
æ;xsf/L ;:yfdf ;'b[9Ls/0f tyf Joj;fo k|j4{gsf nflu Joj:yfkgÆ
ljifos b'O{ lbgsf] lhNnf:t/Lo Joj:yfksx?sf] sfo{zfnf uf]i7Lsf] cjwf/0ff kq

!= e"ldsf
;xsf/L df]8n Joj;fo cfhsf] cfjZostf ag]sf] 5 . kof{j/0f d}qL / ;fdflhs ;dfj]zL
cy{Joj:yfdfkm{t pTs[i6 ljZj lgdf{0fsf nflu ;xsf/L df]8]nsf] ljsNk g/x]sf] cy{zf:qLx¿n]
;d]t cf}NofO;s]sf] 5 . ljZjdf ;xsf/L cleofgn] prfO{ r'Dg ;kmn eO;s]sf] ;Gbe{df
g]kfnsf] cfly{s ;d[l4sf nflu lghL tyf ;fj{hlgs If]q; “u;“u} ;xsf/L df]8]nsf] cy{tGqnfO{
cjnDag ug{'sf] ljsNk 5}g .

g]kfnsf] ;+ljwfg, @)&@ n] ;d]t ;fj{hlgs, lghL / ;xsf/L If]qsf] ;xeflutf / :jtGq
ljsf;dfkm{t /fli6«o cy{tGq ;'b[9 ug]{ kl/sNkgf u/]sf] ;Gbe{df o; If]qsf] of]ubfgnfO{ yk j[l4
ug{sf nflu abln+bf] kl/j]z cg'¿k gljg k|ljlwnfO{ cjnDag ub{} o; If]qsf] k|j4{g ug{
cfjZos 5 . xfn ljQLo If]qdf sl/j @! k|ltzt / s'n u|fx:y pTkfbgdf $ k|ltzt eGbf
dfly ;xsf/LIf]qsf] of]ubfg /x]sf] cg'dfg ul/Psf] 5 . /fHoe/ ;+rflnt ljleGg k|s[ltsf
;xsf/L ;+3 ;+:yfsf] z]o/ kF'hL ?= ^# cj{ k'u]sf] 5 eg] art lgIf]k ?= @)@ cj{ / nufgL ?=
!** cj{ k'u]sf] 5 . If]qn] %&,*%$ ljleGg txsf] hgzlQmnfO{ k|ToIf /f]huf/L pknAw u/fpg]
sfd u/]sf] 5 eg] ck|ToIf ?kdf ljleGg k]zf, pBf]u, Jofkf/, ;]jf / Joj;fo dfkm{t nfvf}+
JolQmx?nfO{ /f]huf/L lbg] / a}b]lzs /f]huf/Ldf ;d]t kx'Fr lj:tf/ ug]{ sfd u/]sf] 5 . o;
If]qsf] of]ubfgnfO{ lbuf] agfpg ;du| ;xsf/L ;+3÷;+:yfx¿df Joj:yfkgsf] k|j4{g / ;'b[9Ls/0f
ug{ h¿/L /x]sf] 5 . o;sf nflu /fli6«o, s]Gb|Lo tyf lhNnf:t/Lo ;xsf/L ;+3x¿sf] e"ldsfdf
j[l4 ug{'kg{] b]lvG5 .

;xsf/L cleofgsf] k|j4{gsf nflu ;xsf/Ld}qL sfg'g lgdf{0fsf nflu k}/jL ug]{, ablnFbf]
kl/l:yltnfO{ cfTd;ft u/L ;xsf/L If]qsf r'gf}tLx¿nfO{ lrb}{ cj;/x¿sf] vf]hL ug]{,
;xsf/LIf]qsf ;d:ofx¿sf] ;dfwfgfy{ ;/f]sf/jfnf lgsfox¿jLrsf] ;Djfb cl3 j9fpg], k|ljlw
cjnDjg ug{ kxn ug{], cGt/f{li6«o cg'ej ;f6f;f6 nufotsf ljljw lqmofsnfkx¿ ;+3n]
;+rfngub{} cfO/x]sf] 5 . To:tf k|of;x¿n] ;xsf/L cleofgsf] k|j4{gdf yk d2t k'u]sf] dxz';
ul/Psf] 5 .

d'n'ssf] ;xsf/L ;+3 ;+:yfsf] ;'b[l9s/0f tyf Joj;fo k|j4{gsf nflu Joj:yfkgsf] e'ldsf
dxTjk"0f{ /x]sf]5 . ;xsf/Ldf cfj4 dfgj ;|f]t ;fwgsf] bIftf / k]zfut Ifdtf clej[l4n] dfq
;xsf/L ;+:yfn] to u/]sf lgwf{l/t nIo xfl;n ug]{ sfo{ ub{5 . ;xsf/L If]qdf b]lvPsf] dfgj
;|f]t ;fwg Joj:yfkgdf b]lvPsf ;d:ofx?sf] ;dfwfgfy{ sfo{qmdx? cfof]hgf ug'{ ;+3sf] sfo{
xf] . o; s'/fnfO{ dgg u/L g]kfn art tyf C0f s]lGb|o ;xsf/L ;+3n] klxnf] rf]6L
Joj:yfksx?sf] ;]ldgf/ ;fsf]; d]g]h/ Snasf] ;xsfo{df ;g @)!# df / ;fsf]; Joj:yfks



k|d'vx?sf] /fli6«o uf]i7L @)&@ r}q !* / !( ut] xf]6n ;f]N6L qmfpg Knfhf, sf7df08f}+df
;DkGg ul/of] . /fli6«o ;xsf/L a}+sn] klg @)&# d+l;/ !^ / !& ut] Joj:yfks k|d'vx?sf]
/fli6«o sfo{zfnf uf]i7L cfof]hgf ul/of] . o:tf sfo{qmdnfO{ lhNnf lhNnfdf klg cfof]hgf u/L
k|f/lDes ;+:yfx?sf] dfgj ;|f]t ;fwgnfO{ k|a4{g tyf ljsf; ug'{kg]{ cfjZostfnfO{ dxz'; u/L
;+3n] æ;xsf/L ;+:yfdf ;'b[9Ls/0f tyf Joj;fo k|j4{gsf nflu Joj:yfkgÆ ljifodf b'O{ lbg]
lhNnf:t/Lo Joj:yfksx?sf] sfo{zfnf uf]i7Lsf] cfof]hgf ul/Psf] 5 .

@= p2]Zo
o; uf]i7Lsf p2]Zox¿ b]xfo jdf]lhd klxrfg ul/Psf 5g\ .
s_ ;xsf/L ;+3 ;+:yfx¿nfO{ dfgj ;|f]t ;fwgsf ;d:of klxrfg u/L ;dfwgsf] pkfox? klxrfg

u/L ;xsf/L Joj;flos jgfO{ lbuf] ¿kdf ;+rfng ug]{]{,
v_ bIf dfgj ;|f]t ljsf;df ;xsf/L ;+3÷;+:yfnfO{ lqmoflzn u/fpg],
u_ ;xsf/L ;+3÷;+:yfdf dfgj ;|f]t ;fwgsf] Joj:yfkg / 9fFrf lgdf{0fdf If]q sfod u/fpg],
3_ ;xsf/L ;+3÷;+:yfx¿nfO{ jblnbf] kl/j]z cg'¿k gljg k|ljlwsf] k|of]usf nflu k|f]T;flxt ug]{,
ª_ ;xsf/L ;+3÷;+:yfdf bIf hgzlQmnfO{ cfslif{t ub}{ pgLx¿sf] kx' “r clej[l4 ug]{,
r_ ;xsf/L cleofgsf] k|j4{g / ;'b[9Ls/0fsf nflu Joj:yfkgsf] ;femf k|ltj4tf 3f]if0ff ug]{,

#= sfo{qmdsf] zLif{s
;xsf/L ;+:yfdf ;'b[9Ls/0f tyf Joj;fo k|j4{gsf nflu lhNnf:t/Lo sfo{zfnf uf]i7L

$= cjlw
ldlt M @)&# kmfu'g ^ / & ut]
:yfg M /fli6«o Ifo/f]u s]Gb|sf] tflnd xn, z+vw/ rf]s, eQmk'/

%= ;xefuL
s_ ;+3df cfa4 ;b:o ;+:yfx?sf k|aGws÷Joj:yfksx? —%)
v_ ;+3df cfa4 ;b:o ;+:yfx?sf clws[t :t/sf sd{rf/Lx? @%
u_ eQmk'/ lhNnf ;xsf/L ;+3sf Joj:yfks  ! hgf
3_ eQmk'/ l8lehg ;xsf/L sfof{nosf k|d'v ! hgf
ª_ eQmk'/ lhNnf s[lif ;xsf/L ;+3sf Joj:yfks— ! hgf
r_ eQmk'/ lhNnf b[Uw pTkfbs ;+3sf] Joj:yfks ! hgf
5_ eQmk'/ lhNnf ax'p2]zLo ;+3sf] Joj:yfks ! hgf



^= sfo{qmdsf] sfo{k|0ffnL
klxnf] lbg
;do ljj/0f ;xh{stf
laxfg * ah] pkl:ylt tyf lrof gf:tf

laxfg ( ah] pb\3f6\g

laxfg ( M#) ah] ;fsf];df dfgj ;|f]t ;fwgsf] cj:yf M ljut,
jt{dfg / eljio

laxfg !!M)) ah] k|:t'tL dfyL 5nkmn tyf cGt{lqmof
laxfg !!M#) ah] ;fsf]; cleofgdf dfgj ;|f]t ;fwgsf] e'ldsf
lbpF;f] ! ah] k|:t'tL dfyL 5nkmn tyf cGt{lqmof
lbpF;f] !M#) ah] vfgf
lbpF;f] @M#) ah] Magic of Excel
lbpF;f] #M#) ah] a|]s
lbpF;f] #M$% ah] ;kmn Joj:yfkssf] cg'ej Sharing
lbpF;f] $M$% ah] klxnf] lbgsf] ;dfkg
bf];|f] lbg
;do ljj/0f ;xh{stf
laxfg * ah] pkl:ylt tyf lrof gf:tf
laxfg ( ah] dfjj ;|f]t ;fwgsf] k|efjsf/L Joj:yfkg
laxfg !) M#) ah] k|:t'tL dfyL 5nkmn tyf cGt{lqmof
laxfg !!M)) ah] Joj:yfkg / ;+rfns ;ldlt ljrsf] ;DaGw

lbpF;f] !@M#) ah] k|:t'tL dfyL 5nkmn tyf cGt{lqmof
lbpF;f] !M)) ah] vfgf
lbpF;f] @M)) ah] Introduction of Advance Technology

for work friendly
lbpF;f] #M)) ah] a|]s
lbpF;f] #M!% ah] ;kmn Joj:yfkssf] cg'ej Sharing
lbpF;f] $ ah] sfo{qmd ;dfkg

&=pknAw x'g] ;'ljwf
s_ j|]skmf:6
v_ lbjfef]hg
u_ lrof÷skmL

3_ :6]zg/L, Jou / HandsOut, k|df0f kq



*= cfof]hs
!_ eQmk'/ lhNnf art tyf C0f ;xsf/L ;+3 ln= eQmk'/sf] ;xsf/L ;dGjo pk;ldlt

!)= ;xof]uL lgsfox¿
!_ cgf}krfl/s ;d'x M Joj:yfksx?sf] ;d'x, eQmk'/
@_ cfj4 ;xsf/L ;+:yfx¿
#_ ;DalGwt lgsfo

!)= vr{sf] ;|f]t
eQmk'/ lhNnf art tyf C0f ;xsf/L ;+3 ln=, ;xefuL ;b:o ;+:yfx? tyf cGo ;xof]uL
lgsfox¿

!!= ;|f]t JolQm
– ;xsf/L If]qsf lj1x¿
– cGt/f{li6«o If]qsf ;xsf/Lsf JolQmTjx¿

!@= k|ltj]bg
sfo{qmdsf] ;dflKtkl5 lj:t[t k|ltj]bgsf] tof/L ul/g] .

!#= ck]lIft pknJwLx¿
!_ ;xsf/L ;+3÷;+:yfx¿df dfgj ;|f]t ;fwgsf] jt{dfg cj:yf / efjL sfo{lbzf jf]w x'g],
@_ gljg k|ljlw pkof]u ub{} cGo gLlh If]qsf ;+:yfx¿; “u k|lt:klw{ jGg ;Sg],
#_ ;xsf/L ;+3÷;+:yfx¿sf] ;+rfns / Joj:yfkg jLr /fd|f] ;DjGwsf] ljsf; x'g],
$_ ;xsf/L ;+3÷;+:yfx¿sf] Joj;flos ;'b[9Ls/0f tyf k|a4{gdf Joj:yfkgsf] e'ldsfsf] ljsf;df

;xof]u k'Ug],
%_ ;xsf/Ldf dfgj ;|f]t ;fwgsf] ljsf; / ;'b'9Ls/0fdf an k'Ug],
^_ ;xsf/Lsf] Joj:yfkg kIfsf] k]zfut Ifdtf clej[l4df 6]jf k'Ug],
&_ eQmk'/sf] ;xsf/L cleofgsf] ;'b[9Ls/0fsf nflu an k'Ug] .

!$= ah]6
sfo{zfnf uf]i7L sfo{qmdsf] nflu ?= @^),))). -b'O{ nfv ;f7L xhf/_ /xg]5 . pQm ah]6sf] Joj:yf
;xefuL / ;+3 ÷;+:yfaf6 h'6fpg]5 .


