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1. bxwZgvjv (POLICY)
1.1 A½xKvit (Commitment)
.......................................... GKwU e„nr Mv‡g©›Um I Iqvwks cÖwZôvb| mvZ mnmªvwaK kªwgK GB cÖwZôv‡b Kg©iZ| .......................................... KviLvbvq mvRvcÖvß Ges †Rj‡diZ Avmvgx wb‡qvM bv Kiv‡bvi welqwU†K m‡ev©”P ¸iæZ¡¡ w`‡q _v‡K| KviLvbvi mvRvcÖvß Avmvgx Ges †Rj‡diZ Avmvgx wb‡qvM bv cÖ`v‡bi †ÿ‡Î KZ©„cÿ GKwU mywbw`©ó bxwZgvjv cÖbqb K‡i‡Q| ..................................... Gi KZ©„cÿ GB bxwZ cÖ‡qv‡M `„p cÖwZÁ|
1.2 myÎt (Reference)
.............................................Gi wbR¯^ bxwZ|

1.3 D‡Ïk¨t (Purpose)
 ....................................... -Gi KZ…©cÿ g‡b K‡i KviLvbvq †Kvb mvRvcÖvß Avmvgx A_ev †Kvb †Rj‡diZ Avmvgx‡K wb‡qvM cÖ`vb Ki‡j KviLvbvq Aciva cÖebZv †e‡o hv‡e Ges KLbI KLbI Zv KZ…©cÿ Ges kÖwgK‡`i Rvbgv‡ji †ÿ‡Î ûgwK ¯^iƒc n‡Z cv‡i| KviLvbvq Acivagy³ Kivi D‡Ï‡k¨ GB bxwZgvjv cÖbqb Kiv n‡q‡Q|
1.4 j¶¨t (Target)
........................................ - Gi mKj Kgx©†`i wbivcËv wbwðZ Kiv, ¯^ZtùyZ©fv‡e Kv‡Ri cwi‡ek m„wó Kiv, Ges KviLvbv‡K Acivagy³ KivB Avgv‡`i j¶¨|
Aby‡gv`bKvixi ¯^vÿi-

cwiPvjK (&G¨vWwgb GÛ Kgcøv‡qÝ)

............................................
2. msMVb (Organization)
d¨v±ix‡Z mvRvcÖvß Avmvgx A_ev †Rj‡diZ Avmvgx‡`i wb‡qvM bv Kiv msµvšÍ welqmg~n wbwðZ Kivi Rb¨ GKwU KwgwU MVb Kiv n‡q‡Q| 
2.1 AiMv‡bvMÖvg (Organogram)






 





	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


2.2 wbR wbR `vwqZ¡ I KZ©e¨(Define Job Responsibilities)
cwiPvjK (GBPAvi GÛ G¨vWwgb)

GwRGg(GBPAvi, G¨vWwgb GÛ Kgcøv‡qÝ), g¨v‡bRvi(GBPAvi GÛ G¨vWwgb), g¨v‡bRvi(GBPAvi GÛ Kgcøv‡qÝ), GBPAvi Awdmvi, I‡qj†dqvi Awdmv‡ii gva¨‡g mvRvcÖvß Avmvgx Ges †Rj‡diZ Avmvgx wb‡qvM bv Kiv†bvi welqwU wbwðZ Ki‡eb|
GwRGg (GBPAvi,G¨vWwgb GÛ Kgcøv‡qÝ)  
GwRGg (GBPAvi,G¨vWwgb GÛ Kgcøv‡qÝ) -Gi Aaxb¯Í G¨vWwgb g¨v‡bRvi, GBPAvi GÛ Kgcøv‡qÝ g¨v‡bRvi, GBPAvi Awdmvi,I‡qj‡dqvi Awdmvi mswkøó mKj‡K wb‡qvM cÖ`v‡bi †ÿ‡Î mvRvcÖvß Avmvgx Ges †Rj‡diZ Avmvgx†`i wb‡qvM bv Kiv†bvi welqwU wbwðZ Ki‡eb|
g¨v‡bRvi (GBPAvi GÛ G¨vWwgb), g¨v‡bRvi (GBPAvi GÛ Kgcøv‡qÝ)
GBPAvi Awdmvi Ges I‡qj‡dqvi Awdmvi‡`i gva¨‡g †Kvb mvRvcÖvß Avmvgx A_ev †Rj‡diZ Avmvgx KviLvbvq cÖ‡ek Ki‡Q wKbv Zv gwbUwis Ki‡eb|
 GBPAvi Awdmvi, I‡qj‡dqvi Awdmvi

wb‡qvM cª`v‡bi †ÿ‡Î cÖ‡Z¨K wb‡qvMcÖvß Kg©x‡`i e¨w³MZ Z_¨ msMÖn Ki‡eb Ges cÖ‡qvR‡b wb‡qvMcÖvß Kg©x‡`i cwiev‡ii m`m¨‡`i mv‡_ †hvMv‡hvM Ki‡eb|
cwiPvjK (†cÖvWvKkb)
 wRGg(†cÖvWvKkb), wRGg(†KvqvwjwU), GwRGg (‡cÖvWvKkb), g¨v‡bRvi(‡cÖvWvKkb), g¨v‡bRvi(‡KvqvwjwU), †d¬vi BbPvR© ,jvBbPxd, mycvifvBRvi‡`i gva¨‡g mvRvcÖvß Avmvgx Ges †Rj‡diZ Avmvgx‡`i wb‡qvM bv Kiv‡bvi welqwU wbwðZ Ki‡eb|
wRGg  (†cÖvWvKkb GÛ †KvqvwjwU)
KiLvbvq †Kvb kÖwgK, Kg©KZ©v, Kg©Pvix wb‡qvM cÖ`v‡bi †ÿ‡Î  Zv‡`i wel‡q fv‡jvfv‡e †LvR wb‡q †`L‡eb weMZ w`‡b Zviv †Kvb Aciv‡ai mv‡_ RwoZ wQj wKbv ev Zviv †Kvb †Rj‡diZ ev mvRvcÖvß Avmvgx wKbv|
GwRGg  (†cÖvWvKkb) 
Zvi Awab¯Í mKj‡K mvRvcÖvß Avmvgx Ges †Rj‡diZ Avmvgx wb‡qvM bv Kiv‡bvi welqwU AeMZ Ki‡eb|
g¨v‡bRvi  (†cÖvWvKkb GÛ †KvqvwjwU)
‡d¬viBbPvR©, jvBbPxd, K‡›Uªvjvi, mycvifvBRvi‡`i gva¨‡g KviLvbvq †Rj‡diZ Avmvgx Ges mvRvcÖvß Avmvgx wb‡qvM bv Kiv‡bvi welqwU wbwðZ Ki‡eb|
‡d¬vi BbPvR©, jvBbPxd, K‡›Uªvjvi, mycvifvBRvi
wb‡q‡Mi †ÿ‡Î Zv‡`i wbR wbR `vwqZ¡ cvjb Ki‡eb Ges bZzb wb‡qvMcÖvß Kg©x‡`i wel‡q Z_¨ msMÖn Ki‡eb †hb wb‡qvMcÖvß Kg©x †Kvb †Rj†diZ Avmvgx ev mvRvcÖvß Avmvgx bv nq|
 3. cÖvZ¨wnK m~wP I Kvh©cÖbvjx (Routines & Procedure)
3.1 ev¯Íevqb Kg©m~wPt (Implementation Routine)
	Kg©KvÛ (wK) Activities (What)
	cÖwµqv (wKfv‡e) Procedure (How)
	c`ex  (‡K) Designation(Who)
	KLb (When)

	wb‡qv‡Mi mgq Kgx©‡`i e¨vcv‡i fv‡jvfv‡e †LvRLei †bIqv|
	Kg©x‡`i AvZ¥xq ¯^Rb‡`i mv‡_ †hvMv‡hv‡Mi gva¨‡g Kg©xi e¨vcv‡i Z_¨ msMn Kiv|
	mycvifvBRvi/ jvBbPxd/ BbPvR©/ K‡›Uªvjvi
	wb‡qv‡Mi mgq



	Kg©x‡`i g~j bw_cÎ ch©‡eÿY|
	 Kg©x‡`i mv‡_ K_v e‡j Zv‡`i wewfbœ cÖkœ K‡i Zv‡`i m¤ú‡K© Rbvi †Póv Kiv|
	GBPAvi g¨v‡bRvi
	wb‡qv‡Mi mgq




3.2 †hvMv‡h‡Mi cÖvZ¨wnK m~wPt (Communication Routines)
	bZzb kªwgK‡`i m‡½ †hvMv‡hvM
	wb‡qv‡Mi c‡i bZzb kªwgK‡`i d¨v±ixi bxwZgvjv m¤ú‡K© cÖwkÿb/ mfv/ wcG wm‡÷‡gi gva¨‡g AeMZ Ki‡Z n‡e| 
	I‡qj‡dqvi Awdmvi|
	wb‡qvM cieZx© mgq

	AM©v‡bvMÖv‡gi m`m¨‡`i mv‡_ †hvMv‡hvM
	wb‡qv‡Mi ci bZzb Kg©x‡`i we‡kl gwbUwis Gi gva¨‡g
	G¨vWwgb g¨v‡bRvi, GBPAvi g¨v‡bRvi, wb‡qvM KwgwU, I‡qj‡dqvi Awdmvi
	wb‡qvM cieZx© mgq



3.3 wdWe¨vK Ges wbqš¿b m~wPt (Feedback & Control Roution)
	Kg©KvÛ (wK) Activities (What)
	cÖwµqv (wKfv‡e) Procedure (How)
	c`ex  (‡K) Designation(Who)
	KLb (When)

	        wdWe¨vK †bqv
	1. kÖwgK‡`i mvÿvrKvi MÖnb

2. Kg©x‡`i cwiev‡ii m`m¨‡`i mvÿvrKvi MÖnb|

	mycvifvBRvi, jvBbPxd,GBPAvi g¨v‡bRvi|
	wb‡qv‡Mi mgq

	        KvDwÝwjs Kiv
	mivmwi/GBPAvi GÛ Kgcv‡qÝ g¨v‡bRvi/ GBPAvi Awdmv‡ii,I‡qj‡dqvi Awdmv‡ii gva¨‡g|
	GBPAvi GÛ Kgcøv‡qÝ g¨v‡bRvi/ GBPAvi Awdmvi/ I‡qj‡dqvi Awdmvi
	cÖwZw`b


 4.‡hvMv‡hvM I ev¯Íevqb(Communication & Implementation)

4.1 ‡hvMv‡hvM(Communication)

‡hvMv‡Mi cÖvZ¨wnK m~wP Abymib Ki‡Z n‡e (3.2)

(Follow the Communication Routine 3.2)

4.2 ev¯Íevqb (Implementation)

ev¯Íevqb Kg©m~wP Abymib Ki‡Z n‡e 3.1

(Follow the Implementation Routine 3.1)
5.wdWe¨vK I wbqš¿qb(Feedback & Control)

6.cybwb©‡ek I wbqš¿b
cybwb©‡ek I wbqš¿b m~wP Abymib Ki‡Z n‡e (3.3) 

(Follow the Feedback & Control Routine 3.3)
cwiPvjK 


(GBPAvi GÛ G¨vWwgb)








cwiPvjK 


(‡cÖvWvKkb)








wRGg


(‡cÖvWvKkb) (†KvqvwjwU)








GwRGg


(GBPAvi G¨vWwgb GÛ Kgcøv‡qÝ)








GwRGg


(‡cÖvWvKkb)








g¨v‡bRvi


g¨v‡bRvi (GBPAvi GÛ G¨vWwgb) Ges g¨v‡bRvi (GBPAvi GÛ Kgcøv‡qÝ)














I‡qj‡dqvi Awdmvi











GBPAvi Awdmvi











g¨v‡bRvi


(‡cÖvWvKkb)(‡KvqvwjwU)











 †d¬vi BbPvR©/jvBb Pxd/ mycvifvBRvi/K‡›Uªvjvii
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