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,izg;G 2 

kdpjts mgptpUj;jpj; jpl;lk; 
01.01.2025 – 31.12.2025 

 
1. epWtdk; 

1.1 mikr;R: nghJ epu;thf cs;ehl;lYty;fs; mikr;R 
 

1.2 jpizf;fsk; / Kftuhz;ik / gpupT: gpuNjr nrayfk;> rz;bypg;gha;. 
 

2. mikg;gpd;   nghWg;ghiz 
2.1 njhiy Nehf;F: Gjpa njhopy; El;gtpaYld; $ba mjprpwe;j Mf;fG+u;tkhd mur Nrit toq;Fk; 

Kiwiknahd;wpid cUthf;Fjy;. 
 

2.2 gzp Nehf;F: kf;fspd; mgpyhirfs; kw;Wk; murhq;fk; ,dq;fz;l Njrpa Kd;Dupikfisg; gpujpgypf;fpd;w 
tpidj;jpwd; kpf;fJk; gaDWjp tha;e;jJkhd murhq;f NritfisAk; rPuhd gpuNjr epu;thf 
KiwikfisAk; cWjpg;gLj;Jjy;. 
 

2.3 ngWkhdk;:  

 FOr;nraw;ghLfs; %yk; epWtdj;jpd; Nehf;fj;jpid Nehf;fpg; gazpj;jy;.  

 tpiue;j epiyNgwhd Nritapid toq;Fjy;. 

 mur tsq;fspd; tpidj;jpwdhd gad;ghL. 

 MNuhf;fpakhd gz;ghl;Lr; r%fj;ij cUthf;Fjy;. 

 epWtdq;fSf;fpilapyhd rpwe;j xUq;fpizg;G. 

 cd;dj mur epWtdkhf njhlh;r;rpahd ciog;G. 

 kf;fspd; gq;fspg;Gldhd mgptpUj;jpAk; eph;thfKk;. 

 njhopy;El;g tpUj;jp. 

 NeuKfhikj;Jtk; NgZjy;. 

 mYtyh;fspw;F cupa gapw;rpfis toq;Fjy;. 

 mgptpUj;jp eltbf;iffspy; kf;fs; gq;Nfw;Gldhd jpl;lkplYk; eph;thfKk;. 

 ngWNgw;W mbg;gilapyhd jpl;lkplw; nrad;Kiwia Nkk;gLj;Jjy;. 

 ghugl;rkw;w Nritapid toq;Fjy;. 

 fsg; gzpahsu;fs; Clhf juTfisj; jpul;b juTj;jsq;fis cUthf;fp ,w;iwg;gLj;jp mgptpUj;jpg;ghijfis 
,dk;fhZjy;. 
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 gpuNjr kf;fspd; gy;NtWgl;l Njitfis ,dq;fhz;gjw;F trjpahfTk; tpguq;fis jpul;Ltjw;F trjpahfTk; 

r%f Nritg;gpupT, jpl;lkply; gpupT, rpWtu; kw;Wk; ngz;fs; gpupT,  fyhrhug; gpupT vdg; gy;NtWgl;l gpupTfis 
mikj;jy;.  

 kf;fspd; tWik epiyiaf; Fiwj;J tho;thjhuj;ij Nkk;gLj;Jk; Nehf;Fld; Gjpa gapw;rpfisAk; cjtpfisAk; 

toq;Fjy;.  

 mjpNkjF [dhjpgjp mtu;fspd; rpe;jidAld; ,ize;j tpNrl Ntiyj;jpl;lj;jpd; fPo; Nghij xopg;Gr; 

nraw;jpl;lk;> #oy; ghJfhg;Gj; jpl;lk;> czT cw;gj;jpj; jpl;lk;> Nghrhf;fhd czT toq;Fk; jpl;lk;> rpWePuf 

Neha; xopg;Gj; jpl;lk;> nlq;Ff; fl;Lg;ghl;Lr; nraw;jpl;lk; Nghd;wtw;iw gpuNjr thupahf eilKiwg;gLj;jy;.  

 

2.4 ,yf;Ffs;: 
 
 murhq;fj;jpdhy; Kd;nkhopag;gLfpd;w Gjpa mgptpUj;jp nraw;jpl;lq;fis gpuNjrj;jpdJ mgptpUj;jpAld; 

xUq;fpizj;jy;. 

 gpuNjr kf;fsJ Njitfis ,dq;fz;L mit njhlu;ghd mgptpUj;jp nraw;jpl;lq;fis jahupj;jYk; 
eilKiwg;gLj;jYk;. 

 ngsjPf kw;Wk; kdpjtsq;fis cupa Kiwapy; gad;gLj;jp tpiuthd tpidj;jpwdhd Nritapid 
toq;Fjy;. 

 mur kw;Wk; mur rhu;gw;w epWtdq;fspd; cjtpfis ngw;W kf;fspd; Njitfis epiwNtw;Wjy;. 

 Nrit ngWeu;fSf;F el;G uPjpahd jpUg;jpfukhd Nritapid toq;Fjy;. 

 mYtyf js mikg;gpidAk; Rw;whliyAk; kdq;ftuj;jf;f KiwapYk; tuNtw;fj;jf;f KiwapYk; 
nkU$l;Ljy;. 

 rpWtu; ngz;fsJ ghJfhg;gpw;Fk; r%f tpopg;Gzu;Tf;Fk; Vw;wtifapy; xUq;fpize;j nraw;ghLfis 
Nkw;nfhs;Sjy;. 

 ey;yhl;rpapd; gz;Gfis NkNyhq;fr; nra;jy;. 

 epWtdq;fspilNa xU gpizg;ig Vw;gLj;jy;. 

 rpwe;j Nritia toq;Ftjw;fhf Copau;fspd; jpwd;fis tpUj;jp nra;jy;. 

 Njrpa nghUshjhuj;jpw;fhd gq;fspg;G nra;jy;. 

 Njrpa nfhs;iffSf;F mikthf nraw;gLjy;. 

 nghJkf;fSf;F tpopg;Gzu;T+l;b mtu;fspd; gq;fspg;gpid Nkk;gLj;jy;. 
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2.5 Nehf;fq;fs;: 
 
 tsq;fis cupa Kiwapy; tpidj;jpwdhfg; gad;gLj;Jtjd; thapyhfr; rpwe;j cw;gj;jpj;jpwid miljy;. 

 jpl;lkpl;l mgptpUj;jp nraw;ghL kw;Wk; gpuNjr tsq;fspd; tpidj;jpwdhd gad;ghL vd;gtw;wpd; Clhf 

epWtdj;jpd; Nehf;fj;jpid miljy;. 

 gpuNjr twpa kf;fspd; tho;thjhuj;ij Nkk;gLj;Jtjw;fhd Gjpa murjpl;lq;fis cs;thq;fp eilKiwg;gLj;jy;. 

 etPd njhopy;El;gg; gad;ghl;Lld; $ba mu;g;gzpg;Gldhd Nritapdhy; kf;fSf;fhd tpiuthdJk; 

jpUg;jpfukhdJkhd Nritia toq;fy;. 

 ePz;l fhyk; epiyj;J epw;ff; $ba mgptpUj;jp jpl;lq;fis eilKiwg;gLj;Jtjd; %yKk; kf;fspd; 

tho;thjhuj;ij Nkk;gLj;Jtjd; %yKk; gpuNjr mgptpUj;jpapy; gpuNjr kf;fisAk; xd;wpizj;J tpidj;jpwdhd 

nraw;ghl;bd; %yk; vkJ epWtdj;jpd; ,yf;fpid Nehf;fpg; gazpj;jy;. 
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3. mikg;gpd; kdpj tsq;fs; 
 
3.1 jw;NghJ epyTfpd;w kdpjts 

gpur;ridfs; 
(jw;Nghja epiy) 

3.2 vjpu;ghu;;f;fg;gLk; kdpjts 
rthy;fs; 

(vjpu;fhyj;jpw;fhd ghu;itf;Nfhzk;) 

3.3 vjpu;ghu;;f;fg;gLk; kdpjtsq;fs; 
(vjpu;ghu;f;fg;gLk; #o;epiy) 

gapw;rpfs; elhj;Jtjw;fhd epjp 
Nghjhik. 

tpidj;jpwd; kw;Wk; tpisjpwd; 
Fiwe;j Nrit. 
 
cw;gj;jpjpwdhd nraw;ghLfspy; 
Mu;tkpd;ik. 

mtruKk; mtrpaJkhd Nritfis 
Nkw;nfhs;tjw;fhd kdpj tsq;fs;. 
 
Jiwrhu; epGzj;Jt kdpj tsk;. 

Njrpa uPjpapy; Ml;Nru;g;G 
Nkw;nfhs;sg;gLtjhy; Kiwahd 
kdpjts jpl;lkply; 
nrad;Kiwapid Nkw;nfhs;s 
KbahJs;sJ. 

Gjpjhf gjtpf;F Ml;Nru;g;G 
nra;ag;gl;l cj;jpNahfj;jupd; rpwg;G 
Nju;r;rpapid njupe;J 
nfhs;sKbahJs;sik. 

cj;jpNahfj;ju;fs; gzpnjhlu;ghd 
nraw;ghLfis mu;g;gzpg;Gld; 
nraw;gLj;jy;. 
 
nghJkf;fis ikag;gLj;jp cau;e;j 
jukhd Nritfis toq;Fjy;. 

Gjpjhf epakdk; ngw;w 
cj;jpNahfj;ju;fSf;fhd 
fl;likf;fg;gl;l Ntiyj;jpl;lq;fs; 
,y;yhik. 

,Wjpahf epakdk; ngw;w 
cj;jpNahfj;ju;fSf;fhd 
fl;likf;fg;gl;l Ntiyj;jpl;lq;fs; 
,d;ikahy; rLjpahf Muk;gpf;f 
Ntz;ba mj;jpahtrpa 
Ntiyj;jpl;lq;fs; njhlu;gpy; 
Nghjpa mwptpd;ik. 

Xt;nthU cj;jpNahfj;ju;fSk; kw;wa 
cj;jpNahfj;ju;fSf;F Kd;khjpupahf 
nraw;glf;$batu;fshf ,Uj;jy; 
Ntz;Lk;. 
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4. kdpjtsj;jpl;lk; 
4.1 gapw;rp %Nyhghaq;fs; 

 
 

Nju;r;rp kl;lk; jw;Nghja kl;l 
epiy mtrpakhd gapw;rpfs; jpl;lkplg;gl;l gapw;rp 

epfo;r;rpj;jpl;lq;fs; 

jiljhz;ly; 
guPl;ir G+u;j;jp 
nra;ahj 
cj;jpNahfj;ju;fs;. 

jiljhz;ly; 
guPl;ir G+u;j;jp 
nra;ag;gly; 
Ntz;Lk;. 

mYtyf eilKiw njhlu;ghd 
tpsf;fq;fs;. 
 
epjp eilKiwfs; fzf;fPl;L 
gjpTfs; njhlu;Gila gapw;rpfs;. 
 
mYtyf Ntiyfis ,yFtpy; 
eilKiwg;gLj;Jtjw;fhd 
fzzpg;ghtid njhlu;ghd 
gapw;rpfs;. 

mYtyf Kiwik (Office System) 
 
fzf;fPl;L Kiwik (Financial 

Regulations) 
 
fzzp Kiwik (MS Office Package) 

fzzp mwpT 
tpUj;jpf;fhd 
cj;jpNahfj;ju;fs;. 
(td;nghjp kw;Wk; 
nkd; nghjp) 

fzzp mwpT 
tpUj;jp 
nra;ag;gly; 
Ntz;Lk;. 

ehshe;j fzzpg;ghtidapy; 
Vw;gLk; rpf;fy;fis jPu;g;gjw;fhd 
gapw;rpfs;. 

mbg;gil jfty; njhopy;El;g 
mwptpid Nkk;gLj;jy;. 
 
fzdp kw;Wk; njhiyj;njhlu;G 
rhjdq;fspd; gad;ghL kw;Wk; 
njhlu;ghd gpur;ridfis jPu;j;jy;. 

jpl;lq;fs; 
jahupf;Fk; 
cj;jpNahfj;ju;fs;. 

jpl;lq;fs; 
eilKiwg;gLj;Jk; 
mwptpid 
Nkk;gLj;jy; 
Ntz;Lk;. 

jpl;lq;fs; jahupj;J 
eilKiwg;gLj;jg;gLk;NghJ 
Vw;gLk; Kuz;ghLfs; jtpu;f;Fk; 
tpjq;fis tpsf;Fk; gapw;rpfs;. 

mYtyf Kuz;ghl;L Kfhikj;Jtk; 

nghJthd 
cj;jpNahfj;ju;fs; 

Mtru kw;Wk; 
mtrpa 
re;ju;g;gq;fspy; 
KjYjtpapid 
toq;Fjy;. 

jpBu; mdu;j;jq;fs;> cly; uPjpahd 
Mgj;Jf;fspd; NghJ 
KjYjtpapid toq;Ftjw;fhd 
gapw;rpfs;. 

KjYjtpg; gapw;rpfs; 



6 
 

cw;gj;jpjpwid 
gpd;gw;Wfpd;w 
cj;jpNahfj;ju;fs;. 

cw;gj;jpjpwd; 
mwpT tpUj;jp 
nra;ag;gly; 
Ntz;Lk;. 

cw;gj;jpjpwd; Kfhikj;Jtk; 
eilKiwg;gLj;Jtjw;fhd 
midj;J tplaq;fisAk; 
cs;slf;fpa gapw;rpfs;. 

cw;gj;jpjpwd; Kfhikj;Jtk; 
tpUj;jpg;gapw;rp. 

fpuhk kl;l 
midj;J 
cj;jpNahfj;ju;fs;. 

Nkyjpfkhf kdpj 
ts mgptpUj;jp 
mjpfupf;fg;gly; 
Ntz;Lk;.  

cj;jpNahfj;ju;fSf;fhd kdpj 
ts mgptpUj;jp njhlu;ghd 
mtrpakhd gapw;rpfs;.  

(cstsj;Jiz) 
cj;jpNahfj;ju;fSf;fhd neUf;fPl;L 
Kfhikj;Jtk;. 
 
rpWtu; ghJfhg;G kw;Wk; rpWtu; 
J~;gpuNahfk;. 
 
mur Nritapy; czu;TuPjpahd 
gupkhw;wy;fspd; fhj;jpuj;jd;ik. 
 
mq;ftPdu;fs; Kjpatu;fis 
milahsk; fhZjYk; cupa 
ed;ikfis toq;FjYk;. 
 
,yq;if r%fghJfhg;G rigapd; 
ed;ikfs; njhlu;gpy; 
cj;jpNahfj;ju;fSf;fhd mwpit 
Nkk;gLj;jy;. 
 
mdu;j;jk; kw;Wk; mdu;j;j epthuzk; 
gw;wp nghJkf;fSf;F jfty; 
toq;Ftjw;fhf cj;jpNahfj;ju;fSf;F 
gapw;rpaspj;jy;. 
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nghJkf;fSld; 
flikahw;Wfpd;w 
cj;jpNahfj;ju;fs;. 

nghJkf;fSldhd 
ey;Ywtpid Ngzp 
jpUg;jpfukhd 
Nritia 
toq;Fjy;. 

cj;jpNahfj;ju;fspd; MSik 
tpUj;jpAld; njhlu;Gila 
mtrpakhd gapw;rpfs;. 

njhlu;ghly; jpwd; tpUj;jp gapw;rp 
 
Kd;itg;G jpwd; njhlu;ghd gapw;rp 
 
ntWg;G Ngr;R 
 
tho;thjhu cjtp Nkk;gLj;jYk; 
vjpu;Nehf;Fk; rthy;fSk; 

nghJthd 
cj;jpNahfj;ju;fs; 

ePjpahd epahakhd 
Nritfis 
toq;Fjy;. 

cj;jpNahfj;ju;fs; nghWg;ghd 
mur Nritfis toq;Ftjw;fhf  
mtu;fsJ kd vz;zq;fis 
cWjpg;ghL Vw;gLj;Jtjw;fhd 
njhlu;Gila gapw;rpfs;. 

yQ;rk; kw;Wk; Coy; xopg;G 

 

 

4.2 Kd;Dupikaspf;fg;gLk; kdpjts Kfhikj;Jt epfo;r;rpj;jpl;lq;fs; 
 

jpl;lkplg;gl;l gapw;rp epfo;r;rpj;jpl;lk; %Nyhgha 
Njitg;ghLfs; Njitg;ghLfs; mtrpakpy;iy 

mYtyf Kiwik (Office System) X   

fzf;fPl;L Kiwik (Financial Regulations) X   

fzzp Kiwik (MS Office Package) X   

mbg;gil jfty; njhopy;El;g mwptpid Nkk;gLj;jy;. X   

fzdp kw;Wk; njhiyj;njhlu;G rhjdq;fspd; gad;ghL kw;Wk; 
njhlu;ghd gpur;ridfis jPu;j;jy;.  X  

mYtyf Kuz;ghl;L Kfhikj;Jtk; X   



8 
 

KjYjtpg; gapw;rpfs;  X  

cw;gj;jpjpwd; Kfhikj;Jtk; tpUj;jpg;gapw;rp. X   

(cstsj;Jiz) cj;jpNahfj;ju;fSf;fhd neUf;fPl;L 
Kfhikj;Jtk;.  X  

mur Nritapy; czu;TuPjpahd gupkhw;wy;fspd; fhj;jpuj;jd;ik.  X  

mq;ftPdu;fs; Kjpatu;fis milahsk; fhZjYk; cupa 
ed;ikfis toq;FjYk;. X   

,yq;if r%fghJfhg;G rigapd; ed;ikfs; njhlu;gpy; 
cj;jpNahfj;ju;fSf;fhd mwpit Nkk;gLj;jy; X   

mdu;j;jk; kw;Wk; mdu;j;j epthuzk; gw;wp nghJkf;fSf;F jfty; 
toq;Ftjw;fhf cj;jpNahfj;ju;fSf;F gapw;rpaspj;jy;. X   

njhlu;ghly; jpwd; tpUj;jp gapw;rp X   

Kd;itg;G jpwd; njhlu;ghd gapw;rp X   

ntWg;G Ngr;R X   

tho;thjhu cjtp Nkk;gLj;jYk; vjpu;Nehf;Fk; rthy;fSk; X   

yQ;rk; kw;Wk; Coy; xopg;G X   
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5. Mz;bWjp gapw;rpj;jpl;lq;fs; 
5.1 mbg;gilj;jpl;lq;fs; 

 
njupT nra;ag;gl;l 
epfo;r;rpj;jpl;lq;fs; ,yf;Ff; FO gapw;rp epfo;r;rpj;jpl;lj;jpd;  

mbg;gil Nehf;fk; fhyk; vjpu;ghu;f;fg;gl;l Nju;r;rp 
kl;lk; 

mYtyf Kiwik 
(Office System) 

jiljhz;ly; 
guPl;irf;F 
Njhw;wTs;Nshu;>  
 
 

jiljhz;ly; guPl;irf;fhd 
topfhl;ly;. 
 
mYtyf eilKiwfis 
cupa tifapy; gpd;gw;wy;. 

06 
kzpj;jpahyk; 

jiljhz;ly; guPl;irapy; 
rpj;jpailtjw;Fk; 
tpidj;jpwdhd mYtyf 
eilKiwfis 
gpd;gw;Wtjw;Fk; 
cj;jpNahfj;ju;fis 
jahu;gLj;Jjy;. 
 
fzfPl;L Iatpdhf;fspd; 
vz;zpf;if Fiwg;G. 

fzf;fPl;L Kiwik 
(Financial Regulations) 

jiljhz;ly; 
guPl;irf;F 
Njhw;wTs;Nshu;>  
 
 

jiljhz;ly; guPl;irf;fhd 
topfhl;ly;. 
 
epjp eilKiwfis cupa 
tifapy; gpd;gw;wy;. 

06 
kzpj;jpahyk; 

jiljhz;ly; guPl;irapy; 
rpj;jpailtjw;Fk; 
tpidj;jpwdhd fzf;fPl;L 
eilKiwfis 
gpd;gw;Wtjw;Fk; 
cj;jpNahfj;ju;fis 
jahu;gLj;Jjy;. 
 
fzf;fPl;L Iatpdhf;fspd; 
vz;zpf;if Fiwg;G. 

fzzp Kiwik (MS 

Office Package) 

jiljhz;ly; 
guPl;irf;F 
Njhw;wTs;Nshu;>  
 
 

jiljhz;ly; guPl;irf;fhd 
topfhl;ly; 

06 
kzpj;jpahyk; 

jiljhz;ly; guPl;irapy; 
rpj;jpailtjw;Fk; 
tpidj;jpwdhd fzzp 
Kiwikfis 
gpd;gw;Wtjw;Fk; 
cj;jpNahfj;ju;fis 
jahu;gLj;Jjy;. 

mbg;gil jfty; 
njhopy;El;g mwptpid 
Nkk;gLj;jy;. 

Kfhikj;jt Nrit 
cj;jpNahfj;ju;fs;;> 
mgptpUj;jp 
cj;jpNahfj;ju;fs;;> 
njhopy;El;g 
cj;jpNahfj;ju;fs;;. 

cj;jpNahfj;ju;fspd; 
njhopy;El;g mwptpid 
Nkk;gLj;jy;. 

06 
kzpj;jpahyk; 

cj;jpNahfj;ju;fSf;F 
fzzpapd; mbg;gil 
tplaq;fs; mit njhlu;ghd 
tsu;r;rp kw;Wk; etPd 
Nghf;Ffis njspTgLj;jp 
mwptpid Nkk;gLj;jy;. 
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fzdp kw;Wk; 
njhiyj;njhlu;G 
rhjdq;fspd; gad;ghL 
kw;Wk; njhlu;ghd 
gpur;ridfis jPu;j;jy;. 

Kfhikj;jt Nrit 
cj;jpNahfj;jufs;;> 
mgptpUj;jp 
cj;jpNahfj;jufs;;> 
njhopy;El;g 
cj;jpNahfj;ju;fs;;. 

cj;jpNahfj;ju;fspd; ehshe;j 
njhopy;El;g rpf;fy;fis 
jtpu;j;jy;. 

03 
kzpj;jpahyk; 

guhkupg;G nryit Fiwj;J 
cupa Neuj;jpy; jhkjq;fis 
Fiwj;J fzzp Nritia 
toq;Fjy;. 

mYtyf Kuz;ghl;L 
Kfhikj;Jtk; 

fs 
cj;jpNahfj;ju;fSk; 
njhlu;Gila Vida 
cj;jpNahfj;ju;fSk;>  

jpl;lq;fs; jahupj;J 
eilKiwg;gLj;jg;gLk;NghJ 
Vw;gLk; Kuz;ghLfs; 
jtpu;j;jy; 

03 
kzpj;jpahyk; 

jpl;lq;fis tpidj;jpwdhf 
eilKiwg;gLj;j KbAk;. 

KjYjtpg; gapw;rpfs; 

fs 
cj;jpNahfj;ju;fs; 
MYtyf 
cj;jpNahfj;ju;fs;;. 

mtru kw;Wk; mtrpa 
re;ju;g;gq;fspy; 
KjYjtpapid toq;Fjy;. 

03 
kzpj;jpahyk; 

cj;jpNahfj;ju;fs; 
tpgj;Jf;fspd;NghJ 
KjYjtp 
nraw;ghl;lhsu;fshf 
nraw;gl KbAk;. 

cw;gj;jpjpwd; 
Kfhikj;Jtk; 
tpUj;jpg;gapw;rp. 

midj;J 
cj;jpNahfj;ju;fs;;. 

mYtyfj;jpd; 
nraw;ghLfis tpidj;jpwd; 
kw;Wk; tpisjpwDld; 
elhj;Jtjw;fhf 
cj;jpNahfj;ju;fis 
Nkk;gLj;jy;. 

03 
kzpj;jpahyk; 

tpidj;jpwd; kw;Wk; 
tpisjpwDldhd Nrit 
ia toq;Fjy; kw;Wk; 
tsq;fspd; tPz; tpuak; 
Fiwf;fg;gLk;. 

cj;jpNahfj;ju;fSf;fhd 
neUf;fPl;L 
Kfhikj;Jtk;. 
(cstsj;Jiz) 

midj;J 
cj;jpNahfj;ju;fs;;. 

cj;jpNahfj;ju;fspdJ 
kdmOj;jj;jpid 
Fiwg;gjw;fhd topfhl;ly; 
toq;Fjy;. 

02 
kzpj;jpahyk; 

cj;jpNahfj;ju;fspdJ 
kdmOj;jq;fs; 
Fiwf;fg;gl;L cstpay; 
uPjpahf cw;rhfk; Vw;gLk;; 

mur Nritapy; 
czu;TuPjpahd 
gupkhw;wy;fspd; 
fhj;jpuj;jd;ik 

midj;J 
cj;jpNahfj;ju;fs;;. 

cj;jpNahfj;ju;fSf;F 
nghJkf;fs; kw;Wk; 
VidNahUf;F njhlu;ghly; 
fhj;jpuj;jd;ik gw;wp 
typAWj;jy;. 

02 
kzpj;jpahyk; 

cj;jpNahfj;ju;fSf;F 
nghJkf;fs; kw;Wk; 
VidNahUldhd  njhlu;ghly; 
jpwd;fis tpUj;jp 
nratjw;fhd mwpT 
Nkk;gLj;jg;gLk;. 
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mq;ftPdu;fs; 
Kjpatu;fis 
milahsk; fhZjYk; 
cupa ed;ikfis 
toq;FjYk; 
 

fpuhk 
cj;jpNahfj;jufs;;> 
nghUshjhu 
mgptpUj;jp 
cj;jpNahfj;ju;fs;. 

mq;ftPdu;fs; Kjpatu;fs; 
njhlu;gpy; jFe;j 
mZFKiwfis 
gpd;gw;Wtjw;fhf 
 

02 
kzpj;jpahyk; 

fpuhk kl;l 
cj;jpNahfj;ju;fs;pid 
tpopg;Gzu;T+l;b  
mq;ftPdu;fs; Kjpatu;fs; 
njhlu;gpy; jFe;j 
mZFKiwfis 
gpd;gw;Wtjw;fhd 
mwpit Nkk;gLj;jy;. 

,yq;if r%fghJfhg;G 
rigapd; ed;ikfs; 
njhlu;gpy; 
cj;jpNahfj;ju;fSf;fhd 
mwpit Nkk;gLj;jy; 

fpuhk 
cj;jpNahfj;jufs;;> 
nghUshjhu 
mgptpUj;jp 
cj;jpNahfj;ju;fs;. 

,yq;if r%fghJfhg;G 
rigapd; ed;ikfs; 
njhlu;gpy; nghJkf;fis 
topfhl;Ltjw;fhf 
cj;jpNahfj;ju;fSf;fhd 
mwpit Nkk;gLj;jy; 

01 
kzpj;jpahyk; 

fpuhk kl;l 
cj;jpNahfj;ju;fs;pw;F 
,yq;if r%fghJfhg;G 
rigapd; ed;ikfs; 
njhlu;gpy; tpsf;fkspj;J 
nghJkf;fSf;F ed;ikfs; 
njhlu;gpy; 
njupag;gLj;jg;gLk;. 

mdu;j;jk; kw;Wk; 
mdu;j;j epthuzk; gw;wp 
nghJkf;fSf;F jfty; 
toq;Ftjw;fhf 
cj;jpNahfj;ju;fSf;F 
gapw;rpaspj;jy;. 

fpuhk 
cj;jpNahfj;jufs;;> 
nghUshjhu 
mgptpUj;jp 
cj;jpNahfj;ju;fs;. 

mdu;j;jk; kw;Wk; mdu;j;j 
epthuzk; gw;wp 
cj;jpNahfj;ju;fs; 
tpsq;fpnfhs;sYk; 
nghJkf;fSf;F 
tpopg;Gzu;T+l;lYk;. 

01 
kzpj;jpahyk; 

fpuhk kl;l 
cj;jpNahfj;ju;fs;pw;Fk; 
nghJkf;fSf;Fk; mdu;j;jk; 
kw;Wk; mdu;j;j epthuzk; 
gw;wp njupag;gLj;jp 
eilKiwg;gLj;jg;gLk;.  

njhlu;ghly; jpwd; 
tpUj;jp gapw;rp 

fpuhk 
cj;jpNahfj;jufs;;> 
nghUshjhu 
mgptpUj;jp 
cj;jpNahfj;ju;fs; 
kw;Wk; fs 
cj;jpNahfj;ju;fs; 

nghJkf;fSld; 
njhlu;ghly;fis 
Nkw;nfhs;Sk; NghJ 
Kuz;ghLfis jtpu;f;ff;$ba 
tplaq;fis njspTgLj;jy;. 

02 
kzpj;jpahyk; 

tpidj;jpwd;kpf;f 
Nritfis nghJkf;fSf;F 
toq;Fjy;.  

Kd;itg;G jpwd; 
njhlu;ghd gapw;rp 

mYtyf 
cj;jpNahfj;ju;fs; 
kw;Wk; fs 
cj;jpNahfj;ju;fs; 

Kd;itg;gpd;NghJ 
gpd;gw;wg;glNtz;ba 
eilKiwfis 
njspTgLj;jy;. 

02 
kzpj;jpahyk; 

Kd;itg;gpd;NghJ cupa 
KiwfSf;fika 
jahu;gLj;jy;fis 
Nkw;nfhz;L 
Kd;itg;Gf;fis toq;Fjy;. 
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ntWg;G Ngr;R 

fpuhk 
cj;jpNahfj;jufs;;> 
nghUshjhu 
mgptpUj;jp 
cj;jpNahfj;ju;fs; 
kw;Wk; fs 
cj;jpNahfj;ju;fs; 

nghJkf;fSld; 
njhlu;ghly;fis 
Nkw;nfhs;Sk; NghJ 
Kuz;ghLfis jtpu;f;ff;$ba 
tplaq;fis njspTgLj;jy;. 

02 
kzpj;jpahyk; 

cj;jpNahfj;ju;fs; 
nghJkf;fSf;F Nritfis 
toq;Fk;NghJ Kiwahd 
ciuahly;fis 
Nkw;nfhs;Stjw;Fk; 
mtu;fsplkpUe;J 
ed;kjpg;Gf;fis 
ngw;Wf;nfhs;tjw;Fk;.  

tho;thjhu cjtp 
Nkk;gLj;jYk; 
vjpu;Nehf;Fk; rthy;fSk; 

fpuhk 
cj;jpNahfj;jufs;;> 
nghUshjhu 
mgptpUj;jp 
cj;jpNahfj;ju;fs; 
kw;Wk; fs 
cj;jpNahfj;ju;fs; 

tho;thjhu gadhspfis 
njupTnra;Ak; NghJ 
Kf;fpakhf fUj;jpy; 
nfhs;sg;glNtz;ba 
tplaq;fs; kw;Wk; ,J 
njhlu;ghd gpd;njhlu; 
NritfisAk; 
njspTgLj;jy;. 

02 
kzpj;jpahyk; 

nghUj;jkhd gadhspfs; 
njupTfis 
Nkw;nfhs;tjw;Fupa 
tifapy; cj;jpNahfj;ju;fs; 
tpidj;jpwdhf nraw;gl 
KbAk;. 

yQ;rk; kw;Wk; Coy; 
xopg;G 

midj;J 
cj;jpNahfj;ju;fs;;. 

ePjpahd epahakhd 
Nritfis toq;Fjw;fhf 
yQ;rk; kw;Wk; Coy; 
eltbf;iffis jLj;jy; 
njhlu;ghf 
cj;jpNahfj;ju;fSf;F 
njspTgLj;jy;. 

04 
kzpj;jpahyk; 

rpwe;j cj;jpNahfj;ju;fis 
cUthf;fp kpfr;rpwe;j 
nghJkf;fSf;Fupa 
Nritfis gf;frhu;gw;w 
Kiwapy; toq;f KbAk;. 
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5.2 Neu jpl;lkply; 

njupT nra;ag;gl;l epfo;r;rpj;jpl;lq;fs; 01 02 03 04 05 06 07 08 09 10 11 12 

mYtyf Kiwik (AR)    x         

fzf;fPl;L Kiwik (FR)     x        

fzzp Kiwik (MS Office)  x           

mbg;gil jfty; njhopy;El;g mwptpid Nkk;gLj;jy;.    x         

fzdp kw;Wk; njhiyj;njhlu;G rhjdq;fspd; gad;ghL kw;Wk; njhlu;ghd 
gpur;ridfis jPu;j;jy;.     x        

mYtyf Kuz;ghl;L Kfhikj;Jtk;           x  

KjYjtpg; gapw;rpfs;     x        

cw;gj;jpjpwd; Kfhikj;Jt tpUj;jpg;gapw;rp      x       

(cstsj;Jiz) cj;jpNahfj;ju;fSf;fhd neUf;fPl;L Kfhikj;Jtk;       x      

mur Nritapy; czu;TuPjpahd gupkhw;wy;fspd; fhj;jpuj;jd;ik        x     

mq;ftPdu;fs; Kjpatu;fis milahsk; fhZjYk; cupa ed;ikfis 
toq;FjYk;      x       

,yq;if r%fghJfhg;G rigapd; ed;ikfs; njhlu;gpy; 
cj;jpNahfj;ju;fSf;fhd mwpit Nkk;gLj;jy;       x      

mdu;j;jk; kw;Wk; mdu;j;j epthuzk; gw;wp nghJkf;fSf;F jfty; 
toq;Ftjw;fhf cj;jpNahfj;ju;fSf;F gapw;rpaspj;jy;.         x    

njhlu;ghly; jpwd; tpUj;jp gapw;rp   x          

Kd;itg;G jpwd; njhlu;ghd gapw;rp     x        

ntWg;G Ngr;R      x       

tho;thjhu cjtp Nkk;gLj;jYk; vjpu;Nehf;Fk; rthy;fSk;        x     

yQ;rk; kw;Wk; Coy; xopg;G    x         
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5.3 ghlj;jpl;l tbtikg;G 
 

njupT nra;ag;gl;l 
epfo;r;rpj;jpl;lq;fs; gpujhd tplag;gug;G 

mYtyf Kiwik (Office System) 
mYtyf Kiwik ghlj;jpl;lj;jpy; cs;s jiljhz;ly; guPl;irf;fhd 
tplaq;fs;> fzf;fha;T Iatpdhf;fis jtpu;f;Fk; Kiwahd topg;gLj;jy;fs;. 

fzf;fPl;L Kiwik (Financial 

Regulations) 
fzf;fPl;L Kiwik ghlj;jpl;lj;jpy; cs;s jiljhz;ly; guPl;irf;fhd 
tplaq;fs;> fzf;fha;T Iatpdhf;fis jtpu;f;Fk; Kiwahd topg;gLj;jy;fs;. 

fzzp Kiwik (MS Office 

Package) 
fzzp Kiwik ghlj;jpl;lj;jpy; cs;s jiljhz;ly; guPl;irf;fhd 
tplaq;fs; 

mbg;gil jfty; njhopy;El;g 
mwptpid Nkk;gLj;jy;. 

jfty; njhopy;El;gk; kw;Wk; mjd; tsu;r;rp> etPd fzzp njhopy;El;gq;fs; 
gw;wpa tplaq;fs;. 

fzdp kw;Wk; njhiyj;njhlu;G 
rhjdq;fspd; gad;ghL kw;Wk; 
njhlu;ghd gpur;ridfis jPu;j;jy;. 

mr;Rg;nghwp njhiyefy;> fzdp tiyaikg;G njhlu;gpy; fzzpAld; 
nghUj;Jjy; kw;Wk; gpur;ridfis jPu;j;jy; njhlu;ghd tplaq;fs;. 

mYtyf Kuz;ghl;L Kfhikj;Jtk; Kuz;ghLfSf;fhd fhuzq;fis fz;lwpjy;> jPu;Tfis fz;lwpjy; kw;Wk; 
nghUj;jkhd eltbf;iffis Nkw;nfhs;sy;. 

KjYjtpg; gapw;rpfs; 
KjYjtpfis vt;thW toq;FtJ njhlu;ghfTk; mjd; ed;ikfs; 
njspTgLj;jy;. 

cw;gj;jpjpwd; Kfhikj;Jtk; 
tpUj;jpg;gapw;rp 

cw;gj;jpjpwd; eilKiwgLj;jy; kw;Wk; epWtd Kd;Ndw;wk; Vw;gLj;jy; 
njhlu;ghd tplaq;fs;. 
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(cstsj;Jiz) 
cj;jpNahfj;ju;fSf;fhd neUf;fPl;L 
Kfhikj;Jtk; 

cj;jpNahfj;ju;fs; vjpu;Nehf;Fk; rthy;fs; ,lu;fs; gw;wp Muha;e;J mtw;iw 
jPu;g;gjw;fhd topfis Muha;jy;. 

mur Nritapy; czu;TuPjpahd 
gupkhw;wy;fspd; fhj;jpuj;jd;ik 

cj;jpNahfj;ju;fSf;F nghJkf;fs; kw;Wk; VidNahUf;F njhlu;ghly; 
fhj;jpuj;jd;ikia NgZtjw;Fupa tplaq;fs; 

mq;ftPdu;fs; Kjpatu;fis 
milahsk; fhZjYk; cupa 
ed;ikfis toq;FjYk; 

mq;ftPdu;fs; Kjpatu;fis fz;lwpjy; mtu;fs; vjpu;Nehf;Fk; gpur;ridfis 
fz;lwpjy; kw;Wk; gpur;ridfis jtpu;j;j;J cupa epthuzq;fis toq;Fjy;. 

,yq;if r%fghJfhg;G rigapd; 
ed;ikfs; njhlu;gpy; 
cj;jpNahfj;ju;fSf;fhd mwpit 
Nkk;gLj;jy; 

“Mu];]hth”jpl;ljpYs;s khztu;fSf;fhd Nkyjpf nfhLg;gdT Xa;T+jpa 
ed;ikfs; njhlu;ghd tplaq;fs;. 

mdu;j;jk; kw;Wk; mdu;j;j epthuzk; 
gw;wp nghJkf;fSf;F jfty; 
toq;Ftjw;fhf 
cj;jpNahfj;ju;fSf;F 
gapw;rpaspj;jy;. 

,aw;if> nraw;if mdu;j;jq;fspypUe;J nghJkf;fis ghJfhj;jy;> mdu;j;j 
epthuz Nritfs; epiyaj;jpd; Rw;WepUgq;fis mYtyu;fSf;F tpsf;Fjy;. 

njhlu;ghly; jpwd; tpUj;jp gapw;rp nghJkf;fSld; njhlu;ghly;fis Nkw;nfhs;Sk; NghJ gpd;gw;w Ntz;ba 
Kiwfs; kw;Wk; Kuz;ghLfis jtpu;f;ff;$ba tplaq;fis njspTgLj;jy;. 

Kd;itg;G jpwd; njhlu;ghd gapw;rp 
Kd;itg;gpd;NghJ cs;slf;fg;glNtz;ba tplaq;fs;> Kd;itg;ghsplk; 
,Uf;fNtz;ba jpwd;fs; kw;Wk; Kd;itg;gpd;NghJ gpd;gw;wg;glNtz;ba 
eilKiwfis njspTgLj;jy;. 

ntWg;G Ngr;R 
nghJkf;fSld; njhlu;ghly;fis Nkw;nfhs;Sk; vt;thW Kuz;ghLfis 
jtpu; j;Jf;nfhs;sy;> mtu;fis jpUg;jpg;gLj;jf;;$ba Kiwapy; vt;thW 
tplaq;fis ifahSjy; Nghd;w tplaq;fs;. 
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tho;thjhu cjtp Nkk;gLj;jYk; 
vjpu;Nehf;Fk; rthy;fSk; 

tho;thjhu gadhspfis njupTnra;Ak; NghJ Kf;fpakhf fUj;jpy; 
nfhs;sg;glNtz;ba tplaq;fs; kw;Wk; ,J njhlu;ghd gpd;njhlu; Nritfs; 
tplaq;fis njspTgLj;jy;. 

yQ;rk; kw;Wk; Coy; xopg;G 
yQ;rk; kw;Wk; Coy; njhlu;ghf vt;thW tpopg;Gld; ,Ug;gJ> mtw;why; 
Vw;gLk; ghjpg;Gf;fs; kw;Wk; ePjpahd epahakhd Nritfis toq;Fjw;fhf 
yQ;rk; kw;Wk; Coy; eltbf;iffis jLj;jy; Nghd;w tplaq;fs;. 

 
 
 

6. nrayhw;w Kfhikj;Jtk; 
 
6.1 nrayhw;w kjpg;gPL 

 

Nrit tFjp nrayhw;w khjpupapd; 
,izg;G ,y. 

nrayhw;w xg;ge;j khjpupapd; ,izg;G 
,y. 

mgptpUj;jp cj;jpNahfj;ju; Nrit  gjtpepiyaw;w juj;jpdUf;fhdJ 

Kfhikj;Jt cj;jpNahfj;ju; Nrit  gjtpepiyaw;w juj;jpdUf;fhdJ 

fpuhk cj;jpNahfj;ju; Nrit  gjtpepiyaw;w juj;jpdUf;fhdJ 

njhopd;El;g cj;jpNahfj;ju; Nrit  gjtpepiyaw;w juj;jpdUf;fhdJ 

mYtyf cjtpahsu; Nrit  gjtpepiyaw;w juj;jpdUf;fhdJ 
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6.2 gwpw;rpapid kjpg;gPl;Lg; nghwpKiw 
 

Nrit tFjp 

gapw;rpapd; vjpu;ghu;f;fg;gl;l 
ngWNgW 

rhjfkhd / njsptw;w / 
khw;wkpy;iy 

el;rj;jpu nraw;jpwid 
kjpg;gpLtjw;fhd nghwpKiw 

gytPdkhd nraw;ghL 
njhlu;ghd nghwpKiw 

mgptpUj;jp 
cj;jpNahfj;ju; 
Nrit 

rhjfkhd ngWNgW 

jpwk;gl nraw;gl;ltu;fis 
gjtpepiy cj;jpNahfj;ju;fSld; 
gapw;rpfspy; gq;F gw;w itj;jy;. 
 
cj;jpNahfj;ju;fSf;fhd tpUJ 
ghuhl;Lf;fs;. 

fpis uPjpahd ,lkhw;wk; / 
cs;sf ,lkhw;wk; 

Kfhikj;Jt 
cj;jpNahfj;ju; 
Nrit 

rhjfkhd ngWNgW 

gpujk Kfhikj;Jt Nrit 
cj;jpNahfj;juhf gjtp cau;T. 
 
cj;jpNahfj;ju;fSf;fhd tpUJ 
ghuhl;Lf;fs;. 

fpis uPjpahd ,lkhw;wk; / 
cs;sf ,lkhw;wk; 

fpuhk 
cj;jpNahfj;ju; 
Nrit 

rhjfkhd ngWNgW 
cj;jpNahfj;ju;fSf;fhd tpUJ 
ghuhl;Lf;fs;. 

fpis uPjpahd ,lkhw;wk; / 
cs;sf ,lkhw;wk; 

njhopd;El;g 
cj;jpNahfj;ju; 
Nrit 

rhjfkhd ngWNgW cj;jpNahfj;ju;fSf;fhd tpUJ 
ghuhl;Lf;fs;. cs;sf ,lkhw;wk; 

mYtyf 
cjtpahsu; 
Nrit 

rhjfkhd ngWNgW cj;jpNahfj;ju;fSf;fhd tpUJ 
ghuhl;Lf;fs;. cs;sf ,lkhw;wk; 

 


