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e sqaeqdT (Public Management)-sIiT T WaeT

e e
T T T@@H 9

2.1 HE@d sgaeqq (Office Management)

2.1.1 HEAT (Office): =, /e, 1 < YK (Office: Introduction, Importance, Functions, and Types)

o U= (Introduction):

(o]

(o]

(o]

(@]

FTACT AHEFN F U TSB! TEHE T AT FHEE TEE TR T 8 |

Il YETHT HS 2, SEfAS GETahT q¥YUi Tdaidg®d! AT, Hae, Taeay T Faeaor e |
T G A TIRET Fegiog u 2|

T ATITHT, Tt BTSN H1F (Paperwork) T QR T HgE Mg, s B
T |

e Wg<a (Importance):

(o]

FAT H75 (Information Center): R TEAMA T FMeale IEE G, TLET T
[EtUKICEN

qU-ag! ATeAH (Means of Coordination): fafrer fomT, oran T safth e wueaT HE T
HEd e |

¥aT Y418 (Service Delivery): oI THK HHRTIEE ANNHEEds 9T Y& T HeT
T T B T

AT T A R (Planning and Policy Making): TRT&aT AN ATAYTE AT FAT gl
T T FHEaaTa T A [Esy |

FF==T (Control): TEAHT FHEE MeT A& T AITSHATIR W/ THUHT ATTHT T FHa==0r
T |

AMWerE sTaeaT (Record Management): TI%?GGP]C FHEET T ANCTEe &g ﬂ@ﬁ e |
% G (Liaison): G&T T 9@ &€ (WEdk, A(GHdl, QAN HH™) &= a9 w4
g |

vl YRFATT FEART (Aid in Decision Making): ATa¥a@ & T G2ATE IUaied RIS i
EERICIEEE R IRE Y

o HWUEE (Functions/Work):

(o]

Y& ®Ee€ (Primary Functions):
= = 9 T (Receiving Information)
« I AT T (Recording Information)
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. %lgidlcdli SATedd Tlff (Arranging Information)

« =T Y2 T (Providing Information)
o WEHH/IEHE FHeE® (Auxiliary/Administrative Functions):
» TAMER (Correspondence)
» AN FFEAIH (Record Management)
«  HHAY IO (Personnel Management)
«  #TY®F HFRER (Financial Transactions)
«  grEWHE FEFE (Public Relations)
»  FEUT SFFEA9T (Material Management)
= & SHATAT (Security Management)
«  FHEEIRT Gede T TEHEE (Office layout and cleanliness)
e YBR (Types):
o TEATEHT ATATAT (Based on Ownership):
»  WEHN HAT (Government Office): STET AT, TormT, Foreet wemes raied |
. ﬁ?-wr&/ﬁ—vﬁ F@d (Non-Government/Private Office): GR%}T HFA, a’ch‘ ﬁwr&
T |
- WEWMHE GEIEHT FATA (Public Corporation Office): Ted waTer faga Fifdresor, Jrer
e
o HIEEAD ATURAT (Based on Area of Operation):
~ W& HAEA (Head Office)

QMET FHEAT (Branch Office)
AT AT (Regional Office)
T HAT (Local Office)

o HH ‘Jl?fﬁ?ﬁ TERAT (Based on Nature of Work):

JIMHEHT HETAT (Administrative Office)
STAEAHA® HEAEA (Manufacturing Office)
fa=ig T (Financial Office)

e FEed (Educational Office)

2.1.2 GgAF FHAH H1Y T Te® (Functions and Qualities of Assistant Staff)

o YEE® HHANST HUEE (Functions of Assistant Staff):
o T BT TACTH GEANT TS |
o AR, TA, FAH AT HHEE® T |
o dANTEEEdTS THARad T AT TH |
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o HANTIHEEH! TN GehR 9 T ATATF AHHR &7 |
o CIRTRIM IETIA T Trae® ARG T |
o H&H, MET AP SHATEATTAT T T |
o HAET GAAEESH! L@@ T AN T |
o WYl TEahT HHAEE GUHT HeIe®edh! qeaT T |
o HAAIH! ARSI STICAITHT a1 & |
o HFYSIH TET Tl I q- AT HEE I |
o EUE HHANST UEE (Qualities of Assistant Staff):
o FHFARAT (Honesty): ATHAT HTHYN MBMEM T FHFER 9% |
o AFAEA (Discipline): FHIRT W T ATAMETHT AT T |
o @i (Diligence): AT H1 TN T HEwell W& qFIA TS |
o TOEEr (Confidentiality): FTATTAHT T FAAEE AT T@ FF §ITE |
o WSl (Obedience): Wfeell TEH! AR TAT T GATS |
o WEARM AE (Helpfulness): WEHHI T FAWEIIG FEARN EIUE |
o TEFER (Courtesy): ¥ ¥ 79 AR Ya¥H 49 |
o WHAMSAT (Punctuality): THIH! T@ T4 EIE, |
o TAR Y9 (Communication Skill): TIE T THEHRT €IAT TAR T G |
o HEFE (Efficiency): THTHT FH T, GRAT T LT el T Ga |
o T T WY (Knowledge and Skill): ATFT HIREIET G¥aad s T T HUHT |
o UHNHE A (Positive Attitude): FHTHIT FHRICHE FEHIT TH |

2.1.3%EA@T |iq e (Office Resources): =T T 9K (Office Resources: Introduction and Types)

o U (Introduction):
o HIECIEH] JLYAEE WH T T 3% HEEE AT T WA T4 AEAE O @
qedeedls BT Jid arge g |
o A WHTEEH! HUA URAATNE  FHATATF] HEGEAET TAEHN §7 |
o A AuEE Wi, W, B T gEens B waFg |
e YBR (Types):
o W@ @@ (Physical Resources):
«  WEF T HIEEE (Building and Rooms)
» iR 91 fReR (Furniture and Fixtures - <, gb_{ﬁ TS AM)
«  FHET IIHWT (Office Equipment - B, U=a¥, widredr A, 2lerhie)
= FA GEq (Vehicles)
« TN qAT q=T Qi (Stationery and other supplies)
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HEE™ 9qree (Human Resources):

» FHHANEE (Employees - SATEASH, AUFHd, TaTdH HHa)
»  foflees! S, 9, S79a T & |
fa=i T (Financial Resources):
»  Fld T H (Budget and Funds)
« WS, 3% ASE (Cash, Bank balance)
« ST (Capital)
TcH® 9rg (Information Resources):
= JT$ (Data)
» W@ (Records)
»  JEa®, Yidaed, qA@EE (Books, Reports, Journals)
»  YFCAIR ¥ ST (Software and Databases)
THT (Time):
« UHT UF WEcaWl A YA B, bl S AqEdIT AEAIAF G |

2.1.4 HTATATHAT W Hecd, Rm L 9qreg- (Importance, Types, and Means of Communication in an

Office)

o TIRH WEd (Importance of Communication):

O

O

(o]

(o]

TqU=ag 9 (Establishes Coordination): [l fovmT T Fd=mde= qu=g H1a8 9 |
v PRl W@ANT (Aids in Decision Making): &l THIAT Tel FoATel HU YERATES 98
TS |

TR WEHI BrEFagT (Effective Implementation of Plans): JeT ¥ ifdg&dls qeai-ed
TG A3 |

I 9 (Increases Motivation): FHAREEATS BT IR I |

F==orr gewar (Facilitates Control): FTIWI ¥ GHEATE SHEHTT W T4 HF=07 T |
| wFeeg AT (Builds Good Relations): FHATI-FHHAR ¥ FHHAT-SATEATITE = THET
g SAT3 |

AT FATE 8CIST (Removes Misunderstanding): T IR 99 ¥ TATREHEE® IS |
AT FaATEAT TWESHIE (Effectiveness in Service Delivery): SaRITERAT TEEHRT TAR T |

o IR [HRA (Types of Communication):

(o]

AqReara! JTRAT (Based on Formality):

- div=Ie ¥9R (Formal Communication): ¥T&sT Felita €& T Faaeqar B
AL (S 0, AR, A1397) |

= ﬁwﬂa‘ IR (Informal Communication): AfhITa T ATAIIE TFe=gehl ATHHT @
AR (STET: Eodl, THF) |
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o WAEH! ATURHAT (Based on Flow):

»  Tedl qgfat wa® (Downward Communication): el qEdTe doctl qafde (TTeeT,
M) |

« Yo deliT YaTe (Upward Communication): Todl e Hideell defdy (WidaeH,
A, T4 |

«  FHAANE/A9 GIR (Horizontal/Lateral Communication): FHT dachl FHHA AT
formTe= (Fwa, qo ATRHIE) |

» Y& ¥9R (Diagonal Communication): fafie g T fomrest sweemde (e
Rt |

o TTEGHST ATERAT (Based on Medium):
-  Af¥® TER (Oral Communication): T&T& FAH, SRTB A, &, W |
» ffe@ S (Written Communication): T, $Ha, UfdaaH, IR, T

" 'H'I?’ﬁﬂv‘/ﬁ'(—‘l’ﬂm IR (Gestural/Non-verbal Communication): TTARE B3T3,
T, HE@H! AWATD |
»  TI-He¥ AR (Audio-Visual Communication): Wﬁ%ﬁ FHrh Y |
o ARSI ¥ (Means of Communication):
o A (Letter)
o ZUA (Email)
o CRIBM/AEE (Telephone/Mobile)
o W (Fax)

o FEH T FFHT (Meetings and Conferences)

o AR (Circular)

o FFr 9T (Notice Board)

o WidasT (Report)

o Fvawaml (Interview)

o Frede a9l =2 (Internet and Intranet)

o WHITS® TA (Social Media - A= YT @il €
o =, S (Radio, Television - STESRET RT)

2.1.5 HEAT HEEE (Office Procedure): T8 =98 (Correspondence), ¥t T I@™t (Registration &
Dispatch), AR (Circular), @& 3G (Order), Ul w@ T oquit TR Rl e ke $UEE (Note

Writing and Points to Consider While Preparing Notes)

e UF =¥98R (Correspondence):

o A FRID] FHH! AR UF T&lel AH T&Tells [ Rgd TTHT G, B, A0, AT
A ATTHIE T HAATs T STFER 0~ |
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o HEH: ANTE W, FTTA TR €A, TAEAT T ATNHAT HH T, TREATIEH GFI T |
o WHI: WHN I, SUMIRE T4, ARG 9, o, T o anfe |
o THT TAHT IUEE: TA, FIETHT, T, STET, RIS, Ay, THIaam e |
o Tl (Registration - Darta):
o A BACHA AETAE T g FHETH, FHag, FNe Afects Haeg A Afier@ T
RS 3t WS |
o UPRRAT: W TART FHH T, [l gersTat AW,/ Frate, A, gl Seg e gdq
oF AT Joer@ g | =M 3ai F¥eR ¥ i SHUE FFaf-aq ¥Er a1 sahare 9aie+g |
o WEE: T BUST a1 G A, TAH] ANTHINEHAT SIS, FAThaedl GHTad I, Afasad/r dres
irar e |
o =am (Dispatch - Chalani):
o e FHTFAE e ToTg+ BT, HHT Afees Faag 0 Afierg TG TS
TRATETE T A |
o URAT: TSTeA TAHT AT ¥R, [, T FEAT, qre-iehl A1 /H1aierd, [, send e st
TR dTedT Jooi@ Mg | T3 WUl el Fea T [Afd ST RigaAr ara=g |
o WEE: U7 YSTUH! YA T, TAHT ANIHBIEAT AATST, TAHT ATEIT IAT TS, AAharedr
=T T |
o 9R9A (Circular):
o @ H o, M A1 i Uhues G eufch, wEn a1 dedenl HereEes b
RIS S AR e i qearers aRam g |
o ST GHM YA T AESGA TEAT U YA, A T Gl e T, W T grrar
Uh &Il =137 |
o U AR ©IAT TIANT Trﬁ*_%ﬂ
e T AR (Order/Endorsement - Tok Aadesh):
o e UTH WUHT UF a1 FeaEd IUX H-FHedl BRER! T 0= Aol AT g¥amad sHHem
a7 wmErers 7 dfem e M ar wetiars de e g |
o AT FHETITAT YT TAHT Ao o1 G s |
o SeXA: FH IS T, T HRATEHT ANl e &F, T & 9 |
o fawuit T/@F (Note Writing - Tippani Lekhan):
o @ T fufa forquel a1 wifted M Wil aEvas 9=t wetg Free gea,
T Saed, BT qaT T sgaedT, e, fAwede® T eI T/ eEded Mot A
T e ffa wedterers fevah i)
o U deall dedle Wiidecdl qear FMufaeT < U e |
o ool TR 9"t e e $WEE (Points to Consider While Preparing Notes):
o faw@r TEAT (Clarity of Subject): fTT™aUl F7 ETRIAT Fivgd g o TE IS |
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o ferHaT T E[UTHT (Conciseness and Completeness): &GS T e @Y AEE K] E3Y
THEA |

o TEARHA (Factuality): ATHMDH WIAT THE TL T FHIAT AT FIIE |

o “hAIgAl (Systematic Presentation): ﬁﬂ'ﬂﬂﬁ\ﬂl’{»’ e e FEqd T@K& (e, faam,
THLFHT S, &) |

o AT T AT ATER (Legal and Policy Basis): g¥af-ad U, [Haw, Hifd, Mayme®s! Jecr@
T |

o UHRCHE T THIAHS 98 (Pros and Cons): RITEd foeug®sd THRIcd® T AHRICHS
TEEEH! [TATT FITE |

o ¥ T a1 AT (Clear Opinion or Recommendation): fequiteRTRer ST T98 T &1 & T
JUgH grg W R e |

o T T 9l (Language and Style): &, f8TE, wmaxeft T wmafed smor winT 1w |

o WEIAH (Presentation): ¥T, & T e =T gque |

o G BT (Attached Documents): ATEITEH FHI T HREIAEE T« AT |

o BRI YA (Delegation of Authority): s MU SR YIS YUHT & 99 Ah!
Joard |

2.1.6 ANIE sFaeA9T (Record Management)

o 9T (Introduction):
o HAIAT RSHT g7 a1 WH g7 #ecauwl BT, HIgd, TETg T A7 ol awiieedrs
SHafead, RIE T Aaeahdl AT GEel I T Gl T AE el TH, T T T
HAAALAF AT JeATST GHY UhATETS AWCE Saaedrds A= |
o AT HATAT HATAIART U AMA 3T & |
e W&d (Importance):
o Qﬁ%ﬂ%ﬁb‘ YA (Historical Evidence): forTaesT i T wriEEsr JHT g?f%’d ey |
o WIS AR ARSI (Guidance for Future): st e T MUigE®sT T ATIR Y&
T |
o WA AE¥aHar (Legal Requirement): HATd AWM FHIIAT €IAT AMA €A TG 57 |
o WATheEAr T URERIAT (Accountability and Transparency): &8 TFIEHH! FaTh Rl T
URERIAT YaeT T |
o TAvla yBFamm g&arT (Aids in Decision Making): #T@YI& a1 T qeATg I9sd TS |
o Wﬂw iﬁ{ (Increases Efficiency): 9l SHIHT Wel G YT QET FT el T qHEsTd
g3 |
o W@l F9q (Saves Resources): AT HITST g@-rr FfEaT TIM, THT T HHEHT T=qA ER
o T (Continuity): FHAT ARads gaT W HH®! Faar 98anT s |
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o NG SYACATIHT AT/ F64AT (Steps/Process of Record Management):

o WAN@H! RS a1 W™ (Creation or Receipt of Records): FTATATERT HT TAATHI HHAT
ANTEEE ST grg a1 Alfevae WH ga |

o IiHAT T GAH (Classification and Coding): AcTEEEdTs fareEd! El'cf% T HEcdd!
HATIHT MBI T A3 J& M |

o U WIERW (Safe Storage): AMTEZEATS FUETT AT (RISRIS FAME, T, HFAST
JUITRITAT) MUSRT S |

o WANT T YT WA (Use and Retrieval): AT T8 AMC@EEeTs il @i T GIRT T+
Fferw e fHerg=g |

o EIEAW (Preservation): AMTEEEAS AN AaE (G, o6, AWM, O SRS 3FIA I9ma
JUATS g |

o HeAET T GAIS (Appraisal and Selection): B eI Bl TEIGTA TG T FAelS goaraq
I HedTs T g |

o gearsT ®M (Disposition/Weeding Out): RiEd @t T T Hecd THUHT AMcT@sears
FoagaR gearseg | @fd Hecaql ahicr@sedrs Tl ®OHT AR AM@ad 1815+ |

o RfSers@  (Digitization): Wfd® aferaaTs feftied T r AR T8 HUSRI 14 |

2.2 oA ¥4 U9 T FOwaeiiir HUsT Q8T s9aeaE® (Provisions in Civil Service Act and Regulations

regarding the following)

(FIe: F&l U7 T FaAahiaT T6-398H Food@ TR FArT TTHR] 230 & T il aar-aa o7,

R0¥< T [FHE], R0% 0 FT THATH GYNGTARTH] AT AT Tl | )

2.2.1 ST AT TS, T 9T, T4 T qRaT < WERATE® (Formation of Civil Service,

Organizational Structure, Methods and Processes of Recruitment)

o Ao Yam@ T (Formation of Civil Service):
o Ul FEAYH TERT T WEANE FAT JA@HT AN oAl Farh] sqaedl WaH! 3 |
o TASTHAT Far U, R0 ATER o= T, §HE T IJTEHEEEHT Aiidhd T A Farb! T
TRUFT | T T AHF DT T TeAF A, A geSAARE e, v H G, qre
A AT, I TR AT, I FET AT, T @I 8alr, a1l a7 9@, Sore 27 9,
e faferer T |
e UFE&T YT (Organizational Structure):
o MU WHRHD! FHIAEAWSH FIAATEA T AT HIIAT TAEdT THGH g1, WH T T TEA
fafwa s, fomT, |feaTe, AT, FEadeE @ sgaed g |
o e HeEEE B Memeear qredaT aE B TEg |
o HTIA WHIAAT TBIA (Hierarchical) §7e, ST&f T0E AfHR T IALEMIA AlMBTHT &7 |
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. qﬂ"lﬁ I ARSI T UEHRAEE (Methods and Processes of Recruitment):
o qR@T (Methods):

FaT WA (Open Competition): @i JaT ATANERT FEISTa T8 T T &
AITA AR e Jiaeqsl s GAle = | (qEe=aadr 8oy )

AT FAARET (Internal Competition): FTadr Jatea #1ERa FH=TOeE gfaeast
RIS A | ([ i)

HEGEET T 8T (Performance and Seniority): T2 sfafer Ja1 T HHAIG®HT
FHAGFIET AeAST T SASATH] ATIRAT agar 1+ | (RS wicdera)

FHIFAr qedrga (Efficiency Evaluation): HTAEHAT, ATHE, TMTH ATl ATETHT
g |

o WHAEE (Processes):

ART AHIA B (Demand Form): GFa-ad A=A a1 Hamel Kb 98! E@aw did
AT AN TET3H |

=TT (Advertisement): <& AT ATARTC (AT RN ALACAHT TAAART T ATFAT
FEATSCAT A9 Jh1e I |

3L@RA & (Application Collection): AU ARAAT THT IFHIAREE L@
el

Tq&r g (Conducting Examination): I, WaRTeRe (smagaewar qTER), T
Feqarar oredr e TROTET TUET g I |

AfaeT Y (Result Publication): T&TaT Sfdm WebTeTT I |

RERE (Recommendation): ST IFHEARGEATS (HARh®T AN FFaf-ad MaBTaHT
T T |

aRs (Appointment): TFafFad e RARE WUHT IFHEaRATE AR & |

2.2.2 FHAS! Wk, e, sgar, e, favfiar wema T s@@mr (Appointment, Transfer, Promotion, Leave,

Departmental Action/Punishment, and Retirement of Employees)

« IR (Appointment): A% FaT ATANTHT RETREHT AT GFaf-aq HeATad®] ded a1 &9Ria
TEee Makh @5g | Makh T3 3@, ¥9F, U8, 999 T 970 T0e€ ol g | oAl TUEvsE
(AATITAT AIGATHT AR & AieAr T TOTHT A0 § o) A @ eqae g |

e  T®AT (Transfer):

o FHAIAE U HIAATSAE Abl AT a7 Uh TIFAE Ahl CATHAT HIHEBTT TH @3 1 |
o ArEAd AT wEfy (WEd 3 a¥) Wity 91 YeEEE ArEvahar T HHrwT GEdrers e
TG T M |
o TEAT TFI=Hl TI¥ AGUE ¥ ATIREE MIHTFAMAT qlfebuahT P |
o dgar (Promotion):
o HHARIATS B! TgaE Hildeel IGHT YA T+ &M |
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o AZAH] ATHREE: FEGFITT HeaTge, SUS, Sier ARa, dHifcs ] o, AT
ST |
o WH AT AN IgAT I RIRE T |
o 7T (Leave): Femdt wHaiese At ywra fer a&ke:
o & ST fET (Casual Leave): T wm=aaam & B
o U4 fO=T (Festival Leave): a9dT IraF=Iaar & &7 |
o Wﬁﬂ(HomeLeave):%ﬂTﬂﬂ%ﬂTW(ﬁﬁ:ﬂaﬂcwmrq?r?eoﬁ?)l@T?ﬁ%ﬁ‘ﬁ
g |
o ToHt "T (Sick Leave): adar qraraaar 93 o7 o ufs afea w9l |
o WE[ fSRT (Maternity Leave): Afgell FHAI®T A (Araaam ¢ i, 38 Tewaed) |
o W TER f9&T (Paternity Leave): T6% HHAHT AN (37l geapdl €aT, Ir=aaan Q4 &,
3% TCHYH) |
o Trf@Er f’T (Mourning Leave): Ir@=aaar qY, {1
o EFIA AT (Study Leave): FfEa o o 14 |
o HETERY faaT (Extraordinary Leave): farery affeatam |
o TmiT aem (Departmental Action/Punishment):
o HHA ATITETEN B AT a1 AT Frarell (Had Jeele AT A B |
o UM WOMF: AGAd fad, X audFH qad dfg BT T, X ATEEH dgar & I |

o Tty gom: « AiEwH qa afg W@ T, Y ATEEH Sgar WA T, HEASTH TR AT A
TN TSN T JATEIE B3, WATHT TH qATHT AN FART SeT T4 Fq@red 19 |

L T T T A e |
e AAHNET (Retirement):
o SAH T&A (Age Limit): THMFIAAT Y& a¥ T HUUTE |
o Taeg® BN (Voluntary Retirement): IS dar @iy (FMmaaar R0 a¥) €0 T |
o WAWEA™ AAH (Compulsory Retirement): J&THAT a1 TR HYIPRT BT |
o HAFWRG HHAN HIATER I9&H (Gratuity) a1 FARMRIT (Pension) TEEA |

2.2.3 HHAI AT T@ﬁ TR T Haege® (Code of Conduct and Duties to be followed by Employees)

o M (Code of Conduct):
o TAIF! @ T ¥ FART €IH FHfaEwr Iuedd g |
o AT HTH, Hded T ITENUE TAMAN T efierdreT | 97 91 |
o HAWTEM fIE T HAled sFaer I |
o WIHN TR YA T RN I |
o  SHAICHAT |62 T AT Ao |
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o TXHN HTHHTS GFewdl oAb AAAFAr 7T 9 |
o @M, q1ded, SUBR a1 Fal AR a7 THbR T (A{HUH] AT e ) |
o WIEH ST AT T HETAIAT TATI AT Blgeedl T |
o e qAN AT FHTHT GHARR 0 |
o A T FIHE®T Il It T |
o AMYUH ATAMET HIIH T |
o ATHWRT AIUHT AUHIHT HITTAFAT AT T T |
o ®AcUEE (Duties):
o iU rEard J8T T |
o AT yATEars e, GRAT T FHEHIG TS |
o TE T SAdHI fEders gam W |
o T S, 6 T &TAArh! AEfg T o |
o WHRH A T HEFHEEH! HRATAATAT AR T |
o YETERAT T GEMERIE Fa8R T T |

2.3 GBI 9, ET T @I YRl FFel g SMar (General knowledge about Government

Budget, Accounting, and Auditing System)

o TGN 9@ (Government Budget):

o I WHRH! TF AMAF qUH! AT (Aeed) T =07 (W) HI ATHAG [Fa0Telrs THH e
qHvg | a7 GhTahT dlhe AT AT 2l |

o SeYd: ANYF Alg, TG AATHT, AT ST, FAh! HIA AfShie, Hed T, ATdH

|
o 9D
- T SN (Current Budget): WA @, Teisl S, Yo TATe el 3+ BRIl
suud
»  YiNTq SIE (Capital Budget): @ Fmr, wwaf [sir Sear el aHbiae =]
suud

o ®wc 9% (Budget Cycle):
1. T (Formulation): @ #=ATerel fafva A=a1erd T MabToiT! Fo-aa®r aeie aoHr
T |
2. TF (Approval): SFEYEH-¥EE (BT THT TEF) A TRA §7g | (AHAFITAT &
Y, T T T e e g)
3. FEFAAT (Execution): GFaad AT ¥ MHIEE Foic HEATAIT TG | Heoldl

== e Hemr g
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4. HeATgd T A@IQET (Evaluation and Audit): =T THEHIAT HedTgd T HeTer@l
TEFAE @I g |
o THN @l YRl (Government Accounting System):

o A WHI AMH FRIAREEHT HHAF T cHARId AWerg T, FMHT T, AT Fabred T
forirar wfdaes R T goTett 2 |

o SRYH: AMGH FAThledl, TRERIT, Aeie. Faw=0, T gea, Mo JrEramr S8 |

o ITETHT: TEHT ARG IRRI @l YuIedl (Cash Basis Double Entry Accounting System) Ea)
gmaw Aaid g | HeTddl Fa-a% FAEde @l Il gaad T Hee 6 |

o TEHT BRWAEE: [ FBHT AT, T, sRdT AT Afierd @ Helo@r Havad
FIATTAT THHT TGN BRHEE (FEd: TR G, S T ) 78 geg|

o TN AQYIIHT YUTeqr (Government Auditing System):

o A FHN FREEH! <@l T AP PRIAEEH! a7, Hoael T &gy S T BIA a0
forfrer FrorweEsT qreT U/ AUET, S AT fderdy, FUE T TNEE TR 9/
Tl T yfdaes fa= gBRar 2|

o YT AT ATMET HER T, A T FABIS Tl TS, FATRRGAT TaEGA T, GIREHT AT
REIERCEN

o YD

- AR A@ILET (Internal Audit): GFaFad A=A a1 NEHEANES @TIET THE
AT FHT AT <T@l FaAs% FHratedsT gdmEteere Fafa e 1ieg |

- Ffaw A@EQE (Final/External Audit): HeTer@l TO&®H®] Hed (Faas Faem)
qE MG | A F@aA T Foue g7 |

o Wel@El T4&® (Auditor General): TATel®! |fEeT™ FAISH ﬁ'{lfﬁ Eaf BEEIREC Bean g1,
TGS T WY BT, GAETHE b, A=Terd, AT Hehr T Gl ol a1 Afeienier
e HUHT ST TEAEEH! @A MEg T AU Fadad AgId T0eE Iq Tag, S
GHIH A &5 |

2.4 Qv AT YaEs! o, YT Yare T [Ae, aiker T Aegwe® (Meaning of Public Service Delivery,

Service Delivering Bodies, Methods, and Mediums)

o T EWME AT YAEH! A (Meaning of Public Service Delivery):
o WHR A WANAHE Hbeed TRNFHEEH! Bd, GAar T AaHd qah AN Jqesd T3
A= YR HaT, GaeT T e [ YEhRaTars Qs gl Jare Wi |
o TEH TRTeT, TETEEH, YA, @I, AT, ToT, = TEdl ATIRAT T ATIH qae® TagH |
o TEHI A IL¥ ANNEHH] FATEH IR wA3] T UE HEH T 2 |
o AT 4T T M&EE (Service Delivering Bodies):
o WHN MHIEE (Government Bodies):
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«  FHR dE: A, T, g, JnTeE |

» TSI dE: WS HeATerd, FEYHIey, TeYRddy HAIeE |

s T T8 MR, TR, Rieal g@-aa affd T 98T HTAeE |
eI GeIe® (Public Enterprises): SO Toe[d W@, IO SfelahH, TOTel arg&an R
A |
ﬁt-wr{’r YEIEE (Non-Governmental Organizations - NGOs): FLHTCT T T &9
ST e AT |
st &= (Private Sector): TLHRENHT ARIETIAT (PPP - Public-Private Partnership) a1 Bﬁﬁﬁ
g (sred: Fslt feraera, sreqare) |
WHRI® §&EE (Community Based Organizations - CBOs): TAMIA TAXAT a9 IUHIHT 9HE,
QAT ITARRT |G 17 |

o AT YATE T aNaT T AETWE® (Methods and Mediums of Service Delivery):

o

wea& dR@T (Direct Method): TaT YaT& FameT Y Yaumerars Jar B (SE: Seqarerr
T [T Sif=) |
AYTL AT (Indirect Method): WETEIeHaT a1 a1 HHIUTHT JaT JaTg T |

THgR ot (One-Stop Service/Single Window System): EIEERCEIRLS @v‘ TTSATE JUeTsd
RIS (ST foeet geme wrafeasd! tHgR 9 %+g) |

It ¥4 (Mobile Service Delivery): ¥aT Y&Td% AT JAUTEHT TSl a1 Ao TR Far o
(STed: Fedl TR et |

srarg/feEda Aread (Online/Electronic Medium): $7e3-IE, Je@TEe, HieTed UW HIhd 4T
fe (ST arfee B o, B aeer) |

rawHe-o G (Public-Private Partnership - PPP): §{®hTT T et & fer Tar vare

T

AFeAT (Outsourcing): F&T FiET Faree Mot &= a1 o= [FIusar YUHT Gearels SHTHl
Eall

AT 9T, e, SRafie, Tt a1 TRt SHE ¥ GE YA T ATEIEE |
T ITH /AR GIATS GO FATITERT oI T I[Ar Feere T I |

2.5 WEWe 5@ (Public Charter) : Wgcd@ T A@¥a&ar (Public Charter: Importance and Necessity)

o T EWM® SEUAST 3 (Meaning of Public Charter):

(o]

(e]

AT FHEel ANEATS Y& T Jagean! [Fawl, Jar U 19 a6+ 99, qravdsd Ge6,
TER, WP HAR FHA T TR G AR GHT oo T Araeid 99T T3 R
gidagdr 9 a1 ST dEsed aerA ik |

A TR T a1 Wi N Ed U WHERET qEEdr o |

e WHEA T AE@XIFAT (Importance and Necessity):
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o YRGERIAT (Transparency): a1 YaTg YRATATs IREET SMISE, & ¥al Had T Hiedd 2wy Tl
T TG |

o SEmReRar (Accountability): 4T YaTHE ™ T HHAKATS ATFT Adagaid SaThaer
ESISEN

o TN FIRHIHWT (Citizen Empowerment): ARTRGEEATS ATFT ATIHK T JaT T3+ IRRATET
SHEN 6 Ferh e |

o HaTH! TORAY g (Improvement in Service Quality): e wmeve T FHIRAET dife ‘gHT
ATHT TUETAT IR <AST 219 T |

o WEMER =TAHW (Reduction in Corruption): 92T TE FaT AAHAD T Ga@edl &4 §7s,
S YEER TS HEd 1 |

o Tl sgaedT (Grievance Redressal): TATEl HE T Haf T Aol T §a1 TG SATEATT
TAEHE T |

o {MHT Ya& (Promotion of Good Governance): TREEIAT, TATHATEAl T AN TEWIRIAT
TR GIETAT ARG TS |

o HHAD! I (Employee Motivation): SFHETE TIE a1 HHAKAS HRAGFIET T4 T8l T
AN & 955 |

o W T Yarg (Dissemination of Correct Information): FAWTET HaT q¥a=el el T
ATMeHIE BN TS |

o fama s™afg (Building Trust): &R T AW amEe! ardEer e &g |

2.6 SAAEAIAHT AAHRT TAT WASS AAEAITH ¥, Faeur, goeaa, [uig 9e6ar, ST T Fqed qva=ar
KIECA (Concepts of Management and knowledge about Direction, Control, Coordination, Decision-
Making Process, Motivation, and Leadership in Public Management)

o TITIISHT FTGRM (Concepts of Management):
o I Yo TEHURT @ET B THET AR W, e, fre T geeens diaeed
AT, T, e, gweag T Fg=ar 19 ulERaers sgeeae g |
o A UF Fell T s g 2
o W& Fe® (POSDCORB - Luther Gulick): Planning (ATSTT), Organizing (FRT&), Staffing
(FHET eF&wdn), Directing (FEe), Coordinating (9%, Reporting (Afd=&+), Budgeting
@) |
o HEWME STACATITH:
o fA%¥ (Direction):
«  FUARKIEEAS & T, HAL T T Higel T T ARG T, 169 i T I
FTY |
» TGl AGHATATS HEETAT IR0 T Hgd T |
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AT GALEEA, IR, IO T Aqcd THAL 575 |
o == (Control):

« iR @& T AURTSHTER B HY/AHUH] Wi, [FEees o e T ghaicas
FHEH Aol UHhAT |

«  TE BHRUEIETAS Gel AHT SRNE |
»  TOEE: AUETS YR, FREFIET AT, AGUSHT JaT, fH=e e, gurcas
FEE |
o FH-ag (Coordination):
«  TSHHT AN gHTS, aith ¥ PRad e e HSEIar ¥ UHEIdl B T 9rET
JLYT VT <R Tahihd T T & |
« T FE HSISH, A IERIUAT BESG T THEAFIRAT FRT3F |
- TH IR, So, Afiee qHaaH W g
SRELCRIED) (Decision-Making Process):
B [E T Corcs rra: 1o B e b MM Corcs B i ol o Ml - ol o o
= WESAHD AFAEAATH FHUEE S, B W@ T 3Usd SidhT ATERAT foigeg |
v TRUEE: GHET R, GOl 9, [d@ded [, Mded Jearsd, IaW [Aded gAle,
i rateaae, I8 T HedTs |
o WM (Motivation):
s FHANCEATS TAEGl ¥ SCAEdd® TEAH] A& WHaHT AN A T YR T J6a |
- TRl (e, s, A T -l (i, A, e, seEt, T @A)
SORHEE §a |
AV ST AT, TEHATHT WA 9 WEeaqt IoRE g
o qca (Leadership):
- IEATS YN UM, ARG I T AT A& WHHT R Aarieeers ST T ewHar
v geHAT |
« AT 3EH (Vision) T T, TRATTHT d[ATE TG T 2l FHAMT T |
- S SHAETIA AT, GENRIAe® ¥ Hids Aqcah! HEed geg |

2.7 AMA Hed AIAl (Human Values), TRIR®G ST Hded T AU T4 FFEMET (Human Values, Citizen's
Duties and Responsibilities, and Discipline)

o HFER Hed AWEAAT (Human Values):
o @ wmaTa foramE, fgTa T UEE F O Sfh @ AR, §RE T Mg ARt e
T A GHRICHE g TAMUT 19 Agd g |

o YHE ATET Hod H-IAEE:
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« A (Truthfulness): TAMEIYE® Fcg dleq T sgd8R T |
- 3@ (Non-violence): i TR =1 A fEar 0 |
»  WETAA[/FE (Empathy/Compassion): ¥&®! 3@ T UIeT 37 T TEART T |
»  WRWEr (Tolerance): H¥d HHR, g, TEHAUM GF M T Geeiiadr T4 |
= ¥ (Justice): Foa&rar T FHMART FgTed qrerr I |
= SAFIRAT (Honesty): AT % T SHARRAT (HBMEM &4 |
= S Ra™ (Responsibility): ST 1 T Tq@eT TRomTAY 3TRaErl g7 |
»  ¥EANT (Cooperation): AMie® feaswr @il ek 1 T |
- &Y (Respect): ¥4 =t foem T geafciaT A& T |
= {aWE (Service Motive): [H:EaTY AT S&H] HaT T |
o TN HT Haed T TR (Citizen's Duties and Responsibilities):

o A9 AU ANREHT Facug® Ui il 3 |

o YHE Fed T TMAATE:
- AR ST g, ST AT, S T Agvedihl T T |
- e T HIART G T |
« SISl ARHT F@A AE FAT T |
«  HEE FEIRRT AT T XE T |
- WENHE Bd T GIER HEH TG |
- i s % fag |
AT WA WS AT HATHT TART T |
»  HED ATHRD] THAM T |
- FAISE FATE T AR B T |
- FAERY GEAHT AREA [T |

o AT (Discipline):
o &: (9w, T, AT T ATERARA®! ATl T, ATCH-[A-A0 TG T sgaedd adr qaied
AR YEA T ATEmE |

o WHedd:
- SARKIC ST A5 I, =R 1, qeeta |
»  UIRARE S 9@, qid, GHIR 679 |
WIS STEAT: T, 9T, FeaaedT, W |
s FHATAA/EISTAL: HIAFA, ICNEH dA1g, GHIR Tead, AT W |
-y i FE e, fe, R

o HAMET T-URA a1 Al FoAvene u g7 9ag | €9- AET SaH A |
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