q‚ewZyk D;k gksxk\ 

4 lsy D5 esa Q‚ewZyk ¾$BS+ C5 gS vkSj ;g Q‚ewZyk lsy E5 esa d‚ih fd;k x;k 
gS] lsy E5 esa d‚ih fd;k x;k Q‚ewZyk D;k gksxk\ 

5 lsy D5 esa Q‚ewZyk ¾$BS+ C$5 gS vkSj ;g Q‚ewZyk lsy E6 esa d‚ih fd;k x;k 
gS] lsy E6 esa d‚ih fd;k x;k Q‚ewZyk D;k gksxk\ 

5- y?kq mÙkjh; ç'u ¼50 'kCn½ 

1 LçsM'khV ,Iyhds'ku esa cuk, x, M‚D;wesaV dks vki D;k dgrs gSa\ 
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2 ubZ LçsM'khV cukus ds pj.k D;k gS\ 

3 LçsM'khV] odZ'khV vkSj 'khV esa D;k varj gS\ 

4 odZ'khV dk fMQ‚YV uke D;k gS\ bldk uke dSls cnyk tk ldrk gS\ 

5 dsYd esa ekdZ'khV bUlVZ vkSj fMyhV djus ds pj.k fyf[k,A 

6 ,d lfØ; lsy D;k gS\ ,d lfØ; lsy dh lkexzh dks dSls gVk,a\ 

7 LçSM'khV esa lkis{k vkSj iw.kZ lsy ,Mªsl D;k gS\ 

8 LçsM'khV esa MsVk ij fd, x, fdUgha nks dk;ksaZ dh O;k[;k djsaA 

9 LçsM'khV esa Q‚ewZyk dSls dke djrs gSa\ 

10 D;k vki ,d Q‚ewZyk esa ,d ls vf/kd xf.krh; lafØ;kvksa dks 'kkfey dj ldrs 
gSa\ 

11- okafNr Vwyckj dks LçSM'khV esa dSls –';eku cuk;k tk,\ 

12- LçsM'khV esa fdUgha rhu xf.krh; dk;ksaZ dk okD;&foU;kl vkSj mnkgj.k nhft,A 

13- LçsM'khV esa fdUgha rhu lkaf[;dh; dk;ksaZ dk okD;&foU;kl vkSj mnkgj.k 
nhft,A 

14- LçsM'khV esa fdUgha rhu fu.kZ; ysus ds dk;ksaZ dk okD;&foU;kl vkSj mnkgj.k 
nhft,A 

15- LçsM'khV esa fdUgha rhu fnukad vkSj le; dk;ksaZ dk okD;&foU;kl vkSj mnkgj.k 
nhft,A 

16- LçSM'khV esa fdUgha rhu rkfdZd dk;ksaZ dk okD;&foU;kl vkSj mnkgj.k nhft,A 

17- LçSM'khV esa fdUgha rhu fLVªax dk;ksaZ dk okD;&foU;kl vkSj mnkgj.k nsaA 

18- dSYd esa pkVZ cukus ds ykHkksa dh O;k[;k dhft,A 

19- fofHkUu çdkj ds pkVksaZ esa ls çR;sd dks ,d iafä esa le>kb,A 

20- dSYd esa pkVZ bUlVZ djus ds pj.k fyf[k,A 

21- LçsM'khV iSdst esa pkVZ ds fdUgha ikap ?kVdksa dks uke nsa vkSj mUgsa le>k,aA 

O;kogkfjd vH;kl 

1- lso ,l fodYi dk mi;ksx djds vki dSYd odZ'khV dks fdrus çdkj ls lso dj 
ldrs gSa] bldk vUos"k.k djsaA l‚¶Vos;j esa bls [kksy dj bldh tkap djsaA 

2- ,d dSYd M‚D;wesaV [kksysa] 'khV VSc dk mi;ksx djds lkr 'khV tksM+sa] mUgsa baæ/kuq"k 
jax tSls ^^cSaxuh^^] ^^tkequh]^^ ----vkfn ds :i esa jax nsaA lqfuf'pr djsa fd ^^tkequh^^ 
'khV dks tkequh jax ls iqu% jaxk x;k gS vkSj vkxs Hkh ,slk gh djsaA 

3- _.kkRed la[;kvksa ds lkFk v‚Vks&fQy Vwy dk mi;ksx djsaA 
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4- nks frfFk;ksa ds lkFk v‚Vks&fQy Vwy vktek,aA ,d lsy esa 15&08&2013 fy[ksa vkSj 
mlds fudVorhZ lsy esa vkuqØfed MsVk fy[ksaA lkexzh dks vxys 10 lsy esa MªSx 
djsaA ,d ekfld dSysaMj cukus esa bl rduhd dk mi;ksx djus dk ç;kl djsaA 

5- 'kCndks'k esa viuk uke tksM+sa rkfd mlds uhps yky js[kk çnf'kZr u gksA 

6- bl v/;k; esa ppkZ fd, x, [kjhnkjh fcy ds mnkgj.k dks ykxw djsaA lqij LVksj 
ls feyus okys fdlh Hkh fcy dk v/;;u djsa vkSj mls dSYd esa ykxw djsaA 

7- vius lHkh vadksa ds Ng vyx&vyx fo"k;ksa ds lkFk dSYd nLrkost rS;kj djsaA 
dqy vadksa dks MsVk ls vkSlr vkSj çfr'kr Kkr djsaA 

8- uhps nh xbZ lwph ds vuqlkj lwph cuk,a vkSj lwph dks d{kk ds vuqlkj vkSj fQj 
ukeksa ls Øec) djsaA 

uke d{kk vuqHkkx  tUe dh frfFk tUe dk ekg  o"kZ 
[kq'kh d{kk 9D 06 Qjojh 2004 
nh;k d{kk  9A 08 twu 2006 
dq'ky d{kk  3C 10 tqykbZ 2010 

      

9- Åij ç'u 8 esa vkids }kjk cuk, x, fe=ksa dh lwph dks fQYVj djsa] rkfd ;g 
dsoy mu fe=ksa dh tkudkjh çnf'kZr djs ftudh tUe frfFk vxLr ds eghus esa 
gSA 

10- 'k‚VZfuax vkSj fQYVfjax ds ckjs esa tkudkjh <w¡<us ds fy, lgk;rk dk mi;ksx djsaA 
lgk;rk dk mi;ksx djds bu fo"k;ksa ij uksV~l rS;kj djsaA 

11- MsVk lR;kiu ij vius uksV~l dk mi;ksx djsa vkSj bl vH;kl ds ç'u 8 esa vkids 
}kjk ntZ fd, x, MsVk dk mi;ksx tUe frfFk d‚ye esa MsVk dks ekU; djus ds 
fy, Hkh djsa rkfd dksbZ Hkh MsVk ntZ u dj lds tSls fd 33A vkidks MsVk lR;kiu 
bl rjg ls djuk gksxk ftl rjg ls ;g dsoy 1 ls 31 uacjksa dks tUefrfFk ds 
:i esa Lohdkj djsxkA 

12- fofHkUu fo"k;ksa ds vius vadksa ij fopkj djsa vkSj ,d lk/kkj.k ekdZ'khV rS;kj djsa 
ftlesa Ldwy dk uke] Nk= dk uacj] Nk= dk uke] d{kk vkSj vad gksaA çfr'kr 
vkSj vad vkSj xzsM Hkh Kkr dhft,A 

13- vius {ks= esa ,d NksVk lk losZ{k.k djsa vkSj çR;sd ?kj esa de ls de 10 ?kjksa esa 
vkus okys lekpkj i= dk irk yxk,aA MsVk ,d= djsa] mUgsa O;ofLFkr djsa vkSj 
blds vk/kkj ij 3D ikbZ pkVZ rS;kj djsaA 

14- ,d xf.krh; QaD'ku Y¾3*X+1 ij fopkj djsaA uhps nh xbZ Rkkfydk esa fn, x, 
vuqlkj X ds çR;sd le eku ds fy, Y ds eku dh x.kuk djsaA 

X dk eku 2 4 6 8 10 
Y dk eku \ \ \ \ \ 
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blds fy, fuEu dk;Z djsa% 

• dsYd odZ'khV esa bu nksuksa dks ntZ djsa 

• Y ds çR;sd le ekuksa dk eku Kkr djus ds fy, Q‚ewZyk dk mi;ksx djsa 

• X vkSj Y ekuksa dk ,d lkFk ykbu pkVZ Iy‚V djsa 

• viuh ilan ds vuqlkj pkVZ dks Q‚esZV djsa 

15- tuojh ls fnlacj ¼12 eghus½ rd gj eghus vius ?kj dk fctyh fcy tek djsaA uhps 
fn, vuqlkj eghus ds uke vkSj fcy jkf'k ds MsVk ds lkFk ,d odZ'khV cuk,aA odZ'khV 
esa MsVk ntZ djsa vkSj fofHkUu çdkj ds pkVZ fodflr djsaA vius ifj.kke dk fu"d"kZ 
fudkysa fd bl çdkj ds MsVk ds fy, fdl çdkj dk pkVZ vf/kd mi;qä gksxkA 

ekg fcy jkf'k 
tuojh  
Qjojh  
ekpZ  
vçSy  
ebZ  
twu  
tqykbZ  
vxLr  
flracj  
vDVwcj  
uoacj  
fnlacj  
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bdkbZ 5 fMftV çslsaVs'ku 

ifjp;; 

vius eSlst ;k jk; dks n'kZdksa rd igq¡pkus ds fy, tkudkjh dks Li"V vkSj çHkkoh <ax ls 
çLrqr djuk ,d egÙoiw.kZ dkS'ky gSA vkt yxHkx gj {ks= esa çstsaVs'ku dkS'ky dh vR;f/kd 
vko';drk gSA çstsaVs'ku dkS'ky esa lkexzh ds lkFk&lkFk çstsaVs'ku dk ¶yks Hkh 'kkfey gSA 
daI;wVj ls rS;kj fd, x, çstsaVs'ku dk mi;ksx djus ds dbZ Qk;ns gSaA 

çstsaVs'ku esa 'kkfey gSa 

• fu;fer VsDLV  

• vkbVe dh lwph  

• Rkkfydk  

• xzkfQDl ,fyesaV  

• /ofu vkSj ohfM;ks 

• ,fues'ku 

O;kolkf;d laxBuksa esa ifj;kstuk çLrko çLrqr djus ds fy, çstsaVs'ku dk mi;ksx 
fd;k tkrk gSA f'k{k.k vkSj çf'k{k.k esa çstsaVs'ku dk vR;f/kd mi;ksx fd;k tkrk gSA ftu 
vo/kkj.kkvksa dks le>kuk eqf'dy gS] mUgsa fdlh Hkh çstsaVs'ku l‚¶Vos;j dk mi;ksx djds ljy 
rjhds ls n'kZdksa ds lkeus vklkuh ls çLrqr fd;k tk ldrk gSA mnkgj.k ds fy, ,d f'k{kd 
dh fdlh Hkh tSfod ç.kkyh dks i<+kuk pkgrk gS] rks ,d çstsaVs'ku ds ek/;e ls fp=ksa vkSj 
,uhes'ku dk mi;ksx djds ,d laiw.kZ ç.kkyh dks cgqr çHkkoh <ax ls çnf'kZr fd;k tk ldrk 
gSA e'khu ds iqtsZ vkSj fofHkUu e'khuksa ds lapkyu dks vklkuh ls fn[kk;k tk ldrk gSA ge 
çstsaVs'ku dks vyx&vyx rjhdksa ls fçaV Hkh dj ldrs gSaA 

bEçsl] n M‚D;wesaV QkmaMs'ku ds fyczs v‚fQl lqbV ds egÙoiw.kZ ?kVdksa esa ls ,d gSA 
;g ,d eq¶r] [kqyk lzksr gS vkSj O;kid :i ls cM+s leqnk; }kjk çstsaVs'ku cukus ds fy, 
mi;ksx fd;k tkrk gSA vki d{kk O;k[;ku] d‚iksZjsV çf'k{k.k vkSj vkeaf=r Hkk"k.k ds fy, 
VsDLV] xzkfQDl vkSj ,fues'ku dk mi;ksx djds çstsaVs'ku cuk ldrs gSaA fyczs v‚fQl bEçsl 
esa cuk, x, çstsaVs'ku dks vU; çstsaVs'ku l‚¶Vos;j tSls& ,e,l ikoji‚baV esa [kksyk tk ldrk 
gSA 

bEçsl dk mi;ksx djds] ge ,e,l ikoji‚baV çstsaVs'ku vkSj mlds VsEiysV~l dks i<+ 
ldrs gSaA ge ,e,l ikoji‚baV esa dksbZ Hkh baçsl çstsaVs'ku [kksy ldrs gSa ysfdu FkksM+s vyx 
yqd vkSj Qhy ds lkFkA fyczs v‚fQl baçsl foaMkst] fyuDl vkSj eSd ij pyrk gSA ;g 
vyx&vyx v‚ijsfVax flLVe ij FkksM+k vyx fn[k ldrk gSA 

;fn vkids daI;wVj ij dksbZ çstsaVs'ku l‚¶Vos;j ugha gSA vkSj vkids ikl baVjusV 
dusD'ku gS] rks vki vklkuh ls çstsaVs'ku l‚¶Vos;j dk mi;ksx dj ldrs gSaA çstsaVs'ku 
l‚¶Vos;j tSls MS Office 365 PowerPoint, Google Presentation, Microsoft SkyDrive 

PowerPoint vkidh çstsaVs'ku nsus ds fy, miyC/k gSaA ;s baVjusV esa DykmM IysVQ‚eZ ds rgr 
miyC/k l‚¶Vos;j gSaA 
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fyczs v‚fQl bEçsl esa] fofHkUu eYVhehfM;k ,fyesaV~l dk mi;ksx djds ,d çHkkoh 
çstsaVs'ku cuk;k tk ldrk gSA baçsl esa çstsaVs'ku dk VsDLV ,fMfVax vkSj Q‚esZfVax] tSls cksYM] 
dylZ] VsDLV vykbuesaV] c‚MZj] Mª‚bax vkfn] jkbVj vkSj dSYd ds leku dekaM vkSj fodYiksa 
dk mi;ksx djrk gSA 

,d vPNh xq.koÙkk çstsaVs'ku ds y{k.k 

n'kZdksa rd eSlst dks Li"V :i ls igqapkus ds fy, ,d vPNh xq.koÙkk okyh çstsaVs'ku dh 
vko';drk gksrh gSA ,d vPNh xq.koÙkk okyh çstsaVs'ku rS;kj djrs le; fuEufyf[kr ckrksa ;k 
fn'kk&funsZ'kksa dk /;ku j[kuk gksrk gSA 

1- iafä;ksa dh la[;k% ,d ist ;k LykbM ij 5 ls 8 iafä;ksa dks 'kkfey djus dk ç;kl djsaA 
vf/kd la[;k esa iafä;k¡ ;k vuqPNsn tksM+us ls i<+us esa vf/kd le; yx ldrk gS D;ksafd 
Q‚UV dk vkdkj cgqr NksVk gks ldrk gSA 

2- Q‚UV&lkbt% çstsaVs'ku rS;kj djrs le;] vkidks dejs ds vkdkj] LØhu vkSj n'kZdksa ds 
chp dh nwjh dk /;ku j[kuk gksxkA rn~uqlkj çstsaVs'ku esa VsDLV~l ds Q‚UV dk vkdkj r; 
fd;k tk ldrk gSA Q‚.V dk vkdkj 32 vad ;k mlls vf/kd j[kuk mfpr gksxk] rkfd 
n'kZd lkexzh dks vklkuh ls i<+ ldsaA 

3- O;kdj.k vkSj Hkk"kk dk lgh mi;ksx% vkidh çstsaVs'ku esa O;kdj.k vkSj Hkk"kk lgh gksuh 
pkfg, D;ksafd ;fn vki dksbZ xyrh djrs gSa tks n'kZdksa esa O;fä;ksa dh la[;k esa xyrh  
nksgjk,xkA blfy, vkidks LykbM~l dks /;ku ls i<+dj O;kdj.k] Hkk"kk dh orZuh ds 
d‚UVsDLV esa lkexzh dks =qfV eqä çLrqr djuk pkfg,A  

4- best] Mª‚bax] Rkkfydk ;k xzkQ bulsfVaZx% fdlh Hkh LykbM esa nks ls T;knk xzkfQDl ¼best] 
Mª‚bax] Rkkfydk ;k pkVZ½ balVZ djus ls cpus dh dksf'k'k djsaA n'kZdksa ds fy, cgqr lkjs 
xzkfQDl balVZ djuk Hkzfer djus okyk gks tkrk gSA 

5- jaxksa dk mi;ksx% dqN fcanqvksa dks gkbykbV djus ds fy, vyx&vyx Q‚UV okys xgjs 
jaxksa] cksYM v{kjksa dk mi;ksx djus dk ç;kl djsaA Q‚UV ds fy, Qs;j ;k lkbysaV 
cSdxzkmaM jaxksa vkSj MkdZ jaxksa dk bLrseky djsaA cSdxzkmaM vkSj Q‚jxzkmaM jaxksa ds foijhr 
gksus ij /;ku nsaA iBuh;rk ds vuqlkj Q‚UV ds jaxksa esa fHkUurk yk,aA ,d xgjs jax dh 
cSdxzkmaM ij xgjs jax ds Q‚UV dk mi;ksx djuk] ;k iwjh çstsaVs'ku ds nkSjku dsoy ,d 
jax yky ysuk ,d vPNk vH;kl ugha gSA bl dkjd ij fopkj djsa fd ekuo vka[kksa dks 
ns[kus ds fy, dkSu lk jax vf/kd vkjkenk;d gksxkA 'kCnksa ds egÙo dks fn[kkus ds fy, 
çstsaVs'ku ds chp dgha vyx&vyx jaxksa dk ç;ksx djsaA  

6- ,fues'ku vkSj ohfM;ks% ,d LykbM esa ,d ls vf/kd ,fues'ku ;k ohfM;ks 'kkfey u djsaA 
,d ls vf/kd dks 'kkfey djuk] /ofu;ksa dks vksojySi djsxk vkSj n'kZdksa ds fy, Hkze iSnk 
dj ldrk gSA 

7- y{; lewg ij /;ku nsa% çstsaVs'ku cukrs le;] yf{kr n'kZdksa dh vko';drkvksa dks iwjk 
djus ij /;ku nsaA lkexzh ij /;ku nsa] fo"k;ksa dk Øe bl rjg ls gks] fd ;g n'kZdksa dk 
/;ku mís';ksa ls vkdf"kZr djus ds fy, ,d ¶yks cukrk gksA vU;Fkk] n'kZd [kks ldrs gSaA 
mnkgj.k ds fy,] ;fn vki 5 feuV dk ohfM;ks ;k ,fues'ku 'kkfey djrs gSa] rks ;g 
n'kZdksa dk /;ku HkVdk,xk vkSj çstsaVs'ku dk iwjk mís'; [kks ldrk gSA 
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vkb, vH;kl djsa 1 

1- çstsaVs'ku ds mís'; ls eYVhehfM;k çkstsDVj ds lkFk bEçsl ds ykHkksa dh lwph cuk,aA 

2- çstsaVs'ku cukrs le; 'kkfey dh tkus okyh laHkkfor eYVhehfM;k daVsaV dh lwph cuk,aA 

3- vkd"kZd çstsaVs'ku djrs le; /;ku nsus ;ksX; egÙoiw.kZ fcUnqvksa dh lwph cukb,A 

4- çstsaVs'ku dk LVksjhcksMZ rS;kj djsa ftls vki cukuk pkgrs gSaA 

fyczs v‚fQl baçsl ds lkFk 'kq#vkr djuk 

fyczs v‚fQl baçsl 'kq: djuk%& 

fyczs v‚fQl baçsl 'kq: djus ds fy, cl MsLdV‚i ij blds 'k‚VZdV vkbdu ij Mcy 
fDyd djsaA lkekU; rkSj ij vkidks MsLdV‚i ij ;k fDod y‚Up VkLdckj ij fyczs v‚fQl 
dk 'k‚VZdV feysxkA vkids }kjk mi;ksx fd, tk jgs v‚ijsfVax flLVe ¼windows,  Linux½ ds 
vuqlkj çfØ;k FkksM+h fHkUu gks ldrh gSA 

foaMkst esa fyczs v‚fQl bEçsl 'kq: djus ds fy, MsLdV‚i ij blds 'k‚VZdV vkbdu 
ij Mcy fDyd djsaA LVkVZ ;k foaMkst cVu ij fDyd djsa] ,fIyds'ku foaMks ls fyczs v‚fQl 
→ fyczs v‚fQl bEçsl pqusaA 

mcaVw fyuDl esa] fyczs v‚fQl baçsl dks fuEu esa ls fdlh Hkh fodYi ls [kksysaA 

• ,fIyds'ku y‚Upj ij fyczs v‚fQl baçsl vkbdu <wa<sa vkSj ,fIyds'ku çkjaHk djus ds fy, 
ml ij fDyd djsaA 

• y‚Upj ij ^^'kks ,fIyds'ku^^ vkbdu ds ek/;e ls fyczs v‚fQl baçsl vkbdu <wa<saA [kkstus 
ds fy, ^^baçsl^^ 'kCn ntZ djsa vkSj [kkst ifj.kkeksa ls fyczs v‚fQl bEçsl pqusaA 

bEçsl 'kq: djus ds ckn] bldh çkjafHkd foaMks [kqy tk,xh tSlk fd fp= 5-1 esa fn[kk;k 
x;k gSA ;g bEçsl ,fIyds'ku foaMks ds fofHkUu Hkkxksa dks fn[kkrk gSA 

 

fp= 5-1% fyczs v‚fQl baçsl 'kq: djuk 
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1- bEçsl foaMks ds Hkkx% bEçsl eq[; foaMks ds fgLls fp= 5-2 esa fn[kk, x, gSaA 

 

fp= 5-2% bEçsl foaMks ds Hkkx 

1- VkbVy ckj% blesa ,DlVsa'ku ¼-odp½ ds lkFk çstsaVs'ku Qkby dk uke vkSj fyczs v‚fQl 
baçsl ds :i esa çstsaVs'ku ,fIyds'ku gksrk gSA ;g ges'kk fyczs v‚fQl bEçsl VkbVy 
ckj foaMks esa lcls Åij gksrk gSA foaMks eSfuiqys'ku cVu nkfgus dksus esa fLFkr gSaA ;s 
fefuekbt] eSfDlekbt] fjLVksj vkSj Dykst cVu gSaA 

2- esuw ckj% blesa rkfdZd :i ls lewgh—r dekaM okys esuw gksrs gSaA çstsaVs'ku cukus ds 
fy, vko';d lHkh dekaM ;gka ik, tkrs gSaA fofHkUu esuw bl çdkj gSa% 

• Qkby% Qkby esuw dk mi;ksx çLrqfr ij cqfu;knh lapkyu djus ds fy, fd;k tkrk 
gS ¼lsfoax] vksifuax ,u ,fDlfVax ou] fØ,fVax , U;w] vkfn½A 

• ,fMV% bl esuw esa VsDLV lsXesaV~l dh dksif;Ux] dfVax vkSj isfLVax ds fy, QaD'ku 
gSaA 

• O;w % bldk mi;ksx foaMks O;w lek;kstu ds fy, ¼fofHkUu O;w çdkjksa dk fd;k tkrk 
gS] twe djuk] vkfn½ vkSj Vwyckj tksM+us ds fy, fd;k tkrk gSA 

• bUlVZ% bl esuw dk mi;ksx fofHkUu oLrqvksa tSls rkfydkvksa] vk—fr;ksa] VsDLV c‚Dl 
vkSj pkVZ dks çstsaVs'ku esa lfEefyr djus ds fy, fd;k tkrk gSA 

• Q‚esZV% blesa VsDLV Q‚esZfVax ds fy, QaD'ku 'kkfey gSaA 

• LykbM% bldk mi;ksx ubZ LykbM] MqIyhdsV LykbM ;k LykbM dks gVkus ds fy, 
fd;k tkrk gSA 

• LykbM 'kks% ;g çstsaVs'ku ns[kus dk ,d midj.k gSA 

• VwYl% budk mi;ksx fdlh çstsaVs'ku esa orZuh dks fu;af=r djus ds fy, fd;k tkrk 
gSA 
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• foaMks% bldk mi;ksx igys ls [kqyh gqbZ çstsaVs'ku dks ns[kus ds fy, fd;k tkrk gSA 

• gsYi% bldk mi;ksx bEçsl ij fdlh Hkh fo"k; ds fy, lgk;rk ns[kus ds fy, fd;k 
tkrk gSA 

3- osfj;l Vwyckj% baçsl ds GUI dks çcaf/kr djus ds fy, fofHkUu Vwyckj gSaA vki bu 
Vwyckj dk mi;ksx fofHkUu QaD'kUl ds fy, vkSj tc vko';d gks] dj ldrs gSaA 

• LVSaMMZ Vwyckj% vklku lapkyu ds fy, esuw ckj ds çR;sd esuw dks vkbdu ds :i 
esa ;gka j[kk x;k gSA 

• LykbM iSu % fdlh Hkh LykbM ij vklkuh ls usfoxsV djus ds fy, LykbM dks NksVs 
vkdkj esa ns[kus ds fy, ;g ,d yacor iSu gSA tSls gh vki fo'ks"k LykbM ij 
fDyd djrs gSa] og LykbM foaMks ds chp esa cM+s vkdkj esa çnf'kZr gksxhA vc vki 
la'kksf/kr dj ldrs gSa vkSj vko';d ifjorZu dj ldrs gSa] LykbM dks iwjk djus 
ds fy, çHkko tksM+ ;k gVk ldrs gSaA 

• odZLisl% ;g foaMks dk e/; Hkkx gS] tgka çstsaVs'ku LykbM cukbZ tkrh gS] VsDLV 
ntZ fd;k tkrk gS] fp= vkSj vU; v‚CtsDV Mkys tkrs gSaA 

• LykbM% ;g foaMks ds ck,¡ Hkkx esa gS] çLrqfr LykbM~l dks Fkacusy :i esa çnf'kZr 
djsaA ;fn vki O;w esuw esa LykbM isu dekaM ij fDyd djrs gSa rks LykbM dks can 
vkSj [kksyk tk ldrk gSA 

• VkLd iSu% VkLd iSu foaMks ds nk,¡ Hkkx ij gSA VkLd isu ikap daiksusaV~l ls cuk 
gSA tc vki bl isu dks çkjaHk djrs gSa rks lHkh daiksusaV~l [kqys ugha gksrs gSaA bls 
[kksyus ds fy, vkidks lacaf/kr oLrq dk djuk gksxkA 

• ekLVj ist% vki LykbM ds vk/kkj vkfdZVsDpj dks la'kksf/kr dj ldrs gSaA vki 
bldk mi;ksx djds lHkh LykbM~l ds fy, çstsaVs'ku csl vkSj d‚eu LVkby cuk 
ldrs gSaA bEçsl esa dqN fMQ‚YV LykbM ekLVj ist miyC/k gSaA 

• ysvkmV% vki viuk [kqn dk ysvkmV rS;kj dj ldrs gSa vkSj bl l‚¶Vos;j dk 
mi;ksx djds Hkfo"; esa mi;ksx ds fy, bUgsa lqjf{kr j[k ldrs gSaA vki buesa ls 
dksbZ Hkh pqu ldrs gSa vkSj bls la'kksf/kr dj ldrs gSa ;k vko';drkuqlkj mi;ksx 
dj ldrs gSaA 

• Rkkfydk fMtkbu% ;g Rkkfydk cukus ds fy, LVkby nsrk gSA dksbZ Hkh viuh ilan 
ds fglkc ls LVkby esa cnyko dj ldrk gSA 

• dLVe ,fues'ku% ,d LykbM esa VsDLV] Mª‚bax vkfn ds fy, dbZ ,fues'ku Qhpj 
gSaA bl lqfo/kk dk mi;ksx djds vki ,fues'ku lqfo/kkvksa dks tksM+ ldrs gSa] cny 
ldrs gSa ;k gVk ldrs gSaA 

• LykbM Vªkaft'ku% LykbM Vªkaft'ku dk mi;ksx djds] vki ;g lsV dj ldrs gSa 
fd çLrqfr ds nkSjku LykbM dSls fn[kkbZ nsxhA cgqr lkjs rS;kj fd, x, fodYi 
miyC/k gSaA vki laØe.k dh xfr] /ofu çHkko] Lopkfyr laØe.k vkfn tSlh 
lqfo/kkvksa dks Hkh la'kksf/kr dj ldrs gSaA 



 

148 

• Mªkbax Vwyckj% Mªkbax Vwyckj dk mi;ksx djds] vki viuh çLrqfr dks çHkkoh cukus 
ds fy, çstsaVs'ku esa fofHkUu dykRed dk;Z dj ldrs gSaA 

• bal'kZu i‚baV% ;g dlZj dk ,d LFkku gS tgka vkidk VsDLV Vkbi djus ij fn[kkbZ 
nsxk ¼eryc og LFkku tgka dlZj fCyad dj jgk gS½A 

• LVsVl ckj% ;g ,fDVo çLrqfr] dlZj dh orZeku fLFkfr vkSj twe LykbMj ds ckjs 
esa tkudkjh çnf'kZr djrk gSA bls mi;ksxdrkZ dh çkFkfedrkvksa ds vuqlkj 
lek;ksftr fd;k tk ldrk gSA LVsVl ckj dekaM dks pqudj O;w esU;w esa LVsVl 
ckj dks can fd;k tk ldrk gSA 

• twe d.Vªksy% bl Vwy dk mi;ksx LykbM dks twe bu ;k twe vkmV djus ds fy, 
fd;k tkrk gSA 

fyczs v‚fQl baçsl can djus ds fy, 

bEçsl ,fIyds'ku dks lh/ks can djus ds fy,] eSfuiqys'ku cVu can ¼×½ djsa] ;k Qkby 
esuw → ckgj fudysa dekaM dk djsa ;k dhcksMZ 'k‚VZdV Alt + F4 ;k Ctrl + Q dk mi;ksx djsaA 

,d çstsaVs'ku cuk,s 

VsEiysV dk mi;ksx djds ,d çstsaVs'ku cukuk 

,d ubZ Cysad çstsaVs'ku cukus ds fy,] Qkby esuw → u;k pqusa ;k vkbdu ij fDyd 
djsa u;k ;k Ctrl + N dqath ds la;kstu dk mi;ksx djsaA 

,d foaMks ^p;u , VsEIysV^ fn[kkbZ nsxhA çstsaVs'ku dh rS;kjh 'kq: djus ds fy, fp= 
5-3 esa fn[kk, x, VsEiysV ij fDyd djds viuh ilan ds vuqlkj ,d VsEiysV pqusaA 

 

fp= 5-3% ,d VsEiysV pqusa 
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VsEIysV dk mi;ksx djds viuh çstsaVs'ku rS;kj djsaA p;fur VsEiysV VkbVy LykbM 
ysvkmV ds :i esa fn[kkbZ nsrk gS tSlk fd fp= 5-4 esa fn[kk;k x;k gSA 

 

fp= 5-4% VsEiysV dk mi;ksx djds ,d çstsaVs'ku cukuk 

çstsaVs'ku cukrs le;] igyh LykbM vkerkSj ij VkbVy LykbM gksrh gSA ftls vki 
mi;ksx dj ldrs gSa 

vkidh VkbVy LykbM ds vuqlkj ;k rks ,d fjä ysvkmV ;k VkbVy ysvkmV esa ls 
,dA vc bl LykbM esa VkbVy VsDLV ntZ djsa tSlk fd fp= 5-5 esa fn[kk;k x;k gSA 

 

fp= 5-5% LykbM dk VkbVy ntZ djuk 
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LykbM ysvkmV dk p;u 

ç‚iVhZt foaMks esa ysvkmV lsD'ku ls mi;qä ysvkmV dk fd;k tk ldrk gSA fyczs 
v‚fQl esa 'kkfey ysvkmV ,d fjä LykbM ls ysdj Ng daVsaV c‚Dl okyh LykbM rd vkSj 
,d VkbVy tSlk fd fp= 5-6 esa fn[kk;k x;k gSA 

 

fp= 5-6% LykbM ysvkmV 

vki esuw] LykbM → LykbM ysvkmV → VkbVy LykbM dk mi;ksx djds LykbM 
ysvkmV dk Hkh dj ldrs gSa tSlk fd fp= 5-7 esa fn[kk;k x;k gSA vkids }kjk pquk x;k 
ysvkmV foaMks ds nkbZa vksj ykxw gksxkA oSdfYid :i ls] vki LykbM isu esa LykbM dj ldrs 
gSa] ;g odZLisl esa fn[kkbZ nsxh vkSj ;gka vki lkbMckj esa ysvkmV lsD'ku ls vko';d ysvkmV 
dk dj ldrs gSaA 

 

fp= 5-7% LykbM ysvkmV dk p;u & VkbVy LykbM 
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1- ,fìax VsDLV% VsDLV Ýse okyh LykbM esa VsDLV tksM+us ds fy, VsDLV Ýse esa ,sM 
VsDLV ij fDyd djsa vkSj fQj viuk VsDLV Vkbi djsaA tSls gh vki VsDLV Mkyrs 
gSa] vkmVykbu LVkbYl vius vki VsDLV ij ykxw gks tkrh gSaA fp= 5-5 VsDLV 
tksM+us ds ckn LykbM fn[kkrk gSA 

2- çstsaVs'ku dks lso djuk% ,d çstsaVs'ku cukrs le;] vki bls fdlh uke ls fMLd ij 
lso dj ldrs gSa] rkfd daVsaV [kks u tk, ;k çstsaVs'ku dk vkxs mi;ksx u gksA 

1- çstsaVs'ku dks lso djus ds fy,] vki uhps fn, x, pj.kksa dk ikyu djsa% Qkby esuw → 
lso] ;k 'k‚VZdV dh la;kstu Ctrl + S dk mi;ksx djsa] ;k ekud Vwyckj ij lso cVu ij 
fDyd djsaA 

;g fp= 5-8 esa fn[kk, x, vuqlkj lso Mk;y‚x c‚Dl [kksysxk] tks fMLd ij LFkku 
vkSj çstsaVs'ku dks lso ds fy, uke fufnZ"V djus dh vuqefr nsrk gSA 

 

fp= 5-8% çslUVs'ku dks lso djuk 

2- Mªkbo esa LFkku cnyus ds fy, ml Mk;jsDVjh dks [kksysa ftlesa vki Qkby dks lso djuk 
pkgrs gSaA 

3- çstsaVs'ku Qkby dk uke ntZ djsaA 

4- lso ij fDyd djsaA 

5- ;fn çstsaVs'ku igys ls lso gks x;k gS rks lkexzh ml çstsaVs'ku Qkby esa viMsV dh 
tk,xhA 

• fHkUu uke ls çstsaVs'ku lso djuk% çstsaVs'ku dks fdlh fHkUu uke ls lso djus ds fy,] 
Qkby& lso ,t ;k 'k‚VZdV dh la;kstu Shift+Ctrl+S dk mi;ksx djsaA lso ,l Mk;y‚x 
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c‚Dl esa] ,d u;k Qkby uke ntZ fd;k tk ldrk gS tSlk fd Qkby uke QhYM esa fp= 
5-9 esa fn[kk;k x;k gSA lso cVu dk mi;ksx djds lsfoax gks tkrh gSA 

 

fp= 5-9% çstsaVs'ku dks fofHkUu Q‚esZV esa lso djuk 

• fHkUu Q‚esZV ds lkFk lso djuk% fMQ‚YV :i ls çstsaVs'ku dks -odp ,DlVsa'ku ds lkFk 
lso fd;k tkrk gSA fdlh çstsaVs'ku dks vU; Qkby Vkbi esa lso djus ds fy,] Qkby&lso 
,t dk djsaA lso ,t Mk;y‚x c‚Dl esa] vky Q‚esZV Mª‚i&Mkmu esuw ij fDyd djsa vkSj 
çLrkfor dk;ZØeksa esa ls fodYi pqusa] mnkgj.k ds fy,] Microsoft PowerPoint 

97/2000/XP@2003 ¼ppt½ ;k ¼-ppt½ tSlk fd fp= 5-9 esa fn[kk;k x;k gSA 

3- LykbM 'kks pykuk 

1- LykbM 'kks pykus ds fy,] esu esuw ckj ij LykbM 'kks → QlZ~V LykbM ls çkjaHk djsa 
ij fDyd djsa ;k çstsaVs'ku Vwyckj ;k LykbM l‚VZj Vwyckj ij LykbM 'kks vkbdu 
ij fDyd djsa ;k F5 nck,aA LykbM 'kks pyus yxrk gSA 

2- ekml cVu ij fDyd djds vki vxyh LykbM ij tk ldrs gSaA vki vxyh LykbM 
;k fiNyh LykbM ij tkus ds fy, dhcksMZ ij rhj dqaft;k¡ dk mi;ksx dj ldrs gSaA 
vxyh LykbM ij tkus ds fy, vki dhcksMZ ij Lislckj dh Hkh nck ldrs gSaA 

4- LykbM~l dks usfoxsV djus vkSj vU; fodYiksa dks lsV djus ds fy, esuw [kksyus ds fy, 
LØhu ij dgha Hkh nk;ka&fDyd djsaA 

5- ykLV LykbM esa vkidks ,d eSlst fDyd Vw ,fXtV çstsaVs'ku feysxkA çstsaVs'ku ls 
ckgj fudyus ds fy, cl ekml cVu ij fDyd djsa ;k dhcksMZ ij dksbZ Hkh dh nck,aA 
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6- ;fn vki fdlh Hkh le; LykbM 'kks ls ckgj fudyuk pkgrs gSa] rks cl Esc dh nck,aA 

•   çstsaVs'ku dks HTML ds :i esa lso djuk % çstsaVs'ku dks osc ij çdkf'kr djus ds fy, ;k 
osc czkmtj esa çstsaVs'ku dks [kksyus ds fy,] bls HTML Q‚esZV ¼gkbijVsDLV ekdZvi ySaXost½ 
esa lso djsa] ftls fdlh Hkh osc czkmtj esa [kksyk tk ldrk gSA çstsaVs'ku dks html ds :i 
esa lso djus ds fy,% 

1- Qkby → ,DliksVZ ij fDyd djsaA 

2- ml Mk;jsDVjh dks pqusa ftlesa vki Qkby dks lso djuk pkgrs gSaA 

3- Qkby uke ntZ djsaA 

4- lso ij fDyd djsaA 

PDF Q‚esZV esa Qkby lso djsa% ihMh,Q Q‚esZV esa Qkby dks lso djds çstsaVs'ku dk 
iksVsZcy M‚D;wesaV Q‚esZV ¼PDF½ cuk;k tk ldrk gS] ftls Ýh ,Mksc ,ØkscsV jhMj ds lkFk ns[kk 
tk ldrk gSA gkyk¡fd] bls ,fMV ugha fd;k tk ldrk gSA  

PDF Q‚esZV esa Qkby dks lso djus ds fy,% 

1- Qkby→Export as PDF ij fDyd djsa  

2- ml Mk;jsDVjh dks pqusa ftlesa vki Qkby dks lso djuk pkgrs gSaA 

3- ,d Qkby uke ntZ djsaA 

4- lso ij fDyd djsaA 

5- çstsaVs'ku can djuk 

1- fdlh çstsaVs'ku dks can djus ds fy,] Qkby esuw pqusa→ can djsa ;k dhcksMZ 'k‚VZdV 
fdt Ctrl+W dk mi;ksx djsaA 

2- fdlh çstsaVs'ku dks nksckjk [kksyus ds fy, Qkby→vksiu dekaM pqusa ;k dhcksMZ 'k‚VZdV 
dht Ctrl+O dk bLrseky djsaA 

3- ;g vksiu Mk;y‚x c‚Dl [kksysxkA Qkby dk LFkku fufnZ"V djsa ftls yqd bu QhYM 
esa [kksyk tkuk gS] Qkbyksa dk djsa vkSj bls vksiu dekaM ls [kksysaA 

6- gsYi dk mi;ksx djuk 

gsYi QaD'ku gsYi esU;w esa fLFkr gSA fyczs v‚fQl gsYi VSc djds miyC/k lgk;rk fo"k;ksa dh 
lwph ds lkFk ,d foaMks [kksyh tkrh gSA 
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fp= 5-10% gsYi QaD'ku 

lpZ vkbVe VsDLV c‚Dl esa vki ,DlIyksj djus ds fy, ,d 'kCn ntZ dj ldrs gSaA 
gsYi QaD'ku dks [kksyus dk lcls rst rjhdk F1 QaD'ku dqath dk mi;ksx djuk gSA 

 

fp= 5-11% fyczs v‚fQl bEçsl gsYi 

LykbM ds lkFk dke djuk 

vc çstsaVs'ku dk;Z dks vkxs c<+kus ds fy, vxyh LykbM dks tksM+uk gksxkA ubZ LykbM 
dks ubZ LykbM Mkyus ds lkFk&lkFk MqfIydsV LykbM dks lfEefyr djds çstsaVs'ku esa Mkyk 
tk ldrk gSA MqIyhdsV LykbM Mkyus ls ekStwnk ;k orZeku LykbM dh d‚ih çstsaVs'ku esa 
lfEefyr gks tk,xhA 

MqfIydsV LykbM bUlVZ djuk 

dHkh&dHkh] vki fiNyh LykbM dh rjg gh mlh LykbM dks lfEefyr djuk pkg 
ldrs gSa] tSls iqLrd ds igys ist esa iqLrd dk VkbVy gksrk gS vkSj ogh VkbVy iqLrd ds 
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doj ist ij Hkh fn[kkbZ nsrk gSA ,sls esa vki LykbM dks vxyh LykbM ij d‚ih dj ldrs 
gSaA ljy 'kCnksa esa] vki igys ls cukbZ xbZ LykbM dks MqfIydsV djuk pkgrs gSaA rks MqfIydsV 
LykbM Mkyus ds fy,% 

1- LykbM iSu ls ml LykbM dk djsa ftls vki MqfIydsV djuk pkgrs gSaA 

2- esuw ckj LykbM → MqIyhdsV LykbM ls pqusaA 

3- LykbM ij jkbV&fDyd djsa vkSj → esuw pqusa ls MqfIydsV LykbMA 

4- odZLisl esa LykbM ij jkbV&fDyd djsa vkSj esuw ls  → MqfIydsV LykbM pqusaA 

4- çstsaVs'ku Vwyckj esa MqfIydsV LykbM vkbdu ij fDyd djsaA 

5- vki mijksä fodYiksa esa ls fdlh ,d dk mi;ksx djds viuh çstsaVs'ku esa MqfIydsV LykbM 
lfEefyr dj ldrs gSaA MqIyhdsV LykbM Mkyus ds ckn çstsaVs'ku ,slk fn[ksxk tSlk fd 
fp= 5-12 esa fn[kk;k x;k gSA 

 

fp= 5-12 % MqIyhdsV LykbM dks bUlVZ djuk 

ubZ LykbM bUlVZ djuk 

ubZ LykbM Mkyus ds fy,] fuEu esa ls fdlh ,d rjhds dk mi;ksx djsa 

1- esuw ckj LykbM ls → ubZ LykbM pqusaA 

2- ;k] ,d LykbM ij jkbV&fDyd djsa vkSj d‚UVsDLV esuw ls → ubZ LykbM pqusaA 

3- ;k] odZLisl esa [kkyh txg ij jkbV&fDyd djsa vkSj d‚UVsDLV esuw ls LykbM → ubZ 
LykbM pqusaA 

4- ;k] çstsaVs'ku Vwyckj esa U;w LykbM vkbdu ij fDyd djsaA 

5- ;k] dhcksMZ 'k‚VZdV Ctrl+M dk mi;ksx djsaA 
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6- vc ^bUlVZ U;w LykbM^ esa fn, x, fodYiksa esa ls ,d dk mi;ksx djds ubZ ¼rhljh½ LykbM 
dks çstsaVs'ku esa MkysaA ,d ubZ LykbM Mkyus ds ckn çstsaVs'ku fp= 5-13 ¼b½ esa fn[kk, 
x, vuqlkj fn[kkbZ nsxhA 

 

fp= 5-13 1 ubZ LykbM bUlVZ djus ds ckn 

 

fp= 5-13 2 ubZ LykbM bUlVZ djuk 

LykbM ysvkmV 

ubZ LykbM bUlVZ djus ds ckn] ysvkmV esa ,d ;k vf/kd daVsaV c‚Dl gksrs gSaA buesa 
ls çR;sd daVsaV c‚Dl dks VsDLV] ewoh] best] pkVZ ;k Rkkfydk j[kus ds fy, d‚fUQxj fd;k 
tk ldrk gSA vki daVsaV c‚Dl ds chp esa fn[kk, x, vuqlkj lacaf/kr vkbdu ij fDyd djds 
daVsaV ds vk/kkj ij vkbdu dk dj ldrs gSa ¼fp= 5-14½A 
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fp= 5-14 % daVsaV Vkbi dk p;u djuk 

fdlh LykbM dk ysvkmV cnyus ds fy, cl LykbM iSu esa LykbM d¨ djsaA ;g 
odZLisl esa fn[kkbZ nsxk vkSj lkbMckj esa ysvkmV lsD'ku ls okafNr ysvkmV d¨ djsxkA dbZ 
ysvkmV esa ,d ;k vf/kd daVsaV c‚Dl gksrs gSaA VsDLV ds fy, lkexzh c‚Dl dk mi;ksx djus 
ds fy, VsDLV tksM+us ds fy, fDyd v‚u ij fDyd djsaA og VsDLV ntZ djsa ftls vki LykbM 
esa çnf'kZr djuk pkgrs gSaA 

LykbM~l dks d‚ih vkSj ewo djuk 

,d ckj cukbZ xbZ LykbM~l dks çstsaVs'ku ;k fdlh vU; çstsaVs'ku esa iqu% mi;ksx fd;k 
tk ldrk gSA LykbM dks fdlh vU; LFkku ij ys tkus ds fy, dV ,aM isLV çfØ;k dk 
mi;ksx djsaA LykbM dks d‚ih djus ds fy, d‚ih isLV dh çfØ;k dk mi;ksx djsaA 

1- dV vkSj isLV% fdlh çstsaVs'ku esa dqN dV vkSj isLV ds fy,A 

1- LykbM 'k‚VZj O;w esa ;k u‚eZy O;w esa LØhu ds ckbZa vksj ekdZ djds LykbM djsaA 

2- jkbV ekml cVu ij fDyd djsa vkSj d‚UVsDLV esuw ls dV fodYi ¼;fn vki bls 
LFkkukarfjr djuk pkgrs gSa½ ;k d‚ih fodYi ¼;fn vki bls d‚ih djuk pkgrs gSa½ djsaA 

3- çstsaVs'ku esa ml LFkku dks fpfàr djsa tgk¡ vki LykbM dks ewo ;k d‚ih djuk pkgrs 
gSaA 

4- ekml cVu ij jkbV fDyd djsa] d‚UVsDLV esuw ls isLV fodYi pqusaA 

2- dhcksMZ 'k‚VZdV dk mi;ksx djuk% dqath ds la;kstu ls dV] d‚ih vkSj isLV v‚ijs'ku Hkh 
fd, tk ldrs gSa% 

1-dV & Ctrl + X 2- Copy& Ctrl + C 

3-isLV & Ctrl + V 

3- MªSx ,aM Mª‚i d‚ih vkSj ewfoax fof/k% d‚ih] dV vkSj isLV v‚ijs'ku ^MªSx ,aM Mª‚i^ }kjk Hkh 
fd;k tk ldrk gS% 

1- ml LykbM d¨ djsa ftls vki d‚ih djuk pkgrs gSaA 
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2- fpfàr LykbM ij ckbZa ekml cVu dks fDyd djds j[ksa vkSj lkFk gh Ctrl cVu dks 
nckdj j[ksaA 

3- ekml dlZj dks okafNr LFkku ij ys tk,¡A 

4- ck;k¡ ekml cVu NksM+sa vkSj fQj Ctrl cVu NksM+saA d‚ih dks nwljs LFkku ij isLV fd;k 
tkrk gSA 

5- ^MªSx ,aM Mª‚i^ fof/k ds ek/;e ls VsDLV dks ewo djuk] d‚ih djus dh rjg gh fd;k 
tk ldrk gS] ysfdu fcuk Ctrl cVu dk mi;ksx fd,A 

 

fp= 5-15 1- dV LykbM      fp= 5-15 2- d‚ih LykbM   fp= 5-15 3- isLV LykbM 

4- LykbM~l dks fMyhV djuk% fdlh çstsaVs'ku ls fdlh LykbM dks fMyhV djus ds fy, lcls 
igys mls p;u djuk pkfg,A ,d ;k vf/kd LykbM gVkus ds fy,A 

1- LykbM dks LykbM iSu esa fpfàr djds pqusaA 

2- p;u LykbM ij ekml cVu ij jkbV fDyd djsaA 

3- d‚UVsDLV esuw esa LykbM fMyhV fodYi pqusaA 

4- LykbM dks gVkus dk ,d vkSj Rofjr rjhdk gS cl LykbM dk p;u dks djsa vkSj 
dhcksMZ ls fMyhV cVu nck,aA 

 

fp= 5-16 fMyhV LykbM 
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5- LykbM dk uke cnyuk% LykbM~l dks fMQ‚YV :i ls LykbM] LykbM 2]--- ds :i esa 
ukfer fd;k tkrk gSA LykbM dk uke cnydj mls uke nsuk laHko gSA LykbM dk uke 
cnyus ds fy,% 

1- LykbM dks LykbM iSu esa fpfàr djds pqusaA 

2- p;u LykbM ij ekml cVu ij jkbV fDyd djsaA 

3- d‚UVsDLV esuw esa LykbM dk uke cnysa fodYi pqusaA 

4- jhuse LykbM Mk;y‚x c‚Dl fn[kkbZ nsxk tgka vki LykbM dk u;k uke fufnZ"V dj 
ldrs gSaA 

 

fp= 5-17 % LykbM dk uke cnysa 

 

fp= 5-18% LykbM Mk;y‚x c‚Dl dk uke cnysa 

 

fp= 5-19% LykbM dk uke cnyus ds ckn 
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6- daVsaV dks d‚ih djuk] ewo djuk vkSj fMyhV djuk 

bEçsl fyczs v‚fQl dk daVsaV gSA rks vki fyczs v‚fQl baçsl esa VsDLV ,fMfVax ds fy, 
fycjs v‚fQl jkbVj ds leku dekaM vkSj fodYiksa dk mi;ksx dj ldrs gSaA çstsaVs'ku esa fdlh 
VsDLV ;k oLrq dks fdlh vU; LFkku ¼mlh çstsaVs'ku ;k fdlh vU; çstsaVs'ku esa½ dks d‚ih djus] 
ewo djus ds fy,] igys VsDLV dk djuk vko';d gSA 

1- VsDLV vkSj jkbV ekml cVu ij fDyd djsaA 

2- d‚UVsDLV esuw ls d‚ih fodYi pqusa ¼dhcksMZ 'k‚VZdV% d‚ih djus ds fy, Ctrl + c ;k dV 
djus ds fy, dV fodYi ¼dhcksMZ 'k‚VZdV% Ctrl + X½ pqusaA 

3- dlZj dks LykbM ij ml LFkku ij j[ksa tgk¡ vki daVsaV dks ys tkuk ;k d‚ih djuk pkgrs 
gSaA 

4- nk;ka ekml cVu nck,a vkSj d‚UVsDLV esuw ls isLV fodYi pqusa ¼dhcksMZ 'k‚VZdV% Ctrl + 

V½A 

1- VsDLV dks fMyhV djuk% LykbM~l ds VsDLV dks fMyhV djuk vklku gSA dhcksMZ ij 
fMyhV vkSj cSdLisl cVu dk bLrseky VsDLV dks fMyhV djus ds fy, fd;k tkrk gSA 
fMyhV dqath dlZj ds nk;ha vksj ds dSjsDVj dks fMyhV dj nsrh gS vkSj cSdLisl cVu 
dlZj ds ck;ha vksj ds dSjsDVj dks fMyhV dj nsrk gSA fMyhV dqath ;k cSdLisl dqath dks 
nckus ls ,d ckj esa ,d dSjsDVj fMyhV gks tkrk gSA VsDLV dh ykbu ;k iSjkxzkQ dks 
fMyhV djus ds fy, igys VsDLV dks pqusa vkSj fQj fMyhV dqath nck,aA oSdfYid :i ls 
vki VsDLV dks fMyhV djus ds fy, dV fodYi dk mi;ksx dj ldrs gSaA 

2- ifjorZuksa dks vuMw ¼iwoZor½ djuk vkSj fjVuZ djuk% bEçsl gky gh esa fd, x, ifjorZuksa 
dk bfrgkl j[krk gSA tc ge fdlh VsDLV ij dekaM fu"ikfnr djrs gSa] mnkgj.k ds fy, 
VsDLV dks gVk nsa] rks geus tks fd;k gS mls myVus esa l{ke gSaA bls vuMw QaD'ku ds :i 
esa tkuk tkrk gSA ;g ifjorZu vuMw djus ds ckn Hkh laHko gS] bls okil çkIr djsaA bls 
vuMw QaD'ku dgk tkrk gSA ;s fodYi LVSaMMZ Vwyckj esa fLFkr gSa] vkSj bls dhcksMZ 'k‚VZdV 
fdt dk mi;ksx djds Hkh fd;k tk ldrk gS Ctrl + Z dk mi;ksx vuMw djus ds fy, 
fd;k tkrk gS vkSj Ctrl + Y dk mi;ksx fjMq djus ds fy, fd;k tkrk gSA 

dHkh&dHkh vki xyrh ls dksbZ dekaM ;k fodYi ykxw dj ldrs gSaA bl xyrh dks 
okil djus ds fy,] vuMw uke dk ,d QaD'ku gSA ;g M‚D;wesaV dks mldh fiNyh fLFkfr esa 
ykSVkrk gSA la;kstu Ctrl+Z dks nckus ij vkids }kjk fd, x, vafre ifjorZu dks vuMw dj 
nsrk gSA bls fQj ls nckus ij] blls igys okyk ,d vuMw gks tk,xk] bR;kfnA 

oSdfYid :i ls] ,fMV →vuMw dk mi;ksx djsaA bl i)fr dk mi;ksx djds] esuw 
bafxr djsxk fd vki fdl çdkj dk & v‚ijs'ku vuMw djsaxsA ,slk djus dk nwljk rjhdk 
QaD'ku ckj ij vuMw vkbdu dks nckuk gSA  

iwoZor djsa QaD'ku dk mi;ksx ds ifj.kke dks okil djus ds fy, fd;k tkrk gSA bls 
dbZ ckj mi;ksx fd;k tk ldrk gS] D;ksafd vuMw QaD'ku dk mi;ksx fd;k x;k FkkA bl 
QaD'ku dk mi;ksx djus ds fy, ,fMV →fjMqA ;fn vki vius vuMw dekaM dks jksycSd djuk 
pkgrs gSa] rks vki fjMq dk mi;ksx dj ldrs gSaA vki QaD'ku ckj ij fjMq vkbdu nckdj ;k 
dhcksMZ 'k‚VZdV Ctrl + Y dk mi;ksx djds fjMq QaD'ku fu"ikfnr dj ldrs gSaA 
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,d çstsaVs'ku ns[ksa  

bEçsl esa cuk, x, çstsaVs'ku dks dbZ rjg ls ns[kk tk ldrk gSA dksbZ Hkh çstsaVs'ku dks 
cM+s ;k NksVs ;k e/;e vkdkj esa ns[kuk pkg ldrk gSA mi;ksxdrkZ dh vko';drk ds vuqlkj 
çstsaVs'ku dks ns[kuk laHko gSA 

–'; ds vkdkj dks fu;af=r djuk  

twe vkSj O;w ysvkmV Mk;y‚x c‚Dl O;w VSc esa [kqyrk gSA twe c<+kus ds fy, çLrkfor 
ekuksa esa ls djuk laHko gS] ;k viuk Lo;a dk eku ntZ djsa] tks ,d iw.kZ la[;k gksuh pkfg,A 

 

fp= 5-20 1 twe vkSj ysvkmV ysvkmV ns[kuk 

 

fp= 5-20 2 LykbMj dk mi;ksx djds twe vkmV djuk 

twe djus ds vU; rjhds gSa% 

1- LVsVl ckj ij twe LykbMj dk mi;ksxA 

2- LVSaMMZ Vwyckj ij twe cVu dk mi;ksxA 

3- esuw fodYi O; → twe → twe dk mi;ksx djsa] twe vkSj O;w ysvkmV Mk;y‚x c‚Dl [kqy 
tk,xkA LVsVl ckj ij mi;qä twe LykbMj d¨ djsa ftlesa nks fpfàr [kaM gSaA ;fn vki 
igys gkbykbV fd, x, [kaM esa fLFkr gSa] rks laiw.kZ LykbM odZLisl esa çnf'kZr gksxhA ;fn 
vki Lo;a dks nwljs LFkku ij j[krs gSa] rks LykbM ij 100% dh o`f) çnf'kZr dh tk,xhA 

odZLisl O;w  

fofHkUu odZLisl O;w] O;w esuw dh Mª‚i&Mkmu lwph esa gSaA ;s O;w ukeZy] vkmVykbu] 
uksV~l] LykbM l‚VZj] LykbM ekLVj] uksV~l ekLVj] gSaMvkmV ekLVj gSaA O;w esuw ls mi;qä O;w 
dk p;u fd;k tk ldrk gSA 
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fp= 5-21% ukeZy O;w 

1- ukeZy O;w% tSlk fd fp= 5-21 esa fn[kk;k x;k gS] ;g eq[; O;w gS ftldk mi;ksx Q‚esZV 
vkSj fMtkbu vkSj VsDLV] xzkfQDl vkSj ,uhes'ku çHkko tksM+us ds fy, fd;k tkrk gSA bl 
O;w esa] foaMks ds chp esa LykbM çnf'kZr gksrh gSA foaMks ds ckbZa vksj] LykbM Fkacusy ¼LykbM½ 
okyk iSu çnf'kZr gksrk gS ¼;fn LykbM iSu O;w esuw ls p;fur gS½A 

2- vkmVykbu O;w % tSlk fd fp= 5-22 esa fn[kk;k x;k gS] blesa çstsaVs'ku dh lHkh LykbM~l 
,d Øe esa gSaA ;g çR;sd LykbM dks vkmVykbu Q‚esZV esa fn[kkrk gSA dsoy çR;sd 
LykbM esa fufgr VsDLV odZLisl ds vanj çnf'kZr gksrk gSA ;g ,d lajpuk ds :i esa 
LykbM VsDLV çnf'kZr djrk gSA 

 

fp= 5-22% vkmVykbu O;w 
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3- uksV~l O;w% tSlk fd fp= 5-23 esa fn[kk;k x;k gS] bldk mi;ksx çLrqrdrkZ dh tkudkjh 
ds fy, LykbM esa uksV~l tksM+us ds fy, fd;k tkrk gSA ;g çstsaVs'ku fn[kkrs le; n'kZdksa 
}kjk ugha ns[kk tkrk gSA ;g ml {ks= dks çnf'kZr djrk gS ftlesa çstsaVs'ku ds nkSjku 
uksV~l dk mi;ksx enn ds fy, fd;k tkrk gSA 

 

fp= 5-23% uksV~l O;w 

4- LykbM l‚VZj O;w% tSlk fd fp= 5-24 esa fn[kk;k x;k gS] blesa lHkh LykbM Fkacusy 'kkfey 
gSaA ;g LykbM vkMZj dks iquoZ~;ofLFkr djus ds fy, mi;qä gSA bldk mi;ksx ^MªSx ,aM 
Mª‚i^ fof/k ls LykbM~l dks l‚VZ djus ds fy, fd;k tkrk gSA LykbM ds lewg ;k dsoy 
,d LykbM ds lkFk dk;Z djus ds fy, bl O;w dk mi;ksx djsaA 

 

fp= 5-24% LykbM l‚VZj O;w 
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Q‚esZfVax VsDLV 

LykbM ds daVsaV~l dks fofHkUu rjhdksa ls Q‚esZV fd;k tk ldrk gSA Q‚esZfVax Vwyckj 
ij Q‚esZfVax vkbdu dk mi;ksx djus dk lcls vke rjhdk gSA nwljk rjhdk gS esuw ckj ls 
Q‚esZV → +VsDLV djuk vkSj rhljk rjhdk dhcksMZ 'k‚VZdV dk mi;ksx djuk gSA fofHkUu Q‚esZV 
fodYiksa dks uhps le>k;k x;k gS vkSj fp= 5-25 esa fn[kk;k x;k gSA 

 

fp= 5-25% Q‚esZfVax Vwyckj fodYi 

1- Q‚UV use% Q‚UV dh lwph ns[kus ds fy, Q‚UV Vkbi Mª‚i&Mkmu fMLIys ij fDyd djsa 
vkSj Q‚UV use pqusaA 

2- lkbt% Q‚UV lkbt dh lwph ns[kus ds fy, Q‚UV lkbt Mª‚i&Mkmu fMLIys ij fDyd 
djsa tgka ls vki Q‚UV lkbt dks ns[k ldrs gSaA 

3- Q‚UV lkbt c<+kuk% Åij dh vksj rhj ds lkFk fDyd djus ls VsDLV dk lkbt c<+ 
tk,xk ¼dhcksMZ 'k‚VZdV% Ctrl+/)A 

4- Q‚UV lkbt ?kVkuk% uhps dh vksj okys rhj ij fDyd djus ls VsDLV dk lkbt de 
gks tk,xk ¼dhcksMZ 'k‚VZdV% Ctrl+[)A 

5- cksYM% fdlh VsDLV ij fDyd djus ls VsDLV cksYM gks tkrk gS ¼dhcksMZ 'k‚VZdV% 
Ctrl+B½A 

6- bVSfyd% fdlh ij fDyd djus ls VsDLV bVSfyd esa cny tkrk gS ¼dhcksMZ 'k‚VZdV% 
Ctrl+I½A 

7- vaMjykbu% VsDLV ij fDyd djus ls VsDLV vaMjykbu gks tkrk gS ¼dhcksMZ 'k‚VZdV% 
Ctrl+U½A 

8- LVªkbdF:% p;fur VsDLV fDyd djus ij VsDLV ds ek/;e ls ,d js[kk [khap tkrk gSA  

9- lqijfLØIV% VSc ij fDyd djus ls p;fur VsDLV cslykbu ls Åij mB tkrk gS 
¼dhcksMZ 'k‚VZdV% Shift+Ctrl+PJ½A 

10- lcfLØIV% p;fur VsDLV ij fDyd djus ls cslykbu ls Åij dk VsDLV de gks tkrk 
gS ¼dhcksMZ 'k‚VZdV% Shift+Ctrl+B½A 

11- Q‚UV dyj% Q‚UV dyj vkbdu ds nkbZa vksj Mª‚i&Mkmu c‚Dl ¼ ▼½ ij fDyd djus 
ls dyj iSysV [kqy tkrk gS tgka ls vki Q‚UV dyj cny ldrs gSaA 

12- gkbykbfVax% gkbykbV dyj vkbdu ds nkbZa vksj Mª‚i&Mkmu c‚Dl ¼▼½ ij fDyd 
djus ls dyj iSysV [kqy tkrk gS tgka ls vki gkbykbV dyj cny ldrs gSaA 

vU; VsDLV Q‚esZfVax fodYi gSa tks dHkh&dHkh iSjkxzkQ ds lkFk dke djrs le; mi;ksx 
fd, tkrs gSaA 
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fp= 5-26% uacj dk p;u 

1- lajs[k.k fpà VsDLV dks ys¶V] lsaVj] jkbV ;k tfLVQkbZ esa lajsf[kr djus ds fy, mi;ksx 
fd;k tkrk gSA 

2- V‚i vykbu] dsaæ dks yacor :i ls lajsf[kr djus] uhps lajsf[kr djus ds fy, mi;ksx] 
o p;u VsDLV dks VsDLV c‚Dl ds Åij] dsaæ ;k uhps ls lajsf[kr djus ds fy, fd;k 
tkrk gSA 

3- cqysV vkSj uacfjax% ;g p;u iSjkxzkQ ls ,d cqysVsM ;k Øekafdr lwph cukrk gSA fp= 
5-26 esa fn[kk, x, vuqlkj Mª‚i&Mkmu lwph ls cqysV ;k uacfjax Q‚esZV fodYi dk 
djus ds fy, vkbdu ds nkbZa vksj NksVs f=dks.k ij fDyd djsaA 

4- bu Mª‚i&Mkmu lwfp;ksa ds uhps eksj fodYi ij fDyd djus ls fp= 5-27 esa fn[kk, 
x, vuqlkj cqysV vkSj uacfjax Mk;y‚x [kqy tkrk gSA 

 

fp= 5-27 % cqysV vkSj uacfjax Mk;y‚x c‚Dl 
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5- iSjkxzkQ Lisflax c<+k,a] ?kVk,a% ;g p;fur iSjkxzkQ ds Åij vkSj uhps Lisflax dks c<+krk 
;k ?kVkrk gSA 

6- ykbu Lisflax% p;u iSjkxzkQ dh iafä;ksa ds chp dh nwjh dks lek;ksftr djsaA o vkbdu 
ds nkbZa vksj NksVs f=Hkqt ij fDyd djsa vkSj Mª‚i&Mkmu lwph ls ykbu Lisflax ds çdkj 
dk djsa ¼fp= 5-28½A 

 

fp= 5-28% ykbu Lisflax 

Rkkfydk ds lkFk dke djuk 

Rkkfydk bUlVZ djuk 

LVSaMMZ Vwyckj ij Rkkfydk çrhd dk djds] ;k bUlVZ VSc ij dekaM Rkkfydk d¨ djds 
Rkfydk,a lfEefyr dh tkrh gSaA bUlVZ Rkkfydk Mk;y‚x c‚Dl esa] d‚ye dh la[;k vkSj jks 
dh la[;k fufnZ"V dh tkrh gSA 

ge igys gh ns[k pqds gSa fd tc ge çstsaVs'ku esa ,d CySad LykbM Mkyrs gSa] rks ge 
Rkkfydk vkbdu ij fDyd djds ,d Rkkfydk cuk ldrs gSaA LVSaMMZ Vwyckj ij Rkkfydk çrhd 
dk djds Rkfydk,a Hkh lfEefyr dh tk ldrh gSa tSlk fd fp= 5-29 esa fn[kk;k x;k gSA 
Rkkfydk çrhd ds vkxs okys ,jks ij fDyd djus ls Rkkfydk Mª‚i&Mkmu esU;w [kqy tkrk gS] 
dlZj dks [khapdj okafNr la[;k esa jkst ;k d‚yeksa d¨ fd;k tk ldrk gSA ,d Rkkfydk bUlVZ 
djsa → Rkkfydk d¨ bUlVZ djsa] esuw ls ,d Rkkfydk bUlVZ dh tk ldrh gSA bUlVZ Rkkfydk 
Mk;y‚x c‚Dl esa] d‚ye dh la[;k vkSj jkst dh la[;k fufnZ"V dh tkrh gS tSlk fd fp= 5-
30 esa fn[kk;k x;k gSA bUlVZ Rkkfydk Mk;y‚x c‚Dl esa] d‚ye dh la[;k vkSj jkst dh la[;k 
fufnZ"V dh tkrh gSA 
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fp= 5-29% Rkkfydk cukuk 

 

fp= 5-30% Rkkfydk bUlVZ djuk 

Rkkfydk esa MsVk ntZ djuk vkSj ,fMV djuk 

daVsaV dks Rkkfydk lsy esa çfof"V i‚baV j[kdj vkSj VsDLV ntZ djds Rkkfydk esa j[kk 
tkrk gSA  çfof"V i‚baV dks Rkkfydk esa ys tkuk rhu rjhdksa ls fd;k tk ldrk gS% 

• ckbZa ekml cVu nckdjA 

• dhcksMZ ij TAB dh nckdjA 

• dh&cksMZ ij ,jks dh dk mi;ksx djdsA 

1- ,d lsy dk p;u% ,d Rkkfydk ds Hkhrj ,d lsy dk djus ds fy,] ekml dlZj dks 
mlds ck,a fdukjs ij j[ksa] vkSj tc dlZj ,d Lyksi okys lQsn ,jks esa cny tk,] rks 
nk;ka ekml cVu nck,a ¼fp= 5-31½A 

 

fp= 5-31% Rkkfydk lsy dk p;u djuk 
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2- ,d jks@d‚ye dk p;u% fdlh Rkkfydk esa ,d j‚ ;k d‚ye djus ds fy,] j‚ ;k d‚ye 
dh fLFkfr cuk,a vkSj tc ekml dlZj ,d Lyksi okys lQsn ,jks esa cnyrk gS rks ck;ka 
ekml cVu nck,a vkSj bls var rd j‚ ;k d‚ye [khapsaA vki ftl j‚ ;k d‚ye dk 
djuk pkgrs gSa] ml ij nk;k¡ ekml cVu nckdj ,d j‚ ;k d‚ye dk fd;k tk ldrk 
gS vkSj j‚ ;k d‚ye djds d‚UVsDLV esuw ls fodYi djsa tSlk fd fp= 5-32 esa fn[kk;k 
x;k gSA 

 

fp= 5-32% fdlh Rkkfydk esa d‚ye dk p;u djuk 

3- ,d Rkkfydk dk p;u% ,d iwjh Rkkfydk djus ds fy,] igys mlds fdukjs ij fDyd 
djsaA tc ekml dlZj ,d Lyksi okys lQsn ,jks esa cny tkrk gS] rks ckbZa ekml cVu 
ij fDyd djsaA Rkkfydk dks ewo djus ds fy,] mlds fdukjs dh fLFkfr vkSj tc dlZj 
,d Lyksi okys lQsn ,jks esa cnyrk gS] rks Rkkfydk dks ,d fufnZ"V LFkku ij [khapsaA 

 

fp= 5-33% Rkkfydk ç‚iVhZt dk p;u 
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ekml dk mi;ksx djds d‚ye dh pkSM+kbZ vkSj iafä dh ÅapkbZ dks lek;ksftr djuk 

nks d‚ye ds chp dh lhek js[kk ij d‚ye dh fLFkfr dh pkSM+kbZ cnyus ds fy, vkSj 
tc dlZj ¼ ↔½ fpà esa cny tkrk gS] rks ckbZa ekml cVu nck,a vkSj bls rc rd nck, j[ksa 
vkSj rc rd [khapsa tc rd fd d‚ye okafNr pkSM+kbZ çkIr u dj ysA jks dh ÅapkbZ dks 
lek;ksftr djus ds fy, Hkh ,slk gh fd;k tk ldrk gSA 

Rkkfydk c‚MZj vkSj cSdxzkmaM 

fofHkUu Rkkfydk Q‚esZfVax fodYiksa dks jkbVj dh rjg gh Rkkfydk ij ykxw fd;k tk 
ldrk gSA c‚MZj vkSj cSdxzkmaM dks Rkkfydk esa vlkbu fd;k tk ldrk gSA ,slk djus ds fy,] 
Rkkfydk c‚MZj ij jkbV fDyd djsa] Rkkfydk ç‚iVhZt Mk;y‚x c‚Dl [kqy tk,xk tSlk fd fp= 
5-34 esa fn[kk;k x;k gS] tgk¡ ls vki Rkkfydk ds c‚MZj vkSj cSdxzkmaM dks cny ldrs gSaA 

 

fp= 5-34% Rkkfydk ç‚iVhZt Mk;y‚x c‚Dl 

1- Rkkfydk dks fMyhV djuk% ,d Rkkfydk dks gVkus ds fy,] LykbM ij fDyd djsa vkSj 
bls pquus ds fy, ,d c‚Dl dks Rkkfydk ij [khapsa] fQj fMyhV dqath nck,a] ;k Rkkfydk 
dks pquus ds fy, Rkkfydk c‚MZj ij fDyd djsa vkSj fMyhV dqath nck,aA 

bests dks tksM+uk vkSj Q‚esZV djuk 

vf/kd tkudkjh nsus ds fy, çslsaVs'kUl esa xzkfQDl bUlVZ fd, tk ldrs gSaA bests dks xSyjh] 
daI;wVj esa LVksj Qkbyksa ls Mkyk tk ldrk gSA 

,d Qkby ls ,d best bUlVZ djuk 

1- çstsaVs'ku esa ,d best bUlVZ djus ds fy,] esuw ckj ij lfEefyr djsa →best pqusa 
;k ekud Vwyckj ij fLFkr bUlVZ best vkbdu ij fDyd djsaA bUlVZ best 
Mk;y‚x [kqyrk gSA 
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okafNr Mk;jsDVjh ls Qkby çhO;w fodYi djds] p;u best dk ,d Fkacusy nkbZa 
vksj çhO;w iSu esa çnf'kZr gksxk tSlk fd fp= 5-35 esa fn[kk;k x;k gSA 

 

fp= 5-35 % bUlVZ best Mk;y‚x c‚Dl 

xSyjh ls ,d best bUlVZ djuk 

xSyjh esa os best gksrs gSa ftudk mi;ksx fdlh çstsaVs'ku esa fd;k tk ldrk gSA xSyjh ls ,d 
best bUlVZ djus ds fy,% 

1- esuw ls bUlVZ ehfM;k xSyjh pqusaA xSyjh bestst ds lkFk miyC/k fo"k;ksa dks çnf'kZr 
djrh gS ¼fp= 5-36½A 

2- ,d mi;qä best [kkstus ds fy, ,d Fkhe dk p;u djsa vkSj LØ‚y djsaA 

3- best ij fDyd djsa vkSj bls odZLisl ij [khapsaA 

4- ekml cVu NksM+sa vkSj best vkidh LykbM esa j[kh tk,xhA 

 

fp= 5-36 % xSyjh ls ,d best bUlVZ djuk 
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bestst dks Q‚esZV djuk 

fdlh best dks Q‚esZV djus esa best dks ewfoax] vkdkj cnyuk] ?kqekuk 'kkfey gSA ,d çstsaVs'ku 
esa Mkyh xbZ best dks Q‚esZV fd;k tk ldrk gSA  

bestst dks ewo djuk 

1- LykbM esa best dks ewo djus ds fy,] ,d best ij fDyd djsa] ns[ksa fd dlZj gkFk 
ds vkdkj esa cny tkrk gS ¼fp= 5-37½A 

2- best ij fDyd djsa vkSj okafNr fLFkfr esa [khapsaA 

3- ekml cVu NksM+saA 

 

fp= 5-37% bestst dks ewo djuk 

bestst dk vkdkj cnyuk 

1- ml ij fDyd djsaA ns[ksa fd gSaMy çnf'kZr gksrs gSaA 

2- fdlh ,d gSaMy ij dlZj j[ksaA dlZj vkdkj cnyus dh fn'kk dk xzkfQdy 
fjçtsaVs'ku nsrs gq, vkdkj cnyrk gSA 

3- best dk vkdkj cnyus ds fy, fDyd djsa vkSj [khapsa ¼fp= 5-38½A 

4- u, vkdkj ls larq"V gksus ij ekml cVu dks NksM+ nsaA 

 

fp= 5-38 % bestst dk vkdkj cnyuk 

bestst dks jksVsV djuk 

• jksVsV vkbdu dk mi;ksx djds best dks fdlh Hkh fn'kk esa ?kqek;k tk ldrk gSA 
best dks eSU;qvy :i ls ?kqekus ds fy,% 
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• p;u gSaMy dks çnf'kZr djus ds fy, best dk p;u djsaA   

• ykbu vkSj fQfyax Vwyckj ij jksVsV djsa vkbdu ij fDyd djsaA 

• p;fur best ij fQj ls fDyd djsa vkSj gSaMy vkdkj vkSj jax cnyrs gSa ¼fp= 
5-39½A 

• ekml fDyd djsa vkSj ml fn'kk esa vkxs c<+sa ftlesa vki best dks ?kqekuk pkgrs 
gSaA 

• larq"V gksus ij] ekml cVu dks NksM+ nsaA 

 

fp= 5-39% best dks jksVsV djuk 

best Vwyckj dk mi;ksx djds Q‚esZfVax 

tc ,d best dk fd;k tkrk gS] rks best Vwyckj ç‚iVhZt foaMks ds varxZr miyC/k gks 
tkrh gS tSlk fd fp= 5-40 esa fn[kk;k x;k gSA ;g Vwyckj dbZ Q‚esZfVax fodYi çnku djrk 
gSA best Vwyckj dks esuw ckj ls ns[ksa → Vwyckj →best Hkh çnf'kZr fd;k tk ldrk gSA 

 

fp= 5-40% best Vwyckj 
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xzkfQd v‚CtsDV~l dks eSust djuk 

Mªkbax Vwyckj 

bEçsl fofHkUu Mªkbax Vwy çnku djrk gSA fp= 5-41 esa fn[kk, tkus ds vuqlkj xzkfQdy 
v‚CtsDV~l dks cukus ds fy, mi;ksx fd, tkus okys vf/kdka'k Vwy okys Mª‚bax Vwyckj gksrs gSaA 
bl Vwyckj dks ,fDVo djus ds fy,] esu esuw ckj ls O;w→ Vwyckj→Mªkbax pqusaA 

 

fp= 5-41% Mªkbax Vwyckj 

1- js[kk,¡ [khapuk% js[kk [khapus ds fy, uhps nh xbZ çfØ;k dk ikyu djsaA 

• ykbu Vwy ds nkbZa vksj NksVs f=dks.k ij fDyd djsa vkSj miyC/k p;u ls okafNr 
ykbu dk p;u djsa ¼fp= 5-42½A 

• js[kk ;k vk—fr cukus ds fy, LykbM ij fDyd djsa vkSj [khapsa vkSj ekml cVu 
dks NksM+ nsaA 

2- vk—fr;k¡ cukuk% js[kk [khapus ds leku] vki miyC/k ls okafNr vk—fr;ksa dk djds 
vkSj LykbM ij fDyd djds [khapdj vk—fr;k¡ cuk ldrs gSaA ekuo psgjs ds vkdkj 
dks fpf=r djus dk ,d mnkgj.k fp= 5-45 esa fn[kk;k x;k gSA 

 

fp= 5-42 % js[kk,¡  

 

  fp= 5-43 Mªkbax vk—fr;ksa dk p;u djukA   fp= 5-44% LykbM djus ds fy, [khapukA 

xzqfiax v‚CtsDV~l 

,d ls vf/kd v‚CtsDV~l dks ,d lkFk xzqfiax fd;k tk ldrk gS vkSj ,d gh v‚CtsDV 
ds :i esa ekuk tk ldrk gSA v‚CtsDV~l dks lewgc) djds cuk, x, xzqi dks ,dy v‚CtsDV 
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ds :i esa Q‚esZV fd;k tk ldrk gS] ewo fd;k tk ldrk gS] jksVsV tk ldrk gS] fMyhV tk 
ldrk gS] vkfnA v‚CtsDV~l dks ,d lkFk xzqfiax djus ds fy,% 

1- Mª‚bax Vwyckj ij Vwy dk mi;ksx djds xzqfiax dh tkus okys v‚CtsDV~l vkSj xzqfiax dh 
tkus okys v‚CtsDV~l ds pkjksa vksj ,d vk;r cuk,a] Shift dqath nck, j[ksa vkSj çR;sd 
v‚CtsDV ij fDyd djsaA lHkh v‚CtsDV~l dk djus ds fy,] esu esuw ckj ij ,fMV → 
p;u vky ij tk,a ;k dhcksMZ la;kstu Ctrl+A dk mi;ksx djsaA 

2- tc gSaMy çnf'kZr gksrs gSa] rks esu esuw ckj ij Q‚esZV&xzqi ;k dhcksMZ la;kstu Ctrl + Shift 

+ G dk mi;ksx djsa ;k p;fur xzqi ds Hkhrj fdlh v‚CtsDV ij jkbV&fDyd djsa vkSj 
d‚UVsDLV esU;w ls xzqi dk djsaA xzqfiax v‚CtsDV~l dk ,d mnkgj.k fp= 5-45 esa fn[kk;k 
x;k gSA 

 

fp= 5-45% v‚CtsDV~l dks lewgc) djuk 

vuxzqfiax 

oLrqvksa dks vuxzqi djus ds fy, uhps nh xbZ çfØ;k dk ikyu djsa% 

lewg esa fdlh ,d oLrq ij fDyd djds lewg dk p;u djsaA 

tc p;u gSaMy çnf'kZr gksrs gSa] rks Q‚esZV →xzqi →vuxzqi ij tk,a esuw ckj ij ;k 
dhcksMZ la;kstu Ctrl+AALT+Shift+G dk mi;ksx djsa ;k lewg ij jkbV&fDyd djsa vkSj d‚UVsDLV 
esuw ls vuxzqi pqusaA 

LykbM ekLVlZ ds lkFk dk;Z djuk 

bEçsl fofHkUu LykbM ekLVlZ ds lkFk vkrk gSA ;s LykbM ekLVj lkbMckj ds ekLVj 
ist vuqHkkx esa miyC/k gSaA ;gk¡ rhu mi[kaM gSa] vFkkZr~ bl çLrqfr esa ç;qä] gky gh esa ç;qä] 
vkSj mi;ksx ds fy, miyC/kA bls ,DliSaM djus ds fy, uke ds vkxs ,DliSaM ekdZj ij 
fDyd djsa ¼fp= 5-46 ns[ksa½A ;g LykbM~l ds Fkacusy fn[kk,xkA Fkacusy dks Nqikus vkSj 
mi&vuqHkkx laf{kIr djus ds fy, fuikr ekdZj ij fDyd djsaA mi;ksx ds fy, miyC/k esa 
fn[kk;k x;k çR;sd LykbM ekLVj] leku uke okys VsEiysV~l Lo#i dks lwphc) djrk gSA 
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fp= 5-46% lkbMckj ekLVj lsD'ku 

Vªkath'ku tksM+uk 

1- lkbMckj esa] LykbM Vªkaft'ku vuqHkkx [kksyus ds fy, LykbM Vªkaft'ku vkbdu pqusaA 
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2- LykbM iSu ;k LykbM l‚VZj O;w esa] Vªkaft'ku ykxw djus ds fy, LykbM~l dks pqusaA ;fn 
vki lHkh LykbM~l ij Vªkaft'ku ykxw djuk pkgrs gSa] rks fdlh Hkh LykbM dk p;u u 
djsaA 

3- ykxw djus ds fy, p;fur LykbM lwph esa] ,d Vªkaft'ku pqusaA 

4- la'kks/ku Vªkaft'ku vuqHkkx esa xfr dks cnydj ;k /ofu tksM+dj p;fur Vªkaft'ku dks 
la'kksf/kr djsaA Vªkaft'ku ds nkSjku /ofu pykus ds fy,] /ofu lwph ls /ofu pqusaA 

5- ;fn ,d /ofu dk p;u fd;k tkrk gS] rks vxyh /ofu rd ywi fodYi lfØ; gks tkrk 
gSA nwljh /ofu 'kq: gksus rd /ofu dks ckj&ckj pykus ds fy, bl fodYi dk p;u djsaA 

6- vfxze LykbM ij tkus dk rjhdk pqusa% eSU;qvy :i ls ¼ekml fDyd }kjk½ ;k Lopkfyr 
:i ls ¼Lopkfyr :i ls vxyk½A Lopkfyr :i ls vfxze dk p;u djus ds fy,] vkidks 
;g fufnZ"V djuk gksxk fd vxyh LykbM ij Lopkfyr :i ls vkxs c<+us ls igys LykbM 
fdruh nsj rd fn[kkbZ nsuh pkfg,A 

7- lHkh LykbM~l ij Vªkaft'ku ykxw djus ds fy,] lHkh LykbM~l ij vIykbZ ij fDyd djsaA 

8- orZeku LykbM ls LykbM 'kks 'kq: djus ds fy,] Vªkaft'ku ij psd yxk,a] fQj LykbM 
'kks ij fDyd djsaA 

 

fp= 5-47% Vªkath'ku çHkko 
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vkb, vH;kl 2 djsa 

uhps fn, x, ladsr ds vk/kkj ij ,d çLrqfr cuk,A 

e‚My LVksjhcksMZ 
LykbM 1 

¼v{kj dk vkdkj% 28½                   

fo"k;% ICT esyk] PSSCIVE] 
jax% gjk  

fofHkUu ICT rduhd 

i`"BHkwfe% vklekuh uhyk 
,fues'ku% QsM bu 
LykbM Vªkaft'ku%----------------- 
fofHkUu jaxksa ds lkFk fofHkUu ICT rduhdsa 
 

LykbM 2    

¼v/;;u mís'; % 44½ 
v/;;u dk mís';             

1- ICT esys ds ihNs dk dkj.k tkuus ds fy, 

2- ICT esys ds {ks=ksa dks tkuus ds fy,A 

3-  

4- 

v{kj dk vkdkj%  
vU;% 32 jax% yky 
i`"BHkwfe dk jax% gYdk ihykA 
,fues'ku% QsM bu 
LykbM Vªkaft'ku%  ---------------- 
 

LykbM 3 
vkids lh[kus ds rjhds dks fn[kkus ds fy, 
rS;kjh ds pj.kA  
1- 
2-              

v{kj vkdkj % ¼rS;kjh ds pj.k % 24½ 
vU; % 32 jax % uhyk 
i`"BHkwfe dk jax% gYdk ihyk 
,fues'ku% QsM bu 

LykbM Vªkaft'ku% ---------------- 
viuh çxfr tkapsa 

1- cgqfodYih; ç'u 

1- çstsaVs'ku fotkMZ esa fuEufyf[kr esa ls dkSu lk fodYi miyC/k ugha gS\ 

¼da½ [kkyh çstsaVs'ku 

¼[k½ Q‚eZ VsEiysV 

¼x½ ubZ çstsaVs'ku [kksysa 

¼?k½ ekStwnk çstsaVs'ku [kksysa 

2- fuEufyf[kr esa ls dkSu eq[; bEçsl foaMks dk fgLlk ugha gS\ 

¼ad½ LykbM Qyd        

¼[k½ dk;Z{ks= 

¼x½ dk;Z Qyd  

¼?k½ dk;Z Qyd 

3- fuEu esa ls dkSu lk VkLd isu dk ,d Hkkx ugha gS\ 

¼ad½ ekLVj ist                

¼[k½ ysvkmV 
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¼x½ dLVe O;w                 

¼?k½ dLVe ,uhes'ku 

 4- uhps lwphc) dkSu lk –'; cVu dk;Z{ks= esa miyC/k cVuksa esa ls ,d ugha gS\ 

¼ad½ lkekU; O;w           

¼[k½ :ijs[kk O;w 

¼x½ Fkacusy O;w             

¼?k½ uksV~l 

5- vkerkSj ij LykbM cukus] Q‚esZV djus vkSj fMtkbu djus ds fy, fdl O;w dk mi;ksx 
fd;k tkrk gS\ 

¼da½ lkekU; O;w                        

¼[k½ :ijs[kk O;w 

¼x½ uksV~l                                

¼?k½ LykbM l‚VZj O;w 

6- çn'kZu ds nkSjku fdlh Hkh le; fuEu esa ls fdl dh dks nckdj LykbM 'kks ls ckgj 
fudkyk tk ldrk gS\ 

¼da½ Lisl ckj                         

¼[k½ ,aM dh 

¼x½ czsd dh                        

¼?k½ Esc dh h 

7- fuEufyf[kr esa ls fdl fo'ks"krk dk mi;ksx orZeku LykbM ds lkFk ,d u;k LykbM 
'kks cukus ds fy, fd;k tkrk gS ysfdu ,d vyx Øe esa çLrqr fd;k tkrk gS\ 

¼da½ iwokZH;kl                        

¼[k½ dLVe LykbM 'kks 

¼x½ LykbM 'kks lsVvi          

¼?k½ LykbM 'kks ns[ksa 

 8- fo"k; ij cksyrs le; LykbM 'kks dks Lopkfyr :i ls vkxs c<+kus ds fy, fuEufyf[kr 
esa ls fdl lqfo/kk dk mi;ksx fd;k tkrk gS\ 

¼ad½ dLVe ,fues'ku          

¼[k½ iwokZH;kl le; 

¼x½ LykbM Vªkath'ku             

¼?k½ ;k rks ¼ad½ ;k ¼x½ 
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2- fjä LFkku Hkjsa 

1- ------------------------------------------------------- dk mi;ksx çLrqfr esa fMtkbu vkSj jax esa fLFkjrk cuk, 
j[kus ds fy, fd;k tkrk gSA 

3- lHkh LykbM~l dks ,d lkFk ns[kus ds fy, ------------------------------------------------------- O;w dk ç;ksx 
fd;k tkrk gSA 

4- --------------------------------------------çstsaVs'ku ij cqfu;knh lapkyu djus ds fy, ç;ksx fd;k tkrk 
gSA 

5- ekLVj ist dk mi;ksx LykbM ds -------------------------------------------- dks la'kksf/kr djus ds fy, 
fd;k tkrk gSA 

6- ,d u;k fjä çstsaVs'ku cukus ds fy,] ------------------------------------------------------------------ dh la;kstu 
dk mi;ksx djsaA 

7- çR;sd çstsaVs'ku esa] igyh LykbM -------------------------------------------- gksuh pkfg, A 

8- fdlh çstsaVs'ku dks lso djus ds fy, ge -------------------------------------------- dh la;kstu dk 
mi;ksx dj ldrs gSaA 

9- fyczs v‚fQl bEçsl esa] ewy :i ls çstsaVs'ku dks -------------------------------------------- ,DlVsa'ku ds 
lkFk lso fd;k tkrk gSA 

10- LykbM 'kks ds fy, dhcksMZ 'k‚VZdV dh -------------------------------------------- gSA 

11- fyczs v‚fQl baçsl dks can djus dh 'k‚VZdV dh -------------------------------------------- gSA 

12- ubZ LykbM lEefyr djus ds fy, 'k‚VZdV dh -------------------------------------------- gSA 

13- LykbM dh lkexzh ij ,uhes'ku ykxw djus ds fy, -------------------------------------------- –'; dk 
mi;ksx fd;k tkrk gSA 

14- n'kZdksa dks nh xbZ çLrqfr dh ,d dkxth çfr -------------------------------------------- ds :i esa tkuh 
tkrh gSA 

15- Vªkath'ku ds nkSjku /ofu pykus ds fy,] -------------------------------------------- ls /ofu dk p;u djsaA 

16- 15 /ofu dks ckj&ckj pykus ds fy, -------------------------------------------- dk ç;ksx fd;k tkrk gSA 

3- crk,a fd fuEufyf[kr dFku lgh gSa ;k xyr 

1- LykbM~l ds Øe dks LykbM isu esa ugha cnyk tk ldrk gSSaA 

2- ,d lkFk dbZ LykbMksa ds fy, LykbM fMtkbu ;k ysvkmV dks cnyk tk ldrk gSA 

3- çstsaVs'ku esa çR;sd LykbM esa Bhd ,d LykbM ekLVj gksrk gSA 

4- ,d ckj ykxw fd, x, ,fues'ku dks cnyk tk ldrk gS ysfdu gVk;k ugha tk ldrkA 

5- vkmVykbu O;w esa LykbM ds uke 'kkfey gSaA 

6- LykbM esa tksM+s x, uksV~l çstsaVs'ku ds nkSjku ns[ks tk ldrs gSaA 
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7- ,d çstsaVs'ku esa dbZ LykbM ekLVlZ gks ldrs gSaA 

8- ,d mi;ksxdrkZ viuk Lo;a dk LykbM ekLVj cuk ldrk gSA 

9- ,d ckj iwoZ&fu/kkZfjr LykbM ekLVj dk p;u djus ds ckn] LykbM dh i`"BHkwfe dks 
cnyk ugha tk ldrk gSA 

10- gsMj esa tksM+k x;k VsDLV dsoy igyh LykbM ij çnf'kZr gksrk gSA 

11- QqVj esa tksM+k x;k VsDLV dsoy vafre LykbM ij çnf'kZr gksrk gSA 

12- mi;ksxdrkZ viuk Lo;a dk VsEiysV cuk ldrk gS vkSj mls çstsaVs'ku fotkMZ esa mi;ksx 
dj ldrk gSA 

13- n'kZdksa ds fy, uksV~l O;w dk mi;ksx fd;k tkrk gSA 

14- çstsaVs'ku esa v‚fM;ks ;k ohfM;ks fDyi lfEefyr djuk laHko ugha gSA 

15- çstsaVs'ku esa gSMj vkSj QqVj Mkyk tk ldrk gSA 

4- y?kq mÙkjh; ç'u ¼50 'kCn½ 

1- çstsaVs'ku cukrs le; 'kkfey dh tkus okyh laHkkfor eYVhehfM;k lkexzh dh lwph cuk,aA 

• ,d çHkkoh çstsaVs'ku djrs le; /;ku esa j[ks tkus okys egÙoiw.kZ fcUnqvksa dh lwph cukb,A 

• çstsaVs'ku dk mi;ksx djus ds D;k ykHk gSa\ 

• bEçsl esa LykbM~l esa dkSu&lh oLrq,¡ Mkyh tk ldrh gSa\ 

• LykbM esa fp= ;k oLrq tksM+us ds D;k pj.k gSa\ 

• LykbMj ij gSMj ;k QqVj esa VsDLV dSls tksM+k tk ldrk gS\ 

• gSMj vkSj QqVj esa miyC/k QhYM ds mi;ksx dk o.kZu djsaA 

• VsEiysV cukus ds pj.k fyf[k,A 

• viuh çstsaVs'ku esa LykbM Vªkaft'ku tksM+us ds fy, pj.kksa dks fy[ksaA 

• vki çR;sd LykbM ds uhps LykbM la[;k dSls tksM+saxs\ 

• vki viuh çstsaVs'ku dh igyh LykbM esa daiuh dk yksxks ¼fp=½ dSls Mkysaxs\ 

• vki çR;sd LykbM ds 'kh"kZ ij daiuh dk uke dSls tksM+saxs\ 

• çstsaVs'ku esa Rkkfydk cukus ds pj.kksa dks fyf[k,A 

• LykbM esa pkVZ Mkyus ds pj.kksa dks fyf[k,A 

• çstsaVs'ku ds ikap fopkj D;k gSa\ 
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O;kogkfjd vH;kl 

1- ,d çstsaVs'ku cuk,a tks foKku fo"k; dk voyksdu çnku djsA bl çLrqfr esa fuEufyf[kr 
LykbM gksuh pkfg,% 

1- fo"k; dk 'kh"kZd ¼dsoy 'kh"kZd LykbM ysvkmV dk mi;ksx djsa½ 

2- lwpdkad 

3- çR;sd v/;k; dk ifjp; ¼çfr v/;k; U;wure ,d LykbM rS;kj dh tkuh pkfg,½A 

2- Åij ç'u 1 esa cuk, x, çstsaVs'ku ds fy,] fuEufyf[kr dk;Z djsa% 

1- v/;k; ds uke ds lkFk çR;sd LykbM dk uke cnysaA 

2- LykbM 'kh"kZd ds fy, Q‚UV cnysaA 

3- ,d QqVj tksM+sa ftlesa orZeku frfFk vkSj vkids fo|ky; dk uke gksA 

4- viuh çstsaVs'ku esa de ls de ,d ekLVj ist ykxw djsaA 

5- le v/;k;ksa dh LykbM~l dks fNik,¡ vkSj çHkko ns[ksaA 

6- fodYi dks eSU;qvy :i ls LykbM cnysa ds :i esa lsV djus ds ckn LykbM 'kks 
çkjaHk djsaA ¼çLrqfr ds nkSjku usfoxsVj fn[kkbZ nsuk pkfg,½A 

3- ç'u 1 esa l`ftr çstsaVs'ku ds fy,] fuEufyf[kr djsa% 

1- çstsaVs'ku dks PDF Qkby esa cnysaA 

2- gSaMvkmV O;w dks bl rjg lsV djsa fd çfr ist 4 LykbM~l gksaA 

4-  ,d çstsaVs'ku cuk,a tks vkidh ilan dh fdlh Hkh daiuh }kjk y‚Up dh xbZ dkj dk 
fooj.k çnf'kZr djsA fuEufyf[kr LykbMj 'kkfey djsa% 

1- daiuh dk ifjp; 

2- daiuh }kjk csph tkus okyh dkjksa dh lwphA 

3- y‚Up dh xbZ ubZ dkj dk ifjp;A 

5-   Åij fn, x, ç'u esa cukbZ xbZ çstsaVs'ku ds fy,] fuEufyf[kr dk;Z {kerkvksa dks tksM+sa% 

1- dkj ds lHkh e‚Myksa dks lkj.khc) Q‚esZV esa çnf'kZr fd;k tkuk pkfg,A ¼e‚My dk 
uke] vk/kkj ewY;] vkSlr] {kerk½ 

2- Rkkfydk dh mifLFkfr dks la'kksf/kr djsa vkSj ,uhes'ku çHkko dks c‚Dl ds :i esa lsV 
djsa 

3- çR;sd e‚My dh fp= dks mlds fooj.k ds lkFk tksM+saA 

4- viuh çstsaVs'ku dh çR;sd LykbM dh i`"BHkwfe dk jax cnysaA 

fyczsv‚fQl esa mi;ksx dh tkus okyh lkekU; 'k‚VZdV dqaft;ksa dh lwph 

Mk;y‚x dks fu;af=r djus ds fy, 'k‚VZdV dqaft;k¡ 
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'k‚VZdV dqaft;k¡ çHkko 
,aVj dqath ,d Mk;y‚x esa Qksdl fd, x, cVu dks 

lfØ; djrk gS 
,Ldsi fØ;k ;k Mk;y‚x dks lekIr djrh gS 
Lislckj ,d Mk;y‚x esa Qksdl fd, x, psd c‚Dl 

dks V‚xy djrh gS 
,jks dqath Mk;y‚x ds fodYi vuqHkkx esa lfØ; fu;a=.k 

{ks= dks cnyrh gS 
VSc Mk;y‚x ds fodYi vuqHkkx esa lfØ; fu;a=.k 

{ks= dks cnyrh gS 
f'k¶V +VSc fdlh Mk;y‚x esa Qksdl dks i'p [kaM ;k 

rRo ij ys tkrh gS 
v‚YV+Mkmu ,jks Mk;y‚x esa orZeku esa p;fur fu;a=.k {ks= 

dh lwph [kksyrh gS ;s 'k‚VZdV dqaft;k¡ u 
dsoy d‚Ecks c‚Dl ij ykxw gksrh gSa cfYd 
i‚i&vi esuw okys vkbdu cVu ij Hkh ykxw 
gksrh gSaA ,Ldsi dh nckdj [kqyh gqbZ lwph 
dks can djsa 

 

nLrkostksa vkSj foaMks dks fu;af=r djus ds fy, 'k‚VZdV dqaft;k¡ 

'k‚VZdV dqaft;k¡ çHkko 
daVªksy+O ,d M‚D;wesaV dks [kksyrk gS 
daVªksy +S orZeku M‚D;wesaV lso djrk gS 
daVªksy+ +N ,d u;k M‚D;wesaV cukrk gS 
daVªksy+f'k¶V+N VsEiysV vkSj M‚D;wesaV Mk;y‚x [kksyrk gS 
daVªksy+P M‚D;wesaV fçaV djrk gS 
daVªksy+ +F [kkst Vwyckj dks lfØ; djrk gS 
daVªksy +H [kkst vkSj çfrLFkkiu Mk;y‚x dks ykus ds fy, 
daVªksy+ f'k¶V+ F vafre ntZ [kksts x, 'kCn dh [kkst ds fy, 
daVªksy+ f'k¶V+J jkbVj ;k dsy esa iw.kZ LØhu eksM vkSj lkekU; eksM ds chp –'; dks 

V‚xy djus ds fy, 
daVªksy+ f'k¶V+R M‚D;wesaV O;w dks fQj ls cukus ds fy, 
daVªksy+ f'k¶V+1 dsoy&i<+us ds fy, VsDLV esa p;u dlZj dks l{ke ;k v{ke djus 

ds fy, 
F1 fyczsv‚fQl lgk;rk 'kq: djus ds fy, 
f'k¶V+F1 çlax lgk;rk ds fy, 
f'k¶V+F2 orZeku esa p;fur dekaM] vkbdu ;k fu;a=.k ds fy, foLrkfjr 

;qfä;ksa dks pkyw djus ds fy, 
F6 vxz mi&foaMks esa Qksdl lsV djus ds fy, ¼mnkgj.k ds fy,] 

nLrkost/MsVk lzksr O;w½ 
f'k¶V+F6 i'p mi&foaMks esa Qksdl lsV djus ds fy, 
F1O çFke esuw lfØ; djus ds fy, ¼Qkby esuw½ 
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Shift+F10 çlax esuw [kksyus ds fy, 
daVªksy+F4   ;k Alt+F4 orZeku M‚D;wesaV dks can djus ds fy, ¼vafre [kqyk 

M‚D;wesaV can gksus ij fyczsv‚fQl dks can djsa½ 
daVªksy+Q ,Iyhds'ku ls ckgj fudyus ds fy, 
nLrkostksa ds ,fMfVax ;k Q‚esZfVax ds fy, 'k‚VZdV dqaft;k¡ 

'k‚VZdV dqaft;k¡ çHkko 
daVªksy++TAB tc gsMj dh 'kq#vkr esa fLFkr gksrk gS] rks ,d VSc çfo"V djus ds 

fy, 
daVªksy+X p;fur rRoksa dks dV djus ds fy, 
daVªksy+C p;fur oLrqvksa dh çfrfyfi cukus ds fy, 
daVªksy+V fDyicksMZ ls isLV djus ds fy, 
daVªksy+v‚YV+f'k¶V+V fDyicksMZ ls vuQ‚jesVsM  VsDLV isLV djus ds fy,A VsDLV dks ml 

Q‚esZV dk mi;ksx djds isLV fd;k tkrk gS tks lfEeyu fcanq ij 
ekStwn gS 

daVªksy+ f'k¶V+V isLV fof'k"V Mk;y‚x [kksyus ds fy, 
daVªksy+A lHkh dk p;u djus ds fy, 
daVªksy+Z vafre fØ;k dks vuMw djus ds fy, 
daVªksy+Y vafre fØ;k dks nksgjkus ds fy, 
daVªksy+f'k¶V+Y vafre vkns'k nksgjkus ds fy, 
daVªksy+! bVSfyd fo'ks"krk p;fur {ks= ij ykxw gksrh gSA ;fn dlZj fdlh 

'kCn esa fLFkr gS] rks ;g 'kCn Hkh bVSfyd esa fpfàr gS 
daVªksy+B cksYM fo'ks"krk p;fur {ks= ij ykxw gksrh gSA ;fn dlZj fdlh 'kCn 

esa fLFkr gS] rks ;g 'kCn Hkh cksYM esa Mky fn;k tkrk gS 
daVªksy+U vaMjykbu fo'ks"krk p;fur {ks= ij ykxw gksrh gSA ;fn dlZj fdlh 

'kCn esa fLFkr gS] rks ;g 'kCn Hkh vaMjykbu gksrk gS 
daVªksy+M p;fur VsDLV ;k oLrqvksa ls çR;{k Q‚jesfVax dks gVkrk gS ¼tSlk fd 

Q‚esZV& Li"V çR;{k Q‚jesfVax esa gS½ 
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mÙkj dqath 

bdkbZ 2% MsVk çfof"V vkSj dhcksfMaZx dkS'ky 

A- cgqfodYih; ç'u 

1-| 2- d 3- x 4- | 5- | 

B- fjä LFkku Hkjsa 

1- is'kh      

2- 'kCn çfr feuV   
    

3- vYQk U;wesfjd   

4- orZeku     

5- 12      

6- la[;kRed     
  

7- dlZj 

8- vafre    

9- nkfguk i{k  
   

10- pkj] ikap 

bdkbZ 3% fMftVy nLrkosthdj.k 

1- cgqfodYih; ç'u 

1. c  
2. c  
3. b  
4. b  
5. c  
6. a  
7. b  

 8. a  
9. c  
10. c  
11. d  
12. d  
13. a  
14. a 

15. b  
16. b  
17. a  
18. b  
19. a  
20. b  
21. b 

22. c  

23. d  

24. b  

25. a 

2- fjä LFkku Hkjsa 

1- Mk;y‚x c‚Dl    2- nwljk lcesuw   3- M‚D;wesaV dh Q‚jesfVax 

4- iafä dh 'kq#vkr] ,d iafä dk var 5- jhMw 6- 'kCn 

7- 'kh"kZ] vk/kkj 8- ySaMLdsi 9- fçaV çhO;w 10- MsVk lzksr 

3- crk,a fd fuEufyf[kr dFku lgh gSa ;k xyr 

1-T 2-F 3- F 4-T 5- T 6- T 7- F 

8- T 9-F 10- T 11- T 12- T 13- T 14-T 

15- F 16- F 17- T 18- T 19- T 20- T 

bdkbZ 4% bysDVª‚fud LçsM'khV 

1- cgqfodYih; ç'u 

1- a 2- a 3- C 4-a 5- d 6- d 7- a 

8- d 9- C 10- d 11- a 12- C 13- a 14- d 

15- a  16- C 17- A 18- B 19- D  20-d  21- C 

22- a 23- a 24- C 25- b  
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2- fjä LFkku Hkjsa 

1. AA     2. .ods        3. fQy gSaMy  4. =MIN(D1:D5)     5. =D2+E3 

6. I8      7. fefJr  8. nkfguk  9. 20                   10. lkis{k 

uksV 

3- crk,a fd fuEufyf[kr dFku lgh gSa ;k xyrA 

1- F 2- T 3-F 4-T 5- T 

4- ,d LçsM'khV esa fuEufyf[kr dks gy djsa 

5- a. 50,    b. -35,    c. =$B$5 + D5    d. =$B5 + D5    e. =$B5 + D5 

bdkbZ 5% fMftVy çstsaVs'ku 

1- cgqfodYih; ç'u 

1- d 2- [k 3- [k 4- d 5- | 6- | 7- x 

8- d 9- [k 10- x 11- | 12- x 13- | 14- |  

15- [k 16- 17- 18- 19- 20 

2- fjä LFkku Hkjsa 

    1- ekLVj LykbM 2- LykbM l‚VZj 3- Qkby esuw 4- csl vkfdZVsDpj 

5- Ctrl + N    6- 'kh"kZd LykbM   7- Ctrl + S 8--odp 

9- F5    10- ctrl + W    11- ctrl +M   12- lkekU; O;w 

13- gSaMvkmV~l 14- /ofu 15- vxyh /ofu rd ywi 

3- crk,a fd fuEufyf[kr dFku lgh gSa ;k xyr 

1. T 
2. T   
3. T   

4. F   
5. T   
6. T   

7. F   
8. T    
9. F   

10. F   
11. T   
12. T   

13. F  
14. F    
15. T 

 


