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75 9 BRI I BarR]

(Office and Personnel)

.9 ®wIi@a (Office)

1.9.9 FAT@@®! af=T (Introduction to Office)

FATAT e A¥hd ATHTH ‘FIA’ T ‘ATAA 5 9758 (HelR avebl &l | ‘B’ B d°d FH
T AT’ BT A AT AT AT AT I g5, | Fraragars agueirar 'Office’ swfaw=g |
srgirsraT Office 973 93 & 9TATSETAT WATTHT MTHT Heet 9Te3 'Ofice’ T Q¥ f aTdTesran
TARTHT ATCHT ATfed ATl 'Opificium' st amuer #tawg | sgisiar Office &
#g "A room, set of rooms, or building used as a place for commercial,
professional or bureaucratic work" T ITgwg | TEL FATAT A& HA (A
AT AT BT, TAT AT FEATAATT B FGETEA T Fe HIST, Fa9, T T Hiv=a
AT TEH AAAFHAATS AASS, |

fafaeT ereepTer quT ST (AU TAFewd] Hrafadd d T TR faia= &
TRURT TEwg, | TXAT el A T GRATIT T J&qq TRUH G

ATl JEd ITEIHIAATAR FTATAT T “F [a9T FH a7 =@ T4 6%, HR@r,
AT FH T A= o138 a1 dgsl 9= divhg |7

George R. Terry & JMaR HATAT T A TAATS JHISS, el AToAATS
fa=or 19 "7 weH &5 ("An office may be regarded as a place where the
control mechanism of an organization are located") |

J.C. Denyer &1 fa=RHT FATAIAT FAfeerd Matataes TFad g & T 7 FrEead

g1 ("An office is any place where clerial operations are carried on") |

Edward Roche & siq@R fafv=rd gerer #m9 @wrad TR S T4 Hramag
21 ("Office exists anywhere, where certain kind of work are performed") |

TFRTT AFIROMATAR FATAT AR T &1 A AAF ATTRIA  Hraadars
FTHET ETUT (ATHT T | TITRT TRATITRT ATERAT FATATATS F 9T BT FHTET g
TATHT TIAT ARy | FTATAAA FHT SIS AT HISTATs AT ASTANIR AT F1d qEITE
wfe ffvera A e agw aAars aHd TAeE | A9 &Y 9 Sevd I
AT AT TATIAT TRUFT ASHEACATEERH A AT ATHT 1 a1 gwg,
TS T ASHILATH HTATAT AT, |

FAET oA TAT AGT, HET 1



FTATAT F G TEISHFT Fof FA FTEATEH T FEedqu AT 21 | FATAT GEATH]
TR FRATRATIH THET T FTRAIET FAEE e THAT FTeaTIqals Had
e, | HEATHT I¢9T AT A& TN TFU [harsaraess Maierd AT HraTaded S
AT g7 | Bl AT FRATHT (TR e qar Seed Tiiecqert fAfeq sraeaes Fe=mm yre
T, ASUE I, ATG9TF SISAT T&d I, SATAATIF HBRIAR T 4T F&qT T STl
FTIEE HTATAAATE TG | FTATATHT FIART ATAAT FATSH, FATAAT T, SHALATIA
TAAITRT SHTLITIHT ¥ (HTACHE FTIEE gra |

el faemera 9fe uger #mied § &7 | ) fqeres faandieng frem faw @At @
forameraar frerss ¥ gaTTSATIRRT FATAT, fauTadTHr gemaiAe w1 T e T
faremdier srera T FEATHSEE TEH Erar | AT HATT [AATATHT el FIAHT Foaa
JAT TR T AT AIATTHT AT AATT HrATAT TEhT g7 T |

a7 TR, fafg edrr gwar, gusEdr atata, fafaer Sew qar fadim g
TRETHT TSHFLAT AT A1 IIAH AT HTATIFT F FoaTad g ATFe® HIATATHT
AR TH | T FATATS FHRIeId FEATHN Je¥TATAR THIT q JHIRHT 1

ATAARl ATIT D gIET WI

q.] FHATATHRT TR T TS fafer (Types of office and methods of office
formation)

1..9 FiemwT 5w (Types of office)
FTATAIAT BT 8 B T AT T FHAT G ¥ Ao | T FATATHT FIAT T S0
TG | FATATH! FIATATAR THT [l HeTerman, smar a1 STl 9 @ifervs |

TR FGHT FATATATS [qAEEe TAIA FIH, (TP AHR a1 F=AT, SL9A, FTIarT
¥ ATIAshaTerT ATIRAT (TR 9ie THEAT a0 TP 3
FTHT THC
2 v ¥ v ¥
T THEATRT HTRTTHT ITTHT TR s fereRaTenT
AT AT SATLTTAT AT SATLTTAT
v v v v v
AIA AT HEA | | G EREN || TARHAF AT | g, || s,
JH=a, Y TXHT | | SATTANTE T, Tiftae e,
Rkl

B FAT ToATAA AAT AGT, FeT



(F) FICHERATHRT ATATLAT (On the basis of function)

o o

FTATCHEAT FIAH! FARTETFITRT ATIRAT IR &7 | T9 ATEITHT [qabirsd FX=ATHT
FATATEE T5H &7 | Aol a1 AqcaHl @+ HATAdesd JATdrs Tehl AfTdr
HAAR Toell qed B TGS | FTATCHBATHT AITTHAT 1T T FTATATTH AFfarad
STIFREE TES -

(37) Aq AT {ET FA@T (Head office)

=T WIfTeed] TEHT T8 A (A0, ATAAT TAT FTART (AT, ATAYAF GITATebT
XTI T ATHA AT TATGHA T Hd Aqcd FArad al qef wadd Teeq |
A& FATAT, FURE FATAT, TIA ARRB] TaHH ] HATAT TAT beald ATARTEE T
FATATHT IETEXT & |

(3AT) FH=GT HATA (Coordinating office)

qqa FATAT T FAEAAT HATAAR] [T=H @ FRAACHE FA T, AT a9
AP (FIATT T T HTATEI =ROTHAT AT FFATT GHEAT FHGTTHT GBS0 T
FTATATEE FHAT FATAT 5 | THHT T6] HIATAIeEH T THIrdd &A1 FATaaees qd0
TIFRFT [TANTEE &N FATAAR] IATETEE g |

(%) FGT*ag« AT (Implementation office)

TqE FATAIA [AUHT AT TAT T[T TN ASHARE S BRI T, ITHEAT a7
AR a%q al a1 e RIS FATAIESs HAEAT FATET g1 | Tl
FATATEE GHAT, TTHIIAEIAT a7 [Tecd AT TEwar | (e, T e =i,

ISTeeT HTATATE® TXAT HTATATHT IITEX0 8 |

(@)  ATHRILERT ATATCHAT (On the basis of size)

FATAT ATAGRE ZATTHH Grg | ATRRET TR d TXAT HATATE B T HFrargd
QU Dbl e -

(1) AT TLEHT FA@A (Large scale office) :

&Y STATQTTRT WUHT, STAETT ATk TUHT, ATk ETHT FETHAT BTl T T AT Gell 1
T o qIfafaes AHed TUH FATATe® SAT FHATATH EIHT g | T HATAIeE
AT, TR TAT TRALHRT Tl &THT B qF |

FAET oA TAT AGT, HET 3



(31T) e &a¥awT wIed (Middle scale office)

AT FTATATR] AT W1 T ATHS THY G THHRT TeT TATTHT TA1E ITH qoh, AT
JaT grfatae feameer qaa FRTades T WIAT 68 |

() &M FEET (Small office)

TTHT Go1T, Frafe T 1Y T BT, AT TALHT FATI AT ol FATEHT FeATT HraTers
T HTATAT & | BTATHTATAR AT BTATATEE Fad ATTcadad a1 Gofl T HeaH TR
HT FHATATH QT AT TETIF FATAAR] TIAT TEd T3 |

(T)ILTIHT ATEMTAT (On the basis of objective)
FATATH] T fali=T IeT TUHT g7 | FTATAT TATAT I [AHBTABT FEIABT ATATTHT
FATATH! BT MR gwg | T=aAT FRATATH HId: HHATdigd ITIFRER TEva

(37) AT a1 ATHHAF FA@A (Business/Profit oriented office)

T F FRIATR T T ATRT FATS Ie9TA JoANAd ATATT AT JAHRT HTATATATE
AFAF a1 ATRHAS FAAT AAg | T FATAIeE AT (Aol &3 qar
ATAATIF &THT A=ATATH TEhT e |

(3T) AHAF AT (Service oriented office)

ATRTH FELAA AHE FaAT AEA FA TH GAHT (A0T AR FATATATS GATHAF
FTATAT A(Tve, | ATTRTH BTAT TEAT HTATAT FLBRT, FTATNA S TAT GTTHE BIATATEE
TEwgA Stetare fafi= yeReEr Ja1 yare gea |

(%) TEHTU FI@T (Cooperative office)

FEHRATH ATIRUTATIAR FATTAT FEATHT FTATAAATS TebRT HATAT AT, | T
FTATATA IRTETR] ATHEH (el AT e fauaar FMR=ra g anram T fafa

AdeT R bl greg |

(&) FTHATHT ATUTTAT (On the basis of scope)

BIATAT BT FATTAT, TTH a7 THRT BIATAHT (6Tl Ui BATATEE Hih ek WU
FY TEBA | AT FATAIewH Hed: HHfaad STIeRes ewg

(37) AR FAAT (Government office)

¥ FAAT GATAT AT AQ@T, HET



FTIETFT feqraet FAIqwaT ged FTIeT ARHRD Wbl g7 | TXhR T fafq=
ferfaraert &1 9 @ifey FaTges afq R, fEHERT ¥ gdsdre fearee ot
fRfeHeT &8 | PR FATATEE ATTLTHATH ATARH God TAT (F&ATRT ET TS |
(311 f=ft ™ (Private office)

SAIGITART a7 ATaddehl (Aol 1T FFEITET TAHT AT TIf9d FTATATER
[T @rafag g4 | FEA1 FTATATS ATHI GAHT ILLTHRT ATETR F1T T
TFAT | TSI BTATATRT FoATAT AT FATAT DT ATTITIA Tl TATTRT AT
HATITIHAT & TS, |

(Z) ITETHFTT FH@T (Non-governmental office)

TRETHRT GRS ATHT AT T=aATAT T @led BTATATE® TRARHNT FATATEE
T | TRETHT FEAEEd 9 GRERI feIare 7dr 7 e g |

(%) aWMETU® ®FA@F (Community office)

FHTSTH [l Tee®HT e T TS &4 HAadeedls ATHEIE HAAd A, |
AHENIF FTATAAEES AT THITIH! fecdebl AT Hd TS |

(§) WRNITAHATRT STEMTHT (On the basis of geographical teritoy):
ArTfershaTert gftaet i FrATadesars fatae fefawer auiiezor 79 TR g | F&r

FTATAAEEH HEAT: AT STIFREE TErs .

(31) =A@ d FE@A (International office) :

THHT T¢I ST H T FATATeedls A=aiedd Hraad Awg | TJXaT Hraradet
He FTATT %7 T 9 vy 99 ATIAFATATIR o+ S9THT 9@l a7 FETaF
FATATEE & Jaa |

(31) Tftgsr T (National office) :

Teh IUTAAHT T AT ATeTrepreT TITTHT F1A T BTALAIAT FIATATATE AT AT
AMwS | TEAT HIATAAST STAT ET, ITLTET AT Thlg ATAIABATATAR TEvs |

(3) T FATET (Local office) :
A= T a1 &7 JTE WY Fd T FAEddrs WA wEed A | &
FTATATA ATHT TITT a7 &7 8T (i Hr gre M6 |

FIAT TSATAT QAT AGT, HET Q 4



(%) WEAA FI@T (Vertual office)

gfafaert faeraat FMived #rEwa a1 qaad T @ AWE TaaeHT ATENg "I H
T FTATATEE LA FATAT g | TXAT FTATATA F U ATaTe THT T T AT
farereirr =T giataert Aregware Aradl qaed TMId T HH T AARIR HIATOTAT

HaTHI TYehT Grorl |

9.3.% gt A fafa (Methods of office formation)

THTIAAT FTHHT TRITATIIRET BTATAT TS T, | TFATIA BTHBT AT SFeATaIer
FIATAT TATIAT TR Grg | FET a7 ASOART I¢9T Bl bl ATNT HIATAThRT
T MHATARE 35 fafgdare g1 el 5w,

(%) T FATET (Permanent office)

R 1T T=ated 9 T ®YUT EHT FATAIATs WAl HATad AfFv, | 99T 9
FIREH FATAT, [T, FATAT, YRATE®, T TEHT ATSATAHT, AR AT T ST E

GfTsaTe® T Th{qHT AT g |

(@) EAHT FA@T (Temporary office) :

fAfv=ra srafafas ™ Q@1 19 J=all &1 @ifad Faaadrs J@ 9l Faad 9 |
LT FATATEE FH W UG . (qoad geagd, ST fafaeT Jrsr ar afedrer=re
FATATE®E, Harad TRIGT @IAUHT TS a7 SAHl HATAIES, (a7 B AATT
Far faq @ifeus FrEtaues aife | aRard FEaers aft 38 aErEr faaree i,

S AETTER B

(3r) frfs=a srafeeRT STem<AT (On the basis of specific time) :

w1 fafvera gwamaty dree 9 qEala w1 GEee T Ieede AT ¥ s arad gy
FTATAT THATIT TES | IETER0THT ®IAT e RIfaR, (Har=d ATRTe F1aias #1q |

(3m) fafi=a FWEFT SATAT (On the basis of specific work) :

w4 R=d ®W qEe quufy @q faued gq e a9 9esd | i
AT HT TH ATIAT TR HATAdes T9 ThRET A FAAT & |

9.3 FAETFRT FHEE (Functions of office)
TSI AT AGISh! AT HTTH TAETHN AT AIRET ek Hr qAT FTHbTA
% FAAT GATAT AT AQ@T, HET



FATATIAIAFIA] GFIU FIAEE FATATGRT F FHEH g | FATAIATE TETEA 8o
FAATE FFalvad TSTSAH I¢9U, THA T ATFRATAR FHTATAIF] ATIRAT a1 atAd
F ¥ ETTF AT TMFH T AT F1F T AR 35 THRAT AR TR,

(F) TUTHA FUEE (Basic functions)

FTATATFRT ATIRAT FTIE® ALY TRIEATT JAT I FET qeafead g | 7w
FTIAT FTATATAT FHIegd AT I T, FAATH AAE e, FaAeedls

GETE T, FaRor T4 ¥ FURINT T ST BhEE ILg |

(@) TEEF AT JEAEAHRT FIeqqT FUEE (Auxiliary or administrative

management functions)

FTATATRT ATIRHT FIAR ATARET AT FETAF FIAee A G | AT Frdeeel LTI h]
THFATHT Alg T T FATATHT FIHAT XA AT B TS | FTATAABT TXAT HIATS
FeraTeRe ®AT [HHTTER 98 RS §

FATTRT FULE
\ ' \
Sﬂwfw FUEE m*m
FATAIET FHIegd FoAAT T a1 qgehad TR FTI
AT TAT ATARRIRT ATer@T FHAEFT BT
AT FAead ¥ fqeewo SRS FA
fafi=t STaerT gt ¥ 9a1e | FrITep! qRET w1

AT ATHUT T Ao H TaE]
AT TITIAT |

1.¥ ®Ei=as! #Hgwd (Importance of office)

2T | TG TSR] ARAAT Al TGTETHT FATAT HALATITR] FITATTHT (AR TE |
TGTSAHT iR IZ9a TIitcAept AT ATAITF Tl FAHBT FEATT HTAAIAE T &7, |
AT BT FoaATeTeR (FMRwaRal Ui FATAIETE [§5ws, | FEATAT T9E F 9T ATTSH
Tfafafs F=emea T AR | FATIT GG TSR GEIAT AR B,
AT &g, ATAG Frg, TAGNE g, GAFT Hrg, [TIAT &g, AN &g, AR
FIAT TSATAT QAT AGT, HET Q 3




GSSAH] HIETShbT FTAT AGH AHBTHT TEhl Fwg | IRTB0IH AT (a=rery sqaiead
EIAT FSATAA & A9 (qandic Rrear A= T T faemegest Rien yae 19 a8q @I
T T | e safeqd &9 Foared g AT 37 fRarehead dfdtedd aaer
FATAT T FHARN THATTHT BTHT BTIAFIEA THIGE, | T STFR, FieatiaR, afepet
ATfe GATAT AN ATRTA  ATATHT THTEAHAT FH T HAAT AEGTF 75, | T
JFTHT H A FTH FEATTEEF FFI I T (A SE9T I T FIATATHT FAT Hewd
eS| FATAAH Headls (A JaTe®Hl ool RS B

(F) TGSATHE FTIAIIHATHT (GRT T qreqar T

(@) ST TAS[HT T FRATEIA T

(@) S g T aR=red T

(&) ifae qar faxdira e gt T afeered T
(3 HAifawa [ qur #rEEbsEn fFavr T

(%) FEIfEd PR TURAR g7 T+

(@) ASTSAR! THITATARET FAT J&TT T

() ASTSAB THRAATARFT T IHEA T AT ITA RIS

() AT TS 97 HEEET I¥0d FHad T Fo9R 14
(1) fafsT=T YepepT HTEeHT ATeE e T IIANT T

(T) FTSHATHS (AX=aedl HEH T
(3)  ASTSATHSE FTAGHTEAHT fqaeafadr wa T4
(€) AT 9aTe T ®Eare Bl giear aarsd

(@) ASSATCHS Bd IR T4 ¥ [qeagq=raar w1+ Ted e |

14 F saerad (Office management)

F UM FATATATS g9 UAH HTHATET TATAHR (HGH AT T goalTeld
TAIES, | THHT AT AR=Ia FRgTaes! saawT T FRaaaedl (Harhard ==
T FEArs FE@d @awarad (Office management) 9w | 3T 9TeaHT FTATAH
ffe=ra Seea wiftert AT AT aATSH, 9T T ¥ Afddewd! JAEars Tehldhd T
JHAITHE TIHT FoATAT T HIATe HATAT FALATAT A7z, | FEATHT IgT I
TeRT ATNT ATAIT R WG, STifae qoAT ATF FIa ATeebl Irard gie=rers T Afaam
I T F FHTATAT SHTEITIAAT T, |

FIATAT ATCATTAA FEATRT I£9T WA ATNT ATSTAT TATSH, FEIS [AHIOT T, FHATL
c FAT TATER AT AGT, FET




T T, (e foq, a9y T, gfqass T q9r Araede JraaraT Aaedqrad a7
STEAT T T4, | FTATATPT SHALATIA & JIeAd AT, i Taw fairr ameesat
TR STANT T T Frafafae! MaRe TH9Es, | FRTaTHr #1d Jihnarel goar T,
FE FSATATH] AT AqcA, (I, TTHA TAT FATSHA T Sl F 9i TR, |
FATAT HFALATIAR] T AT [RATHATIT g7, | T Ael[g ANIGYT, fHaeror
¥ IR TGS, | TG FTATAT AALATIH IT HTATATRT T o1 AT THEGRT
AT & |

9.4.9 FETT Faearaawt FUge (Functions of office management)

FTATAT AL faek et qar faeqd fawa 211 Luther Gulick T AR @<=
ASAT FATSH, TS A, FHARI AT T, oW faq, I9=a T, F=9r
FAT gfqasd T T G AT T H T | FATAT AALATIAS AT FAEwH AT
fofar fore, Aqca o, faeor T, e 79, Jeargsd 9 S des IS, |
FIATAYT HATTATIAA TSR ATSTAT TATIH, FLATHT fafqe faamT qar smatfe= au=a
RIS, HATAIRATS ATAITF AAHRI TAT ATHAG TIH T T&qT FHAE® i
TAIEE, | FTATAT TIATIA FEATHT AT TAT Je¥THT biegdd 5 I Fhfawerr wrdes

o C

feaRgds THIEs |

~

amAiag Luther Gulick & @awarades #@ige POSDCoRB &1 9T ad
el B | POSDCoRB %1 1 ®9 Irsi1 (Planning), <87 (Organizing),
wfws (Staffing), fAaerT (Directing), ¥7=a (Co-ordinating), gfqasd
(Reporting) ¥ @<ifes (Budgeting) &7 |

LY.R. F@T aeqaahl Ag<d (Importance of office management)

FATAT ATLATIAH HeTd TAH ATAIIHAT MR Jooi@ TRUH G -

(F) STAEHE Fhg T FATATATS THA TATSA

(@) FTgT Grdes aR=are qr qae w5y 1=

(1) FTSAHT fRATHATT, AT T Aratas =T HEAH TH
(°) AT IREATATATS IT FATARRT TS

(F) Ira gf=re=aT faaeataar wEm 1=

(=) FAT JATE T FEATS [@al Al adrad

(@) TR &g T LT BIaet T

FATAT AT TAT AGT, FET < 2



9.% ®FHAT (Personnel)
1.%.9 af<=@ (Introduction)

ATATT ATHT TS AT FLATHT FA T G TAFIATE HHARIHT THT A(hvg;, | TR
TGISTHT BTH T o STARIATS HHART AT Gichad | TAh TSTSTAT AFLATTE

a7 AIfeeh T FIHER AT FHAWT T §5 TP STAAGT g | FHANT & aT ISR
fa q&rerg ARG (employer) Widwg A= seb{eRr AT fAfe=ra @cHAT ST Wg
FTH AT FH TRPT TAIHT I T ATaAATS BHAT Aiwg | TGH FHATIHT
TEERAT BT Tet AT T G |

F AT, FEAT AT (Hbrael AT q&d g T a7 ATl erieger T T wdelrs
AT fod T Frema Miv=ed TH gl 9 TN HTHAT A0H Aldqars HHATT
A= | bl ATHT FHART XA ATGT & T & HAFT AT HTH Tae T HH
TeaTId arfesfas T T |

ATATIAIT ISTRETAT el 1T AT (A= AT, I THe, ek a1 AT TehTeeh!
AT fa T HTHAT AR Afaqarg FH=ATT A5 (A person who is hired for

a wage, salary, fee or payment to perform work for an employer) |

FTAAT STSTHT BTHHAT ARG AT AR &7 AT FH THATE (=TT T AT TR
qeTeTs At (Principal) ¥ AU I G T AIiesfHe ar & el
fes &/ 9 gaTeTs 9erd (Agent) A |

FHATN BT &7 T ATRETAT B &l T FATST Ald Teol I | IeT Afad Hqaa
HATATHT HTeAh AT ASHIRETATR] HIHFTHT IMGwg, A BT SAALATAT HHATD! TTHBTHAT
3Ewg, | IIMERIHT BIH] [TATATRT FATATATIRATS (A Alebeg | TATATATIR [q2Ted
AT T FIHAT A% R1&TF, FHARN T TEARATS FTHAT AMSSHA | T 3T el
JLTATEATI ASRIRETAT &l S | O FeTATeATI ool TaT3-ehT |14 faemer ez
afafd 9T TRER ATHARITHST FH TG T AFATIA 1% (o767, FHAT a7 Terdehel
SET qAT YT T TUHTA I AT HHARN F g7 | FATIHAT fqemera Rrerepars fga
TR 9@IS HTHHAT @3+ IR ASHIRATAT a1 Hifde (Principal) 7 frete demae ar
FHATT (Agent) 7 | T I ATl ¥ FI FHART &1 AT GEATIAHT ATNT I Fqzreor
T AT FATRT WIfqeadl T @ ¥ F1 faferd afasmr @ 9= afeT THIEs |

THHT FHATT AT AT T, ST AT AT FIH TG, | HBTH AT B T FH THR
I ST, TATHAE AT Gradm 9 M6, | W= ad ¥ @1 aTaqr 168 | 96 @aHq
SFETIRT (0 T AR TeE T IS AT AR T (FHEr T STETheer
7 |

90 FAAT GATAT AT AQ@T, HET




1.%.R ®HAE 71 (Type of personnel)

T FHARN (AT T FREAATHT TeX ATRETE YT [TEHATET SR 1 T | SHTeeeeh]
FTH T FHATATT T T &7 | T FHARIHT T FEATIAT AT HHARI (418 T
[STHHERT TAT IHHT T HEITHAT ATAT & THIAHT ATIARHT FH0 T AT AET Tt
T | FHARICATE HTHAT Yol TUHT SAATAR GRHRT FHAT, TRATHT B, ey
FHATT a7 ATIANTER HHARI, AT FLATHT FHAT ATNG ATIRAT I A0
o wftuwr @ | cwEd fAate a9 fEEEriEr sngeAr FHAaE vy,
TAHAEINT a1 FeTdh FHATIH! BOAT fafq=T TedT e s, | FHEAR TS 19
T AT AT T qTS UTRATHRET ATIRAT T, A=y, AT, ¥R ar SATATSTT
FHAT TLAT TBITAT TR T TRURT IS+, | ARl I@ITAAATE FHATHT FehTIeh]
THERIHT T T Al

FHATLRT  THL
v

v v
fratE ™ SRaeET s FTH T TEATATRT TETTAT
3= HEATATIT FHATY AT HHERT
[a9T9 (Specialist) FH=RI T HHATT
AT (Generalist) FHATA SATATET HHATI

FRX FHATA

1.9 FHAT gt 319 (Meaning of personnel management)

FIATAT TATIATHT R T T IEYT 87, | TN A& T Ig ST TTehT ATRT BIHeBT SreAehl
FHTOT T IaE, | AT FTH & &l [T T 27T JUHT & i FHARIEE T AT TRIST Alehvs,

c
>

e C

TTh TIES | T ATARHAT ATTYTF TSN T TALHT HHAT HALAT T HIATATRT AT T
SEYAATAR FH T RIS FA F FHATT ATRATTT 8T | FHATT FALATITHT T
fefataa qi=rsirer #1dew 958

FHA TFEATTAHT HET F
(%) STTLTTRT ATSTAT AT
(@) ATFITF FHATDT G

(M) =T faer
FIAT TSATAT QAT AGT, HET Q 99



(F) FHEATT i
(3) FHATIR TR |
(@) FATETHT TAFT G =T 7 (Human resource plannig)

FTATATRT BTHRT [FIATT T T IEAT 1Y Tl ATNT o H&AT TRIAT, &THAT ¥ faq quest
HA FHAR ATAITF TGS Tl AMSTAT FATS H1T BATAT R FILAIAA TS, | T
ATTATHTITR 7 BTATATRT ATNT ATAITE (ARTT TeehT T T FHATIHT TGEAT IR &7 |

(@) FEd® FHA ST T T (Acquisition of personnel)

FATATRT FTTIAS FHATT I T GFI=qT oo Aia, a9 T gfewar g
IR, | STALET ATSTAT T BIATADT ATALTRATATART HHAT ITT T BT ATRT (AT
T, T fae & "k i T s fafeer giswarare s S 9 i |

(M wFEEgHT FEEHAEIER FHard faw@ ™ (Development of

personnel)

FATATHT TR T HHART GHF AT, 70T T 99 qUHT §IA7 | SHEEHT &bl
fafaardrars FRTAaR ILLTATARHT HIH TH T&TH TATIA (1T eI qTAH, TRTET0r
TAT 79AT FIGHT FATBHEE FoATAT T ATATF T | FHATR! [ApTaaearedr Il
FREAFHAAE FHARIATE FATAATT Tqag I Fe0d TRISH Alheg | TS HTATATH]
faferse TSl faeprar g THTETE HTI FEIAEH T Alhe |

(&) FH=IT qfv=te T (Utilization of personnel)

FHATIATS AT, &THAT, 9 T S AT ST wHAT @argH, Miv=ad ferarr
Are, TXhT FTHH! JTAF T T HTHAT AGATHAT (THER aqr3y F&dT #1d SqaaTd=d
THIEE | Wi AR T eI FHAT 90 9 IAewd (TEIaRad e Al
GIoTeh! AT BTl T Aftbad | AT HHATATS BIH T Irard ATqraRoTed! (HHTor T
RIS H1d FHAR FALATIARAHR §7 |

(¥) FHAHT TFAR T4 (Maintenance of personnel)

FHARATS FIHAT ATATTART JUIHT AT T Glaem A9 qiesfae qaamire e
TSI, FHATIATE TN IRTSHHT AT FHARIATS M= ATmaT T AT
e FY A THIES | THH AN FHAN T FATATD] ATLATIA TS GErd HIH
EIIEE |

9 FUET GATAT qAT AT, FET Q



9.9 FHATHR HUT a1 7@ &<t (Rank and levelwise classification
of personnel)

Tk TeRfawepT FHATIETE AT HTATAdR] BTH IJAATIR FoaTeld T Flebar | gel
FTATATAT AqA T TG FaT TG T GII=T Jocd] TEGTHBT TEdNT FHAREE
AEAYTF E75 | FATATAT AUH FHARGEA oo qAeHl FAGIH THE, HAH a7
FACHE TEHT M@l Y@ T97 Feldd FHANEE I Todl deHl FA@T Gerdd STl
[~ JaFT FHAREED FAXAT TS &5 | FATAAH HTHEB! [TIATNHT ATATHT
T TEHT IR TR [afq= ATHeT 98 Fasi=T TRUHT g7 g | & dadhl e
TIHT % HEAT AFIAAT, STHAT TAT AT TUHT FHAT A& Tl bl AR FHATT
AT e AIHHT ATIRHT TRUHT e | FTHTITAT FHARIHT HNETT T TeTq
T 9H@ T3 ATIRAT a0 T [afg J=aTa T &

(®) Fufa aiftw<uT (Rankwise classification)

FHARATE TXATER faiq=1 ol ¥ AOTHAHT Tee@A] aMH TR=g | F97d
TRERFT FATATEEHT HIH TH [ASATHA JaATH FHARIESH U THI0ATE RIS
TR IaTeRweH ®UAT faq afbeg | ST Jamar FH=ers IsTaETeiad,
ST AASRA T HUEr T & A HOAT A0 TRTHT B | AT A Sl
afe ifafue T geTiaeE RN gF TERET FHART G | AT qAARRT Toad AT af
gorw, fgdita, qdra, =rqel, 9i=t ST IEHT SUANIHRT TRUHT B | T AN THOTATAR
AATAT T FIH T IR T & T e I =T Jeedl AT I3 2T |

(@) agma avf<or (Levelwise classification) :

FATATRT FHAATS (A= TEAT FTHLT T TE TedTe FHHeT: Aol JeAr S
T AR g, | AT A&l dg avieu, g fafgara afedr, 3=, Jar
TS FAIHET HITTeAT TEAFH TRTHT g7 | ILHRT ST AT TgohdT a8 1@ a8 9
EIET FHAT T89 T ABUR] FGEITATS TR JEELUH] BIHAT o9 Aleh=s, | T&T
FTRTIHT T8 QR TAT=ET HIfeddT WRehl € ¥ 8 q A=l Toefll &bl I8 A |
A g% TehT (=T TET IIeTE HeTHeaRehl Taehl SIHT (573 |

15 FHET GoATAHT FHATUHT qaga qiuat (Levelwise role
of personnels in the office opeation)

AT Ieel@ AR TR T Teh! FHATIEED] HIATAAAT T8 ATHRIHT ATHT AATT T
A qS FHARATS (9) A T8 (AT FHE) () TAH qE (@7 YH{E) T (3) TerIF
qE (FeTTeh FHARN) T T ATd THRHAT TR TR, |

FAET oA TAT AGT, HET 1=



() Adea a8 (Leading level)

FRATAIH FHU TFAT g ST T@a@H T FATAIH HH T T RIS TR ATTRR
T FHARIF! Tedls Aqed de 9wg | 9qcd dedl Hed AfRdars Haad I7E
Mg | AT FRATAAR] ILLAATARF FAG=ATAT T FETEH T (THAT FIATAT THER
T8 | I FIANATHT FTHEEATS AT AP oATAT T ATHATT TART HHATIATS
=TT T FREH A THIGS, | FATAT THES ATRHRT Aol RPN Hrarad ar
fepT U =T ST a1 MEEeETe difeuast AT FRTAIFE J¢eaATARH Hd T
RIS AR T TTFHATT AT TXehT &7, | raTeTd T@e qe B8 AThel T A9 Fdcd
qE a1 FEATATR HIeA] TEHT TEH % FHANEES THT FedRT Y T FE T
TRISAIES, | T FHHAT FEATAT THEATS I ATHRHY Fel ATIFR Tqcd dehl T
FHARN AT Tell TEHT (6 T JATATSA T AT THATSUHT 7, | e deeATs Hiea™
AR TATITSH T el T T HA9d AR TAIST T Ao T G50 g7 |

() Aded qEHRT FHAR S qFFHT T F0EE (Roles and functions of

leading personnel)

o TEH FHAT @TE T FATAT THEH T FHEE MEHATEAR B

ap
A

i)  HEEYH A1 "l ded (MR Tl A wraadd T

(

(ii) FETETH TS AT T TIAR T T FHATEIT T

(iii) fafa= fepra ¥ Afaqesias dmaeas qH=g T

(iv) FrETEIH FHART T FAATdTR] T=ATAT qdr Fa= T
(v) ST e 41 oMide i qra=er qRem T

(vi) @FIIed HTHE! ATerd T TS
(
(
(
(

vii) oIT® FREARH F@T TET, TET A T AT TRIST
viii) FRTEIATE TFTET TRUHT FHEwH qiddaad T
ix) wigeAr M e 9T 97 HoAel hTd HA=a_ T

X)  HATAIH I BNEA T AALAF A FAee® T, TS |

(@) Aemw a8 (Middle level)

FAIR THE a1 Iod dedd I FedF 9l qoell dehl HHATTRT HITqeal
TRHT W FH TH FHARATE ATATIT: HAH dehl FHATNT Af=g | Frarages]

9% FUET GATAT qAT AT, FET Q



FTHEH! FHIAATAR FraTaaras fafae= faam, qeremer a1 smaesdr Ted W faae
JHEH TIHT F1I T FHANEE | TAH Tehl FHANT &1 | T T FATATAT &
JTE 9TET, qAH 9T, @l QT STl qarHy T el 7 91 Jeaq qeehl

FHARIEE g | HAH TEAT 99 J&3d &A1 HHH (TFHaAN HYF FXh g1 163, |
TH TEH FHANATS FAT@AR T HFH TR TH FHARE &Oq [dqewg | AT

FHARIA AT (TEHATAT Taehl TETRT AN (HEid FHes TFre 9 T RIS
F TESA | TEAT FHARIA TR FTHE IARINIA HATAT TH@ a1 I= TeHT el
TG | SoF Tl ST ATIRR HAH qecATs 49T qTarT JIPUHT B TFITET T e A
FATAT TGS FATATH] TRTHT T TEH FHEE (e THIES |

(31 Heuw dgwT FHA Rl qfET T wUge (Roles and functions of

middle level personnel)

Y| dEhl HHERMAT Gieel o FMug qgdeadr o T ®TAT GRS AUHT B
TR 0 fa a1 Afge g | R AT fawa a1 Hewdqor fawar o T
T I FRIER T ST AR 99 T JEHT e | T8l MU T HAEAT Head
qE ATIYAF GAAT TShAT T [AeATTATEd AT TPl FHATT &3 HTATAT THEGHT
U TIEE | FOH Jehl FHANS AE=aar Aefafed #ies T

(i) AT TTFHATET e qaredT Haied & T RIS
(ii) wfaedr dee HaR el Aifq FEr=ad T

>

(iii) fafo= & ¥ aafdestas dm@va® FH=ag T
(iv) HATAIR FHAWT T FrqATaTeH qe=TAd qo7 (AT T
(v) @raTget Sifdqed q9r A1fde Araaraer qee T

(vi) SFIEd FTHHT AfTe@ TET qMST

(vii) enfde FREARH d@T TET T A@TIIEAT RIS
(viii) FFTET TRUH FTH T A7 FoATEED AT TeHT Fiqaad T
(ix) wfaedr e e aar o= Mered qwhd a9

(x) HEATAIFR ILLT ENMAd TH AEALTF AT FUe® T RS |

FATAT AT TAT AGT, FET < 4



() ag@* dg (Assistant level)

FTATATDT Tl TeHT TeX HIH T FHAREE FeTdE qadhl HHARI g1 | AT FHAEEA
FIATT T HETITET 9T Tl HTHbl [THAT {7 T | B Teb QTETRT MR=T FehRebT
FH AT GEET THIE | AT B0 T IEINRRET TPRFT g7 Taae | eIl &IHT
BT [aemeraaT T8+ 99 GeTdddls [ad g, Tad Yo [ad faandier 947 fa,
STeeh foTel, AT TAR T T FATATATIF T A7 {aTeTehel AMTHT HTF AT TGS | TATABT
TR HATHT AT AAShA 2O FHARATS HeTdh el HHATIH BIHT (A3, |

(1) WETE agw FHA R qiHEwT T wge (Roles and functions of
assistant level personnel)

FRATATAR] FTI THTATAR FETAF TeH] HHATRIA T HIH I Fi¥eh Bleh grag | X
ST FTATATHT FETF Tl HHATNATE HAH T IoF Teehl FHART T BTATATHT
FATATIAATE FEdNT T (THHaT f4gUrl g7 | eTde qehl FHARIS FraTdel qof
TFIRHT FTHEEH GFegHl ATAT AHFR ACTIas, | GeTd el HHAR AThHATS
AIPURT e AT FTHHT AT TEhAT T, ATTAGIRRT T, AT qecdrs Fqeled
TRTIA AT ATl 7T FTH TAIES | TeTdh Teehl FHATIHT FTIATE TR Jeord
T Afeheg -

(i) Faaq w1 © HIATAART AFTIMAT T I=F a9l AT qEHT
FHANEE [dguar fafq= Mo ar aagusr Jre-r
FAEIT T

(ii) &QT GSHEFRER FE  : FrETdE 97 9T (front desk) W7 7@ FAT GETH T,
SRS T, G¥H1T a1 TSN 9T T

(iii) AT T : HTATAUHT THH YT T, @IATHT ITEeT T, F@T TeT
T a’Q ~>

(iv) SAfFeraararet @  HEATETAT AT g1 BRI q9T dfqe@d wEs,
HUSRYT q9T qIET T TATSH qghad T

(v) TeEHRT F : HHET AR TAH BT ¥ ST G
AT T FEART T, TRATHAF [HATHATIEE D]
ERICERIG

(vi) a4 & : FEATAIIET AT TRBRATAT TIT FEATeIT HHAT

9% FAAT GATAT AT AQ@T, HET



¥ HFRITIAATS fafad a7 Hifged ®IAT T=aR T

(vii) afoared a1 ®&@  : FHA(ATAHT IIT qAT HEAH dAEHT HHAT T
HAATATTFEEATS (AR HIHAT FEATT G T
FRAATART AT T TS T TS AL,

(viii) STHIUT TSATAAAFLT FTH : FRATATAT T8 HEAEL, BIATHA, i,
T, S TR IUehR0T qAT HRAFFTETART Fiead
A JUFRUEEH oo 9T FIR T

(ix) &1 TAT A€G TR FE : BrAieraes] o7 A9 fAia=T ar, e o1 qra
AT T qGT I T

(x) TSUNUT JAT T IHAT F : FARITE TIT TEFe@ATE FTH FRATEFH
FEI=IHT YT FTATATR] GHhTd AT TSI I T

(xi) 3T F : FATATHT FTH FEAEIAGT gEAfegd q+a IfAF
ATAITHATH FTIE® T

SIFIRA
. TEE JEH Afd BET IAY AR ¢

(F) FHTATAT TR & &l ?

(@) AR FAHT HT 5 IITEX [Gery |

() AETT T GATHAS HATATHT U UhATal IIE [adard |
(&) SELTBT ATARHAT HTATATHR] R0 THRIH |

(F) HAH TTHl FATAT TAHI & &l ?

(@) FEATAT FALITT TS ATs AHSS, 7
(B) FHATATH LT o4l FI FA &HF &1 7
()  TRHIR FTATAT AR & &l ?

()  FHHART AT HAATS TS, 7

() TSTFHETIHT ATIRHAT FHATIHT TR AT |
FAET oA TAT AGT, HET 99



(@) FEATATHT FHARIPT JRATAT & ATIRHAT TAIES, ?

. TH IR Bl IAL AR |

(%) FTATATHT F IIAATET Hewd qU THEIE |

(@) HTATAART FTHHT AHAT SEHIHAT AeTal |

() FHTATATR TS faferesr aAT deferd |

(})  HTATAAR] gL TMABT AT FEL BATAT LTI T{Iee, ACTarg |
(3) A ITH FHIATATTFT ATIRHAT FHATIH TR Il THaE |

(=) FHHEATH AT TAT Taehl AMHIIHT AHT ATl |

()  TETTF TeHT FHATIH F TS FTIeE TR |
¥. TR JIHRT A1 IO ACTR]9 ¢
()  HTATAIHT TRATHT &% PTATATHT TehTHT ATCHT BITHAT FUH e |

(@) FEATAAR ATTRAT T FEAF BTUEER (=T THa |
() FEATAT AR G (6 TN AT Hewd FaNT EqT ACTE |

(&) FHEAT FFEATITH 9= €5 TGt qer FdeH aeAr JeEd |

(3) FEAT F=ATAA TAAT TqH TEHT FHATIR! TTHFTHRT AT ACTR I |

| [o3T [ aTes L]

AUTERT THITAAT & Fea] FAAT EHT B ? AT GHgHT TARA T
AT T TR T Fd ST ATETHT FAHTOT TR Toqel TR |

95 FAAT GATAT AT AQ@T, HET



T35 2 ORI JAsRIb (Office Assistant)

R4 FEed @EEEH =g T 7&K (Introduction and types

of office assistant)

FRATATAT BT FeTdd qedl FHARAE THIHT FATET GeldEhdl ®IAT qihes |
FATATR] FATFITETAT HATHT THRBT HTH FoATATHT TAET AT IRI&] BT TFHaTqor
FTETE AN T FedRM FHARIEE 7 HATAT GeTdF g1 | FATATH TR AT
FATAT FETTFATS AT THRFH ATg Alhes; -

S

() STcaTeT
(@) TsiT gerres

() THE FETTH

(%) wigaTen (Sectional clerk)

T FTATAART AMETHAT I1 i Hice® AMGUHT 73 | FTATATHT Fiaol Hatad
TAETHT FHTEA I Tk ThRHT BT TFATGH g Braedepl Mv=a e (desk) AT
SATSE | (=TT Teehl TIEATaF Il HIH T TTAATs TeT |id’ T @@l e TS
@ HRid’ i, | fafa=T TRBRT BT, AT, A TAT I+ FTHEERT TXAT HIdH]
FTH T FETIAFEAH] FHARATS FHiadTal AwS | HiedTdrd qmar a1 HeTeEl IHE T
ATRIeeAT TEehT FHTUNHT [TATATHITH BTATATRT S(Teh BT FEITETAT I TEe |

(@) fosft @g@® (Personal assistant)

ZEAT TFRariaT e, 9 YR FA I, AT AT (@I SFaedTIsd qdl
TETTIeRTEIe el BTH TAH T AT G | TAT TRTIBTI R I TETETH AEdNT AT
Ay gTeq FEE TRE FHARIATS (Aol FeTds g | (ST Gerader e w1
TRTTIeTATs faeaTava ®THT TedNT TATSH &l | TFHT AN el TRIeehIere e
FTHHT FE=IAT I AHAHNT I Tl I |

(M) g¥rk TEEE (Receptionist)

FATAAR] AT (7 ATSH FATUTE!, TMeh T TeATeTs Al FATAATFET HTHAT TEAN
TATSH T @i FETAF TP FHARATS AFIh TeTdeh Wi, | ATIRUTAT HTATATH
JAT I fafdeh THATIF AT WIS, BT MG AMGUeRT SISHT T TFIF FETTH HIH
FATAT AT TAT AGT, FET < IS




TS | TFIF ETAF FTATAIAT AT Fl I SATHTR qleed Fad AT & | STave
FE AUH FRATATEEAT AT FHARA TSl [STFHART T8 [0 875, | T¥I% ATl
YATYTET AT TEhATS BT A T TS BT AT BT Tdeh U IR THIES, | THIh
TETTHHT HTH TAT Feed A% GETdhebl &l ATd q&l § WIS, [pleh Jaramer ar
gicepl g o= ST+ |

R FU@T qGgmFa ®UgE (Functions of office assistant)

FTATATHT FATAT FETIF AT (AHATArad w1 TI6S,

(%) ¥ wEwr g ™ (Plan daily activities)

T T Ao TR AT Aqcadrs ednT AAIEE | FAAT TETad AThel T FIHE
qrafAeaTatede! FAANART FHTHT ATURAT FIH T&T THIT FH Faad 99 THIT 9T
T Aiehvs, | T [ad THIA B T TH AlRUH] HIHB! [GEATIT T HTH T9 IIHATAT

qRATS a7 FTAHATAR T FTHH ASHIE T Aq=IITars gaqr fad afq afqs
FTHASAT AT &S |

(@) Tt AEIET @Y W ¥ agq O (Drafting and typing letters)

fraftad gefae e Tarl, SETh d@aaiaded HUee FAaTad Ged FaHd
TGS, | FATATR! FTHIT Grafead fafaer gfqass T g=d™ qar T, TR 99,
TATEH FIHAT T AT AT HTHH! HFYEIAT SIS T a1 Jidiee qiT FATd Teraered
THIES, |

() feute T fawqe®<ur 7 (Note and elaboration) :

FTATAIAT (AT THTAT g7 BAD, AR AT, 95k, i, fafedr swhefmag, T
TEIAT ATGeT FdT T FEATATA J&AA BT bl [adie T dl@ AR T HIH qi
FAT FETTHhd TIas | T&AT fediah! faeqaieul T ATaeqeharaTar gidea
TAR T a1 fadie ATRA=T Aol MFHAR FHARME 9 RIS 968 | w1
FETIh [Fia~ ATETHEATE AT T TR FTAGT G¥Ii=ad [aUaHT ATTHT AT AT
HREGHAF! fadle T FFeaR SAfaadrs 39aed RIGTIEE |

(&) ==X T4 (Communicating) :

[T e AFMHT Teahl a1 [ARA AqTTH qIHEBHT TEhl FHATA HTATATAT
R0 FAAT GATAT AT AQ@T, HET




AR AR T FATATSTE S[ARI TET A=d=T RIEATd! AT FFER TIs | AR
AT fafaes AT T Frradedr =y fod T AR FARTIEE HIIHET T, AR
FHTITT T T FRH] STATh [ad Frafead qmer a7 8 FHARMAE Bl He
ThfEerTaaeE HTH TIES |

(¥) wgfag T (Fieling)

FTATAT T BTHIT AT BT AATEIT ATAAG TCT BT AfT BTIATAT FTETTDE
21 | wrefae fafasr s e, fawe a1 gy farer us fHivea Haweaaan wefas
T HE FATAT FETIFA THIGS, | FAATH I g a1 s g Preaeened
F Hewq g9, & ATH g9 A GaAT0R hId THIeE | T8 FIedg TH HHHA]
FIATAAA el (=T (HIH THATIERT AT FIET HAHATAR T FAGATTHT T Frefagent Jgiieas
fafas AR @t a@d Aaedd FETSTe® 1 ST dd T FdT (TS 968 |

(@) fadia=t qon arEe seE 99 W (Exchange letters and parcels)

FATAT HeTThd FATAAATE ATMeX T[S TS0 TaH THA SRHaamdh] auHIIATAR
SUIFTAT (HATE 9313 95g | alfevare FAEIAT I J&AT SHHEamd oLl
JAT TATHFATATIAR FFafedd ®ie, oM@l a1 THE FAATS [&Td &l Ffehd T IIered
TRISHISE, | T FRTATAHT AT JIAHT TATHFATATAR  ST<eg afeel ¥ FH
STERIATE UG, TSI IS, | TEAT FTIFT AT gATh, BRI FaT a7 977 aesh
ATETF] ATHT AATATIE AR TETTES, |

(B) ATTqhH! AIHTE UFeq9 T4 (Arrange visitation of visiters) :

FTATHT fafq= AT AT FHST | PIET THGET AT F 9CT THE AT FidaTeTe &1
A Fevrg W Hlel HATATH] AHT AAERT AT (U Febrad | HATAT TeTdehel
T FATATHAT AT ARTAHI FARTTdF FAR T, HSHTE TH @Il HHATRT Al
TRTIIRTIRNT TFIe TRISTE a1 0 fqarsfed, Saare g7 Tad U FROHEdH! SATThre
fam TR | FAIT ARTIR (o1 AT a7 JATaed e (qOaH ST8me T4 @loiehl 9
repl FHA [a=R T FeHTe FT T THIes |

(W) FHUTRT eI awafeed & T (Visit management)

FTATAART F FHARI, THE AT TEARA PIATAT TATTAHT AT TR 70T
THIeE | AT THITH AR T, FHIT FAHH aA1s, SaTglels, 9, I aT I FH
ATAH [aoha AALATIT I, FHITHT S(aT =ATfer ATTLTH HESTIT A T 8N T
FAT FHOTALATART AfTaaTawa=dT HAAT SR T I FATAd AR H FAA 575, |
FATAT AT TAT AGT, FET < 9




(+) afdw srfwe@ Tew (Keeping financial record)

FRAT@IAT fafae fEfaaer araml ¥ @ues Mg | ARl 3 @9dl fedre e
FRETHT FATAT TR THIGS, | ATGF FRIATH @ el H1d @I Feiedd
FHARIA T AU ATA AT TeTdF FHAREE ATHAT Tel(ead ATl =il e
feparer TreadE |

(1) IUFHTUT =41 9 (Operating machines)

FATAT FETTHA AT HdeTs Froradl I [S21 BIAT F=ared TRl AN HTATATHT
Iqered fafiT ITHET AT HIGTETD oATATER] AT TETTES, | T&AT AT T9T ITHLT
FSATAT T ATTRN ST T ST FHATIRT TEANT fof e, AT TARTRAT qeTehTer]
HATT TAT FrazAeh] FRANTETE HFH FoaATATR] AABN ACAIE |

(T) FaTraT &T0T IS (Remind the work schedule)

FATATHT HAH TAT I ATAHT T&r HHATRNEE AT [THI I AT T, LA
F T, fafa aoF T4 FARAAT FeRIT g, FATATRT HTHEB] ATHA TH, FHAT
THTITA T, JTH A AT (AT 0% T8 §rg | T ThRFT HIHE GHSATATH]
FEANT TH GeTdeh FHARIA I TINAFRIR] FIAANART TATSGH, THT AT fa,
TG GhRFT HTAATS Faqd &Y & [FehTd TUHT TUTeATeh! TN THITATHRT HTH i
THIES, |

.3 FW@T GEUF g q@WF qraar T quiEE (Qualification
and traits of office assistant)

.39 FU@T qE@&wt grgar (Qualification of office assistant)

FRATATR] FTHH! FHid T FA AHRATAR [T~ T& T I8H FHARES AdTF
T | T FATATAT A AT TETAF THT FHAT ATAITF 7S T FH FATATHT
8% TGEITHT F&T FHART e IS | T GeTdeh T HTH T H1ATd TeTaehe
HICATAT, d FHAFR! FeTaF a1 ¥ AeTdbd] HHHE FH TIeg | Farad
TETAFE! FH Tl FATTAAT AR=T @WEIR! qgd AU aiq @afd dfed T Igear
Bl Fac (a9 ARIAT ATAITF gae | BIATH FTATATAT JeTdh TRHT IGdTE H1d T
THT ART T AATAN ATKTATS FHIT HAT T I=F dAeehl TIHT F1d TH FFaY [GgueH
T | T FTATAT Tk TIHT Ui A= A7adr T9Uep! safaqers HH=mie STar
froae e ¥ ey i a2 | o8t #raras Gerderet fafa= qeAT Far gaer 1+
FHARMT [HFATTIRE ARIAT ATATF &7,

R FAAT GATAT AT AQ@T, HET




(%) =gaaw frer (Minimum education)

FTATATHT TAGH THT HTH T Ataqel (H=ra Gfered TRaar g T 8w | HH=TT
a9 F&, (e a1 FAaad AR Ad e To® 98 & Hedl HH 06
AT FTATILATT TEGHA | FRATIIATIHT ATIRHAT AT HTH T AATH &GHT % Bl
ARAAT ATAYTF g, T (AR TN 75 | Tl HTATAT TeTaF TIHT HTH T Fof
faqaT AfFUH ATH AfeTF AT g AAYAF TG | IETERVIHT BIHT AATABT
formera Rerearr wreafae qeer frers g9 FTAeaR dedl T afaars gq ax e
TET AFAAT AUHT ATdqaTg qrafaerar feg sagwamars faq afe |

(@) @, FA T frwarsedt 79 (Knowledge of acts, laws and bylaws)

FTATATH! FHA FH & FEAL TGS T SRR I FATAT eaFATS ATTLTF E73 |
fafe=T 9291 78X FATAART HTH FoATAT T XA FHATRHT AT HTATAT T TAIA BTHAT
FHITegd BT HTRITHR AT g ATALAF §vg, | AL B! ATETHT Frafead U, g,
fafrers, faeam, MERTET ¥ srdes WEwgd | FTATEaE! Jarar Jaer oAt J&qr ]
forrarerT aTeAT ATHIT SR AT U 7, I a1 Ja9Tds; e aeaiedd ol
fororaT faeqa SAaRT Amaed® gwg | FIAAT AT T FEG=arad (g a1 Fienared
STHERT HUHT FATAT FeTdF T FHAT AT AT TEERT IR T T |

(M) wrfew 7 (Linguistic knowledge)

FIATAADT FTHHIAH] ATIERN ATARAT SATAHET FATAT TETTFAT &7 ATTITF
TG | FATAT ETAF FTATGAIAT Y (ordr O Igd, SRl HEEr T, Aidedr
TR FHAT AT AALATIRATS Wbl AR RIS ST AT (o T Feafead wH
TAIEE, | AT HTH &7 FTATATR ATTATE FTHBISD] ATITHT AT T AT
Far faaell ATITEHART AFERT ATITF g, | TATAR] EHHT FIATATHT ATT=1E
ATITSRT ETHT TTAT AT TART greg A bel TATH TBAT T AT 9 TART g °1ed
B G | [qeell AToTHT SIS AT G TANT g | gHated fewal, fAiaar ¥ o=y faael
ATT 9 TARTHT Y878 | FRATAAR] ATFeTHATATIR TEAT AT AR 9f AT
HUH FATAT FEARN ATHAT FATATRT FAT=ATAT Fes 873 |

(&) @ qan sgfwgarrdt 7 (Accounting and banking skills)

FHTTT FETTRTIEHT HHAN FATATHT AT THH JTT T T AT TehH TG AT THT
T AT FTATATHT THATE G THHT G FATT IR, | TEAT HTH T ATNT @l T
TEhE PRIARETEET ATARAT T FIATAT TETIAFHT & ATATAF 575, | BTATATH AT
T AT TehAATH FITAT FAWTEATS AR T SHAHNT G HTATAT FRTIFHAT
FATAT AT TAT AGT, FET < Rz




EAIEE, | T THIRHT FIHHT ATNT I0qE 47 foer seare amred, Tehr fom, feama apreH
TATIAHT ATIRYT (9T AFTTF T |

(§) FFYET qq §q Afaw F«rew f&a (Skills of computer and machine
operation):

FTATATAT TEH FFAX, RIAHUl, (ATSAT Fhg ITBIAAATH fatq=1 fazara
SIHIUT SaATAAHT T I FATAT TeTAFHT ATAITF g7, | FIATAT TeTabel ATHT HTH
T AT FATAAT FHATS AT T FFETHT AR FOTAEe FoaTad T AT
T gv | FTATaAT SATeTid I TaTe T 91 Brafeadll e d7 JTHT goalTeld
T ATIRAT (9 FATGT FETTFHAT ATATF 5 |

(@) == f&a (Comminication Skills)

FATAT FEIHHAT Higd q97 fafgd o 99 g9 Aavas gy | Hitgs oA
TR Eare, YATITEl TA1 TEHHTH] HaTE, APl k2 el q9T F2 AT T
ST fa ST&T e 968 9 [aigd TRl HHAl TAM=R, THd, Jqaed a@d,
feooly ar HHT d@e ST HTHD! AHABN B9, | TARET FHHAI GHRIHSF I [ATad

Y

ZeR T o (99 ¥ [0 I FHARAT ATTTF T, |
(@) FEarEs @ (Performance Skills)

FATAIAT ATRATS ASUHT FH FHAAAIad THIEH 9 A@eds a7 fafa faa
af FTATAT FETTFHT ATAYAF 55 | FATAAF] A7 FHAT T Acdells FearT T,
TATgH ead qaT gfafte, wrefas 3 dfacg &y, deure 997 9o AaedTI,
THI FTATIAANATRT FIATATRT 7T FF FEAGT 9 9f7 Feras awe
FHATRIET & ATATF T3, | FIATAT TETAHHT T (99 ST el greg, FTATATRT FIH AT
THTET & S, |

R.3.R FUA qgEEH UEE (Traits of office assistant)

FTATAAR] HTH THATAFR ETHT FETET T THHT FHAREE T&TH GAIE | FHARIGEH]
UREANF TEAN, AU ¥ @y, FaeR, AehHEed TFATTE qedd, AR
AT FATad SFaER 91 3A1 FHARMET Irad AW FFeR &1 U ATa9aF
O | qd FHARHT HTH TF HHAT ATACARATATAN AGHET AT AR qaT
AA(RAT T T, ATFI AU FAMT, Thqul Afaeafed feaaa, e, amwee,
FAAT AT, qREHT AT AT FTHET AT TR FATST T ATCHHATSHA
T Fa UEw AAF AASA | T (UEEH AATal HATAT qeTdeh HHATHAT
eI UeEdls  MFETd Iwid TRUH B

R¥ FAT ToATAA AAT AGT, FeT



(®) =af¥a@ sm&fq (Personal appreance)

c ~

FTATAT qeTdehel Ak TRT, BRAT, ATehteh T FTIRIAHT BT T TEoT g T (FRTATA
I HIE AN T AT FETATIRDN) TS T5 | FATAT FeTdbb] ATHTca HIATAAR]
FTHHAT FHRTHE FIT TGS |

(@) avawg (Hygiene)

FTATAT TETAR IATHT ATFITT GRABTZHT AT ATHT BTRET T PrATATD TRTZHI
THA Staa Az fHarsuas | 6T ¥ fHfcad Heodl Fraadsl wdwea T e
AMGUHT FATATHT HBiA=Y T FTHAT FEAGFIETHT FHRIHE THATE LS |

() &uH (Restraint)

FIH T (RGBT ATATTIOT T ATCHIGLETH &1 | IH el FATA T qegasrad 0
2T | FIATATRT HTHHT [TATTATH FIAGT TSRS, TelebTs, TTHA X 1T T I | 7
IS 9 af RIS Targ, AfErT % T SFeR T ¥ TR B ARRICHE A A9
QTS 9 FIHAT 27 | FATAIHT ATIT AKIART T HRATHT e ¥ faaarefiar 95
T HTATAT FETAFAT FAHB ST &7, |

(&) @gawit (Helpful)

FEART SAfeet afd IERT TRl THT Erg | FBT FEART [ B A AThe qiT AhleTs
YEAN TR | FAAR] T GRS AEFHEEAT T AWl ATaql TG ATHATS
AT T Tl FEANT TG | G IT&T GEANTHl AEAT @ TATSs, | 9% qedmiy
AUHAT F=D! AN G S I 57 |

(¥ Rre=r (Courtesy)

FFFT TR % FFeR F RTar= & | ¥ ga7 qAFF aled, THEhR T, gal, & 3
q

FTEEe T, == &1 {7 7 9oY Woqe T4 qftared 19 T faar ga1 9 8, ae el
| SEar RremEmEdd e wAae T T Ifaa Rrsedr dErsT aretdl areRewdd
It gART T af eIy | R ST GErdH TUE 3% (el aHd
TFRTHF TAF T8, |

(@) faewar (Humility)

TH AT T AT FAER T ATSATS oo FEISSA | AYdTd Afaddrs AR 9T

TASS, | FTATAT FEIFAT (a9l T gAIes; [ Folol IAATe ATGET q9 9

FATAT AT TAT AGT, FET < R4



ATHTISH WA T ARl TeaNT S ATHT HEHT GRAAT I TR | T Hrarad
TETIF AN, FAARAT ¥ (a7 g6, |

() faza@ (Faith)

FTATATET HIATT HTH FRATEEE (Hled fmar, gi=n TR T o e T
FTATAT AeTIFATs HITTecd] Tl FHATT AT Aqcae [F9aTd TG | FHITT AR
IE, F 9T FT TARTIA, TAGH A FHATNATS A&l [q9aTd TS | ATV,
FTITFITET FHIAT T [AeqTAT AT AR, FTATATRT HTHBT TIATAAT HTIH ITET T,
YATITET TAT MEFHETHT HATIU AETR ATNG FIATAT TEATHT (FITAAIAT FIAH €, |

(3) srfwwfa (Taste)

e FHTHAT AtqRt ety T fed & faa afes | afrets Tt v s
el & &% GEATAAT 76w, | Sraqdeh AT HTHebT A(Toll [A9aamT g4 | F HTHAT
ATTHT T GTAFT FTHE® SATGF T ¥ ATRATS GoIebl faearfael FHaTIH STHT
T RIS 988, |

() wYuear (Relaibility)

FATT AR ATRATS (ST [GSUH HH AN dRFA TR THIE8 STaHd
F U SROTHT FEA ATAAT T AGRR | AT FHATA THT BTHAT FHA @I
AT BT HEAE god ¥ AR UE g9 AT [AOATO ATAAE P WA Wifee
TEaTe U WX I AT FATAT FeTdHH FTHAT ATSTIEE | AT ®TAT HH T
FHATHT HIAFIATTHT IR 5 AT HHM: A Teell TEHT AH G eFaear af
TES | HATAT TeTqehel ATTHAFTUH] HTH AT AR TR BIHT I FHEE TR G ATHT
AR JHIfTT 9 T |

(o) frafaaar (Regularity)

FATATHT (HATHT FIHT IUTEAT g, NPT THITF FIH T, [Maid THIANARATAY
FEET AR T FIHET FERIH] AB] FHARATS ST TRISH,  ATHT TAATTAT
HUHT HTH FREHH] AAT GH AATAIF SN A&l &l (atAqaraa=dr [ures
FATAT FEAFHT TEATRS, |

T FAAT GATAT AT AQ@T, HET



@ &g gfeaeEn (Punctulity)

FIATAT ToATATHT ATNT AR TRTHT THT a7 F BTH GEI T ANBURT G0
AT &7 T TFITEA T Tl FHARIHT HT gvg | Tl HTH Teb T T AGH

HUHTA FTAR] IATHHATATAR HTAATSTAT TATTR HTATFIT IS, | FATAT TeTdehe
T fAulied FTHER AIlFUR! U TETET T GHART I T |

Sl T

1. qoH qEaEt Afd BlET I AR ¢

(F)  FHATAT FeTdeh Aol FEAT FHARATS AHTSG, 7

¢

(@) ATl AT AT FHARATE AHSS, 7

@ [T Feraehed yHE [SHareT & & 7

(&) T THREFT AT GHIF FeTahd] AHE TEl 57 7

(3) HATAT GETAHF! TR e AAAT FT gAIes; ?

(@) AR (GUsRa AT Gerddd & THIEs 7

(B) HATAT TETTPHT AT ATAYAEF Fe =X ATAAT & & & 7

N

() HATAT FeTTHH 3k H1d AR |

(F)  FTATAT TEARTRT ATHTcA BTATATRT FTHAT TRCHE FATT ITGE, 7 HeT

TF HROT (TR |

() FTATAT TETTFFT FA =X T Feol@ T |

R, TR JIHT B IAT AR :

(F)  FHATAT FeTdhed AT & F&l qfAHT Fafe Tues 7

(@) hieATATe HET FTHEE THIEHE 7
(M) FHAAT FeTThdATs U, FEA I ARG T a0 (6 Fiebes, 7
(") F=aR [F9HT ST Greh A dTETRd |

FATAT AT TAT AGT, FET < RV




(3 faaw delr 9= ¥ Rrear #rarad GednieT 9HE e ad | 39 JAeds
e T |

3. O JEFRT AT ST AETR9 ¢

() TSI AT FETIHH g9 H ATSHTT T FUF THEIE |

(@) Jfe qUE FEAET FeTde FHART gAqdl A7 ATHAT HEAT 00 ATT9TR
SED, Io1d TR |

arR3I5TaT abref
TUTEHT TaRTera®T a7 AfTehebl B TSHHITAT HTART WETdH FHARCT FAR T

o N

(STl TXepT TP AT odATs HETAT I&d THe |

Rg FAAT GATAT AT AQ@T, HET



7% 3 BbRITeTRI JdaAred

(Office Resources)

3.9 FAET aaremat 7=T (Introduction of office resources)

FTATAT FoATATHR! AT faliTe FTaaras dTaedsd I6ad | & Araarade! TanTeh
fafyera Hifser qer a1 a1fde amTa gvg | FEaT AraAEwdl FFedT T ¥ faqens 3fad
FIHT IRATAT T FATAAR ILLIATAR AT B T F FARAMTAA e |
FHARER HAALITIAA FATIH ATTATATARET HMH TE@A | LT T FHARA
PTH Tl ATNT fafq=T Yebeehl Hifde qgT AFae ATaes TANT TS | BT
Tfatafy FeaTe AT Fove g AT, Sifdqe, AHifdes ¥ A1fdE Aaaaadrs |
A AT, |

3.R Fie qrgadt 5w (Types of office resources)

FATAT AITeEATs HAd: AIFAT AT, At are, o< ara" T 95 a1 diigs
I T AT AR FHRAT a9 g, | G FTAraas ] G = JehReT qrae
SIANT &4 9T 90 1 YhRATT T8 ITIPR AT Fi¥eh Fleh g7 qda | HATATb]
AT, ATHR, FIATERI, FATUTET AT IJTATHTH] AT STl qedetec] HIATATHT Hicl
SUTERE ATIAE® AN grgd A FRIhl (MR e | ATl HTATAT AT
TR T STABRATE [MFATTAR AR T TRTH 7S,

FIAT AT
(Office resources)

v v v v
AT AT WY arem fa<fia arem difgw anem
(Human (Physical (Financial (Intellectual
resources) resources) resources) resources)
RERIEE SR AT g kSl
FHAT TR FAH F

) fereirar
N SRESHERS
aazwr%“r ar SgE T4 S -
SIHTT CARSRE] T
HIFAT / U

TATATART AT
FATAT AT JAT AGT, FET < ES



(%) AT ATEM (Human resources)

FATAT a1 T4 q&T Fdl AFATT AT &1 | FTaTadehl egvg § A\ qree
21 | BIETT AT § A% ATl T TR 6w, | HIAET AT IRTRePT Brarers o
E3T | WA AT (HEATaReT ST T6a

(31) =HEEH a1 Add (Management or leadership)

PATAR] FTTEHT LTI JT A 87, | BATAT FoTATH] T AT eI
AT A Tehl g5 | FIATAT FoaATebl AeTAT SATGH, ATAITH A, b qar
AT HGAEE FLTIAANATH] F1A AT AT A T4, |

(3m) FHA (Personnel)

FATAIR] FH FAHT TTHAT FHANETE ToATAT AeIahl 875 | FHARES a0 fafa=
qE T THRFT 75 | FHATIE! [T T STHATH ATIRHAT FHAIATE Tfafae ¥ gemaraes
T faaTSIT TG | FTATAART FIHB ATAITRATATARFT ST T THHAT, FHATT
& T HTHAT I THEE |

(8) ™I (Worker)

FATAIA T FEIATAT TRAHT HH T fafd= g0 quer FHeRes aiq da@
&S | FIHARE THAT qIT [P ATIRAT FHIRATS a4, dAdael T q@e T d
fepfaware o9 aufieReor T TH e, |

(%) d=mmEr av JusEr (Client or consumer)

FTATATHT FSATATHT AR o THC I JATITET o1 FTHFATHT Gelvedlel Hewaqul
TATT TS, | HIATAAD] BTHET AT, GAT AT JATGTRT e AR, FA1 T41 Far a1
FEAHT (BT T AR STEAT FTIHT AN HATATE! AT ITHEATR] FoT, G¥hra 40
TEETHU T G, |

AHa Gened =a9ediE (Human Resource Management)

FTATATTT ATTATT IIAH! G, IRATAT T AT AFAGbT G&Tehl (MR I=H
HIITIAATE &5 | ATAoA(Aeh &TdT Tq THHT FMH THHT AT Fad AL T
FAGUTA! [TFTE TRUST §wg, | AR (A1 &7FT FRATATEEHAT Al FATATD] Adcd 3=
AT TS, | T TERHT AT ATl HTHeATs AT a1 THa e+
HAXATI v, | GTHE G SFTATITHT HTHATT GId, TAETHRT T J4T T ar e
o, fAf=ra wifvafas ge™ T, FRTETET FTHET ARAT ANMAH TAT AT (TR
F T, FHARIB! AT ¥ [TIATARET FTH T (FTF AT f&d, TRHT FTHET AOT q4q0

30 FATAT TSI qAT AQT, FET



TeATGHA I, FHE AT AN T, FHART Aqcd q¥evd SAaed T STl 99 FH
e | fafa=T JeReT STasta, THE™ a1 SFdTd ATUH, Fid G, (99 a7 &war
HUH AlFTewdls HATAIR ILLAATAR FHAT TS I FUHA HAT FLTeA
AT i et fauaedr &aqr fdgs | eradr faTar qra Feme gy 3=+
RTET el UGaT Hew Ul (AeTehT ETAT (b qUHT & | FH AT FATATH! T
T AT ALY &4 e AUl SATaqehl ATRT AT faemedl eqas STt &7 |

(@) iifaw arem (Physical resources)

EARITIAHT qeel 87 T, T, 313 ATH, ITANT T9 G dT ATh GoATAT g Taqa
e e AT g1 | T TPl MR=Ia Wed a1 AThR gwg | Hifde AT Jehias
FEAEED ITAN T HAAGT Fedqardre (AT TS gwg | A& qraeepl Fednrel
AR T FIH AhTa, fEel, UM 3 ORI BTAT T Al | FraTeadeh] GoaTaTq/l
TART g a1 SHfdd AT TERers MraHiad THEE T T

(37) S, Wad AAT| FHEAA (Land, building or worlplace)

FTATAT T TATAH] ST T A o7 AL A=l Gfgel Aa9qF g+ Aifqes qra=
21 | TEAT BRI FATATER] ATH AR a7 ATSTHT ST T HITAT T8 Fa6g |
PTATAT TEhT TATTHT BTH TR AT ATAITD AT Ao HIIAEE Irerd BTAT FAEI
RPN &7 | TEAT FTACIAAT HIAS ATIAHT AT AF9TF AIRAT qraan st e
qIT, STTETd, @IS/ @ @ | (Cafteria), AT fasmw T« qfq araeas
TS | ETHT faeerasl Wad T GoHa, FATHSEE TAFH SATEUEE & |

(3m) wiH=R (Furniture)

FEAA FALATIAIG AAAGqATS Irad &HT FH T ATATER0 & T ATed
=R & | BIF=Y ATTETT GIAemet AT T FrATTaeT Siiqe et e T |1
SIART T | AT, S, |IRT ATTE AT radr fad Rid=r g1 9+ 0T, AT, qTHd
ofe o1 SHifqe TEIT FRETVHT AN ITARM Bi=R & | FTATTITAT TART g7 Biv=T
FATATR] ATHR T FATAAATE & FTHATAR (a7 (R T WEIH g7 o | el
feramerarAT Teet fqandi o S o7, o, HAl, IS [Farad HBiA=ed Iae g |

(3) AGE TAT HESIA (Stationery and documents)
FTHATS AT BT [a7 TAR TRTH A= Felawed ATqe@ TeT JANT g A HIIHA,
FAH, ALY, TS, HIST, ATHT ITHU ATfGeATg A= Al | fata ferfaaer aae—=

TIT FENIAEE I HATAT oaATATH [FATTATHT ATAYAF grg | [aTadd T TART g
FATAT AT JAT AGT, FET < By




=, ATHT, T AThaTS, BTl LR, GARGH AHA TG ATAZHT IJIEX & |

(%) WML @A IuEHTUT (Machine and equipments) :

FTATATAT g FTHATS [Sal, BAl, UGN, THEAATH! AT THI= T T3 TATSH
fafa= gepreT AfaT q9r ITFEHI FANT g, | TXAT AL ATHI S AT~ Sfiaed
T[T afT g GG | AT @9 T YA & RAdeeiarg Siad TRfaeh &
FFTEA I @l a1 GURHFHEY ST HIGA ATATT FATATH TANT 575 | e BT Al
FET HFAN ITHT TANT gl AT B3l HrATAdb] FIHB b T FET Feied
foeretehel TART T HIGA AT ITFIUHT IRTEX0 & o AR B

(I) TraETast Atew (Means of transportation) :

FRATATAR] FH FHEAHRT FHHAT (G0 ATAATT ATewH ITART g | AITHH!
AT TAT AXATHER! AR TR TH GART g1 AT F ATATATT Rl ATe g |
FTATATAT T ATIART ATEIT ATH T HTHT T&ehT, ATSTAT [AZTHT a7 ATSTivTeh qaTr
A= Mg | [hTaaAr AN g faarad a9, S Aiie [qamaes ararard e+
g | ATATATT ATIAATs A THRAT fF9Tei T dfepes;;

(i) = AT qET (1) S AT QA (i) gars ararang awg_
(1) & gra@T -

A AT EAANHT oo g5 | A9, ©rel, @=ox, e, qreshd, [T,
T | 99 TAH FIAPR TET ATIAATE T TS JTararaes SIAT (g |

(11) S FraTaT

e, &I, FHZ S Il HUHT TTTAT T TATATE bl ATAHT S T ATAFTHA
TSH S STl ATATATART AT TNUHT g7 | ST, ITHISTEN, IAgel Mg 9
TATATAHT ATIAEE B |

(111) gATS ATAETT
AIATATAHRI vl fegel ¥ |ial Heaw 81 garg ATard | HiiAgET ATaasirael
Affa WA @ATST T SASIHH AN THT TR TANT g5 | el e

TIATEHT ZATE ATATATAH] ITANTAT TGl &7 | FATSSIRTS, afdebe, Sie fan afe gare
ATATATAHRT e & |

3% FTET TATAT qAT A@T, FET Q




FATATRT Fehid T &TAATAR TI FANT g SITqe ATHIEERT TbIR T WAT FYeh ik
T Y, W& fARdaET S, a7, srhdls A1fd ATAVA® TED T ET BrATAABT
T wet, forg, fhaarere H9el ST&dr ATIAE AAITRAT TeE, | Bleed AT ATEEHT
fafe=r @ vaw 97 9ard, @re, <9, (v, e, afear, aer e adr ganT
g | AT sriageear faave, gg, Fdr, ardan, a1, #15 T SUEueE
ST SO ATeR, fawR, AeR, e e (HATTawe= qradier AR g7 T4 | eqdqrerdr
TANTAT JTFUEE, AT FUFLUES, [ATH~ STI=F ITHUEE TANT g1 T |

(7 fa=fiar |EM (Financial resources)

FATATATS ATALAF T AF] THE ATaF [aird drd= &l | AT Goarede qimT
ETETRTATT TTH HTBTAT [T ATAPT ATAITRAT g, | WA Frafaes A= @ 574,
AT TAT HGAR, FAT AT ATTaepT (AT AT GIRGHT ATNT QTeebreiid Goil =AMievs, 9o
FTATATAT IFF TART g7 & GREHT AN AeqbTelia fa<ii A =nfews; | Fraraas]
[l Irq qeaTIs Yo, A/, F=A1a9 A1 ¥ ed[Tee I &+ |

(37) Sft (capital)

AT AT T4 Y1l ATaLAF T, | Ioil 7978, =T qor s1e{ept 9w v, | fafaa
ATNT SAHBTA AT AT Isilehl ATATHRAT Tag | ST aferd, fairar I a1 g¥qmene
fafa=r gereer T T Afepg |

(31m) U1 g fa<fiir STFIUEE (Loan and financial instruments)

FFAT F=ATAA &1 ST AT THH A ¥ [l ITHIHT AT I TR, |
HU AT, Tg a1 faxiT FErene yr M | T WO 9 T AR, fedq=R, ave
Aifq fadia ITHUEE ITART R |

(3) 3@ @@ T a9 (Income source and budget)

B ASSH A1 ALATH] ATAT F=ATATdIE AT AR Aeiedhl a7g | ATE
TR ¥ A FraArgaare auie AR Mg | ¥ IR T AT T aoiadATar
AT AT TATAT & T4, | AT FATATEE AIHRB] Tl SASSTHITTH ATdH
AT TN TagA T (Sl &7 Fadesd 3= AdedrIe al ATgRUEHTeNE Sl
qUIHINTH ATTdE I TANT TESH |

ST ST FATATH 9T AIF Fraaras Aifaa g=g | Aiad afde draarae
AITH TTTA ITART I | AAHl IId q9I7 STANTH Faread Afaer@ TEr
FATAT AT JAT AGT, FET < EE




FfFaEaHd THIES | T THR ATTIF FTqTara=el ITANTH AfTerg T T Fiqaad T
FI @TEd (Accounting) @ TES |

(1) Stfg® arem (Intellectual resources)

difg® AT FATAT F=ATATHT TATAT ATIA AAT T Aifas qraga =
HETaqul AqTIT &1 | AG(dF EEIHAT e T FATAT GoaTeTH ATARF ST
B TXAT WIS 0HIeR JTad Ui AT, | AT GATATdT AN ST,
FHART T FATATET a7 IUATFATHT fq=ar fafq= g&REr Gaar qar ATTwrrH
A1 g3 wAHr arfw fafwe aifas v ggsr Grgw grawr sraegEan
74w | fafre ifae A Fearad T YOSl a7 JUeaTeEs 9id Adiiae Araees g |
wiferer afg faeas yanT TR fawtad afe a=ar Farare aifgs e qihaeg )

FA FEAT AT FEATATHT AH, Feg, ATve a1 fasmaniasdr, giafafs afaer, wears,
HAIT AT AT STHAT AT Mg Aldes g7 AeTaqul Hrarad ATdael FTH
eS| T9 THRET ATIH Tk Tk [qebTd AUATg fqael Teimeaars gfamiad Tegt
T eSO (G99 FREEHEd T qednT TEa |

3.3 FATAT Td qAT GTEFHRT SMATTHAT (Necessity of office resources)

FTATATS T HTHE! Fehid, FTEIAT, Hewd IIAMIAT, HIAT A(GHT ATIRHAT & Bl
GIAATET & H{q AETHT ITAN T T+ T (aRYT g5 | FTATAaedl A dd &IH]
FSATAT T4 T HATAT TATIATHT AT TAT 9T BT T BIATAT ATTART AT AT

I58 | AqATed FATAT ATaTh ATALAHAT F BRI §73,

c ~

(&) FrAT@IH At g==raq T (To run the office regularly) : @Friede
YYAAT FATSH, HTHb! (AR T, HTH TR AT ATGIAEF a1, Tiehar T
ATITAITR] AT AT SAALATTH T F T HATHT FEed F=arad T
FATAT ATRT ATFTITHAT TG, |

(@) HAAIH a5 T I¢vd eiaa 19 (To achieve target and objectives)
FTATATRT TTIAT TaT [AZTHT A& T I &M TH IATSTRT ATSIAT FrAT= I
T fafa=T YR AETErddr ATaeaEar e, |

5]

(1) HTHAT & (@A gars [irerar @139 (To remove delays in work) : &#ET
Trave AT FIAHT ~AATA FIHT AATAITF (AT g TEATIAT & SATvg | TAEF
FH T AT AdAe® ITded TTHT FIFAT g AAEIF [@arail gl frerar
TS Alhg |

3 FTET TATAT qAT A@T, FET Q



(%) BTHH! TR ¥ fagaaqaar 9ers+ (To increase quality and reliability

of work) : I FTHE MR=d TR &7 | I ATaTeEAThd TR FIHH
MUEARHT [ea@AAadl g7 | THHT AN IJTLATATATAR  BTHET Fafead faiqe

qTIHE%d] ATAIT RN qqrgu

c

) fodrefm T #@ o (To work as fast as possible) : FEAEIAT g7 FHATS
fear gfvar ¥ famr sasg Tvae T i FrEfed ArEaaE ATaeaEar 96 | faetad
grafg T STAET IR TRATA &I FATATH FaHT THT IR &7, |

() FEiegRt Wifas @<= s@afead T (To manage physical structure of office)
FATATHT Tad, Rid=R, [T AT AT T ITRUEE S[ele Adad &7
fam SrATad ATIAF AFITHAT T3, |

(B) ATHfeaw Fge aeaed W (To perform contingencies) : Fqqd a@amHT
FATATA ATHHE HH T &7, | T ATSATAT (MATHTHAT del Araas ATaahdl
T58, | AT AALATH] ATHAT T G GrAdTaTehl ATaeTFAT 5 |

() FEfaayia srwweT deted (To increase the attractiveness of office) : ITga
¥ TAT FTATAT AP GeTIATEE FTATATHT HTAA TAT faeaiTaar g Tg
THEId FRIFBRATATR] FTATATTITH] ATHT TSI A(hes; |

(W) AW @@war &8 T (To reduce human involvement) : AT dradteT
FTATAT F=ATAT T Fiehad | O GATC HIATHAT Alicies qAT AT T ITeree
qUHT 9% TG FATATHT TOEAT BTH T Afehes; |

3.¥ FATET TIAATEA®R] FGEATAA (Management of office resources)

FRATATHT AN ATALTF TIAH! (A=A A a1 AN T8, | AT Hed AT AR faia
TP FETIAT I g | faira arererr Hfaaarest HRo & afq Qe g Te
foreTe ATSTAT FATIT Ta@ A TS 9UH A AdAeedl Afghad guaied andd g
TR GART IRATES | T AdH ATaerd e, AXe0 T, AT FRAR T, 833
T EAANT g Afad, FaeATI= AT a3, T=AT Agehl JTANT T IeATGheaqea=d|
qTaa I ST HHATS HTATAT IR SFATITIA A=, | HTATAT ATIART ATTLARAT
¥ JTACATH! ATSAT TATSH FIA AT FATATD] AqA AT ATCATIAHT §75, | HTATATHT
FHART TIT AARRATATT THA HTATAT ATGAD] el ITANT T LTI Tl AT

FATAT AT JAT AGT, FET < B



AT
1 T JEAEERt Afd Bl I AR
(®F) FAAT FITH JPR AETad |
(@) HIAATT " AAHl &b Bl ?
() HTHART AR T 35 IaTeXV [GTE |
() Aifa® aTaTE A AT

(¥ ifqe ATITHT BT g5 ITEXW [GAER |

CIN L EIEE R e

(@) g AU T FATAT AT (T g, {0

. THT JITRI BT IO AERE ¢

(&)  HATAT FGT Al & 81 ? FIATAT ACTa 4 7

(@) FATAT GATAd T =AMfe AT ATeeH q0 THE |

~ ~

M) T ATITHRT TAT ISTEUEEd AEed |

> AN

() HATAT ATIAR FTLITAT TAH & 2l 7
(3) FEATAT FTIAHT B I ATTIIAHRAT F0 TR |
3 d9H R qEr IO e

~ =

() HTATAA AT TR % 21 7 HHAT ¥ e Aee IeXIHied ATl T |

IS

(@) FEATAT ATIART ATALIFATHNT THTeT TR |
() HTATAAR] HEIUS § AT T 21, A7 qA1gars qiee T |
foraaaa

TIEH! faaTaadT & F& rqardgaes TART TUH G Al ol aarsderd | =l
AT I ATHAATS HATAT ATTEwH THRATAR a0 TR J&Id Tl |

3% FTET TATAT qAT A@T, FET Q



q15 ¥ Udl @AdelR
(Correspondence)

¥.9 TF FAEH! =T, I ¥ He<d (Introduction, objectives
and importance of correspondence)

¥.9.9 T Haga! 7f=T (Introduction of Correspondence)

U7 FEER AAT, TR, [qaR q9T SHAFRIB! AQH Ia T+ Foanwd! fafaa fata
21| 1 =Afaq eafad, safeq Tedr T AT A g TG | AGATS GoARP] FeTwT
Aro=rTieer, Y=Iterd, JTHTTe T THTS RN AT AT | T TaTel Aebl TeTT fafaa a==m
THH AT TAR ARA gramars 99 a1 99 9iwg | qHEaar 9T a7 996 ATEHare
THATTTAT oA a1 AFFREE ARH JaF TH FEAs T FaeR qidwg | 7
FEERAT 99 TST3 T&T aT Y9 T T YTl T T&T a7 919 T qeT g5 96T grgd
U7 FEAERE FEARM T&TH &IHT TqH A1H 99 Ewg | faeqd g 99 99 T
TRl forel ITIAHT HITHB! TART T ATTTHT ITART T Aichd ATHTEGRT EIAT e
TR fAfad AT AT, FTHHRT a7 (q=RePT A& GG T FAAE 99 AR A |
T SFAERATS TREANF Arqeawaed ¥ AT [qUIaT F e a1 gearesier=ra fafad

==l 94T @573 (Correspondence is a means of written communication
between individuals or organizations on specific issues of mutual interest

between them) |

fafa= FTATATEEAT 97 FgeHl Afvaq g7 a1 9gfqa FaEusr g5 |
FTATATS TF TATATTAT GAH0 AT, AGHAT TAT AR Aromeyedt, anfaeprieasarn
faa fafa, afqa@rezorer aRT 9T ARA dg&d, HATATH HET TNIHERT aT
AfgFR req cAfaqdl TEfd T FTTH FHAEE (Aarr ARuH g | a9
A FATAT FAMIAATNT TATARD! (a9 afd FHTELT T AeqIT TH TR
21 | angfe JET yiafuer faeraer o raerer AreaHar q° fafagar @msteuer @ |
FETSTHT ARG TAHT AATAT [TAT TSARBT ATAHATE THADT BIHT TATAR T Jrarer
BT ATHTT IHT TIATHAT Tl B | (G Areaware Ta=R &l A1 AT el
AT AT AFHERIEE U qowd T Teol I TERE Jeeeae ATa" JaT 8w, |

¥.9.] T HaghT Ie (Objective of correspondence)

T7 FEERHT & I¢¥T AT =T [quaHl fafgd I=ar 9 27 | J9dies 99
HABRE] JgeTee® [THTTER T -

FATT ToATAA TAT AGT, FEAT 3



(@) faf@d ¥ T (Communicate in writing)

U FEAERP Hed I fafgd ®IH] =R T 81 | q ARHare TS o=
FITATREFAT T FATARINAT FH g HUFA Afad TR ®IH T7 HaeRATs TART
e, |

(@) Afwer sqaeam™« T (Managing records)

FIAAT BT TETART T AT FTHIHT FTHT FooRATS ATTAGIHRT T T TER
S, |

(1) ¥ AT T (To establish relationship)

97 Fagrare fafq= gerfa=rer qra=garg sgatead T4 9ieg |

(&) Wfers @ ITGET T (To use in future)

9 FeRdre [gid dAfqeE 9T JHIEE [araeT JATSTTAT eIl T START T
e TR JHIOTRT &THT I TEwa |

(§) g1 91T T (To receive information)

B T8, [MEE a1 FATAIEE TIHT Joei@ AU [TUIAT T GAAT a7 AFHRT JTed
T afeg, |

(=) fquTg=T e @I T (To prepare the basis of decision):

Aol fAmTorer AT araeaed fafa= gATER Sared dRwHl 99 AdeRd Hewdqul
FEANT e, | Muashdiel T5HT Ifedfad T TaH FRAATH ATIRAT (T T Tera |
(B) afeqq FUYUTHHT fa@™ T (To develop systemetic working)

FATATF FTH & S bl S[AGF THRH! FoAAT a1 SAAFRT GaAE TH ar AT
T AAEATHT F=cd T AR FinaTeh! MaR T 07 AaeRE 3¢9 &l | T FATSTHH
AT TFAT FEebdl [ad, AT TSR] M= HRATUTA! AT, |

¥.9.3 U5 EgILHl Hgwd (Importance of Correspondence)

T AR Ai=d fawaer & Sy, = ar g are 9w e i | A At
aafeata safad T F FRAT A1 FTATAATTS T FEAT AT FTATASTT g TIG, | T AR
qTe TRA F=ARA I FAERH JUF T GTIhie= FAFHR ETHT o1 a7 Ga¥ ATaH

3T FIET TSATAT qAT AQ@T, FETT Q



UaTH & TS FEGHIETH] Aeoidl ATSs | it a7 ATgh(de THT TRUHN ToaRed
AR AT T FIAAT WA IS AUFTS ATIFIE ETHT FooR aId T T
AERH! ATTYAFAT TGS, | FIATATR] FTITFITEART (qATTATHT THI G, e,
=0T ST AT FAHT T ARl HeTd 0 19 6w | T FaeRel Tl
AEALIHAT ¥ FETadls (AR ool TRUH G -

() T FFETHRT [afd~ T&Ifer= T¥Ieh qoT qre=g Tqaa T+
(@) TR RTH fquaedrg AfasH T qHorer ®TAT 99 T

() I T FHH GAA] AT AR & T

(&) T ITIAT SATTTepTieer oTRoN, qhTa, TEEUTTOl JAT J=AT Jref T+
(¥) FoAR TR fauemr faeqa e dee 97 a1
(F)  HATATR] FETHTET AA, [SEl T THTTHRRT TRISH

¥.% U1 g0 UEE (Qualities of letters)

T/ FTATAATA a1 AT R BT FoATATHRT AT TF a7 TAb] (99 HewT
TETS | TAAE A GITSUET a7 FooR T GITU] FREes el AT, Seargdd
So@ T FHIes | Ugel J9d 97 a1 99H] Afatad TUes g1 Aaeded Al -

() FLAAT (Simplicity)

TR [qUIEa] IA gAIeE | AT Fad T @IUHl HIT TR T FrHT ATTH]
AMGUFT FAIES, | TF e fafaes TeRT AfTe@ T a9 giebd T 99 TITgd geaR I

c

FTehl TAT IS TABT qATTd FoAT I gIIeE |

(@) &t (Clarity)

TAAT T @ISR FHT TR ANGAIRS, | AT, FGRT ¥ IRRT qd a9
AETEe | T w31 JaATE g Tl T3 Wewaqul 0 &7 |

€1)) FIEF&FH?IT (Brevity)

T @l el a9 qgers gATHT T IR JelIes; | qHEeId ST USd H
FRMATSH AT AYTATSNTE HT Aeled TaT AGeTqdl FIH T Albrg | TqAE 0T T

W N N

SERT AT EATH AT AERT T AR FRATEAT T |

(er) wife firsgat (Linguistic politeness)

T e TS T Y ATITRT TART TIe, | fiTse ATITHT iUt Tl 97 9SS ¥ T
FIET TSATAT QAT AGT, HET Q 3%



T o= qHYY q¥a=d HAH TG | T Al a1 F¥T TqAls g TRUH 90 afq
RTINS T ATEIET] AT FART THIeE |

(¥) quiat (Perfection)

T S Ieed AT FATSTABT AT ARG BT, AT TATSTRT AT AT ATH B
FHY AGATES, | TUF TTThdAls ATFHRT IRTST ATEeh! T, [S=rar a1 gron Tt
QAT Foold T4 YTIFATE AUET Th] FRE&H! THA T TGS | HeRT ARRTEE
=MEH 39T T TG FUHA TAHT IO ATATF 57 |

(&) |faat (Ownness)

TAPT AT JAT AGHTHT HITABAT AT &7, | q& oA@H TUHT AT FAAThepl &THT
AMGUeRT TAAT T @ITATHT FRT FNF TRI TTPT AT AT, STefl ToAT Hifereh
farsTodT gaes |

(®) gwrasTar (Effectiveness)

T S eI AR TNwg, A1 39T 2ad 9 Tl AT THTTHR IF A, |
UTqehel TAHT ATGUATARET HTH THT AT TAR TATAHRRAT HAH 6w d-gaT I
THTEEIA Be, | TAR] THTARNAT BTAH T T @R AT [0 AT HUHT BATRE |

(W) T (Accuracy) :

TAAT MG TERT AT FXE® G §I6s, | HINTH 9TgdT, T, Hifge a1 qergsy
13T, IGO0 TRTHT (AU a7 FTaeh! aataddre T THTEFRAT qeTSE T Ie9d T
T3, I TAUT A AT T ANGURT FEEHT EAT FIIH T e faques |

(¥F) TS (Attractive)

THRT A&, AR 9T AT, HIHS THUH AT HFAETHT TSIERT ATGUHI T ATHUE
TG | BT U, A& BSUR @A, HeRH ATHR T G, MR T eXhicreeh]
SR, T AT ¥ AR (qaAfaaragar A1fael TTerg AThteE aarae, | Iaee I
YHad 831 9gd AT AN WUHAT THE AT Ewg, | I AGTHT {1 A0 @rHe= Tal,
GTHH! AT JTThE! [0 TGRTHAT TTHT ATHY FAH e AT [GIed |

(31) 3fu=TfvaRaT (Formality)

FTATATHT AT ¥ FATATATE AT TART FTAAT AT T IR TaHT AT
THIES, | THHT AE Aell, TFaTe, fawa, Torer g fad FH=riesr g&arer e

AT AT AR TEE |

Yo FIET TSATAT qAT AQ@T, FETT Q



¥.3 T A a1 WAHEE (Components of letters)

T AT, FRTT a1 A% ®GHT df@eg, | THb TUare! a1 T57 T 9318+ T
ATSHH dfe=r g faawer, aaer fawa T ey, aAewr tafd, ag@a, yrataear anfreer,
TABT ATIFIRAT TATSHHT EEATER T FRE® gIes, | A1 FRewdls o TFE
EAT AT AT ARTH &G [qg | THHh TF0 TRTew [oF fok T TUET qguied
HUHTT T TUAT T 158, | AraRoadr A7 Hfargd dgi a7 A ers

(%) ¥ WET (Letter head)

TF TSTIHH ed a7 IRaT AT [daRves I8 ARTHT eS| TIAT TSIl
A, AT, qfe=T Agbd a1 AR, AR 7%, 99 GG, Adq™l 9., T96 Aiq
AqIfe FRE® AT F7ad | GENTd 99 @A oY 9RmET @ JEar (qanuesd!
fafyerd &y a1 gi=r TUR RS, | T TERE! ST <awhaqo Tieel § TF ATl HNTSTHT
BITTHT AT T TG FFALIATE e & T (HATSURT g | TXAT SrATeATS Maaw= STfere
A= |

(@) fweit ST (Inside Address)

T qIGAHl ATH T SAATATS (AT SIMAT A=, | FAT SIMHET 9oH11 e de, | I9are 9l
T FHATS AGF & T T g, | THIUTRATeRT ATRT (=T SITATHT JTaeheh! areatas
T, SIMET T A= (9979 Heed 0l Ggebaes WU J1 FT diaws | FrEaadr (a1 ST
qTqehebl AT, [FhIg TR, hiF A@R, T J@R, 3 AS [FqaR0 @3, |

() faoa (Subject)

TAH G AR A1 Al [qud A | AU GEaH 9ade glel aradl oe]
Teg | faug BT 0% & AuEr g 9= & A1l 9red Aiheg | Fel Braragesa
foroar Tt STTATHRT 9 e TRl UTEes W el BIATAAgEHT [HAT STATHT 3e

e Tl Uigeed |

(er) rfwames (Salutation)

T ST SfEddate THHl FERT T TAHRT M TF qIgeTs GFHTASTae STl
AqfqaTed dfawg | FAATs HEl ATHATE a7 qEATgd TH T BT TABT [hiaH, T o
fguer e a7 safeded 9fesm ST #E1 9Y 9S8 | A%l AfWaTed A%l | T
TAATATAR HET, Heled, U S&ar &A1er TS eesdre Rwg; | F9Tedl T AUl
ATITHT T W&al FFEAH Giehares qid ®eh o | IF ol T qI3vhl g dqar
afd F&T ATTATET H¥eh Bk g1 qa |

FATT ToATAA TAT AGT, FEAT ¥9



() A& W (Main Body)

AT TR AT fqooawq &7 | TEHT 97 USHeg dTe [fque a7 Hhd He I a9 FEE
faafaer faamey dfawg | o1 TRer 9197 T HAE G AT AT T GRLET e |
AT I FIEE® TCATE ARHATAN TT=a8 GeaTsT IUIFT &vg | He&T WA At
TERT JAeqIae A AT AT AT, FSEdl, q¥eAar T qorar S&qm G| g0
UEE AT gUee | [auaere 9o &qH) Y& qiRua! giues |

(=) sfraw sfwared (Complementary close)

TFH HET WNT a1 eRT df@dhaig TaHl A=THT qIHhdare g=are JAars= ar
TIHYTT THeheb] TFI q@TIT T TR FEAIAATS AT H ATqaTa A= | Afeaq
ATHATETHT YUhe YTIHIIT FHaadt, Rrear ar [qaedr STAred YhReT gdaradied,
qUIEHr qAfaeas, dqA9F, HaTH, Ja5g, FEarAateq Afe gq@gE g

= |

(®) TFAE@d (Signature)

I ATHT T b AT TAH] AT [ar ATdTh TET@d a1 Fel AL g |
FTATAT AT FEIWT TAHT ATIFR ITT ATRTRT 3Eq@T a9, | &q@d YT T& Tl

a7 FAR BaT IEA@AH TEA@A TRl T AT T TeaHT AR T dEH ZIee |
aepT 9T WARTHT Fool@ AUHT Theh! TR= T TEq@are Taehl ATbILehdT ST T |

(ST) §oE FWSG (Attachments)

AT FaTIRT grafead 9 fqaRues W@ ARTHT GHTET T GRIE a7 qreaidE qad
qFG, | TAR HEA TR Food@ TRUHT [ATTqaedqers I I 7 HHTlrd, qrar
#TfE ATHT FelT FRTSATTHT ETHT FHTEL T §75, | T TGS IIHeATS TS I
AT ATALTF T ITART BESITAE AT TR FALITHT TXAT BETSATART (a0 Fel T
FSATART BIHT Foold g, | TAATT A o BT BETSAEe AT G Tl SATAHIT
UTIhATs e ®IHT [ad FA™ HEISTAH] [Fa30 THTELT THIES, |

() %= (In addition to)

FIEFTEN T HET ARTH i@ I AH(FUHT AR AT [qIIET qeatedd & &1 Jooid
TI E75 | TS 97 qAR RIS, I F BT Fabl gaaas; | TXAT AGRATHT TAHT
IFHT Il ARI g FXIE® AGETHT Afgvs, | a1 Tl Afard 9T 99 28 | 99
THHT AL T HAT RIS A dereg |

93 FIET TSATAT qAT AQ@T, FETT Q



(3) &reard (Carbon Copy)

T AT ZHA YIS A Atdd AT (Aprasdr A w=g Afdd a1 Hepraers qud
T AN faqud TUAT ey df@wg, | ardard UHHwT gl 2Afed a1 Heprars fad
afepe | fafaa =T Stard qareT Fo@r faeawer efgws 99 SHA IS8l FY FEArg &l
a1y feguat g W= ST Feers 987 T BCC (Blind Carbon Copy) fafi afq

FaAFIT T qlebeg |

¥.3.9 TRT A9AT (Sample of a letter)
(FHTATAT AT FEIT AURT ATTITHT FTATATHRT W 8 T8 I

i s (Letter TeX TN T AANAY I ST T TAMI 9. THA §79)
head) e,
mfa: .. Lol
et 3 (Insid o o
Address§ e . . ,
gHYY, FTSHTST |

fawa . svwew weAT fgfe are |
fasa (Subject)

Hered,

H 7ET =T QY T TR@TTT SFAT Jeh1iere fasimas T%% 91
AR T TRTRT THTEH TIRT ATHT ATIET Tag; | TR
[TRTITH T S AUATARE! T JRAAT T AqAS T8l
B | ARGAT T AT GeAhl TR (qaR0 a9 JHET
FEATeIT AT R FiATATe®s qeie Tehl G |

TRETIT AT AT TR ToaR AITHE! GrIEhd dad
O [STHERT, STATReledT ¥ Javalacds] JE=aHr Aals
T AEENT B | TRETIT IR a8 T 3¢9 enae
AT | 2P d YA T ) | TRETTS G241 STl e
FETHT FAT 95 HI TAHIAT &THT Teehl AT T AqA
TS ATTRHT TIHT Hel T TIH ATIE [GUaH G |

TR ARIAT T ATTANAAR T AEITTH] THITEH TEHT g
g FTHHS T qT3 AT (ATeHT |

sfwarew (Salutation)

e w (Body)

FATT ToATAA TAT AGT, FEAT Y3



st atfvarew Had

(Complementary
close)
@ (Signature) TEAGT o
AH
SRS IETNEIRES
q. =afaawa faa=wr (Biodata)
AT AT R ARTRATHT THIIA, 1feqer TRIAT T AT THTTTHT
(Attachments) T S,

3. TR TR JERTUHT ST |
7%=: (In addition to)
gt (Carbon Copy)
¥.¥ T @it (Classification of letter)

o fafaer afver T wEuHT dfed #=1 AT Seord TEIEEl B | TAATS ATTATHATHT
ATIRAT, GIWTT ATITAT, TANTHT ATITRAT AT TTITHPATRT ATATIAT a0 T
TRURT T, | TAHT ThRATS [AFATTAR AR TRUH 3

ﬁzﬁaﬁTﬁ'ﬁw
! ! ! |

SILETETIC TEAWT SATEMTHT O ATITCHT TTARHaaTeRT STTETTHT

_TETTHT FTATATT T AT=AE I EIPIEUICE SESIRE]
Ara=tee O (FRETT T AET T Afg T T e
ERIEE e EIEEIEED e Ty T At e o
AT T EIECEIE]
REIES

(%) SfrTaTRaTT e T 9 (Types of letter on the basis of formality):
TAEE FATAY, UALIT TaH Afadel faig= qaraae a1 JesH | J9<1 df@y I7dTs
AT ATeRT AT SR T AT TAHT BTHT TR T, |

9y FIET TSATAT qAT AQ@T, FETT Q



(31) sty v (Formal letter)

droented o e =, 9efl, BTEr a1 RN e, 9T anfueiindr gae
T SATATH FEATER, TIHAT TATSAIT A a1 I A e qR1 ATH 97 &l |
LT TAEE U &YHT ATIAIIF ¥ AR TeBfTehT g | Sa=iees ToAT T3 e
ST AT ATTEEH! AT FATA TRUHT &veg, | AT T JHIHT FTHT AT T
Ifehs | ATET UF AT AW TAE® ATTANRE THT oA | G FRATAIRTT a1
FTANIF THe® AT F THee g |

(31 sEntv® o= (Informal letter)
AT T ATANAEF THE® AATTANE THE g | TXAT THAT AT FaAT, R a1
foeme =e Tivut gve | e ArdTaTg, AR a7 3% FAATS ATl TA AATTATNE

TR T3 | GAAT AT ST fa AU Arafd A=I=iees THemg THIHT &9 JIAT
T Ffepad |

(@) eI AT 7= TR (Types of Letter on Institutional Basis)

TF AET HATAT AT TR ATARHAT TTATS FIATAINT T AT TN T §5 ThIHT

TR i
(3 w97 (Official letter)

FTATATIT FATSTAHT AT AT TATH TRA TAGEATS BIATATIN T v, | TEAT TG
TAT FTATATA Hebl FIATATATS ATAT FTATATS Fel A ATHRTATE TSI TGS, | Bl
TP BTATAT, AT T TP, TREATHI AT, ITLAT, A=ARieed (e, ar fasiy
HETEEA ATA Y& T4 T78% 9iq HrAedad 99 g1 | J&T A aqdrs 907
TIFHRT T ATEANTF T g5 ARTHT TR T,

(1) &% = (Government letter)

Teh TRHN FATATS A7 FATd, fqarT, omar, o= 2afad a1 Ira ™ g59r)
AT AT ARG TAATS TRHTT TF AT, | AT TASE BIATA D] BIHNT FEAfeId
T | TXHNT IF HFAERHT TR ST, FXAAT JAT @Al (Hiea TRTH g |
FEAT (a9 AT GAAT HA TeHhl TRMIBNI T ol ¥ A TRMIBNIe THIIT TH T
FT HeTRor TP g7 | AfrRaTsTw=T anfeeT AUaAT F 9f GEHET e 7
AT A |

(i1) =amaaTfa® av samr<® 9 (Business letter)

ATRE TS LATEEH [TaAT ATQH JIF g4 IAedls ATFANIE al AME I
T3, | e SFATT a7 YA bl AT a1 FLAT AT SATFTATE TS T SATIAT I

FAAT ToATAT qAT AGT, HET Q 9y



a7 ARE 99 g | SAEANTE TIA] 909 Gl 99 G A= a8 ar srfaty
AMFPUH T3, | ATEAANTE TIHT AT, [Hrad, AT, IRIA, < T ATIed T8
af 9dEgH | SAmEdTaE 97 9t M= gt ar deeErEr digade |

(3m) =@ o= (Personal letter)

A ATHT ATHT ARERET TEe a1 Ardrers Safara fawaer afee oars sfad o
A | AT TAT F THRPT MR=d T@ET AT g (ML TRURT g | Afaden!
afreafed faa, &madr a7 9= GIoTel FRT el STeilel AT Tl gram Id T, |
F AT HIATE AT TACATHT T ey, I (A= gad | T Al a3 Tl
fa==l, G¥h1d, THER, ATE TR, THBHEAT, FHRAT, FHIEAT, TREgar e
FT T A, |

(T) gaWTERT ATATAT T=thT T (Types of letter on the basis of utilization)

FEIWTA AT HATAINA FATSTAHT ATIRHAT TAATS ATk T4, T 99, IRIT T ATdEd
T I H TR JRRAT TR T,

(37 swate® 9= (Internal letter)

FTATATR ATATE FATATRT ATNT HTATAATTS, WTeedT TEbl FATATATE Toedl L]
FTATATHT AT TecAl deehl HIATAATE HITTeAl qeh! FIATAAHT Af@d TIATS ATAKb
TF Hidwg | ATAT: ATAKd TIA ATdqieed goara7 (Internal memo), A% AT
(Order) @4t fawrdl (Decision note) @ fag=g |

(1) AT=<ARE F=aARTT U0 TP BIH THT TSI T 19+ 9T =R T @ITTTRT
feroraaT Yo AUl Feler fadre 2 |

(ii) T smaer : faer greq wfrewer ar witdedr el AT F 99, gfaasd ar
fTaaTHT & URTIENT a7 MG & F&dl HRATel (action) TH T+ HIT ASETTHT
ATGEUeRT ATIMTHS SHERT &1 dleh AT |

(iii) feordfy : &= fawamT fAvEsT Qe @Rt aor, s T qwrer o faeeses
GATIX Tedl qedre MU ATIHR AUHT q8 a1 TENIHRAT IF T fadie af |

A=A T AT AT AT E TTAT 9T g7 qHG, | T oA (i &
AT HST YA 909 gT qH3, |

(3m) &g v (External letter)

AT BATAT a7 AT BTATAT AR (b AT BATAAAEHET [AHT o7 ATadTedTs

g, FIET TSATAT qAT AQ@T, FETT Q



JfgT THEE ATed 9T g9 | TFAR [AUIE T WER AE d FAdes, Jamel,
UTeeh, SATIN, S5 a7 faxira g, qfere dear s&qr fqeraar afgs a1 o=
fAeraaTe yr g9 97 aed TAAT YdgH | aTed 99 9fF e ¥ S Ieeed g
grgr | M= =T ar g=mHT s J=dT 99 [auaasqel Tatear ¥ quiar y&a T
AT, |

(3) ufwa= (Circular)

e T AT FTATATS ATHT (TSI AT ST TehicTehl FIH I [AhTTe&d T GRIhR
e fawar Tose T IR gErER afves @ 1 afees 9fe sitoenfee srer afer gser
21 1 A7 fafeer Arerare T afbeg | FTATET 91 SRR GfHRAT ¥ YUTEAT E 91
FA EaT, TAT HIT ATAFI AT, THART dEl AT T T FTHT FHLT FHET
IR AT A (AT THEIAT HAF TG IRTT T g | gieqs wifaare qefaw
gaTted g7 | Idd S fawaar Theg 91 fauae 9@ 91 a1 |1 EueT SRR e
ol ITeT ITS TR WA GEATH! SIHT T T Afehes; | F HFIATS ARG
TR THH GAREeeAls grad TH THRTT FAATATS I TRIAF] IETEX0H &qH]
fer afeprg | afeas wfurear feprreTe e feTamT a1 FETeATcH® TREATIAaR a8 a8
g3 ufq TS |

(%) magw o= (Application letter)

F MR, FHAR AT FEATA AT (TS FTHET AT R fApraEr 4 a9 fafed
FRITATS [aae a1 Arasd 97 9iawg | & FEAT a1 FTAT@AATS TaTE g FaT JTe I,
F fqaRer a1 TSI GERTSH, B FIIRN AFERT IRTSH, AT GLAT AT FIATATHT
TSTTERT AT (e 9 a7 B 3T UTel T 3Taad 9o Afavs; | T TATSTHHT AT
ATaEd 97 df@d &l Al THEegHT FATH GATST T FRTE%h] SAAHT @l R T 79
ATITRT FANT TR AT e 6T A7, | ATAETIT ATHI, GG a1 agardi 998 TR
7 T FAUCE | ATAGT TAAT Jool@ AU FREw A1 Seold T FeTIF [qavues
T AR T Fod e SUIH g | famraeH famndier faarer et a1 g
ITSHHT AN A& TAATS AT TAH] IR ®IHT [ Afehes; |

(&) grafEwarEt saAT =@ g (Types of letter on the basis of priority)

FATATATE FFITET T FIHFT TZHAT FF TAATe & Heal TATHSHATHAT TG FIH
THIEE, A ATIRHAT TRTRT TABT FATBIUATE ITATTEATHT ATARHT TRTRT a0
A= | TAH! [aUIRl Hewd, AT IS RS (qUae! FHEHAT faqud a7 3 49r
FEIHT FIAH I AT STEAT FHITATs ATIR AT TART Grafaepar (e T i

FATT ToATAA TAT AGT, FEAT 8o



G | AT TABT GTATHHAT TR, S0, Al ST, e, A T AT T T &
JeRTTAT TR T TMRUHT TS,

(3 @remer o (Ordinary letter)

T FTATATATE FTH HGATTHT AN Fel BT ATTHRT I T ARGATTHT AT TSR]
T TR T &7 | TEAT TTAT el ITATHHAT Tgebed TART STTHT G | TAT TAHT STATH
a1 giafwar GFafead FATET a7 FHART AThe] ITITHEFATHT TR fEI6s | Tarere
TRHT FIATAIAT TEAT TAATE A FHART ATl HTH Fgdre TITAT a1 faafaT
Tfed] TEAT T THITHT S fGA0TT T TR F wgdie THI SaedT W G |

(am)  s&L 9 (Urgent letter)

T TSI TAPT JITIHR! TERITAHT ATIRHT T Fgebd T TSTTHT T § ST
TATHRATIES T &7 | AT TSI TAAT YA THBAT TATS ST [aoTehl STEART ATATTHT
ST GTATHEAT STATST T6 | HTATAAAT I THHT ST JTATHFar Agibd HUAT TR
fa a7 goraTe A RIg Ul FITAT (499 e faaas; | TTelehT AT HTATAIAT ST
TITHEAT AP TAPT AFaAfeard FHAT AThel HTH THITHT 1= 6 T Aol AT
g TIHT g5 f&afa O TR0 ATIT AR FFAIE THI HAIT Wbl G |

(%)  wfa S 7 (Most urgent letter)

TF TSI TAR] FATSA AT T (BTHBT AUHT AT STET qrafaehar dAgfebd T
OIS Tae | T T Tl TAT YTITHGAT SIAUR ITe AU T T ATel Giaqtndr
AT AT qAATe AT AUH HIH THIET TAIas | A(q el a3ehd A& I
AT AT TETTaE | TATAR] AT FTATATHT ST TATHEBAT AS(bcd TABT FrIfedl
FHAT ATheT HMH THAAHT AT o T AMidedd] TqRAT T THIET Uep fewforT a9 74
TSI TUATAR Hegdic THI AL e G |

&  d&a ™ (Immediate letter)

F HA JHA TAIT TUAT T G GEERIAT TATFR THIT HUA] Toed JTafehar
SATSH 9e® | IEAl GTATAEAT Agfehbd T UTed USRI II6T FRETel qi9 qaed
THIEE, | TEIT AU AT TABT BT TR &8 v TATHI=AT b1 BT T |
T FHARI ATheT HIH I TTHT YT T (&7 T ATACATRAHT T TITHT G 2w
T T FEIEA TGS, | T&T HATed FHT GHT 8 a1 [0 T Afaehrel Iqered qa
HFRAT TUHT 3T IF FATAT 0T TE AT a1 o 19 sAfrspR safa fog
TowT TAT FTT FHTET T |

YT FAT ToATAT qAT AGT, FET



(I) M@ 7o (Confidential letter)

fafb=ra =afe ar Tatfereprer AT & &7 HRATET I aUaT dAfgs Ters I yratasar
STATETS | M 97 @19 ATddAewed! [o=A] AT To9R grg | T&l T8 qeaiead F
fafo=ra zafa ar sifuerurea sifrerier e afverer g T Uy | e g
T eI 99 AUAT |1 HIANG, 71T TTF LR THTH] AT Alebeg, | M 9
TSTSET AT @Il @IHEET T FATHl TaH Tqm 91 T aReEre THIeE |

(%) sfa M @ (Very confidential letter)

gy [T M=a &=l (@99 Sidde aed A= qel TS A8 @bl [augehl
TAATS AT A TATHHIRT AR | AT M ACAq T R FeA(edd HIH
T & AT ATATEF AEATE AHN fagad | d9fd T a1 agfba 9% amuar 9%
I EATETS FATAT YHE AT qEEad Afadeel TATSHIEs, | gEated stade /vy
Gredl T qFIA T AT T ARFIETE FRATE THI6S | TEAT TIHRAT A3fhd 9
TSIl @HART T TS (Aawal T @IHF! e q Afq T A1 qelIes |

¥.4 T @A §et T grET (Writing style and structure of letter)

T ST TAHT Ti(qeh e FAT =TT Ii7 Fdl g A= 917 AT faquds | ST
TFRET TF AT T e 7 F GIETHT TR &7 | T oRGwehl JocAeehl AT I
AGAHT T A AT AT gl ToATH] TEhl qTEw, |

(F) ugfFeg g (Justified style)

AT ARG A FITEE TR THARATE AT T T4 TIdATE Tgiadag grar qive, | J&ar
TAA@T AT SATITHT SATET JATHT I8ehl ST QI 9+ ATIe&Ar afq Sfae v
T 9135 | T 97 AT a7 Letter head 7 & a1 99 Ig@T a1 =ramr A, fafq,
[, F¥ETae, A FERT T TR ATTH e, T C] ATdRRIH Teard g Fel,
Y, 90 97 YA AR dAfgT T T S=TA T, |

(@) #twa gt (Centred style)

qTATIA: T ST ANTHRT dd Siarah 99 Ig@IT T Al 9. ¥ qaids fAfq ¥ a9
A Feard ANTHT fTTIR! ASETH I, AU ATATAR JTIeheATs AT T TAhT
FRIT HT AT o] I FT ARGURT T ATHT TR AATAH AlTH ¥ T TATAH
T o] ATTHRIH! Tl g Fel, A, Tl a1 BT @ T TIAATH Teehl =g
FaIEd TRl BIHT fdgwg |

FATT ToATAA TAT AGT, FEAT 0



m  fafsa g=n (Mixed style)

TgfaTag TAT FigeRd g9 STATHN TAN T A" T grarars aig gr=m wfbeg |
&N BT BT ATHURIHT Afgwg | Algepay &TFAT AT =1 TARTHT T@ehl 5w |

TRl WET AT gl FEl g A FICHT FHI GRIT qTEed | FFHITHT TART T
g T FHATT AT g aE® TARTHT ATSSA | & (MebTd AT HETAae (Hie=rd
@EIH letter pad TART GG | A HIATAA T TAHAT TANT TH A& AT Feddl A7
T ATHR, EXhewdl TSHAagdl, eXhaddad! dw &l FRe® qHd (MR TH
T | HFIER ARAIX TIANT TR AfGe TAEEH] A&l el oTadfe arel = @
TAR & TERAT Ui TIRUST Iews; | TAH AT o098 Farsd al U ATogadl o,
ATl ST [ ST ThRapT ST aid TANTHT Tedhl ITeeg | T&AT [aiaadreT HrRure
& &N SIETHT I WeTHwal 97 A3 YRl T T Fad 9 @IToTUehl &1 IR T

T ATHYF T @ TG A, |
¥.% "=t gqt ¥ Il (Registration and dispatch of letter)

FTATATHT YT AURT TIT FTATATATE (e A TAEeh AGLATIA T fHfase gizar
framor wfvuer gwg | a%ar gfwarare Hiaud e ar=aie Frfatg s e
TR g7 A7 FATT HFHEH T FERIAT AT JAATATE 7 FaATAT T TR
TS+, | FTATATHT GT ST THAATS Gal T qIT BIATATATE ATET AT TAE b FEI=HT
FATT FRATerdAT AfiTerg IET =TT T TR, | TF TAql, FATT qAT AT BRI G T
VRIS T AT AT THIEE | TAT FAT FAATHT feperaen Ifeafad fawaeear quiar
g T IAH AT AT FATAIR FIed ¥ ATAE FaeaTITA] Heedqo qadnT
TG | 3T JAT FAATT [ohard ATMHF &GHT a7 A(IF THATIR B TA7 IdqT a1 FAT
q. o7 y=re WwWH B | HAIT FATAIHT Tl JAT TATIRT T @l a7 FRIFED
I TINTAT TS TRl TTSw5, | TUTAhT Hel AR BIATATHT Tl al TATHT U]
T FERTSH AR qfedert (Peon book) eI Gad @TAT 9fH YA T4 = 3 |

¥.%.9 TdT (Registration)

o

Frargr fafa= 9rd, Area| 7 Irsare Ut i, fHeew, gfdeed, smeer T o=
FSTIAEE IT AT ol ATE el FAATS aal A | T3 a7 T&T TSTITH
9 ¥ &, fafq, fawa st aRes I Mg | FATdae JRqHTar ad fqar
REF FYF g GaS | FATATHT TF T T Iieedl q& Idqf & | Tl T eAfadel &
T AT FTATATHT 21 213 b TAIEE | T FTATGAAT YT TUHT THe® afeed aarm
T T gEEAfedd i, FHAT a1 YHE GHE T T FAT gvg, T bl BrATeadqT gfeet

Yo FIET TSATAT qAT AQ@T, FETT Q



T HHAT a1 THEH! e ATLTANS, AT IAT TAIA HLAT TRURT g, | Tl T
AT, KT T T qh AR TUH TT6® HHAG ®IAT ZAT [BaTeAl &l T T Zal
TER T3 163 |

(%) Taf fera@wt 7971 (Sample of registration book)

TAT fopaTerdT &l FvaR, aai fafd, are AU 93 agen ¥ 97 fAfd, qareT g
A, TAHT AERT a1 999 T 9F G RICATATRl ATH, FET ¥ fafd qar #fmaq e
HEde® AU g | TN T HHEaaar aal fFdred! Si=mmr a¥ F &
qFS, | Tl Ial [oharadl =T 941 faguat g |

=
Zt Sl LE TSI
Zat . . q< fafir < fam aw | ed | ff Ffrua

(@) Zqf®t #ged (Importance of registration)

TAT 9 HF ET AT 9T 90 FTATATHT TATR Heed ([MHEAAR o,

() FATAIAT FETeTE & FA T AT BRI AT FAT T FRTHB SATAHN TET
() FTATAHT I TUHT TAEH BAIH ATGS A& T

(%) B IAT TR, AT GG, 9T qUHT 9FE ggern ¥ 99 hfqear feataear
SR J&Td T

() YT AUH TAE® G~ T a7 BHANIATS (STFHT VT3 T Jiebl Ao e

(I) A TABI HEIGHT o FHE FIHBREATE] TR T A HIR] SATTRRT TET AT |

¥.%.R AAT (Dispatch)

FATATATE TAER AT GSTSH THIHT TAEHh! ATAAG Tl HTeATg AATHT AT, |
T AT T&T I qT3ehl A6, ST, At fawr ofe sxes I g | Fraraded!
TR TATIAR FATHIFT [TaX0E® F¥eh FYh grg | 92 HeTeTam a7 STel Ul Ugd
FATATHT TIE AT @I AT T T I RPN g7 | FATHT TRUeT TAEE T
ATerg AT fehaTardT AfEs;, | T T Gieharel fafae Tgerawar ey a7 At
% HEAT [aUTBT B BEIS Hleol Fal TSTAl A= B AT A3 Floredl e |

FIET TSATAT QAT AGT, HET Q %9



AT T SATdTd TART AATT T&T, TF GIGbl AT, ST, Y& 9T THUH, FAf,
TAGEET, TY, TeT G& AGEHN AU A TIE, | T AP TABT bl T T
& g, THRIIT STAART, AR HH=ET a7 RIS Fald TST3 &l Qlehl [qaiel T4
AT fFATerdl HEAATAR ATeTH AT qRT TR FAATHN THIGE, | FATAT TR T
QGIHET TT&T GTHHAT TSI T ATl ATH T ST T BIHT Fooid IR, | HTLATIATAR
SR, AT TR, AR, T AT(E ACTIEE, |

(@) T fra@a 79t (Sample of dispatch book)

ZAT fohaTadT ATl TR, AT AT, AT g Tl qgedT T 99 [Afd, Irg+ wrarase
A, TAHT AERT a1 999 T 97 G RICATATRl ATH, ET ¥ (Al qar #fmad e
HEde® AEUH &5, | TANT T (HHaATaR Al [harees gremd AH Hid g
TFG | TRl A [eheArerehl ATHT THAT [SSUH G |

............. EARISE)
EEICIRETIC]
TAW | FAWT | FATT | TART A& | TR | O FivRfe®T qeaed | Hihad
fafr | = am | ™ fafd | am v | foww | wowwwr | W | @& | fafa
agen ST HTETH

A T frate ga afcadafs Faien qgantt aar HE o= qued S e aur THaEEE
AR AT FHwT &A1 o g6 700 T Fo © |

(@) =Rt 7gea (Importance of dispatch)

AT TR (THATTARS Hewd 67,

(31) FTATATSTE AT AT TAEER] ATAAE e

(3T) aTfex TSTSUHT TR [FATTAAR THIRH BN AATATIR T

() ISTZUHT GAhT AT THTITRT BIAT YT T4

(F) OF UTSH AT, FEIT T HATAAN (qa30 IJqeded TR

(I) ATfeT TSTEUHT TAEE eXTHT T AQAT T TS q&of qATSA
(F) TSTSUHT TAEE YT TAATS Bleel FEAL TSSU T AR AATATIR TH
e FIET TSATAT qAT AQ@T, FETT Q



¥.\9 THAH! afved ¥ #Ewd (Introduction and importance of
email)

¥.9.9 ZAAHRT I=T (Introduction of email)

faea == Arermer fafy ST W 99 FgER THdas SHA G | A
TS (g g BT | THA USTSET Zravedehl WANT Rwg | TAAT & JFAT 9
UNF T UTIF &ra WIS FH THA a1 JeHd T6S | THA ToI8d JAdH
HTAITHATH TIHT TS ATSd FHFAETHI JTAAT TEATEH, | TTHT AT THA TSS ¥
qTSHeRT THA ST (email address) AFaTT EHIEE | THASTE Ueh Tdeh 8¢ ATHTEEHATE
TAER T Afheg; | gHeAr awerd o, fafean afedr sear faadm wredesadd
FHTAL T Fheg |

e ®IH TSI THe® ITIHAFH TH Fal THT ANG, T THA (b Gal THIAT W |
THAF! TANTHT TrazTaehl FARTHT g ST AU B | STANTHT Feofdl T FATATH]
PR TAFRT AT TE AFIT TEHl B | TAATs TATARH QAT (97 T SHAATS ATk
fafarer ®=qr fages |

¥.9.] AR Agwa (Importance of email)

(%) TART T FloTar

(@) Heq, T T qrHAYIEE AL T Ficbel

() IR F=AR g T

(9) Tl UTed gl

(3) ANTA ®H ARA

() ATTSHT FHT TS FART T FfepeT

¥.c THA qOX Tal e faqus F§g€ (Things to be considered

while prepering an email)

=~ (aY

THA SATFTIT TAT GRAWTT TTHT AT T(eheas, | THA Gt AT Bl THA AT JaTAFATE

>

= ~

THA AT (Email ID) faq maeds g=g | %01 SHA ST GHGHH FIel ETHT AR
T AAITF 73, | THA FAATS FH (AT AL T TG TR AT vg, T
FT AT AR FETIEg | TAEFR] SHA ofed ITIH [qUaeEn] o feques

(F)  THA YTHehH! ST FET AR, | THA ST ACTHT JTH Tedd| TTHT G1 SHA
ST |

FIET TSATAT QAT AGT, HET Q Y3



(@) THTT Tl TIHheATS THA el IUAT &8 baars CC T Fadaars BCC T a1
frafor 9 9% |

() TSI SHHT TIT W [q9F THA T &5 | THAT Tel [qUaes qaad qUAr
Attachment AT IHELT T4 6T &7 |

(5)  THCTHT ST 7Y ¥ RIS g T68; | T T Hed [0 Aiaaepufe, 9T 9e8 H1T IS8T
EECH

(3) % SHAP! TATH CRT T THEAHT THTAT FeelTg dT Ueh TebelTs AT Hed SATHRIATS
|3 ok fae & afed 7 Reply a1 Reply all T |

(@) THA G ATHT fe=me g T fadrr exarerr ar faawor dmEeT THuEs |

(@ THA A FH A R A1 fqEver GErEeT WA SUAT GHE AU AR
FfepT THIES |

SIodT T

1 qAH TEEET Al BET IO ACTR ¢

(%) U9 TR AHl & Bl ?

(@) IF FEERFH F 35 Hewd Iood TR |

@) = AT AT fobd Araedd g ?

(&) SrTenfeeE TF AR F v 7

(3) SATEAIIEF T AT TATAR] B T (qar Teferd |

(&) 9T THHl F & ?

(@) e JEaar ggfaddg e WHdl & al ?

() HTATATHAT TAEE [he TAT T 7

(¥F) THAS TR faTerd |

() FTHAR FA qE HIIAT Fooi@ TR |

(@) AMET TSST TAEE AT TAHT F TEATAT FRIT Fooid@ TR |
() TARTH ATIRHAT TAATE FEL AIH0T TRTR G ?

Y FIET TSATAT qAT AQ@T, FETT Q



R. TR YR DIl IO ATEE
(F) U7 FAERF Hewd a0 THed |
(@) IR ATIRHAT T aAHT T |
(W) AIReE T AT At faear f@rse |

(&) ZAT T AT TN % o FHIAT AT [GAIES; ?

(3 FHASR IRET 57 TGE FEEEE ACTEd !

(@) T T Afq A grataerdr Sgfhd THEr FRETE FEE THIEE, ¢
() TAHI ARTHT AHT AN BTHT AETerd |

() IR T ATTANE AR b ACTol |

(W)  OF @Dl SIHh AHT AeTed |

3. THT YRl AW ST ATR ¢

[aNl o) N

(F)  IAHT [ATA STZIHT AHAT AT THaH 7

L

~

(@) TAHT EAAT Fe ATSITST IO ATRAT T |

~

(W) YEATTEHT ATITRAT TF FT THRFT g 7 F Taobl FATT T |

~

(&) YTATARATER ATIRHT TS Hid THRHT qigd Alheg 7 T T el |

N o o

(3) THA TR & &l ? THA A& A (G [qUIe® deied |

(%) dqUEA ATRAT s Email FT%d %1 Document 91T © % duTgel
Email id a=rsq 9u#l &7 | Email id #7 fasi=mef@ Document Tara-avHeT
FE FHEL TR fqazer qarR T |

(@) T FABRHT ‘b AT Frafqedl ANTH UeT T [TUETHT BT ATeiadrg
IfINTAT F=aTae Tl |

FIET TSATAT QAT AGT, HET Q 4y



73 § 31fdreRa cIazruel

(Record Management)

DOCUMENT
LIFE CYCLE

4.9 Afwer@s®t af=T (Introduction of record)

FTATAART TAGF TR [Afad =dras aredd Tqeg At wiieg | afaom
9768 TR WTITENE ATTHT &l | TATCl STeABITHT THRI AL “of@, FHI, ereehl qrar a1
TR of@” 1 STHT FHELT TRUH B, | ATqer@d] GHETET AU 9758 Record 27 |
a1 @fed ARl Recordari 9Tea! 99T &9 &1 SAHH A4 FEHATAT W& (keep in
memory) 9= g |

Oxford dictionary #T Record #I &4 "A written account of something that
is kept so that it can be looked at and used in the future" afquar @ | &7
araeaHtag Zene K. Quible & & TEiTaw a1 STaTerde AT [aT9w Hraaeras T+
JYART T FEATHAS FRTSAATs Arder@ A+ ("Records refer to the informational
documents utilised by an organization to carry out its various functions.")
T G |

L% FUTAT AT AT A@T, FETT




Fe AT, SAIATT AT FTATATHT BTHBTTET JETvd FITHT B F B &THT JHATT
ET T a1 g2H a7 G AHERAd [daRudrs Add@ 977 qihg | e farad
T T SETAT TEHT e | ATSTHIA! [ TeqHT aid Aol e g | &,
TAATARTE, T, RTAred, g, AAtad, ATaTSieh! hs dAle ATHAER EIeeE g |
FAETIAIGEwd ITAN ATTer@dT gAa+ orars SURPRISE @7 GAT ATeg T B,
STEeT QX1 &9 {9 (Specific), s@maata® (Up to date), I=i¥# (Relevant), @fc®
(Precise), 9¥9ar (Reliable), ¥=«me® (Informative), @m4ta® (Spontaneous) ?
garre (Evidential) &7

Y.} sfwa@st 9w (Types of record)

T PN TIT FAATEES ATHTGH TIHT TCT Tad | FRIARHT (GArqarar fasr g
AT IT & ATHeradTs (Al HeTd 2l aviehyl T a¢l Heedqul ATH@dl (a9 =T
AT THIES, | T ATTerEH! a0 TaT [AFTTAR axiiehor T J=dq EHl S

(%) stfa Ageaqul Afvea

ATFTH] STAARAAT ITANT B, AAATTH] FSATAAR] AT ACATALAF, FIHITh]
FSATATH] AT (I HeTa WUH ATei@ss Afd AeTaqul Aqe@ g | ATRTH FFH]
ATTReRaT, IEETHT, g afe=ra o=, 4feres Frgaresr yaroras, fAei arafaarer=r gamfordg
FETSATT TAT AT (ST qeafegd Afq@e® AF=NTd 9aa | TG dTn
AT T, TTAH HBRIARBT HNISATT, F AT THCRATHT RIS TAT 0T
AT ST ATT@e® Heed Ul grg | ARl GraHHT I9Tehl |iqdr, Hiad, Aifd,
fram, fammeT, A9 e, afer GnTdn, ATl wfiera, omfed qRe, BT afqaraT,
HITATHT HETAIU ®AAT, GRHR qrta qifed ¥ gxqreaeorg T geateaa fafae
JHEREFT ATT@e®s FewdI0 gra | Tl ATT@d] Aewd Hiecd FH Aagd TUH
Terafe et g T fa9TT AT FTd T | TS GRBR QU ATHRT TET FET T
Afqe@dTs a9 a1 qhRd WH F |

(@)  wEwaqut Afwera

fafyer Twoaes et o ¥ afE; e (AR, ERATedRor ar TR T A
FNTSTT AT AfAerE Aea ol Ao g | ATTI® FRIARET FFfead RIS, Heedqol
FAgeI qiqaades, Ao fAaior @ s afreradrs a9 IR e
afeheg | TaT AfTe@ FRIAT 919 90 I ¥ TUFHH a7 F¥aliead HH a1 FRIEARH 28
T FARTHHH AT g |

FATAT AT TAT AGT, FET < 19



@) Iyt afieE

AferEE® & | AT ATHO@HT e AT Joid, qary f=da, dwaeasaed 99 2
Jpud, foa swrars, (e, o@ a1 A gidaed 9Es | el ataea@es R
EIAT ITAN §5A. | TN ATAe@esals ATaeqHhal T STAMNTAT 4T TATSI TEaraed af
TIeT GHAHEA | G0 ¥ | 79Tl GhRel T a9, dF a9, =¥ 99 T qi= auaeq
AT JHREF A A@ATs JTART ATTGHT BTHT FIHII Th G |

(€) FH IuawEh afieE

AIAT @Y HETd A8 ThRE] ATq@e®s HH ITANT Afqer@d g | & Tehfep
ATTerg TRETT T IRGTE e o | TeRoT Teh{qehT (aa, faardl ®REe®, STHHrl
THAEE, FAAHAS TAIAHEE, Teh T TANT TS T STANTHT AT TRATAAT THUHT
AT, AT, F9Ts, A9A97, Rl A9e, qeqs T4 99 A1e I FH ITART
Afyerg g | Il Al eEE® garee afeuals Je a1 g 1ieg |

AT BTG Al A F FRSIAD] HETIAT (A9 e | ATKTHT FHHT
TaTH] SAEaTarg Al AT 9 Faad Afqer@ Heeaqul g STedl STdi
THTUTISAT | ST AT AT a1 TSHEEAT & HEdT FRTSTT HewdI0 grgr ¥ Ha<l ArTog
Tierg 9= fawa TR (HeRor Tdar | GRERT ATTeraeT ghHT ATTe@HT aR T T T
&7 T a9 =T MHaATSH! g7 | TITd RPN TXHNT AT gedTg [HaATae,
030 (UfEell MG, 090) o AfHe@dTg Tk a4, A7 aW, 9= 79, 90 7 0 Juufg
gATI T Fleed gATST A ATHT@HR] BTAT FUHI Tehl G | T ATHRF T
[qerae HeTasd FRTSUAEE ¥ W qUHR] RET Afqe@ e Afqer@raadr e
T, |

4.3 Ve saaedmasl ai=d (Introduction to record management)
afierge® afa=qT YA TH G T Fadd ®YAT YR, ISR T JYTNTHR]
JAR=TAr T T ATAE@ FATRIIA BT | TH HHAT ATAA@HR ATHR aled Hewd
2= | FTATATHT FWTATAE® YT UG, AT TR AT T TANTET U, [eaTs T
feraTearaars afTeg FazaraTHT qfdeg | TI FKT GGIASTHAT ATqer@ AT
A3 (Record management is the practice of maintaining the records of an

organization from the time they are created up to their eventual disposal) |

F = FATAT GATAT AT AQ@T, HET



F AT, TS, ST a1 TLITHT (TP TIA AR (i1 TRTHT AT HRATTITRT
feataarr fafa= fHemesaTe T g9 ST faeaa HITsiTd qdr Afaeradrs df ST
1 ATTAEH! Hewd, Thiq TaH ATGeTFATH ATARHAT AT ITCTHT AT Aaarad
I ATaedeH FadTars Araer@ aearad (Record Management) 9i=g | &7id
F UM TGTSAAT f@a FNTSAATE a¥, Igiaag ¥ @roiel HgAT Ges a1 JIed
T T GRITT FIHT e TR § AT AT &7 | (RSHT AT Fre
AT ®TAT I HUFT a7 & At BT a1 T&ATasials (e Aeed, Tehid
TAH  ATEAAFATATS GIaTTd LT Afqergsl YR, fawa, awaraty, difdear sfaesr
ATIRHT FeAAIT T (AT AT T ITANTHT ATAIAFAT §aT el YT T Ffehel
TR FEAR=Iaar yaTe T FE T Ao SEawEraT &l |

(@) ATHAG FeATITRT Ig9T T &< (Objective and importance of record

management)

ATTSIHT ITANT T IS ATerg AFITIT TR, | FFfead TSI a7 ATqerae
TREAT T ¥ ATTLIFATAAIAR I TARTHT T3 ATAeE HILITIAR THE IevT 2l |
TEEH] AT ILYUEE [(AHATTAR S

() ATHCEHT FAHT T HE IO HITSTAATS AaTedd ®IHT e

(3T) @ISl THIAT T g T BETSATTATS FETT T

(%) GAAT T ATTAGHT GAPT TgH FaAdd T FAMGT IS

%) [ugwdarE AEeds e adr JAEE Iuasd WRTs TATEHN A0 9 Fgar
1T ~> >

(I) Tara= YR AT, AT TH FEART TATST
() Ao &S THY, T T A=Al T=d T
(W) ISl FAIITATATS THTAHR BTHT FoaTeAd T

(@) ATTSHT YR &THT 99 T

(@)  AFEITIA GHAT TR ATARERT ETHT FH1d T

y.¥ fverg sgaedmq fafa © =% (Record management process and
cycle)

Aiqer@e! fasiArerg Al ITANT ¥ [aasiaaF e =RUTAT JHH FETTHT AT T
FUEE AHAE FTRITIAAT T6S | ATAE FTRITIA =ohel FATTH oA (AT T
FATAT AT TAT AGT, FET < 19



#gad (Creation and Collection), @iz (Classification), ¥¥&T (Retention)

¥ fagsi (Disposal) IFAE HTUATE THS | T FATSTAH AN [HAHATTARE FEE

TRUEG FIAT TAILS, ©

(F)  HATAAR] AAT AALIHATH! JoiAT1 a3+ (Planning the information needs)

(@) afver@ TIH gEATR 9 T (Acquaire required information)

(@M ATEET gt A, (g fasiar ¥ @R 19 (Creating & approving
relevant policies & practices regarding records)

(&) AT AUSRUIE AreiArel HHr 79 (Developing records storage plan)
(3  afver@s Ffe=r T g T (Classifying & sorting records)

(=) AfHerE@ STIRTHT qg=rel a1 fHars= (Manage access to record internally
& outside from the organization)
(@) AfTeEe! fqeaaiTaar, Taqadr q9r daided Te=Al a0 T (Managing

confidentiality, privacy & uncontrolled access)

() AfTer@es® Hewd ¥ STATMNTATER SATIRHT ATTeE ARe T faasie awr s
(Managing retention and disposal of records)

T AT T T HAATS Ueh Fehld JUTeldl ®9d77 uiq fag=g | afTera
Joolg TRTH G,

faseT T ag@en FifwToT
Creation and Collection | =3 Classification
faas@ T agwem , T&T0T
Disposal Retention

afger@s! Feafe ¥ IUANT &rg | FavTereht orre a1 el bty ferg sy fereraran qeran
AraTea faeomor 1, fafa=T ffawer seqae am@earT T, qEdT T ar o
JHAT AaTRa W ua faq S oM JASTAT AfTeEdl ITART g | gl
Afier@ o fauareT TR JHERI YA T @Tdeh], ik, ATe(E, TRIET, JTHI0TE
TR AT AP IS |

%O FATAT TSR qAT AQT, FET



Sl T

q. Tt FEhT Afq qEfera IO AR
(®) HATTE T B e ?

(@) HeTdqIol ATTerd THE & 2 7
() ITART T FH ITART ATHe@HT T THATET IaTeX [GHerd |
(") FHH ITANT AT T LT ATerg g ?

(3) ATTE T THATA & Ahs, 7

(7))  ATAGHT ThR TETad |

(@) EHNT BT GeATS HIATAR Feed qearsd " A & & g 7

(W) ATIerg HAEATIAHT F 35 Hewd delery |
. TR JEAHT DIEl IO AR ¢

() ATATEH FE THATS & & HB TAIES, 7

(@) ATHE A [T AT TeTa e |
(@  SURPRISE & R A4 T&T2E |
(&) FH STARN ATHer@ T H&aT ATTerd g7 ATl THard 7

~

(3) ST HATSTe

() AT HETAqw Ao frereo o

(AT)  HETA ATHerE ZEAFAF Ja= T
() ITERT AferE HRATAART Haed
(3) A ITART Ao EIEE3

3. O IR A IO AR
(@) iR 9feer fag T THRET aAT IeERvEed aaT T |

FAAT ToATAT JAT AGT, FHET

%1



(@) “UARTHT AT39 I THe® ATqod gq a¥ dd Afgod 97 &rgad’ &
IR T fag qfte T |

() AT FATATITH I¢9T T Hewd aeAT delald |

[aN o)

(&) Ao AT T AT A9 v fafae fafaer =ame e |

(3) AVTE HIRITIT Fhebl =RTHT ATEAT THR |

fepTaboiia

FUTSHT ITHT AT TATHIT TEhl F FTATATHT & FHEAT FRTSATT 4

\egehT ®9HT AMGUHT

B FIAT T AR T THLITATAR AR TR |

%R

FATAT GATAT AT AQ@T, HET



915 £ AR I Jdon ufdfer

(Communication and InformationTechnology)

%.1 ¥ (Communication)

%.9.9 TAH! J4 (Meaning of communication)

AR AR U TR [q9R 97 gRoT qa7 Gaqes Ab 99 A3 U3al
gfar 21 | ¥=ar #gisi e "Communication” @Tfed WM "communis”
are fa®rd 9uHr AT+ | Communis &1 o¥F ITHRTIF (commonness) aT
fdd®T FIWRT AA99 (common experience) 9+ &3 | IFATE F=ATH
g afedsdl faoR, gRUT 91 AAE ARME FXT A®AS A AT ATgH A ®TAT
Fi¥heg | AT =T ATETH & I (transmitting information) #<#T F==amrs
fas=g | faeqd 9| FEAT TBSA 7 3T TSUHl G TSl HIel FATH I3 T
AIFHITTH JiAfehar STAr3H T AERT T ATH BIAT FoaRdls (57 |

TARATe U ATaqaTe Al ATFTHT FAAT, fq=7 90 g0 gdR T+ Fer
gl (Communication is the art of transmitting information, ideas and
attitudes from one person to another.") 9T Ieci@ TH T | TAATS AT
Te agItas Millet @ “TsaR qehT ATHRT FEIAFT ATNT TR ATHT THHET
gl (Communication is a shared understanding of a shared purpose.)" T
B | T&T Leagans TH®E [agTd ToaReTs ‘T2 a7 gevval el safddiad =, Te,
AT AT ATIAT THATTIHT ATEH TITH TLB THATE IAee® qoaR TRUeHT fauaert o
T AT JANTRT FHI=gHT FTRT gRT aqresA "Communication is a process by

FATAT AT TAT AGT, FET < %3




which two or more people exchanges ideas, facts, feeling or impression in
that way each gain common understanding of meaning intents and use of

messages." Tl T |

AT ARATITIHTHT ATIRAT, AR IR ATAT AR A JuF qA7q F=aawdm (Sender
or communicator), fa9a (Message), ¥==Re# He7H (Means of communication)
T 9T9e a1 yeurkal (Receiver or Audience) T &I =R TeTshl IUAT Tawg T
T g7, | FoAHT Y T YTIH{= el @ faarey o=, e qor gemres fataes
A WIETETE TR |

%R AT fafad (Types of communication)

AT, FHEd a1 XN FARAT JUbd ATHAT HART AT, fa=R, F=en, [
Fifears fatwer aiverare o= afaaars AAEe RS dFg | TIHd 9iq ATHATs
=AM STARRI o1, A, Araqr Rrer e fafa= e 920 MhRes g | 9991
GfeRaTaT <91 FaTeswdr (Sender) ¥ Ur<dear (Reciver) & fa=riT F=<eTehl A& JaTH
T fafae foftaw g | F=ae fptaw Mear 8

SECIRCaRETL
v v ¥ v
sifvrenfer fafiat | | sioarfcpameer | | TEEHT STUTTAT | | q@RTeRT
SATETCAT SATETTAT THERT T SATETTAT
Hifges T=aR A= T== | |eEer g e T
fafed @==m FATT=RE TR | | 3rer =R EIERICEC I
T AR QU FooI1R

(@) srfweafea fafa=t STaTEAT (On the basis of expression)

(1) wifg®w Fafq =g AT (Verbal communication) : T =afaqa
R ATFTET HITG HIAHGRT FIHTAT T [ATTAETHT ATHT AR RIS
dfeerers Hifges w9aTq =7 ==k (Verbal Communication) 9= | a5
YART A AN ool g9 &0l g9 99 g9es | Hifgd dou FIe,
TAR, Ja=, ASAT AT ARE ATe ATAHATE g | TH, TN T ATTATITR
gitael AT AP ITIH B |

Y FITET TATAT qAT A@T, FET Q



(3 fofaa @==TC (Written communication) : T4 T+ @ITUHT FT HETT
a7 fagd I=ar raddT AreHare fdafed 961 9513 ¥ FoaRE! died av
AT ITTFel T¥ TSR (a9 o T TR FoaR fafed F==mw &1 | fafad
FSARFT HAIARATE TUFA GoaR T ATLH T a7 FF FA AR T
qFg, | FoARPT A T&Te faAfgd TooRAT A AU B g I G5 Tl
gy | fadros, fafaq =, qas, a7 afser, yfqass, g8« a1 tquAug ofe
fafad T==mer Iamexer g | fafed g=aw anfueive v gramfre wifvws | 4t @
AT TG TAATHT AT T fafg afq 21 1 grirars frerr fo qaqeeen af@uat
faoar erirer sfve s i fafed == &

(3) T AL (Visual communication) : 4R T @I{TTHI F TAREB
ATT a9 AATq ITIFTAE @ T TR F=oAR 39T TR &l | Al Fwal §
GHT T G THAGEH ATRHRET Aleh TUHT A FoARTST 390 FoaN T
JATIFRT E5, | FEATHT TReed TarSal gl FRITwa] JHiead fauaasdears 5
2 (bt &1 afgger afeeeed ale | 390 =R qrHdTHT 9&dd, TaaiTe,
Ferdl, Il 9I¥eR, NI AR, Tes, Ieerl, Mfear arr e 9384 | 399
AT S[ETS el F(eA T @ieel g7 |

() =T T AR (Audio-visual communication) : 5= =41 T 39T T=R
o] AIEHAHT HIAHATE T TR e 97 AR &l | AR T @IToTTe!
fTaeTs SIS AHH! qUHHATET TRURT Ao TATEFET & a5, | A1, AT,
et fafy, frew, fafass, smarsatedesr fafedr, sartwarcas #Eww snfg
T HGZYY FARE IR g | #eh 9T FooR TATARRT g4 AT afd el
gieer 7 ad v g3 |

(@) =TRAT ATEMTAT (On the basis of formality)

(31) =T ==X (Formal communication) : faffea fawee, @, ugfa,
NI, gisrar enfawr smatfed 9g A" gsur yiwar Sa=ive s 8 | gl
TSARP] JiehaT FATAA, TSTSA, FIT AT FIHRATE ATHIGT 575 | TH THRB
=R YUTATAT fdfad Afqer@ TiE= garel a1 == Sl THEHT 96l TATIHTT
JRTET TAT FTRYT TG SATT=IF =TT FETERT & | A=k TTHT TRTHT
FARET HIAAT AT §eeg, |

FATAT AT TAT AGT, FET < EES



(31)

IHIETF A (Informal communication) : & 93 I Ag=T 9d
fetfed e T3 AATT=RE TTHAT TTETE TE THATTIHT HRTRTHT T, fa=mert
STGTH =T I YehTeehl ToaTX fafd AATI=1¥e =T &7 | OY TRATREH TIAEEHT
fererepT GoTher, ATATATE AT YU TRA oaATe, Bl SATIET a1 ATaoT(eh LIeTdT
T HeATal ATE AT ToaRePT JTEX0 g | AATTaTReE qodATHT [aaedrs
g fam afe wu qrafe fawer wEr Arerar g4 |

() FATgHRT ATATTHAT (On the basis information flow)

(37)

THER T4 (One way communication) : 9591 Ya€ T =Afad a1
ATAHATE AHHNT G T Afaq a1 Jeaed g1 a Saend Jiaa e a8
AT ITTHel T TAT TRA A HITR SAARRI qer @A qoaRars ThlaRl
=9 (One way communication) 9+ | THERT AR gumerr e,
fo fr., Ferdl, TeaToaT woEe ATdede afaars fad araer, Ao snfe 98 |

AU T (Two way communication) : ¥R IFHATHT F=AT 9T
T FAT YT T G TEHT A=A AT w5, A9 FqATE 2R G99 (Two way
communication) 93 | AERT TSARHT AR FIHMI, TARA, AARHAT
AT IR IR T TG |

ST =AY (Vertical Communication) : TT&Ae a1 AIfYETE qodfay
(downwards) @91 de@are AMAfaR (upwards) &1 F=ARAE STl TodR
ATTg | Aol [hrd, Sdqcd a1 3= ATIHRIEE qoall [Hebrd a1 Todl @bl
TEEF FHANAS (45 (Haed, AR a1 UHsl SHerl qafay g4 g9ar
Bl 9 I9! (Ui Jeal e a1 Geded FHeArEe "o e a1 3=
ATIFRIATS TSI TAAT AT Fiqaad AMAfaR g T=aR &l | T&AT F=ARH TihdT
FATT AT GSF (Cross) IHT 9 AT g TS, |

THAAT =41¢ (Horizontal communication) : &7 ITSTHT Tk THT
efaadert wTaTera, HETITET AT 9TET AT TH dEHT FHAR] GehHEEad g
AR THAAT TR 21 | [a=Repl ATETT Y&TH T, Ueh Al IR0 ¥, FTHBT
qRAfe faa a1 s a9 YRl g=ar ITET &7 |

(5T) TESISATHF FANTRT ATETTHT (On the basis of organizational use)

(37)

&%

Tk @==T¢ (Internal communication) : T3¢ @@, Fgwe =
FIATAATT T FXAT (ABTTAT FRT ATFAe®HT [F=A@T T FoARATS AT

FATAT GATAT AT AQ@T, HET



AR Afwg | TR G SO g9 959 AT godR &1 9 e
TSR] HIIHT Al FSTSATT E oA AT oA &l | Geafedd Heprdest
fet, e, (EeTT TaH SATeeT SI=AT X1 FHARIATS AT RIS AT eh TR
I TEE | USE AN AT (MebTvv el [aiqe Hrareadl TR g==r qi
A=A AR o 2T | AT T=aARBT AT TATAR, AR, HFHEL TaThSHT
AT JOTTeAT, ATACR SHAA, SATvAed HHT TG JehRel A1+ ar fafta ITaRT
TR, | FTATATRT FTAITAT AT TRIST ATANE TR Hewd 0 g7 | T3l
ST ASISAHT ATANF ToaAR JOTAT [T BTH g T STTHTA AT TR

ATS FATATF! TFTH=HR JUITAT g A= |

(31T) 9@ A (External communication) : I3 a1 FRAT@T =T AT &
=ARATE ATEd FoaR qievg, | Bl (HHTd, TS AT BTATAaed ATHAT qrafvard
F TITIAT FGITSATRT AfETET AT (A, A, Afad, THE AT ATESTE
EAET T AR A8d G99 &l | d8d g5aR TAER, $HA, dasiae gul
TR, GTTAE eI, TAATSEHT Ra G, GrTaa ar STl TG HeHA
T | JUTRT EERET FATER g ARG GoaR ¥ e AR qeava ]
I FSSAART AMMe? g AR aed do4r &l |

%.3 ARl HE<d (Importance of communication)

THTSTHT AT T FHET el Ui BT Uehet T HT TRTE S5 | 7 sheleieT TPaeh 3141 6] a1
T T AH (B! HUFIT TR Teh Aol TEART I T ATIRAT qeachl THT Fad I
9 | B AR, FFETT a1 AT FH GEIET T GodARE Hewaqu A
TR | FATATR] FAIUTAT SFATEIT TH Fraegd1 [aiqe FFREHT FoAAT qdT
SITATEIR] ATATH Y&, faee™or 91 ITANT T Ies [ IR NE FooaR TR J¥#q
S | TEARHT ATIRHT § AT JAR T, B e 9 T 97=y T Hqgeor 19
Al | HTATATRT FHARTHET bl Hi &THATATT B T % B BIARI [T HhTATS
feq dfbrg 91 FATSHA TH HE G I FAATH ATGRHAT T Mg | TG99
JIRATETE I AT ATITTHT  BTHDT AITHT qAT FAGFITEA [Eafqehl Heargar
MRS, | T YR HIATAAH] HIHH! TCHUCHE, IOMcHE T TR TeTehl AT,
HATIAT, GAFT T [T AT TeTHT F=aAReh! G99 Hewd 87, | oAb Hevadls
[HTTER JaNTT ®9H Iooi@ T Alhg,

(F)  FeTEwHT o= AT qAT AAHRID] AR GaTT T

(@) YATIRRT eI T AJcadhl Hd T

FATAT AT TAT AGT, FET < %\9



M) ST TAT AT ATTART ATSTATEG =T T

(})  SEEEE J9T AEHFET ¥ Fareqd T4

(F) AR FaER, AW, faq qur eran faera T

(F)  FTSATCHE FRAGERIAHRT [GFE T

(B) THLT FHETHHT IITT ATAFIT T

(W) IS Hafedd, TarAmany ¥ fafaa adrs+
(YF) SATIETIE (eaRaT T TR aad T &1a |

%. ¥ AR E[AgE (Means of communication)

TARH ATAe® F¥eh B¥eh g Ta@d | GHMER, [F9R, R ¥ JHeedrs Geu0
el fafa=r argEE TR vy | Aifgd ®HT HMER 9STSEr /I, ATeRrera,
e, fafed Toar g==ar Tl fadras, ATereranil (FEr USISar), doe, WITa, e
=T, TAYTART, HA Fra<de ATGehl AN TMieeg | FET T ITgebides ®YHT F=aR Tal
T=dr, ferge, T forT, amamer, @, fadt snfeer gomT ifves | st favaar 4% fepfamer
FHER T[S AGAEE TAATH 8T Gl | AT ATaeealls FHAH T HEITAT
frefafad @ g g&qa T g

SEC ILEREATL
AW TSR T8 fafaa g== aem faer == @new
STAARI® ferdra, IR ATITE®
T 9T AR Q& AT TATAH, P amaeEs
AR AT TAT BARA ST, AferE Hfeefafeares

(F) WA TSR A€ (Human means of communication)

FoARHT TEAEITe AT AT SATFHRIP] AT TG T HH WHAT ArEAane Mg |
T SATFTATS FEAT AT FATHBRT FTASH RIS T AT ATaqe AR AT bl TETATS
T SATHHRI TRTI T AHAT FAAATHT FoAR T Ficheg, | THTITAT HIHATT o9
It fpfaaed g1 TAaFI%hdl ATAHae g5 | AAd Agaere 959 T&l Joael
AT Hifgd TAT ATSHITH TooR (afeTedl daeFay g7 | 397 &0dT YUHl qa7 I8
L~ FITET TATAT qAT A@T, FET Q




&THAT THUHT WIS 3IATCHE AShh! HIAWATE, 9T STHAT THUHT HIAIATE qATS
AGHAHT AT A ThdHT AATE I AT HIAGATE qATS, SATg, Thd, =
39T 1 [afgd ATAHETE TR g | SATRd, AT, Fa=, AT, FHT=R 1=,
gfereror e AIAATT AgAeTE Ioael ®IHT g F=4R [diges g |

faf= FTATAAFT THaEF, ARA AN, FIAT AR JUTATH ToaTdF, goATh
TN FAX FATHN FHEATE a7 GoAT JaTed AT A% (7T g7 07T FHART GodAR
AT Y&TH T TR BIH TGS | TTaTeTehl faerd THUH! AaeThl GHISTHT Aa
HIAHATE TR & T4, | AT AT Goraal (a41 oar av9a afq &7 | f&awra
FET THAGTH TAATHT T TR ‘FATA FIIT FATATE ATTATT Fo=THT (e THT
JREHT &qHT [ Ficheeg, |

(@) fafea ar ﬁﬁ?‘f Y A1EM (Written or printed means of communication) :

FoARebT FATT FATTRRT FTe feifad a7 BUTg TRUHT AT &7 | fafaa g==mesr gees
TR SIHT A& &7 Aa9TF &7, | fafad ATeandre g 9o HH A=HaR gl ard
Il THTITRT EAT 6w, | faigd G=aR JAfeTd AT, JATUTer a1 ARIhRATaATaHel
AT FIE® T T THATTHN] Gl TATIA Aaaad g, | ATHI A AR T4,
TAATS A ®IH] oo T, [Feagq=aar H1a9 T, F=EH go Tegesias oad
HRIRAT HTIH T [ARad T=aRebl TAN g7 | fafad a1 Higd T==r A= (=m0,
TAATAHT, T&h, ATTA@IT, TMER, T@ITAA, AHBRI 97, FER AMG TaSA |

ferTarT o7 w=aR Arde fasE qgar fafad Frdram e 9aTe T g dardl faerd
HUHT TS, | BT [drgd (o, 918 q91 qidwal AT Y& T+ 44T & | 8T gelleh
HATHT T fageira gfafadr Aremid 3 F=aR Hardhl Arhuadr a@dl 3 |

() fa=rfaa @ @1EM (Electronic means of communication) :

[~ JpReT dghd, (Hed, AR, dier a1 Yk, ATdrsl, TATEH, THRITATATEH
FEAEE a7 AR A1 ARET HAIAHEE T8 g1 =aRdls (qgdd Fo9R A, |
faereirr ®9H1 F=9R &l aRAled a1 ARRIEd ®IHT U FTAATE bl TATTHT A1 TaTe
e, | TG JaTe g GaTeTe fatae fasreira gfafasr yamr w8 #ifeg W gareH ?
I ALHAATE [SHITST TR JATE b T FTHehel T TR Frafeep! foepra quas
T | ASAT b, TARIFARA(dF qgeobd, TlalATE DA JUTATATATH fafare =T AT
YR T4 H (g oERH g7 | UfEedl FRT AT Jiaiged A qUT F56R
JUITATAT TR FAR ARacHHT PRI (GATd TR SratAeAl AT F=ATH
AT ¥ TRUHT T |

FATAT AT TAT AGT, FET < %<



AT, FeAtIT JAT Ahdesw [FIAT EIH] JATE T T fagaH fafaw= arameesat
faera U B | AR AR q&F 35 YhRE dgqes WH G T9Hl WHaeaR
fafuees st: Yfear, afafasm, dfawm, s anfs ¥ #ve wfafugrr sxafera grazmean
i geur fafues S g8, FaTEe, AueaaR, dtedr fassra wrafae, amEiTes
T, AiceAlear, THHTT ST e+ qead | =i aoaRe aaded drebbaadr
TEET BIHT WWHl B |

.4 FETAGHT GAR HaeAq=a®t faftl (Communication management

methods in an office)

T TS AT FATATS ATFT ASTSAHT IEYAATET GAR UHIAHT faebray T
¥ JEA%Y FAR AT a0 FEEIT THdAls G99R Faedraded &A1 [ag=g |
FSTSATHE A& BT T HTATATA ARRT oA JUTATH] ATAFT TGS, | T THR

o

FT AR JUITATRT (b8 T AaedIohet fAwafafad #res T,

(F) FHATATR T AR IeTATEdRT IUMITAE ATSTAT qAR T

(@) BATATR] GIAATAT T FRIBRATATSTTRT TFATH AR (R ATHE T&ThT Tre=mT T

(M I=F AL AT AqcAb] THITIFT FoaR FALATTT UHISHl FaedT T

(F) AR AN I fafaT AT qie=r TR qauwa] IUAH ATITH Gl
T

() TS AFATIHIGH ATARE TAT dd oA IRATHT THEadl T Fwae
ATagATAEdR! HIATarT TATS

(F) T BRI, ATEATTE, TABRATAT TAT AT JeTellS HrATATR! G faferedr
ATHT AAHRT RIS

(@) ATAA, AT, FAT Fiafgebl TART, 1 TIT TSUTUGRT AR AGEITH]
QYR TG A |

%.2.9 qTeAfy®:  qAr dgA AT FJEATIA (Internal and external
communication management)

ESATCHE FTIHAT FoaRATE FTATAT AT AASAS g TR T HTATAT AT
FSISTHRT AMMeY TRA TR T HET 3 ®IHT JALATIT TG, | TGTSHPT [ ATHATTET
AT HIH T TR fafqeT gerel faeeivor TR eI =aiked qa1 aed
TR AL TS, |

\30 FATAT GATAT AT AQ@T, HET




) ATANH GoATC Fqeq (Internal communication management):
fafad T=aR, AR (QRafed, aRRIed), T, Irae, Iravrd T ATNE THA, ATAKE

TS, ARARIR AT, SAATATIH AT JUTCAT 3AT(E HIETHATE AT TR AALTIH T, |

(@) dEgd =AY AIEqU (External communication management):

STHHIE, §ATH, FAT, THA, qadTee, AASd qadT, e, fatasd, A=riwar e
ATAHATE 1T qodR AITATIT T, |

fafs=T HTATTaHAT X HYh ANHT ATARE AT A6d ToARH TEHAT oAb TaTe
fafa frafor TRUHT 575 | T THRET FEAAT T AFERN FHA HHART a1 TINIRRIA JTAS
RIS, e THRATAT AT YATITETS FHEET FAAT T I AT % BT G a1 TR
M T T & FEAT AT AR T A HT TSASAH AR JOHINTHT FHICTHT
T3 | JIAEY [l FAeTaAT FoaT Aferspr a1 gasar dre ¥ gEar At wr
FATATFT HETAYU T ATIFINE TAAT YATE T FTT (AR 573 |

%.% glh 94T (Postal service)
%.%.9 gAT®®! I¥=T (Introduction of Postal Service)

gaT faf@q Fedida, 9rda 97 qfa=l A1ed 9a| 9 F4T @l | [geaer gdrd
AT AEWHE AITq AIHRT o YATHT BIAT TAAd Tehl g | A1l e
TATFHI & JaT fad gAFT FFOAEE wRaw aft 9w | garEd uE SIS E
FIAT T qfdvar ARl SISHT qATSE | ToARF ATAF ATTART [abra T
FATATHT faf@d fardiaa uhdrT F==Rel g fagqr | ardrarq qgr gardist
IIAGHT JITE BIAT (b1 TATHT AGTITHT Teh TSNS ebl LATHHT (HSMaa AT
TaTH T EATehehT TATIAT TUHT &1 | gelTehel ATTebebl LSRG 397 faaerepT fafeqe Tarar

TR gaT T TRISG |

%.%. ATHRATE T TSTIA AT (Method of sending letters by postal service)

gAThaTe FoAR T AT 9 A= (7w difeusr =g | garhare qorsa afe
Ferdaa qam qrideedl M= der T drdew AT Tewg | gardhare Tared e
fAft=ra oo favues | a%aT 9ok g% fadheare a1 galie af=ndl JanTere faquds |
gATHRaTE [T TaIS T T YTIF FAh] T EATH SITHAT TAH! GIHAT AGH ETTES, |
gATH FoISTTT qTIeFeTs I¥RTSH TR TTFATS Bl T4 | gellehel TST3 fardraaars
g fafeeT gerar anfieRRor TiRus qrges | AHTETAT AR TSIEH ASTAeTe
IR T T Tl T T g2 {opfaauy a3fiweor Tuerr qrges; | a9 AT gArhe

FAET oA TAT AGT, HET 9




fAf=rq gr=maT garsda (Aerogram) ¥ gaTehua (Postal Card) IHT T=eAHT ATTH!
qTgws; | AERYT 97 (General Letter) AT &8 yrafqsarar fa faeame qarg qu qrafa
Zal 97 (Registry Letter) @e 9+ UTafHeparAT @R T8 | IAT TAATS [@al ®TAT
TSTSH HTHT qA9=T 961 qeeb [+ T g 99 a1 (Express Mail Services) &1
FIAT 97 J=ATH] ATEUH G | AT AT 99 GHtead GTIehel J¥hebl THTIEHT
AR T YUl I¥RTTHT THIT HRMHT T TS, |

%.%.3 §AhaE T8 g G9EE (Services provided by postal office)

EATHA AHN [ATq= TS M= AT dghde® (s AAEId ®THAT ST
T Yoe ARl TErg | (g AAFe®dl Jousd oY a1 Sifde deaarars UF
THATIT gtk qgeba (Postal Code) fam T <éT Agebadrs ad (Hebrae SMTHT 9]
TN T ITEhT TS | AT ST F AT @Ioil THIET google maps ST ATdAF
farerefrar TR FHA gATh Fgebd TART g Tl & | geArehebl hrH {9 fafaa fFerdroa
TR T &1 | (ISl A& IeTHaTed gareh MR=d die ¥ ATHR qUHT ATANE
JEqIHA ATeH YeH M (merchandise service), Us# TITHATE AFl TATHHT THH
AT T 1897 941 (Money Order) ¥ geTe = 95 (Postal Saving Bank),
feramo S ot qar sEantas JaEEd 9ae e |

%.%.¥ gATh A9 (Postal organization)

AATAHT FAT HATh] AT JLATARIA MEH] TATHT AR ITgeg, | Il ITATHT
Ferdaa e YS9 FTSl gl ¥ IEF I 97 eTaefaar dERIER T9 9T
geAThebl AT [9AT | AT HaATehl FIAWTA ATAAT ATCHIATT AT FLrRebl ATATHT
fa & 9233 3@ wUF g | A, Q43¢ AT T GATHURB] TATIAT HAT 9 fa " 923
Mg = AR = gered aierdl | A, %3 AT SUTHT Bl (debd TR
AT | AfqeR AT avaraiel Hedehl faehe ebar (9T | fa & 09y araaen faqerar ferdr
TSTSaT AR feda IR qergeaAr 9+ fa.6. 09 Arer Jema q 2@ quredr feke @rey
faeaer fafa= HaFHT Fordl Tarad w1l 9Tl 9AT | 8T JTeHl gallh ar (g9
BT AT FoATA T s ld [P 81 | Ulegee] R AT Glaferepl &HT AU Faa¥
ferehTRIehT SBTROT AT gl HATehl THTARINAT H AT IGTHT |

gATh HATHl J=a [qavR Whl g | [a99 gare G578 (Universal Postal Union
- UPU) fa9ael o IUTEEhT gTeheb! ATSRT TGS &7 | AT TIFd I THhT FaowaT
RET Rt d TS 27 | HeTeefiar q9r &g WRAT 9T galh TSSTaEd dT+h]
FEIE® TEHT S | THAT qIT GT=T &9ehT 39Te® 9ae el Asia Pacific Postal
Union &I T fRansfier T8l 3 | a7 A7 39 TSR G5 TEh B |

R FATAT TSR qAT AQT, FET




%.%. Y FATATHR! T TEETCAT gtk qarht 3w (Use of postal services for official
correspondence)

T FATATRT YA THAI A= FATAT AT (61T, STAFAT AT FATITEEERT &
fafEga qAT=ReeT AeH AT T FATAIR TAdTEd a1 TeARE® g1 a1 d 99 AR G
T AT Y& T T 9T HRAT ST (Mebrd g | AT [atgd T IrHTiTes STA1
TATAR I ATITHT §ATeh GATHl TN TR FTATAART (FSTAEE qTIFdATs TIe7, |

FATFATRT FIATAATT TATSAR TN GATH (LT TLRT TAHT AT, AT, faeha, STTATRT
TEEATHT ATNT ATE HIebcAehl TN, T3 ¥ THRTTH ATABN g ATLT ST (HIHeE
AT THIES, | FTATATA GATHHTR T TSI TAATS THLT @IHEET T @THAT TI3H T
AT ST TTHT ACTIES, | XA T ATIROT TR BIHT, TAT TAHT ®9AT a1 Z
T YATHT TIAT FEL TS &l AT IR0 T gareh I¥hisd Tag | gl a1 JanT
TETIART e [aehHTRT a7 AN AT T FIATATHAT ATAYAF THH AT THIES, |

%9 FSAAT A1 Jfafasht #g T TUW (Importance and uses of

information technology in communication)

A= AToT o feafaept fasrg et F =T qar geawe fafa=  fafa 7 agfaer
forehTr & ATTHT B | TAT GfAfrdT QAR @ioe A HHAT UfFedlr THIAAT (b TUHT
FFX JUTAH] AR AT ATHATERT HIAHATS TATEIT &THT G T FHITs
AT giata wiAUH &1 | g9 9245 |1 Harold J. Leavitt ¥ Thomal L. Whisler &
AT faehre T F==ara fafa T gumerers Information technology AT feqdes
HAY TRl TRUTG, T Teaehl TANT SATIF BIHT TR I |

TAAT AT TATSH AGHAAA, [qIAT, JaTe, HUSR TAT ITART T ATNT TRURT HFIET
FAT TASAR ITFRIH FAIT JARTATS =T Gfated Aiee | =rar gfataer qramaaar
FFAEY TAT FFAIFN ACAGH ARG g TAAT T AHFRIF JaTE T faraars

g%13g | (Information technology (IT) is the application of computers and
telecommunications equipment to collect, analyse, store, retrive, transmit

or manipulate data easily). fa&qd S| =T GiatgHT fa=cg AeaHaTE AT
JITRYT JAT TR & T JebeehT TTI I TS | BTHI afead &0 JAET T
AR JIFIVEE T ETHIA T G GAAT Grataer f&war = | G grafaer e
qRAfEd T qRI(ed HiggHeTE F=9R T+, magnetic device #&H data storage T,
ST THREFT [IATUTCHE TAHNEE FEs BTAT TARTRAGHE AT T ATSATHAD
AN T ST b qiale (e U S |

FAET oA TAT AGT, HET 93



%.9.9 =T qfafast HE@ (Importance of information technology)

AT GfafaerT Hewd TA@TER, SATTATET T4 ARFR IS G | ATATHT FIAE, Ferar
FT FISTISTATHER TEh] Hewd Al a1 TRAT=, Bh Hieh g7 I3 | STk U,
SATIHT, AR a1 JUTAT =TT G =1 Tieh! (99 AgTa Webl G | THH
HeTadrs M= T &FH J&qd T TRUH g -

(@) T JOMAl T F FagRE &A=0 (Reengineering or work) 9
(@)  HEAGEEAAr frgdr 91 FEaar (Maintain speed) #EH TH
[ FEYUTATHT FA19er T fearar (Accuracy and consistency) @m3T
(|)  FEfed F a1 gl feaattaar (Reliability) #@E T

c

()  Fraargdewl Fareqd I9an ¥ givared (Efficient use of resources) 9

9.} AT gfafast W (Function of information technology)

=T gfafuer AT ¥ aRErTETd 9w FIHE GEEEHT T g (b, | B atT g
AT AT ol qEafead TRHRATAT qHeT FoaR T, TXAT ATABIIHT I, ITATT T
AT TANTHT AT TET AT &G e ¥ FIehT WIAHATE FaTeRieh, ATHIEE a1 FEINT
FTIFFATGAH TESHO T 7 GAAT GfaferebT w71 &7 | THHT e FIee MeaTar S :

(F)  qTATSH dgHhad a1 g (Data capture)

@) dTE® AvsUl (Data Storage)

[ "= qar e 9eg (Data processing)
(%) g=H1 9g9e (Storage of information)

(3 g yita (Retrieval of information)

%.9.3 FHET oA T A@HET AT Jiafaadt ITAWT (Use of information

technology in office management and account)

AT FFIIER TAT Zraweid ST FIATAT GG Ahd Tag | (a0~ bTH T
T IITHT HIAHATE FATATR] HTd ToaTATHT HeoTdl TIT TATARIAT g U AT
gfalael ITART SGET FHHAT Whl G | Fraird AeabAl AR AR AHAA HATATH!
TSATAATHT g T H qoATd AUH] B, | FATAAB] AT TAT I£T el AT Haraa
JepicTerT, [AR=aY q=arerd gad, HTAAT AT [URAR qT TATHAT FEH T =1

9y FATAT GATAT AT AQ@T, HET




gfafael ITANT &5 | FTATATA THIA oA TATAHRIATHT AT, HTATATHT T
g qAT ATALAF [T bR AT ASHAA, HISRY, [qeeoor T ITART TR ATHT
af I9 gtatael ITART g7 |

FATAT FoaTATH FFASX T TqATS Foddd T4 qT@9q% 99 operating system
AT T windows 1 F¢ TN 875 | THATah FIATAAR] ATALTRATATHRET (a1
TraauE® A HATAT oG d AN g5 | Mocrosoft compay o faem&
TeH Microsoft Windows ¥ Office package TaswaT @Iehqd ¥y JUTcies
z1 | Office package #1 fafa=r qureimer afq Tae, 9 T qTaR @gre qawwal aal
TANT T |

ST@TehT STHT i @IS T aTehT o TRUATs qHT [T~ TUIaRE® (a1 U
B | TFHT ATNT AT HIATHT (i1 A1 T, TSR T Geiiae T+ ¥ database
management JUITAa% [hTE HUHT G | TXAT JUITATHT AT Ta? AGT TET [ThTdeh]
HALTFAATAR [ATH~ JhRPT @] TIRAAIEE (qeh1d AUH] B | AITA AP
TG JUITATHT =1 Jraterehl TART W asie fHar@r T TSA Jomed, @ et CGAS
JUITEAl, A Tl o@l A&l SuTRA AT JUTeie® (abrd AURT @ | el
&repl or@m et arr Tally, Oddo, HostBooks Accounting ST 99 Jormeiies
e A | THT AATAT [afqeT FFIAT TAT AT AT ATTIAFATATI R THIEE
GIH faerd MY ITANT T TG |

S H
. d9H TEEET Afd Bl IAY Aetd

(F) TSR A & g, ?
@) Hifgs ToARE aET TR |

(M) THERI oo Al & &l 7

(") ATANE ToaRHT TARALET IAEUEE [aqad |

(3)  AATIERE AR F ATCATHT g ?

()  FARFT FA A AR I J&IT THEE |

(B (IO g59R qHH & &l 7

(W) IR F g5 Hewd AR |
FIAT TSATAT QAT AGT, HET Q Y



() gATh FaT ATl & e, ?

() FHAAT Giatg TR & @ ?

R, TCTRT JIFRT BT IO ACTH :
() WiGH ToAR T 59T ARl F¥eh ACTEH |
(@) FARH HETdH aRHAT Ioci@ el |
(M) HGHT=T e 399 AR (b TEl TAEFRI §75, T& e |
(F) AR AIAH TEREEH aeAT SeTHT ==l THe |
(3) FEAAIAT TR FALAMIA FALI TH Ficbeg, 7
(®)  FATE YAT FATATAE & F&A JaAE® a8 g ?
(@) AT FiafIehT q&T FUeE & & & !
3. TR 9T ATHT STX &R :
() AR [HfaHe® ool T4 TF [RaH®T §5 qeeial Saeew e |
(@) YATEH ATIRHT G FSARH [HaHH! 09 T |
@@ geEndr 9=y TS angiae IIET a9 HeTadT AT Jeied |
(&) AT gfataer aefie aier f§ a9 Hewd dRNTd ®UHT Seoid TR |
I[eaT [eeTer /i)
(F)  TUIEH [TATATHT ATATES [ad FATST FAHH ARGAT T TUTSH! HETH (qandiars
FEL TAIAT 7 AHEF FATA T TR AT A1 TR THRE |
(@) TSR [FATATA AT EHE ETH] @led a1 g2 TIal [Fardiars Geam &7 faareae
AN HET FoARE] fafg AUATSH Ty ? AT TR T BETHT TET M0 |
9% FHET TSATAT qAT AQT, FETT Q



qi3 9 QRIGARI (Business)

9.q gaaE®l Ufv=d (Introduction of business)

SraeaTIE AT At fafae farearT wdg | awd e fRardarTare & T w5
AT S{a faTee! TR I g7 | HIaqd AIarT Few ATl fEqeht qT 71 79578
sl fed ¥ FeATuTeT AT 9 TRvgH | a7 fRarharaeTe Ee AiHE At
T I AT AT ST (HaTeet @it feferd aree smasaes g | 99 Yot aafeds
a1 AT ATHHT ATRT TR [RATharadrs qraT A4H Taqrd A3 |

feash AR FAAAS FH FAAT XA TIEA AATATATE AASG | A Ad THRH
FRIATATE AT A (Ao | G@TT T AN (HR=ra gofl a@mr 0 Siifas aeq
TR AT FHIGH LA B HH HUH! GTE, | T FTAeE T TAH JATH Jeras
7 fafraae T awafead gvar | T THRET AT a1 a0 T Tiiae qrewe!
AN =g | HATH FEARTHT ATHRIEATHR ILeaATar fafver anfde feareeard
FoATAT TG, | ATAITAFATHT el FoaTeld g TLAT AF [HATHATIATS AR
®UHT {573, | TG AT GHFT AN ATHRTARAT AATAIAF Tcashl EIHT 6w, |

SAATHT ATHT ATH TATSH SFeh AP I AAeEdT ATAHT THTSTRT 7
IR HAMer TEA® IATEH T, TgHA T 4T fadq=ur T Fes THET g7 | T
TRTIeRT FTIEE [afq=T TehTRehT & TUehTel aTIAhT AT AT THRTiehell £ | AATIHT
At wRTEE TS T &7 AfharT g qfba | 73 fafa=r fagrer sragmgers
FReF Yk SOHT ARATIT TH B |

FAET oA TAT AGT, HET 99




Peterson and Plowman &7 fa=RaT, s4a@rd U3eT I&d1 &1 &1 AT fafiv=T afades
IR fed TaH ATt AT e ITARTT & a1 GaTewed! (& Ha g ("Business
may be defined as an activity in which different person exchange something
of value, whether goods or services for mutual gain or benefits") |

Prof.L.H. Haney %7 #TAR, a%(g®d! Hd [MHIGRT g9 9T TH I T A4

feRaTereTa 5 =9a@r &1 | ("Business may be defined as human activity directed
toward producing or acquiring wealth through buying or selling goods.")

C.F. Abbot &1 ¥ @R, faAT sl 2&aard 2239 gieq ("Business without Profit
is not a business.") |

A1 qRATITEwaTe AR FASH Sead a&qdl Icded T @R faehl T a7 a1 A&
GaTH 9 FAATS AFATIHE EOHT qiheg | d¥ ATAT AT AT TLAT AT G
B | & TIHT ATRT AT FVRI e FIAH] Foarad T @rdl (Good will) #F9T3,
ATHT FIAFETEAHT TATIHTAT, fqaqeataar, eqar emfad T9 Hraarg qiq ATaranas
FTIH TIAT (dgvg | ATIATE FA JATadh a7 qrfes &I, T q41 ATt
HEITHT HTAHATE TR &7, |

9.9.9. s favmaee (Characteristics of business)

F AT Ueh a7 UHHT TEl ATHTeseedl T T [HI=TrHT Iargust gvg | fata=
faael AT T (Aol T9e, ATHANT EIET TRA GG, FAT BEAI, Ggb qgT
farirr @ea, form anfe soamaesT IETERW &9 | SEATT F AT ATHREFN g7 T F
ZAT ATHRET Ergr] | BT GG FTTTT TooToA TUHT grael A Hiaaa qorfeT 2
IMEY AT ToATAT TEEHT e | TXHRA UM el ATTANIF (AT T o, |
T THRFN AGGIHT (qFArargd THE faaudes gea :

(®) sfdw fRama@ (Economic activity) :

AT fafa=T afde® fRarhardes THEL 76 | AT Isil aw AT, S,
AT, B, R=a=ar &1 dede® o |

(@ & a7 gaenl FRER (Transaction of goods and services) :

FAQIIAT & qAT JATHT IATEH ¥ FRIAR g7g | TEAT FRIGR HIGE Fedh
HTIRHT T, |

(M Searen @ faf=@ (Production and exchange)

FE qAT FATH IATEA qAT (A HT ATAIHRT AT AT B | TRARSE [AiTHIR
ATHT HFE qEAT T |

95 FAT ToATAA qAT AGT, FET



@) wREE fFafiaar @ et (Regularity and continuty of transaction)

ATEANTF FREARE! HAHAAT ¥ FIRATd Aadd 9hd g7 | AaAdH] ThadrHl
ATHN AT AR U AT F FIRdl ATaeaF g7, |

(3) Raw ar sfaf=aar (Risk and uncertainity)

TSR] 9T ATRT AT T T JTIH AR g G e AT el 87 |
AFHRO AATIHT ATTIIAHAT AT FTGH 9i Fiied g |

(/) A (Profit)

FFAATATS SAfeed Ti ATRT Faard T Jd TRREH! g7 | HATRT AU 9+ ATATATS
faeeear fam afea |

9.9.3. ag@®! Agea (Importance of business)

FAATIFT HeTqdTs (HFATER oo T Afehes;

(@) sf¥® g (Economic progress)

AT e G FHT AT GATRT HTEAH &1 | AT TR AT ATaTITH ST
ARTAT HEwaqul AETTH & | GATATAT AT T TF7T &3 |

(@) SR et @™ (Solving the problem of unemployment)

SFATIR] HILHATE 8¢ AIAE TSR T TGS | SANT ¥ ATl faeprareme §
SR ATAREE (ST 5 9T AGaT TAASETATS RIS THLTATE TaTsd Alehed |

(M  argawr GguEnr (Use of resources)

TAHT AUHT YTh{qeh ATaHewd! AgIAN TRl ANT 9 TR Sl e el
g% | SEUNT ¥ AT ATAHATE 9THT HUHT F=al 9a1d ¥ Aar Fardadrsg Tae
FIIANT T Al |

(&) e qiftaeRt @ (Sources of revenue)

A FRERATE ATF g g7 T T ARSI dad w3 | SATITIE RIS
TR T & FEI AR alg T |

(¥  shavEa T gaR (Improvement in living standard)

AT AR ATAAEAH IR AT, | AT FRIAR TGET AT GG ST T
TG AT FETIATA STAATD] STAALTTHT AR & ST, |

FATAT AT TAT AGT, FET < A



(@) qfg" weww g (Increase in national sentiment)

TN F FIHT ThHA AL ATHITHT T FeTH &7, | AMGF YWIael TG Bae T 7ad
&g | AMIATH ATAAT T AT+ |

(@) fagEft 791 asiw (Earning foreign exchange)

AR [qFEEH AegHare A AR FgHT 7ed Ty | gFare faqell "a1 s
T ¥ TQITAT IATEA Ag+ a&d AATTHT FeoTdl g | T [Faefl SATIRAT ig TTAT
fargefr war Aot T afe=g |

(F) sraxitey @aeast eqmar (Establishment of international relation)
F9THT SATAFIIAE ATATARY] TUHT TSfTF AT dg, e ATIRE HaaX IIA &,
e KT Atard g MG 7E FAraRiied TAH] TFwd 1T g9 S, |

9.R AT TREE (Types of business)

FRIEARH TH T &FF ATIRAT FAFAATs JAN, TR I FaHas IIH T A
THRHT ditewg | FTIIHR HET THFRATS a8 F&d TRUH S

= o |

AT AT IANT I}
TATT AT I
Y Y
AT Qa1 Fqq™
et =R
faraef =

(%) S9N (Industry)

FEAEEH JATEA I AT F&IEwHT ITANTAT fi=1 79 (Creation of Utility) @ 39T
A3 | Foal TRTITs TRadT T el IATEA T HHATs 9 IAN A5 | IANTATS
TAIH HET A HIS | IHEAAF IJAN T8 THRH g 7 AR B

cO FAT ToATAA qAT AGT, FET



(31) FTAT HIA IcUTEA I

F=al HIA ICATE IUNT HATA FART AT T ATALTF T& TATR T AN &l | THHT
UTeH AR (MebTell STFAT T4, @Il @ STl [FaHeT SURTATS el e IaTaH
T IR A=, | TEAT IANTETE IATEA T 795 A8 Telad qI7 &I qTHHE® av6H,
T TATHRT e, TS, FIeT ST, 1A, WS A FH AT |

(31T AART AT IcTEA FAW : F=aAT ATAATS AT HIART BIHT GROTT T FTHMET T
IET TP FANTATE TART AT IUNT A5, T FeATHR! geArdrd HATH el
FTEATE IR, FrATETE ST, &I, R T T2 a7 SeaTe HIUe, ART ATl Jcarad
T JANEE |

(@) atfursa (Commerce)

JANTETE IANET aEqeEH] AR T FAATS AT A | AT o8 Fgehr=d
HIAT @RE forehl Fhars A TATSE WA faEqd AUAT ATIRET AT F¥0] HeTdH
FUEE T HATHAD ATIRATE I AATI S | IATEHaATE IUATHRITGFA F& [ATIA A
O AN T IUHETH fa=rmr axqet fafrra wefe | aaer 9% ganed T oafaw
STHTHATHT o=l T FeTs e | AMUSTHT AAeh ThRHT HUees AT i [aerars
eI T3 AVl [ g |

(31 = (Trade)
ATIRIEEERT ATHRT FATSH Ie¥TA A FH=al A a1 TANT HATAH GiXa ferghraeaer

FAATE ATIR TS | IATCFERAT ATAITF H=dl JATIe®E IuAd RISl T
STATHATERATS TART ATAGTH feaehl faazor el =i fAivea o fawg | &=
A a1 JAN ATl [qaR0 Fders AR 9fq9 827 I9 &9HT 16 TAdrs SaTand
g | ATaRArs 99 @eefl @R (Home trade) ¥ fa<eft =mw (Foreign trade)
T AT g |

1. TaEft =@ (Home trade)

AT 29 T SATaReTe waeell arar W= | Treefl earaaT 397 fere gearaenm
TR T JAATHT AT FAT &S |

ii. fag=ft =R (Foreign trade)

AT BT aTfeY o+ faxefl TAhe®d T ATaReTs 931 TR 9iiw | Fha=Td
AT () T fata () SR aEe |

FAET oA TAT AGT, HET 9



(3T) &= =w=gE@™ (Service enterprise)

AT FTAIH] AR &G Ja1 FaHE 81 | Yol FIAId ITHFEEATS 9] THS
AT YaTH TRy | JAE AZeT GEHAH grgd | ALl JATE® AaSAT JTHT
T T Fiswrd T AT Flebad | WY, e, =R, &ad, S99, foAr, wreel Aty
AT ATIRFT JAEXT g1

9.3 STEETIE agieawT &aed (Forms of business organization)

IR, AT, TR G A=A T{eATs FFATd T AHwg | ATTAIF FRIAR T
FEITATS ATAANTF TSTST A5, | ATAATHI I AT ferghl faaqeer I sqaanaesr
TEod EEIATs 9 ATTHTIE TEST AAwg, | FATTT qoarad T Afad a1 g0
farsToraTs SATaaTae WRATH FUAT R | ATAANTF TGS AT F @ AL
I I FSATAT Bl AT ATNT ATAYAEF Tl A hideh AALIT T ATHIEF

O

TIAATS S |

ATEANTF TGRSR @R FAATD TR TATAR Fi¥eh H¥eh a7 | Tdh ATTANIE
TGTSAHT ATH [T T[0T AT A TEE gl | U (R AG@TIH AN F T
TP TSNS ITIHT &g A AF ATAIATS AR [HTHB! ST ITIH &75, |
FEA FTFIHT AN FHA @D HIST =ATMews Al (H07F T AT ATAEI S AT
T gATAd UARIAAR] SHATIT, ICIEH T T&AH! [FTH, ITA RIS HaAThl ThId, T
P IR AT, FFTeId FARTHT FALITHEBAT, WA T FR AGAad Fa<d
Afe FREEATS (=R TR |

SAde®dls AEeded 9% q97 a1 Iqaed RCadd M=ra i o g T+
Iy AT ATAAMIF Fgeaeears @i (Ownership) 91 I=ara fed
TIHTHT ATIRAT fafq= TFReET [ T TRUS Tewg | 7T ATETANIF qGeH
freTTaR 3

AT AISART ETEIEE
¥
v v Y v v Y
TFA] WA &OEd et @ SICE IR E I Py IO
S eI I C 1 S L CEUCT HEAH AT

939 THART @@aa@™ (Sole trading concern)

(F) 9f¥=T (Introduction) : THHAIET =araaigs s fafae saraaas
ATSAEEHT =T RIAT THRB! A, |

g FATAT GATAT qAT AQ@T, HET



Teh SATFTT ATH GOl T TR HT AThRT FHTSH SLTA AoATAT b ATITAATE TeheATdT
AT AS, | AR FFU (T, AT 9T AR G AT FeT T AT
=0T T Ja=adT Tt Uehedldl Soaard T TR G=ATeAe e, | TITeTHT J&dT 9T
YTEHe FH AT T R09% (ST T R0¥Y TIAH 09 /99 /9% T IRATS)
AR FEAead fIRTHT a1 FATATHT T ¥ AR IRISAILS, | BTl TS FHTSTHT
TITET ATATHT Thelldl SAaqTd TATTT T FooTATH T8ehl S |

(@) #gva (Importance)

(3)  TAUAT T GfWAT (Easy to establish)

TS FATAT FH @ ¥ (A7 b a T T T Flebrg, | TITAHT T&AT TSSTATS
FT ATAR AT RISAIRE |

(31T) ATRTHRT THART WEAETE (Sole partner in profit)

SHARTIHAT TS TR TTITTTT ATRT I FAATS TATST Uhel[dl g Bl AT AT
T AftHT FEd TAT qE TN ATRT AT T G Eveg, |

() fqufosT T@@==ar (Freedom in decision)

TSEAH! THNIHR FSATAF DIHIT AUHA ATHA ATCATAR FaITT TATSH T q73
T 4% FYP! U Gootle, e qor o fam gedmr araess a4 |

() UUT qAT &9 (Inspiration and satisfaction)

THTTIRR A AUHTA FoATdAhel (99, qlg, =H T97 FAI U ATATAT TS ATITAR
I WA eveda yaeTelier Tewg | ATl HH9a F=Ise g9 aT qg &I IFehl
SATAAIIF FHATHT 9T I, |

(I) AT (Secrecy)

TR AHATTAT ATATGUHT ARPT HIATE AT AT (a7 I TR TRATTHT
ANEEE M IET Flhre, |

(F) &H T (Less capital)

IS WU SAfFIeed qid T&dl Fa9d T T |

FIAT TSATAT QAT AGT, HET Q o3



(@) st et g (Increase in financial resources)

THATLT AAIIH] ATRT ATSHATE I9 AT T a1 fafaey |ofare /o S[erg g
qig T Al g | T Alg AUH! ATdF Ao AT HAAT (a7 HId T, |

(®) fauew 7= afs At (Easy to dissolve)

N

TS | AT AFATAFR! [T T 8 HAAT Fohed B |

(M) €WEE (Limitations)

(31) 3rEifAa TR (Unlimited liability)

AFTIAT ATR AT T THHART [TTI T T T AT AT T THA
raferae T v da=dT AT AHS, | UheAld] AFATT IS TedHT AT BT TUHT ATHT
FERTATETE AU 99 e 99 g7 |

(3T) gFEATIETERE HSATE (Management difficulties)

HIIRITAT TheATd] AT P HRIARATS A3l AU Gi sTaeraawe=d] {aiq= Hrigs
T @RE fahIer Foare fod, FH=RR! Faearad, AT qfqer@ el JTdT s
T3C AT TAEAHNT SIHT T TR g3 | TAA AGITAHT YI(TH STeT AT
AT T, |

() #iffa smf¥e @reM (Limited economic resources)

TFATL] ATAANTF FIRIGRAT UFd ATFIHT TIT Tl qTHT g9 gar difaq
TSfTFT ATITHT goAIAT Agara gt Afed g7y | g% qar fa<dig grgrare
9f T9 YHRE! AFIIAATS (€57 HU FTA[ THHAHN T Sl AqfgawT AT Aq1H
g4 BT Al YSIBl AFTIHAT AT [HIGHHT AR T IAT q=ATAT T9 T8l
TG |

(%) ifafi=a sr@afa (Indefinite time)

AT T SAfHD] AR AIAT AAEEF AALATAd TaT ATAIAR datd AAe=a
TS | Fel T AAhd! I ATHT IHHT IAIHRIB] GITHT AR FRIATS FTHT
A g AR [G9aT g 9T T, |

c¥ FATAT GATAT qAT AQ@T, HET



9.3.} IR FaE™ ( Partnership business)

(%) af=T (Introduction)

TT AT TeNET T¢I ATadeEd GIHT ®IAT Gofl AT TR IeTeeek gaed T (g
FEIOT ATRT qIT AR GRT F FoaTdd Tl AGAIATs. AIhar aadr
AMS | TN FSTSTHT ATHaREH [o=d ] Faad T Faiadd A9 GHHar
g7 | TATHT T FFHTT AI¥hall UA, 00 (JM-T HAMGH 0%% TaH 08¢ /99/9%
I ARHATSTAATIR TAT T TATHT THIES |

(@) Hgta (Importance)
(@) eqmaEr W afwer (Easy to establish)

IR ERIEEd] TEHATHT IT¥haTel FadT TITIAT T =Tl T+ dicheeg | T&AT TaaATdbT
Tdl T a9 TR g |

() st @ied (Unlimited Liabilities)

AT AThaRewd! AMdE I AAHd Ews | &l dditqa ifacae fHare 1=
PR FFIY AR =1 g7, |

() T 7@ (Joint effort)

T% A7 Te9RT 9G] ATadewed] FIFT JATAHT TR TAFHIATHT dfg T TR
&7 faeqd T ataar g7 |

@) afuaeaw (Flexibility)

q IHEREE AT f&6d T TATgHT AN ATTITFATATIR SATAQINAEF HI T AT
afeEd T T TR ATAAIAT S, |

(I) wATRER gFHTEAT (Possibility of profit)
T AIHERE®H! ANTET ¥ A HATATIR] FRATHATHT Ffg IS HTATTHT JgITATAR

AT FATHRT AT ITH FFATAAT 7o+ |

(F) =oEETu® wAar (Business success)

AT T ATfEe TATTERT T ATHHERA ATATIH ThRaar T @na Goodwill Fers+
qTHHT Toar | FIEE(EaT S@H T ATTE FHA ATSHIS g AUHA ATAAIER THAdT
EUSRIE IS EIle

FAAT ToATAT JAT AGT, FHET =4




(W) FEIET (Awareness)

ATRTREEF] FHAT T & ZaT ATFUTHIH AT ATHT FMGH FH 9 qd g
TERETS | ol ATTHERE®H] GoNTATed SHAGMIHT ATI HATTH Tl T e 573, |

() HHEE (Limitations)

(3r) fauta fa= & (Difficult to make decision)

T ATSAAT T ATEhAREwH AT ATTITHAT &1 gal qond (Aud foad Hfow
T79 | 99 IIRERET fore TRATRT Jawd THI=IAT Ueb Ao A9CHT HIATTH I ]
HSUTHT T TFS, |

(3T AT HIFHITCRT GEATAAT (Possibility of unqualified partners)

SAFATIAT T IHER TH &THAT TAT ARTETH T ol qge AFI | Tl AACATHT
I FTRARATS AT T ATATIHT 2T [ FEATAAT 873, | ATHT HTH T ATHERA
TSMSAATE FHA FST TRIST TH |

(3) WRawquUt (Risky)

TH GHTSTHT HHERE®H AGMHT AT g §al Tcddh IIZATH] STEHB! AFATIAT
T | 8% Gl AT T ST ST ST g=aTed | T el £ |

() Srfeaart G¥ATE@T (Possibility of instability)

ATHARES (o (a1 TUHT a7 o ATHENT SISHT AT AHERE! FI ATHAT FeoT STAT
ool T HISATE &7 | T ATATTHT ATERAT AT ¥ AAHT AT F I+ a1
faered g Aa<ImH T |

(I) I 'i?ﬁﬂﬁ AN (Lack of adequate capital)

TehelTd] SAFATAAT TwaT Goil TShaAr a4l g qa 9T A1 THaETT HTATIHT ATTTAR
TSIl SEEITIA g Hiod &9 9 |

9.3.3 @gF ISt FFAT (Joint Stock Company)
(®) af=T (Introduction)

TFT G FFIAT e F, TR AT AGGT THHT AT AT afeqesr vger agu
B0 | A el ARTIRE®H aTfaca JHd g4 T YA AT AR feehigrr gui
TG Y ARTAREERAATE AAUH ARTAREE FAATID F=ATAT T Jaed T T

o% FATAT GATAT qAT AQ@T, HET



TIAT AU FIAAATS GIAT Goil HFAT A5 | T Ioil HFA1 TF FAH AT
21 | FUTAAT HFIAT T R0%3, (MG R09%) AqAR AT 95 AT AUH AqATTATS
FEAT qi=g | T9aTs [T [agTHesd ®Yd HYd [RaHe qiRid TH S |

Kimball and Kimball &7 s¥@R, TaFT Gl FFIAT TAHT FH (0T I Tt
FATRT HTAAGRT AT a1 &Afaehd T3l ®H &t a7 | (“A corporation is by nature

an artificial person created or authorized by the legal status for some specific

purpose.”)

Prof. L.H. Haney &7 AR, g4 YSI HFIAT ATRT FATSTH] ATRT @ITATH] AfdTaemenl
o3 A9 &, TPl Gol S&Rod HHT [aaied gwg ¥ ATl AT F@MHed
g1 AT99a% Fq A1t | ("A joint stock company is a voluntary association of

individuals for profit, having a capital divided into transfererable shares,
ownership of which is the condition of membership.")

TATAHT JEAT FaErd HFAT U R0%3, (qfedl Fegd R09%) FqAR dql ¥ oA
TS |

(@) Hgxa (Importance)

(31 #ifaa erfaca (Limited liability)

FATAT T4 Fag, | AlT HFIATATs SAT THAB] AR AUHT ARTAREEA ATHT TR
SR THHATEF TRERTATATE FFIATHT HUHT THHEHT &feqafe THIa |

(M) T AfEacd (Permanent existance)

ZAAIHT ARTARE®H] Hc AUHAT, IE TodHl 9T T AT AT oo
TRIEFRT §5, | IS TFPN AT AT &7, |

(3) GIIH AT (Transfer of share)

ITATIT: IR ARTAREEA F T T@ATHT AT SR ArEand ¥ fagaad 7=
TFSH | TR ATHIETTT ITT o FITReTehT BIROT I GHE (el Teel &3 |

(F) wala I ag%e (Adequate capital collection)

G ST BT G eATer T Gedl THTOTHT STl ATl Gae | AT ATT9Tehe]
il TRt STRT FFIATeT GAR fagnT TR 8¢ ISl qgehere T T, |

FAAT ToATAT JAT AGT, FHET c\9



(I) f&T@ET TFEUAT (Uniformity in direction)

FFIA AT BTAT oA T Go=Teeh GATTA AT+ T HEATNIAHAD (AT
o g | O ¥ FEEsAaT YUl el Fsarad ArAfad T ga a9 S
T (ST ThRRTar B |

(F) TWTEHRRT qa=d (Effective management)

ToATAE A AT ATITTHT AT AS AFAT F=ATATH] AT T FRAFRH
FATSSA | HTITH G=ATATHT AT AT F AIfqeh TAT ATTAT AT Favd Aaiead
T YATERRT &GAT AfqeT g T T TRTH &7 |

(W) SAfazEE (Public trust)

FIFT ISl FFIAD] TATIAT AXFRH! [HIHTAT 2T HAA TTHAT g, | HIAAT e
qrATT I TUHTA FFIATA Fel I FRT STAATATE T e TS e | Tl T&l 98
A gld AT e+, |

(¥) VWA (Employment)

FAFT IS HFAT oA T ATALTE T AT AL RIRT FATTATS AR AT
Ja TEH |

(3f) |™T® AU (Social responsibility)

FFIAIRT TATIAT ATTATE ILITA TRURT gvg, | AT ATH FFIATA THNAF IR
AT HTTT FAEw 9 TagH | fafaeT AT aiegfas T6ars gade T S
AT FFIATR! ARTAH EH &7 |

(3f1) 7t =fFaens Hiw (Opportunity to a new person)

FEAMH] Javd TIT FALATIAHAT IR 6 FeOd q91T I Afadeedrs 9 qrae
TR Hichel §aT TAUT AldTaeed HIHB HIHl TIHA |

(1) HHTEE (Limitations)
(@) waraar W HeAre (Difficult to establish)

FFIATER! TATIAT T &Y FIAAT FiopaTes qR7 AT HUF LI T H5ATg T4 |
TEHT AT & GG T Jqaaqe® qIR T b THT T G AT, |

cc FATT AT qAT @l T



@M =Rt w9 (lack of flexibility)

FHAT WA faaeaa U9, FMAT ¥ MaHesdl A0\ @ Fsarad TH9e, |
&< = FoHes aredr I TUEe GHATTER 9Radd T a=ebdl TR qF3, |

(g) A siftrrgeger =0t (Control by limited shareholders)

FFIATR] FoATAF TIAITHT OY FAS@THT 97 @ivg T+ iR sdhraresd gfafafac
TEGA | TFA T A1 39T @i T G9¢ ARTARETERT TATg geurad afafaeadst T qEa |

() Twrar 7gw (Lack of secracy)

FIFT ISl FEIATR ATMH Giqaad, araard adqr q= "eedqy Jades THierd
AT EaT ATHT A E |

(3) feofasr feerz (Delay in decision)

gad | faurr &7 femsd e yaraeiRdr e 99, |

(&) 91X (Type)

qihs;,

wUFd TS
THTT

!
v v
G ] RIEEIRED

(31) fostt ®¥UT (Private company)

FEAIET ATHE TgIte yrewe fafhde et Afauesr ¥ gaardanudrs 9o Hepad T
IS FHFIACATS (S FFIAT A7, | FFIAET U 053, (Ifedl I R09%) FTar
frsit v= AT =IATH § ST T FEAT 409 S FAR A ga | FAST v a9 i
gTehT TEATTAT T YR ETAT=ART T T3+, | TXAT HHIIel SqaaTd gal el TATIIS
T SAFATH F=ATAT T FFFA | (o7 el ATRAT ATk faamor qrasitres T
AT ga T |

FIAT TSATAT QAT AGT, HET Q (=Y



) ATEAAtTR FFAET (Public company)
FEATH! ATHHR! TSI fafade 9Teg QTSI T AQATIRIATS IR (Aepra T4 ur3+
FEAATS AT HFIAT A5 | HFIAT T 083, (qfedl FET R09¥) ATAR
ATASE FFIATHT FATH T ST T FEMHT S 909 FIR FaT g Faa | rasiiieh
FEAMT TRIATT WA EIA] YIR SR T FagA | TN HFIA T
TAT BT FHUMIT T AT FoaTAAH ATHTIS qUATg, A FaAqT F=arad 9
qHGA | FTEASIAh HEIAA ATRAT SAMGF (qaxer Afaard FTa1 Arasiiaed {16 |

9. ¥ TEwt® gea™ (Public enterprise)

%) Uf=d (Introduction)

TIFR AT ATAAE &bl LT ISTAiliceh, TMAE, ATk TIT ATAANTE &b
T faebTe T e &7 | TXAT IETAR ATIF TAT ATAANAF &HT TAXFRA AR
Y FA g A1 aeer/ (elt g fafaet fmamerema wsamers T fafawer uw
fafereT ST T | T GATSTHHT AT o FEATHT GoiT AT, STALATIT AT o1l
faferer TR qu a1 ARTE TRl e 99 Ol S¥dTars aEsiee dedrd
i | fa9a Sgehel ATEITeh YT FXHRB! WA TUHT AT A (AT AT TH
TTE® g 9 ATFT 9% a1 Jars! fagwrae g7 qaard geared g T aetad
g1 (Public enterprises are designed as government owned or controlled

N

commercial enterprises that generate all or most of their revenues from the
sale of goods and services) HRY AEAE FEAAATE TRATIT TH G | FaIF
HTATAH] TTIAT T F=ATATR] AT FRBRA AH ATAANIE BT a1 [T B
TETH TANT TES, | AHEITAT AT FATART Goil FXFATH] ARRET AT ar
QU TTHCE T SHFRATIHT (AUIHT 5 F F T Gorvedl 1&g, |

) WTEATR HEAHT fa@war (Characterstics of public enterprises)

TSI GEATHH AT HIAA AT 57, |

FATATHT AIHRB ANTATET FALTIHT AT 87, |

TSI G Ao IANTHRATAT FEITHT BIHT T8+ |

ZfaT GRE T FFAA FEIAT YT TH, ART T 97 LTy T T, |

FE TAT HATH! IATIAAT ATAANABATH FGTT qqATT T, |

ATCAITHR & T W WA TATHT [ T a1 T4 IE97 AW ATIATTF ETHT FoaTas
T |

RO FATT ToATAA AAT AGT, FET



TR ATH BT grg, T T BTN ool AR I TATAN &7 |
HEITAH] TR WIHR T AGR] JTATET a7 AR did g |

() WfFT (Role)
TS FLITH AHPATS (AR Joord T Flohreg, -

(1) ATSIATag TG SANT qAT AT ShT (eIl SRTETg T

(AT) AR &TAT FXFRHI ATHE Fig TAT HTIH T

(%) SR 9T TASTAT FaT J&T T

(%) ATTeR SATSTRT FAaERHT THT ¥ Tvc(ed BTHT (a0 T

(F)  WHE AT FGH AT T

(W) i & 991 Jarehl Hed [rd Hrew A€ sl &Rl THIahR T

(@)  FAFERUH fed g aR ATfde HIEaT g THRH Jaege goarad T

@) FeTeRT AR afe=res T Asrrer fasar w9 afe |
AUTAHAT QTSR HEAH

T fA " %50 AT TG I qRUE 991 (4.9, 9323 A w@iud faRe TR §e
fAetaTe Arasiiae FEIT TATIFTRl HF & AUH el | (4.8 9% AT TT9T U
T g [AfAdS AT AT FEATHHT TIHT TEHT @ | TATAHT AT FLATEI
TITYATRT AT HFIAT UH, FAT A, IHIterd A1 (999 U T =R G219 U T
IR YHRFT FAAATS ATIRE FTAT [AZTH G | TITIAT TUHT FEIHewdls [dreed
T HTHET TRl ATIRAT fafaeT & fieT FHear faars TRuesr g | & 99T ()
ArfTE & () ATIRE AT (3) AT &7 (%) ATAIAF AT () TASTANT &7 T (%)
forira & &t o |

AT ATATIT Tehl AR ATHTETH] AT T ATTATAG [qbTd TATIAT ATaSA b
FITTH] TMYAT T AT qIT a8 T AT A5 ATUR] T | Graoided GEITH]
TTIATHT FH Tgs WIaT U q0T Fd &3 AT Fea¥es QO a7 | fa.8. 040
[T @A AT | ATALIHATHRT ATARHT bel AT AT @lord qAT Fel gwg T, T
AT TASITRTOT T Al I ARFRA [ATR AEITH TGl Tdag e Thl 3 |

FATAT AT TAT AGT, FET < Q9



9.y TEHTY TgeA (Co-operative organization)

(%) =T (Introduction)

w4 =T SEed gr I AT fger IR GEdrdeE GEdRiel AT gihs, |
TEFCATHT “H” HT Gl “BHI" T “BTHT AN AW TRI” T~ ATEAT G Gl
TR 7 | ATH{E feder AT & efaad TUHT eAtad a1 sataqes aHe el gsered
g AHie® fRarharaars Fedrl ais | FEdrd deedl f6d afaalg, T qEes
THEGT T ATEANIF AEAATS G 168, | TEh] TqH qedale Wiogd &I
TIVRT AT, ATHINTE AT FIEAF ATTLIRAT T AT YT ITHHT AT TS AR
T AT &7 | TEhTIeh] TTHeT FIFT TTHT Tol TEEHT Tl &7 T T HIATTeAT
ST &g | Tedhil T AT JqAed AT AT ATAh! AT T T
fOT ¥ STHET GART T IRAT ATLAHHRT BIAT LT TUHT T |

TEFHRIH! GHATT T 15% ¥ FAFRIER ¥ AT TATTH SANTA TS AT TS Arareel
¥ gidEcad qraad (Rochdale Society of Equitable Pioneers) wTH& Iq#erT
FEFNT ASHH! TITAAT TRATE AUHT BT | TS, STHAT, I, T, STTATH STl J9THT
foreare ot | Feebrdre faearaT fafa=T frfamesr Teahrsr T g=rev AT e o |

Prof. Calvert &7 SITAR, AEHIAT AR T3l TGTSAH] T&T & STHHAT ATdTee ATH]

ATYF fedehl FFTAHT ATNT FHAATR ATIRHAT Wr=gid 9T fd=gq ("Co-operative
is a form of organization where in persons voluntarily associate together
as human being on the basis of equality for the promotion of economic

interests of themselves.") | 9 AT 9T TH Fg9T STTHT ATdT ATHT fecer
AT FATAATERT ATIRHAT ST U TRA FAATE AHTaTel TAT fquar & |
FEHIATH] HTIRUTA (AT AA T AR ATIRHAT AHEH TIAATE & ATH
TIREE AW UM ®O (G0 T FATs T4 TS, |

TAATAT f.E, R09% HIAHT dehl HEPNRT UA ¥ BTelebl HEBRI U 09¥, ATEAR
FEHNH] 1 T oA T{I, |

gEwart 7eg "ual (Values of Cooperatives)

FEFATHT T3 a1 AT Tel ATHe® (ol THE AT AMdF 6d qad+d T 3T

EH S | AHAT: FERR] AT feqaadl Hed ARl AT &7 | Al
AIRAT JAT AT AAes AATTER B

(F) TEHRTUHT FTARAA qeuze (Basic values)
q. A" qear (Self-help) : ATFT FEART ATH T

3. Tgavelad (self-responsibility) : ¥ fTHHER T STETHTET g
R FAT TSATAA TAT AGT, FET




3. yia= (democracy) : eEE aAewEgR] AILEEH] AN FTXITIT g
¥ FHAT (equality) : TEIEEET gH, ST, TAT ATNGHT ATARAT HIHE AT
Y. FHAT (equity) : ATAIRT ATIRHAT aRTER GIqHA I T

%. Udgagar (solidarity) : Usdrene afaqar g faear &

(@) smammeRdl (Needs)

IF AR SiEd [qarg T AT TEhAhd Tl Fcarad adT fahl faawo
TR ATTATSIA T FFS. | TAA TRIAH =T T AT (AR T ATTHAE FRAFHHHA]
ST T ATRTAT AT ATH YT T AqE (A1 Tagg, A7 ARqD HeAdlg (AF=0ra
TETAF T ITHEATH! fod el TEg | FHIET (HeAfatad FTae ot Teawrr Aaeae 8 :

(31) Tt T AT 7 T (To reduce poverty and inequality):
feq ¥ 9T e fomg | TEe AT SUTSTHHT [BATHATIHT F Rd Tes, Foeaeyq
AT T AFHAAT HH T Fed[T TS |

(31T) SFAAAT SIS (To raise public awareness):

TEFTIHT ATag TN STAATHT ATRAT ATTFTY T FHehT FTHT GIMAT e AT T
[SRATFEATTAT FEATNTAT AT FETH Frad ST A= AT ATAdig T FEANT T, |

(Z) FUTHT E@eFHAT qfct (To fulfill loan requirments) :

TEFNATRT TIA ALHATH] ATTYTHAT T TIBA | AATANE  STATE =HT
SATSTEHT AU (AT ATAAT B | FoAhl FGAN Y ALSIH AT ATAT oA
TR ATHAHT g Hech el FEART 1L, |

(%) |uTiW® THaT (Social solidarity):

FEHTT of “H” B Faal “BTHI", T 8THT ATNT IAH TR AT AT foebr TEa; | Afcqepar,

Gfewrar, A9 qaE Aife Tersd FEdnT MEg | e GHY IS d Tehdl [HHIoHT
= T ) |

(I) Adea &ar faw™ (Leadership development)

eI XA W faq T gerqransg wire {43 ardior émrent fasrear T fag 7
TLATATE 1€ (47 AT IS | TG T TAHT TAATHT A T &THATATS TTie
T FEANT TS |

FATAT AT TAT AGT, FET < 3




(¥) ®IHIT dast afare™ (Mobilization of local resources):

FEFRIA T &THT ITAed Frcebl FAEGHR] T IHFATYU T TR=ATAT TH 7
qATSS, | T UTehiceh i, AT A ¥ faxird Frcepl ITera a=ma=+1 edi T |

9§ SEUMET FFET (Multinational Company)

(%) Uf¥=ET (Introduction)

FEIIMEA FFIAT FAHl §5 a1 FeWwal del JA] A=RINGT W AT F=ATA
T TS BT | FERed FFAT Jed ATHRFl AATF TS &1 | bl IATE
e ferehl faaRor T AT STET AT WETdd HEIHTHTRT e ITSCHT iUl 8w, |
T | Ofeel % U ASCHT Goarad adrd Ael ATHaTe [avast 97 HAHAT 9 [qeaqr
T AT IATEAE AT Brand name #T f99asR I=ared T Avarifted TR
FACARS, TEXINeT FFIAIH AT §5 |

Devid E. Lilenthal #T @R &+ TIT ALHT TTIAT 5 A7 AL THT JFtedd

TR W FIT RERTATAR FATATHT 8T FITH a7 FFIATATS dgxiiad el A,
("Multinational corporation are corporations which have their home in one
country but operate and live under the lawsand customs of other countries

as well.") | Book and Remmers) &I &TRUITHT, FHRITHT 35 STHT 3N IATEA a1 4T
T BT T &l FHIAATS daelied HFAr 945 ("A multinational company
is any firm which performs its main oparations in at least two countries.") |

FIFT TSI  faqa AW FERITT FEIACATS AT TR B, dgeanegy A
A AT ST & Al g5 a7 ITAT J&l 9T Toaliad STHewH! T, HREMT,
g, fasl wE@d e Haeror a9 ("Multinational corporation, in the
broad sense, cover all enterprises which control assets, factories, mine, sales

offices and the like in two or more countries." - United Nations) |

T YRR TexIted (MIHe® YR &1 SAHNE, STHA, B, S, A9 31(E TEaeHT
Tl | AT AgEmeh] [HEEeR! TTHEHT el dauitad (MiTHew faeee [qeidd Aiqeiad
T A HAREHT T ATHT 1T/ TETEE Go=Teqs TehT el | FETEXIehl AT {Te A
BRI, AATAAR, STERAATR FFIAEE FSATATH] Teehl S |

(@) fafwaE®e (Characteristics)
Fexreed (e faevaes MHAar 89
RY FATT ToATAA AAT AGT, FET




(37) SAEHT ITA (Productive enterprise)

FEIIMEA FFIAT ATEATHT ICAEH T FEAT 2T, A [d9qbT oAb HAFSwHT a&q al
ATHT IATET TEHT &rg | AFHT 9TTET fafT=T HeAFAT HiAUH g7a |

(3m) fawaeardt F@E= (Worldwide workspace)

TERIZA HTIATR BT &7 @TE ITCHT AT AT TEae | (q9aehT b FETHT FLTIE
FEIAIER Qo Jqh] Hd FodATdd T, |

(%) F&Q Scuted aAr feeht (Large scale production and sales)
AT HATH! IATEA ¥ [aahl [ RHl &7 |

() =gaedr q T @=UT (Management and control)

AT TERMLT FFIAMT TA FFIACT 7 IR GAA1 T Jiafe o/l g7 | v
FFIATERT 9TT@T TATIAT T ST ANAIhATEsel ai ATHT AR SAATTH] SHTLATIT T
[F= AT FEATRTAT e | Al | HFIATR] /A AT AUAT IERT A (A0 T8 |

() TEHITd (Monopoly)

FEIIMIA FFAI qATAF gfafy, fafre TgaTe waH Udve Wge, faire faawr @,
THTATOT A= TAT [qehTd, HeTe FaaTad qam qad= STear faerarel asieAr Taiaacd
gTfee T o= SARTE geq qAT FaArE gfaeryt T AR T GeH g |

(F) == giafasl TR (Use of advanced technology)

FEAMTT FFIATA = Gfaferebl JIANT T IR H1F T | TAT Goirel TaT I=aaq
gtafae! e T T&8H g ga1 Iad gratd I GSiehl ATIhdH FANT T FeTH 8o |

STIATATER ATeeh WA, (T T TEITSAHT ZRTFI FgRiieed fAaHeT faerares
WX T B |

FATAT AT TAT AGT, FET < R4



Sl T

1. TFHT TR AT BlEl ST AER
(%) TEETT ARl F BT 7 JRAT [GTa |
(@) AR T 5 (F9TAT TCTEN |
(M) FANTH a=y TR |
(&) TIAR AT IANTHT H 35 IITEX [aer |
(3) SRTF ATIR TAHT & 2 7
(®)  FATHAS ITHH! I G2 |
(@) THHAIEl G TIAT T4 (b Afedr g 7
(W) U a9 q1iac Ataraa gws, o 7
(F)  TTHART AIIH F AR Hewd Iood TR |
() AHAT TAFTIHT ATEARATH! FEATAAT bl TEwe, 7

(@) TAETeSX AT HAATS qohg, ?

(3) FEINET FFIATHT FCAT AT |

(€) FTUTA STEAT ST ATNT ATasiAeh AT [ob ATTeTF grg 7

(@) FepNIHl ae=y faqa g |

R @I B5F IOX o
() TEATHE GEA EATTATRT ATTTIHAT FiF 2 ?
() FA FF=I0r (3AT) ISR st
(3) TSR Atagtg (%) IR Tl
(@) TOFA ISl FEAH R GFIEAT aART T TG O ?
(3F) e ARTARE=HT aRTER TETE | (3 FARET ATHAT FaT |

(3) WY A &3 | (%) TYHR IHT e, |
% FATAT GATAT qAT AQ@T, HET



(M) FEET FEOAT JEq ATRCHT el ASNAEE & ?

(37) |THTSIR TS (3AT) SATTE TS
(3) TP TS (%) IS TSI
AT TR BT I ACRE

(&%)  EAIIIRT (T TR |
(@) EITIR JPR ASETHT == Tl |
() SERT FAHAH & & 7 THH JbR q0A THR |

(9)  THHAIEl GG THH & &7 7 TGHT AT TR |

(3) AR AR Hewd delary |
(@) FIET Gl FFIAT T AR [T SEATS el |
(F) FGANET FFIAIH] AHAT IATEUHET ACTRl |

(W)  TEBRT JEISTH! TR=T (6% THHT AT TR |

>

¥. TR TR AHT I ACREE :

(F) SATITT FA TRREFT G ? ATABR! TATCX Tgrerd ATedT THR |

(@) ATFTAIE FSSAH FEIeR 0 Tl |

() FIHT IS HFIATH] AT (e | THH FHT Ioord Tl |
(5) AT AT Abl &b 8l 7 THB] ATHPT AETa 4 |

(3) WEPRIH G=T GBI | AGH AALAHATH] == TR ?

IehTcheiTy

(F)  AUTEHRT THTSTHT FEAT EETHT HTATT FSATATHT G 7 el AT AT TATTL
Rrerepars s@ETEM |

(@) FUTEHT TR S AT A S GEHRIAT et gES Selells Tl b

FHEITET T & fadre THa |

FAAT ToATAT JAT AGT, FHET RS



7T = 9T X oD
(Conference and Meeting)

.9 gWT ¥ &% 9Fead (Introduction to assembly and meeting)

fafaeT gepeepT AT AT fa=IR ATETHYET T, B @ v srimar W 3E
FSHYAT OFF, B JRATAHIT SRt T TR T I AT (07 fef e e shraieht AmT
AT, T5ep, TS, ATTAR, ATHGAT, FAR, AIHAT ATME FARHHEE FoaTe Mg |
AT AT TSF T ATTATRE FR(THT TS T Fel AT STHT AT oA T |

F i T, FEAT A7 FATAATS AATIT ST FoaTad T G TAT TShebl Hewaqul
AT TEF §75 | LT FAATs AeAINTATHAS, TREL T AT oTs dT¥hT ATATH
ATIRHT AT F=ATAT T FAT T I3k AT WA= | 83 AT AR=d Ie9d

T T A Jevd YTl AN ATHfees el ®THT 91 T d5hd GednT TATSSA |
TAT AT T3 H oo (o fae, ferguarr v sRTeRaTeaaRe T=2rg" T Hraraa

TH HeTaqol ATaR g |
.9.9 9¥T (Assembly)
ATHTITAT GAT T el TATSTART AN Teh SISHT AT AUFT AT W1 a7 FRIFR
AU fdTewdl ATHEF TATATS Ahveg | AATTANE ETHT g FAT, AR, AT a7
ga=d T AT fa=r faet 19, F9RE, I9d Alie AArsT Usk SIS HT &4 ATHled Hradrs

AT A7y | BR AEEE qUHT AT MHad I=o Aawanqsg g fag afug
T FAT T TGS | Aretaes T, Giarafa 6, gaer qa1, IS a7 AR GAT, G G947,

Rg FATAT GoATAT qAT AQ@T, HET Q



FEIATH] ATIRU FAT, ASAANTER TAA T ATHIAAT, ITTHF TASTTAT g1 T, FTHETIE
9 IUHTEATEE R AT, [qATATRT ATTATIRR] AT ATTE FHHT IRTEUEE g | FHTH]
T SARAH ool T o qd Tg AUFTA Fel Afdae FIqaHes g e
AT ITAHE TR FATA TR0 FAAAT [FFY [ehlerd T, |

() GHTHRT THRY (Types of assembly)

o (e aN

HHATRT [THTATGT The® G -

THTRT THRTT

i

ATH GHT QUETUT AT faw arenwor as CRIBEME

@)  wwEwT (Mass assembly)

HTHSTAATRT FEHTNTAT Y& AT ATHGAT &7 | AGHT AR ool aled a7 AT fa=me
AT 9 e, I Hd g7 | SAAaTdTs qarad T, ATFl ¢ a1 HAFHAAR
STAEIT J&TH T ATHAAT TG | STAATH] ATAINSTS =EAT G afd ATHAAT T |
THHT FATH] ATATSTATRATR] Aqcd af HET A qiarigdded (qar @ Mg, |
HTHGATHT ool aleal a Heed Yeb a1 TR AT HALATIHH 3iae] q¥Ia qiT gaT |

(M) qreneT 91 (Annual gereral assembly)

F BT AT FEATHT ARATAE AT ATFFR] TRISH T qof JAT AT BTAHA ATS
T THRT AR ATHATATAT TURT TehGedh AT THATS ATaR AT AfAwg | T&ar
FATHT FHAT T FITHT ATIRU Ya, IR Eleg? a1 ANTIREEH! eIl 6, |
TRV TATH QTN HFATaReE fawaar gawd 98 amaeas o o wfmg )

(i) FUATRT Afafafer a1 wrF gata /& saen

(i)  =fF o =T faaRa

(iii) ~ SATIHET eNTfees T ATSTAT T aofaehl lehid

(iv)  “ETRIewS Hgha, aetaes e 7 g aarRre gfqaey

(v) ~ QTHIET [qaRer q9r 9 QA hRasd

(aY

(vi)  FoaTdade®mdl qiqdaad

FAET ToATAA TAT AGT, HET A



(vii) FEITHRT faem / fHemmEr Feiaa

(viii) TR A= /A

(ix) & He<aqul A FREs
() fa9iw &TenIuT &N (Special general assembly)

F FH, FET AT FEATHT H Fewd v (qug a7 ey o faqae saeen fasr w2
farery ufefeafqar el THTHAT a1 A GEATHT ATIRAT STedre AT (G99 FgRT
AT &1 | srarareer ar faery afefeafaar st o famer @it G a&qad quETe Il
JUTATS a9 IR FqT TR 87 | TEAT JATATS ATk [eHeb AT It Al | g
TR FAT ATATIA T AGLATE® ATATA: faaT a7 Srafafan sqafera s g7 |
FrST SR AT S FAISTHT SEATSUeRT 87, AT aleeherl FaTSt ar fawaar faver afée |

() wEtaawW,/ @ H e (General conference)

Tl WIAAT AURT AT, AT, AAANGE A, ATHENTH AGIST  ATGHT Fadw=aT
AL GATATS, HETIALT A, | HETTaeT =T G SAH! Foarad T, 7 (qdr
Hrehd T, AaTd hiaed T4, Jdcd =9+ T4 a7 (g9 qifeafqar faem o awew
AT e, | ATHTITAT FerataaeT fAfved aHA seaRTern " Mg | wertaeare
g [UeT @it sgHa ArEaeds 958 | (99 (umer ait g5 fagres a1 Fa&edr ae
ATFITF I AT FRITA T qFIA |

c.R 9h (Meeting)

TSk TS g5 AT FEAT TEl AT TdT Bl G&aTd a1 (qudepl TE=AT (\qurg fereesr
A TR FERAATE AfETS | T3F B BTIRT GERIHT AFIAT ABRATATET
@faE TEd T Afed FAR TH T AT FARAAE [HUTHT THE AN TS |
TSFHT PN P TEAT grgrd H FXT TSHAT FrAtaed Tiepar a1 prarafaare fAaifea
T9 | T TPRHT SSHAT EARN G T GARAAT AN fofd T ATHT areom TeT
TFIA | TSHATE Bl [ATIATAHT TFIRAT & F&dT FAHAT TS a7 Bd T, FaT
T ¥ b T 9 T gaTeeedl HHEd T 9@ g7 | dodare ATaRATIh
FIATE FAL FME TEST T TT &7 | TShells FH I ASITSTR! [GRATTEAATRT
AT SAATALAF HALATTHT AATAH &TAT 57 |

T AT @TAT grgr | TSHAT BT GEARN & ¥ FF [aUad FAhd W FE]
furr fae 9= FX FoF FA HEEHET AT FET GAABT T AR T A HRTA

q00 FAET ToATAA TAT AGT, HET



fAUTRor T4 | BT HTH BT ANT ATHCTAT F1F AT, FTAFRUT AT TS
HreweTe v faw wives, s Rrere, afaaraes T faendier @@ a9r a1 aeRd
TSR, | AT FHl FFEIAIH] ATIRY A Toid qIT FAHH T@lehd T, faur geie+
TAENTIICTRT Hewdqul SfaeTd ol 4w | FFare! Hraeielt afafa a1 g=eras afafder
TRV AR furgawitey frataq ®aar i wdewr @it Sader @reAmare Ay
ferg |

() SEFHHT THTT (Types of meeting)

ATSTAT TSTAT T, HATAT AFedT (HATSH, FIAAT Aaea®ar I 9, THLT THTETH
T, FEAT AT AR QA GEF T T TASTARE Ieeq A5 qfawg | Tl
HReF ik WETHT aigqe T qTI THIHT TSheATS AT TAT AATITANE T 55

fepfarser afiereor T+ wifvg |
(37) 3fw=Tfi® S3F (Formal meeting)

T ToPEw FATT AT FEAMAA drq=ices fpfamar e Sowew g | A=
TSFHFT AN FH FTA a7 FrAfataare Hiv=ra giewarer faror i gwg | oo
AT SSHAT FATH TSITHT TaIE® IJUIT g, AP & Mg TATSH I+ Tighar
IRT I ¥ SSqeaTa qi e gfemar @r ey fqorr grofiesr T et aRe
7T AR RSN g7 | FATAANTT g AAATIFT A5, ToaATeld ATHITHT T,
fafaer Suatafasr T i dT=NieE ToHF I g | ATaRE TSHE! (Ao
fafea &w qar g T Farfaear fegs |

(3T) AT 53% (Informal meeting)

TS T FA (A AT ATATREAT GIAAT T T, ATAYARAT AR T Fiehe, Bl
FAA AT FATETIATE FiRaT Faredd THUH, 3F U T3¢ 9 fauaa=q @ aha ad0
TATHIE IRV T TehTehT TSk AT ok & | MSE, AT, Ardrargfer= fafa=
TATSTAHT AT ToF STAAT &5, | AATTANE ASehebl 0T F@e a1 FHIO 0T
ST | TAT TSHFHT TUHT FARA T GEH(TH FaT FA [auie T i Pl HIAAT
HIIAT &a |

©.R.9 SERH! GoATAT TR (Meeting operation process)
TSF ATATSTAT TRl MR=T TATT &veg, | BIATT TIhe® (ATHT ThRiqehT grar 9+
FAET AT TAT AQ@T, FET 909



FHATT TFeE ATHHE qT FATAATAR TG | TAAFRT &I TSHH] ToaATATF]

AT Fefafad FREEAT 2 o 16s |

(%) SSH TEHRT IAIUT (Pre-stage of meeting)

() ATTHR T ATHTATE TSehebl ATAITHAT Afehel T

(3T) TSHHT TEIT &7 SABAPT [ATa= (LR T

(3) T F& fufa, T 7 qug fAgRe 1=

() TEARIATE TSehepl 9 ¥ fTuoawdent AerR™gied AT T

(3) TS TA T AP Fraar (logistic) HT HELATIT T

(F) ASFHHT =TT (At T G=aTqh dra

(W) 5% AR T T

(@) JSF T=ATAAHR] FL0T (Meeting conducting stage)

(aY (aY

(1) AferepTiver eAfaTel SToehehl ALALTaT T+

(AT) WEATIEEATS Toh A=aATAT T FABAP! (T ATTHRT TRISH
() yrafaerarsaR fauaEs T ywartad g SoEar geqfd T
(%) TABAH! ST, THA T qTAT THATIA

(I) TTTaEdA T T 95 SAHA TATI

(F) TEATIHT GO T AAHT AT T

(B) SADTHT ISP HATAg bl ﬁfﬂ? Tlﬁ'
(T) FFATH ARG AT (aRrerepl qbq ATHAT T

IHTEHRT $5% Tl eaW fqud qeg af #:eEe (5P's for Effective

Meeting Management)

3I¢97 (Purpose) : 3% ATATIAH T FgT e IS |

I (Plan) © 9% FA FoATAT TF T ATSTAT FATSH T4 |

eART (Participants) : SSHHT AR ¥ TesTehalel AiHHT T ARTETT =T g9 |
TRt (Participation) : TR AfHAI T FHRIHE TEHTNTAT T8 I53 |
gitashTor (Perspective) : S&HaTE gTiger T GITSTUeRT AT ATHAT THIEES, |

<

q0% FAET ToATAA TAT AGT, HET




() SF GHIEAHT =TTV (Post-stage of meeting)

() TR FHHAT ISHT [T ST fETq a7 T I I FE® &0 T

(A1) AT [AOTeRT STERT SSHHT yEd T

(%) g MU ATHE ST AT 9" T

() FEaeRd o 990 ar fAaifa gfearasfas i @it faem weT a7 9
HAQMT R3S

(3)  TAurers fafea & &g garureeor T |

M (Seminar)

Tt 9= EETd fasew, Rrenfages ¥ fadioses #q faew wer ar fawmEeE
HTRAT fa=IR ATETHYRT, GARA T (MU THEH AT g THEATE TIRTIS, | Flaemeh]
TEHA, AFMThEeh] EAT TSI IaTeXUIhl AT [ Alhes | ATATITAT TSHT
HEle®dls & TRI qHETH e e (qepd et | Ira =afeq qor fasraster
TiftsaT fAepy fHebTeTehr AT Teoile ol TEgH | ATATITAT, TS dra=iie =Tar
ATATSAAT TR, | TAATS AT BYHT FoaTed= IS, | AGHRT, TS ATTSTAT T
frfafed =RuEs aIAEg,

() HEHARIESH ATTHA

(@) HHATIAIIES AT Ul

[ IHE Alqigeme ATET Jao
(F) @R e
() TSRl ITETEA

@ et =afaaar ar faewseare e

(@) TSIl LT TIT HIEEHT FAh

(W)  FHEFE TG T SAH
(W) Feepe

() geFETE A

z.3 fauia d@® (Minuting)

e faoaaT (qorg T o7 a7 ART areen AT AR qhT 9T a7 G5 atdeg |
FATET TS qAT G, FET 103



T TSHFAT FARA TUHT faqgar o qfres; | Ffaua sazarar o o gd O
TEHT AT [T T GRTHLY T ATIAF 87, | MU T AT ATaedes gaar ar
SN 9T 79 ¥ ol #rai=ae JRadre ST 9 9 aam T191 575 |
TSFHF TEATNESTD 7 TATT FARS T ATHRT GRUT FHIT Ageier (Ao qRTee |
[HOAT @ A1 YA Ui FET AARRIATE AR EGHT afed T ATTTE g |
QAT AT TSehT FoATAT TATATIGT FEATPT FTAHRN T FTART T T FHITRAT fawept
AT furr afaerdieReer T 9em | (HUE qUET SR dgdel Hua dEnatEdds
ATTerE THIES; | U TR STARATHT SSHHT TR FAHA AT TShET Traraaeed!
foamr afigeras TS, | AU qURT TSHAT JEATIT TMIBNT T AT ATFTEET
I, GARA U fau T Ao a7 Aol o T8 E FRuE fdtaa dtiee
e FTIATE (U @ 9w |

TTIAAT TS TART FTATTRT TaeT Frerael (U T@whl BT TG | T3 Afaraars
I FHARIEEA ATAITHATATAR FedNT s | Ao (AT ot Jgear g&qd
AT, FEHTIR! GO TAT (URHT QIR AT I 99 FATR FFe AT Fad AU
greun fadre wiierg; | a8 Tivwet fadte T Fgeud TRUET TATHT ATURHAT TSh U
TAR IS |

(%) fruta @E@ET (Minute drafting)

FIATAT TAT FFIATHT AU FEwa ol T g | (HUas ATaRare & Fdr, FFT,
ST /ST TAT FTATATR] FTHE! IR &5, | FTATAAD] ATSTAT TATIH, HTATAIA
T T 9T ATTSATRT HeATSR T FTH [AUIHT ATURHAT 7§75 | T H1 GodATAT T
AT TH@ AT (O &7 | Q9T a1 Seare YUl o sifuerure safed ar e
TEHT TEHT TSITIHRT ¥ TEEeEd g&dlar Tl AT 7 &3 | AT g feraane
AU o SR TRURT AR THITRAT T8 | T8 [HAuiarerrs anfaeriive &9 faqar
AT fvrr oree Tfeeg | et T @ srmte fHoreRr wEteT A THud | e
HYTET TF TS JATIHT &THT i TAR T Ficprg, |

(@) fruta weEE fafa (Minute drafting procedure)

JATHT AT TSHHT JEAT T GEATFHTY [eqa a1 H1aR FAhd 9 MU g7 | J&aT
fAUTreRT AETET qAR &7 YA ETHT TAR THIGS, | TSHHAT AUH GARAHAT HFd
arRoT v SrgeeRt feaamy are safad a1 e e dds qHl ATaea® HeE (dad
T AT, | (Tt HATGTHT TAT a7 TSHAT TF TUHT TEATAHT ATTFT 7T ATTIAE
foaRuTes THTILT THIES, | 5k a1 T GUHT €1, (6fd, deqerar T afaqer sl

90% FAET AT TAT AQ@T, FET



e, SARAHT AT TF ATHT YXATF T TEATTHT TUR] FARAHT e IR IR
¥ gEATtET (Ol AT T AATET TAR TGS, | HEAET bl ALEAT T AT 2
A TRIHTATs JTded TRIGT FHTd a1 HaaTaaHd FHdT dAf=aw o &9 faqde |

() fAuta F@aFT FILOEE (Minute writing steps)

() TSHP FATTAATAR AT T (0T feberar qamw T

(AT) T THBT TSHebT (HUT Faal Gag THATHT TG T

(3)  ToEkep! gATOH, fufa, THT, T, AeFerar Tl fqaver g@feusr afi=rarcHd
T Jool@ T

(@) TSHET FETT TEMTIRRT T A ATHIAT TIT WRIBRATAEES] Jareafa faewor
TR T | IUteAfq faaeoryr I¥aiedd IeTaeieiel ATHgR, 98 T giarAiaed T
[epTaeRT ATH @@l STl g&arey 9 T Bred

(F) TSR FARART AT T TUHT TEATaeeehl qgaradr ofrieard faawor Famer T

(F) TSHH BTARS TUH T AL fauaes Ieei@ T
(W) BF el [ F. ¥ AR SAared IudE o fan
(@)  GATEHNT [FHUEHET T8 I [UEE FHT MU d@d T

@) TR ¥RIHT Bl B H HUHAT T I&dl Bl Ao (UE ofel =eHr
(=) oTaers Sufeafa qemfueries ar steaerar T aafad ar JHTr T AT Al
AFTEHT TS FHTOTT RIS |

(&) fuTa FEiFaas (Minute execution)

foter wiferebafe, arer FraTead =R yaer ey, | Fqua A afedr ageede
FTHATS THIT TH RS A7 AgHheT Aes deasalg A #aaad g |
fAeTar a1 =afaders ST TRISAUEE | J& (U FAf=aa-are gara 9 qeafead
TERATAT AT ATH FAATIRIATS ATASATE &THAT AFERT RISAIES, | a3 WA
FIHT FEAFEIT THIH [qUIHAT AUHE T 99 dEsiiae T Aa9%® qg7 945 |
fAolehr FrRTEIARde qeatdad wAE q9r FihRatel AR Uk S
THIES, |

FAT ToATAA TAT AGT, FHET 904




SIS
Q. TRT TR T JRIHT IO AGR/E ¢
() FHT FAHl B Bl 7

(@) FHTH JPR Iooi@ TR |

(M) faerT QAR AT FET FAATATHT A, ?
(&) TF BT AEvTE g 7

(¥)  IHIIATRE TF TAhT % & ?

=) A o f weea g 7

@) [ wEE wrEe i

(W) &l HFEATH v AT gae 7
3. AT YT Bl IAT AR ¢

~

(%) AT T TSHETR FYF FEATSAE |

(@) WATH JHE JHREE & & g, Ioi@ e |

(W) SSHHT THR ool T FH Tebl qUH Terd |

(])  TSHPT ATTIARAT LA == TR |

(3) TSH FSATAT &l AT [T Tl FIHT TSR |

~

(=) U dEAE TR Id TR |

3. THT JTFR] AHT I AR ¢

(&F)  FHTH JbR == T |

2 &) n o ~ N
(@) d5b Tl ehl TlhdTe® GIdbTHT deIald |

(M) v e gieers f§ v i /i qeeT e |

q0% FAET ToATAA TAT AGT, HET



fepaITabeTy

N

(F) dUTSeH! [qATAT AT FrAfaer! TET T4 Afeedl a9 qURl ATTATTHER TATeR!
oA fafeel qeeedaal faamaasr garieaded T a7 RIAHET gdAthd IR
& HE TRAT ATATSUR! g A GHgH TF Jiqaad qar THard | T
AT FerHr U famnndtars @) fafa=r @qewr favrsw W wer Rresmwr
FEART [

TR AT F T AT fa=r a9 geered T |

(@) ot T Tema @)  gfafaeer faewrgar gamT

FAT ToATAA TAT AGT, FHET 0V



q13E < orarfafar

(Accounting)

R.q d@T Afwa@ (Bookkeeping)

(%) %4 (Meaning)

@I JUTCATAT ®RIER (Transactions) T AT wAATE Tie=m T fafaw ardesar |y
fe He@AT (Monetary Value) sIf9er@d =g | 980 aEIH &1 FRIAREH Tl
Ffver@ T FEArs o@r dfaaEd (Bookkeeping) 9= |

@@l AfgeEd w9id Bookkeeping, Book / Keeping @@ vl & | Book ww=Tel
& i FRIERHT @1 ¥ Keeping A=Tel Tr{ead $RIGTATE HafEdd T e A=
VR | THPT Bel T TRATIES (HETTER &

J.R Battliboi T #MAR, <@ Afqer@d FHl qraiead @TarHT SATadiIdE HRIATE
gt el et 21 ("Book-keeping is the art of recording business transactions
in a set of book") |

R.N. Carter T ¥79R, @l ATqer@d W1 a7 Hitgh HAHTT T T ATTANIF
FREARF Fel ®IAT @l fFdad dAfaer@d T fasm T &ar & ("Book-keeping

is the science and art of correctly recording in the books of accounts all
those business transactions that result in the transfer of money or money’s

worth.”) |

AfTeRgT <T@l erq=aT YRIEAF B &7 | e PRIARE] U] TATaTd  HRIETEH
T ATHTGT T, | Hifweh Tl Soefd I Alehr] BRIGREEH | AT Raws; | @
ATIer@TT =R JAT, GTaTHT F@red T @rdl aval T4 Sl $res T6s |

qo0g FATAT AT AAT AQ@T, FET




@r Afyer@ar All transaction are events but all events are not
transaction W= ¥ATg Yfag Tedhl @ | TR A ATIF FRIERHT ATT
vA L: G ATorE e Fichvg T &7 | IRl AT SHAHTAAT ITHT

TIERTZ AT, AT Teb "AT a7 b HI 8l a7 TqATs AT T a3 FT GTIRTSHT
aifv @feg fvwerr A T feguar sarersr 9o afaera Teraes; fFafe @aer wEae
AT T8l g |

(@) fawm@sa (Evolution)

AGT ATTAGAR! FEATT S(AETTHT GITFTF Fraarg § TUH AAwg | TAT g
THAFT AGT A0, FIAAE, AGA I97 | GMYT FIAAT ATARE  FRIARED
AIAAATTH] T TIETHT AT g4 Taedr | fafaaa qomefrer aread aa@n
FEAT AT JAT GEATT AUH A=, | 5.9, oo fqrv fyrawr HgThr qEHTd qUE
TGl ATTAET ATEANIF EIAT TRE AUH 57 | 5.9 400 ¥ dfed afgartTar
FIATIAT ATATART ATHR T AR BRISRAT TTHT FgaT o@T ATqeraTeT Hra
% T Hewaqu g 47 |

T 1¥R¥ AT gereirer qrag fagra e fe afaarer (Luca D. Pacioli) @ ¥TFTI Summa

de Arithmetica, Geometria, Proportioni et Proportionalita (The collected

knowledge of Arithmetic, Geometry, Proportions and Proportionality) ATH#e
QEAFHT AIAHHT JEAT YUl oA Jood@ TRl Tl 5w | TH TEIHAT ARRT
YEATHT TR TEERT @I T AT @Il THAR! U T TEwe, | T [EAeATS
AERT JTAT JUTEATR IRIe T&ad WifHwg | @8 Luca D. Pacioli @Ts Father of
Accounting HT 9= TR |

I 99§ @1 @@® Edward Jones n] Luca D. Pacioli &I S9! <@r Jomeirs
HqraTed g giHSE T English System of Book-keeping A& q&ie% FepTiard
T | AT IETF IR FEAT T He ATIHT T 00T F4T | -t F@r Argera
(Book-keeping) afead &3 ETelebl T&THT ATTHT &1 | SERT i@l JUITET AFTTTATHT
AT AR TFRT AT T hH TG¢ TAT | TGITIAAT ATTHT T4 FI AT
TAT JPRHT FRIAREEH] AQEHT e (6T TG JUTEH] THATERT IR & ETeH]
FALITHT ATSRHT |

FATAT AT JAT AGT, FET < 0%



QR AGTATe (Accounting)

(®) ¥ (Meaning)

oIl ATAAGT BRISATER] TRIEAE HTEATATS of@T [hdTerAT ATTerg AT 16, | T FIR
ARE TeATEEd HIHT fadqud Afqer afad TuEret fqmewr faeeromenes dfqs gifaer
ATRT TIfee foRamearaars srafata wiH=g | darataer o@r afaaadare aghiad e
FfTepeur, FgardreRyr, Faeeraor, q=mr FEwur T H A |

R.N. Anthony #1 #79R, HIAIET THI=IT WGk GAATE ThAA, TSI,
fereetoor qer giqeeT = #1d @@ 2 ("Accounting is a means of collecting,
summarizing, analyzing and reporting in monetary terms, information's
about the business.") |

J@Tatae! g qiedre=rTd Institute of Certified Public Accountants & &
grtafy qui a1 #Aiferes SO faire 07 FHTEET HUHT SATGF FRIARH] AGIeh, aIHT
T AR T AU &GAT [qa=T1 T %a1 &l 9940 3 ("Accounting is the
art of recording, classifying and summarizing in a significant manner and
in terms of money, transactions and events which are, in part at least of a

financial character and interpreting the result thereof.") |

fafaer fagreware sraa afeamamar erarfafuars wifas qeodm = g1 aifds FREr
faeeroor 9 T fafr=T e ufqees THarET RATEaTTeT ®TAT A ASURT F |
(@) IgweE (Objectives)

AETafed ITedeE [MHTTAR e G

(1) AT PRI ATeTE e

(T) AP PRIERE! fTeeqwor T

(3) FFAEH [aird el Falq 91 amsT
(%) @R A9 GEAT YA T

(F) T AU T FEdnT T

(&) & IR FEAN TATIT

990 FATAT TSI qAT AT, FET Q



() #wdEE (Functions)

AGIATTAT AT Fes Tes
() A BRIARS GE= T

(@) TRt femwn w8 afaere e

(3)  BRIERE! AR T

(%)  HRIATH! TSR ¥ gfqaas T
() fageroor 2 fae=mr T

(&) @S (Limitations)

SEIAd FHEE MATTar 3

(1) Wifaeh FAHT FRIAR TEARET AT TATHN AT of@l a3 |

(M) @A [Tl RER AT Ad iEg q7 ATl (ST B BRI
afvrerg TE |

(%) HRIERiqHTs FamEr Tee |
(%) % FAT JATH T (AR T9 Foarg g7 |
(I) wifatas AH T T&T TAAGT ATFTF T3, |

R.3 W@ HTHAEH T AGTATEIHT AwaLewawl (Interrelationship between Book-
keeping and Accounting)

# g7 | a@T Ataer@d (Book-keeping) &1 1 FATS
qUYg F@marg (Accounting) I &7 | <@ ATAe@-H
AGTHN GRIFAF FRIERHT Afqerg AMGws, | dETate
URTETE  ATTe@T Rl ATIRHAT HRISH! a0, TGl
GE0T, F=aATeA ATl (qepte, wfaaes qaw T faeer
O T T TG |

‘Accounting

Bookkeeping

FIAT TSATAT QAT AGT, HETT Q 999



AET AfHAE T A@Taiasl w¥F (Differences between book-keeping and

accounting)

w@n sifweed (Book-keeping) s@fafa (Accounting)

FRIEARH TRIFAF A@TGHT T H1A | AGTGHAT TRTHI FRIATRHBI TGETITHT,
Hl faeeroor, faes=mr T ufqees T &1 &n |
T @Rl GRIFTE w1 IR AUE(g TR

I1 d@Teh! IRIF% (Primary) %13 &7 | (Secondary) # 71 |

TGH] YT AAATTHRI FRIARATS | TR ¢ AAATH] FRIARE G& (i
afeqd T & | qfe=d qoT gidaad T af |

FEH JE(q [FAfHT T Fera@ (routine | AFHT TH(d [aeqWUTHE T HTA BT
and clerical) g | (Analytical and Executive) & |
fag=g | TS |

TEA | TR FTIHT A TEH |

R.¥ w@Tfafe®l & (Scope of accounting)

THTY HRTSHT @i ATEE dad a1 faira SRR g AT I a5H AT GANT
T3, T AT, X THT & ATTHT AT AT ST | eRafa, s, GRebTd, TRawend
7 YgTHHT BYh &ITHT T9eh! Ik Hewd @ | AT 84 SIAAT ETiaterr fqgred, qumeirer!
TANT TR AGTSHA I TG, | A@IATIRT SFAATE TGETTHT MHATTAR Socid T Fiehee ©

(F) T (Business) : a& Ta7 AT Icdrad ¥ fagt faazor 9 a9 srE™me
AT PRIGRET AT TET, ATRT AT IAT AMSH, faxia awar 98T urs+ T 4ar
P ATEAT (AT 9 F@Tardedl TN Tagd |

(@) FATREEE a3 (Non-profit institution): FT6T arsi T Fgeger 99E
AT YR T LA WM T HSHIGR, [EAF, (€HFT Sl IRATRHAS 95
TSAS ATHRAT FAGH, AT, FT, AT AT IAAD AT T TATT faqTT ATTH1T
T I @ atderl TIRT TaSH |

(M) GXHRT MF™@ (Government organization): TXERHT FT qAT TR oA,
TXERT FER, TXENT @ HIT AT AT ATGH FAIT ATHer@ A& T aofe AT
T S@rtateeRl JAT s |

99 FATHT ST TAT AGT, FET



(&r) =afer qm darRHt (Individuals and professionals): fafi zafager smw
AT ERTIAT ATRTT ¥ @, AAGHE! AT T A@Iardel TIRT Tagd | el STz,
gieafraR, aferer, S@TIeTers ST TRTRHTS ATRAT SATaaTd qoT ®HE feare frdre
AT T T BUR! ATXIT IAT AMST AQTETIR FANT Tag |

Q.Y @Tfafu=t qferar/ A@T=@e (Accounting process/cycle)

SraTtafaer qfsar ave! faxia RIaRE! e T4, ATqe@ e, a¥ear T4, JqIRIeT
[Pt ST 9T faeeivor T gqdl 9 %14 21 | TS Akl (Faaare T q Aleh, ©

9. fa<im &

CIEE AR EE 1T
6 ‘
5
Y. SATEdT I 3 st
[EES LI
/
¥. @efrwTor

(@) fa<iim FEHT afeg™ (Identification of financial transaction)
@bl qiedl TUHT AT T fatqe HRIEHe Hifges TeadT AIT T4 A
forira RremRe! qie= T | @i o< FREReES A Afqerd Mg gar
TAIF FRIARATS [T T TS BRI ETH A= THI g7 | T =0H
FRIAREN T egd ATALAF AT I ASHAT K |

FEAET oA TAT AGT, HET 93



(@) SETe®q (Accounting)

T@Tgh A@TeIghebl GIGT =ROT &1 | T8 FRUAT [ai IR Faiedd ¥ IAqF 35
TS IRIFTF ATTEEHT q@IgHT e | THHT ARM TR =Y T GeTdsd G
TR =g |

(1) aftR<uT (Classification)

@A D! TGN FAVTHT GTATAETRT TAT TS, | TF FRTHT YRIETE ATTA@HT TG ehT H1RI
IREATS fTTehT TeBfcTepT ATETRAT FMTHLVT T FaaT Fad @A Afeq ¥ Afier@ afavs T
U @TaThl 99 TFA (IR0 Mg |

(&) FEEAIHIUT (Summarizing)

JGragadl ATT FAUAT GIATAETHT TRHT Afqd@ars grqad gareer ¥ fadra
faazorar FgadrEer A | AT AIIH Feddd G GIAR TR BRI
FIRXET AZEH TOOTAT AT AAT 7y T q=cgdr faqrg fgazor (rrafgazor 2
FIAATT) TAR IR0 ATGNTE AfGT Gl qEes, | ATAGaROTAT ATRTHT T @eehl
FIAYHIOT T qAAT ARwg A9 ATAATTHT G¥Ifd, Frfacd T GSirhl ageaqraor

s |

() =areat aAr fawawut (Interpretation and analysis)

fadra faevorer @ Afasier smarAr Hwpd (e qfeed | a9d d@r=ea el
af= =RoTAT faira fara=orert e 7 faeeraor 1ives | o =RorEr fata= faiia =eewsta=
TAAT TR TR FepTet g, |

(F) JEIArR<0T (Presentation)

@GRl ATaH FRITHT [l HRIARE! AGTSHh, aH0T, SEUTHRLI T AT TT
faeeiuuraTe T FEAT ¥ MY ERATATATs 93T g, | I =R fqiq= faxir
T ATt gfqasd qar g |

T QAT AT TRUEaE BGHT T HAATS o @ Jieeg |

9% FATAT TSI qAT AT, FET Q



SIFIA
. T TR afa agfar Sl

(%) @ AfTer@d A9H & Bl 7

@) Luca D. pacioli @g e <r@rer faar | ?
(W) gty 7 TR |

(&) FEIatE F 35 IET Jeoid TR |

(3) w@rrataedr A & & S 7

(=) @l ATA@T ¥ @i qFed U aTeAl Teerd |
R AT g Bl I e
gl ATEdH a=y TR |
(@) @I AR % B 7 AER ILAGE Aelerd |

Sl
2

(W) Eratae Fd Ioord THR |
(&) @l AfHerEd ¥ AETarge! AeaRared g THard |

(3) EEIH T6E & & G ¢ a0 THed |

3. TR T3 AT IO AGRE -
(F) @IEfTH A ACTerd | TIH F1F JIT AHEE Ioadd Tl |
(@) r@reeh 9Hl & &l ? THHT =0 qUA Tl |

o5 [eaTog 10}

AUTEH OXHAT TF WlATR GRATEMAT HORT F EeiET Jifdad wrameat get amre
FETAT T&TA THE |

FIAT TSATAT QAT AGT, HETT Q 994



q13 90 mmmﬁﬁ

(Basic Accounting System)

ACCOUNTING
@ CE

0.9 @I JUTAIHT Tf¥=d (Introduction to accounting system)

d@l AT FRIEARS] Y& TR afgd T g=Hiqd U [HaH SAaeaieH aia
Afver@, @rdr, fhare afe ¥ |1 FRERAS JHIT T 97 FHSIaaHaars a8
TS, | @l GUITeAT ATl hIRIeRehl qie=me, Arad, fageroor, aifieeor T giaaaasdesT
THU FAATE qHE BIAT A, |

AT TP G PRI T, ATHRG ITE, TG T AT AT HfTaa-ehT ArweTe
TEITIT TEATE SITTFT (& ST TGFeT = oRaT JUITeAT &7 | FEATHT T GO A4 FRER
AT faeaeardt fagrederr ararr afe=ne T, Ggehd T aReeor 1+, fa<ir faa=or qam T
giara T FFI T JUelrars A o@r JuTe Aiwg | R s 38
AITHT FA(HR0T TR AHAT T |

0.k THRER! AQ@T JuTTEt 9¥=d (Introduction to single entry

system)

FATAA o1 TGHIHT AUHT G FRIGRET Th Gefid ATqerg el @ Jureredrsg
THERT @l JuITedl v | SaT 9e7 Sfae a1 hige I 9fF g9 99 | T8 Jorelierg
FRIAWH Afqer@ A1 T fafaw=r a& ST g7g | T8 U A9G a7 ogeheh!
PRIET & FHAHT TAT T JeTdTe A7 ATToRG TG+, | TqHT HA FJe9T Thl AT

T G B FAT T AFFRI TCT 27 | T Frafd T qIfcaehl ofem e |

LN

THERT @l JUTelrells A9 a1 AU @ JUITed] A, | FRIAREEZRT THTI @TTaEHed
9% FUT ToATAA TAT AGT, HET




FART IO ATTerG T T FAR] A AT T JUTATATS AAANAE T Feaamedd aghe
af afieg | =T T TUTE = T AMGTRT Sr@rehl STEdT Sirel T I ATIR THUETE
TS ATITAT JUMATRT BIAT Ui fAg7e; | T JOMeATeiTd AU d@TaTg AT
THIUTHT &I T FR ATTRTIEE F2 (MR & Afd Aar (4379 | UPERI <@l
U= T i @Tel & A =d W@ed g3 | AU FRIGREEE! ATHTT GIarHT
T T fadrees ®GAr qfF a7 T8 T | AR AT AT ThReb FRIER Afdeg
T AT AT WATE® AT THT GfF 47 T@T T4g | GEATHN THTATAR GTaTeedb!
qUl AT THIERT ol JUTEHT e |

Y FRER & TAT @7 T qG1 @ T TG AT AT FATATAGEH AT THRRT
@ YOITeAT ST Sfavg | T ST JUTETR] HHSAE TRl FRIATHT T TeTehl qo7
Hierg g HRUETE (sl ga [afa= aHEEs & |

90.3 TR AGT JUTTST (Double entry accounting system)

(%) af<=T (Introduction)

FERT @l YUITeATT AR AT HRIARE! ARR1 TATE T Hiebl AT ATqed 8l |
foeaiied &qaT w1 YhE FRERS g8 T&T T I6s ¥ g9 9T GHE Sfa| T
FRIEARE! AT AGATGS, T AT Alebeh] @l JUTAATs aleRl @l Jurrel A=, |

FERT @l JUTATHT FRIARA TRl Teh GEd ITaels graiad @raesdl Siae
MG, A AB T&T JHTEATs hige NG | Al gaT s FRIARG! Sfaa Tair
Afer aRTER wige Te AfTom g | A9 el &4 @19 fAfqee St e
FRIARD] TS ST THA a7 STFAT STFAT shised IHH g8 | GleR( of@ral
sfae 7 wfge avrar 9u F9usr afda A=A AfeT TUHS T JUTEATATE IO ¥
ARIET YT AT, | JaTEXT: WA Teb ATRTel SAaTd FEATT T . 3,00,000]- TTTHT
T | TG FRIERE T T G99 FGAIHT A8 . 3,00,000|- AT T Al J&TT
THTE SAALTATH] TSIPT FIHT &, R,00,0001|- SRTeRE! e faiSTa 9T | T8 AT
AUl g ¥ fafsid a1 T8 g It afaer@ 7g @rdrerg gfae ™R T el

GTarerg shigd T T |

(@) fa¥ioaT (Feature)

(37) IR IHE (Dual effect)

FTERT oGl JOTATH! THE AT AR (70T qeeb SeRT T9Td &7 | T FRIAR 35
T JTe TdE T BTATE ATIR AR 5o JeTT THTaehT Afqerd T80 JUeirar T, |

FEAET oA qAT AGT, HET 9\




(3T) AMET I (Equal effect)

FERT @l JUTATHA=ARTT BRI 59 TEHT GRIER ThH ATqer@ v, | 97 et
St TFH ST A HiST THA g T Ao T THURT Alotel ot Afebes, |

() A@TIGIUTHT &XAAT (Simplicity in auditing)

FERT AGT JUTATTT AMGURT [Edrathara e q97 «@l GIelv & a3 TaH Jasf
AT TH Albreg, | BRIATRD] TATT T8 T GraTehl AR1eT [Tauere @rarero g
FIHT T AT T |

(%) ufadweiear (Variability)

BT T GOl g5 TaTT TATGD] AR [T TRl BRIAREEAT AALAHATATHR
ARSI a7 qRadd 19 Fibg |

(I) SNTfRAT (Scientific)

ffera g, g ¥ Tt STERAT W@l e AUl THATS asiTiTe JOrel A |
(%) fagma®! W (Use of principles)

FERT @l JUTATHT AETeRl ATIRT T [FGTecAehl TN TRTH &7 |

(¥) = JUWT (Wider application)

TRYET TIH AF(TEF JUMEATH] FIH] T2aTe FARAT TH JOGATS] FART SATHF TR 8
TR |

() ITWEE (Objectives)

@) wRERE qui dfwe@ T ( To keep complete record of transaction)

NN

AT AT FATATHT TTHT TS BRIARHT AT TG T8 T ATTer@ T ERT
<@l JUTedlehl Teh Y@ 39 &l |

(3m) ARt A e T ( To determine profit or loss)

NN

AfEd FRIARET ATGRHAT H=d afgel AThRT a1 draard [MaRo T 919 @R
@Y JUITATRT I¢9 BT | TFHT ATNT qrafedd AATATAT TThT ATRIAT AT Goehl farae
IRl oA SIS | T=eh! THAT TR ATRETHIR] STHAT THHAST & 9T ATHT T el HT
AR &7, | TRT AT (R T 1 faazord s ar 9Tt Jrem @rar aar 91 |

99z FATAT GATAT AT AQ@T, HETT



(3) Tfdew srqear®t f=uT T (To depict the economic situation)

A= srafuerl AT WH! FAAIH AGF (eicTepl [0 T IERT or@T JuITeres!
b HETaqU I &l | AWHT AT AIHIHT Teeh! Fwafd, Isil ¥ afacaava=dr faazo
FHE T FTHATT TR T, |

(F) TEq qAT GEATAHT GIETUT T ( To protect goods and assets)

FAAT AT FAAIAT AETF I7 (G0 a&q qIT G @RE T TR TS

o N N

g9 | A1 grIfdeRl qEUART qa1 fedfaar g9 A9rg+ YehRare Afferg T RRI ol
JUITEATERT 39 & |

(I) HATfdF GAAT IUAsd ST (To provide financial information)

srFaTaaT fafae qeeE, S SAFaTdr, ATg, FHERT, AH, AT FeiTe, dRmrear
ATfaepl AT Ewg | (IeEsl =¥l Heud: adraad aeiead didd  gedreedr
HIsd e AUHA FAAAET GHIegd ATfdF aAes Iqded RIS 9T @RI @T
JUTeAThT £ e, |

(%) Afew arTa™ T Gt fofa T@AT #Eq@ T (Helps to resolve errors and

to make right decision)

AATTH AGTSHAHT HHAT [T Afce® ATTIGA | ERT A@T JUTATRl Feraare
T TEHT TUH Al Al T&TH A@GHANT T T FHGT T Aiehes, | A@reFa=ar
AT 9T TR A0 ET (O aEr THIERRT &7 | AT FAATHT AR BTHT ek

LN

FRRT @l G ATIIF o0 I T qfd F=ars T Fel [0 9 H7ed T8 |

(&) THRERT T IER A@l JuTeifsa ®h (Difference between single and

double entry accounting system)

THIERI @l YUl ¥ EERT @l YU Tereiebl H¥eh (eAadlisTHeb! Taehl B -

THERT @l JurreT FBRT @l JUrTel
(Single entry system) (Double entry system)

(37) FHT FISATIAT g5 T&llT T AT 8l
AU qAT A TLATGH ATA YT T

el

(37) TE FHTUATHAT T3 TefT 9T a4 gal
qul JATEH I T Alheg |

FAET ToATAA TAT AGT, HET 9%



THERI @l JuIred! BRI @l JUTTel
(Single entry system) (Double entry system)

(3T) THAT ATFAT, AR T AATEA D
g @rar Afgd gar qArwT ArEr
GIaTead A= @ral Ja T4 dig; |

(M) AT F @TAT AAqMET &l ATH
T @TdT TAT T Fiebad |

(3) AHATE @ TUE @Al qaR 9 | (%) J9aTe drqeld TUeqv @rar qdre T
T gaT T AT quT FAfd °rer Hlep 821 T SAEAT qAT Alde®
TS Afeba | Tl ST Gl |

(%) JEETE AHAT TAR T AG(H GaT | (3) TqATS ATHATT qATT A @l gar
TqTeRr JAqTg e Rafq arer 9rew HEITRT ATEdtaes TaTd et arer ars"

qichar | qichra; |
(I) e JehTarT 9TEehIedg i faaeor | (I) T9WT 9TehTeag ATide faaurer aratae
@1 995 | TREEFEE I &7 |

(F) BAFIE EATHAT TTHT HI AT =T

N TS Alehel 8ol ATFET gaale aarad
> qfehrag |

() JqATE FFQUT AT foawor g T
dfepe gaT SfaeIel AWET T Tee

(F) FAPUE [EATHAT AT T WM e

() THATE FAT AT (a7 ITed A5+

BT Al AREe T afa |
g9 |
] (T) AT FHAT AUHT FTAT TAT FEITEEHT
(T) |1 IS ITIFT &7 | N
TR &7 |

(@) yifataes AT AU WTH AT e qa
g @l g |

(¥) qeIeT e e el g7 |

q0.%¥ AGIATIRT ATATLEE (Basis of accounting)

& ATIR ¥ YEHTET AR T ol el & 35 AdRe® JaAdd &

(%) AMGHT TN A@T (Cash basis of accounting)

FRIAR Afectdeb T qr9 TG I a7 A& qHl AUH qGHIdATs a7 BRIEARATS
AT IR fUR @rees e fafaers Fear smanied «@r qomeT 9t | 7 Jomeirar
TG YIS a7 @< qUHl a7 g LI =, YIIE AT AT Igh ATSITETE BRI STUHT

9R0 FUT ToATAA TAT AGT, HET



HATARHAT AT (RIH AT TATRH & AFLHT ATIRHT @] IMEw3, | AIRReb! T,
ATRT TEATIT AT, T FRIGRATT T4 ATAIAT 71T ATIRHAT @l A, |

(@) MENTET A@T (Accrual basis of accounting)

T AT a7 T TAqF GHAAT AT AT PRI AUR GHRIAT 7 A@IgH T
TGIAATE FITATET orET JUITEl i | FRIGARHT (FTT g1 & THIE I Jefesars
THR Wi, T, q¥arq qo7 Sl quf &A1 9fead ¥ o@rgehd a9 ATIRH
TR | T ATIRHAT @l ITGRT ATTIF TURT A=A AT [ a1 SH@r I Maca i aAfehl
B AT [ATI THH I el B, STFT Gl Mo T FFI Fq 8 A SHEN J@ s
FIHT T &7, | AT TATSTHAH] PRI T FEATH GIEHTEAT ATIRHT F@T M, |

() TEEHT AT qAT TEHTEl @Rt wewh (Difference between cash
basis and accrual basis accounting)

ATEHT AT ol qIEHTEl T

(Cash Basis of accounting) (Accrual basis of accounting)
TG YT &aT, ATRTAT T HEAT! gal | FRIAR AU, dTeblel Aargeh g |
TFET T AAcAH] @IS ¥ad | | GHId T SMIcah] q@Shadl qid Aqad
TIEH ATAeE@ AT TR T | e AfE |

THeh! ANTeEHTT AfE=g, | TN | HITdehl d@TgHhd T 218 hadad e, |
BT el TiRed
fataer stfaca swaardr a9 @ | fafaeT i sqaammieT AT oo Saeres

2T (provisions) T | (provisions) AT THT F@TgHT T |
T HISATAR] LT ThTA AT | AT HISQTADT AALAT AT AT Fad faawer
afer=g | TAR TS |

FIFHIIT A @I, ATHT AGHATIA | ATRT FATST I HUH T LN BRI
TRETHT LT AT AT ATATIET | T ATANAE  Hrared, Sgeb, [odr anfadr
& AR &7 | THET TART TR, |

q0.4 TGTfATET ATATIHA AFUAT (Basic accounting concepts)

gty R U3l eatead uglfd 81 | et ot difere fagra qor ares
TEATHT Gl | TEAT ARVATS @b ATAATT ETHT I17 (575 | AT T@TehT AR
fFgr= qgr 9RO AT AFAES MEATAR S

FAET ToATAA TAT AGT, HET 99




() eUTEETUE® Afeacash! AT (Business entity concept)

TH ATIATHTER @] AT ATAIATs THP FaAdl a1 qHIg A& qeq=l [0+,
T AWl a1 oFl Afedcd TEH UHg HI=g | g Tadd T o qeqfars qUhl
FRIEARE AT T arecdiqer feafqer s foms, S&q @ saaardl ¥ =g9a™d Uh &l
TR AT TGHT HFATAS GG TN T (hebebl TRl el ATAE T8 |
TET BT ATAE ATE 81 A AGAIA bl A9 AIRT a7 AR Hicd &l dTal
B3 | T fa SR R GEiead W7 gvg | SAaaTaE T AgEEiead FRER
ATE AT T | T T IR HFATIH] Aeed Gad grg T AR Tl 8¢
feamar sraETad A T |

(@) wifgsw ATIART AT ( Money measurement concept)

AT ARl HIH A1 795 (99 EEId! FRIERATS THH EEIHT Tad T9 T
AW AT I 27 | G ATa™IeE HRIEH ATE TR Hifgeh HeaHT Aferd
AETTS, | A a7 Jarars Aifge qeadr aadd TRuT 99 @@are afds qa a9
T2AgF IS T AlFT | TFFRI F@T ACT FRIARE! TAHT {7 THIEES, |

(M) fACFa<aT®t AFEAT (Going concern concept)

AT AT AEATEH @l T A7 Heed a2 g o a1 [Meey Geaaal Aeeeg qwf
AT AR 96, | T T @ T I8 TaH TR T anacdias fq=iar I,

(&) AT FAferRT ATAT (Accounting period concept)

JUF FAATAd ATHT ATF ATEITH HATZHFA Tk M=d Falgadrs ATER AT
T, | FId ATHRT 9T, F(q AT 941 3 [@dfa] F(q S 7 9reT 99 qiad @ Tger
fAf=rd srafaesl e | IR @ JTEET ATHH TR ATIRHAT e e | A2
g ivuer afdes av wRF wIF qAMIHR] T GG | TUTAHT ISR AHRIFHD
FAfaeTs ¥ IRTHT AAFAT TSN [SUFaRaHH] datadrs AfdE ¥ AAIH B |
(¥) 3 yiftq g (Revenue concept)

AT ToaATATHR] FHHAT HA T AT AT & A T AR GSIHT & Algars
AT A= | T AT FaAThl [aan!, ATTATIE g ATSTHT @A T FANT TH TG IbT
el foshl #AfeaTe eadrEad A I M6 | I8 (ST dqr S A=idedl A
ffy=ra T &1, ET AAtaET gt ATETTATS /T AT WIS | AE T ®TAT 9T
9T i AT g GfeRAT TEIRT WU AT THHATS Ui AT AT T, |

R FUT ToATAA TAT AGT, HET



(@) @ g (Cost concept)

AT 9T T FHHAT AR GHAATs AN HIS, | AT el AT TR AT el QI
T GSil TS | T [grmas R Fafed afdel T 9 HHAT AT Tebebl @
AT T Fafaedl ARG A7, | e @bl HIEaT ATaTdd qigdl Jafadr Iaree, 9+
TS qEatedd AT AT AT @l FATTH! AN AT | Hed A(qCRT A afq a1 T
FHHAT @I ASThH] T AT FaATH! IHHATS I ARTAH &THT FHTIL THIES, |

(@) fwem fagwa (Matching concept)

79 fagraaaar Aiveaa safaer 9 =ag (e A 41 srataswr areT Jrem e

TAIEE, | T AT AFEIwId AT AT FHE T 85 |

Aq@Iafa®l AAATE FHAT TRETHT @IHT JTIRIT ¥ fqgragsdl
AT AT TSR AT TG TG | AT gTaeed! [aqd (qaxer d@rdrad
ST (AR e el UT &7 | "I YR J@rel (g a9 dedn
HLAAHT AT T g |

Q.Y AGET GEEfad qed wearadige (Key terms related to
accounting)
JGHAT T FRIAREE AXATE HeT AT THEiead grgr | g @rdr, @9 @rdT,

HTRETHT @TAT ¥ YSIl q4T I @rar I Hed Gral g9 | @il A1 @rareT aeafed
Fel MeRTIAIRl =g ad faeus §

aFter IStt A e
RISECIRIES
L] JTFITHT

(%) a¥afa (Assets)

e TR AT LTI TeehT AIAATHIA, 7S, =R, TR ATG T A% SATHT AT FRATIT fof et
FATehl THAATS TR AIHwe, | T faadiarg s@ug T4 ¥, FT, feara =nfews,
ZEATATATS ATATHT SHAATT FATIH BRI, HIGHRT, Bi=R, 79E ATAQTH 1S =AM, |
A AIAEE ATATAR] G g | TrAfeers =] ¥ [y Tt T2 g% ANTAT (97 T
s |

FAET ToATAA TAT AGT, HET 3




() A @A (Current assets)

AR FATHT F=aTad HIAT TN g1 qHaraals =rd aeard Aieg | ae a8
TF YD AATATTT TARTHT AT IS8, | 1S, Ageh HISard, T, ISrgT I ATATH
ATig =] FFATehl I g |

(3 fax avuta (Fixed assets)

fer Frafaars =l gwafd afq 9= T | ARG sl SHAes Jagi STadrs
Tk AP TTHT AGHT qRAAT T Afbar | AehT MW T &l =] AT quam
TRTEHT G T Aafb qramers e qeafa afieg | 87, S, 4, Sdier, B,
HieY e fear Feafaar=iTd qeeH | Fay Feqfdel FeaTehl AT FHIST T dHardrs
afg AT HEAW T |

(%) wvtfas @t (Intanglible assets)

Hifqer wfedea AREHT qX AP @IHEHT JARTATE ATIF AT &9 T g qaT AR
faster g geafaerg sdifas arata wfiwg | wrere afuer, enfd, Iw@aar qar a=1 a1
fg Twafq sdifas Trafaer 3o & |

(@) Tfea (Liabilities)

TS AT F ATGT a1 geqars fRAr TH9 ATHEES a7 fada" thHes e
A=g | wiasaar Faarg #21 foqa g = 91 7 aifae & | aearg faqod e, fae
TP, U THH, AT (G T IMIcae® g | TIATg i g5 ANTHT AT Afehes; |
(1) =T T (Current liabilities)

=T ATIF FUTT AT T TR G qMIcaddTs AT aTiaed 9= | Tk ST
FURTT AT T @ T AT SUHT G e =1l q1ed g | arg, fae aer far,
g ATy Wfe = s & |

(31T) ST T (Longterm liabilities)

T T TqATE TF ATTAF U7 {7 Ted AqATS ST qMfged 9w | T
AT fq 797 T qTiaca el e g9 | 9= o oge% WO, g5 audrs; fae o
AEE® AMG QU e e I8a |

() §Sft (Capital)

Y IRAT SATIR oI THhl AT THH ATAAF Jae, AT ThH AT/ HifeTehel
AT TN TS | GAT FoaTAaTd T HIeAbel TEhT AMHIers § Iof A=, |

9RY FUT ToATAA TAT AGT, HET



AP MEEHT ] T FAITT FoaTdd T oI TAH] GoaTadhesd Gl Fal 1
FET TR AT TAIAHT TIoaTd [GUHT grar agqelTs 5 Goil g |

AT HATd THI A AIAebel TG %.4,00,000/- T %.40,00,000/- G A
HEITHT RN AT 9 GEATHT Y1l &.94,00,000/ - §F S |

(en g wfufasws (Bank overdraft)

ATATITAT TgHAT TMEhel ATRAT @IATHT THAT TRTHT THH SR a7 WA FH T
R 99T | OY Aol TCATUHT TTEhaTs dShel @IdTHT Afswid THAT=T Tel ThHH af
feme qTSw e fEUT g7 | @TATHT STFAT THHAT a6T THH e qrs+ a1 graar J
g Atafasd &1 | AT FiauT T AEhATS T g4, ST&h: AT FH T Teehel T
g f. W1 5.90,000 /- TEAT THI T T IAA AGHATE 3.40,000 /- FFRT G IT
Tisad THHTT Tel [hebehl THH %.¥0,000 /- A5 gk ATITThT Tl |

(§) ®ER (Transaction)

TAE FEATT ATRAT 9T AT AT &fTeh ®THT Hel T el ATdF [hareedry T
e | TG ek BYHT MR AT FRAThed ST 79T STHT, T @ive, 9Te foehT,
IR G AT faan! Arfadrs FRER A, |

(@) @ (Purchase)

FEATATS ATALTF [ooTae] Agale @G T ¥ el M=d IhH qTRT @l o= TS, |
T I faahl T IEeael FEATS AIgaTe fbel FIHATe @iRE i=g | 3Tl TegHT fereht
T g9 ATAATHTT bl HTAATS @RE AT, | ATTATATT fbed Samar 5 T7e fafes
I AATS AT GG A=, | AAATA fbel srarr w91 afaer afg fad wér fefaa
A TEATs SART GG 9, |

(®) @f¥g frdi (Purchase return)

TR E FATTART ATHT FATRTHT [hITURT ATAGTHITES @(¥E ATLTTHINTH THTR! GUSHT
GiEFare &l AreaarTars faadrers § fRal qereadd g sadars @ fedr
=g | fahdrer ATHETE @RERdraTs TITSET @RE ATSITHT Il TRUeHT FEH!
HAAT del e Il TSTTHT, TIRHTT FHH a7 agl TSTCHT, FH OIS & TSTTHT,
T AT FRUTA TS ATAATATT GREhdie (hdl 3188, | 9 @RS TRUH! ATAITATT
fafaeT s 7ot @fvg wdrer fagharars fRar qersd & @fve fRar &1 | Ao afe
ATIITATIAR. AHTHT T TqATs hal T Tag | TG @G TR AT fFar
TS T @ive frar afiwg |

FATET TSATAA AT JGT, FET Q R4




ATAATHAR] HA dEl g, ATAATHTAS] TICATT FH g, (ol a1 FfeUHhl qHE g,

FHAA U] HIAHTHTE, THIHET Ui AIAFTHIT AT ATG HROTA ghclTel [ehriehl
ATAATHE® @i hal 188, |

(&) =umariea® a&q (Trading goods)

T ATAATHE® O faahl T STedd @Re ey 99 addrs AE 9%
AT, | AT ATAFTH @I TEe, AR Ah FART T4, T TGS AT & e |

(vr) fernt (Sales)

gfvg TRusHT A a%q Aedars =1 7 fag! & | rEaaar AIearHTHT Fel
HH ATRT TGN o= e AP HETh e, | Hieciblel @iva bl A a1 9l
AT 9 %W HeIHT AIAATHIEE 9= 94 &d 94 | @Xa TRUH HIAdTH Aedhars
=1 | oy &1 | ATerErHE g=aT e S Y geg 9 s A9e faehl ¥ e
i 9IS T fagnl g 99 Agers SaRT fagnl 9 |

(31 fesht fRat (Sales return)

FEITA fehl THT AT FTHTAESR hdldl @G ATLTTHITH THTHT fRdT 95189 | J90
ferght TRt AT ATATHE® harane fhal qTavars o fagT fhar wfawe, | fagT fhdter Tat
HATHTHISTE AT I ThH Tad ST, | 5. Q000 SRTARD] HId ATHIA HH [UEALH] TTHTA
Farare fRar 9gws 99 T9dTg [daeT fhar afws |

() JmE™l (Debtor)

TET HIAATHT FURIAT fehl Tehl GUSHT ATATHT (G111 Evg | ST AT a7 AeAqTeArs
JIRMET ATATHA faanT s, et ATardT /o Af=s, | TTaarar faent T9 Ferest
AT AT qEafq &7 Saere ATaSHT THY UTSH dlel eS| ATATHIATS aTdeTa A
T SfTIehsr=aa Afiad fE=g | & Y000 H ATAATHI THIATS SURMAT ol
T GUGHT THITATS ATATHI A= |

(3) &g (Creditor)

X ATAATHTT Fledel SERT 9 @RE I &vg, | AIAArHA 9ig T fae T
S Al AT HEATEE @ivg s AqATs |18 Aiee, (Aiverd q9aae=nd 7 |igars
fa T &5 | dgars @ fadud quEe a9 aradrael g ofivear afie
MEwS; | AT IR @RIH HTAHETE ST g7 | & R000 aRTERH ATAATHTT ATIH
o1 fa. are Farmr @fg W araa o fa qrg qn e |

9% FUT ToATAA TAT AGT, HET



(¥) @fa (Goodwill)

TEF FEATA T foRaThardest aeaT e a3 a1 FHISTHT TSl e JT Wl &5 <
TEHdATE J&T MRS JAT TAT FIHT O TGN TUHT G FEATHT ATH FHISTHT THT
g Sg T9aTs @id 95 | A1 U3l dg J¥fd &1 | SATIRE ALIqThl qTH TTEh
FXHT AU Ford TTAT AFRT JAT T ATAATHAET [d5h! T g7 | TqATS ATAATAH]
Trafa ofiewe=rig @ |

(@) =ty faed (Trade mark)

T eAEA T AEqATs gad dfeam fad Sgeael &7 a9 ar foedarg st foem
AT | 2T AT T Forge ofeb STl WA T ShIeT &9HT qreer S ST gt | |

(un) @@ T (Bad debt)

XA ATHAT ATAATHA T FAT Fleiblal JARI i =79 g5 | I JURTHT T=AT
FieAFTel Al THH T3S & A7 | IART THH ASHAT T AH (bl TUH GUSHT ATATS
IS T /@RS HO A= | AT FXATHT AT 12T &1 | TS TFATS ATRT A= QT
TAR 9T& G a7 "I &A1 ATAE T, |

(@) 7 (Cash)

BTHT 9T Fra W HT TG Aol STAT a7 TATTS AT | U&d A= 9THT e qv
&1 9 UI9vE, T, A afe qa TWIE 7\ F 9f aeq qor Fav faenr war arg At
AT JATATS YRATS U STSHT AIIETT E, | T FLATHT T &GAT a7 TATHT T 2
FH T TG & T ATFATTR G T AIT S@ees, |

() Sg= " (Bank balance)

it T, o, faAR, ITeve SRAT el AeHaTs AT TeT FEAT g 7 | I5h
TS FRISATRET ATNT FIAAT ETAT HAT G FET &7 | THA (a1 ATeq 91 Fedrane
e (&I TIHT WIER T6s, ¥ ALl 798 d+F ATdd a1 JTATATg ol a1 Mol faq
TEE, | JAT AT FATT ATHIT TEN AURT G THH AGHAT STEAT Tag, T JAL
ISHAT STEAT UHT THH F I5h HIsaTd 21 | gk HieaTd qrard TUshrel aTgeldeh]
FEfa e =R |

(3) s (Interest)

TRATT TG AT AUHT TAT AT AT a7 AhaTE MU AL fod TEw | TG 0
fefar =or fauarra fafer a1 faq 9 Tuers § A iy | SATSTR THE G a9

FAET AT TAT AQ@T, FET 93



IR USRI AT @ g7 S ATHT AR @ATRl Sfaedh =ergg | WOl (a1 2
fFo g7 A= WO {427 =TS AU & | WU TAE T TR AT TGEHT AN A
TS THH ATRM &7 |

(1) HsaE (Stock)

forgRITe=Ta AT TGTHAT FATFT @ TTH ATANE qeqars Hiard i |
TRT TEEHT T &1 A faahT g9 atehl AreraraAers dieard s | A1 wrerarae ufg
forghl qg WG fRUTd g9 AUSTel AT FLATHT FHARA &l | J&T HISGTcebl ITUMAT Jeieh
AT AT A= T T, | TG ThT FAHT @IS HioaTdd[g ATy Hieard
A= T 7Y AfTH HISQTdATs Aehl APl FEAT TS, TAATE Goebl HIoaTd A, |

() geit fmat (Drawing)

TEATHT ATkl ATALAFATTAR HecTFTel TLTHT g HISaTd a7 ATE HISaTqane TehH f¥ehl
AT FATSTAT AT G TEAT FEATE Gt FRareraia Afaera e | e Feare!
Hiferehel ATATATART HISaTAaTE HIATHTT [Febl STRHT SRTAET FATSTHT @ AT 41 9 gofr
fRATemd 968 | a9 SR TASHE] T A8 a7 9% dedrene sRid&l Fanme
AT @@= T T Ioir fRar &

(T) &UT (Loan)

TRIAT AT ATHTATE TG AT TUHT GUSHT el AT AT AT Aghalld oG ATIST
fegs | Tgar MMfv=r gfaqeTdert a¥er et fae TRT s 2afad a1 " fage wTe Ay TRy
T T | A ATIET fefar et 7| Ffeer fRar T T i st e g |t afee T
fegmas, | 78T fewebt T Toh e FHAH Rl I T fRaT THU TUHIS AT ATHATTH ST
friererriTa ETEs |

(%) 9% (Cheque)
IS GIATHT Tehl ThH (R a7 qAIT 9 YA TR qraearg =6 qig |
@  §T Wl "isaw (Opening stock)

AR TTRT FRIATTRT F2sTHT ARTeAT TURT SA~THT (T Teehl ITHUT T H=al JaTeehl
HIsaTdeTs =Tel a9l & ATHAT Tioard T, |

(W)  rfew @l H@ise (Closing stock)

SAAFTHT UG a1 GHE TUHT WAATH (gl T9E a1 IeATed Yiehadr & GRT 795 a
9z FATAT GATAT AT AQ@T, HETT



FoAT TR GART TG AT TTPT AT ATHN TEveg, A AqATE ATTH ATHIAT Hioard
A3, | b aWehT ATwTH HISaTd b qUH & HIoETd &3 |

(A) ATRT T @ (Profit and loss)

TEAIF FRIGRAT Tk A= AafaiiT TUhl o=l ATR=THT a6l AUkl dTTTars
ATHRT T GEFT AT FH FUH] AGLTATS ATFTT AT |

(@) @f>=a ST (Retained earnings)

FEHTIF] ToATATHT [TATTATHT T==ATAT ATHT AT ATFATEE GUTE oS TewdTg ATHIIT
YRTTITHT ATFN TEehl g3 HIsaTdaTs Aiad SHTel diwg, |

(Y) &« (Deprecition)

GFIfAeh] HITHT hiHE A g FHHATS 219 AT | gTadls  AagIaAT A= Al
g e TR G |

() @2 (Discount)

T afve, famr a1 wEHer aFed et et qemn ate fafea w e ge
A=g | B2 T3 THRH 58

() =aTaTE® B (Trade discount) :

AHASR HAHT A= R fagd gadrs ARG g AiH=g | [aa! Jers Iead
T&dr ge fa i |

(3T 7T B (Cash discount) :

TARTAT faehl TRUHT Bl TR T THAH AGHeAT T IETA ATMPUHT THT T
HFAHT 2aT (AT Fea T & ThH ge faguar @wdl gears 7e ge i |
AGTGHAAT JANT gV AT MR TqATEE

1. Dr. = @SHAH HAA TN g1 Debit &1 afgera &9

3. Cr. = J@EHIHE HHAT 790 g4 Credit #1 I3fard &9

3. L.F. = % @rar#l 91 9. @g 99139 Ledger Folio #1 @gfere &9

¥, JF. = $RER® J@aad T8l 381ed HieR 7.9 s°rs+ Journal Folio &7
FEfa &

FAET ToATAA TAT AGT, HET NS



Y. ¢/d = HISerd TEHE NTERET 9 wr«re 1 siarsq Carried Forward &g

% b/d = WiEd THEEH EHART FE AT FAE @l T9rs9 Brought
down @S FFETHT @y Tgehd

0.4 Efae T @fgz 7 owgE (Rules of debit and credit)

ATF FRIEARH! TRAATIR ATAAGTAT §5 FHE AR (qURIT IHAE 8w, | dAd I
F FRIARF! U fAfv=rd Aifges FeadqT U 967 Sfaa qa7 oA HeaAT Jehl Je7 hiee
g5 | Sfae T shige ylaftasr @y snarad fagr qun s faem aiusr g, STgew
AR T ATIF FRERF gfafe g | @y a9@ o Fefated 33
AT A A(hes,

(®)  WFREMT fafy (Traditional approach)
@)  #mgi"® fafs (Modern approach)
() TR faf¥r (Traditional approach)

79 fafar enfife FREe gitad qr 9fide STwa: safad, H qgr a1, qraT, Jei,
qaeE, ATST, O, TS ATadTs [qrleead! Jehid qo7 faeradre e fafa= Faear
fararst Tiews | 79 fatan @rdrars 7aer &A1 (Afaad A FHeHT [q9rsT 19 dibrg, ©

(3  =Aftgara @rar (Personal account)
(&) areaias @rar (Real account)

(3)  Argshias /aar @rar (Nominal account)

930 FUT ToATAA TAT AGT, HET



QTATHT ThTX qd qIT IS8T
T G A, TEEedT, ISl ¥ SIcael’g SAfHaTd @rar /ifdws, T
T, arare, AT, FAET g, THS FAT AT |

FrEdfae @rar T T AT S ATeTea TUHT I&T T T Al
TEAATS AT GTaT qieve, & 7, I, =, AfawT,

Ao afe |

ATEH(AE @rar ifcTer ATETAHT THTHT AT T T G A (b A5 STehere
qIEH(aP Gl AHwS | AT 9T Gl s T8 @raram
JegH, STl dod, ATST, TS, HHGH, AThT, AT, A7a |

g fafemr Sfae T @fge ™ faw

CIOIEARERY gfaz (Dr.) @fea (Cr.)
IESEGREIGH ar3 =afdd fae e
(Personal Account) Receiver) (Giver)

Fredtaes @rar T e T TR T
Real Account What comes in What goes out
ATgehiceh @rar g T e HTFTAT T HTEal
Nominal Account Expenses and losses Income and gains

(@) sl fafa (Modern approach)

g | AMYF FRIERS] ATTH THAEH] ®TA] THE, Goil AT STAHT IRRT TATT
TEH g | AT ATHATHR] Foa=d “F¥d, GSil, qMorca” AT ARG 87 | @l ATTraenl
gfaftas! tHa| S qwafa 91 411 ¥ aroca q97 fqaer o= Feaieaa oIeHT ATemd
T JATUH] B, TAATS @ AUTH fafy afieg | a9 fafaera grarers e,
ISl aTfcd, @9 qAT AT T ATRTE @rar TR 9 ST A i, | aears
frefafad aHmwoET g&=qa T AiEs, |

FAET ToATAA TAT AGT, HET 939



Trfd = 9ol + arfacd (Assets=Capital +Liablities)
Jaar=ad Afer@dedl aw fHefatga aifeaswmar fagusr 5 ¢

GIATEE gfee EARES
TR FSHAT (+) AT (-)
gd ¥ A FSHT (+) AT (-)
LSl AT (-) FSHT (+)
[ AT (-) FSHT (+)
HTFRTHT / hTZaT AT (-) FSHAT (+)
3IFATH

. qAH QAT ATRNTE, qEdtadh, AATEdias FAAT T GaTSTRE |

3R

(®) SHAQTTAT A A AT (=) @fkg grar

(@) TFGTIHET 9T T HqT () g% ATST @A

@  fafayg @ (ST) =ATST ATFRTAT

(=) fafqg smamr (¥R) T @rar

(®) fagr @rar (37) AR AT ar.fe.

FATAT GATAT AT AQ@T, HETT



(@)  UHERT @l JUTAT oAbl & &l 7

() THERT @l JOTTHT % g5 [F90dT TETer |

(&) SERT @ JUTeirers 6 IR J@r qoe qiq=s; 7
() IGHT AR @l Al &b 2l 7

~

(=) Hifger ATITH ATAATEN TR |

>

(@) @FId (9@ 9H %l & Bl 7

(&) TRFRE fafaseria ararer 9eRr aeied |

¥. TRl JIEER! Bl IuY ACRE :

(®) THERI A@TIUITATH ATEIT Tl |
(@) UHERI q@IIUTATR Ie9T Y= qTerd |

() AP ATIR AU TR |
(&) STETEfEsT e & qi 98 Jeoidl [qaehl que T |
Y. TRl TR AT ST AERM
(@) IERT @l Tl Ahl & 2T 7 T [qeraar AT Jehrer el |
(@) UHERI ¥ ARRT @i (F=dr S@r3Tard |
@) d@aiged AR AradT AT T el |

(aY o

(&) @TATH Sfee T hige T (HaHE aRAT f[aeqd ®IAT deTed |

[ [eeTer 7]
(F)  HTS & F [HATHATTH qie=m TeH FREARATS GIATH TERATAR GeATSTR |

(@) Erdes Sfae T hige T [ (Faae Adl THeHT SATaTeE AT T HEITH
TET TR |

FAET ToATAA TAT AGT, HET 933



T 99 R
(Journal Entry)

9.9 W= =T (Introduction of journal)

e AGTGFART TRIFTF FETATTHEAR HETaT0 BT 2l | AT FRIARE! e
TR FEAfad @IATAT Sfde d9T shige wiafte e | deRers agieiEr Journal
=g | Journal 9158 Jour W= % STOTETE ATUHT &1 | AP AT (b qrefep
I &7 | AIAIH] TUH Ik FRIEARATE IRITE Afqer@ T&l Journal d9Td
AR TR TR |

L.C Copper & #aR, FRERATS AHI(=Id @IATHT e ®TAT Jiafea T AT
FIHT I YANT IR @rarerl gr=m 9= & ("A journal is a book employed or
classified or sort out transcation in a form convinent for their subsequent
entry in the ledger.") | ZTaAAT AUH ATMdF FREARATE Sfae T HiSH HIHF
smeAT fafqer e w0 frer ey ge afqemarg e 9t |

A=W Yce FRIEEH! bl Arqerd e gaT a9ars Book of original entry afq
qig | AT PRIEREPT A=Y T YRIETH Afer@ssr s @rar (Ledger) dam
NI Y el SAT U7 BT FAT AT @l s, |

AGIH Jiehal FRIARE! TE=Tae & g | @A AGH HAIT T Albd FRIER
2 Y = Y c LN 5] c
FAT TTAT A AT 7S | FTETATAA FEAT ATGF FRIARET FraIfvaed BRTSATTeATS
HTIR AT, | ATTRAT BHTSATAD] TAT AGTSHAR] Tl FRUbT B AT | ATIRAT
FETAAT ATaeT, faer qar fasre, W, qE AEw, =F, GER TET BT €S, |

3% FAET ToATAA TAT AGT, HET



9.] WET qaTRt 329 (Objectives of journal entry)

AR AR ITHH ST HHATER B
(@)  ToUF AP PRIERP TRIFAE ATTAE TET

(@) T FRERH Tk SSHT AFEN RIS

(M) FREARH fae T higddl qFR FaATIT AN T

(&) fataer fopfawert @rar aarR 9 @ T

(F) BREAR TCATE TH FESATT TEHAT T
(=) ATF FREARAT TN g FRATEATATS HH T
() HRIARH AR T AT |

13.3 WEICRT F9AT @raT (Specimen format of journal)

T YPIRPT FRIARD! TGTGHTHT FANT g Hr=Rehl ATH g1 (M AR TEH B

fafa faawor grur. 4. | Sfae wfga
V20 - gar | XXXX
B qrr
(ST FPRIARHT TGS fqazor ) | ... XXXX
SEAT XXXX XXXX
(=) fafa TIYT FRIER AR fafg aw, Afewr T 79 FHIg ®IAT
(Chronological order) @1 @@= |
(@) faazon THAT FRERA qF GREH e @1 ¥ hige @rar gedrs

(T Bfge

FRIEARE] ATATHTAT TIeg | Tiee Sfag g4 @rar g
o

Fhiee g @Al T HIBHH] PRIARH A faarr wfaes |
faazorr Ifecfad @raTel FRMER FGUAS el AT J¥&R
A |

faraurT dfguer Sfae @rdre TFH Qe |

faazorr ifauer shfee @TATHl THH TIHT FR(E7S |

FAET ToATAA TAT AGT, HET 93¢



(F) qgEHIOT - FRIARATS AR T BET EIAT J¥qd T | Tl ATTTHT
afeg=re qor feare frer AT gednT Tew |

©.¥ W= qae ™ fafa (Methods to prepare journal)

A=) TIR I 33 At TodTaT e S

(®F) TR FRER gfafie =T (Single transaction entry )

79 fatywnr 2fae 7 Hfeear o ue @ramr 73 gfafte g | 798 iR @R 1w
TF FRIARE Faelgad Hrer TaR TR=g | Hr=xel JHRAT JEER0 @wy fagud
AR Tohel FRIAR Jiafta d=r I3 & |

(@) SRR yfafee W= (Compound transaction entry) :

79 fafaar efae ¥ HfeeHr ue a1 whwwr od grdes gaite Tiveg | 798 QER U
T e AT UhsTral Fel @IATHT Fiaftd g PHRIGRE Ugd R qaN v, | IETe0TeT
AT HTET ¢ T TRATST . 0,000 T T Y000 Fraidd GAGHT ¥ 94,000 FUTA
ISHATE T T (AR FT@rdrdl yiaftes =R Jar s |

fafa faa<ur @@ A, | e @fge
0%|0% T, UX 9T @9 @rdl q0,000|- | 94,000 |-
g, geaTAC @9 @rar ¥,000l-
. T g @I

(B ATST HHAHT AT )

STHAT Y, oool - 9%, 000l-

.4 W= q91¢ T4 =0T (Steps to prepare journal)
(F) YchH HRIERE Gear T ArIterd @rar Hiv=a T
(@) IH @Al SAfaaTd, a9 qardidad @rdr & el qiesr T

M) YchF GIATHT Sfde T hige 0T A FMIH Al T
(7)) FRERE Hia aeaar Hia o

(@)  fgaEwer weaHr afed Sfaes! faearer o, 9% . a1 (Dr.) «@l Iwafed ardre
AT e,

3% FAET ToATAA TAT AGT, HET



@) fae whadafg &, a1 (Cr.) 9@ Hige g7 @Iar JET, hise AT AFTdh Hel

SO\

@ <o T Hfcawr geasr swar T, Sfae AR Hiee g1 wH |

(&) s faawer weeed afeaaaT FRERE Fefere faaver Jeus |

() ATERAT ATITF A7 a0 ] I TUAT e |

() ST SER oIS ¥ THINIG el THIG T |

(@)  FHREARET FEfeId AT dl T T, |

@TAT 9T 7. % 99T Manual Accounting system #T @l AT=aiHe®
v\ [+ | &= | Software system aTe Jf@" @1 IHH A= HHAT FH AT
I T |

9.6 WEY TATHRT TS IIELUEE (Practical examples of

journal entry)

ATt feguert Yremest are, e qanel fafa ¥ =R aamier =RoEr a9 e
feRfarserT IR Srer TaR e, | Tet e T (ol agmaeT g+ FRIaRars ATemR
AT AT=R TATIRT ITEX0 TEqT TR G

9.%.9 T FIUEK T (Single transaction entry)

() =HaE™ TIUAT (Business commencement)

AT TATIAT JAT FoATAT TN AT TAGeRT T HARAT ATG AT FTw=iT a1 g &IET
T AIATE Goil AT, | IS1 SHaATIHT ATNT TR T FHaATadheb! AT TR
I Mo AT | IS AMATHT AR ATR] ATHAT G511 STiTg™ AUHTe TS AT
g A |

() & T.9o,000 AT AW & AT (Business started with cash
Rs.70,000)

I FRER FAHEHAT TG @l T IS @arars THiiad qee, | @rar aviieore
ATIRHT E&1 TFHT & AT G @Al AUH S AS G Sfae T [MIHATEAR TJqATs
St ivmg T IS @Tar aardsE AiaRdT Rirgd qUHTe SAidid @rdr dmT &

FAT TSATAT QAT A@T, HETT Q 939



T8 hige A MIHATAR IS @rardrs Fige TS |

ST AHIHIUFT ATIRAT 2T AT FHIRd T ISl AUepTel Frafadr afg sfee w= MaHaar
TG @rar e T IS g1 hise T+ MIHear 461 @rar sige s |

AT FRIERATS TH ThR Jiaig Te=g |
fufa faawor grar . | Sfaw A | @fge @

T Gl o s 90,000]|-

OSIT @Al e 0,000

(@) 'iTrﬁ Rt (Drawing)

F ATATAR] W AR [ TRl a1 Aol JorsTe @it SR Saaraene
TE a1 1 e @rders 9o fRar 9= | IS fRal dSieme geres wH 8l |
AT THATAT AT AIHET AFITHT S, IR FFIA] TEThT AFITIHT TN AT
TEeT | Oof foRararerd fafae #rEme frmfdafed saar gfafe i |

() TIEHETE TLIET THSHERT AW &Y, ooo f¥RiFwAT (Withdrew Rs.5,000

from business for domestic use)

I FRER 571 fRAl ¥ TE @rarars garad T6s |

QAT (TSI ATIRHAT 87 78 AT&d(de @Al HUHTA hiSe of ATvg Ao (GG ATarR
T QAT hige T Il hal SATRRTT @TaT (FAAATIH qTidadw) TS sfae Jiaahar
a1 fagraaaR IS fRdr @rar (drawing A/c) Sfee =g | ®iX F@T FHHITR
HATARHAT ZaT T8 FHd TUFA chige FHMHT FHI I [HGATaR 798 @rar
Mg | IF AT PRERATS (FAATER giaee TR -

fafa faawon @ 7. | fae TR | @fge @H
oSt foRar @rar T Y,000|-
A @Il o ED Y ,000]|-
(IS SRTIET GATSTHAHT A7 FeRfep)

YIS FATET TS qAT G, FET



€1)) aWT S ST STt (Cash deposited into bank)

(37) SIRAT AE 7YY, ooo IREAT AT (Cash deposited into bank Rs.55,000)

AT FRIER HAFTIAT AE @Il T TFHeTs TATTT & | @IaT A TehRoehT ATIHAT &
T AWHT TG ATAdd @Al FUHA S TG higed! MAAATAR IqATS hige TS,
¥ IgF AT GrdT TUHTe e wiftdediet MaRaTar S Sfae e 1 o
QT FHIFTITHT ATAHT F&T TAGHT TG ¥ g 59 G g | A8 G TEhIT higd
T T I MIHATER T8 @TArdls Fhise ¥ Siad ¥ ded A MIHATarR
g GTaT Sfad MRy | T AT FRIARATS TATHR Fiaig TR, |

fafa faa=on g A, | gfee R wiga A

TgF @Al T YY,000I-

TG GTAT oo e 44,000l-

(ST G TEAT SIfger TieEn)

(&) TEHT ™ @i¥E (Purchase of goods in cash)

frafaa sienfre qar =i gaTSHET ot Foar qerd, qdAiad awq qar Hied
TEH FHAATE @IRE A |

(3)  AMFHT T9Y, 000 HI M @iE TACAT (Goods of Rs. 15,000
purchased in cash)

X! @XE T TTATE GiehT BT (TG | TG &1 ATl HFRIEH @iRE (purchase)
G @Il THIET &7 | @I (TSI ST 28 @G (@) ATgehias arar TUHd 8. @
A FMEHeTaR @Re Grarars Sfae TR 9+ 79 aT&diadh @Tdl HUHe hisd o S, 9
[TIHTaR T @TdT Shige Miwg, HiY @ THIEHIUH ATIRHAT 881 TFAT GE @
T AT g WUH Sfae @9 g@d A (MIHATER @RE @rar gfdae T hise FHd
" 9 MARATER 798 @rd Higd T |

T JHT FRIERATS TIIFR Fraed Mg,

fafa ferazun gr A, | Sfew @ wfge @H
T @Il oo s. 94,000~
AE @TAT o % q¥,000I-
(AVTEHT AT @i i)

FAET ToATAA TAT AGT, HET 3%



() IYTTMT W @K (Purchase of goods on credit)

()  AHAETE &.33,000 T AWM @IXE AT (Purchased goods of Rs.33,000

from Aryan)

ZEATIAT fafed ®THT ATHEE @ive TEREeg | ATEl @ivg SURHET 875 | ATHTS
wftgars @ &A1 fageg | SORT @it FRERS @ie @rdr 7 918 @rdrerg gead
qTe | WIAT FRTHROTRT ATATHAT 23T TG GRS (@) ATgHics @rdr TUHre faa @
FAT AR A (HAHATEAR TqATS e TRwg T ATg AT @Il AR Fhige
fe 981 91 MEHAER Aq1E @rar Hwise M |

givg @rardrs gfae T AT (A1) 3 AUHA Thigd a1 gig I MaHATER

GrdTers shige e |

T IHT FRARATS [THATTAR Jrafte T

fafa IECEU gy A, | Sfae | @fge ww
Gl @ram . 33,0001

ATAT @TAT oo E 33,0001~

(=) @f{g fRal (Purchase return)

GiYg TRUHT ATHUAH HAT SN AUAT, AT FAee T {18 TTAT, TUIETT THCAT
AT q7 F I FROA A AT Fel TRAT faghdrens § fmdl Tiew srdars aivg fhar
qiF v | TGHT GTT ATHT THTT e AT TUHA shige g, | @RE J9T @i fmdr
Tty fafa= FRERF gfafte e w0 s |

(37)  ATUASATE ®.3,000 I ATHE fRat wifean (Goods of Rs. 3,000 returned
to Aryan)

JIRIAT @¥E TRUFT AMATTHL Fal AT ARAATIR qA9T a1 fafqg wrore
fahdreret 7 Rl T | 75T FREARS ATHE @I ¥ faghar (A1) @rdarars g=9E
e, | AR PRIERA @R hal T AT @IArarg %3000 aRTay YA T 3 |

9%0 FATAT AT JAT AGT, FET <



THATS GIAT (TSR ATARHT 2l @i il ATgehde @Tal AU ¥ @Tarel f[aeqd J91a
qUHTS GYT Rl @Il e T, | T AT (AT AT T TUHTA ST FieTehell e
fFaRaTaR 9 a@rarars fae 1 |

ThiY ST FHIHIITRT ATITTHT 22T @S Rl (@ ar) TUH hise @ Had A MaHATarR
@fvg ftRdl @TdT iee Tiwg | = A (@Tg) i Tees e Sfae afae gad 9=
fagTmaerania e @rarers sfae afvwg | a7 A FRErers FEEr gfafte ahes

fafa faawur gr |, | Sfew @ wige @d

AT @A S. 3,000]-
gfvg fEar @rmar ... %, 3,000|-

(ATTATE FTATT fRar i)

(B) AT W™ ekt (Sales of goods in cash)
frafaa senfre Jor =aTieed gHTSTeT T Fear qerd, Adiiid awq qur Hied

IEqH! famaars fawmaars 9 |

(37) FGHT €34, 000 HT M faehl AT (Goods of Rs. 35,000 sold in cash)

F G ATAANTF FEATT T AR ETAT AT IJeATed TR AT JATT 9% @iRE
TR ferent TRTEeT g7a F Il adars a1 (goods) A | T9Ts [y AT
A= | AL &al AIHT FREARAT faahl (sales) ¥ A9E @TAr yAfad g |

QT faATSTeT ATIRHT 287 fashd (ATRTHT) ATgebiaes @TAT HUHT higd ATFRTAT TAT ATHT
A Mg TaR faahd @rarars hise TR=g 9+ 7T ardiae @rar TUH Sae of AT we

Y

g AR T1e @rarars sfae g |

T F B AT GHEIIRT ATARAT 2 T9AT [T AT ¥ e gEaid AU
Sfeae FHIT agd ¥ hige AR ged [MaFIHTaR 7% @rdrdrs gfae 3 f[aed ararars
Hige Mwg | T AT FRIARH MFAATEAR giafee g,

fafa faraon g A, | e ww | dfse
G RLEEEC LS | OO, 3%,000I-
frsma @rar ... 3%,000]I-
(AT FTAT fergnT i)

FATAT GoATAT qAT AQ@T, HET 9%9



() oMt ™ 9wt (Sales of goods on credit)
EIEIECIGIEED YY¥, 000 T ATHE afaan (Goods of Rs.55,000 sold to Nabina)

AP FRIEARHAT (9 (sales) T G @TAT TAMET &7 | @TAT AT SATATHT
Za1 79T fasma amafas @rar AUHTe higd ATl qAT ATRTH! (Fgrasar fawma
GTaT g T AfGAT (ATATHY) ATFITT @Il TUHT fae fam qeqer! fagreaer . ata=r
grar gfee g |

HY AGT FHIEHIUIH SATIRAT [T hige AR gl Mgraaar fawa ararars
wige T Sfae Twafa Figel MagraeTar T (ramHD) aramars sfae Theg | a9
AT FREARS] FArATaR gfafte Mg

fafa faawon gmEr . | faw @ wiga A
AT @Tar s 4¥,000|-

fawaamar ... %, 44,000I|-
(IIRMET FTHH fergar i)

(vr) fersAt fRat (Sales return)
fergnT TRUeRT F=THES FH U TUHT, HIT TRUART d6l ATETHT YT 89 ATTHT, TaHe

maﬁﬂwaﬂqﬁnw,mﬁmaﬁ%wﬁaﬁ%ﬂawwwaﬁwﬁw—srg%
AT Fel ARHT Fhardre hal drsT FEars (el hdl | | T9HT ToRUH aes
ftFar aTS™ IUHETS TFaTE Sfere g | fashl qor faer frarara=r fafas srEmrewr

gfafte feafatad &9ar i,
(31  AfeETETE . Y, 000 T AWM fRdT 9T W4T (Goods of Rs.5000 returned

from Nabina)

YR Tl TRUHTHS Fel 1 fafqd R Hal A8+ T | T& BRI
TTHTA T ATITHT GIATEATE THTET TS | AT FRIARE AT (AT T ATHI Grarers
¥ Y000 SRTEATA FATE TH G | THAT @I [THISIAHRT ATARAT 22T faehd fRaT (sales
return) ATSHIAE GIAT HUHA [GHRTH [qIRIT Fhid (@7 fawma eqmr aEme s
quepl) Sfae ¥ Afgar st arar wfee faq 9o v fagraaar wiee g |
a1 fagraeTar fawa fRal arer Sfae ¥ Ffadr (S T¥ta TuHT hige arafaHr
FHI A (GG @R Afadr @rdr whige g |

1% FATT ToATAH AAT A@T, FET



T IHT FRIARATE MFAATEAR grafe g,

fufa faaor @ A, | Sfow W | #fgT @
fogra fRaT @TaT Y 000I-
AR @TAT o Y ,000]|-

(AfareTe FmEE fRmar g 3

(37) e AT ILHT ¥t @¥E (Purchases of assets in cash or credit)

SATE JASTAH AT q&] @RE Mg a7 faehl T Se9ad @RE TRUH aeqars
AT A AR | g e awq @fvd auel g 99 @ike @rarerg sfae
g, | AFTIHT AtAT FRIARE ATHTTEEE AT AT qAT ATHRTATT dFIrae!
qf AT TAT JURTHT @IXE v, | AT TR T SHAATIA AR TARTT AT
F T G @iE TE G 99 @i @rdrars gfae R qEted qefaars
foe wfveg, sTe: #fge, o, Bi=R, TEmr A1gE, 8= S, Aifaw @ivg | e B
RN IETERVT (HFATER fagus o

()  FATATHRT ATRT T ¥, 000 P ®HAY GE (Purchased office furniture
for cash worth Rs. 24,000)

fafa faaon @ |, | Sfae www | @fgT @
HIA=R @Il <. ¥,000-
T @EAr %, R¥,000]-
(AT TEHT ®i=R @ia i)

TR FRIEAR A8 FRIEAR B0 | TIHT ®BiF=R (AEAaad @rdar) qr3a JUHe gfad T
TR (ATEIa% @TAT) AT AUHA hise &7 |

(3T) TSI dg¥ale HwideR %.90,000 JURMAT @*g A (Purchased furniture of
Rs. 10,000 from Apex Traders)

fafa faawon T 9. | Sfae W | #fge @A
HiH=R @rar gfee 90,000~ -
TIHR ISH @Al hige - 90,0001
(TR dSHETe Bi=R JURM @E TRET)

FATAT GoATAT qAT AQ@T, HET %3



TFT FRMERA ®iA=R GTdT T T 789 WTaTdls TATd 9Tag, | ®iA=R @rdr aredias
Grar &1 | ardtae @rdrel MIHER o ar9g, 91 Sfae gq qusel wiieR a@rdrrg
gfae iveg | TR 329 @raT SAfe T @rar g1 | wider @ike TET uhe ded fad ey
AUHT SATFTT @IATH MAATTAR hige NG | 9@l FHIHI MIATTAR ®id=R @R
el =R Gieard /T8 Tehid ®iA=R Grdl fad ¥ Ty deddred SURTAT @ivg

LN

TR fae @bl qTfaca/ ATg. JeehTal TIa dgd ETaTdTe shigd TRUR g |

() T qAT JUTCHT ¥ Tkl (Sale of assets in cash or credit)

FagraAT FafHd FRIERET GTHTTIe S T ATbTeATT qoT STEhTeld Htaerl aiT
T qAT JURHAT Foahl gveg | &l AT 3SR, Bi=R, Fard Are, R, ATeel
feranT | TT FRIATERT IETE0 AHTargd U & ¢

(31) ®.9%,000 AT LM AT ATV (Sold old vehicle for cash worth Rs.16,000)

fufa faazor gy 7. | Sfae W | dfge
AME Gl o s 9%,000|-
TN FEGT @t e 9,000~
(AT AITGHT FAT AT feehl )

IR BRIER ATE FRIEAR &1 | TIAHT AT AT (AT @rar) T JUHTd higd

T TG (ATEAGF @rdT) AT AUH i g |

(3AT) AT =%, 000 AT ITHTUT fereht TRAT (Sold equipment of Rs.6000 at cash)

fafa ferarzor gur d. | Sfae W | @fsT W
AT grdr gfee §,000]|-
JUHII @Il hige %,000|-
(HfET e @ieg i)

(N

ATTRT FRTAR 7 @TAT T JTHLI GTATATE THATH IT6, | ATE ATTHTSA A1 @rar Sfae
T QY MU FUHBIT @TAT Figa TS | TeT JTHIUT GTdTehl Tl ferehl GraTears
Hfgd T LT fFA ITBT ATRF a7q & | AARF q7q T=aT qA feray
GIATATS hige TIES, | TGN FHIFITHT ATIRAT T ITHI =21 ITHIR / F¥ T T
HUHT IJURHI @TATATS shige g T faehiate AT T g q91 J¥ard ag- TUahre
AT @IS Siad g |

9%y FAET AT TAT AQ@T, FET




fERTTE ¥.4,000 &% Hid=R IARAT faghr T (Sold forniture at Rs.5000 to Hira)

fafa faawon am A, | 3feT W | @fge &
feT @rar Sfee ¥,000|- -
®IER @TdT Hied - Y,000|-
(fEXTeTE JURTAT Hid=R ferghl TIfedr)

T R e AT T HiA=R @Tal TATad grg | SATaaiTd @rdiehl MIATar @3

qTS T&T AUHT [eTeh! @ATaTs Sfae ¥ aredias @Tdrel MaHTaR S =g, drs &

N = o o

fee v YUHTS BF=ER TR (TEHN) o BiT=R @IATATS hige M |

(3) @= qar sl (Expense and income)

A (HATHT SATEATIw [RATHEATTHTR T ATHRT TS TRl AN [ATH= @ 188 |
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SIS q: AT A STFAT &, 94,0000 |

WS Y FERTHT ATRISETe JHE TR 8, 30000

S < FY far dgFare wo qiftd ¥, o000
IS 99 : AEHT @i
YA ¢ & 8000
FFA 1 T, 34000
wiH=R : & 30000
S q3: HadrdTs ATHTE AR feoehl . ¥4 00
S5 Q4 AfEATE! TXATST STFIT & 99000
ST 95 €000 Fa FHATTX ATTHET & 42000 FadTH
S8 R0: TR JASTTHT @9 & 000
S RY: HAATEE B ¥ YL O Bl =k I WAl (P& & KO) |
T 30: ¥.5000 e I HiF=X & 5400 AT 74 fearehl 9T |
Tt dgdent feferfaa wOETeRT smemeAT S gfafle aare e
TISH §: TG ¥, 40000 T gF AT & §0000 I ATAT I3
ST R HiH=R @KE & 30000
TS 3 T 2feS BTSHATE IR & {5000 T ATHA @RE

ATSH ¥: TgFAT AG THAT & ¥0000

A3 & LIAT i¥g 54,00
ST 93 FT HA 4000 FI HiF=R ¥ YL00 HT AEHT ol

ST QU FISHTE! [T Hrgellg 5.2000 &I HTA IJARAT faahT

FAT TSATAT QAT AGT, HETT <



TS R0: AiEATH! AT fasieiiel fad & 900 JFgRT TaT

qrsd 1 I IS BTSHeTs T &, 94000 T Flehl FGRT T

ATST Y FHANS qqd 5. 4300 TE qHRTH

TS 30: FISHTST [T Frsale & c5U0 TR I T4 feama faeme w7 |
TS 30; ATFRTT FATSTAR AT F.400 G |

| [o3T% [ aTos L]

() TUTSRT TR e WEATH! THATATTHT TUHT T 0 AT TR FRIAR THT
q=R TN TR |

FAET ToATAA TAT AGT, HET 9<9



q1E 99 d21d1dn (Ledger)

93.9 TEMETATERT T (Meaning of ledger)

w4 fafvera faug a1 aafeaa grafad @ gsfasr 98 FRERES TF TSI
wfrerg fEe faaRorars aerardr S, | SEraTdret o T&aF a1 fedrd 21 | ae @rare
FARTATS TATIA T fehdATeeh! WETHT Fer@rar Aides | @rdr a7 febara 9Te8 Teb AT
o TART 2 TR T

PRI & TEIEHT AT TRUH gwg | T8 Afqer@dre & afq HrRrams qof
AT U g gl A= TRusr Sfae T dhigesd dmumAr @ aiyed
wfewg | a9 wfaergare &+ fAfv=ra fafaar sxaaraer awafa 7 aifacas fafa  §, ar
T ATETHIET [AAfa " T & Hid G T B0 T8l 137 | Jer@rdiel Gednrene Ioid
9fIehepT FATCHT TN AT SATAHRT YT T Afehes, & : ATH, T, Ioil | TEr@Terar
Tfee FRIERAT & @y 2Afad a7 fauae T Geafead T80 FRIERE ATeE FHHNTT
fHeTR AfEuar g |

Willianm Pickles #1 @R @TdT a4 Ferae {waredr gfafte fed am@r faaworer

Hi=TH TeAgH] FIAT @A Uk Hewdqu o@r fHara & ("A ledger is the most
important books of accounts and the final destination of the entries made
in the subsidiary books") .

L.C. Cropper &1 ¥R & AaqTIh TATAT TehicThl Tel FRIARPT aiTehd Afqera
quraer g4 fara F @rar & ("The book which contains a classified and

permanent record of all the transactions of a business is called the Ledger") |

fTaT PRTERST AT ATT 8 g AT HAFATAAT WATEEATs Ugd el (eharerr
qTeirgg TR AT A9 47 | FRIER 8¢ g4 AGIIH @ATeTE T3¢ feharel &qar
T Aiebad | @I Afeel Loose Leaf Ledger #T sr@amv 9f J=ra=aT & | T&ame
<R FATT ToATAA qAT A@T, FeTT R




GIATHT ATALTFATAAAR IHE% 9 T Aleheg | TELATIHT AM@H A@Tae THA T
TS AR I Alehes; |

R.] FEEET TETR I (Objective of ledger)

FETETAT PRIARBT TRAATIAR AfeTH AT 7 THE FTaF &1 | TEr@rarel SATeRAr
Jiqaed TIR g7 | TEMETdl FRIEARH ATE g AfH T &1 | T Terararerg
Book of final entry ¥ Af-wg | IERETAT TAR THH FTFATHINH IL9T 8T G -

(%) ATRTAT TAT @bl aNRd SATAR TR

(@) JcU GTdTehl AHed &afd gar awms
() ATE qgr ArarHre feafq M= 7=
(9) FeqAT IRAET0 FATSA qednT T

(3) IO STEar Il RS |

9R.3 WA T @™ fa=ar (Diffrence between journal and ledger)

W= Tt
IT FRIAREHT TRIEAE ATTTG 2 | IT FRIARET A=qH ATToE 2l |
TIHT FRIEARF! [qa=r fgafgear | F99 @ranrg fF&er qar T, |
TOHT AT, |
URTETeh TSI ATTRAT AT STHThT SATIRYT AT faaR0 I e, |
faamor A ey |
TgHT @rar 9T 99R (L.F) @@ | | 39 9eEr w97 (]UF) ot s |

THT STHAT /A ATEws; | FJEHT @A 99 (Balance) I8Hd o@{9<s |

R.¥ TE@TATH qHAT g (Specimen design of ledger)
QAT AR T 35 ST T8 B oA (FTAR S
(%) Hreard gr=1 (Continous balance form ledger)

@) &1 &= (T Format/Ledger)

FATAT ToATAA TAT AGT, FET 9%3



(%) Wisata@ =T (Continous balance form ledger) & qwqT

AT STETHT BRIERE! (1T T faeawe smaias ¥ efae quar siee wea et ¥ Sfae
7 hfgadl HISEd TEd Hed TAia® THTEY g | 99 dREHT Sfaddl THH Sieae
TESTHT ¥ Sl Hed HIGIAT 5 A= | TIHT HRIARP! T SIS FTETH &7 |

fafa | faawor HEY 7 | A & (3fae) | Tm & (@fee) | A @
XXX XXX
XXX XXX
ST XXX

TT YhRBl 9 AT &feh JATTHT ATed GTAE®dl JUANT TRHl qgs | oI5
T, ATATHIETE! @I, ATTATHITER! HIoard (9707 A1fe TF THHT gl e
g | I9 gATars (AHfdigd IITeXUEre Tt TRTH! G

JETEIT 9 Continous balance form ledger T T afv#t

GUCECIR
THA & THA T | HiSE@ A
fta foaom R (Sfaa) Eacr) @ - &)
%130 | 95l @Tn Y ,40,000]|- Y 40,000\~
¥Ry | gk @rdr ¥,00,000|- | Y40 000|-
¥R | QTHTT 9rdr q0,000I- %0,000 |-
YIRZ | dsb @it 40,000|- 40,000]-
¥139 | YTHTT @rdr Y,%¥30I- %% 450lI-
TG HISaTd STHT %% 450I-

A2 et TEAd SATEXV AF TS SATERV & HT I 918 @Iarei qeafead g |

3% yarT Continous balance form ledger @@ T Tivws;, fafe
A1 T TART T G A 57 |
@ (@) 'T' Format/Ledger ®T g1
T TR AATAH Sfefe T TATAR hiSehl [qaRues JHEY TR | @rdred fae T

HieT T T&THT GEAfeId FRIEHT (Fav0 Tewgr | 969 e+ T Format/Ledger @Ts
& TART iy, fopdAler AT IvRA @l AieTal 57 |

9% FAET ToATAA TAT AGT, HET



T TRl GIATHT FRIAREE AT (MFATTARS! [afd daerea e :

(1)
()

()
()

3)

gk @TATehl [TTHT FFel{rgd @IATehl ATH digws, |
JF @I aTaTah Sfeae T IATAh hige (qavor FHTEeT TR, |
QIATHl TIST TTHTHT U3¢ HRIERET qrafead faawe A Fagreues |
T FRIARH (AT ¥ Fhigd g9 GUSHT fafq, faawem, =R TwR7 T wH garsd
e |
GIATHT FRIER FAGTSal YRIRTE F=RHT S FRIAR ST J&8@T §, @rardr qi
TIET FREAR AL TTHT FRISATES, | HATd FRIEARS T AHA@ AfGdqehaies,
T AR Sfae Tl PRI Sfoe T T hice el PRIAR Friiead
QAT FHET T&AT 7 TTSAIES, |
AT 3T Ged @I Gifawed T4 |
GraTHT [gaer et Sfaedr By T shigaadl 9T To o TiR=g | AU @rarHr By
(a2) T To (ATE) Afard w9aT Afgu af FOTelr STITHT 9= T TART Afqard
NN O |
& ArA@H See T&Tehl @It Sfefd T&THT T hige T&Thl HRIAR T
FH GETIT GIATH g THT F AGTILE |

T GT=IThT WIATHT FRIATR Yiafteehl ThTars MHfdigd SaTetuere Tt T Jiheg,

AT ATST 0 AT YL 0000|- BT Yol T& TXehT AT T HRISREBT SwR T @Il JaAT
e | T FRIARH Gfgel Gr=R T Iqgufs @rdrr giamng T

(@) WEY gfafe
fufa faaon QT gfae @fge
Y10 sfae : T8 @rar Y,40,000|-

Hise : Isil @rar Y,4.0,000I-
EeipiRiie!

FUET GSATAT TAT AQ@T, FET Q 9%



7Y AreRers faeeTor TRY | THET g3 @IATHT IER T8 o, Ufgel @rar 7978 @rdr ¥ 27 4ol
QT | THE A BTG TH FREARATS 3¢ @IATHT i THIEE | W18 @rar aar
Tl faaRurHT 95 @rdT oreluae | 9 &l TS @Tal 281 & @rdrare I6H AT @l
AT Y2 g | T Il GTaTHT daR &7 (qaRHT 7978 a7 Jefied |

(31) @ram™T gfafe

2 N

A1y fagua! Ar=rRe! @rar gfafte T&l F9E @rar 3 4§ @rarT gidie g9 |

AT QT TIR &7 gieel el g e, Taqfs swige MRusr ararer 99 (9
IETERITHT ISl @TAT) |fGws; ¥ A9 GTATHT el ThH Sfad JerdT diarg, foheieh

TRHT 7S QT i TRTHT B | AT @IATHT Fhigd TRTHT @rar Gsil @rar Al
Ul @@ AR T 9 ARG @ S e Sere Al dfews | oy $er

w7 efae v @rarer A\ T faaer afgwg | T8 TEH Bieddl digwg W @rarel
feraor wRTE @Tar gy | HIER T @ldr grataars At feerere T T 9l |

fafar | forarzor 1G] Sz e
L _1 LIE ] [ d
“130 | 2 e | |.40000- [
—[ e - oA @ Y46, 0001 I_i
L -| A |
2 = &
[ Tl [ETTL an & (T T T ] mn T ||

TE] AT =T I W )| |-|

oA averEn SfaE aiee

s e arn Arferral
AT |}TATHN HigT MEOFE
g oA ot s At ]
| ol e |
2 — &
[ w0 E | feetin fowem | tame

Fuefin famrm |
I I WRo | A e I FrEzT

HAIETHT Teh a7 UhHl el @Tdess GHTEeT HUHT GUHT Ui FFeliead PrRIaeh! [Favu
TR grAfedd Grar qTT 7. GT BRIER gafte Tees, | afe T IeTeordr Jedr
¥ 40,000 T JgHAT &, 400,000 TFEAT qUH! FALAT TTHI T Yil @TAT %. 40,000
g [T 99 91T @A F. 40,000 AT IHRH BT |

9%% FAET ToATAA TAT AGT, HET



RY @Al a€ T A9 fwen afk@ T (Method of closing with
balancing)

PRIEAHT AERHT A TRUG el ATURAT @IATHT Jiafte Tivmg | aad) giame
nivaferrales gcie Grdrel Sfae ¥ higd Y&THT TQh! HRIARE! ThT GIraR T @rar
7% IS, | WIATHT THH e A9s @Al 975 THaed | Ieqaqd qaygw 3fae T
HieT THAP A AN FeATds | 3fae T Hfge AP ANT GRTERT THUR! AGLATHT
FTET AU TETATT HH TURT TETEHT THHPT &l THH T2TE QT MHTedTas, | TEAT Hieh
AT HIsaTd ThHATs =qed A (Balance #¥a7d c/d) wfivg 7 919 faerer feama
AT T FRATS F=qad T9 A5 | @Tar Iqad Judis J97 aw T |

IATERVIHT ATNT o Sgh GIATHT ST T&ThT e ANT Y 40,0001~ T Fhigd TR F
AT ¥,55,0001- G T HgE T&HT & IR,000|- HISAT TGS AT FAqH aRTER T8
feama T g9 7 | @IAT a5 &7 @IATH ARl AN SRTER SEISTIEE, | ATTH!
foF O T2 gl a5 @IAT a78 Tl Fgbd ¥ | ART SRTER g AATCHT Sferg STFATH!
¥ hfge STl faearens HJisara 991 T@re @rar ave IRy | g9 g TET d@red
Hisardars dfead Hisara wiawg | ol |fedT a1 FuHT @rer 99 G s T ARTedr
At AT AT WISaTaes a9 FATIH g Hioard qiAS |

T GTAT g5 TaT M aEarataers SAaR eS| SRR g5arad T ST
ATYAFATATIR 3feh, FATTGEH, AGATTF a1 ATTF ST GAT T8 T A, | a9
JFR @TdT o+ &l dieel T gebiel SiIeY YAl AN TS, AwTHT Fealal AR
&Rl AT GTAT qchTAATS FIva bl TS, :

ITTELUT R GraT avF T AW e afewn

dgF @t
S{Crd @fea
fafe | frewor | e | wae | fafa | faEwor | deR A | W R
%10 | AT @rdr 4,90,0001- | ¥& | @RE @rdar ¥,55,000|-
%139 | HIaTd atel 3R,000I-
(c/d)
%,90,000I- ¥,90,000]-
09 | Hrsera RR,0001-
e
(b/d)

FATAT AT qAT JA@T, FeETT %9



R.¢ GIATHT Hisad HFTe afdT (T Format AT JTeRa )

QIATHT ATTerg T BT TeTehT JaTERITHT YR TRUHT 3 | AT IITEXUETS HieaTd TOTATeEHT
ANEEHT &1 Alhrs; | @TATH HiseTd Sfaeaie Hige Hars bl TEhl THH &l | Hiserd
Tceh AATeeRT AT AT Y, | HIoaTd Hgeh, STHIGe, AT o ST AATdehT @rar
TAR (=g, ATl AATIH] 0T T, |

IIELUT 3 TEHT @ AR FRE WOH! STFEATHT (A @1 qgme)

ST MRS ATHT FFATART AFATAHT FRIER ATEGHT AT THT B |

FITME 9, & 300,000 TFAE A FE T |

TG 3, ARFG TFTHT AT ¥, 400,000 G ST |

JIMG 3, ¥. 30,000 HT ARY JH @G AT |

I ¥, T, ¥0,000 H ®iHAT @¥E T |

SHT FRIARE {7 T @1 FFATER TaR g ¥ e Afedre @it Jreard arieeg |
I : dedd IR TAF FRER (Hd T FAATAR A=1 ISES |

A MR FEEEHT W=

"Wax A | fafa faarur e @ = | Bfgr ww
009 0%,/09 | efae - T9re @rar 3,00,000|-
FfeT - q;—cﬁ grar 3,00,000|-
(FFFETT T TRTH)
ooR 0%/0% | Sfae - aftrg waq @rar 4,00,000|-
Hfegd - T9e 9rar 4,00,000]|-

(afthT o= ST AT

003 09,03 | gfae - @ive &rar 30,000]-
Hige - g Grar 30,000]|-
(TR THTE @ikg T

00¥% 09/0% | e - HiA=R @rar ¥0,000l-
Hiee - AE @rar %¥0,000|-
(Ri=R @fea )

THY ISEUHT A=LhT ATITCAT FFeEd GTATHT HIER TG+ | Tl 7€ @rarAr giafe
TR IR T G

1% FATET TS qAT G, FET



e @A
Sfae wfee

fufa faawor | ¥ta | e | fafa [ECEU @tq | T
09/09 | 9T @TAT | 009 | 300,000 | 09/0% | ANKH T 003 | 00,000

>

09,03 | HIT @K | 003 | 30,000
09,/0% | ®i¥=R @rdr | ooy %¥ 0,000

09/0Y | HISETd dTehr 930,000
(c/d)
STHAT 300,000 STHAT 300,000
ox/oq | Hrsarq 930,000
TeT
(b/d)

JTELOT ¥ TEH! AT T @ HIRATRK HIHRT FTEAWT (G @11 a1

HITTPT IIMERT 3 | TG Gelepl AT FRIER JXIT TRUHT @ | I BRIARET FHAT
515 AiewrHT eI 79g ATRTIE FRIAR 9 TUH 34 |

ST Y. FHME fa@mEe ¥ £0,000 TG IT ST |
33 R%. AT f[a@hiare ¥ ¥0,000 A& YIed 94T |

IO TSHT TUHT IHT 5 PRGN GHFIT T AbT AEHTHT AN AR =R
T @rar gfafte g

meaT Ao/ 9

Wee A | fafa fermon efae w5 | @fee R =

00y, ox/0Y4 | gfae - FWE @rar %0,000|-
wfga - FuE fear @rar £0,000]-

00% 03/3% | glae - 792 @ran ¥0,000I-
dige - Iar faer @rar ¥0,000|-

FATAT ToATAA TAT AGT, FET 9%



QUCECIGI

gfae wfge
fafa IEERl WA | ww e | fafy faaror | WfiA | WW T
09,09 q;—uﬁ grar 009 300,000 | 09/0% | afthg 9o | 00% 900,000

o3/0Y% | g\ fasr arar 00Y | 0,000 09,03 | gHE @ive 003 30,000

o3/3% | &ar faer @rar 00% %¥0,000 09,/0% | ®iv=r @rar | oo¥ %¥0 000
0%/3q | HISaTq el | ( 3,30,000

(c/d)
ST ¥00 000 ST ¥00, 000
03,09 | greera s« (b/d) | ( 3,30,000

g (WY . 009 3@ oo TFH IIEVVT 3 F FREW & )
T AT TEF FIAA AR ATEIHT (WE @TT T S @)
TR JRTERT 3 T ¥ BT BRIARH AT (T g6 FRIER I JAR HIEATd qUH o |

JIET Y

IR R, TZHFAT T 440,000 7T MG T |

AR R, FARI ITIH HIEATSHA @IXE TR . {00,000 IAFATE HHFA! AT |
FOR qY, fa=9T @< ¥ 90,000 IFHTRT TFAHT HAT |
FAR 9, LI @ & ¥,000 AHATHT T 94T |

IdY
TeaTT AfwaE / FH e
e A | fufe | faawor fqe A T | Pfge @A
009 o3fox | gfae - 9% @rar q,40,000- 9,410,000~
Hige - T8 @rar
( SIgHHT G STEAT AT
00g 03/9R | ST - FaTT IqrE= @rar 4,00,000I-
Hfge - g% @rar 4,00,000I-
(FTex Arged @ike TaT)
00% 03/qy | gfae - fastmow &= @rar 40,000|-
Hige - I @rar 40,000|-
(T Il TohH_Agehare. STadTHl)
0q0 o3fqe | Sfae - WITd @9 @ ¥,000I-
#ige - g% @ ¥,000I-
(AR WY Tl ¥ehH IEehald ST
990 FAT TSATAT QAT AGT, HETT <




QUCECIGI

gfae wige
fafa faawur WA | wuw | fufa faawon WA | HE
09,09 q;—cﬁ grar 009 [300,000 |09/0% |ATRY a7 003  [900,000
o3/0% |gHT feehr @rar ooy [%0,000 [09/03 |gHTH @RE 003 [30,000
03/3% |gar faeT @rar  [oog  |¥0,000 [09/0% |wiH=R @rar 00% |¥0,000
03/0R |5 @rar 00%  |q,40,000
03/39 |HiIsard sl (c¢/d) |( 50,000
STEAT ¥00 000 STEAT ¥00 000
0% /09 |HISald AT (b/d)|( 50,000
g (WET A 009 I oot THH IIEIVT 3 & FEW & 1)
J=% @ran
gfae wfge
fufy | faagor | A ww e | fufd [EEELL 1A | H ®
03/0% |97E @rdr 008 | 440,000 | 03/9% |FAT ATEF @AT  |005 | 00,000
03/9% |fasad @< @rar |00’ | 40,000
03/9% [T @ @rar 090 Y,000
03/Y |drs=Ta = (c/d) - 34,000
STEAT 9,410,000 STET 4,140,000
0% /09 |HISETd & | — | 31,000

T G WA FAGIH qEaid 7 I T @ JAT Aoalqels @ss A9 I5h
QAT TgHAT THAT HUHT THH, @ ¥ AIG[AATE @SS, | AHN HioaTael @ T 79TS

7 99 GreeIddTs d@rss, |

AT &

qa)

Hel FIETL HURT JGEATHT (T @TAT T TS @l A1 I+ qrafeered GTrh!

TTATEY Urg I~g HFIAIH! ATST AEATHAT SETTTHINTHB BRI TEhl S | TAHT AT
AT IR g FHEled @l IR T el |

(P)

ANTT ¥, 5,000 FEH G |

FATAT GATAT AT AQ@T, HET

0¥I3q ¥ ¥,00,000|- THH SZHAT @IAT @Al THAT

0¥I39 HT & R0,000|- FH YTHA IJARMAT ET FFAATET GRE
0¥IR3 AT T HAarEqaarg qe %, 90,000\ fquz A faenT | Iad TATTH!

O%I30 HT ITHIEY Urg g FHFIAIH] & 4,140,000/~ A FIHI &
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(F) OY¥IR3 AT %. 90,000\~ (T IF M@l

() O¥IRY¥ HT T Hid=aR IARTATE F. q%,000I- H Hid=R IIRMET GiKE

(B  O¥IRY HT JHATE & 30,000|- TTATST AT

() O¥I30 HI =HaTE & ¥,000|- A T |

(V) O¥I39 HI FHW Faarare & ¥, ¥R0|- & AHA AIEHT @R |
IO GEYIH IFA FIOETLHT WA FUEHITEH 0T TS |
T AftHeE / Jod

W= A

fafa

fae w5 | @fee @ ®

009

0%|30

Y,4.0,000]|-
Y,40,000]-

00%

0¥%19

¥,00,000|-
4,00,000|-

003

0¥1q

20,000|-
20,000|-

00Y

OY¥|R3

90,0001~
90,0001~

ooy

O¥IR3

90,0001~

90,0001~

00%

0¥IR¥

Fige - =T ®iv=R
(FIRTHT Hiv=R @iXg )

q¥,000I-

q¥,000I-

00\

0¥

Sferg - =RWTET @rar
(ERATST HAATAT AT 1)

20,000]|-
20,000~

O0g

0Y%|30

sfae - qoa @ran
(qea qFATET AT 1)

Y,000]-
Y,000|-

00%,

0¥%139

Stee - @ivg @rar
ige - Avg @rar
(FRTEHT ITHIT @{¥e )

4,%¥R0I-
Y, ¥30I-

9%

FATAT GoATAT qAT AQ@T, HET Q




ST S=RETE SRaUsHT HRIERATE @I dtgerd T9es; | T Format &1 @rardm o
FPRIEARET Jiafte FHHA: T LR B | HISGTAR! T HIEATHT A=A AR 3 |

CRCICIGL
sfae. wfge
fafa feaon Wa | wae | fufy | faagor [ sfta | @w
O¥IR0 [4Sf @rar 009 | 440,000~ | O¥IRY [IgF @A 00% | ¥,00,000|-
0%|33 |faeRT @ra 00Y% 40,000~ 0%\33 |IT# |rar ooy 40,000~
0%13q |[|TH @rar 00% Y,%30I-
o¥13q [drsera (c/d) ¥¥ %50l
STHT 4,%0,000|- | STHAT Y,%0,000]
ow09 [#r=ara (b/d) ¥¥ 450I-
ISl @t
gfae wfge
fafa | faa<on WA | TEE fafa | faawor WA | THA S
¥139  |Hierd QAHO Y,40,0001- | ¥IR0 |TE @rdr 009 | ¥,40,000l-
STHT 4,40,000|- STHAT Y,40,000|-
49 [FEE (b/d) Y 40,000|-
EcelCIR
gfae wfee
fafa | faaor WA | TH T fafe | faaor WA | TRH &
¥I30 | 7E @rar 003 | 4,00,000- | ¥IRY FRATET @AT | 009 | 30,000]-
MEE e grar ooy 40,000]- %130 GEECREIGH 00g ¥,000|-
Hroa1d (c/d) ¥ 5Y,000l-
STHAT %,90,000I- STHAT 4¥,90,000|-
K9 Hrsard(c/d) ¥ 54,0001
@f{g @mr
fae wfga
fafa | faaor WA | e |ty | faagor WA | E R
%139 YT AT Tl 003 30,000|-
¥139 e 9rdr 00% 4,%¥0I-
ST U ¥R0

dre . @le QIdTHT HH! |iserd (HMeieded | TEHT Sfed TeTehl STFHT T hise Terh!

STFHTET Teh YohHel ATHTAR] ATEdider HISaTd q@rsad | ATHIH @Re 7 ¥ foa
e FTHTITAT F¥F g &aT TGehT AN Fad feama e, |

FATAT GATAT AT AQ@T, HET
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IEEAREIRIE

gfae wfee
fafe  [fEwor Wa[wn e [fmE [fEwo WY.A.[TFH =
0¥ |drserE (c/d) 90,000 T @rdr 00%¥ |90,000l-
STEAT 40,000I- STET 90,000I-
9 drsera (b/d) 90,000l
T FEAT GTAT
e wfga
fafs  |fraEwor d1a. [T T fafs  |fEwor WA, [T T
¥13q  [HrserE (c/d) R0,000- ¥Ry |[@EE @ig 003 |30,000|-
STET 30,000|- STET 30,000}~
il Hroard RITHO 30,000|-
wi=ET @
e @wfge
fafs  |fEwor WA | T fafy  |faEwon WA [T ®
T HiT=R N
¥IRY 00% q¥,000I- %139 Hrsard (C/d] 94,000~
FRETHT @reT
STET 9%,000I- Skasl 94,0001~
Y19 Hrsera (b/d)
T AT FLEET @l
gfae. Hige
fufa feraon WA [T T fafs  |fEwor EIE R
o¥139 _|Hrwra (c/d) 94,0001 ¥IR¥ _ |®fd=R @@r  [oos 94,0001
ST 9Y,000I- ST 9Y,000I-
Hlsald RILHO 9%,000I-
HI{HATST dTdT
gfue. wfge
fafa faazo §1A. [T T fafs |fEwor {1 [T
¥IRY  |F=® @rdr 009 |20,000I- ¥13 Arsera (c/d) 30,000I-
Ekaill 30,000|- kasll 30,0001
%19 Hrsard (b/d) 20.000]-
ddd 9rdr
gfue. wfge
fafa feaon WA | T w fafs | faawor §tA. | T ®
¥130 | IgF @rar ooz | 40001~ | %13 | " (c/d) 4,000l
kaill Y,000|- Skaill ¥,000I-
%19 Hreard (b/d) Y 000|-
98y FAT ToATAA TAT AGT, FET




T FREARATS YRIAF Jialte WUy Fi=ad @rarAl Jegs | @rarAT =Iersal
gRfege gfaftedr wur 99 ofiieer geargad T TR T T ATSAIES, | ATTaTd
e T ATTHT FAGHT AT =R TAR &M A8 @rarars gfae ¥ Iof  @rarars wied
RUFTHT 78 @IATAT gfafte T&T gSiiel ®IAT TME G TUF Gl @rarars RO
SIS gfae qerehl faavurmAr dfgvg | TR U @TATRl higd JETHT XS @rardre
PRI TATSA TG | GSIehT TAT TS ATTHT §aT Goil @ATATS hiSa TRUHT &l | T2
T q qE AfergeTs i @ e |

SIGIT

. qAET TR At Biel S R
(%) STETETr AHH b Al 7
(@) Fer@rdr b qaR s, ?
() e T FEETAE=ER F Uh (AT TeTerd |

(&) FEETAT ACTH &1 g5 I¢9T & & g 7

(3) TUTE FH FEATATR! A@TATA EAAAT T GIAT HAA T3 THES, 7
R T@HT TR BaT I [
(®) Fer@rdrel dF deled T A1 TAR THH Ig9T I el |

(@) Fer@rdr dar 9 Hisard G=rdl THAT TR Tl |

~

e |

@ T Format sf] ledger =¥ #RER =3+ faid e

>

() @A a= T 99 (el el IeTeudied Il T el |

3. R HIQEIRT ATEMTHAT W= (Journal entry) T8 T 7€ T STH
AT T@R_R/E |

Q. 9T QU W HET AT qiE S F Y 00,0001~ TR FTEAT T @G T
N | \ﬁ = Y % N fl; F! Y |

3. WET Q9 HT HTATATHT AT HA=T . I,000|- H @IE |

FATAT ToATAA TAT AGT, FET 99



3 9T 99 AT FEHEET F. YUY, 000|-F ATH JHRMET @R
¥, W& Q5 AT GITHT 9 HHENETS €. 44,0001~ I SgHard

Y. 9T IR AT AT FEIAEIR] THH T YU 000|- ThaTE AT

% WSl Y HT YITHETE & qY,0001- AYET REAT "Rt Yo Ty | 91 T

¥, qE FREH W= (Journal entry) TR TR TAWT FETSEH

q. S q HT FRAT FEHT . 40,00,000|- TG TgHAT STEAT TR 9T
q& AT |

. ¥ R AT ¥ 340,000|- TG AUTA FFAEE AIE YT T AT THH
AifeTded TgeHHT AT T |

3. WIS O AT A [TARET T, Y 000~ & ATHH JIRMAT GiRE 94T |
¥, ST Y AT QST HESTHATE . ¥Y000|- %I ATATT IR fagr wifear |
Y. @IS 9 HT F 3 000|- FUTA HFAIATS ATadr fhar i |

% 9IS X5 W BHAGT T T q4,0001- Al &7 Tg qrhgar i |

9. IS 30 HT JgHATE  ¥.¥Y 000\~ THH [Tl derel faaeer Tiear |

y. famfafaa saaresr saneat qumafa @gd, wgegAweadt qieiEew

JfweE T THEE ¥ Tl SeeTE |

ER T HISETd %, 30,000 ¥ g% HISET &, 90,000 I HFATT T&
AT |

SR = gft faamiers % go,000 %1 AT fagnT kAT |

BRI AH BRATST %. 4,000 Fgd HRATST ¥ 30,000 fafd |

S T &. 40,000 FZHHAT FFAT TRAT |
SERL 1 g fqamiare &, 4,000 %I TaEE faaT Rdar g q4v |

S ¥ A1 2l fqarfiarg 20,000 F1 AWM AEHT %.30,000 FT ATHA
TR feagnt T |
SRR & ¥ 0,000 [ g [qarEe g 9340 |

A FAET ToATAA TAT AGT, HET



o 2fee geuw fafafan wQewr mftww afvwea T srawa
GARE qa qHEH

EEER!
ST Y
EEERRT
ST Y
ST 5
A R
ST Y
SET 30

g . 40,000 T Jg& @IAT @Ierdr |

AT BTSTATE &, ¥0,000 &% JTH GKE AT |

¥, §,000 F[ YA qE faehl AT |

TRATEST T ST &, 3,000 T F 3000 FHHAL: Zhale HEFT AT |
THITATS 3. 9,000 T ATHTA faehl TIeAT |

qUl AT B RN AR 3. 3,500 FAT BT3Eals T AT |
¥ 2,000 B[ HHATH ANAR(EE TE AT |

TG %, §,540 JU JHEMI @wd ITHTEE YT 54T |

Fad foeme wrgreaT mfafad FeEwl TFEEE Afvee T masas
GAEE qa THE

3T 9
Tar 9
EARY
AR

e 95
AT R0
93T ¥
a7 39

TG . 40,000 ¥ HiA=RX & ¥0,000 T ATAT T TRAT |
&, 0,000 FH[ JTHE G AT |

(aY Y

AR GeHATId & 3,000 =AeheTa THAHT AT |

SATATEIT & 3,000 TE AAT TRAT T faqe afebr sarear . 3,000
TEH G |

2T IHIT HSHATs . 90,000 & AT faghl AT |
T ¥, 30,000 T IgF GraT @itera |
¥. 2,000 FH FHNE FHIATATE T AT |

TE ¥ %,540 JU EHT @& IHI ASATE I AT |

AGHT UTAE dvg, THHHT (ATARGT FIELRT TREFE AHA@ T
HEIF GTARE A TR

H

FEHT AT G . ¥0,000 Bl FAHIEE FaEd & TRA |

FHTAT AT qAT AQ@T, FHEAT Q 993



HE & AT FAA AUSHATE TGAT T, ¥0,000 T JARMAT %, {0,000 H
BIEIERCEARITeIN

®HA 90 BRATEI . 30,000 Ahare WAl AT |

HA 90 J9MaT STEATE &, 0,000 & HHA AAGAT @i¥E AT |

HRA 9 AT BT ATRTHETT 5. 0,000 B = Y Al |

EIRGECE wiTER % 30,000 & @RE ARAT |

THE G ST @9 %, 90,000 HAre HAAT AT |

WRA 30 @ % R,500 HHA AUSRIEE U HFRTA g T I AT |
. fawfafan snfds FIOETLHT STUTAT HigA®T @A qIX TR |

T q HIEwaTe I3 ATl q& HeaTd & 30,000
9 © HIEAATg . 4,000 HI ATHIA AIGHT feaght AT |
I 4R ¥, 4,000 FIE HEFLE I AT |

S 9% HAEAdTS &. 5,000 &I FTATT faghl (AT |
ST 9% ¥ %¥,000 % AT HigAare faan! fwar greq s |
T R & . 4,500 HEAde 9 /Al ¥ & Q00 ge e |

. frfafaa afaam awafraa e wRETCRT g ARy @@
I AR

e 9 AfaeTers TEar fa atdr Jisard F 39,000

FIdE 9 qfaATETE %, 94,000 HI ITHIA @<g AT |

FIdE TE . 4,000 T F 40,000 F A AaATATs I AT |
FIded 9% AfgATETE ¥, 9,000 HI ATH AMEHT @G AT |

Fiided 5 ¥. 3,000 F A AGATATs @KE har TeAr |

Flide® 30 ATAATATE %, 2,000 =HpaTa HAA (AT |

9 FAET AT TAT AQ@T, FET



qq. frfafes FREE STeamTET srawERT @ T Ot @mar e TR |
LR q HTATHIETE GEAT qTST dlehl & 20,000
JewEw R &, Q4,000 I ATHTT IJRMAT [FqghT AT |
=T 93 ¥. 4,000 % JTHTT ATGHT feaanl AT |
dE= 94 ¥, 3,000 & ATHH ATITHIETE faanl fEaT 9T 93T |
LR 9% T & 2,40 ATHHIETE YT Al ¥ %, 40 g Jard Tl |

LR 5 T ¥. 90,000 T JURMAT %. L,000 &I AHM g T |

(qefve gfafe ar wMean sifwe@ (Journal) 9T WHT AvT@aTE T
QAT AGTIA J¥ T T |)

[epIcbeiy
18 99 T feRaTeRerTaAT STfHerg TRt W T TRY sdramamn gfafie T+§Em |

FATAT AT qAT JA@T, FeETT EASAN



aE 93 AeRID YRddl
(Subsidiary Book)

SubsIdITry books

O N =T

Cash Purchase Sales Purchase Sales Bills Bills Journal

Book Book Book Return Return Receivables Payables Proper
Book Book Book Book

J— i. Single Column Cash Book | -

[——— ii. Double Column Cash Book

—> iii. Triple Column Cash Book

—> iv. Petty Cash Book

R.9 TEAF qfeqawt®t af¥=T (Introduction to subsidiary books)

T FRIGRBT ATTT@HT AT SI=RAT K Tk @IAr a1 fbdra G THRT T2
FRIARDT THAATAR AAATIHT T AT @Il TART 9 I Alheg, | G THIRbT
FRIARG] ATer@ G GrdT a1 [HATaaT J1F TRET 6 AT@dl F GIaral Te@rsd
FTI BIal T Al g7 | TA FRIARE q& ATTr@eRT AT FART T fafa= @rar
fparae®®l FHEATs FETdF qeddt (Subsidiary ledger) ar Sadl Iufasrs
(Sub-division of journal) w+=g |

JEAAHT FEAF (AT FAAH b FREARAS Fdeqd &qHT AfAe@ Ted TIR
RT3 ATTERERT FRIERIT Tl qIeTehl &1 | TP FeTaard @TATHT FRIAREeE
TSI Had 48 | THF H& I¢9d I3, THTARRI T FH THIAT FRIEARS! AT T
[T @@l AR TR I &l | JFaTe AT ST 9T TeT HaHT faedqd =T
Iqded Wg Al AT Aad e |

©R.} TEEF qfedwT®t 3¢9 T HEed (Objectives and importance)

(F) W fawem (Work division) : ®REReS &Y 6 Tehide! ATaRET o
T AT @l e AT G B H¥eh Cd Alhrg, | T FI [qHTeI=ar
TATIHIAT FIAH T GeTdeh el Had e |

950 FAAT TSATAT qAT q@T, FETT Q



(@) IR GEHOT (Classification of information)

FRIARATS TRITHT ATIRHT FTHT TR ATTAE g, | T ATAeE TGN ST
TAT FAATH! (AT g T Fiedl g |

() F&TaT Afg (Increase efficiency)

Teh JehTeTepl FRIATReT i@l Teb FHATI TCRT Fad HHARIPT IETATHT Ffg g7 | TS
FTHAT FFgar TIT qGAT FIAH T 7Id Ao |

(¥I) ﬂ'Fc."qT FHT (less errors) :

THFATHT Mg HUHT FHARIA of@l TEET AT FAI &7, |

(§) WATaf® AEHT AT (Helps in internal control)

TF FHANS qGH] AGTATs ATTHAT GIATH] Abl HHARIA JCT gal TAHI AT b
TEGHT &7 | e A STGUHT AT FRISTRT JUATH FHIFHT JLTET ITHILHT T Gl v |

?.3 GETE qfeaamrat THK (Types of subsidiary books)

ETAF IRt 8 THHT gra | [aieedsd T9E Fee e MerTares 3
(%) S« 99X (Journal proper)

(@) 3= fFa@ (Day book)

(a7) @ig g (Purchase book)

(31  faenr qfeaer (Sales book)

(%) @fwg fRAr qfeqs1 (Purchase return book)
(%) fa@r fear qfeaar (Sales return book)

M feem qféa®r (Bills book)

(1) 9t fae qieaa -Bills receviable book)
(M) fae qieqer -Bills payable book)

(&) e qféaar (Cash book)

() FERT 79 9 (Single column cash book)
(3 F& Hewr qeasw (Double column cash book)

(%) o we«r g (Triple column cash book)

FUTT AT qAT AG@T, FET < 159



(®) W@ 79T (Journal proper)

TETIF IRAHTHT ARTE T TG FRIERE AAad &TAT Afqer@ T T fE
eTTH IAHATs A TR A | & AT THITEAT g1 FRIAREEH A FETUF
qfederead Fered afked | fafw= eras ufedaes e 99 FREReEH a6
fvera T R AhEs, A fataT TeTed qRETEs TEaT S T T T
Aferg T AGfRT HTHT FRIEREE TSl gad IabTHT ATEws, | T FRIATIET
ATACT@HT AN T TIRBT TANT TR |

[gh aTaceh! AThRT AT, AT Tiartaehl TR TAT AT AT STl HRIAR AT T
QIETeRTHT e TE(FT AUH STHd GO Mg, | A JI% FHTELT 8§ aal Heedqul
FRIARES [THATER T -

()  YRTE drere® (Opening entries)

() At/ AreRe® (Closing entries)

(%) E&T=aRw dreRe® (Transfer entries)
(%) 9IR glatee® (Rectification entries)

(3) SR ¥ @ivg ¥ fashrer S=re® (Entries of credit purchase and sales
of assets)

(F) AN d=re® (Adjustment entries)

ST YR A FEIE Y aATedaatg " STARTAT S | AHH
= T FEl TANT §78 T ATHHRIaTed [deqd STABNT eTadl AATH
FHAT ATTIIF Ta |

(@) <f % @/ fRaE (Day book)

I [GHT TUHT FRIARF] HFEAT T@TS GIATATS Qi @I g, | a7 faaafe suer
I RIS AR I@IS @I &7 | Teb JbRehT 9 FRIAR g AGLITHT Ji7eh GTATH]
AT T | I WIATeRT fAEaHITSTHeT R TeTae et S -

(&) @iE giEde

@M e g

(@  @ie fwal qiedes

%)  far fear afeqes

95 FICT T qAT @I, FEAT




(1) @iXE qfeaa®t (Purchase book)

o fal T IEAG SARMAT @RE TRUHT THER AT TeT dT TART A
qfedrare @k afeded dideg | @le afEders ded a1 e SHd 9 9 e, |
GRE GEAHTAT I TTehebl ATIRAT [a&dd Tl FREARH] ATA@ AMaws | THaTE

g7 | WRT qIEqeprepl = [HFTTER W8l &
wfeg gfeamt gtan
et : ds® | @ TFH EEEAE

7Y | Wt 4. | (Subtotal) | ToRW (Total)

T qITHHT I TUHT FRIARET S TFT TH HEdTH T a7 IATdH § Hed TR
3 ST TR @R FRIAR T AT e B | ITEXU § S @iRE Ao
AT 99 T g Fiches |

SEIT ¢ afve it

T feguer FREARARE @ite qRaHEmEr TeeTa

AR q,  A® 7. 9 AR A AR HESi|, SAdeEre ane
Q0 &1, Il Ui &SI & YOOl- FH XA

¥ &SI srEar gfd .51 % R001- H WA

AT 3, ASd 9. R ATER ATCEST S, qFAaE @i
200 & ST AT IfdT F.51. & R0I- F &

AR O, AISe 9. 909 AEAR BRARM I1ed, qraAee @ivg
300 & ST fordl ufd &S0 % 3W- # R

9000 &Sl ATHA Fid .31, &. ¥Ol- & &l

Agfaw qu, A9 9. QoY ¥Er qar frdr Wrerfediare afve

N

Q0 F1eA fa¥egke gfd FEd & 000I- F A

FUTT AT qAT AG@T, FET < 953



CASEY

afeg gfeaat
fafa faawon i A A e sET R
TGN ARTAV HESH, ST
" 90 FHS FHI UG H S N~
"I 9 & Y00I- T T 9
= QY FST F@dar giq .9 % 5,0001-
00| F T %,0001-
AR S, AT
‘:lgfﬂ—{ 3 = 200 HSI AT 9iF F.S T 9 %, 000|- % 000]|-
R0I- &HT WA
gAY ared, qred
= 300 &S f=eT gfq &5 %
0 Y00|-
H‘sﬁﬁq? © Y- FT A q09 104
= 9000 .S ATHA Fid &5,
T YO|- & el ¥ 0 000|- %0,400|-
frar frdy, drarfedr
Tefarqy " q0 & faehe ufd HEA =, qoY
h S 90.000]-
4000\~ T TTe )
ST 93,4,00|-

TH HETA® qEAHETE EA & 9400 B[ @RE HAUH f@AT | FETHH Grdree

HEALYFATATAR Wi¥E GIATHT FeTewg | I [FaRTepl ATIRHAT @i @rar (Purchase
Ledger) MMEAR daR TR+

@fg @

e wfee

fafa  |faawo WA e (ffe |faEe WA [T ®

oz /3 (fafag aftz amr 93,4001- |05 /3% [HISETA (¢/d) |( 9 4 00I-
93,%,00I- 93,4,00I-

o’/q [HISET (b/d) 93 400I-

gita qieqerAT Sleaiad afdd qar F¥arel 97 SAla T @rdr Afard
BIH] TR TULE | SARMAT @G &l qMacd ogd STH gal Jcddhepl
AT shige THIas |

95 ¥ FIET TATA qAT AGT, FEAT




(3m) faent qfeast (Sales book)

FATRHAT farghT TRTHT AT /T Afer@ Ted qiedeprars faehn qiederr afawg | ®fed,
FAATS Bic THHB! FART faehl TUHT AT T FT IAT AMSH ¥ exfedna qed aqtsrar
qT IYTA AR faehl 9T SAfq ArATR AfTord T IRaerar aiawg | I feehl

qferraTe ATIedre J% a1 fahl ARt afq A |
ICEARSEACaIC LI
fafa faa<or e . o e s

(Subtotal) THA (Total)

@it qfeqa@T @¥e FRIERE! gfatte T Sg swr W 3fHE g faawor g
74 fawepl Ot a7 A SfeF STHAT Hee 99 I g | el STFT AT T Afotelres
AT FATAE 3 STHAT HEd 99 T AT q&T & T G, |

I R foant afeaanr

TART FRIAET ATARHAT [aghl qfeert T faanl @rar TaR a4
og [oR &iste F. 0% aTe STAT 997 II=ReATS FTATT g
¥00 & S, FHA Yid .. ¥ ¥Ol- H I
q00 UT&e 9 Ui drehe %. q91- HT &
oc oy diete 7 9% dTE AT ATATS, SIS ferehy
300 % ST HARH! T 9fd .50, . 0|~ HT TR
300 FH1 AT 9id &5, 5. ¥oI- % XA
05 /99 &% 7. 40 ATe RTEET Hewd, HTHETS o
Y00 % S AT Yid &5 & 30 & e

FUTT AT qAT AG@T, FET < 95y



CASEY

faant qfeqen
fafa faaor fivw 7. | @H | I S @
OzIR | STHT 99T qr=e q0%,
Y00 & Wl ATHA Yiq &. 91, &. ¥Ol- 9g,000I-
Q00 HThe T i Uk & 991 1,9001- 1q001-
o514, AT ATH1g, THSTT 994
300 %Sl HHXH A i &S0 %, 9%,000|-
\90|- 93,000]- Q%,000]-
300 &S FoHT 9fq &5 & ¥ol-
059y | ETeAr Hewid, &9 930
Y00 F . AT I FS. % 301- q%,0001- 94,0001
ST Y5 ,400I-

T FETde YETHIEre %, 45,900 &l forehl AR IRadT | 9 fqazurel ATearRAr (M Tar
faant @rar (Sales Ledger) darR i :

faght @man
sfae wiga
fufa faeor WA | w@ww | fafa faaeor  |@@r A | W
0zIRE,  [HIsETd (c/d) 45 q00- | ogiRe |fafay @ran 45,900l
ST Y5,900I- ST 45,q00I-
ok10q [drsard (b/d) 45,900l

faant qfedemar Sfedfad =Afad qar F=ATehl 97 AR @rar Aard
FIHT TR I & | SURMAT ATHI [aghl T&T SATATHT JGT aal Il
K Al @rdrers Sfae T |

(%) @f¥e fimafl qfé@®T (Purchase return book)

JURMAT @G T ATSTH A fafq= FRue &l f/ar 99" g5 | @fg o
TESTEHITTHET T, FRfaw 7 ToreT |THI AEaT, AT gethe TUET TTEUAT 7 e
THAAT ITAS THUHT AT ATHI AEATs Thdl TS, | TIA TRl TSTSUH ATHTAH]
AfiTerg e qiederars @i fRdl afedsr i | aaer afaera e S 3 e
fRdl AU ATHTHT THH a6 |

9% FAT TATAT TAT AGT, FET <



gfae e | @@t aEn fw @

ITEIT 3 @fvg frar qfeaar

AR FRIARATS @S [hal JRTHEHET FeTs @ieg hdl @rar dar 9Herd

5190 W TAAARA HesH, &aTdrars hdl R &S0, FIe €.400I- H &3, Sl qE
GERES

QY AT eRARMY AEd qredare fRAT Q00 &S, ATHA Uid &S ¥, ¥Ool- T,
gfae dre 7. 30%

ICAS LY
@f¥e frat gieaar
Ifes afF =T T
fafa [EER @A @\
T | FH
05190 |[TAIARMT HeSH, &qTdT Y
R .S FIS 9T .S %, YOOI~ T Xl 9000]- 4000~
oz19¥ [glARTE ared, ared 30% ¥000]|- ¥000I|-
900 % ST, ATAA Yid &.T. ¥, ¥O|- & qTeT
STHAT Y 000|-

ST @le fRar qfedere AmarHr fearR @ke fwar (Purchase Return ledger)
TGS, |

gfve frat @
gfee sfge
fufq | faawon WA | wa | fufy | e WA |
sizo | ¥retETd (c/d) y 000l- | gi130 | fafqa @rar Y 000I-
i
Y,000|- Y,000|-
QI | HreaTd ATLeh! ¥,000|-
(b/d)

FAT AT AAT A@T, FeAT R 9c\9



gfse @ (Debit Note) : SaRM™T @ftg TRUHT qraEHA fafaa wRU
ArgeATs RAl ISEUHT ATHTT faarumafed qereual gadrs Sfae A
Yo oo | e TaeE e aEd @rarars sfae W faAI @ weEs |

(F) feet frat qfa®T (Sales return book)

JARTHT fahT AUt ATATAHET fRaT ATTT FTHTAERT T ATTAG T T AGUH] FeTdH
qfecqepretts fagnt fRar afeqer sifamg | fagar w72 Tueer araes fafive Froer fear w2
AT | T TR afq fierE et e o AraTe o ure g ¥
fRdl o res &l i far TS |

foY firat qfiqerat gtan
fafa IECrl #fgg A | @oda | @ | Ifw s @

IIELOT ¥ faat forat qfeqst
qAHT BRI [agnl fHal qieder T foehl fhar @rdr Jar arerd

5193 ST 99T Gi=aRare fhar Q0 9Tebe 7 91 dTebe . 991- &I &, Fhise Al 7. 303

cIRc fexTedl HEsiH F9are thal 400 .51, AT 9fd .51, & 30 F A, hise Ald

q %Y

I
faent frat gfeqs
fufa faazon ki QUTA, | & ki
, G 1K | ST T&H
5193 ST 9T, qI=eR 303
Q0 UTehe AU e &.991- T 1901- 1901-
ok | fexredr Hes, #14 ¥y
900 &SI, AT Ui F.5. T 30 30001- 30001-
BT TXA
STHAT 3q901- q901-

YU fahl Rl IecTepTehT ST (HFATER faghl fthdl @ra (Sales return ledger) TR
e |

9o FAT TATAT TAT AGT, FET <



ot fRat @@

gfae. G Y

fafa |faaor WA (W e |fwmfa  |faEer WA, [T T

c130  |fafag @rar 390-  [=130  [HisEd At (c/d) 39901-
S 39901 ST 39901

Ry [HISETd AR (c/d) 3q901-

@fge @ (Credit Note) : IuRMT faehT Tvuesr AraT=ST fRal 9 ga1 srarHEne
T GTHTHE fqavuaifed Iared 99dE hiee A AiHw | TFHT ATIRAT ATATHIEATE
9T §A9H ThH HeES, |

@ sfae dre afgsde faal wdaers afve fear TaT 9613 & |

%] wfee A fadr st @itawdrars fasT fFar el aorsT & |

() fea=er gfeasrt (Bills books)

FRIEARE! fqaAfqerar Faqdars a1 TaT al HYATE IS 99 (qaRoreer afq
Ao AT &7 | SAl HIATHT THRATAT YT T ATl a1 EATl T alebl FRIAREES
TAT TFATAT (AT aAehl faetepl Afvora et qieaerars faed aieaer At | foea qfeqe
TR T 1T T&0 a7 FARIAT ATH [T TeThl ATl Tar T | T3d
FRIEAR Teh TeTehl AT Al 199 (Payable) g7 97 9T T T&THT ATNT SR
gt 9+ (Receviables) g7 | fore qieqerierl IR HHTTER B

(1) yt faed qiedet (Bills/Accounts receviable)
() qFHT feoreq qfedarr (Bill/Accounts payable)
foee gfaaTt gt e © ¢

ITed T WAl | G @rar | QT ar waERdo

fafa | S T AW | A TR T 2 T A = fuf

FITAT TSITAT AT FGT, FE < NE=S



(&) e gfeat (Cash books)

(31) TE qfeqaTt af=d (Introduction of cash books)

T feafad guwT fafae= FREReTe T8 I ¥ A EE & | A9 U
Tl fafq FRERAE AT Afqe@ T7 Jeddrdres T8 e qiwg | T8
qfedepTel FFFTIHT AUH! Aadl g (Receipt), W&l (Payment), TR0
(Transfer), ¥ ai#l (Balance) 1 AaTdl STHHRT TRISS, | G HRISATRH! SI=AT
TR TRA JAT TG AT AR yiafta T wRieRars IR gfafte (Primary
Entry) 9w | 7978 GfeqepterT 2= 9f @I (15%) 1 ST&d g7, | I AR TGeATS @reTehl
2fae gerar ¥ aifex MUHr ATEATS Hige atAr AfTerg i |

TS GfETehT TATEATE HRIETHT e’ TR TAHT ANTed] TieRar ATfwg | H=r TR
qUafsy AT A&l FRIER @arHEr yiate T 99 a0 fhdradarg d=ee e
faa=urer =aar fagws |

(M) TE qieqwtat faAwar (Features of cash book)
T GREABTRT (90T TRTATHITSTHER Bl
(i) 7% Wi T4 TEhaveel g FRIEReE TS, |

(ii) T fepareres! Sfeaenr ot ¥ shifge gerdr T afaw=g |

(iii) g fFara d=R 97 FETE Grar g9 v |

(iv) T9e 798 JATEH! AATATHI AHHN (67 |
(v) G T SEHAT &9 fguelr srexedl afgag e, |

() F*aT®l (Contra Entry-"C") TIWT

PRTSTRHT FHHAT YT ¥ AT 4718 a7 797 (Physical cash) a1 Sgs drearaet
EYHT TEvg, | TGS g T IgHaATE AGHT THH THHATIRIT &l Ff AT FTAIATH]
F AT e O G HISGIT T g HNAITHT 99 AR MGG | T YERE oG
TIeaTd ©aaT, 59 HIvaTd a9 ¥ 99 HISaTd Haal 798 HIsaTd g HRISReTS "TaaH
fgaefr s@® (Contra Effect) i1 | 71 STa=amAT RIERATS "C" of Ighd T 778
qfecTepTT gfafta i |

90 FAT TATAT TAT AGT, FET <



(F) T gfeaawtRt T (Types of cash books)
QAT AT PRIARHT SATARAT TG AT A TR Gl
(i) HIYTUT e qfeqsht (Single column cash book)
TTE Hed AUHI 7978 qieda (Single column cash book with cash column)
IS HET TTH TG qfeaaT (Single column cash book with bank column)
(ii) g we&etw e qfEd®T (Double column cash book )
TS 4T G Aedd el a8 qretar (Cash book with cash & discount column)
IF TAT Y2 Aeadieddl A qfEdHr (Cash book with bank & discount

column)

TG TAT gk Heaateder! 78 g (Cash book with cash & bank column)
(iii) @ wEefg T gfeq®T (Triple column cash book )

(i) |TeTRUT AE qfeaat (Single column cash book)

TG T SIgeh JIT G g9 JIR 2T F9E AT SgehAT T a7 STTere! fgara qar
T WIATATS ARV AIE GfETehT AIe; | 77 AT SghHT T YT 24T ST ¥ ST
ZaT S TeTHT THH QIS | AUH! IBATHITHE T3 TR EH B -

T HEA WUH! T iﬁﬁw (Single column cash book with cash column)

FATAIHT YT & T ATMeR T AMGH] [@drd Ted TR TRUH! IEqehdrs qramor
TS qETehT Airwg, | AT IR @TATeh] TE=THT 8! g, | AT (e @TTeh! [HgTed ATar
T AEdATS @Tarel Sfad T&HT T ATfER TUH! AEATs higd Tl FAeTgws, | AT
& qRETehTehl THAT T THR Wh G

HTUT e qfeaahtat g
gfae wfee
fafa | faawor grarA. | @R w | fafa | faEwor GLuTA. | U &

FITAT TSITAT AT FGT, FE < A



SEETOT 1 AT HES WURT AT iEThT

TG FRIATATT TTH AR G (AT : ATTATIE FRIAT & ATGH qUHT HR
ARH AT AE TG bl AN T A& YU T qHATATR AR I TR, |
T TRTIPT TG ANETBTHT TIGIET=T A BRI THTAL TR | S0 q 7T TAATE
T T F(hwg, | TAHT FRIARATE AR AME A HTH] TSI |

93T q T T HISGTd &, IY,000]-

9El 3 d %, 90,000\~ & HTH @RE

TET ¥ A %, Y,000|- AT ATHIA feeh
ST 8 T ¥, 4000|- TATAT STFATHT
9T 9%, I & YOOI~ HIHTT Jre

3T IR T F. ¥00O|- AT YT

FT Y A F. 3000\~ T ATST AT

F3T 30 A T YOOI AT AT

CASEY
e qedaT (ATEmon)
gfae. afee
fafa faawor grarA |[wH ' (e (e QAT |THA <.
U A= (b/d) Yoo0ol- | WEr 3 | | @fe 90000]-
Wa[ ¥ | ATH [T Y 00O0|- TET QU | SATAT ST 9000I-
ﬁ b FHHIT g Y 00|~ ‘ﬂEQT QY | TRHETST Sq:cﬁ']_-ﬁ’ 3000|-
ﬂEQT 33 | ATadT gre ¥00O0|- 3q€'[ 30 | 99 W Y 00|-
Ay 30 | HiseE (c/d) 95000|-
STHAT 3¥400I- STHAT 3¥Y 00I-
gt q | greard (b/d) 95000)-

égaa HEA WURT T ‘{Iﬁ?l?ﬂ (Single column cash book with bank column)

SAAGTIHT TUHT FRIARH] TG TSHHTRT TRET TGPl AT ATTerG e Ireqehrere
ISF FRIEAT TR ATARY TG AT AT, | ATTRIA ATTR9T TITTAT Tgfehg Far
SUAe TEAHFI FRIAR TGHATHT 7 T TS, | TG GETHTHT TgHHT THH THAT gal
Sfaawr T St T MRdRT (FF TR RN higeur diieg e | F9dre UE i

A FTATT A=A TAT GT, FET



HAATIRT IS HISaTd 9TeT UTST Flehrs, | TAAATS GETUHT JATERITETE I TR 3

SEERUT R STE AEd WUH WE qfet

~

TAHT FRIEARATE TgF Hed AUH! 7T IEAHTHT TSI
0¥  HT & WNATd ¥, Y¥,000I-

O¥13  HT ATHM @NRE T =HhgRT TR & Y, 000!
O¥IY  HT FHHFFATIT =k YT . 3,000|-

0¥190  HT ITH faah! T F. 0000|- FT Ik YT
0¥q3 W1 TTE I FTHT &. L00OI-

0% AT SATAT ATl AHATHT . 3000]-

0%I30 AT FHiqer Sl % 90001- & =& 9

0¥k HT UTATE ATHTATE AT . S000|-

IdY

g% HEA WURT WE it

ghre. wige

fafa faawor QuLarA. | FH & | fafa faawor QruT. .| T

0%1q |g% HIaTd YY,000l- [0¥I13 |ATHH @& JY,000-

0%y, |FTHIAATIT = g 3,0001- [0%¥1Q\8 |SATAT STEATAT 3,000|-

0%190 QAT fashrare =% 90,000I- |0%I35 |qTATEATS AT 9,000|-
oot

0%193 [F¥TE TTEAT Y,000I-

0130 Ik JTT 93,000 |-|0¥%130 a_{cl; HrseTq atT 40,000~
STHAT 54,000 STHAT cY,000

04109 [HTsaTd T 40,000

(ii) 's'j HEAT T ﬂfﬁlﬂn‘r (Double column cash book)

FITAT TSITAT AT FGT, FE < %3



SAFAATIAT AUH ANEHFA] BRIAREER] ATHE TEl FHAAT TSATET THA A&l AT
MRUHT AE qeqhTeTe g5 Heald A8 YEqehl AS | §5 Heeld "8 qieqel drd
THRFT o

g T d THFAATGART G ﬂﬁ?ﬁb‘r (Cash book with cash and discount column)

ATEANTF FRIARAT ANE e TEH G THATHT AfTerd Tl T IR TRUH
TE ITFaTs geaedd 35 Hedd A qrede qg | a9 grq T8 3fee ?
AT [GUHT TTaaTs Hige TRwg | TR I FIATE Fied T GUH gears fae
e, | VT8 HieaTd Heddl Fard T, % G HeTsh! SITT Tiews;, | 979 Tieard feare
TG | TEHT ST (HFHATER Wl B

TE qAT GF AgA@feds! ae qredat
sfae @fee
fafa |fEor TLOA [FA T [me (fmfy [fGEwon [EmmA|[ww e o

JETEIT 3 TE qaT GF AEAateqs! ae qieaant

TAHT FREARATS AR TIT GEABdH AT IETHHT AT
1919 HT 7R WA % Q4% 001

1913 AT %, 3000|- BRATST HHTHT

9914 AT % q000I- HHIT I

915 |1 % IFHAT qTHTATE HEFATHT F. 90000)-) FE YT . 300|-
918 |1 e feeht & Y000l

1919 AT SATAT FITHT & J4001-

995 AT T LWRATE TE 91 3. 5000|- P2 [&FUH &, 4001
991R0 WA FHH Givg T L 0Ol

A RS

Ry FAT TATAT TAT AGT, FET <



TE qaT GF HEA@teas! ae qredat

st wiga
fufr | faaxor  |j@mn A | @wwWE | g2 | W faawor guar A HHE | BT
9919 [HISSId AT q4400I- 93 [T TSI ST 3000|-
(b/d)
991y, e wife q000I- Qi [FFEdrers qaEaT 40000I-| R00|-
9912 |TTE ferenT 34000l 99193 |SATAT HFATAT 9400I-
9995 [gT9T FERETE 5000I-| 900I-[49130 [T AqTHT Y00|-
T gfvg
99130 [Hrsard ater(c/d) 3% ¥00I-
STHAT ¥ 00|-| Q00I- STHAT ¥4 00|-| R00|-
qRIOY [AISRTT et 3¥ Y00I-
(b/d)

e e AISaId Hedd! [edrd A qRaErdr Teeg 97 g Hedd! edre a8 T
feama e @ " T | g Hisarder atel e (b/d / ¢/d) TG |

IgF A G AEAdfEaH! e qfEdT (Cash Book with bank and discount

column)

SATATTAT TTHT FRIAREE SgHHThT TR Faehl ATTer@ UG qeqebrelrs Sgeb qaT
FATEd®dl T Al =5 | TG TShAT THH THEAT GUAT SEaaT ¥ SSHATH
AT AUHT Fhige Mg | [qUHT Gears Sfae T I JUl gaarg Hige TS | TH

AT TR & S

ISF A BT AEAEEART TWE g

I wfee

fafqfaawor [@rmA W (e f@fo [fGEwer [@noa [ W (e
ST ST

JIELUT ¥ ST AU BF HEAE ARl AE gl

FIET TS AT AGT, FEAT

%4




TAHT FRIARDT Tgeh TAT P2 HeATEAR! AE &ABTHT FGTITE -

QR0 HT I GieaTd &. L0,000-

qR13 AT % 40,000 HT HiF=R GRE T SbgRT T

qRI§ 97 feafimer gr.fa. g & ¥0oI- BT T T YOOI~ FH T SR AT |
92199 AT 3. QLO0O0I- H FHE @RE T g1 AHRAH
qRI9© AT ¥, qRO00|- H HIFA @XE T =bgRT AT

qRIR0 HI IHTF FHEATE 0% BE & {000 FHAMTX & {000\~ AHgRT A

9RARE HT . VOO0O|- ZHFRT doAd TAATHT

qRI30 AT &. q4000|- & IATHTT &l T IF I

I
IgF qAT GT AEAEEAR e gl
S @fge
fafa [fagor j@w A jEw s jge  (fia (faEeo rar. A(TRA & (e
9319 [HISETd wAT 40000I- 903 |wi=R @fE 40000-
(c/d)
9RIR0 [TTHAR 2000I- [q000I-|qR1%  |fewlr@r gr.fa. 2y0ol- [YooI-
FHTHEATT JToT
9130 [FTHTA ferghT 94000|- 93099 [ATHE @ivE 94000I-
9019 [AFaT @ieE 9R000I-
RN [qaa qEAH Yo 0O-
qR130 [AreeTa AT (c/d) R0Y00I-
STEAT 9¥ 000|-[q000- STEAT \9¥ 000~ [400]-
09109 |ArseTa et 30%,00I-
(b/d)

T AT S HEAATEdH! A Rt (Cash book with cash & bank column)
SAGTHT TUHT TG TAT ThEdl FRIARST T ATIG el qfeqebars T9Ts

1%%

FATT AT qAT A@T, FET <



JAT Ik HeddEad] TG qEddl AH=g | TGHT Y AEATs STaaHT T S
TRTHT AGATE FISTAT T ASHAT ThH FTFAT GaT STTTHT ¥ AhgIRT AT T&T FhigaaT
Hierg MG, | THH S (TR el &

TG qA SgF AgAEga®! WG
e wige

fafa | frawor (@ oA, e o= | fafy | faawor | @rmA | WO | S

STHAT STHAT

IITELOT Y T qAT I HEAaEahl e qleaet
AR FRIARATS G TIT d95F Heddedd A8 qEFHEl T3 e

QoI WT 7T HISaTd . ¥4 00|- T I HISGId . R0000|-
qOIR HT FATARETE %4000l T I

q01¥ HT Y000\~ FH ATATT @IXE T AHgRT TEATI

Q019 T . 3000|- Tgeh TFAT (AT |

Q0190 HT & 0000\~ & ATHA fagh! T Al =% I a7 |
10199 A1 F. q000I- [qHT Teb AFTAT |

Q0195 HT HTATAT JATSTAEHT AT . 000I- FgHaTE [HiFaT |

qOIRR HI AT FNTS faahrera &, L 00I- 9T |

FITAT TSITAT AT FGT, FE < AN



T AT SgF AEAAEa®h! TG
sfae Ffzz
faftr | frawor (@A e | Sew | fafw | fERwr j@ia| TR | S
90199 [T HISEId <awio ¥Y00|-| R0000]-
qOIR  |ITA=ETE I q000I- qor¥ TAMH @ Y 000|-
Q019  |A € STFT C1 3000]-{9019 g e |C1 3000]-
qo190 |ETHIA feashrare = qooool-[qoq0  |faHT 9ok q000I-
& IIq EESIGI
oz |og@are 71 |C2 | Ro00I- o835 |gg# T |C2 R000I-
feRebent fer T
901X [IRTAT BT 4.00I- qreard diehl %¥000|-[35000]-
STHAT §000|-| 33000I- STHAT 5000|-[33000|-
919 HTSETd ST ¥000|-| R%000|-
(b/d)

die: C o Contra Sr=Reg JAISE | T8 9T S T Hige 39 T 990K T3 |

(iii) W WEHAT T qea®T (Triple column cash book)

FEAFTIAT &1 G, g% 97 G2 THAAATH] ATHE el qeAFIaTs dId Feeiid a8
qfecTerT W3, | @19 T ST ST SAG—ATIAT AT TANT FE1 &4 T4, | AqATE G, Agh
¥ G THHFT ATCHT THISF SR G T Afeheg | AT ol eTaaHISTH el &

fm "gdg e qieasr
e @fge
fafy [faawor @ ma jTe fow ge (fufa |frEwo GLAA. (TR (9SF (@2
STHAT STHAT
AN FAT TATAT TAT AGT, FET <




IJIEITT & #iw wgetw a1 g (Triple column cash book)
AP FREARATS ATH HEATT AT IETHTHT AT

3019 AT 77T Gieeld &. $000|- ¥ Ige AT &, 000I-
q013 AT AR b AGeTE R 5. 30001

q01%, HT & R000|- Jg FFAT TRAT |
090 T ¥ 5000|- H AHE @G T AFFRT TaATH
30199 AT I =UEETE F 0001~ F FAF I, & 001- Fa fauH

90193 T ATHTT fahl =T %, Q0000|- [ =k Gl

q019%, AT HAT AHTIATE . {000|- AT Y

q0IRR AT TS ATATATS & 4000I- HI &, ¥500|- ZhgRT HHHI (4% fedrd =adr
i |

QOIRY T HTATAT YATTHT ATNT &, 000|- TgehaTe [RiepaT |

q01R= HT 98 TR Hdll 3. R00I- |

CASES
f "gm TE qieasr
gfee wfge
fafy |[faawor [@Alae [fEw g |ff (e A e |fEF |e2
qu‘] -(%_/ad) iOOOl— c|'-QOOO|— c]O|3 'Ql?oﬁ Q&TUT ?QOOO|—
qoI1R  |Ag ST |C1 R000|- qoI1] aggg STHAT C1 [R000)-
RIGEEICE A @RE
90199 |2 R000|- |R00|-[q0190 - 5000|-
EEALES] T =eFaTd
ﬁOlcli QOOOO|—
faaT
AT EES I
q019% |TTeTaTe 9000~ 40IRR | TTedTelTS ¥500|- |R00]-
aret AFATAT
EEREIr N
. IgFHATE
qoIRY |T7Tg fe [C2  [qo00I- qoRY| (e q000|-
GRERE T
e
90135 5% T&R 300|-

FITAT TSITAT AT FGT, FE < YA



Tibr Areard

qo1z0 (c/d)

3000|- |4%000|-

STHAT 5000I-(33 000|-|300|- 5000I-|33,000|- [R00|-

Q

et
<1<1|of1 3000|- ‘1%000|—
AT (b/d)

e : Sfaear ge @ ¥ HieeH ge AR TUHS T HEdH WA AHE Geergie
SfeTTe |

SIFITH

. dEE gEE Jfd st IO TR
(F) FETIF qeAHTH AT TR |
(@) HFETIF GAHRTH bR AETRd |

@) Sfae Ae T Hieed AlE 9= H & &l 7

~

()  FETI® Aol TAATHT I@qH BRI JTeTeld |

>

~

ard |

(3) T YEIHTH THR TET

>

(F)  FE ATLTH A IR TATS7S, ACTald |

(@) vl FA FALATHT FANT e |
R TAHT TS Bal I IR
(F) WeTId el A= faqad |
(@) FETE YT TR THH I¢9d AR |

() S YO AR F &1 7 THHT FHELT §F FREAR & & g 7
(&) @ TR TR & & 7 THB! AT TR TR |

(@) foenr  faanr fRal afasEr dete |

(=) facd qfeqet [ TR TR ¢ 9P =1 TAR TR |
(@) TR Gl IR fGqed T T [qemdr Seid THerd |

R00 FAT TATAT TAT AGT, FET <




qAHRT FIUERLATE GG [RARWT T8 @iE GET qgiT THEE
TS q AT 97 o e WA Gedrare @i, di9e 7. 909
R0 T o@T fhara 9fd Ul &. 3c1- &1 &
R0 T A fparear Ui THEr T 31~ FT A
qST Y AT G S, IATATE @ieE, droleh 7. 33%
Q0 TSIH HTIT Ui Tk FTITRT &, ol- FT I
Y T Ui 9fq &SI T ¥ol- FT I
qTET 99 W7 Tifavs IS SAEATETE @iXg, aiefeh 7. 430
¥q TS FIH I YTq Tl & 901~ HT T

90 TS ZIOX Uid &1 . ROI- & T

qaT Y AT a1 7R, geaaare @ve, @9 7. 399

Q00 AT FUTAT HIgeT FiT Tebehl T, 31- T G

R0 e/ wEEd T9R gfd R\ % jwol- #1 R
frafafaa wETwT sareT @it gftaes aa TR
P Y T A2 B89 Prayeawdre @fve, 99 7. 999

Qo0 el Dell #¥ ez fq el ¥, 39000|- & WA

90 AT Frhold fUa¥ Uid Ukdl &. 3500|- FT aTA
FITH QU T ART AHEAS FQeaRare @ive, dd 9. 43%%

9R ¥TaT Tz Gid Tehehl &. IX00|- &I T

9% e TV Card 9fq Ul ¥ Q¥00I- A

(T ATARE G q0%)

FITH 0 Td FFIET FIT, RTINS, ol 7. 3¥R
> ) > )

90 TeT AfTET T Tehehl & K4 00I- &HT T

q0 TeT fopaie 9fq Thehl T 3YOI- &1 XA

FITAT TSITAT AT FGT, FE < R09



TAHRT FARATE qeH ®iay AT foent qfeaamr =gre foent @man
IR TR

HTE R I @A AL, ARITTars (T, St 7. Yoy

0 Tl FFYEY A Yid Tebehl & J¥0O0I- F e

Q0 ATl ATHT dad Uid Tebehl & 3000|- FH T

[TE QY T GTRTHAT HBiT=R JveX, EAISTATS fashl, arste . 9%
Q% 7T ATIRY aqel Gfd Tehapl . 9001~ F WA
= 9 T Afaar AT anfegens fagr, dee 7. 908
Y do[el IS@l Tehehl . 3000|- [ T
Q0 IH IS THFHN & YOI~ FT T
= Q9 T & TET 9T Uehehl &, 300|- HT T3, &roleb 7. 599
% WTaT B2 THhl ¥, ¥YO|- P A (FAATS SATINRE FT L %)
aa feguat e @fve fwal gieaemr SeeTe™

2193 ATATRSIT S, FAAFATe hdl, Sfaa e . &%

30 F1 AT Iiq %51 & 0|- & T _
219 AR FTEE, ureAars fRar, gfae | 9. sog

Yo %1 fordl uid %51 %, 3W- &1 &
TAHT FIUALATE AGH Hi= IR ot foral afiasmn JgeTee
Y R T oW =T, qRA=srere i, shige A 9. 4y

Y #TaT FFASY dT YIq Ul & 00|~ F &

AT RQ, A HAFTHAT FBid=R I, gdlerare fhdl, sige Ae 7. os

R #Tar &1 A Thehl & q400I- HT XA

FATT AT qAT A@T, FET <



5. a9 fEUH FUAEH ATUTAT JIIROT TE GReawT e W A
ﬁlﬂﬂﬁ@'ﬂ; :
MG q T FE G HIwaTd & Y400l
MG ¥ T ITH fehl TGHT &, ¥000|-
MG § T faSTell Heqe T F Q0901
MG 40 A HiT=R GRE . 3000|-
MG 95 T ST a2l . 4000I-
MG 39 I AT [FATFIETATS THTHT 5. 0001
FIMG Y, T THT ATHTGATE YT A8 %, §000|-
FIME 30 T I qTHH TRE

. frfafed wF@ER @Eammur TR qRaw™T AEETEM T Hive™ Tl
AMRPRE |

T 4 TS T TG HSGTT %, Q¥ 000|-

W @ T e fa.% @rg Wor fquwr 3. 90001

513 q0 Wa #few @le ¥ 2000)-

S5 4% T THT ITFETe [ arehl THH 9T & §3000|-
S RO A GIH HEHdA THAHI &, L0l

SS IR A ATIHT TG T R00I-

ST R T qAS AN &, J000]-

SIS Y A AT 91 %, q00I-

WS 30 A T AR AUHRT &, Y0O0|-

fo. TAH FIALATE STH AgA WIH TE [ReAH™T TGTSTR -
%9 T T SIgF TeaTd &, I5000|-
1% HT HTATAAD] HTHEFT AT & R000|- qIE FRTEAT |
Y9 {7 ATSTETIT &, Y000~ & = Yl HAT |

2199 T AT GiXE TN FHGRT T T, LY 00I-
FATT FoATe TAT AGT, HET R R03



M.

R®.

R

0Y

9% HT T ALRIATE AFERT TFAA & 3000I-
&l9s HT WA FHME @R T =FgR1 HHRHI 5. R000]-

RIRY AT Il IF G & K000|-

TAHRT FIUELATE TG TN HE AFAA AR AT RARTAT TGS
YIq WT FTE HISaTd %, 994001

YL AT 9R00I- & HF GiKE

Yls HT . 3000|- Te THATHI

Y190 HT AEHIETE A8 YT €. 30001~ (P2 faUsr . 3001-)

Y193 T ITHTA faehl ATEHT &, ¥000|-

YIRY AT TS ATST HFIHT & 400l

YIRS AT ¥ 300|- G FUR IeaATATg FATI & 3000|-

LR HT g a?@ ST &, 3000)-

Ffeien AfgATET U fmfafaa et ATfi g qur e AEewtEaeRt
T gt T TR

q A G I HIwETd & 8000~

R T ANE T TR T 3000)-

? A AfAATATs fq aT & ¥q00I- e ¥ ¥000|- FH =k ST T fedra T
AT |

QY T FATATS FeAWTEIT & QO00|- &l Jeb ST AT |

9% T IR AE@ITATE 9T A9+ & 4000|- | %, Q04 |- Fe aux affehl THA®!
Ik gIed AT |

6 I FgF TEX . 001~ FIAT HUHT SAHFRT TghaTT It ST |
frfefiaa FRERRT TR AT TgF AEAAtETRl T qieEaw a1
Hisg T AMSTRY

T § T FE HOETT TG %, §L00I- T TgF & :000I-

qU ¥ I TG Ag THET TRTHN &, ¥00O0l-

FHTT AT TAT AW, FETT <



qY O T Ifavadrs =hare A9 fquHr & %000|-

qu & I . {0000|- B[ HH @RE TR & 5000|- =k d1E T ATl ThH A
fafer |

T qR GFTATATE %, ¥000I- T JTHIA [aehl IRTSUHTHT . 3000|- (T FIAT Y

T |
9 45 ITd Adwzare ATl RAETd %, 4000I- & = I AT |
T Y A B8R ATST & §000|- =HgRT HHT |

qU R A FATAT FATSTAHT AT Fgehare . 20001~ FohRfEar |

~

T R I Y @iXE TR &, ¥0O|- FadTl AIGHT |
. fFAERERT FOARAE S AgAT TE (R T@eTe

S T TR HIGTd . 990001~ ¥ FgF HeaTd &. §0000|-

SI¥ A ¥ 950001- B[ FMHE @RE TR & R000]|- & T il THHB! = AW
AT |
Sk TTd ¥, %000\~ SHERT TTATST HHHT FAT |

IR, T JUTEE YT I THHHES T, L 0O|- P& HATX FAlehl THH &. Y001~ &l
= YTl AT |

5190 A ¥, L00O|- TgHAT THAT (AT |
SI9& T fasTIT @9 F. qU0O0I- AR T |

SIR0 T BHATAATS &, 0000I- [THITHT 0% F& FHaTU Flehl THHPT ATNT b S0
T |

SIRR T HHAGAETIT AEHAT & Y 00|- YT F3T |

SIRY, T BIATAT FATSTAHT AT . 0001 Tgehare FhiwaT |

SIR% T AR T foSTell Hedd FHHT © ¥, 500I- T & Y 0O|- HHHI (32Tl |
qT% 99 T 4R AT =R ¥ GIATHT Jiate TREH] FRIARET ATIRAT  GeTah JredepreT [&iae=
JFR T TG qRETHTRl Tl THe |

FUTT AT qAT AG@T, FET < R0Y



qi3 9% Jdodcial w01
(Trial Balance)

1.9 G q870T (Trial Balance)

(#) ufe=a (Introduction) N / \
FAHIHT AUHT Godh AdEF PRIAREED A= |\ E =1
T, T Wit gfafed & Tl T @ é

AT P AT AGHANTA AT e e, | T2 ~ =1

I GETETT AT AP TAT T Frqed TAE 2T |

AT T @I Sfad I ThH ¥ hige WIS ThH aR1a% @ a7 g 9T AT
STEATHT S I AR R faworers § avdqaq 9o 9iqws | 3fae ¥ #fse we 2
FH TR AUHT ATATITAT (a9 TRl (8% @ AA1 TG Hicbreg | Feced TRI&T0ThT
HTATTAT faiT fqaruEs qar e |

J.R. Batliboi T 9 @TaT fehararert Sfae ¥ hisa T&ThT HisaTaeh! qeraard geafvad
QT frarerdT T Al I ARedl T TH JAR TR [qaR9 Feqaa aereq e |
(“Trial balance is a statement, prepared with the debit and credit balances
of ledger accounts to test the arithmetical accuracy of the books.”)

R. Pickels 1 @R fafy=ra srafer ar snfees awer seear @rdr fharedr Teer Hiarden
FETadTe efee ¥ Hhieedl S STFATH! axres] TEer T4 T qar TRus foaeawo

T 91& a1 | ("The statement prepared with the help of ledger balances
at the end of finacnial year (or any other dates) to find out whether debit
total agress with credit total is called trial balance".)

oA G0 TP GIaTe®dl ARIT & | TIHT T Graeed! diH
HISaTd <ATgws, | AT ATHHAT @TdT B15H, WIATEEE! TSEITHTIT T &7 | TEHT
AT fadir faarues Tar g, |

(@) e TET0TRT e T Ag<d (Objectives and importance of
trial balance)

FrAAT GRIET0 TAR THFT IETATHINART Ie9T Wbl B -

R0% FAT TATAT TAT AGT, FET <



() T @TATeT AT 9TgaT A= T

(3T) B AT ATHT THATS AT AMST

(%) At Iy faaRe qaRer 7ed T
(%) THTATSTAHT faaworers FavasT T

(I) A@IINEFATS @l TEH] AR T

9¢.R Feqa a1eT0T @t fafyr (Preperation of trial balance)

A I TAR T S@TAR T3 (41 @l G -

(@) s fafa (Total method) :

a9 fafaar g @rarer Sfae @ T dfed IHHE | ST digeg | A g | T o
GTATehl STaahl e STFAT sRTR Shisadl Sie STFAT ey ¥ aRTeR giveg | 3y faty ard
TEATTHT TRl qTEa |

(@) 9w fafa (Balance method)

79 faforr e @rdreT ST Al Hisard Sfae a7 hige FH T e e, T
IIHT SIE THAT T, | Sfae T shige TRUSRT THHB! STE THAT aRTIY U THTHT 1=
v, T aRTER 9 FRIAR FHerdl ATiwg, | AT 9T P @Tared! HIoaTd Hidh TLF]
21 fwem iveg ¥ g feqrer e e | O fafg el g=e=Hn e g |

() G T&T0TRT AHAT gt (Specimen design of trial balance)

FRAAT qLETTRT ST [AFATHINTH Taehl B | AT ST Tl GRIET0 qAR T 99 faferAr
AR 3

#®.9. | faa<or (@m@EEsr aW) grar qiT |, | 3faE = @fge ©

9. Fid, @< T HTeT XXX

R HTRTHT, qeT T g1l XXX
STFAT XXX XXX

FIET TS AT AGT, FEAT R0\



(&) awqad adeur gfae, @fee g1 @aEE (Accounts debited and
credited on trial balance)

B | I IR0 TAR T qERd T @9drs Sfaedh a9r R, I T AR
Higeah Tia=g | A1 FRERHT & MUFHART [T @rdres s | T ardees
S FREAR AT TS AR Sfae a1 hige Mg | ATATH Afdeha?
TANT & A Tl hel Graes [MHTar S

#.4. |faaor T A Rt R [Sfae R
LS Capital LKl hiee
3 [de fRar Drawing LKl gfae
3 |[® HeE Opening Balance [qwfq fere
¥, |[FE wieard Cash balance JH gfae
Y. | dieea Bank Balance i fere
& |9 g fae Bills receivable  |[@wafa SEES
S [ER qAT S Building and Land [awfa SEC
5. [Afad Machinery T Sfere
. |®ER Furniture LRI SEC
q0. |Hrax Motor Vehicle Frafa sfae
Q9. |FIEr Investment TR SEC
9. |[4e=e Patent THIT SEC)
93, |fafag smErEr Sundry Debtors  |[gwafa 2fere
1%, |fafag |E Sundry Creditors [aTfore Hied
W [ S;;iiﬁgng o e
1%, [TEHTRIE AW Doubtful debts HIRIC Hise

0%

FATT AT qAT A@T, FET <




qo.  |suT T Bad Debts 2fae
95, |TSF TR IR Bank Overdraft #fee
9. |\ Loan #fea
0. |f[aa e /fae Bills payable Higa
9. [FEE @iE Purchase of Goods sfae
R, [T Wages Sfere
3. |HT=T Rent Sfere
¥, [qed Salary Sfere
Y. | Allowances gfee
S N G ——— Administrate & 5F
travel expense
9, |[gE gEH Discount Allowed Sfere
e | < ](E]ommlssmn 5F
xpense
R, [T @ Interest Expense 2fae
30, |forAT q9r fastTaw @= ngurar.me SEC
vertisment exp.

. ; . |Printing, Transport 5
. ) GATT T 2T @ nd Fuel expense
R [P I Discount received Hise
33 (| fasr Sales of goods Higa
. |af — Commlss10n 2

received

Y. [WTST 9T Rent received Higa
%, [T I Interest received Higa
FITAT TSITAT AT FGT, FE < R0%




IEET 9 AAUT THETUT (QTAT qTSHT ITTELUTHT SATETHT)
AT TH q&dAhbehl T3 9 1 I 7. & A JUAR IIRTH] GTarehl ATGRHAT Freds
AR JAT AR T Afeheeg -
Hee TAeTuT
FE. faazon Q. gfee = wigT =
9. ERIESCIGI ¥ 4 50|- -
R. ‘Fﬁ grar - Y,10,000|-
ES %@a grart ¥ 5¥,000]|- -
¥, | WEE Erdr ¥, ¥R0I- -
Y. feranT @Tar - 90,000|-
< AT &% @rdar qY,000I- R0,000]-
. Hid=R T - B}
. T =R @rar 30,000|- q%,000I-
Q. X HTST Grdr Y,000]|- -
0. | d«9 @ran B}
STFAT Y R4 000|- Y21 000|-
IIEIT R HRIA0T qHET0T

Gfeept STTaIPT SATIR GTATH! AR TATRTH SETATHITTHET HISaTd TEHT G | AR
HTITRHT TeqAT IRIE0 TR TR |

q:T"ﬁ- R4 000|- SYTeAT q000|-
AT AR qo0000I- | @E ¥000|-
LRI 400|- | ddq 000|-
aTF Hivad R000I- | fasTIe @ Y 00I-
forasy q0000|- | HTHT HIsaTd 90,400
I
faa | faawon CRC L & A
q. | gef1 34,000I-
R. | AT TR 90.000]-
3. | e Y 000l
¥. | g% A 2.000)-
R0 FAT TATAT TAT AGT, FET <




Y. | st q0,000I-

<. | STl 9,000]|-

© | gfve % 000|-

. | ddd 3,000|-

2. | fa=smas &= Y 00l

Q0. | FHTAHI Hrsard 90 Y 00]-
ST 34,000|- 34,000]|-

ST avqeuT aeron ( fafay s qan ageE )

AT STSHT ATIRET GTATR! AR TATTHT IETATHITHEBT HISGTd TEHT T | T
HTIRHT T IR0 TAR TR

Ej:TﬁT 3 Y 00| THAH! ATard 90,000~
ferant 90,000I- | [qf9g |TE q%,000I-
Ik HieaTd Y,000I- | @3 ¥ 000|-
=Tq R,000|- | 3,000]|-
RIEERIEISI 9,000|- | faATIT @@= 4,000|-
EIECEEIRIE qY,000I|- | SITAT 94,000~
I
faa | faawor S &, A
q. | 9T 34 400
3. | faar 90,000|-
ES 3335 Hreard ¥,000I-
¥, | g 3,000I-
Y. | #fad e 9,000l
% | fafag smamdr 94 .000|-
©, | HTTRT HrsaTd 40,000I-
. | fafay @rg 9¥,000I-
. | @ftw ¥ 000]|-
Q0. | ddd 2 000|-
9q. | fasiaw &= Y 00|-
qR. | SaTeT q4,000|-
AT %0,%00I- %0,400|-
FITAT TSITAT AT FGT, FE < 299




IIEIIT ¥ HeIAUT TET0T (FUT TAT SATSA FHTAL HTHY)

fafaarer =R @TaTET FWR GARAHT TETATHITTHET HIoaTd W A | TR
HTIRHT FeA TIE0 TR THR

tl:T;ﬁ' R0,000|- FHH! HIsard \8,000]|-
fafay amg 5,000I- | g%l ATRETAT qR,000I-
g Hreard 90,900\~ | SATST ATFETHAT 3,000|-
BRI q,400I- | &1 tCEC q,4001-
AT e 95,000l- | AHT @ 300]-
EE20) 3000|- | qerel ¥,000|-
HIT q0,000]- give %,000|-
I

faa | faawor 3T #. ThH

q. | g1t 20,000|-

3. | fafag =g 5,000I-

3. | g Hewa 40,900~

¥, | 7T 9,400~

Y. | Bfaadr demr 95,000|-

% | g 3000|-

9, | T 90,000|-

5. | FHIHT HisaTd 9 000|-

Q. | faenr smweTer 93,000~
Q0. | =TS ATFETAT 3,000|-
9. | @iz %,000I-

9. | ST @A q,4001-
93 | wHT @ 3001
9% _| 999 ¥ 000|-
STHAT 43,000l 43,000l

IR FATET AT TAT AGT, FET



1¢.3 qwAd TUETUTHT A (Adjustment in trial balance)

el T JAR TREART( Iq IR BRIEAR AT A IEHT AL &
G FRIARH TRUET THTE S T FHTASIT I 8v5, | T Al TeIeTorHT
bl BRIEAR AT T FHENAT Frled TIeT JAR qIieg; |

FHTATSA I FREARATS Feqd" IIAART qMe? F@EUH g7 | del HRER T
fqeeer! AT yiafte FFTaR W@a G
A FIEATT qREH gfafe
Af=r9 Hrseta (Closing stock) T, feaH Hroard
%. MR @rdr
A" = @+ (Prepaid expenses) T, ANH EAT @
%. gEead @
fq9 aer @= (Outstanding expenses) |3 FH==d @=
A9 @ (Advance income) . FEeId ATl
%, AH AT
Tista =TT (Accured income) S, AT SATRTAT
% FIfe T ATRTA
gr@dadl (Depreciation) S gTEHadl
% qH e fear FHid

¢.% TAIINH qeqq TUETUT (Adjusted trial balance)

Tl TR dMeY IRGURT BRIAR AT e TEUTHT AT ET Gaehl HRIAR
TS FHTAL T IF: TR 9 Aeled TET0ATs THTATNST Fedad qRree qiqesg; |

TR G TLIeTUTRT AHAT

- faawor  |semmifee aqem TeeT] aREeE ([ @ETE dRed TEeToT
(@t aW)| 2w afge e = [@fez = f3fm = afge
9 | W™ XXX
R | @tfae XXX
3‘ q“T)ﬁ- XXX HTFW 3:"Tl'
¥ gﬁ LI XXX
T E R XXX
STEAT XXX XXX |
JUTIATT el "I
STHAT XXX XXX XXX XXX

FITAT TSITAT AT FGT, FE < R93



FAANAT oA qRI&T0 TR I Fiehar
=R q FATTH JTHT (GSUHT @ATdel S0ars ATHANSTT Tl TIETHT ATTerE T

TROT R I FRIAT AN FRIARATS (HIAHATAR FHESE HeodH ] ATqe@ T, I9

TRUHT TR FHTEE I |

THENHE HRER qedl WIHT gt HIFYeAT WRTHT qfafe
Afeq® Hreard Sfae ¥ g go T&ET | o
(Closing stock) @3

AN AT @ Sterear T@rsT T Id b HIScH]
(Prepaid expenses) Era

fq aebr &= HigIHT q@Ira FEIrgd @b STHT
(Outstanding expenses) ECICE]

AT AT HigadT T@s+ grafead  ATEITATHT
(Advance income) SfereHr s@ra
ElIELECIEAT] SfereHr T@rsA qEafcgd  ATFITATHT
(Accured income) FHhigeHT @3+
AT Sferedr <@rs qreffead fea? gqeica
(Depreciation) SHhigeHT @3+

TR 3 AFHANTT FeqeAd TIEUTHT HUHT GTAThl ITHHAT THTATSTT HEdH TUH
gfaftasdr e Targ T FHTANTT el IRIE0 TIR =g | T A€ gars T
freTETRET fraw arerdr T

(P)

SASY FHANST Feclerd TeToehl SfearadT T@rs+

HFHANAT Tl TEAeH Sfaa THHHAT TATATST gfafad Sfae H 9U

HHHNSAT Gl TLIeTehl Slaa ThHAT RIS gfaftash! shige A 9T
TR FHANTT Frad Geqwe SaaHl 3@rs=

HFHINSAT Gl TEATH] TS THHHAT THTATSH Gfafaahl shige A 9T
ST AN T Tl higaHl J@T3

HHHAINSAT Gl TEAH] hisd IHHAT FHATSA gfarael Sfae A 94U

T FHANAT Frded TEhl  shigaHl q@rg

¥

FATT AT qAT A@T, FET <



IR

IR -

AT STHRIET SATIR @IATHT AR HATTAT TETATHITHET HISaTd T8 S -

LKl 3¥000|- | ST 4000|-
HIETE AR 100001~ | gfeg ¥ 000|-
GRILE 400 | geg 2000|-
R AR OO0 | fmra = Y 00I-
Fergtt 100001 | @ Hrsem 40,400l
I TR
(%) AT AR B Q?l‘ob?‘c?r\ % Y 000|-
@) faq = e &, 3000|-
TR TR, HEIS qeqad TXIeTuT
IAT
ATTHT STTRIFT FHTATNSTT FrleTd TE0
TQHTATTSTT JHTATSIA HTATNST
Feqed e T qEeTo
faa | oo SYHA | THH | SVHH | o A | STERHE | & GERE
q i QY 000I|- Y, 000]|-
R HIGT SR 90.000|- Y 000|- 4 000]|-
3 GRIE 4. 000|- Y 000|-
¥ IS Hreard 2.000|-
Yy CEal 90.000]- 90.000]-
< SYTAT 9,0001- 9,000I-
9 giie ¥ 000|- ¥ 000|-
c REE] 2.000|- 3000|- Y 000|-
2 [ERIEGRCE] Y 0O0l- Y 0Ol-
90 HHAD] HISET | 90,400I- 90,400|-
STHAT 34 000|- | 34 .000|-
THISIH
ECIE G U | SR CANA G T 1000I- 4000I-
fo= =i T 3000|- 3000|-
ST 5,000|- | 5 000|- | 35,000- | 35000l
FUTT AT qAT AG@T, FET < R34




EEECEIRN < S e

TS RATITHT SATIR GTATHT AR HEATTHT TETATHINTHET HIoaTd Teehl G -

qSi 3Y,400I- | THTTHT HisaTd 40,000~

fert q0,000I- | fafag srEar=r 9¥,000|-

a?v@'; Hrsard Y, 000|- | @RT ¥ 000]|-

< 3,000|- | ddd 3,000]|-

BRGNS 9 000I- | fasTaT @ ¥,000I-

fafay sramr 94,000~ | ST q4,000]-
I SATAHTT

(%) &AfaH HrsaTd %.90,000I-
(@) 3| AT &, §,0001-

IR TR, T G T 1eT0T
I
AT THTATAT AT
HrdAd T Hrddd T

faa | faawon STHA | % THH | STEH | hIEHH | STEA | @
9 ISi 34,400l 34,400I-
3 iCeal 90.000|- 90.000]-
3 g HIsald Y, 000|- Y, 000|-
¥ GRS .000|- .000|-
Y GRS 8,000|- 8,000]-
% fafay sramdr 94,000|- 94,000|-
9 HHAH] HISEE | 90,0001- 90,000|-
S [EICEEEIEAGI 94,000|- 9,000]|- 9%,000 |-
° give ¥ 000|- ¥ 000|-
90 RGEN 3,000|- 3,000|-
99 [ERIEGRCE] Y 00|- Y0Ol|-

ST 94,000|- 94 ,000|-

STHAT %0,400|- %0 4 00|-

LIRS

afeT W 90,000]- | 90,000|- | 40,000|- 90,000]|-
ARy e q,000]- 4,000]|-
— 99,000l- | 99,000l- | 9O Y 0OI- | 80 Y0O|-

R9% FATRT AT qAT @, FET



IR o e

fafamer =T @TATET FER AATTHT ETAGHITTHE WA e B -

LK 30,000|- | FATTHI HIEd 8.000|-
[afqa rg 5,000|- | faehl ATFaTAL 93,000|-
g HISEld 90,900|- | HiAET AT 3,000|-
GRIEH 4,400I- | F=9R &= 9,400|-
AT SR 95,000|- | fqHT 300|-
Ll 3000|- | 999 ¥ 000|-
HIT 90.000|- | @¥E % 000|-
qq ST
(%) AH AT qEam™r $.9001-
(@) ATfSTa HAET &, Y0OI-
AT "ol TLEA0T TR TR
SAikd
fafaTesT THTATNTT Aecerd Terero
TS AT TS
faa kAR fa e kKA LA
faF | farw 2 THH % THH | STHA | IHH | G IRH % THH
9 TSl 20.000|- 30 000I-
3 fafag == 5,000|- 5,000]|-
3 g Hleard 90,900|- 90,900I-
ks LRI 9.400|- 9,400I-
Y T R 95,000|- 9z 000|-
g L=l 3000]- 2000]-
) HIT q90.000|- 90.000|-
S AR AT 8.000|- 8.000]|-
e ferant 93,0001- 9,000|-
q0 HIHET ATFEEL 2,000|- Y 00l- 3,400l-
99 9| %,000|- %.000|-
R RECICC] 9.400I|- 9,400]|-
q00I-
93 femr 300|- 200|-
9% qId ¥ 000|- ¥ 000|-
SR Y2 000|- | Y2.000I-
EIVCREC IR Calkll j00I- j00I-
A k\l_'IEI Y 0O0|- Y 0O0|-
STET %00|- L00l- | Y3 400l- [ 4R 400

FIET TS AT AGT, FEAT

29




AX™

TAHT T AT BT ST ACRE :

(%) AIAT TLTETT Ahl & &l ?

(W) T TRIETHT B 35 IE9T ACTeld ?

(1) Tl IV TAR T &t & & g 7

(=) o fafa adr y=rer W B, e 7

(3) F=qAT TAETTH] S[de T ST T&THT g =R FARATET @IAThl ATH A&Tard |
(=) FHTANAT FAU GRIETT Al & &l 7

. TH YR Bl IO AERM ¢
(@)  FeAAd IIE0 ARl & Bl 7 AT foerer fb qar i 7
(@) FHENTT F=qad G0 TR T =0 == Tl |
3. TR T SATEHAT Trqad TIe0T Y THa -
(®F) FA Tk ATAIH AR HATHT GIATH! HISGTd JETTTHITH &b G TR
HATIRHT FrqA T TAR TR
T R iaazui — G
Tﬁ 400 000|- | = 30,000]-
o ‘ % 0,000]- = 940,000|-
A 50 000|- 80 000|-
i S Y0 000|- 2.000|-
il 93%,000I- A Y3,000|-

(@) T U AT WRPl AAR HATTHT @IATH HISSTd SETTIHINTH & B

THHT ATIRHT T IRAET0 TR TR

feraar THH ferar THH
q:uﬁ é 4 0.000|- _ zY 000|-
Hia 45y 000y | T AT 3,000|-
A ¥00,000|- | 9gF HIETd 9%,000I-
fafag a3 q9R0,000|- | qEH 34,000]-
Rz FAT TATAT TAT AGT, FET <



> _ \90.000|- 3.000|-
9,000|- %0 000|-

(M) T Fleg WRHT TR FATTHT TTATEEHT TSI SETTTHITTH TR B | TR
HTIRHT FeAAT TRIE0 TR TR

fera=or THH [EER]

il @ 900 000|- | FTHT 2 000|-
T ©4,000I- | P2 I<Iq Y 00|-
e 30,000\~ | HEIT @I R00I-
TR # q 000|- | @RE 5,000]-
A ATIRGTR y 000|- | 9 I R,000]-
T G 2 000)- | AT ATETHT Y 00|-

(1) TTRT JIAEE FATEH TR
4. 39 FF, 050 T TIFH B39 JIeAed TRITHT (F GTTeaiehl Suge ¥ Al

SRR ATIRAT FHANTT Fecerd TET TR el

i

T

AT
T G
afvg frar
gt

SEE]

ATST TFATAT
EEI

>

e

e Hreard

fareT ftRar

FHEIT (Ffgd)
EE

qq SATTEHT

340,000
q,34,000
3,00,000
94,400
33,000
§,00,000
%Y,000
50,000

¥ 40,000
q,%Y,000
3,00,000
G¥,000
20,000

5,95 {00

(%) Afe® HiseTd %.90,000
(@) qFIH T el qAT . 4,000
(M) AT FEET gIT . 3,000

FIET TS AT AGT, FEAT

REAN



2 3 IR, 050 A FeadaISHl ¢188 Al JUAed TRTUH (FATargd @rarae e

QTIETHT ATITRHT THIISTT Tl TeTT TIR el

for gt 90, 000
aqTeT 5,000
FaT (Hfee ¥,000
g 14,000
HTATAA %, 040
TATHT 93,400
gfvg fRar 940
afes q,34,000
IS HI v 000
afvg fmar 3000
TIEH HITHl SIS 3,000
AT T qeAe 20,000
e HiseTd 9%,000
ForT 2,39,000
HreaTd (R091919) 93,000
IF A 34,000
L ESIGEAR

(%) feor FFARaAT gTEdadl R 0%

(@) ARH FITAT X qAd &, 4,000

(M) Al HHET &, 3,000

(F) Hfv® HisaTd %.5,000

3 R IER, R0WR A FW [aeHd ETSdd U TRIUH! (AeAtafaa @rarae e
STIETHT ATITRHT THIISTA Tl TeTT TIR el -

qoep! HIoaTd Y,000
g ¥Y,000
Pd U 9,400
BREATH ATST ¥,400
SYTAT T A 93,000
gtz =g 9,200
fera 3,500
EE 54,000

RO FAT TATAT TAT AGT, FET <



TG 9,000

TS gred 3,400

fataa =g Y00

feor gwta 95,000
9 SRR

(%) e FFafaHT gradadl 3 4%
@) At faar &, ¥oo
(M) T ATehT FRGTATRT ATST %, 3,000

¥, off el FErtatae [Aes argdd | 39 AT Adad RIS AR qIal (€
grafqers gfafte 79 et | 3 gfafte 19 gergus fer grafaars g =
FAfexfed Tqad AT ¥ FHRNG qedad Tev IR el
A e
A | fare=ur grarA s Ty Hige THY
SEEE %3340
3. | FREMTHN ATST 5,000
3| gEH HieEa 9,000
¥, SYTAT 95,000
€| s 90940
% | 9g% dieard 43,000
o | IfFEre =T gred RY,000
5. | g% Afafaey 5 Y00
. | @z fmar 3,000
jo0. |@fE %0,000
9. | fer gwafq ?
9. ‘:E?r frar 90,000
93 ﬁqa,ﬂ' ‘]f*]OyOOO
T 7 7
a9 SATHEE

(%) feIR FHIRAHAT 2TE®aLT &. ¥,000
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() ItT, T, @, ST ¥ ATRRTHIRT Ueh Ueh3Tal hRIaTieh] e, TErardl T Fvder
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.9 TLHT AGT (Government accounting)

(®) afv=a (Introduction)

TEHERT AMIF FRARH d@ TC AFRA  qqAFeT bl @l JUTeArelrs GBI
@ JUITeAT Wi | favad Tgehehl AR GRICTHT IR @l JUTT GRFRET AT
FEAATHT AT e, [T T, FRTHI T, TR0 T, ToaR T q4T AT
T gfmar 21 | faeaa qIHT IR T YT A Rt qaT aieeeedT a9
I, AT, TR, JIART T [qdSAaFHel FRER 97 7 ATE TaATeh bl
gfdfaver = gfsar & ("Government accounting is the process of recording,
analyzing, classifying, summarizing, communicating and interpreting
financial information about government in aggregate and in detail reflecting
transactions and other economic events involving the receipt, spending,

transfer, usability and disposition of assets and liabilities.") | = afvaTeTETE
TIPS T T ThTHT AT PRIAPT AGTGHA, FAAGHT T FTAGHRT FTATAEHET
FAATE AT AT JUTAT qHEG A T2 575 |

TIHEMRT @l GO FRBNRT T ATASI b BIURl AR T Gl ATHE aredd ¥
ITTF T TETIEE, | AXHRFT G (AFT ¥ TeHT UId [GgI=d ¥ d@iaraar e
S ol Mg, | ATHT @l JOTeirel IRl ATGF FRIEREF a1 T TASH ITA
RISS | AT o TR Heprars fafae Jifq qar A aqme ¥ o faq o
ATIBA, AT TAATIRUTATS ST THATT &% HEAT HTHAT AN TUFHT B, T AR ol
STANTHT ATSEA | YRR A, A T FrIAeh] ITANTHT FEIIHT AIHRA STAATI
STRETIE HIIH T TG BIH] AR @ Tl 76+, |

(@) fadwaree (Features)

AIFTT AQIIOTEAH] AR AT F 79Hr fa99ar g | Faunae qar w0
HFARATTHINAT TTHRBT Tl TRl BT T AR Gelebl o@Tgsha T fafae
gfqaed qgr Ma= ¥ GRS AGEITH A HATE FAGTT ATfE AT ATeAAT
TRTS PN @bl Hel (9T Bl | FXBRI @l d fqeaal [THrar g

(1) FAAeme et (Directed by law)
(3m) qR¥a gHEar (Relatively uniform)
(3) FRERS! FrETsTaare a0 (Well-documented)

(%) FATATSE A (Easy to consolidate)

RRY FAT TATAT TAT AGT, FET <
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(3) qERT @A rened (Dual accounting based)

(&) ATwT feaar (Non profit motive)

(M) asieare e (Guided by budget)

(T) YARTHT I (Simplicity in operation)

(T) IaRaTaed ¥ 9RERiar (Accountablitiy and transparency)

(311 fea=ar T @=rear (Permanent and flexible)

() Igzx a«qm #gea (Objective and importance)

TXHERT AT TXFRBT Gl I T ITANTH] AGISHA T AT TAT FMAAE IR
FRTAT TIT IARENIA T AT T | RPN @l TH@ Ied THY o qemas
PR T e TATSH &l | THHT ATqAFT TRHT @Tehl rfarad 39T Taehl B

(1) HIPRI AT 91 @bl ATAE Ae]

(A7) FoTeahl AT @1 FHNT FRIARATS ATedd T

(3) WIERT BB I [Tl ATHNT TRIST

(%) RN FH, T, @= 9T ISTEaF] FaLITIT T FEHT FednT T
(I) dmatgs BT G [FaRe Iuae RS
() FrEsiie GrIae! TARTEH JARaEMNIed Mad T

(W)  ATARE [T JIT A@IIRIEH FEART T

(@) GHATIHNT FELATTTAT AR T |

(&T) T En quntetan fagta (Principles of government accounting)

TXFRT A@THT I SATTATIE AGTHT ATAFT TR (GG AR S | AT w
faferee ey foq waq TEer | AT fegres MEeaTar g

() AT FAreaal ¥ HTA ARATAATR (g
(A1) TIBENT BT AGTGRAR (TG

FUTT AT qAT AG@T, FET < R4



(®)  avie M= T F=qadenl [bgr
(%) ST qIT @ AHeh] aEq TSR [FgTe=

(I)  qUidT T FHIAGGATH! [T
(F) foxira faazorar gesaare fagr=
) fa<ia SaReETiacEs Mg e |

AT T FGTHT T LB FGTHT T FETHT (GgTwd T ATIRUMES THT
AT TART TR | RPN FRIEAREH THid TIT IRAT AT ATLATATAR
®h g |

@R ALEHER T FEAa® da@mr fwear (Difference between

government and commercial accounting)

TR T A F G [T, [Tar qoT eaieb AT STear fqoaen &v gy
THIAAT TEHT &7, | TAAT FIRIARHT ATERT TATAHT ATIHT G e, (v srafy
AT AT TR ATERAT FTqAEH TR, @ el qAT FRIAR T (4fg I&T T8 =
FATAAT & Fral | AT FXBT G ATIH A A@TART BT eEebIUTed HH A=l
g, FEl ATasI e TR, ATTITRATART I AT 6 &d STl HrHT [
TEH B | IR T ATAA b AGTHT Bl A& [Tl (AFTE T8t &

(¥ L]

e &= TR @l TEETIE AT

JeeT IRENTAT T AT HIAA ITC, | ATRT A I A8, |
HTORT FTFRATRT FFET ga |

FTAA Gfau, g=fad U9 aw ¥ 9% | 2399 MaHa T S, 99IEd [
FRI TSI JUTATTHINTH FoaTaAd | T FTATATT TAT ATAATTF ATTTARATH]
7 | fagreaaHit g==raq &+ |

EIEIN FAITHAT  ATATIHT o @1 | G T TGATET G AR @l [Fierdr
fafeasita® T=araq g3 | AR & qHG, |

BE] TEN @l Jed & FTHES | | AT ATaqNTF &7 T ATAITIT
AT T A=RINGT THT AT | FFafedd & qHeS | &l ATadash
g T o At | HEATH @l JUITATRAT AT §eg, |

AGTIRIET0 AIAAAEF FIAAGRT FAEIT | AT ATTANTF A GIIETHFIT
MRUSHITTH @I geg T | d@raielu geg 3 ATadnasd TaSHl
gfeeras ArestE g7 | A ITAN T3 |

RR% FEATAT TSATAR TAT A@T, FET R



foira [gaRer | (| #AgRT deUadl [ | ATgrard, A1 A1F#909, qraad

faarues AR ey | AT | GO & ATEGIAE HAATHAS Al
FAATAF] AT ATHT ATFATR | Faae-es qAR TG | ATATTH] TATY
qie=T & JohRepl THe% qIIS | AT ITeT &7 |

qlFs; |
frreresror TR e Gkl AT ATeR @ | @9 ATaaN T ATaARAT T ATTarcaenl
T AT | ST |TET g T @ T Fiehes; |
HATGHA qrata® gfaaad, THIET 97 | A gidqaeas AarHT Hedrgdbd T

TITATT THT YI(AHT TeATGHA | Alehrg | TATGHAFT F S TR T
T | AHRT ATTSAT Tl AATSA | GiehaT AN I FE |

TG |

®.3 AIAAT AIFRT A@H faFw@T® (Development of
government accounting system in Nepal)

TITAHT TRBNT @l JUTATR] FAedd oA (4.9, 3008 FTAHT TSI Te=Aehl TTIAT

afgHTT FURT g | [4.F. 005 AT GfEAl Udd GRERT AoidgRl FLERT AT AT
aterd TRUHT T | @ AEAHET AT 005 HTAH WETl@raredehl AT HUh!
ferait | s BTeTe TR STSaT ST AXBTIHT i@l JUTSITHT e TiRATSTT J7 qaR Tgas
T G | TITAHT TN AT TUTAT! (AT HE] TSI FATARRT qd TEAd TR B

(P)

TYTAHT FRBT AGT TUITATR] AT (A= aebTeAeTE AU AT, | [T ieprerd
FoT=iT, HaT e AP AR BIAT fAgeAl T TP ATAATE qg TATHI,
wfez fawtor, anfie #19 anfear @< g |

[g9 959N A1 SO FH Ea9a Faa Ie dATaegsT WIRTHT STUH 92T |
fg.9. 959% AT T qAT WM AR AAE I WIS TEST AT
ATAT | AT BRITAITATET AT SIATHT MG JEATATS AT STebT FEAT JOeATehT ATHeT
ST, |

fa ¥ 923 FTHT fFaTa@TaTRT TATIAT qUuls RN @l Tl el Saaiedd
T qTUH! (T | fhaTa@rdTe TRl HHATID] THTGH ACl T IAEEH TAd
faraorerr afiterg e |

fa &, 923% AT @GR Trawer Qe S=dT YOTTeie! (9T 1Y | TTeT IXATHT USd
AT THIEE TP AT T AR AP AR ATTAE hawT |

FUTT AT qAT AG@T, FET < RV



(3 EF 9R&c A1 BRME &0 IOMAl AR T4 | THAT Y9 A2l [T wRE asar
TEITIFH FIATEITHT TEHT 9T |

=) [aF 2098 " WHEN WYAT GEEFEAl (FAEE) HaHEE SN 9A | a9
HTITHAT BRI & JUTATHT AT THRATAT SEJT TUTEATR] TAT HAT I 309%
= 3 W7 ISTETE HRd 9 3099 e § g gEera s

(@ R099 #TH R0 AT Ted AR AT THGEH HHA (THSrdrd S, TIET
A qSHH! @l [a9, AgH=aH Gtaa T USAID &1 [q9ws) o 55 e
HAIATIATA FTqaT I TAT | Iad Yiqdadel 095 Fided 5 T (AR
TXERT oI@T Gl ATChTeAT TSI R095 =7 R T AT J=AT JOTTeiTehT ATHAT Tl
q% ATF. R09RIR0 MG ARHAT T ARTAUT A=A FHHM. HIATAITAT ATAT |
AT FAT JUTCHHT GHT FHAAT TRATAT g4 eTaqeH I FATaITHT TEH 3 |

() 9 WFHRA 089 A1F 30 AT AT ATESAE & A@HE F@lehd T=a7 | 4T
S@THTT 31T, R0%R190 G HTTEITHT ATTH B |

(W) [a.". 09 AT AUTAR! T RN A5 ASUIAAH ATIRIT HTATTITHT AT,
TATAHT IEAT JUTEAT T TEAET TGHT STEATHT TATAR AUHT B, | FSHT ST
@l JUITeATeh] &0 T HHAT R09Y Hiiceh § Td Teblhd ATTIE Tgeha,
(BT T ATAT R09% HETI@T TIETHATE Wb HAT |

() AT AR A T@TATTAT AR 9E TSI AR O+ g (g™

SN

J39T ¥ TITHM qE) AT HTAFEIT g TR AT AIHTT @l BIRTHE! THT 75 06§
S8 9% AT HeTd@l qiieTsdhare F@ihd AUATAR aTd Taredl ATgieh =T JUmar
FIATAATHT CH 3 |

(@) RORY HTH Q% TR AIRUGH U e &9 @rar (Treasury Single
Account-TSA) @ T+ i eer faa |

U.¥  AqTeET fafe JHTHT q=eH AT T JEdT qUITet T AGT dedm

JUTTAT (Sresta system and new sresta system in Nepal at
different times)

() aTfae St AEAT U (Wasil banki sresta pranali)

A APl XA JUTCAl TehlERI I&AT JUTATHT AT GRIAT AT JOmedl 1 | T
JUITETAT  ATFRRTHIAR® @l UHIIdfch! IIHTHT T @RI J@ AB(TfdRl AT
Gl | AEHT ST YA AR @l aule AT AMGUH g7l | FRIERF T T
AfedH S@T TIT BRTEAT THddd HTH A@AT | AT qT Teehl Hiearadrs arad aiel

RRE FAT TATAT TAT AGT, FET <



afeey | arfge il faeaeor T3 qrmET qHEe MR | g fqeaRe § e
G gfqded e geAT | T JOMrHT (4.8, 59 AT TARTHT ATCH ATAesel T 9592
AT GANTHT ATTHT HIS ST ST = FHELT (9T | AT SFARIT @l T2gH I T
giaas T G JITedl (qu |

(@) TITET &1 JUTAT (Syaha sresta pranali)

ATETAT BT @Al JUTATh! (b 8l TATET dq@iard Yol Aecaqul gefhal
21 | TG, eRIST uay T anfeent fafaa svar sfaera et Szeae 4.9, 939 Irermr
GRER A JAATHA] AR d@Taigdrs el J@ard gume Aid=g, | STerdr
ATEE® AT ATTAEATS Tehlehd T Il ATdS T ATAerEeh AL [Hehred
TUIEeR! TN TR | RTET d@iiardel JUmelies (Meidnad dre AETAT [qarst Tl e :
(37) Tl (Syaha)

I AT FRIARE] TRIAF AT TdqT fhare § ST &1 | TqeATE AT HF IERT o
Gt JuITetrepT qTafHes HReER ATTeRg Iam fhdTe TRART Fr=RET 3o qihws; | TeT
'T' &r=mel g5 | STeT arardh FRTHT AT ¥ STaiah @ @reesg, | Werars ae are
QITET 9t A= | fhfd TMeTemaia q9Tell SRS (AT3) @8 AR aredn faars i
=27 T Setedl e T SATaRAT qieerd i IFd SETehl defay ARl /@ LA aAehl
TEehT THHATS ARGAT | RAETAIT FEITede [Gepl ATRTHT @bl ATSehT Heh [Hepredl
TF gl qAMI TATSH (afdgers diest aiaear | favraer fafaes wreada amaeT T 35
gl AT TTATIH [diders Aist Al | RTeTe=aid (F dT FRIARE! FAT- el
ST TR 1A |

i. AT DATET A9E AR ¥ S @l Jq1a afqeg T
ii. =0 @er #raraa whreaar aiRT gred TR [T qrer afted T

iii.  exrdr @men: fafee =afad, 6 T o= fAeTaETe U & eRIEr ¥ aEateR
AE e |

(31T) 3TAS (Awarje)

qTaS & | SERI J@l JUTerA=iid qar i @rdrel 3¢ed IR T ATES dd
qIfeeT | TET=aia ATAo@ MGURT 3TRRTHT T @l ITThe®drg auieheo T
qEaS] JUAR AT | AT AR ATast T @9 ATds TR0 g5 AR faars
Tieear | T sastEr fafae ofiierare o g &9 ATRHeE @A | @
TS (i ofTier AT TR @=iehl & @=idrs a@rga |

FITAT TSITAT AT FGT, FE < R



(3) U (Dhapot)

SEA BRI @l YUTATHAT ATHAT F¥afd, gsi 3 qca FHTET T 18t Jaqr
T IO B | T AT A@IA GO T G auel AT qaR qiiee
i@ gUIe 81 | Afraadr 77, fowT, a1l ATl ¥ @l ARTeTHT ®IAT SUTE AR
AT | APUHT HTH W FAUAMS TAR IR GUIEATS HIH THHE gHId AH=AT | ThH
wfgwTeRr AteaaaaT feama fedrer aws 79 Igeger AR TR UEArs 9 THTHT g
ATA=2IT T Ycdeh auehl ATaHHT fgard feharael AR a1 fqaad qaR 9+ Jg9d TaR
R @UIeeTs Il THTHT guie 9ie=a |

(1) T &1 JUTTAT (Form sresta pranali)

&l AfdF FRER T 7 FRU & LATET AT JUTeAT G T qTE &7 TR
HUATT HeHd AUH! (92T | (4.5, 985 AT BRI & T TSHT TR0 TAT e
AR T ITE7, | ST LTeT XMl Glgdl TRad AT Hichreg | TSl AT FIATAAGEH]
ST AR TGl g Al ageTs AT T AT TR &7 TUTEATeh] THT
TRUeT f2T | aX AT AT ATRTNE T A AR ATl ATHI GHITHH TAATHT AT
T TATET JEAT YU § HH TEF AT | TIHT THEAT U AT BRI FANT TR0
T | TeTE RIS /T BRI =T qOTelr i A |

(&) WFATHI J&T UM (Bhuktani sresta pranali/Payment accounting
system)

TFAAT AXAT JUTCATh] FEATT AR Goaea=dl (Frfary) Faaes 098 &1 qTaR
AT {95, 099 FTTAT TUHT &7 | AT I&AT Tl STRRT el TUTeATehl [agTeddT ATenfea
TeepT Py | AT AT YOS A TUAfe, et SmeT Jar Jumedl T HIRTH &1 JOrTetr
EUSY T A AT G&AT JUTET G HIATATH ThIIF AR] ATTHTA ATeaqh I
TITET ¥ BRI FET JOICAT § THAATHT &bl (3T | THRTT J&T JOTAre Toi AT
RN YEAT A TGN | AT FXAT YT AgIfveaeh T ATAeTeed STHT AN THHT AT
Y fopfawept BioATs @1 XTel ATHI THAGEH HTAH e qbd ¥ (9.8, 2095 Fqrerdr
a1 GRS T FIT YT GO AR AT |

(§) T=T Y&aT JUTTet (New accounting system)

AFAAT AT JUTATEFA ATSIRET GTH AATAh] I&AT JUTCAT e EAHT (b1 THTRT
FIATE 3T T 0T FETS, deHH TaH ATIeF FTAT JUTEHl ToHT T
ILTA 2098 HTA HTH R0 T Ueh @l FHITH! T&9 94T | I AAIAA w55
faepl srergaae=Td qAT XA JUMATR! Srardiedel gqaad 99 T=A1 | I giqaad
FATIITAT TS TETTGTITETR b [TRIRIPT ATIRAT TRFRA 095 =7 3

R30 FAT TATAT TAT AGT, FET <



T FAT FEAT YUTCAT TR T=AT | AT FEAT JUTCATRl FrAaTwaad Aifdes a8 09 /30

T FqE AT | AT J=AT YOl fafarsiad® 033 /3% FFAET 900 ®IAT AR 94T |

FHAAH! [T AT JEAT JUMEAT 030 HTH q TG T I J&T Ul 1. d. 039 /3%

3G FTATEATHT AT | T YUTEHT THT GHIHT IATS 88 eTeaed qid Hraraa=T

TR B | AT FEAT JOICAT IOT, AT TAH IERT of@l JUTEET ATenied g |

(=) syt dear gurelt (Modern accounting system)

AT & AQTATATH] AUHT (qeaeardr e qfgeal dqarunars THdY Tard

ALFRS I A@THT ATSHT (ARTREHT 088 W&l 30 AT FUTS ATASAF &0 F@rHT

Hhd AT | A=RIed AASiae &7 J@MHT 9 3008 HT ATIRAT 9T ATasiid

& W@ JAR TRTHN 87 | FUTd PRl brald J@THT AT AGTHATTR! BT~ d

AT R0%%/90 AT FE 9 093/ 0¥ FFHHAT U EIHT FHATEITHT ATTH! AT TGTHTT

I qAT AT TeHT 9 FE=Ea g3 | [4.9. 09 AIeA] Juree! dfaard Srer

WS ASHIATH! FATHIT HUG(, ATldehebl of@l FUTAHT ARATSAR! ATEITRAT FAT |

209 FHIfcfeh q T FETI@T TRILTHATE TLHREFT AT qE (TSH, T ¥ T AT GHT

FAHT ART &4 T Thlehd ATTIF qgehd, aNH0 T AT, J09¥ Hihd 9AT | T4t

YEAT YUTCAT AN FaT AMFURT PRI @l BRI (Ao T.H/RH) AT I AT

&7 AGTHIASHITH HUH IRHATST Held@l GRIHaTe 098 315 9% T EEldd

T | TLHT T@THT Tl &7 AR §¥q AT TGEITHT T8l AT BRTH 0% IS q afg

TIHTET AT TEHT IO &G PTATTEATH AT TATAT FXAT JTAT IATE[TF TOTATRT

EAH] BRI g 4T |

(31)  smefaew dEar ottt 329 (Objectives of modern accounting
sysyem)

AT AT JUTCAT ATATAT Tl (AHATANGT 39T Teehl B

(i) FTART FHTT @l JUTerel’s ARied TRAT Qa4 aATS

(i)  FXPNT @l JUTATATS AT &7 TETHAATEAR A=A T

(iii) T amanfed SR fafudrg wwen A T8 aw

(iv) TH™ O aeTeh g ARHRHT THETATHT AT @l JOedT ] T

(v)  AR9El, faeaas, areeil ¥ arafae g gfata T ahred

(®) THA @7 HIE JUITSAT (Treasury Single Account-TSA system)

THd @Il BT JUTAT AT GBI FIATATHR ATHHAT ST g @IATATs Teblehal T
T TLHT FIATATHT FRIAR Tehel @IATHIR T el T AT 81 | ATl e
Tt faaTd SAGEITIT T 79T ATEATITR] FIAATS TATTRRT T TRELT TS IR

FUTT AT qAT AG@T, FET < 39



P FooATAT JUTCATATS AT ¥ [TeaEARepT AR THFET TATIT ATSUH AT
TUITEAT &7 | Tehel @Il 1T JUTATSTE Ao BIThl ool AL T AT AT
T AE FFITIAHT fata= JedT S fad, 798 Jareer! AT aqrs, 798 Farqor
T, Teel @vare (Inflow and outflow) #1 FMR=R ATITHA T T AT@LAHATATIAR
frrereror I wifeeg |

qUTA YFRb! A(5ad BIUhl FaTdq I TG FALATITH! HAATS I3, [qaedy,
TTAHTT T qRET a3 ATk Frafafa faarastr, 0%y &1 faaw 33(9) qar faag
93 FHITTH HETA@T HI=F FATATA T GIBRA UIHHT TANTHAT Tehl A9
ATEITIAH] IIHIATHT ATHTT GRATT T T BN (HATRET) 1 AT 3084 /90 /9%
I HUTETe Uehd @Al I JUITedl @] el &l | 947 (piloting) T &THT 9adTR T
AfTduR fSrearare e a9 30%% /%0 dTa & ARTHT AT Tl ATF a6 3080 /A
THEHT HAFHY AN ASAHE G | ATdF a9 09 /93 JFAH] I9HT TFT Searara
fafairer, eidl, 2Torea, @-< (fafaer) THeeT @Tare! HRIER, HITH dGGT TAT AP
AGTIETURT Giaaad T BHTHT T JOTATHT FHTALT TRTR ) |

RSN, 9T, T-% (Fafae) THEeTaaeT g% Grardrs 91 fedTehl BT 97 J@r qa=is
FATATRT TTHAT FIHRT BRIER T TZHAT GIATHT GATITE T T 7T FTL]
TTRTHT G | T TOTCATSIT @ T b @ Iehd T H1d e T Thdis,
FEfeId TETelTs qAATHT T AT TR TRA T AR d4iq =9k (Cheque) AT
TAR T HF B AT q@l [AI=% FAEIae g7 |

T JUITAT F=ATATRT ATHT H. .1 AAATSAHT AT Tehed @TAT BT FOITeAl [aehred
TRHT | TG JUMAIATE T b1 q4T @l (A=A Frareddel [aiaare, qTored, aridl,
T fafqg THEH @IAarhl Goarad Tag |

Y.4  AUTAFRT LRI A@T BRI (Government accounting forms in
Nepal)

TAT YEAT TONATHT T JIReFT @l FIRTHATE TSHIERT FHHATIR FHT: AGTHT o2 |
TFEATE Teh ThRb @G HEITId BRI fafq= BRI 7. |7 S0 T8l {97 | 9ah
o TUH FMIAATE H.F.T.HRIH 7. 93 T T el BRTHET eTde RIRTH THT R0
el BRI QN a0 | AH 8 FREEE qGaidE TUH T el &ETd FRIHATS
T FRTHE ®IH [Aeeaear Afauswrel Argide &A1 JomerEr &d ¥ e «@@n
HRTH HH T B | fafq=T & ATeT &ouT TRICUHT FRIEATS T.o. 7.0 R F 9fawsr
T A ASHH BRI 9. [GSUH B | TXAT BRIAET AR [Gex0 AR 31

R3IR FEATAT TSATAR TAT A@T, FET R



(@) ST TG GeAegd BRI Q4 Al (H.F 9 RLA. 909 afa 94 a#)
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