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DJC2B - BUSINESS COMMUNICATION AND OFFICE METHODS 

 

Unit I  

Nature and importance of business communication – types – media – radio – T.V., 

- modern e-communication – essentials – forms and structure – style and art of 

business writing  

 

Unit II  

Application – interview – testimonials – appointment – enquires and replies – 

orders and executions – credit and status enquires – claims and adjustments – 

collection letters – circular letters  

 

Unit III  

Banking, insurance, agency, export and import correspondence – company 

secretary‟s correspondence – correspondence with government  

Unit IV  

Organisation of a modern office – office – meaning – functions – importance – 

management of organisation – office systems and routines – office machines and 

equipments – selection of equipments  

Unit V  

Mail and correspondence – organisation of mailing department – making and 

maintenance of records – filing methods – essentials of a good filing system – 

indexing – types of indexing 
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    tzpf jfty; njhlh;G   

fw;wy; Nehf;fq;fs; 
 

,e;j mj;jpahaj;ijg; gbj;j gpd;dh; ePq;fs; fPo;f;fz;ltw;iwg; Ghpe;J nfhs;tPh;fs;. 
1. nghUs ; 

2. jfty; njhlHgpd; tiutpyf;fzk; 

3. jfty; njhlHgpd; jd;ikfs; (rpwg;gpay;Gfs;) 

4. jfty; njhlHG eilKiwapd; $Wfs; 

5. jfty; njhlHgpd; ed;ikfs; (Kf;fpaj;Jtk;) 

6. jfty; njhlHgpd; tiffs; 

7. jfty; njhlh;G rhjdq;fs ; (Communication Media) 

8. etPd jfty; njhlh;G rhjdq;fs; (Modern forms of communication) 

 

nghUs; 

jfty; njhlHG vd nghUs;gLk; “Communication” vd;w Mq;fpyr; nrhy; 

“Communis” vd;w yj;jPd; nrhy;ypypUe;J te;jjhFk;. ,jw;F “nghJthdJ” vd;W 

nghUs;. vdNt jfty; njhlHG vd;gJ nghJthf cz;ikfs;> vz;zq;fs; kw;Wk; 

fUj;Jf;fisg; gupkhwpf; nfhs;Sk; eilKiwahFk;. xU egH nra;jpfis kw;nwhU 

eguplk; njuptpf;Fk; NghJ jfty; njhlHG eilngWfpwJ. 

 

 nra;jpia mDg;Ggtiu “mDg;GeH” (Sender) my;yJ jfty; mDg;GeH vd;Wk;> 

nra;jpiag; ngWgtiu> “ngWeH” (Receiver) my;yJ “jfty; ngWeH” vd;Wk; 

miof;fg;gLfpd;wdH. njuptpf;ff; $ba jfty; “nra;jp” vd;wiof;fg;gLfpwJ. 

njuptpf;Fk; Kiw “mDg;Gjy;” (transmission) vdg;gLk;. nra;jpiag; ngWgtupd; gpujp 

gypg;G “gjpy; nra;jpahFk;”.(Response) 
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jfty; njhlHgpd; tiutpyf;fzk; 

 fPNo nfhLf;fg;gl;lit jfty; njhlHgpd; Kf;fpakhd tiutpyf;fzq;fshFk;. 

 i`Nkd; mtHfspd; $w;Wg;gb> “xU eguplkpUe;J jftiy kw;nwhU egUf;F 

mDg;GtJk;> kw;Wk; Gupe;J nfhs;sr; nra;Ak; eilKiwahFk;.” 

 “jfty; njhlHG vd;gJ ,uz;L my;yJ mjw;F Nkw;gl;l egHfspilNa Vw;gLk; 

cz;ikfs;> vz;zq;fs;> fUj;Jf;fs; my;yJ czHT gupkhw;wkhFk;.” - ePa+Nkd; kw;Wk; 

Rk;kH. 

jfty; njhlHgpd; jd;ikfs; :- rpwg;gpay;Gfs; 

jfty; njhlHgpd; jd;ikfs; gpd;tUkhW 

1. ,Utop njhlHG Kiw 

 Fiwe;jsT ,U egHfspUe;jhy; kl;LNk jfty; gupkhw;wk; eilngw KbAk;. xU 

egH nra;jpiaj; njuptpf;fpwhH> kw;nwhUtH mijg; ngWfpwhH. nra;jpiag; ngWgtH xU 

jdpeguhf ,Uf;f Ntz;ba mtrpakpy;iy. jftiy xNu Neuj;jpy; xU FOtpw;Fk; 

njuptpf;fyhk;. 

(v.L) xU MrpupaH tFg;giwapy; khztHfSf;Fg; ghlk; fw;gpj;jy;. 

2. nra;;jp Gupe;J nfhs;sf;$ba nkhopapy; ,Uj;jy; 

 nra;jpj; njhlHgpd; ntw;wp> mijg; ngWgtH nra;jpiag; Gupe;J nfhs;tjpy; 

mlq;fpAs;sJ. ,jw;F nra;jpia mDg;GgtH> nra;jpiag; ngWgtH Gupe;J nfhs;sf; 

$ba nkhopapy; njuptpf;f Ntz;Lk;. 

 (v.L) xU nra;jpiaj; njuptpg;gtH> nra;jpiaj; njuptpf;Fk; NghJ Mq;fpy nkhop 

njupahj xU eguplk; jdJ fUj;Jf;fis Mq;fpyj;jpy; njuptpj;jhy;> jfty; njhlHG 

Njhy;tpapy; KbTWk;. 

3. vz;zq;fspy; xUikg;ghL 

 nra;jpia mDg;GgtH vt;thW nra;jpia mDg;gpdhNuh mNjNghy; mJ Gupe;J 

nfhs;sg;gl Ntz;Lk;. ,jw;F fUj;J xUikg;ghL Njit. 

4. nra;jp xU nghUisf; ( substance ) nfhz;bUj;jy;. 

 nra;jp xU nghUisf; nfhz;bUe;jhy; jhd; mijg; ngWgtH> $wg;gLk; 

nra;jpapy; MHtk; fhl;LthH. mjhtJ> nra;jpia mDg;GgtuplkpUe;J tUk; 

nra;jpahdJ> ngWgtUf;F gaDilajhf ,Uf;f Ntz;Lk;. 
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 (v.L) tzpftpay; gapYk; xU khztdplk; jhtutpay; ngaHfis tpsf;fpf; 

$wpdhy;> mtd; mjpy; MHtk; fhl;lkhl;lhd;. 

5. rkpf;iQfs; %yk; jfty; njhlHG nfhs;sy; 

 jfty; njhlHG ntWk; vOj;J kw;Wk; tha;r;nrhy; %ykhd njhlHG kl;Lky;yhJ> 

rpy rkpf;iQfs; my;yJ iriffs; %yKk; xUtupd; tpUg;gj;ijj; njupag;gLj;jyhk; 

(my;yJ) gpur;ridfisg; Gupe;J nfhs;sr; nra;ayhk;. jfty;fs;> jiy> fz; kw;Wk; 

cjLfs; mirj;jy; %yKk; mDg;gg;glyhk;. 

6. jfty; njhlHG vy;yh ,lq;fspYk; CLUTjy; 

 jfty; njhlHG vy;yh ,lq;fspYk; epiwe;Js;sJ. ( Omni - Present ) ,J 

Nkyhz;ikapd; vy;yh epiyfspYk; fhzg;gLfpd;wJ. Nky;epiy Nkyhz;ik> ,ilepiy 

Nkyhz;ikf;Fr; nra;jpfisj; njuptpf;fpd;wdH. mNjNghy; ,ilepiy Nkyhz;ik> 

fz;fhzpg;ghsuplk; jfty;fisj; njuptpf;fpd;wdH. jfty; njhlHgpd; Xl;lkhdJ vy;yh 

epiyfSf;Fk; nry;fpwJ. 

7. jfty; njhlHG xU njhlHr;rpahd eilKiw 

 vy;yhg; gzpaplq;fspYk; rpyH jfty;fisj; njuptpg;gJk;> jfty;fisg; 

ngWtJk; vg;nghOJk; eilngwf; $bajhFk;. gzpGupAk; gzpahsHfspilNa nra;jpg; 

gupkhw;wkhdJ njhlHe;J eilngw;Wf; nfhz;Nl ,Uf;Fk;. 

jfty; njhlHG eilKiwapd; $Wfs; 

jfty; njhlHG eilKiw fPo;f;fz;ltw;iw cs;slf;fpaJ. 

1. mDg;GgtH 

 nra;jpia mDg;Ggtiu mDg;GgtH (m) %yk; vd;Wk; $wyhk;. ,tNu 

kw;wtHfSf;Fj; njuptpf;f Ntz;ba nra;jpia cUthf;FfpwhH. ,tNu jfty; njhlHGl 

eltbf;ifiaj; Jtf;FfpwhH. ,tH vOJgtuhfNth> NgRgtuhfNth> ebg;gtuhfNth 

,Uf;fyhk;. 

2. nra;jp 

 nra;jp vd;gJ jfty; njhlHgpd; mq;fkhFk;. ,J cz;ikfs;> vz;zq;fs; 

kw;Wk; czHTfis mlf;fpaJ. ,J mDg;Ggtupd; kdjpy; vOfpwJ. 

3. vd;Nfhbq; (cl;GFj;jy;) vz;zj;ij nra;jpahf khw;Wjy; 

 ,J nra;jpia thHj;ijahfTk;> glq;fshfTk;> FwpaPLfshfTk;> 

FOf;FwpfshfTk; khw;WtNjahFk;. 
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4. top 

 nra;jp mDg;GgtuplkpUe;J nra;jp ngWgtiu te;J milAk; top MFk;. ,t;top 

KiwrhHe;jjhfTk; Kiw rhuhjjhfTk; ,Uf;fyhk;. mDg;GgtH vOj;J%ykhd (m) 

tha;r;nrhy; %ykhd Kiwiag; gad;gLj;jyhk;. ,t;top nra;jpfisg; gupkhw;wk; 

nra;tjw;Fk; gad;gLj;jyhk;. 

5. ngWgtH 

 nra;jpia vtH ngWfpwhNuh mtiuNa nra;jpiag; ngWgtH vd;W $wyhk;. ,tH 

xU thrfuhfNth> Nfl;gtuhfNth> cw;W Nehf;FgtuhfNth ,Uf;fyhk;. vdNt ngWgtH 

nra;jpahsp (nra;jp ngWgtH) vdg;glyhk;. 

6. ntspg;gLj;jy; 

 nra;jpiag; ngw;wtH mr;nra;jpapypUe;J nghUis vLj;J mij glkhfNth> 

FwpaPlhfNth> rkpf;iQahfNth khw;Wtij bNfhbq; vdyhk;. 

7. kW nra;jp gjpy; nra;jp 

 ,J ngWgtuplkpUe;J tuf;$ba gjpy; (m) kWnkhopahFk;. ,J nra;jp 

mDg;Ggtiu Nehf;fp mDg;gg;gLfpwJ. nra;jpiag; ngWgtH kWnkhop 

mDg;GthNuahdhy; mj;Jld; nra;jpj; njhlHG eilKiw KbtilfpwJ. 

jfty; njhlHgpd; ed;ikfs; : Kf;fpaj;Jtk; 

jfty; njhlHgpd; ed;ikfs; gpd;tUkhW 

1. jpl;lkpLjYf;F cjTfpwJ 

 epWtdj;jpd; rpwe;j jpl;lkpLjYf;F jfty; njhlHG cjTfpwJ. gzpahsHfs;> 

thbf;ifahsHfs; kw;Wk; ruf;fspg;Nghupd; fUj;Jf;fs;> MNyhridfs; ngwg;gl;L> 

epWtdj;jpl;lkpLjypy; gad;gLj;jg;gLfpwJ. 

2. KbntLj;jYf;F Kf;fpaj;Jtk; tha;e;jJ 

 KbntLj;jYf;Fj; Njitahd jfty;fs; Kiwahd jfty; njhlHG %yk; 

fpilf;fpwJ. (v.fh) ruf;fpUg;G kw;Wk; re;ijapy; nghUl;fSf;fhd Njit gw;wpa 

tptuq;fs; re;ijapLjy; JiwapypUe;J ngw;W> cw;gj;jpf;fhd KbTfs; vLf;fg;gLk;. 

3. mjpfhu xg;gilj;jYf;F cjTfpwJ 

 caH mjpfhupfs; jdJ Jizg; gzpahsHfSf;F Ntiyfis xJf;fPL nra;J 

mij epiwNtw;wj; Njitahd mjpfhuk; toq;f Ntz;Lk;. Kiwahd jfty; 

njhlHgpy;yhky; mjpfhuj;ij xg;gilf;f ,ayhJ. 



6 

 

4. jiyikia tsHf;fpwJ 

 jiytuhf ,Uf;fpd;w NkyhsH Jizg;gzpahsiu rpwe;j jfty; njhlHG %yk; 

rpwg;ghf top elj;j KbAk;. Jizg; gzpahsHfSf;F gzprhHe;j gpur;ridfs; vOk; 

NghJ caH mjpfhupapd; cjtpia ehl Ntz;bAs;sJ. ,jw;F jfty; njhlHG 

rpwg;ghdjhf ,Uf;f Ntz;Lk;. NkyhsH rpy thHj;ijfNs NgRgtuhf ,Ug;ghNuahdhy; 

mtH Jizg; gzpahsUf;F cjt ,ayhJ. 

5. Cf;Ftpj;jYf;F cjTfpwJ 

 Jizg; gzpahsHfsplkpUe;J gzpfis nra;J thq;Ftjw;F> gzpfis xJf;fPL 

nra;J mij epiwNtw;w mjpfhuk; xg;gilj;jhy; kl;Lk; NghjhJ. mtHfs; mijj; 

jpwk;gl Mw;w njhlHe;J> epiyahf Cf;Ftpf;fg;gl Ntz;Lk;. Jizg; gzpahsHfs; 

rpwg;ghd Kiwapy; gzpiar; nra;J Kbf;f Cf;Ftpf;f Ntz;baJ xU Nkyhsupd; 

flikahFk;. ,tw;iw rpwe;j jfty; njhlHgpd; %yk; epiwNtw;wyhk;. 

6. xUq;fpizg;ig Vw;gLj;JfpwJ 

 gy;NtWgl;l jdpegHfs;> kw;Wk; gy Jiwfspd; nray;ghLfs; khWgl;lhYk;> 

mitfs; midj;Jk; epWtdj;jpd; Nehf;fq;fis miltijNa Fwpf;Nfhshff; nfhz;L 

topelj;jg;gl Ntz;Lk;. vdNt epWtdr; nray;ghLfs; midj;Jk; xd;Nwhnlhd;W 

njhlHGilajhf ,Uf;f Ntz;Lk;. ,j;njhlHG xUq;fpizj;jy; %yk; Vw;gLfpwJ> 

xj;Jiog;gpy;yhky; xUq;fpizf;f ,ayhJ. xUq;fpizj;jy; kw;Wk; xj;Jiog;igg; 

ngWtjw;F gy;NtW egHfs; kw;Wk; JiwfsplkpUe;J rpwe;j jfty; njhlHG mtrpak;. 

7. gzpapy; jpUg;jp mspf;fpwJ 

 Jizg; gzpfs; jq;fSila Nkyjpfhupfshy; rupahd Kiwapy; 

topelj;jg;gl;lhy;> mtHfSf;Fj; Njitahd Neuq;fspy;> Nkyjpfhupfisj; njhlHG 

nfhs;syhk;. NkYk;> mtHfSila gzpfisr; nra;tjw;Fj; Njitahd mjpfhuKk;> 

jd;Dila rf gzpahsUld; jd; vz;zq;fis Rje;jpukhf gfpHe;J nfhs;sTk; 

epWtdj;jpy; Kiwahd jfty; njhlHG Kiw mtrpakhfpwJ. mk;khjpupahd 

gzpahsUf;F gzpapy; mjpfg;gbahd gzpjpUg;jp Vw;gLfpwJ. 

8. fhyj;ijAk; Kaw;rpiaAk; Nrkpf;f cjTfpwJ 

 Mw;wy; tha;e;j nra;jpj; njhlHG Kiw fhyj;ijAk;> ciog;igAk; Nrkpf;f 

cjTfpwJ. (v.L) epWtd nghJ NkyhsH KbTfis midj;Jg; gzpahsHfSf;Fk;> 

Rw;wwpf;if mDg;Gtjd; %yKk;> jfty; gyifapy; ntspapLtjd; %yKk; tpiutpy; 

mwptpf;f KbAk;. 
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9. nghJkf;fs; njhlHGf;F cjTfpwJ 

xt;nthU epWtdKk;> nghJ kf;fSld; njhlHG nfhz;L> mtHfSld; R%fkhd 

cwitg; Ngz Ntz;Lk;. xt;nthU ehSk; epWtdj;jpw;F gy egHfs; tUif 

jUfpwhHfs;. mtHfspy; thbf;ifahsH> fldPe;NjhH gq;FeHfs;> kw;Wk; muR mjpfhupfs; 

mlq;FtH. nghJ kf;fs; njhlHG mjpfhup mtHfis Kiwahf tuNtw;W mtHfspd; 

Njitfisg; g+Hj;jp nra;a Ntz;Lk;. ,e;eltbf;iffspy; vy;yhk; jfty; njhlHG 

Kf;fpa gq;F tfpf;fpwJ. 

jfty; njhlHgpd; tiffs;                                           

jfty; njhlHgpd; tiffs; gpd;tUkhW 

1. cwTfspd; mbg;gilapy; 

i. Kiwahd jfty; njhlHG 

ii. Kiwrhuh jfty; njhlHG 

2. jfty; njhlHG Xl;lj;jpd; mbg;gilapy; 

i. Nky; Nehf;fp 

ii. fPo; Nehf;fp 

3. ifahSk; Kiwfs; mbg;gilapy; 

i. tha;nkhop 

ii. vOj;J %yk; 

iii. rkpf;iQ %yk; 

1. cwTfs; mbg;gilapy; 

m) Kiwahd jfty; njhlHG (Formal communication) 

 Kiwahd jfty; njhlHG mikg;gpd; Kiwahd fl;likg;gpd; tpisthFk;. ,J 

mjpfhug; go;piyfisg; gpd;gw;wp tUfpwJ. nfhs;iffs;> ifNaL> Mizfs;> 

Rw;wwpf;if> mwptpg;G Nghd;wit Kiwahd jfty; njhlHGf;Ff;F vLj;Jf; 

fhl;LfshFk;. rpy Rw;wwpf;iffs; Jiw NkyhsUf;F kl;Lk; mDg;gg;gLfpwJ. mNj 

rkak; rpy jfty;fs; epWtdj;jpd; midj;Jg; gzpahsHfSf;Fk; mDg;gg;glyhk;. rpy 

mwpf;iffis mYtyf jfty; gyiffspYk; ntspaplyhk;. vdNt jfty;fs; 

mYtyf mikg;gpd; Kiwahd topfs; %yk; gzpahsiur; nrd;wile;jhy; mJ 

Kiwahd jfty; njhlHG vdg;gLk;.  
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 rpy jfty;fs; ntt;NtW epiyfspy; cs;s> vjpHepiyapy; cs;s 

mjpfhupfspilNa mDg;gg;gl;lhy;> vjpH vjpH jfty; njhlHghFk;. 

M) Kiwrhuh jfty; njhlHG (Informal communication) 

 Kiwrhuh jfty; njhlHG Kiw vd;gJ> jw;nrayhf my;yJ jdpg;ggl;l 

njhlHGfshy;> xU jdpegUf;Fk; epWtdj;jpw;FkpilNa Vw;glf;$ba cwthFk;. 

,k;Kiwapy; nra;jpfs; epWtdj;jpd; gy;NtW jdpegHfsplk; xNu Neuj;jpy; tpiuthf 

nrd;wilfpwJ. ,q;F nra;jp jP Nghy; guTfpwJ. ,k;Kiwapy; jfty;fs; jpuhl;ir 

nfhbiag; Nghyg; guTtjhy;> ,J jpuhl;irj; Njhl;l jfty; njhlHG Kiw vd;Wk; 

miof;fg;gLfpwJ. vdNt jfty;fs; mYtyf mikg;gpd; Kiwrhuh cwT %yk; 

gzpahsiur; nrd;wile;jhy; mJ Kiw rhuh jfty; njhlHghFk;.   

 

 

2. jfty; njhlHG> Xl;lj;jpd; mbg;gilapy; 

m) Nky; Nehf;fpr; nry;Yk; jfty; njhlHG (Upward communication) 

 nra;jpfs; fPo;g;gzpahsHfsplkpUe;J Nky;epiy mjpfhupf;Fr; nry;Yk; jfty; 

njhlHG MFk;. Nky;Nehf;fpr; nry;Yk; jfty; njhlHG vdg;gLfpwJ. ,J 

fPo;g;gzpahsHfs; jq;fs; gzp epiwNtw;wk; njhlHghd jfty;fs; my;yJ Nfhupf;iffs; 

my;yJ GfhHfs; mDg;Gk; nghOJ ,j;jfty; njhlHG Kiw eilngWfpwJ. ,j;jfty; 

njhlHG Jizg; gzpahsHfsplkpUe;J Nkyjpfhupfs; kWnkhop vjpH ghHf;Fk; nghOJk; 

eilngWfpd;wJ. 
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M). fPo;Nehf;fp tUk; jfty; njhlHG 

 nra;jpfs; Nky;epiyapYs;s mjpfhupaplkpUe;J fPo; epiyapYs;s Jizg; 

gzpahsHfSf;F tUk; jfty; njhlHG MFk;. Nkyjpfhup jdJ 

Jizg;gzpahsHfSf;F Mizfs; kw;Wk; mwpTiufs; toq;Ftjw;F ,j;jfty; njhlHG 

Kiw Njitg;gLfpwJ. 

 

 

 

 

 

 

 

 

,) gLfpil jfty; njhlHG (Sideward communication) 

 ,J xNu epiyapYs;s gzpahsHfSf;fpilNa Vw;gLk; nra;jpg; gupkhw;wj;ijf; 

Fwpf;fpwJ. xNu epiyapy; gzpahw;Wk; jdp egHfs; kw;Wk; Jiwfspd; eltbf;iffis 

xUq;fpizg;gJNk ,j;njhlHgpd; Nehf;fkhFk;.  

 

 

 

nghJ NkyhsH 

cw;gj;jp NkyhsH 

Kjd;ikf; fz;fhzpg;ghsH 

gzpahsH 

nghJ NkyhsH 

 

cw;gj;jp NkyhsH 

 

Kjd;ikf; fz;fhzpg;ghsH 

 

gzpahsH 
 

cw;gj;jp 
NkyhsH 

 

re;ij 
NkyhsH 

gzpaH 
NkyhsH 

 

epjp 
NkyhsH 
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3. ifahSk; Kiwfs; mbg;gilapy; 

1. tha;nkhopj; jfty; njhlHG 

 tha;r;nrhy; %ykhf thHj;ijfisg; gad;gLj;jp nra;jpfis mwptpg;gNj 

tha;nrhy; %ykhd nra;jp. NeUf;F NeH Kfj;jpw;F Kfk; njhlHG nfhs;tjd; %yk; 

kw;Wk; nra;jpj; njhlHG rhjdq;fs; %ykhfTk; (njhiyNgrp) Nkw;nfhs;syhk;. NeUf;F 

NeH ciuahly; jhd; nra;jpg; gupkhw;wj;jpd; ,aw;ifahd top. ,J kpfTk; Ntfkhf 

czHTfisAk; vz;zq;fisAk; gupkhw;wpf; nfhs;tjw;Fk; gad;gLj;jg;gLfpwJ. ,J 

NgUiufs;> FO fye;Jiuahly;fs; NeHf;fhzy;> FOf; $l;lq;fs;> nra;jp xypgug;G 

kw;Wk; rKjhaf; $l;lq;fs; %ykhfTk; eilngwyhk;. ,j;jifa jfty;njhlHG> 

Ngr;rhsiu NgusT Gupe;J nfhs;Sjy; kw;Wk; $l;LwT czHTfis mtHfspilNa 

Vw;gLj;j cjTfpwJ. Nfl;gtHfs; jq;fs; re;Njfq;fis clDf;Fld; njspthf;fpf; 

nfhs;s KbAk;. 

 ,e;ehl;fspy; gad;gLj;jf;$ba ,ae;jpu rhjdq;fs; kpfTk; gpugykhf jfty; 

njhlHgpw;fhfg; gad;gLj;jg;gLfpwJ. (v.L) mghar; rq;nfhyp> njhiyNgrp> FwpaPLfs;> 

mfg;Gwj; njhiyNgrp> nrhy;YtJ nrhy;yp Nghd;wit jfty; njhlHG nra;jpfSf;F 

gpugykhfg; gad;gLj;jf;$bait. 

ed;ikfs; 

fPo;f;fz;l ed;ikfs; tha;r;nrhy; %ykhd nra;jpj; njhlHgpy; fhzg;gLfpwJ. 

1. rpf;fdkhdJ 

 tha;r;nrhy; %ykhd nra;jpj; njhlHG Neuk; kw;Wk; gzj;ij kpr;rg;gLj;JfpwJ. 

2. jdpg;gl;l njhlHG 

 mDg;GgtH kw;Wk; ngWgtH Neubj; njhlHG nfhs;tjdhy; nra;jpj; njhlHG 

kpfTk; Mw;wy; tha;e;jjhf cs;sJ. 

3. Ntfk; 

 tha;r;nrhy; %ykhd nra;jpj; njhlHG vOj;J %ykhd nra;jpj; njhlHig tpl 
NtfkhdJ. 

4. nefpo;Tj;jd;ik 

 tha;r;nrhy; %ykhd nra;jpj; njhlHG kpfTk; nefpo;Tj;jd;ik cilaJ. 

Vnddpy; ntspg;gLj;Jk; Kiw kw;Wk; njhdp Nghd;wtw;iw Nfl;gtH kw;Wk; 

ghHitahsHfSf;F Vw;wthW khw;wpf; nfhs;syhk;. 
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5. cldb kWnkhop 

 tha;r;nrhy; %ykhd nra;jpj; njhlHgpy; gjpy; kw;Wk; vjpHr;nray; cldbahfg; 

ngwg;gLfpwJ. 

FiwghLfs; 

 tha;r;nrhy; %ykhd nra;jp fPo;f;fz;l FiwghLfisf; nfhz;lJ. 

1. gjpT Vw;gLj;jypy; FiwghL 

 tha;r;nrhy; %ykhd nra;jpf;F mjpfhu g+Htkhd kw;Wk; epue;jukhd gjpT 

Vw;gLj;JtJ fbdk; fye;Jiuahly;fisg; gjpT nra;jhy; kl;LNk gjpT cUthfpwJ. 

2. fhyr; nryT 

 NeUf;F NeH fye;Jiuahly; Neuk; kw;Wk; gzk; Mfpatw;iw mjpfk; nrytopf;f 

top nra;fpwJ. 

3. ePz;l nra;jp 

 njuptpf;fg;glNtz;ba nra;jp kpfTk; ePskhdjhf ,Uf;Fk; gl;rj;jpy; tha;r;nrhy; 

%ykhd nra;jp jpUg;jpfukhd tpisTfis Vw;gLj;Jtjpy;iy. 

4. Nfl;gtH nrhy;gtHfSf;fpilNa cs;s J}uk; 

 Nfl;gtUf;Fk; nrhy;gtUf;Fk; ,ilNa cs;s J}uk; mjpfkhf ,Ue;jhy; 

tha;r;nrhy; %ykhd nra;jp gadspf;fhky; Ngha;tpLk;. 

5. jtwhfg; Gupe;J nfhs;Sjy; 

 tha;r;nrhy; %ykhd nra;jp gu];gu ek;gpf;ifapd;ik kw;Wk; re;Njfk; Nghd;w 

fhuzpfshy; Nfl;gtH kw;Wk; NgRgtHfspilNa jtWjyhfg; Gupe;J nfhs;sf;$ba 

#o;epiyia cUthf;fptpLk;. 

vOj;J%ykhd nra;jpj; njhlHG 

 vOj;J%ykhd nra;jp thHj;ijfs; %ykhf> fbjq;fs; Rw;wwpf;iffs; nra;jpf; 

Fwpg;Gfs;> nra;jp ntspaPL> mwpTiu ml;ilfs;> mfuhjp> ifNaL mwpf;if> gjpy; 

Fwpg;Gfs; Nghd;wtw;iw tbtikj;jiyf; Fwpf;Fk;. NkyhsHfs; jq;fsJ gzpfis 

epiwNtw;w Nkw;nfhs;Sk; eltbf;iffisj; njuptpf;f vOj;J %ykhd nra;jpj; 

njhlHigj; NjHe;njLf;fpd;wdH. Jizg;gzpahsHfSf;F Fwpg;gpl;l Mizfis 

toq;Ftjw;Fk;> mwpTiufis toq;Ftjw;Fk; ,ijg; gad;gLj;Jfpd;wdH. 
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ed;ikfs; 

 vOj;J%ykhd nra;jpfs; fPo;f;fz;l ed;ikfis toq;FfpwJ. 

1. gaDs;sJ 

 vOj;J%ykhd nra;jpfs; tha;r;nrhy; %ykhd nra;jpfistpl ftdkhd 

tbtikf;fg;gLfpwJ. vOj;J %ykhd nra;jpfs; kpfTk; njspthfTk; 

Fwpg;gplf;$bajhfTk; ,Uf;Fk;. ,J kpfTk; xOq;fhfTk; Jizg;gzpahsHfis 

,izg;gjhfTk; ,Uf;Fk;. 

2. ePz;l nra;jpfs; 

 nra;jp kpfTk; ePskhdjhf ,Uf;Fk; NghJ vOj;J %ykhd rupahd ,Uf;Fk;. 

mjpfkhd egHfSf;F xNu rkaj;jpy; njuptpf;f Ntz;bapUe;jhYk; ,JNt Vw;Gilajhf 

,Uf;Fk;. 

3. rpf;fdkhdJ 

 mDg;GgtUk; ngWgtUk; J}ukhd ,lq;fspy; ,Uf;Fk; NghJ vOj;J %ykhd 

nra;jpj; njhlHG gaDs;sjhf ,Uf;Fk;. 

4. kPz;Lk; kPz;Lk; cgNahfpf;fyhk; 

 tha;r;nrhy; %ykhd nra;jpiag; Gfo;e;Jiug;gjw;F> tpupT gLj;Jtjw;Fk;> vOj;J 

%ykhd nra;jp gad;gLfpwJ. kPz;Lk; kPz;Lk; gad;gLj;jf; $ba epiyapy; vOj;J 

%ykhd nra;jpfNs gad;gLj;j trjpahf ,Uf;Fk;. 

5. epiyahd gjpT 

 vjpHfhyj;jpy; gad;gLj;Jtjw;Fk; (m) rupghHg;gjw;Fk; vOj;J%ykhd nra;jp 

epiyahd gjpthFk;. 

6. ey;y kWnkhop 

 vOj;J %ykhd nra;jp kWnkhop nfhLg;gjw;Fk;> kjpg;gPL nra;tjw;Fk; kpfTk; 

cjtpahf ,Uf;Fk;. Vnddpy; nra;jpiag; gbj;Jg; Gupe;J nfhs;tjw;Fg; NghJkhd Neuk; 

fpilf;fpwJ. 

FiwghLfs; 

1. fhyjhkjk; 

 vOj;J %ykhd nra;jpia vOJtjw;Fk; kw;Wk; nra;jpfisf; nfhz;L 

NrHg;gjw;Fk; mjpfkhd fhyk; Njitg;gLk;. 
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2. nryT mjpfk; 

 rpwpa nra;jpfis rpwpa J}uq;fspy; mDg;Gtjw;F vOj;J %ykhd nra;jpia 

gad;gLj;jpdhy; mjpfg; gzKk; NeuKk; Njitg;gLk;. 

3. nefpo;r;rpaw;w jd;ik 

 vOj;J %ykhd nra;jp vOjg;gl;lTld; mij khw;Wtjw;F Jy;ypakpd;ikiaj; 

jpUj;Jtjw;Fk; Kbtjpy;iy. nra;jpia mDg;gptpl;lhy; mij kPz;Lk; jpUk;gg; 

ngwKbahJ. 

4. ,ufrpak; FiwT 

 ,J KOikahf ,ufrpak; fhf;f Kbtjpy;iy. 

5. jdpf;ftdk; FiwfpwJ 

 vOj;J %ykhd nra;jpj; njhlHG kpfTk; Kiwahdjhf ,Ug;gNjhL jdpg;gl;l 

njhlHig ,oe;J tpLfpwJ. 

6. jtwhfg; Gupe;J nfhs;Sjy;. 

 ,q;F nra;jpiaj; jtwhf Gupe;J nfhs;tjw;F tha;g;Gfs; cs;sd. vOj;J 

%ykhd nra;jp jtWjyhf tiuag;gl;lhy; mJ Fog;gj;ijAk; Kuz;ghl;ilAk; 

Vw;gLj;Jk;. 

rkpf;iQ %ykhd nra;jpfs; 

 rkpf;iQfs; kw;Wk; Njhw;w epiyfs; %ykhf nra;jpfs; njuptpf;fg;glyhk;. ,J 

tha;r;nrhy; %ykhd nra;jpia tptupf;f gad;gLj;jg;gLfpwJ. ,J czHTfs;> 

vz;zq;fs;> czHr;rpfs; Kjypatw;iw ntspg;gLj;jg; ngupJk; gad;gLfpwJ. xU 

Jizg;gzpahsiuf; ifFYf;Ftjd; %ykhfTk; KJfpy; jl;bf;nfhLg;gjd; %ykhfTk; 

mtiu Cf;Ftpf;Fk; xU nra;jpia mspf;fpwhH. xU kdpjd; ifairg;gpdhYk;> 

fz;rpkpl;LtjhYk;> cjl;lstpYk; nra;jpfisj; njuptpf;fyhk;. mNj Nghy 

ghHitahsHfSk; jq;fs; vjpHr;nra;if my;yJ kWnkhopiaj; njuptpf;f 

,r;rkpf;iQfisg; gad;gLj;jyhk;. 

  ,J tha;r;nrhy; %ykhd nra;jpf;F kWnkhopahFk;. xt;nthU jfty; njhlHG 

topfSk; jdf;nfd;w gyj;ijAk; gytPdj;ijAk; ngw;wpUf;fyhk;. eilKiwapy; gy;NtW 

topfs; jfty; njhlHig gadspf;ff;$bajhf khw;w cjTfpwJ. fhyk; Fiwthf 

,Uf;Fk; NghJk; nrhy;y Ntz;ba tp\aq;fs; rpf;fyhdjhf ,Uf;Fk; NghJk; tha;r;nrhy; 

%ykhd nra;jpNa gaDs;sjhf ,Uf;Fk;. cldbahf kWnkhop ngw Ntz;baJ 

mtrpakhf ,Uf;Fk; nghOJk; tha;r;nrhy; %ykhd nra;jp gaDs;sjhf ,Uf;Fk;. 
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nra;jpfs; ePz;ljhd ,Uf;Fk; nghOJk; gjpTfs; Ngz Ntz;bajhf ,Uf;Fk; nghOJk; 

vOj;J %ykhd nra;jp gaDs;sjhf ,Uf;Fk;. 

jfty; njhlh;G rhjdk; (Communication Media) 

 
 tzpf jfty; njhlh;G gy;NtW rhjdq;fs; %ykhfg; ngWgtiur; nrd;wilfpwJ.  

nghJthf> muRj; Jiwfspy; vOj;J tbtpyhd jfty; njhlh;G rhjdk; 

gpd;gw;wg;gLfpwJ.  jpwikahd jfty; njhlh;G rhjdk; vd;gJ fPNo Fwpg;gpl;Ls;s 

fUj;Jf;fisg; nghWj;J mikfpwJ. 

1) rhpahd nra;jp rhpahd Neuj;jpy; njhptpf;fg;gl Ntz;Lk;. 

2) rhpahd nra;jp rhpahd ,lj;jpy; njhptpf;fg;gl Ntz;Lk;. 

3) rhpahd nra;jp rhpahd rhjdk; %ykhfj; njhptpf;fg;gl Ntz;Lk;. 

 jfty; njhlh;gpy; milahsq;fSk; rhjdq;fshfg; gad;gLfpd;wd.  

milahsq;fs; vd;gJ> 

m) vOj;J tbtpy; my;yJ tha;r;nrhy; %ykhf mDg;gg;gLtjhapUj;jy; 

M) tiuglk; kw;Wk; tpsf;fg;glq;fs;. 

,) nray;fs;. 

 

jfty; njhlh;G rhjdq;fs ; (Communication Media) 

 
 jfty;fis vLj;Jr; nry;yf;$ba rhjdq;fs; gy;NtW gphpTfshfg; 

gphpf;fg;gl;Ls;sd.  mit 

1) gj;jphpf;if rhjdk; (Press media) 

2) thndhyp rhjdk; (Radio Media) 

3) njhiyf;fhl;rp rhjdk; (Telecision media) 

4) jpiug;gl rhjdk; (Cinema media) 

5) tof;fkhd jfty; njhlh;G rhjdq;fs; 

6) etPd jfty; njhlh;G rhjdq;fs; 

1. gj;jphpf;if rhjdk; (Press media) 

 gj;jphpf;if rhjdk; jfty; njhlh;gpw;F xU rpwe;j rhjdkhfg; gad;gLfpwJ.  

,r;rhjdk; njhd;ikahdjhfTk; Kjd;ikahdjhfTk; tpsq;FfpwJ.  gj;jphpf;if rhjdk; 

vd;gJ nra;jpj;jhs;> ,jo;fs;> Fwpg;NgLfs; Nghd;wit mlq;Fk;. 

gj;jphpf;if rhjdk; ,U tiffshfg; gphpf;fg;gLfpd;wd. 

m) nra;jpj;jhs; rhjdk; (Newspaper media) 

M) ,jo;fs;> Fwpg;NgLfs; rhjdk; (Magazines, Journals) 
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m) nra;jpj;jhs; rhjdk; : 

 nra;jpj;jhs; rhjdk; jfty; njhlh;gpw;F mjpf mstpy; gad;gLfpwJ.  

nghJthfg; nghUl;fs; tpsk;gug;gLj;jg;gLtjw;Fg; nghpJk; gad;gLfpwJ.  nra;jpj;jhs; 

rhjdk; jfty; njhlh;gpw;Fg; gad;gLj;jg;gLtjhy; xU rpy ed;ikfs; (Merits) 

fpilf;fg;gLfpd;wd. 

1) nra;jpj;jhs; rhjdkhfg; gad;gLj;jg;gLtjhy; nryT FiwfpwJ. 

2) nra;jpj;jhs; rKjhaj;jpy; cs;s  midj;Jj; jug;gpdh;fSf;Fk; nrd;wilfpwJ. 

3) mjpf mstpyhd nra;jpfs; my;yJ jfty;fs; mDg;Gtjw;F nra;jpj;jhs; kpFe;j 

gaDs;sjhf mikfpwJ. 

4) ,j xU vspa Kiwahff; fUjg;gLfpwJ. 

5) nra;jpj;jhs; gue;j vy;iyfisg; ngw;Ws;sJ. 

6) nefpo;r;rp cilajhapUf;fpwJ. 

 
jPikfs; (demerits) 

 nra;jpj;jhs; rhjdk; jfty; njhlh;gpw;Fg; gad;gLj;Jtjhy; xU rpy jPikfSk; 

Vw;gLfpd;wd.  mit> 

1) nra;jpj;jhspd; tho;T FWfpa fhyk; nfhz;ljhfapUf;fpwJ. 

2) epiyg;Gj; jd;ikaw;w rhjdkhf tpsq;FfpwJ. 

3) nra;jpj;jhs; rhjdk; jfty; njhlh;gpw;Fg; gad;gLj;jg;gLtjhy; fy;tp fw;fhj 

kf;fSf;Fj; jfty;fs; nrd;wila Kbtjpy;iy. 

 
M) ,jo;fs; (Magazines) 

 ,jo;fs; jfty;njhlh;G rhjdkhfg; gad;gLj;jg;gLfpwJ.  ,jo;fs; ePz;l 

MAisg; ngw;Ws;sJ.  vjph;fhyg; gad;ghl;bw;Fg; gad;gLfpwJ.  rKjhaj;jpy; Fwpg;gpl;l 

xt;nthU jug;gpdUf;Fk; jFe;j ,jo;fs; jfty; njhlh;G rhjdkhfg; gad;gLfpwJ.  

,jo;fs; gad;gLj;jg;gLtjhy; xU rpy jPikfSk; cs;sd.  

1) nefpo;r;rpaw;wjhapUf;fpwJ. 

2) Fwpg;gpl;l Neah;fSf;F kl;Lk; jfty; nrd;wilfpwJ.  vdNt> vz;zpf;ifapy; 

Fiwthd kf;fSf;Fr; nrd;wilfpwJ. 

 
2) thndhyp rhjdk; (Radio Media) 

 thndhyp rhjdk; jfty; njhlh;gpw;Fg; gad;gLfpwJ.  vOjg; gbf;fj; njhpahj 

kf;fspilNa jfty; njhptpg;gjw;F thndhyp kpfr; rpwe;j rhjdkhfg; gad;gLfpwJ.  
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nra;jpj;jhs; nrd;wila ,ayhj fpuhkq;fSf;F thndhyp xU rpwe;j jfty; njhlh;Gr; 

rhjdkhfg; gad;gLfpwJ. 

 
ed;ikfs; (Merits) : 

 m) fpuhk kf;fspilNa jfty;fs; njhptpg;gjw;F rpwe;j rhjdkhfg; gad;gLfpwJ. 

 M) kpfg; gue;j vy;ifiag; ngw;Ws;sJ. 

 ,) #o;epiyf;Fj; jFe;jthW khw;wpf; nfhs;Sk; jd;ikiag; ngw;wpUg;gjhy; 

nefpo;r;rpj; jd;ik cilajhapUf;fpwJ. 

 <) gpw Ntiyfs; nra;J nfhz;Lk; jfty; njhlh;G rhjdj;ijf; Nfl;f KbfpwJ. 

 c) vOjg;gbf;fj; njhpahj kf;fSf;Fj; jfty; njhptpg;gjw;Fr; rpwe;j rhjdkhfg; 

gad;gLfpwJ. 

jPikfs; (Demerits) : 

 m) mjpfr; nryT nfhz;ljhfapUf;fpwJ. 

 M) mjpf ePskhd nra;jpfs; njhptpg;gjw;F thndhyp rhjdk; 

gad;gLj;jg;gLtjhy; nryT mjpfkhf Vw;gLfpwJ.  vdNt> mjpf ePskhd nra;jpfSf;F 

thndhyp cfe;jjy;y. 

 ,) etPd fhyj;jpy; thndhyp Nfl;gth;fspd; vz;zpf;if Fiwe;J nfhz;Nl 

NghfpwJ. 

 <) nryT mjpfkhf Vw;gLtjhy; Fiwthd nra;jpfs; my;yJ jfty;fs; 

njhptpg;gjw;fg; gad;gLfpwJ. 

3. njhiyf;fhl;rp rhjdk; (Television Media) 

 jfty; njhlh;gpy; njhiyf;fhl;rp xU rpwe;j kw;Wk; Kf;fpakhd rhjdkhfg; 

gad;gLfpwJ.  jw;NghJ njhiyf;fhl;rp %ykhfj; jfty; njhtpg;gJ rpwe;J 

tpsq;FfpwJ.  njhiyf;fhl;rp rhjdk; ghh;it kw;Wk; Nfl;ly; mfpa ,uz;L nkhopfspy; 

jfty;fisj; njhptpg;gjhy; mjpfg; gpurpj;jk; ngw;Ws;sJ.  vz;zpf;ifapy; mjpfkhd 

fpuhkq;fSf;F njhiyf;fhl;rp toq;fg;gl;bUg;gjhy; vz;zpf;ifapy; mjpfkhd 

Neah;fSf;Fj; jfty; njhptpg;gjw;Fk; gbg;gwpT my;yhj kf;fsf;Fj; jfty; 

njhptpg;gjw;Fk; rpwe;j kw;Wk; Kf;fpakhd rhjdkhf tpsq;FfpwJ. vdNt> 

vz;zpf;ifapy; mjpfkhd Neah;fSf;Fj; jfty;fs; njhptpg;gjw;F njhiyf;fhl;rp 

rhjdk; gad;gLfpwJ.  jfty;fs; tpsf;fk; mspg;gjhf tpsq;FfpwJ. 

4. jpiug;glk; (Cinema) : 

 jpiug;glk; thapyhf jfty;fs; xyp kw;Wk; xsp tbtj;jpy; toq;Ftjhy; rpwe;j 

jfty; rjdkhfg; gad;gLfpwJ.  jpiug;glk; midj;j jug;gpduhYk; ghh;f;fg;gLtjhy; 
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jpiug;glk; kpfg; gue;j vy;ifiaf; nfhz;Ls;sJ.  jpiug;gl rhjdk; 

gad;gLj;jg;gLtjhy; nra;jpfs; rpwe;j Kiwapy; jfty; ngWgtUf;Fr; nrd;wilfpwJ.  

vOjg;gbf;fj; njhpahj kf;fSf;Fj; jfty; njhptpg;gjw;F ,t;tifr; rhjdk; rpwe;j 

rhjdkhff; fUjg;gLfpwJ.  jpiug;gl jfty; njhlh;G rhjdk; nefpo;Tj; jd;ikiag; 

ngw;Ws;sJ. 

jPikfs; : 

 m) jpiug;gl rhjdk; gad;gLj;jg;gLtjhy; jfty; njhlh;gpw;f mjpfr; nryT 

Vw;gLfpwJ. 

 M) vjph;fhyj;jpw;Fhpa rpwe;j Mtzkhfg; gad;gLtjpy;iy. 

4) tof;fkhd jfty; njhlh;G rhjdq;fs; : 

 jfty; njhlh;gpw;F tof;fkhfg; gad;gLj;jg;gl;L tUk; jfty; njhlh;G rhjdq;fs; 

,q;F Fwpg;gplg;gl;Ls;sd.  mit> 

1) jghy; (Mail) 

2) $hpah; (Courier) 

3) jfty; nfhz;L tUgth; (Messenger) 

4) je;jp (Telegraph) 

5) nlyf;]; (Telex) 

1) jghy; (Mail) : 

 jfty; ghpkhw;wk; nra;ag;gLtjw;F jghy; xU rpwe;j rhjdkhfg; gad;gLfpwJ.  

nghJthf> tzpf epWtdq;fspy; jghy; xU tof;fkhd kw;Wk; Kf;fpakhd gzpahf 

tpsq;FfpwJ.  jghy; vd;gJ vOj;J tbtpyhd jfty;fs; mQ;ry; mYtyfk; kw;Wk; 

mYtyf cjtpahsh; %ykhfg; ghpkhw;wk; nra;ag;gLtjhFk;.  mQ;ry; topahfj; 

jfty;fs; mDg;gg;gLtjw;Fg; gy;NtW Kiwfs; gpd;gw;wg;gLfpd;wd. 

m) rhjhuz jghy;. 

M) gjpTj; jghy;. 

<) Jhpj jghy;. 

 jghy; %yk; jty;fs; ghpkhw;wk; nra;ag;gLtJ mjpfkhfg; gad;gLj;jg;gl;l 

tUfpwJ. 

2) $hpah; (Courier service) : 

 jfty;fs; ghpkhw;wk; nra;ag;gLtjw;f; $hpah; NritAk; xU rhjdkhfg; 

gpd;gw;wg;gLfpwJ.  $hpah; Nritapy; jghy;fs; tPL tPlhffr; nrd;Wk; Nrfhpf;fg;gl;L 

mDg;gg;gLfpd;wd.  Mdhy;> $hpah; Nritapy; $hpah; epWtdk; mikf;fg;gl;Ls;s 
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efuq;fs; kw;Wk; Ch;fSf;F kl;Lk; $hpah; Nrit mspf;fg;gLfpwJ.  vdpDk; nryT 

mjpfkhf ,Uf;fyhk;. 

3) jfty; nfhz;L tUgth; (Messenger) : 

 xU rpy epWtdq;fs; cs;Shpy; jfty; my;yJ nra;jp ghpkhw;wj;jpw;Fj; jghy; 

my;yJ $hpah; Nritfisg; gad;gLj;JtJ fpilahJ.  khwhf> jq;fsJ epWtdq;fspy; 

gzpGhpAk; mYtyf cjtpahsiuNa jfty; ghpkhw;wj;jpw;Fg; gad;gLj;Jfpd;wdh;.  

cs;Shpy; gl;Lthlh nra;ag;gl Ntz;ba jghy;fis mYtyf cjtpahshplk; nfhLj;J 

tpdpNahfpj;J tUk;gb $wg;gLfpwJ.  mt;thW tpdpNahfpj;J tUk; NghJ jq;fsJ 

epWtdj;jpw;Fhpa jghy;fs; ,Ue;jhYk; mijAk; ngw;Wf;nfhz;L tUfpd;wdh;.  ,k;Kiw 

gpd;gw;wg;gLtjhy; fhyjhkjk; Vw;gLtjpy;iy. 

v.fh. cs;Sh; fhNrhiy t#ypf;fg;gLtjw;F tq;fpfspy; ,k;Kiw gpd;gw;wg;gLfpwJ. 

 
4) je;jp (Telegraph) : 

 jfty; ghpkhw;wj;jpw;Fhpa rhjdkhf je;jp gad;gLj;jg;gLfpwJ.  jghy; je;jp 

Jiwapy; je;jp gad;gLj;jg;gLfpwJ.  je;jp gad;gLj;jg;gLtjhy; Ntfk; mjpfkhf 

cs;sJ.  Mdhy; nra;jpfs; kpf mjpfkhdjhf ,Ue;jhy; ,k;Kiw cfe;jjy;y.  

Vnddpy;> nryTfs; mjpfkhf Vw;gLfpwJ.  vdNt> rpwpa epWtdq;fshy; ,r;rhjdk; 

mbf;fb gad;gLj;jg;gl KbahJ.  rhjhuz je;jp> tpiuT je;jp kw;Wk; gjpy; ngwf;$ba 

je;jp vd;W gy;NtW je;jpfs; cs;sd.  Kf;fpakhd nra;jpfs; cldbahfj; 

njhptpf;fg;gl Ntz;ba #o;epiyapUe;jhy; kl;Lk; ,k;Kiw gad;gLj;jg;gLfpwJ. 

 
5) nlyf;]; (Telex – Teleprinter exchange) : 

 nlyf;]; trjpAk; jfty; ghkhw;wj;jpw;Fhpa rhjdkhfg; gad;gLfpwJ.  nlyf;]; 

trjp gad;gLj;Jtjhy; jfty;fs; mDg;gg;gl;l 24 kzp Neuj;pw;Fs; jfty;fs; 

ngWgtUf;Fr; nrd;wilfpwJ. 

 
etPd jfty; njhlh;G rhjdq;fs; (Modern forms of communication) : 

  

tsh;e;J tUk; njhopy;El;gj;jpw;F Vw;wthW jfty; njhlh;G El;gKk; mjpfhpj;J 

tUfpwJ. Mlk;gug; nghUl;fshf vz;zg;gl;L te;j nghUl;fs; jw;NghJ mtrpag; 

nghUl;fshf khWfpd;wd.  v.fh. njhiyNgrp jfty;fs; ghpkhw;wj;jpw;F njhiyNgrp 

Mlk;gug; nghUshf vz;zg;gl;lJ.  Mdhy;> jw;NghJ mtrpag; nghUshf fUjg;gLfpwJ.  

etPd cyfpy; jfty; njhlh;G rhjdq;fSk; mjphpf;fg;gl;Ls;sd.  mtw;Ws; xU rpy 

kl;Lk; ,q;F Fwpg;gplg;gl;Ls;sd.   
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1) njhiyNgrp (Telephone) 

2) Jis njhiyNgrp (Cellular Phone) 

3) /Ngf;]; (Fax) 

4) kpd;dZ jghy; (E-mail – Electronic Mail) 

5) ,izajsk; (Internet) 

6) kpd;dZ tzpfk; (E-commerce) 

7) ghy;rhjdk; (Multimedia) 

8) FWfpa nra;jp Nrit (Short message serice – SMS) 

1) njhiyNgrp (Telephone) : 

 tha;r;nrhy; %ykhfj; jfty; ghpkhw;wk; nra;ag;gLtjw;F njhiyNgrp xU rpwe;j 

kw;Wk; Kf;fpakhd rhjdkhf tpsq;FfpwJ.  mNj Neuj;jpy; nra;jpfs; clDf;Fld; 

jfty; ngWgtiur; nrd;wilfpwJ.  Mdhy;> vjph;fhyj;jpy; gad;gLk; mstpy; epiyahd 

Mjhuk; fpilf;fg;gLtjpy;iy. 

 njhiyNgrp fz;Lgpbf;fg;gl;l gpd;G jfty; njhlh;G ey;y tsh;r;rp mile;Js;sJ.  

etPd cyfpy; njhiyNgrp rpwe;j Kf;fpaj;Jtk; ngw;Ws;sJ.  tha;r;nrhy; %ykhd 

jfty; mDg;Gtjw;F njhiyNgrp xU rpwe;j rhjdkhff; fUjg;gLfpwJ.  njhiyNgrp 

rhjdk; jfty; ghpkhw;wj;jpw;Fg; gad;gLtjhy; nryT FiwthdjhfTk; trjpahdjhfTk; 

tpiuthdjhfTk; fUjg;gLfpwJ. 

 cs;Sh;> ntspA+h; kw;Wk; ntspehLfSf;Fk; njhiyNgrp %ykhfj; jfty;fs; 

ghpkhw;wk; nra;J nfhs;sg;gLfpd;wd.  xU rpy nghpa epWtdq;fspy; epWtdj;jpw;Fs; 

jfty;fs; ghpkhw;wk; nra;ag;gLtjw;fhf ,z;lh;fhk; (Intercom) njhiyNgrp 

gad;gLj;jg;gLfpwJ.  ntspehLfspy; cs;s egh;fSf;Fj; jfty;fs; njhptpg;gjw;Fk; 

njhiyNgrp rhjfkhfg; ad;gLfpwJ.  nra;jpfs; mjpfkhapUf;fpwJ. 

 

njhiyNgrpapd; tiffs; (Types of Telephone system) 

njhiyNgrp ,izg;G gy;NtW tiffshfg; ghpf;fg;gl;Ls;sd.  mit> 

 m) Neub khw;W Kiw (Direct exchange line) 

 M) Neub khw;W Kiw tphpthf;fj;Jld;(Direct exchange line with extensions) 

 ,) jdpegh; fpis khw;W Kiw (Private Branch exchange system) 

 <) jdpegh; jhdpaq;fp fpis khw;W Kiw  

  (Private Automatic Branch Exchange) 

 c) mf jfty; njhlh;G (Inter communication – Intercom system) 



20 

 

 
2) Jis njhiyNgrp (Cellular Phones) : 

 njhiyNgrp xU Fwpg;gpl;l ,lj;jpypUe;J nfhz;L jhd; jfty;fs; ghpkhwpf; 

nfhs;tjw;Fg; gad;gLfpd;wd.  Mdhy;> Jiw njhiyNgrp nefpo;r;rpj; jd;ik 

nfhz;ljhfapUf;fpwJ.  mjhtJ> gazj;jpd; NghJk; jfty; ghpkhw;wpf; nfhs;tjw;Fj; 

Jis njhiyNgrp gad;gLfpwJ.  gazj;jpd; NghJ kl;Lkpd;wp ve;jg; gzpGhpAk; NghJk; 

jfty;fs; ghpkhw;wpf; nfhs;tjw;Fhpa trjpia Jis njhiyNgrp nra;J nfhLf;fpwJ.  

nra;jpfs; mjpfkhapUe;jhy; nryT mjpfkhf Vw;gLfpwJ.   

 
3) /Ngf;]; (Fax – Facsimila Aided Xerox) 

 /Ngf;]; vd;gJ xU egh; jhd; mDg;g tpUk;Gk; nra;jpfs; my;yJ jfty;fis 

vOj;J %ykhfNt nra;jpiag; ngWk; tifapy; jfty;fs; mDg;gg;gLtjw;Fg; 

gad;gLj;jg;gLk; rhjdkhFk;. 

 Ngf;]; nra;jpia mDg;Gtjw;Fg; gad;gLj;jg;gLk; etPd KiwahFk;.  ,jw;Fhpa 

nryT mjpfkhf Vw;gLfpwJ.  nra;jpfs; fhyjhkjkpd;wp mDg;gg;gLtjw;Fg; /Ngf;]; 

nghpJk; gad;gLfpwJ.  mDg;gg;gLk; nra;jpfs; vOj;J tbtpy; mDg;gg;gLtjhy; xU 

Mjhukhfg; gad;gLfpwJ.  fzpg;nghwpapd; cjtpahy; jfty;fs; mDg;gg;gLfpd;wd.  

/Ngf;]; %yk; nra;jpfs; mDg;gg;gLtjw;F fzpg;nghwp kw;Wk; njhiyNgrp 

Njitg;gLfpwJ.  ,ufrpak; my;yhj Mtzq;fspy; cs;s jfty;fs; ghpkhw;wk; 

nra;ag;gLtjw;F /Ngf;]; gad;gLfpwJ. 

 
4) kpd;dZ jghy; (E-Mail) : 

 kpd;dZ jghy; vd;gJ jfty;fs; my;yJ nra;jpfisf; fzpdp %yk; 

mDg;gg;gLtjhFk;.  jghy; %yk; nra;jpfs; mDg;gg;gLtjhy;> jfty; ngWgtiur; 

nrd;W miltjw;F mjpf fhyk; vLf;fg;gLfpwJ.  Mdhy;> fzpdp topahf jfty; 

mDg;gg;gLtjhy; kpf mjpf tpiutpy; jfty; nrd;wilfpwJ.  mjhtJ jfty; 

mDg;gpa mLj;j tpdhbapy; jfty; mDg;gg;gl;ltUf;Fr; nrd;wilfpwJ.  jfty; kpf 

mjpf tpiutpy; nrd;wilfpwJ.  kpd;dZ jghy; nryT Fiwthf Vw;gLfpwJ.  mjpf 

ePskhd nra;jpfSk; Fiwe;j nrytpy; mDg;Gtjw;F kpd;dZ jghy; rhjdk; rpwe;j 

rhjdkhfg; gad;gLfpwJ.  kpd;dZ jghy; %ykhf nra;jpfs; mDg;gg;gLfpd;wd.  mNj 

Nghy; nra;jpfs; ngwg;glTk; KbfpwJ.  tpsk;guj;ijg; Nghd;W vz;zpf;ifpay; 

mjpfkhd egh;fSf;F xNu Neuj;jpy; nra;jpfisj; njhptpg;gjw;F kpd;dZ jghy; 

gad;gLfpwJ.  kpd;dZ jghy; %yk; mDg;gg;gLk; nra;jpfs; njhopy;El;gk; fhuzkhf 
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ntF tpiutpy; nrd;wilfpwJ.  tof;fkhfg; gad;gLj;jg;gLk; jghy; nryTfis tpl 

kpd;dZ jghy; Kiwapy; nryTfis FiwthfNt Vw;gLfpd;wd.   

5) ,izajsk; (Internet) : 

 ,izajsk; vd;gJ jfty;fspd; FtpayhFk;.  mjhtJ xt;nthU Jiwapd; 

fPOk; Njitahd jfty;fs; Nrfhpf;fg;gl;Ls;sd.  jfty;fisj; Njitg;gLk;NghJ 

cgNahfpj;Jf; nfhs;syhk;.  v.fh. gy;NtW ehLfspy; epyTk; gzpahsh;fspd; Cjpa 

tpfpjj;ij mwpe;J nfhs;syhk;.  ,izajsk; ,Ug;gjhy; kpd;dZ jghy; mDg;GtJ 

RygkhfapUf;fpwJ.  ,izajsj;jpd; cjtpahy; gy;NtW tz;zq;fspy; gy;NtW 

bird;fspy; tpsk;guk; jahhpj;J ntspapl KbfpwJ. 

6) kpd;dZ th;j;jfk; (E-Commerce) : 

 kpd;dZ th;j;jfj;jpdhy; ntt;NtW ehLfspy; cs;s thq;Fgth;fisAk; 

tpw;gth;fisAk; xUq;fpizj;J may;ehl;L th;j;jfk; kw;Wk; cs;ehl;L th;j;jfk; tsh;r;rp 

milar; nra;fpwJ.  fzpdp %ykhfg; nghUl;fs; kw;Wk; Nritfs; tpw;gid 

nra;tjw;Fk; rpwe;j tpsk;guj; JiwahfTk; ,iz th;j;jfk; nray;gLfpwJ.  tzpfk; 

njhlh;ghd midj;Jj; jfty;fSk; Gs;sp tpguq;fSk; ,iz th;j;jfj;jpy; 

Nrhpf;fg;gLfpd;wd.  

7) gy; rhjdk; (Multimmedia) : 

 gy; rhjdk; nghJthf tpsk;guk; jahhpf;fg;gLtjw;Fg; gad;gLfpwJ.  gy; 

rhjdj;jpy; gy;NtW thfdq;fs; xUq;fpizj;Jg; gad;gLj;jpj; jfty; 

ghpkhw;wg;gLtjhFk;. gy; rhjdk; rpwe;j jfty; njhlh;G rhjdkhfg; gad;gLfpwJ. 

8) rpW nra;jp Nrit (Short Message Service – SMS) 

 rpW nra;jp Nrit vd;gJ elkhLk; njhiyNgrp %yk; jfty;fs; gjpT nra;J 

itj;Jf; nfhs;sg;gLfpd;wd.  jfty; njhlh;gpy; nryT Fiwthd Kiwahff; 

fUjg;gLfpwJ.  nghJthf> xU miog;gpd; NghJ xU Fwpg;gpl;l msT jfty;fs; 

Nrkpj;J itf;fg;gLfpd;wd.  jfty; ngWgth; Neuk; fpilf;Fk; NghJ jfty;fisg; gw;wp 

mwpe;J nfhs;syhk;.  

 
epidtpw; nfhs;f 

 
 

 jfty; njhlHG vd;gJ nghJthf cz;ikfs;> vz;zq;fs; kw;Wk; 
fUj;Jf;fisg; gupkhwpf; nfhs;Sk; eilKiwahFk; 
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 jfty; njhlHgpd; jd;ikfs; :-  
 

1. ,Utop njhlHG Kiw 

2. nra;;jp Gupe;J nfhs;sf;$ba nkhopapy; ,Uj;jy;  

3. vz;zq;fspy; xUikg;ghL 

4. nra;jp xU nghUisf; ( substance ) nfhz;bUj;jy ; 

5. rkpf;iQfs; %yk; jfty; njhlHG nfhs;sy; 

6. jfty; njhlHG vy;yh ,lq;fspYk; CLUTjy;  

7. jfty; njhlHG xU njhlHr;rpahd eilKiw. 

 

 jfty; njhlHG eilKiwapd; $Wfs;;:  
 

1. mDg;GgtH  

2. nra;jp  

3. vd;Nfhbq; (cl;GFj;jy;) vz;zj;ij nra;jpahf khw;Wjy;  

4. top  

5. ngWgtH   

6. ntspg;gLj;jy;  

7. kW nra;jp gjpy; nra;jp. 

 jfty; njhlHgpd; tiffs; 

         1. cwTfspd; mbg;gilapy; 

i. Kiwahd jfty; njhlHG 

ii. Kiwrhuh jfty; njhlHG 

          2. jfty; njhlHG Xl;lj;jpd; mbg;gilapy; 

i. Nky; Nehf;fp 

ii. fPo; Nehf;fp 

          3. ifahSk; Kiwfs; mbg;gilapy; 

i. tha;nkhop 

ii. vOj;J %yk; 

iii. rkpf;iQ %yk; 
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 Kiwahd jfty; njhlHG:  

Kiwahd jfty; njhlHG mikg;gpd; Kiwahd fl;likg;gpd; tpisthFk;. 

,J mjpfhug; go;piyfisg; gpd;gw;wp tUfpwJ. nfhs;iffs;> ifNaL> 

Mizfs;> Rw;wwpf;if> mwptpg;G Nghd;wit Kiwahd jfty; 

njhlHGf;Ff;F vLj;Jf; fhl;LfshFk;. 

 Kiwrhuh jfty; njhlHG:  

jw;nrayhf my;yJ jdpg;ggl;l njhlHGfshy;> xU jdpegUf;Fk; 

epWtdj;jpw;FkpilNa Vw;glf;$ba cwthFk;. ,k;Kiwapy; nra;jpfs; 

epWtdj;jpd; gy;NtW jdpegHfsplk; xNu Neuj;jpy; tpiuthf 

nrd;wilfpwJ. 

 Nky;Nehf;fpr; nry;Yk; jfty; njhlHG: 

nra;jpfs; fPo;g;gzpahsHfsplkpUe;J Nky;epiy mjpfhupf;Fr; nry;Yk; 

jfty; njhlHG MFk;.  

 fPo;Nehf;fp tUk; jfty; njhlHG:  

nra;jpfs; Nky;epiyapYs;s mjpfhupaplkpUe;J fPo; epiyapYs;s Jizg; 

gzpahsHfSf;F tUk; jfty; njhlHG MFk;. 

 gLfpil jfty; njhlHG: 

 xNu epiyapYs;s gzpahsHfSf;fpilNa Vw;gLk; nra;jpg; gupkhw;wj;ijf; 

Fwpf;fpwJ. 

 jfty; njhlh;G rhjdq;fs ; (Communication Media): 

1. gj;jphpf;if rhjdk; (Press media)  

2. thndhyp rhjdk; (Radio Media)     

3. njhiyf;fhl;rp rhjdk; (Telecision media)  

4. jpiug;gl rhjdk; (Cinema media) 

5. tof;fkhd jfty; njhlh;G rhjdq;fs; 

6. etPd jfty; njhlh;G rhjdq;fs; 
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 etPd jfty; njhlh;G rhjdq;fs; (Modern forms of communication): 

1. njhiyNgrp (Telephone)  

2. Jis njhiyNgrp (Cellular Phone)  

3. /Ngf;]; (Fax)  

4. kpd;dZ jghy; (E-mail – Electronic Mail)  

5. ,izajsk; (Internet)  

6. kpd;dZ tzpfk; (E-commerce)  

7. gy;rhjdk; (Multimedia)  

8. FWfpa nra;jp Nrit (Short Message Serice – SMS) 

 
 
 
tpdhf;fs; 
 

1. Nky; Nehf;F jfty; Kiwapd; gpur;ridfs; ahit? vt;thW 
,g;gpur;ridfisj; jPh;f;f KbAk;? 

2. Neub jfty; Kiwapd; gy;NtW tiffis tpthp? 
3. jfty; njhlh;gpd; mbg;gilf; $Wfs; ahit? 
4. tha;nkhop %ykhd nra;jpj; njhlHgpd; ed;ikfSk; FiwghLfSk; ahit? 
5. jfty; njhlHgpy; Vw;glf; $ba gy tifahd jilfis tpupthf vOJf. 
6. jfty; njhlHgpd; ed;ikfs; ahit. 
7. vOj;J %ykhd nra;jpj; njhlHgpd; ed;ikfs; ahit? 
8. jfty; njhlHgpd; tiffis tpsf;Ff. 
9. jfty; njhlHgpy; Vw;glf; $ba gy tifahd jilfis tpupthf vOJf. 
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tzpff; fbjj;jpd; tbtikg;G 

fw;wy; Nehf;fq;fs; 
 

,e;j mj;jpahaj;ijg; gbj;j gpd;dh; ePq;fs; fPo;f;fz;ltw;iwg; Ghpe;J nfhs;tPh;fs;. 

 
1. nghUs ;- tzpff; fbjk;  

2. xU ey;y tzpff; fbjj;jpd; jFjpfs; 

3. tzpff; fbjj;jpd; tbtikg;G 

 

tzpff; fbjk; 

rpwpa kw;Wk; NgusT tpahghu epWtdq;fs; jq;fsJ tpepNahf];jHfs; 

thbf;ifahsHfs;> Nkk;ghl;lhsHfs;> muRj; Jiwfs; KjypNahUld; njhlHGfisg; 

NgZtJ mtrpak;. mtHfsJ tpahghu eltbf;iffs; mjpfupf;Fk; NghJ 

tpepNahf];jHfspd; vz;zpf;if kw;Wk; nray;ghLfSk; mjpfupf;Fk;. Nkw;$wpa 

egHfSld; cs;s njhlHG mtHfSf;fpilNa cs;s epyg;gug;gpd; J}uk; 

mjpfkhFk;NghJ fbdkhfpwJ. ,it midj;jpw;Fk; rpwe;j jPHT ey;y tpahghuf; 

fbjj;jpd; %ykhd njhlHNg MFk;. 

 

xU ey;y tzpff; fbjj;jpd; jFjpfs; 

 xU tzpff; fbjkhdJ Kf;fpa tifahd vOj;J %ykhd njhlHghFk;. kw;Wk; 

fPo;f;fz;l jFjpfis ngw;wpUj;jy; Ntz;Lk;. 
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1. Jupjkhd gjpy;    

 mYtyff; fbjq;fSf;F Jupjkhd gjpy; mspf;fg;gl Ntz;Lk;. NkYk; ngwg;gl;l 

md;Nw gjpy; mspg;gJ rpwe;jjhFk;. 

2. nghUs; gw;wpa mwpT  

 Ke;ija fbjg; Nghf;Ftuj;J gw;wpa tptuq;fs; kw;Wk; fbjk; mDg;gpatupd; 

Njitia mwpe;jpUe;jy; mtrpakhFk;. 

3. cfe;jjd;ik    

 thrpg;gtupd; kdjpw;F Vw;whw;NghyTk; #o;epiyapd; Njitia fUj;jpy; nfhz;Lk; 

fbjj;jpd; nkhopiaAk;>rhuj;ijAk; khw;wpaikj;jy; Ntz;Lk;. 

4. rspj;jd;ik> KOik kw;Wk; njspT  

 midj;J fhuzpfs;> tiuglq;fs;> gl;bay;fs;> Nfs;tpfs; ,d;dgpw rupahf ,lk; 

ngw Ntz;Lk;. mit midj;Jk; kpfTk; njspTlDk;> Fog;gk; ,y;yhkYk; ,Ug;gjhy; 

mit ,lk; ngw;w fhuzk; KOikailAk;. 

5. kupahij  

 ehk; nrhy;tij kpfTk; jd;ikahf vLj;Jr; nrhy;tJk; kw;Wk; nra;ag;gl;l 

nraYf;F ed;wp njuptpg;gJkhFk;. 

6. ifahSk; jpwd;    

 kupahijAld; ifNfhHj;Jr; nry;Yk; kw;nwhU juk; ifahSk; jpwdhFk;. 

,j;jpwd; %ykhf jtiw Rl;bf; fhl;Lk; fbjq;fs;> jpUj;jk; nra;Ak; fbjq;fs; kw;Wk; 

fld; Ntz;b vOjg;gLk; fbjq;fs; Nghd;wit ifahsg;gLfpd;wd. ifahSk; jpwdpd; 

Kf;fpa Nehf;fkhdJ xUtUila ew;ngaiuf; fhg;ghw;wpf;nfhs;tjhFk;. 

7. J}z;Ljy;    

 ,jd; %ykhf kf;fspd; kdij ntd;W ehk; nrhy;tij mtHfs; kPJ 

jpzpf;fhky; mtHfSf;F ehk; vd;d ed;ik nra;fpNwhk; vd;gij ey;y Kiwapy; 

njuptpj;jplNtz;Lk;. 

8. cWjp  

 rupay;yhj kw;Wk; Njitapy;yhj tptuq;fs; ,Uf;ff; $lhJ (v.L) “,Ue;jhy;"> 

“Mdhy;” vd;gJ Nghd;w nrhw;fs; ePf;fg;gl Ntz;Lk;. fbjk; kpfTk; cWjpahf 

,Ue;jhy;jhd; mJ kpfTk; jpwiktha;e;jjhfTk;> njspthfTk; ,Uf;Fk;. 
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9. tpw;ghz;ik  

 ek; Nki[apypUe;J nry;fpd;w xt;nthU fbjKk; epWkj;jpd; J}JtdhFk;. ,it 

epWtdj;jpd; ew;ngaiu caHj;Jtjhf ,Uf;f Ntz;Lk;. 

10. “ePq;fs;” vd;fpd;w kdg;ghd;ik   

 thrpg;gtUila Nfhzj;ij kdjpy; itj;J fbjj;ij vOj Ntz;Lk;. ehd;> ehk; 

vd;w thHj;ijfisj; jtpHj;J ePq;fs; vd;w thHj;ijia mt;tg;nghOJ NrHj;Jf; 

nfhs;s Ntz;Lk;. 

11. rupahd kw;Wk; mikjpahd mZFKiw  

 “,y;iy” > 'kd;dpf;fTk;” Nghd;w thHj;ijfisj; jtpHf;fTk;. mit 

tuNtw;gpy;yhj nrhw;fshFk;. rupahd kw;Wk; mikjpahd rpe;jidia epiyehl;l 

Ntz;Lk;. ,y;iy vd;w thHj;ijf;Fg;gjpyhf kw;nwhU Kiw kw;Wk; “kd;dpf;fTk;” 

vd;gjw;F gjpyhf ehd; “Kaw;rpf;fpNwd;" Nghd;w nrhw;fisf; nfhz;L tuyhk;. 

tzpff; fbjj;jpd; tbtikg;G  

tzpff; fbjj;jpd; gFjpfs; my;yJ ghfq;fs; 

1. jiyg;G (Heading)  

2. Njjp (Date)  

3. cs; Kftup (my;yJ) ngWeupd; Kftup (Inside Address) 

4. Jtf;f tpspg;G my;yJ tzf;f miog;G (salutation)  

5. ghh;it vz;  (Reference number) 

6. kly; nra;jp (Body of the letter) 

7. tzf;f KbT (Complementary close)  

8. ifnahg;gk; (Signature) .  

9. ,izg;G (enclosure) 

1. jiyg;G(Heading)   

 nghJthf> vy;yh epWtdq;fSk; jq;fs; ngaH kw;Wk; mQ;ry; Kftup nghwpj;j 

jhs;fisf; fbjk; vOjg; gad;gLj;JfpwJ. ,J mDg;Ggtupd; Kftup MFk;. 

mofhfTk;> ftHr;rpahfTk; ,Ue;jhy; tpsk;gu kjpg;igAk; ngWk;. ,g;gFjpapy; gpw 

tptuq;fSk; $wg;gl;bUf;Fk;. cjhuzkhf njhopypd; ,ay; (Nature of business) ,  

njhiyNgrp (Telephone number)> je;jp(Telegram) Nghd;wit ,jpy; $wg;gLk;. 
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vLj;Jfhl;L   

 nry;tk; & fk;ngdp> 

 ,Uk;G kw;Wk; ngapz;l; tpepNahfpg;ghsH> 

 27> jpUNtq;flk; rhiy> 

 Nfhtpy;gl;b> njhiyNgrp vz;  3642. 

2. Njjp (Date)  

 xt;nthU fbjj;jpYk; tyJ gf;f %iyapy; jiyg;gpw;Ff; fPo; NjjpapLtJ kpf 

mtrpak;. mg;NghJ jhd; vjpHfhyj;jpy; tpguk; Njitg;gl;lhy; ntF tpiutpy;> vLj;Jg; 

ghHf;f KbAk;. Njjpia xt;nthUtUk; xt;nthU Kiwapy; vOJtH. ehspidf; 

Fwpg;gpLk; NghJ gpd;tUk; Kiwfspy; VjhtJ xU Kiwiag; gpd;gw;w Ntz;Lk;.  

m) Mq;fpy Kiw - ehs;> jpq;fs;> Mz;L vd;w tupirapy; vOj Ntz;Lk;.  

v.fh:  23 rdtup 2004>  

M) mnkupf;fd; Kiw - jpq;fs;> ehs; Mz;L vd;w tupirapy; vOj Ntz;Lk;. v.fh:  

rdtup 23> 2004. 

3. cs;Kfthp (Inside Address) 

  cs; Kftup fbjj;jpd; ,lJ gf;f %iyapy; jiyg;gpw;F fPo; vOj Ntz;Lk;. 

,J fbjk; ahUf;F vOjg;gLfpwNjh mtupd; ngaUk; KftupAk; ,jpy; Fwpg;gpl 

Ntz;Lk;. cs; Kftupia ,uz;L tifapy; vOjyhk;.  

m) tpspk;gpl;l my;yJ xuk; tplg; ngw;w gbtk;. (Indented form) 

M) $l;L my;yJ tpspk;gplg;glhj gbtk; (Black Form) 

 tpspk;gpl;l gbtj;jpy; xt;nthU tupiaAk; njhlq;Fk; nghOJ rpwpJ ,lk; tpl;Lj; 

njhlq;f Ntz;Lk;. 

v.fh.  Nfgp FkhH &rd;];>  

 rptd; Nfhtpy; njU> 

 nfhy;fj;jh  

tpspk;gplhj gbtj;jpy; vy;yh tupfSk; tyJ Xuj;jpy; ,Ue;Nj njhlq;f Ntz;Lk; 

v.fh.  Nfgp FkhH & rd;]; 

31. rptd; Nfhtpy; njU 

fy;;fj;jh 
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cs; Kftup vOJk; NghJ ngaH> vz;> njUg; ngaH Mfpatw;iw mLj;J 

fhw;Gs;sp> Cupd; ngaiu mLj;J Kw;Wg;Gs;spAk; ,Uf;Fk; gb vOj Ntz;Lk;. 

Kftupapy; jdp egUf;Ff; fbjk; vOJk; NghJ rpy tpjpKiwfisf; ftdpj;jy; 

Ntz;Lk;  

m) ngWeH MzhfapUg;gpd; „jpU‟Mr. vd;Wk;  

M) jpUkzkhd ngz;zhfapUg;gpd; „jpUkjp‟ (Mrs) vd;Wk;  

,) jpUkzkhfhj ngz;zhfapUg;gpd; nry;tp (Miss) my;yJ Fkhup vd;Wk; ngaUf;F 

Kd;dhy; NrHj;J vOj Ntz;Lk; xU rpyH ngaUf;Fgpd;dhy; "mtHfs;' (Esq) vd;w 

nrhy;iyAk; NrHg;gJz;L. ,r;nrhy;iyr; NrHf;Fk; NghJ „jpU‟ Nghd;w nrhw;fs; 

Njitapy;iy. lhf;lH> NguhrpupaH> Nfg;ld;> khz;GkpF Nghd;w rpwg;G mil nkhopfs; 

ngWeUf;F ,Ug;gpd; mtHfSila ngad;fSf;F Kd; Nkw;fz;l nrhw;fisNa 

gad;gLj;j Ntz;Lk;  

v.fh  lhf;lH nry;tuh[; 

 NguhrpupaH fNue;jH 

 Nfg;ld; Kj;Juh[; 

     khz;GkpF nrse;juh[;  

cs;Kftup rpW epWtdkhfapUg;gpd;> 

m)  ngWeH xU Fwpg;gpl;l mjpfhupahfapUg;gpd; jpUthsHfs; vd;w nrhy;iyr; 

 NrHj;jy; $lhJ.  

M)  nghJthf ,Ug;gpd; jpUthsHfs; (Messrs) vd;w nrhy;iyr; NrHf;f 

 Ntz;Lk;. 

4. Jtf;f tpspg;G (my;yJ) tzf;f miog;G (salutation) 

 cs; Kftupf;F fPo; tzf;f miog;G vOj Ntz;Lk; gpd; fhw;Gs;sp> ,Ljy; 

mtrpak; jdp egUf;Ff; fbjk; vOJk; NghJ 

md;Gs;s (Dear Sir) Iah> 

md;Gs;s mk;kh (Dear Madam) 

Iah (sir) 

 nghJthf> Iah vd;w nrhy; muR fbjg; Nghf;Ftuj;jpy; gad;gLj;jg;gLfpwJ. 

ngWeH ed;F mwpKfkhdtuhfapUg;gpd; mtuJ ngaiuAk; NrHj;J Jtf;f tpspg;G 
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vOjyhk;.  

v.fh  md;Gs;s jpU Nkhfd; 

Rw;wwpf;ifapy; md;Gs;s thbf;ifahsH vd vOJjy; Ntz;Lk;.  

5. ghh;it vz; (Reference Number)  

tzf;f miog;ig mLj;J nghUs;> ghHit Mfpa ,uz;ilAk; Fwpg;gpl Ntz;Lk;. 

mg;NghJ jhd; ehk; vijg;gw;wp vOJfpNwhk; vd;gij cldbahfg; Gupe;J nfhz;L 

kw;wtHfshy; eltbf;if vLf;f KbAk;  

v.fh. md;GilaPh;> 

nghUs; .......... 

ghh;it ........ 

6. klw;nra;jp (Body of the letter)  

klypd; %yk; ehk; vijr; nrhy;y tpUk;GfpNwhNkh mt;tptuq;fs; midj;ijAk; 

,jpy; Fwpg;gpl Ntz;Lk;. thzpg klypy; klw;nra;jp %d;W gj;jpfshfg; gpupf;fg;gl;L 

xt;nthU gj;jpAk; xt;nthU fUj;ij czHj;Jk; tifapy; mikf;fg;gl Ntz;Lk;. 

njhlf;fg; gj;jpapy; (Opening paragraph) ngWeuplk; ,Ue;J VjhtJ fbjk; my;yJ 

ruf;Ffs; te;jpUg;gpd; mijf; Fwpg;gpl Ntz;Lk;. 

 v.fh. jhq;fsJ ----- Njjpapl;l fbjj;jpw;F ed;wp. 

,uz;lhtJ gj;jpapy; nra;jpiaj; njspthfTk; RUf;fkhfTk; vOj Ntz;Lk;.  

,Wjp gf;fj;jpy; (Closing Paragraph) KbTiu Nghd;w xhpU thpfs; vOj Ntz;Lk; 

njhlf;fg; gj;jp fbjj;jpd; nghUis epidtpy; epiyj;J epw;fr; nra;fpwJ. KbT ey;y 

Kiwapy; mika Ntz;Lk;  

v.fh  nghUis mDg;gpaJk; jq;fSf;F kly; vOJfpNwhk;. 

7. tzf;f KbT (Complementary close)  

klw;nra;jp Kbe;jTld; rpy nrhw;fisg; gad;gLj;jp tpilngw Ntz;Lk;. Jtf;f 

tpspg;G vt;thW mike;J cs;sNjh mjw;Nfw;g tzf;f KbT nra;a Ntz;Lk; tzf;f 

KbTr; nrhy; fbjj;jpd; fPo; tyJ gf;fj;jpy; vOj Ntz;Lk;. Kbtpy; fhw;Gs;spapl 

Ntz;Lk;. 
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v.fh    Jtf;f tpspg;G      tzf;f KbT  

m) Iah>      jq;fs; cz;ikAs;s 

   md;GilaPh;>      (Yours faithfully)> 

   md;Gs;s mk;kh 

M) md;Gs;s jpU…..     jq;fs; NeHikAs;s> 

   md;Gs;s jpUkjp…..    (Yours sincerely) 

 

neUq;fpa ez;gHfs; jq;fs; gpupaKs;s> (yours affectionately) vd;w tzf;f 

Kbitg; gad;gLj;jyhk; 

rhjhuzkhf jq;fs; cz;ikAs;s vd;w tzf;f Kbit midtUk; 

gad;gLj;Jfpd;wdh;. 

8. ifnahg;gk; (Signature)  

 fbjj;ij vOJgtH tzf;f Kbtpw;F fPo; ifnahg;gk; ,l Ntz;Lk;. ifnahg;gk; 

njspthf ,y;iynadpy; ifnahg;gj;jpw;Ff; fPo; jdJ ngaiuj; njspthf vOjp 

milg;Gf; Fwpaplyhk;. $l;L tzpfk;> $l;Lg; gq;F epWkk; Nghd;w epWtdq;fspy; kly; 

vOJgtH jdJ ifnahg;gj;jpw;Ff; fPo; jd;Dila jFjp epiyiaAk; Fwpg;gpl Ntz;Lk;.  

v.fh  ,uhk; & fk;ngdpf;fhf> 

      v];. ,uhk;. 

       nrayh; 

9. ,izg;G (Enclosure)  

,JNt fbjj;jpd; ,Wjpg; gFjpahFk;. fbjj;Jld; NtW Mtzq;fisr; NrHj;J 

mDg;g Ntz;bapUe;jhy;> mitfisf; fbjj;Jld; ,izj;J mijg; gw;wpa 

tptuj;ijAk; Fwpg;gpl Ntz;Lk;.  

v.fh  ,izg;G  tpiyg;gl;bay; xd;W. ,t;tptuk; fbjj;jpd; ,Wjpapy; ,lJ gf;fj;jpy; 

Fwpg;gplg;gl Ntz;Lk;.  

gpd;Fwpg;G  (Post Script)  

fbjk; vOjp Kbj;j gpd;G> NkYk; VjhtJ tptuk; Fwpg;gpl tpUk;gpdhy; gpd; 
Fwpg;G vd;W vOjp mtw;iwr; NrHf;f Ntz;Lk;.  
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,g;gof;fj;ijj; jtpHf;f Ntz;Lk;. xd;Wf;F Nkw;gl;l gpd;Fwpg;G Njitg;gl;lhy; 
mtw;iw tupirg;gLj;j Ntz;Lk;. 

epidtpw; nfhs;f 
 

 xU ey;y tzpff; fbjj;jpd; jFjpfs; 

1. Jupjkhd gjpy;  

2. nghUs; gw;wpa mwpT  

3. cfe;jjd;ik  

4. rspj;jd;ik> KOik kw;Wk; njspT  

5. kupahij  

6. ifahSk; jpwd; 

7. J}z;Ljy;> 

8. cWjp 

9. tpw;ghz;ik 

10. “ePq;fs;” vd;fpd;w kdg;ghd;ik 

11. rupahd kw;Wk; mikjpahd mZFKiw 

 tzpff; fbjj;jpd; tbtikg;G 

1. jiyg;G (Heading)  

2. Njjp (Date)  

3. cs; Kftup (my;yJ) ngWeupd; Kftup (Inside Address) 

4. Jtf;f tpspg;G my;yJ tzf;f miog;G (salutation)  

5. ghh;it vz;  (Reference number) 

6. kly; nra;jp (Body of the letter) 

7. tzf;f KbT (Complementary close)  

8. ifnahg;gk; (Signature) .  

9. ,izg;G (enclosure) 

tpdhf;fs; 

1. tzpff; fbjj;jpd; ,ay;Gfisf; Fwpg;gpLf 

2. tzpff; fbjj;jpd; gFjpfs; ahit? 
3. ey;y tpahghu fbjj;jpd; Fzhjpraq;fis tpthp? 
4. tzpff; fbjj;jpd; gzpfs; ahit? 
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tzpff; fbjj;jpd; tiffs ; 

fw;wy; Nehf;fq;fs; 
 

,e;j mj;jpahaj;ijg; gbj;j gpd;dh; ePq;fs; fPo;f;fz;ltw;iwg; Ghpe;J nfhs;tPh;fs;. 

 
1. thzpg jfty;  njhlh;gpd; Kf;fpaj;Jtk; (Importance of Business 

Communication) 
2. tzpff; fbjj;jpd; tiffs; 
3. tpz;zg;g klypd; tiffs; 
4. tpz;zg;g klypd; gbKk;> mlq;fyk; gbtk; 
5. tpz;zg;g kly; vOJk; nghOJ ftdpf;fgl Ntz;ba Kf;fpa fUj;Jf;fs; 
6. MizAUf;fs; (Order Letters) 
7. MizAUf;fis cWjpg;gLj;Jjy; (Confirmation of orders) 
8. MizAUit nraw;gLj;Jjy; (execution of order) 
9. MizAUit uj;J nra;jy; (Cancellation of an order) 

10. GfhHfs;> NfhUupikfs;> rupf;fl;by;fs; (Complaints, Claims, Adjustments) 
11. jz;ly; kly;fs;(Collection letters) 

12. Rw;wwpf;if fbjq;fs; (circular letters) 

 

thzpg jfty;  njhlh;gpd; Kf;fpaj;Jtk; (Importance of Business Communication)  

 
 kdpj MASf;F ,uj;j Xl;lk; vt;tsT mtrpaNkh mNj Nghy xt;nthU 
tpahghu epWtdj;jpw;Fk; thzpfj; jfty; njhlh;G kpfTk; mtrpakhdjhFk;. 
 
,jd; Kf;fpaj;Jtk; gpd;tUkhW : 
 

1) epWtdk; nrk;ikahf eilngwTk;. 

2) jhkjk; ,d;wp tpiutpy; jPh;khdk; vLg;gjw;Fk; 

3) rhpahd Kiwapy; jpl;lkplTk; 

4) cw;gj;jp jpwd; mjpfhpf;fTk; 

5) ntF njhiytpy; cs;s eghplk; NgrTk; 

6) nfhs;Kjy; nra;aTk; tprhuiz Nkw;nfhs;sTk;> tpw;gid Gfhh;> Gfhiu 

tprhuiz nra;jy;> mjid rhpnra;jy; gioa thbf;ifahsiu jpUg;jpg; 

gLj;jTk;> Gjpa thbf;ifahsiu <h;f;fTk;. 

7) fbjq;fis gj;jpug;gLj;Jtjhy; vjph;fhyj;jpy; mjid rhd;whfTk; 

Nkw;Nfhs;fhl;lTk; cjTfpd;wJ. 
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8) gpw epWtdj;jplk; njhlh;G nfhs;sTk; muR kw;Wk; may;ehl;L tpahghhpfsplk; 

njhlh;G nfhs;sTk; trjp cz;L. 

9) ,uz;L egh;fSf;fpilNa cld;ghL Vw;gLk; Kd;dh; mth;fis gw;wpa tptuk; 

mwpe;J nfhs;s thzpg tprhuiz fbjk; jFjpia gw;wpa tprhuiz 

tpiyg;gl;bay;> tpahghu epge;jidfs;> gzk; nrYj;Jk; tpguk;> mDg;Gjy; tpguk; 

Nghd;witfis mwpe;j gpd;dNu cld;ghL nra;tjhy; ve;j xU jfuhWk;> GfhUk; 

tu tha;g;G ,y;iy.  NkNy fz;l ed;ikfs; ngw ey;y Kiwapy; fbjk; vOj 

Ntz;Lk;.  fbjk; vOJtJ xU fiyahFk;. 

10) ey;y Kiwapy; vOjpa fbjkhdJ gioa thbf;ifahsiu epWj;jp itf;fTk; 

Gjpa thbf;ifahsiu ftuTk; thq;FgtiuAk; tpw;gtiuAk; ,izf;Fk; ghykhf 

tpsq;FfpwJ.  vdNt> thzpg fbjk; xU nra;jp mspg;gtuhf tpsq;fpwJ.  

tpahghuk; tphptilaTk; re;ijapid gpbg;gjw;Fk; kpfTk; mtrpakhf cs;sJ.   

tzpff; fbjj;jpd; tiffs;  

tzpff;fbjq;fs; nrhe;jf; fbjq;fs; my;y. mit fPo;tUkhWgpupf;fg;gLfpwJ. 

1. tpz;zg;gf;fbjq;fs; 

2. NeHfhzy; fbjq;fs;> ghHitf; Fwpg;Gfs;> rhd;wpjo;fs;> epakdf;     fbjq;fs;> 

epHzaf; fbjq;fs;> gjtp caHT> gjtp Jwj;jy; 

3. tprhuizfSk; gjpy;fSk; 

4. Mizfs; kw;Wk; mjd; epiwNtw;wk; 

5. fld; kw;Wk; mjd; epiy Fwpj;j tprhuiz  

6. Fw;wr;rhl;LfSk; jpUj;jq;fSk; 

7. t#y; fbjq;fs; 

8. Rw;wwpf;iff; fbjq;fs; 

9. tpw;gidf; fbjq;fs; 

10. tq;fpf; fbjj; njhlHGfs; 

11. fhg;gPl;Lf; fbjj; njhlHGfs; 

12. ,wf;Fkjp-vw;Wkjp fbjj; njhlHGfs; 

13. KftH fbjj; njhlHGfs; 

14. epWkr; nrayhsupd; fbjj; njhlHG 

15. khepy kw;Wk; Njrpa muRf; fbjj; njhlHG 
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Ntiyf;F tpz;zg;gpj;jy;  

                       

 ,t;Tyfpy; xt;nthU kdpjDk; tho;tjw;F gytifahd nghUl;fSk;> trjpfSk; 

Njitg;gLfpd;wd. mt;tifahd nghUl;fisAk; trjpfisAk; miltjw;Fj; Njitahd 

gzj;ijg; ngw VjhtJ xU njhopNyh my;yJ NtiyNah nra;a Ntz;bAs;sJ. gjtp 

Nfhhp mDg;gg;gLk; tpz;zg;gk; VWkhwhfNth my;yJ gzptpy;yhkNyh ,Ug;gpd; Ntiy 

tha;g;Gf; Fiwe;J tpLfpd;wJ. MfNt xUtUf;F tho;itf; nfhLf;Fk; Ntiyf;fhd 

tpz;zg;g kliy kpf;f ftdj;Jld; jahhpf;f Ntz;Lk;. tpz;zg;g kly; tpw;gid 

klYf;F xg;ghdJ. Vndd;why; tpahghhpfs; tpw;gid kly; %yk; jhd; jq;fsJ 

nghUis tpw;gid nra;a Kay;fpd;wdh;. mNj Nghy; jhd; tpz;zg;gjhuh;fs; jq;fs; 

tpz;zg;g gl;l kly; %yk; jq;fsJ Nritia kpf mjpfkhd tpiyapy; tpw;gid 

nra;a KaYfpd;wdh;. vdNt> xU tpz;zg;g kly; vd;gJ tpw;gid klYf;Fhpa 

midj;J mk;rq;ifAk;; cs;slf;fpajhf mika Ntz;Lk;. 

 tpz;zg;g klypd; kpf Kf;fpa Nehf;fk; Ntiyiag; ngWtJ kl;Lky;y. khwhf 

tpz;zg;g kliyj; Njh;T nra;gtiuf; ftUtjhfTk;> tpz;zg;gjhuh; Neh;Kfj; Njh;Tf;F 

miof;Fk; msTf;F jFjpahdth; vd;W Njh;T nra;gtUf;F czh;j;Jk; mstpYk; 

mika Ntz;Lk;. 

tpz;zg;g klypd; tiffs;  

 tpz;zg;g kliy ,Utifahfg; gphpf;fyhk;. Kjy; tif fbjj;jpy; vt;tifahd 

gphpTfSk; ,y;yhky; midj;J tpguq;fisAk; (fy;tpj;jFjp> Kd; mDgtk;> rpwg;Gj; 

jFjpfs;> jdpg;gl;l tpguq;fs;> ve;j top my;yJ tiffs; Ntiy tha;g;G gw;wpa tpguk; 

mwpag;gl;lJ) xNu fbjj;jpy; fl;Liu tbtkhf kpf tphpthf vOJtJ. 

 ,uz;lhtJ tifapy; xU tzpf kly; ,uz;L gphpTfshf gphpf;fg;gl;L Kjy; 

gphptpy; Ntiy tha;g;G gw;wpa tpguk; ahh; %yk; ve;jr; nra;jpjhs; my;yJ ve;jr; 

rQ;rpif %yk; njhpe;jJ Nghd;w tpguq;fis KO tpguj;Jld; njhptpf;f Ntz;Lk;. 

 mLj;j gphptpy; tpz;zg;gjhuh; gw;wpa KO tpguq;fs; (ngah;> gpwe;j Njjp> 

clyikg;G jFjp> fy;tp jFjp> tpisahl;L jFjp> gapw;rpfs;> Kd; mDgtq;fs;> 

VjhtJ ,Ue;jhy; mJ gw;wpa tpguq;fs;> rpwg;Gj; jFjpfs; gpw Kf;fpa jdpg;gl;l 

tpguq;fs;) kpf RUf;fkhd Kiwapy; njhptpg;gJ. 

 Nkw;fz;l ,uz;L tif klypy; ,uz;lhtJ tif jhd; kpfr; rpwe;jJ. 

Vndd;why;> ,t;tif fbjj;jpy; jhd; tpz;zg;gjhuh; Ntiyf;Fj; Njitg;gLk; tpguq;fs; 

jdpg;gphpthf vOJtjhy;> ,f;fbj;ijg; gbg;gtUf;F kpFe;j rpukk; ,d;wpAk;> fhy tpuak; 

,d;wpAk; FWfpa Neuj;jpy; vspjhfTk;> njspthfTk; tpz;zg;gjhuiug; gw;wp mwpe;J 

nfhs;s KbfpwJ. 
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tpz;zg;g kly; vOJk; nghOJ ftdpf;fgl Ntz;ba Kf;fpa fUj;Jf;fs; 

1. Ntiy tha;g;G tpguq;fs; mwpe;j tpjk;  

 xU epWtdj;jpy; cs;s Ntiy tha;g;Gg; gw;wpa gy topKiwfs; %ykhf 

(cjhuzkhf nra;jpjhs;> rQ;rpid> thndhyp> njhiyf;fhl;rp kw;Wk; ez;gh;fs; my;yJ 

cwtpdh;fs;) mwpayhk;> MfNt tpz;zg;gjhuh; tpz;zg;gk; vOJk;nghOJ Kjypy; jhk; 

ve;j top Kiw %ykhf me;epWtd Ntiy tha;g;Gg; gw;wp mwpe;Njhk; vd;gij ntspapl 

Ntz;Lk;. 

 mt;tpguk; ez;gh; my;yJ cwtpdh; %ykhf mwpe;jpUe;jhy;> jkJ tpz;zg;gj;jpy; 

me;eghpd; ngaiu ntspaplyhkh vd;gij Nkw;gb eghplkpUe;J mDkjp thq;fpf; nfhs;s 

Ntz;Lk;. 

 NtW VjhtJ tpsk;guk; %yk; mwpe;jpUe;jhy; mt;tpsk;guk; ntspahd 

nra;jpj;jhs;> re;rhpifapd; ngah;> ehs; Kjypatw;iwj; njspthff; Fwpg;gpl Ntz;Lk;. 

2. Ntiyapd; ngah; 

 epWtdj;jhh; xt;nthUtUk; jdpj;jdpahf tpsk;guk; nra;tjpy;iy. khwhf xNu 

rkaj;jpy; gy NtiyfSf;Fk; xd;W Nrh;j;Jj; jhd; tpsk;guk; nra;thh;fs;. MfNt 

tpz;zg;gjhuh; jdJ tpz;zg;gj;jpy; jhk; ve;j Ntiyf;F (Ntiyapd; ngah;) 

tpz;zg;gk; nra;fpNwhk; vd;gijj; njspthff; Fwpg;gpl Ntz;Lk;. 

3. fy;tpj; jFjp 

 tpz;zg;gjhuh; jd;Dila fy;tpj; jFjpfis KO tpguj;Jld; cjhuzkhf 

kjpg;ngz;> Kf;fpa ghlg;gphpTfs;> gbj;j gs;spf; fy;Y}hp my;yJ gy;fiyf; fofj;jpd; 

ngah;> fy;tpj; jFjpapd; Mz;L tpguq;fs; jhk; ngw;w fy;tpapy; VjhtJ Fwpg;gplj;jf;f 

Njh;r;rp> ntFkjpfs; ,Ue;jhy; mjd; tpguq;fisAk; Fwpg;gpl Ntz;Lk;. 

4. rpwg;Gj; jFjpfs;  

 tpz;zg;gjhuh; fy;tpj; jFjp jtpu mt;Ntiyff;F cjtpahf ,Uf;ff; $ba 

NtW VjhtJ jFjpfs; ngw;wpUe;jhy; mjd; tpguKk; mr;rpwg;Gj; jFjp Nkw;gb 

Ntiyf;F vt;thW cjtpahf ,Uf;Fk; vd;gijAk; Rl;b fhl;l Ntz;Lk;. 

 vLj;Jf;fhl;lhf> fzf;fh; Ntiyf;F tpz;zg;gk; nra;gth; gp.fhk; my;yJ vk;.fhk; 

gl;lg;gbg;Gld;> jl;lr;R> fzpg;nghwpapay; jFjp VNjDk; rpwg;Gj; jFjp ngw;wpUg;gpd; 

mjd; tpguq;fs;. 
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5. Kd; mDgtk; 

 tpz;zg;gjhuUf;F NtW VjhtJ epWtdj;jpy; Ntiy ghh;j;j Kd; mDgtk; 

,Ue;jhy; mjidj; jtwhky; Fwpg;gpl Ntz;Lk;. mt;thW Kd; mDgtk; VJk; 

,y;yhtpby; mijAk; vt;tpj xspT kiwTkpd;wp ijhpakhf ntspaplyhk;. Mdhy; 

jdf;F Kd; mDgtk; ,y;yhtpbDk; me;epWtdk; Ntiytha;g;G mspj;jhy;> 

mt;Ntiyia kpf ey;y Kiwapy; nra;Ntd; vd;W ek;gpf;ifA+l;Lk; tifapy; 

tpz;zg;gk; tiua Ntz;Lk;. 

6. taJ 

 epWtdk; Nfl;Lf; nfhz;lhy; tpz;zg;gjhuh; jd;Dila gpwe;j Njjp> taJ 

Kjypatw;iwf; Fwpg;gpl Ntz;Lk;. Vndd;why; epWtdq;fs; xU rpy NtiyfSf;F 

,isQh;fisAk; xU rpy NtiyfSf;F kpFe;j mDgtk; tha;e;jth;fisAk; epakpf;f 

Ntz;Lk;. 

7. rk;gsk; 

 rpy rkaq;fspy; tpsk;gujhuh; tpz;zg;gjhhplNkh ‘tpUk;Gk; Fiwe;j gl;r 

rk;gsj;Jld; tpz;zg;gpf;fTk;‛ vd;W $Wth;. ,t;thwhd tpsk;guk; tpz;zg;gjhuUf;F 

xU rq;flkhd #o;epiy. ,t;thwhapd; ,jw;F Kd;G VjhtJ xU epWtdj;jpy; Ntiy 

ghh;j;Jf;nfhz;bUe;jhy;> me;epWtdj;jpy; jw;nghoJ thq;Fk; rk;gsj;ijf; Fwpg;gplyhk;. 

fhuzk; Fiwe;j gl;rkhf mr;rk;gskhtJ jdf;F Gjpa epWtdj;jpy; fpilf;f 

Ntz;Lnkd;gjhy;> khwhf tpz;zg;gjhuh; ,jw;F Kd;G vt;tpj NtiyAk; 

ghh;f;ftpy;iynad;why;> epWtdj;jhhplk; jd;Dila fy;tpj;jFjpf;Fk;> Ntiyf;Fk; 

jFe;jhw;Nghy epahakhd Cjpak; nfhLj;jhy; NghJk; vd;W tpz;zg;gpf;fTk;. 

8. Fwpg;gply; 

 tpsk;gujhh; rpy Neuq;fspy; tpz;zg;gjhuUila gof;f tof;fq;fs;> elj;ijfs;> 

Fzq;fs; gw;wp rpy kj;jpa];jh;fs; %yk; mwpa tpUk;Gth;. mt;thwhapd; tpz;zg;gjhuh; 

,uz;L my;yJ %d;W egh;fsplk; Kd; mDkjp ngw;W mk;kj;jpa];jh;fSila ngah;> 

tpyhrk; Kjypatw;iwf; Fwpg;gpl Ntz;Lk;. nghJthf> kj;jpa];jh; me;je;j Ch;fspy; 

cs;s nghpa kdpjh;fshfTk;> rKjhaj;jpy; ed;kjpg;igg; ngw;wth;fshfTk; ,Uf;f 

Ntz;Lk;. 

9. Ntiyf;Fr; Nru tpUk;Gk; ehs;  

 tpz;zg;gjhuh; Ntiy fpilj;jhy; mg;Gjpa Ntiyf;F vg;nghOJ Nru KbAk; 

vd;gij Rl;bf;fhl;l Ntz;Lk;. 
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10. ew;rhl;rpg; gj;jpuq;fs;  

 tpz;zg;gj;jpy; cs;s midj;J tpguq;fsf;Fhpa ew;rhl;rpg; gj;jpu efy;fspd; 

murhq;f f[l;by; gjpT ngw;w mYtyh;fsplk; ifnahg;gk; ngw;W tpz;zg;gj;Jld; 

,izf;f Ntz;Lk;. 

tpz;zg;g klypd; gbKk;> mlq;fyk; gbtk; 

 tpz;zg;g klypd; gbtk; Vida tzpf klypd; gbtk; Nghd;wNj. 

,t;tpuzbw;Fk; cs;s tpj;jpahrj;ij kpff; Fwpg;gpl;L nrhy;y Ntz;Lkhdhy; vy;yh 

tif klypYk;> Kiwahd fbjj; jiyg;G ,Uf;Fk;. Mdhy; tpz;zg;g klYf;F 

mt;thW ,Uf;f tha;g;Gf; FiwT. ,Ue;jhYk; ,J kpfg; nghpa gpur;rid ,y;iy. 

fhuzk; tpz;zg;g kly; vOJk;nghOJ tpz;zg;gjhuh; jdJ ngah; kw;Wk; tpyhrj;ij 

tpz;zg;g klypd; ,lJ ifg;gf;fk; Nky;Gwj;jpYk;> mjw;fLj;jhw; Nghy; rpwpJ 

,ilntsp tpl;L ngWeh; KfthpiaAk; vOj Ntz;Lk;. 

tpz;zg;g klypd; mlq;fy; 

 tpz;zg;g klypd; cs;s mlq;fy;fis gy gFjpfshfg; gphpf;fyhk;. mitfs; 

gpd;tUkhW 

1. tpz;zg;gjhuh; tpyhrk; 

 tpz;zg;gjhuUila KO tpyhrj;ijAk; kpfj; njspthf tpz;zg;g klypd; 

Nky;Gwk; ,lJ ifg;gf;fk; jl;lr;R nra;a Ntz;Lk;. 

2. cl;gf;f Kfthp 

 cl;gf;f Kfthp tpsk;guj;jpy; vt;thW cs;sNjh> mt;thNw vt;tpj khw;wKk; 

,d;wp ,Uf;f Ntz;Lk;. tpsk;guj;jpy; mYtyh;fspd; ngah; ,y;yhky; mt;tYtyh;fspd; 

mYtyh; tpyhrj;ij Fwpg;gpLth;. mg;nghOJ tpz;zg;gjhuh; tpsk;guj;jpy; cs;s 

mYtyf tpyhrj;ij jhd; gad;gLj;j Ntz;Lk;. 

c.k; 

 Nkyhsh; / gzp mikg;G Nkyhsh; 
 ,e;jpa ug;gh; epWtdk; 

 gk;gha; - 70. 

 NtW rpy epWtdq;fs;> tpsk;guk; nfhLf;Fk; nghOJ jq;fSila epWtdj;jpd; 

ngaiuNah> mYtyhpd; ngaiuNah Neubahf Fwpg;gplhky; VNjDk; nra;jpj;jhs; 
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ngl;bapd; vz;izNah my;yJ jghy; mYtyf ngl;bapd; vz;fisNah Fwpg;gpl;L 

tpsk;guk; nra;thh;fs;. 

ck;. 

 1.tpsk;gujhuh;> 

 jpdj;je;jp> mQ;ry; ngl;b vz; 143> 

 jpUney;Ntyp “ 627 001. 

  2. tpsk;gujhuh; 

 jghy; ngl;b vz; 307 

 jpUney;Ntyp 

 ,k;khjphp tpyhrk; ,Ue;jhy; mjpy; vt;tif khw;wKk; ,d;wp tpz;zg;gjhuh; 

cgNahfg;gLj;j Ntz;Lk;. 

3. njhlf;f tpspg;G my;yJ tzf;f miog;G 

 tpz;zg;gjhuh; nghJthf njhlf;f tpspg;ghf md;Gs;s Iah> md;Gs;s mk;kh> 

my;yJ kpf RUf;fkhf ma;ah vd;gij gad;gLj;jyhk;. 

4. klw;nra;jp 

 klw;nra;jpia vg;gb Muk;gpf;f Ntz;Lk; vd;w jPh;f;fkhfr; nrhy;y KbahJ. 

nghJthf klw;nra;jp> tpsk;gujhuiu my;yJ epWtdj;ij ftuf;$ba tifapy; ,Uf;f 

Ntz;Lk;. mjw;F klypy; tpsk;gujhuUf;Fj; Njitahd tpguq;fisAk; tpz;zg;gjhuh; 

vd;ndd;d nra;jpfisj; njhptpf;f Ntz;Lk; vd;W tpUk;GfpwhNuh mijr; RUf;fkhfTk;> 

njspthf Fwpg;gpl Ntz;Lk;. klw;nra;jp mjpf msT ,Ue;jhy; mij gy gj;jpfshf 

gphpj;J vOJjy; kpf ed;W 

 Kjy; gj;jpapy; tpz;zg;gjhuUf;F me;epWtdj;jpy; cs;s Ntiy tha;g;G ahh; 

%yk; my;yJ ve;j tpsk;guj;jpd; %yk; njhpe;jJ vd;gij mt;tpsk;gu efypd; 

ngaiuAk;> NjjpiaAk;> Fwpg;gpl Ntz;Lk;. gpd; mt;tpsk;guj;jpy; cs;s Ntiyfspy; 

jhd; ve;j Ntiyf;F tpz;zg;gk; nra;fpNwhk; vd;gijAk; Fwpg;gpl Ntz;Lk;. 

5. tzf;f KbT 

 tpz;zg;gjhuh; fbjj;ij Kbf;Fk; nghOJ egh;fspd; #o;epiyf;Nfw;g rpy 

nrhw;fisg; gad;gLj;jp tpil ngw Ntz;Lk;. nghJthf gpd;tUk; nrhw;fs; 

tof;fpypUf;fpd;wd. 
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 jq;fs; ‘md;Gs;s‛> ‘jq;fs; cz;ikAs;s‛> ‘jq;fs; ek;gpf;ifAs;s‛> ‘jq;fs; 

fPo;g;gbjYs;s‛> ‘jq;fs; khpahijf;Fl;gl;l‛ ,tw;wpy; ‘ jq;fs; cz;ikAs;s‛ vd;w 

nrhw;fNs ngUk;ghYk; vy;yh tiff; fbjq;fspYk; gad;gLj;jg;gLfpd;wd. tpz;zg;g 

kly;fSf;F Vw;wJk; ,r;nrhw;fNs MFk;. ‘jq;fs; kpf cz;ikahd‛ my;yJ ‘jq;fs; 

fPo;gbjYs;s‛ Nghd;w nrhw;fis jtph;g;gJ ed;W. 

6. ifnahg;gk; 

 fbjj;jpd; vy;yh tpguq;fSk; jl;lr;rpd; %yk; ,Uf;fyhk;.  Mdhy; ifnaOj;J 

kl;Lk; xUthpd; ifg;gl ,Uj;jy; Ntz;Lk;.  rpyhpd; ifnahg;gk; Ghpe;J nfhs;s Kbahj 

tifapy; ,Uf;Fkhjyhy; mth;fs; jq;fs; ngaiu> ifnaOj;jpw;F milg;Gf; 

FwpfSf;Fs; njspthf vOj Ntz;Lk;. 

 rpyh; ifnaOj;jpLk; nghOJ ,il thf;fpak; my;yJ cgthf;fpak; Nrh;j;J 

vOJth;.  cjhuzkhf tpz;zg;gjhuh; jpUkzg; ngz; ‘jpUkjp‛ vd;w khpahijr; 

nrhy;iyAk;> jpUkzkhfhjth; ‘nry;tp’ vd;w khpahijr; nrhy;iyAk; gad;gLj;Jth;.  

7. ,lk;> ehs;: 

 tpz;zg;g kly; KbAk; jUthapy; tpz;zg;gjhuUila ifnaOj;jpw;F 

,izahf klypd; ,lJGwk; ,lj;ijAk;> tpz;zg;gk; vOJk; ehisAk; fz;bg;ghf 

Fwpg;gpl Ntz;Lk;.  

8. ,izg;G: 

 fbjj;Jld; itj;J mDg;gg;gLk; Mtzq;fs;> fhNrhiy Nghd;witapUg;gpd; 

fbjj;jpd; ,Wjpapy; ,izg;G vd;W njspthf Fwpj;jy; Ntz;Lk;.  ,t;thW Fwpg;gpjhy; 

fbjj;ijg; ngWgth; ,izg;Gfis vspjhf xg;gpl;Lg; ghh;j;Jf; nfhs;s KbAk;.  

,izg;Gfis thpirg;gLj;jp vz;zpl;L mDg;GtJ ed;W. 
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tq;fpapd; vOj;jh; gzpf;F tpz;zg;gpj;jy; 

mDg;Geh; 

 

 g. khhpKj;J> gp.fhk;.> 

 b.16 (khb) rp fhydp> 

 ngUkhs;Guk;> 

 jpUney;Ntyp - 627 007. 

 

ngWeh; 

 

 gzp Nkyshh;>  

 jkpo;ehL nkh;fz;ily; tq;fp> 

 100 flw;fiu rhiy> 

 Jhj;Jf;Fb - 1. 

 

Iah> 

 

 nghUs;: vOj;jh; gjtpf;fhd tpz;zg;gk; gw;wpaJ. 

 ghh;it: ,e;jpad; vf;];gpu]; ehspjo; - tpsk;guk; 

 

 khh;r; 25> 1996 ehspl;l ,e;jpad; vf;];gpu]; ehspjopy; jq;fspd; tpsk;guk; ghh;j;J 

jq;fs; tq;fpapy; vOj;jh; gjtpf;fhd ,t;tpz;zg;gj;ij gzpe;jDg;GfpNwd;.  

 ehd; Vg;uy; 1996y; jpUney;Ntyp k.jp.jh. ,e;Jf; fy;Y}hpapy;  ,sq;fiy 

tzpftpay; (gp.fhk;.) gl;lj; Njh;tpy; Kjy; tFg;gpy; NjwpapUf;fpNwd;.  gbf;Fk; nghONj 

jl;nlOj;J kw;Wk; RUf;nfOj;J Njh;Tfs; vOjp ntw;wp ngw;wpUf;fpNwd;. 

 ehd; fle;j xU tUlkhf b.tp.v];. epjp epWtdj;jpy; vOj;juhfg; gzpGhpe;J 

tUfpNwd;. vd;Dila KOj; jpwikiaAk; gad;gLj;jp tsUk; tha;g;G ,q;F FiwT. 

vdNt jhd; jq;fs; tq;fpia ehLfpNwd;. ehd; gpwe;j Njjp [Piy 10> 1969. vd;Dila 

taJ 26. fy;Y}happy; ele;j gy Nghl;bfspYk; gq;Nfw;W ntw;wpAk; ngw;wpUf;fpNwd;. 

,j;Jld; rhd;wpjo; gbfisj; jq;fs; ghprPyikf;F mDg;gpAs;Nsd;. 
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 vdf;F ,e;j tha;g;Gf; nfhLf;fg;gbd; vd; gzpiaj; jpwk;gl nra;J> 

Nkyjpfhhpfspd; ey;nyz;zj;ijAk; ngw;W epWtdj;jpd; rpwe;j Copah;fSs; xUtdhf 

,Ug;Ngd; vd;W cWjpaspf;fpNwd;. 

 jpUney;Ntyp - 7         jq;fs; cz;ikAs;s> 

Vg;uy; 6> 1996                      (g.khhpKj;J) 

,izg;G : rhd;wpjo; gbfs; 

 

Neh;Kfj; Njh;Tf;fhd kly; 

 jw;nghOJs;s #o;epiyapy; xU Ntiyf;F Vuhskhd egh;fsplkpUe;J 

tpz;zg;gq;fs; tUk;. mj;jid tpz;zg;gjhuh;fSf;Fk; Ntiy tha;g;G mspg;gJ 

,ayhJ. MfNt vy;yh tpz;zg;gq;fisAk; jPtpukhf ghprPyid nra;Jk;> gy Njh;Tfs; 

elj;jpAk; mtw;Ws; xU rpy tpz;zg;gjhuh;fis kl;Lk; Neh;Kfj; Njh;Tf;F 

tpz;zg;gjhuiu miog;gjw;F epWtdj;jhy; kly; vOJk; nghOJ ftdpf;f 

Ntz;baitfs;: 

1. tpz;zg;gj;jpd; Njjp 

2. gjtpapd; ngah; 

3. tpz;zg;gjhuUf;F Neh;Kfj; Njh;T eilngWk; ,lk;> ehs;> Neuk; Kjypatw;iwAk; 

Neh;Kfj; Njh;tpw;F Njitahd ew;rhl;rpg; gj;jpuq;fis nfhz;L tu Ntz;Lk; 

vd;gijAk; Fwpg;gpLtJ mtrpak;. 

4. tpz;zg;gjhuUf;Fg; gazg;gb cz;lh? ,y;iyah vd;gJ gw;wpAk;> gazg;gb 

cz;nld;why; ve;j tifahd> vt;tsT gazg;gb toq;fg;gLk; vd;gijf; 

Fwpg;gpl Ntz;Lk;. 

  



43 

 

Neh;Kfj; Njh;Tf; fbjk; 

rpth kUj;Jtkid 

125> kJiu NuhL> 

jpUney;Ntyp-1. 

jpU. rz;Kfuh[h> 

5> uh[uhN[];thp efh;> 

vz;.rp.X. fhydp> 

jpUney;Ntyp-7. 

md;GilaPH;> 

 jq;fSila gpg;uthp 5> 1996e; Njjpapl;l tpz;zg;g kliyf; fz;Nlhk;. mjpy; 

cq;fSila jFjpAk;> Kd; mDgtKk; vq;fSila kUj;Jtkidapy; cs;s cjtp 

fzf;fh; Ntiyf;F NghJkhdjhf cs;sJ. 

 Neh;Kfj; Njh;Tf;F khh;r; 5k; Njjp fhiy 10 kzpf;F Vw;ghL nra;Js;Nshk;. 

ePq;fs; vd;Dila Neh;Kf cjtpahsh; jpU.f.utpaplk; cq;fSila midj;Jr; 

rhd;wpjo;fisAk; xg;gilj;J rhp ghh;j;J thq;fp nfhz;L fhiy 11 kzpf;F vq;fSila 

Kjd;ik fzf;fh; jpU.g.rpd;dj;jk;gpaplk; Neh;Kf Njh;Tf;fhf mZfTk;. 

 Neh;Kfj; Njh;T Kbe;j gpd; epjp gphpTf;Fr; nrd;w jq;fSf;Fhpa gazg;gbapidg; 

ngw;Wf;nfhs;sTk;. 

jq;fspd; cz;ikAs;s> 

 

jpUney;Ntyp  - 600 007.        rp. rptuh[Nty; 

khh;r;> 1996             (gzp Nkyhsh; / rpth kUj;Jtkid) 
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Neh;Kfj; Njh;T rPl;L 

jkpo;ehL nkh;fd;ily; tq;fp 

(gjpT mYtyfk; 100> flw;fiu rhiy> J}j;Jf;Fb) 

 

ehs; 26> gpg;uthp 1996 

 ghh;it vz;. Ntiy tha;g;G mYtyf vz;. 361/95-96 vz;. 3115 

------- 

md;GilaPH 

 cq;fSila vOj;jh; Ntiyf;fhd tpz;zg;g kly; fpilf;fg; ngw;wJ. mjd;gb 

cq;fSf;F vOj;Jj; Njh;Tf;Fk;> Neh;Kfj; Njh;Tf;Fk; Vw;ghL nra;ag;gl;Ls;sJ. 

 vOj;Jj; Njh;Tf;Fk; Neh;Kfj; Njh;Tf;Fk; tUk;nghOJ ,k;kliyf; fz;bg;ghf 

nfhz;L tuNtz;Lk;. ,e;j kly; jhd; cq;fSf;Fhpa EioTr;rPl;L> Neh;Kfj; Njh;T 

eilngWk; ,lk;> ehs;> Neuk; fPNo Fwpf;fg;gl;Ls;sJ. Nkw;gb vf;fhuzj;ijj; nfhz;Lk; 

Njh;tpd; Neuk;> ehs;> ,lkhw;wk; nra;a ,ayhJ. Neh;Kfj; Njh;Tf;F vt;tpjkhd 

gzg;gbAk; toq;fg;gl khl;lhJ.  

vOj;J Neh;Kf Njh;T tpguk; 

 ehs; : khh;r; 10> 1996 

 Neuk; : vOj;Jj; Njh;T fhiy 10 kzp Kjy; 12 kzp tiu Neh;Kfj;   

 Njh;T kjpak; 2 kzp 

 ,lk; : t.c.rp. fy;Y}hp> J}j;Jf;Fb 

 

     jq;fs; cz;ikAs;s 

     (R. %h;j;jp) 

    (gzp Nkyhsh; / jkpo;ehL nkh;fz;ily; tq;fp) 
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ghh;it nfhLj;jijg; gw;wp vOJjy; 

jkpo;ehL nkh;fd;ily; tq;fp 

100> flw;fiurhiy> 

J}j;Jf;Fb-1 

ehs; khh;r; 15> 1996 

,ufrpak; 

 jpUthsh;fs; b.tp.v];. epjp epWtdk;> 

 25> jpUtde;jGuk; rhiy> 

 jpUney;Ntyp - 3 

 

md;GilaPh;> 

 

 jq;fs; epWtdj;jpy; vOj;juhf Ntiy ghh;j;J te;j jpU.g.khhpKj;J vq;fs; 

epWtdj;jpy; fzf;fh; gjtpf;F tpz;zg;gpj;Js;shh;. mth; cq;fisg; ghh;itf;Ff; 

nfhLj;jpUg;gjhy;> mtiug; gw;wpa rpy tptuq;fis mwpe;J nfhs;s tpUk;GfpNwhk;. 

mtUila jpwik> ehzak;> elj;ij gw;wp vq;fSf;F njhptpj;jhy; ehq;fs; kpfTk; 

ed;wpAs;sth;fshf ,Ug;Nghk;. 

 jhq;fs; nfhLf;Fk; tpguq;fs; midj;Jk; ,ufrpakhfNt fhf;fg;gLk;. 

 tptuk; njhptpg;gjw;F ,j;Jld; mQ;ry; jiy xl;b Kfthpapl;l ciw 

mDg;gg;gLfpwJ. 

 

      jq;fs; cz;ikAs;s 

     (R.%h;j;jp) 

    (gzp Nkyhsh; / jkpo;ehL nkh;fd;ily; tq;fp) 
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Kd; fbjj;jpw;Fg; gjpy; 

b.tp.v];. epjp epWtdk; 

25> jpUtde;jGuk; rhiy> 

jpUney;Ntyp. 

ehs; khh;r; 25> 1996 

,ufrpak; 

 gzpah; Nkyhsh;> 

 jkpo;ehL nkh;fd;ily; tq;fp> 

 100> flw;fiu rhiy> 

 J}j;Jf;Fb - 1 

 

md;GilaPh;> 

 jq;fspd; khh;r; 15> 1996 ehspl;l fbjj;jpd; njhlh;ghfg; gpd;tUtdtw;iwj; 

njhptpf;fpNwhk;. 

 jpU.g.khhpKj;J vd;gth; vq;fs; epWtdj;jpy; vOj;juhff; fle;j Xh; Mz;lhfg; 

gzpGhpe;J tUfpwhh;. mj;Jld; gy Neuq;fspy; nghUshsuhfTk; ,Ue;J jpwikAld; jk; 

flikiar; nra;jpUf;fpwhh;. mth; ek;gpf;iff;F cfe;jth;. ePq;fs; Fwpg;gpl;l Ntiyf;Fg; 

nghUj;jkhdth;. 

 

 

        jq;fs; cz;ikAs;s> 

        (gh.Fkhh;) 

       (Nkyhsh;> b.tp.v];. epjp) 

 



47 

 

gzpapy; egiu epakpj;Jf; fbjk; vOjjy; 

jkpo;ehL nkh;fd;ily; tq;fp 

(jiyik mYtyfk; 100> flw;fiu rhiy> J}j;Jf;Fb -1) 

ehs; Vg;uy; 10> 1996 

g.khhpKj;J> 

b 16(khb) rp.fhydp> 

ngUkhs;Guk;> 

jpUney;Ntyp - 7 

md;GilaPh;> 

 

 nghUs; : vOj;jh; gjtp - epakdk; - Fwpj;J. 

 ghh;it : jq;fs; [dthp 10> 1996 ehspl;l tpz;zg;gk; 

 

 jq;fis vq;fs; tq;fpapd; vOj;jh; gjtpf;Fj; Njh;e;njLj;J epakpf;fpNwhk; 

vd;gij kfpo;r;rpAld; njhptpj;Jf;nfhs;fpNwhk;. 

 ,g;gjtp Xuhz;bw;Fj; jw;fhypfkhf ,Uf;Fk;. jq;fspd; jpwik> Kd;Ndw;wj;jpy; 

jq;fSf;fpUf;Fk; cw;rhfk;. gzpfisj; jpUg;jpfukhfr; nra;jy; Mfpatw;iwf; fz;L 

gpd;dh; epue;jukhf;fg;gLk;. 

 jq;fspd; khj Cjpak; &.1250 kw;Wk; gQ;rg;gb> efu el;l <l;Lg;gb> tPl;L 

thlifg;gb Mfpait jw;NghJ epyTk; fl;lz tPjj;jpy; nfhLf;fg;gLk;. jq;fs; Vg;uy; 

25-f;Fs; gzpapy; Nrutpy;iynadpy; epakdk; ePf;fg;gLk;. 

 

     jq;fs; cz;ikAs;s 

     (r.%h;j;jp) 

    gzpah; Nkyhsh; (jkpo;ehL nkh;fd;ily; tq;fp) 
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1. tprhuizf; fbjk; (Enquiry Letter)  

 tprhuizf; fbjk; vd;gJ ruf;F thq;FtH> jhk; thq;ff; $ba ruf;Ffspd; 

tpiy> juk;> js;Sgb kw;Wk; ruf;F mDg;gg;gLk; Kiw Mfpatw;iw tprhuiz 

nra;tjhFk;. ,it tpsk;guj;jpd; %ykhfNth my;yJ tpiyg;gl;baypd; 

%ykhfNth ,Uf;fyhk;. 

fbjk; 1 

Gj;jfq;fs; thq;Ftjw;F tpiyg; gl ;bay; Nfl;L vOJjy; 

FkhH gjpg;gfk;> 

2>GJkz;lgk;.  

kJiu.  

md;GilaPh;> 

     vq;fs; epiyj;jpw;F 200 tzpf kly; Gj;jfq;fs; thq;f 

,Uf;fpd;Nwhk;.jq;fspd; jw;Nghija tpiy tpgu gl;bay; xd;Wk; jhq;fs; mspf;Fk; 

js;Sgb Fwpj;j tptuKk; njuptpf;FkhW Nfl;Lf; nfhs;fpNwhk;.  

       jq;fs; cz;ikAs;s> 

       For  ehNfe;jpud; Gj;jfhyak;> 

           ghGuh[;. 

         chpikahsh;. 
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f.vz; 2  fbjk; 1 f;fhd gjpy;.  

FkhH gjpg;gfk; 

         5> GJ kz;lgk;> 

         kJiu.  

         rdtup 20> 2008. 

jpUthsHfs; ehNfe;jpud; Gj;jfhyak;> 

15> Nejh[p NuhL> 

ehfHNfhtpy;.  

md;GilaPH> 

 nghUs;  tpiyg; gl;bay;. ghHit  rdtup 10 Njjpapl;l fbjk;.  

 jq;fspd; rdtup 10 Njjpapl;l fbjj;jpw;F vq;fspd; kdkhHe;j ed;wpiaj; 

njuptpj;Jf; nfhs;fpNwd;. jhq;fs; $wpagb jw;Nghija tpiyg;gl;bay; xd;iw 

mDg;gpAs;Nshk;.  

 nghJthf> ehq;fs; gl;bay; tpiyapy; 10 rjtPjk; js;Sgb mspf;fpd;Nwhk;. 

jhq;fs; 50 vz;zpf;iff;F Nky; thq;Ftjhf ,Ug;gpd; $Ljyhf 5 rjtPjk; js;Sgb 

mspf;fpNwhk;.  jq;fs; Mizapl;bd; Ngupy; ehq;fs; Gj;jfq;fs; mDg;gj; jahuhf 

,Uf;fpd;Nwhk; vd;gijj; njuptpf;fpd;Nwhk;.  

        jq;fs; cz;ikAs;s> 

        For FkhH gjpg;gfk;. 

         RFkhH. 

,izg;G  tpiyg;gl;bay;                                chpikahsh;.  
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fiyr; nrhw;fs; 

1. fplq;fpy; tpiy(Loco price)  

  Fwpf;fg;gl;bUf;Fk; tpiy tpw;gidahsupd; fplq;fpy; (godown) my;yJ 

njhopyfj;jpy; ruf;Ffis tpw;gid ,r;nrhy; Fwpf;Fk;. vdNt>njhopyfj;jpypUe;J 

ruf;Ffis Vw;wpr; nry;Yk; nryTfs; midj;Jk; thq;Fgtiur; rhHe;jjhFk;.  

2. ,uapy; epiyak; tiu cs;s epiy (At station)   

 Fwpg;gplg;gl;bUf;Fk; tpiy ruf;Ffis xU Fwpg;gpl;l ,uapy; epiyak; 

tiu nfhz;L NrHf;Fk; nryTfs; midj;Jk; mlq;fpaJ vd;gjhFk;. mjd; gpwF 

Vw;gLk; nryTfs; thq;Fgtiur; rhUk;. 

3. ,u.kP.,. (,uapy; kPJ ,ytrk;) (F.O.R)  

 ,jpy; ruf;Ffis ,uapy; Vw;wp tpLk; tiu cs;s nryTfis tpw;gtH 

jhd; nryT nra;a Ntz;Lk;. mjd; gpw;F cs;s nryTfs; midj;Jk; 

thq;Fgtiur; rhUk;. ,J Nghy; fg;gypy; ruf;Ffs; Vw;Wk; NghJ f.kP., vd;w 

vOj;Jf;fs; gad;gLj;jg;gLk;.  

4. 5% 10 ehl;fspy; ,lhg;G  (F.O.B.) 

 Fwpg;gpl;l ehspy; ,Ue;J 10 ehl;fSf;Fs; thq;Fgth; gzk; nrYj;jpdhy; 

tpiyapy; 5% js;Sgb nfhLf;fg;gLk; vd;gij ,J Fwpf;Fk;.  

5. m.fh.r. 

 mlf;f tpiy fhg;gPL kw;Wk; rj;jk; (Cost, Insurance Freight) mlf;ftpiy 

fhg;gPL kw;Wk; rj;jk; Mfpatw;iwf; nfhz;lJ vd;gjhFk;. 

6. Nr.Ngh.Nuh(cash on Delivery) C.O.D. NrHg;gpf;Fk; NghJ nuhf;fk;.  

 ruf;Ffs; thq;Fgtuplk; NrHg;gpf;fg;gLk; NghJ nuhf;fk; nrYj;jg;gl 

Ntz;Lk;.  

 

7. Mnuh. (MizAld; nuhf;fk;)(cash with order) 
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 ruf;FfSf;F Miz mDg;Gk; NghNj nuhf;fk; nrYj;jg;gl Ntz;Lk; 

,y;iynadpy;> me;j Miz nrYj;jg;glkhl;lhJ vd;gij ,J Fwpf;Fk;.  

8. tz;br; rj;jk; nfhLf;fg;gl;lJ (carriage Pald)  ruf;F thq;Fgtupd; 

njhopyfj;jpw;Fr; ruf;F nrd;wilAk; tiu cs;s nryTfis tpw;gtNu Vw;Wf; 

nfhs;s Ntz;Lk;.  

9. cldb nuhf;fk;(Prompt cash)  

 ruf;F mDg;gg;gl;lTld; gzk; nfhLf;f Ntz;Lk;. 

MizAUf;fs; (Order Letters) 

 njhopypy; mDgtk; cs;stHfs; my;yJ xNu njhopypy; <LgLgtHfshf 

,Ue;jhy; mtHfSf;Fj; Njitg;gLk; ruf;Ffs; gw;wpa midj;J tptuKk; njupe;jpUf;Fk;. 

tpiy tpguk; njupahj tpahghupfs; tpiyg; gl;bay; Nfl;L> mjd; %yk; Mizapl;Lg; 

ngWfpd;wdH. ruf;F thq;FgtH tpw;gtHfspilNa tpiyg;gl;baypy; cld;ghL Vw;gl;l 

cld; Miz vd;w nrhy; ,lk; ngWfpwJ. xU rpy epWtdq;fs; MizAUg; 

gbtq;fisg; gad;gLj;jg;gLfpd;wd. 

mjdhy; fbjq;fs; njspthfTk;> Fog;gkpd;wpAk; ,Uf;Fk;. MizAUf; fbjq;fs; 

tiuAk; NghJ gpd;tUtdtw;iwf; Fwpj;Jj; njspthf tpguk; nfhLf;f Ntz;Lk;.  

1. juk;(Quality)  

ruf;Ffspd; juk; gy juq;fshfg; gpupf;fg;gl;bUf;Fk;. MizAUf;fs; mDg;Gk; NghJ 

ruf;Ffspd; tpiyg; gl;baypy; mtw;wpw;nfd nfhLf;fg;gl;l tpahghug; ngaH> vz; 

Mfpatw;iwf; Fwpg;gplyhk;. rupahd tptuk; ,y;iy vdpy; ehk; tpUk;gpa ruf;ifg; ngw 

KbahJ. vdNt> juj;ijf; Fwpj;J mDg;Gtjpy; mjpf ftdk; nrYj;j Ntz;Lk;.  

2. msT (Quantity)  

 MizAUf;fs; mDg;Gk; NghJ ekf;Fj; Njitg;gLk; ruf;Ffis 

vz;zpf;ifapNyh my;yJ vil mstpNyh my;yJ Kfj;jy; mstpNyh njspthff; 

Fwpg;gpl Ntz;Lk;.  
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3. gzk; nrYj;Jk; Kiw (Mode of Payment)   

 nghJthfg; gzk; nrYj;Jk; Kiwia tpiyg;gl;baypy; my;yJ MizAUtpy; 

njuptpf;f Ntz;Lk;. epue;jukhd thbf;ifahsHfSf;Fg; gzk; nrYj;Jk; Kiw tof;fk; 

Nghy; mikAk;. Gjpa thbf;ifahsHfshfapUg;gpd; gzk; nrYj;Jk; Kiwiaj; 

njuptpj;j gpd;dNu tpahghu eltbf;ifapy; ,wq;f Ntz;Lk;.  

4. tpiy gl;bay;(Price list)  

 ruf;fpd; tpiyfs; tpiyg; gl;baypy; Fwpf;fg;gl;bUe;jhYk;> kWgbAk; 

MizAUf;fspy; Fwpg;gpLtJ ey;yJ. tpiy tpw;gidahsupd; tpUg;gj;ijg; nghUj;J 

,Ue;jhy; Fiwe;j tpiyapy; t#y; nra;tJ tof;fkhFk;.  

5. fhg;gPL nra;jy;(Insurance)   

 nghJthf ntspehl;L thzpf eltbf;iffspy; vy;yhr; ruf;FfSNk fhg;gPL 

nra;ag;gl;bUf;Fk;. ,J thq;Fgtupd; tpUg;gj;ijg; nghWj;jJ. xU rpy tpiyg; 

gl;baypy; fhg;gPl;Lr; nryTk; NrHj;Jf; Fwpf;fg;gl;bUf;Fk;. cs;ehl;L thzpf 

eltbf;iffspy; xU rpy ruf;FfSf;Nf ,J Njitahf ,Uf;Fk;.  

6. ruf;Ffis mDg;Gk; Kiw (Mode of transport)  

 ruf;Ffis mDg;Gk; Kiw gw;wp MizAUtpy; Fwpg;gplg;gl Ntz;Lk; nghJthf 

tpw;gtNu ruf;Ffis mDg;Gk; Kiwiaf; Fwpg;gpl;L tpLthH. ruf;Ffis ,uapy; 

%ykhfNth> jghy; %ykhfNth> rhiy topahfNth mDg;gyhk;.  

7. fl;Ljy; gw;wpa tptuq;fs; (Packing)  

 nghJthfr; ruf;Ffis tpw;gtH mtw;iwf; fl;b mDg;Gtjw;F xU Kiwiag; 

gpd;gw;WthH. tpiyg; gl;baypy; Fwpf;fg;gl;bUf;Fk; tpiy ,r;nryitAk; NrHj;Nj 

Fwpf;fg;gl;bUf;Fk;. rpy rkaq;fspy; thq;FgtH> jdpg;gl;l fl;L Kiwapid tpUk;gpdhy; 

mij Kd;$l;bNa MizAUtpy; Fwpg;gpl Ntz;Lk;. mjdhy; Vw;gLk; $Ljy; 

nryTfis thq;FgtNu Vw;f Ntz;Lk;.  

8. ruf;Ffs; Nru Ntz;ba ,lk;> Neuk; (Time and Place of delivery of goods) 

 MizAUtpy; Fwpg;gpl;lgb> ruf;Ffis Nru Ntz;ba ,lj;jpw;F mDg;g 

Ntz;Lk;. njspthff; Fwpf;fg;glhj epiyapy; tpw;gtH> MizAUtpy; cs;s 

Kftupf;Nf ruf;Ffis mDg;gyhk;. ruf;Ffs; te;J Nru Ntz;ba Fwpg;gpl;l 

Njjpiaf; Fwpg;gpLtJ ey;yJ.  
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f.vz;  1.        

epa+,e;jpah ];NlhH];  

        140> Mde;jh gpy;bq;];> 

        nrd;id.  

        rdtup 13> 2008  

jpUthsHfs; gpupkpaH ];NlhH];> 

gl;Nly; NuhL> kJiu.  

md;GilaPh;> 

  nghUs;:  MizAU njhlHghf> 

  ghHit  jq;fspd; tpiyg;gl;bay; rdtup 5 ehspl;lJ.  

 jq;fspd; rdtup 5 Njjpapl;l fbjj;jpw;F ed;wp. fPo;f;fz;l ruf;FfSf;F 
MizAU mDg;Gtjpy; kfpo;r;rp nfhs;fpNwhk;.  

1. 12 Nky; rl;il fpNuL A xd;W &. 50 tPjk;.  

2. 2> 24 Nky; rl;il fpNuL B xd;W &. 70 tPjk;.  

3. 3> 12 Nky; rl;il fpNuL C xd;W &. 75 tPjk;.  

 

 ruf;Ffis ed;Kiwapy; fl;b itj;J nrd;id jhk;guk; ,uapy; 

epiyaj;jpw;F mDg;GkhW Nfl;Lf; nfhs;fpNwhk;.  

 

     jq;fs; cz;ikAs;s> 

     epa+ ,e;jpah ];NlhH];.  

      uhkuh[d;.  

     tpw;gid NkyhsH. 
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f.vz;  2  

    

 

 

 

  

Kj;Juh[; Gj;jf epiyak;.  

      121> Nejh[p NuhL> 

      Nfhtpy;gl;b. 

      rdtup 10> 2008 

jpUthsHfs; jkpo;ehL Gj;jfhyak;> 

6>GJ kz;lgk;> 

kJiu 

 

md;GilaPh;> 

MizAW vz; 89/1/08 I jq;fSf;F ,j;Jld; ,izj;jpUf;fpNwhk;. MizTUtpy; 

cs;s E}y;fis vq;fSf;F jghy; %yk; mDg;GkhW jq;fismd;NghL Nfl;Lf; 

nfhs;fpNwhk;.  

       jq;fs; cz;ikAs;s> 

        Kj;J  

       Nkyhz;ikf; $l;lhsp.  

,izg;G   MizAU vz; 89/11"04. 
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f.vz;  3         

 

MizAUf;fis cWjpg;gLj;Jjy; (Confirmation of orders)  

 MizAUf;fis cWjpg;gLj;jp thq;FgtUf;F xU fbjk; vOj Ntz;Lk;. fbjk; 

vOJk; NghJ gpd;tUtdtw;iwf; Fwpj;Jj; njspthd tptuk; nfhLf;f Ntz;Lk;.  

1. MizAU mDg;gpajw;F ed;wp njuptpj;J MizAUtpy; cs;s Njjp> MizAW 

vz; Nghd;w tptuj;ijf; Fwpg;gpl Ntz;Lk;. 

  uhk;uh[; & fk;ngdp  

    (nkhj;j tpahghuk;)  

       14> fhHNkfk; NuhL> 

       jpUney;Ntyp.  

       brk;gH 26> 2008.  

jpUthsHfs; nly;yp ];By; kw;Wk; gHdpr;rH];> 

2> ngupahH rhiy> 

Nryk;.  

md;GilaPH> 

 jq;fspd; brk;gH 16 Njjpapl;l tpiyg; gl;baYf;Fk; ];By; fl;by; tpiyg;Gs;sp 

gl;baYf;Fk; kpf;f ed;wp. ,j;Jld; rpy fl;by;fSf;fhd ruf;fhiz ,izj;J 

cs;Nshk;. ,jpy; 10 fl;by;fs; mtrukhfj; Njitg;gLtjhy; rdtup 10k; Njjpf;Fs; 

mDg;gp itf;FkhW Nfl;Lf; nfhs;fpNwhk;.  

 js;Sgb fopj;J jhq;fs; Fwpg;gpl;Ls;s tpiyg;gl;bay; njhifiar; nrYj;jpf; 

fl;by;fis vLj;Jf; nfhs;fpNwhk;. vdNt> ,lhg;Gld; ,uapy;Nt ,urPijAk; mDg;gp 

,e;jpa ghuj tq;fp %yk; njhifia t#ypj;Jf; nfhs;SkhW Ntz;LfpNwhk;. 

        jq;fs; cz;ikAs;s> 

        uhk;uh[; & fk;ngdp> 

         utpr;re;jH.  

         NkyhsH.  

,izg;G  ruf;fhiz vz; 28> 
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2. ruf;Ffisg; gw;wpAk;> tpiy ruf;Ffisr; NrHg;gpf;fpd;w tptuq;fisg; gw;wpAk; 

Fwpg;gpl Ntz;Lk;.  

3. MizAUtpy; Fwpg;gpl;l fhyj;jpw;Fs; ruf;Ffs; mDg;gg;gLk; vd;w cWjpiaAk; 

Fwpg;gpl Ntz;Lk;. 

f.vz;.   1 

 

nly;yp ];By; kw;Wk; gHdpr;rH]; 

        22> ngupahH rhiy> 

        Nryk; 

        brk;gh;  30> 2008 

ngWeH  

jpUthsHfs; uhk;uh[; & fk;ngdp> 

14> fhHNkfk; NuhL> 

jpUney;Ntyp.  

md;GilaPH> 

  nghUs;:  ];By; fl;by;fs; njhlHghf> 

  ghHit:  brk;gH 16> ehspl;l MizAU.  

 jhq;fs; mDg;gpa MizAU fbjk; fpilj;jJ d;d;gij kfpo;r;rpAld; njuptpj;Jf; 

nfhs;fpNwhk;. jhq;fs; $wpa gb 10 fl;by;fs; nrg;lk;gH 10 Mk; Njjpf;Fs; jpUney;Ntyp 

,uapy; epiyaj;jpw;F mDg;gg;gLk; kPjk; cs;s 40 fl;by;fs; brk;gH 25 Mk; Njjpf;Fs; 

mDg;gp itf;fpNwhk; vd;gijj; njuptpg;gjpy; kfpo;r;rpailfpNwhk;. jq;fspd; njhlHe;j 

thbf;ifia vd;Wk; tpUk;Gk;.  

       jq;fs; cz;ikAs;s> 

       nly;yp ];by; gHdpr;rH];> 

       n[.gpd;yhy; ghG  

        cupikahsH 
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ruf;fhiz kWg;Gf; fbjk;  (Refusal of order letters)  

 ruf;fhid kWg;Gf; fbjk; vd;gJ ruf;Ffis thq;FgtH mDg;gpa ruf;fhizf;F 

ruf;Ffis mDg;g ,ayhj epiyapy; mtUf;F vOJk; fbjkhFk;. kWg;gpw;fhd 

fhuzq;fisf; $Wk; NghJ thbf;ifahsupd; kdk; Gz;gLj;Jtjha; mikahkYk; 

tpw;gtupd; tzpfj;jpd; ed;kjpg;G ghjpf;fg;glhkYk; ,Uf;f Ntz;Lk;. ruf;fhid 

fPo;f;fz;l fhuzq;fspdhy; kWf;fg;glyhk;.  

1. ruf;fhizapy; Fwpg;gpl;Ls;s tpiy> tpiyg;gl;baypy; cs;sijtpl Fiwthf 

,Ue;jhy;.  

2. ruf;fhizapy; Fwpg;gpl;Ls;s msT kpff; Fiwthf ,Ue;jhy;.  

3. epiwNtw;w Ntz;ba ruf;fhizfs; mjpfkhf ,Ug;gjhy;  

4. cw;gj;jp fhuzq;fs; (,ae;jpuq;fs; gOJ Vw;gLjy;)  

5. thq;FNthupd; epYitj; njhif jPHf;fg;glhky; ,Ue;jhy; kw;Wk; 

6. tpw;gid Kfth;fs; %ykhf ,Ue;jhy; 

f.vz;  1  

ghyh[p NrH]; fhHg;gNu~d; 

        41> Ks;Ntyp NuhL> 
        kJiu 

        rdtup 10> 2008  
jpUthsHfs; re;jpud; & fk;ngdp> 
24>kd;dh; rhiy> 
nrd;id.  

md;GilaPH> 

  ghHit:  brk;gH 10 ehspl;l ruf;fhid njhlHghf  

 jq;fsJ brk;gH 10 Mk; Njjpapl;l 1600 ,Uf;iffSf;fhd ruf;fhidf;F ed;wp. 
Mdhy;> ruf;fhizapy; xU ,Uf;ifapd; tpiy &. 250 vd Fwpf;fg;gl;bUe;jJ. jw;NghJ 
mjDila tpiy &. 300 Mf cs;sJ. 5>000 ,Uf;iffSf;F Nkyhf ruf;fhid 
,Ue;jhy; xU ,Uf;ifapd; tpiy &. 250 vz; tpiyg; gl;bay; mDg;gp ,Ue;Njhk;. 
vdNt> jq;fsJ ruf;fhidia epiwNtw;w ,ayhj epiyia tUj;jj;Jld; njuptpj;Jf; 
nfhs;fpNwhk;.  

       jq;fs; cz;ikAs;s> 

         For ghyh[p NrH]; fhHg;gNu~d;> 
      gpNuk;re;j;  

         Nkyhsh; 
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f.vz; 2       

jpUkiy Gj;jfhyak; 

        10> GJ kz;lgk;> 

        kJiu> 

        brk;gh; 10> 2008.  

jpUthsHfs; eNlrd; & fk;ngdp> 

fhNy]; NuhL> 

ehfHNfhtpy;> 

md;GilaPH> 

 jq;fspd; brk;gH 28 Njjpapl;l (100 gpujpfs; tzpftpaypd; jj;Jtq;fs;) 

ruf;fhiz kpfTk; kfpo;r;rpiaj; jUfpwJ. mNj Neuj;jpy; jq;fspd; fzf;fpy; &. 8000 

gw;W ,Ug;gjhy; Gj;jfq;fis mDg;Gtjw;F Kd; jq;fsJ fld; njhifapy; &. 5000 I 

jpUg;gp nrYj;JtPHfs; vd epidf;fpNwhk;. vdNt> jq;fsJ fhNrhiy tpiutpy; te;J 

NrUnkd;W vjpHghHf;fpNwhk;. mjd;gpd; jhd; Gj;jfq;fs; mDg;gg;gLk; vd;gij 

epidTgLj;JfpNwhk;.  

       jq;fs; md;Gs;s> 

          Nkyhsh;  

      For  jpUkiy Gj;jfhyak;.  

       jpUkiy ek;gp  

       cupikahsH.  
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f.vz;  3       

       ghyh[p NrH]; fhHg;gNu~d; 

       56> Klf;F rhiy> 

       kJiu.  

       brgk;h; 20> 2008.  

jpUthsHfs; re;jpud; & fk;ngdp> 

40 kd;dh; rhiy 

Nryk;. 

md;GilaPh;> 

  jq;fspd; brk;gH 20k; Njjpapl;l ruf;fhizf;F ed;wp. rpy vjpHghuhj 

fhuzq;fshy; jq;fsJ ruf;fhizia epiwNtw;w ,ayhikf;F tUe;JfpNwhk;. 

njhopyfj;jpy; Vw;gl;Ls;s jw;fhypf Ntiy epWj;jj;jpdhy; cw;gj;jp jilg;gl;Ls;sJ. 

NkYk; xU khj fhyk; mtfhrk; nfhLj;jhy; jq;fsJ ruf;fhizia epiwNtw;w 

,aYk; vd;gij jq;fsJ ftdj;jpw;F nfhz;L tUfpNwhk;.  

       jq;fs; cz;ikAs;s> 

            Nkyhsh; 

        ghyh[p Nry;]; fhHg;gNu~d;. 

MizAUit nraw;gLj;Jjy; (execution of order)   

 Mizfs; tug; ngw;wTld; MizAUit clDf;Fld; nray;gLj;j Ntz;Lk;. 

mt;thW nray;gl;lhy;> Mizfs; NkYk; NkYk; te;J Ftpe;J nfhz;Nl ,Uf;Fk;. 

Mizfs; tug;ngw;wTld; tpw;gtH thq;FgtHf;F nray;gLj;Jk; Kiwfisj; njuptpf;f 

Ntz;Lk;. mt;thW njuptpf;Fk; NghJ fPo;f;fz;ltw;iwf; Fwpg;gpl Ntz;Lk;.  

1. MizAUtpd; NjjpAk;> mjd; vz;Zk;.  

2. ruf;Ffisg; gw;wpa Fwpg;G ruf;Ffs; mDg;gg;gLk; NjjpAk;  

3. ruf;Ffs; mDg;gg;gLk; KiwAk;.  

4. gzk; nrYj;Jk; tifapid ,Wjpahf MizAUtpw;F ed;wpiaj; njuptpf;f 

Ntz;Lk;. 
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f.vz;. 1     

nly;yp ];By; kw;Wk; gHdpr;rH]; 

       22> ngupahH rhiy> 

       Nfhak;Gj;J}H.  

       rdtup 5> 2008 

jpUthsHfs; uhk;uh[; &fk;ngdp> 

14. fhHNkfk; NuhL> 

jpUney;Ntyp.  

md;GilaPH> 

  nghUs;:  MizAU nraw;gLj;jy; njhlHghf  

  ghHit:  brk;gH 26 ehspl;l ruf;fhiz.  

 jq;fspd; brk;gH 26 ehspl;l ruf;fhidf;F vq;fsJ kdq;fdpe;j ed;wpiaj; 

njuptpj;Jf; nfhs;fpNwhk;.  

 ruf;Ffis ed;Kiwapy; fl;Ltpj;J New;W khiy Giftz;b %yk; 

mDg;gpAs;Nshk;. ,lhg;Gld; ,uapy;Nt ,urPij ,e;jpa ghuj tq;fp %yk; 

mDg;gpAs;Nshk;. ruf;Ffis jhq;fs; Fwpg;gpl;l Njjpf;Fs; fpilf;Fk; vd;W kfpo;r;rpAld; 

njuptpj;Jf; nfhs;fpNwhk;.  

      jq;fs; cz;ikAs;s> 

     For nly;yp ];By; kw;Wk; gHdpr;rH];> 

      N[hfd; yhy; ghG.  

      Nkyhz;ikf; $l;lhsp 
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f.vz;  2  

Jiuuh[; & fk;ngdp 

      12> ghisak; NuhL> 

      jpUney;Ntyp.  

      rdtup 1> 2008. 

jpUthsHfs; fUg;gz;zd; &fk;ngdp> 

22 Nkl;Lj; njU> 

jpUitFz;lk;. 

md;GilaPH> 

 jq;fspd; brk;gH 21 Njjpapl;l njhiyf;fhl;rpg; ngl;b MizAUtpw;F vq;fspd; 

ed;wpiaj; njuptpj;Jf; nfhs;fpNwhk;.  

 jq;fSf;Fj; Njitahd 10 njhiyf;fhl;rpg; ngl;bfis V.gp.b. yhup %yk; ,d;W 

fhiy mDg;gpAs;Nshk;. &. 80>000f;Fupa ,lhg;G ,j;Jld; ,izj;J cs;Nshk;.  

 jhq;fs; jtiz Njjpapy; ,lhg;Gj; njhifapid nrYj;JtPHfs; vd;W 

ek;GfpNwhk;. jq;fspd; tpiuthd gjpiy MtYld; vjpHghHf;fpNwhk;.  

                               ed;wp.  

      jq;fs; cz;ikAs;s> 

      For Jiuuh[; fk;ngdp.  

       Jiuuh[;  

       NkyhsH.  
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MizAUit uj;J nra;jy; (Cancellation of an order)  

 rpy rkaq;fspy; Mizaplg; ngw;w gpd; ,jid uj;J nra;ayhk;. 

 uj;J nra;tJ vd;gJ xU rpy jtpHf;f Kbahj fhuzj;jhy; jhd; KbAk;. 

mtw;Ws; xU rpy fhuzq;fs; fPNo nfhLf;fg;gl;Ls;sd.  

1. thq;FgtH jpthyhfp tpl;lhy;>  

2. ruf;fpd; tpiy re;ij tpiyia tpl mjpfkhf ,Ue;jhy;.  

3. tpw;gtH ruf;fhiziar; nraw;gLj;jypy; jhkjk; ,Ue;jhy;. 

 Mdhy; tpw;gtUf;F ve;jtpj e~;lKk; my;yJ Nrjk; ,y;yhkypUe;jhy; jhd; 

MizAUit ,uj;J nra;tjw;F jdJ xg;Gjiy mspg;ghH. 

 

f.vz;  1      

FkhH & fk;ngdp ypkpnll; 

       28> v];.v.Guk;> 
       Nfhtpy;gl;b.  
       rdtup 10> 2008  
jpUthsHfs; Kj;Juh[; & fk;ngdp> 
25> jpUts;StH rhiy> 
nrd;id.  

md;GilaPh;> 

  nghUs;:  Miz ,uj;J nra;jy; njhlHghf.  

  ghHit:  ruf;fhid vz; 40/08. ehq;fs; ,d;W je;jp %yk; Miz 

vz;.40/08 I ,uj;Jr; nra;af; fbjk; njhlHfpwJ vd;W njuptpj;jij ,f;fbjk; %yk; 

cWjp nra;fpNwhk;. rdtup 10 Mk; Njjpapl;l Miz vz; 40/08 I uj;J nra;tjw;F 

kpfTk; tUe;JfpNwhk;. ruf;fhid mDg;gp xU khj fhyk; fope;Jk; ruf;Ffs; te;J 

Nruhj epiyapy; ,e;j Mizia ,uj;J nra;fpNwhk;> rpukj;jpw;F kd;dpf;Fk;gbAk; 

Nfl;Lf; nfhs;fpNwhk;.  

      jq;fs; cz;ikAs;s> 

      for FkhH & fk;ngdp ypkpnll;.  

       FkNurd;  

      Nkyhz;ik ,af;FeH. 
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f.vz;  2       

Kj;Juh[; Gj;jf epiyak; 

       121> Nejh[p NuhL> 

       Nfhtpy;gl;b  

       rdtup 20> 2008 

jpUthsHfs; jkpo;ehL Gj;jfhyak;> 

6>GJ kz;lgk;> 

kJiu. 

md;GilaPh;> 

   nghUs:;  MizAUit ,uj;J nra;jy; njhlHghf. 

   ghHit: MizAU vz; 891/08 

 rdtup 10 k; ehspl;l vq;fsJ fbjj;jpy; 200 tzpf kly; Gj;jfq;fs; mDg;Gk;gb 

NfhupapUe;Njhk;. Mdhy;> rdtup 15 k; Njjp ruf;Ffis rupghHj;jjpy; NghJkhd tzpf 

kly; Gj;jfq;fs; ,Ug;gpy; cs;sJ. gz;lfrhiy mjpfhupapd; ftdf;Fiwthy; ,e;j 

MizAU mDg;gg;gl;lJ. ,f;#o;epiyapy; Nkw;Fwpg;gpl;l Mizia ,uj;J nra;fpNwhk;. 

jq;fisr; rpukg;gLj;jpajw;F kd;dpf;Fk;gb Nfl;Lf; nfhs;fpNwhk;. vq;fsJ ruf;Ffs; 

jPHe;jTld; jq;fsplk; Miz mDg;GfpNwhk; vd;gij cWjpg;gLj;JfpNwhk;. 

 

       jq;fs; cz;ikAs;s> 

      Kj;Juh[; Gj;jf epiyaj;jhUf;fhf> 

       Kj;Juh[;.  

           Nkyhsh; 
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GfhHfs;> NfhUupikfs;> rupf;fl;by;fs; (Complaints, Claims, Adjustments) 

  ruf;F thq;fpath; nghUl;fs; te;J NrUk; NghJ mtw;iwr; rhhpg;ghh;f;fpwhh;. 

khjpupg; gbNah my;yJ Neupy; ghHj;j gbNah nghUl;fs; ,y;iy vd;why; ,J Fwpj;J 

tpw;gtUf;Ff; fbjk; vOJthH. ,f;fbjk; GfhH fbjk; vdg;gLk;. GfhH fbjj;ijf; 

fPo;fz;l #o;epiyfspy; vOjyhk;.  

1. nghUl;fs; juj;jpy; NtWgl;bUe;jhy;> 

2. ruf;Ffs; vilapy; my;yJ vz;zpf;ifapy; FiwthfapUe;jhy;.  

3. ruf;Ffs; Nrjile;jpUe;jhy;> 

4. ruf;Ffis mDg;Gtjpy; jhkjk;.  

5. epge;jidfspd; gb ruf;F mDg;ghky; ,Ue;jhy;. 

f.vz;  1 fpilf;fg; ngw;w ruf;F juk; Fiwe;jpUg;gjw;fhd GfhH fbjk;  

       ehNfe;jpud; Gj;jfhyak; 

       15> Nejh[p NuhL> 

       ehfHNfhtpy;.  

       rdtup 10> 2008.  

jpUthsHfs; FkhH gjpg;gfk;> 

2> GJ kz;lgk;.  

kJiu.  

md;GilaPH> 

 jhq;fs; mDg;gp itj;j ruf;F fpilf;fg; ngw;Nwhk;. kpf;f ed;wp. 200 

Gj;jfq;fisr; rupghHf;Fk; NghJ xU Gj;jfj;jpy; 70 gf;fq;fs; tpLgl;bUf;fpd;wd. (gf;fk; 

6 Kjy; 75 tiu) kw;Wk; ,d;ndhU Gj;jfk; Nrjkile;Js;sJ.  

,e;j ,uz;L Gj;jfq;fisAk; jq;fSf;Fj; jpUg;gp mDg;gp tpl;LNtW ,uz;L 

Gj;jfq;fis ehq;fs; khw;wpf; nfhs;s ,Uf;fpNwhk;. cld; mDg;gp itf;FkhW 

NfhUfpNwhk;.  

       jq;fs; cz;ikAs;s> 

      ehNfe;jpud; Gj;jfhyaj;jhUf;fhf> 

        ehNfe;jpud;.  

           chpikahsh;  
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f.vz;  2 GfhUf;fhd gjpy; fbjk;  

FkhH gjpg;gfk; 

             2> GJ kz;lgk;> 

             kJiu.  

             rdtup 16> 2008  

 

jpUthsHfs; ehNfe;jpud; Gj;jfhyak;> 

15> Nejh[p NuhL> 

ehfHNfhtpy;. 

md;GilaPH> 

 rdtup 10> 2008spl;l fbjk; fpilj;jJ. ehq;fs; mDg;gpajpy; xd;W Nrjk; 

mile;Js;sjhfTk; kw;nwhd;W gf;fq;fs; tpLg;gl;ljhfTk; ,Ue;jd vd;gij mwpa kpf;f 

tUe;JfpNwhk;.  

 jq;fsplk; ,Uf;Fk; 2 Gj;jfq;fis vq;fSf;Fj; jpUg;gp mDg;gptpLkhW 

NfhUfpd;Nwhk;. ,d;W mjw;Fg; gjpyhf 2 Gj;jfq;fs; mDg;gp itj;Js;Nshk;.  

 ,J Nghy; epfoh tz;zk; ghHj;Jf; nfhs;Nthk; vd cWjp $WfpNwhk;. 

jq;fSf;F Vw;gl;l rpukj;jpw;F ngupJk; tUe;JfpNwhk;.  

 

       jq;fs; cz;ikAs;s> 

           FkhH gjpg;gfj;jhUf;fhf> 

        K.Fkhh;.  

       tpw;gid NkyhsH. 
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f.vz;  3 ruf;ifg; ngWtjpy; jhkjk; Fwpj;J fbjk; vOJjy;.  

uhk;uh[; & fk;ngdp 

       (nkhj;j tpahghuk;) 

       14> fhHNkfk; NuhL> 

       jpUney;Ntyp.  

       rdtup 10> 2008  

jpUthsHfs; nly;yp ];by; kw;Wk; gHdpr;rH];> 

22. ngupahH rhiy> 

Nryk;. 

 

md;GilaPH> 

  vq;fSila brk;gH 26 Njjpapl;l fbjj;jpy; 10 ];By; fl;by;fs; rdtup 10 Mk; 

Njjpf;Fs; mDg;gp itf;FkhW NfhupapUe;Njhk;. ,d;W tiu fl;by;fs; te;J Nrutpy;iy 

vd;gij tUj;jKld; njuptpj;Jf; nfhs;fpNwhk;. jq;fsplkpUe;J ,d;Dk; 5 ehl;fSf;Fs; 

gjpy; VJk; tutpy;iy vd;why; vq;fs; ruf;fhizia uj;J nra;a NeupLk; vd;gij 

tUj;jj;Jld; njuptpj;Jf; nfhs;fpNwhk;.  

 

       jq;fs; cz;ikAs;s> 

       uhk;uh[; & fk;ngdpf;fhf> 

         uhk;uh[;  

       Nkyhz;ik ,af;FeH.  
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f.vz;  4     GfhUf;F gjpy;  

    (Reply for the above complaints) 

nly;yp ];By; kw;Wk; gHdpr;rH]; 

      22> ngupahH rhiy> 

      Nryk;> 

      rdtup 12> 2008 

jpUthsHfs; uhk;uh[; & fk;ngdp> 

14> fhHNkfk; NuhL> 

jpUney;Ntyp> 

 

md;GilaPH> 

  rdtup 10k; Njjpapl;l fbjk; fpilf;fg; ngw;Nwhk; jq;fs; MizAUit 

nray;gLj;Jtjpy; Vw;gl;Ls;s jhkjj;jpw;F kpf;f tUe;JfpNwhk;.  

 ,aw;ifapd; fhuzkhf (mjpf kioapdhy;) jq;fSila Njitia epiwNtw;w 

Kbatpy;iy ,d;Dk; xupU ehl;fspy; mDg;gp tpLfpNwhk;. 

 ,J Nghd;w rpukq;fs; jq;fSf;F ,dp vq;fshy; Vw;glhnjd cWjp $Wfpd;Nwhk;.  

       jq;fs; cz;ikAs;s> 

       for nly;yp ];By; kw;Wk;  

        gh;dpr;rH];  

        ~Hrj; n[apd; yhy;> 

        NkyhsH. 
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f.vz;  5 ruf;F vz;zpf;ifapy; Fiwe;jpUg;gjw;fhd gjpy; fbjk; 

 

murd; vyf;l;uhdpf;]; 

         18> neLQ;rhiy> 

         NtY}H.  

         brk;gH 1> 2008. 

jpUthsHfs; N[hjp kzp & rd;]; 

102> rd;djp njU> 

kJiu. 

md;GilaPH> 

 ghHit MizAU vz; 2411 jhq;fs; mDg;gpapUe;j fbjk; ,d;W fpilf;fg; 

ngw;Nwhk;. ehq;fs; 10 njhiyf;fhl;rpg; ngl;bfSf;F MizAU mDg;gpNdhk;. Mdhy; 6 

njhiyf;fhl;rpg; ngl;bfs; jhd; cs;sd vd;gij tUj;jj;Jld; njuptpf;fpd;Nwhk; 

,lhg;gpy; 10 njhiyf;fhl;rpg; ngl;bfSf;F tpiy Fwpf;fg;gl;Ls;sJ.  

 MfNt> kPjk; cs;s 4 njhiyf;fhl;rpg; ngl;bfis ,e;j khj ,Wjpf;Fs; 

mDg;gpdhy; mij ehq;fs; Vw;Wf; nfhs;Nthk; my;yJ 4 ngl;bf;fhd njhiff;F tuTr; 

rPl;il mDg;gp itf;FkhW NfhUfpNwhk;. 

        jq;fs; cz;ikAs;s> 

        murd; vyf;l;uhdpf;];.  

        murFkhH  

        cupikahsH.  
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f.vz; 6  GfhUf;fhd gjpy; fbjk; (Reply for the above) 

N[hjp kzp &rd;]; 

       102 rd;djp njU> 

       kJiu> 

       brk;gH 5> 2008 

jpUthsHfs; murd; vyf;l;uhdpf;];> 

18> neLQ;rhiy> 

NtY}H. 

md;GilaPH> 

 brk;gH 1 Njjpapl;l fbjk; fpilf;fg; ngw;Nwhk;. ehq;fs; mDg;gp ,Ue;j 

njhiyf;fhl;rpg; ngl;b vz;zpf;ifapy; 4 Fiwthf ,Ue;jJ Fwpj;J ehq;fs; kpfTk; 

tUe;JfpNwhk;. 

 cldbahf ehq;fs; 4 njhiyf;fhl;rpg; ngl;bfisj; jq;fSf;F mDg;gpAs;Nshk; 

vd;gij njuptpj;Jf; nfhs;fpNwhk;. 

 jq;fSf;F Vw;gl;l rpukj;jpw;F tUe;Jfpd;Nwhk;. ,JNghy; ,e;jr; rpukk; jq;fSf;F 

,dpNky; Vw;glhj tz;zk; ghHj;Jf; nfhs;Nthk; vd cWjp $WfpNwhk;. 

 

      jq;fs; cz;ikAs;s> 

      N[hjpkzp &rd;];f;fhf> 

       N[hjpkzp  

           chpikahsh;  
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f.vz;  7   juk; Fiwe;j ruf;F mDg;gpajhy; Vw;gl;l e~;lk;  

    Fwpj;J GfhHf; fbjk; vOJjy;.  

ik#H nlf;];ily;]; ypkpnll; 

       14> epa+khHf;nfl;> 

       v];.Nf. Guk;> 

       Nfhtpy;gl;b.  

       rdtup 10> 2008  

 

jpUthsHfs; ,uh[h nlf;];ily;];> 

12> iftpsf;Fj; njU> 

tp.Nf.gl;b> 

jpUney;Ntyp.  

md;GilaPH> 

 jhq;fs; mDg;gpa ruf;Ffs; vq;fis jh;krq;flkhd epiyf;F Mshf;fp tpl;ld 

vd;gij tUj;jj;Jld; njuptpj;Jf; nfhs;fpNwhk;.  

 ,jw;F Kd; mDgtj;jpy; jhq;fs; vq;fSf;Fj; juk; caHe;j ruf;FfisNa 

mDg;gpdhh;fs;. Mdhy; vq;fSila thbf;ifahsHfsplkpUe;J juk; Fiwe;j ruf;F 

mDg;gg; gl;ljhf ngUk;ghyhd GfhHf; fbjq;fs; te;Js;sd vd;gij tUj;jj;Jld; 

njuptpj;Jf; nfhs;fpNwhk;.  

 ehq;fs; jq;fSila ruf;fpidr; Nrhjid nra;J ghHj;jjpy; juk; Fiwe;jjhfNt 

fhzg;gl;lJ. xU rpy khjpup ruf;Ffis ,j;Jld; ,izj;Js;Nshk;.  

 ehq;fs; vq;fSila thbf;ifahsuplkpUe;J tpw;w ruf;fpid jpUk;gg; ngw 

Ntz;bapUg;gjhy;> jhq;fs; ey;y juk; caHe;j ruf;Ffis mDg;gp vq;fSila 

e~;lj;ij <L fl;LtPHfs; vd vjpHghHf;fpNwhk;.  

 

      jq;fs; md;Gs;s> 

         ik#H nlf;];ily;]; ypkpnll;>  
      mg;Jy;fhjH  

       tpw;gid NkyhsH. 
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f.vz; 8    GfhUf;fhd gjpy; (reply for the above) 

,uh[h nlf;];ily;]; ypkpnll; 

      12> iftpsf;Fj; njU> 

      tp.Nf. gl;b> 

      jpUney;Ntyp.  

      brk;gh; 20> 2008. 

   

jpUthsHfs; ik#H nlf;];ily;]; ypkpnll;> 

24> epa+khHf;nfl;> 

v];.Nf. Guk;.  

Nfhtpy;gl;b  

md;GilaPh;> 

 brk;gh; 14 k; ehspl;l fbjk; fpilf;fg; ngw;Nwhk; jtWjyhf jq;fSf;F juk; 

Fiwe;j ruf;Ffs; mDg;gg;gl;lJ vd;gij tUj;jj;Jld; njuptpj;Jf; nfhs;fpNwhk;. 

ehq;fs; jq;fSf;F ,JtiuapYk; juk; caHe;j ruf;F mDg;gpAs;Nshk;. ruf;Ffs; 

fpilf;fg;gl;lJk; juk; Fiwe;j ruf;Ffis vq;fSf;F jpUg;gp mDg;GkhW Nfl;Lf; 

nfhs;fpNwhk;. mjdhy; ruf;Ffis jpUg;gp mDg;Gtjw;Fupa nryTfs; vq;fsJ 

fzf;fpy; FiwAk; vd;gijAk; njuptpj;Jf; nfhs;fpNwhk;.  

 jq;fSf;F Vw;gl;l rpukj;jpw;Fg; ngupJk; tUe;JfpNwhk;.  

      jq;fs; cz;ikAs;s> 

    ,uh[h nlf;];ily;]; ypkpnll;Lf;fhf> 

      uh[h nrgrpq;.  

     tpw;gid NkyhsH.  
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thq;Fgtupd; (Purchaser) flikfs; (Duties)   

  thq;Fgtupd; flikfs; fPNo Fwpg;gpl;Ls;sd.  

1. nfhs;Kjy; Ntz;LNfhs; ngWjy; (Purchase Requisition) 

2. thq;ff;$ba nghUs; fpilf;Fkplq;fis mwpjy;.  

3. tpiyg;gl;bay; ngWjy;> -  

4. nfhs;Kjy; Miz jahupj;J mDg;Gjy;> 

5. nghUl;fs; ngwg;gl;L Ma;T nra;jy;.  

6. gzj;ijr; nrYj;Jjy;.  

1. nfhs;Kjy; Ntz;LNfhs; ngWjy;   

 nghUl;fs; thq;fg;gl;Ltjw;F Kd; nghUl;fspd; NjitiaAk; mjd; mstpidAk; 

mwpe;J nfhs;tjw;fhf nfhs;Kjy; Ntz;LNfhs; jd;Dila epWtdj;jpy; cs;s 

xt;nthU JiwapypUe;Jk; ngwg;gl Ntz;Lk;.  

2. ,lq;fis mwpe;J nfhs;Kjy;(Sources of supply)   

  nghUl;fspd; Njit fzf;fplg;gl;l gpd;G nghUl;fis mspg;gtiu mwpe;J 

nfhs;s Ntz;Lk;. gy;;NtW egHfs; nghUl;fis toq;FgtuhfapUf;fyhk;.  

3. tpiyg;gl;;bay; ngWjy;(Receiving Price list)  

  thq;FgtH jhd; thq;ff; $ba nghUl;fSf;Fupa tpiyg;gl;baiyg; gy;NtW 

ruf;fspg;NghuplkpUe;J ngw Ntz;Lk;.  

4. nfhs;Kjy; Miz jahupj;J mDg;Gjy;  

  ngwg;gl;l tpiyg; gl;baypypUe;J juKila nghUl;fis toq;Fgtiuj; 

NjHe;njLj;Jf; nfhs;Kjy; Mizia (Purchase Order) mDg;g Ntz;Lk;. 

5. \nghUl;fs; ngwg;gl;L Ma;T nra;jy; (Receiving and inspection of material) 

  ruf;F mspg;NghuplkpUe;J nfhs;Kjy; Mizapd;gb ruf;F ngwg;gl;Ls;sjh vd;W 

Ma;Tnra;a Ntz;Lk;. Ma;T nra;Ak; NghJ juk; kw;Wk; msTfs; ftdkhf Ma;T 

nra;ag;gb Ntz;Lk;. – 
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6. gzj;ijr; nrYj;Jjy; (Making Payments)  

 nghUl;fs; Ma;T nra;ag;gl;l gpd;G nghUl;fs; nfhs;Kjy; Mizapd;gb 

ngwg;gl;bUe;jhy; nghUl;fSf;Fupa gzj;ijr; nrYj;jfzf;fpy; nfhs;s Ntz;Lk;. 

 

jz;ly; kly;fs;(Collection letters)  

 nghJthf tpahghu eltbf;iffspy; fld; Ngupy; ruf;if tpw;gJk; thq;FtJk; 

tof;fkhf cs;sJ. fldPe;NjhH fldhspahy; nrYj;jg;glhjpUf;Fk; flidg; 

ngWtjw;fhf vOJk; fbjk; jz;ly; klyhFk;. mt;thW fld; Kiwapy; ruf;Ffis 

tpw;gtH thq;Fgtupd; jpwik epjp epiyik. NeHik Nghd;w jd;ikfis ed;F 

mwpe;jpUf;f Ntz;Lk;. ,y;iynadpy; thuhf; fld; mjpfkhf ,Uf;Fk;. 

fldhspfis %d;W tiffshffg; gpupf;fyhk;.  

1. xU rpy fldhspfs; fldPe;Njhuplk; ,Ue;J mwpf;if tu Ntz;Lk; vd 

vjpHghHg;gtHfs;.  

2. xU rpy fldhspfs; gzk; ,y;yhj fhuzj;jhy; cldbahfj; jpUk;gpr; nrYj;j 

Kbahky; ,Ug;gtHfs;  

3.xU rpy fldhspfs; jhkjg;gLj;jpg; gzj;ijj; jpUg;gpf; nfhLf;f Ntz;Lk; vd;w 

vz;zj;jpy; ,Ug;gtHfs;.  

jz;ly; kly; vOJk; NghJ fPo;f;fz;l eltbf;iffisf; filg;gpbf;f Ntz;Lk;. 

 1. KjyhtJ fbjj;Jld; fzf;fwpf;if xd;iw ,izj;J nrYj;jg;glhj njhifapid 

epidTgLj;j Ntz;Lk;.  

2. ,uz;lhtJ fbjk; mDg;g Ntz;Lk;. mjpy; ftdf; Fiwtpdhy; jftywpf;ifapd; 

efy; mDg;gg;gltpy;iy vd;Wk;> jw;NghJ jftywpf;ifapd; efy; mDg;gg;gLfpwJ 

vd;Wk; Fwpg;gplg;gl Ntz;Lk;.  

3. xU Fwpg;gpl;l Njjpf;Fs; gzk; nrYj;j Ntz;Lnkd;W %d;whtJ fbjk; mDg;g 

Ntz;Lk;.  

4. mt;thW Fwpg;gpl;l Njjpf;Fs; gzk; nrYj;jtpy;iynadpy; rl;l eltbf;if 

vLg;gjhf mr;RWj;jp fbjk; vOjpg; gjpTj; jghypy; mDg;g  

5. Kbthf rl;l eltbf;if vLj;jJ gw;wp xU fbjk; vOj Ntz;Lk;. 
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f.vz;. 1 fzf;fwpf;ifapd; efy; ,izj;Jf; fbjk; vOJjy;  

yhy; & fk;ngdp 

       120>tz;zhh;Ngl;il> 

       kJiu.  

       rdtup 5> 2008  

 

jpUthsHfs; ney;rd; & fk;ngdp> 

120> NeU rhiy> 

nrd;id.  

md;GiaPh;> 

 brk;gH 31> 2008 Kba ehq;fs; jq;fNshL nfhz;l tzpf eltbf;iffspd; 

mbg;gilapy; jq;fsplkpUe;J vq;fSf;F tuNtz;ba njhif &. 5000 MFk;. jq;fspd; 

ftdj;jpw;fhf fzf;fwpf;if efy; xd;wpid ,j;Jld; ,izj;Js;Nshk;. gzj;ij 

mDg;gp fzf;ifr; rupnra;J nfhs;SkhW jq;fisg; gzptd;Gld; Nfl;Lf; nfhs;fpNwhk;.  

 

      jq;fs; cz;ikAs;s> 

      yhy; & fk;ngdpf;fhf> 

       Kk;ig> 

       NkyhsH.  

,izg;G:  fzf;fwpf;if efy; xd;W. 
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f.vz;  2 ,uz;lhtJ fbjk; vOJk; NghJ fzf;fwpf;ifapd; efiyAk; NrHj;J 

mDg;Gjy;.  

yhy; & fk;ngdp 

       120> tz;zHNgl;il> 

       kJiu> 

       rdtup 20> 2008.  

jpUthsHfs; ney;rd; & fk;ngdp> 

120> NeU rhiy> 

nrd;id.  

md;GilaPH> 

  ghHit  1 fzf;fwpf;ifapd; efy;. 

   ghHit  2 rdtup 5> kw;Wk; rdtup 20 Njjpapl;l vq;fspd; fbjk;  

   

 ,Jtiuapy; vq;fsJ ,uz;L fbjq;fSf;Fk; gjpy; tuhj epiyapy; ,e;jf; fbjk; 

vOJfpNwhk;. ,jw;F NkYk; fhy mtfhrk; nfhLf;f ,ayhJ. vdNt fzf;fwpf;ifapy; 

fz;l njhifia Vg;uy; 20k; Njjpf;Fs; nrYj;JkhW Ntz;LfpNwhk;. 

       jq;fs; cz;ikAs;s> 

       yhy; & fk;ngdpf;fhf> 

        Kk;ig 

        NkyhsH. 
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f.vz;  3 %d;whtJ fbjj;jpw;F gjpy; tuhj epiyapy; rl;l eltbf;if vLg;gjhf 

mr;RWj;jp fbjk; vOJjy;. 

yhy; & fk;ngdp 

        120> tz;zhH Ngl;il> 

        kJiu.  

        rdtup 27> 2008  

jpUthsHfs; ney;rd; & fk;ngdp> 

120> NeU rhiy> 

nrd;id.  

md;GilaPH> 

 jhq;fs; nfhLf;f Ntz;ba epYitj; njhiff;F ehq;fs; %d;W fbjq;fs; 

vOjpAk; mijr; rpwpJk; nghUl;gLj;jtpy;iy. vdNt ,f;fbjk; fz;l xU thuj;jpw;Fs; 

jq;fs; epYitj; njhif &. 5000 I nrYj;jj; jtwpdhy; rl;lg;gb eltbf;if 

vLf;fg;gLk; vd;gij ,f;fbjk; %yk; njuptpj;Jf; nfhs;fpNwhk;.  

       jq;fs; cz;ikAs;s> 

       yhy; & fk;ngdpf;fhf> 

        Kk;ig 

        Nkyhsh; 
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f.vz;  4 ehd;fhtJ fbjj;jpw;Fk; gjpy; tutpy;iyahapd; gpd;tUk; fbjk; vOjyhk;.  

yhy; & fk;ngdp 

        120> tz;zhH Ngl;il> 

        kJiu.  

        gpg;utup 10> 2008.  

 

jpUthsHfs; ney;rd; & fk;ngdp> 

120> NeU rhiy> 

nrd;id.  

md;GilaPH> 

 ehq;fs; ehd;F fbjq;fs; vOjpAk; jq;fs; epYitj; njhif jPHf;fg;glhky; 

,Uf;fpwJ vd;gij tUj;jj;Jld; njuptpf;fpNwhk;. ,f;fbjk; fz;l Ie;J jpdq;fSf;Fs; 

jq;fSila epYitg; gzk; vq;fSf;F te;J Nru Ntz;Lk;. ,y;iynadpy;> rl;l 

eltbf;if vLj;J gzj;ij t#y; nra;AkhW rl;l MNyhrfUf;F MizapLNthk; 

vd;gijj; jq;fSf;F njuptpj;Jf; nfhs;fpNwhk;. 

 

      jq;fs; cz;ikAs;s  

      yhy; fk;ngdpf;fhf 

       Kk;ig  

       Nkyhsh; 
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Rw;wwpf;if fbjq;fs; (circular letters) 

 Rw;wwpf;iff; fbjk; vd;gJ xNu khjpupahd nra;jpfis my;yJ tptuq;fis gy 

egHfSf;F xNu Neuj;jpy; njuptpg;gjw;fhf vOjg;gLk; fbjkhFk;. ,tw;iw mr;rpl;Nlh 

my;yJ efy; vLj;Njh my;yJ Gifg;gl efy; vLj;Njh njuptpf;f Ntz;ba egHfSf;F 

njuptpf;fyhk; 

 vLj;Jf;fhl;lhf> xU tpahghup Gjpa njhopiyj; Jtq;Fk; NghJ nghJthf 

thbf;ifahsH midtUf;Fk; mjidj; njuptpf;Fk; tifapy; ,k;khjpup fbjq;fs; 

vOjyhk; fw;wwpf;iff; fbjq;fis fPo;fz;l #o;epiyfspy; vOjyhk;. 

1. Gjpa njhopiyj; njhlq;Fk; NghJ  

2. fpisfisj; Jtq;Fk; NghJ  

3. njhopiy NtW ,lj;jpw;F khw;Wk; NghJ  

4 xU njhopypy; ,Ue;J ,d;ndhU njhopYf;F khWk; NghJ  

5. Gjpjhf xU nghUis mwpKfg;gLj;Jk; NghJ  

6. epWtd mikg;ig khw;Wk; NghJ.  

7. $l;lhsp Gjpjhfr; NrUk; NghJ my;yJ tpyFk; NghJ my;yJ ,wf;Fk; NghJ  

8. tpiy khw;wq;fs; Vw;gLk; NghJ  

9. Gjpa Kfthz;ikiag; ngWk; NghJ  

10. xUtUf;F cupik toq;Fk; NghJ my;yJ mspj;j cupikia jpUk;gg; ngWk; NghJ  

11. gzpahsH my;yJ mjpfhupia Ntiyapy; NrHf;Fk; NghJk; my;yJ ePf;Fk; NghJk; 

Rw;wwpf;if fbjk; vOJk; NghJ fPo;fz;l tptuq;fis kdjpy; itj;Jf; nfhs;s 

Ntz;Lk;. 

1. fbjj;ijg; gbg;Nghhpd; ftdj;ij ftUk; tz;zk; ,Uf;f Ntz;Lk;. 

2. epWtdj;ijg; gw;wp ey;nyz;zKk; ek;gpf;ifAk; nfhz;L MjuT nfhLf;Fk; tifapy; 

,Uf;f Ntz;Lk;  

3 nghJthf RUf;fkhfTk;> njspthfTk;> KOikahfTk; ,Uf;f Ntz;Lk; 
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f.vz;  1 Gjpa njhopiyj; njhlq;Fk; NghJ  

 

RNue;jH &rd;]; 

(Jzpafk;) 

       15.>rhiyj;njU> 

       kJiu. 

       rdthp 10> 2008 

 

md;GilaPH> 

 Nkw;Fwpg;gpl;l Kftupapy; rdtup 14 Mk; Njjp kpfg; ngupa mstpy; Jzpafk; 

xd;W jpwf;f ,Uf;fpNwhk; vd;gijj; jq;fSf;F kfpo;r;rpAld; njuptpj;Jf; nfhs;fpNwhk;.  

 NghJkhd mstpw;F %yjdkpl;Lj; njhopiyj; njhlq;Ftjhy; mjpf ruf;Ffis 

xNu Neuj;jpy; thq;fpf; Fiwe;j tpiyapy; jq;fSf;F tpw;fyhk; vd ek;GfpNwhk;. NkYk;> 

fil jpwe;j 10 ehl;fs; tiu (rdpf;fpoik ePq;fyhf) 25% js;Sgb mspf;fpd;Nwhk; 

vd;gij kfpo;r;rpAld; njuptpj;Jf; nfhs;fpNwhk;.  

 khjpup ruf;fhiz xd;wpid mDg;gp vq;fsJ njhopiyg; gw;wpa cz;ikiaj; 

njupe;J nfhz;L vq;fSf;F KO MjuT nfhLf;f Ntz;Lnkd Nfl;Lf; nfhs;fpNwhk;.  

 

      jq;fs; cz;ikAs;s> 

      RNue;jH & rd;];f;fhf> 

       RNue;jH.  

      Nkyhz;ik $l;lhsp. 
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f.vz;  2 Gjpjhf xU nghUis mwpKfg;gLj;Jk; NghJ  

jkpo;ehL Nfh Mg;Nubt; ypkpnll; 

      18> igf;fhuh> 

      kJiu.  

      rdtup 10> 2008. 

md;GilaPH> 

 ehq;fs; mKy; fpNuL "A" vd;w ghy; gTliu mwpKfg;gLj;j ,Uf;fpNwhk; vd;gij 

kfpo;r;rpAld; njuptpj;Jf; nfhs;fpNwhk;.  

 etPd fhy ,ae;jpuq;fshy; fpNuL A jahupf;fg;gl;lJ. ,aw;ifahd Urpiaf; 

nfhz;Ls;sJ. muR kw;Wk; jdpahH Ma;tfj;jpy; Nrhjid nra;ag;gl;lJ. kw;w ghy; 

gTliu tpl ,jDila tpiy Fiwthf cs;sJ. MdhYk; juj;jpy; caHe;jJ.  

 xUKiw vq;fSila khjpup ghf;nfl; ghy; gTlH thq;fp Urpia Nrhjpj;Jg; 

ghHj;J jq;fSila Mjuit vq;fSf;F mspg;gPHfs; vd vjpHghHf;fpNwhk;.  

       jq;fs; cz;ikAs;s> 

      jkpo;ehL NfhMg;Nubt; ypkpnll;f;fhf> 

        KUfuh[;  

       tpw;gid NkyhsH. 
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f.vz;  3 $l;lhsp xUtiu NrHf;Fk; NghJ  

tpf;Nd~;& rd;]; 

        40 fg;gd;rhiy> 

        Kk;ig> 

        rdtup 1> 2008> 

md;GilaPh;> 

 jpU. kzp vd;gtiu brk;gH 25 Mk; NjjpapypUe;J vq;fsJ $l;lhspahfr; 

NrHj;Jf; nfhz;Ls;Nshk; vd;gij kfpo;r;rpahf njuptpj;Jf; nfhs;fpNwhk;.  

 ,th; vq;fSila $l;lhz;ikapy; gy tUlq;fshfg; nghWg;G kpFe;j gzpapy; 

gzpahw;wpAs;sH.  

 vq;fsJ $l;lhz;ik thzpfk; ey;y Kiwapy; ,aq;Ftjw;F jPtpu Kaw;rpapy; 

<LgLtH vd ek;GfpNwhk;.  

 MfNt> jhq;fs; ,Jtiu vq;fSf;F mspj;j Mjuit tUq;fhyj;jpYk; 

njhlHe;J fhl;b tu Ntz;Lk; vd;W gzpTld; NfhUfpd;Nwhk;.  

 

       jq;fs; cz;ikAs;s> 

       tpf;Nd]; & rd;];> 

          M. tpf;Nd~; 

       Nkyhz;ik $l;lhsp. 
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f.vz;  4 $l;lhsp tpyFk; NghJ my;yJ Xa;T ngWk; NghJ  

Jiuuh[; & rd;]; 

        18> njw;F ntsp tPjp> 

        kJiu.  

        rdtup 10> 2008  

md;GilaPH> 

 jpU. Jiu vd;Dk; vkJ $l;lhsp Vg;uy; 11 Mk; Njjpapy; ,Ue;J $l;lhzikapy; 

,Ue;J tpyfpf; nfhs;thh; vd;gij tUj;jj;NjhL njuptpj;Jf; nfhs;fpNwhk;. mtUf;Fk; 

vkJ $l;lhz;ikf;Fk; ve;jtpj njhlHGk; fpilahJ vd;gijj; njuptpj;Jf; nfhs;fpNwhk;.  

 jpU. Jiuf;F nfhLj;j %yjdj;ij rupnra;Ak; nghUl;L ,ju $l;lhspfs; 

mjpfgbahd Kjy; jq;fs; ,yhg tpfpjj;jpd; nfhz;L te;Js;sdH. $l;lhz;ikapd; 

NtW ve;j tpj khw;wKk; ,y;iy. NkYk; ,e;j khw;wk; ve;jtpj tpahghuj; njhlHigAk; 

ghjpf;fhJ vd ek;GfpNwhk;.  

 ,Jtiu jhq;fs; mspj;J te;j MjuT Nghy; tUq;fhyj;jpYk; MjuT 

nfhLg;gpHfs; vd ek;GfpNwhk;.  

  

       jq;fs; cz;ikAs;s> 

       For Jiuuh[; & rd;];.    

        Jiuuh[;  

       Nkyhz;ik $l;lhsp. 
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f.vz;  5 ,uz;L epWtdq;fs; xd;whf ,izAk; NghJ 

 

,uh[; & rd;];   28> Gwtopr;rhiy>  Nfhtpy;gl;b 

Jiu & rd;]; 10>  Gwtopr;rhiy>   Nfhtpy;gl;b  

         rdthp 10> 2008 

md;GilaPH> 

 brk;gH 15 Mk; Njjp Kjy; Nkw;$wpa ,uz;L epWtdq;fSk; xNu epWtdkhf 

,uh[Jiu & rd;]; vd;w ngaupy; ,aq;Fk; vd;gij kfpo;r;rpAld; njuptpj;Jf; 

nfhs;fpNwhk;. 15> Gwtopr;rhiy> Nfhtpy;gl;b vd;w Kftupapy; me;j epWtdk; ,aq;Fk; 

vd;gijj; njuptpj;Jf; nfhs;fpNwhk;.  

 thbf;ifahsHfSf;F ey;y Kiwapy; midj;J uf ruf;FfSk; fpilf;f 

Ntz;Lk; vd;w vz;zj;jpy; NghJkhd ,ltrjp cs;s ,lj;jpy; Muk;gpf;fg;gl 

,Uf;fpwJ.  

 ,Jtiu jq;fSf;Fj; jpUg;jpfukhfr; nra;J te;j gzpapid ,dpAk; njhlHNthk; 

vdf; $wp Kbf;fpNwhk;. 

 

      jq;fs; cz;ikAs;s> 

      ,uh[; & rd;];  

      Jiu & rd;]; ,uh[;> 

      Jiu $l;lhspfs;.  
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f.vz;  6 njhopiy NtW ,lj;jpw;F khw;Wk; NghJ  

       FkhH nkbf;fy;];  

       (,q;fpyP~; kUe;Jf;fil)  

       132> Ngh]; NuhL> 

       nrd;id.  

       rdtup 10> 2008.  

md;GilaPH> 

 vd;Dila FkhH nkbf;fy;]; njhopy; tsHr;rpapd; fhuzkhf khHr; 15 Mk; Njjp 

Kjy; 125> Ngh]; NuhL vd;w ,lj;jpw;F khw;wg;gl;Ls;sJ vd;gijj; njuptpg;gjpy; 

kfpo;r;rp milfpNwhk;.  

 Nghjpa ,ltrjp> NgUe;J trjpAk; ,y;yhj fhuzj;jhy; 125 Ngh]; NuhL vd;w 

,lj;jpw;F njhopy; khw;wg;gl cs;sJ.  

 ,jw;F Kd;dH nfhLj;j MjuT Nghy; tUq;fhyj;jpYk; njhlHe;J Mjuit 

ey;FkhW Ntz;LfpNwhk;.  

       jq;fs; cz;ikAs;s> 

        S. Fkud; 

        cupikahsH.  
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epidtpw; nfhs;f 

 thzpg jfty;  njhlh;gpd; Kf;fpaj;Jtk; 

1. epWtdk; nrk;ikahf eilngwTk;. 

2. jhkjk; ,d;wp tpiutpy; jPh;khdk; vLg;gjw;Fk; 

3. rhpahd Kiwapy; jpl;lkplTk; 

4. cw;gj;jp jpwd; mjpfhpf;fTk; 

5. ntF njhiytpy; cs;s eghplk; NgrTk; 

6. nfhs;Kjy; nra;aTk; tprhuiz Nkw;nfhs;sTk;> tpw;gid Gfhh;> Gfhiu 

tprhuiz nra;jy;> mjid rhpnra;jy; gioa thbf;ifahsiu jpUg;jpg; 

gLj;jTk;> Gjpa thbf;ifahsiu <h;f;fTk;. 

 tzpff; fbjj;jpd; tiffs; 

1. tpz;zg;gf;fbjq;fs; 

2. NeHfhzy; fbjq;fs;> ghHitf; Fwpg;Gfs;> rhd;wpjo;fs;> epakdf;     
fbjq;fs;> epHzaf; fbjq;fs;> gjtpcaHT> gjtpJwj;jy; 

3. tprhuizfSk; gjpy;fSk; 

4. Mizfs; kw;Wk; mjd;epiwNtw;wk;. 

5. fld; kw;Wk; mjd; epiy Fwpj;j tprhuiz 4.Fw;wr;rhl;LfSk; 
jpUj;jq;fSk; 

6. t#y; fbjq;fs; 

7. Rw;wwpf;iff; fbjq;fs; 

8. tpw;gidf; fbjq;fs; 

9. tq;fpf;fbjj; njhlHGfs; 

10. fhg;gPl;Lf; fbjj; njhlHGfs; 

11. ,wf;Fkjp-vw;wkjp fbjj; njhlHGfs; 

12. KftH fbjj; njhlHGfs; 

13.  epWkr; nrayhsupd;fbjj;njhlHG 
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14. khepy kw;Wk; Njrpa muRf;fbjj;njhlHG 

15. gj;jpupifepWtdq;fSf;fhd fbjq;fs; 

 tpz;zg;g kly; vOJk; nghOJ ftdpf;fgl Ntz;ba Kf;fpa fUj;Jf;fs; 

1. Ntiy tha;g;G tpguq;fs; mwpe;j tpjk; 

2. Ntiyapd; ngah; 

3. fy;tpj; jFjp 

4. rpwg;Gj; jFjpfs;  

5. Kd; mDgtk; 

6. taJ 

7. rk;gsk; 

8. Fwpg;gply; 

9. Ntiyf;Fr; Nru tpUk;Gk; ehs;  

10. ew;rhl;rpg; gj;jpuq;fs; 

 tpz;zg;g klypd; gbKk;> mlq;fyk; gbtk; 

1. tpz;zg;gjhuh; tpyhrk; 

2. cl;gf;f Kfthp 

3. njhlf;f tpspg;G my;yJ tzf;f miog;G 

4. klw;nra;jp 

5. tzf;f KbT 

6. ifnahg;gk; 

7. ,lk;> ehs; 

8. ,izg;G 

 tprhuizf; fbjk; (Enquiry Letter) 
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             tprhuizf; fbjk; vd;gJ ruf;F thq;FtH> jhk; thq;ff; $ba 

ruf;Ffspd; tpiy> juk;> js;Sgb kw;Wk; ruf;F mDg;gg;gLk; Kiw Mfpatw;iw 

tprhuiz nra;tjhFk;. 

 MizAUf;fs; (Order Letters) 

              njhopypy; mDgtk; cs;stHfs; my;yJ xNu njhopypy; 

<LgLgtHfshf ,Ue;jhy; mtHfSf;Fj; Njitg;gLk; ruf;Ffs; gw;wpa midj;J 

tptuKk; njupe;jpUf;Fk;. tpiy tpguk; njupahj tpahghupfs; tpiyg; gl;bay; Nfl;L> 

mjd; %yk; Mizapl;Lg; ngWfpd;wdH. 

 MizAUit uj;J nra;jy; (Cancellation of an order) 

                uj;J nra;tJ vd;gJ xU rpy jtpHf;f Kbahj fhuzj;jhy; jhd; 

KbAk;. mtw;Ws; xU rpy fhuzq;fs; fPNo nfhLf;fg;gl;Ls;sd.  

1. thq;FgtH jpthyhfp tpl;lhy;>  

2. ruf;fpd; tpiy re;ij tpiyia tpl mjpfkhf ,Ue;jhy;.  

3. tpw;gtH ruf;fhiziar; nraw;gLj;jypy; jhkjk; ,Ue;jhy;. 

 GfhHfs;> NfhUupikfs;> rupf;fl;by;fs; (Complaints, Claims, Adjustments) 

         GfhH fbjj;ijf; fPo;fz;l #o;epiyfspy; vOjyhk;.  

1. nghUl;fs; juj;jpy; NtWgl;bUe;jhy;> 

2. ruf;Ffs; vilapy; my;yJ vz;zpf;ifapy; FiwthfapUe;jhy;.  

3. ruf;Ffs; Nrjile;jpUe;jhy;> 

4. ruf;Ffis mDg;Gtjpy; jhkjk;.  

5. epge;jidfspd; gb ruf;F mDg;ghky; ,Ue;jhy;. 
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tpdhf;fs; 

1. xU Gjpa fpisia jpwg;gJ njhptpj;J Rw;wwpf;if fbjk; xd;iw jahh; 

nra;f 

2. MizAUit nray;gLj;Jjy; vd;why; vd;d>?  cq;fs; 

thbf;ifahsh;fsplkpUe;J ngwg;gl;l xU nghpa Mizia clNd 

epiwNtw;w ,ayhikiaj; njhptpj;J fhy ePl;bg;G Nfhhp xU fbjk; tiuf 

3. ePq;fs; mspj;j jl;lr;R nghwpfspd; juf;FiwT gw;wp Gfhh; nra;Js;s 

thbf;ifahsUf;F nghUj;jkhd gjpy; fbjk; tiuf 

4. thbf;ifahsh; xUth; jdJ fzf;if ehd;F jz;ly; fbjq;fs; vOjpAk; 

jPh;f;fhkYk; gjpy; juhky; ,Ug;gJ Fwpj;J ,Wjpf; fbjk; xd;W tiuf 

5. ,uz;L Mz;Lfs; MfpAk; fld; jpUg;gpj;juhj thbf;ifahsh; xUtUf;F 

t#y; fbjk; xd;W tiuf 

6. nlf;];ily; epWtdj;jpy; ,sepiy fzf;fh; mjpfhhp gjtpf;F tpz;zg;gf; 

fbjk; tiuf 

7. nghUs; gl;bay; kw;Wk; tpiyg;gl;baiy ,izj;J xU fbjk; tiuf 

8. me;j];J tprhuiz fbjk; ve;nje;j re;jh;g;gq;fspy; Njitg;gLfpwJ 

9. ngah; ngw;w xU [Tsp tpw;gid epWtdk; jdJ ruf;F ,Ug;gpd; 

tpw;gidia mjpfhpf;f xU rpy JzpfSf;F 50% js;Sgb jUtjhf 

$WfpwJ.  ,jw;fhd xU Rw;wwpf;if fbjk; xd;W jahhpf;fTk;. 

10. nlf;];ily; epWtdj;jpy; ,sepiy fzf;fh; mjpfhhp gjtpf;F tpz;zg;gf; 

fbjk; tiuf 
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tq;fp kly;fs; (Bank Correspondence) 

fhg;gPl;Lf; fbjq;fs;(Insurance correspondence) 

fw;wy; Nehf;fq;fs; 

,e;j mj;jpahaj;ijg; gbj;j gpd;dh; ePq;fs; fPo;f;fz;ltw;iwg; Ghpe;J nfhs;tPh;fs;. 

1. Kd;Diu- tq;fp kly;fs; 

2. fhg;gPl;Lf; fbjq;fs;(Insurance correspondence) 

3. fhg;gPl;L fbjq;fSf;fhd #o;epiyfs; 

4. Vw;Wkjp kw;Wk; ,wf;Fkjp fbjq;fs; (Export and import correspondence) 

5. Vw;Wkjp- ,wf;Fkjp fbjq;fSf;fhd #o;epiyfs; 

 

Kd;Diu 

 ,d;iwaj; njhopy; tsh;r;rpapYk;> nghUshjhu eltbf;iffspYk; tq;fpfs; 

ngUk; gq;F nfhz;Ls;sd. jdp egh; Kjw;nfhz;L NgusT epjp jpul;Lk; njhopy; 

epiyak; tiu midj;Jk; tq;fpia ehLfpd;wd. gzj;ijg; gadw;w tifapy; 

itj;jpUf;Fk; gyhplkpUe;Jk; jpul;b> mtw;iwg; gaDwr; nra;Ak; tifapy; 

gfph;e;J mspf;Fk; tq;fpiag; gyUk; ehLfpd;wdh;. njhopy; epiyaq;fs; 

midj;Jk; jq;fs; Njitf; Nfw;g epjp trjp ngw;Wj; njhopy; Kd;Ndw;wkila 

tq;fpfs; cjtp nra;J tUfpd;wd. 

 kf;fsplkpUe;J gytif itg;Gfisg; ngw;W mj;njhifia kf;fs; 

Ntz;Lk; nghOJ jpUg;gpaspg;gijj; njhopyhf nfhz;Ls;s epWtdNk 

tq;fpahFk;. Nkw;gb njhopiy jpwikahfr; nra;tjw;F tq;fpAk; thbf;ifahsUk; 

gytif kly;fisj; jq;fSf;Fs; ghpkhwpf; nfhs;fpwhh;fs;. mt;tif kly;fisg; 

gw;wpf; fhz;Nghk;. 
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f.vz;  1 tq;fpapy; Nrkpg;G fzf;F Jtq;f Nfhup fbjk; tiujy;. 

mDg;Geh; 

 S> Kj;Juh[;  

 19> mk;gyj; njU> 

 jpUney;Ntyp 

ngWeh; 

 fpis NkyhsH> 

 Vgprp tq;fp>  

 tp.vk;. rj;jpuk;.  

Iah> 

 ehd; jq;fSila tq;fpapy; Nrkpg;Gf; fzf;F xd;W Jtq;f tpUk;gfpNwd;. jq;fs; 

tq;fpapd; tpz;zg;gk; gbtKk; ifnahg;g ml;ilAk; g+Hj;jp nra;ag;gl;L ,j;Jld; 

,izj;Js;Nsd;. NkYk; Nrkpg;G fzf;Fj; Jtq;Ftjw;Fupa Fiwe;jsT itg;Gj; 

njhifahf &. 500k; mjw;Fupa cl;nrYj;J Jz;Lr;rPl;Lk; (Payin slip) ,j;Jld; 

,izj;Js;Nsd;. vd;Dila ngaupy; fzf;Fj; Jtq;fpr; nry;NyL kw;Wk; fhNrhiyg; 

Gj;jfk; toq;FkhW Nfl;Lf; nfhs;fpNwd;. 

ed;wp 

jpUitFz;lk;>       jq;fs; cz;ikAs;s> 

25.12.2008            S. Kj;Juh[; 
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f.vz;  2 thbf;ifahsupd; fzf;F Nky;tiug;gw;wpUg;G njhlHghf thbf;ifahsUf;F 

fbjk; vOJf.. (Write a letter to a customer stating that his account shows overdraft). 

Vgprp tq;fp 

kJiu 

          rdtup 5> 2008 

ngWeh; 

 Nf. Jiuuh[; 

 10> tlk; Nghf;fp njU> 

 tp.Nf. gl;b  

Iah> 

  nghUs;:  Nrkpg;G fzf;F vz;  2411 njhlHghf 

  

 jq;fspd; Nrkpg;Gf; fzf;F 2007k; Mz;L njhlf;fj;jpypUe;J gw;wpUg;Gf;fhl;bf; 

nfhz;bUf;fpwJ. jq;fspd; tq;fp eltbf;iffs; jpUg;jpfukhfapUg;gjhy; gw;wpUg;G gw;wpa 

nra;jpapidj; jq;fSf;F njuptpf;ftpy;iy. vdpDk; vq;fsJ jiyik mYtyfj; 

jzpf;ifapd;gb ,f;fbjk; vOjg;gLfpwJ. jq;fspd; Nrkpg;G fzf;F tutpUg;G 

fhz;gpf;Fk;gb jq;fsJ itg;Gj; njhifia mjpfupf;FkhW Nfl;Lf; nfhs;fpNwhk;.  

ed;wp 

        jq;fs; cz;ikAs;s> 

         FkhH.  

        fpis NkyhsH. 
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f.vz;  3 Nky;tiug; gw;W trjp mspf;FkhW thbf;ifahsH xUtH tq;fpf;F tiuAk; 

kly; xd;W jahh; nra;f. (Draft a letter on behalf of customerto a bank seeking overdraft 

facility)  

     uh[; & Nfh 3 

     3> ruz;ah efs;> 

     ghisaq;Nfhl;il  

         ehs;  28.8.2008.  

ngWeh; 

 fpis NkyhsH> 

 gp.f;a+.MH. tq;fp> 

 ghisaq;Nfhl;il. 

Iah> 

   nghUs;: Nky;tiug;gw;W njhlHghf.  

   ghHit:  elg;G fzf;F vz;  14121  

 elg;G Mz;L (2008) jPghtsp kw;Wk; fpwp];Jk]; gz;bif fhyq;fspd; 

Njitiag; g+Hj;jp nra;tjw;fhf mjpfkhf ruf;Ffs; thq;fp ,Ug;G itf;f 

vz;zpAs;Nshk;. vdNt> ruf;fpUg;gpw;Fj; NjitgLk; ruf;Ffspd; nkhj;j kjpg;G &. 10 

,yl;rkhFk;. Mdhy; jq;fs; tq;fpapy; cs;s vq;fs; elg;Gf; fzf;fpd; tutpUg;Gj; 

njhif &. 7 ,yl;rk;. vdNt gw;whf;Fiwiar; rkhspg;gjw;fhf &. 3,yl;rk; 

Nky;tiug;gw;W trjp mspf;Fk;gb jq;fisf; Nfl;Lf; nfhs;fpNwhk;. mt;thW ngwg;gLk; 

Nky;tiug;gw;W 2004k; Mz;L rdtup 10k; Njjpf;Fs; jpUg;gpr; nrYj;jg;gLk; vd;gijAk; 

njuptpj;Jf; nfhs;fpNwhk.; Nky;tiug;gw;Wj; njhiff;Fg; gpizakhf vq;fspd; thzpgk; 

eilngWk; fl;lj;ijj; jq;fs; tq;fpapd; ngaupy; gpizak; nra;J nfhLf;fpNwhk;.  

ed;wp 

        jq;fs; cz;ikAs;s> 

        v];. Kj;Juh[;  

        Nkyhz;ik $l;lhsp. 
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f.vz;  4 tq;fpapd; fpis NkyhsH vd;w Kiwapy; xU thbf;ifahsH nfhLj;j 

rpwg;gw;w Nritapd; GfhH fbjj;jpw;Fj; jFe;j gjpy; fbjk; xd;W tiuf (As a Branch 

Manager, draft a suitable reply to a customer who has complaiged about the poor service). 

Vgprp tq;fp 

ghisaq;Nfhl;il 

         rdtup 5> 2008  

ngWeH  

 jpU. v];. RNue;jH> 

 32> ruz;ah efh;> 

 ghisaq;Nfhl;il  

Iah> 

  

  nghUs;:  jq;fspd; GfhH njhlHghf> 

  ghHit:  rdtup 2> 2008 ehspl;l jq;fspd; GfhH fbjk;.  

 rdtup 1> 2008 y; jhq;fs; vq;fsJ fpisapy; gzk; vLg;gjw;F (withdrawings) 

te;j NghJ 30 epkplq;fs; fhj;jpUf;f Ntz;bapUe;jJ vd;W Fwpg;gpl;bUe;jPHfs;. jq;fsJ 

rpukj;jpw;F tUe;JfpNwhk;.  

 rdtup 1> 2008 md;W vq;fsJ gzpahsHfspy; vl;L egh;fs; jw;nray; tpLg;G 

vLj;j fhuzj;jhy;> fhy jhkjk; Vw;gl;Ls;sJ vd;gij tUj;jj;Jld; njuptpj;Jj; 

nfhs;fpNwhk;. ,dptUk; fhyq;fspy; ,j;jifa fhy jhkjk; Vw;glhJ vd;W cWjp 

$WfpNwhk;.  

ed;wp  

      jq;fs; cz;ikAs;s> 

      FkhH.  

      fpis Nkyhsh; 
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f.vz;  5 ghJfhg;G ngl;lftrjp Nfl;L thbf;ifahsH tq;fpf;Ff; fbjk; vOJf. (write 

a letter to a bank requesting for safe deposit locker facilities).  

mDg;Geh; 

 Nf. RNu~;> 

 tlf;F njU> 

 tpshj;jpFsk;. 

ngWeh; 

 fpis NkyhsH> 

 Vgprp tq;fp> 

 tpshj;jpFsk;. 

  nghUs;:  ghJfhg;G ngl;lf trjp njhlHghf> ghHit  Nrkpg;G   

  fzf;F vz;  4151 

 

 ehd; jq;fSila tq;fpapy; 2005 k; Mz;L Kjy; tq;fp eltbf;iffis 

Nkw;nfhz;L tUfpNwd;. vd;Dila tpiy caHe;j Mguzq;fisAk; Mtzq;fisAk; 

ghJfhg;ghf itj;jpUg;gwF jq;fspd; tq;fpapd; ghJfhg;G ngl;lf trjp mspf;FkhW 

Nfl;Lf;nfhs;fpNwd;.  

ed;wp   

      jq;fs; cz;ikAs;s> 

      Nf. RNu~;> 
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f.vz;  6 fhg;gPl;L Kidkk; nrYj;Jk;gb tq;fpaiu mwpTWj;Jjy;. (Instructing the 

banker to pay insurance premium) 

 

mDg;Geh; 

 Nf. RNu~;> 

 tlf;F njU> 

 tpshj;jpFsk;. 

ngWeh; 

 fpis NkyhsH> 

 Vgprp tq;fp> 

 tp;shj;jpFsk;. 

Iah> 

   nghUs;:  fhg;gPl;L Kidkk; nrYj;Jjy; njhlHghf.  

   ghHit:  Nrkpg;G fzf;F vz;  4151.  

 ehd; jq;fSila tq;fpapy; Nrkpg;G fzf;F 1.1.2008 njhlq;fp tq;fp 

eltbf;iffs; Nkw;nfhz;L tUfpNwd;. jq;fs; tq;fpapd; %ykhff; fPNo 

nfhLf;fg;gl;Ls;s ghyprp vz;fSf;Fupa Kidkj; njhifiaAk; xt;nthU fhyhz;L 

KbtpYk; (khHr; 31> [_d; 30> nrg;lk;gH 30> brk;gH 31) MAs; fhg;gPl;L epWtdj;jpw;Fr; 

nrYj;JkhW Nfl;Lf; nfhs;fpNwd;. nrYj;jg;gLk; njhiff;F vd;Dila Nrkpg;Gf; 

fzf;fpy; gw;W itf;FkhWk; Nfl;Lf; nfhs;fpNwd;.  

ed;wp 

tpshj;jpFsk;>        jq;fs; cz;ikAs;s> 

31.12.2008          Nf. RNu~; 

ghyprp vz;: 95686080 &. 230> 

ghyprp vz;: 96707556 &. 270.  
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f.vz;. 7 thbf;ifahsH fld; Nfl;L kD nra;jjw;F epuhfupf;Fk; tifapy; fbjk; 

vOJf. (Write a letter of a customer refusing to grant loan) 

 

uhk;]; tq;fp 

     jpUitFz;lk;          ehs;  5.1.2008 

 

ngWeH  

 v];.tpNdhj;> 

 20 A> mk;gyj; njU> 

 jpUney;Ntyp. 

 

Iah> 

 

    nghUs;:  fld; toq;Fjy; njhlHghf> 

    ghHit: 12.12.2008 ehspl;l jq;fspd; fbjk;.  

 jq;fs; tpahghuj;jpd; eilKiw Kjy; Njitf;fhf &. 2>00>000 fld; Nfl;L 

tpz;zg;gk; xd;W mDg;gpdPHfs;. Mdhy;> fpis NkyhsH vd;w Kiwapy; &. 1>00>000 

tiu fld; toq;Fk; mjpfhuk; kl;Lk; vd;dplj;jpy; cs;sJ. vdNt> jq;fspd; fld; 

tpz;zg;gk; jq;fSf;Fj; jpUg;gp mDg;gg;gLfpwJ.  

ed;wp 

         jq;fs; cz;ikAs;s> 

         v];. NrfH.  

,izg;G: fld; tpz;zg;gk; xd;W     fpis NkyhsH. 
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f.vz;  8 toq;fg;gl;l fhNrhiyf;Fupa gzj;ij epWj;JkhW tq;fpaUf;F fbjk; 

vOJf. (Write a letter to a banker to stop payment of a cheque) 

 

mDg;Geh; 

 Nf. RNu~;> 

 tlf;F njU> 

 tpshj;jpFsk;. 

ngWeh; 

 fpis NkyhsH> 

 fduh tq;fp> 

 tpshj;jpFsk; 

Iah> 

   nghUs;:  fhNrhiyf;Fupa gzk; epWj;Jjy; njhlHghf> 

   ghHit:  Nrkpg;G fzf;F vz;  4141. fhNrhiy vz;  

    881144. Mf];l; 28> 2008 ehspl;lJ.  

 ehd; &gha; 5000f;Fupa (&gha; Ie;jhapuk; kl;Lk;) fhNrhiy xd;W jpU. gp. Rkd; 

vd;gtUf;F toq;fpAs;Nsd;. mf;fhNrhiyf;Fupa gzj;ij toq;fhky; epWj;jp 

itf;FkhW Nfl;Lf; nfhs;fpNwd;.  

ed;wp 

tpshj;jpFsk;>        jq;fs; cz;ikAs;s> 

26.082008         Nf. RNu~; 
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f.vz;  9 fhNrhiy mtkjpf;fg;gl;lJ Fwpj;J thbf;ifahsH tq;fpaUf;Ff; fbjk; 

vOJjy; (Letter to a banker regarding dishonour of a cheque) 

mDg;Geh; 

 Nf. RNu~;> 

 tlf;F njU> 

 tpshj;jpFsk;. 

 

 

ngWeh; 

 fpis NkyhsH> 

 Vgprp tq;fp> 

 tpshj;jpFsk; 

 

Iah. 

   nghUs;:  fhNrhiy kWf;fg;gl;lJ njhlHghf> 

   ghHit:  Nk 7> 2008 ehspl;l fhNrhiy vz; 88188. 

 ehd; jq;fSila tq;fpapd; Nrkpg;G fzf;F vz; 14121 y; &. 2000f;Fupa (&gha; 

,uz;lhapuk; kl;Lk;) fhNrhiy jpU.v];.Kj;Juh[; vd;gtUf;F toq;fpNdd;. mf;fhNrhiy 

jq;fsJ tq;fpapy; rkHg;gpf;fg;gl;l NghJ mjw;Fupa gzk; kWf;fgl;lJ. Mdhy; 

Fwpg;gpl;l ehs; md;W vd;Dila Nrkpg;Gf; fzf;fpy; NghJkhd ,Ug;Gj; njhifapUe;Jk; 

mf;fhNrhiy mtkjpg;G nra;ag;gl;lJ. ,jdhy; vd;Dila ew;ngaH ghjpf;fg;gl;Ls;sJ. 

vdNt> fhNrhiy mtkjpg;G nra;ag;gl;ljw;Fupa fhuzj;ijj; njuptpf;FkhW Nfl;Lf; 

nfhs;fpNwd;. 

ed;wp 

tpshj;jpFsk;>        jq;fs; cz;ikAs;s> 

Nk 10 1998        Nf. RNu~; 
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fhg;gPl;Lf; fbjq;fs; (Insurance correspondence)  

 fhg;gPL vd;gJ fhg;gPl;L epWtdj;Jf;Fk; fhg;gPL nra;j egh;f;Fk; ,ilNa Vw;gLk; 

xg;ge;jk; me;j xg;ge;jj;jpd; mbg;gilapy; fhg;gPL epWtdk; Kidkj; njhifia 

Fwpg;gpl;l fhy ,ilntspfspy; fhg;gPL nra;jthplk; ngw;Wf; nfhs;fpwJ. mt;thW 

fhg;gPL; Kidkj; njhifia ngw;wjw;fhf> fhg;gPl;L epWtdk; fhg;gPL nra;jth;f;F 

Vw;gLk; vjph;ghuhj ,og;GfSf;F (,wg;G> jP> jpUl;L> nts;sk;> fytuk; ,d;dgpw 

epfo;Tfspdhy; Vw;gLk; ,og;Gfs;) nghUshjhu ghJfhg;G toq;FfpwJ. 

 ,j;jifa #o;epiyapy; fhg;gPl;L epWtdKk; fhg;gPL nra;jtUk; njhlh;G 

nfhs;tjw;F fbjj; jfty; njhlh;igNa Njh;e;njLf;fpd;wdh;. Vnddpy; fbjj; njhlh;G 

vd;gJ vOj;J G+h;tkhd jfty; njhlh;G. vjph;fhyj;jpy; fbjj; njhlh;ig xU Mtzkhf 

gad;gLj;j KbAk;. 

fhg;gPLfspd; tiffs;:- 

1. MAs; fhg;gPL 

2. jP tpgj;J fhg;gPL 

3. flw;gaz fhg;gPL (my;yJ) fly; <l;LWjp 

 ,lh;ghLfshy; epiwe;j ,t;Tyfpy;> mtw;iw nghUshjhuhPjpahf vjph;nfhs;s 

kj;jpa> khepy muRfSk;> jdpahh; epWtdq;fSk; gy;NtW fhg;gPl;Lj; jpl;lq;fis 

toq;FfpwJ. mtw;Ws; rpytw;iw ,e;j mj;jpahj;jpy; ehk; fhz;Nghk;. 

fhg;gPl;L fbjq;fSf;fhd #o;epiyfs; 

1. fhg;gPl;Lj; jpl;lq;fis gw;wp mwpa thbf;ifahsh; vOJtJ. 

2. thbf;ifahsh; fhg;gPl;Lj; jpl;lj;jpw;F tpz;zg;gpf;Fk; NghJ 

3. fhg;gPl;L gq;Fjhuh; jd;Dila fhg;gPl;Lg; gj;jpuj;ij xg;gilf;Fk; NghJ. 

4. fhg;gPl;L gj;jpuj;ij ruz; nra;Ak; NghJ 

5. fhg;gPl;Lg; gj;jpuj;ij gpizakhf itj;J fld; NfhUk; NghJ. 

6. jP tpgj;J ,og;gpd; kjpg;ig njhptpf;Fk; NghJ. 

7. fhg;gPl;Lg; gj;jpuk; njhiye;J Nghd NghJ. 

8. fhg;gPl;L epWtdj;jpd; gjpy; nrhy;Yk; NghJ kw;Wk; ,d;dgpw 
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f.vz;  1 ghyprp vLg;gJ Fwpj;J MAs; fhg;gPl;L epWtdj;jpw;Ff; fbjk; vOJjy; 

(Letter to the Life Insurance corporation regarding the willingness to take insurance 

policy).  

mDg;Geh; 

 v];. RNue;jH.  

 19. mk;gy njU> 

 jpUNtq;flk;. nrd;id. 

fpis NkyhsH> 

 MAs; fhg;gPl;Lf; fofk;> 

 jpUNtq;flk; fpis> 

 nrd;id. 

Iah> 

  nghUs;:  MAs; fhg;gPl;L ghyprp vLj;jy; njhlHghf> 

 ehd; MAs; fhg;gPl;L ghyprp vLf;f tpUk;GfpNwd;. MAs; fhg;gPl;L ghyprp 

vLg;gjw;Fupa tpz;zg;g gbtKk; mjw;Fupa tpjpKiwfSk; vd;Dila Kftupf;F 

mDg;gp itf;Fk;gbj; jho;ikAld; Nfl;Lf; nfhs;fpNwd;. 

ed;wp 

jpUitFz;lk;       jq;fs; cz;ikAs;s> 

etk;gH 15> 2008.          v];. RNue;jh; 
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f.vz;  2 jpU FkhH vd;w MAs; fhg;gPl;Lg; gq;FjhuH jd;Dila fhg;gPl;L gj;jpuj;ij 

xg;gilT nra;J gzk; toq;FkhW fbjk; vOJf. (Draft letter to the Life insurance 

Corporation regarding surrender of Life Insurance policy). 

mDg;Geh; 

 v];. FkhH.  

 12> Kj;jhuk;kd; Nfhtpy; njU> 

 tp.Nf.Guk;. 

ngWeH  

 fpisNkyhsH> 

 MAs; fhg;gpl;Lf; fofk;> 

 njd;fhrp. 

Ia> 

   nghUs;:  MAs; fhg;gPl;L ghyprp ruz; nra;jy;.  

   ghh;it:  ghyprp vz; 85101828.  

 ehd; jq;fsJ fbjj;jpy; 2000k; Mz;L &. 5>00>000 (&gha; Ie;J ,yl;rk; kl;Lk;) 

MAs; fhg;gPl;Lg; ghyprp vd;Dila ngaupy; vLj;Jj; njhlHr;rpahf Kidkj; njhif 

nrYj;jp tUfpNwd;. vdJ epjpepiy fhuzkhf> Kidkj; njhif nrYj;j ,aytpy;iy. 

vdNt> vd;Dila MAs; fhg;gPl;L ghyprpiaj; jq;fsplk; ruz; nra;J (surrender) 

tpl;Lg; gzj;ijg; ngw tpUk;GfpNwd;. Mifahy; ghyprp ,j;Jld; 

,izf;fg;gl;Ls;sJ.mjw;Fupa ruz; kjpg;G (surrender value) fzf;fpl;L mjw;Fupa 

gzj;ij vdf;F mDg;gp itf;FkhW Nfl;Lf; nfhs;fpNwd;.  

ed;wp 

 

tp.Nf.Guk;         jq;fs; cz;ikAs;s  

5.1.2008         v];. FkhH. 
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f.vz;  3 ruz; nra;J gzk; ngWtijj; jtpHf;FkhW ghyprpjhuHf;Ff; fbjk; vOJ. 

(Write a letter to a policy holder to avoid the surrender of policy). 

MAs; fhg;gPl;L fofk; 

njd;fhrp 

nrg;lk;gh; 5> 2008  

 

ngWeH  

 v];. FkhH.  

 12 Kj;jhuk;kd; Nfhtpy; njU> 

  tp.Nf. Guk;. 

Iah> 

   nghUs;:  ghyprp ruz; nra;jy; njhlHghf> 

   ghHit:  ghyprp vz; 85101828> Mf];L 31> 2008  

    ehspl;l jq;fspd; fbjk;> 

 

 jq;fspd; fbjj;jpy; jq;fSila ghyprp Mtzj;ijr; ruz; nra;J gzk; 

toq;FkhW tpz;zg;gk; mDg;gpapUe;jPHfs;. jhq;fspd; ruz; kjpg;G jhq;fs; nrYj;jpa 

Kidkj; njhifia tplf; FiwthfNt jpUg;gp nfhLf;fg;gLk;. Kidkj; njhif 

nrYj;jpaJ &. 1>50>000 ruz; kjpg;G &. 120>000. vdNt ghyprp Mtzj;ijr; ruz; 

nra;J tpl;Lg; gzj;ij ngWtjw;F gjpyhf ghyprp Mtzj;jpd; Ngupy; vq;fsJ 

fbjj;jpypUe;J fld; ngw;Wf;nfhs;Sk; trjp cs;sJ. mt;thW fld; ngw tpUk;gpdhy; 

,j;Jld; ,izf;fg;gl;Ls;s fld; tpz;zg;gg; gbtj;ijg; g+Hj;jp nra;J jhq;fs; 

,Wjpahfr; nrYj;jpa Kidkj; njhiff;Fupa ,urPJk; vLj;Jf; nfhz;L vq;fspd; 

mYtyfj;jpw;F Neupy; tUk;gb Nfl;Lf; nfhs;fpNwhk;.  

ed;wp 

         jq;fs; cz;ikAs;s> 

         Nf. Fg;jh.  

         fpis NkyhsH. 

 



103 

 

f.vz;   4 ghyprp Mtzj;jpd; Ngupy; fld; ngWtjw;Fupa tpz;zg;gk; vOJjy; ;(Draft 

a letter to get a loan on the security of policy) 

mDg;Geh; 

 v];. Kj;Juh[;.  

 19> mk;gyj; njU> 

 jpUitFz;lk;. 

ngWeH  

 fpis NkyhsH> 

 MAs; fhg;gpl;Lf; fofk;> 

 jpUitFz;lk; 

Iah> 

  nghUs;:  ghyprp Mtzj;jpd; Ngupy; fld; ngWjy;.  

  ghHit:  ghyprp Mtzj;jpd; vz; 90101828.  

 vd; ngaupy; cs;s ghyprp Mtzj;ijg; gpizakhfg; ngw;Wf; nfhz;L fld; 

toq;ff;$ba msT fld; toq;Fk;gb Nfl;Lf; nfhs;fpNwd;. ,j;Jld; vdJ ghyprp 

Mtzk; ,izf;fg;gl;Ls;sJ.  

ed;wp 

jpUitFz;lk;        jq;fs; cz;ikAs;s> 

15.1.2008          v];.Kj;Juh[; 
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f.vz;  5 jPapdhy; tpgj;J Vw;gl;ljhy; Vw;gl;l ,og;G Fwpj;J fhg;gPl;Lf;fofj;jpw;Fk; 

fbjk; vOJf (Draft a letter stating the damage caused to fire). 

gthdp & Nfh 

s59>mz;zhrhiy> 

v];.Nf.Guk;. 

          brk;gh; 31> 2008 

 

ngWeH  

 caHjpU NkyhsH> 

 Aidnll; fhg;gPl;Lf; fofk;  

 Nfhtpy;gl;b 

Iah> 

  nghUs;:  e~;l<L NfhUupik njhlHghf> 

  ghHit:  ghyprp vz;  98101828.  

 ,d;W fhiy 7 kzp mstpy; vq;fsJ njhopw;rhiyapy; vjpHghuhj tpjj;jpy; jP 

tpgj;J Vw;gl;lJ vd;gij tUj;jj;Jld; njuptpj;Jf; nfhs;fpNwhk;. jPaizg;G 

Jiwapdupd; Kaw;rpahy; njhopw;rhiyapy; gzpGupe;j midj;J ciog;ghsh;fSk; 

fhg;ghw;wg;gl;Ls;sdh;. Mdhy; njhopw;rhiyapy; cs;s midj;Jr; ruf;FfSk; 

Nrjkile;Jtpl;ld. Nrjkile;j nghUl;fspd; kjpg;G &. 2>00>000 vd vjpHghHf;fpNwhk;. 

Nrjkile;j nghUl;fis kjpg;gPL nra;tjw;fhfj; jq;fSila kjpg;gPl;lhsiu mDg;gp 

Nrjj;ij kjpg;gpl;L e~;l<L toq;Fk;gb jq;fisf; Nfl;Lf; nfhs;fpNwhk;.  

       jq;fs; cz;ikAs;s> 

         ghGuh[;  

       Nkyhz;ik $l;lhsp. 
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f.vz;  5 NfhUupik tpz;zg;gj;jpw;Fupa gjpy; (Reply to a Letter claiming or claiming 

damages) 

Aidnll; fhg;gPl;Lf;fofk; 

Nfhtpy;gl;b 

          rdtup 5> 2008 

ngWeh; 

 jpUthsHfs; gthdp md;Nfh> 

 59>mz;zhrhiy> 

 v];.Nf.Guk;> 

   nghUs;:  fhg;gPl;L NfhUupik njhlHghf  

   ghHit:  ghyprp vz;  98101828 kw;Wk; brk;gH 31> 2008  

    ehspl;l jq;fspd; fbjk;.  

 jq;fSila fbjKk; g+Hj;jp nra;ag;gl;l NfhUupik tpz;zg;gg; gbtKk; ngw;Wf; 

nfhz;Nlhk;. vq;fs; fofj;jpd; kjpg;gPl;lhsupd; mwpf;if ngwg;gl;lJk; jq;fSila 

e~;l<l;L njhifia mDg;gp itf;fpNwhk;.  

        jq;fs; cz;ikAs;s> 

               Rgh~; 

         NkyhsH. 
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f.vz;  6 KOikahd ,og;gPL jukWj;J Ne~dy; fhg;gPl;L fofj;jpd; rhh;gpy; kly; 

tiuf (Draft a letter on behalf of National insurance company refusing total indemnity)  

Andnll; fhg;gPl;Lf; fofk; 

Nfhtpy;gl;b 

          brk;gh; 15> 2008  

ngWeh; 

 ; jpUthsHfs; gthdp md;Nfh> 

 59>mz;zhrhiy> 

 tp.Nf.Guk;> 

Iah> 

   nghUs;:  fhg;gPl;L NfhUupik njhlHghf.  

   ghHit:  brk;gH 13> 2008 ehspl;l jq;fspd; fbjk;.  

 jq;fSila fbjKk; fhg;gPl;L NfhUupikAk; fpilf;fg; ngw;Nwhk;. jq;fSila 

fhg;gPl;L NfhUupikapy; U.200000 ,og;G Vw;gl;Ls;sjhf e~;l<L NfhupapUe;jPHfs;. 

Mdhy;> vq;fs; epWtdj;jpd; kjpg;gPl;lhsupd; rhd;wpjo;gb jq;fSf;F Vw;gl;l ,og;G &. 

1>50>000 MFk;. vdNt> jhq;fs; NfhupAs;s e\;l<lhd &. 2>00>000 toq;fg;gl ,ayhJ 

vd;Wk;> e~;l<lhf &.1>50>000 toq;fg;gl cs;sJ vd;gijAk; njuptpj;Jf; nfhs;fpNwhk;. 

- 

ed;wp 

       jq;fs; cz;ikAs;s> 

         v];.uh[h  

              Nkyhsh; 

,izg;G  fhNrhiy xd;W.  
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f.vz;  8. ghyprp Mtzk; fhzhky; NghdJ Fwpj;J fbjk; (Loss of policy Deed) 

mDg;Geh; 

 v];.Kj;Juh[;> 

 19> mk;gyj; njU> 

 jpUitFz;lk;.  

ngWeH  

 fpis NkyhsH> 

 MAs; fhg;gP  l;L fofk;> 

 jpUitFz;lk;  

Iah> 

  nghUs;:  ghyprp Mtzk; fhzhky; NghdJ.  

  ghHit:  ghyprp Mtzj;jpd; vz;  90101858 

 vd; ngaupy; cs;s ghyprp Mtzk; fhzhky; Ngha;tpl;lJ. 2000k; Mz;L 

nrg;lk;gH 1k; ehsd;W mg;ghyprp vLf;fg;gl;lJ. mjw;Fupa khw;W ghyprp Mtzk; 

(Duplicate) ngWtjw;Fupa topKiwfis vdf;Fj; njuptpf;Fk;gb jq;fisj; jho;ikAld; 

Nfl;Lf; nfhs;fpNwd;. khw;W Mtzk; ngWtjw;Fupa tpz;zg;gbtKk; vdf;F mDg;gp 

itf;Fk; gb jq;fisj; jho;ikAld; Nfl;Lf; nfhs;fpNwd;. 

ed;wp 

jpUitFz;lk;.        jq;fs;cz;ikAs;s>  

5.1.2008         v];.Kj;Juh[; 
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Vw;Wkjp kw;Wk; ,wf;Fkjp fbjq;fs; (Export and import correspondence) 

 gy;NtW njhopy; Nghl;bfspy; epiwe;j ,d;iwa cyfpy; tzpf 

epWtdq;fSf;fhd re;ij gue;J tphpe;J ehLfspy; vy;iyfis jhz;b cs;sJ. 

cs;Sh; tzpf njhlh;G NghyNt xU ehl;bapypUe;J nghUl;fis ,wf;Fkjp 

nra;jtjw;Fk;> xU ehl;Lf;F nghUs;fis Vw;Wkjp nra;jtjw;Fk;> rk;ge;jg;gl;l 

epWtdq;fSld; njhlh;G nfhs;tJ vd;gJ jtph;f;f Kbahj xd;W. 

  ,t;thwhd #o;epiyapy; Vw;Wkjp> ,wf;Fkjp fbjj; njhlh;G vd;gJ 

cs;Sh; tzpf epWtdq;fs; xd;Wf;nfhd;W njhlh;G nfhs;tJ NghyNt jhd; 

,Uf;Fk;> mNj Neuj;jpy; tpjpKiwfs; kw;Wk; Nfhl;ghLfspy; rpwpJ tpj;jpahrk; 

,Uf;Fk;. ,jd; tpisthf rpwg;G ftdk; Njit. 

Vw;Wkjp- ,wf;Fkjp fbjq;fSf;fhd #o;epiyfs; 

1. ruf;F mspg;gJ njhlh;ghf tprhhpf;Fk; NghJ 

2. tq;fpaplk; jpUk;gg; ngw ,ayhj ehzaf; fbjk; njhlq;Fk; NghJ. 

3. fg;gy; gaz Mtzq;fs; ngwg;gl;lJ njhlh;ghf tq;fp vOJk; NghJ 

4. mfw;W KftUf;F nghUs;fis mfw;WtJ njhlh;ghf vOJk; NghJ 

5. ,wf;Fkjp nra;jtw;fhd ruf;fhizia vOJk;NghJ kw;Wk; ,d;dgpw 
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f.vz;  1 ruf;F mspg;gJ njhlHghd tprhuiz fbjk; (Letter enquiring terms of 

supply) 

ghY mz;L gpujH]; 

18> nfhUf;F Ngl;il 

Nfhtpy;gl;b. 

          gpg;utup 2> 2008  

ngWeh; 

 jpUthsHfs; kjd; vz;lHgpiur];  

 11/81 fhHNfhl;> 

 [g;ghd;. jPT> 

Iah> 

  nghUs;:  ruf;F mspg;gJ njhlHghd tprhuiz.  

 

  vq;fs; epWtdk; caHuf rpnkz;l; cw;gj;jp nra;J nfhz;bUf;fpwJ. 

vq;fsJ tpw;gid mjpfkhf eilngWtjhy;> mjpf mstpy; rpnkz;l; cw;gj;jp nra;a 

Ntz;ba #o;epiyapy; ,Uf;fpNwhk;. mjpf mstpy; rpnkz;l cw;gj;jp nra;af;$ba 

,ae;jpuq;fisj; jq;fs; epWtdk; cw;gj;jp nra;tJ mwpe;J nfhz;Nlhk;. vdNt> me;j 

,ae;jpuk; njhlHghd tpsf;ff;Fwpg;G tpiy kw;Wk; epge;jid njhlh;ghf jfty;fis 

mDg;gp itf;Fk;gb jho;ikAld; Nfl;Lf; nfhs;fpNwhk;.  

ed;wp 

        jq;fs; cz;ikAs;s> 

         RNue;jH. 
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f.vz;  2 tprhuizf; fbjj;jpw;Fupa gjpy; fbjk; (Reply letter to an enquiry) 

kjd; vz;lHgpiur]; 

11/81 fhHNfhl; 

[g;ghd; 

          gpg;utup 26> 2008 

ngWeh; 

 ghY mz;L gpujH]; 

 13> nfhUf;F Ngl;il>  

      Nfhtpy;gl;b. 

Iah> 

  nghUs;:  tpsf;ff;Fwpg;G> tpiyg;gl;bay;.  

  ghHit:  gpg;utup 12> 2008 ehspl;l fbjk;.  

              

vq;fs; epWtdk; jahupf;Fk; caHju ,ae;jpuq;fspd; tpsf;ff;Fwpg;G tpiy kw;Wk; 

epge;jid njhlHghff; fbjk; vOjpajw;F vq;fs; epWtdj;jpd; rhHgpy; ed;wpiaj; 

njuptpj;Jf; nfhs;fpNwhk;. 

 jq;fSila tpUg;gj;jpd;gb> ,ae;jpuk; njhlHghd midj;J jfty;fisAk;> 

mjw;Fupa epge;jidfisAk; ,j;Jld; ,izj;Js;Nshk; vd;gijj; njuptpj;Jf; 

nfhs;fpNwhk;. ,ae;jpuj;jpw;Fupa Miz mDg;gg;gLk; NghJ jhq;fs; jpUk;gg; ngw 

,ayhj ehzaf; fbjk; xd;iwAk; ,izj;J mDg;g Ntz;Lk; vd;W njuptpj;Jf; 

nfhs;fpNwhk;. 

ed;wp 

         jq;fs; cz;ikAs;s> 

       kpl;lH];  

       kjd; vz;lHgpiur];.  
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f.vz;  3 tq;fpaplk; jpUk;gg; ngw ,ayhj ehzaf; fbjk; njhlq;ff; $Wk; fbjk;. 

(Letter requesting the bank to open an irrecoverable letter of Credit) 

ghY mz;L gpujH]; 

18> nfhUf;F Ngl;il 

nrd;id 

          khhh;r; 15> 2008 

ngWeh; 

 fpis NkyhsH> 

 Vgprp tq;fp> 

 nrd;id - 10> 

Iah> 

  nghUs;  jpUk;gg; ngw ,ayhj ehzaf; fbjk;. 

 

 vq;fs; epWtdj;jpd; tpw;gid mjpfupj;j fhuzj;jhy; cw;gj;jpia 

mjpfupg;gjw;fhf> [g;ghd; ehl;by; cs;s kjd; vz;lHgpiur]; epWtdj;jpypUe;J caH 

uf ,ae;jpuk; xd;W ,wf;Fkjp (import) nra;a vz;zpAs;Nshk;. xU ,ae;jpuj;jpd; 

kjpg;G 5 ,yl;rk; vd; ehzakhf (5 Lakhs Yen cuency) cs;sJ. 

 kjd; vz;lHgpiur]; epWtdj;jpd; fbj;jpy; Fwpg;gpl;Ls;sgb ,ae;jpuj;jpd; 

kjpg;gpw;Fupa jpUk;gg; ngw Kbahj ehzaf; fbjk; xd;W mDg;gg; gl Ntz;Lk;. vdNt> 

5 ,yl;rk; vd; (Yen) ehza kjpg;gpw;Fj; jpUk;gg; ngw ,ayhj ehzaf; fbjk; 

njhlq;FkhW jq;fisf; Nfl;Lf; nfhs;fpNwd;. kjd; vz;lHgpiur]; mDg;gpa fbjq;fs; 

midj;Jk; jq;fsJ ghHitf;fhf ,izf;fg;gl;Ls;sd. 

ed;wp 

         jq;fs; cz;ikAs;s> 

               RNue;jH.  

,izg;G  2 
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f.vz;  4 fg;gy; gaz Mtzq;fs; ngwg;gl;lJ Fwpj;j fbjk; tq;fpapy; ,Ue;J 

vOJjy; - 

 

Vgprp tq;fp 

nrd;id 10 

ghh;it vz;.1619/03        Vg;uy; 15> 2003> 

ngWeH 

 jpUthsHfs; ghY mz;L gpujH];> 

 18> nfhUf;F Ngl;il> 

 Nfhtpy;gl;b 

Iah> 

  nghUs;:  fg;gy; gaz Mtzq;fs; ngwg;gl;lJ. 

 

 kjd; vz;lh;gpiur]; epWtdj;jpduplkpUe;J jhq;fs; thq;fpa ,ae;jpuk; njhlHghd 

midj;J Mtzq;fSk; vq;fSf;F fpilf;fg;gl;Ls;sd> Mtzq;fs; (Documents) 

midj;Jk; MjhukhfTk; tupirgbahfTk; cs;sd. vdNt> kjd; vz;lHgpiur]; 

epWtdj;jhH vq;fs; tq;fpapd; ngaupy; vOj;jg;gl;l khw;Wr;rPl;bw;Fupa gzk; vq;fs; 

tq;fpahy; nrYj;jg;gl;Ltpl;lJ vd;gij njuptpj;J nfhs;fpNwhk;. khw;Wr;rPl;bw;Fupa gzk; 

5 ,yl;rk; vd; (Yen) kjpg;ghFk;. vdNt rkkhd ,e;jpa ehzaj;jpd; kjpg;Gj; 

njhifia tq;fpapy; nrYj;jp tpl;L jq;fsJ Mtzq;fisg; ngw;Wf; nfhs;Sk; gb 

mwpTWj;JfpNwhk;. 

ed;wp 

       jq;fs; cz;ikAs;s> 

       MH. ,uhkd;  

       fpis NkyhsH 
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f.vz;  5 mfw;W KftUf;Ff; (Clearing agent) fbjk; vOJf. (Letter to a clearing 

agent for clearing the goods) 

ghY mz;L gpujH]; 

18> nfhUf;F Ngl;il 

Nfhtpy;gl;b. 

brk;gH 25> 2003 

;ngWeH  

 jpUthsHfs; uhk]; md;Nfh  

 mfw;W Kfth;fs; (Clearing Agents) 

 18> JiwKf tshfk;  

 nrd;id. 

Iah>  

   nghUs;:  ruf;Ffs; mfw;Wjy; njhlHghf.  

   ghHit  fg;gy; gaz mwpf;if vz; 20.  

 [g;ghd; ehl;by; cs;s kjd; vz;lHgpiur]; vd;w epWtdj;jpypUe;J xU 

,ae;jpuk; ,wf;Fkjp nra;Js;Nshk;. mt;tpae;jpuk; vk;.tp. vd;w fg;gypy; te;J 

nfhz;bUg;gjhf fg;gy; khYkpaplkpUe;J fg;gy; gaz mwpf;if xd;W vq;fSf;F 

te;Js;sJ.  

 fg;gy; gaz mwpf;ifapd; xU efy; ,j;Jld; ,izf;fg;gl;Ls;sJ. vdNt> 

fg;gypy; tUk; vq;fSila ,ae;jpuj;ij JiwKfj;jpypUe;J vq;fspd; rhHghfg; ngw;Wf; 

nfhs;Sk;gbf; Nfl;Lf; nfhs;fpNwhk;. mjw;Fupa mfw;Wf; fl;lzk; vt;tsT vd;W 

vq;fSf;F njuptpf;Fk; gb Nfl;Lf; nfhs;fpNwhk;.  

ed;wp 

       jq;fs; cz;ikAs;s> 

      v];. NrfH.  

       uhk]; md;Nfh  
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epidtpw; nfhs;f 

 tq;fp kly;fs; 

           kf;fsplkpUe;J gytif itg;Gfisg; ngw;W mj;njhifia kf;fs; 

Ntz;Lk; nghOJ jpUg;gpaspg;gijj; njhopyhf nfhz;Ls;s epWtdNk tq;fpahFk;. 

Nkw;gb njhopiy jpwikahfr; nra;tjw;F tq;fpAk; thbf;ifahsUk; gytif 

kly;fisj; jq;fSf;Fs; ghpkhwpf; nfhs;fpwhh;fs;. 

 fhg;gPLf; fbjq;fs; 

           fhg;gPL vd;gJ fhg;gPl;L epWtdj;Jf;Fk; fhg;gPL nra;j egh;f;Fk; ,ilNa 

Vw;gLk; xg;ge;jk; me;j xg;ge;jj;jpd; mbg;gilapy; fhg;gPL epWtdk; Kidkj; njhifia 

Fwpg;gpl;l fhy ,ilntspfspy; fhg;gPL nra;jthplk; ngw;Wf; nfhs;fpwJ. mt;thW 

fhg;gPL; Kidkj; njhifia ngw;wjw;fhf> fhg;gPl;L epWtdk; fhg;gPL nra;jth;f;F 

Vw;gLk; vjph;ghuhj ,og;GfSf;F (,wg;G> jP> jpUl;L> nts;sk;> fytuk; ,d;dgpw 

epfo;Tfspdhy; Vw;gLk; ,og;Gfs;) nghUshjhu ghJfhg;G toq;FfpwJ. 

 fhg;gPLfspd; tiffs;:- 

1. MAs; fhg;gPL 

2. jP tpgj;J fhg;gPL 

3. flw;gaz fhg;gPL (my;yJ) fly; <l;LWjp 

 Vw;Wkjp- ,wf;Fkjp fbjq;fSf;fhd #o;epiyfs ; 

1. ruf;F mspg;gJ njhlh;ghf tprhhpf;Fk; NghJ 

2. tq;fpaplk; jpUk;gg; ngw ,ayhj ehzaf; fbjk; njhlq;Fk; NghJ. 

3. fg;gy; gaz Mtzq;fs; ngwg;gl;lJ njhlh;ghf tq;fp vOJk; NghJ 

4. mfw;W KftUf;F nghUs;fis mfw;WtJ njhlh;ghf vOJk; NghJ 

5. ,wf;Fkjp nra;jtw;fhd ruf;fhizia vOJk;NghJ kw;Wk; ,d;dgpw 
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tpdhf;fs; 

 

1. ePtph;> xU tq;fp fpis Nkyhsh; vd;w tifapy; xU thbf;ifahsUf;F fld;> 

rpghhpR nra;J tq;fpapd; kz;ly mYtyfj;jpw;F fbjk; xd;wpid vOJf 

2. Vw;gl;l e~;lj;jpw;F ,og;gPL Nfhhp te;j fbjj;ijg; ngw;Wf; nfhz;lJ Fwpj;J 

Xh; fhg;gPl;Lf; fofj;jpw;F xU fbjk; vOJf 

3. jpUr;rpapy; cs;s xU ,wf;Fkjpahsh; mnkhpf;fhtpy; cs;s xU ghy; nghUs; 

cw;gj;jahshplkpUe;J ghy; nghUs;fis ,wf;Fkjp nra;a ruf;fhizf; fbjj;ij 

tiuf.  mf;fbjj;jpw;F Vw;Wkjpahsh; tiuAk; Vw;Gf; fbjj;jpid tiuf 

4. nghUs;fis mDg;gpajw;fhd ,wf;FkjpahsUf;F fbjk; xd;W tiuf 

5. Vw;Wkjp kw;Wk; ,wf;Fkjp fbjq;fSf;F gad;gLk; Kf;fpa thh;j;ijfis tpthp 
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epWkr; nrayhsh; kly;fs; 

fw;wy; Nehf;fq;fs; 

,e;j mj;jpahaj;ijg; gbj;j gpd;dh; ePq;fs; fPo;f;fz;ltw;iwg; Ghpe;J nfhs;tPh;fs;. 

1. mwpKfk; - epWkr; nrayhsh; kly;fs; 

2. epWkr; nrayhsh; (Company Secretary) 

3. nrayf fbjq;fs; (Secretarial Correspondence) 

mwpKfk; 

nrayhsh; vd;w nrhy; ,jd; Mq;fpyr; nrhy;yhd ‘Secretary‛ vDk; 

,yj;jPd; nkhopapdpd;W te;jjhfTk;> kd;dUila kiwthd nray;fs; Fwpj;Jf; 

fbjj; njhlh;G nfhs;Sk; gzp NkyhsiuNa Fwpf;Fk; tifapw; 

gad;gLj;jg;gl;ljhfTk; fUjg;gLfpwJ. ,Ug;gpDk; fhyg;Nghf;fpy; ,r;nrhy; 

nghJg;gilahd tifapw; gad;gLj;jg;gl;L ntt;NtW epWtdq;fspd; rhh;gpYk; 

Kjd;ikg; gzpapid Nkw;nfhs;Sk; gzp Kjy;tiu Fwpf;Fk; tifapYk; 

ifahsg;gl;L te;jpUf;fpwJ. 

 vdNt> nrayhsh;fisj; jdpr; nrayhsnudTk;> murpay; J}Jtr; 

nrayhsnudTk; mikr;ruitr; nrayhsnudTk;> njhopw; rq;f nrayhsnudTk;> 

fk;ngdpr; nrayhsnudTk; gy tiffshfg; gphpj;Js;sdh;. 

epWkr; nrayhsh; (Company Secretary) 

 ,e;jpa epWkr;rl;lk; ‘nrayhsh;‛ vd;Dk; nrhy;Yf;F fPNo Fwpg;gpLk; 

,yf;fzj;ij tFj;Js;sJ. mjd;gb> epWk rl;lj;jpw;Fl;gl;L epWk rl;lj;jpw; 

Fwpg;gpl;Ls;s nrayhsh; gzpfisg; GhpAk; jdp xUtiuNah $l;L tzpfj;ijNah 

$l;likg;igNah epWkr; nrayhsh; vd;W $WfpNwhk;. Nkw;Fwpg;gpl;Ls;s 

,yf;fzj;jpd;gb jdp xUtNuh> $l;L tzpfNkh> $l;likg;Ngh epWkj;jpd; 

nrayhsuhf epakpf;fg;glyhnkd mwpfpNwhk;. ,Ug;gpDk; eilKiwapw; 

ngUk;ghYk; $l;L tzpfNkh $l;likg;Ngh nrayhsuhf epakpf;fg;gLtjpy;iy. 

jdp xUtNu ngUk;ghYk; nrayhsuhf epakpf;fg;gLfpwhh;. 
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nrayf fbjq;fs; (Secretarial Correspondence) 

 nrayff; fbjq;fisg; nghWj;jtiu gpd;tUk; gphpTfis fPo; Nehf;f 

Ntz;Lk;. 

m. ,af;Feh;fNshL nfhs;Sk; fbjq;fs; 

 nghJthfr; nrayh; ,af;Feh;fspd; $l;lj;jpw;F mwptpf;if (Notice) 

nfhLj;jy;> $l;lk; elj;Jjy; Mfpatw;Wld; NtW rpy #o;epiyfspYk; 

,af;Feh;fNshL njhlh;G nfhs;s Ntz;bAs;sJ. 

1. $l;lj;jpw;F tuhj ,af;Feh;fSf;Ff; $l;l eltbf;iffs; gw;wpa 

tptuq;fisf; Nfl;Fk;NghJ> 

2. $l;l epfo;r;rp epuypy;> xU nghUs; gw;wpa nra;jpia ,af;Feh; xUth; 

Nehf;fr; nrhy;yp mjid eph;thf ,af;Feh; Nrh;f;f Ntz;lhnkd;W 

,af;Feh;f;F vOJk;gbr; nrayiuf; fl;lisapLk; NghJ> 

3. fk;ngdpapd; Nehf;fq;fSf;Fg; Gwk;ghfTk;> $l;lj;jpw;F tpNuhjkhfTk; 

cs;s eltbf;iffia Xh; ,af;feh; <LgLj;Jk; NghJ mjidf; 

iftpl;L tpLk;gbr; nrayiuf; fl;lisapLk; NghJ> 

4. fk;ngdpapd; Nehf;fq;fSf;Fg; Gwk;ghfTk;> $l;lj;jpw;F tpNuhkhfTk; 

cs;s eltbf;ifia Xh; ,af;Feh; <LgLj;Jk; nghJ mjidf; iftpl;L 

tpLk;gbr; nrhy;ypr; nrayh; %yk; mwptpf;Fk;NghJ. 

 Nkw;fz;lit gw;wpf; fbjq;fis vOJk;NghJ> ,af;Feh;fisg; Gz;gLj;Jk; 

tifapy; ,y;yhky; ghh;j;Jf; nfhs;s Ntz;Lk;. 

M. gq;Feh;fSld; nfhs;Sk; fbjj;njhlh;G : 

 nghJthfg; gq;Feh;fs; tug;NghFk; gq;fhajhak; (Dividend) gw;wpAk; 

,af;Fehitapy; tug;NghFk; khw;wk;> njhopy; nfhs;ifapy; VNjDk; khw;wk;> 

jq;fs; fk;ngdp kw;nwhU fk;ngdpAld; ,iztJ Mfpait gw;wpr; nrayhsiuf; 

Nfl;ghh;fs;. ,t;tifg;gl;l tpdhf;fSf;F tpilaspf;Fk; tifapy;> nrayh; ve;j 

tpguj;ijAk; njs;sj; njspa Muha;e;J nfhLf;f Ntz;Lk;. 

fbj vz;.1 
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gq;F xJf;fPl;L fbjk; 

,uhk; epWkk; tiuaWj;jJ 

vz;.247        ngq;f@h; rhiy> 

         nrd;id 

etk;gh; 20> 1995 

Iah> 

 jq;fs; tpz;zg;gj;jpw;fpzq;f> ,f;fk;ngdpapd; 100 &gha; 10 rhjhuzg; 

gq;Ffs; jq;fSf;F xJf;fg;gl;Ls;sd vd;gij njhptpf;FkhW> ,af;Feh;fshy; 

mwpTWj;jg;gl;bUf;fpNwd;. 

 xJf;fPL nrYj;j Ntz;ba njhif    &. 200 

 Vw;fdNt tpz;zg;gj;jpd; Nky; nrYj;jpa njhif  &. 500 

 ghf;fp nrYj;j Ntz;baJ     &. 300 

 Nkw;fz;l xJf;fPl;Lj; njhifia 25.12.1945f;Fs; vq;fSila tq;fpahd 

,e;jpad; tq;fpapy; nrYj;jp ,urPj ngw;Wf;nfhs;SkhW Ntz;LfpNwd;. 

      ,af;Feh; mitapd; Mizg;gb> 

      jq;fs; cz;ikAs;s> 

      k.KUfd; 

      (nrayh;) 
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tq;fp urPJ 

jpU.g.fz;zd;> 

8> gl;lkq;fy njU> 

kapyhLJiw-1 

,uhk; epWkk; (tiuaiw) 

(tq;fp ,urPJ) 

vz;.148       ehs; : brk;gh; 20> 1995 

 

 jpU.g.fz;zd; mth;fsplkpUe;J xU gq;fpw;F &.15 tPjk; 100 rhjhuz 

gq;Ffspd; kPjhd xJf;fPL njhif (Allotment Money) &.150k; ngw;Wf; 

nfhs;sg;gl;lJ. 

        ,e;jpad; tq;fpf;fhf 

        Nfhghy; 

        (Nkyhsh;) 

 

fbjk; vz;.2 

,af;Feh;fsplk; $l;lk; Fwpj;J mwptpg;Gf; nfhLj;jy; 

Re;juk; epWkk; (tiuaiw) 

        gjpT mYtyfk; 

        25> kJiu NuhL> 

        ney;iy -1 

        20 etk;gh; 1995. 

Iah> 

 ,f;fk;ngdpapd; ,af;Feuitf; $l;lk; fk;ngdpapd; gjpT mYtyfj;jpy; 

brk;gh; 20> 1995 Gjd;fpoik khiy 4 kzpf;F eilngWk; mt;tikak;> 

,izj;Js;s epfo;r;rp epuypy; fz;Ls;s eltbf;iffs; gw;wp tpthjpf;fg;gLk;. 

jhq;fs; $l;lj;jpy; fye;J nfhs;SkhW Ntz;lg;gLfpwPh;fs;. 

      jq;fs; cz;ikAs;s> 

      it.fNzrd; 

      (nrayhsh;) 

,izg;G : epfo;r;rp epuy; 
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ngWeh; 

 jpU.k.Nfhjz;lghzp> 

 32> gioa tPl;L trjp thhpak;> 

 Nfhlk;ghf;fk;> 

 nrd;id. 

 

fbj vz;.3 

gq;Fehpd; GfhUf;F gjpy; 

rptNerd; epWkk; (tiuaiw) 

         35> kJiu NuhL 

         jr;rey;Y}h; 

         jpUney;Ntyp 

         brk;gh; 20> 1995 

Iah> 

 fle;j xU khj fhykhf ekJ epWkk; ,Uf;Fk; khtl;lj;jpy; ,df;fytuk; 

fhuzkhf epWkj;jpy; midj;J gzpfisAk; rhptu nra;a ,aytpy;iy. MfNt 

jhq;fs; Nfl;l tptuj;jpw;F cldbahfg; gjpy; njhptpf;f Kbatpy;iy. ,dpNkYk; 

,JNghd;w jtWfs; Vw;glhjpUf;f Ntz;ba Vw;ghLfisr; nra;Js;Nshk;. vdNt 

,dpNky; jhq;fSf;F Njitg;glf;$ba vy;yh tpguq;fisAk; cld; 

njhptpf;fpNwhk;. rpukj;jpw;F kd;dpf;fTk;. 

       jq;fs; cz;ikAs;s 

       b.eluh[d; 

       (nrayhsh;) 

 

ngWeh; 

 v];.nry;tuh[; 

 8> fPokl tpshfk; 

 rPh;fhop 
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fbjvz;.4 

Fwpg;gpl;l ehspy; $l;lk; MNyhrid $wpf; fbjk; 

        miw vz; .8> 

        [hdfpuhk; czTtpLjp> 

        jpUney;Ntyp re;jpg;G> 

        jpUney;Ntyp. 

        10 brk;gh; 1995 

nrayh; 

 jpU.MUuhd; rh;f;fiu Miy (tiuaiw) 

 ehfg;gl;bdk; rhiy 

 jpUth&h;. 

 

Iah> 

 fle;j khjk; 20k; NjjpapypUe;J ehd; gy ,lq;fSf;F gazk; nra;J 

tUfpNwd;. ,Jtiu ,af;Feh;fspd; mLj;j $l;lk; gw;wpa mwptpg;igg; 

ngwtpy;iy. ,k;khjk; 20 Mk; Njjp tiu Nkw;Fwpg;gpl;Ls;s KfthpapNyNa 

,Ug;Ngd;. vdNt mLj;j $l;lj;jpd; Njjpiag; gw;wp ,k;Kfthpf;Fj; njhptpf;fTk;. 

 ehd; mbf;fb ntspapy; gazk; nra;a Neh;tjhy; tPl;bypUg;gJ fbdk;. 

MfNt xu khjj;jpy; Fwpg;gpl;l Njjpapy; kl;Lk; $l;lj;ij elj;j> eph;thf 

Nkyhsiuf; fye;jhNyhrpj;J mLj;j $l;l epfo;r;rp epuypy; ,r;nra;jpiar; 

Nrh;g;gpf;FkhW jq;fisf; Nfl;Lf;nfhs;fpNwd;. 

       jq;fs; cz;ikAs;s 

       m.utp 
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fbj vz;.5 

Kd; fbjj;jpw;Fg; gjpy; 

jpU.mUuhd; rh;f;fiu Miy (tiuaiw) 

        ehfg;gl;bdk; rhiy> 

        jpUth&h;. 

        15 brk;gh; 1995 

utp> 

miw vz;.8> 

[hdfpuhk; czT tpLjp> 

jpUney;Ntyp re;jpg;G> 

jpUney;Ntyp - 1 

 

Iah> 

 jq;fspd; 10.12.95 fbjj;jpidg; nghWj;jtiu mLj;j ,af;Feh;fspd; $l;lk; 

,k;khjk; 20k; Njjp khiy 4 kzpf;F eilngWk; vd;gijj; njhptpf;Fk;gb 

ngw;Ws;Nsd;. ,jw;fhd mwpf;if Vw;fdNt jq;fs; tPl;L Kfthpf;F mDg;gg;gl;L 

tpl;lJ. 

 Fwpg;gpl;l Njjpapy; $l;lk; itj;Jf; nfhs;tJ gw;wpj; jhq;fs; tpLj;j 

Nahridia> jiythplk; $wpNdd;. mjid mLj;j $l;l epfo;r;rp epuypy; 

Nrh;j;Jf;nfhs;SkhW jiyth; $wpAs;shh;. 

       jq;fs; cz;ikAs;s> 

       v];.Nfhkjpehafk; 

            (nrayhsh;) 
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fbj vz;.6 

gq;Feiu ,af;Fduhf epakpj;jy; 

hpd; Nrhg; epWkk; (tiuaiw) 

35> muz;kid rhiy> 

gk;gha; - 10 

jpU.F.utpr;re;jpud;> 

341/8> nkapd;NuhL> 

GJgk;gha;> 

Iah> 

 ekJ epWkj;jpd; ,af;Feh; jpU.m.utp mth;fs; fle;j khjk; Xa;T 

ngw;Wtpl;lhh;. MfNt me;j ,lj;jpy; mjpf jpwikAk;> kjph;e;j mDgtKk; cs;s 

jq;fis ,af;Feuhf ekJ epWkj; jiyth; epakpj;J cs;shh;. 

 MfNt> ehd; ,j;Jld; jq;fSf;F ekJ epWkj;jpd; mikg;G gj;jpu efy;> 

rq;f eilKiw tpjpfspd; efy; (Memorandum and Articles of Association) kw;Wk; 

jzpf;ifah; mspf;ifiaAk; mDg;gpAs;Nsd;. Nkw;gb NtW VjhtJ 

Njitg;gl;lhy; cld; njhptpAq;fs; ehd; mDg;gp itf;fpNwd;. 

ed;wp> 

      jq;fs; cz;ikAs;s 

      Nfh.uh[huhk; 

      (nrayhsh;) 
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fbj vz; 7 

jzpf;ifah; epakd mwptpg;G 

murpd; gPb epWkk; (tiuaiw) 

        115> mk;ig rhiy 

        Nkyg;ghisak;> 

        jpUney;Ntyp. 

        10 etk;gh; 1995. 

cah;jpU. m. fNzrd;> 

gl;ilaf; fzf;fhsh;> 

8> fz;zk;kd; Nfhtpy; njU> 

jpUney;Ntyp - 1. 

 

Iah> 

 jhq;fs; ,e;epWk nghJf;$l;l jPh;khdj;jpd; thapyhf mLj;j Mz;Lg; 

nghJf;$l;lk; tiu jzpf;ifahsuhf epakpf;fg;gl;Ls;sPh;fs; vd;gij 

,af;Feh;fspd; Mizg;gb njhptpf;fpNwd;. jq;fSila ghprPyidf;fhf ,t;thz;L 

nghJf;$l;lj; jPh;khd efiy ,j;Jld; ,izj;Js;Nsd;. 

ed;wp> 

       jq;fs; cz;ikAs;s> 

       k.gPh;KfkJ. 

       (nrayhsh;) 

,izg;G : Mz;Lg; nghJf;$l;l jPh;khd efy; 
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fbjvz;.8 

gq;FjhuhplkpUe;J miog;G gzk; (Call Money) tpiojy; 

`hpuhk; epWkk; (tiuaiw) 

        `hpuhk; efh;> 

        jpUr;rp> 

        20 etk;gh; 1995 

jpU.k. Nkhr]; mth;fs;> 

8> Rthkp rd;djp njU> 

jpUntz;fhL> 

rPh;fhop jhYfh> 

ehif fhapNj kpy;yj; khtl;lk;. 

 

Iah> 

 ekJ epWkj;jpd; gq;FfSf;Fhpa Kjy; miog;G gzk; (First Call Money) 

&.1000> Nfl;fg;gl;L xU khjkhfpAk; jhq;fs; ,d;Dk; nrYj;jtpy;iy. 

 MfNt> ,k;kly; fz;l 10 jpdq;fSf;Fs; Nkw;gb miog;G gzk; &.1000If; 

fl;l Ntz;Lk;. jtwpdhy; cq;fSila gq;Ffis epWkk; gwpKjy; nra;Ak; 

vd;gij ehd;> jq;fSf;F eph;thf ,af;Fehpd; Mizg;gb njhptpj;Jf;nfhs;fpNwd;. 

        jq;fs; cz;ikAs;s> 

        v];. NrhkRe;juk;> 

        (nrayhsh;) 
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fbj vz;.9 

Kd;Dhpik mbg;gilapy; Neh;ik gq;Ffis ntspapLjy; 

];lhh; irf;fps; epWkk; (tiuaiw) 

        108> k#jp rhiy> 

        #h;yh> 

        gk;gha; - 400 070 

        20 etk;gh; 1995. 

Nkd;ikjhq;fpa gq;Feh;fs;> 

Iah> 

 ekJ epWk njhopyhsh;fspd; ePz;l ehs; Nfhhpf;ifia epiwNtw;Wk; 

nghUl;L> njhopyhsh;fSf;F tPL fl;b jUtjw;fhf ekJ epWkk; &.100 

kjpg;Gila 1>00>000 Neh;ik gq;Ffis ntspapl ,af;Feh; mit KbT 

nra;Js;sJ. 

gq;F kjpg;ig nrYj;j Ntz;ba tpguk; 

1. &. 25 gq;F tpz;zg;gj;jpd; NghJ (etk;gh; 30> 1995f;Fs;) 

2. &. 25 gq;F xJf;fPl;bd; NghJ ([dthp 20> 1996f;Fs;) 

3. &. 25 gq;F Kjy; miog;gpd; NghJ (gpg;uthp 20> 1996f;Fs;) 

4. &. 25 gq;fpd; filrp miog;gpd; NghJ (khh;r; 25> 1996f;Fs;) 

 gq;Fg; gj;jpuq;fs; xJf;fPL nra;ag;gl;l ,uz;L khjj;jpw;Fs; gl;Lthlh 

nra;ag;gLk;. ,e;j xJf;fPL 10 gq;Ffs; itj;jpUg;gth;fSf;F 5 gq;F tPjk; 

xJf;fPL nra;ag;gLk;. ,jw;nfd rpwg;Ggbtk; ,izf;fg;gl;Ls;sJ. gq;Feh;fs; 

tpz;zg;g gzj;ijAk;> epug;gpa tpz;zg;gj;ijAk; clNd mDg;gp itf;fTk;. 

      jq;fs; cz;ikAs;s> 

      v];.Njt Mde;j; 

      (nrayhsh;) 
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epidtpw; nfhs;f 

 epWkr; nrayhsh; (Company Secretary) 

epWk rl;lj;jpw;Fl;gl;L epWk rl;lj;jpw; Fwpg;gpl;Ls;s nrayhsh; gzpfisg; 

GhpAk; jdp xUtiuNah $l;L tzpfj;ijNah $l;likg;igNah epWkr; 

nrayhsh; vd;W $WfpNwhk;. 

 nrayf fbjq;fs; (Secretarial Correspondence) 

1. ,af;Feh;fNshL nfhs;Sk; fbjq;fs; 

2. gq;Feh;fSld; nfhs;Sk; fbjj;njhlh;G 

 

tpdhf;fs; 

1. epWtdq;fs; Vd; gq;fhjhaj;ij ntspapltpy;iy vd;gjid gq;Fjhuh;fs; 

njhpe;J nfhs;tjw;F xU epWtdr; nrayhshpd; fbjk; tiuf 
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muRj;Jiw rhh;e;j kly;fs; 

fw;wy; Nehf;fq;fs; 

,e;j mj;jpahaj;ijg; gbj;j gpd;dh; ePq;fs; fPo;f;fz;ltw;iwg; Ghpe;J nfhs;tPh;fs;. 

1. Kd;Diu - muRj;Jiw rhh;e;j kly;fs; 

2. muR rhh;e;j fbj tiffs; 

3. muR JiwfSld; fbjk; vOjf; $ba re;jh;g;gk; (Occasions for 

Government Correspondence) 

Kd;Diu  

 mYtyff; fbjq;fs; vd;gJ ,t;tplj;jpy; nghJkf;fs; muRj;Jiwf;F 

mDg;Gk; fbjq;fSk;> muRj;JiwfSila gjpy; fbjq;fisAk;> murhq;fj;jpy; 

cs;s xU Jiwf;Fk; kw;nwhU murpd; xNu Jiwapy; cs;s xU 

mYtyfj;jpw;Fk; kw;nwhU mYtyfj;jpw;Fk; xU khepy muRf;Fk; kw;nwhU 

khepy muRf;Fk; kj;jpa muRf;Fkpilapy; Vw;glf; $ba fbjj; njhlh;Gfs; 

midj;ijAk; Fwpg;gjhFk;. 

 mYtyf my;yJ muR rhh;e;j fbjq;fSf;Fk; thzpf fbjq;fSf;Fk; rpW 

tpj;jpahrk; cz;L. thzpf fbjq;fs; vd;gJ tpw;gidia ika Nehf;fkhff; 

nfhz;L vOjg;gLtjhFk;. MfNt> ,t;tiff; fbjq;fspy; fbjk; ahUf;F 

vOjg;gLfpwNjh mtiu ftUk; tifapy; vOj Ntz;Lk;. muR rhh;e;j 

fbjq;fSf;F fth;r;rp Njitapy;iy. Mdhy; ,t;tiff; fbjq;fspy; rpy 

eilKiwfisf; ftdkhfg; gpd;gw;w Ntz;Lk;. fbjk; ahUf;F vOjg;gLfpwNjh 

mtUila gjtpapd; ngah;> (mYtyhpd; ngaiuf; Fwpj;J vOjf;$lhJ). tpyhrk;> 

vOJk; Nehf;fk;> vOJfpd;w nra;jpfs; kpf njspthf ,Uf;f Ntz;Lk;. kw;wgb 

thzpf klypd; Vida mbg;gilf; $Wfs; Mfpa rhpik  (Correctness) njspT 

(Clearness) RUf;fk; (Consciseness) eak; (Courtesy) Kjypatw;iwf; fz;bg;ghf 

muR rhh;e;j fbjq;fspy; gad;gLj;j Ntz;Lk;. 

 



129 

 

muR rhh;e;j fbj tiffs; 

  muRj;Jiw rhh;e;j fbjq;fisAk; mjd; jd;ikfisAk; mbg;gilahff; 

nfhz;L gytiffshfg; gphpf;fyhk;. mitfspy; rpytw;iwg; gw;wpg; ghh;g;Nghk;. 

1. Fwpg;ghiz (Memorandum or Memo) 

 nghJthff; Fwpg;ghiz vd;gJ murpd; xU Jiwf;Fk; kw;nwhU 

Jiwf;Fkpilapy; kpf Kf;fpakpy;yhj fbjq;fs;> tpz;zg;gq;fs;> kDf;fSf;F 

gjpy;fSk; mjpfhhpfs; jdf;F fPo; gzpGhpAk; mYtyh;fSf;F vOJk; 

fbjq;fSk; mlq;Fk;. 

 Fwpg;ghiz vd;gJ kpf Kf;fpakhf mjpfhhpfs;> jq;fspd; fPo; gzpGhpAk; 

mYtyhf;s; nra;Ak; jtWfSf;F vOj;J %ykhf tpsf;fk; Nfl;Fk; KiwiaAk;; 

Fwpf;Fk;. 

 Fwpg;ghizapy; njhlf;f tpspg;G tzf;f KbT (Salutations Complimentary 

Close) fpilahJ. Mdhy; fbjj;jpy; vOJgth; my;yJ mtUila gzpahsh; 

jq;fSila gjtpapd; ngaUld; ifnaOj;jpl Ntz;Lk;. 

2. Rw;wwptpg;G  

 mYtyfj;jpy; xU nra;jpia gy mjpfhhpfSf;Nfh my;yJ gy 

JiwfSf;Nfh my;yJ epWtdj;jpy; gzpGhpAk; midj;J njhopyhsh;fSf;Fk; 

xNu Neuj;jpy; njhpag;gLj;JjNy Rw;wwptpg;G MFk;. 

 ,e;j Rw;wwptpg;G mYtyff; fbjkhfNt (Official Letter) my;yJ 

Fwpg;ghizahfNth (Memo) my;yJ Nkw;Fwpg;ghfNth (Endorsement) ,Uf;fyhk;. 

3. Nky; fwpg;G (Endorsement) 

 Nky; Fwpg;G vd;gJ xU fbjj;jpd; gpujp jhd;. xU fbjk; gy 

JiwfSf;Fk;> gy ,lq;fSf;Fk; mDg;g Ntz;b ,Ug;gjhYk; xt;nthU 

mYtyfj;jpw;Fk; mjd; gpujp Ntz;bapUg;gjhy; mNj rkaj;jpy; xU mYtyh; 

mf;fbj nra;jpfis kw;wj; Jiw mYtyfq;fSf;Fk; mYtyh;fSf;Fk; 

fl;lisapl mjpfhukpy;yhj fhuzj;jhy; mf;fbj;ij gy gpujpfs; vLj;J 
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gpujpfspd; fPo; ifnahg;gk;> Njitg;gl;lhy; Fwpg;Gfs; vOjp> Vida 

Fwpg;GfSf;Fk; gpujpfis mDg;gp itg;gJ Nky;Fwpg;G vdg;gLk;. 

4. mwptpj;jy; (Notification) 

 rpy nra;jpfis my;yJ  tpguq;fis murhq;fk; vy;NyhUf;Fk; njhptpf;Fk; 

nghUl;L ve;jnthU Fwpg;gpl;l tpyhrk; ,y;yhky; jq;fSila murpjo;fspYk; 

kw;Wk; Kf;fpakhd nra;jpj;jhs;fspYk;> nghJkf;fSf;Fk;> me;j nra;jp 

rhh;e;Njhh;fSf;Fk; mwptpg;G nra;tJ. 

 ,jpy; cjhuzkhf murpd; Kf;fpa nfhs;iffs; murhq;fj;jpy; cs;s kpfg; 

nghpa mjpfhhpfspd; gzp epakdk;> Ntiy khw;wk;> gzp cah;T> Xa;T> 

uh[pdhkh> Ntiy ePf;fk; Nghd;wit mlq;Fk;. 

5. mYtyff; fbjk; (Official Letter) 

 mYtyff; fbjq;fs; my;yJ muRj;Jiw rhh;e;j fbjq;fs; vd;d vd;gJ 

gw;wp ,e;j mj;jpahaj;jpd; njhlf;fj;jpNyNa Fwpg;gplg;gl;Ls;sd. ,Ue;jhYk; 

,t;tiff; fbjq;fis vOJk; nghOJ fPo;f;fz;l rpy eilKiwfisg; gpd;gw;w 

Ntz;Lk;. 

1. fbjj;ij vOJk; Jiwapd; ngah; fbjj; jiyg;gpd; kj;jpapYk;> fbj vz; 

jiyg;gpd; ,lJ gf;fj;jpYk; ,Uf;f Ntz;Lk;. 

2. tpahghu fbjj;ijg; Nghy tpLeh;> ngWeh; ,Uf;f Ntz;Lk;. 

3. fbjk; vOJgtUf;Fk; ngWgtUf;Fk; ,ilapy; Xh; mjpfhhp ,Ue;jhy; 

‘thapyhf‛ (through) vd;W Fwpg;gpl Ntz;Lk;. 

4. vy;yh fbjj;jpYk; nghUs; (Subject) ghh;it (reference) kw;Wk; NjjpiaAk; 

fz;bg;ghf Fwpg;gpl Ntz;Lk;. 

5. nghJthf tzf;f miog;G (Salutation) Iah/mk;kh vd;Wk; tzf;f KbT 

(Complimentary Close) ‘jq;fs; cz;ikAs;s‛ vd;Wk; cgNahfpf;f 

Ntz;Lk;. 
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6. njhlf;f gj;jpapy; (Opening Paragraph) “Mizg;gb mDg;gg;gLfpwJ‛ 

my;yJ ‘ghh;itapy; fz;Ls;s jq;fs; fbj tpguk;‛ vd;W Muk;gpf;f 

Ntz;Lk;. 

7. fbjk; gy gj;jpfshf (Paragraphs) ,Ue;jhy; xt;nthU gj;jpf;Fk; vz;fs; 

,l;L Fwpg;gpl Ntz;Lk;. 

6. Neh;Kff; fbjk; (Demi official Letter) 

1. fbjk; ahUf;F vOjg;gLfpwNjh me;j mYtyUila ngaiuAk;> 

gjtpiaAk; Fwpg;gpl Ntz;Lk;. 

2. nghJthf njhlf;f tpspg;gpy; (Salutation) md;GilaPh;> md;Gs;s Iah / 

mk;kh vd;wiof;f Ntz;Lk;. 

3. tzf;f Kbtpy; (Complimentary Close) jq;fs; cz;ikAs;s> jq;fs; 

nka;ahd vd;w thh;j;ijfis cgNahfpf;f Ntz;Lk;. 

1. Neh;Kff; fbjj;ij vOJgth;jhd; ifnaOj;jpl Ntz;Lk;. rhh;ghsh; 

ahUk; ifnaOj;jplf; $lhJ. 

2. mYtyff; fbjj;jpy; cgNahfpg;gJ Nghy Mizg;gb ‚Mizg;gb 

mDg;gg;gLfpwJ‛ vd;gij cgNahfpf;f Ntz;lhk;. 

muR JiwfSld; fbjk; vOjf; $ba re;jh;g;gk; (Occasions for Governement 

Correspondence) 

 tzpfh;fSk;> njhopyikg;ghsh;fSk; gy re;jh;g;gq;fspy; gy 

fhuzq;fSf;fhf muRj; JiwfSld; fbjg; Nghf;Ftuj;J itj;Jf; 

nfhs;Sfpwhhf;s;. mjpy; kpf Kf;fpakhdit. 

1. jghy; je;jp JiwfSld; 

2. Rq;fthp kw;Wk; tUkhdthpj; JiwfSld; 

3. ,uapy;Nt JiwfSld; 

4. tzpfthpj;JiwfSld; 
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mJgw;wpr; rpy fbjq;fisg; ghh;g;Nghk;. 

kly; vz;.1 

gz Miz (Money Order) gw;wp tprhuiz 

mDg;Geh; 

 R. RNue;jh; 

 30> Nky uj tPjp> 

 kJiu-1. 

 

ngWeh; 

 cah;jpU. mQ;ryf mjpfhhp> 

 mQ;ry; mYtyfk;> 

 kJiu-1 

 

Iah 

 

 nghUs; : gz Miz (Money Order) gw;wpaJ 

 ghh;it : gz Miz urPJ vz; 1167 mf;Nlhgh; 20> 1995 

 

 ehd; fle;j mf;Nlhgh; 20> 1995 md;W vdJ ez;gh; jpU.m.fNzrd; vz;.45 

njg;gf;Fsj; njU> jpUr;rp - 1 vd;w tpyhrj;jpw;F &.200 (,UE}W) gz Miz 

nra;Njd;. Mdhy; ,d;iwa Njjp tiu (etk;gh; 20> 1995) vdJ ez;gUf;F gz 

Miz fpilf;fhjJ gw;wp vdf;F Mr;rhpakhf cs;sJ. MfNt jhq;fs; jaT 

nra;J> Nkw;gb gz Miz gw;wp tprhuiz nra;J vdf;F gjpy; mDg;GkhW 

Ntz;bf;nfhs;fpNwd;. 

ed;wp 

        jq;fs; cz;ikAs;s 

        R. RNue;jh; 

        kJiu-1 

20> etk;gh; 1995 

,izg;G : gz Miz urPJ gpujp. 
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kly; vz; 2 

je;jp - gl;Lthlh nra;ahik Fwpj;J (Not delivery of telegram) 

r.fky;           145> kJiu NuhL> 

        jpUney;Ntyp -1 

ngWeh; 

 

 cah;jpU. Nfhl;l je;jp mYtyh; 

 jpUney;Ntyp -1 

Iah> 

 nghUs; : Gfhh; je;jp gl;Lthlh nra;ahik Fwpj;J. 

 ghh;it : urPJ vz;.345> etk;gh; 10> 1995 

 

 ehd; etk;gh; 10> 1995k; Njjp vd;Dila cwtpdh; jpU.r.uh.ehAL vz;.29 

fpU\;zhGuk; fhydp> rpjk;guk; vd;w tpyhrj;jpw;F tpiuT (express) je;jp 

mDg;gpNdd;. Mdhy; je;jp mDg;gp 10 ehl;fs; MfpAk; mj;je;jp ,d;Dk; vdJ 

cwtpdUf;F fpilf;ftpy;iy. MfNt jhq;fs; ,Jgw;wp cld; tprhuiz nra;J 

mjd; tpguj;ij vdf;F njhpag;gLj;Jq;fs;. 

ed;wp 

        jq;fs; cz;ikAs;s> 

        r. fky; 

,izg;G : je;jp urPJ efy; 
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kly; vz; 3 

tUkhdthpj; Jiwf; fbjk; (Letter to Income tax authority) 

=uhk; Jzp epWkk; (tiuaiw) 

8> kJiu NuhL> 

jr;rey;Yhh;> jpUney;Ntyp 

20> etk;gh; 1995 

 

ngWeh; 

 

cah;jpU tUkhdthp mYtyh;> 

tUkhdthp mYtyfk;> 

jpUney;Ntyp-1 

 

Iah 

 nghUs; :  tUkhd thp nrYj;jpaJ gw;wp. 

 ghh;it :  urpJ vz; 145> ,e;jpad; tq;fp fhNrhiy vz; 114235  

   10 Nk 1995. 

 

 vq;fSf;F fle;j etk;gh; 10> 1995 md;W cq;fs; mYtyfj;jpypUe;J 

&.20>000 tUkhd thp ghf;fpapUg;gjhfTk; mjid clNd fl;l Ntz;Lk; vd;w 

Nfl;G mwptpg;G (Demand notice) te;Js;sJ. ehq;fs; me;j tUkhdthp &.20>000If; 

fle;j Nk 10> 1995 md;Nw cq;fSila mYtyfj;jpw;F Neubahf te;J 

vq;fSila ,e;jpad; tq;fp fhNrhiy (vz;.114235 Nk 10 1995) %yk; 

nrYj;jpNdd;. mt;thW nrYj;jpajw;F cq;fs; mYtyfj;jpypUe;J  urPJk; 

ngw;Ws;Nsd;. MfNt jhq;fs; jaT nra;J Nkw;gb gz tuitr; rhpghh;j;J 

vq;fSf;F clNd njhptpf;fTk;. 

ed;wp> 

      jq;fs; cz;ikAs;s> 

      uhkfpU\;zd; 

      (nrayhsh;> =uhk; Jzp epWtdk;) 

,izg;G : urPJ efy; 
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kly; vz; 4 

el;l <L Nfhhp ,uapy; mjpfhhpf;F vOJk; kly; 

(Claim form Railway Department) 

mDg;Geh; 

 e.KUNfrd;> 

 ‘goKjph;r;Nrhiy‛ g];epiyak;> 

 jpUney;Ntyp-1 

 

ngWeh; 

 ,uapy; epiya mjpfhhp 

 ney;iy re;jpg;G uapy; epiyak; 

 jpUney;Ntyp-1 

Iah 

 

 nghUs; : ruf;Ffs; el;lk; e\;l <L gw;wpaJ. 

 ghh;it : ,uapy;Nt ,urPJ vz;.11437> etk;gh; 20> 1995 

 

 ehd; ,d;W jq;fs; ruf;fiwapypUe;J gof; $ilfisAk; ngl;bfisAk; 

ngw;Wf;nfhs;Sk; NghJ (taking delivery) ehd;F jpuhl;irg; gog;ghidfSk;> 

,uz;L Mg;gps; gog;ngl;bfSk; Nrjkile;jpUe;jd. mjw;Ff; fhuzk; ,uapy; 

epiya rpg;ge;jpfspd; nghWg;gw;w jd;ikNa MFk; vd ehd; fUjfpNwd;. 

Nrjkile;jpUe;j ruf;Ffspd; kjpg;G 

        &.   ig. 

4 jpuhl;ir gog; ghidfs; &.25 tPjk; 100 00 

2 Mg;gps; gog; ngl;bfs; &.250 tPjk; 500 00 

nkhj;jk; 600 00 

 

 Nkw;fz;l ruf;Ffis kl;Lk; ehd; ngw;Wf;nfhs;stpy;iy. vdNt 

,j;njhifia el;l <lhf mspf;f Ntz;LfpNwd;. 

 ehd; fle;j Ie;J Mz;Lfshf go tpahghuk; nra;J tUfpNwd;. vdf;F 

Njitahd goq;fisj; jq;fs; ,uapy; epiyak; thapyhfNt ngw;W tUfpNwd;. 

ehd; el;l <L NfhUtJ ,JNt Kjy; KiwahFk;. 
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 ,e;j el;l <L NfhUk; kDit Vw;Wj; jhq;fs; Mtd nra;AkhW 

Nfl;Lf;nfhs;fpNwd;. 

ed;wp 

        jq;fs; cz;ikAs;s 

        e.KUNfrd; 

,lk; : jpUney;Ntyp- 1 

ehs; : etk;gh; 20> 1995 

 

epidtpw; nfhs;f 

 mYtyff; fbjq;fs;  

     mYtyff; fbjq;fs; vd;gJ ,t;tplj;jpy; nghJkf;fs; muRj;Jiwf;F 

mDg;Gk; fbjq;fSk;> muRj;JiwfSila gjpy; fbjq;fisAk;> murhq;fj;jpy; 

cs;s xU Jiwf;Fk; kw;nwhU murpd; xNu Jiwapy; cs;s xU 

mYtyfj;jpw;Fk; kw;nwhU mYtyfj;jpw;Fk; xU khepy muRf;Fk; kw;nghU 

khepy muRf;Fk; kj;jpa muRf;Fkpilapy; Vw;glf; $ba fbjj; njhlh;Gfs; 

midj;ijAk; Fwpg;gjhFk;. 

 muR rhh;e;j fbj tiffs; 

1. Fwpg;ghiz (Memorandum or Memo) 

2. Rw;wwptpg;G  

3. Nky; fwpg;G (Endorsement) 

4. mwptpj;jy; (Notification) 

5. mYtyff; fbjk; (Official Letter) 

6. Neh;Kff; fbjk; (Demi official Letter) 
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 muR JiwfSld; fbjk; vOjf; $ba re;jh;g;gk; (Occasions for 

Governement Correspondence) 

1. jghy; je;jp JiwfSld; 

2. Rq;fthp kw;Wk; tUkhdthpj; JiwfSld; 

3. ,uapy;Nt JiwfSld; 

4. tzpfthpj;JiwfSld; 

tpdhf;fs; 

1. fzpdp jahhpg;ghsuhfpa ePq;fs; mjd; cjphpghfq;fis ,wf;Fkjp nra;a 

murhq;f mDkjp Nfl;Lf; fbjk; xd;W tiuf 
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etPd mYtyfk;  

fw;wy; Nehf;fq;fs; 

,e;j mj;jpahaj;ijg; gbj;j gpd;dh; ePq;fs; fPo;f;fz;ltw;iwg; Ghpe;J nfhs;tPh;fs;. 

1. mwpKfk; - etPd mYtyfk; 

2. nghUSk; tiutpyf;fzKk; 

3. tiutpyf;fzq;fs; 

4. mYtyfj;jpd; gzpfs; 

5. xU tpahghu epWtdj;jpw;F mYtyfj;jpd; ,d;wpaikahik 

6. mYtyfj;jpd; tiffs; 

7. mYtyf NkyhsH; 

8. mYtyf Nkyhsupd;epiy 

9. xU ey;y mYtyf Nkyhsupd; Fzeyd;fs; jd;ikfs; 

10. mYtyf Nkyhsupd; gzpfs; 

11. mYtyf Nkyhsupd; flikfs; 

12. mwpKfk; - mYtyf eilKiw 

13. eilKiwapd; nghUs;>tiutpyf;fzk; 

14. eilKiwfspd; gad;fs; 

15. Kiwik kw;Wk; eilKiwfspd; FiwghLfs; 

16. xU rpwe;j Kiwikapd; ,ay;Gfs; 

17. eilKiwfis cUthf;fcjTk; topfhl;bf;Fwpg;Gfs; 



139 

 

mwpKfk; 

 xU KOikahd mikg;gpd; euk;G ikak; vd;W mYtyfk; tptupf;fg;gLfpwJ. 

,d;iwa mYtyfr; nray; eltbf;iffs;> cyf kakhf;Fjy; nfhs;iff;fpzq;fg; 

ngupJk; tpupTgLj;jg;gl;Ls;sJ. NkYk; mYtyfk; vd;gJ tpahghu mikg;gpypUe;J 

gpupf;fg;glKbahj gFjpahf khwp cs;sJ. etPd mYtyfq;fs; mwptpay; 

nfhs;iffspd; mbg;gilapy; cUthf;fg;gl;Ls;sd. NkYk; mjd; Nkyhz;ikAk; 

epHthfKk; njhopy; EZf;fq;fis czHe;j mYtyf NkyhsHfspd; ifapy; ,Ug;gjhy; 

Kk;Kidg; Nghl;bfSf;fpilNa tpahghuj;ij epiyepWj;jp jf;fitf;f KbfpwJ. 

 

nghUSk; tiutpyf;fzKk;                                      

 mYtyfk; vd;gJ tpahghu eltbf;iffis Nkw;nfhs;Sk; xU ,lk;. mq;F 

vOj;Jg; gzpfSk;> epHthfg; gzpfSk; epiwNtw;wg;gLtjd; %yk; mikg;gpd; 

midj;Jg; gzpfSk; xUq;fpizf;fg;gl;L fl;Lg;gLj;jg;gLfpwJ. xU KOikahd 

mYtyfk; vd;gJ epWtdj;jpd; tpahghuf; nfhs;iffis cUthf;FfpwJ. nra;jpfis 

Kiwg;gLj;jp mwptpf;fpwJ. gjpTfisg; Ngzp fbjq;fisf; ifahSfpwJ. Mizfis 

epiwNtw;wp tuT nryTfis Nkyhz;ik nra;fpwJ. mYtyfk; vd;gJ nra;jpfisg; 

gjpT nra;J Kiwg;gLj;jpg; ghJfhj;J jw;Nghija kw;Wk; gpw;fhy tpahghur; 

nray;fSf;Fg;gad;gLj;j cjTfpwJ. 

tiutpyf;fzq;fs; 

 mYtyfk; vd;gjw;F fPo;f;fz;l tiutpyf;fzq;fs; toq;fg;gl;Ls;sd. 

[pahH[; R nlHup mtHfspd; $w;Wg;gb 

 “mYtyfk; vd;gJ> xUepWtdj;jpd; fl;Lg;ghl;L> njhopy; EZf;fk; 

ciwe;jpUf;Fk; ,lk; MFk;. mq;F> nra;jpfisj; jUtjw;fhfTk;> 
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fl;Lg;gLj;Jtjw;fhfTk;> jpwikahd nray;eltbf;iffSf;fhfTk; gjpTfs; 

cUthf;fg;gLfpd;wd." 

kpy;]; kw;Wk; ];lhz;bq; /NghHL mtHfspd; $w;Wg;gb 

 “mYtyfk; vd;gJ tpahghuj;jpd; epHthf ikak; MFk;. mjd; Nehf;fk; 

nra;jpfisj; jUtJkw;Wk; gjpTnra;tNj MFk;." 

ypl;by; /gPy;L Nur;ry; kw;Wk; Nfuj; 

 mYtyfk; vd;gJ vOj;Jg; gzpfNshL kl;Lk; njhlHGilaJ my;y. mJ 

fPo;f;fz;l tiutpyf;fzj;jpd; %yk; NkYk; gy eltbf;iffis cs;slf;fpaJ vd;W 

njspTgLj;jg;gLfpwJ. 

 mYtyfk; vd;gJ xUepWtdj;jpd;> fl;Lg;gLj;jy;> jpl;lkpLjy; kw;Wk; Nkyhz;ik 

nra;jy; Nghd;w Nehf;fq;fSf;fhfg; gjpNtLfisj; jahupf;Fk;> ifahSk; kw;Wk; 

ghJfhf;Fk; xU gFjp mYtyfk; xU epWtdj;jpd; cl;Gw kw;Wk; ntspg;Gwr; nra;jpj; 

njhlHgpw;Fk; gy;NtWJiwfspd; xUq;fpizg;gpw;Fk; cjtpGupfpwJ. 

mYtyfj;jpd; gzpfs; 

 mYtyfk; vd;gJ epWtdj;jpd; Nkyhz;ikf;F> xt;nthU epiyfspYk; 

KbntLf;f cjTfpwJ. mYtyfj;jhy; jug;gLk; nra;jpfspd; rupj;jd;ik kw;Wk; 

KOikapd; mbg;gilapy; epWtdj;jpd; KbTfs; mikAk;. vdNt mYtyfj;jpd; gzp 

vd;gJ nra;jpfisg; ngw;W Kiwg;gLj;jp ml;ltizapl;Lg;gjpT nra;J Nkyhz;ikapd; 

rupahd epiyfSf;F jfty; mspg;gjd; %yk; Nkyhz;ik KbTfs; vLg;gjw;F 

cjTtjhFk;. ,J epWtdj;jpd; rpwg;ghd nray;epiwNtw;wj;jpw;F cjTfpwJ. 

mYtyfj;jpd; nray;ghLfis fPo;f;fz;lthWtifg;gLj;jyhk;. 

1. mbg;gil (m) thyhakhd gzpfs; 

2. epHthfg; gzpfs; (m) Jizg;gzpfs; 

mbg;gilg; gzpfs; 

 mbg;gilg; gzpfs; vd;gJ xU mYtyfj;jpd; nra;jpfisg; ngWjy; 

gjpTnra;jy;> Kiwg;gLj;jy;> Ma;T nra;jy; kw;Wk; nra;jpfis toq;Fjy; Nghd;w 

Kf;fpag; gzpfis cs;slf;fpaJ. 
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1. nra;jpfisg; ngWjy; kw;Wk; Nrfupj;jy;  

 Jy;ypakhd kw;Wk; rupahd fhyj;jpy; toq;fg;gLk; nra;jpfs; tpahghuk; 

jilapy;yhky; eilngw cjtp GupfpwJ. nra;jpfs; ,uz;L %yq;fspypUe;J 

ngwg;gLfpwJ.(1.mfthapyhf> 2.Gwthapyhf). 

 mfthapyhff; fpilf;Fk; nra;jpfshdJ epWtdj;jpw;Fs;Ns cs;s 

JiwfSf;fpilNa ngwg;gLk; Jiw mwpf;iffs;> fbjq;fs;> Rw;wwpf;iffs;> Mizfs;> 

tprhuizfs;> njhiyNgrpr; nra;jpfs;> rpW nra;jpg; gzpfs; (SMS) kpd;dZ mQ;ry;> 

,izajsk; Nghd;witaFk;. 

 Gwtopahfg; ngwg;gLk; nra;jpahdJ ruf;fspg;NghH> thbf;ifahsHfs;> 

Nghl;bahsHfs;> muRj; Jiwfs;> ,izajsk; Nghd;witfs; %yk; ngWk; 

nra;jpfshFk;. 

2. nra;jpfisg; gjpTnra;jy;  

 nra;jpfisg; ngw;w cld; (m) Nrfupj;j cld; mLj;j ngupa gzpnra;jpfis 

vOj;J thapyhfg; gjpT nra;jNy MFk;. gjpTfs; gy;NtW tbtq;fspy; 

ghJfhf;fg;gLfpd;wd. mit fbjq;fs;> mwpf;iffs;> Rw;wwpf;iffs;> mwptpg;Gfs;> 

gl;bay;fs;> tiuglq;fs;> Gj;jfq;fs;> gjpNtLfs; Nghd;wit. xt;nthU mYtyfKk; 

jq;fs; NjitfSf;Nfw;g gjpNtLfspd; tbtk; vz;zpf;if gjpNtLfspd; jd;ikfs;> 

NkYk; Njitahd nray; eltbf;iffs; Nghd;wtw;wpd; mbg;gilapy; gjpNtLfis 

NjHe;njLf;fpd;wd. vOj;J%ykhd gjpTfs;> nra;jpfisj;jUtNjhL mJ gpw;fhyj;jpy; 

rupghHf;fTk; cjTfpwJ. Nkyhz;ik> nfhs;ifg; g+Htkhd KbTfis vLg;gjw;F 

cjTfpwJ.NkYk; rr;ruTfisj; jPHg;gjw;F Mjhukhf tpsq;FfpwJ. 

3. Kiwahf mikj;jy; kw;Wk; nra;jpfis Ma;jy;   

 gy;NtW %yq;fspypUe;J ngwg;gl;l nra;jpfs; Kiwahf xOq;FgLj;jg;gl;L 

nray;gLj;Jk; Kiwapy; mikf;fg;glNtz;Lk;. nra;jpfs; jfty; thupahfg; gpupf;fg;gl 

Ntz;Lk; (v.L) epjpr; nra;jpfs;> Gs;sptptuq;fs;> tiuglq;fs;> tpw;gid / nfhs;Kjy;> 

mwpf;iffs; ,d;d gpw. ,J Nghd;W tifg;gLj;jg;gl;lhy; tpiuthfr; nra;jpfisg; ngw 

KbfpwJ. ,J Nkyhz;ik> mHj;jKs;s KbTfis vLf;f cjTfpwJ. 

4. nra;jpfisg; gutr; nra;jy;    

 nra;jpfs; Jy;ypakhdjhfTk; KOikahdjhfTk; ,Ue;jhYk; rupahd Neuj;jpy; 

fpilf;ftpy;iy vd;why; mjd; kjpg;ig ,oe;JtpLk;. nra;jpfs; NjitahdtHfSf;F 

vt;ntg;nghOJ Njitg;gLfpwNjh mt;tg;nghOJ toq;fg;glNtz;Lk;. Kf;fpakhd 
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nfhs;iffSk;> topfhl;bf; Fwpg;GfSk; Nky;epiy Nkyhz;ikauhy; fPo;epiy 

Nkyhz;ikf;F toq;fg;gLfpwJ. ,t;thW toq;fg;gLk; nra;jpfs; thyhakhdjhfNth 

my;yJ rpwg;Gr; nra;jpahfNth ,Uf;fyhk;. thyhakhd nra;jpfs; vd;git nuhf;f 

,Ug;G> tq;fp ,Ug;G> ruf;fpUg;G epiy> gzpahsH tUif Nghd;witahf ,Uf;fyhk;. 

rpwg;Gr; nra;jpfs; vd;git tupfspy; Vw;gl;Ls;s jpUj;jq;fs;> epWkr; rl;lq;fs;> gjtp 

caHT gw;wpa nra;jpfs; Nghd;witahFk;. 

5. xUq;fpizg;G   

  xU mYtyfk;> gy;NtW jdpkdpjHfs; kw;Wk; Jiwfspd; nray; eltbf;iffis 

xUq;fpizf;fpwJ. epWtdj;jpd; cs;Ns xU ,izg;ig Vw;gLj;JtNjhL kl;Lky;yhky; 

thbf;ifahsHfs;> ruf;fspg;NghH> fldhsHfs;> ,ilj;jufHfs; Nghd;NwhupilNa xU 

,izg;ig Vw;gLj;JfpwJ. 

Jizg;gzpfs; 

 xU etPd mYtyfj;jpd; epHthfj;jpy; Jizg; gzpfs; jtpHf;f Kbahjitahf 

tpsq;FfpwJ. ,it mbg;gilg;gzpfisg; Guptjw;F cjtpahf cs;sJ. 

1. Nkyhz;ikg; gzp epiwNtw;wk;  

 etPd Kiwapy; mYtyfj;ij mikg;gNj xU Kf;fpakhd Jizg; gzpahFk;. 

,J jpl;lkply;> xOq;fikj;jy;> ,af;Ftpj;jy;> xUq;fpizj;jy; kw;Wk; fl;Lg;gLj;jy; 

Nghd;w Nkyhz;ikg; gzpfis cs;slf;fpaJ. ,J Nghd;w mYtyfr; nray;fSld; 

Nkw;fz;l gzpfis epiwNtw;Wtjd; %yk; xU mYtyfj;jpd; mbg;gilg;gzpfs; 

rpwg;ghf epiwNtWk;. 

2. mYtyf KiwikfisAk; thyhaq;fisAk; cUthf;Fjy;  

  mYtyfr; nray;ghLfis jpwikahfTk; rpf;fdkhfTk; epiwNtw;Wtjw;F 

xd;Wld; xd;W njhlHGila mYtyf Ntiyapd; xt;nthU epiyiaAk; kpfTk; 

ftdkhf Ma;T nra;J jpl;lkpl Ntz;Lk;. xU Ntiyia epiwNtw;Wtjw;Fj; 

Njitg;gLk; thyhakhd gbepiyfis mjDld; njhlHGila kidazpaq;fs; 

fUtpfs;> nghwpfs; kw;Wk; gbtq;fSld; epHzapf;f Ntz;Lk;. mYtyfg; gzpapd; xU 

Kf;fpakhd gzp ahnjdpy; nghUj;jkhd KiwikfisAk; thyhaq;fisAk; xt;nthU 

ngUk; mYtyfg; gzp epiyf;Fk; epHzapg;gNj MFk;. 
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3. Njitahd gbtq;fis tbtikj;jy;    

 mYtyfg; gzpahdJ vOj;Jg; gzpNahL njhlHGila gzpahjyhy; 

nghUj;jkhd gbtq;fis tbtikg;gJ KiwahfTk; NtfkhfTk; mYtyfg; gzpia 

Kbf;f NgUjtpahf ,Uf;Fk;. jug;gLj;jg;gl;l gbtq;fis gad;gLj;Jtjd; %yk; 

mYtyfr; nray;ghLfs; vspikg; gLj;jg;gLfpwJ. NkYk; Ntiyapd; ntspg;ghl;Lj;jpwd; 

mjpfupg;gJld; mYtyf Nkyhz;ikr; nryTfs; Fiwf;fg;gLk;. etPd mYtyfq;fs; 

xU Gjpa mZF Kiwahfpa “Kiwik mZFKiw”iag; gpd;gw;WfpwJ. ,k;Kiw 

gjpTfisAk; gbtq;fisAk; jahupg;gijAk;> elkhl;lj;jpy; tpLtijAk; 

gad;gLj;JtijAk; typAWj;JfpwJ. 

4. mYtyf kidaizaq;fs;> fUtpfs; kw;Wk; nghwpfis Kiwahf thq;Fjy;    

 jpwikahd kw;Wk; rpf;fdkhd mYtyfg; gzp epiwNtw;wj;jpw;Fj; Njitahd 

kw;Wk; nghUj;jkhd kidazpaq;fs;> fUtpfs; kw;Wk; nghwpfs; Kjypatw;iw gy;NtW 

JiwfSf;F toq;FtJ ,d;wpaikahjjhfpwJ. ,itaidj;Jk; ngUk; nrytpid 

Vw;gLj;Jk;. vdNt gyjug;gl;l gzpfSf;F gad;gLk; tifapYk; gzpahsHfspd; 

rpukj;ijf; Fiwf;Fk; tifapYk; ,Uf;fNtz;Lk;. 

5. mYtyf vOJnghUs; kw;Wk; Jidg; nghUl;fs; thq;Fjy;    gyjug;gl;l 

vOJnghUl;fs; mYtyfr; nray;ghLfSf;F mtrpakhfpwJ. jukhd jhs;fs;> Nfhg;G 

ciwfs;> ngd;rpy;fs;> mopg;ghd;fs;> FWe;jfLfs;> ngd; biut; Nghd;wit gjpTfisj; 

jpul;Ltjw;Fk;> ,izg;gjw;Fk; gjpTfisg; ghJfhg;gjw;Fk; Njitg;gLfpwJ. ,tw;iwj; 

jug;gLj;JtJ> NjHe;njLg;gJ NkYk; mYtyf vOJnghUl;fs; thq;FtJ> gy;NtW 

JiwfSf;Fg; gfpHe;jspg;gJ Nghd;wit mYtyfj;jpd; gzpfshfpwJ. 

6. gzpahsH gzpfis epiwNtw;Wjy;    

 mYtyfk; gzpahsHfs; njhlHghd gzpfis epiwNtw;WfpwJ. mYtyfj;jpd; 

%yNk fhypg; gzpaplq;fs; ,Ug;gJ njupatUfpd;wd. NeHfhzy;fs; elj;jg;gLfpd;wd. 

gzp epakd Mizfs; ,q;F ,Ue;Jjhd; mDg;gg;gLfpd;wd. gy;NtW gzpfSf;F 

MnsLg;gJk; mYtyfq;fs; %ykhfj;jhd; eilngWfpwJ. ,t;tYtyfk; 

gzpahsHfSf;F gapw;rp mspg;gJld; gzp epiwNtw;w kjpg;gPLfis nra;fpwJ. 

gzpahsHfspd; tpLg;Gf; fzf;FfisAk; guhkupf;fpwJ. gzpahsHfspd; Cjpag; 

gl;Lthlh>Cf;f Cjpa epHzak; Nghd;wtw;iwAk; mYtyfNk nra;fpwJ. 
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7. nrhj;Jf;fisg; guhkupj;jy;    

 mYtyfr; nrhj;Jfs; vd;gJ kizazpaq;fs;> mYtyfg; nghwpfs;> fUtpfs;> 

gzk; kw;Wk; gj;jpuq;fs;> gjpTfs;> xg;ge;j Mtzq;fs; Kjypait MFk;. mirahr; 

nrhj;Jfs; vd;git fhw;Wf; Fsp&l;bfs;> ePHFsp&l;bfs;> ntspr;rk; kw;Wk; fhw;W 

rPHnra;Ak; rhjdq;fs;> nghUl;fis vLj;Jr; nry;Yk; gl;il Kiwikfs; kpd;tprpwpfs; 

Mfpait MFk;. ,itaidj;ijAk; rupahd Kiwapy; guhkupg;gJ mtrpak;. 

,r;nrhj;Jfs; jpUL NghfhkYk;> neUg;gpy; mopahkYk; fhg;gJ mYtyfj;jpd; 

nghWg;ghFk;. ,it rupahfg; guhkupf;fg;glhj epiyapy; mYtyfg; gzpahsupd;jpwik 

nfltha;g;gspf;f Ntz;bajhfptpLk;. 

8. nghJ kf;fs; njhlHgpid Vw;gLj;Jjy;    

 xU epWtdj;jpd; Nehf;fq;fisAk; nfhs;iffisAk; ,yl;rpaq;fisAk; 

kf;fSf;F njuptpg;gjw;fhfTk;> nra;jpfis tpsf;Ftjw;fhfTk;> $Ljyhd nghJkf;fs; 

njhlHgpd; ghy; xU etPd mYtyfk; jd; KOf;ftdj;ijAk; nrYj;JfpwJ. ,jd; gjpy; 

eltbf;ifahf nghJkf;fsJ fUj;J khw;wq;fs; kw;Wk; Fwpg;gpl;l nray;fSf;F kf;fs; 

mspf;Fk; gjpy; nray;fs; Nghd;wtw;iw epWtdj;jpw;F njuptpg;gJk; mYtyfNk. 

mYtyfk; NkYk; rpy eltbf;iffis Nkw;nfhs;Stjhy;> epWtdk; Fwpj;j 

ey;nyz;zj;ij nghJkf;fspilNa caHj;j cjTfpwJ. 

xU tpahghu epWtdj;jpw;F mYtyfj;jpd; ,d;wpaikahik 

 ve;j xU epWtdKk; mYtyfk; ,y;yhky; nray;gl KbahJ. vdNt mYtyfk; 

vd;gJ epWtdj;jpd; ,d;wpaikahj gFjp MFk;. ,J rpwpaNjh> ngupaNjh muR 

mYtyfNkh> jdpahH mYtyfNkh vJthf ,Ue;jhYk; me;j epWtdj;jpd; jpwikahd 

rpf;fdkhd nray;ghl;Lf;F cjTfpwJ. tpahghu epWtdk;> Nghl;bfshYk; rl;lk; kw;Wk; 

rl;lKiwj; jilfshYk;> tpahghu rq;fq;fshYk; re;jpf;Fk; FsWgbfisj; jPHg;gjw;F 

mYtyfk; cjTfpwJ. xU tpahghu epWtdk; ,d;iwa ehspy; ,JNghd;w 

rthy;fisAk; gpur;ridfisAk; xU ed;F mikf;fg;gl;l mYtyfj;jpd; Jiz 

,y;yhky; re;jpf;f KbahJ. 

 mYtyfNk xt;nthU tpahghu eltbf;iff;Fk; cz;ikahd %isahf ,Ue;J 

nray;gl cjTfpwJ. Nkyhz;ik ty;YeHbf;rpapd; $w;Wg;gb fbfhuj;jpw;F RUs;tpy;iy 

Nghd;W tpahghu epWtdj;jpw;F mYtyfk; tpsq;FfpwJ. vy;yh nray;fSk; 

mYtyfj;ij Nehf;fp ,af;Ftpf;fg;gl;L> xUq;fpizf;fg;gl;L> fl;Lg;gLj;jg;gLfpwJ. 

rpwg;ghf tbtikf;fg;gl;l xU mYtyfk; Nkyhz;ikia rpwg;ghfTk;> rhJHakhfTk;> 
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jpwikahfTk; nray;gl cjTfpwJ. midj;J KbTfisAk; rPHJ}f;fpg; ghHj;J 

tpahghuj;jpd; midj;J eltbf;iffisAk; xUq;fpizf;fpwJ. 

 fPo;f;fz;l fhuzq;fshy; mYtyfj;jpd; Kf;fpaj;Jtk; czHj;jg;gLfpwJ. 

1. mYtyfk;-jfty; fsQ;rpak;   

 mYtyfk; xUepWtdj;jpd; nra;jpf; fsQ;rpakhfTk; jfty; ikakhfTk; 

tpsq;FfpwJ. vy;yh tifahd nra;jpfSk; vz;fSk; gioajhf ,Ue;jhYk; Gjpajhf 

,Ue;jhYk; mYtyfj;jpy; fpilf;fpwJ. mYtyfj;jpy; toq;fg;gLk; nra;jpfs; jhd; 

Kd;dwptpg;Gf;F cjTk; nra;jpfshf mikfpwJ. ,J jpl;lkpLtjw;Fk; 

fl;Lg;gLj;Jtjw;Fk; cjTfpwJ. 

2. mYtyfk; - nra;jpfs; nry;Yk; top   

  mYtyfk; nra;jpfisg; ngWk; xU topahf cs;sJ. Kf;fpakhf vOj;J 

%ykhd nra;jpfs; NkypUe;J fPohfTk;> fPopUe;J NkyhfTk; te;Jnry;fpwJ. 

xUepWtdj;jpd; Nehf;fq;fs;> nfhs;iffs;>Mizfs; kw;Wk; KbTfs; Nkw;fz;l ,uz;L 

jpirfspYk; rupahd Neuj;jpw;F vLj;Jr; nry;yg;gltpy;iynadpy; me;epWtdj;jpw;F 

mjpfkhd jpwikfs; ,Ue;jhYk; mJNjhy;tpaila tha;g;G cs;sJ. 

3. xUq;fpizf;f cjTfpwJ  

 mYtyfk; midj;Jj; JiwfisAk; ,izf;Fk;ghykhf nray;gLfpwJ. xU 

mYtyfk; ,y;yhky; xUq;fpizf;Fk; gzp epiwtilahJ. xU mYtyfNk cw;gj;jp> 

epjp> gzpahsH kw;Wk; re;ij Nghd;w midj;J JiwfisAk; xUq;fpizf;fj; 

Njitahd midj;Jtptuq;fisAk; je;J cjTfpwJ. 

4. Nkyhz;ikf; fl;Lg;ghl;bw;F cjTfpwJ   

 fl;Lg;ghL vd;gJ Jizg; gzpahsHfspd; nray; epiwNtw;wj;ij mstpl;L> 

jpUj;jk; nra;J epWtdj;jpd; Nehf;fq;fis milAk; tz;zk; nray;gLj;JtjhFk;. 

MfNt fl;Lg;ghL vd;gJ Nkyhz;ikg; gzpapd; Kf;fpakhd gzpahFk;. mJ 

fPo;fz;ltw;iw cs;slf;fp cs;sJ. 

 juq;fisepWTjy;  

 nray;epiwNtw;wj;ij mstpLjy; 

 juq;fspypUe;JkhWgl;l tpyfy;fisr;rupnra;jy; 
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 mYtyfj;jpd; cjtpapy;yhky; fl;Lg;ghl;L eltbf;if Nkw;nfhs;s KbahJ. 

Njitg;gLk; nra;jpfisj; jpul;bg;> gjpT nra;J> Mw;wy; tha;e;j fl;Lg;ghl;bw;F 

toq;FtJ mYtyfj;jpd; gzpahFk;. 

5. gzpahsHfs; njhlHghd ,d;wpaikahik   

  Mw;wy; tha;e;j kdpj cwTfSf;F KOikahd mikg;G mtrpak;. rk;gsg; 

gl;bay; kw;Wk; $ypg; gl;bay;fisj; jahupg;gJk; mtw;iwg; gzpahsHfSf;Fk;> 

Ntiyahl;fSf;Fk; toq;FtJ mYtyfk; MFk;. gzpahsHfspd; eyj; jpl;lq;fshfpa 

Nrkepjp kw;Wk; Xa;t+jpak; Nghd;w jpl;lq;fisAk; mYtyfNk Nkw;nfhz;L tUfpwJ. 

Nkyhz;ikf;Fk; gzpahsHfSf;FkpilNa ey;y cwTfisg; NgZtJ mYtyfNk. 

6. gq;FjhuHfs; kw;Wk; fldhsHfs; njhlHghd ,d;wpaikahik    

 mYtyfk; gq;FjhuHfSf;Fk; epWtdj;jpw;Fk; ,ilNa ,izg;G ghykhf 

mikfpwJ. mYtyfk; gq;Fr; rhd;wpjo;fs; toq;Ftjw;Fk;> gq;fhjhak; toq;Ftjw;Fk;> 

$l;lq;fs; gw;wpa mwptpg;Gfs; toq;Ftjw;Fk;> gq;F khw;wq;fs; NkYk; gq;FjhuHfspd; 

gy;NtW tprhupg;GfSf;F gjpy; nrhy;tjw;Fk; mYtyfk; mtrpakhf cs;sJ. 

mYtyfk; fldhsHfis epWtdj;Jld; ,izj;J mtHfSf;F ,ilNa ,izg;G 

rq;fpypahf ,Ue;J nray;gLfpwJ. 

7. thbf;ifahsHfs; njhlHghd ,d;wpaikahik    

 thbf;ifahsHfSf;F mYtyfk; kpfTk; Kf;fpaj;Jtk; tha;e;jjhff; 

fUjg;gLfpwJ. mYtyfk; tpahghu epWtdj;ij thbf;ifahsHfSld; ,izf;Fk; 

ghykhf nray;gLfpwJ. mtHfspd; tprhuizfs;> Midfs; kw;Wk; GfhHfs; 

mYtyfj;jpd; Neubf; ftdpg;gpy;> jdpj;njhlHG nfhs;tjd; %yk; eilngWfpwJ. 

mtHfsJ thbf;ifahsHfSf;F mr;R %ykhfTk;> GydhFk; jfty; njhlHG 

%ykhfTk; kpd;dZ Clfk; %ykhfTk;> jq;fs; nghUl;fs; gw;wpAk;> mjd; cgNahfk; 

gw;wpAk; nra;jp mspf;f mYtyfk; cjTfpwJ. 

8. muR kw;Wk; nghJkf;fs; njhlHghd ,d;wpaikahik    

 xU tpahghu epWtdk; ,d;W rKjha epWtdkhf cs;sJ. vdNt murpd; 

xOq;fhw;W epge;jidfis epiwNtw;WtJ mtrpakhfpwJ. mYtyfk; gy;NtW 

murhq;fj; JiwfSf;Fk; epWtdq;fSf;FkpilNa ,izg;ghf tpsq;FfpwJ. mYtyfk; 

nghJkf;fSf;Fk; epWtdq;fSf;FkpilNa ,izg;ghf nray;gLfpwJ. mYtyfk; 

epWtdj;ijg; gw;wpa ey;y vz;zj;ij kf;fspilNa 

cUthf;Fk;nghWg;gpidf;nfhz;Ls;sJ.mYtyfk;ey;y MNuhf;fpakhd rKjha 

czHtpid Vw;gLj;Jk; nghWg;gpidAk; nfhz;Ls;sJ. 
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mYtyfj;jpd; tiffs; 

gy;NtWtifahd mYtyfq;fs;> Mtd 

1. Kd;GwKfg;G mYtyfk; 

2. ,ilepiy mYtyfk;  

3. kpd;dZ mYtyfk; 

4. nka;epfH mYtyfk; 

5. gpd;Gw mYtyfk; 

1. Kd;Gw mYtyfk;    

 Kd;Gw mYtyfk; vd;gJ xU epWtdj;jpd; Jiwfs;> jd;idr; rhHe;Js;s 

re;ijapLk; Jiw> tpw;gidj;Jiw kw;Wk; Nritj; JiwfSld; njhlHG nfhs;Sk; ,lk; 

MFk;. Kd;Gw mYtyfk; vd;gJ jdJ epWtdj;jpw;F tUifjUk; tpUe;jpdHfis 

tuNtw;W Kfkd;$wp ,Ug;gpl trjpfisg; gjpT nra;J miwfSf;Fr; nry;yTk;> 

ntspNa nry;yTk; Vw;ghLfs; nra;tJld; mtHfsJ cilikfis vLj;Jr; nry;yTk;> 

miwr; rhtpfis toq;fplTk; ghJfhg;G Vw;ghLfisr; nra;Jk; jdJ 

thbf;ifahsHfSf;Fj; jfty;fis toq;fpAk; thbf;ifahsupd; fzf;Ffisj; jPHT 

nra;Jk; cjtpGupfpwJ. 

2. ,ilepiy mYtyfk;    

 ,ilepiy mYtyfk; vd;gJ epWtdj;jpd; jFjpiag; ghJfhf;Fk; 

epjpNritj;Jiwfisf;  Fwpf;fpwJ. (mjhtJeltbf;ifg;gjpTfspd; khjpup Kiw vd;gJ 

,q;F eltbf;iff;fis gjpTnra;Ak; Kiwikiaf; Fwpf;Fk;) ,g;gpupTfs; rhHe;j 

eltbf;iffs;> ,Ug;gpy; cs;s njhopy;El;g %yq;fSf;Fs;shf yhgj;ijf; nfhz;L 

jUfpwjh vd;gij epHzak; nra;fpwJ. ,ilepiy mYtyfk; vd;gJ nrayhf;Fk; gpupT. 

,J jPHTfis Nkw;nfhs;Sk; gpupTkhFk;. ,itapuz;bd; Kf;fpaj;Jtj;ij czHe;Jjhd; 

Kd;epiy mYtyfKk; ,ilepiy mYtyfKk; gpd;epiy mYtyf NkyhsHfshy; 

fz;fhzpf;fg;gLfpd;wd. 

3.kpd;dZ mYtyfk;  

 ,t;tYtyfk; fdpzpapd; vz;zpwe;j gzpfshYk; njhopy;El;g mYtyf 

NtiyfshYk; 1980fspy; cUthf;fg;gl;lJ. ,J Ngustpy; ,aq;fp tUfpwJ. Vnddpy; 

midj;J etPd mYtyfq;fSk; kpd;dZ mYtyfq;fSk; fhfpj Ntiyfs; 
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midj;ijAk; ePf;fptpLtJld; mYtyfj; jfty;fs; midj;ijAk; kpd;dZ 

mbg;gilapy; khw;wptpLfpwJ. kpd;dZ mYtyfk; xt;nthU fzpzpiaAk; 

nkd;nghUs;El;gk; %yk; cl;Gwj;jfty; tiyg;gpd;dYld; ,izf;fpwJ.  

4. nka;epfH mYtyfk;   

  goq;fhy mYtyfr; nryTfisf; Fiwg;gjw;fhfTk; tpahghuj;ij rpwg;G 

njhopyhfg; NgzTk; Gjpa Kiwapy; gFjp Neubj; njhlHG kw;Wk; Kftupg;gzpfspd; 

,izg;Ng nka;epfH mYtyfk;. nka;epfH mYtyfk; vd;gJ fpilg;gpYs;s ,lj;ij 

KOikahfg; gad;gLj;jp njhopy;rhHe;j cap&l;lKs;s Neubj; njhlHgpidg; 

gad;gLj;Jk; xU KOikahd nray;ghl;L Vw;ghNl MFk;. 

5. gpd;Gw mYtyfk;    

 xU epWkj;ij ,af;Fk; KOikahd gzpfisAk; eilKiwg;gLj;Jk; ,lNk 

gpd;epiy mYtyfk; MFk;. epWtdj;jpd; Muk;gepiy ,ltikg;gpy; Kd;epiy 

mYtyfk; tpw;gid kw;Wk; thbf;ifahsH> gzpahsHKjypNahiu NeUf;F NeH njhlHG 

nfhs;Sk; ,ay;gpid cilaJ vd;why; gpd;epiy mYtyfk; nghUis cw;gj;jp 

nra;Ak; (m) cUthf;Fk; (m) epHthfk; nra;Ak; gzpapid thbf;ifahsHfis 

Neubahfg; ghHf;fhky; Nkw;nfhs;StjhFk;. gpddpiy mYtyfj;jpd; gzp KOikahff; 

nfhLf;fg;gLtjpy;iy. Vnddpy; mit tpahghuj;jpw;F mjpfj; njhlHGilajhf cs;sJ. 

(v.L) jfty; njhlHg;Gj; Jiwapy; gpd;dpiy mYtyfk; vd;gJ njhiyNgrp kw;Wk; 

fzpzpapid ,aq;fr; nra;Ak; Jiw> NkYk; fzf;fpay;Jiw> kdpj cwTj;Jiw 

Nghd;wtw;iwAk; ,af;FfpwJ.,e;jg;gzpfs; gpd;dpiy mYtyfj;jpd; JizAld; 

elj;jg;gLfpwJ. epWkr; nra;jpfis eilKiwg;gLj;Jk; kpd;dZ tzpftpay; 

nkd;nghUisg; ngw;Wj; jUfpwJ.  

mYtyf NkyhsH; 

 mYtyf NkyhsH vd;gtH mYtyf Ntiy Kiwikfspd; xUq;fpizg;ghsH 

MthH. Nehf;fj;ij milAk; tpjj;jpy; kdpjHfisAk; tsq;fisAk; ,izj;J 

Ntiyfisr; nra;J thq;FfpwhH. ,e;j NkyhsNu> jpl;lkpLjy;> xOq;fikj;jy;> 

fl;Lg;gLj;jy; kw;Wk; vOj;Jg; gzpfs; Mfpa jfty; jahupj;jy; xUq;fpizj;jy; 

nra;jpfis Nrfupj;J njhFj;J itj;jy; kw;Wk; njhopy; mikg;ig Vw;gLj;Jjy; Nghd;w 

gy;NtW gzpfis xOq;fikf;fpwhH. NkYk; ,k;NkyhsH ,af;Fjy;> jiyikNaw;wy; 

Nghd;w gzpfspy; nray;fis xOq;fikj;J mYtyfj;NjhL gy;NtW Jiwfis 

,izf;fpwhH. mtH gzpapd; gy;NtW nray;Kiwfisf; fz;fhzpj;J mtw;wpd; 

ntspg;ghLfis kjpg;gpLfpwhH. 
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 mYtyf NkyhsH vd;w gjj;Jld; ,ize;J nry;Yk; gpw gjq;fs; Mtd. 

NkyhsH (epHthfk;)> epHthf NkyhsH> tzpf NkyhsH> ,d;dgpw. ,t;thW mYtyf 

NkyhsH vd;gtH jd; gzpg; ngauhy; miof;fg;gl;lhYk; fl;Lg;ghL kw;Wk; ,af;Ftpj;jy; 

Nghd;w gzpfisAk; mtNu nra;fpwhH. 

mYtyf Nkyhsupd;epiy 

 mYtyf Nkyhsupd; epiy kpfTk; Kf;fpaj;Jtk; tha;e;jJ. mtuJ epiy 

fPo;f;fz;lthW tptupf;fg;gLfpd;wJ. 

1. nfhs;iffis mkYf;F nfhz;L tUjy; 

  mYtyf NkyhsH vd;gtH Nkyhz;ikapd; xU mq;fk; NkYk; Nky;epiy 

Nkyhz;ikapypUe;J gpwiu ,izf;Fk; gbepiyapd; filrpr; rq;fpyp. ,tNu 

epWtdj;jpd; nfhs;iffs; KOikahf eilKiwgLj;jg;gl;ljh vd;gij rupghHj;J> 

Ntiyfis nra;J thq;Fk; gzpapidepiwNtw;WfpwhH. 

2. xOq;FzHit Vw;gLj;Jjy;   

  mYtyfg; gzpahsHfs; mYtyf NkyhsUld; jhd; jpdrup njhlHG nfhs;fpwhH. 

vdNt mtHfspilNa xOq;FzHit Vw;gLj;jp gzpapy; tpUg;gj;Jld; <Lgl 

cjtpnra;fpwhH. 

3. eLepiy ,izg;ghf ,Uj;jy;   

  ,tH xU fbdkhd Mdhy; Kf;fpakhd epiyapy; ,Uf;fpwhH. ,tH xU 

eLepiyapy; ,Ue;J Nkyhz;ikiaAk; gzpahsHfisAk; ,izf;fpwhH. vdNt ,tuJ 

epiy kpfTk; cd;djkhdjhFk;. 

4. MnsLj;jy;> njupe;njLj;jy; kw;Wk; gapw;rp mspj;jy;    

 MnsLj;jy; vd;gJ Fwpg;gpl;l gzpaplq;fSf;F jFjpahd tpz;zg;gjhuHfis 

fz;Lgpbj;jy; kw;Wk; ftUjy; MFk;. MnsLj;jy; vd;gJ Njitahd kdpjtsq;fis 

milahsk; fz;L mit fpilf;ff; $ba %yq;fis tisj;Jg; gpbj;jNy MFk;. 

njupe;njLj;jy; vd;gJ jFjpahd egHfisj; NjHe;njLj;J tpl;L jFjpapy;yhjtHfis 
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kWj;J tpLjYk; MFk;. gapw;rp mspj;jy; vd;gJ Fwpg;gpl;l Nehf;fj;jpw;fhf Fwpg;gpl;l 

jpwd;fis gzpahsHfspilNa cUthf;Fjy; MFk;. ,J xU epfo;Kiwg;gLj;jg;gl;l 

tupirahd elj;ijia fw;Wf; nfhs;Sk; KiwNa. xU mYtyf NkyhsH gzp 

Ml;fis MnsLf;fTk; njupe;njLf;fTk; mtHfSf;Fg; gapw;rp nfhLf;fTk; njupe;jpUf;f 

Ntz;Lk; ,J Nghd;w Kf;fpakhd gzpfis Nkw;nfhs;StjhNy mtUf;F xU 

epWtdj;jpy; Kf;fpakhd gq;F Vw;gLfpwJ. 

5. nghJ kf;fs; njhlHG    

 xU etPd mYtyfj;jpy; mYtyf NkyhsNu nghJ kf;fs; njhlHgpw;F 

nghWg;ghfpwhH. nghJkf;fspd; Kd;dpiyapy; ,tNu mtH gzpahw;Wk; epWtdj;ijg; gw;wp 

vLj;Jiuf;fpwhH. nghJkf;fs; njhlHG gw;wpa nra;jpfisj; jpul;b Nky;epiy 

Nkyhz;ikaUf;F mDg;GfpwhH. nghJkf;fs; kdepiyapy; Vw;gLk; NtWghLfis mtNu 

Nkyhz;ikf;F tpsk;GfpwhH. 

xU ey;y mYtyf Nkyhsupd; Fzeyd;fs; jd;ikfs;                  

 xU epWtdj;jpd; kw;w vy;yh NkyhsHfisAk; Nghd;W mYtyf NkyhsUk; 

midj;J rpwe;j Fzeyd;fisAk;ngw;wpUj;jy; Ntz;Lk;. mitahtd. 

1. KOikahd fy;tpj; jFjp> gapw;rp kw;Wk; mDgtk;   

 KOikahd rpwe;j fy;tpg;gpd;dzp xU mYtyf NkyhsUf;F mtrpak; Njit. 

mtH vOj;J %ykhfTk; tha;nrhy; %ykhfTk; ey;y Kiwapy; nra;jpj; njhlHG 

nfhs;gtuhf ,Uf;f Ntz;baJ mtrpakhFk;. ,J jtpu mYtyfj;jpy; Vw;glf;$ba 

gy;NtW #o;epiyfis Ma;Tnra;J rPHJ}f;fpg; ghHf;Fk; kdepiy ,Ug;gJ mtrpakhFk;. 

mYtyf Nkyhz;ik eilKiwfspy; ey;y gapw;rp cilatuhfTk;> mYtyfg; 

nghwpfs;> fUtpfs; kw;Wk; mYtyf thyaq;fspd; KiwikfisAk; njupe;jpUj;jy; 

mtrpakhfpwJ. mYtyf NkyhsUf;F rKjha kw;wk; murpay; #oy; gw;wpa 

tpopg;GzHT ,Ue;jhy; jdJ Jizg; gzpahsHfspd;elj;ijia jPHT nra;a trjpahf 

,Uf;Fk;. 

2. gzpfis xg;gilT nra;Ak; jpwd;    

 xU NkyhsUf;F ,Uf;f $ba jd;ikfspy; gzpia xg;gilf;Fk; jd;ikahdJ 

mbg;gilj; jd;ik MFk;. ,j;jd;ik ,y;yhtpby; NkyhsH gzpahw;WtJ fbdk;. 

Ntiy xg;gilT vd;gJ Ntiyfisg; gpupj;Jf; nfhLg;gjw;Fk; Nkyhsupd; 

gzpg;gSitf; Fiwg;gjw;Fk; cjTtJld; epWtdk; tpuptila cjTfpwJ. NkyhsH 

mjpfhu xg;gilTf; Nfhl;ghLfisg; gpd;gw;wp mjpfhuj;ij xg;gilg;gjw;fhd Kaw;rpfis 
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vLf;f Ntz;Lk;. ,d;Dk; nrhd;dhy; mYtyf NkyhsH mjpfhuj;ij xg;gilj;J 

tpLtNjhL epd;Wtplhky; gzpahsHfSf;F gapw;rp nfhLj;J xg;gilf;fg;gl;l gzpfis 

Vw;Wf; nfhs;tjw;Fk; NkYk; mjpfhuKk; nghWg;Gk; ,ize;J nry;fpwjh vd;W 

ftdpg;gjw;Fk; jahuhf ,Uf;f Ntz;Lk;. 

3. xOq;fikf;Fk; jpwik    

 xU mYtyf NkyhsH rpwe;j mikg;ghsuhfTk; ,Uf;f Ntz;Lk;. xU tpahghuk; 

jq;F jilapy;yhky; elf;f me;epWtdk; mYtyfj;ijNa ek;g Ntz;bapUf;fpwJ. 

vdNt mYtyf NkyhsH jd; mYtyfj;ij jpwikahfTk; KOKiwikAlDk; elj;j 

Ntz;bAs;sJ. mg;nghOJjhd; epWtdj;jpd; Nehf;fq;fs; epiwNtWk;. 

4. jiyik   

 kdpjHfSila kwjp mf;fiwapy;yhj epiy> FWfpa fz;Nzhl;lk;> ftiy 

Nghd;w gpur;ridfisf; ifahs ey;y jiyik Njitg;gLfpwJ. /gPy;L khH\y; 

khz;l;lNfhkup jUfpd;w jiyikapd; tiutpyf;fzg;gb Mz;fisAk; ngz;fisAk; 

xU nghJ Nehf;fj;ij Nehf;fp eilNghl vLf;fg;gLk; xU jpwikahd newpNa jiyik 

MFk;. jiyik vd;gJ jdJ Jizg;gzpahsHfis cw;rhfg;gLj;jp mtHfsplkpUe;J 

KOikahd gzpapid nra;J ngWk; fiyahFk;. ,e;j jd;ik midj;J 

NkyhsHfSf;Fk; nghJthdJ. (v.L) cw;gj;jp> tpw;gid> nfhs;Kjy; kw;Wk; gzpahsH 

my;yJ mYtyf NkyhsH. 

5. jdpj;jd;ikfs;   

 xU NkyhsH ngw;wpUf;f Ntz;ba jdpj;jd;ikfshtd. rhkHj;jpak;> Rafl;Lg;ghL> 

cw;rhfk;> cz;ik> NeHik> Vw;Wf;nfhs;Sk; jd;ik Nghd;wit. ,J Nghd;w 

jdpj;jd;ikfs; xUtiuj; J}z;b tpl;L Cf;fg;gLj;jp Jizg;gzpahsHfisr; rpwg;ghfr; 

nray;glr; nra;Ak; xU jiytdpd; jdpg;gz;Gfs; kl;LNk mtid xU rpwe;j 

jiytdhfj; njhlHe;J eilgapyr; nra;Ak; ,g;gz;Gfs; mtdJ MSikia caHj;jp 

xspngwr; nra;Ak;. ,j;jdpg; gz;Gfs; Nehf;fq;fis kpfTk; vspjpy; ve;j Kuz;ghLfSk; 

,y;yhky; mila cjtp nra;Ak;. mYtyfj;jpd; xOq;FzHT mYtyf Nkyhsupd; 

xOf;fkhd gz;Gfshy; kl;LNk caHtilAk;. 

mYtyf Nkyhsupd; gzpfs; 

fPo;fz;leltbf;iffNshL njhlHGilaNj mYtyf Nkyhsupd; gzpfs; 
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1. gzpf;F MnsLj;jy;    

 mYtyfj;jpw;F Njitahd Ml;fis NjHe;njLf;Fk; Kf;fpakhd gzp mYtyf 

NkyhsUf;F xJf;fg;gl;Ls;sJ. mtHjhd; vg;gbg;gl;ltHfs; Njitg;gLfpwhHfs;> vq;F 

,g;gzpahsHfs; fpilg;ghHfs; ve;j Kiwapy; NjHe;njLf;fyhk; vd;W KbTnra;a 

Ntz;Lk;. Kbthf Ml;fs; NjHe;njLf;fg;gl;lTld; gzpxg;ge;jk; jahupf;fg;glNtz;Lk;. 

2. gzpahsHfSf;Fg; gapw;rp   

  NjHe;njLf;fg;gl;l gzpahsHfs; gzpapy; <LgLj;jg;gl Ntz;Lk;. Njitahd 

gapw;rp toq;fg;gl;l cld; rpy Ntiyfis nra;tjw;F mDkjpf;fg; gLjy; Ntz;Lk;. 

gapw;rpahdJ Gjpjhfj; NjHe;njLf;fg;gl;l gzpahsHfSf;F kl;Lk; toq;fg;glhky; 

Vw;fdNt cs;s gzpahsHfSf;F Njitahd etPd fUtpfis cgNahfg;gLj;Jk; 

njhopy;El;gk; Fwpj;J gapw;rp toq;Fjy; Ntz;Lk;. ,jw;F GJikahd gapw;rp tFg;Gfs; 

cUthf;fg;gl Ntz;Lk;. my;yJ gy;NtW Nkyhz;ik epWtdk; kw;Wk; 

gy;fiyf;fofq;fshy; toq;fg;glNtz;Lk;. 

3. gzpapid msj;jy; kw;Wk; <Lfl;Ljy; Nghd;witfSf;F jdpahd Kiwfs;   

 gzpapid msj;jy; kpfTk; fbdkhf nray; MFk;. gzpahsHfspd; nray; 

ntspg;ghl;il ,aw;gpay; msitfspy; msg;gJ fbdkhd nray;. vdNt 

Vw;Wf;nfhs;sg;gl;l mbg;gil msitfis ifahs Ntz;Lk;. gzpapid msg;gjw;Fk; 

<l;LWjpfSf;Fk; Kiwfs; tFf;fg;gl Ntz;Lk;. mg;nghOJjhd; gzpahsHfspd; jpwik 

kw;Wk; xw;Wikia mjpfupf;fr; nra;a KbAk;. 

4. gjtp caHT    

 xU epWtdj;jpd; tsHr;rpf;F gjtp caHTfs; ngUk;gq;F Mw;WfpwJ. 

gzpahsHfspd; rpwg;gPLghl;il caHj;j gjtp caHT cjTfpwJ. mYtyfg; 

gzpahsHfspd; jpwikia Cf;fg;gLj;jTk; mtHfsJ gzpapd; juj;ij kjpf;fTk; gjtp 

caHT rupahd topahFk;. mYtyf NkyhsH gjtp caHTfis KbT nra;tjpy; 

Kf;fpag; gq;Ftfpf;fpwhH. 

5. xUq;fpizj;jy;    

 gy;NtWg;gl;l mYtyfg; gzpahsHfis xUq;fpizg;gJ kpfTk; mtrpak; MFk;. 

gzpahsHfs; xUq;fpizf;fg;glhky; ,Ug;gJ mHj;jkw;w nrayhFk;. 
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6. vOJnghUl;fisAk; rhjdq;fisAk; fl;Lg;gLj;Jjy;  

 xU mYtyf vOJ nghUl;fisAk; rhjdq;fisAk; fl;Lg;gLj;j Ntz;baJ xU 

mYtyf Nkyhsupd; gzpahFk;. ngupa mYtyfq;fspy; ,Ug;G fz;fhzpg;ghsH jdpahf 

mkHj;jg;gl;L Kiwahd ,Ug;G tpjpfs; gpd;gw;wg;gl Ntz;Lk;. Kiwahd mwptpg;G 

%yq;fs; jPHkhdpf;fg;gl Ntz;Lk;. eilKiwfs; cUthf;fg;gLkhdhy; mit 

gpd;gw;wg;gl Ntz;Lk;. 

7. fzf;Ffs; kw;Wk; nryTf; fzf;Fg; gjpTfs;    

 fzf;F kw;Wk; nryTfs; xU mYtyfj;jpy; ngUk; gq;F tfpf;fpd;wJ. mYtyf 

NkyhsH fzf;fhsupd; gzpfis nra;tNjhL fzf;Fg;gjpT eilKiwfSf;F 

,af;Ftpj;jYk; nra;fpwhH. nryTf; fzf;Fg; gpupT mtuJ nray; vy;iyf;Fs; te;jhy; 

mjw;Fj; Njitahd ,af;Ftpj;jiyAk; nra;fpwhH. mYtyfk; nghJthf kw;iwa 

gzpfistpl nrayhz;ikg;gzpfspy; ngupJk; <LgLfpwJvd;W $wyhk;. 

8. nrayfg; gzp    

 mYtyf NkyhsH xU rpwpa epWtdj;jpd; nrayhsH vd;w epiyapy; ,Ue;J 

nray;gLfpwhH. ,J xU epWkr; nrayupd; gzpfisg; Nghd;wJ. mtH gq;Ffis 

Nkyhz;ik nra;tjw;Fk;> gy;NtW rl;lg;gb Gj;jfq;fisAk; gjpNtLfisAk; 

NgZtjw;Fk; nghWg;GilatH MfpwhH. 

mYtyf Nkyhsupd; flikfs; 

 xU mYtyf Nkyhsupd; flikfs; fPNo tpsf;fg;gl;Ls;sJ.  

Nky;epiy Nkyhz;ik njhlHghf 

1. epWtdj;jpd; jpl;lq;fs;> nfhs;iffs;> Nehf;fq;fs;>jpl;lg;gl;bay;fs; 

Kjypatw;iw mky;gLj;Jtjw;F cjtpGupaNtz;Lk;. 

2. gzpahsH gpur;ridfs;> gzp epYitfs;> gzpapy; Vw;gLk; jdpg;gl;l 

gpur;ridfs; Nghd;wtw;iw cldbahf Nky;epiy Nkyhz;ikf;F njuptpj;J 

gzp jq;F jilapy;yhky; elf;fcjtNtz;Lk;. 

3. mYtyf KiwikfisAk; eilKiwfisAk; guprPypf;f ntspapypUe;J 

Nkyhz;ik MNyhrfHfs; epakpf;fg;gl;bUe;jhy; mtHfSld; xj;Jioj;Jg; 

gzpGupaNtz;Lk;. 
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gzpf;Fj; njhlHghf 

1. mYtyf NkyhsH> tFf; fg;gl;l fhy ml;ltiz gb gzpfs; 

epiwNtw;wg;gl;Ls;sdth? vd;Wk;> njuptpf;fg;gl;Ls;s eilKiwfspd; gb 

gzpfs; epiwNtw;wg;gl;Ls;sdth vd;Wk; fz;fhzpf;fNtz;Lk;. 

2. gzpahsHfspd; cly;epiy rupapd;ik> tpLg;G> tUif juhik Nghd;w 

fhuzq;fshy; gzpepd;W tplhky;> njhlHe;J nray;gLkhW fz;fhzpf;f 

Ntz;Lk;. 

3. mtH njhlHe;J> fl;Lg;ghl;bid nray;gLj;JtNjhL juf;fl;Lg;ghL 

cw;gj;jpkw;Wk; fl;Lg;ghL Nghd;wit ,lk; ngw;wpUf;fpwjh vd;W 

cWjpg;gLj;jNtz;Lk;. 

4. mYtyff; fUtpfs; nray;gLk; epiyapy; cs;sjh? vd;w ghHg;gJld; tPz; 

tpuaq;fs; ePf;fg;gl;Ls;sjh? vd;Wk; fz;fhzpf;f Ntz;Lk;. 

Jizg;gzpahsHfs;njhlHghf 

1. mYtyf NkyhsH gzpakHj;jypy; juk; gpd;gw;wg;gl;Ls;sjh? vd;W ghHf;f 

Ntz;Lk;. gjtp caHTf;Fk; rk;gs caHTf;Fk; gupe;Jiufs; nra;a Ntz;Lk;. 

gapw;rpapy; ,Uf;Fk; gzpahsHfis fz;fhzpf;f Ntz;Lk;. 

2. mYtyf NkyhsH ,ilepiyapy; epd;W gzpahw;WgtH. mtH jdJ flikfis 

czHe;J> mYtyfg; gzpahsHfspd; gzpfis kjpj;J> mtHfs; GupAk; 

gzpfspy; jdpf; ftdk; nrYj;jNtz;Lk;. 

3. mYtyf NkyhsuJ Jizg; gzpahsHfs; mtiu Nkyhz;ikapd; gpujpepjp 

vd;Nw fUJfpwhHfs;. vdNt Jizg; gzpahsHfspd; Fiwfis cldbahfj; 

jPHf;f Ntz;Lk;. mf;Fiwfs; mtuJ nray; vy;iyf;Fs; ,Ue;jhy; cldbahf 

Nkyhz;ikf;F vLj;Jiuf;f Ntz;Lk;. 

cldpUg;gtHfs;njhlHghf 

1. cldpUg;gtHfs; KOikahf xj;Jioj;J epWtdj;jpd; Nehf;fq;fis epiwNtw;w 

Ntz;Lk;. epWtdg; gzpfs; RKfkhf eilngwj; Njitahdhy;> gzpahsHfis 

gzpkhw;wKk; nra;ayhk;. 

2. jpl;lKiwikfis xUq;fpizf;f Ntz;Lk;. mYtyf eilKiwfisAk; 

nfhs;iffisAk; midj;Jj; JiwfSf;Fk; nghJthf;fp gy;NtW 

NkyhsHfSf;fpilNa cs;s Kuz;ghLfisf; fisa Ntz;Lk;. 
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mwpKfk; - mYtyf eilKiw 

 mYtyfj;jhy; toq;fg;gLk; Nrit epWtdj;jpd; vy;yhj; JiwfSf;Fk; 

tpupthf;fk; nra;ag;gLfpwJ. mYtyfk;> midj;J JiwfSf;Fk; nra;jpfisj; 

jUtNjhL Njitahd vOJ nghUl;fs;> gbtq;fs; Nghd;wtw;iw toq;fpAk; nrayfg; 

gzpfisAk; nra;Jk; tUfpwJ. ,e;j Ntiyfs; fPo;fhZk; eilKiwfspd;gb 

epiwNtw;wg;gLfpwJ. 

eilKiwapd; nghUs;>tiutpyf;fzk; 

 fhHy;N`ay; mtHfspd; $w;Wg;gb ‘eilKiw vd;gJ mstpay; mbg;gilapy; 

mike;j njhlHr;rpahd jpUk;gj; jpUk;g eilngWk; tpahghur; nray;fs;. ,it 

midj;Jk; J}z;lg;gl;L> epiwNtw;wg;gl;L> fl;Lg;gLj;jg;gl;L> Kbf;fg;gLfpd;wd.| xU 

eilKiw vd;gJ> ve;j nray; Njitg;gLfpwJ? ahH nraiy epiwNtw;WthHfs;? 

vg;nghOJ mr;nray; eilngWk;? vd;gJ Nghd;w tptuq;fshy; cUthf;fg;gLfpwJ. ,jd; 

rhuk;> tupirj; njhlHr;rp kw;Wk; mjd; epiwNtw;wk; Nghd;wtw;iw epWTtjpYk; mjd; 

epiwNtw;wj;ij KbTfshfTk;> nray;fshfTk; khw;WtjpYk; mlq;fpcs;sJ. 

 eilKiw vd;gJ jpUk;gj;jpUk;g epfOk; eltbf;iffis rPuhfTk; 

njhlHr;rpahfTk; ifahSk; xU jpl;lkpl;l> njhlHr;rpahd nray;fspd; tupirahFk;. 

 Mizia rkHg;gpg;gJ> nghUl;fisg; ngWtJ kw;Wk; mtw;iw Ma;T nra;tJ 

Nghd;w Fwpg;gpl;l Nehf;fq;fis miltjw;fhf ,af;fg;gLk; nray;fspd; njhlHr;rpNa 

eilKiw MFk;. xt;nthU eltbf;ifAk; gy;NtW gbfis cs;slf;fpaJ. 

 (v.L)rk;gsg;gl;bay; jahupg;gJ vd;gJ$ypepHzak; nra;tJ> Ntiyapy; 

nrytplf;$ba kw;Wk; $ypiaf; fzf;fpl $ba Neuj;ijAk;> rk;gsg;gl;bay; jahupf;f 

MFk; Neuj;ijAk; fzf;fpLk; KiwahFk;. 

eilKiwfspd; gad;fs; 

 Kiwik Ma;tpd; ,d;wpaikahik. jw;NghJ mjpf Kf;fpaj;Jtk; tha;e;jjhff; 

fUjg;gLfpfpJ. Vnddpy; jw;NghJ xU nkhj;j epWtdj;ijAk; xUNgusT Kiwikapd; 

fPo;> mjhtJ tpw;gid> fld;> fl;Lg;ghL> fzf;F> gzpahsHfisf; ifahSk; Kiw 

kw;Wk; Ntiyj;njhlHGfis epiwNtw;Wjy; Nghd;w kw;w Mw;wy; tha;e;j Nkyhz;ikf;F> 

Kiwik kw;Wk; thyhaq;fspd; gq;F ,d;wpaikahjJ. mJ fPo;f;fhZk; gFjpapy; 

tpsf;fg;gLfpwJ. 
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1. eilKiwfs; xU nray;Kiwapd; njhlHr;rpahd tupir  

 xt;nthU gzpahsUk; xU Fwpg;gpl;l topj;jlj;ijg; gpd;gw;w mwpTWj;jg;gLfpwhH. 

,J vspikahd gzp Xl;lj;jpy; Vw;gLk; jhkjq;fisAk; jtWfisAk; 

Fiwf;fcjTfpwJ. 

2. ts Mjhuq;fisg; gad;gLj;Jtjpy; rpf;fdk; :  

 ,J jpwikia caHj;jTk; Njitapy;yhj mirTfisAk; 

fhyjhkjq;fisAk;ePf;fTk; cjTfpwJ. 

3. xUq;fpizj;jiy cUthf;FfpwJ :  

 rpwe;j Kiwikfs; xU nraiy epiwNtw;Wk; gy;NtW eilKiwfis 

xUq;fpizf;fpwJ. epWtdj;jpd; gy;NtW JiwfSf;fpilNa xUq;fpizj;jiyg; 

ngWtjw;F xU mbg;gilahf mikfpwJ. 

4. ,J fl;Lg;ghl;bw;F mbg;gilahfj; jpfo;fpwJ:   

 nray; epiwNtw;wj;ijAk; juj;ijAk; xg;gpLtjw;F fUtpahfj; jpfo;fpwJ. 

mjd;%yk; nray; tpyfy;fisj; jpUj;jTk; cjTfpwJ. 

5. Gjpa gzpahsHfSf;F toq;fg;gLk; gapw;rpj; jpl;lq;fs; :  

 Gjpa gzpahsHfisg; gapw;Wtpf;f cjTfpwJ. gzpahsHfs; jq;fs; Ntiy 

gw;wpa tptuq;fis vspjpy; Gupe;J nfhs;s cjTfpwJ. Vnddpy; Kiwikfs; %yk; 

gzpahsHfs; Ntiyfs; gw;wpAk; gy;NtW KiwikfSld; mjw;Fupa njhlHGfs; 

gw;wpAk; mwpe;Jnfhs;fpd;wdH. 

6. jq;Fjilaw;w nray;Kiwfs;:  

 mYtyf eilKiwapd; mbg;gil Nehf;fk; mYtyfr; nray;Kiwfis Mw;wy; 

tha;e;j KiwapYk; rpf;fdkhfTk; epiwNtw;WtNj MFk;. ,J eilKiwfis 

vspikahf;Ftjd; %yKk; Njitaw;w tzpfg;gbtq;fs; kw;Wk; gjpTfis ePf;Ftjd; 

%yKk; ,UKiw nra;ag;gLk; Ntiyfisj; jtpHg;gjd; %yKk; thyhaq;fis 

,ae;jpukhf;Ftjd; %yKk; eilngWfpwJ. ,jd;%yk; rpf;fdj;ijAk; jpwikiaAk; 

cUthf;fTk; nra;fpwJ. 
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Kiwik kw;Wk; eilKiwfspd; FiwghLfs; 

mYtyf eilKiw fPo;fhZk; FiwghLfisf; nfhz;lJ. 

1. jpl;lkpLjypy; FiwghL :  

 xU Kiwik> epWtdj;jpw;F Vw;wjhf ,Uf;f Ntz;Lk;. vdNt Kiwik 

Njitahd msT Maj;j Ntiy (Groundwork) nra;ag;gl;l gpd;dUk; xj;jpif 

ghHf;fg;gl;l gpd;dUk;jhd; nray;gLj;jg;glNtz;Lk;. xUepWtdj;jpy; Vw;gLk; 

khw;wq;fSf;F Vw;g> xU eilKiw fhyj;jpw;F Vw;wjhf ,Uf;f Ntz;Lk;. tof;nfhopT 

nra;ag;gl;ljhf ,Uf;ff;$lhJ. 

2. nefpo;tw;w jd;ikahy; Vw;gLk; FiwghL :  

 xU eilKiw> xU Ntiyia Kbf;f xU top> vd;w Kiwiag; gpd;gw;Wk; NghJ 

nefpo;tw;w eilKiwahfp tpLfpwJ. xt;nthU eilKiwAk; nefpo;Tj; jd;ikapd; 

,ay;ig cUthf;f Ntz;Lk;. gzpahsHfspd; ce;Jjy;fis nray;,of;fr; 

nra;tJNghy;,Uf;ff;$lhJ. 

3. #o;epiyfSf;Fj; jil :  

 xU eilKiw vy;yh #o;epiyapYk; nghUe;jhJ. mrhjhuzkhd 

#o;epiyfspy;eilKiwiag; gpd;gw;wKbahJ. 

4. xUq;fpizj;jypy; jil :  

 Nehf;fq;fis miltjw;F gy;NtW eilKiwfs; xd;iw xd;W rhHe;jpUg;gjhy; 

mij xUq;fpizf;Fk; mtrpak; Vw;gLfpwJ. Mdhy; Kiwikfis xUq;fpizg;gJxU 

fbdkhd gzpMFk;. 

xU rpwe;j Kiwikapd; ,ay;Gfs; 

 rpwg;ghf tbtikf;fg;gl;l Kiwik fPo;f;fz;l Fzhjpraq;fisf; nfhz;bUf;Fk;. 

1. jpwik  

 tpUk;gpaKbTfis milAkhdhy; xU eilKiw ey;y jpwik cs;sjhf 

,Uf;fNtz;Lk;. cs;sPLfspd;kjpg;igtpl ntspaPLfspd; kjpg;G caHe;jjhFk;. 
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2. Mw;wy; cilaJ:  

 Fwpg;gpl;l tiuKiwfSf;Fs; Nehf;fj;ij milAkhdhy; me;j eilKiw Mw;wy; 

tha;e;jjhFk;. ,J mYtyf nray;Kiwfspy; rpf;fdj;ijf; filg;gpbf;f cjt 

Ntz;Lk;. 

3. vspik :  

 xU eilKiw kpfTk; vspikahfTk; Gupe;J nfhs;sf; $bajhfTk; ,Uf;f 

Ntz;Lk;. ,J ey;yjhf ,Ue;J rpf;fyhd topKiwAilajhf ,Uf;ff; $lhJ. 

epWtdj;NjitfSf;F Vw;gtbtikf;fg;gl;ljhf ,Uf;f Ntz;Lk;. 

4. epiyj;jd;ik :  

 xU eilKiw> xt;nthU KiwAk; xNu epiyAs;s KbTfis toq;Fk; tz;zk; 

,Uf;f Ntz;Lk;. vg;nghOJk; ek;gf; $bajhfTk;  rhHe;jpUf;ff;$bajhfTk; ,Uf;f 

Ntz;Lk;. ,J Fiwe;j jtWfSf;Nf ,lkspg;gjhf ,Uf;fNtz;Lk;. 

5. nefpo;Tj; jd;ik :  

 xU eilKiw ed;whf tiuaWf;fg;gl;ljhfTk; mikf;fg; gl;ljhfTk; ,Uf;f 

Ntz;Lk;. Gj;jhf;ff; fUj;Jfis Fiw $WtjhfNth gk;83-nefpo;Tj;jd;ik nefpo;Tj; 

jd;ikaw;wjhf ,Uf;ff; $lhJ khw;wq;fSf;F cl;gl;ljhfTk; jdpj;jd;ik  tha;e;j 

gpur;ridfis ifahSk; tz;zKk; ,Uf;fNtz;Lk;. 

6. Vw;Fk; jd;ik :  

 gad;gLj;Jgtuhy; Vw;Wf; nfhs;sf; $bajhfTk; kdpj ,ay;GfSf;Fuw;wtz;zk; 

tbtikf;fg;gl;ljhfTk;,Uf;fNtz;Lk;. 

eilKiwfis cUthf;f cjTk; topfhl;bf; Fwpg;Gfs; 

 fPo;f;fz;l topfhl;bf; Fwpg;Gfs; eilKiwia cUthf;Fk;NghJ gpd;gw;wg;gl 

Ntz;Lk;. 

1. Ntiyapd; Nehf;fk; vd;d vd;W jPHkhdpf;f Ntz;Lk;. Vnddpy; Nehf;fk; Fwpj;j 

mwpT eilKiwia cUthf;Ftjw;F mtrpak;MFk; 

2. eilKiwapd; xt;nthU gbAk; kpfTk; ftdkhf cUthf;fg;gl Ntz;Lk;. 

mg;NghJjhd; mjd; Nehf;fk; epahag;gLj;jg;gl KbAk;. 
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3. eilKiwapd; xt;nthU gbAk; Ntiyia Kd;Ndhf;fpr; nrYj;Jk; tz;dk; 

,Uf;f Ntz;Lk;. ,J Ntiyapy; vt;tpjj; jhkjj;ijAk; cUthf;ff; $lhJ 

4. Ntiyia ,UKiw nra;tijj; jLf;fNtz;Lk;. 

5. fhfpj Ntiyiaf; Fiwf;fNtz;Lk;. 

6. Ntiy Neuj;ijf; Fiwf;fNtz;Lk;. 

7. Njitapy;yhj gupNrhjidfs; Fiwf;fg;glNtz;Lk;. 

8. jq;Fjilapy;yhj Ntiy xl;lj;ij Vw;gLj;jNtz;Lk; 

9. rpwg;Gj; NjHr;rpf;F cjTk; tifapy; eilKiw mikaNtz;Lk;. 

10.  

epidtpw; nfhs;f 

 mYtyfk;  

          mYtyfk; vd;gJ tpahghu eltbf;iffis Nkw;nfhs;Sk; xU ,lk;. 

mq;F vOj;Jg; gzpfSk;> epHthfg; gzpfSk; epiwNtw;wg;gLtjd; %yk; mikg;gpd; 

midj;Jg; gzpfSk; xUq;fpizf;fg;gl;L fl;Lg;gLj;jg;gLfpwJ. 

 mYtyfj;jpd; gzpfs; 

1. mbg;gil (m) thyhakhd gzpfs; 

2. epHthfg; gzpfs; (m) Jizg;gzpfs; 

 mbg;gil (m) thyhakhd gzpfs; 

1. nra;jpfisg; ngWjy; kw;Wk; Nrfupj;jy; 

2. nra;jpfisg; gjpTnra;jy;  

3. Kiwahf mikj;jy; kw;Wk; nra;jpfis Ma;jy;   

4. nra;jpfisg; gutr; nra;jy;    

5. xUq;fpizg;G   
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 epHthfg; gzpfs; (m) Jizg;gzpfs; 

1. Nkyhz;ikg; gzp epiwNtw;wk; 

2. mYtyf KiwikfisAk; thyhaq;fisAk; cUthf;Fjy; 
Njitahd gbtq;fis tbtikj;jy; 

3. mYtyf kidaizaq;fs;> fUtpfs; kw;Wk; nghwpfis Kiwahf 
thq;Fjy;  

4. mYtyf vOJnghUs; kw;Wk; Jidg; nghUl;fs; thq;Fjy; 

5. gzpahsH gzpfis epiwNtw;Wjy;    

6. nrhj;Jf;fisg; guhkupj;jy; .  

7. nghJ kf;fs; njhlHgpid Vw;gLj;Jjy;    

 xU tpahghu epWtdj;jpw;F mYtyfj;jpd; ,d;wpaikahik 

1. mYtyfk;-jfty; fsQ;rpak; 

2. mYtyfk; - nra;jpfs; nry;Yk; top   

3. xUq;fpizf;f cjTfpwJ 

4. Nkyhz;ikf; fl;Lg;ghl;bw;F cjTfpwJ   

5. gzpahsHfs; njhlHghd ,d;wpaikahik   

6. gq;FjhuHfs; kw;Wk; fldhsHfs; njhlHghd ,d;wpaikahik    

7. thbf;ifahsHfs; njhlHghd ,d;wpaikahik    

8. muR kw;Wk; nghJkf;fs; njhlHghd ,d;wpaikahik 

 mYtyfj;jpd; tiffs; 

1. Kd;GwKfg;G mYtyfk; 

2. ,ilepiy mYtyfk;  

3. kpd;dZ mYtyfk; 

4. nka;epfH mYtyfk; 

5. gpd;Gw mYtyfk; 
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 mYtyf Nkyhsupd;epiy 

1. nfhs;iffis mkYf;Fnfhz;L tUjy; 

2. xOq;FzHit Vw;gLj;Jjy;   

3. eLepiy ,izg;ghf ,Uj;jy; 

4. MnsLj;jy;> njupe;njLj;jy; kw;Wk; gapw;rp mspj;jy; 

5. nghJ kf;fs; njhlHG    

 mYtyf eilKiw 

          mYtyfj;jhy; toq;fg;gLk; Nrit epWtdj;jpd; vy;yhj; JiwfSf;Fk; 

tpupthf;fk; nra;ag;gLfpwJ. mYtyfk;> midj;J JiwfSf;Fk; nra;jpfisj; 

jUtNjhL Njitahd vOJ nghUl;fs;> gbtq;fs; Nghd;wtw;iw toq;fpAk; nrayfg; 

gzpfisAk; nra;Jk; tUfpwJ. ,e;j Ntiyfs; fPo;fhZk; eilKiwfspd;gb 

epiwNtw;wg;gLfpwJ. 

 eilKiwfspd; gad;fs; 

1. eilKiwfs; xU nray;Kiwapd; njhlHr;rpahd tupir  

2. ts Mjhuq;fisg; gad;gLj;Jtjpy; rpf;fdk;  

3. xUq;fpizj;jiy cUthf;FfpwJ 

4. ,J fl;Lg;ghl;bw;F mbg;gilahfj; jpfo;fpwJ 

5. Gjpa gzpahsHfSf;F toq;fg;gLk; gapw;rpj; jpl;lq;fs;   

6. jq;Fjilaw;w nray;Kiwfs;  

 Kiwik kw;Wk; eilKiwfspd; FiwghLfs; 

1. jpl;lkpLjypy; FiwghL 

2. nefpo;tw;w jd;ikahy; Vw;gLk; FiwghL 

3. #o;epiyfSf;Fj; jil 

4. xUq;fpizj;jypy; jil 
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 xU rpwe;j Kiwikapd; ,ay;Gfs; 

1. jpwik 

2. Mw;wy; cilaJ 

3. vspik 

4. epiyj;jd;ik 

5. nefpo;Tj; jd;ik 

6. Vw;Fk; jd;ik 

tpdhf;fs; 

1. mYtyf Nkyhsh; vd;gth; ahh;? mthpd; gzpfs; ahit? 

2. mYtyfj;jpd; Kf;fpa rpwg;gpay;Gfis Fwpg;gpLf 

3. xUegiu jpwikahd mYtyf Nkyhsuhf;f gythwhd Fzq;fs; ahit?  

4. mYtyfk; vt;thW gytifahd kf;fSf;F cjTfpwJ mjhtJ CopaHfs;> 

gq;FjhuHfs;> thbf;ifahsHfs; kw;Wk; muR? 

5. ve;j xU mikg;Gk; ngaiu kl;Lk; itj;Jf; nfhz;L mYtyfkpy;yhky; ,aq;f 

,ayhJ> Vd;? 

6. xU mYtyfk; rpy nray;fis nra;ahky; ,aq;f ,ayhJ? tpupthf tpsf;fTk;. 

7. mYtyf Kiwapd; Fzhjpraq;fis thpirg;gLj;Jf 
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etPd mYtyf rhjdq;fs ; 

fw;wy; Nehf;fq;fs; 

,e;j mj;jpahaj;ijg; gbj;j gpd;dh; ePq;fs; fPo;f;fz;ltw;iwg; Ghpe;J nfhs;tPh;fs;. 

 

1. mwpKfk; - etPd mYtyf rhjdq;fs; 

2. ,ae;jpukakhf;Fjy;-nghUs; 

3. ,ae;jpukakhf;Fjypd; Nehf;fq;fs; 

4. ,ae;jpukakhf;Fjypd; ed;ikfs; 

5. ,ae;jpukakhf;Fjypd; FiwghLfs; 

6. mYtyf rhjdq;fisj; NjHe;njLf;Fk; NghJ gpd;gw;w Ntz;ba 

jj;Jtq;fs; 

7. Neuk; kw;Wk; ciog;ig Nrkpf;Fk; rhjdq;fspd; tiffs; 

8. njhlHGnfhs;Sk; ,ae;jpuq;fs; 

9. efnyLf;Fk; my;yJ gbnaLf;Fk; nghwpfs; 

10. fzf;Fg;gjpAk;>ml;ltizg;gLj;Jk; kw;Wk; fzf;fPl;Lf;fUtpfs; 

11. kid mizaq;fisj; NjHe;njLf;Fk; Nfhl;ghLfs; 

12. kid mizaq;fspd; tiffs; 

 

mwpKfk; 

 mYtyf rhjdq;fs; kw;Wk; ,ae;jpuq;fs; mYtyf gzpapid jpwikahfr; 

nra;tjpy; Kf;fpag; gq;F tfpf;fpwJ. Jy;ypakhd kw;Wk; Jupj mYtyfg; gzpapd; 

nray;ghl;Lf;F ,it gzpahsHfSf;F kpfTk; ,d;wpaikahjjhf jpfo;fpd;wd. 
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mYtyfg; gzp ngUk;ghYk; cs; Nki[g; gzpahFk;> mYtyfg; gzpahsHfs; 

ngUk;ghd;ik Neuj;ij mYtyfj;jpNyNa cl;fhHe;J fopf;f Ntz;bAs;sJ. ,g;gzp 

kpfTk; thyhakhd kw;Wk; khw;Wj;jd;ik ,y;yhjJ. mYtyf rhjdq;fs;> ,ae;jpuq;fs; 

kw;Wk; trjpahf Ntiy nra;Ak; #o;epiy ,y;yhjgl;rj;jpy; jpwikahd nray;ghL 

vd;gJ rhj;jpakw;wjhfpwJ. rupahd mYtyf ,ae;jpuq;fs; kw;Wk; rhjdq;fis 

gad;gLj;Jtjd; %yk; mYtyf Ntiyia jpwikahd KiwapYk; rpf;fdkhfTk; 

nra;a KbfpwJ. NkYk; ey;y jukhd rhjdq;fs; mYtyf gzpahsHfspd; nghJthd 

jpwikia Nkk;gLj;JtJ kl;Lky;yhky; me;j mikg;gpd; ed;dk;gpf;ifia tUif 

GupNthHfspilNa caHj;JfpwJ. ,e;ehisa mtru cyfpy; ,ae;jpukakhf;Fjy; rpwe;j 

,ae;jpuq;fisAk;> rhjdq;fisAk; NjHe;njLg;gjpy; Kf;fpa kw;Wk; xU mupa gq;fpid 

tfpf;fpwJ. 

,ae;jpukakhf;Fjy;-nghUs; 

 mYtyf ,ae;jpukakhf;Fjy; vd;gJ mYtyf epHthfr; nray;ghl;bid 

,ae;jpuq;fs; kw;Wk; fUtpfis mwpKfg;gLj;Jtjd; %yk; vspikg;gLj;Jtjw;fhfj; 

jhd;. mYtyf ,ae;jpukakhf;Fjy; mYtyf gzpahsHfspd; rpy gzpfis Vw;Wf; 

nfhs;fpwJ. cjhuzkhf fzpg;nghwp gzpahsHfSf;F cjTtJ kl;Lky;yhky; kdpj 

gyj;jhy; Kd;G nra;ag;gl;l rpy gzpfisAk; Vw;Wf; nfhz;Ls;sJ. mYtyfg; 

gzpfisr; nra;a nghUj;jkhd ,ae;jpuq;fis mwpKfg;gLj;Jk; xU 

Kiwikg;gLj;jg;gl;l kw;Wk; jpl;lkpl;l Kaw;rp vd;gJ> iffshy; my;yJ vspa 

fUtpfshy; nra;af;$baNtiyfis ,ae;jpuq;fs; %yk; nra;tjhFk;. 

 xU ngupa mYtyfk; caHe;j tifahd kw;Wk; tpiykpf;f ,ae;jpuq;fshd 

fzpg;nghwp Nghd;wtw;iw cgNahfg;gLj;JfpwJ. kw;wgb rpwpa mYtyfkhdJ tpiy 

kype;j ,ae;jpuq;fshd jl;lr;R ,ae;jpuq;fs;> efy; nghwpfs;> kw;Wk; 

fzf;fpLk;fUtpfis cgNahfpf;fpwJ. ,jd; %ykhf mYtyfg; gzpapid jpwikahfr; 

nra;a Kf;fpakhfpd;wJ. 

 etPd mYtyfq;fs; nray;ghl;il mjpfupf;fTk; Neuk; kw;Wk; gzpf;fhd nryit 

Fiwf;fTk;> Jy;ypaj;jd;ikia cWjp nra;aTk; kw;Wk; Nkhrbfis mfw;wp ghJfhg;G 

mspf;fTk; ,ae;jpukhf;FjiyNa tpUk;Gfpd;wd. nghwpfs; %yk; nra;ag;gLk; gzp 

mofhfTk; njspthfTk; ,Uf;fpwJ. NkYk; Jupjkhd KbTfSf;Fk; cjtp GupfpwJ. 

,ae;jpuq;fs; Ntiy gSit rkhspf;f kl;Lk; epWtg;gLtjpy;iy> Ntiyfspy; 

Fwpg;gplj;jf;f Kd;Ndw;wq;fisf; nfhz;LtUtjw;Fk; cjTfpwJ. 

 ,ae;jpu nray;ghl;bw;F khWtjw;F epiwa KjyPL Njitg;gLfpwJ. mit 

,ae;jpuq;fs;> rhjdq;fs; kw;Wk; cgfuzq;fs; Nghd;w Kjypd nrhj;Jf;fshy; 
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nra;ag;gLtjhFk;. ,jdhy; guhkupg;G> ,ae;jpuq;fs; gOJghHg;G> fhg;gPl;L Kidkk;> 

,ae;jpuq;fSf;F ,ltrjp> vOJnghUs; Nghd;w $Ljy; nryTfSk; Vw;gLfpd;wd. 

,ae;jpuq;fs; rpwe;j ty;YeHfshy; ,af;fg;glNtz;Lk;. kw;wgb mtHfSf;F mjpf 

rk;gsk; nfhLg;gJ nryTfis mjpfupf;fpwJ. fzpg;nghwp Nghd;w caHe;j uf 

,ae;jpuq;fSf;F rpwe;j ,ltrjpAk; ey;y guhkupg;Gk; Njitg;gLtjhy; nryT 

mjpfkhfpwJ. Mjyhy; mYtyf nrayhf;fj;ij ,ae;jpug;gLj;Jk; Kbtpid cupa 

nryTfs; rhHe;j guprPyidfs; Nkw;nfhz;lgpd;dH nra;aNtz;Lk;. 

,ae;jpukakhf;Fjypd; Nehf;fq;fs; 

,ae;jpukakhf;Fjy; fPo;f;fz;lNehf;fq;fs; nfhz;ljhFk;. 

1. Ntiyiaf; Fiwf;fpwJ    

 ,ae;jpukakhf;Fjy; Ntiyia Fiwj;jiy FwpNfhshff; nfhz;Ls;sJ.,J 

nkhj;j rk;gs gl;baiy Fiwf;Fk; my;yJ mNj vz;zpf;ifapyhd CopaHfis mjpf 

gSthd Ntiyianra;aKaw;rpf;Fk;. 

2. Neuj;ij kpr;rg;gLj;JfpwJ    

 ,ae;jpukakhf;Fjypd; kw;nwhU Fwpf;Nfhs; Neuj;ij kpr;rg;gLj;JtjhFk;. gy 

kzp Neuq;fis vLf;Fk; xU Ntiyapid ,ae;jpuq;fisf; nfhz;L kpfTk; Jupjkhf 

Kbf;f ,aYk;. 

3. Jy;ypak;    

 ,ae;jpuq;fisf; nfhz;L nra;Ak; gzp kpfTk; Jy;ypakhf ,Ug;gjhy; ,J 

kw;nwhU Nehf;fkhf mikfpwJ. 

4. rypg;ig mfw;WfpwJ   

 xNu khjpupahd gzpfs; jpUk;gj; jpUk;gr; nra;ag;gLk; nghOJ rypg;ig 

Vw;gLj;Jfpd;wJ. mt;tkak; mYtyff; fUtpfs; gad;gLj;jg;gLtjhy; rypg;G ePq;FfpwJ. 

5. jug;gLj;Jjy;  

 Ntiy eilKiwfis jug;gLj;Jjy; mYtyf fUtpfspd; cjtpahy; rpwg;ghf 

mila ,aYfpwJ. 
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6. Nkhrbfisf; Fiwf;fpwJ  

 ,ae;jpukakhf;Fjy; %ykhf mYtyfg; gzpfspy; Vw;gLk; Nkhrbfisf; Fiwf;f 

,ay;fpwJ. 

7. tptuq;fisAk; cz;ikfisAk; Nrkpf;fpwJ    

 fzpg;nghwp Nghd;w fUtpfs; tptuq;fisAk;>cz;ikfisAk; tUq;fhy 

cgNahfj;Jf;fhf Nrkpj;Jitf;fpwJ. 

8. cz;ikfisAk;> tptuq;fisAk; tptupj;Jr; nrhy;fpwJ    

 fzpg;nghwp Nghd;w ,ae;jpuq;fs; rhj;jpaq;fisAk;> tptuq;fisAk; Jupjkhd 

KbTfis vLf;fTk;> fl;Lg;gLj;jTk; toptFf;fpwJ. 

,ae;jpukakhf;Fjypd; ed;ikfs; 

 etPd mYtyf epHthf nray;ghl;by; ,ae;jpukakhf;Fjy; xU Kf;fpag; gq;F 

tfpf;fpwJ. fPo;f;fz;lit,jd;ed;ikfs; MFk;. 

1. ey;y jukhd gzp    

 fUtpfs; Ntiyapd; juj;ij caHj;jp> Kiwahd gzp nray;ghl;bw;F 

cjTfpwJ. 

2. Fiwe;j nray;ghl;Lr; nryT    

 xU kzp Neuj;jpw;fhd nray;ghl;Lr; nryT ,ae;jpukakhf;Fjy; %ykhf 

FiwfpwJ. Mdhy; ,jw;F Muk;g fl;lj;jpy; ngupa mstpshd njhlf;f KjyPL 

Njitg;gLfpwJ. ePz;lfhy KjyPL ePz;lfhyk; gad;jUk; tifapy; mikfpwJ. 

3. mjpf jpwik  

 mYtyff; fUtpfs; midj;J tpjkhd mYtyf gzpfSf;Fk; Jupjk; kw;Wk; 

jpwikia mspf;fpwJ. Ms;gyj;jhy; nra;a gy kzp Neuk; vLf;Fk; gzpfis Fiwe;j 

Neuj;jpy; fUtpfisf; nfhz;L Kbf;fyhk;. Kd;NdWk; jpwd; %ykhf ,yhgk; 

mjpfupg;gJ kl;Lky;yhky; mikg;NghL ,ize;J ,Ug;gtHfspd; kdjpy; xU ey;y 

vz;zj;ij cUthf;FfpwJ. 
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4. rpwe;j Jy;ypak;    

 fUtpfs; %ykhfr; nra;Ak; gzpfs; ey;y Jy;ypaj; jd;ikia cWjp nra;fpwJ. 

jftYf;fhd rhj;jpaq;fs; mfw;wg;gLfpd;wd. Mjyhy; gzp jilapy;yhky; rPuhf 

nry;fpwJ. jilfSk; jhkjq;fSk; Fiwf;fg;gLfpd;wd. 

5. fl;Lg;gLj;Jk; trjp    

 ,ae;jpuq;fs; %ykhf NkyhsHfs; jq;fs; fl;Lg;ghl;il fPo;g; gzpahsHfsplk; 

rpwe;j Kiwapy; nra;a ,ay;fpwJ. cjhuzkhf cs;tUk; ml;ilfs; %ykhf 

gzpahsHfspd; cupatUif (mZF) Neuq;fs; fz;fhzpf;fg;gLfpwJ. 

6. mYtyf eilKiwiaj; jug;gLj;Jtjw;F cjTjy;    

 ,ae;jpukakhf;Fjy; %ykhf mYtyf thyhaq;fisAk; eilKiwfisAk; 

jug;gLj;j ,ay;fpwJ. ,jd; %ykhf rpwe;j xUq;fpizg;GcUthfpwJ. 

7. rypg;gpypUe;J tpLgl ,ay;fpwJ        

 ,ae;jpukakhf;Fjy; xNu khjpupahd nray;ghl;ilf; Fiwf;fpwJ. mit 

MHtkpd;ikAk; Neuj;ij mjpfkhf nrytopf;Fk; gzpfis cs;slf;fpaJ. ,tw;wpd; 

%ykhf mYtyf Ntiyahl;fs; xNu khjpupahd nray;ghl;il nra;tJ FiwfpwJ. 

,ae;jpukakhf;Fjypd; FiwghLfs; 

 ,ae;jpukakhf;Fjy; gy;NtW ed;ikfis mspj;jhYk; gy FiwghLfisAk; 

nfhz;Ls;sJ. mit fPo;f;fz;lthW cs;sd. 

1. nghUj;Jtjpy; mjpfr; nryT  

 ngUk;ghyhd etPdf; fUtpfSf;F mjpf KjyPL Njitg;gLfpwJ. Mjyhy; rpwpa 

epWtdq;fs; mjpfkhd fl;Lg;ghLfspd; ed;ikfisg; ngwKbahJ. 

2. mjpf nray;ghl;Lr; nryT   

 rpy fUtpfisAk; ,ae;jpuq;fisAk; nray;gLj;Jtjw;F mjpf nrythfpwJ. 

3. gOJ ghHg;gjpy; mjpf nryT    

 ,ae;jpuq;fs; nraypof;Fk; NghJ mtw;iw rPuhf;fpg; nghUj;Jtjw;F mjpf 

nrythfpwJ.NkYk; Ntiyapd; xl;lk; jilgLfpwJ. 
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4. xNu khjpupahd nray;ghl;bdhy; Vw;gLk; gpur;rpid   

 mYtyf fUtpfshy; Ntw;Wik jd;ikapy;yhj nray;ghLfs; cUthfpd;wd. ,J 

xU gpur;ridahFk;. (c.k;) cw;gj;jp Jiwapy; fUtpfisg; gad;gLj;Jtjhy; Ml;fs; 

mg;Gwg;gLj;jg;gLfpwhHfs;. vdNt xNu khjpupahd nray;ghL Gof;fj;jpy; tUfpwJ. ,J 

xU ngUk; gpur;rpidahf mikfpwJ. fUtpfSf;F Gj;jhf;fczHTk; jd;dhHtKaw;rpAk; 

fpilahJ.,J xU FiwghlhFk;. 

5. mYtyf gzpahsHfSf;F gapw;rpaspg;gjpy; gpur;rpid    

 mYtyf gzpahsHfSf;F mYtyf fUtpfis cgNahfpf;f gapw;rp mspj;jy; 

Ntz;Lk;. trjpahd fUtpfs; ,Uf;Fk; ,lj;jpy; ,g;gapw;rp$Ljy; nryit epWtdj;Jf;F 

mspf;fpwJ. 

6. mYtyfg; gzpahsHfspd; jdpik    

 fzpg;nghwp Nghd;w caHe;j uf fUtpfis mwpKfg;gLj;Jk;NghJ gzpahsHfs; 

vjpuhfNt nray;gLfpd;wdH. ,J ek; ehl;by; cs;s xU nghJ mDgtkhFk;. Mjyhy; 

xU mikg;gpd;njhopy; mikjpghjpf;fg;gLk;. 

7. fUtpfis cgNahfpf;fhky; ,Uj;jy;    

 gy tpiykjpg;G kpf;f fUtpfs; jpde;NjhWk; cgNahfpf;fg;gLtjpy;iy. mit 

rpy Neuq;fspy; kl;LNk gad;gLfpd;wd. mNj Nghy rpy ,ae;jpuq;fs; njhlHr;rpahf 

nropg;ghd tpahghu fhyq;fspNyNa gad;gLfpd;wd. vt;thwhapDk;> xU gyDs;s 

KjyPl;bw;F mt;tpae;jpuk; njhlHe;J gad;gLj;jg;gl Ntz;Lk; vd;w mtrpak; ,y;iy. 

xU fUtpia cupj;jhd KjyPl;lhf;f jpde;NjhWk; njhlHr;rpahf gad;gLj;jj; 

Njitapy;iy. 

8. mYtyf Kiwapy; Fiwe;j nefpo;Tj; jd;ik  

 ,ae;jpukakhf;Fjy; Fiwe;j nefpo;Tj; jd;ikf;F top tFf;fpwJ. cjhuzkhf 

fzf;fpLk; Kiwia ,ae;jpukakhf;Ftjd; %yk; gy Nfs;tpfSf;F gjpyspf;f Ntz;b 

cs;sJ. ,J ,ae;jpukakhf;fYf;F Kd;G ,t;thW ,y;yhky; ,Ue;jJ. 

9. gadw;Wg; NghFk; Mgj;J    

 gy fUtpfs; gadw;Wg; NghFk; Mgj;J ngUk;ghd;ikahf cs;sJ. fUtpAk; 

mjd; KiwAk; fhyg; Nghf;fpy; gadw;Wg; NghFk; epiy cs;sJ. ,ij jtpHf;f 

cyfshtpaepiyapy; gad;gLk; fUtpfiskl;LNk thq;fNtz;Lk;. 
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10. mjpfkhd gzpahsHfs;    

 gy fUtpfSf;F gapw;rp ngw;w ty;YeHfNs Njitg;gLfpd;wdH. mtHfs; ,y;yhj 

gl;rj;jpy; Ntiy Ftpe;JtpLfpd;wJ. ,ijj; jtpHf;f ,uz;L ,af;Ftpg;gtHfis gapw;rp 

mspg;gjd; %ykhf xUtH,y;yhjgl;rj;jpy; kw;nwhUtH rkhspg;ghH. 

11. ,ae;jpuq;fspd; Mjpf;fk;    

 xU mikg;gpd; gzpahsHfs; ,ae;jpuq;fSf;F Jizg; gzpahsHfshf ,Uj;jy; 

$lhJ. nra;Ak; Ntiyapd; jpwid tpl fUtpfis kpfTk; Kf;fpaj;Jtkhf fUJk; xU 

#o;epiyia jtpHf;f Nghjpa ftdk; nrYj;Jjy; Ntz;Lk;. 

mYtyf rhjdq;fisj; NjHe;njLf;Fk;NghJ gpd;gw;w Ntz;ba jj;Jtq;fs; 

 xU fUtpf;F xU Fwpg;gpl;l nraiy nra;a Ntz;ba fl;lhak; ,Uf;Fk; nghOJ 

mLj;j fl;l eltbf;if mjpy; rpwe;j fUtpia thq;f Ntz;Lk; vd;W jPHkhdpj;J 

mf;fhuzj;ij epiwNtw;WtjhFk;. gy ,ae;jpuq;fSk;> fUtpfSk; re;ijapy; 

fpilg;gjhy; mtw;wpy; rupahd xd;iw kpFe;j ftdj;Jld; NjHe;njLj;jy; Ntz;Lk;. 

rupahd NjHe;njLg;G ,y;iynad;why; mJ kpfTk; nryT kpFe;jjhfTk;> njhe;juT 

juf;$ba tifapYk; mike;JtpLk;. fPo;f;fhZk; jj;Jtq;fis mYtyf ,ae;jpuq;fs; 

kw;Wk; fUtpfis NjHe;njLf;Fk;nghOJ gpd;gw;WtJ kpFe;j gadspf;Fk;. 

1. nryTj;jj;Jtk;  

 ehk; thq;Fk; fUtpNah my;yJ,ae;jpuNkh Fiwe;j tpiy cilajhf 

#o;epiyf;Nfw;g ,Uj;jy; Ntz;Lk;. xU ,ae;jpuj;jpd; tpiy ,uz;L tbtq;fis 

cs;slf;fpaJ. mit njhlf;fr; nryT kw;Wk; nray;ghl;Lr; nryTfshFk;. xU 

,ae;jpuk; tpiy caHe;jjhf ,Ue;jhy; mjd; nray;ghl;Lr; nryT FiwAk;. Mjyhy; 

mt;thwhd fUtpfisj; NjHe;njLf;fyhk;. Mdhy; vf;fhuzj;ijf; nfhz;Lk; juj;ij 

jpahfk; nra;a ,ayhJ. 

2. juj;jj;Jtk;   

 ,ae;jpuq;fs; kw;Wk; fUtpfs; kpFe;j jukpf;fitahf ,Uj;jy; Ntz;Lk;. 

mg;nghOJjhd; gzpapd; juk; caHthf ,Uf;Fk;. 

3. kpFe;j gydspf;Fk; jj;Jtk;   

 mYtyf ,ae;jpuq;fs; fl;lhakhf kpFe;j msT gyid mspj;jy; Ntz;Lk;. 

Vndd;why; mitfSf;fhf mjpf nryTnra;ag;gLfpwJ. 
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4. nghUe;Jk; jj;Jtk;   

 mYtyf fUtpfs; ve;j fhuzq;fSf;fhfTk;> nray;ghl;LfSf;fhfTk; 

thq;fg;gl;ldNth me;j Nehf;fj;ij epiwNtw;Wk; tifapy; nrayhw;w Ntz;Lk;. 

mitfis ntWk; me;j];J fhuzj;jpw;fhf thq;f Ntz;ba fl;lhak;,y;iy. 

5. Vw;Wf;nfhs;Sk; kw;Wk;gy gad;ghl;Lj; jj;Jtk;  

 ,ae;jpuq;fis epWTk; nghOJ mit gy gad;ghLfSf;F cjTk; tz;zk; 

mikj;jy; Ntz;Lk;. ,jd; %ykhf tPzhf ,Uf;Fk; Neuk; (idle time) Fiwf;fg;gLfpwJ. 

NkYk; ,ae;jpuq;fs; mjpf Neuk; ,af;fg; gLfpd;wd. ,jd; cl;nghUs; vd;dntd;why; 

,ae;jpuq;fs; vil Fiwthf ,Uf;f Ntz;Lk;. mg;nghOJjhd; mitfis xU 

,lj;jpypUe;J kw;nwhU ,lj;Jf;F Rygkhf efHj;j ,aYk;. 

6. jug;gLj;Jk; jj;Jtk;    

 xNu khjpupahd fUtpfisAk;> ,ae;jpuq;fisAk; thq;f Ntz;Lk;.jug;gLj;Jjy; 

%ykhf gpd;tUk; gad;fs; epWtdj;Jf;Ff; fpilf;fpd;wJ. 

1. mjpf nfhs;Kjy; %ykhf Fiwe;j tpiyfs; 

2. ,ae;jpuq;fspd; XupU jahupg;Gfis (brand) kl;LNk gOJghHg;gjhy; guhkupg;Gr; 

nryTFiwfpwJ.  

3. ,af;FgtHfSf;F vspa kw;Wk; Rygkhd gapw;rp mspj;jy;.  

4. XupU jahupg;Gfspy; cs;s ,ae;jpuq;fspy; kl;LNk gbtq;fis nghUj;Jtjhy; 

gbtf;nfhs;Kjy; vspjhfpwJ. 

5. ,ae;jpuq;fspd; kPjhd Nja;khdj;ijf; fzf;fpLtJ vspjhfpwJ.  

6. gy;NtW gzpahsH njhFjpfspy; cs;s gzpg; gq;Nfw;ig fzf;nfLf;f 

epHthfj;Jf;Fcjtpnra;jy;. 

7. KOtJkhf cgNahfpf;Fk; jj;Jtk;    

 ,ae;jpuq;fis KO cgNahfj;Jf;F cl;gLj;j Ntz;Lk;. mitfis thq;Fk; 

nghOJ gad;gLk; msTf;Fk; nryTf;Fk; xU njhlHig Vw;gLj;jp MuhaNtz;Lk;. 
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8. ciof;Fk; jpwd; jj;Jtk;    

 xU ,ae;jpuk; ePz;l ehs; ciof;ff;$bajhf ,Uj;jy; Ntz;Lk;. mitfSf;F 

mjpf MAs; kl;Lky;yhky; mbf;fb gOjhfhky; ,Uj;jy; Ntz;Lk;. 

9. NghJkhdmsT jj;Jtk;    

 xU Jiwf;F Njitahd fUtpfs; NghJksTf;F nfhs;Kjy; nra;ag;gl 

Ntz;Lk;. xU fUtpia xU JiwapypUe;J kw;nwhU Jiwf;F mbf;fb khw;wk; nra;tJ 

mjpf gpur;rpidfis nfhz;LNrHf;Fk;. 

10. Fiwe;j nfhs;ssTj;jj;Jtk;  

 etPd mYtyfq;fspy; gad;gLj;jg;gLk; ,ae;jpuq;fs; Fiwe;j msT ,lk;> Nkir 

kw;Wk; mykhupfis kl;LNk Mf;ukpf;f Ntz;Lk;. ,jpy; NkirasTk; miw msTk; 

mlq;Fk;. ngupa kw;Wk; mjpf vilAs;s ,ae;jpuq;fs; kpFjpahd ,lj;ij milg;gjhy; 

,J NkYk; epWtdj;jpd; kiwKf nryit mjpfupf;fpwJ. 

Neuk; kw;Wk; ciog;ig Nrkpf;Fk; rhjdq;fspd; tiffs; 

 etPd mYtyfj;jpy; gad;gLj;jg;gLk; ,ae;jpuq;fs; kpFe;j mstpy; cs;sd. 

,t;tpae;jpuq;fis fPo;f;fhZk; tifapy; gy gpupTfshf gFf;fg;gLfpd;wd. 

1. njhlHG ,ae;jpuq;fs;   

 njhiyNgrp> ifNgrp> cs; njhlHG Kiw kw;Wk; nrhy;tij gjpAk; nghwp 

2. gbnaLf;Fk; ,ae;jpuq;fs; 

  jl;lr;R ,ae;jpuk;> gbnaLf;Fk; fUtp> Kftup gjpf;Fk; nghwp> Gifg;glf; fUtp. 

3. fzf;Fg; gjpAk; ml;ltizg; gLj;Jk; kw;Wk; fzf;fpLk; fUtpfs;    

 $l;Lk; nghwp> fzf;fPl;Lg; nghwp> nuhf;fg; gjpNtL> tpiyg;gl;bay; ,ae;jpuk;. 

fzf;Fg; gjptpay; nghwp ml;ltizapLk; fUtpkw;Wk; fzpg;nghwp MFk;. 

4. ,ju ,ae;jpuq;fs; 

 mQ;ry; tpy;iy gjpf;Fk; nghwp> Neuj;ij gjpAk; nghwp> rk;gsg; gl;bay; 

,ae;jpuk;> jghy; tpy;iy xl;Lk; ,ae;jpuk; kw;Wk; fzf;fpLk; nghwpfs; Nghd;wit. 
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njhlHGnfhs;Sk; ,ae;jpuq;fs;                                              

1. njhiyNgrp   

 xt;nthU ngupa tpahghu ];jhgdq;fspYk; njhiyNgrp cs;KiwapYk; kw;Wk; 

,ju mikg;GfSlDk; ,izf;fg;gl;Ls;sJ. ,t;trjpahy; xU epWtdj;jpw;F 

ntspAyfj;Jld; xU rupahd jfty; njhlHG Kiw Vw;gLfpwJ. ngupa epWtdq;fspy;> 

gapw;rp ngw;w njhiyNgrp ,af;FgtHfs; %ykhf> njhiyNgrpapy; tUfpd;w 

miog;Gf;fis ngWtJk;> cs;NsapUf;fpd;wtH fis> ntspNa ,Uf;fpd;wtHfNshL 

,izf;Fk; njhlHGg;gzpAk;eilngWfpwJ. 

2. ifg;Ngrp    

 khWk; cyfpy; khWk; #o;epiyf;Nfw;g njhlHG nfhs;StJ kpfTk; mtrpakhd 

xd;whf mike;J tpLfpwJ. ifg;Ngrp ,e;jj; Njitia KOtJkhf jPHj;J itf;fpwJ. 

ahH Ntz;LkhdhYk; cyfpd; ve;j %iyf;F Ntz;LkhdhYk; njhlHG nfhs;syhk;. 

NkYk; tzpfq;fs; ifg;NgrpAld; neUq;fpa cgNahfpg;ghsH FO (closed user group) 

trjpAld; ,izg;G nfhLg;gjhy; rpy gzpahsHfs; xUtUld; xUtH mf;FOtpy; 

Fiwe;j nrytpy; njhlHGnfhs;s,ay;fpwJ. 

3. cs; jfty; njhlHG rhjdk; (Intercom)  

 cs;njhlHG Kiw nghJthf NghJkhd njhiyNgrp tpupthf;fk; ,y;yhj 

gl;rj;jpy; kpfTk; cjTfpwJ. nghJthf ,k;Kiw jhdpaq;fp nghj;jhd;fs; %ykhf 

nray;gLfpwJ. ,jdhy; ,ij cgNahfpg;gtHfs; mYtyfj;jpw;F cs;Ns ve;j Jiwf;F 

Ntz;LkhdhYk; njhlHG nfhs;syhk;. xU mjpfhup mtUila gzpahsiu miof;fTk; 

my;yJ xUtUf;nfhUtH JupjkhfTk;> mt;tg;NghJ njhlHGnfhs;sTk; 

toptFf;fpwJ.cs; jfty;njhlHGKiw rhjdq;fspy; gy tiffs; cs;sd. mitfs; 

nghj;jhd;fis mOj;Jtjd; %yk; njhlHG nfhs;s KbfpwJ. cs; jfty; Kiwapy; 

vspjhdJ xU top rhjdk;. ,jd; %ykhf miog;gtH kl;LNk Ngr ,aYk;. 

miog;gtUila Ez;Ngrp (ikf;NuhNghid) fl;blj;jpy; gy ,lq;fspy; 

nghUj;jg;gLfpwJ. miog;Gg; nghj;jhd; nghUj;jpa ,U top njhlHgpid mDkjpf;Fk; 

,ae;jpuq;fs; ,uz;L njhiyNgrp fUtpfisg; Nghd;wJ. ,U top cs; njhlHG Kiw 

xU kjpg;G kpf;f Neu kpr;rkhf;fp> Vndd;why; mYtyfj;jpw;Fs;NsNa xUtUf;nfhUtH 

xNu ,lj;jpy; ,Ue;Nj vq;Fk; nry;yhky; cldbf; fye;jha;T Nkw;nfhs;s 

cjtpGupfpwJ. 
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4. nrhy;tijg; gjpAk; nghwp    

 nghJthf RUf;nfOj;juplk; jhd; fbjq;fs; nrhy;yg;gLfpd;wd. ,jw;F 

mjpfhupAk; RUf;nfOj;jUk; xNu ,lj;jpy; ,Uf;f Ntz;Lk;. gy fhuzq;fshy; ,J 

midj;J Neuq;fspYk; rhj;jpakhdjy;y. Mjyhy; mjpfhup mtHnrhy;y Ntz;Ltij 

nrhy;tijg; gjpAk; nghwpapy; gjpj;Jtpl;L kPjp gzpia jl;nlOj;juplk; tpl;Ltplyhk;. 

,f;fUtpf;F nrhy;tijg; gjpAk; nghwp vd;W ngaH. ,g;nghwpgpd;dH jl;nlOj;juhy; 

,af;fg;gl;Ljfty; nra;jpahf khw;wg;gLfpwJ. 

efnyLf;Fk; my;yJ gbnaLf;Fk; nghwpfs;                                                                                             

1. jl;lr;R ,ae;jpuk;(Typewriter) 

 jl;lr;R ,ae;jpuk;> xU goikahd mYtyf ,ae;jpukhFk;. ,J ,d;dKk; rpy 

mYtyfq;fspy; cs;sJ. ,t;tpae;jpuk; nra;jpia xU jhspy; jUfpwJ. kw;wgb mr;R 

NghyNtcs;sJ. ,it %d;Wtifg;gLfpd;wd.  

1. kpd;jl;lr;Rg;nghwp> 

2. jhdpaq;fpjl;lr;Rg; nghwp kw;Wk;  

3. kpd;dZj;jl;lr;Rg;nghwp 

m) kpd;jl;lr;Rg; nghwp  

 kpd;jl;lr;Rg; nghwp jukhd jl;lr;Rg; nghwpfshFk;. ,J kpd;rhu Nkhl;lhH %ykhf 

,af;fg;gLfpwJ. tpuy;fs; njhl;lTld; mjd; nghj;jhd;fs; ,af;fg;gl;L mtw;wpd; 

mr;Rfs; rPuhfTk;>NeHj;jpahfTk;gjpag;gLfpd;wd. 

 

M) jhdpaq;fp jl;lr;Rg; nghwp    

 ,it kpd;rhuj;jhy; ,af;fg;gLfpd;wd kw;Wk; xNu khjpupahd efy;fis jahupf;f 

Jupjkhf cjTfpwJ. 
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,) kpd;dZ jl;lr;Rg;nghwpfs;  

 ,g;nghwptrjpkpf;f ikf;Nuh-g;uhrrpq; njhopy;El;gj;ij rhHe;jJ.xt;nthU kpd;dZ 

jl;lr;Rg; nghwpapYk; jftiy Nrkpf;Fk; trjp cs;sJ. ,jd; %ykhf gy 

jfty;fisepidtpy;nfhz;L kPz;Lk; mr;rbf;f cjTfpwJ. xU jhdpaq;fp nghj;jhid 

mOj;Jtjd; %yk; ,g;gzp nra;ag;gLfpwJ. 

2. gbnaLf;Fk;nghwp 

 gbnaLf;Fk; Kiw vd;gJ xU %y efy; thapyhf mjpf mstpyhd efy;fis 

vLf;f KbfpwJ. ,J mr;rpLtjw;F xU gjpyhspahf jpfo;fpwJ. gbnaLf;Fk; nghwpapy; 

,uz;L tiffs; cs;sd. 

 

m. M/g ;nrl; tpj;Njh fpuh/g; 

  ,k;Kiwapy; cNyhf jfLfisf; nfhz;L %y efy; jahupf;fg;gLfpwJ. gpd;dH 

mJ Row;rp Kiwapy; efnyLf;Fk; fUtpapy; mjpf Ntfj;jpy; gad;gLj;jg;gLfpwJ. 

,k;Kiw jpUk;g jpUk;gg; gad;gLj;jg;gl;L Mapuf; fzf;fpy; efy;fis vLf;fTk;> NfhL 

tiujy;fs; nra;aTk;> ve;jtif jhspYk; jpUk;gg; ngwTk; ,ay;fpwJ. 

M. mr;Rtif gbnaLf;Fk; fUtp   

 ,f;fUtpfs; jpUk;gTk; mr;R ,ae;jpuq;fsf gioa tif mr;rpl;lhsHfshy; 

cgNahfg;gLj;jg;gLfpd;wd. mr;Rf;fisf; NfhHf;Fk; nray;ghL kpFe;j Neuj;ij 

nrytopg;gJld; kpFe;jjpwik epiwe;jJkhFk;. xUKiwxU jftiy mr;rbf;f NfhHit 

jahuhd gpd;G mJ kpfTk; juk; tha;e;jjhfTk; neL ehisf;F gad;gLk;gbAk; cs;sJ.  
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fzf;Fg;gjpAk;>ml;ltizg;gLj;Jk; kw;Wk; fzf;fPl;Lf;fUtpfs;.                      

1. $l;ly; fUtpfs;    

 $l;Lk; fUtpfs; Ms;gyk; %yNkh my;yJ kpd;rhuj;jhNyh ,af;fg;gLfpd;wd. 

ngUk;ghyhd ,ae;jpuq;fspy; xU jhs; cUz;il cs;sJ. mjpy;glq;fs; jl;lr;R 

nra;ag;gLfpd;wd. ,J $l;ly;> ngUf;fy;> fopj;jy; kw;Wk; tFf;Fk; gzpapid kpd;rf;jp 

my;yJ Ms;gyk; %yk; nra;fpwJ. 

 

2. fzf;fpLk; nghwpfs;   

  md;whl kw;Wk; fisg;ig kpFjpahf;Fk; gzpapypUe;J tpLtpf;Fk; xU rpwe;j 

fUtpahf fzf;fpLk; nghwp mikfpwJ. ,J tzpf tpUj;jpf;F kpFe;j gq;F Mw;WfpwJ. 

,g;nghwp %ykhf gzpahsHfis Fiwj;J> gzpj;jpwikia mjpfupf;fr; nra;ayhk;. 

,g;nghwp %yk; $l;ly;> fopj;jy;> ngUf;fy; kw;Wk; tFj;jy; nray;ghLfis jpwikahf 

nra;a KbfpwJ. ,J kpf Jupjkhf nray;gLtJld;> ve;j 

rj;jKk;,y;yhky;,af;fg;gLfpwJ.Mdhy;,JkpfTk; tpiykpFe;jJ. 

3. nuhf;fg;gjpNtL kw;Wk; ehzaq;fisf; ifahSk; nghwp  

 nuhf;fg;gjpNtL ,urPJfis mr;rbf;fTk;> fzf;F rPl;Lfs; kw;Wk; tpw;gid 

Ma;Tf;F cjTfpwJ. ,t;tifg; nghwp %ykhf tpahghu nuhf;f epfo;Tfis ehlhtpy; 

gjpT nra;J> mr;rpl;l rPl;Lf;fis jahupf;fpwJ. ,g;nghwp nghj;jhd;fsy; ,izf;fg;gl;L 

kpd;rhuj;jhy; ,af;fg;gLfpwJ. 

ehzaj;ijf; ifahSk; ,ae;jpuk; 

 rpy;yiw mq;fhbfs;> ,uapy;Nt gazr; rPl;Lfis gjpAk; mYtyfq;fs; Nghd;w 

,lq;fspy; ehzaq;fis ifahSk; nghwpfs; Njitg;gLfpd;wd. ,jd; %ykhf 

ehzaq;fis gjpT nra;J> tupirg;gLj;jp> Njf;fp kw;Wk; gy vz;zpf;ifapy; cs;s 

ehzaq;fis jFe;jthW Njitg;gLk; NghJ jpUg;gpaspf;fpwJ. thbf;ifahsHfSf;F 
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Njitg;gLk; kPjpnjhifia mspj;J midj;Jtifahd nuhf;f ,urPJfisAk; nuhf;fg; 

gjpNtl;by; gjpTnra;ayhk;. 

 

 

4. gl;baypLk; nghwpfs;   

 gl;baypLk; nghwpfs; tpiyg;gl;bay;> fg;gy; ,urPJ kw;Wk; nuhf;f epidt+l;b 

Nghd;witfisg; gjpT nra;a cjTfpwJ. ,g;nghwpapy; midj;J tifahd 

js;Sgbfs;> fopTfs;> $l;ly;> fopj;jy; nkhj;jk; Nghd;w midj;J nray;ghLfSk; 

cs;sd. jhs;fSk;> gbnaLf;Fk; jhs;fSk; cs;Ns nrYj;jg;gl;L jhdpaq;fpahy; 

nghUj;jg;gLfpd;wd. 

5. fzf;Fg; gjpAk; nghwp  

 fzf;Fg; gjpAk; nghwpfs;> jl;lr;Rg; nghwpfNshL xg;gpl;Lg; ghHf;fg;gLfpd;wd. 

,e;j fUtpfs;%ykhf 

1. Fwpg;NgLfs;> nuhf;fuLkw;Wk; NgNuLgjpTnra;jy; 

2. fhNrhiyfs;> rk;gsg; gl;bay;> nuhf;f ,urPJfs; kw;Wk; nrYj;Jk; 

gl;bay;fis jahHnra;jy;. 

 fzf;Ffis rupg;ghHj;J> NgNul;by; gjpT nra;jy; kw;Wk; nuhf;f Vl;bd; kPjpia 

rupg;ghHj;jy;> ,d;dgpw 

6. ml;ltizg;gLj;Jk; nghwpfs;    

 ,it $l;Lk; ,ae;jpuq;fs; kw;Wk; gpupj;J tifg;gLj;Jk; rhjdq;fspd; fyg;G 

,ae;jpuk; MFk;. ,jpy; ,U nray;ghLfs; cs;sd. jftiy gy gpupTfsf gpupj;J 

Nrfupg;gJ kw;Wk; nkhj;j nuhf;f tpw;gidia fzf;fPL nra;tJ. Gs;spapay; 
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tptuq;fis ml;ltizg;gLj;j ,g;nghwp ml;ilfis Jisapl;L> mLf;fp jhs;fspy; 

FWf;Fk; neLf;Fkhf mr;rpLfpwJ. mjpf mstpyhd jfty;fis jpde;NjhWk; ngWk; 

mYtyfq;fSf;F ,k;Kiwapyhd jhdpaq;fp ml;ltizg;gLj;Jk; ,ae;jpuq;fs; kpFe;j 

mstpy; gad;gLfpd;wd. 

7. kpd;dZ fzpg;nghwp  

 ePz;l gl;baypy; cs;s mYtyf fUtpfSf;F ,e;j ,ae;jpuk; xU Gjpa 

tuthFk;. ,J xU nghJg;gilahd fUtpahFk;. ,jd; %ykhf gy 

mYtyfnray;ghLfis mjptpiuthf nra;aKbAk;. ,e;j kpd;dZrhjdk; %ykhf 

tptuq;fis mjptpiuthf kpd;dZ %ykhf gjdpl KbfpwJ. 

 ,J KOikahd nray;ghl;L Kiwia> jhNd rkhspf;Fk; Mw;wYilaJ kw;Wk; 

jhdhfNt xU nray;ghl;L KiwapypUe;J kw;nwhU nray;ghl;Lf;F tupirg;gb 

khwf;$baJ. NkYk; khw;W nray;ghl;L Kiwfis jhdhfNt tptuq;fs; ngw;wjd; 

mbg;gilapYk; Ke;ija nray;ghl;L mDgtj;jpd; mbg;gilapYk; NjHe;njLf;fpwJ. 

kpd;dZ fzpg;nghwpahdJ kdpj %isapd; kW gpujp. ,J jtWfSf;fhd tha;g;igf; 

Fiwf;fpwJ. NkYk; ,J xU xUq;fpizf;fg;gl;l mZFKiwia mikg;gpYs;s 

gy;NtW nray;ghl;L KiwikfSf;F toq;FfpwJ. fzpg;nghwpapd; tptuq;fis gjdk; 

nra;acgNahfpg;gJkpd;dZtptug;gjdkhFk;. 

 fzpg;nghwp ,uz;L tifg;gLfpd;wd. xd;W mdyhf; fzpg;nghwp kw;nwhd;W 

b[pl;ly; fzpg;nghwp> mdyhf; fzpg;nghwpfs; tpQ;Qhd kw;Wk; Muha;r;rp tptuq;fis 

gjdk; nra;fpwJ. b[pl;ly; fzpg;nghwp %yk; tptuq;fis xU nehbapy; xU gpy;ypadpy; 

fzpj;Jj; jUfpwJ. 

fzpg;nghwpapd; gzpfs;  

xU fzpg;nghwp fPo;f;fhZk; gzpfis nra;fpwJ. 

1. ,J epfo;r;rp epuy; %ykhf MNyhridfisg; ngw;W> mtw;iw Njf;fp itj;J 

Njitg;gLk;NghJ mt;tptuq;fis mspf;fpwJ. 

2. ,J fzf;Fr; rk;ge;jg;gl;l midj;J nray;ghLfisAk; fzpf;fpwJ. 

3. ,J tptuq;fis Nrkpj;J itf;Fk; ,lkhf tpsq;FfpwJ kw;Wk; Njitg;gLk; 

nghOJ mspj;J cjTfpwJ.  

4. tptuq;fis Njitg;gLk; tifapy; tupirg;gb xOq;FgLj;JfpwJ. 

gy;NtWtifahd nray;ghLfis kjpg;gPLnra;a ,ay;fpwJ. fzpg;nghwpapy; 

Vw;wg;gLfpw tptuq;fis rupghHj;J mjpy; VjhtJ jtWfs; ,Ue;jhy; mtw;iwr; 

Rl;bf;fhl;LfpwJ. 
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fzpg;nghwpapd; ed;ikfs; 

1. fzpg;nghwpfs; mjpf mstpyhd tptuq;fis Nrkpj;Jitf;fpwJ.  

2. tptuq;fs; kpfTk; Jupjkhdtifapy; gjdk; nra;ag;gLfpd;wd. 

3. fzpg;nghwp gzpahsHfis thyhakhd kw;Wk; jpUk;gj; jpUk;g mjpf Ntiyg; 

gStpypUe;J tpLtpLj;J tpLfpwJ.  

4. fzpg;nghwp kiwKfkhf gzj;ij Nrkpf;f cjTfpwJ. Vndd;why; mJ 

ruf;fpUg;Gfis fl;Lg;ghL nra;tJ kw;Wk; ruf;fpUg;G kjpg;gPl;Lf;F cjTfpwJ.  

5. fzpg;nghwpfs; xUq;fpizg;Gf;F cjtp nra;fpwJ. Vndd;why; xU tzpfj;jpd; 

nkhj;j tptuKk; mjpy; Nrkpf;fg;gl;Ls;sJ. mit mikg;gpd; gy;NtW 

fpisfspy; cs;s ruf;fpUg;Gepiyfis clDf;Fld; njuptpf;fpwJ.  

6. fzpg;nghwpfs; Nkyhz;ik KbTfis vLf;f ngupJk; cjtp GupfpwJ. 

nray;ghLfis kjpg;gPL nra;tjd; %yk; ,J rhj;jpag;gLfpwJ. 

fzpg;nghwpapd; jPikfs;  

1. fzpg;nghwpia epWTtjw;F ,uz;L my;yJ %d;W Mz;LfSf;F Maj;jg; gzp 

Njitg;gLfpwJ.  

2. epWTtjw;Fk;> guhkupg;gjw;Fk; fzpdp xU tpiykpFe;j rhjdkhFk;. ,J ngupa 

mstpy; cs;s epWtdq;fs; kl;LNk gad;gLj;Jfpd;wdH.  

3. fzpdpia ,af;f gapw;rpngw;w gzpahsHfs; kl;LNk Njitg;gLfpd;wdH.,jdhy; 

rk;gsr; nryT mjpfupf;fpd;wJ. 

4. guhkupg;Gr; nryT kpfTk; mjpfk;> fzpg;nghwp gOjile;jhy; mYtyfj;jpd; xl;L 

nkhj;jg;gzpAk; jlk; GuSk;.  

5. fzpg;nghwp epWTtjw;F gzpahsHfsplk; mjpf vjpHg;G ,Uf;fpwJ> Vndd;why; 

6. mJ mtHfSila gzpg;ghJfhg;igf; Fiwf;Fk; vd;w gaczHT,Uf;fpwJ. 

fzpg;nghwpfs; ngupa njhopy; epWtdq;fspYk;> muRj; Jiwfshd 

,uapy;Nt>fhty;Jiw Nghd;wtw;wpYk; kw;Wk; fy;tp epWtdq;fspYk;> Muha;r;rp 

epiyaq;fspYk;> tpkhdq;fspYk; kpFe;j msT gad;gLfpwJ. fzpg; nghwpfs; 

Nghf;Ftuj;J neupriy fl;Lg;gLj;j Neu ml;ltizfs; jahupf;fTk;> Cjpa 

gl;bay;fis jahupf;fTk;> ruf;Ffis kjpg;gPL nra;aTk;> gjpNtLfs; jpde;NjhWk; 

guhkupf;fTk;> fhg;gPl;L kjpg;gPLfis nra;aTk; kw;Wk; gygzpfSf;Fk; cjTfpwJ. 
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,ju nghwpfs;                                                                                                                                                          

1. mQ;ry; Kj;jpiuapLk; nghwp  

 ,f;fUtp %ykhf ngupaepWtdq;fspy; fbjciwfspy; mQ;ry; tpy;iyfis 

Kj;jpiuapl gad;gLfpwJ. Mapuj;Jf;Fk; NkNy fbjq;fSf;F mQ;ry;tpy;iyfis 

xl;Lk; epWtdq;fSf;F ,f;fUtp kpFe;j gyid mspf;fpwJ. ntspNa nry;fpd;w 

fbjq;fis cs;Ns nrYj;jp mjpYs;s gpbia Ms;gyk; %ykhfNth> kpd;,af;fk; 

%ykhfNth ,af;Ftpj;jhy; mf;fbjq;fspd; Nky; Njjp> mQ;ry; tpy;iyapd; kjpg;G 

kw;Wk; mQ;ry; Kj;jpiu Nghd;wit rptg;G ikapdhy; mr;rplg;gLfpwJ. mjpYs;s 

kPl;lupy; njhifAk; kPjKs;sgzKk;gjpT nra;ag;gLfpwJ. 

2. mr;rpLk; tpy;iyfs;   

 ,it> „nrYj;jpaJ”> „nfhLf;fg;gl;lJ”> 'rupghHf;fg;gl;lJ” Nghd;w ug;gH 

tpy;iyfis nfhz;ljhFk;. Njjp> Neuk; kw;Wk; vz;zpf;if mspf;Fk; rhjdq;fSk; 

,jpy; mlq;Fk;. 

3. Neuj;ij gjpT nra;Ak; nghwpfs;   

  ,e;j gpugykhd ,ae;jpuj;jpd; %yk; mYtyfq;fs; kw;Wk; njhopw;rhiyfspy; 

gzpahsHfs; tUif GupAk; kw;Wk; nry;Yk; Neuq;fis Jy;ypakhf gjpT nra;fpwJ. 

,J xU jhdpaq;fp fUtpahFk;. 

4. rk;gsg; gl;baypLk; fUtpfs;    

 ,f;fUtp %ykhf gzpahsHfspd; rk;gsj;ij fzf;fplTk; mtHfSf;F 

NruNtz;ba ciwfspy; NghlTk; cjTfpwJ. 

6. JisapLk; fUtp  

 ,r;rpwpa fUtp %ykhf jhs;fspy; Jisapl KbfpwJ. ,j;Jisfis ,izj;J 

E}iyNa my;yJ NlFfis (Tags) itj;J Nfhg;Gfis fl;b itf;f KbfpwJ 

9. mQ;ry; ciw xl;Lk; fUtp   

 ,f;fUtp jhNd ,aq;fp mQ;ry; ciwfis xl;Lfpd;wJ. 

7. kid mizaq;fs; 

 nkhj;j mYtyf #oypy; gzpahsHfs; gzp nra;a kd midaq;fs; Kf;fpag; 

gq;F tfpf;fpd;wd. ,e;j mbg;gil trjpapd; %ykhfj;jhd; xU gzpahsH 
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jd;idj;jhNd mwpe;J nfhs;fpwhH. rupahd kid mizaq;fs; %ykhfj;jhd; 

gzpahsHfs; kpFe;j trjp tha;g;Gld;> NrhHit Fiwj;Jf; nfhz;Lk; cly; eyj;ij 

rupahd tifapy; Ngzpf; nfhz;Lk; gzpGupa ,aYk;> Jiwfs; kw;Wk; gzpahsHfspd; 

vz;zpf;ifiaf; nfhz;Nl kid mizaq;fs; thq;fg;gLfpd;wd. gzpapd; jd;ik 

kw;Wk; msT mtw;Wf;Fj; Njitahd ,ltrjpNghd;witAk; ,jpy; mlq;Fk;. 

 fPo;fz;l fhuzpfspd; mbg;gilapy; cNyhftif kid mizaq;fs; my;yJ 

kukid mizaq;fs; NjHe;njLf;fg;gLfpwJ. 

1. KjyPl;Lj;njhif 

2. nfhz;Lnry;Yk; trjp 

3. jPapypUe;J ghJfhg;G 

4. vspjhd guhkupg;G 

5. tbtikg;G 

6. ciof;Fk;jd;ik 

7. Mf;fpukpf;Fk;,lk;>Kjypad 

kid mizaq;fisj; NjHe;njLf;Fk; Nfhl;ghLfs; 

 fPo;f;fhZk; Nfhl;ghLfis kid mizaq;fs; NjHe;njLf;Fk; NghJ ftdj;jpy; 

nfhs;s Ntz;Lk;. 

1. epjp    

 fpilg;gpy; cs;s gzk; jhd; thq;fg;glf; $ba kid mizaj;jpd; tifiaj; 

jPHkhdpf;Fk;. Mdhy; mNj rkak; cfe;j kid mizaq;fis thq;Fk; vz;zj;ij 

kdjpy; itj;Jf;nfhs;sNtz;Lk;. 

2. ciof;Fk; jd;ik 

  ,J xU Kf;fpakhd fhuzpahFk;. ,Uk;G> v/F kid mizaq;fs;> kpfTk; 

gpugykhfTk;> mYtyfq;fSf;F kurhkhd;fistpl ePz;l MAisAk; jUfpwJ. 
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3. ,lj;ij Nrkpj;jy;    

 Fiwe;j ,lj;ij milf;Fk; kid mizaq;fisNa NjHe;njLf;fNtz;Lk;. 

kid mizaq;fs; Fwpj;j KbTfs;> mYtyf ,l msT kw;Wk; gzpahsH 

vz;zpf;ifia fUj;jpy; nfhz;L vLf;fg;glNtz;Lk;. 

4. trjp  

 trjpia juf;$ba kid mizaq;fis kl;LNk NjHe;njLf;f Ntz;Lk;.,jd; 

%ykhfJupjKk;> gzpahsHfspd; Cf;fKk; caHfpwJ. 

5. Njhw;wk; 

  kidmizaq;fspd; Njhw;wk; mYtyfj;jpd; Njhw;wj;ij caHj;JfpwJ. Mjyhy; 

kid mizaq;fs; gzpf;F VJthf kl;Lky;yhky; ey;y Njhw;wj;JlDk; ,Uj;jy; 

Ntz;Lk;. 

6. Rj;jk;    

 kidaq;fis NjHe;njLf;Fk; nghOJ mitfSf;F fPNo cs;s ,lj;ij Rj;jk; 

nra;Ak; tifapy; NjHe;njLf;fNtz;Lk; vd;gij guprPypf;f Ntz;Lk;. 

7. KOik    

 gpujpgypf;Fk; jd;ik nfhz;l kid mizaq;fis jtpHf;f Ntz;Lk;. Vndd;why; 

mitfs; fz;fSf;F mjpf xsp je;J kd mOj;jj;ij mjpfupf;fpd;wd. 

8. Ntiyia kpr;rg;gLj;Jjy;  

 Ntiy nra;tjpy; rpf;fdj;ij filg;gpbg;gjpy; kid mizaq;fs; cjt 

Ntz;Lk;. Rtw;wpy; fl;lg;gl;l mykhupfs; %ykhf Njitg;gLk; nghUl;fis Njf;fp 

itg;gjhy; gzpahsHfs; mt;tg;nghOJ vOe;J elkhl Ntz;ba mtrpakpy;iy. 

mt;tif kid mizaq;fSf;F Kf;fpaj;Jtk; mspj;jy; Ntz;Lk;. 

 gytifapy; cgNahfpf;fj;jf;fjhf ,Uj;jy; Ntz;Lk; NjHe;njLj;j kid 

mizaq;fs; mYtyfj;jpd; gy;NtW cgNahfj;jpw;F gydspf;ff; $ba tifapy; 

,Uj;jy; Ntz;Lk;. ,jd; %yk; gy;Nehf;F kidaizaq;fis nfhs;Kjy; nra;Ak; 

gzpjug;gLj;jg;gl;L gy Ntiyf;F xNukid mizaj;ijg; gad;gLj;Jk; jpwd; 

tsHf;fg;gLfpwJ. 
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kid mizaq;fspd; tiffs; 

 xt;nthU tif mYtyfj;jpw;Fk; gy tifahd kid mizaq;fs; 

Njitg;gLfpd;wd. kid mizaq;fs; mtw;wpd; Gwj; Njhw;wk; mjhtJ ehw;fhypfs;> 

Nki[fs; vd;W gFf;fg;gLfpd;wd. kw;nwhU ghFghL Njitapd; uPjpahf cs;sJ (ck;) 

mjpfhupapd; kid mizaq;fs;> rpwg;Gj; Njit kid mizaq;fs;> fl;lg;gl;l kid 

mizaq;fs;>nghJ Ntiyf;fhdkid mizaq;fs; Nghd;witahFk;. 

1. rha;T Nkir  

 xU mYtyf gzpahsupd; nray;ghl;il jPHkhdpg;gJ mtH 

cgNahfg;gLj;Jfpd;wNtiy NkirahFk;.Mjyhy; mYtyfg;gzpahsHfSf;F rupahf 

Ntiy nra;a mtHfSf;Fj; jFe;j Ntiy Nkiria mspf;f Ntz;Lk;. Ntiy 

NkirapDila Kf;fpag; gzpahdJ vOJtjw;F rupahd ,lj;ij nfhLg;gJ> rup 

nra;tJ> mLf;FtJ kw;Wk; $Lkhd tiuapy; rupg;ghHg;gjhFk;. $Lkhd tiuapy; 

NjHe;njLf;fg;gLk; Ntiy Nkirfs; gy tifahd cgNahfj;jpw;F cjTk; tifapy; 

,Uj;jy; Ntz;Lk;. gy tifahd gzpahsHfSf;F mtHfSila gzpapd; jd;ik 

kw;Wk; me;j];j;jpw;Fj;jFe;j Ntiy Nkirfs; cs;sd. 

m. Nkyjpfhupapd; Ntiy Nkir 

M nghJcgNahf Ntiy Nkirkw;Wk; 

,. fzpdp Nkir 

m) Nkyjpfhupapd; Ntiy Nkir   

 ,k;Nkir jdpg;gl;ltupd; tpUg;gj;ij kdjpy; nfhz;L tbtikf;fg; gl;Ls;sd. 

NkYk; mit me;epWtdj;jpd; fhl;rpg; nghUshf mikfpwJ. ,itfs; tpUe;jpdHfspd; 

vz;zj;ijf; ftUk; tifapy; cs;sJ. Nkyjpfhupapd; Nkir ,UtH mkUk; tifapy; 

mike;Js;sJ kw;Wk; $Hikahd KidfSk; %iyfSk; jtpHf;fg;gLfpd;wd. 

NkirNky;Gwk; fz;zhbahy; %lg;gl;Ls;sJ 

M. nghJ cgNahf Ntiy Nkir  

 ,J xU nghJcgNahfjdpahs; cgNahfpf;Fk;Nkir ,jpy; tpupthd tbtikg;G 

vJTk; ,y;iy. 
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,. fzpdp Nkir 

 fzpzp Nkirfs; ngUk;ghYk; xUtH my;yJ ,UtH cgNahfpf;Fk; tifapy; 

cs;sJ. fzpdpia itf;fTk; fzpzpapd; tpirg;gyifia itf;fTk; ,jpy; ,lKz;L 

 rha;T Nkirapy; gy;tW tifahd rhjdq;fisg; nghUj;jyhk;. mYtyf 

NkyhsH mtUila Njitf;Nfw;g kw;Wk; gzpahsHfSila trjpf;fhf ve;j 

rhjdq;fis Ntz;LkhdhYk; NjHT nra;ayhk;. Ntiy Nkir thq;Fk; nghOJ 

NkyhsH Nkirapd; vil msT Mok;> Njf;Fk; ,l msT gzpahw;Wk; gzpahsUila 

me;j];J Nghd;wtw;iw ftdj;Jld; kdjpy; nfhs;sNtz;Lk;. 

2. Nkirfs; 

 ,it nghJthf fbjq;fis mDg;gTk;>Nfhg;GfisifahsTk;> gjpNtLfs; 

kw;Wk; Nfhg;Gfisitf;fTk; FO$l;lq;fs; elj;jTk; Njitg;gLfpd;wd. rpy 

mYtyfq;fspy; NkirAld; nghUj;jg;gl;l miwfs; cs;sd. mitfs; gzpahsHfs; 

vOjTk; gad;gLfpd;wd. ,jpy; ngUk;ghYk; gioa Kiwfs; cs;sd. 

3. ehw;fhypfs; 

 etPd mYtyfq;fspy; gad;Lj;jg;gLk; ehw;fhypfspy; RoYk; ehw;fhypfs;> ku 

,Uf;if ehw;fhypfs; kw;Wk; fzpzp ,af;Fgtupd; ehw;fhypfs; mlq;Fk;. cupa 

tifahd ehw;fhypfis mYtyf gzpahsHfSf;F mspg;gjd; %yk; mtHfs; kpFe;j 

trjpia ngWfpd;wdH. Vndd;why; ngUk;ghyhd Neuk; mtHfs; mYtyfj;jpNyNa 

fopf;fpd;wdH.. rupahd ehw;fhypfs; jug;glhky; ,Ue;jhy; mtHfSila cly; eyk; 

ghjpj;J NrhHtilfpd;wdH. ,J mtHfSila jpwikia Fiwf;fpwJ. ehw;fhypapd; 

cauk;> gpd;gFjpapd; tisT> ,Uf;ifapd; tbtk; Nghd;wit cgNahfpg;gtUf;F 

rupahd tifapy; trjpf; Fiwtpy;yhky; mika Ntz;Lk;. fzpzp ,af;FgtHfSf;F 

jug;gLk; ehw;fhypapd; gpd;Gwk; rupnra;Jnfhs;Sk;gbapUe;jhy;jhd; Ntiyia jpwikahf 

nra;a ,aYk;. 

8. nghUj;Jjy;fs; kw;Wk; Jizf;fUtpfs; 

 nghJthf mYtyf nghUj;Jjy;fspy; Nki[tpsf;F> njhiyNgrp jhq;fp> 

Fg;igf; $il> mg;Gwg;gLj;Jk; ,ae;jpuq;fs; Nghd;witahFk;. mt;thwhd nghUl;fis 

NjHe;njLf;Fk; NghJ mjd; epwj;ij ftdj;jpy; nfhs;s Ntz;Lk;. Vndd;why; 

mjDila epwk; mt;tYtyfj;jpDila mikjpr; #oiy Fiyf;ff;$lhJ. 

gzpahsHfSf;F mtHfSila gzpapid jpwikahf nra;a rpy Jizf;fUtpfis 

mspf;f Ntz;Lk;. mit Ngdh jhq;fpfs;> mLf;Fk; jl;Lfs;> ngl;bfs;> miwfs; 

Nghd;witahFk;. 
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epidtpw; nfhs;f 

 etPd mYtyfq;fs; nray;ghl;il mjpfupf;fTk; Neuk; kw;Wk; gzpf;fhd nryit 

Fiwf;fTk;> Jy;ypaj;jd;ikia cWjp nra;aTk; kw;Wk; Nkhrbfis mfw;wp 

ghJfhg;G mspf;fTk; ,ae;jpukhf;FjiyNa tpUk;Gfpd;wd. 

 ,ae;jpukakhf;Fjypd; Nehf;fq;fs; 

1. Ntiyiaf; Fiwf;fpwJ    

2. Neuj;ij kpr;rg;gLj;JfpwJ    

3. Jy;ypak;    

4. rypg;ig mfw;WfpwJ   

5. jug;gLj;Jjy; 

6. Nkhrbfisf; Fiwf;fpwJ 

7. tptuq;fisAk; cz;ikfisAk; Nrkpf;fpwJ    

8. cz;ikfisAk;> tptuq;fisAk; tptupj;Jr; nrhy;fpwJ    

 mYtyf rhjdq;fisj; NjHe;njLf;Fk; NghJ gpd;gw;w Ntz;ba jj;Jtq;fs; 

1. nryTj;jj;Jtk; 

2. juj;jj;Jtk;   

3. kpFe;j gydspf;Fk; jj;Jtk;   

4. Vw;Wf;nfhs;Sk; kw;Wk;gy gad;ghl;Lj; jj;Jtk; 

5. jug;gLj;Jk; jj;Jtk; 

6. KOtJkhf cgNahfpf;Fk; jj;Jtk;    

7. ciof;Fk; jpwd; jj;Jtk; 

8. NghJkhdmsT jj;Jtk; 

9. Fiwe;j nfhs;ssTj;jj;Jtk; 
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 Neuk; kw;Wk; ciog;ig Nrkpf;Fk; rhjdq;fspd; tiffs; 

1. njhlHG ,ae;jpuq;fs; 

2. gbnaLf;Fk; ,ae;jpuq;fs; 

3. fzf;Fg; gjpAk; ml;ltiz gLj;Jk; kw;Wk; fzf;fpLk; fUtpfs;    

4. ,ju ,ae;jpuq;fs; 

 njhlHGnfhs;Sk; ,ae;jpuq;fs; 

1. njhiyNgrp   

2. ifg;Ngrp    

3. cs; jfty; njhlHG rhjdk; (Intercom) 

4. nrhy;tijg; gjpAk; nghwp    

 efnyLf;Fk; my;yJ gbnaLf;Fk; nghwpfs; 

1. jl;lr;R,ae;jpuk;(Typewriter) 

i. kpd;jl;lr;Rg;nghwp  

ii. jhdpaq;fp jl;lr;Rg; nghwp 

iii. kpd;dZ jl;lr;Rg;nghwpfs;  

2. gbnaLf;Fk;nghwp 

i. Mg;nrl; tpj;Njh fpuhg; 

ii. mr;Rtif gbnaLf;Fk; fUtp   

 fzf;Fg;gjpAk;>ml;ltizg;gLj;Jk; kw;Wk; fzf;fPl;Lf;fUtpfs; 

1. $l;ly; fUtpfs;    

2. fzf;fpLk; nghwpfs;   

 nuhf;fg;gjpNtL kw;Wk; ehzaq;fisf; ifahSk; nghwp  

1. gl;baypLk; nghwpfs; 

2. fzf;Fg; gjpAk; nghwp 

3. ml;ltizg;gLj;Jk; nghwpfs; 
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4. kpd;dZ fzpg;nghwp 

5. ml;ltizg;gLj;Jk; nghwpfs; 

6. kpd;dZ fzpg;nghwp 

 ,ju nghwpfs; 

1. mQ;ry; Kj;jpiuapLk; nghwp 

2. mr;rpLk; tpy;iyfs;   

3. Neuj;ij gjpT nra;Ak; nghwpfs; 

4. rk;gsg; gl;baypLk; fUtpfs; 

5. JisapLk;fUtp 

6. mQ;ry; ciw xl;Lk; fUtp  

7. kid mizaq;fs; 

 kid mizaq;fisj; NjHe;njLf;Fk; Nfhl;ghLfs; 

1. epjp 

2. ciof;Fk; jd;ik 

3. ,lj;ij Nrkpj;jy;    

4. Trjp 

5. Njhw;wk; 

6. Rj;jk;   

7. KOik 

8. Ntiyia kpr;rg;gLj;Jjy; 

 kid mizaq;fspd; tiffs; 

1. rha;T Nkir 

2. Nkirfs; 

3. ehw;fhypfs; 
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tpdhf;fs; 

1. xU nghpa epWtdj;jpy; mYtyfj;jpy; gad;gLj;jg;gLk; gy;NtW ,ae;jpuq;fis 

tpthp? 

2. ,ae;jpukakhf;Fjypd; ed;ik kw;Wk; jPikfs; ahit? 

3. mYtyf ,ae;jpuq;fs; kw;Wk; rhjdq;fspd; Nfhl;ghLfis tpsf;Ff. 

4. Neuk; kw;Wk; ciog;ig Nrkpf;Fk; ,ae;jpuq;fspd; tiffis tpupthf tpsf;fTk;.  

5. fzpg;nghwpfspd; gzpfs;>ed;ikfs; kw;Wk; jPikfis tpupthf tpsf;fTk;.  

6. ,ae;jpukakhf;Fjiy tpupthf tpsf;fp mjd; Nehf;fq;fis tiuaW. 

  



188 

 

mYtyfr; nra;jpj; njhlHGk;> jghy; eph;thfKk; 

fw;wy; Nehf;fq;fs; 

 

,e;j mj;jpahaj;ijg; gbj;j gpd;dh; ePq;fs; fPo;f;fz;ltw;iwg; Ghpe;J nfhs;tPh;fs;. 

 

6. tzpff; fbjk; 

7. cs;tUk; fbjq;fisf; ifahSk; eilKiw 

8. ntspr;nry;Yk; fbjq;fisf; ifahSk; Kiw 

 

tzpff; fbjk; 

rpwpa kw;Wk; NgusT tpahghu epWtdq;fs; jq;fsJ tpepNahf];jHfs; 

thbf;ifahsHfs;> Nkk;ghl;lhsHfs;> muRj; Jiwfs; KjypNahUld; njhlHGfisg; 

NgZtJ mtrpak;. mtHfsJ tpahghu eltbf;iffs; mjpfupf;Fk; NghJ 

tpepNahf];jHfspd; vz;zpf;if kw;Wk; nray;ghLfSk; mjpfupf;Fk;. Nkw;$wpa 

egHfSld; cs;s njhlHG mtHfSf;fpilNa cs;s epyg;gug;gpd; J}uk; 

mjpfkhFk;NghJ fbdkhfpwJ. ,it midj;jpw;Fk; rpwe;j jPHT ey;y tpahghuf; 

fbjj;jpd; %ykhd njhlHNg MFk;. 

cs;tUk; fbjq;fisf; ifahSk; eilKiw 

cs;tUk; fbjq;fisf; fPo;f;fz;lKiwapy; ifahsNtz;Lk;. 

1. fbjq;fisg;ngWjy; 

 fbjq;fs; mQ;ryfq;fs; %ykhfNth (m) epWkg; gpujpepjpfs; %ykhfNth 

NrHf;fg;gLfpd;wd. nghJthf vy;yhg; ngupa efuq;fspYk; xU ehisf;F ,uz;L Kjy; 

%d;W jlitfs; tpepNahfk; nra;ag;gLfpwJ. Mdhy; ngupa epWtdq;fs; nghJthf 
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mQ;ryf mjpfhupfSld; Vw;ghL nra;J nfhs;fpwhHfs;. mtHfs; mQ;ry; igfisNah> 

mQ;ry;ngl;bfisNahthliff;F vLj;Jf;nfhs;sg;gLfpd;wd. 

2. fbjq;fisj;jpwj;jy; 

 fbjq;fisg; ngw;w cld; mit jpwg;gjw;F Kd;dhy; tifg;gLjj;jg;gl 

Ntz;Lk;. vy;yhf; fbjq;fSk; ‘jdp|> ~ke;jzk;’> „nghJ| vd;W tifg;gLj;jg;gl Ntz;Lk;. 

ke;jdk; vd;w Fwpf;fg;gl;l fbjq;fs; (m) jdp egHfSf;F Kftupaplg;gl;l fbjq;fs; 

jpwf;fg;glhky; cldbahfr; rk;ge;jg;gl;l JiwfSf;F mDg;gg;gl Ntz;Lk;. nghJf; 

fbjq;fs; jpwf;fg;gl;L tpepNahfk; nra;tjw;F Vw;w tifapy; tifg;gLj;jg;gl Ntz;Lk;. 

fbjq;fs; mjpf vz;zpf;ifapy; ,Ue;jhy; jpwf;Fk; ,ae;jpuj;ijg; gad;gLj;jyhk;. 

3. cs;spUg;gitfis vLj;jy; 

 cs;siwfspy; ,Ug;gdtw;iw vLg;gJ kpfTk; mtrpak; MFk;. jdpj;jdpahf 

xt;nthU fbjj;ijAk; gpuj;Nafkhf rupghHg;gJ mtrpak; MfpwJ. Njitahdhy; 

cs;spUg;gitfis ciwfNshL gpizj;J ngwg;gl;l Neuj;ijAk; NjjpiaAk; 

cWjpgLj;jpf;nfhs;syhk;. 

4. Njjpia Kj;jpiuapLjy; 

 fbjq;fs; ngwg;gl;lTld; xt;nthU fbjj;jpYk; ,izg;GfspYk; mf;fbjk; 

ngwg;gl;l ehs; kw;Wk; Neuj;ij Kj;jpiuapLtJ mLj;j gzpahFk;. rpy Neuq;fspy; vz; 

rupghHj;jypw;fhf xU tupir vz;iz Kj;jpiuapLfpwhHfs;. ngUk; midj;J 

mYtyfq;fspYk; ,jw;nfd;W jdpahf tbtikf;fg;gl;l ug;gH Kj;jpiufs; 

gad;gLj;jg;gLfpd;wd. 

Nfhg;gpyplg;gl;lJ. 

5. cs;spUg;gitfis gupNrhjpj;jy; 

 Njjp Kj;jpiuapl;l gpd;dH fbjj;ij Nrhjpj;J mJ vj;Jiwiar; NrHe;jJ vd;W 

ghHj;J mj;Jiwf;F mDg;gNtz;Lk;. 
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6.  Rw;Wr;rPl;ilj;jahupj;jy; 

tpf;Nd\; fk;ngdp ypkpl;nll; 

Rw;Wr; rPl;L 

 jaT nra;J ,izf;fg;gl;l fbjj;ijg; gbf;fTk; ! mjd;gpd; mij fPo; 

Fwpg;gplg;gl;Ls;s mLj;jJiwf;F mDg;gTk;. 

Jiwapd; ngaH Jiwj;jiytupd; 

RUf;nfhg;gk; 

Fwpg;Gfs; ,Ue;jhy; 

tpw;gid    

cw;gj;jp    

tpsk;guk;   

fzf;F   

rl;lk;   

Nkyhz;ik   

jiytH   

  

 fbjj;Jiwahy; ngwg;gl;L gjpT vOj;juhy; Rw;Wiff;F mDg;gg;gl;Ls;sJ. 

 rpy JiwfSf;Fg; nghJthf ,Uf;Fk; fbjq;fs; xt;nthU tpUg;gk; cs;s 

Jiwfspd; ftdj;jpw;Fk; nfhz;L tug;gl Ntz;Lk;. NgusT epWtdq;fs; 

Mtzq;fspd;efy;fis tpUg;gKs;s midj;JJiwfSf;Fk; mDg;gptpLfpwJ. 
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7. fbjq;fisg; gjpTnra;jy; 

 gy epWtdq;fspy; cs;tUk; jghy; gjpNtL Ngzg;gLfpwJ.,g;gjpNtl;by; 

cs;tUk; fbjq;fs; Fwpj;j midj;Jtptuq;fSk; nghJthfg; gjpe;Jitf;fg;gLfpwJ. 

 ,g;gjpNtl;by; fPo;f;fhZk; tptuq;fs; tof;fkhf gjpag;gLk;.  

1. tupir vz;  

2. ngw;wNjjp  

3. mDg;gpatupd; ngaH  

4. cs;slf;fj;jpd;jd;ik  

5. fbjk; mDg;gg;gLk; Jiw kw;Wk; Fwpg;Gfs;> Neuk; kw;Wk; nryT 

8. fhNrhiyAld; fbjk; 

 fhNrhiy (m) gztpil Kjypa VNjDk; fbjj;Jld; te;jpUe;jhy; fhNrhiyia 

jdpahf xU Nfhg;gpy; itf;f Ntz;Lk;. fhNrhiyfs;> ve;j epWtdj;jplkpUe;J 

ngwg;gl;lNjh me;epWtdq;fspd; ngaH gl;bay; kw;Wk; njhif Fwpj;j tptuq;fs; 

mlq;fpa gl;bay; jahupf;fg;gl Ntz;Lk;. vy;yhf; fhNrhiyfSk; mNj ehspy; ve;jtpjj; 

jhkjKk; ,y;yhky; nuhf;fj; Jiwf;F mDg;gg;gl Ntz;Lk;. jiyikf; fhrhsuplk; 

fhNrhiyfis toq;fpa clNdNa nrYj;Jifg; Gj;jfj;jpy; mtuJ ifnahg;gk; ngw 

Ntz;Lk;. ,J fhNrhiy njhiyahkYk; jg;gpjkhfg; gad;gLj;jg;glhkYk; ,Uf;fpwJ 

vd;gij cWjpnra;fpwJ. 

9. fbjq;fis gfpHe;jspj;jy; 

 cs;tUk; fbjq;fisf; ifahSifapy; filrpg;gb ,JNtahFk;. jdpj;jdp 

fl;Lfs; gy;NtW gpupTfs; rhHe;j JiwfSf;Fg; gad;gLj;jg;gLfpd;wd. cs;tUk; jghy; 

gjpNtL guhkupf;fg;gltpy;iy vdpy; fbjq;fs; ngWk; rPl;L gad;gLj;jg;gLfpwJ. 

,k;Kiwapy; Fwpg;gpl;l JiwfSf;Fupa fbjq;fis rPl;by; Njjp thupahfg; 

gjpag;gLfpd;wJ. rhHe;j Jiwfs; NjjpfisAk; gy;NtW fbjq;fSf;F vLf;fg;gl;l 

eltbf;iffspd; jd;ikiaAk; gjpT nra;J fbjq;fspd; JiwfSf;F jpUg;gp mDg;gp 

itf;fpwJ. ,J cs;tUk; fbjq;fisg; gjpT nra;tjw;Fk; mit Fwpj;J vLf;fg;gl;l 

eltbf;iff;Fk; xU gjpthf ,Uf;fpwJ. 
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ntspr;nry;Yk; fbjq;fisf; ifahSk; Kiw 

ntspr;nry;Yk; fbjq;fs; fPo;f;fhZk; Kiwapy; ifahsg;gLfpd;wd.  

1. gy;NtWJiwfspypUe;J fbjq;fis jpul;LtJ  

2. ntspr;nry;Yk; jghy; gjpNtl;by; tifg;gLj;jpg;gjpT nra;jy;  

3. kbj;J ciwfspy; ,Ljy;  

4. xl;Ljy; 

5. mQ;ry;tpy;iy xl;Ljy;  

6. fbjj;ij mDg;Gjy; 

1. fbjq;fisj; jpul;Ljy;:  

 gy;NtWJiwfshy; jahupf;fg;gl;l fbjq;fs; rupahd Neuj;jpy; fbjq;fs; mDg;Gk; 

gpupTf;f mDg;gg;gl Ntz;Lk;. gy;NtW tpahghu epWtdq;fspy; gy;NtW JiwfSf;F 

fbjq;fs; jl;lr;R nra;ag;gl;L rupahf ifnahg;gk; ,lg;gl;L Kftup ,lg;gl;l 

ciwfspy; mDg;Gifg; gpupTf;F mDg;gg;gLfpwJ. „ntspr;nry;Yk; fbjq;fs;| vd;w 

ngauplg;gl;l jl;by; itf;fg;gl Ntz;Lk;. xU J}jH midj;J JiwfSf;Fk; Fwpg;gpl;l 

,ilntspapy; nrd;W ntspr;nry;Yk; fbjq;fis jpul;b tu Ntz;Lk;.xUehisf;F 

%d;W (m) ehd;F Kiw ,f;fbjq;fs; jpul;lg;glNtz;Lk;. 

2. ntspr;nry;Yk; gjpNtl;by; fbjq;fs; tifg;gLj;jg;gl;L gjpT nra;jy; Ntz;Lk; :  

 mDg;Gifg; gpupit mile;j cld; fbjq;fs; tifg;gLj;jg;gl;L mit 

epWtdj;jpw;Fs;Ns (m) cs;Sh; (m) ntspNa mDg;g Ntz;baitah vd;w gpupj;jy; 

Ntz;b xNu jd;ikAs;stw;iw xNu ciwapy; ,lyhk;. tifg;gLj;jpagpd; 

mQ;ryfj;jpw;F mDg;g Ntz;ba fbjq;fis kl;Lk; ntspr;nry;Yk; jghy; gjpNtl;by; 

gjpfpd;wdH. mYtyf cjtpahsH (m) J}JtH %yk; mDg;gg;gLk; fbjq;fs; J}JtH 

Gj;jfj;jpy; gjpag;gLk;. ntspr;nry;Yk; gjpNtL mQ;ryfr; nrytpw;F xU gjpNtL 

NghyTk; cjTfpwJ. xt;nthU fbjq;fSk; mDg;Gifg;Gj;jfk; (m) J}JtH Gj;jfg;gb 

xU tupirvz; ,lg;gLfpd;wJ. 

3. kbj;J cs;Ns itj;jy;:  

 tifg;gLj;jpa cld;fbjq;fs; kbf;fg;gl;LciwfSf;Fs;Ns ,lg;gLfpd;wd. 

nghJthf JiwfshNyNa KftHfs; ciwfspd; Nky; jl;lr;R nra;ag;gl;L ciwfs; 
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fbjj;Jld; mDg;gg;gLfpd;wd. mDg;Gif vOj;jH fbjj;ij cs;Ns itf;Fk; Kd; 

fbjj;jpy; cs;s Kftup ciwapd; Nky; cs;s KftupAld; xj;Jg;Nghfpwjh> 

,izg;Gfspd; vz;zpf;if fbjj;jpy; Fwpg;gpl;Ls;sthW ,Uf;fpwjh vd;W cWjp nra;a 

Ntz;Lk;. rupahd Neuj;jpy; jghy;fs; nrd;W NruNtz;Lkhdhy; ciwfs;kPJ mQ;ry; 

Fwpvz;rupahf vOjg;gl;bUf;fNtz;Lk;. 

4. ciwfis xl;Ljy;  

 ciwfs; rupahf kbf;fg;gl;L girapdhy; xl;lg;gLjy; Ntz;Lk;. rhsu ciwfs; 

gad;gLj;jg;gLkhdhy; Kftup KOikahfj; njupAk; tifapy; ,Uf;fpwjh vd;W cWjp 

nra;a Ntz;Lk;. xl;ba cld; gytpjkhd mQ;ry;fs; mjhtJ E}y; mQ;ry;> gjpT 

mQ;ry;> gjpTf;fl;Lkk; ,d;dgpw Nghd;wtw;wpd; mQ;ry;tpjpfSf;F Vw;g mDg;g Ntz;Lk;. 

cld; jahH epiyapy; cs;s ug;gH Kj;jpiufs; ,e;j Nehf;fj;jpw;F gad;gLj;jyhk;. 

5.Kj;jpiuapLjy;  

 mQ;rypLk; vOj;jH jghy; fl;lzq;fs; Fwpj;j xUKOikahd mwpT ngw;wpUf;f 

Ntz;Lk;. mg;NghJjhd; Fiw fl;lz Kj;jpiufs; mbg;gijj; jtpHf;fyhk;.  ngupa 

tpahghu epWtdq;fspy; mQ;ry;tpy;iy gjpf;Fk; nghwp %yk; ,g;gzp epiwNtw;wg;gLk;. 

6. mQ;rypy; NrHj;jy; (m) xg;gilj;jy;  

 ntspr;nry;Yk; jghy;fisf; ifahStjpy; mQ;rypy; NrHj;jy; (m) xg;gilj;jy; 

xUtupirf;fpukk; MFk;. cs;Supy; NrHf;f Ntz;ba mQ;ry;fs; Neubahf mYtyf 

cjtpahsHfshy; NrHg;gpf;fg;gLfpwJ. rhjhuz mQ;ry;fs; mQ;ry; ngl;bfspy; 

NrHf;fg;gLfpwJ. kw;w Kf;fpa fbjq;fs;> Mtzq;fs; Nghd;wit gjpT mQ;ry; %ykhf 

kl;Lk;jhd; mDg;g Ntz;Lk;. jdpahH $upaH NritfSk; mtru mQ;ry;fSf;F 

mDg;gptplyhk;. 

7. mQ;ryf Nritfs; :  

 mQ;ry; mYtyfq;fs; cs;tUk; kw;Wk; ntspr;nry;Yk; fbjj; njhlHGfspy; xU 

Kf;fpa mq;fk; tfpf;fpwJ. mQ;ryfq;fshy; toq;fg;gLk; rpy gzpfs; fPo;tUkhW. 

1. mQ;ry; gztpil (Money Order)  

 midj;J mQ;ry; epiyaq;fSk; mQ;ry; gztpil trjpia nghJkf;fSf;fhfr; 

nra;fpwJ. mQ;ry; gztpilg; gbtq;fspYk; mDg;GdH> ngWdH Kftupfs; vOjg;gl;L 
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mQ;ryfq;fspy; NrHf;fg;Lfpd;wd. gzj;Jld; mjw;fhd fopTk; NrHj;Jf;nfhLf;fg;gLk;. 

mQ;ryfk; mjw;fhd ,urPjpidj;je;JtpLk;. 

2. mQ;ry; Mizfs; :  

 gzj;ijr; nrYj;Jk; eltbf;iffspy; mQ;ry; gztpil ngUk; gq;F tfpf;fpwJ. 

,e;j gztpilfs; vy;yh kjpg;gPLfspYk; jug;gLfpwJ. 50 fhRfspypUe;J E}W &gha; 

tiu fopT tpjpf;fg;gLfpwJ. ,tw;iw ,e;jpahtpd; ve;j mQ;ryfj;jpy; nfhLj;jhYk; 

,jw;F gzk; jug;gLk;. mQ;ry; gztpil MWkhjq;fs;tiu nry;Yk; (tpLf;fg;gl;l 

ehspd; khjf; filrp ehspypUe;J ,f;fhyf;fl;lj;jpy; mit nrYj;Jiff;Fr; 

rkHg;gpf;fg;glyhk;. 

 

3. fhg;G mQ;ry; :  

 &gha; Nehl;Lfs; (m) kjpg;Gkpf;f Mtzq;fs; mQ;ry; epiyaq;fs; %yk; fhg;gPL 

nra;ag;gl;l ciwfspy; mDg;gg;gLfpwJ. fhg;gPL nra;ag;gl;l ciwfspd; &gha; 

Nehl;Lfs;> Mtzq;fs; ,Ue;jhy; mit xl;lg;gl;L vt;tsT njhiff;F fhg;gPL 

nra;ag;gl;Ls;sJ vd;W Fwpf;fg;gl Ntz;Lk;. xg;gilg;G xg;Gifr; rPl;L xd;Wk; 

epug;gg;gl;L rkHg;gpf;f Ntz;Lk;. fhg;gPL nra;ag;gl;l kjpg;Gf;F ,izahf fhg;gPl;Lf; 

fl;lzk; nrYj;jg;glNtz;Lk;. 

4. mQ;ry; kw;Wk; jghy; je;jpkhw;wk;  

 ,e;j tif nrYj;Jifapy; ,J ,uz;L tifg;gLk;. xd;W mQ;ry; khw;wk;> 

kw;wJ je;jp khw;wk;> mQ;ry; khw;wk; vd;gJ nrYj;Jiff;fhf xU tq;fpapd; fpis kPJ 

gpupnjhU tq;fpapd; fpis tpLf;Fk; Miz ,J mQ;ry; %yk; mDg;gg;gl;lhy; 

mQ;ry;topkhw;wk;. ,Nj Miz je;jp %yk; mDg;gg;gl;lhy; mJ je;jptop khw;wk;. 

5. fbjj;njhlHG gzp: 

 ,J jghy; mYtyfj;jhy; toq;fg;gLk; kpfTk; rpf;fdkhd mQ;ry; NritahFk;. 

rupahd Neuj;jpy; njhlHe;J tpiuthfr; nry;Yk; mQ;ry; gzp mQ;ryff; fbjj; 

njhlHgpdhy; toq;fg;gLfpwJ. ,it njhopYf;Fk; tpahghuj;jpw;Fk; kpfTk; 

,d;wpaikahjJ. rPuhf tUk; mQ;ry; Nritfs;> fbjq;fs;> mQ;ry; ml;ilfs;> mr;rfg; 

gpujpfs; fl;Lkq;fs; Nghd;wtw;iw mQ;rypy; mDg;Gjy; MFk;. 



195 

 

6. nra;jpfis mDg;Gk; trjpfs; je;jp> nlyf;]; ,d;dgpw  

 mQ;ry; mYtyfq;fspd; nra;jpr; Nritfs; njhiyNgrp> nlyf;];> je;jp 

Kjypait MFk;. ,it %yk;jhd; nra;jpfs; cynfq;fpYk; mDg;gg;gLfpd;wd. 

7. kjpg;G nrYj;jj;jf;f mQ;ry; (VPP)  

 tpahghu epWtdq;fs; ,e;j Nritiag; nghUl;fis thbf;ifahsHfSf;F 

mDg;Gtjw;Fg; gad;gLj;Jfpd;wdH. nghUl;fis NrHg;gpj;Jtpl;L mjd; kjpg;gpid 

ngw;Wf; nfhs;fpd;wdH. gjpTnra;ag;gl;l nghUl;fis kjpg;G nrYj;jpa mQ;ry; %yk; 

mDg;GtJ tof;fk;. fbjq;fs;> fl;Lkq;fs;> Gj;jfq;fs;> nra;jpj;jhs;fs; Nghd;witAk; 

,jpy; mlq;Fk;. mQ;ryfk; mjw;fhd njhifAld; fopTj; njhifAk; 

NrHj;Jt#y;nra;JnghUis mDg;gpatUf;F mDg;gptpLfpd;wdH. 

8. tpiuT mQ;ry; (Speed Post)  

 ve;j xU mtru nra;jpAk; tpiuT mQ;ry; %yk; mDg;gg;gLfpwJ. ,J mQ;ry; 

epWtdj;jhy; toq;fg;gLk; rpwg;Gr; NritahFk;. Kf;fpakhd fbjq;fs;> kjpg;Gkpf;f 

kUe;Jfs;> Nfl;Gtpilfs; Nghd;wit ,t;tpiuT mQ;ry; %yk; mDg;gg;gLk;nghUl;fs; 

MFk;. 

9. jghy;ngl;b (Post Box)  

 vy;yhg;ngupa mQ;ry;epiyaq;fspYk; ,e;j jghy;ngl;b Nrit toq;fg;gLfpwJ. 

,jw;F ,uz;L rhtpfs; toq;fg;gLk;. xU rhtp mQ;ry; epiya NkyhsuplKk; kw;nwhd;W 

ngl;bia thliff;F vLg;gtuplKk; toq;fg;gLfpd;wJ. xt;nthU ngl;bf;Fk; xt;nthU 

vz; toq;fg;gLk;. ngl;b vz;izj; jhq;fp tUk; fbjq;fs; me;je;j ngl;bapy; 

,lg;gLfpd;wd. thliff;F vLg;gtH (m) mtuJ mjpfhuk; ngw;wtH mQ;ryf Ntiy 

Neuj;jpy; vg;nghOJ Ntz;LkhdhYk; mQ;ryfk; nrd;W mg;ngl;bapy; cs;stw;iw 

vLj;Jf;nfhs;syhk;. 

10. mQ;ry; ig (Post Bag).  

 mQ;ry; ngl;bfis tpl mQ;ry; igfs; kpfTk; ghJfhg;ghdit. ,e;j Vw;ghl;by; 

thlifahsH mQ;ryfj;jpw;F xU g+l;Lld; khw;Wr;rhtp nghUj;jg;gl;l igapidj; 

jUfpd;whH. %yr;rhtp mQ;ryf Nkyhsuplk; ,Uf;Fk;. mQ;ry; gzpahsHfs; Fwpg;gpl;l 

vz;zpw;F tUk; mQ;ry;fis me;jg; igapy; itj;JtpLfpd;wdH. mijg; g+l;bAk; 
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tpLfpd;wdH. thlifahsupd; J}jH me;jg; igapid mQ;ry; 

mYtyfg;gpuptpypUe;Jngw;Wf;nfhs;fpd;wdH. 

8. mQ;ry; FwpaPl;L vz; (Postal Index Number) 

 mQ;ry; FwpaPl;L vz; MW vz;fisf; nfhz;lJ. Kjy; %d;W vz;fs; me;j 

mQ;ry; mYtyfk; ,Uf;Fk; khepyk; kw;Wk; Cupidf; Fwpf;Fk;. filrp %d;W vz;fs; 

mQ;ryfj;jpd; vz;izf; Fwpf;Fk;. Kftup rupahf ,y;iy vd;whYk; FwpaPl;L vz; 

kpfTk; gaDs;sjhf ,Uf;Fk;. (v.L) 600 008 mQ;ry; FwpaPl;L vz; ,jpy; Kjy; %d;W 

vz;fs; 600 mQ;ry; mYtyfk; ,Uf;Fk; ,lj;ijAk; ,Wjp %d;w vz;fs; 008 mQ;ryf 

vz;izAk; Fwpf;Fk;. 

9. may;ehl;L re;jhjhuh; miog;G (I.S.D.- International Subscriber Dialing) 

 fly; fle;j ehLfSf;fpilNa njhlHG nfhs;Sk; may;ehl;Lr; re;jhjhuH miog;G 

(STD) Nghd;w xU njhlHG Kiw. Neuj;jpw;Fk; ehl;bw;Fk; Vw;g fl;lzq;fs; khWgLk;. 

xt;nthU ehl;bw;Fk; FwpaPl;L vz; toq;fg;gLk;.ehl;bd; FwpaPl;L vz;> cs;Sh; FwpaPl;L 

vz; kw;Wk; thbf;ifahsHFwpaPl;L vz;fis lay; nra;JnjhlHgpid ngwyhk;. 

10. (PCC) nghJ miog;G mYtyfk; 

 ,J cs;SH miog;Gfs; vd;Wk; miof;fg;gLfpwJ. cs;SH miog;Gfs; 

kf;fisj; njhlHG nfhs;s njhiyj; njhlHGj; Jiwahy; mtHfs; trpf;Fk; 

vy;iyfSf;Fs; toq;fg;gLk; NritahFk;. 

11.jdpahH fpis ,izg;G(PBX) 

mQ;ry; je;jpj; Jiwahy; toq;fg;gLk; Gw mfj;njhlHG KiwahFk;. ,k;Kiwapy; mfj; 

njhiyNgrp ,zg;Gfs; midj;Jk; xd;whff; nfhzug;gl;L xU tpirg;nghj;jhd; 

gyifapy; ,izf;fg;gl;L xd;Wld; xd;W njhlHG nfhs;Stijf; fl;Lg;gLj;JfpwJ. 

mjd; tpupthf;fk; gy;NtW JiwfSld; jdpahH fpis ,izg;ghy; ,izf;fg;gLfpwJ. 

ngWgtH miog;gpid vLj;j cld; tpirg;nghj;jhd; gyifapy; kpd; xspHT Vw;gLfpwJ 

(light). ,af;FgtH Njitahd vz; vJntd;W Nfl;L Fwpg;gpl;l vz;Zld; 

njhlHgpid Vw;gLj;JfpwhH. mNjNghy ntspapypUe;J tUk; miog;Gfis Vw;W 

Fwpg;gpl;l JiwAld; ,izg;gpid Vw;gLj;j Ntz;Lk;. muR mYtyfq;fspYk; 

kUj;JtkidfspYk; tpahghuepWtdq;fspYk; ,k;Kiw kpfTk; gpugykhdJ. 
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12.jdpahHjhdpaq;fp fpis ,izg;gfk; (PABX) 

 ,J jghy; je;jpj; Jiwapd; cjtpAld; Vw;gLj;JfpwJ. mtHfs; KOjhf 

,izf;fg;gl;l jdpahHjhdpaq;fp njhiyNgrp Nrit ,izg;ghFk;. ,t;tpizg;gpy; 50 

,izg;Gfis Nkw;nfhs;syhk;. 25f;F Nkw;gl;l ,izg;Gfs; ,Ue;jhy; xU ,af;FgtH 

Njit MthH. ,g;gpuptpy; cs;tUk; miog;G te;j clNd ,af;FgtH Njitg;gl;l 

,izg;G vz;iz mOj;jpj; njhlHG Vw;gLj;JfpwhH. ,r;Nritapy; miog;Gfis kPz;Lk; 

miof;fTk; kw;wtiu ,izg;gjpy; khw;wk; nra;aTk; KbAk;. ,r;Nrit jdpegHfshy; 

,af;fg;gLk; ,izg;gpdhy; Vw;glf;$ba FiwghLfis ePf;FfpwJ. 

 

epidtpw; nfhs;f 

1. cs;tUk; fbjq;fisf; ifahSk; eilKiw 

1. fbjq;fisg;ngWjy; 

2. fbjq;fisj;jpwj;jy; 

3. cs;spUg;gitfis vLj;jy; 

4. Njjpia Kj;jpiuapLjy; 

5. cs;spUg;gitfis gupNrhjpj;jy; 

6. Rw;Wr;rPl;ilj; jahupj;jy; 

7. fbjq;fisg; gjpT nra;jy; 

8. fhNrhiyAld; fbjk; 

9. fbjq;fis gfpHe;jspj;jy; 

2. ntspr;nry;Yk; fbjq;fisf; ifahSk; Kiw 

1. gy;NtWJiwfspypUe;J fbjq;fis jpul;LtJ  

2. ntspr;nry;Yk; jghy; gjpNtl;by; tifg;gLj;jpg;gjpT nra;jy;  

3. kbj;J ciwfspy; ,Ljy;  

4. xl;Ljy; 

5. mQ;ry;tpy;iy xl;Ljy;  

6. fbjj;ij mDg;Gjy; 
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tpdhf;fs; 

1. fbjq;fspd; Kf;fpa tifg;gLj;jiy tpthp? 

2. xNu ,ljfty; Kiwapd; ed;ikfs; ahit? 

3. cs;tUtd jghy;fs; ifahSk; Kiwapid tpthp 

4. ntspr;nry;Yk; fbjq;fisf; ifahSk; Kiwapid tpthp  
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Nfhg;gply;  

 

fw;wy; Nehf;fq;fs; 

,e;j mj;jpahaj;ijg; gbj;j gpd;dh; ePq;fs; fPo;f;fz;ltw;iwg; Ghpe;J nfhs;tPh;fs;. 

1. mwpKfk; - Nfhg;gply; 

2. Nfhg;gply; 

3. gjpTfspd; tiffs; 

4. gjpTfs; Nkyhz;ik 

5. gjpT Nkyhz;ikapd; Nehf;fq;fs; 

6. gjpTfisg; NgZtjw;fhd jj;Jtq;fs; 

7. Nfhg;gply; 

8. Nfhg;gplypd;ed;ikfs; 

9. xU ey;y Nfhg;gply; Kiwikapd; Njitfs; 

10. Nfhg;gpliy xOq;fikj;jy; 

11. Nfhg;gplypd; tiffs; 

12. Nfhg;Gfis tifg;gLj;jy; 

 

mwpKfk; 

 tpahghu epWtdq;fs;> murhq;fk; kw;Wk; gpw rKjha epWtdq;fs; gjpTfs; 

mbg;gilapy; jhd; eilngw;W tUfpd;wd. gjpNtLfs; vd;gd xU epWtdk; jdJ 

gy;NtW gzpfisr; nra;tjw;Fg; gad;gLj;Jk; Mtzq;fs; MFk;. ,g;gjpTfs; xU 

epWtdj;jpd; rpytifahd GydhFk;. Mjhuq;fshf ,Ue;J tUfpd;wd. ,it fbjq;fs;> 
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Rw;wpf;iffs;> ,lhg;Gfs;> rhd;Wr;rPl;Lfs;> glq;fs;> mwpf;iffs; Nghd;w VjhtJ xU 

tbtj;ij nfhz;bUf;Fk;. 

gjpTfspd; tiffs;  

1. fbjj; njhlHG    

 fbjj; njhlHG vd;gJ (mwptpg;Gfs;> Rw;wwpf;iffs;> mwpf;iffs; ,d;dgpwtw;iw 

cs;slf;fpaJ) epWtdj;jhy; ngwg;gl;l kw;Wk; ntspapy; mDg;gg;gl;l fbjq;fs; kw;Wk; 

fbjq;fspd; gbfs; MFk;. ,J je;jp kw;Wk; ‡ Ngf;]; jfty;fs; Nghd;wtw;iwAk; 

cs;slf;Fk;. 

2. fzf;Fj; Jiwapd; gjpTfs;    

,it fzf;Fj; JiwAld; njhlHGila midj;Jj; jhs;fs; kw;Wk; Mtzq;fs; 

MFk;. (v.L) ,lhg;G> rpy;yiw nuhf;f Mjhur; rPl;Lfs;> ,urPJfs;> tq;fp mwpf;iffs;> 

fzf;Fg; NgNuLfs; Nghd;wit 

3. nfhs;Kjy; kw;Wk; tpw;gidg; gjpTfs;   

,it epWtdj;jhy; ifahsg;gLk; nfhs;Kjy; tpw;gid kw;Wk; ruf;fpUg;G 

njhlHghd Mtzq;fis nfhz;Ls;sJ. (ck;) tpiyg; gl;bay; tpiyg;Gs;spfs;> 

Mizfspd; efy;fs;> khjpupfs;> efy; Mizfs;. 

4. gzpahsH gjpTfs;    

 ,it epWtdj;jpd; gzpahsHfs; njhlHghd midj;Jj; jhs;fisAk; 

cs;slf;fpaJ. (v.L) epug;gg;gl;l tpz;zg;gg; gbtq;fs; ,d;dgpw kw;Wk; gzpahsHfspd; 

vz;zg;ghq;F Fwpj;j gjpTfs;> gzpf;F tuhik kw;Wk; tUjy;> ,d;dgpw. 

5. epHthfg; gjpTfs;   

 xU epWtdj;jpd; epHthfk; my;yJ rl;lj;Njitfs; (c.k;. fhg;gPl;Lj; 

jpl;lhtzq;fs;> thfdg; gjpTg; Gj;jfq;fs;> cupkk;> thliff; nfhs;Kjy; xg;ge;jq;fs;> 

gq;Fr; rhd;wpjo;fs;) Nghd;wepHthfj;Jld; njhlHGila gjpTfisf; Fwpf;Fk;. 
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6. gy;tifg; gjpTfs;  

 etPd tzpf epWtdq;fs; Nkw;fz;l gjpTfspy; mlq;fhj gy;NtW gpw 

gjpTfisAk; Ngzp tUfpwJ. (v.L) tpsk;guq;fs;> Kfhk;fs;> re;ij Ma;Tfs; 

njhlHghd gjpTfs;> ,d;d gpw. 

gjpTfs; Nkyhz;ik 

 gjpTfs; Nkyhz;ik vd;gJ xU etPd tzpf epfo;Kiw. mJ gbtq;fis 

tbtikj;J kWMa;T nra;J Nfhg;gpLk; epfo;tpidj; Jizg;gzpahfj; jOtpa 

nray;Kiw MFk;. ,J gjpTfis cUthf;Fjy;> rkHg;gpj;jy;> gad;gLj;jy; kw;Wk; 

fopT nra;jy; Nghd;w nray;fNshL njhlHGila mYtyf epHthfk; MFk;. 

 N[d; Nf. fpa+gpy; vd;gtupd; $w;Wg;gb gjpTfs; Nkyhz;ik vd;gJ gjpTfspd; 

tho;f;ifr; Roypd; cUthf;fj;jpypUe;J Kbj;J xJf;Fk;tiu cs;s eltbf;iffis 

tbtikj;J> fl;Lg;gLj;Jk; nray;epfo;r;rpahFk;.  

gjpTfs; Nkyhz;ikapd; gzpfs; fPo;f;fz;lthW tptupf;fg;gLfpd;wd. 

1. gjpTfis cUthf;Fjy;   

 Gjpa gbtq;fSk; gjpTfSk; mtw;wpd; Njit epahakhdjhf ,Ue;jhy; kl;LNk 

cUthf;fg;gLjy; Ntz;Lk;. mtw;wpd; tbtj;jpw;F mjpf ftdk; nrYj;j Ntz;Lk;. 

Mtzq;fspy; tptuq;fs; Jy;ypakhfTk; KOikahfTk; gjpag;gl Ntz;Lk;. 

2. gjpTfis Nrkpj;jy;    

 gjpTfisr; Nrkpf;Fk; epiyapy; gjpTfis gpupj;njhJf;fp mtw;iwr; rupahd> 

vspjpy; vLf;ff;$ba ,lj;jpy; cs;s gjpTf; fUtpapy; gjpj;J itg;gNj MFk;. 

,g;gjpTfis jtWjyhd gad;ghL kw;Wk; NguplHfspypUe;J ghJfhf;Fk; tz;zk; 

xOq;fikf;f Vw;ghLnra;jy; MFk;. 

3. gjpTfisj; jpUk;g mspj;jy;  

 gjpTfs; jpUk;gTk; gad;gLj;Jtjw;fhfj;jhd; ghJfhf;fg;gLfpd;wd.ey;y 

jpwikahdeilKiw Gof;fj;jpy; ,Ue;jhy; kl;LNk gjpTfs; rupahd Neuj;jpy; ngwg;gl;L 

toq;f KbAk;. gjpTfspd; cUthf;fj;ijg; nghWj;Jjhd; gjpTfspd; gad;ghL mikAk;. 
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4. gjpTfisf; fopTnra;jy; 

 gjpT Nkyhz;ikapd; filrpg;gb gjpTfisf; fopT nra;jy; MFk;. ,e;epiyapy; 

kpfTk; Kf;fpakhd gjpTfisg; ghJfhj;J itg;gjw;Fk; fhyhtjpahd gjpTfis fopT 

nra;tJk; ,e;epiyapy;jhd;. gjpTfisr; Nrkpj;J itg;gJ vd;gJ fhyj;jpd; 

mbg;gilapYk;> Njitapd; mbg;gilapYk; eilngWfpwJ. 

gjpT Nkyhz;ikapd; Nehf;fq;fs; 

 nygpq;nty; kw;Wk; uhgpd;rd; mtHfspd; $w;Wg;gb gjpT Nkyhz;ikapd; 

Nehf;fq;fs; fPo;f;fz;lthW tptupf;fg;gLfpwJ. 

1. Kd;Ndw;wk; Fwpj;j Kiwahd gjpT NgZif  . 

  xU tpahghuj;ijg; gw;wpa Kd;Ndw;wk; Fwpj;J mwpe;J nfhs;StNj mwpf;iffs;. 

eltbf;iffs; epjp Fwpj;j kw;Wk; gpw tiffs;)> Mtzq;fs;> fhfpjq;fs;> fbjj; 

njhlHG kw;Wk; ,d;d gpwtw;iwg; ghJfhj;J itg;gjd; Nehf;fkhFk;. ,J gjpTfspd; 

tuyhw;Wg;gzp vdf;Fwpg;gplg;gLfpwJ. 

2. cz;ikepiyapy; mwpf;iffisj; jahupf;f trjpaspf;fpwJ   

 ehsJ tiu vLf;fg;gl;l gjpTfspd; %yk;jhd; tpahghuj;ijg; gw;wpa cz;ik 

epiy czug;gLk;. khWgl;l #o;epiyfspy; tpahghuj;ijg; gw;wpa ,e;j mwpT tpahghuk; 

Fwpj;j jpl;lkpLjYf;Fk; KbntLj;jYf;Fk; kpfTk; ,d;wpaikahjjhFk;. 

3. xg;gpLjYf;F trjpaspf;fpwJ    

 Fwpg;gpl;l fhyfl;lj;jpy;> gy;NtW fhyfl;lq;fSf; fpilNaahd> 

nghUl;fSf;fpilNaahd kw;Wk; gy;NtW tzpfj;jpy; <Lgl;Ls;s gy;NtW 

epWtdq;fSf;fpilNaahd gjpTfis xg;gpl trjpaspf;fpwJ. ,e;j Ma;Tg;gzp ,d;iwa 

tpahghuj;jpy; Kf;fpag;gq;Ftfpf;fpwJ. 

4. jtWfisAk; tpuaq;fisAk; fz;Lgpbf;fpwJ   

  jtWfSk; tpuaKk; rupahd gjpTfisg; NgZtjd; %ykhfTk; kw;Wk; 

Nkyhz;ik nra;tjd; cjtpahYk; njupa tUfpwJ. gjpTfs; Nkyhz;ik> jtWfisAk; 

tpuaj;ijAk; mfw;Wtjw;fhd njhopy; EZf;fq;fspd; Njhw;Wthahf cUthtjw;F 

trjpaspf;Fk; xUfl;Lg;ghl;Lg;gzp MFk;. 
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5. rl;lr; rk;gpujhaq;fs;    

 gy;NtW rl;lq;fSf;fpzq;f rpy gjpTfis Fwpg;gpl;l fhyk; tiu 

fhg;ghw;wpitg;gJ mtrpakhfpwJ. (v.L) tpw;gidg; gjpTfs; tpw;gidr; rl;lg;gb rpy 

tUlq;fs; tiu itj;jpUg;gJ mtrpakhfpwJ. tUkhd tupr; rl;lg;gb ngWjy;> 

nrYj;jy; rhd;Wr; rPl;LfSk;> fzf;Fg; Gj;jfq;fSk; rpy tUlq;fs; itj;jpUf;f 

Ntz;baJ mtrpakhfpwJ. 

gjpTfisg; NgZtjw;fhd jj;Jtq;fs; 

 fPo;f;fz;l topfhl;Ljy;fs; gy;NtW tifahd fhyq;fSf;F vt;tifahd 

gjpTfs; Nrkpf;fg;glNtz;Lk; vd;gijjpHkhdpg;gjw;Fgpd;gw;wNtz;Lk;. 

1. eLT epiyik 

 gjpTfisg; NgZtjw;fhd fhuzq;fs; epahakhdjhf ,Uf;f Ntz;Lk;.  VjhtJ 

Nehf;fk; ,y;yhky; gjpTfisg; NgZtjpy; ve;jg; nghUSk; ,y;iy. 

2. rupghHj;jy;    

 gjpTfs; cz;ikr; rhd;Wfshf ,Uf;f Ntz;Lk;. tje;jpfs; %ykhf 

cUthf;fg;gLk; gjpTfisg; NgZtJ nghUsw;wJ. 

3. fhyk;    

 gjpTfs; mit ve;jf; fhyk;tiu Ngzg;gl Ntz;LNkh me;jf; fhyk; tiu 

Ngzg;glNtz;Lk;. 

4. gpupj;njhJf;Fjy;  

 Njitg;gLk; nghOJ vLj;Jf; nfhLf;Fk; tz;zk; gjpTfs; Ngzg;gl Ntz;Lk;. 

,f;fhuzj;jpw;Fj;jhd; gjpTfs; rupahfg; gpupj;njhJf;FtJ mtrpakhfpwJ. 

5. ghJfhg;G  

 gjpTfs; ghJfhg;ghf itf;fg;gl Ntz;Lk;. gjpTfspd; Kiwik nefpo;Tj; jd;ik 

cilajhf ,Uf;fNtz;Lk;. mg;nghOJjhd; khw;wq;fis vspjpy; nra;a ,aYk;. 
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6. rpf;fdk;  

 gjpTfs; epahakhd tpiyapy; thq;fg;gl;L Ngzg;gl Ntz;Lk;. gjpTfs; 

NgZtjdhy; fpilf;Fk; gad;fs; mtw;iwg; NgZtjw;fhFk; nryTfistpl mjpfkhf 

,Uf;fNtz;Lk;.(nryT-gad; Ma;T) 

Nfhg;gply; 

 ngUk;ghyhd gjpTfs; vjpHfhyj;jpw;fhf ghJfhj;Jitf;fg;glNtz;bait MFk;. 

mNj rkaj;jpy; mit vspjpy; fpilg;gitahfTk; ,Uf;f Ntz;Lk;. ,J ve;j topapy; 

nra;ag;gLNkh mJNt Nfhg;gply; MFk;. Nfhg;gply; NtWtpjkhfTk; tptupf;fg;glyhk;. 

mjhtJ Nfhg;gply; vd;gJ gjpTfis xOq;fikj;J> Nrkpj;J itj;J> Njitahd NghJ 

fhz;gpf;f gad;gLk; eilKiwNa MFk;. ,jd; Kf;fpaj;Jtk;> Nrkpj;Jitg;gjpYk; ,lk; 

Fwpj;Jf; fhl;LtjpYk; cWjpgLj;jg;gLtjhy; ,jd; eilKiwia Nfhg;gplYk; 

fz;Lgpbj;jYk; vd;W $wyhk;. Nfhg;gply; gjpTfis Kiwg;gb mikj;Jg; 

ghJfhj;jiyf; Fwpf;Fk;. ,J xU E}yfg; gzp Nghd;wJ. Vnddpy; gjpTfs; Nrkpj;J 

itf;fg;gl;L vjpHfhyg; ghHitf;F itf;fg;gLfpd;wd.  

 G. R. nlHup mtHfs; Nfhg;gply; gw;wpf; $Wifapy; “Nfhg;gply; vd;gJ 

Mtzq;fisAk; fhfpjq;fisAk; Vw;Wf; nfhs;sf;$ba Ngiofspy; Vw;fdNt 

jPHkhdpj;jgb xU xOq;fhd Vw;ghl;by; ,lk; Fwpj;Jitg;gjhFk;. Mifahy;jhd; mit 

Njitg;gLk;NghJ tpiuthfTk; trjpahfTk; vq;fpUf;fpwJ vd;W fz;Lgpbf;f cjTfpwJ." 

 N]d; K f;tpgps; mtHfspd; $w;Wg;gb “Nfhg;gply;" vd;gJ „gjpNtLfs; 

Nkyhz;ik epfo;tpd; xU nray;ghlhFk;. ,jd; %ykhf gjpTfis Nrkpg;G Kiwahf 

tifg;gLj;jp> Fwpapl;L> tupirg;gLj;jp itf;fg;gLfpwJ." 

Nfhg;gplypd;ed;ikfs; 

 gjpTfs; nghUj;jkhd Nfhg;gply; Kiwg;gb Nrfupf;fg;gl Ntz;Lk;. Vnddpy; 

mg;NghJjhd; fPo;f;fz;l ed;ikfs; my;yJ Nehf;fq;fis mila KbAk;. 

1. cldbg;ghHit   

 gjpTfs;> fle;jfhyepfo;TfSld; njhlHGila nra;jpfspd; Nrfupg;G ikakhfj; 

jpfo;fpwJ. mit ey;y Kiwg;gb Nfhg;gplg;gl;L itf;fg;gLNkahdhy; trjpahf vLj;J 

mtw;iwg; ghHitapl KbAk;. NkYk; mtw;wpw;F Rl;lfuhjpAk; Njitg;gLfpwJ. 
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2. ghJfhg;ghd gjpNtLfs;    

 Nfhg;gpLjy; gytifg;gl;l gjpTfspd; ghJfhg;ghd Nrkpg;gpw;F cWjpaspf;fpwJ. 

fbjq;fSk; gpw Mtzq;fSk; NtWgl;l kbg;ghd;fspy; nghWj;jg;gl;L mjw;fhd 

miwfspy; itf;fg;gLfpwJ. ,t;thW gjpNtLfis vjpHghuh epfo;Tfshd jpUl;L> 

jPNghd;wtw;wpypUe;Jfhf;fpd;wJ. 

3. Mtzr; rhd;Wfs;    

 gjpTfSk;> Mtzq;fSk;> fUj;JkhWfs; kw;Wk; jHf;fq;fspd; NghJ 

rhd;Wfshfg; gad;gLfpwJ. gjpTfspd; gbfs; gy;NtW gpuptpdHfspd; NfhUupikfSf;F 

rkHgpf;f cjTfpwJ. rl;lj;jpd; Kd;dpiyapy; gy;NtW thj gpujpthj 

eilKiwfSf;fpilNa Fwpg;gpl;l gpuptpdHfSf;fhf rkHg;gpf;fg; gad;gLfpwJ. 

4. rupahd Kiwapy; fbjj; njhlHG Nkw;nfhs;s cjTfpwJ  

 fbjj; njhlHGfis jq;F jilapd;wp Nkw;nfhs;s Nfhg;gply; cjTfpwJ. ,J 

epWtdj;jpd; ed;kjpg;ig caHj;JfpwJ.NkYk; Mizfisg; ngwTk; cjTfpwJ. 

5. rl;lg;g+Htkhd Njitfs;   

 epWkr;rl;lk;> tUkhd tupr; rl;lk;> njhopw;rhiyfs; rl;lk; Nghd;w gy;NtW 

rl;lq;fspd; ruj;JfSf;fpzq;f gjpTfisg; Ngz Nfhg;gply; cjTfpwJ. 

6. Kd;Ndw;wj;jpd; msit khdp  

 Nfhg;Gfs; fle;j fhyq;fspd; gjpTfis fplg;gpy; itf;f cjTfpwJ. epfo;fhy 

nray;epiwNtw;wq;fisf; fle;j fhyj;Jld; xg;gpl cjTfpwJ. ,t;thwhf Nfhg;gply; 

epWtdk; kw;Wk; Jiwfspd; jpwikia mstpLk; xU Kf;fpakhd cgfuzkhfj; 

jpfo;fpwJ. 

6. KbntLj;jy; kw;Wk; nfhs;iffis cUthf;Fjy;    

 Kf;fpakhd KbTfis vLg;gjw;Fk; nfhs;iffis cUthf;Ftjw;Fk; ehsJ 

tiuahd nra;jpfs; mtrpak; Njitg;gLfpwJ. rpy KbTfs; mDkhdj;jpd; 

mbg;gilapNyh cs;SzHtpd; mbg;gilapNyh vLf;fg;gLk; NghJ ,lupd; msT 

mjpfupf;fpwJ. vdNt rupahd cz;ikfs; kw;Wk; vz;zpf;iffspd; mbg;gilapy;jhd; 

KbTfSk; nfhs;iffSk; mikaNtz;Lk;. 
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7. caHj;jg;gl;l jpwik    

 Nfhg;gply; mYtyfj;jpd; jpwikia caHj;JfpwJ. rpwe;j KbTfis 

vLg;gjw;Fj; Njitg;gLk; nra;jpfis NtfkhfTk;> Jy;ypakhfTk; fpilg;gjw;F top 

nra;tJ Nfhg;gplNy MFk;. fle;j fhyr; nra;jpj; njhlHGfs; rhHe;j gjpTfs; vspjpy; 

fpilf;Fkhdhy; njhlHeltbf;iffis cldbahf vLf;fKbAk;. 

xU ey;y Nfhg;gply; Kiwikapd; Njitfs; 

 xU ey;y Nfhg;gply; KiwikahdJ Njitg;gLk; jfty;fisf; Nfl;l 

khj;jpuj;jpNyNa Jy;ypakhf toq;Ftjpy;jhd; ,Uf;fpwJ. fPo;f;fhz;git xU ey;y 

Nfhg;gply;Kiwikapd; mtrpaj; Njitfs; 

1. vspjpy; fpilf;Fk; tz;zk; ,Uj;jy;  

 ghHitf;Fj; Njitg;gLk; fhfpjq;fs; fhy tpuakpd;wp vspjpy; vLf;Fk; tz;zk; 

Nfhg;gplg;gl Ntz;Lk;. Nfhg;gpLk; ngl;b (m) mykhup trjpahf ,ltikT 

nra;ag;glNtz;Lk;. 

2. vspik    

 Nfhg;gpLk; Kiwik kpfTk; vspjhdjhfTk; vy;NyhuhYk; Gupe;Jf; nfhs;sf; 

$bajhfTk; gapw;rpNah> jdp mwpNth ,y;yhky; nray;gLj;jf; $bajhf ,Uf;f 

Ntz;Lk;. 

3. rpf;fdk;    

 epHthfr; nryT> fUtp kw;Wk; ciog;G Nghd;wtw;wpw;F MFk; nryT fl;Lf;Fs; 

mlq;Ftjhf ,Uf;f Ntz;Lk;. ,lr;Nrkpg;G kpfTk; mtrpakhFk;. ngupa efuq;fspy; 

thlif kpfTk; mjpfkhf ,Ug;gjhy; ,lr; rpf;fdk; kpfTk; mtrpakhfpwJ. Njitg;gLk; 

fhyj;jpw;F Nky; Mtzq;fis NrHj;J itf;fhky; ,Ug;gJ ,lr; rpf;fdj;Jf;F ngupJk; 

cjTk;. epHthfj;jpdHjhd; xt;nthU gjpTfspd; tho;ehis KbT nra;aNtz;Lk;. 

mg;nghOJjhd; Njitapy;yhky; gjpTfisg; NgZtJjtpHf;fg;gLk;. 

4. nghUj;jk;    

 Nfhg;gply; nray;Kiwapd; jd;ikAk; msTk; epWtdj;jpw;F epWtdk; NtWgLk;. 

Nfhg;gply; Kiwik me;jepWtdj;jpw;Fg; nghUj;jkhdjhf ,Uf;f Ntz;Lk;. 
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5. nefpo;Tj; jd;ik  

 Nfhg;gply; KiwikahdJ tpahghu tsHr;rpf;F Vw;wtifapy; tpupT gLj;jf; 

$bajhf ,Uf;f Ntz;Lk;. NtWtifapy; $wpdhy; khWk; #o;epiyf;F Vw;g NghJkhd 

msT gpd;gw;Wk; tifapy; ,Uf;fNtz;Lk;. 

6. tifg;gLj;jy;    

 Nfhg;gply; Kiwik xU rpwe;j tifg;gLj;Jk; Kiwikahy; Mjupf;fg;glNtz;Lk;. 

mg;NghJjhd; jhs;fis Eiog;gjw;Fk;> ,lk; Fwpg;gjw;Fk; vspjhf ,Uf;Fk;. gy;NtW 

tifahd tifg;gLj;jy;fs; cs;sd. mit mfu tupir> vz; tupir> mfudz; tupir> 

epyg;gug;G tupir kw;Wk; nghUs; tupir. mfutupir vy;yh ,lq;fspYk; gutyhfg; 

gad;gLj;jg;gLfpwJ. Vnddpy; ,it Gupe;Jnfhs;sf;$bajhfTk; RakhfNt 

fl;lf;$bajhfTk; cs;sJ. 

7. FWf;Fg; ghHit    

 rpy rkaq;fspy; jhs;fs; ,uz;L NtWgl;l jiyg;Gfspy; Nfhg;gplg;glf; $ba 

tha;g;Gfs; cz;lhfpd;wd. mJ Nghd;w #o;epiyfspy; FWf;Fg; ghHitf; Fwpg;Gfs; 

nfhLf;fg;gl Ntz;Lk;. mjhtJ xU ,lj;jpy; ,y;yhtpl;lhy; NtW ve;j ,lj;jpy; 

,Uf;ff; $Lk; vd;w nra;jpia mwpAk; tifapy; me;jf; FWf;Fg; ghHitf; Fwpg;G 

,Uf;f Ntz;Lk;. mg;NghJjhd; me;j fbjk; cz;ikapy; vq;F itf;fg;gl;bUf;fpwJ 

vd;W mwpaKbAk;. 

8. elkhl;lk;    

 vg;nghOJ xU fbjk; my;yJ Nfhg;G> Nfhg;Gf; fl;bypUe;J 

gpupj;njLf;fg;gLfpwNjh mg;nghOJ xU topfhl;b my;yJ Fwpg;gpid mq;F ,izf;f 

Ntz;Lk;. mf;Nfhg;gpd; elkhl;lk; Fwpj;j jFe;j tptuq;fis mijf; ifahSk; 

gzpahsupd; ifnahg;gj;Jld; Fwpf;f Ntz;Lk;. 

9. ghJfhg;G    

 Nfhg;gply; Kiw> rpy mq;fPfhuk; ,y;yhj egHfshy; Nfhg;Gfs; ifahsg;glhky; 

,Uf;Fk; tz;zk; rpy jLg;G topfis cs;slf;fpajhf ,Uf;f Ntz;Lk;. Nfhg;Gfs; 

vypfs;> fiuahd;fs; Kjypa ,aw;if tpuaf; fhuzpfsplkpUe;J ghJfhg;G ngWk; 

tz;zk; ,Uf;f Ntz;Lk;. ,e;j Nehf;fj;jpw;fhf fPo;f;fz;l eltbf;iffs; 

vLf;fg;glNtz;Lk;. 
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1. neUg;gpypUe;J mykhupfs;> miwfs; Kjypait ghJfhg;ghd nghUl;fshy; 

jahupf;fg;glNtz;Lk;. 

2. Nfhg;gpLk;gzpahsHfisj; jtpug;gpw gzpahsHfs; gpuptpy;Eioaf;$lhJ.  

3. mq;fPfupf;fg;gl;lNjitapd; mbg;gilapy; kl;LNk Nfhg;Gfs; toq;fg;glNtz;Lk;. 

4. nfhLf;fg;gl;l Nfhg;Gfs; tpiutpy; jpUg;gp mspf;fg;gLk; tz;zk;    

Nfhg;GeilKiw mikaNtz;Lk;. 

10. Rl;lfuhjp  

 mfu tupirg;gb Nfhg;Gfs; tifg;gLj;jg;gltpy;iynadpy; Nfhg;gplYf;F 

fz;bg;ghf Rl;lfuhjp Ngzg;gl Ntz;Lk;. ml;ilr; Rl;lfuhjp> GydhFk; ml;ilr; 

Rl;lfuhjp Kiwik Nghd;wit vLj;Jf;fhl;LfshFk;. Rl;lfuhjp Nfhg;Gfs; ,Uf;Fk; 

,lj;ijr; Rl;bf;fhl;LfpwJ. 

11. jf;f itj;jpUj;jy;    

 xU Fwpg;gpl;l gjpTj; jf;f itf;Fk; nfhs;if ,Uf;f Ntz;Lk;. gjpTfs; 

Ngzg;gl Ntz;ba fhyj;ij njspthf epHzak; nra;a Ntz;Lk;. tof;fpy; cs;s 

gjpTfs; kl;LNk ,Og;giwfspy; itf;fg;gl Ntz;Lk;. Vnddpy; ,f;fhyj;jpy; ,lk;> 

kpfTk; nrytpid cz;lhf;ff; $baJ. fhyk; fle;j gjpTfs; jFe;j 

eilKiwAld;fisag;glNtz;Lk;. 

Nfhg;gpliy xOq;fikj;jy; 

 Nfhg;gply; gzpahdJ gjpTfisj; jFe;jgb guhkupf;f cjTfpwJ. gjpTfs; 

Njitg;gLk; nghOnjy;yhk; fpilf;Fk; tz;zk; Ngzg;gl Ntz;Lk;. gapw;rp ngw;w 

gzpahsHfisNa Nfhg;Gfis tifg;gLj;jp xOq;FgLj;Jtjw;F epakpf;f Ntz;Lk;. 

,j;Jiwf;F Kjd;ik gjpthsH kw;Wk; Nfhg;gpLk; mjpfhup xUtH nghWg;Ngw;f Ntz;Lk;. 

,j;Jiwf;F Njitahd ,Og;giwfs; ku mykhupfs; Kjypatw;iw toq;f Ntz;Lk;. 

,j;Jiw ,uz;LKiwfspy; xOq;fikf;fg;glyhk;. 

1. ikag;gLj;jg;gl;lNfhg;G  

2. Jiwg;gLj;jg;gl;lNfhg;G 
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1. gjpTfis ikag;gLj;Jjy; my;yJ ikag;gLj;jg;gl;lNfhg;G 

 gy;NtW egHfs; vspjpy; milAk; tz;zk; xNu ,lj;jpy; gjpTfis itg;gJ 

ikag;gLj;jy; MFk;. NtW tifapy; $wpdhy; gy;NtW JiwfNshL njhlHGila gy 

nray;fs; rk;ge;jkhd gjpTfis ikag;gLj;jg;gl;l Rl;lfuhjpj; jpl;lj;jpdhy; 

fl;Lg;gLj;jg;gLkhdhy; mJ ikag;gLj;jg;gl;l Nfhg;G Kiw vdg;gLk;. ikag;gLj;jg; 

gl;l Nfhg;Gfs; nghJf; fbjj; njhlHNghL njhlHGila fhfpjq;fis cs;slf;fpaJ. 

,it mYtyf kw;Wk; fpisf; fbjj; njhlHGfs;> Mizfs;> ,lhg;Gfs;> rhd;Wr; 

rPl;Lfs; mDkhdpj;j jpl;lg;gl;bay;fs; kw;Wk; tpiyg; Gs;spfs;> gw;W tuTr; rPl;Lfs; 

kw;Wk; rpy Jiwfspd; ghHitf;Fj;Njitahd fhfpjq;fs; MFk;. 

m) ikag;gLj;jg;gl;l Nfhg;gpd; ed;ikfs; 

1. ,J Ntiyia jpUk;gr; nra;jiyj; jtpHf;fpwJ. Vnddpy; xU nghUs; 

rk;ge;jkhd midj;Jf; fhfpjq;fSk; xNumiwapy; Nfhg;gplg;gLfpwJ. 

2. Nfhg;gply; Kiwapy; rpwg;Gg; gapw;rp ngw;w gzpahsH ,g;gpuptpy; 

gzpahw;Wtjhy; ,k;Kiwapy; rpwe;j Nritnra;fpd;wdH. 

3. rPuhd Nfhg;gply; Kiwf;F cWjpaspf;fpwJ.  

4. xNu ,lj;jpy; Nfhg;Gfs; Nrkpg;gjw;fhfTk;> Nfhg;gplYf;fhfTk; gad;gLj;jg; 

gLtjhy; fhyk; kpr;rkhfpwJ. 

5. ,J ,lk;> fUtp kw;Wk; toq;Fjy;fspy; rpf;fdj;ijf; filg;gpbf;fpwJ. 

Vnddpy; ,q;F gjpTfs; kw;Wk; fUtpfs; xt;nthU ,lj;jpYk; NgZtJk;> 

thq;FtJk; jtpHf;fg;gLfpwJ. 

6. ,J kw;w Jiwfisf; Nfhg;gpLk; gzpapypUe;J tpLtpf;fpwJ. 

M) ikag;gLj;jg;gl;lNfhg;gpd; FiwghLfs; 

1. Jiwfs; Nfhg;gpLk; miwf;Fj; njhiytpy; mikf;fg;gl;bUe;jhy; 

gzpahsHfSf;Ff; fbdkhf ,Uf;Fk;. 

2. Nfhg;Gfs; ikakhf itf;fg;gl;bUg;gjhy; jfty;fs; gpwUf;F ntspr; nry;y 

tha;g;Gfs; cs;sd. 
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3. gjpTfs; gbnaLg;gJ jtpHf;fg;gLtjhy; gjpTfs; njhiytjhy; Vw;gLk; ga 

czHT ,Uf;fpwJ> vdNt Nfhg;gpLk; miwf;F mDg;Gtjw;F Kd; me;je;j 

Jiwfspd; gjpTfis xUgbnaLj;Jf;nfhs;tJ mtrpak;. 

2. Jiwg;gLj;jg;gl;lNfhg;gpLk; Kiw 

 ,e;j Kiwapy; gy;NtW Jiwf;Fj; njhlHGila gjpTfs; me;je;jj; 

JiwfspNyNa ghJfhf;fg;gLfpd;wd. ,k;Kiw ele;J nfhz;bUf;Fk; gzp gw;wpa 

gjpNtLfis mtrpakhf NgZtjhFk;. (v.L) KOJk; Kbf;fg;glhj Mizfs;> 

nrYj;jg;ngwhj cz;bay;fs;> ,d;dgpw. NkYk; rpy gjpTfs; rpy Jiwfshy; kl;LNk 

gad;gLj;jg;gLk;. ,it Jiwg;gLj;jg;gl;l Nfhg;gplYf;Fj;jhd; nghUe;Jk;. 

 nfhs;Kjy; Jiwapy; cs;s tpiyg; Gs;spfs;> g;Sgpupz;l; kw;Wk; nghwpapay; 

Jiwapy; cs;s tiuglq;fs; Nghd;wit. xt;nthU JiwapYk; Nfhg;gpLk; vOj;jH 

Nfhg;gpLk; Ntiyiag; gpwNtiyfNshL NrHj;J nra;fpwhH. 

(m) Jiwg;gLj;jg;gl;lNfhg;gpd; ed;ikfs; 

 ikaf;Nfhg;G Kiwapd; FiwghLfs; Jiwf; Nfhg;G Kiwapd; ed;ikfsf 

mikfpd;wd. Jiwf; Nfhg;G Kiwapd; FiwghLfs; ikaf; Nfhg;G Kiwapd; 

ed;ikfshf mikAk;. 

1. ke;jdkhd nra;jpfisf; Nfhg;gpLk; Jiwf;F ,e;jf; Nfhg;gpLk; Kiw kpfTk; 

nghUj;jkhdJ. 

2. Nfhg;gpLk; JiwapypUe;J gpw Jiwfs; mjpf J}uj;jpy; ,Uf;Fk; gl;rj;jpy; 

,k;Kiw Vw;wjhf mikAk;. 

3. rpyfhfpjq;fs; xUJiwf;F kl;LNk njhlHGilajhf ,Ue;jhy; ,k;Kiw Vw;wJ. 

4. ikag;gLj;jg;gl;l Nfhg;G Kiwapy; Nfhg;Gfisf; fz;Lgpbg;gjpy; fhyjhkjk; 

Vw;glyhk;. fhyjhkjj;jpdhy; Vw;gLk; mnrsfHaq;fisf; fisa 

Jiwg;gLj;jg;gl;l Nfhg;GKiw gad;gLj;jg;gLfpwJ. 

(M) Jiwg;gLj;jg;gl;lNfhg;G Kiwapd;FiwghLfs; 

1. Nfhg;gplYf;fhd nryTmjpfk;> ,lk;> fUtp kw;Wk; toq;Fjy; ,Uklq;fhfpwJ.  
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2. xt;nthU JiwAk; Nfhg;gpLk; Ntiyiar; nra;tjhy; Nfhg;gplYf;F vd;W jdpg; 

gzpahsH Njit ,y;iy. 

3. gy;NtWJiwfspYk; Nfhg;gpLk; thyhaq;fs; kw;Wk; rhjdq;fs; rPuhf ,Uf;fhJ. 

4. xU Nfhg;G gy JiwfSf;Fj; njhlHGilajhf ,Ue;jhy; ,k;Kiw njhy;iy 

jUtjhf mikAk;. 

Nfhg;gplypd; tiffs; 

 etPdf; Nfhg;gplypd; Kf;fpakhd tiffshtd 

1. gLfpilNfhg;gply; 

2. nrq;Fj;Jf;Nfhg;gply; 

1. gLfpilNfhg;gply; 

 ,Og;giwfspy; gLfpil epiyapy; mjhtJ xd;wd; kPJ xd;whf tupirahff; 

fhfpjq;fs; Kiw Nfhg;Gfspy; (m) kbg;ghd;fspy; itf;fg;gl;lhy; mJ gLfpilf; 

Nfhg;gply; MFk;. xt;nthU Nfhg;Gf;Fk; xU vz; toq;fg;gLk;. NkYk; xU Rl;lfuhjp 

jahupf;fg;gLk;. xU Nfhg;G ghHitf;fhff; Nfhg;gpypUe;J vLf;fg;gLkhdhy; me;j Nfhg;gpd; 

elkhl;lj;ijf; Fwpj;J vOjg;gl;l xU topfhl;b ml;il me;j ,lj;jpy; itf;fg;gl 

Ntz;Lk;. ,k;Kiwapy; fhfpjq;fis itf;fg; gad;gLk; gLfpilf; Nfhg;Gfstd> 
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1. tpir tisaf; Nfhg;G 

2. jl;iltbtf;Nfhg;G 

1.  tpir tisaf; Nfhg;G  

 xU gykhd ml;ilapyhd kbg;ghd;fspy; fbd cNyhf tisaq;fs; cs;sd. 

,ij xU tpir tisaj;jpd; cjtpAld; jpwf;fyhk;. gjpTfs; Jisg;ghd;fsy; 

Jisaplg;gl;L cNyhf tisaj;ij NkypUe;J fPohfj; jpwe;J mjd;gpd; mjpy; 

itf;fg;gLfpd;wd. tpir tisaf; Nfhg;G xU mfu tupirg; gpupitf; nfhz;Ls;sJ. 

mjpy; jbj;j ml;ilfs; nghUj;jkhd ,lq;fspy; itf;fg;gLfpd;wd. ,t;tifahd 

Nfhg;gpy; jhs;fiskw;w fhfpjq;fspd; tupiria fiyf;fhky; nrUFtJk; 

vLg;gJk;vspJ. 

 

2. jl;il tbtf; Nfhg;G   

  Nfhg;Gfs; ml;il (my;yJ) jbj;j fhfpjq;fshy; nra;ag;gLfpd;wd. xt;nthU 

nghUs; my;yJ thbf;ifahsH njhlHGila midj;Jf; fbjj; njhlHGfSk; 

fhyf;fpukkhf mLf;fp xU jdp ciwapy; itf;fg;gLfpwJ. jl;il tbtf; Nfhg;gpy; 

cNyhfg; gpbg;Gfs; cs;sd. fhfpjq;fs; kw;Wk; Mtzq;fs; JisapLk; fUtpfsy; 

Jisaplg;gl;L cNyhfg; gpbg;Gfspy; cs;s Jisfspy; nrUfg;gLfpd;wd. fhfpjq;fs; 

jl;ilahf xd;wd; kPJ xd;whf mLf;fp itf;fg;gLfpd;wd. ,f;Nfhg;Gfs; 

,Og;giwfspy;gLfpilahf itf;fg;gLfpd;wd. 

 



213 

 

m) gLfpilf; Nfhg;Gfspd; ed;ikfs; 

1. ,J kpfTk; vspikahdJ.NkYk; ,af;FtJk; vspJ.  

2. fhfpjq;fs; fhytupirahf mLf;fg;gLtjhy; fbjq;fis ,lk; Fwpg;gJ vspJ.  

3. ,jidepWTjy; rpf;fdkhdJ.  

4. cs;slf;fq;fs; Rj;jkhf ,Uf;fpwJ. J}RfspypUe;J tpLtpf;fg;gl;L mykhupfspy; 

Nrkpj;J itf;fg;gLfpwJ. 

5. fhfpjq;fs; tpir tisaq;fspy; nghUj;jg;gl;Ls;sjhy; mit me;j ,lj;ij 

tpl;L mfyhJ. 

6. fhfpjq;fisf; Nfhg;GfspypUe;J mfw;whkNyNa vspjpy; ghHitaplKbAk;. 

M) gLfpilf;Nfhg;Gfspd; FiwghLfs; 

1. ,J NgusT epWtdq;fSf;F kl;LNk Vw;wJ.  

2. jl;il tbtf; Nfhg;Gfspy; fhy tupirapy; xd;wd; kPJ xd;whf mLf;fp 

itf;fg;gLtjhy; xd;iwf;fiyf;fhky; kw;wij vLf;fKbahJ. 

3. xU Fwpg;gpl;l msTf;F Nky; ,e;jf; Nfhg;gpid tpupthf;fk; nra;aKbahJ.  

4. Nfhg;gpidf; fz;Lgpbf;f ,jw;F xU Rl;lfuhjp Njit. 

2. nrq;Fj;Jf; Nfhg;GKiw 

 ,k;Kiwapy; fhfpjq;fs; nrq;Fj;jhf epw;Fk; epiyapy; itf;fg;gLfpd;wd. 

Nfhg;Gfs; kw;Wk; gjpTfs; kbg;ghd;fspy; nghUj;jg;gl;L ,Og;giwfs; my;yJ 

mykhupfspy; mfu tupir (m) vz; tupirapy; itf;fg;gLfpwJ. ,J kpfTk; etPdkhdJ. 

,J tpahghuj;jpy; tsHe;JtUk; Njitf;F Vw;g Njhd;wpAs;sJ. 
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m) nrq;Fj;Jf;Nfhg;gpd;ed;ikfs; 

1. fhfpjq;fs; kw;Wk; Mtzq;fis cldbahfg;ghHf;f KbfpwJ. 

2. vy;yhtifahd tifg;gLj;jYf;Fk; vspjpy; tise;J nfhLf;fpwJ.(v.L) 1 mfu 

tupirg;gb > 2. vz;tupirg;gb>,d;dgpw. 

3. ,J rpf;fdkhdJ> kbg;ghd;fs; kypthdJ. xNu Nfhg;gpLk; miwapy; 

itg;gjw;Nfw;wJ. 

4. Nfhg;gpLk; miwapy; NkYk; tpupTgLj;j tha;g;gspf;fpwJ. xNu xU ,Og;giw gy 

kbg;ghd;fis itj;Jf;nfhs;s,lkspf;fpwJ. 

5. ,it ghJfhg;G kl;Lky;yhJ fhfpjq;fis J}rpapypUe;J ghJfhj;J Rj;jkhf 

itf;fpwJ. 

M) nrq;Fj;Jf;Nfhg;gpd; FiwghLfs; 

1. ,J kw;w Kiwfisg; Nghy; mjhtJ ghHit ml;ilf; Nfhg;G> RoYk; ml;ilf; 

Nfhg;GNghyNtfkhdJ my;y. 

2. ,Og;giwfspy; ,Ue;J kbg;ghd;fs; eOtp tpotha;g;Gs;sJ. mjdhy; kbg;ghd;fs; 

gOjhfNth my;yJ fpopaNth tha;g;Gs;sJ. 

Nfhg;Gfis tifg;gLj;jy; 

 gy;NtW fhfpjq;fSk; Mtzq;fSk; tifg;gLj;jg;gl;L Nfhg;GfspYk; 

kbg;ghd;fspYk; itf;fg;gl Ntz;Lk;. vjpHfhyj;jpy; trjpahf fpilf;Fk; tifapy; 

fhfpjq;fSk; Mtzq;fSk; tifg;gLj;jg;gl;L fhf;fg;gLtNj tifg;gLj;jypd; Nehf;fk; 

MFk;. 

tifg;gLj;jypd; Kf;fpakhd tiffshtd 

m) mfutupir tifg;gLj;jy;  

 tpahghu epWtdq;fspy; fbjq;fis tifg;gLj;j ,k;Kiw gpd;gw;wg;gLfpwJ. ,J 

ngupa epWtdq;fspYk; rpwpa epWtdq;fspYk; vq;F fbjq;fspd; ngaHfSf;F 

Kf;fpaj;Jtk; nfhLf;fpwhHfNs mq;F kpfTk; gaDs;sjhf mikfpwJ ,k;Kiwapy; 

xt;nthU kbg;ghd;fSk; fbjj;jpw;Fj; njhlHGila ngaiu nfhz;Ls;sJ. 

thbf;ifahsHfspd; ngaHfis mfutupirg;gb mLf;fp itf;fpwJ. gy ngaHfs; xNu 
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vOj;ijf; nfhz;L ,Uf;Fkhdhy; mit mfuhjpapy; tifg;gLj;jpAs;sJ Nghy Jiz 

vOj;Jf;fshy; xOq;fikf;fg;gLfpwJ. Aa Ab Ac NkYk ;gpw. 

 

 ,k;Kiw kpfTk; vspikahdJ. Vnddpy; midtUk; mfuhjpiag; 

gad;gLj;jpajhy; ,J gpugykhd KiwahFk;. ,J Ra Rl;lfuhjpahf ,Ug;gjhy; 

jdpahf Rl;lfuhjp mtrpak;,y;iy. 

ed;ikfs; 

1. ,ijGupe;Jnfhs;tJk;,af;FtJ vspJ.  

2. ,JxU RaRl;lfuhjp. jdpr;Rl;lfuhjp Njit,y;iy.  

3. ,J tpupAk; mjhtJ nefpo;Tj; jd;ikAilaJ. tifapid khw;whky; ve;j 

jiyg;igAk; ,jpy; mwpKfg;gLj;jKbAk;. 

4. ,J Neubg; ghHitf;F cjTfpwJ. tpiuthf rupghHf;f KbfpwJ. jtWjyhd 

Nfhg;gpLjYf;fhd tha;g;Gfs; kpfTk; FiwT. 

FiwghLfs; 

1. ,k; Kiwfspy; fhfpjq;fis fz;Lgpbf;f ePz;l Neuk; Njitg;gLfpwJ. ,jdhy; 

Jupjkhd ,af;fk; Fiwf;fg;gLfpwJ. 

2. gynghJg;ngaHfs; ,Ug;gjhy; Fog;gk; cUthfpwJ. 

3. ngaHfspd; nrhw;fs; jtwhf ,Ug;gjhy; Nfhg;gpYk; jtwhf nra;ag;gLfpwJ.  

4. mfu tupirapy; xt;nthU nrhy;ypd; ,lj;Njitia fzpg;gJ fbdkhf cs;sJ. 
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M) vz; tupir tifg;gLj;jy;    

 xt;nthU thbf;ifahsUf;Fk; xt;nthU vz; toq;fg;gLfpwJ. xU thbf;ifahsH 

(m) ruf;fspg;NghH my;yJ nghUs; thupahf xt;nthU kbg;ghd;fSf;Fk; Fwpg;gpl;lvz; 

toq;fg;gLfpwJ. 

 

 vz;fs; thupahf kbg;ghd;fs; tifg;gLj;jg;gLfpwJ. me;j kbg;ghd;fs; 

,Og;giwfspy; vz;tupirapy; xOq;fikf;fg;gLfpwJ. topfhl;b ml;ilfs; mtw;iw10 

(m) 20 Nfhg;Gfs; nfhz;l nghUj;jkhd FOf;fsf gpupf;fg;gLfpd;wd. ,t;thW xU 

thbf;ifahsUf;F 51 vd;w vz; toq;fg;gl;bUe;jhy; mtNuhL njhlHGila midj;Jf; 

fhfpjq;fSk; 51 vd;w vz; nfhz;l kbg;ghdpy; fhzg;gLk;. topfhl;b ml;il (m) 

Rl;lfuhjp ml;ilapd; cjtpAld; rupahd miwapy; me;jg; gjpit milahsk; fhz;gJ 

kpfTk;vspJ. 

ed;ikfs; 

1. vz; tupirf; Nfhg;G vspjpy; fz;Lgpbf;f KbAk;. ,it jtWjyhf khw;wp 

mLf;fg;gLtjw;fhdtha;g;Gfs; FiwT. 

2. Nfhg;gplypy; kpFe;j Jy;ypaj;jd;ik filg;gpbf;fg;gLk;. 

jtWjyhfNfhg;gpLtjw;fhd tha;g;Gfs; FiwT. 

3. kpf mjpfkhd tpupthf;fj;jpw;F tha;g;Gfs; cz;L.  

4. vspjpy; mikf;fTk; ,af;fTk; KbAk;. 
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FiwghLfs; 

1. Nfhg;Gf;fis vspjpy; milahsk; fhz jdpahd mfu tupir Rl;lfuhjp 

jahupf;fg;gl Ntz;Lk;. ve;j xU Nfhg;ig NjlTk; Rl;lfuhjpiag; ghHitapLtJ 

mtrpakhfpwJ. 

2. ,r; Rl;lfuhjpf;F MFk; nryTk; ,lKk; ,e;j Kiwikia nrytPdKilajhf 

khw;WfpwJ. 

3. gytif fhfpjq;fSf;fhd Nfhg;Gfis vspjpy; xOq;fikf;f KbahJ.. 

4. fhyhtjpahd Nfhg;GfSf;fhd tupir vz;fs; ePf;fg;gLtjpy;iy.  

5. vz;zpLtjpy; Vw;gLk; rpW jtWfs; $l jtWjyhf Nfhg;gpl tha;g;Gs;sjhy; 

mjpf rpukj;ij Vw;gLj;jf; $Lk;. jtWjyhf vz;izf; $wptpl;lhYk; mJ mjpf 

fbdj;ij cz;lhf;fptpLk;. 

,) mfu vz; tupirapy; tifg;gLj;jy;    

 ,e;j vz; tupir KiwahdJ mfu tupir KiwAlDk; ,izf;fg;glyhk;. 

mg;NghJ A/1, A/2, A/3 NkYk; gpw> ,J Nghd;w Kiw mfu vz; tupirKiw vd 

miof;fg;gLfpwJ. gy;NtW Nfhg;Gfis Njitahd nghOJ ,jpy; vspjpy; NrHf;f 

KbAk;. 

<) epyg;gug;G tupirapy; tifg;gLj;jy;    

 thbf;ifahsHfs; mtHfs; ,Uf;Fk; ,lj;jpd; mbg;gilapy; tifg; gLj;jg;gl;Lg; 

gpd;dH mfu tupirapNyh vz; tupirapNyh tifg; gLj;jg;gLfpwhHfs;.,J Fwpg;gpl;l 

,lq;fspy; tpw;gidia mjpfupg;gjpy; ftdk; nrYj;j KbfpwJ.,e;j epyg;gug;Gtupiria 

NkYk; cgtifg;gLj;jTk; nra;ayhk;. 

 epyg;gug;G tupir tifg;gLj;jy; Ntfkhf Nfhg;Gfisf; fz;lgpbf;f cjTfpwJ. 

gy ,lq;fspy; cs;s thbf;ifahsHfs; gw;wpa njspthd tptuq;fisAk; 

nfhLf;fpwJ.,e;j tifg;gLj;jy; Kiw xU rupahd Rl;lfuhjp Kiwia rhHe;jpUj;jy; 

Ntz;Lk;. Vnddpy; xUtuJ Kftup njupe;jhy;jhd; mtuJ Nfhg;Gfs; vq;fpUf;fpwJ vd;W 

fz;Lgpbf;f vspjhfpwJ. 
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ed;ikfs; 

1. NeubNfhg;gply; kw;Wk; Jupjkhd ,lk; Fwpj;jy; kpfTk; vspjhfpwJ.  

2. re;ij NkyhsH> gy;NtW ,lq;fspy; mtuJ nray; epiwNtw;wk; ntw;wpiaf; 

nfhLj;Js;sjh? my;yJ Njhy;tpiaf; nfhLj;Js;sjh? vd;gJ Nghd;w Ma;Tfis 

epyg;gug;G mbg;gilapy; mike;Js;s Nfhg;Gfs; %yk; Nkw;nfhs;StJ vspJ. 

mtH nghUj;jkhd nfhs;iffis xt;nthU tl;lhuj;jpw;Fk; ifahStJld; 

,e;jf; Nfhg;gply; %yk; ngWk; tl;lhu mbg;gilapyhd nra;jpfis ftdkhf 

Ma;T nra;a ,aYk;. 

FiwghLfs; 

1. tl;lhu ,l mikTfs; gw;wpa mwpT Njit> ,y;yhtpby; jtWjyhd Nfhg;gplypy; 

KbAk;. 

2. tpiuthd kw;Wk; vspjhd ghHitf;F xU Rl;lfuhjpjahupf;fg;glNtz;Lk;.  

3. rpwe;j tpisTfisf; nfhLf;f Ntz;Lkhdhy; ,e;j Kiwapy; mfu kw;Wk; vz; 

tupirKiwfs; ,izf;fg;glNtz;Lk;. 

c) nghUs; tupir tifg;gLj;jy;  

 fbjj; njhlHig tplf; fbjj;jpy; cs;s nghUs; kpfTk; Kf;fpakhdjhf cs;s 

mYtyfq;fspy; kl;LNk ,e;j Nfhg;GKiw ifahsg;gLk;. vy;yhf; fbjq;fSk; 

gjpTfSk; rpy nghUis mfu tupirg;gb Nfhg;gpl Ntz;Lk;. mjpfhupfs;> 

xg;ge;jf;fhuHfs;> tof;fwpQHfs;> fl;blf;fiy ty;YeHfs;> tl;lhuf; FOf;fs; kw;Wk; 

fy;tpepWtdq;fs; ,e;j Kiwiafilg;gpbf;fpd;wdH. 

 nghJthf ,k;Kiw E}yfq;fspy; gad;gLj;jg;gLfpwJ. Gj;jfq;fs; Kjypy; 

ghlthupahf tifg;gLj;jg;gLfpd;wd. (c.k;) fzf;Fg; gjptpay;> nghUspay;> tuyhW> 

rl;lk;> Nkyhz;ik ,d;d gpw. mjd;gpwF mit mfu vz; tupirg;gb 

tifg;gLj;jg;gLfpd;wd. ,J rpwpJ Fog;gj;ij cz;lhf;Fkhjyhy; gapw;rp ngw;w 

gzpahsHfNs ,k;Kiwiaf; ifahs Ntz;Lk;. ,k;Kiwapd; ngupa gyd; 

vd;dntd;why; ,k;Kiwapy; xU nghUisf; Fwpj;j Nfhg;Gfs; Fwpj;J midj;J 

nra;jpfSk; fpilf;Fk;. 
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ed;ikfs; 

1. xU nghUs; Fwpj;j fhfpjq;fs; xU Nfhg;gpy; ,izf;fg;gl;L vspjpy; ghHitf;F 

fpilf;Fk; tz;zk; itf;fg;gLfpwJ. 

2. tpupTgLj;jYf;F tha;g;Gs;sJ. xt;nthU Gjpa nghUSf;Fk; xU Gjpa Nfhg;G 

cUthf;fg;gLfpwJ.NkYk; Vw;fdNt cs;s gjpTfs;fiyf;fg;glhJ. 

3. nghUs; gw;wpa mwpT ,Uf;Fk; NghJ ,t;tifg;gLj;jy; vspjhd ghHitf;F 

trjpaspf;fpwJ. 

FiwghLfs; 

1. xU fhfpjk; ,uz;L nghUSld; njhlHGilajhf ,Ue;jhy; mf;fhfpjj;ij ve;jf; 

Nfhg;Gld; ,izg;gJ vd;w Fog;gk; Vw;gLk;. 

2. xU Fwpg;gpl;l nghUs; ngupa mstpdjhf ,Uf;Fk;NghJ xd;Wf;F Nkw;gl;l 

Nfhg;Gfs; Ngz Ntz;baJ mtrpakhfpwJ. Nfhg;Gfs; mjpfkhf ,Uf;Fk; NghJ 

mjw;nfd;W Rl;lfuhjp Ngz Ntz;baJ mtrpakhfpwJ. 

C) fhyf;fpukkhd tifg;gLj;jy;   

  ,k;Kiwapy; gjpTfs; Njjp thupahf mikf;fg;gLfpd;wd. xNu Njjpahf ,Ue;jhy; 

Neuk; fzf;fpy; nfhs;sg;gLfpwJ. rhd;Wr; rPl;LfSk; ,lhg;GfSk; me;je;jf; 

fzf;FfSld; njhlHGgLj;jp fhythupahf Njjpg;gb tifg;gLj;jg;gLfpwJ. 

 gjpTfs; mfutupirg;gb mikj;Jf;nfhz;L gpd;dH Njjp thupahf xt;nthU 

kbg;ghd;fspYk; itf;f Ntz;Lk;. MfNt ,k;Kiw tupirg;gLj;jy; jdpg;gl;l Kiwapy; 

nray;gLj;jKbahJ. 

ed;ikfs; 

1. Njjpfs; njupAk;NghJ,k;Kiw gaDs;sjhf ,Uf;Fk;.  

2. xl;Lnkhj;j tifg;gLj;jiy rpwg;ghf nra;a VJthfpwJ. (ck;) gy;NtW 

Mz;Lf;fhd njhlHGfs; 

3. ,af;FtJ kpfTk; vspJ. 

FiwghLfs; 

1. NgusTtpahghuepWtdq;fSf;FVw;wjy;y  

2. Njjpfs; njupahky; ,Uf;Fk;NghJ,k;KiwgaDs;sjhf,Uf;fhJ. 

3. cs;tUk;nra;jpfs; ntspr;nry;Yk; nra;jpfspypUe;Jgpupf;fg;glNtz;Lk;.  
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epidtpw; nfhs;f 

 gjpNtLfs; vd;gd xU epWtdk; jdJ gy;NtW gzpfisr; nra;tjw;Fg; 

gad;gLj;Jk; Mtzq;fs; MFk;.  

 ,g;gjpTfs; xU epWtdj;jpd; rpytifahd GydhFk;. Mjhuq;fshf ,Ue;J 

tUfpd;wd. 

  ,it fbjq;fs;> Rw;wpf;iffs;> ,lhg;Gfs;> rhd;Wr;rPl;Lfs;> glq;fs;> mwpf;iffs; 

Nghd;w VjhtJ xU tbtj;ij nfhz;bUf;Fk;. 

 gjpTfspd; tiffs; 

1. fbjj; njhlHG    

2. fzf;Fj; Jiwapd; gjpTfs;    

3. nfhs;Kjy; kw;Wk; tpw;gidg; gjpTfs; 

4. gzpahsH gjpTfs; 

5. gy;tifg; gjpTfs;  

 gjpTfs; Nkyhz;ik 

1. gjpTfis cUthf;Fjy;   

2. gjpTfis Nrkpj;jy;    

3. gjpTfisj; jpUk;g mspj;jy;  

4. gjpTfisf; fopTnra;jy; 

 gjpT Nkyhz;ikapd; Nehf;fq;fs; 

1. Kd;Ndw;wk; Fwpj;j Kiwahd gjpT NgZif   

2. cz;ikepiyapy; mwpf;iffisj; jahupf;f trjpaspf;fpwJ   

3. xg;gpLjYf;F trjpaspf;fpwJ    

4. jtWfisAk; tpuaq;fisAk; fz;Lgpbf;fpwJ   
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5. rl;lr; rk;gpujhaq;fs;    

 gjpTfisg; NgZtjw;fhd jj;Jtq;fs; 

1. eLT epiyik 

2. rupghHj;jy;    

3. fhyk;   gpupj;njhJf;Fjy;  

4. ghJfhg;G  

5. rpf;fdk; 

 Nfhg;gply; 

Nfhg;gply;  vd;gJ Mtzq;fisAk; fhfpjq;fisAk; Vw;Wf; nfhs;sf;$ba 

Ngiofspy; Vw;fdNt jPHkhdpj;jgb xU xOq;fhd Vw;ghl;by; ,lk; 

Fwpj;Jitg;gjhFk;. Mifahy; jhd; mit Njitg;gLk; NghJ tpiuthfTk; 

trjpahfTk; vq;fpUf;fpwJ vd;W fz;Lgpbf;f cjTfpwJ. 

 Nfhg;gplypd;ed;ikfs; 

1. cldbg;ghHit   

2. ghJfhg;ghd gjpNtLfs;    

3. Mtzr; rhd;Wfs;    

4. rupahd Kiwapy; fbjj; njhlHG Nkw;nfhs;s cjTfpwJ  

5. rl;lg;g+Htkhd Njitfs;   

6. Kd;Ndw;wj;jpd; msit khdp 

7. KbntLj;jy; kw;Wk; nfhs;iffis cUthf;Fjy;   

8. caHj;jg;gl;l jpwik    

 xU ey;y Nfhg;gply; Kiwikapd; Njitfs; 

1. vspjpy; fpilf;Fk; tz;zk; ,Uj;jy; 

2. vspik   

3. rpf;fdk;    

4. nghUj;jk;    
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5. nefpo;Tj; jd;ik  

6. tifg;gLj;jy;   

7. elkhl;lk;    

8. ghJfhg;G    

9. Rl;lfuhjp 

10. jf;f itj;jpUj;jy;  

11. FWf;Fg; ghHit    

 Nfhg;gpliy xOq;fikj;jy;; 

1. gjpTfis ikag;gLj;Jjy; my;yJ ikag;gLj;jg;gl;lNfhg;G 

2. Jiwg;gLj;jg;gl;lNfhg;gpLk; Kiw 

 Nfhg;gplypd; tiffs; 

1. gLfpilNfhg;gply; 

i. tpir tisaf; Nfhg;G 

ii. jl;il tbtf; Nfhg;G   

2. nrq;Fj;Jf; Nfhg;GKiw 

 Nfhg;Gfis tifg;gLj;jy; 

1. mfutupir tifg;gLj;jy; 

2. vz; tupir tifg;gLj;jy;    

3. mfu vz; tupirapy; tifg;gLj;jy;    

4. epyg;gug;G tupirapy; tifg;gLj;jy; 

5. nghUs; tupir tifg;gLj;jy; 

6. fhyf;fpukkhd tifg;gLj;jy;   
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tpdhf;fs; 

1. ey;y Nfhg;gply; Kiwapd; Kf;fpaj;Jtj;ij Fwpg;gpLf 

2. etPd Nfhg;gply; Kiwapd; gy;NtW tiffis tpthp 

3. gjpTfs; guhkupj;jypd; jj;Jtq;fisf; Fwpg;gpLf. 

4. gLfpilNfhg;G vd;why; vd;d? mjd;ed;ikfs; FiwghLfis tptup 

5. nrq;Fj;Jf;Nfhg;Gvd;why; vd;d?,k;Kiwapd;ed;ikfs; FiwghLfis 

vOJf 

6. gjpT Nkyhz;ikapd; gy;NtWgzpfisAk; Nehf;fq;fisAk; tptup 
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Rl;lfuhjp 

fw;wy; Nehf;fq;fs; 

 

,e;j mj;jpahaj;ijg; gbj;j gpd;dh; ePq;fs; fPo;f;fz;ltw;iwg; Ghpe;J nfhs;tPh;fs;. 

1. Rl;lfuhjp 

2. Rl;Ljypd; Nehf;fk; 

3. ey;y fl;lfuhjpKiwapd; Njitfs; 

4. xU rpwe;j Rl;lfuhjpKiwikapd; ed;ikfs; 

5. Rl;lfuhjp Kiwapd; tiffs; 

6. cfe;j Rl;lfuhjpKiwiaj; NjHe;njLj;jy; 

Rl;lfuhjp 

 Rl;lfuhjp vd;gJ xd;iwf; Fwpg;gpLtJ my;yJ Rl;bf; fhl;LtJ MFk;. Rl;lfuhjp 

vd;gJ „tptuq;fspd; jpul;L my;yJ gjpTfspd; Nrfupg;gpw;F toq;fg;gLk; ,lk; 

Fwpg;ghd;fisj; jahupf;Fk; KiwNa MFk;. Rl;Ljy; vDk; gjk; tifg;gLj;jy; vd;Dk; 

gjj;jpypUe;J NtWgl;lJ. tifg;gLj;jy; vd;gJ Nfhg;gplypd; xUKiw. fl;Ljy; vd;gJ 

fhuz ,Ug;gplj;jpw;F jug;gLk;ghHitia cUthf;Fk; KiwahFk‟;. 
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Rl;Ljypd; Nehf;fk; 

 Nfhg;gplYf;F Jiz GuptJ jhd; Rl;lfuhjpapd; Nehf;fkhFk;. mg;NghJjhd; 

Nfhg;GfSk; fhfpjq;fSk; vspjhfTk; NtfkhfTk; fz;Lgpbf;fg;gLk;.,t;thW> Rl;Ljy;> 

Nfhg;gpLjy; Kiwfisj; jpwikAlDk; Ntfj;JlDk; nray;gLj;j cjTfpwJ. Rl;Ljypy; 

rupahd Kiwik ifahsg;gl;lhy;jhd; mJ KOikahd gaDs;sjhf ,Uf;Fk;. 

mjhtJ Nfhg;Gfs; epyg;gug;G mbg;gilapYk; mfu tupir mbg;gilapYk; 

mikf;fg;gl;lhNyh (m) mfu tupir Kiwapy; kl;Lk; mikf;fg; gl;bUe;jhNyh 

Rl;lfuhjp Njitapy;iy. kw;w tifg;gLj;Jk; Kiwfspy; thbf;ifahsHfs;> 

fuf;fspg;NghH kw;Wk; fld; mstPLfs;> njhiyNgrp vz;fs; Nghd;witfSf;F Rl;lfuhjp 

Kjd;ikj; Njitahf mikfpwJ. gy;NtW gjpNtLfs; kw;Wk; NgNuLfSf;F Rl;lfuhjp 

Njitg;gLfpwJ. 

ey;y Rl;lfuhjp Kiwapd; Njitfs; 

ey;y Rl;lfuhjp Kiwikapd; Njitfs; gpd;tUkhW.  

1. ,it vspikahf ,Uf;f Ntz;Lk;.  

2. ,af;Ftjpy; rpf;fdk; ,Uf;f Ntz;Lk;.  

3. Ntfj;jpw;F mDkjpf;f Ntz;Lk;.  

4. epWtdj;jpy; cs;s Nfhg;gply; KiwAld; xj;Jg; Nghf Ntz;Lk;.  

5. Njitg;gLk; NghJ tpupTgLj;j nefpo;Tj;jd;ik ,Uf;f Ntz;Lk;. 

xU rpwe;j Rl;lfuhjpKiwikapd; ed;ikfs; 

 xU ey;y Rl;lfuhjp Kiwik epWtdj;jpd; Nfhg;gpLk; KiwikAld; ed;F xj;J 

nry;yNtz;Lk;. mit Nfhg;Gfs; Nkyhz;ikapy; fPo;f;fz;led;ikfis toq;FfpwJ. 

1. vspjpy; fz;Lgpbf;f cjTfpwJ.  

 Njitg;gLk; fhfpjq;fSk; Mtzq;fSk; ey;y Rl;lfuhjp %yk; vspjpy; 

fz;lwpag;gLfpwJ. vdNt ghHitapypUe;J vspjhfpwJ. ,J fbdkhdeilKiw my;y. 
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2. FWf;Fg;ghHit vspjhfpwJ.  

 ey;y Rl;lfuhjp Kiw FWf;Fg; ghHitapl cjTtjd;%yk; Neuj;ij 

kpr;rkhf;FfpwJ. 

3. Fiwe;j nryT  

 gjpTfs; epHthfj;jpy; ,af;fr;nryT FiwfpwJ. Vnddpy; caHe;j uf jpwikahd 

Rl;lfuhjp Kiwapdhy; ,J rhj;jpag;gLfpwJ. Rl;lfuhjpapd; %yk; Neuk; tpuakhtJ 

jLf;fg;gLfpwJ. 

Rl;lfuhjp Kiwapd; tiffs; 

 Rl;lfuhjp fPo;f;fz;lthW tifg;gLj;jg;gLfpwJ.  

 m. gf;fr; Rl;lfuhjp>  

 M. ml;ilr;Rl;lfuhjp>  

 ,. GydhFk; Rl;lfuhjp 

m) gf;f (m) Gj;jf Rl;lfuhjp    

 ,k;KiwAk; mfutupir Kiwg;gbjhd; mike;Js;sJ. Vnddpy; ,k;KiwapYk; 

capnuOj;Jf;fs; mbg;gilapy;jhd; tupirg;gLj;jg;gLfpwJ. xU gf;fk; (my;yJ xU 

kly; xU vOj;jpw;F xJf;fg;gLfpwJ. mt;ntOj;J mg;gf;fj;jpy; jdpahff; fhl;lg;gLk;. 

mg;gf;fj;jpy; njhlHGila gf;f vz;fs; Fwpf;fg;gl;bUf;Fk;. ,g;gf;fq;fs; xU ey;y 

ml;ilaplg;gl;l Gj;jfj;jpy; ,Uf;Fk; xt;nthU gf;fj;jpYk; fbjj; njhlHGg; gl;baypd; 

Kjy; vOj;J Fwpf;fg;gl;L mt;ntOj;Jf;fhd fbjq;fs; ,Uf;Fk;. gf;fk; 

Fwpf;fg;gl;bUf;Fk; (v.L) m vOj;Jld; Muk;gpf;Fk; vy;yhg; ngaHfSk; mjhtJ mQ;ryp> 

mD> Muj;jp Nghd;w ngaHfs; m> M vd vOj;Jfs; cs;s gf;fj;jpy; 

Fwpf;fg;gl;bUf;Fk;. mtutH ngaUf;nfjpupy; fbjj; njhlHg;G kbg;ghd;fspd; vz;fs; 

Fwpf;fg;gl;bUf;Fk;. 

gf;fr; Rl;lfuhjp  

 nfl;bg; Gj;jfr; Rl;lfuhjp kw;Wk; tpLjhs; NgNul;Lr; Rl;lfuhjp vd ,U gpupthfg; 

gpupf;fg;gLfpwJ. 
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1. NgusT Gj;jfr; Rl;lfuhjp   

 ngupa Gj;jfk; (m) gjpNtL ,tw;iw mfutupirg;gb gpupj;J egHfspd; ngaHfs; 

mjpy; gjpag;gLfpwJ. xt;nthU gpuptpYk; tyJ gf;fj;jpd; Nky;gFjp rpwpJ 

ntl;lg;gl;lJNghy; rpwg;ghd mk;Kid mikf;fg;gl;L ngaupd; Kjy; vOj;J mq;F 

Fwpf;fg;gl;bUf;Fk;. ghHj;j khj;jpuj;jpNyNa fz;Lgpbf;Fk; tifapy; ,J mikAk;. ,J 

kpfTk; rpf;fdkhdJ kw;Wk; ePz;l fhyk; ,Uf;ff; $baJ. ,jpy; gf;fq;fs; 

khw;wpaikf;fNth (m) njhiye;J NghfNt tha;g;gpy;iy. ,J xU nefpo;Tj; jd;ikaw;w 

Kiw Vnddpy; ,jpy; khw;wq;fs; nra;tJ fbdk;. vdNt ,jpy; Fiwe;j gjpTfs; 

kl;LNk nra;aKbAk;.(v.L) njhiyNgrpr; Rl;lfuhjp 

2. tpLjhs; NgNul;Lr; Rl;lfuhjp    

 jdpj;jhs;fs; cNyhfg; gpbg;Gfspy; mikf;fg;gl;l jhs;fis vLf;fTk; itf;fTk; 

trjpahf mike;jpUf;Fk;. ,t;tif Rl;lfuhjpf;F g+l;L xd;W nghUj;jg;gl;bUf;Fk;. 

,it tzpf tq;fpfs; $l;Lg;gq;F epWkq;fspy; gad;gLj;jg;gLfpwJ. mtHfsJ 

gq;FjhuH fldpl;Lg;gj;jpujhuH Nghd;Nwhupd; gjpTfis ,t;tifr;Rl;lfuhjp%yk; 

gad;gLj;j cjTk;. 

 tpLjhs; Rl;lfuhjp nefpOk; jd;ik cilaJ. kw;Wk; gyH gad;gLj;jf; 

$bajhFk;. ,jd; %ykhf tpupthf;fk; nra;a mjpf rhj;jpaf;$Wfs; cs;sd kw;Wk; 

njhiye;J Ngha;tpLjYk;> Nrjq;fs; Vw;gLtJk;,jDila jPikfshFk;. 

ed;ikfs; 

1. ,J xU nryTFiwe;j kw;Wk; vspikahd KiwahFk;. 

2. ,jw;F rpwpa ,lNk NghJkhdjhFk;.  

3. xU ,lj;jpypUe;J kw;nwhU ,lj;jpw;F nfhz;Lnry;y KbfpwJ. 

FiwghLfs; 

1. nrhw;fspd; tupirg;gb ngaHfis xt;nthU gf;fj;jpYk; nfhz;L tUtJ 

rhj;jpakw;wjhFk;. 

2. ngaHfs; ,dp gad;glhky; Nghdhy; mtw;iw ePf;fp tpl Ntz;Lk;. ,J xU 

mOf;file;j Njhw;wj;ij mspf;Fk;. 
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3. ,J xU nefpOk; jd;ikaw;w KiwahFk;. tpLjhs; Rl;lfuhjp KiwapYk; 

gjpTfis XH msTf;Fj; jhd; nra;a ,aYk;. 

3. capnuOj;Jr; Rl;lfuhjp 

 fbjj; njhlHGfs; Ngustpy; ,Uf;Fk; nghOJ mfu tupir tifg;gLj;jy; 

capnuOj;JRl;lfuhjpahf tpupTgLj;jg;gLfpwJ. ,jpy; fbjj; njhlHGfs; ngaupd; Kjy; 

capnuOj;jhy; Muk;gpf;fg;gLfpwJ. Mq;fpyj;jpy; M\pjh vd;w ngaH ,g;ngaupy; Kjy; 

capnuOj;J. vdNt mtH Ai vd;W tifg;gLj;jg;gLths;. 

M) ml;il Rl;lfuhjp  

 ,k;Kiwapy; rPuhd msTnfhz;l ml;ilfspy; tptuq;fs; g+Hj;jp 

nra;ag;gLfpd;wd. ,e;j ml;ilfspy; ngaHfs;> Nfhg;Gfspd; vz;fs; kw;Wk; Njitahd 

,ju tptuq;fs; cs;sd. ml;ilfis nrhw;fspd; tupirg;gbNah my;yJ vz;fspd; 

tupirg;gbNah ngl;bfspy; my;yJ Nki[ ,Oitfspy; itf;fg;gLfpd;wd. ,jpy; fk;gp 

xd;W xU KidapypUe;J kW Kidf;F nrYj;jg;gl;L ml;ilfis jhq;fpa tz;zk; 

cs;sJ. ,e;j ,Oitfs; nrhw;fspd; tupirg;gb gpupf;fg;gl;L Jiz ml;ilfsy; 

,izf;fg;gl;Ls;sd. 

 

ml;ilRl;lfuhjp gad;gLj;Jtjw;fhd fhuzq;fs;  

1. E}y;epiyaj;jpy; cs;s Gj;jfq;fspd; tptuq;fis ngw;wpUj;jy;>  

2. tq;fpapy; thbf;ifahsHfSila ifnahg;gkhjpupia ngw;wpUj;jy; 

thbf;ifahsHfSila Kftup kw;wk;,ju tptuq;fis ngw;wpUj;jy;  

3. ruf;Fg;nghUl;fspd; fzf;Ffisg;guhkupj;jy;  

4. Ntiyahl;fspd; tuyhw;iwguhkupj;jy;  

5. jtiz Kiwtpw;gidapd; gjpNtLfisitj;jpUj;jy; 
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ed;ikfs; 

1. ,t;tl;ilfspy; tpahghu epfo;Tfs; nra;Ak; egHfs; my;yJ epWtdq;fspy; ngaH> 

Kftup> njhiyNgrp vz;fs; nfhz;l KOikahd gl;bay; cs;sJ. 

2. xt;nthU ml;ilapy; mjpy; ,lk; ngWk; tptuq;fSf;Fj; jf;fgb NfhLfs; 

Nghlg;gLfpd;wd. 

3. gytpjkhd NjitfSf;F tptuq;fs; jahHepiyapy; cs;sJ. (c.k;) xU 

Fwpg;gpl;l ,lj;jpy; thbf;ifahsHfspd; vz;zpf;ifia njupe;jpUj;jy;. 

4. ,jw;F mjpf nefpo;j;jd;ik ,Ug;gjhy; ek;Kila tpUg;gg;gb ml;ilfis 

Fiwf;fNth $l;lNth nra;ayhk;. ml;ilfis ve;j tpjj;jpYk; ve;j tupirapYk; 

mLf;fyhk; my;yJ kWgbAk; xOq;FgLj;jyhk;. 

5. ,t;tif Rl;lfuhjp capUs;sJ. Vndd;why; Njitapy;yhj kw;Wk; fhyhtjpahd 

ml;ilfs; mfw;wg;gl;L fhyhtjpahd ml;ilfisf; nfhz;l mykhupf;F 

khw;wg;gLfpd;wd. 

6. ml;il Rl;lfuhjpia gyegHfs; xNu Neuj;jpy; gad;gLj;jyhk;. 

FiwghLfs; 

1. jdpahfTs;s ml;ilfs; egHfshy; ,OitfspypUe;J vLf;fg;gl;L 

njhiye;JNghFk; tha;g;Gs;sJ. 

2. Njitahd tptuq;fis ngWtJ fbdkhfpwJ. Vndd;why; ml;ilfs; jhuhskhf 

,OitfspypUe;J vLf;fg;gLfpd;wd. 

3. ml;il Rl;lfuhjp> FUl;Lj;jdkhdJ Vndd;why; xNu jlitapy; GydhfhjJ.  

4. gf;fRl;lfuhjpiatpl ml;il Rl;lfuhjpkpfTk; tpiycaHe;jjhFk;.  

5. mbf;fb ifahsg;gLtjhy; ml;ilfs; fpope;Njh my;yJ nfl;Lg; Nghfyhk;. 

Mjyhy; mitfis mt;tg;nghOJ khw;wp itf;f Ntz;Lk;. 

6. ml;il NgNuLfs; cs;s ,lq;fspy; ml;ilfis khw;wp itf;f tha;g;Gf;fs; 

cs;sd. jtiw nra;aNth> nra;j jtiw kiwf;fNth ,t;thW nra;ag;glyhk;. 
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 ,f;FiwghLfis nfhz;bUe;jhYk; Rl;lfuhjp Kiw tpupTgLj;jf; $baJ. 

vspjhf nray;gLj;jf; $baJ kw;Wk; E}y; epiyaq;fs;> tq;fpfs;> kUj;Jtkidfspy; 

mjpf mstpy; gad;gLj;jf; $bajhFk;. (khjpup ifnaOj;ijg; guhkupj;jy;) kw;Wk; ,ju 

mYtyfq;fspYk; gad;gLj;jg;gLfpwJ. (fld; gjpNtLfs; kw;Wk; gzpahsHfspd; 

gjpNtLfis itf;f cjTfpwJ) 

,) GydhFk; Rl;lfuhjp    

ml;il Rl;lfuhjpapd; ngupa FiwghL vd;dntd;why; gy vz;zpf;if nfhz;l 

ml;ilfis xNu Neuj;jpy; fhz ,ayhJ. ,e;j Fiwg;ghl;il GydhFk; Rl;lfuhjp 

%ykhf eptHj;jp nra;ayhk;. GydhFk; ml;il Rl;lfuhjp> Jz;L Rl;lfuhjpkw;Wk; 

rf;fuRl;lfuhjp>GydhFk; Rl;lfuhjpapd; tiffshFk;. 

1. GydhFk; ml;il Rl;lfuhjp   

GydhFk; Rl;lfuhjp rkPg fhyq;fspy; gpugykile;Js;sJ. ,J „ml;iliag; ghH> 

mjw;fhfg; ghHf;fhNjhL vd;w jj;Jtj;jpd; mbg;gilapy; mike;Js;sJ. GydhFk; 

ml;il Rl;lfuhjp %ykhf rpy gjpNtLfshd ngWjy;Fupa fzf;Ffs;> gzpahsHfspd; 

jd; tuyhW> kw;Wk; thbf;ifahsHfspd; ifnaOj;J khjpupfs; Nghd;wit 

itf;fg;gLfpd;wd. NkYk; mit ey;y epue;ju epiyapy; guhkupf;fg;gl;L mbf;fb 

tptuq;fis jUtjw;F cjTfpd;wd. mjDila Jupjk; mjhtJ ml;ilfis vspjpy; 

fz;L gpbj;jy; kw;Wk; Njitahd gjpTfis nra;jy; %ykhf ml;ilNfhg;gpLk; 

rhjdj;jpd; gad;ghLk;>tpiyAk; Qhag;gLj;jg;gLfpwJ. 

 GydhFk; Nfhg;gplypd; Kf;fpa mk;rkhdJ mjDila Kf;fpakhd jftiyg; 

ngWjyhFk;. xt;nthU ml;ilapYk; midj;J Neuq;fspYk; tptuq;fs; ghHitf;F 

cs;sd. ml;ilfs; xd;wpd; Nky; xd;WgLk; tz;zk; mLf;fg;gl;Ls;sJ.NkYk; fPNo xU 

rpwpa Jz;by; ngaH> njhiyNgrp vz; kw;Wk; nghUs; Gyg;gLk; tifapy; ml;ilfs; 

mLf;fg;gl;Ls;sd. 

ed;ikfs; 

1. Jupjkhf tptuq;fis ngWk; tz;zk; cs;sJ. Vndd;why; thbf;ifahsHfspd; 

ngaHfs; kw;Wk; nghUs;GydhFk; tifapy; cs;sJ. 

2. GydhFk; Rl;lfuhjp mjpf tpiy nfhz;ljhf ,Ue;jhYk;> Neuj;ijAk; 

ciog;igAk; Nrkpf;fpwJ kw;Wk; $Ljy; nryTfis Fiwf;fpd;wd.  
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3. ml;ilfis vspjhf mfw;wTk;>Eiof;fTk; KbfpwJ.  

4. ml;ilfs; kpfTk; vspjhf NrHf;fTk; vLf;fTk; KbfpwJ.  

5. GydhFk; Rl;lfuhjp kpfTk; iff;F mlf;fkhf cs;sJ. kw;Wk; xt;nthU 

jl;bYk; gy vz;zpf;ifapyhd ml;ilfis itf;f KbfpwJ. 

6. Nkyhz;ik> nfhs;Kjy; ruf;F> tpw;gid> cw;gj;jp kw;Wk; tpahghuj;jpd; ,ju 

gzpfisf; fl;Lg;gLj;jTk; cjTfpwJ. 

FiwghLfs; 

1. GydhFk; ml;il Rl;lfuhjp rhjdk;> ml;il Rl;lfuhjp rhjdj;ijtpl tpiy 

mjpfkhdjhFk;. 

2. Nfhg;gpLk; gzpahsHfSf;F Nfhg;gpLk; rhjdq;fis mspf;f ,af;Ftjpy; rupahd 

gapw;rp mspf;fNtz;Lk;. 

3. Jz;L Rl;lfuhjp  ,J xU tifahd GydhFk; Rl;lfuhjpahFk;. Fiwthd 

gjpTfs; rpy tupfspy; ,Uf;Fk; ,lj;jpy; ,J gad;gLfpwJ (ngaH> Kftup 

,d;dgpw) ,jpy; xU /gpNuk; cs;sJ. jhspd; cWjpahd Jz;Lfs; ve;j 

tupirapy; Ntz;LkhdhYk; nghUe;jg;glyhk;. xt;nthU Jz;Lk; xt;nthU 

ngaUf;F xJf;fg;gl;Ls;sJ. ,e;j Jz;Lfisj; jhq;Fk; gpNuk;fs; Rtupy; 

nghUj;jg;gLk; my;yJ RoYk; tifapy; nghUj;jg;gl;L ve;j ,lj;jpy; ,Uf;Fk; 

Rl;lfuhjpiaAk; vLf;Fk; tz;zk; mikf;fg;gl;bUf;Fk;. ,j;Jz;Lfis ghJfhj;J 

kw;Wk; mopTfspypUe;J fhg;ghw;w nry;Yyha;L %ykhf nra;ag;gl;l fow;wf;$ba 

kw;Wk; ntspNa njupaf;$ba tifapyhd ciwfshy; %lg;gl;Ls;sJ. 

2. RoYk; rf;fu Rl;lfuhjp   

 ,J xU Kd;Ndw;wkile;j GydhFk; ml;il Rl;lfuhjpahFk;. ml;ilfs; 

rf;fuj;jpd; Rw;Wg;Gwj;jpy; mLf;fg;gl;Ls;sd. xU rf;fuj;jpy; 1000 ml;ilfs; ,Uf;Fk;. 

ml;ilfis cs;Ns nrhUFtjw;Fk; ntspNa vLg;gjw;Fk; cNyhfj;jhy; Md fk;gp 

%yk; vg;nghOJ Ntz;LkhdhYk; nra;J nfhs;syhk;. rf;fuj;jpy; cs;s g;Nuf;fpd; 

%ykhf ml;ilfspy; gjpT nra;Jf; nfhs;syhk;. ,t;thW ml;ilfspy; gjpTfisr; 

nra;aTk; mtw;iw Njitg;gLk; nghOJ jftYf;fhf ghHf;fTk; rf;fu Rl;lfuhjpia 

rf;fuj;jpypUe;J vLf;fhkNy nra;ayhk;. 
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ed;ikfs; 

1. rf;fu Rl;lfuhjp %ykhf jfty;fis JupjkhfTk;> vspjhfTk; ngwyhk;. ,J 

Neuj;ijAk;> ciog;igAk; Nrkpf;fpwJ. 

2. xNu rf;fuj;jpy; ngUk;ghyhd ml;ilfs; nghUj;jg;gLtjhy; ,J ,lj;ij 

kpr;rg;gLfpwJ. 

3. rf;fuj;jpypUe;JePf;fhkNyNa gjpTfs; nra;ag;glyhk;.  

4. Gjpa ml;ilfis NrHf;fTk; gioaitfis Rygkhf ePf;fTk; KbfpwJ. ,it 

%ykhf rf;fuRl;lfuhjp jd;Dila ,af;fj;jpy; nefpOk;jd;ikia nfhz;Ls;sJ. 

cfe;j Rl;lfuhjpKiwiaj; NjHe;njLj;jy; 

 xt;nthU Rl;lfuhjp KiwapYk; mjDila ed;ik> jPikfs; cs;sd. rpy 

Kiwfs; nefpOk; jd;ikaw;wjhfTk; kw;Wk; rpy nefpOk; jd;ikAila jhfTk; tpiy 

kpFe;jjhfTk; cs;sd. xU cfe;j Rl;lfhujp Kiwia NjHe;njLg;gjw;F fPo;fhZk; 

Kf;fpaf; fhuzpfs; mbg;gilahf cs;sd. 

 jfty; Njitg;gLk;tpjk; kw;Wk; msT> xt;nthU KiwapYk; rhjdj;jpd; tpiy > 

xt;nthUKiwapYk; ciog;gpd; kjpg;G> xt;nthU KiwapYk; Njitg;gLk; ,lk;> 

NrHf;fNth my;yJ ePf;fNth cs;s rhj;jpaf;$Wfs; Rl;lfuhjpia gad;gLj;Jtjd; 

Njit. 

 

epidtpw; nfhs;f 

 Rl;lfuhjp 

             Rl;lfuhjp vd;gJ xd;iwf; Fwpg;gpLtJ my;yJ Rl;bf; fhl;LtJ MFk;. 

Rl;lfuhjp vd;gJ „tptuq;fspd; jpul;L my;yJ gjpTfspd; Nrfupg;gpw;F toq;fg;gLk; ,lk; 

Fwpg;ghd;fisj; jahupf;Fk; KiwNa MFk;. 
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 xU rpwe;j Rl;lfuhjpKiwikapd; ed;ikfs; 

1. vspjpy; fz;Lgpbf;f cjTfpwJ 

2. FWf;Fg;ghHit vspjhfpwJ 

3. Fiwe;j nryT  

 Rl;lfuhjp Kiwapd; tiffs; 

1.  gf;fr; Rl;lfuhjp  

i. NgusT Gj;jfr; Rl;lfuhjp   

ii. tpLjhs; NgNul;Lr; Rl;lfuhjp    

iii. capnuOj;Jr; Rl;lfuhjp 

2.  ml;ilr;Rl;lfuhjp 

3.  GydhFk; Rl;lfuhjp 

i. GydhFk; ml;il Rl;lfuhjp   

ii. RoYk; rf;fu Rl;lfuhjp 

tpdhf;fs; 

1. Rl;ljpfhuj;jpd; Nehf;fq;fs; ahit? 

2. ml;il Rl;ljpfhhpapd; ed;ikfs; kw;Wk; jPikfis tpthp 

3. Nehpil ml;il Rl;ljpfhuj;jpd; ed;ikfs; ahit? 

4. Rl;ljpfhhpapd; gad;fis tpthp? 

5. jdpj;jdp Rl;ljpfhhpapd; ed;ikfs; kw;Wk; jPikfis tpthp 

 


