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!= sfof{no ;do Joj:yfkg
sfof{no ;dosf] Joj:yfkg eg]sf] pknAw ;donfO{ clwsQd k|efjsf/L agfpg 	ljleGg /0fgLlt ckgfpg' xf] . 
sfof{no ;dosf] plrt Joj:yfkgn] pTkfbsTj j[l4 u5{, sfo{bafj sd u5{, / ;du| sfo{Ifdtf ;'wf/ u5{ .
	
;do Joj:yfkgsf] /0fgLltx?

s= sfo{sf] k|fyldstf lgwf{/0f ug]{ M
•	 lbge/sf sfo{x?nfO{ dxTjsf cfwf/df k|fyldstf lbg] -h:t} M dxTjk"0f{ / cTofjZos, dxTjk"0f{ t/ sd 

cfjZos, sd dxTjk"0f{ t/ cfjZos, g dxTjk"0f{ g cfjZos_
•	 Eisenhower matrix jf ABC ljlw k|of]u ug{ ;lsG5 .

	 Eisenhower matrix ljlw
•	 dxTjk"0f{ / cTofjZos

jlu{s/0f ljz]iftf s] ug]{ < pbfx/0fx?

cTofjZos / dxTjk"0f{
of] sfd t'?Gt} ug'{ cfjZos 
5 . olb ;do} gul/P 7"nf] 

;d:of cfpg ;S5 .
t'?Gt} ug'{xf];\ 8]8nfO{g ePsf] k|f]h]S6

•	 cTofjZos xf]Og t/ dxTjk"0f{ M bL3{sfnLg ;kmntfsf nflu cfjZos sfd . t/, t'?Gt} gubf{ klg c;/ 
kb]{g . of]hgf agfP/ ug'{xf];\ .

•	 cTofjZos t/ dxTk"0f{ xf]O{g M c?nfO{ lhDdf lbg'xf];\
•	 g cTofjZos g dxTjk"0f{ M ;do v]/ kmfNg] vfnsf x'G5\g h:t} cgfjZos ;fdflhs ;~hfn k|of]u, lg/y{s 

ukmufkmx? 

	 Eisenhower matrix s;/L k|of]u ug]{ <
•	 b}lgs jf ;fKtflx sfo{x?sf] ;"rL agfpg] .
•	 k|To]s sfo{nfO{ dfly pNn]lvt rf/ ju{x? dWo] Psdf /fVg]
•	 klxnf] ju{sf sfo{x? t'?Gt} ug]{ .
•	 bf];|f] ju{sf sfo{x?sf] nflu of]hgf agfpg] .
•	 t];|f] ju{sf sfo{x? c?nfO{ lhDdf lbg] .
•	 rf}yf] ju{sf cgfjZos sfo{x? x6fpg] .
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ABC ljlwsf tLg ju{x? M

A pRr k|fyldstf M ;a}eGbf dxTjk"0f{ sfo{ gu/] 7"nf] c;/ kg{ ;S5 . klxnf] gDa/df ug]{ .
B dWod k|fyldstf M ug'{kg]{ t/ s]xL ;do klv{g ;lsg]  . of]hgf agfP/ ug]{ .
C Go"g k|fyldstf M oL sfo{x? cfjZos x'g ;S5g\ t/ gu/] klg 7"nf] c;/ kb]{g . ;fdflhs ;~hfndf w]/} ;do ljtfpg]

v= ;do tflnsf agfpg]
•	 b}lgs, ;fKtflx, / dfl;s of]hgf tof/ ug]{ .
•	 sfo{ ;'? ug{ / ;dfKt ug{ lglZrt ;do tf]Sg] .

u= l8lh6n pks/0f / ;km\6j]o/sf] k|of]u
•	 Google Calendar, Trello Asana, Notion, jf Microsoft Outlook h:tf pks/0fx? k|of]u u/L sfo{ Joj:yfkg ug]{ .
•	 l/dfOG8/ ;]6 u/]/ dxTjk"0f{ a}7s  tyf sfo{x? ;Demg] .

3= ;do v]/ hgfg glbg] -time Wasters sd ug]{_
•	 cgfjZos a}7s tyf 5nkmnx? Go"g ug]{ .
•	 ;fdflhs ;~hfndf ;do v]/ gkmfNg] .
•	 Deep Work sf] cjwf/0ff nfu' ug]{

ª= ;d'xdf sfo{ afF8kmfF8 ug]{
•	 ;a} sfd cfkm}+ gu/L ;xsdL{x?;Fu lhDd]jf/L afF8\g] .
•	 Delegation -sfo{ k|Tofof]hg_ ubf{ bIftfsf cfwf/df lhDd]jf/L lbg] .

r= a|]s / cf/fdsf] plrt Joj:yf ug]{ 
•	 Promodoro Technique h:t} k|ljlw ckgfpg] -@% ldg]5 lg/Gt/ sfd, % ldg]6 a|]s_
•	 ysfg sfd ug{ aLraLrdf ;fgf] lj>fd lng] .

5= l/kf]l6{ª / ;dLIffsf] Joj:yf ug]{ 
•	 lbgsf] cGTodf sfo{ ;dLIff ug]{ .
•	 xKtfsf] Ps lbg sfdsf] ;ldIff u/L cfjZos ;'wf/ ug]{ .



3

@= eN6 / gub 6]n/ 
;~rfng ljlw
•	 eN6 / sfpG6/sf] lhDd]lng] ;DalGwt 

sd{rf/Lsf] sfo{ljj/0fdf pNn]v ug]{ .
•	 eN6sf] ;fFrf] /fVg] JolQm / Sof; 

sfpG6/sf] sd{rf/L jfx]s c?nfO{ 
sfpG6/ If]qdf k|j]zdf lgif]lwt ug]{ .

•	 sfpG6/ k|j]z nsj's cBofjlws ug]{ .
•	 gub sfpG6/, eN6 / dfu{:ynLo ladf 

;dod} gljs/0f ug]{ .
•	 eN6sf] ;fFrf] /fVg] JolQmn] b}lgs ?kdf 

eN6 hDdf /sd GL Balance / eN6 
gub /lhi6/ Jofn]G; cg';f/ eP gePsf] 
;'lgZrt ug]{ .

•	 eN6 vf]Nbf / aGb ubf{ j/Lk/Lsf] jft/0f 
;'l/Ift ePsf] ;'lglZrt ug]{ .

•	 eN6 k'l:tsf tf]lsPsf] sd{rf/L4/f 
k|dfl0ft u/L /fVg] .

•	 gSsnL gf]6 km]nfk/]df t'?Gt} sfof{no 
k|d'vnfO{ hfgsf/L u/fpg] .

•	 k|To]s sfpG6/df ns/ b/fh jf ;]km 
x'g'k5{ sf/f]jf/ ;DkGg ePkZrft ns/ 
b/fh jf ;]km aGb u/L lg:s'gkb{5 .

•	 sfof{no k|d'vn] tf]s]sf] b'O{hgf;Fu 
eN6sf] rflj /fVg] Joj:yf ug]{ .

•	 ;fFrf]sf] nuj's tof/ u/L x:tfGt/0f ubf{ 
cBofjlws ug]{ . nua'sdf ;fFrf] lng] / 
lbg]sf] gfd, ldlt / x:tfIf/ /fVg] . 
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#= lr6\7L btf{ / rnfgL k|lqmof
kq btf{ M sfof{nodf k|fKt ePsf lr7\L kqx?sf] clen]v /fVg] sfo{nfO{ btf{ elgG5 .
kq k|fKt ePkZrft ;DalGwt sfof{no k|d'vsf] tf]s nufg] .
btf{ lstfadf btf{ gDa/, btf{ ldlt, k|fKt ePsf] kqsf] ;+Vof / kq ldlt, k7fpg] sfof{no jf JolQmsf] gfd / 
7]ufgf, kqsf] ljifo / kq a'em\gf] kmfF6jfnfsf] gfd, ;lx / ldlt pNn]v ug]{ .

btf{ lstfasf] dxnx? 
	 != qm=;+=		
	 @= btf{ ldlt
	 #= k|fKt kqsf] kq ;+Vof / ldlt
	 $= k7fpgsf] gfd
	 %= ljifo
	 ^= bflvnf ;do
	 &= a'lemlng]sf] b:tvt, gfd , kb ;xL / ldlt

rnfgL M sfof{noaf6 lr7\L kqx? cGoq k7fpg] ;dodf kqx?sf] clen]v /fVg] sfo{nfO{ rnfgL elgG5 . 

rnfgL lstfasf] dxnx?
	 != qm=;+=
	 @= rnfgL ldlt
	 #= r=g+=
	 $= kqsf] kq;+Vof
	 %= ldlt
	 ^= k7fpg]sf] gfd
	 &= ljifo
	 *= rnfgL ;do

rfnfgL ug]{ lr7\L jf kqx?sf] kmf]6f]skL u/L clen]lvs/0f ul/g'kb{5 . k|To]s cf=j=df btf{ rnfgL gofF qmd ;+Vofdf x'g'k5{ .
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$= ;fgf] gubL sf]if kl/rfng ljlw
•	 ;fgf] gubLsf]if /sdnfO{ n]vf x]g]{ sd{rf/L afx]ssf] sd{rf/LnfO{ pknAw u/fpg'k5{
•	 ;fgf] gubLsf]ifaf6 ;+:yfsf] gLlt jdf]lhdsf] /sd eGbf w]/} x'g]u/L Pp6} ljn jf ekfO{af6 vr{ ug'{ x'Fb}g .
•	 a9Ldf dlxgfsf] ! k6s ;fgf] gubLsf]ifaf6 ePsf vr{x?sf] ljj/0f ;lxt cfj:os ljn ekfO{ k]z u/L n]vfaf6 

;f]wegf{ lng] ug'{ kb5{ .
•	 ;fgf] gubLsf]ifaf6 ul/g] vr{x?sf] ljn lnFbf clgjfo{ ?kdf Kofg ljn ePsf] Plsg ug'{kb{5 .
•	 ;fgf] gubLsf]if c;f/ d;fGtdf clgjfo{ ?kdf km/5\of}6 ul/g' kb{5 .
•	 ;fgf] gubLsf]if :yfkgf ubf{
•	 ;fgf] gub sf]if s] xf]<

;fgf] gub sf]if eg]sf] b}lgs ;fgf–;fgf vr{x¿ t'?Gt} Joj:yfkg ug{ /flvPsf] lglZrt /sd xf] . o;nfO{ ;fdfGotM 
sfof{no vr{, ofqf vr{, :6]zg/L, lrof–skmL h:tf ;fgf vr{x¿sf] nflu k|of]u ul/G5 .

;fgf] gub sf]ifsf] lx;fa /fVg] tl/sf
	:yfoL ljlw -Imprest System_M k|f/Dedf lglZrt /sd 5'6\ofOG5 / ha sf]ifsf] ;Gt'ng Go"g x'G5, vr{ 

ul/Psf] a/fa/ /sd yk ul/G5 .
	kl/jt{gLo ljlw -Fluctuating System_M cfjZostf cg';f/ /sd yKg] jf 36fpg] ul/G5 .

;fgf] gub sf]if;Fu ;DalGwt hg{n ef}r/sf] n]vf k|ljli6
!= ;fgf] gub sf]if :yfkgf ubf{M
	n]vf k|ljli6M

	 ;fgf] gub sf]if vftf		  8]la6 ))) 
    	 gub÷a}+s vftf			   qm]l86 )))  
-;fgf] gub sf]if :yfkgf ul/of]_  
 
#= ;fgf] gub sf]if k'gM k|fKt ug]{ a]nfdf
	olb sf]ifsf] df}Hbft ?= %)) 5 /  

?= @,))) vr{ eO;s]sf] 5 eg]M
	 ;fgf] gub sf]if vftf		  8]la6 @,)))  
    	 gub÷a}+s vftf			   qm]l86 @,)))  
-vr{ a/fa/ ;fgf] gub sf]if k'gM k|fKt eof]_  

@= vr{ e'QmfgL ubf{M
	pbfx/0fM :6]zg/L vl/b ul/of] -?= %))_

	 :6]zg/L vr{ vftf        	 8]la6 %))  
    	 ;fgf] gub sf]if vftf    	 qm]l86 %))  
-:6]zg/L vl/bsf nflu ;fgf] gubaf6 e'QmfgL ul/of]_ 

cfiff9 d;fGtdf ;fgf] gubL sf]ifdf /sd afFsL /fVg' x'Fb}g . 

lgisif{
;fgf] gub sf]ifn] ;+:yfn] b}lgs ;fgf vr{x¿ ;xh ¿kdf 
Jojl:yt ug{ d2t u5{ . hg{n ef}r/x¿ ;xL ¿kdf k|of]u 
u/]df ljQLo kf/blz{tf / n]vf Joj:yfkg k|efjsf/L x'G5 .
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%= C0fsf kmfOn clen]v ljlw
art tyf C0f ;xsf/Lsf] d'Vo Joj;fo art / C0fsf] sf/f]jf/ xf] . sf/f]jf/sf] d'Vo kIf C0f ePsfn] o;sf] sf/f]jf/ 
/ clen]v Joj:yfkgnfO{ dxTjsf sfo{ ug'{kg]{ x'G5 . C0f nufgL ubf{ ;+:yfsf] sfo{ljwLsf] k'0f{ ?kdf kfngf ug'{kg]{ 
x'G5 . sfo{ljlwdf eP cg';f/ k|lqmof k'/f u/L cfjZos ;Dk'0f{ sfuhkqx? ;dfj]z u/L tof/ ePsf C0fsf kmfOnnfO{ 
pko'Qm tl/sfn] Joj:yfkg ug'{kg]{ x'G5 .
 
C0fsf] kmfOn clen]vsf ljlwx¿M
-s_ Dofg'cn -sfuhL_ clen]v ljlwM C0f ;DaGwL sfuhftx¿ lkmlhsn kmf]N8/ / /lh:6/df ;'/lIft /Vg ;lsG5 . 
h; cg';f/ C0fsf kmfOnx? s'g} kmf]N8/df /fVg], h;df C0fL ;b:osf] gfd jf C0f gDa/ cg';f/ Joj:yfkg ug{ 
;lsG5 . o;/L clen]vx? /fVbf Sofljg]6 jf b/fhx?df dha'b tl/sfn] ns ug]{ ug'{ kb{5 . o;}u/L b/fh kmfo/ 
k|'km klg x'g cfjZos /xG5 .

-v_ l8lh6n -sDKo'6/fOH8_ clen]v ljlwM C0f ;DaGwL ;Dk"0f{ 8]6f jf sfhukqx? ;km\6j]o/ jf cGo s'g} dfWodaf6 
l8lh6n ¿kdf ;'/lIft ug]{ ljlw xf] . h;sf] nfuL C0f Joj:yfkg ;km\6j]/ (Loan Management Software-LMS) 
dfkm{t, o;}u/L Cloud df C0f ;DaGwL sfuhkqx? :Sofg u/]/ /fVg ul/G5 . of] ljlw xfn dxTjk'0f{ /x]sf] 5 . 
g]km\:s"gdf xfn Network Attached Server-NAS df C0f ;Fu ;DaGwL tyf cGo dxTjk'0f{ sfuhkqx? :Sofg u/]/ 
/fVg] Joj:yf ul/Psf] 5 .

-u_ xfOla|8 -Dofg'cn ± l8lh6n_ ljlwM cfjZostfcg';f/ sfuhL / l8lh6n b'a} tl/sf ckgfpg] ljlw xf] . of] 
ljlw ;a}eGbf ;'/lIft / k|efjsf/L dflgG5 . o;/L bf]xf]/f] ;'/Iff ckgfpbf s'g} Ps kIfsf] clen]vdf ;d:of cfpbf 
klg csf]{ kIfsf] clen]v dfkm{t sfo{ ug{ ;lsG5 .

vf;u/L ;fgf ;xsf/Lx?sf] nfuL l8lh6n ljlw al9 vlr{nf] x'g] ePsfn] Dofg'cn k|0ffln pko'Qm x'g ;Sb5 . dWod 
;xsf/Lx?sf] nfuL l8lh6n / 7'nf ;xsf/Lx?sf] nfuL xfOla|8 ljlw pko'Qm x'G5 . o;/L pNn]lvt ljlw ckgfpbf 
;xsf/L ;+:yfsf] cfly{s kIf, bIo hgzlQm / k"FhL cflb s'/fx?df Wofglbg'kg]{ x'G5 .
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^= sndsf] /+u / o;sf] k|of]u
;fdfGotof /ftf] /+usf] sndsf] k|of]u clws[t:t/ eGbf dflysf sd{rf/Ln], xl/of] n]vf kl/Ifs n] k|of]u ug]{ k|rng 
/x]sf] kfOG5 . xfldn] d'Vo u/L sndsf] k|of]u ubf{ n]v]sf] gd]l6g], kSsf / uf9f dl; ePsf] sndsf] k|of]u ug'{ kb{5 . 
h; cg';f/ sfnf] dl; ePsf] snd pko'Qm x'G5 . h'g nfdf] ;do;Dd l6Sg] u/]sf] 5 . t/ 6]n/df a:g] sd{rf/Lx?n] 
;b:ox?n] e/]sf] ef}r/ tyf r]ssf] ?h' ubf{ eg] km/s /+usf] dl; ePsf] -/ftf] eP klg x'g]_ sndsf] k|of]u ug'{kg]{ 
x'G5 . h;n] ubf{ ?h' u/]sf] ljj/0fx? k|:6 ?kdf a'emg ;lsG5 . g]kfn /fi6« a}+ssf] r]s k|of]u ;DalGw lgb]{lzsfdf 
lgDg s'/f pNn]v ePsf] 5 . ;fdfGotof lr6\7Ldf dfq} lgnf] dl;n] ;lx ug{ ;lsG5 . cGo sfuhftx? h:t} r]s, 
td;'s, dfOGo'6 nufotsf clkml;on sfuhftx?df k|dfl0ft ug]{ JolQm afx]sn] sfnf] dl;sf] k|of]u ug'{k5{ . xl/of] 
dl; jfXo n]vfkl/Ifsn] lx;fa lstfax?sf] kl/If0f ubf{ k|of]u ug]{5g\ . of] afx]s clkml;on sfd sf/afxL ubf{ xl/of] 
/+usf] k|of]u ug{ x'Fb}g . 

/ftf] dl; k|of]udf Nofpg ;lsg] 7fpFx?M
	 s_ s'g} sfuhdf cGo 7fpFdf sfnf] dl; k|of]u ul/Psf] ePdf, k|dfl0ft ug{sf] nflu, 
	 v_ r]s jf e'QmfgL k'hf{, gub ef}r/x?df c+s cIf/, x:tfIf/ cflbsf] e]l/lkms];g ubf{, 
	 u_ kl/Iff ;~rfng kZrft pQ/ k'l:tsf tyf ljleGg sfuhftx? kl/If0f ubf{

Hand-written Cheque
Where the mandatory information fields in 
the Cheques are filled by hand, indelible pen 
(ballpoint) or permanent ink of dark colors, 
such as black or blue, shall be used. Pencils, 
fugitive or non-permanent ink shall not be 
used. Banks and their customers shall refrain 
from circling or underlining of information 
and keep free the areas of interest (AOIs)

–NRB
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&= Od]n k|fKt ug]{ / k7fpg] ljlw
s'g} klg sfo{nodf ;'rgf tyf vj/ cfbfg k|bfgsf] nflu xfn clws dfqfdf k|of]u x'g] dfWod eg]sf] Od]n xf] . Od]n 
dfkm{t u/]sf] ;'rgf jf hfgsf/Ln] k'0f{ ?kdf dfGotf kfpg] ;d]t Joj:yf /x]sfn] klg of] dfWodsf] clws pkof]u 
eO/x]sf] 5 . o; dWo] klg lhd]n al9 k|rngdf /x]sf] 5 . lhd]n PsfpG6 vf]Ng / rnfpg ;xh / ;/n ePsfn] 
klg o;nfO{ al9 k|rngdf NofOPsf] x'g ;Sb5 . 

lhd]n af6 Od]n k|fKt ug]{ / k7fpg] ;fdfGo ljwL

Od]n k|fKt ug]{M Od]n k|Kt ug'{ eg]sf] s;}n] k7fPsf] ;'rgf jf hfgsf/L u|x0f ug'{ jf lng' xf] . h'g lhd]n vf]ln;s]k5Lsf] 
d'Vo k[i7sf] OGaS; eGg] lzif{sdf b]vLG5 . h'g af]N8 eP/ a;]sf] x'G5 . h;nfO{ lSns u/] kZrft ToxfF k|fKt ;Gb]z 
k9g ;lsG5 / olb s'g} kmfOn ;dfa]; (Attached) u/]sf] ePdf To;nfO{ 8fpgnf]8 ;d]t ug{ ;lsG5 . slxn] sfFxL 
s;}n] k7fPsf] Od]n OGaS;df ga:g klg ;Sb5 . olb To;sf] ePdf All Mail jf Spam df uP/ x]g'{kg]{ x'G5 . of] 
lsg x'G5 eGbf lhd]nn] :jrflnt ?kdf pQm Od]ndf s'g} hf]lvd b]v]df, Od]n k7fpg]sf] 7]ufgf ;+sf:kb nfu]df, pQm 
Od]ndf k7fPsf] ;fdfu|L ;+sf:kb nfu]df, cgflws[t ln+sx? k|fKt ePdf cflb hf:tf sf/0fx?n] ubf{ OGaS;df ga:g 
;Sb5g\ .

Od]n k7fpg] ljlwM Od]n k|ft h:t} k7fpg klg ;dfGog} 5 . cfkm\gf] sDKo'6/df lhd]n vf]ln;s]kl5sf] d'Vo k[i7df 
Inbox sf] dfly Compose eGg] cfOsg b]Vg'x'g] 5 . pQm cfOsgdf lylr;s] k5L tkfOsf] Od]nsf] k[i7df csf]{ 
Pp6f aS; h:tf] Od]n n]Vg] k]h v'Nb5 . hxfF New Message eGg] b]Vg ;Sg' x'G5 . To;k5L tkfOn] Recipients 
eGg] :yfgdf pQm Od]n s;nfO{ n]Vb} x'g'x'G5 p;sf] Od]n 7]ufgf 6fOk ug'{kg]{ x'G5 .-hxfF Ps eGbf al9 Od]n klg 
Ps} k6s k|of]u ug{ ;lsG5_ . To;}sf] bfFofF k6\6L CC / Bcc eGg] zAb b]Vg ;Sg'x'G5 . h;df CC eg]sf] Carbon 
Copy xf] . o;sf] dtna tkfOn] k7fpg nfu]sf] Od]nsf] hfgsf/L k|fks afx]s cGo s'g} JolQm jf kIfnfO{ hfgsf/L 
lbg'kg]{ 5 eg] CC df /fVg ;Sg'x'g]5 . o;df Od]n k|fKt ug]{n] s; s;nfO{ CC u/]sf] 5 eg]/ b]Vg ;Sb5 . xfldn] 
kqdf af]wfy{ eg]/ klg n]Vg] u/]sf 5f} . To;}u/L Bcc sf] cy{ eg]sf] Blind Carbon Copy xf] . Pp6} Od]n] Ps} 
k6s w]/} hgfnfO k7fpg' kg]{ 5 / Ps csf]{nfO{ pQm Od]n sf]s;nfO{ k7fPsf] 5 eg]/ yfxf glbO uf]Ko ?kdf ;"rgf 
jf hfgsf/L k7fpgsf] nfuL Bcc sf] k|of]u u/LG5 . h;df Od]n k7fOg] JolQmx? Ps csf{sf] Od]n 7]ufgf b]Vg 
;Sb}gg . o;sf] ;fy} k|fks x?df klg cgfjZos / c;fGble{s Reply cfpg] sfo{ /f]Sgsf] nflu of] ljlw pko'Qm 
x'G5 . ljif]; u/L uf]klgotf sfod ug{, Reply All af6 aRg, Jofj;flos ?kdf ahfl/s/0fsf] nflu ;dfrf/kqx? jf 
;'rgf k7fpg h:tf sfo{sf]n nflu o;sf] k|of]u x'g] ub{5 .
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sfo{nosf] Od]n k|of]u ubf{ Wofg lbg'kg]{ s'/fx?

•	 Od]n clkml;on cfO= l8= df x'g'k5{, 
•	  Od]n r]s ug]{ / To;sf] hjfkm s;n] lbg] xf], ;f] :ki6 x'g'k5{, 
•	  Od]n n]Vbf clkml;on efiff k|of]u ug'{k5{,
•	  Od]n n]Vg]sf] k'/f gfd kb ;Dks{ gDa/ clgjfo{ /fVg'k5{, 
•	  ;fdfGotof Od]nsf] hjfkm @$ 306fleq lbg'k5{, 
•	  Od]nsf] hjfkm n]Vg g;Sg] cj:yfdf c6f]d]l6s l/KnfO{ /fVg] / csf]{ s;nfO{ xf] ;Dks{ ug]{ p;sf] ljj/0f pNn]v ug'{k5{, 
•	  clkml;on Od]nsf] n]vfO{n] ;+:yfsf] Od]hnfO{ bzf{pFb5 . 
•	  k|To]s lbg ljxfg clkm; k'Ubf clgjfo{ Od]n r]s ug{] k|0ffnL agfpg'k5{ . 
•	 Od]n l/KnfO{ ;fdfGotof Od]n kl9;s]kl5 cfkm}+n] lg0f{o lbg ;lsg] eP t'?Gt}, :jLs[t lng'kg]{ ePdf ;f]xL adf]lhd :jLs[t lnP/ k7fpg'k5{ . 
•	 Od]ndf n]lvg] efiffdf 5f]6s/L efiff, c;fdfGo efiff, Rof6df k|of]u x'g] efiffx?sf] k|of]u ug'{ x'Fb}g . 
•	 Od]n g]kfnLdf klg n]Vg ;lsG5 . 

clkm;df Dofg]h/n] a}7s af]nfpFbf / To;sf] l/KnfO ul/Psf] Pp6f Od]nsf] pbfx/0f x]/f}+ 

Manager’s Meeting Call Email

Subject: Scheduled Team Meeting – Tomorrow at 10:00 
AM

Dear Team,
I would like to invite you all to a regular team meeting 
scheduled for tomorrow at 10:00 AM in my office. We 
will be discussing key updates, ongoing projects, and any 
important matters that require attention.
Please make sure to be on time and come prepared with 
any necessary updates from your respective areas. Let me 
know if you have any agenda items to add.
Looking forward to our discussion.

Best regards, 
[Name] 
[Manager]

Official Email Response

Subject: Confirmation of Attendance for 
Tomorrow’s Meeting

Dear [Manager’s Name],

Thank you for the meeting invitation. I confirm my 
attendance at the scheduled meeting tomorrow 
at 10:00 AM in your office. Please let me know if 
there are any specific documents or preparations 
required for the discussion.

Best regards, 
[Your Name] 

[Your Position]

Unofficial/Chat-Type Email 
Response

(This type of email should be avoided)

Subject: Re: Meeting Tomorrow

Hey [Manager’s Name],
Got it! Will be there at 10 AM. Let me know if anything 
special needs to be prepped.
Thanks, 

[Your Name]
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*= gf]6 / v'b|f k};fsf] Joj:yfkg
 
;xsf/L ;+3 ;+:yfdf ;fgf b/sf k};fx? clws dfqfdf hDdf eP/ a:g] / tTsfn Joj:yfkg ug{ g;Sg] cj:yfx? 
clws dfqfdf b]lvG5 . vf; ul/ kl/df0fdf x]bf{ /sdsf] ef}lts :j?k 7'nf] b]vLg] t/ s'n /sd eg] yf]/}g} x'g] . 
o;n] eN6sf] l;ldttf leq} /x] klg /fVg] 7fFpsf] cefjn] ubf{ cfjZos dfqfdf kof{Kt ?kdf b}lgs sfo{no ;~rfngsf] 
nflu /sd /fVg] :yfg gx'g] ;d:of b]lv/x]sf] 5 . h'g tTsfn Joj:yfkg ug{ ;d]t sl7gfO{ -a}+sn] Ps}k6s w]/} v'b|f 
/sd glnUg] ;d:of_ eO/x]sf] 5 . o;sf] Joj:yfkgsf] nflu tnsf a'bfFx? ckgfpg ;s]df s]xL xb ;Dd ;d:of 
;dffg ug{ ;lsG5M
•	 ;fdfGotof v'b|f /sd k|flKtnfO{ k|fyldstf glbg],
•	 k|fKt x'g cfPsf v'b|f /sdnfO{ e'QmfgL k'hf{sf] ;6xLdf 7'nf gf]6 ;lxt ld>0f u/L e'QmfgL lbg] . h:t} M 

?=!),))) ;Ddsf] e'QmfgLdf ?=%) / !)) b/sf gf]6 lkmtf{ ug]{, ?=!),))) eGbf a9Lsf] e'QmfgLdf !)))) xhf/ 
b/sf / afFsL !), @), %), !)) b/sf gf]6 lbg],

•	 a}+s hDdfsf] nflu k7fpFbf v'b|f /sd Ps}k6s 7'nf] ;+Vofdf gk7fO{ k6s k6s u/L 7'nf gf]6 ;Fu ldnfP/ k7fpg],
•	 ;s];Dd eN6 df}Hbftdf 7'nf] dfqfdf v'b|f g/fVg],
•	 ;b:ox?nfO ;Dej eP ;Dd /sd hDdfsf] nflu a}+s vftfsf] k|of]u ug{ k|f]T;fxg ug]{
•	 /sd cefj ePdf tTsfn cfkm' dftxtdf hfgsf/L ug]{ / clen]v /fVg] .
•	 eN6 tyf sfpG6/sf] ljdfsf] l;df eGbf a9L /sd g/fVg] .
•	 eN6sf] rfjL b'O hgf JolQmn] lng], c? s;}nfO{ pQm rflj lbg' k/]df /]s8{ /fv]/ dfq lbg] .
•	 ;Dej ePdf hDdf k|fKt x'g] /sd nfO{ ;s];Dd cgnfOg a}+lsª, r]s, df]jfOn a}+lsª h:tf dfWod af6 hDdf ug]{ .
•	 ;+:yfdf v'b|f /sdsf] l;df tf]sL l;df eGbf al9 x'g] ljlQs} a}+s tyf ljlQo ;+:yfdf Joj:yfkg ug{ k7fpg] .
•	 ;]jf s]Gb|sf] xsdf s]lGb|o sfo{no ;+u ;dGjo ul/ Joj:yfkgsf] nflu cfjZos Joj:yf ldnfpg kxn ug]{ .

gf]6sf] l8gf]ldg];g 

!))) × ! Ö !)))
%)) × ! Ö %))
!)) × ! Ö !))
%) × ! Ö %)
@) × ! Ö @)
!) × ! Ö !)

% × ! Ö %
@ × ! Ö @
! × ! Ö !
v'b|f	 Ö @
s'nM ?=!^()
-cIf/df Ps xhf/ 5 ;o gAa] dfq ._
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(= gub tyf r]s hDdf ubf{ Wofg lbg'kg]{ ljifox?
•	 ;b:o jf hDdfstf{af6 k|fKt e'QmfgL k'hf{ jf gub hDdf kmf/fddf tf]lsPsf ljj/0f el/P gel/Psf] k/LIf0f ug]{,
•	 cfkm\gf] ;+:yfn] hf/L u/]sf] e'QmfgL k'hf{ xf] eg] ;DalGwt JolQmsf] nflu hf/L u/]sf] gDa/sf] xf], xf]Og olsg ug]{,
•	 a}+ssf] r]s xf] eg] s'g a}+ssf] xf] ;f] lglZrt ug]{,
•	 r]sdf ldlt, ljj/0f, cIf/ / c+sdf /sdsf ;fy} vftfjfnfsf] x:tfIf/ eP gePsf] k/LIf0f ug]{,
•	 r]sdf s]/d]6, cf]e/ /fOl6Ë, km/s d;L eP gePsf] olsg ug]{,
•	 ;+:yfut vftfsf] r]s ePdf r]s /fO6/n] n]lvPsf] 5, 5}g x]g]{,
•	 r]s / hDdf ef}r/sf] /sd ldn]sf] olsg ug]{,
•	 gub hDdf ug]{sf] xsdf hDdf ef}r/df n]lvP adf]lhdsf] a08n ;+Vof u0fgf ug]{,
•	 gubsf] aL6 ldnfO{ u0fgf ug]{ -d]l;g jf xftn]_,
•	 gub u0fgf ub}{ hDdf ef}r/sf] gf]6 ljj/0fdf ;+s]t ug]{,
•	 n]lvPsf] ljj/0f / u0fgfdf km/s ePdf bf]x/\ofP/ u0fgf ug]{ / gub u0fgf ubf{ hDdfstf{n] b]Vg]u/L u0fgf ug]{,
•	 r]s hDdfsf] xsdf r]sdf Paid 5fk nufpg],
•	 hDdf kmf/fddf gub hDdf (Cash Deposit) 5fk nufO{ /sd pNn]v u/L x:tfIf/ ug]{,
•	 5fk nufpg], c+s n]Vg] / x:tfIf/ ug]{ ubf{ sfj{g k|of]u gug]{,

sfo{ljwL
•	 r]s -e'QmfgL k'hf{_ hf/L ubf{ ;f]sf] :ki6 clen]v tof/ ug]{,
•	 ;DalGwt vftfsf] e'QmfgLsf] nflu dfq r]s -e'QmfgL k'hf{_ ;6xLdf :jLsf/ ug]{,
•	 e'QmfgL lbg'k"j{ ;DalGwt vftfsf] afFsL /sd, Go"gtd df}Hbft lglZrt ug]{,
•	 e'QmfgL k'hf{df pNn]lvt /sd e'Qmfg ug{ k'u ck'u lglZrt ug]{, -gk'u ePdf ;b:onfO{ hfgsf/L u/fpg]_,
•	 ;km\6j]o/ dfkm{t sf/f]af/ ePsf]df Go"gtd df}Hbftsf] /sd sfod /fv]/ dfq e'QmfgL O{G6«L x'g] Joj:yf ug]{,
•	 e'QmfgL ug'{k"j{ r]sdf pNn]lvt ldlt cWoog ug]{,
•	 tLg dlxgf eGbf cufl8sf] ldlt jf ;6xL x'g] lbg eGbf kl5Nnf] ldltdf sfl6Psf] r]s -e'QmfgL k'hf{_sf] e'QmfgL glbg],
•	 r]s -e'QmfgL k'hf{_ sf] k5fl8 efudf e'QmfgL lbPsf] gubsf] ljj/0f pNn]v ug]{,
•	 gub e'QmfgL ePsf] r]s -e'QmfgL k'hf{_ ;'/lIft /fVg],
•	 r]sdf ljj/0f ebf{ n]lvPsf] d;L ;fdfGo cj:yfdf gp8g] tyf gd]l6g] kSsf dl;n] n]lvPsf] x'g kb{5 . h'g 

sfnf] dl; pko'Qm x'G5 .
•	 r]ssf] ?h' ubf{ r]s n]vLPsf] eGbf km/s d;L -/ftf] pko'Qm_ ePsf] sndn] ?h' ug]{ ug'{ kb{5 .
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!)= sd{rf/Lsf] JolQmut kmfO{n
x/]s sfof{non] cfkm\gf] ;Dk'0f{ sd{rf/Lx?sf] 5'6\6f 5'6\6} JolQmut kmfOn agfO /fVg'kb{5 . pQm sd{rf/Lsf] lgo'QmL 
x'bfsf] avtdf  cfjZos Go"gtd of]Uotfsf sfhukqx? ;dfa]; u/L sd{rf/Lsf] JolQmut kmfOn agfpg] xf] . h;df 
s]xL ljj/0fx? jflif{s ?kdf cWojflws ug'{kg]{ x'G5 eg] s'g} ljj/0fx? Psk6s lnlu;s]k5L cWofjlws ug{ cfjZos 
/xb}g .

;do cg';f/ cWofjlws ug'{kg]{ ljj/0fx?M sfo{ljj/0f, a9'jf jf ;?jfsf] kq, sfo{;Dkfbg d"NofFsg kmf/d, ljbfsf] 
:jLs[t cBfjlws clen]v, ;r]t jf sf/jflxsf] kq, yk ePsf] z}lIfs of]Uotfsf] ljj/0f, tflndsf] k|df0fkq, JolQmut 
ljj/0f, xflhl/sf] ljj/0f cflb .

cWofjlws ug'{ gkg]{ sfuhkqx?M gful/stf, Go"gtd z}lIfs of]Uotfsf] k|df0f kqx?, Kofg gDa/, ;kmt u|x0f / 
sa'lnoltgfdf, k'ln; l/kf]6{ -cfjZos k/]df cWofjlws ug]{_, cflb .

!!= ;~rfns / n]vf ;'kl/j]If0f ;ldltsf] JolQmut 
kmfO{n
sd{rf/Lx? h:t} ;xsf/L ;+3 ;+:yfdf ;~rfns ;ldlt tyf n]vf ;'kl/j]If0f ;ldltsf] klg JolQmut kmfOn lgdf{0f ul/ 
/fVg' kg]{ x'G5 . ;~rfns ;ldlt lgjf{lrt eP kZrft k|To]s ;~rfns ;ldlt tyf n]vf ;'kl/j]If0f ;ldlt ;b:ox?sf] 
JolQmut kmfOn /fVg'kg]{ x'G5 . pQm kfOndf ;ldltdf lgjf{lrt x'gsf] nflu to u/LPsf] Go"gtd of]Uotfsf sfuhkx?sf] 
5fFof k|lt, z}lIfs of]Uotfsf] k|df0fkqsf] 5fFof k|lt, tflnd tyf cg'jesf] kqsf] 5fFof k|tL, kb tyf uf]klgotfsf] 
zky u|x0fsf] kqsf] 5fFofF k|lt, pQm kbdf lgo'QmLsf] kqsf] k|ltlnkL, sfo{ljj/0f, s'g} ljif]; lhDd]jf/L k|fKt u/]sf] eP 
;f] sf] kq,Kofg gDa/, jflif{s ?kdf ul/Psf] :jd"NofFsg kmf/d, ;DklQ ljj/0f uf]Ko ?kdf /fVg],  cflb . pNn]lvt 
ljj/0fx? s]xL ;do cg';f/ cWofjlws ug'{kg]{ x'G5 eg] s]xL gkg]{ klg /x]sf x'G5g\ . pQm ljj/0fx? cfjZostf 
cg';f/ lgoldt cWofjlwu ub}{ hfg' kb{5 .
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!@= sd{rf/Lx?sf] ljbfsf] clen]v
;+3 ;+:yfdf sfd ug]{ sd{rf/Lx?n] ljleGg vfn] ljbf kfpg] Joj:yf /x]sf] 5 . h;cg';f/ s'g} ljbf ;l~rt x'G5g 
eg] s'g} ljbf ;l~rt x'b}gg . >d P]g @)&$ cg';f/ sd{rf/Lx?n] ;fKtflxs ljbf, ;fj{hlgs ljbf, ;6\6f ljbf, 3/ 
ljbf, lj/fld ljbf, k|;'lt ljbf, ljl/of ljbf ljbf kfpg] Joj:yf /x]sf] 5 . 3/ ljbf () lbg / lj/fld ljbf $% lbg 
;Dd ;l~rt ug{ ;lsg] Joj:yf /x]sf] 5 .
•	 sfo{non] k|To]s sd{rf/Lx?n] kfpg] ljbfsf] clen]v /fVg'kg]{ x'G5 .
•	 ;l~rt x'g] ljbf / gx'g] ljbfsf] clen]v k|:6?kdf a'em\g ;lsg] u/L /fVg] .
•	 ;+:yfsf] lgod cg';f/ ljbf a:g] sd{rf/Ln] ljbf l:js[t u/fO{ ljbf a:g'kg]{ x'G5 .
•	 sd{rf/Lsf] ljbfsf] clen]s p;sf] JolQmut kmfOn jf cGo s'g} tl/sfn] cWofjlws ub}{ hfg' kg]{ x'G5 .
•	 ;l~rt x'g] ljbf / lbg u0fgf u/L al9 x'g cfPsf] lbg nfO{ ;f]lx cfly{s jif{sf] cfwf/e't tfnjsf] cfwf/df lbg 

u0fgf u/L SoflnG8/ jif{sf] clGtddf e'QmfgL lbg] .
•	 ;l~rt ePsf] ljbfsf] lbg u0fgf u/L rfn' Sofn]G8/ jif{ ;Dd ;l~rt ePsf] ljbf lbg nfO{ ;f] jif{sf] pQm 

sd{rf/Lsf] cfwf/e't tnjsf] cfwf/df /sd gk'u ePdf vr{ n]v]/ ldnfg ug]{ .
•	 x/]s jif{sf] afFsL ljbf nfO{ k|dfl0ft u/fO{ clen]v /fVg] / csf]{ Sofn]G8/ jif{df c=Nof u/L u0fgf ub}{ hfg] .
•	 ;l~rt gx'g] ljbf csf]{ jif{df lng kfOg] 5}g . ljbf clwsf/ geP/ ;'ljwf xf] .

ljbf clen]vsf] kmf/dM

qm=;+= ljbfsf] lsl;d
ut jif{sf] c=Nof= 

-cf=j=_
o; jif{ yk

-cf=j=_
hDdf afFsL 

ljbf
k|dfl0ft ug]{sf] 

;xL
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!#= ;km\6j]o/ ;~rfng ljlw
klxnf] s'/f] ;km\6j]/ cflwsf/Ls u'0f:t/ / ljZj;lgo x'g' kb{5 . ;xsf/Ln] ;km\6j]/ k|of]u stf{ ;Fu ;Demf}tf gu/L 
;km\6j]/sf] k|of]u ug'{ x'b}g . ;km\6j]/sf] ljZj;lgotf hfFr ug{sf] nfuL pQm If]q ;+usf] lj1 JolQmx? dfkm{t cfO6L 
cl86 ug'{ kb{5 .
•	 j]a j];df cfwfl/t ;km6\j]/ k|of]u ug]{ . h;n] ubf{ 8f6f ;'/If0f a9L k|efjsf/L x'G5 .
•	 ;km6\j]/sf] Pp6f o'h/ af6 Ps hgf -;DalGwt_ JolQmn] dfq ;~rfng ug'{ kb{5 .
•	 ;km6\j]/sf] kf;j8{ c? ;xsdLx?nfO{ ;d]t lbg x'b}g .
•	 ;fdfGo kf;j8{ /fVg x'b}g 
•	 slDtdf dfl;s ?kdf kf;j8{ kl/jt{g ug'{ kb{5 .
•	 ;km\6j]/sf] nu Og ubf{ 6' j] cy]lG6s];gsf] Joj:yf ug]{ .
•	 ;km6\j]/ nu Og u/] kl5 s]xL ;do -slDtdf !) ldg]6_ grnfPdf c6f]d]6Ls ?kdf nucfp6 x'g] Joj:yf 

ldnfpg] .
•	 ;km\6]/df k|of]u stf{sf] tx cg';f/sf] dfq e'ldsf lbg] .
•	 sDo'6/df cfjZos PlG6efO/; /fVg] . 
•	 cfkm}n] ljleGg 8f6fx? -Jofhb/, xhgf{, ;]jf z'Ns, OlG6« u/]sf] 8f6f l8ln6_ Ol86 ug{ ldNg] ;km6\j]/sf] k|of]u 

gug]{ .
•	 pNn]vLt ljj/0fx? Ol86 ug'{kg]{ ePdf ;+:yfsf] cflwsf/Ls hfgsf/L dkm{t dfq Ol86 ug{ nufpg] .
•	 ;km6\j]/ k|bfosn] ;DalGwt ;+:yfsf] cflwsf/Ls lg0f{o ;lxtsf] 
•	 ;km6\j]/ ;~rfngsf] nfuL ;DalGwt k|f]efO8/ af6 tflnd lng'kg]{ x'G5 .
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!$= n]vf ef}r/ tof/L / clen]v Joj:yfkg ljlw
n]vf ef}r/ s'g} klg cfly{s sf/f]af/sf] lnlvt k|df0f xf] . o;n] sf/f]af/sf] ldlt, /sd, ljj/0f, / ;+nUg kIfx¿sf] 
hfgsf/L lbG5 . ;xsf/L ;+:yfdf ljQLo kf/blz{tf, pQ/bfloTj, / n]vf k|0ffnL Jojl:yt ug{ n]vf ef}r/ k|0ffnL / 
clen]v Joj:yfkg ljlw ckgfOG5 . n]vf ef}r/ tof/ ubf{ ;xsf/L ;+:yfsf] cfly{s sf/f]af/ :ki6 x'G5 / sfg'gL 
cg'udg klg ;lhnf] x'G5 . oxfF n]vf ef}r/ tof/L / clen]v Joj:yfkgsf s]xL dxQ\jk"0f{ ljlwx¿ pNn]v ul/Psf 5g\ M
n]vf ef}r/sf] tof/L

•	 n]vf ef}r/sf] 9fFrf M n]vf ef}r/sf] Pp6f lglZrt 9fFrf x'G5 . o;df ;fdfGotof sf/f]af/sf] ldlt ef}r/ gDj/, 
sf/f]jf/sf] ljj/0f, 8]lj8 / s|]l86 /sd / ;DjlGwt clwsf/Lsf] x:tfIf/ x'G5 .

•	 ljj/0f M ef}r/df sf/f]af/sf] ljj/0f :ki6 / ;6Ls ¿kdf n]Vg'k5{ . sf/f]af/ s] sf] nflu ePsf] xf], slt /sdsf] 
xf], / s'g kIf;Fu ;DalGwt 5 eGg] s'/f :ki6 x'g'k5{.

•	 cfjZos sfuhftM ef}r/;Fu ;DalGwt cfjZos sfuhftx¿, h:t} lan, /l;b, jf ;Demf}tf kqx¿ ;+nUg ug{‘k5{ .
•	 ;lx /sdM ef}r/df 8]la6 / qm]l86 /sd ;xL x'g'k5{ . s'g} klg uNtL ePdf To;nfO{ ;Rofpg'k5{ / ;DalGwt 

clwsf/Laf6 k|dfl0ft u/fpg'k5{ .
•	 clwsf/Lsf] x:tfIf/M ef}r/df ;DalGwt clwsf/Lsf] x:tfIf/ x'g'k5{ . o;n] ef}r/sf] cflwsfl/stfnfO{ k|dfl0ft 

ub{5 .

ef}r/df cfjZos ljj/0fM

•	 ef}r/ gDa/
•	 ldlt
•	 k|fKtstf{sf] gfd
•	 e'QmfgLsf] sf/0f
•	 vftfsf] ljj/0f
•	 /sd -c+s / cIf/df_
•	 ;DalGwt clwsf/Lsf] x:tfIf/
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;xsf/L ;+:yfdf n]vf clen]v Jojl:yt ug{ lgDg ljlwx¿ ckgfOG5M

!= sfuhL clen]v (Manual Record Keeping)
•	 ef}r/x¿ kmfOlnª k|0ffnLdf /flvG5 .
•	 gub, a}+s, / dxfhg vftfsf nflu x:tlnlvt vftf k':ts k|of]u ul/G5 .

@= sDKo'6/fOH8 n]vf k|0ffnL (Computerized Accounting System)
•	 Accounting Software h:tf ;km\6j]o/df 8]6f k|ljli6 ul/G5 .
•	 l8lh6n 8]6f ;'/lIft ug{ Cloud Storage -Google Drive, OneDrive_ k|of]u ul/G5 .

#= n]vf clen]vsf] ;'/Iff / hfFr (Audit & Verification)
•	 ef}r/x¿;Fu ldnfP/ clen]v hfFr ug]{ .
•	 k|To]s cfly{s jif{df cfGtl/s tyf afXo n]vfk/LIf0f -Internal & External Audit_ ug]{ .
•	 ;DalGwt lgsfo -;xsf/L ljefu, n]vf k/LIf0f lgsfo_ ;dIf ljQLo ljj/0f k]; ug]{ .
•	 sfuh tyf clen]v w'Nofpg] cfGtl/s sfo{ljlw lgdf{0f ug]{ .

$= l8lh6n k|ljlw / n]vf Joj:yfkg (Cloud–Based Accounting System)
•	 ;xsf/Lsf] 8]6f cgnfOg k|ljlwaf6 ;'/lIft /fVg ;lsG5 .
•	 QR Code / Barcode k|0ffnLaf6 n]vf Joj:yfkg ;/n agfOG5 .
•	 df]afOn Pk k|of]u
•	 ;b:ox¿n] cfkm\gf art, C0f ljj/0f df]afOnaf6 x]g{ ;S5g\.
•	 l8lh6n k]d]+6 k|0ffnL -ConnectIPS, Khalti, eSewa_ sf] PsLs/0f ug{ ;lsG5 .

clen]v Joj:yfkg
•	 ef}r/sf] btf{M tof/ ePsf ef}r/x¿nfO{ btf{ ug{‘k5{ . btf{df ef}r/ gDa/, ldlt, / sf/f]af/sf] ljj/0f pNn]v ug{‘k5{ .
•	 ef}r/sf] kmfOln+uM btf{ ePsf ef}r/x¿nfO{ ldlt cg';f/ kmfOn ug{‘k5{. o;n] cfjZos k/]sf] a]nf ef}r/x¿ vf]Hg ;lhnf] x'G5 .
•	 ef}r/sf] ;'/IffM ef}r/x¿nfO{ ;'/lIft :yfgdf /fVg'k5{. ltgLx¿nfO{ cfunfuL, kfgL, jf cGo s'g} klg Ifltaf6 hf]ufpg'k5{ .
•	 ef}r/sf] l8lh6fOh];gM ef}r/x¿nfO{ l8lh6n ¿kdf :Sofg u/]/ /fVg ;lsG5. o;n] ef}r/x¿sf] ;'/IffnfO{ a9fpg'sf ;fy} ltgLx¿nfO{ vf]Hg / k|of]u ug{ ;lhnf] agfpF5 .
•	 ef}r/sf] lgoldt hfFrM ef}r/x¿sf] lgoldt ¿kdf hfFr ug{‘k5{ . o;n] s'g} klg uNtL jf clgoldttf ePdf ;dod} kQf nufpg d2t ub{5 .
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!%= l:y/ ;DklQ Joj:yfkg / clen]v ljlw
l:y/ ;DklQ M

•	 l:y/ ;DklQ eGgfn] s'g} klg Joj;fo jf ;+:yfn] bL3{sfn;Dd k|of]u ug]{ ef}lts j:t'x¿nfO{ hgfpF5, h:t} ejg, 
hUuf, d]lzg/L, ;jf/L ;fwg, kmlg{r/ cflb .

•	 l:y/ ;DklQ eGgfn] ;xsf/L ;+:yfn] nfdf] ;do;Dd k|of]u ug{ ;Sg] ef}lts jf cd"t{ ;DklQx¿nfO{ hgfpF5, 
h:t}M

•	 ef}lts ;DklQ (Physical Assets) :  
hUuf, ejg, kmlg{r/, ;jf/L;fwg, sDKo'6/, d]l;g/L cflb .

•	 cd"t{ ;DklQ (Intangible Assets) :  
;km\6j]o/, k]6]G6, a|fG8 d"No, u'8ljn cflb .

s_ ;DklQ vl/b ug]{ k|lqmof
•	 cfjZostf d"Nof+sgM ;xsf/L ;+:yfn] cfjZos ;DklQsf] klxrfg ug{‘k5{ .
•	 ah]6 lgwf{/0fM ;DklQ vl/bsf nflu ;+:yfsf] jflif{s ah]6 cg';f/ vr{sf] of]hgf agfOG5 .
•	 7]Ssf -Tender_ jf d"No t'ngf -Quotation Comparison_M 7"nf] nufgLsf nflu k|lt:kwf{Tds b/df cfk"lt{stf{ 

5gf]6 ul/G5 .
•	 :jLs[lt k|lqmofM ;xsf/Lsf] ;~rfns ;ldlt jf Joj:yfkg ;ldlt dfkm{t clGtd lg0f{o ul/G5 .
•	 ;DklQ k|flKt / btf{M vl/b eO;s]kl5 To;nfO{ clen]vdf btf{ ul/G5 .

-v_ ;DklQ k|of]u tyf dd{t ;Def/ -Maintenance & Utilization_

!= plrt k|of]u lgb]{lzsf -Standard Operating Procedure – SOP_M ;DklQsf] ;xL k|of]usf nflu cfGtl/s 
sfo{ljlw lgdf{0f u/L sfof{Gjo ug]{ . 

@= dd{t ;Def/ tflnsfM
•	 dfl;s, q}dfl;s jf jflif{s ¿kdf ;DklQsf] dd{t ug]{,
•	 cfjZos k/]df ;]jf k|bfosx¿;Fu ;Demf}tf ug]{ .

#= aLdf -Insurance_M hf]lvd Joj:yfkgsf nflu 7"nf] d"Nosf ;DklQx¿sf] aLdf ul/G5 .
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$= ;DklQ gi6÷gjLs/0f -Asset Disposal & Renewal_M
•	 k|of]udf gcfpg] ;DklQnfO{ ;dod} k|lt:yfkg ug]{,
•	 k'gM laqmL, bfg, jf l/;fOlSnªsf] lg0f{o ul/g] .

%= d"Nox|f; M
•	 l:y/ ;DklQx¿sf] ;do;Fu} d"No 36\b} hfG5, o;nfO{ d"Nox|f; elgG5,
•	 d"Nox|f; u0fgf ug{sf] nflu ljleGg ljlwx¿ 5g\, h:t} ;/n /]vf ljlw, 36\bf] z]if ljlw cflb,
•	 d"Nox|f;sf] clen]v /fVbf ;DklQsf] s/ k|of]hgsf] nflu dxQ\jk"0f{ x'G5 .

l:y/ ;DktL clen]v ljlw (Fixed Asset  Record keeping methods)
;xsf/L ;+:yfdf cfkm\gf] l:y/ ;DktL clen]lvs/0f ug{ ;lsG5 M 
s_	 ;DktL btf{ k|0ffnL M ;DktL btf{ ubf{ tkl;nsf ljj/0fx? /fVg' kb{5 M 

!= ;DktLsf] gfd / sf]8 gDj/
@= vl/b ldlt 
#= vl/b ul/Psf] sDkgLsf] gfd jf cfk"lt{ stf{sf] ljj/0f
$= vl/b /sd
%= ;DktLsf] k|of]u stf{ 
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!^= sfuh tyf clen]vsf] ;'/Iff / w'Nofpg] ljlw

;+:yf ;~rfngsf] qmddf kfngf ug'{kg]{ P]g, lgod, ljlgod, gLlt, lgb]{lzsf / lg0f{ox?af6 pTkGg sfuhft tyf cGo 
rn crn ;Dklt / vl/b ljlqm;+u ;DalGwt ;a} sfuhftx?nfO{ ;w}+ ;'/lIft /flv/xg :yfg cefj dfq geO{ c;Dej 
/ cJojxfl/s ;d]t x'g] ePsfn] sfuhsf] cfjZostf / uDeL/tfnfO{ dWogh/ /fVb} ljleGg ;d"xdf juL{s/0f u/L sd 
dxTjsf sfuhftx?nfO{ tTsfn gi6 ug]{ / bL3{sfnLg dxTjsf sfuhnfO{ lglZrt ;dokl5 jf slxNo} gi6 gx'g] u/L 
;'/lIft /fVg'kg]{ x'G5 . 

s_ clen]vsf k|sf/
!= Hofb} dxTjk"0f{ clen]v
;xsf/L P]g, lgodfjnL, ljlgod, gLlt–lgb]{lzsf / sfo{ljlw, ;+:yf btf{sf] k|df0f kq, :yfoL n]vf gDa/ (PAN) sf] 
k|df0f kq, ;+:yfsf] hUufwgL k'hf{, ejg lgdf{0fsf] cg'dlt kq, 5ftf ;ª\3 ;+:yfsf] ;b:otf jf z]o/ k|df0f kq, 
;fwf/0f ;ef, ;~rfns ;ldlt, n]vf ;'kl/j]If0f ;ldlt tyf pk;ldltx?sf lg0f{o k'l:tsf / ljleGg ;ª\3 ;+:yf;+u 
ul/Psf ;Demf}tfkqx? / jflif{s k|ltj]bg Hofb} dxTjk"0f{ clen]v cGtu{t kb{5g .

@= dxTjk"0f{ clen]v
;+:yfåf/f hf/L ul/Psf z]o/ k|df0f kqsf] cw{s§L jf cf];L, ;b:otf kmf/d, b:tvt gd"gf sf8{, C0f ;DaGwL ;a} 
sfuhkqx?, art ;DaGwL sfuhkqx?, n]vfkl/If0f k|ltj]bg, sd{Rff/L xflh/L ljj/0f, s/r'Qmf k|df0f kq, ;xsf/L 
;'/Iff of]hgf / ladf ;DaGwL sfuhkqx?, ;+:yfsf ;DklQ, bfloTj, cfDbfgL / vr{ ;DaGwL vftfx?, b}lgs gub hDdf 
k'hf{, e'QmfgL k'hf{, a}+s hDdf / vr{sf ;"rgf / o:t} k|sf/sf cfDbfgL tyf vr{ ;DaGwL ef}r/ / ef}r/;+u ;DalGwt 
sfuhftx? tyf af]nkq jf 7]Ssf k§f;DaGwL sfuhkqx?, sd{rf/Lsf] lg0f{o k'l:tsf, ;~rfns ;ldltsf kbflwsf/L 
/ sd{rf/Lx?sf] JolQmut kmfO{n dxTjk"0f{ clen]v cGtu{t kb{5g .

#= pkof]uL clen]v
;+:yfn] ;/sf/L jf u}/ ;/sf/L ;ª\3;+:yf / Joj:yfkgnfO{ k7fPsf lr7L kq, ;jf/L nsa's, h]g]/]6/ nsa's 
/ lgb]{lzsf, ljleGg ljifout pk;ldltn] k|:t't u/]sf k|ltj]bgx?, cg'udg k|ltj]bg, ;b:o tyf cfuGt's ;'emfj 
k]l6sf, Joj:yfkgn] k|:t't u/]sf k|ltj]bgx?, ;Ddfg k'/:sf/ ;DaGwL ljj/0fx?, ljleGg tflnd uf]i7Lsf ljj/0fx? 
cltly :jfut ;DaGwL ljj/0fx?, ;+:yfåf/f cfof]hgf ul/g] u}/ ljQLo ;]jf ;DaGwL ;"rgf tyf cGo ljj/0fx?, cGo 
;ª3;+:yfaf6 k|fKt lr7Lx? pkof]uL clen]v cGtu{t kb{5g .
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$= cgfjZos clen]v
;+:yfnfO{ k|fKt / ;+:yfn] k7fPsf lgdGq0ff kq, s'g} sfo{qmd 
;DaGwLsf ;"rgf, lj1fkg cflb cgfjZos clen]vdf kb{5g .

v_ clen]vsf] ;'/Iff ljlw  M 
!= ef}lts ;'/Iff M 

•	 clen]vx?nfO{ ;'/lIft / ;'Vvf 7fFpdf /fVg' kb{5,
•	 3fd, kfgL / w'nf] / cGo IftLaf6b hf]ufpg' kb{5,
•	 clen]v /flvg] sf]7fdf cfuf] lgefpg] oGq /fVg' kb{5,
•	 cUgL lgoGqs b/fhdf /fVg' kb{5 . 

@= /f;folgs ;'/Iff M 

•	 clen]vx?nfO{ Pl;l8s sfuhaf6 hf]ufpg' kb{5,
•	 ;kmf / ;'Vvf /fVg' kb{5 .

#= l8lh6n ;'/IffM 

•	 clen]vx?sf] l8lh6n k|ltlnlk agfpg' kb{5,
•	 clen]v k|ltlnlkx?nfO{ kf;j8{4f/f ;'/lIft ug'{ kb{5 .
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!&= clu|d s/ s6\6L / s/ e'QmfgL ;DalGw ljlw
clu|d s/ s6\6L eg]sf] cfo cfh{g ug]{ JolQmn] cfosf] e'QmfgL ubf{ s/sf] s]xL c+z s6\6L u/L ;/sf/nfO[ a'emfpg] 
k|s[of g} clu|d s/ s6\6L xf] . 

clu|d s/ s6\6L ;|f]tx? M 

•	 tna
•	 Jofh
•	 nfef+z
•	 ef8f
•	 ;]jf z'Ns
•	 pkxf/
•	 k'/:sf/
•	 aLdf sdL;g
•	 7]Ssf k6\6f

clu|d s/ s6\6L s;n] u5{ M clu|d s/ s6\6L e'QmfgL ug]{ JolQm jf ;+:yfn] ub{5 .
s/ e'QmfgL dfWod M 

•	 cgnfOg
•	 a}+s dfkm{t
•	 cfGtl/s /fh:j ljefusf] sfof{no
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!*= %P; sfof{no k|0ffnL
)–;'wf/ ug'{kg]{, $–;jf]{Ts[i6

5S ;"rs 
g+

Joj:yfkg If]q :tl/otf
c+s

) ! @ # $

SE
R

I -
 S

O
R

T

1 clkm; 6]jn clkm;sf] 6]an sfd ;dfKt eP kl5 ;kmf / vfnL x'g' kb{5 .  

2 6]jnsf] 3/f{ clkm;sf] 6]ansf] 3/f{ ;kmf x'g' kb{5 . ePsf ;fdfu|Lx? /fd|f] ;+u Jojl:yt ul/ 
ldnfP/ /flvPsf] x'g' kb{5 . s'g} klg sfuhft v'Nnf g/flvPsf] kmfondf Joal:yt 
ul/Psf] ;'lglZrt ul/g' kb{5.

3 sfo{ sIf clkm;df sfo{ sIf ;kmf /fVg' kb{5 . sfo{ sIfdf 5l/Psf ;fdfu|Lx? x'g' x'+b}g . 
cgfj:o kmfon tyf cf}hf/x? 5/k:6 x'g' x'b}g . sfo{ sIfsf] leQfdf s'g} klg 
sfuhx? 6fF;Lg' x'+b}g .

4 kmfOnLª Sofljg]6 
Joj:yfkg

clkm;sf] kmfOn Joj:yfkg Sof6fnu cg';f/ ;a} kmfOnx? Joj:yfkg ul/Psf] x'g' 
kb{5 . kmfOlnª Sofljg]6df s'g} klg cgfj:os kmfOnx? /flvPsf] x'g' x'+b}g / 
cfj:os kmfOnx? kmfOlnª Sofljg]6 aflx/ s'g} klg /flvPsf] x'g' x'+b}g .

5 kmfOnsf] cj:yf clkm;sf] ;a} kmfOnx? b}lgs cfwf/df sfd ;dfKt x'+bf s} avt cfj:os 
sfuhftx? /flv k"0f{ ul/Psf] x'g' kb{5 . kmfOn leqsf ;a} sfuhftx? k"0f ?kdf 
el/Psf] / k|dfl0ft ePsf] x'g' kb{5 . ;a} sfuhftx? kmfOndf afFlwPsf] x''g' kb{5. 

6 vfgf / vfhf clkm;df vfgf / vfhf vfg] :yfg cnUu} x'g' kb{5 . sfo{ sIf / 6]jndf lrof / 
kfgL afx]s cGo vfg] s'/f vfg lgz]w x'g' kb{5 . 

SE
IT

O
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R

D
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1 laB'lto cf}hf/ / 
laB't h8fg

cfkm' clkm;df gx'+bf laB'lto cf}hf/df hf]l8Psf] tf/ 5'6fOPsf] jf laB't ckm ePsf] 
x'g' kbb{5 .  

2 jlQ tyf jftfg's'ng 
cf}hf/x?

jlQ tyf jftfg's'ng cf}hf/x? sfo{ sIfdf gx'+bf / clkm; aGb u/]/ hfFbf clgjfo{ 
aGb ul/Psf] x'g' kb{5 .

3 sDKo"6/ kmfOlnª 
k|0ffnL

sDKo"6/ leq kmfOn lglb{i6 k|0fflndf cfwfl/t eP/ Joj:yfkg ul/Psf] x'g' kb{5 . 
;a} kmfOnx? # ldg]6 leq ;lhn} kfpg ;lsg] ul/ ldnfP/ /flvPsf] x'g' kb{5 . 
n]vf tyf lg0f{osf kmfOnx?sf] b}lgs tyf cGox?sf] ;fKtflxs Jofs ck clgjfo{ 
/fVg' kb{5 .

4 sfuhftsf] 
kmfOlnª k4lt

lglb{i6 k|0fflndf cfwfl/t eP/ Joj:yfkg ul/Psf] x'g' kb{5 . ;a} kmfOnx? # ldg]6 
leq ;lhn} kfpg ;lsg] ul/ ldnfP/ /flvPsf] x'g' kb{5 . 

5 sfof{no leqsf] 
v'Nnf If]q tyf 
cGo Joj:yfkg

sfof{no leqsf] v'Nnf If]q tyf lrof vfhf vfg] If]q ;kmf x'g' kb{5 .lrof kl5 
;a} sk tyf efF8fx? ;xL :yfgdf Joj:yfkg ePsf] x'g' kb{5 . lrof sk tyf cGo 
;fdfu|Lx? sfo{sIfdf gePsf] ;'lglZrt ul/g' kb{5 . cfkm'n] k|of]u u/]sf] ;fdfu|Lx? 
cfkm} ;kmf ug'{ kb{5 .

6 k':ts tyf 
cWofog ;fdfu|x?

k':ts tyf cWofog ;fdfu|Lx? cWofog ;fdfu|Lx? k|of]u kl5 clgjfo{ ?kdf lkmtf{ 
ul/Psf] / sfo{ sIfdf g/flvPsf] x'g' kb{5 .
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5S ;"rs 
g+

Joj:yfkg If]q :tl/otf
c+s

0 1 2 3 4

7 k':tsfno tyf cWofog If]q 
Joj:yfkg

lglZrt dfkb08df ldnfP/ /flvPsf] cWofog ;fdfu|x? x'g' kb{5 .

8 h'Qf /fVg] b/fh sfof{nodf h'Qf /fVg] cnUu} b/fhsf] Joj:yf ePsf] x'g' kb{5 . clkm; leq k|of]usf] cnUu} h'Qfsf] Joj:yf ePsf] x'g' kb{5 .

9 sfof{no ;fdfu|Lx? cfGtl/s ?kddf k|of]u x'g] sfo{no ;fdfu|Lx? clkm; If]q eGbf aflx/ n}hfg' x'+b}g . sfo{ sIfdf g} k|of]u ul/g' kb{5 . 

SE
IS

O
 - 

SH
IN

E

1 clkm; kmf]g clkm; kmf]g ;kmf :ki6 ;'lgg] / uGw gcfpg] x'g' kb{5

2 clkm; sDKo"6/ clkm; sDKo"6/ ;kmf, 3'nf] / uGw gcfpg] x'g' kb{5 . clgjfo{ ?kdf rn]sf] cj:yfdf x'g' kb{5 .

3 sfo{ sIf tyf Kof;]hx? ;kmf, gsf]l/Psf] tyf ;fdfgx? 5/ki6 gePsf] x'g' kb{5 . Kof;]hx? sDtLdf Ps 3G6fdf Ps k6s ;kmf ul/Psf] x'g'' kb{5 .

4 zf}rfno ;kmf x'g' kb{5, k|of]u ul/ ;s] kl5 clgjfo{ ;kmf ul/Psf] x'g' kb{5 . xft w'g] ;fa'g clgjfo{ Joj:yf ePsf] x'g' kb{5 . e'O clgjfo{ 
;'Vvf x'g' kb{5 . zf}rfnodf k|of]u ePsf ;fdfu|Lx? ;kmf x'g' kb{5 . zf}rfno uGw gcfpg] x'g' kb{5 . 

5 clkm; o"lgkm{d  ;a} sd{rf/x? kl/eflift o"lgkmd{df x'g} kb{5 . ;a}sf kl/ro kq clgjfo{ x'g' kb{5 .

6 clkm; o"lgkm{dsf] k|of]u clkm; o"lgkm{d ;kmf, uGw gcfpg] tyf gv'lDrPsf] x'g' kb{5 .

7 sd{rf/Lx?sf] :j k|:t'tL sd{rf/Lx?sf] cfrf/ ;+lxtf kfng u/]sf] x'g' kb{5. skfn, bf/L, u/uxgf ;fdfGo cj:yfdf Joj:yfkg ePsf] x'g' kb{5 .

8 clkml;on k|LG6 cTofj:os sfuhft dfq k|LG6 ePsf] x'g' kb{5 .

9 ;kmf /xg] afgL clkm; ;kmf /fVg' ;a} sfd a/fa/ lhDd]jf/L xf] . clkm; ;kmf /fVg] afgLsf] ljsf; ug'{ kb5{ . 
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E 1 cfrf/ ;+lxtfsf] Joj:yfkg ;/ ;kmfOsf ;a} lgodx? k9fOPsf] / k|of]u ul/Psf] x'g' kb{5 .

2 ;/ ;kmfO Joj:yfkg ;/ ;kmfOnfO{ Joj:yfkg ;+:sf/ agfOg' kb{5 / ;+3} k|of]u ePsf] x'g' kb{5 .

3 dfl;s kl/If0f dfl;s ?kdf clgjfo{ kl/If0f ul/ k|ltj]bg tof/ ul/Psf] x'g' kb{5 .

4 sfo{ ljj/0f Ps hgfnfO{ ;/ ;kmfO{ lgl/Ifs tf]Sg' kb{5 . lgl/Ifssf] lgb]{zg ;a}n] dfGg' kb{5

SH
IT

SU
KE

 –
   

SU
ST
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N

1  ;w} clkm; ;w} ;kmf x'g' kb{5.

2  ;a}]n] clkm; ;a}sf] xf] . ;a}n] ;kmf ug'{ kb{5 .

3 :j :km't{ ;/ ;kmfO :j :k'mt{ ?kdf ;DkGg x'g' kb{5 

4 ljsf;sf] zt{ sfo{ ;Dkfbgdf !) c+s sd ug'{ kb{5 . 

s'n k|fKt c+sM ============= 			   s'n k|fKt c+snfO{ !!@ n] efu u/L k|ltzt lgsfNg'xf];\ M ================

sfof{nosf] gfdM ====================================================================================================================================================================


