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wka;¾uOH wÈhr 
 
 

uQ,H .sKQïlrKh iy jd¾;dlrKh 

Wiia l<ukdlrK .sKQïlrKh 

udkj iy ixúOdk l<ukdlrKh 

jHdmdr iy idx.ñl kS;sh 

n¥lrKh 

Business Language II (English Medium) 

 
 

ye|skaùu 
 
wÈhr y;rlska iukaú; fuu iïmQ¾K úIh ks¾foaYh ilialr we;af;a YsIHhskag 
kHdhd;aul oekQula iy l<ukdlrK .Kldêldßjrfhl= f,i ld¾hfha fh§u i|yd 
l=i,;d ,nd .ekSu msKsi jk w;r my; úia;rlr we;s úIh ks¾foaYh wfmaCIs; wruQK 
iy úNd.fha tla tla ud;Dldj i|yd wjYH oekQfï uÜgu meyeÈ,sj i|yka lr we;' 
flfia kQuQ¥ tla tla ud;Dldfjka wfmaCIs; oE ksh; jYfhkau i|yka lsÍug wisre 
neúka" úNd.j,g iQokïùfï§ YsIHhskag úIh ks¾foaYfha Ndú;dlr we;s mo .eUQre f,i 
ks¾jpkhlsÍug fmd<UjkQ ,efí' 
 

l<ukdlrK .sKQïlrKh uE; ld,fha§ b;d blaukska úldYhg m;a úIhls' fuu úIh 
ixúOdkj, fjkiajk f;dr;=re wjYH;djhkag iß,k f,i fjkiajk foaYmd,k" 
wd¾Ól iy iudchSh mßirhl ls%hd;aul fjhs' tneúka YsIHhskao jHdmdßl f,dalfha 
fjkiajk m%jk;djhka ms<sn| wjYHfhkau wjOdkfhka isáh hQ;=h' fyd| Èkm;d mQj;a 
m;la iy i;s wka; mQj;am;la lshùu ^úfYaIfhka jHdmdßl f;dr;=re& wksjd¾hfhkau 
l, hQ;=h' uE;§ is¥jQ iS.% ÈhQKQj ms<sn| oekQula ,nd.ekSu msKsi cd;Hka;r ;;a;ajhka 
ms<sn| ls%hdlrK —tfldfkdñiaÜ˜ jeks iÕrdjla lshùug iEu W;aidyhlau .; hQ;=h' 
tfukau —iS'tï'ta lekvd˜ ys" —l<uKdlrK iÕrdj˜ jeks uQ,H iy l<uKdlrK 
wdh;khla u.ska m,lrk iuyr iÕrd lshúh hQ;=h' wjidk jYfhka j¾;udk 
jd¾;dlrK mßphka ms<sìUQlrk m%ldYs; jd¾Isl jd¾;d yeoEÍuo fyd| woyilS' 
 

úNd. jHqyh  
 

wdh;kfha wOHhk mdGud,dj wÈhr y;rlska iukaú;h tajd kï" 
w& ;dCIKsl wÈhr 
wd& wka;¾uOH wÈhr  
we& jD;a;sh I wÈhr  
wE& jD;a;Sh II wÈhr  

 
  
wdh;kfha úNd. j¾Ihg fojrla tkï ud¾;= iy iema;eïn¾ udi j,§ meje;afõ' 
jD;a;Sh II wÈhf¾§ fuf;la bf.k.;a kHdhd;aul oekQug jeä jeo.;alula olajk w;r 
thg wu;rj meh ;=kl ld,hl m%f;Hl wOHhk m;%hlskao (Case Study) iukaús;h' 
m%f;Hl wOHhkhg wjYH f;dr;=re wh¥ï lrejkag úNd.hg uilg fmr ,ndfok w;r 
n,mdk f;dr;=re iy m%Yak úNd.h meje;afjk wji:dfõ ,ndfokQ ,efí' 
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iïmQ¾K úNd.h  m%Yak m;% 18 lska iy tla m%f;Hl wOHhk m;%hlska iukaú;fõ' 
YsIHfhl=g ;u wNsu;h mßÈ my; i|yka fldkafoais iïmQ¾K lsÍfuka ´kEu m%Yak m;% 
yhlg ^6& fmkS isáh yel' 
 

• YsIHhska iïmQ¾K wÈhrlg fyda wÈhrl iuyr úIhhkag fmkS isáh hQ;= w;r TjQka 
,nd.;a ksoyia lsßï fyda idud¾: ksYaph lsÍfuka miQ ms<sfj,ska ;dCIKsl wÈhf¾ 
isg by<g hd yelsh' 

 

• iuyr úIhhka tla wÈhrhlg jvd jeäfhka mÍCIKhg ,lajk wjia:djka ys úIh 
ks¾foaY wka;¾.;h m<uq wÈhf¾ isg miapd;a wÈhr olajd l%udKql+,j j¾Okh lr 
we;' tneúka ;dCIKsl wÈhf¾ uQ,H .sKQïlrK uQ,O¾u m;%hg o" wka;¾uOH 
wÈhf¾ uQ,H .sKQïlrKh iy jd¾;dlrKh m;%hg" jD;a;Sh 1 wÈhf¾ Wiia uQ,H 
.sKQïlrKh iy jd¾;dlrKh m;%hg o ms<sfj,ska fmkS isáh hQ;=h' tf,iu 
wka;¾uOH wÈhf¾ Wiia l<ukdlrK .sKQïlrK m;%hg fmkS isàug fmr ;dCIKsl 
wÈhf¾ l<uKdlrK .sKQïlrKh uQ,O¾u úIHhfhka iu;aùu fyda ksoyia ùu ,nd 
;sìh hq;=hs' 

 

• jD;a;Sh II wÈhrg fmkS isáh yelafla YS,amSh wÈhr" wka;¾uOH iy jD;a;sh I 
wÈhrj, ish¿u úIhkaf.ka iu;aùfuka miQjh' 

 

• jD;a;sh II wÈhf¾ ish¿u úIhkag tla jdrhl§ fmkS isáh hQ;=h' 
 

• kshuhkag hg;a YsIHhska" wÞ, mßÈ fjk;a m%Yak m;%j,g fmkS isàug fmr ;dCIKSl 
wÈhf¾ BC I m;%h iy jHdmdr .Ks;h m%Yak m;%j,ska iu;aúh hQ;=h' 

 
úIh ks¾foaY jHQyh 

 
ix.ufha wOHhk mdGud,dj wÈhr y;rlska iukaú; jk w;r" ;dCIKsl wÈhr iy 
wka;¾uOH wÈhrhka isxy, iy bx.%Sis udOHfhka mj;ajkq ,enk w;r jD;a;sh I wÈhr 
iy jD;a;Sh II wÈhr mj;ajkq ,nkafka bx.%sis udOHfhka muKs' 
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úIh ks¾foaY ud;Dld ms<sn| Wmfoia 
 
úIh ks¾foaYfha tla tla ud;Dldfõ wjYH l=i,;d uÜgu my; úia;r lr we;s mßÈ fõ' 
 
oekQu 
 
 fuh  bf.kSfï jvd;a uQ,sl uÜgu jk w;r uQ,sl lreKQ yªkd .ekSu iy kej; 
isyssm;a lr .ekSula wjYH fõ' fuu fldgia l<ukdlrK úIh m:fhka mßndysr tajd jk 
w;r YsIHhskaf.a oekQu l<ukdlrK lKavdhu iy wksl=;a idudðlhska iuÕ 
ixksfõokh lsÍug iy ld¾hfha ksr;úh yels uÜgul ;sìh hQ;=h' 
 
 
 
wjfndaOh 
 
 oekQug wu;rj YsIHhdg ud;Dldj f;areï.ekSug yelsnj fmkakQïl, hQ;=h' fuys§ 
YsIHhdf.ka l<ukdlrK .Kldêldßjrfhl=g wÞ,jk uÜgulg wksl=;a whg 
Wmfoia§fï iy uÕfmkaùfï yelshdj wfmaCId flf¾' 
 
 
 
Ndú;h 
 
oekQu iy wjfndaOh Ndú;fhka YsIHfhl=g wÞ, m%ñ;" uQ,O¾u iy Ys,amShl%u 
f;dard.ekSug;a § we;s .eg¿jlg fyda wji:djka úi£ug fyda fhdÞ .ekSug we;s 
yelshdj fmkakQï l, hQ;=h' iuyr o;a; wÞ, fkdjk o;a; mrdihlska YsIHhdg ksYaÑ; 
f;dr;=re f;drd.ekSug yelshdjla ;sìh hQ;=h' l<ukdlrK .Kldêldßjrfhl= iy 
l<ukdlrK lKvdhfï idudðlfhl= jYfhka YsIHhdg jD;a;sh úksYaphl fh§ug we;s 
yelshdj fmkakQï l, hQ;=h' 
 
wOHhk Nß;h' 
 
úIh ks¾foaYfha tla tla fldgig wOHhk Ndß;hla ne.ska § we;' fuhska woyia lrkQfha 
ksYaÑ; ud;Dldjlg wOHhkh i|yd fhÈh hQ;af;a fldmuK ld,hlao hkakh" 
 
fuh m%Yak m;%fha tu fldgig fjkalr we;s ,l=KQ m%udKh .ek weÕùula fkdlrhs' 
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wka;¾uOH wÈhr 
^wdmiq m<uq msgqjg& 

uQ,H .sKQïlrKh yd jd¾;dlrKh (FAR)   
 

iSñ; iud.ï iïnkaOfhka jd¾;d lsÍfï wdlD;sh uQ,H .KldêlrKh yd jd¾;d lsÍï u.ska 

YsIHhkag bÈßm;a flf¾' Y%S ,xld .sKqïlrK m%ñ;s yd 2007 wxl 07 orK iud.ï mkf;a 

wjYH;djhka ms<sn|j úfYaI wjOdkhla mj;ajd .; hq;= h' 

 

wOHhk wruqKq 
 
² uQ,H .KldêlrKfha moku jYfhka .efkk uQ,H .KldêlrK mßirh yd 

ixl,amuh wdlD;sh ms<sn| wjfndaO lr.ekSu' 

² fmdÿfõ ms<s.;a .KldêlrK uQ,O¾u yd jHjia:dms; wjYH;djhkag wkqj wdh;khl 

uQ,H m%ldYk ms<sfh, lsÍfï yelshdj' 

² uQ,H m%ldYkj, m%fhdack yd iSudjka iïnkaOfhka ukd wjfndaOh' 

² úfYaI .kqfokq $ l¾udka; iïnkaOfhka .sKqï m%ldYk ms<sfh, lsÍu' 

² uQ,H m%ldYk úYaf,aIKh lsÍug yelshdjla ,eîu' 

 

úIh ks¾foaYfha my; ±lafjk ud;Dldj,g wod< Y%S ,xld .sKqïlrK m%ñ;s 
iïnkaOfhka wjfndaOh yd tajd fhoùug we;s yelshdj wfmaËd flf¾' 
 
 Y%S',x'.s'm%' 03 uQ,H m%ldYk bÈßm;a lsÍu ^ixfYdaê; 2005& 

 Y%S',x'.s'm%' 05 f;d. ^ixfYdaê; 2005& 

 Y%S',x'.s'm%' 09 uqo,a m%jdy m%ldYkh 

 Y%S',x'.s'm%' 10 .sKqïlrK m%;sm;a;s" .sKqï weia;fïka;= fjkiaùï yd jerÈ 

^ixfYdaê; 2005& 

 Y%S',x'.s'm%' 12 fYaI m;% Èfkka miq isÿ jQ isoaëka ^ixfYdaê; 2005& 

 Y%S',x'.s'm%' 14 wdodhï nÿ i|yd .sKqïlrKh ^ixfYdaê; 2005& 

 Y%S',x'.s'm%' 18 foam," msßh; yd WmlrK ^ixfYdaê; 2005& 

 Y%S',x'.s'm%' 19 l,anÿ ^ixfYdaê; 2005& 

 Y%S',x'.s'm%' 20 Kh .ekqï msßjeh 

 Y%S',x'.s'm%' 22 wdfhdack i|yd .sKqïlrKh 

 Y%S',x'.s'm%' 25 jHdmdr ixfhdackh ^ixfYdaê; 2004& 

 Y%S',x'.s'm%' 26 taldnoaO yd fjkaj ilia lrk uQ,H m%ldYk ^ixfYdaê; 2005& 

 Y%S',x'.s'm%' 27 wdY%s;hkays wdfhdackh ^ixfYdaê; 2005& 

 Y%S',x'.s'm%' 29 whNdrh 

 Y%S',x'.s'm%' 30 iïnkaê; md¾Yjhka fy,sorõ lsÍï ^ixfYdaê; 2005& 

 Y%S',x'.s'm%' 31 noaO jHdmdrhkays ysñlï ^ixfYdaê; 2005& 

 Y%S',x'.s'm%' 34 fldgil bmehqu ^uQ,sl .Kkh lsÍï& ^ixfYdaê; 2005& 

 Y%S',x'.s'm%' 36 m%;smdok" wiïNdjH nerlï yd wiïNdjH j;alï 

 Y%S',x'.s'm%' 37 wiamDYH j;alï 
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úIh ks¾foaY fCIa;%fha we;=,;a ù we;s .sKqïlrK m%ñ; iïnkaOfhka lrk ,o ixfYdaOk yd 

bÈßm;a lrk ,o kj .sKqïlrK m%ñ;s ms<sn|j ±kqula YsIHhkag ;sìh hq;= nj wfmaËd 

flf¾' 

 

we.hSu meh ;=kl ld,hl ,sì; m%Yak m;%hla u.ska is¥lrkQ ,efí' 

 
úIh ks¾foaY wka;¾.;h 

o
ek

Qu
 

j
g
y

d.
ek

Su
 

f
h
o
ù
u
  

 
1. jd¾;d lsÍfï mßirh ^wOHhkh i|yd nr ;eîu 5]&    

- uQ,H m%ldYkj, wruqKq     

- uQ,H m%ldYk iïnkaOfhka n,mj;ajk Wml,amkhka" .=Kd;aul ,ËK yd 

uQ,sldx. 
   

- úúO j¾.fha jHdmdr wdh;kj, uQ,H m%ldYk ms<sfh, lsÍu iïnkaOfhka 

wod< jk jd¾;d lsÍfï mßirh 
   

- iSñ; iud.ïj, uQ,H m%ldYk ilia lsÍu yd bÈßm;a lsÍu i|yd jQ 

wdlD;suh rduqj 
   

- Y%S',x'.s' m%ñ; jeäÈhqKq lsÍfï l%shdj,sh yd .sKqïlrK m%ñ;s mk; yd 

iud.ï mk; fhoùu ms<sn|j wjfndaO lr.ekSu 
   

- rdcH wdh;k .sKqïlrK wjYH;djhka iy uQ,H mkf;a m%;smdokhka    

- ndysr ú.Klf.a N+ñldj" i;H yd idOdrK ;;ajh ms<sn| ixl,amh    

- uQ,H m%ldYkj, iSudjka yd m%fhdack    

 

2. iSñ; iud.ïj, uQ,H m%ldYk iud.ï mk; yd Y%S',x'.s' m%ñ; wkqj 
ms<sfh, lsÍu ^wOHhkh i|yd nr ;eîu 20]& 

   

    

2'1 iud.ï mk; yd Y%S',x'.s' m%ñ; wkqj wdodhï m%ldYkh" fYaI m;%h" 
ialkaOh fjkiaùfï m%ldYkh fhda.H igyka iuÕ ms<sfh, lsÍu    

    

2'2 my; ±lafjk .kqfokq iïnkaOfhka .sKqïlrKh ms<sn|j YsIHhka 

±kqj;a úh hq;= h' 
   

- fldgia ksl=;a lsÍu yd ksoyia lsÍu    

- mß;Hd. lrk ,o m%d.aOkh    

- ne÷ïlr yd Khlr    

- kdñl w.h" wêñ, yd jÜgï    

- jÜgï yd wêñ, l%uËh lsÍu    

- Khlr ksoyia lsÍu    

- nÿlrKh ^ú,ïì; nÿ we;=¿j&     
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- wLKav fufyhqï yd LKav fufyhqï iïnkaOfhka ,dNh    

- fYaI m;% Èfkka miq isÿ jQ isoaëka    

- ,dNdxY" ,dNh fnodyeßï yd m%d.aOkh mj;ajd .ekSu iïnkaOj 

.sKqïlrKh 
   

- iïnkaê; md¾Yjhka fy<sorõ lsÍï    

    

2'3 m%isoaO lsÍu i|yd uqo,a m%jdy m%ldYkh ms<sfh, lsÍu    

    

2'4 fldgil bmehqu uQ,sl .Kkh lsÍï ^Y%S',x'.s'm%' 34&    

 
 
3. foam, msßh; yd WmlrK" f;d." wiamDYH j;alï" wdfhdack 

.sKqïlrKh ms<sn| iïmQ¾K yelshdj ^wOHhkh i|yd nr ;eîu 15]& 
   

    

3'1 foam," msßh; yd WmlrK ^Y%S',x'.s'm%' 18 g wkqj&    

- ks¾jpkh" w;am;a lr.ekSï .sKqïlrKh" Kh .ekqï msßjeh .sKqïlrKh 

^Y%S',x'.s'm%' 20&" jákdlu jeä lsÍu" Ëh" j;alï bj;alsÍfï" fy<sorõ 

lsÍfï wjYH;d  

    

    

3'2 f;d. ^Y%S',x'.s'm%' 05&    

- ks¾jpkh" ld,Sk yd ksrka;r f;d. mj;ajd.ekSï moaO;sh" f;d. w.h 

lsÍu" fy<sorõ lsÍfï wjYH;d 
   

    

3'3 wiamDYH j;alï ^Y%S',x'.s'm%' 37&    

- lS¾;skduh ks¾jpkh" w;am;a lr.ekSu .sKqïlrKh" lS¾;skduh 

.sKqïlrKh 
   

- lS¾;skdufha w.h weia;fïka;= lsÍfï l%u" fy<sorõ lsÍfï wjYH;d yd 

wfkl=;a wiamDYH j;alï 
   

- m¾fhaIK yd ixj¾Ok úhoï ks¾jpkh" WodyrKhka" .sKqï.; l< hq;= 

wdldrh yd fy<sorõ lsÍfï wjYH;d 
   

    

3'4 wdfhdack ^Y%S',x'.s'm%' 22&    

- ks¾jpkh" w;am;a lr.ekSï .sKqïlrKh" fYaI m;%fha w.h lsÍï" fy<sorõ 

lsÍfï wjYH;d 
   

 

4. flaj, yd yjq,a jHdmdr .sKqïlrKh ms<sn|j Wiia uÜgfï lreKq 
^wOHhkh i|yd nr ;eîu 15]& 

   

- lS¾;skduh yd yjq,a jHdmdr m%;Hd.Kkh     

- kj yjq,alrefjl= n|jd .ekSu    
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- yjq,alrefjl= úY%du hEu fyda urKh    

- läkalv úiqrejd yeÍï we;=¿j úiqrejd yeÍï    

- yjq,a jHdmdr folla fyda Bg jeä .Kkla ixfhdackh    

- ;ks mqoa.,fhl=f.a jHdmdrhla yjq,a jHdmdrhla fyda iSñ; iud.ula njg 

mßj¾;kh lsÍu 
   

- noaO yjq,a jHdmdr    

 

5. úfYaI .sKqï ^wOHhkh i|yd nr ;eîu 15]&    

- l,anÿ .sKqïlrKh ^Y%S',x'.s'm%' 19 wjYH;djhkag wkqj&    

- fldka;%d;a .sKqïlrKh ^È.=ld,Sk fldka;%d;a& ^ Y%S',x'.s'm%' 13&     

- noaO jHdmdr .sKqïlrKh ^ Y%S',x'.s'm%' 31&    

 

6. .sKqï w¾:l:kh lsÍu ^wOHhkh i|yd nr ;eîu 10]&    

- ,dNodhS;ajh - o< ,dN wdka;slh" o, ,dN wêlh" Y=oaO ,dN wdka;slh" 

m%d.aOk m%;s,dN wkqmd;slh  
   

- øjYS,;ajh - cx.u yd ËKsl j;alï    

- ld¾hËu;djh - j;alï msßjegqu" f;d. msßjegqu" Kh tl;= lsÍfï ld,h" 

Kh fíreï lsÍfï ld,h 
   

- f;da,kh - f;da,k wkqmd;h    

 

7. taldnoaO uQ,H m%ldYk ^wOHhkh i|yd nr ;eîu 20]&    

- taldnoaO .sKqï wjYH wjia:d y÷kdf.k taldnoaO uQ,H m%ldYk kS;suh 

wjYH;djhkag yd Y%S',x'.s' m%ñ; wkqj ms<sfh, lsÍu' wka;¾uOH uÜgfï § 

taldnoaO .sKqï ms<sn| mÍËd lrkqfha .sKqï j¾Ih ;=< md,s; iud.ul 

whs;sh fjkia fkdù we;s tla md,l iud.ula yd tla md,s; iud.ula 

iïnkaOfhka muKs' 

   

- úNd.h i|yd mÍËd lrkq ,nk uq,H m%ldYk jkqfha wdodhï m%ldYkh yd 

my; .e,mqï iys;j fYaI m;%h fõ' 
   

- lS¾;skduh    

- mQ¾j yd miq w;am;a lr.ekSï ,dNh yd ,dNdxY    

- wka;¾ iud.ï .kqfokq    

- foam," msßh; yd WmlrK m%;Hd.Kkh    

- wka;¾ iud.ï ,dNdxY    
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wka;¾uOH wÈhr 
^wdmiq m<uq msgqjg& 

 

Wiia l<ukdlrK .sKqïlrKh (AMA) 
 

Wiia l<ukdlrK .sKqïlrKh úIh ks¾foaYh wkqj l<ukdlrK .KldêlrKfha p¾hd 

O¾uj,g wkql+,j lghq;= lsÍfï jeo.;alu ms<sn|j YsIHhkag y÷kajd fokq ,efí’ tys 

Ys,amSh wÈhrfha § wdjrKh fkdjQ msßjehlrK l%u o we;=,;a jk w;r" Ys,amSh wÈhrfha § 

y÷kajd fokq ,enQ msßjeh mßud ,dN úYaf,aIKh ms<sn| ixl,amh ;jÿrg;a f.dvk.d we;' 

l<ukdlrK .KldêldÍjrfhl= ixúOdkhl ie,iqï yd md,k l%shdj,shg odhl ùu 

wfmaËd flf¾' ie,iqïlrKfha § wruqKq yd mrud¾: y÷kdf.k tu wruqKq yd mrud¾: 

bgqlr .ekSu i|yd Wmdh ud¾. ilia lr.kq ,efí' md,kh hkq ie,iqï ;SrK l%shd;aul 

lsÍu i|yd wjYH jk l%shdud¾.fha fldgils' tfyhska whjehlrKh jeks ie,iqïlrK l%u 

wjfndaO lr.ekSu yd Ndú; lsÍfï yelshdj md,k l%shdj,sfha fhdod we;s mq¿,a mrdihl 

úp,khkaf.a f;areu yd .Kkh lsÍï wjfndaO lr.ekSfï yelshdj fuu mdvï ud,dfõ 

we;=,;a lr we;' 

 

wOHhk wruqKq 

 

² l<ukdlrK .KldêlrKfha jD;a;Sh p¾hd O¾uj, jeo.;alu wjfndaO lr.ekSu' 
 

² ld¾h mokï msßjehlrKh jeks úl,am msßjehlrK l%u fhoùfï yelshdj' 
 

² .eg¨ iïnkaOfhka ;SrK .ekSug wjYH úêúOdk ^wdlD;shla& ilia lsÍfï yelshdj" 

uQ,H fkdjk lreKq o ie,ls,a,g f.k .eg¨ ksrdlrKh i|yd l%shdj,shla j¾Okh 

lsÍu iy ks¾foaY bÈßm;a lsÍu' 
 

² ixúOdkfha È.=ld,Sk" uOHld,Sk yd fláld,Sk ie,iqï whjeh l%shdj,shg we;=,;a 

lsÍu' 
 

² m%ñ; iïnkaOfhka úp,khka ú.%y fldg tajd w¾:l:kh lsÍu' 

 

oekqu ;lafiare lsÍu meh ;=kl ,sì; m%Yak m;%hla u.ska isÿlrkQ ,efí' 
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úIh ks¾foaY wka;¾.;h 

o
ek

Qu
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g
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1. l<ukdlrK .sKqïlrKfha p¾hd O¾u ^wOHhk nr ;eîu 5]&    

 jD;a;Sh .KldêldÍka p¾hd uQ,O¾u ms<smeÈh hq;af;a ukao hkak 

ms<sn|j yd tajd fldf;la ÿrg uQ,H f;dr;=re fhdod .kq ,nk wh 

flfrys n,mEula we;s lrkq ,nkafka o hkak ms<sn|j wjfndaOhla 

,nd.; hq;= h' l<ukdlrK .KldêldÍ fuu p¾hd O¾u y÷kd 

.ekSug yelshdjka jeäÈhqKq fldg tajd ksrdlrKh lsÍu i|yd 

wdlD;suh rduqjla f.dvke.sh hq;= h' 

   

    

 p¾hd O¾u yd l<ukdlrK .KldêldÍ    

- l<ukdlrK .KldêldÍkag jD;a;Sh p¾hd O¾uj, jeo.;alu     

- .KldêldÍka fndfyda úg uqyqKmdkq ,nk p¾hd O¾u .eg¨    

- .KldêldÍjrhdg t,a, úh yels n,mEï ^Wod( ld,h" /lshdj" 

l<ukdlre" fiajdodhlhd" fm!oa.,sl iy ±kqfuka yd m<mqreoafoka uqyql=rd 

.sh wh& 

   

- mj;sk p¾hd O¾u .eg¨ ms<sn|j y÷kd .ekSu iy tajd ksrdlrKh lsÍu 

i|yd wkq.ukh l< hq;= mshjrhka 
   

 

2. msßjehlrK l%u ^wOHhk nr ;eîu 20]&    

    

2'1 ld¾h mokï msßjehlrKh    

- ld¾h mokï msßjehlrKh ks¾jpkh lsÍu yd th idïm%odhsl mßjehlrK 

l%uj,ska fjkia jk wdldrh meyeÈ,s lsÍu 
   

- ld¾h mokï msßjehlrK Ys,am l%u fhoùu yd tajd jvd;au m%fhdackj;a 

jkqfha l=uk wjia:dj, § o@ 
   

- mßud iïnkaê; yd mßud iïnkaê; fkdjk msßjeh kshuqjka    

- msßjeh kshuqjka f,i ld¾hhka$.kqfokq    

- ksIamdok úúO;ajh yd mßud úúO;ajh    

- ld¾h mokï l<ukdlrKh    

    

2'2 wfkl=;a msßjehlrK l%u yd m%fõYhka    

- iïm;a ie,iqï lsÍu i|yd jHjidh iïm;a yd øjH iïm;a ie,iqï lsÍu yd 

.ekqï weKjqï" ksIamdok ie,iqï jeks wfkl=;a ld¾hhka iuÕ .sKqï 

lghq;= iïnkaO lsÍu ^ixl,kh lsÍu& 

   

- miq wkdjrK msßjehlrKh    

- ksisld, ksIamdokh    

- mQ¾k .=K;aj l<ukdlrKh yd iSud idOl kHdh    
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- jHdmD;s msßjehlrKh' fouqyqka msßjehlrKh" b,lal msßjehlrKh" 

fufyhqï msßjehlrKh" lhsika msßjehlrKh" ksIamdok Ôjk pl% 

msßjehlrKh" miq wkdjrK msßjehlrKh" idudkH msßjehlrKh ms<sn|j 

úia;r lsÍu 

   

- m%ñ; msßjehlrKh wdka;sl msßjehlrKh iuÕ ixl,kh ùu" wka;¾.%yK 

msßjehlrKh yd fkd/¢ .sKqïlrKh (Through put accounting) 
   

 

3. ;SrK .ekSu yd úYaf,aIKhka ^wOHhk nr ;eîu 25]&    

    

3'1 ;SrK l%shdj,sh    

- ;SrK .ekSfï l%shdj,sfha mshjrhka meyeÈ,s lsÍu    

- ;SrK iïnkaOfhka m%udKd;aul yd .=Kd;aul idOlj, idfmaË jeo.;alu 

ms<sn| fjkialï meyeÈ,s lsÍu 
   

- f;dr;=re yd ;SrK .ekSfï l%shdj,sh    

- f;dr;=rej, f;areu    

- wod< yd wod< fkdjk f;dr;=re    

- kj f;dr;=re yd kj f;dr;=rej, msßjeh    

- kj f;dr;=re uQ,dY%    

- ksrjµ;djh yd wod<;ajh ms<sn| jeo.;alu    

    

3'2 msßjeh mßud ,dN úYaf,aIKh (CVP Analysis)    

- msßjeh mßud ,dN úYaf,aIKfha Wml,amkhka yd iSudjka úia;r lsÍu    

- ;ks yd nyqúO ksIamdok iïnkaOfhka msßjeh mßud ,dN úYaf,aIKh w;r 

we;s fjkialï 
   

- ;ks ksIamÈ;hla yd nyqúO ksIamdok ;;ajhka hgf;a úl=Kqï ñY%Kh 

wdodhï nÿ iïnkaOfhka we;sjk n,mEu we;=¿j m%ia;dr l%uh" iólrK 

l%uh yd odhl wdka;sl l%uh u; msßjeh mßud ,dN úYaf,aIKh mokï 

lrf.k iuÉfþo úl=Kqï ;SrKh lsÍfï yelshdj fmkakqï lsÍu 

   

- fufyhqï W;af;da,kh yd Odß;d ;SrK we;=¿ úúO ;;ajhka wkqj msßjeh 

mßud ,dN úYaf,aIKh fhoùug yelshdj fmkakqï lsÍu 
   

    

3'3 wod< msßjeh    

- mq¿,a mrdihl ;SrK i|yd wod< msßjeh yd wod< whNdr ixl,amh fhoùu    

 my; i|yka ;SrK iïnkaOfhka úNd. wfmaËhkaf.a ±kqu mÍËd lrkq 
,efí' 

 lsishï úfYaIs; weKjqula$fldka;%d;a;=jla Ndr.; hq;= o $ m%;slafIam l< 
hq;= o@ 

 lsishï wxYhla$fomd¾;fïka;=jla jid ±ñh hq;= o@ 
 úfYaI weKjqï ñ,lrKh  
 iSud idOl úYaf,aIKhka 
 ;jÿrg;a fmrießhlg Ndckh l< hq;= o@ 

   

 



 11

4. ie,iqï yd md,kh ^wOHhk nr ;eîu 50]&    

    

4'1 ie,iqï pl%h    

- ie,iqï yd md,k pl%fha uQ,sldx. úia;r lsÍu    

- ie,iqïlrKh md,kh yd ld¾h idOkh we.hSu i|yd l<ukdlrK 

.KldêlrK f;dr;=re WmldÍ jk wdldrh meyeÈ,s lsÍu 
   

- ie,iqï yd md,k pl%fha miqfmdaIs; N+ñldj idlÉPd lsÍu    

- rdcH ixúOdk" ,dN bmhSfï mrud¾:fhka f;drj mj;ajdf.k hkq ,nk 

ixúOdk iy fiajd iïnkaOfhka fhdojkq ,nk l<ukdlrK md,k moaO;s 

wjfndaO lr.ekSu 

   

    

4'2 whjehlrK l%shdj,sh    

- whjeh ld¾hNdrh meyeÈ,s lsÍu yd whjeh ms<sfh, lsÍfï l%shdj,sfha 

Y%s;hka" iïnkaO;djhka yd ,ËK meyeÈ,s lsÍu 
   

- fndfyda wjia:dj, § m%fhdackhg .kq ,nk úúO whjeh j¾. ms<sn|j 

^Wod( jd¾Isl" pl%Sh" mia wjqreÿ whjeh& úia;r lsÍu iy m%Odk whjefha 

tla tla wx.hka ms<sfh, lsÍfï § fhdod.kq ,nk mshjrhka 

   

- m%Odk whjeh yd È.=ld,Sk ie,eiau w;r fjkialï    

- fufyhqï whjeh yd uQ,H whjeh w;r fjkialï    

- úl=Kqï whjeh" wNsu;dkqidÍ msßjeh" fufyhqï whjeh iïnkaOfhka 

f;dr;=re wjYH;d meyeÈ,s lsÍu 
   

- Y%s; whjeh" ,dNd,dN .sKqu" fYaI m;%h yd uqo,a whjeh úia;r fldg 

ms<sfh, lsÍu 
   

- wdfhdack ;SrK iïnkaOfhka n,mEu o we;=¿ uqo,a whjeh úia;r fldg 

ms<sfh, lsÍu 
   

- i;H yd whjeh.; m%;sM, ixikaokh lrk m%ldYkhla ms<sfh, lsÍu     

- úhoï" mßud yd uq¿ whjeh.; úp,khka .Kkh lsÍu    

- uQ,H ie,iqï wdlD;s mqfrdal;kh lsÍfï § yd m%fhdackhg .ekSfï § uqyqK 

mdk wmyiq;djhka 
   

- lhsika whjehlrKh yd ld¾h mokï whjehlrKh jeks j¾;udk whjeh 

Ys,am l%u meyeÈ,s lsÍu yd tajdfha m%fhdack ±laùu 
   

- rdcH whjehlrKh" jevigyka whjehlrKh yd Y+kH mokï 

whjehlrKh jeks wfkl=;a whjeh moaO;Ska wjfndaO lr.ekSu 
   

- udkj yeisÍu flfrys whjeh olajk n,mEu meyeÈ,s lsÍu    

- whjehlrKfha .eg¨ yd tu .eg¨ yd whjehlrKfha iSudjka uÕyerùu 

i|yd ms<shï  
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4'3 kuH whjeh yd m%ñ; msßjeh    

- kuH whjehla yd ia:djr whjehla ms<sfh, lsÍu    

- m%ñ; msßjehlrKfha jdis yd wjdis    

- i;H msßjeh .sKqïlrK moaO;shla m%ñ; msßjeh moaO;s mßirfhka fjkia 

jk wdldrh meyeÈ,s lsÍu 
   

- kuH whjeh m%fõYh Wmfhda.S lrf.k kuH whjeh yd úl=Kqï mßud 

úp,khka .Kkh lsÍu 
   

- úúO m%ñ; j¾. y÷kdf.k m%ñ; ks¾jpkh lsÍu" m%dfhda.sl m%ñ; yd wê 

;d;aúl m%ñ;j, fjkialï y÷kd.ekSu 
   

- m%ñ; msysgqùfï § tu ld¾hh bgqlsÍu iïnkaOfhka Bg wod< jk wOHhk jl% 

n,meu yd th fmkakqï lrk mßÈ ksIamdokhl m%ñ; msßjeh .Kkh lsÍu 
   

- Rcq øjH m%ñ;h yd Rcq Y%u m%ñ;h msysgqjkq ,nk wdldrh meyeÈ,s lsÍu    

- m%ñ; .sKqï mßirhl yd i;H .sKqï mßirhl .sKqïlrK moaO;sh 

fjkiajk wdldrh meyeÈ,s lsÍu 
   

    

4'4 m%ñ; msßjehlrKh yd úp,k ú.%yh    

- úúO j¾.j, m%ñ;hka ks¾jpkh fldg y÷kd .ekSu" wê ;d;aúl m%ñ;s yd 

m%dfhda.sl m%ñ;s fjkialï 
   

- m%ñ; msysgqùfï § bf.kqï pl% n,mEfï wod< nj th meyeÈ,s lsÍu i|yd 

ksIamdokhl m%ñ; msßjeh .Kkh lsÍu 
   

- m%ñ; msßjeh mßirh yd i;H msßjeh mßirfha .sKqïlrK moaO;sfha 

fjkialï meyeÈ,s lsÍu 
   

- wod< ish¨u msßjeh úp,khka .Kkh lsÍu ^ñY%K yd M,od msßjeh o we;=¿j&    

- tajdfha jeo.;alu yd jdisodhl yd wjdisodhl msßjeh úp,khka iïnkaê; 

.eg¨ 
   

- úl=Kqï ñ, yd mßud úp,khka .Kkh lsÍu    

- úl=Kqï m%udK úp,kh yd úl=Kqï ñY%K úp,khka .Kkh lr tajdfha 

jeo.;alu meyeÈ,s lsÍu 
   

- fj<|m, m%udKh ^l¾udka; mßudj& yd fj<|m, fldgi ^l¾udka; 

fldgi& úp,khka .Kkh fldg tajdfha jeo.;alu meyeÈ,s lsÍu 
   

- msßjeh yd ,dN úp,khka w;r we;s fjki yd jeo.;alu meyeÈ,s fldg 

tajd iïnkaOfhka wod< jk ks.uk ±laùu 
   

- l=uk wjia:djl § úp,khka mÍËd l< hq;= o hkak ms<sn|j ;SrKhlg 

t<öu i|yd l<ukdlrejka wkq.ukh lrkq ,nk úúO m%fõYhka meyeÈ,s 

lrkak' ^Wod( ixLHdk l%u" ks.ukhka" ksYaÑ; jákdlï hkdÈh& 

   

- úp,khka mÍËd lsÍu i|yd fhdod .kq ,nk úúO ks¾kdhlhka y÷kd 

.ekSu ^m%udKd;aul Ndjh" msßjeh m%;s,dN" isÿùïj, ix.; Ndjh" md,kh 

l< yels nj" tajdfha iajNdjh& 

   

- fiajd l¾udka;" rcfha l¾udka; yd jD;a;Sh fiajd iïnkaOfhka m%ñ; 

msßjehlrKh fhdod .ekSu iy úp,k ú.%yh 
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wka;¾uOH wÈhr 
^wdmiq m<uq msgqjg& 

 

udkj yd ixúOdk l<ukdlrKh (MPO) 
 

l<ukdlrKh wdh;khka ;=< ld¾hhka lrjd .ekSu l,dj f,i ks¾jpkh l< yels h' ysÕ 

iïm;a jvd ld¾hËuj yd M,odhSj fhdod.ekSu iy tajd NdKav yd fiajd njg mßj¾;kh 

lsÍfï j.lSu l<ukdlrejka fj; mjrd we;' tuksid l<ukdlrejka wdh;kj, wruqKq 

<Õd lr.ekSug iïm;a w;am;a lr.ekSu" fjkalsÍu iy Wmfhdackh lsÍu isÿlrhs' fuu 

úIh ks¾foaYfha úYd, fldgila wod< jkafka udkj iïm;a ,nd.ekSu" fjkalsÍu iy 

Wmfhdackh lsÍu ms<sn|j fõ' l<ukdlrKfha we;s tla m%Odk wNsfhda.hla jkafka" 

M,odhS;djh yd ld¾hËu;djh <Õd lr.ekSug yelsjk f,i udkj iïm; l<ukdlrKh 

lsÍuhs' fuu úIhh u.ska jD;a;Sh fojk uÜgfï § ,ndfok WmdhYS,S jHdmdr l<ukdlrKh 

i|yd moku ,nd§u isÿlrhs' 

 

fufyhqï yd wf,ú l<ukdlrKh jD;a;Sh m<uq uÜgfï § úia;rd;aulj wdjrKh lrk 

neúka" fuys § úia;rd;aulj idlÉPd fkdlrhs' 

 

bf.kqï wruqKq ;yjqrelsÍu 
 

² CMA OdÍka" úIhdkqnoaO úfYaI{hska muKla fkdj mq¿,a jD;a;Shfõ§ka o fõ' 

² ixúOdkfha iuia; ixj¾Okh i|yd odhlùug leue;a; yd yelshdj' 

 

meh ;=kl ld,hla i|yd jQ ,sÅ; m%Yak m;%hla u.ska we.hSu isÿ lrkq ,efí' 

 

úIh ks¾foaY wka;¾.;h 

o
ek

Qu
 

w
j
f
n
daO

h
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;
h
 

 

1. ixúOdk l<ukdlrKh ^wOHhk nr ;eîu 20]&    

- Wmdhhka yd Wmdh iïmdok l%shdj,sh     

- md¾Yjlrejka we.hSu    

- ixúOdk wruqKq y÷kd.ekSu ^fufyh" m%ldYhka" mrud¾:" wruqKq iy 

b,lal 
   

- wruqKq w;r .egqï wjfndaO lr.ekSu    

- ixúOdkuh yd jD;a;Sh wdpdrO¾u    

- ixúOdk l<ukdlrK wdlD;Ska    

- iïm%odhsl yd ;;ald,Sk l<ukdlrK kHdh    
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1.1 ixúOdk jHqyh    

- fufyhqï jHqyfha iajNdjh yd wruqKq idlÉPd lsÍu     

- p¾hdjka l<ukdlrKh msKsi" jHqyh wod< idOl yd tys n,mEu idlÉPd 

lsÍu 
   

- ixúOdk jHqyh Y%u úNckhg wod< jk whqre meyeÈ,s lsÍu    

- ixúOdk jHqyh yd iïnkaOj md,k m:h" meyeÈ,s yd Wia" úÈu;alrKh" 

uOH.;lrKh" ixlS¾K;ajh idlÉPd lsÍu 
   

- Y%s;sl" wdxYsl iy kHdi hk ixúOdk jHqy j¾. ks¾jpkh lsÍu    

- ixúOdkhl Y%s;sl lafIa;%    

- kj ixúOdk jHqyhka idlÉPd lsÍu    

 

1.2 ixúOdk p¾hdj    

- ixúOdk iM,odhS;ajh ks¾jpkh lsÍu iy th M,odhS;djh iuÕ iei£u    

- mqoa., p¾hdj" ixúOdk p¾hdj flfrys n,mEï lsÍfuys,d bf.kqfï 

ld¾hNdrh" Okd;aul yd RKd;aul Wmia:ïNkh" wfmaËdjkaf.a yd 

mejÍïj, n,mEu idlÉPd lsÍu" fm!¾I;ajfha úúO me;slv idlÉPd 

lsÍu" ixúOdk p¾hdj flfrys n,mEfï § th bgqlrk ld¾hNdrh iy 

mqoa., úúO;ajfha m%;sM,hka 

   

- jev n,ldfha úúO;ajfha jeo.;alu yd w.h we.hSu" w.hlsÍu yd wdl,am 

ixúOdk p¾hdj flfrys jk n,mEu idlÉPd lsÍu 
   

- /lshd ;Dma;sh flfrys odhljk lreKq idlÉpd lsÍu    

- wNsfm%arK kHdhka" wNsfm%arKfha uQ,sl ,ËK" wNHka;r yd ndysr 

wNsfm%arKh iei£u yd fjkialï y÷kd.ekSu" wjYH;d kHdh" iudkd;aul 

kHdh iy m%;smdhk kHdfha wod<;ajh idlÉPd lsÍu 

   

- uQ,H yd uQ,H fkdjk m%;sodkj, n,mEu idlÉPd lsÍu" /lshd fmdaIKh" 

mrud¾: msysgqùu" wruqKq u.ska l<ukdlrKh" /lshd ks¾udKh" 

wNsfm%arKh i|yd jk jev ;;a;ajh 

   

- úêu;a yd wúêu;a ixúOdkj, fjki y÷kd.ekSu" lKavdhï p¾hdj 

flfrys n,mdk idol ^lKavdhfï m%udKh" idudðl úúO;ajh" p¾hdO¾u" 

ld¾hNdrhka" ;;a;ajhka" tald.%;djh& 

   

- iajhx md,k lKavdhï f.dvkexùu yd tajdg iyfhda.h fok whqre 

meyeÈ,s lsÍu 
   

- yria lKavdhï M,odhSj l%shd;aul l< yels whqre idlÉPd lsÍu    

- iudc n,mEu iy ixúOdk ixialD;sh ixúOdk p¾hdj u; jk n,mEu 

idlÉPd lsÍu 
   

- Yla;su;a ixúOdk ixialD;shl jdis wjdis idlÉPd lsÍu    

- kdhl;ajh yd l<ukdlrKh w;r fjki y÷kd.ekSu    

- M,odhS kdhlfhl= ;=< jk fmdÿ .;s,ËK    
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- kdhl;ajh ms<sn| ;;ajdkql+, kHdhhka idlÉPd lsÍu" wruqKq - ud¾." 

.kqfokqldr yd mßj¾;k kdhl;ajh iy iyNd.sYs,S kdhl;ajh ukd f,I 

fhdod.ekSu 

   

- ixúOdkj, wka;¾.; mqoa., .egqïj,g fya;= idlÉPd lsÍu    

- .egqïj, Okd;aul yd RKd;aul m%;sM,hka idlÉPd lsÍu iy .egqï 

l<ukdlrKh i|yd jk úúO l%uhka úia;r lsÍu 
   

 

2. ixúOdk fjkialï ^wOHhk nr ;eîu 5]&    

- ixúOdk fjkialï ;Sj%lrk mßir n,fõ. idlÉPd lsÍu    

- uQ,sl fjkialï l%shdj,sh úia;r lsÍu    

- fjkialï i|yd jk m%;súfrdaO;d iïnkaOfhka ixúOdkhlg lghq;= l< 

yels wdldrh meyeÈ,s lsÍu 
   

- id¾:l ixúOdk kfjd;amdokhka i|yd jk M,odhS idol y÷kd.ekSu    

- zixúOdk bf.kquZ ixl,amh idlÉPd lsÍu    

- fjkialsÍfï uQ,slhdf.a ld¾hNdrh idlÉPd lsÍu    

 

3. udkj iïm;a l<ukdlrkh ye¢kaùu ^wOHhk nr ;eîu 10]&    

- udkj iïm;a l<ukdlrKh ks¾jpkh lsÍu    

- udkj iïm;a l<ukdlrKfha m%Odk m%;sM, lafia;%hka    

- udkj iïm;a l,ukdlrKh i|yd jk WmdhYS,s m%fjYh    

- udkj iïm;a l<ukdlrejka yd udkj iïm;a l<ukdlrk fomd¾;fïka;=fõ 

ld¾Ndrh 
   

 

4. udkj iïm;a ie,iqïlrKh ^wOHhk nr ;eîu 10]&    

- udkj iïm;a ie,iqïlrKh ks¾jpkh iy jeo.;alu    

- udkj iïm;a ie,iqïlrK l%shdj,sh mÍËdlsÍu" mqfrdal:kh" wjYH;d 

;lafiarej" Wmfhdackh 
   

- udkj iïm;a ie,iqu l%shd;aul lsÍu yd l%shd;aul Ndjfha § jk .eg¨ 

uÕyrjk wdldrh 
   

 

5. /lshd úYaf,aIKh" f;dard.ekSu yd n|jd.ekSu ^wOHhk nr ;eîu 10]&   

- /lshd úYaf,aIKh" wruqKq" l%shdj,sh" /lshd úia;rh yd msßú;rh ieliSu    

- wdl¾IKh yd f;dard.ekSfï l%uhka iy wdl¾IK uQ,dY%" f;dard.ekSfï 

ks¾Kdhl yd l%shdj,sh" iïuqL mÍËK" wjfndaO;d $ nqoaê $ ufkdauh 

mÍËK 
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6. we.hSu" fiajl wNsuqLlrKh ^wOHhk nr ;eîu 10]&    

- fiajl wNsuqLlrKfha jeo.;alu iy /lshdjg y÷kajd§u    

 

7. jkaÈ l<ukdlrKh ^wOHhk nr ;eîu 5]&    

- jkaÈj, wruqKq" jegqma uÜgu ;SrKh lsÍug wod< iQËu yd id¾j idOl" 

jegqma yd ld¾hidOkh iïnkaO lsÍu" jkaÈ yd wNsfm%arK iïnkaO;djh" 

fiajl m%;s,dN jevigyka iïmdokh yd l<ukdlrKh 

   

- /lshd we.hSu" wruqKq" l%ufõokhka iy /lshd we.hSfï l%shdj,shi y th 

jkaÈ iuÕ jk iïnkaO;djh 
   

- Èß§ukd l%uhka - Èß§ukd l%uhkaf.a wruqKq" Èß§ukd l%uhkaf.a iajrEm" 

m%;s,dN fnod.ekSu iy M,odhS;djh 
   

 

8. ld¾hidOk l<ukdlrKh ^wOHhk nr ;eîu 5]&    

- ld¾hidOk we.hSfï l%uhka yd wruqKq    

- m%ñ; msysgqùu    

- wruqKq u; l<ukdlrKh u; mokï jq ld¾hidOk úu¾Yk    

- ld¾hidOk úu¾Yk m%;sfmdaIK iïuqL idlÉPd    

- úu¾Yk ks¾foaY u; jk fmr úuiqï    

- ld¾hidOk úu¾Yk iy m%;sodk    

 

9. mqyqKqj yd ixj¾Okh ^wOHhk nr ;eîu 10]&    

- mqyqKqfõ yd ixj¾Okfha ld¾hNdrh    

- mqyqKq yd ixj¾Ok wjYH;d y÷kd.ekSu    

- mqyqKq wjYH;d mQ¾Kh    

- mqyqKqj we.hSu    

- l<ukdlrK ixj¾Okh    

- jD;a;sh ixj¾Okh    

 

10. ÿla.ekú,s úi£u yd úkh ^wOHhk nr ;eîu 5]&    

- fiajl úkh" ixl,am yd uQ,O¾u" úkh i|yd jk Okd;aul yd o~qjï 

m%fõYh" úkh úu¾Yk l%shdmámdáh" o~qjïj, kJdh yd m%dfhda.sl;ajh 
   

- ÿla.ekú,a,la ks¾jpkh lsÍu iy th ixúOdk iM,odhl;ajhg n,mdk 

whqre meyeÈ,s lsÍu" fya;+ka" ÿla.ekú,s úi£fï úêu;a m%fõYh iy idol 

l%shdmámdáh 

   

- fiajl WmfoaYkh" kHdh yd m%dfhda.slj fhdod.ekSu idlÉPd lsÍu    

 



 17

11. /lshd fi!LHh yd wdrËKh ^wOHhk nr ;eîu 5]&    

- /lshd wdrËKfha yd fi!LHfha jeo.;alu yd wod<;ajh" Y%S ,xldfõ ta 

i|yd jk ffk;sl miqìu 
   

- M,odhS;djfha yd /lshd fi!LHh yd wdrËKh w;r we;s iïnkaOh 

meyeÈ,s lsÍu 
   

 

12. ld¾ñl iïnkaO;d iy lïlre ffk;sl;ajh ^wOHhk nr ;eîu 7'5]&    

- ld¾ñl iïnkaO;djh ks¾jpkh lsÍu yd jeo.;alu    

- rcfha" jD;a;Sh iñ;s iy ydïmq;=kaf.a ix.ïj, ld¾hNdrh    

- iduQysl flaj,a lsÍfï yd .súiqïj, jeo.;alu iy l%shdj,sh wjfndaO 

lr.ekSu 
   

- uQ,sl lïlre kS;s ms<sn| wjfndaOh iy /lshd i|yd tajdfha wod<;ajh    

 

13. fiajl iyNd.S;ajh ^wOHhk nr ;eîu 2'5]&    

- fiajl iyNd.S;aj ixl,am iy wruqKq" fiajl iyNd.S;ajfha úúO iajrEm" 

Y%S ,xldfõ m%Yak yd w;a±lSï 
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wka;¾uOH wÈhr 
^wdmiq m<uq msgqjg& 

 

jHdmdßl yd idx.ñl kS;sh (BCL) 
 

jHdmdßl kS;s mdGud,dj ie,iqï lr we;af;a" ffoksl jdKsc .kqfokqj, § w;HjYH hï 

uQ,sl ffk;sl ixl,am y÷kajd §ug;a yd ffk;sl .eg¨ mek ke.=k úg tajd úi|d .ekSug 

wjYH ±kqu imhd §ug;a" mj;akd iqÿiqlï ,;a ffk;sl fiajdjka u.ska Wmßu m%fhdack 

,nd.kafka flfia o hkak ms<sn|j;a wfmaCIhka y÷kajd §u i|yd;a h' 

 

kS;sfhys uQ,sl jd.a ud,dj (terminology) úIh m:h yd tys mD:q, nj ms<sn| wjfndaOhlska 

hq;=j m%Yak mek ke.sh yel' úfgl ta i|yd fhda.H m%;sl¾u jYfhka jQ (remedial) l%shdud¾. 

y÷kd.ekSug;a" wjYH;djla Woa.;j we;s úfgl kS;s{hl= iuÕ wod< m%Yak {dkdkaú;j 

idlÉPd lsÍug;a iy;s,;a l<ukdlrK .KldêldÍjrekag ^CMA OdÍkag& yels úh hq;= h' 

 

tf,iu Y%S ,xldfõ mj;sk úúO ffk;sl wdh;k ms<sn|j yd ffk;sl n,OdÍ;ajh úÈy 

f.dia we;s wdldrh ms<sn|j wfmaCIlhd ±kqj;a úh hq;= h' bkamiqj jdKsc yd ld¾ñl 

kS;sfha jvd;a jeo.;a fCIa;%hka ms<sn|j YsIHhka fj; y÷kajd fokq ,efí' jHdmdßl yd 

ld¾ñl lghq;=j, § wod< jk ffk;sl ud;Dld muKla fuys § f;dardf.k ;sfí’ 

 

wOHhk b,lalhka 
 

² uQ,sl ffk;sl ixl,am y÷kd.ekSu' 

² §¾>ld,Sk yd fufyhqï (operational) ;SrK .ekSfï § kS;suh ±kqu wdfoaY lr .ekSu' 

² wdh;kh ;=< § yd ndysrj ffk;sl mqoa.,hka iuÕ M,odhS f,i lghq;= lsÍu' 

 

meh ;=kl ld,hla i|yd jQ ,sÅ; m%Yak m;%hla u.ska we.hSu isÿ lrkq ,efí' 

 

úIh ks¾foaY wka;¾.;h 

o
ek

Qu
 

w
j
f
n
daO

h
 

N
dú

;
h
 

 

1. kS;s moaO;s ^wOHhk nr ;eîu 5]&    

- kS;sh yd iudch" isú,a kS;sh yd wmrdO kS;sh     

- kS;s uQ,dY%( jHjia:d" kvq ;Skaÿ" wêlrK mQ¾j kso¾Yk kHdh" frdau ,kafoais 

kS;sh" bx.%Sis fmdÿ kS;sh" wkq kS;s" fr.=,dis wdÈh 
   

- Y%S ,xldfõ wêlrK moaO;sh    
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2. .súiqï kS;sh ^wOHhk nr ;eîu 25]&    

- .súiqul uQ,sldx.    

- w¾mKh iy m%;s.%yKh    

- m%;sIaGdj    

- ffk;sl in|;djka we;s lr .ekSfï fõ;kdj    

- .súiqñl yelshdj    

- úIh jia;+kays (objects) ffk;slNdjh" wjksfoaYkh ^jrojd ±laùu&" 

wj,x.=" wj,x.= l< yels" n,d;aul l< fkdyels yd kS;s úfrdaë .súiqï 
   

- .súiqula wNsfhda.hg ,lalsÍu (Impeachment of a contract)    

- .súiqï lvlsÍu yd ta Wfoid we;s m%;sl¾u    

- .súiqul kshu ^fjdrkaá ^m%;s{dNdr&" fldkafoais" m%ldYs; yd jHx. kshu&    

- .súiqula wjidkhg m;aùu    

- .súiqñl fmfrúhdj (privity)    

 

3. jdKscuh .kqfokq ^wOHhk nr ;eîu 10]&    

- NdKav úlsKSu ms<sn| kS;sh" fjdrkaá ^m%;s{dNdr&" fldkafoais iy m%;sl¾u    

- .kqfokq l< yels WmlrK    

- Khla iqrCIs; lsÍfï ffk;sl Wml%u" pxp, foam, Wmlig ;eîu" p, 

Ndr" nexl= Kh i|yd iqrCIs; bÈßm;a lsÍu (floating charges) 
   

 

4. ksfhdacH;aj kS;sh ^wOHhk nr ;eîu 10]&    

- ksfhdacH;aj ine¢hdfõ iajNdjh    

- m%Odks-ksfhdað; iïnkaO;djh ia:dmkh lsÍu yd wjika lsÍu    

- m%Odkshd fj;ska ksfhdað; fj; yd ksfhdað; fj;ska m%Odkshd fj; mj;sk 

hq;=lï 
   

- ;=kajk md¾Yajhkaf.a whs;sjdislï yd j.lSï    

 

5. fiajd kshqla;sh wdY%s; kS;sh ^wOHhk nr ;eîu 10]&    

- fiajH-fiajl in|;djh ksoyia .súiqïlrejkaf.ka fjkia fldg ±laùu    

- fiajd .súiqu    

- widOdrK$fodaIiy.; ^idjoH& fiajfhka my lsÍu    

- jD;a;Sh iñ;s    

- fiajd ia:dkh ;=< iqrCIs;nj yd fi!LH wdrËKh    
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6. idx.ñl kS;sh ^wOHhk nr ;eîu 40]&    

- jHdmdr ixúOdk - úúO jHdmdr ixúOdk ^úúO jHdmdr ixúOdkhkays 

,ËKhka" tajdfha jdis yd wjdis" ixia:dms; mqoa.,Ndjh ms<sn| ixl,amfha 

m%dfhda.sl n,mEu" fm!oa.,sl yd fmdÿ iud.ul fjki" iud.ul .súiqï 

we;s lr .ekSfï YlH;djh hkdÈh we;=<;aj& 

   

- j.lSu iSñ; iud.ula ,shdmÈxÑ lsÍfï ld¾hmámdáh" ixia:d m;%fha yd 

jHjia:dj,sfha wruqK yd wka;¾.;h" jdKscuh .kqfokq md,kh yd 

iqmÍËKh iy j.lSu iSñ; iud.ï" fj<| iy;slh 

   

- wOHË uKav, /iaùï yd ta Wfoid Ndú; lrkq ,nk ld¾hmámdáh" jd¾Is 

uyd iNd /iaùï iy w;súfYaI uyd iNd /iaùï mj;ajkqfha fln÷ úgl o" 

ld¾hmámdàka" ±kqï§ï isÿlsÍu hkdÈh" iud.ï we;s lr.akkd fhdackd 

iïuq;Ska fln÷ úgl Ndú; fõo yd fhdackd iïuq;Ska j¾. 

   

- iud.ï u.ska ksl=;a flfrk úúO fldgia j¾." úúO fldgia j¾. i|yd 

mj;sk whs;sjdislï yd fldgia ksl=;a lsÍu i|yd jk ld¾hmámdáh" 

fldgia m%d.aOkh jeä lsÍu yd wvq lsÍu wdY%s;j mj;sk Í;Ska" fldgia 

m%d.aOkh uqodyeÍu ms<sn| ld¾hmámdáh iy iud.ulg ish fldgia ñ,g 

.ekSu i|yd uQ,H iïmdokfha yelshdj 

   

- Kh ,nd.ekSfï n,h yd Kh i|yd iqrCIs; iemhSfï yelshdj" iqrCIs; 

fkdjQ Kh" ia:djr yd p, Ndr hkdÈh 
   

- wOHËjrekaf.a n,;, yd hq;=lï( m;alsßu" úY%du.ekSu" kqiqÿiq njg 

m;aùu yd bj;alsÍu" iud.fï lghq;= iïnkaOfhka wOHËjre fm!oa.,sl 

j.lSug hg;ajk wjia:d" jxpksl iy idjoH fj<|du" wOHË uKav,h yd 

fldgiaysñhka w;r n,;, fnod ±laùu iy nyq;r yd iq¿;r 

fldgiaysñhkaf.a whs;sjdislï 

   

- iud.ï f,alïjrhdf.a iqÿiqlï" n,;, yd j.lSï    

- ú.Kljre m;alsÍu" bj;alsÍu" iqÿiqlï yd hq;=lï    
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wka;¾uOH wÈhr 
^wdmiq m<uq msgqjg& 

 

nÿlrKh (TAX) 
 
l<ukdlrK .KldêldÍkaf.a ld¾hh uQ,slj uQ,H ;SrK .ekSfï iajNdjhla we;s neúka yd 

nÿ ;SrKj, m%;sM, ;SrKd;aul uQ,H ;SrKj,g n,mdk neúka Tyqg fyda wehg Y%S ,xldfõ 

nÿ kS;sh iïnkaOj ukd ±kqula wjYH h' uQ,H o;a; tl;= lsÍug" ie,iqï lsÍug yd ;SrK 

.ekSug b;d wjYH neúka" ,xldfõ wdodhï nÿ l%uh" kS;sfha ±kqu yd tu l%ufha kS;sß;s yd 

md,kh iïnkaOj uQ,sl ±kqula wjYH h' 

 

wOHhk wruqKq 
 

² kS;sfha i|yka mßÈ" j.ka;sj, f;areu yd kvq ;Skaÿ ;SrK wkqj wdodhï nÿ kS;sh 

w¾:l:kh lsÍu' 

² wdodhï nÿ mkf;a i|yka j.ka;sj, kHdhd;aul ixl,amh f;areï .ekSu' 

² mek k.sk m%dfhda.sl .eg¨ wjfndaO lr.ekSu yd ie,iqï lsÍu' 

² NdKav u; nÿ ixl,amh f;areï .ekSu' 

 

oekqu ;lafiare lsÍu meh ;=kl ,sì; m%Yak m;%hla u.ska isÿlrkQ ,efí' 

 
úIh ks¾foaY wka;¾.;h 

o
ek

Qu
 

j
g
y

d.
ek

Su
 

N
dú

;
h
  

 
1. wodhï nÿ l%ufha iuia; ú.%yh ^wOHhk nr ;eîu 5]&    

    

1'1  wdodhï nÿ whlsÍfï moku f;areï .ekSu    

1'2  wdodhï nÿ whlsÍfï uQ,O¾u f;areï .ekSu idOdrK;ajh" 

wkql%ñl;ajh" ir, Ndjh" ia:djr Ndjh& 
   

1'3  Y%S ,xldfõ 2006 wxl 10 orK wdodhï nÿ mkf;a úêúOdk iïnkaOj 

±kqu yd w¾:l:kh lsÍug wod< idudkH ±kqu ^kvq ;Skaÿj, ;SrK" 

f;dr;=re m;%sld yd wdodhu nÿ ks;sh hgf;a m%Njhka& 
   

1'4 Y%S ,xldfõ wdodhï nÿ whlsÍu    

- Y%S ,xldfõ wdodhï nÿ whlsÍfï wdmd;h    

- ;eke;a;d" mqoa., uKav," ;lafiare j¾Ih" ,dN yd wdodhu" wkqfhdað;hd" 

n,h,;a ksfhdað; yd úodhl ks,Odß hk jpkj, w¾:l:kh 
   

- ;eke;af;l=f.a fkajdisl Ndjh ;yjqre lsÍug wod< moku yd kS;sß;s    

1'5 wdodhï noao whlsÍug ;lafiare j¾Ih ;SrKh lsÍu    
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1'6 mkf;a 3 jeks j.ka;sh hgf;a i|yka lr we;s noaog hg;a jk úúO 

,dN yd wdodhï m%Njhka ;SrKh lsÍu 
   

 

2. fiajd kshqla;shlska ,efnk ,dN ^wOHhk nr ;eîu 10]&    

    

2'1 mkf;a 4 jeks j.ka;sh mßÈ fiajd kshqla;shlska ,nk úfYaI ,eîï    

2'2 m%ido §ukd yd mdßf;daIs; ,eîï noaog hg;a lrk moku    

2'3 wvq l< yels úhoï    

2'4 uqo,ska fkdjk m%;s,dN u; w.hla ;SrKh lsÍu 

 fiajd fhdaclhd ffjµ rËK l%uhlg f.jk odhl uqo,a we;=,;aj ffjµ 

m%;s,dN" fkdñf,a fok wdydrmdk yd we÷ï" fiajd fhdaclhd noao f.ùug 

Ndr.ekSu" jdyk yd jdiia:dkj, jákdlu hk foa iïnkaOj ±k.; hq;= h' 

   

2'5 fiajd ld,h wjidkfha § ,nk m%;s,dN we;=,;aj" tla j;djla muKla 

,eîï noaog hg;a lsÍu yd tu ,eîïj,g wod< nÿ ksoyi 
   

2'6 fiajd kshqla;shlska ,nk wdodhug wod< nÿ ksoyia lsÍï    

2'7 Wmhk úg f.ùfï nÿ l%uh (PAYE) ^W'ú'f.'& 
 fiajd fhdaclhdf.a j.lSï" fiajlhl= lrk b,a,Sï mßÈ úOdkhla fiajd 

fhdclfhl=g ksl=;a lsÍu" W'ú'f.' noao wvq fkdl< fyd;a we;s úh yels 

m%;sM, 

   

 

3. foam,j,ska wdodhu ^wOHhk nr ;eîu 5]&    

    

3'1 wdodhï m%Njhka 

- ;udg whs;s yd jdih lrk foam, 

- l=,shg fok ,o foam, 

   

3'2 - foam,j, Y=oaO jd¾Isl jákdlu .Kkh lsÍu 

 - nÿ ksoyiaùï  
   

3'3 mÈxÑlref.a wdodhu .Kkh lsÍu    

3'4 l=,shg ÿka foam, u; wdodhu .Kkh lsÍu    

3'5 .DyNdKav iuÕ jdiia:dk l=,shg §fuka wdodhu    

3'6 iud.ula úiska l=,shg fok ia:dkj, wdodhu .Kkh lsÍu    
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4. fmd,S wdodhu ^wOHhk nr ;eîu 5]&    

    

4'1 fmd,S wdodhu ,nk ud¾. yd w¾:ksrEmKh    

4'2 fmd,S wdodhu ;lafiare lrk ms<sfj,    

4'3 úfoaYhlska ,efnk fmd,S wdodhu yd uqo,a Khg fok jHdmdrj, 

fmd,S wdodhu .Kkh lsÍu 
   

4'4 nexl= yd uQ,H wdh;kj,ska ,efnk fmd,S wdodhu iïnkaO r|jd 

.ekSfu noao yd tys l%shdldÍ;ajh 
   

 

5. ,dNdxYj,ska wdodhu ^wOHhk nr ;eîu 2 1$2]&    

    

5'1 nÿ mk; wkqj ,dNdxYj, w¾:l:kh    

5'2 ,dNdxY iïnkaOj r|jd .ekSfï noao    

5'3 wod< nÿ iïnkaOj ,nd.; yels nÿ ner    

5'4 noafoka ksoyia ,dNdxY    

 

5. fj<|dfuka yd jHdmdrj,ska Wmhk wdodhu ^wOHhk nr ;eîu 15]&    

    

6'1 fj<|du yd jHmdr hk jpkj, w¾:ksrEmKh    

6'2 wvq l< yels yd wvq fkdl< yels úhoï f;areï .ekSu    

6'3 lDIsld¾ñl jHdmdr iïnkaO w¾: ksrEmKh" wvq l< yels úhoï" 

iykdOdr" fjk;a ,eîï .Kkh lrk ms<sfj, yd noafoka ksoyia 

wdodhu 
   

 

7. m%d.aOk §ukd ^wOHhk nr ;eîu 5]&    

    

7'1 m%d.aOk §ukd iy wod< kS;s yd uQ,O¾u    

7'2 m%d.aOk §ukd Èh yels msßh;" hkaf;%damlrK" WmlrK" f;dr;=re 

;dËK WmlrK" .Kka ne,Sfï WmlrK" .Dy WmlrK iy ziqÿiqlï 

,nkZ f.dvke.s,s f;dard .ekSu 
   

7'3 l,anÿ moku u; yd l=,Smsg .ekqï u; w;am;a lr.;a j;alï 

fjkqfjka fok m%d.aOk §ukd ;SrKh lsÍu 
   

7'4 l,anÿ moku hgf;a yd fjk;a whg l=,shg § we;s j;alï iïnkaOj 

.Kkh lsÍu ^uQ,H l,anÿ l%uh yd fufyhqï l,anÿ l%uh& 
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7'5 m%;sfhdackhg hg;a yd m%;sfhdackhg hg;a fkdjk neyer lsÍï    

 

8. jHjia:dms; wdodhu ^wOHhk nr ;eîu 5]&    

    

8'1 wod< wvq lsÍï yd ksoyia lsÍïj,g wod< úêúOdk wkqj tla tla 

m%Njhka hgf;a jHjia:dms; wdodhu .Kkh lsÍu 
   

8'2 orejkaf.a wdodhu ujqmshkaf.a wdodhug tl;= lsÍu iïnkaO úêúOdk 

fhoùu 
   

 

9. ;lafiare l< yels wdodhu ^wOHhk nr ;eîu 5]&    

    

9'1 ;lafiare l< yels wdodhu hkafkys w¾:ksrEmKh    

9'2 jHjia:dms; wdodhfuka wod< wvq lsÍï lr ;lafiare l< yels wdodhu 

.Kkh lsÍu 
   

9'3 nÿ úrdu ysñ wdh;kj, mdvq" wvq fkdl< boßhg f.k hd yels mdvq 

we;=,;aj mdvq wvq lsÍï iïnkaO úêúOdk 
   

 

10. nÿ whl< yels wdodhu ^wOHhk nr ;eîu 5]&    

    

10'1 §ukd wvqlr" iqÿiqlï ,nk f.ùï wvqlr ^bÈßhg f.k hd yels 

f.ùï ;SrKh lr&" nÿ whl< yels wdodhu .Kkh lsÍfï yelshdj 
   

10'2 wod< nÿ wkqm%udK yd f.úh hq;= b;sß noao ;SrKh lr nÿ ne¢hdj 

.Kkh lsÍfï yelshdj 
   

 

11. iud.ï u; noao ^wOHhk nr ;eîu 10]&    

    

11'1 ziud.uZ hkafkys w¾:ksrEmKh yd nÿ whlsÍfï moku    

11'2 noaog hg;a lsÍfï § iud.ï j¾. lsÍu    

11'3 wmkhk wdodhu fjkqfjka we;s jdisodhS nÿ wkqm%udK yd iqÿiqlï 

,enQ wmkhk ,dN wdodhu .Kkh lsÍu 
   

11'4 jl% f,i wmkhka lrk whg we;s iyk    

11'5 m%odkh lr we;s nÿ iyk yd nÿ úrdu ±k.ekSu    

11'6 fn¥ ,dNdxY f,i ie,l=Kq ,dN iïnkaO úêúOdk ±k.ekSu    
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12. yjq,a jHdmdr u; wdodhï noao ^wOHhk nr ;eîu 10]&    

    

12'1 wdodhï nÿ ld¾h i|yd yjq,a jHdmdrhl w¾:ksrEmKh yd yjq,a 

jHdmdrhl iajNdjh 
   

12'2 m%uqL yjq,alref.a j.lSï yd jd¾;d bÈßm;a lsÍfï wjYH;djh    

12'3 fnÈh yels ,dNh .Kkh lsÍu yd fnÈh yels ,dNh u; noao 

.Kkh lsÍu 
   

12'4 yjq,a jHdmdrhlg ;lafiarejla ksl=;a lsÍug we;s yelshdj ±k .ekSu    

12'5 yjq,alref.a noao .Kkh lsÍfï yelshdj yd fnÈh yels ,dNh u; 

whl< noao yjq,alrejka w;r fn§fï § .e,mSï lsÍfï yelshdj 
   

 

13. oaú;aj nÿ .súiqï ^wOHhk nr ;eîu 5]&    

    

13'1 oaú;aj nÿ hkafkys f;areu    

13'2 oaú;aj nÿ .súiqul wruqKq yd mßmQ¾K (Comprehensive) nÿ .súiqul 

yd iSñ; (Limited) nÿ .súiqul f;areu 
   

13'3 O.E.C.D yd U.N wdo¾Y .súiqï .ek idudkH ±kqu    

13'4 jHdmdr wdodhu iïnkaOj zziaÒr wdh;khlZZ ixl,amh    

13'5 nÿ iyk m%odkh lsÍfï l%u    

 

14. fjk;a nÿ ^wOHhk nr ;eîu 10]&    

    

14'1 tl;= l< w.h u; noao (VAT) 
 - ;eke;af;la w.h tl;= lsÍfï noaog ,shdmÈxÑ l< hq;= wjia:d 

 - noaog hg;a iemhqï" wdkhk" fjk;a .ekqï yd úhoï yd fhojqï noao wvq 

 lsÍug wod< .e,mSï lr" hï ;eke;af;l=f.a w.h tl;= lsÍfï noao 

 .Kkh lsÍfï yelshdj 

 - nÿ ksoyia iemhqï yd Y+kH wkqm%udK hgf;a iemhqï 

  

 

 

 
 

 
 

14'2 m<d;a iNd msßjegqï noafoys uQ,sl uQ,O¾u    

14'3 msßjegqï nÿ mk;g hg;ajk wjia:d    

14'4 wd¾Ól fiajd .dia;=jg hg;aùu" .Kkh lrk wdldrh yd hï 

;eke;af;l=f.a fyda yjq,alrejl=f.a f.úh hq;= noaog ys,õ lsÍfï 

l%uh 
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15. nÿ wkql+,;djh yd mßmd,kh ^wOHhk nr ;eîu 2 1$2]&    

    

15'1 jd¾;d iy ;lafiare lsÍï" jd¾;d iemhSu" jd¾;d iemhsh hq;= Èkh" 

jd¾;dj fkdiemhQ úg yd jerÈ jd¾;d iemhSu iïnkaO ov" ;lafiare 

ksl=;a l< yels ld, kshuhka 
   

15'2 j,x.= wNshdpkhla bÈßm;a lsÍug l%shd mámdáh iy wNshdpkhla 

iqm%Sï Widúh f;la f.k hEug wod< úêúOdk 
   

15'3 iaj ;lafiare lsÍfï moku u; f.ùï yd ;lafiarejla ksl=;a lsÍu    

15'4 ysÕ nÿ whlsÍug we;s úêúOdk yd nÿ f.ùu meyer yeÍu iïnkaO 

ov 
   

15'5 wdmiq f.ùula we;s úh yels wjia:d" wdmiq f.ùula ,nd .ekSug 

b,a,Su iïnkaOj l%shd mámdáh yd ld, kshuhka 
   

 
 

úNd.fha §" wfmaËlhska úiska idudkH nÿ wkqm%udK fhoúh hq;= w;r noafoka ksoyia yd nÿ 

l%ufha we;s iyk iïnkaO ±kqu fmkaúh hq;= h' tla ;lafiare j¾Ihlg wod< úêúOdk Bg 

miq ,s;a (Calender) j¾Ifha mj;ajk úNd. follg n,mdkq we;' 

 

WodyrK jYfhka" 2007$2008 ;lafiare j¾Ihg wod< úêúOdk 2009 ud¾;= udifha yd 2009 

iema;eïn¾ udifha mj;ak úNd.j, § mÍËKhg ,la lrkq we;' 
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wka;¾uOH wÈhr 
^wdmiq m<uq msgqjg& 

 

Business Communication (BCM / BC-II) 
 

Communication plays a very important role in the day to day management of business. All 
employees receive and send information as they conduct their work. Processing messages through 
computers, giving and receiving instructions, preparing manuals, answering letters, answering 
telephone calls, sending faxes etc. are all examples of communication at work. 
 
Communication enables people to work together. It is vehicle through which basic management 
functions are performed. Managers direct through communication; co-ordinate through 
communicating; and hire, plan and control through communication; Good managers succeed 
through good communication. 
 
Therefore it is not surprising that communication skills are ranked in the list of abilities employers 
expect from their employees. 
 

Learning Aims: 
 
² Ability to understand communication methods & practices and 
² Communicate effectively at all level of management. 
 
The assessment will be through a written examination of 3 hours duration. 
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The syllabus content will be divided into two section - A & B. All Questions are compulsory. 
 
Section A (Two Hours) 
 
1. Introduction (Study Weighting 10%)    

- The role of communication in business    

- The communication process    

- Barriers to communication & overcoming barriers    

- The forms of communication in business, operational/personal, 
external/internal verbal, non verbal, visual communication 

   

- Organization structure communication methods of an organization    

 
2. Business Letters, Memorandum, Circulars (Study Weighting 20%)    

- Letter formats & structures    

- Writing letters for situations such as routine requests, inquiries, 
requesting information about people, giving references, making claims, 
responding to claims & complaints, favourable and negative responses, 
letters giving bad news etc. 

   

- Skillful presentation of business letter    
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- Similarities and differences between letters, memorandums and circulars    

- Writing memorandums and circulars    

 

3. Job Search & Application (Study Weighting 15%)    

- Analying yourself, gathering and organizing information    

- Medium finding the employer-personal contacts, news paper ads, online 
services, employment agencies 

   

- Writing the resume or curriculum-vitae    

- Contents, attractive presentation, selecting the appropriate medium of 
presentation 

   

- The application letter (covering letter) the interview    

- The follow up    

 
4. Non-Verbal Communication (Study Weighting 05%)    

- Importance & impact of facial expressions, eye contact, body languages 
postures & gestures 

   

- Silence    

 
5. Oral Communication (Study Weighting 05%)   

- Importance of oral communication    

- Different froms of oral communication    

- Conducting & Participating in meetings    

- Interviewing People    

- Using the telephone    

 
6. The Modern Technology in Communication (Study Weighting 15%)    

- The effect of computers & miniaturization    

- Use of networks - WAN, LAN    

- Expanded role of copier, telephone & fax machine    

- Impact of electronic mail, World Wide Web    

 

Section B (One Hour) 
 
Reporting Writing and Related Activities (Study Weighting 30%)    

- Defining Reports    

- Informal Report Writing    

- Formal Report Writing    

- Information Search of Reports    

- Soruces of information, Business information Gathering information 
(Observation, Survey, Questionnaires)    

- Preparing Agendas    

- Writing Minutes of Meetings    

- Preparing Board Papers    

- Preparing E-mail & Fax Messages    

- Report Summaries & Notes    

- The Uses of Graphics, Tables, Graphs, Bar Charts & Pictograms    



 29

 
 
 
 


