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o; kf7\oqmd of]hgfnfO{ b'O{ r/0fdf ljefhg ul/Psf] 5 M  

k|yd r/0f M—  lnlvt k/LIff (Written Examination)   k"0ff{Í M— @)) 

låtLo r/0f M-    -s_  k|of]ufTds k/LIff (Practical Examination)  k"0ff{Í M— %) 

             -v_ cGtjf{tf{ (Interview)    k"0ff{Í M— #) 

k/LIff of]hgf (Examination Scheme) 

k|yd r/0f M lnlvt k/LIff (Written Examination)                                                         k"0ff{Í M—  @)) 

kq  ljifo k"0ff{Í ptL{0ff{Í k/LIff k|0ffnL k|Zg;+Vof ×cÍ ;do 

k|yd 

;fdfGo 1fg 

/ ;fj{hlgs Joj:yfkg 

(General Awareness 

& Public 

Management) 
100 40 j:t'ut 

(Objective) 

ax'j}slNks k|Zg 

(MCQs) 

@) k|Zg @ cÍ 

$% 

ldg]6 

;]jf ;DalGwt sfo{–1fg 

(Job Based -

knowledge) 
#) k|Zg @ cÍ 

låtLo 

;]jf ;DalGwt sfo{–1fg 

(Job Based -

knowledge) 
100 40 ljifout 

(Subjective) 

5f]6f] pQ/ 

(Short Answer) 

nfdf] pQ/ 

(Long Answer) 

!@ k|Zg × % cÍ 

 

$ k|Zg ×!) cÍ 

@ 306f 

!% 

ldg]6              

låtLo r/0f M k|of]ufTds k/LIff  / cGtjf{tf{ (Practical Examination & Interview)             k"0ff{Í M—  *) 

kq ÷ljifo k"0ff{Í ptL{0ff{Í k/LIff k|0ffnL ;do 

k|of]ufTds k/LIff (Practical 

Examination)  
50 25 k|of]ufTds (Practical) ! 306f  

cGtjf{tf{ (Interview) 30  df}lvs (Oral)  

 

b|i6Jo M 

1. of] kf7\oqmdsf] of]hgfnfO{ k|yd r/0f / låtLo r/0f u/L b'O{ r/0fdf ljefhg ul/Psf] 5 .  

2. lnlvt k/LIffsf] k|Zgkqsf] dfWod efiff kf7\oqmdsf] ljifoj:t' h'g efiffdf lbOPsf] 5 ;f]xL efiffsf] 

cfwf/df g]kfnL jf c+u|]hL dWo] s'g} Ps dfq efiff x'g]5 . t/ ljifoj:t'nfO{ :ki6 ug'{kg]{ cj:yfdf 

b'j} efiff ;d]t k|of]u ;lsg] 5 .  

3. lnlvt k/LIffsf] dfWod efiff g]kfnL jf c+u|]hL cyjf g]kfnL / c+u|]hL b'j} x'g]5 .  

4. k|yd kq / låtLo kqsf] lnlvt k/LIff 5'§f5'§} x'g]5 . t/ Ps}lbgdf k/LIff lnOg]5 .     

5. j:t'ut ax'j}slNks (Multiple Choice) k|Zgsf] unt pQ/ lbPdf k|To]s unt pQ/ afkt @) 

k|ltzt cÍ s§f ul/g]5 . t/ pQ/ glbPdf To; afkt cÍ lbOg] 5}g / cÍ s§f klg ul/g] 5}g . 

6. j:t'ut ax'j}slNks x'g] k/LIffdf k/LIffyL{n] pQ/ n]Vbf c+u|]hL 7"nf] cIf/x? (Capital letters): A, 

B, C, D df n]Vg'kg]{5 . ;fgf] cIf/x¿ (Small letters): a, b, c, d n]v]sf] jf cGo s'g} ;ª\s]t u/]sf] 

eP ;a} pQ/k'l:tsf /2 x'g]5 .  

7. ax'j}slNks k|Zg x'g] k/LIffdf s'g} k|sf/sf] SofNs'n]6/ (Calculator) k|of]u ug{ kfOg] 5}g . 

8. ljifout k|Zgx?sf] xsdf tf]lsPsf] c+ssf] Pp6f nfdf] k|Zg jf Pp6} k|Zgsf b'O{ jf b'O{eGbf a9L 

efu (Two or more parts of a single question) jf Pp6f k|Zg cGtu{t b'O{ jf a9L l6Kk0fLx¿ 

(Short notes) ;f]Wg ;lsg] 5 .  

9. ljifout k|Zg x'g]sf xsdf k|To]s v08sf nflu 5'§f5'§} pQ/k'l:tsfx¿ x'g]5g\ . kl/IffyL{n] k|To]s 

v08sf k|Zgsf] pQ/ ;f]xLv08sf] pQ/k'l:tsfdf n]Vg'kg]{5 . 
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10. k/LIffdf ;f]lwg] k|Zg;+Vof, cª\s / cª\sef/ oyf;Dej ;DalGwt kq÷ljifodf lbOP cg';f/ x'g]5 . 

11. o; kf7\oqmd of]hgf cGtu{tsf kq÷ljifosf ljifoj:t''df h];'s} n]lvPsf] eP tfklg kf7\oqmddf 

k/]sf sfg"g, P]g, lgod tyf gLltx¿ k/LIffsf] ldlt eGbf # dlxgf cufl8 -;+zf]wg ePsf jf 

;+zf]wg eO{ x6fO{Psf jf yk u/L ;+zf]wg eO{_ sfod /x]sfnfO{ o; kf7\oqmddf k/]sf] ;Demg''' kb{5 . 

12. k|yd r/0fsf] k/LIffaf6 5gf]6 ePsf pDd]bjf/nfO{ dfq låtLo r/0fsf] k/LIffdf ;lDdlnt u/fOg]5 . 

13. o; eGbf cufl8 nfu" ePsf] dfly pNn]lvt ;]jf, ;d"xsf] kf7\oqmd vf/]h ul/Psf] 5 .  

14. kf7\oqmd nfu" ldlt M – @)*)÷!)÷@@ 
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k|yd kq (Paper I) :-   

;fdfGo 1fg / ;fj{hlgs Joj:yfkg tyf ;]jf ;DalGwt sfo{–1fg 

efu (Part I ) : 

;fdfGo 1fg / ;fj{hlgs Joj:yfkg 

(General Awareness and Public Management) 

v08 (Section - A) : -!) k|Zg @ cÍ = @) cª\s_  

1. ;fdfGo 1fg  (General Awareness) 

1.1 g]kfnsf] ef}uf]lns cj:yf, k|fs[lts ;|f]t / ;fwgx¿  

1.2 g]kfnsf] P]ltxfl;s, ;f+:s[lts / ;fdflhs cj:yf ;DjGwL hfgsf/L 

1.3 g]kfnsf] cfly{s cj:yf / rfn' cfjlBs of]hgf ;DjGwL hfgsf/L 

1.4 h}ljs ljljwtf, lbuf] ljsf;, jftfj/0f, k|b'if0f, hnjfo' kl/jt{g / hg;+Vof Joj:yfkg 

1.5 dfgj hLjgdf k|ToIf k|efj kfg]{ lj1fg / k|ljlwsf dxTjk"0f{ pknlAwx¿  

1.6 hg:jf:Yo, /f]u, vfB / kf]if0f ;DaGwL ;fdfGo hfgsf/L  

1.7 g]kfnsf] ;+ljwfg -efu ! b]lv % ;Dd / cg';"rLx¿_ 

1.8 ;+o'Qm /fi6«;+3 / o;sf ljlzi6Ls[t ;+:yf ;DjGwL hfgsf/L 

1.9 If]qLo ;+u7g -;fs{, lad:6]s, cfl;ofg / o'/f]lkog ;+3_ ;DjGwL hfgsf/L 

1.10 /fli6«o / cGt/f{li6«o dxTjsf ;d;fdlos ultljlwx¿ 

v08 (Section - B) : -!) k|Zg @ cÍ = @) cª\s_ 

2. ;fj{hlgs Joj:yfkg (Public Management) 

2.1 sfof{no Joj:yfkg (Office Management)  

2.1.1 sfof{no (Office) : kl/ro, dxTj, sfo{ / k|sf/    

2.1.2 ;xfos sd{rf/Lsf sfo{ / u'0fx?  

2.1.3 sfof{no ;|f]t ;fwg (Office Resources): kl/ro / k|sf/  

2.1.4 sfof{nodf ;~rf/sf] dxTj, lsl;d / ;fwg 

2.1.5 sfof{no sfo{ljlw (Office Procedure) :  kq Jojxf/ (Correspondence), btf{ / 

rnfgL (Registration & Dispatch), kmfOlnª (Filing), kl/kq (Circular), tf]s 

cfb]z (Order), l6Kk0fL n]vg / l6Kk0fL tof/ kfbf{ Wofg lbg'kg]{ s'/fx¿  

2.1.6 clen]v Joj:yfkg (Record Management) 

2.2 lghfdtL ;]jf P]g / lgodfjnLdf ePsf b]xfosf Joj:yfx¿ 

2.2.1 lghfdtL ;]jfsf] u7g, ;+u7g ;+/rgf, kbk"lt{ ug]{ tl/sf / k|lqmofx¿   

2.2.2 sd{rf/Lsf] lgo'lQm, ;?jf, a9'jf, labf, ljefuLo ;hfo / cjsfz  

2.2.3 sd{rf/Ln] kfng ug'{kg]{ cfr/0f, g}lts bfloTj / st{Jox¿  

2.3 ;+3Lo dfldnf tyf ;fdfGo k|zf;g dGqfno ;DaGwL hfgsf/L 

2.4 ;+j}wflgs lgsfo ;DaGwL hfgsf/L 

2.5 ;/sf/L ah]6, n]vf / n]vfk/LIf0f k|0ffnL ;DaGwL ;fdfGo hfgsf/L 

2.6 ;fj{hlgs ;]jf k|jfxsf] cy{, ;]jf k|jfx ug]{ lgsfo, tl/sf / dfWodx¿  

2.7 dfgj clwsf/, ;'zf;g / ;"rgfsf] xs ;DjGwL ;fdfGo  hfgsf/L 

2.8 ;fj{hlgs a8fkq (Public Charter) 

2.9 Joj:yfkgsf] cjwf/0ff tyf ;fj{hlgs Joj:yfkgdf lgb]{zg, lgoGq0f, ;dGjo, lg0f{o 

k|lqmof, pTk|]/0ff / g]t[Tj ;DjGwL hfgsf/L 

2.10 dfgjLo d"No dfGotf (Human Values), gful/s st{Jo / bfloTj tyf cg'zf;g   
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efu (Part II ) :-   

;]jf ;DalGwt sfo{–1fg (Job Based - Knowledge)  

 -#) k|Zg @ cÍ = ^) cª\s_  

1. d'b|0fsf] Oltxf;  

1.1. ljZjdf d'b|0f k|ljlwsf] pTklQ / ljsf; 

1.2. d'b|0fsf] kl/ro / g]kfndfo;sf] ljsf; 

1.3. g]kfndfrn]sf d'b|0f k|ljlwx?  

1.3.1. n]6/k|];, ckm;]6 k|];, ˆn]S;f], u|fleo/, :qmLg lk|lG6ª, l8lh6n, nfh{ km/Dof6 

lk|lG6ª 

1.3.2. 6fOk sfl:6ª, Xof08 sDkf]h, kmdf{ ;]l6ª 

1.4. :t/Lo d'b|0f sfo{sfnflucfjZos ;fdfu|L 

1.5. d'b|0f sfo{dfhgzlQmsf] Joj:yfkg 

 

2. lk|–k|]; (Pre-Press) ;DaGwL sfo{x?  

2.1. sfo{k|flKt(Job acquisition) 

2.2. nfut cg'dfg(Cost Estimation) sf] u0fgf 

2.3. 5kfO{ ;fdfu|Lsf ;Dkfbgtyf l8hfOg(Design) 

2.4. k|'km l/l8ª ;DaGwLhfgsf/L 

2.5. sDKo'6/ k|ljlw ;DaGwL 1fg 

2.5.1. sDKo'6/ ;DaGwLcfwf/e't 1fg 

2.5.2. sDKo'6/sfk|sf/ 

2.5.3. d'b|0f k|ljlwdf sDKo'6/sf] k|of]u 

2.5.4. j8{ k|f];]l;ª (Word Processing) 

2.5.5. sDKo'6/df n]cfp6 (Layout)tyf l8hfOg(Design) 

2.5.6. sDKo"6/ g]6jf]ls{Ë ;DaGwL 1fg(Networking) 

2.6. Kn]6 d]lsª ;DaGwL 1fg 

2.6.1. l:6«lkË 

2.6.2. lk=P;=Kn]6 

2.6.3. l;=l6=lk=Kn]6 

2.6.4. Kn]6 PSkf]lhª tyf 8]enlkË 

 

3. k|]; (Press) ;DaGwL sfo{x?  

3.1. 5kfO{ k|ljlw ;DjGwL 1fg 

3.2. 5kfO{ d]l;g ;~rfng ;DaGwL 1fg 

3.3. 5kfO{ d]l;gdf k|of]u x'g] Kn]6 k|ljlwsf] k|of]u ;DaGwL 1fg 

3.4. 5kfO{df k|of]u x'g] cGo ;fdu|Lx? -ud c/]ljs,kmfp06]g ;n';g, Anf+s]6 tyf /f]n/ 

jf;/,  8«fo/_ 

3.5. d]l;gdf n'lj|s]zgsf] k|of]usf] 1fg 

3.6. d]l;g dd{t ;+xf/ tyf ;/;kmfOsf] dxTj 

3.7. d]l;g ;~rfngdf ;"/Iff ;DaGwL hfgsf/L 

 

4. kf]:6 k|]; (Post Press) ;DaGwL sfo{x? 

4.1. a's jfOl08ª 
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4.1.1. kmdf{ sl6Ë 

4.1.2. kmdf{ kmf]lN8ª 

4.1.3. l:6lrª 

4.1.4. k/kmf]/]l6ª 
4.1.5. n]ldg]l6ª 

4.1.6. l6«ldª 

4.2. s]z jfOl08ª 

4.3. k/km]S6 jfOl08ª 

4.4. :of8n l:6r jfOl08ª 

4.5. d]sflgsn jfOl08ª 

4.6. gDal/ª, 8fO sl6ª, kl~rª 

4.7. KoflsË e08f/0f tyf clen]lvs/0f  

4.8. xf8{ se/ jfOl08Ë ;DaGwL sfo{x? 

 

5. d;L ( Ink) tyf sfuh (Paper) ;DaGwL 1fg  

5.1. Df;Lsf k|sf/ 

5.2. d;Lsf ljz]iftfx? 

5.3. d;Lsf] k|of]u 

5.4. ljleGg /+usf d;Lx?sf] ;+of]hg 

5.5. sfuhsf ljz]iftfx? 

5.6. sfuhsf] tf}n (Gsm) ;DaGwL hfgsf/L 

5.7. sfuhsf] e08f/0f tyfk|of]u 

5.8. 5kfOdf k|of]u x'g] sfuhsf] k|sf/ tyf ;fOhx? 

 

6. ljljw   

6.1. d]l;g tyf sfo{ :ynsf] Joj:yfkg 

6.2. ;~rf/ ;dGjosf] 1fg 

6.3. d'b|0f ;DaGwL gljgtd k|lalwsf] k|of]u ;DaDaGwL 1fg 

6.4. ;'/If0f d'b|0f ;DaGwL 1fg 

6.5. 5fkfvfgf ;DaGwL P]g lgodsf] ;fdfGo hfgsf/L 

6.6. e|i6frf/ lgjf/0f ;DaGwL P]g -kl/R5]b– ! / @_ 

6.7. k|ltlnlkclwsf/ ;DaGwL P]gsf] hfgsf/L 

6.8. j[ltljsf; / o;sf] dxTj 

6.9. /]l8of], l6le (TV), 6]lnkmf]g nufPt ;~rf/sf ;fwgx?n] 5kfO{df kfg]{ k|efj 

6.10. d'b|0f ;DaGwL lgodx? @)%% 

6.11. ;"rgfsf] xs ;DaGwL 1fg  
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k|yd kqsf] nflu oyf;Dej lgDgfg';f/ k|Zgx¿ ;f]lwg] 5 . 

k|yd kq -j:t'ut_ 

efu v08 ljifoa:t' k/LIff k|0ffnL cÍef/ k|Zg ;+Vof ×  cÍ 

I 

(A) 
;fdfGo 1fg  

(General Awareness)  

ax'j}slNks 

k|Zg (MCQs) 

@) !) k|Zg × @ cÍ = @) 

(B) 
;fj{hlgs Joj:yfkg 

(Public Management) 
@) !) k|Zg × @ cÍ = @) 

II - 
;]jf ;DalGwt sfo{–1fg 

(Job Based -knowledge) 
^) #) k|Zg × @ cÍ = ^) 

 

k|yd kqsf] efu (Part II) ;]jf ;DalGwt sfo{–1fg (Job based -knowledge) sf] kf7\oqmdsf OsfO{af6 

k/LIffdf oyf;Dej b]xfo adf]lhd k|Zgx¿ ;f]lwg] 5 .  

 

OsfO{ 1 2 3 4 5 6 

k|Zg ;+Vof 4 6 6 6 4 4 
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låtLo kq (Paper II) :-  

;]jf ;DalGwt sfo{–1fg (Job based -knowledge)  

v08 (Section) (A) : - %) cª\s 

 

1. d'b|0fsf] Oltxf; -!) cÍ _ 

1.1. ljZjdf d'b|0f k|ljlwsf] pTklQ / ljsf; 

1.2. d'b|0fsf] kl/ro / g]kfndfo;sf] ljsf; 

1.3. g]kfndfrn]sf d'b|0f k|ljlwx?  

1.3.1. n]6/k|];, ckm;]6 k|];, ˆn]S;f], u|fleo/, :qmLg lk|lG6ª, l8lh6n, nfh{ km/Dof6 

lk|lG6ª 

1.3.2. 6fOk sfl:6ª, Xof08 sDkf]h, kmdf{ ;]l6ª 

1.4. :t/Lo d'b|0f sfo{sfnflucfjZos ;fdfu|L 

1.5. d'b|0f sfo{dfhgzlQmsf] Joj:yfkg 

 

2. lk|–k|]; (Pre-Press) ;DaGwL sfo{x? -@) cÍ _ 

2.1. sfo{k|flKt(Job acquisition) 

2.2. nfut cg'dfg(Cost Estimation) sf] u0fgf 

2.3. 5kfO{ ;fdfu|Lsf ;Dkfbgtyf l8hfOg(Design) 

2.4. k|'km l/l8ª ;DaGwLhfgsf/L 

2.5. sDKo'6/ k|ljlw ;DaGwL 1fg 

2.5.1. sDKo'6/ ;DaGwLcfwf/e't 1fg 

2.5.2. sDKo'6/sfk|sf/ 

2.5.3. d'b|0f k|ljlwdf sDKo'6/sf] k|of]u 

2.5.4. j8{ k|f];]l;ª (Word Processing) 

2.5.5. sDKo'6/df n]cfp6 (Layout)tyf l8hfOg(Design) 

2.5.6. sDKo"6/ g]6jf]ls{Ë ;DaGwL 1fg(Networking) 

2.6. Kn]6 d]lsª ;DaGwL 1fg 

2.6.1. l:6«lkË 

2.6.2. lk=P;=Kn]6 

2.6.3. l;=l6=lk=Kn]6 

2.6.4. Kn]6 PSkf]lhª tyf 8]enlkË 

 

3. k|]; (Press) ;DaGwL sfo{x? -@) cÍ _ 

3.1. 5kfO{ k|ljlw ;DjGwL 1fg 

3.2. 5kfO{ d]l;g ;~rfng ;DaGwL 1fg 

3.3. 5kfO{ d]l;gdf k|of]u x'g] Kn]6 k|ljlwsf] k|of]u ;DaGwL 1fg 

3.4. 5kfO{df k|of]u x'g] cGo ;fdu|Lx? -ud c/]ljs,kmfp06]g ;n';g, Anf+s]6 tyf /f]n/ 

jf;/,  8«fo/_ 
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3.5. d]l;gdf n'lj|s]zgsf] k|of]usf] 1fg 

3.6. d]l;g dd{t ;+xf/ tyf ;/;kmfOsf] dxTj 

3.7. d]l;g ;~rfngdf ;"/Iff ;DaGwL hfgsf/L 

 

v08 (Section) (B) : - %) cª\s 

 

4. kf]:6 k|];(Post Press) ;DaGwL sfo{x? -@) cÍ _ 

4.1. a's jfOl08ª 

4.1.1. kmdf{ sl6Ë 

4.1.2. kmdf{ kmf]lN8ª 

4.1.3. l:6lrª 

4.1.4. k/kmf]/]l6ª 
4.1.5. n]ldg]l6ª 

4.1.6. l6«ldª 

4.2. s]z jfOl08ª 

4.3. k/km]S6 jfOl08ª 

4.4. :of8n l:6r jfOl08ª 

4.5. d]sflgsn jfOl08ª 

4.6. gDal/ª, 8fO sl6ª, kl~rª 

4.7. KoflsË e08f/0f tyf clen]lvs/0f  

4.8. xf8{ se/ jfOl08Ë ;DaGwL sfo{x? 

 

5. d;L ( Ink) tyf sfuh (Paper) ;DaGwL 1fg -!) cÍ _ 

5.1. Df;Lsf k|sf/ 

5.2. d;Lsf ljz]iftfx? 

5.3. d;Lsf] k|of]u 

5.4. ljleGg /+usf d;Lx?sf] ;+of]hg 

5.5. sfuhsf ljz]iftfx? 

5.6. sfuhsf] tf}n (Gsm) ;DaGwL hfgsf/L 

5.7. sfuhsf] e08f/0f tyfk|of]u 

5.8. 5kfOdf k|of]u x'g] sfuhsf] k|sf/ tyf ;fOhx? 

 

6. ljljw  -@) cÍ _ 

6.1. d]l;g tyf sfo{ :ynsf] Joj:yfkg 

6.2. ;~rf/ ;dGjosf] 1fg 

6.3. d'b|0f ;DaGwL gljgtd k|lalwsf] k|of]u ;DaDaGwL 1fg 

6.4. ;'/If0f d'b|0f ;DaGwL 1fg 

6.5. 5fkfvfgf ;DaGwL P]g lgodsf] ;fdfGo hfgsf/L 



nf]s ;]jf cfof]u 

g]kfn lzIff ;]jf, d'b|0f ;d"x, d'b|0f Joj:yfkg pk;d"x, /fhkq cglÍt k|yd >]0fL, jl/i7 d'b|0f ;xfos 

kbsf] v'nf k|ltof]lutfTds k/LIffsf] kf7\oqmd 
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6.6. e|i6frf/ lgjf/0f ;DaGwL P]g -kl/R5]b– ! /@_ 

6.7. k|ltlnlkclwsf/ ;DaGwL P]gsf] hfgsf/L 

6.8. j[ltljsf; / o;sf] dxTj 

6.9. /]l8of], l6le (TV), 6]lnkmf]g nufPt ;~rf/sf ;fwgx?n] 5kfO{df kfg]{ k|efj 

6.10. d'b|0f ;DaGwL lgodx? @)%% 

6.11. ;"rgfsf] xs ;DaGwL 1fg  

 

 

låtLo kqsf] nflu oyf;Dej lgDgfg';f/ k|Zgx¿ ;f]lwg]5 . 

 

låtLo kq -ljifout_ 

kq ljifo v08 cÍef/ 5f]6f] pQ/ nfdf] pQ/ 

låtLo 
;]jf ;DalGwt sfo{–1fg  

(Job Based-Knowledge) 

(A) %) ^ k|Zg × % cÍ = #) @ k|Zg × !) cÍ = @) 

(B) %) ^ k|Zg × % cÍ = #) @ k|Zg × !) cÍ = @) 

 

 

 

 

 

k|of]ufTds k/LIffsf] nflu gd"gf k|Zgx? 

-!_ l;=l6=lk= d]l;g ;~rfng ul/ Nk]6 agfpg'xf]; . 

-@_ k|]z d]lzgdf Nk]6 lkm6 ul/ 5kfO ug{'xf]; . 

-#_ :6Lr d]l;g ;~rfng ug{'xf]; . 

-$_ k/km\]6 afOl8Ë -Un' afOl8Ë_ d]l;g ;~rfng ug{'xf]; . 

-%_ sl6Ë d]l;g ;~rfng ul/ a's l6«ldË ug{'xf]; . 

 

 

 

 

 

 

 

 

 


