
x]^f}*f pkdxfgu/kflnsf 
 gu/ sfo{kflnsfsf] sfof{no  

x]^f}*f, dsjfgk'/ 
audtL k|b]z, g]kfn 

 

b/vf:t kmf/d 
 

d o; sfof{nosf] ldlt========================================================================================================sf] ;'rgf÷lj!fkg g+= =================================================================================================================== cg';f/ 
======================================================================================================================================================================== =========================================== kbdf s/f/df sfd ug{ O{R%'s eO{ lgDg ljj/)f 
;lxt of] b/vf:t k]z u/]sf] %' .  

-s_ j}olQms ljj/)f 

gfdy/ -b]jgfu/Ldf_  

-c+u|]hL &"nf] cIf/df_  ln∙M 

 gfu/Lstf g+M hf/L ug]{ lhNnfM ldltM 

:yfoL 
&]ufgf 

-s_ lhNnf -v_ g=kf= ÷uf=jl=;= -u_ j*f g+= 

 -#_ ^f]n -ª_ dfu{÷3/ g+= -r_ kmf]g g+= 

kqfrf/ ug]{&]ufgf M Od]n 

afa'sf] gfd, y/ M hGdldltM               -lj=;=df_             -O:jL ;+jtdf_  

afh]sf] gfd, y/ M xfnsf] pd]/M        aif{      dlxgf 

 

-v_ z}lIfs of]Uotf÷tflnd -b/vf:t kmf/d e/]sf] kbsfnflu rflxg] cfjZos Go'gtd z}lIfs of]Uotf÷tflnd 
    dfq pNn]v ug]{ _ 

cfjZos 
Go'gtd 
of]Uotf 

ljZjljBfno÷af]*{ 
÷tflndlbg] ;+:yf 

z}lIfspkflw÷tflnd ;‚fo >])fL÷k|ltzt d'nlaifo 

z}lIfs 
of]Uotf 

     

     

     

tflnd      

-u_ cg'ej ;DaGwL ljj/)f 

sfof{no kb ;]jf÷;d"x÷pk;d"x >])fL÷tx :yfoL÷c:yfoL÷s/f/ cjlw 
b]lv ;Dd 

       
       
       

pDd]bjf/sf] 
xfn;fn} lvr]sf] 
k'/} d'vfs[t b]lvg] 
kf;kf]^{ ;fOhsf] 
kmf]^f] ^f“; u/L  
kmf/ddf / kmf]^f]df 
;d]t kg]{ u/L 
b:tvt ug]{ 



 

-#_ sDKo'^/ ;DaGwL ljj/)f 

sDKo'^/ 
;DaGwL z}lIfs 
of]Uotf÷pkfwL 

cWoog u/]sf] ;+:yfsf] gfd 

Word, Excel, 

Power Point 

;DaGwL !fg eP 
jf gePsf] 

^fOlk∙ Ifdtf 

c+u|]hL k|ltldg]^ 
zAb ;+Vof 

g]kfnL k|ltldg]^ 
zAb ;+Vof 

     

     

     

 

d}n] o; b/vf:tdf v'nfPsf ;Dk")f{ ljj/)fx? ;To %g\ . b/Vff:t a'emfPsf] kbsf] ;"rgfsfnflu cof]Uo &xl/g] 
u/L s'g} ;hfo kfPsf] %}g . s'g} s'/f (f “ ]̂ jf n'sfPsf] &xl/Pdf k|rlnt sfg'g adf]lhd ;xg]%'÷a'emfpg]%' . 
pDd]bjf/n] kfngf ug]{ egL k|rlnt sfg'g tyf o; b/vf:t Kfmf/dsf k[i&x?df pNn]lvt ;a} zt{ tyf lgodx? 
kfng ug{ dGh'/ ub{%' . ;fy} s/f/df pNn]lvt zt{x? k")f{?kdf kfngf ug]{%' / s/f/sf] ;doeGbf cufj} 
s/f/sf] cGToubf{ sDtLdf 1 dlxgfsf] k"j{ ;'rgf lbO{ sfof{nodf lgj]bg lbg]%' . 

 

pDd]bjf/sf] NofKr] ;xL%fk pDd]bjf/sf] b:tvt 
 
 
 

bfof afof 
  

ldltM 

sfof{non] eg]{M  
/l;b÷ef}r/g+= M /f]n g+= M 
b/vf:t c:jLs[t eP ;f] sf] sf/)fM 
b/vf:t ?h' ug]{sf] gfd M 

b:tvt M 

ldlt M 

b/vf:t :jLs[t÷ c:jLs[t ug]{sf]  

b:tvt M 

ldlt M 

 

b|i^JoM b/vf:t ;fy ;"rgfdf pNn]lvt lgDg lnlvt sfuhftx? clgjfo{ ?kdf pDd]bjf/ cfkm}n] k|dfl)ft u/L 
k]; ug{' kg]{% . 

-1_ g]kfnLgfu/Lstfsf] k|df)fkqsf] k|ltlnlk,  

-2_ ;dsIftf / ;Da$ cfjZos kg]{df ;f]sf] k|ltlnlk,  

-3_ Go'gtd z}lIfs of]Uotfsf] k|df)fkq / rfl/lqs k|df)fsf] k|ltlnlk, k|fljlws sfo{ -OlGhlgol/∙, :jf:Yo tyf 
kz' lrlsT;f nufotsf cGo If]q_ sf nflu cfjZos kg]{ Joj;flos k|df)fkq -nfO;]G;_ sf] k|ltlnlk, 
tflnd / cg'ejcfjZos kg]{df ;f] ;d]tsf] k|ltlnlk, cflb . 



x]^f}*f pkdxfgu/kflnsf 
gu/ sfo{kflnsfsf] sfof{no 

x]^f}+*f, dsjfgk'/ 
afudtL k|b]z, g]kfn 

k|j]zkq 
lj!fkg g+= M 

gfd, y/ M 

kb  M 

tx  M 

pDd]bjf/sf] b:tvt gd'gf M 

x]^f}*f pkdxfgu/kflnsfsf] sfof{non] eg]{ 

o; sfof{noaf^ lnOg] pQm kbsf] k/LIffdf tkfO{nfO{ ;lDdlng x'g cg'dlt lbOPsf] % . lj!fkgdf 
tf]lsPsf] zt{ gk'u]sf] &x/ ePdf h'g;'s} cj:yfdf klg of] cg'dlt /@ x'g]% .  

 

/f]ngDa/ M 
 

        ============================================================================================                   =========================================================================================== 
         -sd{rf/Lsf] b:tvt_              -sfof{nosf] %fk_ 
 

 
x]^f}*f pkdxfgu/kflnsf 

gu/ sfo{kflnsfsf] sfof{no 
x]^f}+*f, dsjfgk'/ 

afudtL k|b]z, g]kfn 
k|j]zkq 

lj!fkg g+= M 

gfd, y/ M 

kb  M 

tx  M 

pDd]bjf/sf] b:tvt gd'gf M 

x]^f}*f pkdxfgu/kflnsfsf] sfof{non] eg]{ 

o; sfof{noaf^ lnOg] pQm kbsf] k/LIffdf tkfOnfO{ ;lDdlnt x'g cg'dlt lbOPsf] % . lj!fkgdf 
tf]lsPsf] zt{ gk'u]sf] &x/ ePdf h'g;'s} cj:yfdf klg of] cg'dlt /@ x'g]% .  

  

 /f]ngDa/ M 

                ============================================================================================               =   ========================================================================================== 
                 -sd{rf/Lsf] b:tvt_      -sfof{nosf] %fk_ 

pDd]bjf/sf] 
xfn;fn} lvr]sf] k'/} 
d'vfs[t b]lvg] 
kf;kf]^{ ;fOhsf] 
kmf]^f] ^f“; u/L  
kmf/ddf / kmf]^f]df 
;d]t kg]{ u/L 
b:tvt ug]{ 

 

pDd]bjf/sf] 
xfn;fn} lvr]sf] k'/} 
d'vfs[t b]lvg] 
kf;kf]^{ ;fOhsf] 
kmf]^f] ^f“; u/L  
kmf/ddf / kmf]^f]df 
;d]t kg]{ u/L 
b:tvt ug]{ 

 


