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THE CONSTITUTION OF INDIA

PREAMBLE

WE, THE PEOPLE OF INDIA, having solemnly resolved to constitute India into a
SOVEREIGN SOCIALIST SECULAR DEMOCRATIC REPUBLIC and to secure to
all its citizens :

JUSTICS, social, economic and political;

LIBERTY of'thought, expression, belief, faith and worship;
EQUALITY of status and opportunity

and to promote among them all

FRATERNITY assuring the dignity of the individual and the unity and integrity of the
Nation;

IN OUR CONSTITUENT ASSEMBLY this twenty-sixth day of November, 1949, do
HEREBY ADOPT, ENACTAND GIVE TO OURSELVES THIS CONSTITUTION.
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Chapter - 1

1.1 ACCENTUATION

In English, all syllables in an utterance are not spoken with equal emphasis. I

every word of more than one syllable there is a prominent syllable than others. The

relative prominence is due to stress. The word stress is responsible for word

accent. Very often the prominence of a syllable is shown with the working of stress

and pitch change of that syllable. The syllable on which there is a pitch change is

called the primary or tonic accent. Any other prominent syllable in the word is said

to have secondary accent.

Rules for Accentual Patterns :

1.
2.
3.

10.

11.

All'words in English have some accent primary or secondary.
Words having weak prefixes are accented on the root, e.g., ab'road, a'nother.

The inflectional suffixes-es, -in, -ed and the derivational suffixes -age, -dom, -
en, -ess, -ful, -fy, -less, -let, -by, -ment, -ness, -or, -some, -ward do not affect
the accent, e.c. be'gin-be'gining, happen — happened, —'fear —'fearsome.
Words ending in -ion have the primary accent on the penultimate syllable
application, qualification.

. Words ending in -ic, -ical, deally, have the primary accent on the syllable

neceding the sufix, e.g., photographic, political, pathetically.

Words ending in -ity are accented on the ante-penultimate syllable, e.g.,
curiosity, minority.

Words ending in -ial, -ially have the primary accent on the syllable preceding
the suffix, e.g., artificial, essential.

The suffixes -al; and -ally normally affect the accentual pattern, e.g., origin-
original-originally.

Words ending in -ious are accented, on the syllable preceding the suffix, e.g.,
in industrious, injurious.

In the word of more than two syllables ending in -ate the primary accent falls
on two syllables before the suffix, e.g., affectionate calculate excommunicate.

Words ending in -ian are accented on the syllable preceding the suffix e.g.,
mathematical librarian.



12. In a number of disyllabic words the accentual pattern depends upon whether
the word is used as a noun or adjective, or as a verb. In the former case the
accent is on the first syllable and in the latter situation it is on the second
syllable.

13. Most compound words have the primary accent on the first syllable, e.g.,
dining-room, tea-party.

14. There are however a few compound words which have the primary accent on
the second syllallble, e.g. , whenever, myself.

15. Sometimes both the elements are accented in compound words, e.g., good-
looking, absent-minded.

16. There are some words in which the primary accent falls on the first sylable,
e.g., comfortable, popularly.

1.2 TRANSFORMATION OF SENTENCES

When a form of a sentence is changed without changing the meaning it is
called Transformation of sentence. This conversion is an excellent exercise as it
teaches variety of expression in English.

The form of a sentence can be changed in one of the following ways :—
(A) Change of a sentence containing the adverb 'too', as shown below :—
He drove too fast for the police to catch.
He drove so fast that the police could not catch him.
(B) Inter-change of the Degree of comparison.

As the following examples show, it is possible to change the Degree of
comparison of an Adjective or Adverb in a sentence, without changing the
meaning of the sentence.

Positive : Few historians write as interestingly as Joshi.
Comparative : Joshi writes more interestingly than most historians.
Positive : I am as strong as him.

Comparative : He is not stronger than me.

Superlative : Iron is the most useful of all metals.

Comparative : Iron is more useful than any other metal.

Positive : No other metal is as useful as iron.
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(C) Interchange of Active and Passive Voice :—

Voice is that form of the verb which shows the relation of the subject of the

verb to the action expressed by it. It shows whether the subject does the action or is

acted upon. The active voice is used when the doer of the action is to be made

prominent. The passive voice is used when the person or thing acted upon is to be

made prominent.

To change sentences from active to passive voice, the following points must be

taken note of :—

l.

The object of the active sentence becomes the predicate of the passive

sentence.

The subject of the active sentence becomes the object of the passive sentence.

. Thepast participle of the main verb is used.

The past participle of the main verb is preceded by the appropriate auxilliary
verb (am, is, are, was, were, be, been, being) keeping in mind the number of the

subject and tense of the verb.
By precedes the agent of the passive voice, if it is necessary.

Formulae for conversion of the verb of active sentence into passive form :—

. Present indefinite tense

Subject + Is/am/are + Past Participle of Main verb + by/preposition +
Object
Example :—
Active Passive
I'sip tea. Teais being sipped by me.
Present continuous tense
Subject +is/am/are + being + Past Participle of Main verb + by + object.
Active Passive

Heis teaching me. [ am being taught by him.
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. Present Perfect Tense

Subject+ has/have +been + Past Participle of the main verb + by + object.

Example: -
Active Passive
He has done this work. The work is being done by him
. PastIndefinite Tense

Subject+ was/were + Past Participle of the main verb + Object

Example :—
Active Passive
He wrote an essay. An essay was written by him.
. Past continuous tense

Subject +was/were + Past Participle of the main verb + by + Object.
Example :—
Active Passive

He was writing an application Anapplication was
being written by him.

. Past Perfect Tense :

Subject+had been + Past Participle of the Main verb + by + object.
Example :—
Active Passive
[ had purchased a Scooter. A Scooter had been purchased by me.

. Future Indefinite Tense :—

Subject + shall/will + be + past participle of the main verb + by + object.

Example :—
Active Passive
I'shall board the train. The train will be boarded by me.
. Future Perfect Tense :—

Subject + shall/will + have been + Past Participle of the main verb + by +
object.

Example :—
Active Passive
I'shall have helped him. He will have been helped by me.
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9. Passive of infinitive (to + verb)
Subject+ to be + Past Participle of the main verb.
Example :—
Active Passive
There is nothing to read. There 1s nothing to be read.
10. Sentence having may/can/could/should /mustetc. +verb.
Subject + many / can / could/should/must + be + Past Participle + by +
object of the verb.

Example :—
Active Passive
Sania Mirza may The match may be won
win the match. by Sania Mirza.

11. Omitting the agentin passive form :—

Example :—
Active Passive
We admire the brave. The brave is admired.

12. Passive of commands :—

(i) If the imperative sentence denotes commands, the passive form wil
start with Let.

Let+ Subject+be + Past Participle of main verb

Example :—
Active Passive
Switch off the Light. Let the light be switched off.

(i1) If the imperative sentence denotes advice, its passive form will be like
this :
Subject+should + be + Past Participle of the main verb.

Example :—
Active Passive
Help the needy. The needy should be helped.
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(i11) If the active sentence contains Please / kindly, its passive form will start
with You are requested to Please / Kindly should be dropped.

Example :—
Active Passive
Kindly read this news item. You are requested to read this news.

13. Passive of Interogative Sentences.

(i) If the active sentence starts with do/does/did, the form of passive
sentence will be :

am/is/are/was/were+ past participle of the main verb.

Example :—
Active Passive
Does he play badminton? Is badminton played by him?

(i) Ifthe question in the active sentence begins with has/have/had its passive
form will be as follows :—

has/have/had +been + Past Participle of the main verb.

Example :—
Active Passive
Has Argentina won the Has the World Cup been
World Cup? won by Argentina?

(i11) Passive of questions with Modal verbs.

If the question in the active sentence starts with modal verbs, such as, can
/could / shall / should / may / might / will / would / must / ought etc. the
passive from will be as follows :—

Modal Aurilliaries + be + past participle of the main verb.

Example :—
Active Passive
Canwescale Can Mount Nandadevi
Mount Nandadevi? be scaled by us?
(iv) Passive of the questions :—
Example :—
Active Passive
How did he enact the How was the role in the
role in the play? play enacted by him?



Affirmative
Brutus love Caesar.

I was doubtful whether it was you.

Akbar was the greatest of the Great
Moghuls.

He is sometimes foolish.

As soon as he saw me he came up
and spoke to me.

All present there cheered.

Example :—

Interagative

Why waste time in reading trash?

When can their glory fade?
What though we happen to be late?

Is that this way a gentleman
should behave?

Examples :—

Exclamatory
If only I had the wings of a dove!

What a piece of work is man!

If only I had come one hour
earlier!

How base of him to desert you in
your times at need.

(D) Interchange of Affirmative and Negative Sentences.

Negative

Brutus was not without love for
Caesar.

I'was not sure that it was you.

No other of the Great Moghuls
was as great as Akbar.

He is not foolish all time.

No sooner had he seen me he came
up and spoke to me.

There was no one present who did
not cheer.

(E) Interchange of Interogative and Assertive Sentences.

Assertive
It is extremely foolish to waste
time in reading trash.
Their glory can never fade.

It does not matter much though we
happend to be late.

That is not at all the way a
gentleman should behave.

(F) Interchange of Exclamatory and Assertive Sentences.

Assertive
I wish I had the wings of a dove.
Itis a wonderful piece of work.

I extremely regret that I had not
come one hour earlier.

It is extremely base of him to
desert you in your times at need.



(G) Interchange of one Parts of Speech for another.

Example :—

(1) Thatkind of joke does not amuse (verb) me.

That kind ofjoke does not give me amusement. (noun)
(i1)) He showed generosity (noun) even to his enemies.

He was generous (adjective) even to his enemies.
(111) He examined the document carefully. (adverb)

He examined the document with care. (noun)

(iv) We passed an anxious hour. (Adjective)

We passed an hour anxiously. (adverb)
(H) Conversion of Simple, Complex and Compound Sentences.
First of all we need to define simple, complex and compound sentences.

(1) Simple Sentence :— A simple sentence consists of only one subject and only
one finite verb.

Example : The Sun gives us light and energy .
[“The Sun’is the only subject and ‘give’ is the only finite verb.]

(i1)) Complex sentence : A complex sentence consists of a main or principal
clause and one or more subordinate clauses.

Example : We believe that he is innocent. ['We believe' — Principal Caluse]
‘that he is innocent’— Sub-ordinate Clause.

(i11) Compound Sentence : A compound sentence has one principal clause and
one or more co-ordinate clause.

Example :— He finished his exercise and put away his books.
[‘He finished his exercise’: Principal clause.
‘(He) Put away his books : Co-ordinate clause.
* Conversion of Simple to Compound Sentences :—
Examples :—
Simple : To his eternal disgrace he betrayed his country.
Compound : He betrayed his country and this was to his eternal disgrace.
Simple : He must work very hard to win the first prize.
Compound : He must work very hard or he will not win the first prize.
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(iv) Enlarging a word or a phrase int a Co-ordinate Clause.
* Conversion of Compound to Simple Sentences.

Examples :—
Compound : They were poor, and often suffered great hardship.
Simple : Being poor, they often suffered great hardship.

Compound : Either you must help me or I must try to carry out may task
alone.

Simple : In case of no help from you I must try to carry out my task alone.
* Conversion of Simple to Complex Sentences.

A simple sentences can be converted to a complex sentence by expounding a
word or phrase into a subordinate clause.

Example :—
Simple : He bought hisuncle’s library.
Complex : He bought the library which belonged to his uncle.
Simple : Only Indians are admitted.
Complex : If you are not an Indian you cannot be admitted.
Conversion of Complex to Simple Sentences.

Examples :—

Noun Clause :

Complex : He said that he was innocent.

Simple : He declared his innocence.

Complex : Except that he hurt his hand, he was lucky.

Simple : Except for the hurt to his hand., he was lucky.

Adjective Clause :

Complex : He died in the village where he was born.

Simple : He died in his native village.

Complex : Youth is the time when the seeds of character are sown.

Simple : Youth is the time for the formation of character.
Adverb Clause :
Complex : The Captain was annoyed that he had not carried out his orders.

Simple : The captain was annoyed at his not having carried out his orders.
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Complex : When the cat is away, the mice will play.

Simple : In absence of'the cat, the mice will play.
* Conversion of Compound to Complex Sentences :—
Compound : Do as I tell you, or you will regret it.
Complex : Unless you do as I tell you, you will regret it.
Compound : The lion was wounded but not killed.
Complex : The lion was not killed although it was wounded.

* Conversion of Complex to Compound Sentences.

Examples :—
Complex : [ am certain that you have made a mistake.
Compound : You have made a mistake and of this [ am certain.
Complex : He lost more than he could afford.
Compound : He could afford to lose something, but he lost somewhat more.

1.3 CHANGE OF TENSES
Averb thatrefers to present time is said to be in present tense.
Example : He drinks tea.
Averb that refers to past time is said to be in past tense.
Example : He drank tea.
A verb that refers to future time 1s said to be in future tense.
Example : He will drink tea.

The present tense has four forms :

(1) Simple Present Tense
Example : [ love singing.

(i1) Present continuous Tense.
Example : [ am loving singing.

(ii1) Present Perfect Tense
Example : [ have loved singing.

(iv) Present Perfect Continuous Tense.

Example : [ have been loving singing.

In example (i), the verb shows that the action is mentioned simply, without
anything being said about the completeness or incompleteness of the action.
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In example (i1), the verb shows that the action is mentioned as incomplete or

continuous, that s, as still goin on.

In example (ii1), the verb shows that the action is mentioned as finished,

complete, or perfect, at the time of speaking.

In example (iv), that verb shows that the action began at some time in the past

and is going on continuously and not completed.
The Past and Future Tense each has four forms.
Past Tense :—
(1) Simple Past: [ wrote my examination in English.
(i1) Past Continuous :I was writing my examination in English.

(111) Past Perfect : I had written my examination in English.

(iv) Past Perfect Continuous : [ had been writing my examination in English.
Future Tense :—

(1) Simple Future : The Farmer will cut the corn.

(i1) Future Continuous : The farmer will be cutting the corn.

(i11) Future Perfect : The farmer will have cut the corn.

(iv) Future Perfect Continuous : The farmer will have been cutting the corn.

In order to understand the change of the most commonly used tenses the

following table may be usedful :—

Sl. No. Tense Sentence

(1) Simple Present Tense The king fights the battle.

(11) Present Continuous Tense The king is fighting the battle.
(iii) Present Perfect Tense The king has fought the battle.
(1v) Simple Past Tense The king fought the battle.

(v) Past Continuous Tense The king was fighting the battle.
(vi) Past Perfect Tense The king had fought the battle.
(vii) Simple Future Tense The king will fight the battle.

11



1.4 SPELLINGRULES

Rule I

RulelIl

Rule ITT

RulelIV

RuleV

One — syllable words ending in single vowel + single consonant
double the consonant before a suffix begining with a vowel.
beg+ed=begged

run +ing =running

Exceptions : wish + ed = wished (two constants)

fear + ing = fearing (two vowels)

Words of two or three syllables ending in single vowel + single
consonant, double the final consonant if the last syllable is stressed.
begin +ing =beginning

control + er =controller

The consonant is not doubled if the last syllable is not stressed.
benefit +ed =benefited

suffer +ing = suffering

Exceptions : Worship, kindnap, handicap.

In British English the consonant | is doubled, even ifthe stress does
not fall on the last syllable.

quarell +ed = quarelled.

travel +er=traveller.

Exception : Parallel +ed =paralleled

If the word to which the suffix ful is added, ends in 11, the second 1 is
dropped.

skill + ful = skilful
will + ful = wilful

Words ending in silent e drop the e before a suffix beginning with a
vowel.

live +ing=Iliving

hope +ing +hoping

The e remains before a suffix begining with a consonant.
hope + ful =hopeful

engage + ment=engagement

Exceptions : true + ly =truly
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Rule VI

Rule VII :

Rule VIII :

Rule IX

argue + ment=argument
nine +th=ninth
due+1ly=duly

: Notice the special case of words ending in ee and ge in which keep

the e when adding able and ous.

Notice +able =noticeable

courage + ous = courageous

change + able =changeable

peace +able =peaceable

Words ending in ee-do not drop an e before a suffix.
see+ing =seeing

agree + ment =agreement

Words ending in ie-change the ie to y when ing is added.
die+ing=dying

lie+ing=1lying

tie +ing=tying

A final y following a consonant changes to i1 before a suffix except
ing.

happy +ly =happily

beauty + ful =beautiful

carry +ed =carried

marry +age=marriage

But, carry +ing=carrying

marry +ing =marrying

But, y following a vowel does not change.

pray +ed=prayed

play +er=player

Exceptions :—

pay +ed=paid
day + ly =daily
lay +ed=1laid
say +ed =said
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RuleX : Whenie oreiispronounced like ee in ‘jeep’, i comes before e except

afterc.
believe receive
relieve receipt
achieve deceive
grieve deceit
yield conceive
field conceit
Exceptions :—
seize protein
weird counterfeit

1.5 COMPREHENSION

Comprehension means ‘understanding’ in depth. So comprehension of passages
and consequent solving of questions helps a student to develop a keen power of
observation, a quick understanding of the central idea, a knack to detect error in
logic, a quick reading habit, a sufficient stock of words, a good command over
English and a little bit of imagination.

Method of Comprehension :—

*

Read the given passage with purpose and imagination to enter into the spirit of
the passage.

Read the passage once again, concentrating on the drift of thought. Notice the
key words and see how the passage is developed.

Read with attention even if the topic is new or not to your liking.

Read all the questions carefully so that you should not miss the spirit of any
question.

When you have read all the questions, read through the passage, bearing the
questions.

Follow the instructions meticulously.

Avoid verbosity and repetition. your answers should be precise and to the
point.

Passage 1

The achievement of science in the twentieth century has been very great. Its
influence can be felt in every sphere of life. From small pins and needles to the
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huge iron sheets and joints, most of the things we require for our everyday use,
come out of factories where scientific principles are utilised for practical ends.
Science has enabled man to bring forces of nature under control and to use
them for his own advantage. It has brought the different parts of the world
closer together. Our knowledge of universe has been much widened on
account of the untiring efforts of the astronomers like Jeans and Eddington.
Remarkable cures of human diseases have been possible owing to the
discovery of some wonderful medicines.

The main idea of the passage is—

(A) Theimpactofscience can be feltin every sphere of life.

(B) Scienceisadetested thing.

(C) Nothingis beyond the purview of science.

(D) Science can work maracles.

The mode of approach is—

(A) logical

(B) anatomical

(C) descriptive

(D) expository.

. What has enabled man to harness the forces of nature to the advantage of

mankind?

(A) arts

(B) oratory

(C) bravery

(D) science.

Science has proved a great boon for—
(A) scientists

(B) explorers

(C) artists

(D) mankind

The most apropriate title for the passage will be—
(A) Scienceisacurse.

(B) Scienceisagreatboon.

(C) Achievements of Science.

(D) Noneofthese.
15



6. Find outaword from the passage which means—
(A) feat
(B) people who research about celestial bodies
(C) nottiring easily.
(D) breakthrough
7. Find out a word from the passage which is opposite to—
(A) unutilised
(B) nearby
(C) insignificant
(D) 1impossible
8. Make sentences of your own with the following words :—
(A) practical —.......cccvevieeiiieiiee
(B) scientific—.....c.ccceevveeeiiiiieinnne,
(C) widened—.....ccceeeviieiieeiiee
(D) untiring—......ccccvveeveeeeeie e
9. Answer the following questions from the passage :—
(A) Whatistheachievement of science in the field of medicine.
(B) Whatisthe impact of science on the forces of nature?
(C) Whatdo astronomers do?
(D) Where scientific principles are utilised for practical ends?
Passage 2

In India the rainy season begins in the month of June or July. From the middle
of July to the end of September we have most of the rains. The monsoon wind
blow from the South-West during July, August and September, and brings rains
with them.

Before the monsoon breaks, it is hot and dry. But when the rains start, cool
breezes begin to blow. Dark clouds, heavy with rain, gather in the sky. The life-
giving rain pours down. It thunders and it lightens. The winds blow stronger and
stronger and the rains fall in torrents for hours together; the whole countryside
looks like a lake.
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Rivers and streams are sometimes flooded; Cattle are swept away, houses fall
down and standing crops are destroyed. But if the rainfall is normal, it is a blessing
for the farmers. They then plough their fields and sow the seeds. Within a short
time the fields are covered with rich crops.

It is the dullest part of the year so far as business goes. All businesses come to a
standstill when there is a heavy rainfall. The streets become muddy and the roads
get slippery. All outdoor works are suspended. Houses and lanes are full of dirty
smells. The roofs often begin to leak. Sometimes malaria breaks out and people
are laid low with fever.

Yet the season is not without its advantages. The temperature comes down.
The air gets cool and pure. corn, vegetables and other foodstuff become cheap.
The weather becomes pleasant and people work harder. The farmer expects arich
crop and is full of joy. The earth becomes wet and soft. The grass grows and trees
spread out their brenches. All are glad; for if the monsoon fails, famine follows.

1. Answer the following questions :—
(A) Whendoes India experience most of the rains?
(B) Why are farmers happy during the rainy season?
(C) Name one adverse impact of rainfall on health.
(D) Whatisthe effect of rainfall on business?
2. Find outaword/words in the passage which means/mean.
(A) violentdownpours
(B) washed out forcefully
(C) balmy and enjoyable
(D) atmospheric conditions at a place or time as regards heat, cloudiness,
humidity, sunshine, wind and rain etc.

3. Find outaword in the passage which is opposite to—
(A) weaker
(B) disadvantages
(C) moving
(D) brightest
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4. Make sentences of your own with the following words :—

(A) life-giving—....cccccvveviveeiieeieeen.
(B)  slippery —....coccoevieiniiiiiiieeeee
(C) outdoor—....cceeevireeiieeeiieeeiieen,
(D) foodstuff—.....c.ccvveviieiieeee,

5. Giveasuitable title to the passage.

1.6 WRITING SHORT PARAGRAPHS

A paragraph is a number of sentences grouped together and relating to one

topic; or, a group of related sentences that develop a single point. So learning to

write a paragraph in English will help a student to develop the ability to express

his/her ideas on a particular topic in an organised, written form in English.

A paragraph may be long or short according to the amount of matter to be

expressed.

Principles of paragraph-Writing

l.

Unity : The most imortant principle to write a paragraph is that of Unity
—that is each paragraph must deal with one topic or idea — and with no
more than one.

The topic / theme / subject of a paragraph is very often expressed in one
sentence of the paragraph — generally the first. This sentence is called the topic
sentence.

The second principle of paragraph construction is Order — that is, logical
sequence of thought or development of the subject. All ideas in a paragraph
should be connected with the leading idea and arranged, according to their
importance or order.

Variety : A third principle of paragraph construction is Variety; by which it is
meant that, to avoid monotony, the paragraphs of a composition should be of
different lengths and a paragraph should not always be of the same sentence
construction.

Note : The first and last sentence of a paragraph are very important.
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Topic Sentence of a Paragraph
Activity (1) : Indentify the topic sentence in each of the following paragraphs :

(A) The typewriter is the ancestor of the personal computer that is such a major
part of our lives. Did you ever wonder why computer keyboards have the
strange layout that they have, with the Qwerty keys across the top left? The
answer lies burried in the decisions made more than hundred years ago, when
the typewriter first appeared. The placement of letters in this odd way in the
QWERTY keyboard was intended to prevent frequently struck keys from
colliding, thus the E was next to the W and so on.

(B) The soil condition in a region determines its land use. Fertile soils are a boon to
agriculture as more land can be brought under cultivation. Infertile, sandy
soils, on the other hand, may be left as wet lands or grazing lands.

(C) When different raw materials are transformed into more useful and valuable
articles with the help of some machine, it is known as manufacturing. For
examle; The shirt you are wearing is a manufactured item. As long as it was
raw cotton on the cotton plant, it was of little use to you. But once the cotton
was picked, cleaned, sun into thread, and woven into cotton fabric using
looms, it could be used to make clothing. Thus, through the process of
manufacturing, the raw material acquires utility and its value gets increased.

(D) Nuclear power is not a safe alternative to conventional resource. There are no
safe ways to dispose of the large quantities of radioactive waste generated in
the nuclear ower stations. Hence, environmental deterioration and health
hazards are major problems associated with nuclear power.

Arrangement of Sentences in a Paragraph in a Logical Order.

Activity (2) : Rearrange the following sentences which are jumbled up in a
logical order to form a coherent problem — solution type paragraph:—

Follow the stages given below :—

SITUATION — PROBLEM — SOLUTION — EVALUATION

® But the problem is that the number of voluntary donors we are willing to part

with their eyes after death is very small as compared to the total demand for it.

® Thesecond solution is more rational and is preferred by social organisations.
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Getting more cornea for the blind —a difficult choice.
Two types of solution have been proposed for getting more cornea.

The other answer is to educate the masses through vigorous campaigns for
voluntary post-death eye donation.

Ablind person can get her eye back, experts say, by timely replacement of the
cornea.

Although this will increase the number of available cornea, its opponents
argue that compulsion is undemocratic as well as partial, as this will affect
only those who die in hospitals.

One answer 1s to impose compulsory eye donation on patients dying in
hospitals.

Writing paragraph using a some note points given :—

1.

Write a paragraph on processing of Metals :—

Metals dug up — mixed metals heated — turn liquid — called smelting —

metals separated from other things — separated metals purified by refining
process — refined metals heated again — turn liquid — liquid cooled and

hardened — called casting — cast metals used in industries.

Write a paragraph on how to combat green house Gases :—

R & D to intensify finding renewable energy, eg., solar, wind power —
increased fuel efficiency for vans, suvs, trucks — more rigorous emission
standards for vehicles, industries using fossil fuel — less use of energy by
govt. — tax credits and incentives for use of alternative energy source.
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o ferfre feraiota® 2119 %59 s— Employment News March, 26, 20th

Chamundeshawri Electric Supply Corporation LTD. (CESC) notification
recruitment 20th notification for the State govt. Assistant jobs in Karnataka; as
applications are invited from the 10th pass or ITI for the recruitment of 187
Assistant Linesman (IT1) ;117 posts. Qualification : 10th pass from reputed Board
of education (or) Industrial Training. [Note: Posting at Mysore]

AR A1 0T G5 (ReT K@t TfEfd® Assistant Linesman 2ITH GBI

23



S M FCO B | (T FCIRR (FOIRIG AFTS AT 6T0e 207 G167 @30
LG (oA 4 |

FeifAR @B
Regiofawre,
BICSH BCETHIGP M2 FACATC eI be,
o,
TR,
T 8 TS AZPTI S0 T BT SN |

IIHIF QU (W, 20 St-F 'Employment News'- 43 Re@i#(=17 fefere, 72t
BRI TR &) HIFAIR wRds fvz | =i C. V.60 310 sge w41 =iz |
AR O GFH AN S AR b1 TS ARCE A (i
Towd 2R CATRITS AR | SR AT ARSI ST 2T |

IMICE

S {1 |

Covering Letter

To
The Advertiser
Chamundeswari Electric
Supply Corporation LTd,
Karnataka
Sir,

Sub: Application for the post of Assistant Linesman.

In response to your advertisement in the Employment News dated 26th
March, 2014, I am applying for the post of Assistant Linesman. [ have attached my
CV for your kind perusal. If I get an opportunity to serve your esteemed
organisation, I can develop myself professionally Waiting for your further
communication.

Thanking you,

Susmit pal.
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C. V-3 AT
S| (FEACIAeTH (Career objective) 8
| Fieore fRame —
(F) 9N (Name)?
(4) IS oI (Present Address)
(s1) =i e (Permanent Address)
(9) 1/ ereliEe (Age / Date of Birth) ¢
(%6) IfEFw (Citizenship) ¢
(®) 7S (Mobile)
(®) 2. eI, f6. (email ID) ¢
9| Frearef9eas (Academic Description) 3
() IR (Name of Exam.)
() @G /e mmeca wis (Board/Council/University) 2
(o) =lf DI (Name of the Institution) ¢
(9) AT (Year of Passing)
(8) (2% (Grade)s
(®) *roFaI994 (Percentage of Marks)
(7) W= - wifefse w2y (Remarks - Additional Information) 8
8| QWWW(EXHa - Curricular Activities)

¢| S Sfeessl ¢ FPE AN, TWREIN @R W Srad F0e 23| (Job
Experience - Mention name of the organisation, duration of job, and post
held)

v| R (Hobby)s
9| FIEING ¢ TARTS 79 w2y SN AT G @I ACATTE 795 A0 JFI

33 | (Declaration : All the above information are true to the best of my
knowledge and belief)

HI%< (Signature)
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(a) Order placemenﬂ%%l

(b) Complaint letter Jr SfStata Sifaca B |

(¢) Enquiry letter A S aRIG= B3 |
Order Placement ﬁ?%

Good will student Book store
Salt Lake, Kolkata-700064.
Tel : ¥** Fax : ***

10.06.2018
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Yourref: CPH/2018/56
Ourref: GSB/2018/129
Sales Manager
Chakraborty Book
Publishers and Sellers,
Kolkota : 700009
Sir
Sub : Placing order for books.

We thank you for sending your quotation . We have found the prices and terms

and conditions acceptable. So we are glad to place an order for the following
books :(—

1. Development of Life skills II-30 copies
—Shalini Verma
(Vikas publishing House Pvt. Ltd.)

2. Fundamentals of Technical — 25 copies

Communication

—Meenakshi Raman,
Sangita Sharma
(Oxford)
3. AnApproach to communication—30 copies
Skills
—Bhanu Ranjan

(Dhanpat Rai & Co.)

The payment will be made by cheque on production of the bill after complete
supply of the books. Please send the bill and the delivery slip with the delivery
man.

Thanking You,
Yours sincerely
AmitRoy,
Owner,

Goodwill Student
Book Store.
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Enquiry 130)
Goodwill student Book Store,
Salt Lake, Kolkata-700064
Tel : *** Fax : ***

25.05.2018.
Our Ref: GSB/2018/128
Sales Manager,
Chakraborty Book Publishers and Sellers,
College Street,
Kolkata-700009.
Sir,

Sub : Enquiry for Books
We intend to purchase the following books from you :
1. DevelopmentofLife Skills IT
—Shalini Verma
(Vikas publishing House Pvt.Ltd.)

2. Fundamentals of Technical Communication

—Meenakshi Raman,
Sangita Sharma.
(Oxford)
3. AnApproach to Communication Skills
—Bhanu Ranjan.
(Dhanpat Rai & Co.)

We would like to know whether these books are available at your place and
what discounts you are offering, so that we can take a decision.

Thanking you,
Yours sincerely
AmitRoy
Owner,
Goodwill Student Book store.
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SfSas (Complaint)-<3 B3

Goodwill Student Book Store,
Salt Lake, Kolkata-700064,
Tel: ***, Fax: ***

22.06.2018
Our Ref: GSB/2018/129
Sales Manager,
Chakraborty Book Seller and Publisher,
College Street,

Kolkata—70009.

Sir,

Sub : Complaint for defective books.

We have received your consignment of books yesterday. But we are sorry to
inform you that 21 pages of each copy of the book titled An Approach to
Communication Skills (by Bhanu Ranjan) are missing. Please make an immediate
arrangement to replace the defective books. Thanking you,

Yours Sincerely,
Owner,
Goodwill student
Book store.

1.10 HOWTO SEND AN EMAIL
Follow these step-by-step instructions to send an email

Step1:

Step2:
Step 3:

Step4:

Log in to your Gmail account so that you are on the dashboard (main page) of
your mail account.

Click Compose.

A new blank email window will open up. In the To’ box, type in the email
address of the recipient.

You might want to include someone else in your email to ‘keep them in the
loop’. You can do this by clicking Ce¢ or Bee, which will open another field.
‘Cc’ means ‘carbon copy’ and ‘Bec’ means ‘blind carbon copy’. Adding an
email address to the ‘Cc' field means that that person will receive a copy of the
email and all the other recipients will see their email address. If an email
address 1s put into the ‘Bec’ field, the person will get a copy of the email but no
other recipient will see that address.
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StepS:

Step6:

Step 7:

Step 8:

Step9:

If you are sending the same email to lots of different people, it’s a good idea to
put all the email addresses in the ‘Bce’ field to keep your ‘mailing list’
confidential. That way, there’s no chance that it could fall into the hands of a
spammer or hacker.

The subject field allows you to give the recipient an idea of the topic of your
email, like a heading. You don’t have to put anything in the subject box, but it
can help when viewing and sorting email.

Email text can be formatted in a similar way to text in a word document. You
can change the font style, colour and size using the formatting icons. You can
also create bullet points and check the spelling of your email. Choose your
formatting from the menu shown.

Type your message in the main body field of your email.

You can format your email using the options that are available on the toolbar.
To add alink in the body of your email click on the insert link icon, then add the
‘Text to display' and then a web or email address, finally click OK.

When you’re happy with your email, click the blue Send button at the bottom
ofthe compose window.

The email you’ve sent will now be stored in the ‘Sent Mail’ folder on your
Gmail dashboard. You may have to run your mouse pointer over the Inbox
folder link to see the other folders.

Step 10: You may start an email but then decide to come back to it later rather then

sending it straightaway. Gmail saves your drafts automatically. So you can
simply close the email and the unfinished email will be saved to your ‘Drafts’
folder. When you decide that you’re ready to send it, you can retrieve it from
the ‘Drafts’ folder by clicking Drafts and then clicking the correct item in the
‘Drafts’ folder list. Finish the email and click Send as normal.
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7R ?

ARSI LOFT ¢ 2l IS (P AR 2

e v 2 SIS PG s Me TaR |

ARSI el 2 TR | e T€ | T SN AR FAC Al 2

fii e 2 SINITHR SN SR FIICF € 0,000 B(HH TG MT®
I | SIS ASMCAR Ay G2 AR 25 AF=Z FACO
A ?

Ao AP ¢ S12 o173 | (FIAT AN FACO R ?

iz we 2 SIISICHR TN AR SRFCH 2L FACS 203 | 77l @i

TSN AT ACS ST (BT N 774l v pReey (v |
AN (e 1R et @3 cefereifs fFet, cefereifs spitaa
2ITS AT |
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Ao oo ¢ oefe WHEEE AR (@ IR 2063 Q@9 SR wes
AR | DA T NG ABI TG AN |

DA 2 YA
W CAANTICAR AT YT 8—
S| SR See |
3| VR G TSI |
© | HRFSEE |
8 1 CRIANCANCA ™ 2 2o TF s fers Calltaticat |
€| G LIS * R | TIReel ¢ 'do' 'get' M 'run' |
v | Idioms3 Phrase-93 S0 72T |
a1 eRfETe FoF SRR 2Tl | I 2lleF (FF 9. GF2 AY[9le CFad 91 =

OIRE AYETs Ffow S AT AR FI0 I T HTIC, 2A1TS 7L /0O
AN RS |

b | e O (s el 92 | SRRl ¢ cheap.

S 1 TN et 02 TR 26T (245 @ ARCHH A0 ST B < (HANFS
(hierachy) SIfoe ! {2 $o! IR IS, @SN AEF MO e,
IR e (privacy)-T =i} |

o | ANGE NPRE el 2o (@FF Gk A= oy feoneare a1 eaere
SRS, (A6 ©RITI9 (negative emotions), B IV N AT SZEFIF (AT
AR AT 2R BB, Se e S, vt Yroxife, s, Fielzmel,
I @22 giEe B fomel |

NI AL FRHFACER SoAH

AS(G 'c'- A YA —

S) Clarity 3l elgeTol—r$I #fFER @R FeT S AT 201 |

) Completeness I 7jfol— MG =i 20w 207 TS OF JCH=IT 1 22T
ACTH ARG 2 |

©) Consideration JI 7RSI — (2P G &2 AT g o7 2 AL o1
BISN
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8) Courtsey l GTETOl— TORCHAY AT AT Ul© GGy IETF ©h SR
AT IS |

@) ConcretenessQTW@—WWWWWWQTWWW
A |
©) Conciseness Al FEFAST—ATS! By AP O A —7{IECaY (repitition)
FACT N LA A (irrelevant) ©F (I |
9) Correctness A W&o —MSI (T AL aaamwwwzmw
S0 (TR AT FABITO 2 |

QI AN LT FACO (AIE T2 AfEF NI [ AT 20,
FRB BRI AL ST IS =03 2o |
©F-ST O (nervousness) G SE (discomfort)
S O G STEE ARG QNI AT A 9B 0 | Se-=7l (e 6%
(P91 TG FECET SIS G SIFE LB Bl (AF & AN AR |

1.12 SELFAWARENESS < fStsta ot
F- 9T Fool G WIS 2R G Sy [ (AT 72T I
S FQIF &Il 267 Self-awarness |

RIS (T2 GHITTRET AT @l S self awareness 261 W0&E
Wﬂ@%@? il | fces arfers 1ol (Strength), W (weakness), 417, 9T,
(2=l (motivation) G Sf@l® 5 I LIl | TS Sl @ TS QeCel S
ISR (IR AR, ST SN AACE F A (oA O Sl 1 |

Self-awareness ST T2 3

(y) s o w79 S5 03, 210, @1l @i @3 [Hed Srsaeg Ty
AT TGIT |

(R) AT A A |

(©) CETIR ST 1 A0S (BT 2O 2 G (e *[1F A |
(8) W (MO 2SI GIHFAN |

(€) TSR T=I(F SCNa IR (AT 2SR (feed back) (e |

35



1.13 2fsesfe #Me= (COMMITMENT) s (ETHICS) @3} Sel(AIT4d
(VALUE) @39

Afo=pfo #iieT 251 fog Fie were 11 g fte efowm 2el, FItae dfo weare
(loyal) 2831, FICAR &y (g IS 1 N FIGCP HAL T (& AN | Swizgel—
Iz @3 (6 TG afoxss offeT |

DI AfSRES oAl — AT Sty @ TrFF 2o Mgy @) (72 o7
SRR ST T T e 4l |

IR CF ftes 2fow FA0e (ate 2 elfoxEfs siem @ Seifaer’
ANCFA |

SR (A€ e Bl (od! F0e 2(& [fed Aifes—AR1iEs afoss
I ST Gl |
Nfe=F (ethics) @RI (value)

Sife*iig Gt —Cfo Spad [fE emie FEa—Tere!, WR=ETTe! Fo=el
QIR TS (o A A |
Motz «(iofh e et s—
(3) Toairel @R caloiaime! 7 91 fRewe! (confidentiality)
(R) KICRIE (autonomy) kﬂ?‘(W%W%WT(informed consent)
(©) 2@ (beneficence)
(8) ARG (AT [97@ A1 (non-malificence)
(@) |

6T Al value 281 1107 T 16 I (I IS A TP @309 [w&fizel 1, (e
e o1 T ACE R ST, eI G oI+ TR0 SIte! ol et [ifen e
I RENRNEEN

MR AL ©IF R Bl BT 2 | 70T FEhCIeE MRS O G
) (PRICS FRF & |

1.14 SFTa@et (MOTIVATION) 7% e

SECRE 26 T e G0 SrersEe e ql 901 # e (ARt
TRICS QRN | SN S (T G FAC 512 O T FACS A (A |
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SEeel @2 IAdha et sesafet oot e —
() AGFTFI (activation)— (FI FIG $F FA TS |
(R) TGN &ATHI! (persistence)— FCTT (ARG Gl (W6 T39S ATHD I
e |

THIRFel— SICZ ©ICeT 91 NS &) (IS B 77 0! ST& I AN, FETd
BT Bl Bl AN Gy (IS 01 #1251 FHe (] SN 41 |
(©) i@l (intensity)— GFO! & SAEI A T (S L7 2E |

THIRFe— S AN QCF Foe (Lol S 7 7 e (it
SEIEIET, AT (ME, BT 41 29ii KAca e sene wa (7 R wivie
TR (12 @feTa S (IR w2rg emia <541 |
SR AT “afs

e Soiifze T @33 @3 A FERAG T odioe a1t @2k elfSfne 72
[ T 4 |

Twrgdel— ‘SN =iemlet, §o 4L SIS 10 (ATRIts #1157 |

fStea W fes SRy @32 2963 FA 6T | AT G0 TSRS
NGNS SR — (2 SNNGANGT(F S[OA6F PO 2 |

THIRe —IICAIR T 0T, SN e SIte w2 |

93 R AfTR FeI00 203, =N IR ©itel; T8 @ (@ " =i
AT TR 2 AT 2 B | e (AT S TPTIR TA 203 3 [l
VA0S @A |

(I (R PG IPTE F(F WCSF SR ACICA ALl AR AL
AR (I (=1 STl P el |

TAIZI — A FHIE DICTT BIeT SIS Self CHfeIS FHIA (R SISI FAIF
IR (TS (MTICAT SIRST9! AT |

G FHCO GG 0o W OIS Sl Ol G FAF (GBI |

TR — FCoTH FHE DIC ZI AN 25 5 g S (el ST 3o
SRR (S (ATSICS SRRl 220 | G2 3 (ATSICI AT D) FC G T
SIS R 2T 7 (GTMC YiaoiTe F0e 203 | (ST (ATSITal SIiRg 20 S Feid
CRPICHR AT 21T 29 =% 0O SIS % BIC e #ATS A AS R S |
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SR TR AL NN B4 |

TSI ST 05 GeTal 1] 0 STOICS (TS AT TS e Gerel T
2|

A SR F S AR O GF fofe wifers! (gt 41 |

1.15 =79 fA€iae (GOAL-SETTING)

GRS o7 [SdiFel Fa9 g W (specific), #IfF#TA9T (measurable),
ALCA (attainable), IABI (realistic) GIR FANT-T& (time-bound) GG
ToicE efowl FA00 @ | GTF A SMART (S-specific, M-measurable,
A-attainable, R-realistic, T-time-bound) &7 |

S-specific—FTHI(F ALF FACS (A O ({VBSI(F [ FACO 2 |

TRIZF— S 1 O 53— W e o5 Sl SNans » @ I2Cq TURCED
SICHOR P 20 11 Bl (FSNTFACO b1 '— WA o5 |

M-Measurable $—3I%d MoREF AR 0% (A== i ey
E R [ACEIEH
THIRA—FC o901 DIG F 2N & ST - S (Sl
91\ STJ9 0] AT O T#ITe Z(J |

A—Attainable 3 —[(SF TSI (attitude), (abilities) @ el (skills) M
SIS FACH (NRITS AT 203 | i (@A 51 03 7 7JfA<S7 derost S
2SI (I (T ACH (AR AT |

R- Realistic —&R o759 NSl (34 F0© T TS (A2 7759 AFATS
27 | B9C3F Sniaeih 43 SRS ST SrRdel8 0 |

T—Time-bound 8 —&7 ABIE FAIF G {0 T A LAFCA |

Trizgel— S ITI TRITE A1 0 SIS #{15 =07 0 APl Al (@RI
TW9NT artisan A technician ATV BIFR (151G T4 |
1.16 ¥ —*if¥g=i 9 EMPLOYABILITY PLANNING
FlrFe! Cod S A 2 —

() GRS (Communication) $— TSR L7 ST (NI 2o G5 STl
TSI (TAF €T |
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AN A S TN &) (W H TS ANCEH1 (e AR—

(F) “lCiea 339 77 (WS F0ed WY (assognment) (ST @R ﬁﬁ%
(report) TeTAT |

() blogging A AIERE CNCA MG (social media) IR |

(51) FICA CNTRF TR (oral representation) S |

(9) 22 AR CBIRTeITa A AP SRl A FA e |

() (NI (TSR DI 2B 4 |

(R) WS G T (Teamwork): WETIOSI FRCEI AL AN ACASIK
s s |

VoI 203 SICETS (< IS SN G (olCS R et et A el —
(F) TG Mo FICS (group activity) ©197 (ST |

() I NG (MBIC oI (volunteer) AT I 41 |

(o) SCAI AN SRS SIASIE FIG | (A 3 O oI 5 |
(&) B N e QoM |

() PP AN (problem solving)-TsPTF FFA 201 ©F A 9d I
FACO T IR TG 1 (218 IFGo]of AT ©f AN (b2 FACO 2 |

IR TN 2 G2 SRS SITe| FRI S (0 o S5 51 e —
(F) SRR PICS AIG (S |
(}) A RS oS TRIa= TK= N Aea 2e |
(91) ST SN TGS (I AT QI 4 |
(q) S (oM R RS AR A PO T 2R SIS Sfoeae]
Gl |
(8) =Th3 (intiative) €R BTl (enterprise) 3— T If&F ATHB AR WNE
FeI1eT (creative) o1 FACO 2H G (T (I (G SHANS AL FACS AN |
OB G STl TR eTRS oA AT M 3 —
() RfeTocgre R (trainee/intern) — G9! (ST &) SN
<4
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(4) O (@ VTR ST (72 WCeTa FHGSTS AT 2IfFee S Sy
SRR

(¢) &5« (planning) % FRaII (organising) §— CFI FIE F=AT FACS F
T TG 0 {16 21 G T2 6 O FISH! T 2 ol BT a1 |

AT @ RIS T T i TN T TS AMTesol (eni e —

(F) AT Gl G IR OIfeT] (ol I GR (12 OIfeT] AT STl
BRI

(}) GRS GBI |

(5) I, ATy @R AR 7RG NeTa GFeg T ASS Solcs!
0|

(F) CoDIeTS (FISRIMRATeFI |
(6) AT GIR TNTHATHI WG AT 41 |
(V) (T SHICASCAG 3 —
e Ie f@ees oIt M e o) (F8 (o T ] AFCEE |
TRERITIRICI IS FCF, T HIRG 0, 2GS G5 7 Siferl Cod| I o
(STCT BT, CHBRICHA ARSI (NS (LT =T (T SIS ACHF O |
(4) =14l (learning):
Tor R &l G Ol TR A 40 |
() egfearew ol (technical skill)

T GIFMIS! BRI FZ (AF F=2TI TCE IR i, 3 (e
AT @R photocopier G IR FA! TSI SN S |

1.17 $HafeS-wa wwa-swWl (MANNERS), 2514 (ETIQUETTE) €12
coliis-faf% (DRESS CODE) 3

WI-FEm ¢ MRHE g
() TORMCS TN (GIFIF 7 PR SEie 6 (May 1 come in, please?)
(OI=A |

() CNSTSIEGroR SSAG | FCALI0! |
() SIS ACACT S 229 41 |
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(8) TR ST TN TS A 'Good Morning 05T SIS 411 |

(¢) THRCS (T Z0E GRM S o (BT =i |

copen-fafy

(3) (RCETOE (F0E Q1 A06T #1158 2715 21— f&repr @3z B 11T sz Sioe = |

(2) CICAME (30 '€ FIeTH A063 formal THMIE 2100 2(F <2 SITIF T2 Al
N TAPTE IS 13 (KT |

(©) Grel HAlfer =1 AAeH |

(8) (TR Grol TG T SHL |

(@) et 2 FERTS I ST O 2T |

(b)) (RIETE3R (IR SO (A AT 4R TR FA1 20T |

THAMGSTE FANT (Do's) G ITT (Do'ts) FITEA SifeTad

FAAM Do's

Y1 TORMSS -aa o3 siremid A e Ry e-Sifer @ O Y Ted to 41 |

R B FIEH G NER @ CFE O @R DS I (7 R 9 712
Sl

o  HABRCFD @ AFHT G PR EPACT A (A |
81 fate= CV. e enE #Ite (Ao 21 |

€| FTORMCT-«3F e [Mine AIca i wiitel (=ite 204 |
v TORS w0 QPR ST Mt prre 204 |

Al SRPINS ACATE IO R |

bl (BN BLF OIS e 23 1 TR | 2® (G B9 AR A 2
YPICHR S A I 411 (AT A |

S| B, 3 ST LB AR T Lo T The |

S0 | GG LB TS (KT T NN TGOT 2P FACET , A0 A AL AT T
ST IR IE o AT e Mo 3t |

S | I A TATE SIF R (I 2P SNTE F 1 SIS Bhed 2T ©Ite AEE
PSS!, B AN IR (AT P LA IS SN S — 3 SO 2% FHC0 3 |
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S| CFIN 2ATHR OEF 1l SICH AP e T e =1l AR SrFsel i F1
Tfbe (Sorry sir, I don't know the answer)

Y9 | THRCS R Mo S 17 A0 0o 3 71 20678 IR GTierrel 5 |

58| ORGS (A ZE LRI STl (- A0 A5 (718 T 919 T S |

ST (Don't)

51 SRR (PR ETRCS Mre A e = |

3 AL IS AL Oz QI THR A |

o SANRITEN SRR ABRAFS @ TFHT [ e FUCAR Sfbe F— 1afel
R AT TN AT |

81 C.V. (qCF TORMCE-9 1P T &% F(H —8ed SPRAlfe AFCe 2
[ERIBSEARIEREISRIRISI SR

€| (R MR 2ORSE 71w 20 {10 |

V| AR SRS BT G SR T | SRS RSl (BRI TR0 STSI A0H
AT |

A A0S SRS TS (vl FCE IS (T SRS BIRTS 20K | SIe RISl 51
The |

vl (ORI 4TS ST SIS SIS F(F 7 — (P10 Gibe «1% | 2SI qiRCe e
a7 GR e [T o oToId Srei(Ia o7 |

S1 B, [ AT A0S (51061 T2 18 Z(F-912 (e A s Boew |

o | 2P Y73 T W0 2 TS A AR "pardon me', 'sorry, I could not understand’
TEMAATO N |

5 | M FLE ICE 24l 1 ACA19] 23 OIRCE PR NBCH UGG PG, Swj1=)
wife Rl R A FarChe |

S | UTHE TS 7 Gl AT PR (12 SO [P ST -7 Ted (e
(GBI SO |

29 | THRGS e 0o O 17 A T2 o 331 SHe = |

58 | PR THRGE (¥ 23T 903 CTITA WIS AT TH2-«3 IS Sreue] e
4127 |
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1.18 %8S (ATTITUDE) €33 S[f9%)i¥1 19% (CONFIDENCE BUILDING)

yBes

g 2eT (i i, I 1 AfREHS (Sitstrarorgie<s) A=ii ST «igel |
G2 el STeet 1 eifoget a1 WiEre 2re 21t | @2 L=l W93, e, IF, o=
T SR RBICER Coid (67 B0 | 92 [RBIRIRT eI (value) G=R =Rt
(beliefs)-4 THF ST A |
g1 91 (confidence buillding)

I R b e R DA i e | U R B e B | B {OR e [SC I WEISTOR RS R
I P 51 | SISl SRS 20 #ifafEien biteim iR =1 20 e e
T S AT AR ST G0 Soid SIS el AT |

SRAT T M-I TGS 2fs goef oras wwesid e wem
I |
e gfaa & fferfere omrset fre gta s —

AT P |

93 T AN TR G (ARSI TS 0] SIS e S0 20 |

[0S (SI7 (streangth) G S9IF @3Fg TS 203 | QIR (@ VI SICeT e il
TR O IfeT o1 5 3R G2 AP Gy IS Sfew e 1 |

2SS H@ T4 — e ATEAF SHIIAT FACO FACO 2(A |

feter 1o f[Nee S @00 20— (I e (OIS 7l 0O A 7S (160
Tl 197 e oIt 1 T8 3150 (b3 1 (FCO AN |

I FTo 20— T TG GR fTeee! M IR A FE R | (12
s(fafEforz 2R-ferer MewliTe el e |

TSI S 0% 203 | A JER fetera =iy st (@it snae e
MR |

43



Chapter - 2
o ¢
eI SN ST foley e f&rferd Toiza fMeacy, T et SNt Skt
el IeTs 203 STITR ST 7 | FACHI RSt Gxeg G uie | FRTo =
SIS SR G SICF6! S GG ACACE | A AR A1 (20 @ 30, oo
g (120, B S, (=I5-aT WS w3 (od 41, [few qgeife wa (o
TR FCHIF I AT AR AR TR 2IT8 |80t e 2R, [ifow

SIf (AT #AIfS Sfcafe TRIFICH, S M T oI (FCE e | 4F
T FTHE BT SN G SIS S OR[ces A= |

FITHIF @I oI AT ¢

BPISHIRR I T FACET HICIR 96 T | FACHICIT AR JoTws (14,
el e, Slal Tepifn SRR T=5{e F1 (9IS IS IF I IR
FCEAGCF (I IS 7] MR =7 51 Sre SA6eE A I 1 |

e FPTHICT Teie 7ot 2 [io# aifefefm, b itaetss, foff svoo
(ATF Srras G K “SPAIEITRE e a7 JeTlon ToZoMl TR | 92
SyIRIfTIET 2ferrre TeuIA FTHICR SIRE @ (&S 7117 | ARG Sbrbra
ICICEH Mo N ST S8 A 9% Sodd Al Aolw uio foq (=i
SRCATOR ST TR, TR € @E: =it afew! Tz, a #itx et Ryt
IBM (International Business Machine) <= #i&be 23 |

FTOIA 2T SIS SN (Pl G N0 (&0 12 T M, SN el
Gt fon for REe @2 ava @it ok = @0d ez | [N @12 3 g
CFaA Ba 9 557 ¢

<+ g™

RPN Y HRCG2 F#ICHIRR R FEHENR AR barchart €3 piechart
o4l FF Oitwd I [Jfon wite [Ranefens algemeia Sormisa Faroiita |
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ORI FHTHIH ARG W ORI O SR K, 37, #Fed 20719 @ [k
P PNR PTae A WY ©Ite [0 A0S A |

4. TWFe

TENA NG F TS (O Gl FEHIIR AR O 7131 At Design Cod!
3! 27 TS RO A Toge 27, Sl e 23|

9. et

FEN Al F#ITH fSa Ria ATIST ol Sleed 41 (9107, FPTHIF 2SS
TN RV S Mt 925 25feTe |

q. T T THE

A f® 2P H>0e (e e AT |

IS ECE L]

Fo[THI 2w I SN 21 TS Qb ETR, ISR Y& @ SIgreR =17l
S, DNA 2137 2951 AR e S9RE Aia<sae) @ =i 2mia Sl 72e
TR |

5. TESE g

T A AT O FIFIA TSI TITOS e FTH 19 THehI | S F<I!
WA (TSIl B Tol e 27 FOHIad T |

% JY
FTHITIR S 2T T T CF0d, IO (@19 o7 (A0F 93 0 ofse
I (A2 FTHICIA AR ST |

T (e ARl

SBR[ A9 Sl a3 A | T (AF TZF @I
ST Selj3 FITHICIF TR 2T SIS S SIres AN 1 |

Toitare fanafe zoie st Roa e qeicie w03, i, FRce, o sief
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FHTHICHE TR TG o1 Fib ©IC] Sl 411 T | G0 I SR Sy 2GS |
FICOICER 2 g 7 a1 T I, OItPE AHERF ACeT, TSR e g
S~2[TBF programme 9 (3 |

S B THITE Tl g o 1 IR, (7] TR 913 26 F{Th 1 2GS, F#ITHIE
fog wif® #Afdbe Siafe 2reeaits Ta Kaad [ee (e 2o —

%) Waod

F IR 64 26 N2 G FCERG I (OS2 [ SN BfF, &7 1 aiifafess
FeTe] AVl 0 | W67 (7ATe 35 Glefeoitas e | ot Ute Giefexitas e
tuner ICF W1 TF T NN6CF HICAE (5 1 T 1 | W67 Reslution T.V.- @4

DI SIS (911 23 1T resolution 2RI v W60 33 (=G e Sereita
Tl T |

o7 e L0 S0 2N R |

) CRT (Cathod Ray Tube)

i) LCD (Liquid crystal Display)
i) LED (Light Emitting Diod)
¥) e

fF (1% 251 37 #fdfow @6 Input Device Si2fie S LT (1 & FIE5Ia=
3T (@I Information #AISITS 11T | & @IS AtiFe GIZsAiR6ae IS 7 e
3 @ITE S (@ Key 2T | 971470 +8fb Key-aw12@t sos / sosfb Key-7
3 (IS 21T AT 103 o8 Al sot Key 5 @IS € IS sitexl a1 | [ @ITS
et @R Key At |

) Typing Key
i) Numeric Key

i) Funciton Key
Iv) Control Key
V) Special purpose Key
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) weA

F[THIF A8 Sifs #ifafoe wiiw @b Input Device -4 ¥ button, 91 «f
wheel 2 @@l Ty @ FF7I01ta Data (2159 I | AR ASH G0
SITEE M F#THIEE AL TE AT | S(F IO ORI ATH € AN M7 |

WA LTI FIOBIF screen G cursor T control 61 9IS (i =
select ¥90® “If9 |

w) faroa

o oIfe ATE- @6 output Device TF THGTH SN (T w93
information F9tS print / 2ifsica At =113 |

Abfere oy farbia get —
i) Dot Matrix Printer
i) Line Printer

i) Laser Jet Printer
Iv) Inkjet Printer etc.

€) FyIed

I s 55 A5 ool widie SN Sitg AW FoS @21 (&I
information T 1 & SN I N ©f FIO6ICIF W04 store FACS
A |

%) CD/DVD =354

@3 Device T Nz CD / DVD (e A% (1 information S5t (rate 217
2 FEATHIER (I information CD/DVD (8 723 (Store) F4ce 71 |

FIT01F i) @ Iy FAIF At
FPIEOR BIe] FACO (90 RIS simifowfer (L ba1te 204 |

O A0 IEHIEE Rge TR TRely A 3% St 1 ©f (e wall
switch 9« F909 2(F |

0 @3 21 IS5 case 93 power switch button & Bief a1 FEATHE o=
PACO 2(J |
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O g SICer® S99 217 Folder /Icon C® operating system screen
(windows) 2mifs 23|

T I FACO Z0E [HOIRS oo S SkeTse 900 201 |

BRI Start buton-« click F909 203 |

@917 Shut Down @ click S99 23 |

@1F (@ window (74l TG (Tt shut Down Si#HH(G choose 0 27 |
‘OK” button ¢ click 30 2(J |

O O o O o

FoIOH1 5]l el 79 20 (olta wall switch 3% F909 21 |
ATt Mieess

Operate (GIFITAT) (2T operating *ItHd $e2ifG | *Itwa Sifeuifes o1 7o wifapie
1 | system =t <12 21 #% (s, operating system I0e F~7{T5id #Afbie!
TR AT QIR | S| ILE (I ST BT A2 Sl SNl S
GICS T FIEHICA operating system scg &+ | Operating system
S THICH TE S| fosigel 0, FICST3 operating system =e! 2[5 (Fie
Fer 41 789 717 | g [AS operating system @7 TnizAe T — IO
(windows), &3 (Linux), S0 € @ (Mac OS) 2enifr |

User interface of Windows OS :

Windows 2tsTt Microsoft Corporation @3 (o4 341 @& *felia
Operating System | Windows ST (3% g F1C01F programmes &3 (%
19 =i[ window i ey g Application software (F #RBIE I ACF |
s[(& E5Ita DOS (Disk operating System) &t T TS IS FCS (91T
DOS-Command <3 121 fHte 2 | «& command 7% Fiters ibere! 75 117
TNz windows OS @& SIS | Windows @3 fJfea Verson &fet2tet windows
98, windows XP, windows 7, window 10 Zeifr |

Sf~eITHF BIe] FACa1 AT OS BIs] 27 | windows 3=}l .t 515 20 (9ICA
Folder / | con 3@ Desktop screen @wf#e 2% | window screen @3 &g user
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interface ICCE IF MY (& I A1 user FTHICH [feT Fis FA00 779
2 | user interface wfer SICxy (= 5y WCF (el 2o |

My Computer

f0g TSI Icon TR Wty My Computer @35 | @io e FH#E0aa
Hard disk @3 Drive &f#1c® 2ita= 321 1% file, programme 25ifw open 1 317 |

My Document

AtgFers My Computer @3 35 §it62 My Document Icon 5t it
2N I 1= Document related (@ A6 e F(F AN O ANEHI2 ARSI
GBI G0 store 23 |

Recycle Bin

L FCHICER Dusthin T (TS A | SR T4 AT ARSI
file @fe1 Y07 (et (delete) O ETafer @It @01 &l 23 | @9717 Recycle Bin
empty S 5w file S Haowd Y= (e I | Recycle Bin (A3 ¢
file 02 (o0t ©f OI1F (FAR ST AR |

Task bar

Windows screen @3 SlItsx s g his ©It (Horizon tally) s Bar
o= 915 Windows Taskbar, a6 aavsl Biess 21t task icon, (el STl
Bie] 2317 T load 2 | 92T F2THICa3 TGS QlTF TR ST IS 77 St
|

Start Button

Windows taskbar @3 it fics “START” Ta72ll @16 button (72! 91w T @it
OS «3 &A1 31 FE2 I I | €3 7l FHCHICR installed programme 5ie] 31
| START menu ¢ Shutdown, Run, Search &gfs option (ate siiex
T | Submenu-3 SCxs #iew 91 Programmes, Documents, Settings 295 |

File / Folder tost <41 ¢
) Windows @ mouse @3 Right button click $5C® 263 |

i) New submenu (® @T® 2(J,
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iii) Folder Tes! S0 (a1t ‘Folder’-« Click 3539 203 | File tod! 35309 208
(FI 494 file ©f Select F9Ce 27 |

iV) Soige 91 Mre 203 |

V) Key board @3 Enter press 909 2(< |

File / Folder copy - paste <4t ¢

i) Mouse «3 left button press == File / Folder 6t select F0® 27 |

i) @219 Mouse @< right button press S¢a copy submenu ¢ click e
201

i) paste S location @ (TS 2([ |

IvV) Mouse @ Right button press ¢ paste submenu T® click F909 2J |
File / folder cut-paste <41 ¢

) 2w File / Folder {0t select F0e 207 |

i) @377 Right Click 3¢ cut submenu ¢S faIta click FC® 23 |
i) paste 1< location @ (AT 2(J |

iv) Right click = paste submenu ¢S itz click F909 203 |
File / Folder Delete <=1 ¢

) 2c File / Folder fotF select 35309 201 |

i) Key Board @3 Delete Key Press S4Ce 24 |

i) Yes 4@ click 909 2d |

External Memory J3g3 414 2&fe

External memory Si<fie pendrive, CD / DVD IR2R 419 &y fowfefde
A ST S 2(J |

) 22T pendrive 71 CD / DVD & B2 slot @ (Pen drive @3 (%t USB
Slot, CD/DVD-3 ¢&Ftg CD / DVD drive) A3 F4ICe 2 |

i) @3 [ My Computer Icon -4 double click Ce 207 |
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ii) @317 T drive icon @ (pen drive @ ¢a removable disk, CD / DVD-3
¢$tq CD / DVD RW Drive) double click =t pen drive / CD / DVD -3
Y AT TR |

iv) @ pen drive / CD / DVD « 3f5#@ file / folder Open 311 At® (1efet
copy-paste 41 @O #AItd, Pen drive-4a3 3¢9 file-folder cut-paste, delete
create € 3 (ATOAIS |

g 721 efbfere application @ 924
Calculator

FEFCEGA 0pen FIACO (9IteT start menu ¢S 9103 programs @ (T 21 |
©I91d Accessories € fatT calculator select e 34 |

Ward Pad

SR (IR i s1=siive 21 T @2 applicaiton @3 ARG | e
Tiita wordpad open 1 117 |

Start — Programs — Accessories —> Wordpad
Paint

Paint application &3 T SR FATHICH Al =R Sicce 217 | S
Paint programme (o7 & (rel 247 |

Start — Programs — Accessories —> Paint

Web Browser

«z application & T S Internet @ feT Fiw F=0@ 2071 Web
Browser &0 (o1ts1 Desktop € Web Browser «3 icon @3 =15 double click
O Y |

M/SWord Processing

Microsoft « Office package B @61 complete package 2 sic&y word
RO A S KA software TR (AT ARITH SN 2 A9 &0
Official 31 == e 3+ 40 2117 | M/S word @3 Ai=itay s 7=t Logo,
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poster, banner, visiting card =71 design 1 T | 9% W% report tox| 31
1T AT S 2002 W0l chart At Graphics AT F0s AifF |

e+ documnt (oSt =4t

Desktop @ M/S word €3 icon € double click &g -1t START MENU
(2t M/S word select ¢ @bt open 21 T |

T+ document ¥FTCS (9ICeT word @ Boit3a ammes File @ click e
33| ORF ‘New’ ¢© click 909 203 | @i blank document select e
27|

9+ File save <4t

) File@clicksate2d|

i) Save @ click F909 2 |

iii) @« file & save 263 @12 WG File Name Box @ fe-iTe 27 |
Iv) Save button € click 909 20 |

Save %= file open 41

) ‘File’ @click<sato 27 |

i) ‘Open’ @ click 909 2J |

iii) A5 file f5 4t select TATE T |

Iv) ‘Open’ button ¢ click F9C® 26J |

File close <=1

) “File’ @ click 215 #1 “close’ @ click 09 2¢q |

i) File > save I 2FCeT save AT SI® Bi2(F, save FACO GG yes, =l
51301 No F¥C® 24 |

M/S word 9 <41

Tt Tl tad ‘X’ B0 click T30 23 93! “File” @ click 721 #i@
‘Exit’ @ click 909 23 |
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Text R<ioa =1

@ Text {6 95 ¥t =0 Insertion point & G2 Text-93 2t/ ¥ItF
(2 Insertion point f5 (5t foidi5w Tt 207 1512t Insertion point & Text @3
AT (¥ITT /@02 shift + Arrow Key fBtet fadive sace 263 |

F=9jsf Document 4o 4 |

) ‘Edit’ @ click 09 203 |

i) “Select All’ @ click ¥t 27 |

Document @3 SieCaIG= SIxt Delete %41 |

) SIEER Text B0 select F=Co 203 |

i) Key board «3 ‘delete’ button press 409 2 |

Text copy ¥t

[) copy <K @« text select 0w 2J |

i) “Edit’ @ click 909 2J |

i) “‘copy’ @ click 9C® 2 |

iV) paste F1F S9N Mouse @3 cursor o0 W (@S 261 |
V) @I ‘Edit’ @ click 33 ‘Paste’ @ click $ce 2d |

Text cut-past %41

) Textselect st 2d |

i) “Edit’ @93 ‘cut’ @ click F=0e 203 |

iii) paste S SFai cursor B0 T @S 23 |

iV) @17 ‘Edit” @ f5Cx paste @ click =09 27 |

Text @2 font @3 style, size, colour change ¥4t @ Bold, italic @ underline

) acaEaE Text B select Fte 2 |

i) ‘Format’ @ click $9Ce 2d |

iii) “Font’ @ faicx font style list (At style select =1 A |
Iv) Font Size Select =<1 3@
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v) Font Colour Select =1 i@

vi) Under line box (= (G =30 underline select 1 T |
vii) Bold @ italic @ click =tz Text ¢z bold 2 italic =1 2% |
viii) 719 XItT ‘OK” (@ click 3909 23 |

Table insert <1

) ‘Table’ @ click ¥9t® 26 |

i) ‘Insert’ @ click ¥Ce 27 |

i) Table select ¥t® 27 |

iv) Column ST row-«a3 34 feigel Fre 203 |

V) ‘OK’ @ click 409 2 |

Table @ row 3t column add 4t

) %< row 3t column @ Insertion point 5 ftd (@ 23 |

i) @™ Mouse @3 right button click ¢ ‘insert” « f4itx insert column to
the left / insert column to the right / insert row above / insert row

below select F4C® 23 |
Document print <41
) ‘File’ @clicksate 2|

i) “Print’ @ click 909 207 |

i) @3 print window ¢S printer select FH09 20, FOITE COpy BT G

(I (I page print 23 @ fNeize a0 203 |

IV) @=ITl print page €4 orientation @3k €+« change &1 TF |

V) R (¥iTF print window @3 ‘print” button @ click F=e fifs® Document

o print 2T I |
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M/S word «3 &g Short Cuts

[REEAES| Short cut
)  O=4CS bold CTRL+B
i) oA italic sl CTRL + 1
i) SmFER e underline cored CTRL +U
iv)  font size (=I5 =1 CTRL + SHIFT + <
v)  fontsize 3T F41 CTRL + SHIFT + >
vi) I CTRL + C
vii) <0 =1 CTRL + X
viii) iRl CTRL +V
IX) undo = CTRL +Z
x)  File Save &1 CTRL + S

M/S Excel

M/S Excel Microsoft Office package @ «<{b software, 4= spreadsheet
application 51 2T AT, G TCT ST (T (I L0 AT, 515, 21w,
ABCS6 (5iReT @Ik programming € et A0 A |

Excel si{Fe enefsis @i -

Excel @ @5-a3 work-sheet @ ve 9y b row @3z @4 column 2GS |
@2 row @3 column IR T Y3 FRCER (Qll, Kol @, ©ial @ Sl Sibe
@3} 53+ Calculation f3fes formula € function 43 T T (FF=1Ce A |
Excel « f&few st datasheet, student T result, (=1 salary sheet 3
RS2 (O] 1 AR |

Excel €3 row @3 column @fet (TSt (=% 03 (T BIFCR box ot
33 e cell 81 Z@ | Column ®fT A, B, C, D, ..... @2 ©It3 @35 row fe
1,2,3,4, ... 9393 bize 1 A, cell & column =i row w53 ez
(JRN 20 A | @0 cell @ address D10 &0 @RIT (@ (116 D Column @3
10 <5< row (© SR |
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Mouse e &Il cell & select Fa GG =1 forite #iifF | #1t37 cell-«
(0 (a1teT Arrow Key @fe1 92id 341 23 |

Excel document open %4, save %4, close F41 |

) 9 Excel document open 4TS (siteT Desktop @ Excel icon @ click
0o 23 | ol programme & open 26T “File” «@ ot ‘New’ ¢ click Fac®
23 @R blank work sheet select +9te 23 |

ii) (= Excel document save 20 (5t ‘File” @ oIt “save’ @ click e
23, SIR7[F SH@ w1 @Avi« 63 ‘save’ button @ click T 23 |

i) ©NCal (G save 1 document YEICS (alteT ‘File’-« it “open’-«@ click
TS = | O AfIF File name select FF ‘open’ button click F4C® 77 |

iv) Close 350w (aiteT “‘File’” @ 9731 close @ click F¥1tw 237 |
Excel program % $3® 201 “‘File’ @ 9031 ‘Exit’-« click 09 23 |

Text Cut, copy, paste ¥41

)  Text ¢ select 33 ‘Edit” @ 9103 cut, copy i paste option « click 3¢
VeI I Il 11 AR |

Text Formatting <4t

[) Textselect ¢ right click $909 201 |

i) Format option choose ¥ 2 |

i) 9?9 Format Cell Window ¢ ‘Font’ tab @ (@C® 2(J |

iV) «@J1F ‘Font’ drop down (2tF $#& font choose 1 |

V) ‘Font style drop down ¢t bold ¥ italie choose <=1 TI¥ |
vi) Size drop down (2TF T size choose 2 JMT |

vii) underline drop down (2t &#g@ underline choose 1 T |
viii) Colour drop down (2t G»ig& Colour choose 31 J1T |
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IX) Effect (2t super script, subscript i strick through check box € click
I(J GoITe effect 2w 1 107 |

X) “format cell’ window <3 Alignment tab « f5ita text @< alignment 5
AR |

ORIT! G2 @32 tab (2TF wrap text, shrink to fit A marge cells check box «
click 303 Toige I o1t 1 T |

Column € Row Insert/Delete <<t

(RS AR YO FACHR NG SN G0 N (F iNSert FAK A (RIC G (0 FeA (F
delete T TG TS | (T FTH 2AT* e FoT insert FICO 2, (3718 FANCT
Toig WA pointer T fIca right click FaCS 21, pop-up (9 SIPTCE (TR
(AT Insert click FCET 9« SN insert 20 AR |0 delete FAC9 201 pop-up
menu ¢ delete @ click FCe 23 |

TGS ST 3 {0 row insert 1 delete 21 AT |

g 9z& Formula @ Function @3 9924

Excel @3 A0 I =& Ze7 @3 formula, function & | @afea gy siw=t
1% Mathematical '@ logical i A= F0e 2N | SIS=1 @0 (=B SRR
T G, fRcatel, ae), Sitsid formula € function et (w21 |

A B C
1| 2000 | 1000
2 | 500 2

g3 < Al 8 B1 cell @ IEFCH I0ACR 000 @R so000 IF A2 8 B2 cell ¢
JYGFH ARCZ €00 3R % | I 41 T I 513 000 GI AL Sooo @S FA
e C1 cell @ 193 @3k oo (& & i 9 Fca ©larwet C2 cell @ AR |

Sz 29t C1 cell select 63 @ ‘=’ 6% ITe 21 | @317 Al cell o
mouse ¥ AR select FACe 201 | ©IF91F “+’ o If1@ B1 cell o= select
FICO T | GAIF enter button press I Ffef @9FeT C1 cell @ (4TS
9 |
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qFTeitd C2 cell select 7 =’ oz I AT A2 ©IF9F = 6% G TR
B2 cell select =5ta C2 cell @ ©19i=ra (oT® #AifF |

=Gl function T2 FCAE G2 FRI T 1 I | @SR FTRTIF (g 2T C2
cell select (3 ‘=" 6% ™AIT® 207 | 471 Quotient BT AL AIHE ©F FAC©
203 | G AT A2 OIF7F @10 w1 e B2 cell (3 select 09 203 | FR_CHAC
A2 AITHG T A0S 20 | G317 “Enter’button press FA0e12 FIfee Sisret orl
QI C2 cell 9

@It @ea function @< 13 1C@ 309 sum, =19 AU #iafe I T 3 |
Worksheet Print a1
)  “File’ @ Click st 2 |

i) “Print’ @ Click 909 207 |
i) fesfefas Ragafs Choose Fate 23
a) printer & «IIS select FAC 2J |
b) (¥ (FI< page print 23 o select T4 2T |
c) Active sheet =t 51%% workbook print 263 ot {5 509 24 |
d) FOLTEN copy T © F3F FA00 T |
@3 print button press Fce fA4ifae sheet/sheet @f print 23 1t |

Concept of Internet

FHRCAD 0 TORPICAIG (6 e (Interconnected network) @z :f5e e |
@51 AT (DSt A ATHITIT T FATH (6 CTRPITE GCF-SI9(F AL
AL T M 9100 27 | THRCALCS AR (5 I 20 AT | T4 F5)ef =iz fot
(DS ST 0 PIEEICE ST T T G SBIFCAL *HAOCE G A6
ROy e 1 23 |

BHIACAD 2 SIS SABC G (el Se /51 EORT 213 (e A1 2Tl Jze
23 | QBEIE, TBRCAD G2 SIS SBC ST O3 73 | TR0 2GS <2
TSI AT FITHRPTICE [0 <36 SEenifos w2 @iaNe 2!
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erergare faieret ¢ Serwdle famivrel TagR [ion wresze Meate 2w,
AT fo1gel, Oy 21 fogel, Tce] fage e (@il g |

fIoreId By (alsiaT STa F2IOoER f=iie oy ©lwi @ s bl 353!
(AT SO 1] FICN A ST ST AL I 2T |

AR S 3 I AL (N G = HALEZ I PO
AR AT 2@ o FCA | (T, MRS A @10 31 27 | 9717
(FF(q I O (AN AN YT P | RIS O (oMl 71 (RRITSH NC AL
JCE (NI T 1TSS |

1126 atotei@ Do’s €3z Dont’s

Do’s

1. 2N 1 20 ST FATHIF 3R (I TP ey

2. SAPGNE AT Fi2e G TTeZ (T 2T 9 7«3 (i T A4

3. THe ARSTG (T e G2 TR [ feq S it ooy fJfes wivreare
BISARESD

4. OF AP G ARG BTt st weeet

Dont’s

1. G0 FI2W FTOR (TN G0 TORCACE HCFCO) T2 I DR
=1 SifFCEAIet AfREE 1 T S (oltsieT O Z5 41 |
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2. 913 G APTENG FABLF S |

3. Toige Rivie =Tl SR F5ICHIR Ufeare 289 Al SRy [Toiz 2ol
EOE &l

4, TS N SO WS (AN 258 51 |
25 =nig 2000

BAFACT (GRS IIF, 2000 (WRHY-2000 1 WNE(G O NS #AKbo)
SITOR A G0 iz A 4 SFRF 2000 Wi Kesifore 237 | KA 2000
ANCET ANCED ST AP 2 G > (3 2000 IR AGAS (F. S, T
TS TS 2 | b ST AN AfRF SN2 A AR S#414 G3 ZCETRG S NS
GITSALTTR AL ARIR AL ST 0o THE, Sod GIGF0
TSI A1l 2B Sifereaa e =iz $oob (UNCITRAL IICTe) S
fofe T3 tod! TR | 61 =N »8f0 [l Ay, T voft s @3k 8
TROPIYETS Ko | T2 e SRred &=y 20Iey, Sl (eed Fisikeale
SR S (AT AT 0O AN, T AR ST SRF G FT5i Al
(FOSITH AL TGS AT |

ARG TSI Gel) BB P (PG R FEfE51e Frea o Mg Szt
B PN 271 0 | @b S Troy AR Sy @<k e = e
F( | G2 Toe SN2 (A TIfefs ey fesife a9 ey @b @ (o Az st
SRy afSut st | @B SiEAh oRely ne [{fg stvo, SIS &Nl Wiz,
Stra R, IFPT IF fSTEN GIiF, St S 93 TGS F T ST SIEF, Srrdd @R
RIES 1T o 2fen wnig, »ovs- 3 [Kifer el s wew agfeaferm s
A @71ef N ey A BT |

e Rfew waeas A2 @ReE Suiggel (el 29 ¢
. TR

2. SQL EAre

o, T A6 FFH6L
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8. SIZAPI LI

¢ fefig

V., (OfeRie] o1 Ao oG
wifml

sl (3kafe ¢ Cryptography fEeithianfzr ) F#Eor Rtz faierel
GENFIF G *[14l, TS 92 alio T [GT Toll 791 oIzl 71 27 |
ey 2hr @b o ATHR (3<cale: Adversary) SeifEfers w=iem
QAT ARSI S Bb1 € SCAG | 2 KRR GO AATH AT 0T
Ty SIS 7P @ Rexwe 1 27 | 9ifefs, F#1ThF e @3 ©fe ArFHIte=
ffen owia Sy e fauE Tofefe smwa |  fb @ G, FIThF 21ews,
tagfes ifdey A1 2-Fu-ae (Fee wersfRRmE TRE Ao e |

SRy fRfu 23S Seam [t bialifr = (G GrTeR (85 fEe{rom g =il “ oo,
@R RO L’ 2o |
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Chapter - 3
1. STWI% &2 (Entreprewneurship —Sitataiaiafie)

CRIT RN HRZIT (TG T AN IS 1 (L (o767 2ATHBI I &3
FAICT Sovpial 212 o7 27 |

2. w9l &2e @3 FIZI?! (Entrepreneurship-vs-Management)

A TR NARTFO! FHCER Q0P 1 | SR g S @i oelie (@ w2y
Teo(el 411 203 O GAM (FIIeT Sl AFCR WA 73] 2 AR 1 | AR
TFH 20O (AT FIBAT (Management—SJICISCND) F(F FAF @i Il
TG | WICTGCIT G G5 <77 Al 2755 F1 (Planning), R9IfFe Fat
(organising), TIOWIT (directing), 3% ST M (staffing), FFeT FEHTF
FKeAIfere ¥4l (Co-ordinating), ¥ @R IS T UF© 0 (reporting and
budgeting) 43 e FRB < STATE ATIFSICI AIBIN FACS AT I |

GG SN 71T TS YT (G Gz % AL 7 B0 (I3, [
T ARIFSIC < AT S0 N AT, O (72 Sl [t (@0 A1 |

3. Trwplel e SaEel (Entrepreneurial Motivation)

SRS IS B FAI L2 261 SCel] Wl T | (FICA] PG P
FAC CIC e T (5B =% * TG T AT FCH A =R IS 72T 2SR
R B 29, O3 (12 & C12 TSR Sy (S SRS 0o [0 T @ACS
AN | (I FFSRAAE FozeAMOSI(F 9. TG TG 0O S8 FACAI
SR G I (12 & A T[S AT |

4. FEFV (Performance)

ey e (X Prai 93 FEH, Gl ABRFSICE (¥ T, SR (I G0l
G e Ol (¥ FAIF G FACP A P A Sgeifere A e |
JGHT AT (1T FACE (12 T A FAMCAL A+ 9 2P M2 3 27 | Al
(AT ORI TS| PG T BEANZ G S (N HLE L |

5. FfgEHad (Recording)
QD] IS FHIK I SR TP G0 w2 Meo 23, (Tl —
® IFIG(L I G T I (FICAE |
o IS I Gel) FOG 3 (o CN9 FACO 2R |
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o IGD I G [F A< 4y o AT otz |
o IGD FA G T Ao T SI6T 2CZ |
o JIGHL (T YT 2RR |

GBI Tl 0 I RIYE T 2 O O OIS GFE AF FIE T
(G S w7l Gl SlleT F(F G IS (P Sel Al [Eesta seal
Te I AT ST (7 770 A Il 2 0 |

6. Smiefea i «az f&aia=iel (Role and Functions of an Entrepreneur)
GG SIS 2IS (318 el Pl ACErT, (Tesfer ze1—
o W‘%ﬂw (creativity)
o IS (e ATl (Risk taking ability)
® Twi¥ (Initiative)
o Ifo7=ITers! (Ethics)
® (TR VICII N9l (Leadership quality)

G2 e SO I BifeTe 20 Gver Trwyiol#ifs ol s e Seaifae
2 A | Fof @ Gt Tifers contez Siaia e vt 20 A | WRema
T MRRG1 SR R AT e N ARG 1 TSI 1 |
7. GUEG S (SWOT Analysis), Strength (*1f&), Weakness (@/ﬂ@),
Opportunities (FTCA%) 932 Threat (o) — e Ao wot SWOT.

SWOT [RCER (I A Sy 11 AR (02 SRR Gl 1 T |

A A A, GG Sl IwiTed SWOT [RTeel 1 205 |

(T AL IS 21— S 919119 Strength A TG Tal BTioR_Rm <41 |

(IS 6T Gl oifS Seremiier, O fF (em eFerst (A, it Zenfn —
QT 798 O ¥ A strength — GRTHA! FFIOIFICH T ARG FAIF CFCQ
OIC (AN (opportunity) €t (M |

G THpiol7Ife HFeTo! (Weakness) @1 fbf2re a1 2t | 310 41 A1 wat
R, SNfeF AFS T | GBSTA! A ARG FAK (G GheTol R
HITOIPICH QT S A FICR D (threat) RAIFGT I |
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G LTS B qHeToles et 70T G A A0 e #ifHere 21 | (s qdal
I ST €I, e e e s Saift Fie w21, s 156
FHCT @IIF & [T A9 2% T4 A Fund management-d e fe< o/
(e |

SWOT Rcsrel 3432 SIS @32 79T | G2oita Rese e 01 afowit
IRENEICRRITSICRIECE T
8. W4 Ea=b (Product Life Cycle— PLC)

ATOIPb GIAT (TN & (birth), J@ (growth), oS! (maturity) 93 I
(death) BTE, (T2 ATSIHL W G (6 GR6E A 0 &, Jian, 71efo! 932 T
BT SR | 3 1 A AM-FICe Tiex e | S0 AT @7 & 1970 S
19 1 1970 (AT 1980-43 BIfEI i@ (grow) 2TS ZEACZ | 1980 AT AW I8 B
S G0 TS RETF P AWI-IFICe! o7 bifzw FFRe#et (maturity) T #jefst
A1 BCACR | @3 2000 Al (AT AMPIC! B pifawl Sraitiareita e e
TR BITRAE ) TCHCR 031 K1 (A0 A1 |

9. 9@Fw @32 AfATa*¥ (Selling and Distribution)

(IS T SAW TN 27 TS @3Fg=]<f 2e1 (T (Foid 0T (A0 (e Al
ARG 41 | Market 91 S G2 GF B (@A (Fol R [ire! Tozz
IfeTe 23 | B9 Seoiire Ty AeniaeT® F212 26 2/[I (Distribution) |

TRAMRI AL (AT CATMS Ty A CHATCRITS 2T A SHAI; (o —

1) PR 12 — Wi (SR I 32, AGR gl 2wl |

2) featz=stiages | 92t — fHifers w71, 712G 2epifu |

3) fEREROsEa M 179 — 83, (- (oifFeT 3oy |
10. fTgra cedifetel (Classification of Industry)

g w2 oFE — 1) Teolmafeles Mg — @3t Seolifrs w2y (It (rll A,
GRS — (11, CoIf37a, it 7120 2enif |

2) “farEaiteles g — @It Besiie w1y (GITY (7l TR =, (o1 1%, 01
P
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fefesafae el mearze |
o faetst Tesivmieles g sAfacaal fofes tig
1. =ifo5" (Micro) 25 =112 BIPIF 10 F012 BIRFIF 5
2. % (Small) 25 I BIFIF N 10 5= BT (91 g
g 5 (IO P I 2 (I TR
3. WRNfE (Medium) 5 (@I DI (¥ 2 @I TReE =
g 10 IS e 5% 5 @I SiF=
4. 322 (Large) 10 Ifo BIFIF =t 5 (IS BIPE @ 1 |

11. TTF6 ATS (Market Survey)

@S G5 T3y A F(F IS [RET 917 el (@ IS 34 G/F
ATET, (715 ZT NCEG TS 41 A Aol B TH0T S (A0 0 ALAE T |

T 341 T GFG Srmiaieife Biferk wre W sfia 503 Areies e Ftre vie 1 @

(5T (T AT S BT O PR wzrgs)ef, (Tesfer ze—

o 3% (@I w3tz Pifer Tt Aest ol Tesiifre way efstifret Fata? —
FF A @0 PAfERR T @N 2500 GIF wies [ 23 (o3« 800 TiFl W
ek Tree REcaie SRR »ihexl A% | 4ol R0E & (@l ASICH IR | (@
(@1 2500 BIFl 7S T Bifer: 2wl feece o, fofdl 800 il it Fiferk zwpis
YA e o] 1S IS (ol fee — wist @ el is o1 |

® I A I, Tesiivs Fiferk G 1500 Biel I[Cen wielfe @2 Hifer: it
ST Tofer 1500 DRA Al O SNCH=ATHR WICT A o7y ifers v A0
it |

UL SCTIal IR @il v AR I G2 0T PIfeTR TR AR SifEwl
S |

— (13 A T LTS (FETRrel, TG, H el Tenm awia @<wm™g
1500 BI<el <1 3T3CeTd Pifer: Wit Qi bifavi e |
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— N N A (RS Sefzh=! A= 112w = 2,00,000 Bifetz i |

S S AT, €3 2,00,000 {57 e 0 =128 (i 2AfStiah (eaiiat
NIRRT A |

(@I TR IS Bifewl, (Fold Sfoyd 43R M, At g 2l (el
AR Wit Rl Siae oo IEd (A0 92 AeZ FACHS NEG ACS A
AT SR 2T |

12. 2517 @3 [t (Publicity and Advertisement)

TeAMS TR SO GRS STt (FOIF FICR (A2 (M2 2e 2B
(publicity) 9% (T GATC O 1 T OIS Te1 22 GBI (advertisement) |

a1 (g T NI SR, T —

o fCT=bia

® (SO AIT

® (M« AT

o Rforasr ez, R-Maifes ke 5 (pisifem) |

o ToT(eI0 o — 29l

(T R AT NG (Tl S Sesiifne 7y 71t Tz 732 w1 9, ¢
NGRS 8% 341 Thw | B a1 (@eia e Reeroltaa BifRe 36 Grras 9 |
S8 G2 AT I3 [Gsiow 2B AT IR T4 ©fow | (e AamoItg
eItz g «we 31 | Spiafifen e Reaieitaz Bk gadereltd @i

I G NS GFGTT 25 STAF e AT ATT IR TSARE T (72 5{f g
A FACO WS 2, TOGS (I el Ol e e |

THAGNG 0 [T MGNR L | TPl =R (Il
2P ] S o1 0w el T R A |
13. f3otel et (Marketing Mix)

G BLAMFIA AT AFIEF oiel] TV FCF AICF | (FICAT o1e T ATt

Teoly 4l 1EIE ©f iR a1 27 Teollve A AT, N 357 3wiivg
sifacarre | o o S gai =3 |
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G (I #1o [FeI [oters 351 203 o ff*5e 3521 TS | (e #foy TSt
TR TS T T R (NS A TS WAL M AW M
(@O FIZ (A2 ST | [oAeltaa Gaaw “IZefees GFIcs At FAE
Rofere el Te 237 |

14. 2155 {992 (Project Report)

| ST T G0 2, 2IGIE] T GO 25, T T TRAM T GP6
A SN ] AT FANE G0 4% | SHTANG: (T (PG FIGT ©F FAIK SICAl
Q0! 25 R AF© 1 23 | 2755 RIFAN eFe2I0% @01 9A12CeTee I oAl
2T e 0| 2fzFaa 2GS FAT TS 206 @5y []RFace @R el
ARG T ARG 1 20 AP | e 1 AT G071 N W3F ST 2ps el
AFS TACS B QB AL A et &l e 207 | (12 [Radies (@ Ranastet
P FFIE, O ZeT—

SRV =TI |

GNPl |

i AfeRITTa v |

[ G — (i) SO 5, (i) 54, (iii) =M

{FRRFEAICR 47 — (i) ST, (ii) AR |

FIPIROR 479 — (i) 2T, (i) Aofeles, (iii) AT |

AfSDTT 477 — (i) << NP, (i) SRAMIT, (i) F-fS (oS,
(iv) ST |

A IYIH T 120 N (AT 2wl S 70, Ol K= |

9. e R =t |

10. SIS |

11. AR CeAW G (FRA) |

12. Cayfos w1eeaal @ — (i) aNEgy (i) s

13. Sofife le& — Foeme Fall eI F1 20 210 |

14, BeAW/ A ST TR S OIS |

15. Somiaiifes fRagst — (i) <N, (ii) IT9, (iii) Rrwers/ comtare catarer —
2oy

N kW=

*
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15. ’Sialﬂ e 65 ER-TIC R EREARIC) (Financial aid for Self Employment)

o Tl S Ay e AT o) Al IR S ARIS! I
QT | fCE Sl <5 ifeTsl (e 2eT |

o IO (06 AT — TF (I G AILTIAIT eiviey 257 |

o ¥4 g T afswiw (Small Industries Development Organisation—
SIDO)

— T ARG AT |

— RGO T 0w R e S |

— TR PO SR ol e Gy SieI<es] AR gl w4 |
[ WW@W (National Small Industries Corporation-NSIC)

— FEREHSETE YT AR GIR 2RI emia = |

— FARHGECO GIZe FIHE R Tesiine Ty Ko Ao
I ICNRS FCF ST |

— PUHCH IO WA re] e Gy ARG 0] 541 |
o 7Ty e o (State financial Corporation—SFC)

—  FPRHCHR Sl RG] L AT AW |

— TFMFAET G demie |

—  Teo{lre =y A= Gy SN2 2ol 2l |

® SO “&?ﬁiﬁ[ T« 9% (Small Industries Development Bank of
India—SIDBI)

— Y& T TS Aol

— SR TS Ao

— WfzeT T &

— YOI GR ACIRF AR &<he]

o (T g (o (District Industries Centre-DIC)

— 8 S oI ISR & Srlal st ARl 2wl |

— &I GNP TRIT BT ey AR RIS AWl

— e fRifee: fesliel G2% SRR IE @ IR Sy ST il 2mie
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o 7w g sifaraal 2f$BM (Small Industries —SISI)
— = R IR TGl F=iow @ (BREE -« = i) avie |
— I A G
— VT G (I HAFCE T R SR 7 SATH! 2l 41 |
16. Qfes T9 @w= TS (Non-Financial Assistances) (FE G3R AT
T(A LT G NLFI FAFIG 7T, O 42 CFLA2 F& GV HLTS! 2wl
TR
a o Tmw efovE (Small Industries Development Organisaation I
FEFCA SIDO) 5P RICER LA “Afww1eIl, Sl 2ol awie, aif<rEpe, [efercaa
R I AT | €3 SO FRTOISTA! S TRGE 1 2067 FY RT3 A Sy
Y22 gl | G G AR (PGS AR —
— 30 SISI (Small Industries Service Institute)
— 4G RTC (Regional Testing Centres)
— 7T FTS (Field Testing Stations)
— 20 SEPTI (Small Entrepreneur Promotion and Training Institution).

—  @If&F PPDC (Process-cum-Product Development Centres)

17. *%{ S @I BIRTTTTB @3 (Shop & Establishment Act)

*7 (Shop) BT oL [l A @FF A M@, @OREMTETG
(Establishment) ¥ @1¢f w7 At 2fow | Siwedard@ (=6 it T-ifT @
fsraifeles T fSDITT opa (1 GIFA I AN TGS Wi, GFUCTI
I AP I (61 FA0), AQfs, M A A1 g, sigaa =k
*Sefe] (LS FAIF Tl O3 SN 2o 91 27 | 2AR6305 @3 3 Shop &
Establishment Act, 1963 %141 #If@f56@ |

GHITA Shop JETCS (AT ZCACZ (FICH 2NEFI A1 o<1l Fofers vy Rars =1
27 [l (ol AN Wi 1 7 | (@ e [Remefe @ sz aal fawge w41 23,
PTeferge—

— M IS 71 (951 =2ANCR)

— RN gk B RrFea &y R
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— s ufie s sz
— (T GR ACHT AR
—  ojefvot A vl
— MAfRF o T« caren
— e AR N G # STl
— TG (FC (ST * S
— sifavzel
— TRV G A BT <R
— el ot g
— Vo G bR R
— ffen g aRglewd
18. f&19 @ ifsraym (Estimating and Costing)

A A1 A G (0 PifeT 1w Seoimeeidt 721F 2, PifeT: T0aa Seoiive 435
T FA0O 20T | GTANTA (FI 4TS 46 FSIF 741 27 ©OF T30 47l (ot T
TG |

G5 TeAMHIFN B Bl re Trara forete foe ot <= Tz —
YL Q19 — PRI SSTFCH 1 ARSI |
TSI 417 — eI 5
TR K7l — Ry R ool S 5%
223 YT IR —
et | QTP v oTCe O 11 27 |—
I e
a) = I (direct materials) — 214K SIGH, (1, T, 8, F, NG, ST
Fojin |
b) SICAF ST (indirect materials) — &7, FCIs, (Bf, FIGE!, FI0L FeH, A=l
el
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M) =
a) 2% & (direct labour) — IR T FIS TR & | (ol —
RPOTR, BCeTRIG PRI, (UG |

b) A & (indirect labour) — AT AR SLAW FICST (IS W, (T
— (2, (T SAH0A 297 |

III) ST A0 — GRIC| ATANS ST AFE G —

a) OF% S« 236 (direct expenses) — (I (AL NETH, 9T
RIRRICRENIEE

b) IS <0 (indirect expenses) — (TN €6 F, 7S, = sifetr am
YR fel SR 2epiv |

Ao LAHUTNSF GFCa I T 2T 96 (Prime cost) Tl 24T T | AT
LIHR 0T G0 I67I T SOICZT (overhead) AT T 20 5T |

oigfie Prime cost = I(a)+1I(a)+ 111 (a)
Overhead = I(b)+II(b)+III(b)
Prime cost + Overhead (& GCd <1 2F Factry cost FIKE FISRNTS SOfS (S
TRV a1 H5of I &y I8 o1 S 2 |

S YiteR I —
GRS Y 2 XAl R SR SIRF R ARSI <, A 0 SN —
— SIS, SIRFANR G S SRe T (o
— GBI
— TLED
— 2 e Ry <9
— ARSI I Aferr e g |

Factory Cost € (5t 2*[3{(ss <16 Al Administrative Cost I (I WG Cost
of Production I AW 5 |
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Cost of Production J S« I A Selling and Distribution Cost (R&
R L ) IS FCA WG Cost of Sales Al Kerx 73 wifie Teriifrs 7@ibes
@9 FCH (OBAIF &= ANfES G| Selling and distribution Cost STFGE
JfeT e —

— QTP WIS, SRPARE (e |
— QTP |

— fGaisi W 4 |

— R (IR ARSI 47 |
— TRAR TR TG | 27l

Cost of Sales-A< A% Profit A =T (M5 FKCeT WIelY Selling Price @y
ST SR (T SCET S A AR Gl e w BT At Rers 40e 9 |

Gfo g Pifer: eI TesAme 11 ey feeica Ko aRpiz Qe w1 23, o
@ (B T CE (e 2# | @bt Cost Sheet Al #1073 KRl <=1 23 |

COST SHEET
Direct Material cost = Rs. 150
Direct Labour Cost = Rs. 100
Directotherexpenses = Rs. 50
Prime Cost Rs. 300
Indirect Material Cost = Rs. 50
Indirect Labour Cost = Rs. 40
Indirect otherexpenses = Rs. 10
Overhead Rs. 100
Factory Cost Rs. 400
Add:
Administrative Cost Rs. 180
Cost of Production Rs. 580
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Add:

Selling & Distribution Cost Rs. 120
Costof Sales Rs. 700
Add:
Profit @ 20% of Rs. 700 Rs. 140
Selling Price (K& J&T) Rs. 840
Add:
GST or other Taxes @ 19% Rs. 160
Maximum Retail Price Rs. 1000
GEAIESERIR G
19. T3 2% e (Investment Procedures)
el fon gt —
— 5] (AT (93 IR &) )
— & G (G (AT fon] IR S )
— A (it (fo IemrIea oIfeF)

@ @Fe [ S o @ Renefe sz o 33 @ea Tve, erafe
?{_(;»1‘_

— Rtz s 3

— o132 flb wiefie (R 7o =it SR A= |
— fRoIrerefie RicCs e e ae |

— JfF= oifatel

20. A9 &% (Loan Procurement)

iz A L afedm (AT Faifs T 7 o @Ry @ s
e 1 2, OIS A &2 T& 2 | FFAMICH AT F[TIF03 b5 TS (3
TETLS Aol A P LN el (Working Capital Loan) | (FINE (FF0g Aai2iD)
FLZICE Collateral Security Sl Il I AT 2 | WIS SCEAGHIT Gy 15 =%

16 7R SJCoRT @B |

79



Chapter -4

0.2.5 Productivity & Quality Tools
TeriveeTet @ar Qe Feffas

1. Gross Domestic Product (GDP)

Gross Domestic Product-43 =1¢f 56 (et Gesive | e GDP =it
«f wifz #ifafoe | 9 TR0 @6 el (@ AR 2ifEF B3y S 2re (WS
E) G @ AR 2 201 2 1 200z (LS JE)) OF TR
GDP &1 27 |

9B TR ST Sl fFhvlel $F Telf GDP I3 {6 SItet ToIf | ([0Tg
T M2 @2 smiete GDP 291 31 77, Rfeq (eim SesAmaierel
(productivity) = F19 T (12 (ieE GDP-3 sl i f2ita ar<zie
391 27 | g1 G0 W GDP Twalfe a1 f5eifs (20 o2 eeia wiftafes
FIRAT SIRZI T GF6! I LIl F TSI 2T |

GDP-3 S ((d (xiF S (AToF SI6eTRE] (ATF & 21 TR feefigel
1 AR | GAIRE AfSDITesier GDP-T AR (AGF I o e Feiafe Wikve
I AU |

2017 e ©ecdd GDP-7 A= fze1 2597.49 billion USD Sielcdd
GDP-3 wi2%| fag-wiefdifed 4.19%, 2017-18 <o q0da (KITeitsl Sy
GDP-3 739 7.7% #ifde1F® 302 |

2. Incentive 3t TIZSS!

AT FTEa T TN 7 | (FINE GHOPIE AN Ty SLA (TG FIATR
3% Standard time fE=e T2t ACF | T F91 TF, 96 (BT SNCHOICT ©F
SHIGICAT (wire sinding)-3 S J55TSIS 512 40 fSifG | A=iwe =I1G 95! e 3o
20E O (AT Y-901 A (e A6 e, Tiee el 2onng &) | Ot e
FTSE AN 6 T A1 360 NG | srewd 360 WfICs aFTw fw oSt FHR
360+ 40 = 9 & ST (0T @R egs Fare 7 | (5 5y v 51 @
I AT waicas 106 TG awe F9re 7Y 2E ©itT @ Sfelie Fie
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(O FTTHICE CH) FAI Sol) SR (RSN 20 AT | 92 TR ARees ST
a7l 28 widfie Beiierel Al incetive (BREWL®) it ored 23|

3. Production Linked Bonus dt Sestive fefes catee ¢

T, CreieTi e, S0 agesael 2wl (i A2 92 TSl SwrzeTel
AV T T AT | FIS I TSI 910 SEy A F19 Soly ®RFE Seofine
e @ITPT (ST 20T A | 47 e T ST AT T AF 4R TR
FeIRT @ Il TG T TSRS TAG A T AR I 21 | Ao
Tolicie SRS GFb! @rgs) il S0 oizet improvement of living standard
Sl FEHE FIRTLRCEIR SoI9TS TR SARSHIL | FRACE ST N TafS
50 el -3 2lf's TR TG 2@ @R Frasfer Safemye 967 |

4. Skill qt wFel ¢

Training 31 &fERCeR T (e it ar skill 71 7ol @3 knowledge
| G G | B | TR0 SR TR ST | GG AN BTG <
2T 2T SR G PGB! SICA| | FACS AR G (72 FICST il v
R T -LIR STGre] SR | 58 2B -(SI058 1120w & FACS (oI (712 f&a
2/3-(SITHS AR A o] IR Tl SRE IO TEF |

e 2T (IS S AFIF SR AN Y wFoig i 7R =1 | [Hres Soig
1l i Al |
5. Working Aids 3t Fitea 7as faaafe o

IS AN T GFGTe] oS ST AL A HZCA ST ATAS 2 | OF

FfEae AT 209 A |

TP CFCA2 (] T Q6T W S{(FE e I 7% @6« working aid
ARG TS AT 2 A | GF T 755 W DS 91 0T =g
e “fFem I s |

I (3Fca working aid f2ta v wifiss Ko agelifod sy o Qi
GRR (FAE CF(T IFATS G ARTF I, AL LS 200 AN |
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6. Automation 3 FafeETet

TRAMARIETOIR SIS G 7 ey LI ACH M2 (e 2 | ARl
T (IR G SO 3 FACS ZLENS T HACH (¥ IS A AN AL GF T
AR 2 |

OIS ST HRGETS) | 12 QI TG AF I A | 90 T
g G JCH IS I T I |
7. Environment 3t #ifsta=t

AT el P12 HRIZPT —

) R

i) o e

i) 3Tl e

V) *vge

FeT-igl fafe ¢, oSt fasfe (i, ozgiaie s fefe i 2enifn cats
R A GG ACF | (7R (9IRS dbro FNCE 77 (AT 7RIS IR Aaifofie

SIS RIS BEACR | &9 79 A1 2ol 75 f[e-CRerel, A S AAfasime
T o el 2 Wiz |

G VRCOR IR PR A F-FA S Teigomide i | @7 70
B B I PRI A ST FRCOR M PR Sy A |

FRGIRITS TCATZ 77 AT 1, FoTIF AT 211, e 77 siwief forrmat
2oyl wiCe el 29l 7CG |
8. Motivation 3t Seiifdesad

SR IS ARSI N2 2 o Sl fTemel | (P ey I A
(@S e AM (GBI G2 == TN AT I A O J&| A FIS0!] I ey
i T2 SIS | SRTaFe 71 ARFCH (FINS IS FFASF I 7SI 17 |

GV T (Fie fFZa SeF (ATF 0o 27 “need” I ATAGTS! |
“Need” & (7 “Want” 1 512w | 5ifzwl #f=¢ 1l g€l S[fY e “tension”
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1 TreEl TG A | SreeH| fFRea &) B[ “action” Al fepzizeetil
BIfeTCR A | Bifaw #j7e 2ieT e “Satisfaction” Jl #Ifefe 95 | Need Al 2itaireH
(AT & I “Satisfaction” 31 sifagle w@fa 7=o)¢f si2l wfoww Fa17 &= @
pifeTiie 23103 e 03, ©ItF “motivaiton” 3l Saifere<se 7e7 237 |

@ T Toimiaafe pifele A Fia T @IFTs I61 2 SRLass
(motivator) | #FFRa%I, TAZers! 2wt SLTAIE SoAME (T Fg CHq
SRR IS F(A (SN2 IS A1, wifHr, Faiora!, 70 Sron SISy
Y& T G SAMN TS ST IS I AT |

9. Banking Processes

AtiFe Ao @32 TN ARSHITTR o F7Fe @R Tolererm= R S
IR 2IaoF A6 D0h | T G2 (RPN S 2P SLapITal iR #Afcal
T | SIS B ANCFA [ GIetlof Fgel w319 oy faets i i aft oifow
o | ICE (T DL S (@0 W 2l 06 (osie 1% (AT 2ol &12el 0 50
SRR, 9J2-fosiie], SO SRS Sl ofeIel FRFCHS IR 1 317 |

10. Handling ATM

ATM 2ifo =12 Automated Teller Machine 21 zf&=1 ai¢1 77 | @ft srsjef
FITo[ 2If5ifeTs, THREbSTF 7 l afFs 43 [eew »IfFcaat | o
ARG TSI, AR FEOIF R IR 2101 M1 iy [ &y ATM
G g7l G e FCACZ |

ATM-4 (A1 0=l Sl avie 20 A (AT ShHal JHFo 208 ZyA=
AR GFICCE [ 02 ot 1 1 pfa Tt Aita |

(TR A ARFF GG JAHEFe ARG AR PIN 33 74 99 216
4] Bow® W3 (FI AR (T (S (FIS GFTT A ATM FIG 70({F® w2l Siece
BI3CE @ °f (W THw |

11. KYC Registration

KY C #jtz1 3216 2e1 Know Your Customer Sif{e STioi1g SATSIG I B |
N (0 A T AL Averri el 1l (32 7%, 3freca™, Separe
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Tl wifl) Toiteiel fn fagel afa T AT | 9 Sar SorSTS IS
@5 KYC Mandate Form =3 S I s 341 200R | IT0 Sotoer 5/ftze
S @ RS A, ST Agieiie Svterer AbRe (identity) @<
JARICTR T3 TS o2 201 A | (IS G A7 ARG G52 T8
T3l +if7afE® 209 11, G Ton Bl wfeas 1 ATeIa |

Torere #IfHDfs W3k e e e [l emrmafem v @ @me
@6 KYC Form-«¢ Srard 341 2e |

AP

(OB RSB F16

Gizfe: #iRem™

S

NREGA 376

PAN %1

12. Safe Cash Handling
oI S S S fSfefie s1gie e serge 51 Svw —
1. weifafe a Sifwidi fes A s ot Sfoe =13 |

2. STt Wed e 7l[l g2 2Afsel Bil (ol ©fbw @ik Yrweag (&
@33 SIS A1 sl T |

3. DI G AT 96 (e ) (FING FIS A SCEADAI SIHI2%e o FCI |

4, JITFE TN T SR BIF S 2 & (e AT [fen e e
TN 41 T |

5. Tl 324 7 19 (T *SCoATS 2T |

6. T @EEOE (F97 ATS!) A TN ATFSILT T 1 ATHSH,
T3 F T (ACT O WITE Sl (ST Ty (€T T 1 722 74! Tl {0,
A AT ©F WX (@STHICF N2z 1 AT |
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13. Personal Risk & Insurance

SPTICE gy A RIS SR 203 TN e (@ NI o T 2re
=3 (e fesre G (Personal Risk) a1 =31 | sifd@ia at 151 2fewita
ToiGreTiet TG gy Al =N EFeIT S 203 (9lce @zhel #Ifaf2fen Tua Wore
AICA | e I TR Tl SR A 7 G ToAlSTa=w AP SR <l
ST ARSI | (T —

&<l 9t (Life Insurance) — s e afface (Staiere a1fe) arewig snfds
I vl 1l 23 |

)¢l @3 ZIR orFTel S (Total and Permanent Disability — TPD) w5 jfe&
TG A SPTFOR FRCe 5o q3R TSI Fware! 2R (petret @2 I 2Fs
e oNfe A avie 123 |

14. Meaning of Quality and Quality Characteristics

Quality (F=ftB) Feifba w1 g At TeF L M@t | AW TCF CFCa
(T ANE (IS TET SO o 03 (rsfer 2o —

T8 I2IcEa fesacaiaret (reliability)
(G 0! (b2 (durability)

%53 125 919+ (appearance)

IRHF STl (suitability)

i« @ #ifaCaat (marketing and service).

TS RINLRTE G0 (FINS IQT A G TR AFF I Quality
Characteristics 31 23 |

S T2 @36 AT Aol (body soap) S St K AR A2 FiF, T2
IEIOH (T B YO ST 972 I (5B I, Prafer zer —

QL ACF 0! (TSN |

ol |

ET G2 SAIATO el |

foiels wieffe 2 911 ZIaR (rieies aft a7y el |
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S T St 96 Mot fSmgel 77 (Air Conditioner) T92F FE ©29 (@
3% R afe wewitTe Sl ot S0 Grafe s —

o R AT @k FEacaion 51|
® 3L IOl (G2 |

o LA ATTF Ao |

o [ sSraa =l |

® Cooling effect It Aefeiace wwel |
o Reraien #ifcaal | 2wy

15. Quality Circle

oA A RIS A 919w 1 27 | @ft @ T verore femansite |
G35 T CFCG (AT (T ), BARTCoRI (sifawf), Maintenance
(), purchase (@), sales (R&F), finance (1) Tonifr el Keta
QT | TeATME TR eI TS 1R A S SeFFo e @feita e oy
AT [TeeE g Faw AF | @’ F av=z @3 [Resiw v&1, @b
SIoe 1 = AT ol (AT G5e Afsffy v 63 | @’ e
S AT ARG AT (@R 2 1 | G2 7o o7w 07 AT @FaF I a1,
AT ARITZ G SACAGIT ICA | SNCEABIR [KETE ST (el (7] [T
3% 263 SPIRUPTZ | TV (g 2fSlRre IRk TemE 7% 23 ACE T[
A IS 51O T (TS AT A weriee <hol fsfer 77 2o ~Ait | (PRI
AN (@2 7K Reitaiz afsiiy A, @ e 75mm e Stamia s
TS AL FCI (Fl TG T | ST LI Gl (el SO 5 917 ©'e
fafese a1 231 Tl e fibcaa M |

@A AT Mol o1 W& A 7 2mifaid) Ifes 2re «iww | 9o
FRET T @i, Ifaral, SIfSwee!, Sed G TN s19e <61, smifssR = |

16. 1SO 9000 and BIS Systems

o fifeT ot Sesiiire e wasie Ias A &) ey ieimfs e
1 79 | OigedEe ¢oxf ISI 4t Indian Standard Institution (SR <<
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k7)) ffen wta@ o @i o (QUALITY STANDARD) fggs wiszl
2N FIFA SR 216 FH SPTR | (SN2 2, S, Sisfie 2wpifr
VTR e M Il TS [CACR | (% 3Tt 2e A @ (reed Teoiifre
T S (A0 TSIl 11 2, O1'2CE 7-75% Aok [0 TS S Spyfidl 20o
A |

TMIzFe FH7l, SRS (T (IS (Ao T3y (725, T (ATF SF I
QFIT53, 926 A 29i) 240 volt R AR (AT [Twize ¢ o
391 27 | =8 S0 (e*t 260 volt-(F N 2103 w37 2o 411 27 | ©2H @
(T (Ao T STel) (T#t IR A0 SPIT I8 F00 I | BTSN 91
w2 on vIC 2fSib (M2 wiismiel Fo{ole iy Serares Jia (i Tt | (e
G (7] (AT S (T (I8 T A 12 STl T AT 20 A | oell Al
Sample &ZeCAI] 0o ©CA2 SN fAR5w 1 27 | (W1 (51T, AT T =%
TSI SIS BT T TR (AT ACh | 92 PRI @1 73 T &y
AR G2 M 121 378 17 Srae<ly 1SO Quality Management System
(ISO QMS) IR T 7T | I FCH (Tl Al TATSIER IS NeTH (T s
2T A1 |1 1SO- =t F21f6 24 International System Organisation (&) |
@t 373 (FoR TP MF6I2 ATl wFg i Riasal 303 | @3 eeifes
HLI PR (ST SAZS | ISR bifenl G2 2RISR A0 7t (@02 1SO
QMS FREAGEH, #fadas @3 #Afstieie) 41 23 | 509 1ISO QMS 5 2015 e
Ao 2 1SO : 9001 : 2015 AT #IRbS | (FINS GF SLAWTIIA! HLZ! GFAH
ISO certified (ISO =il7[g <) 201 O fomazd (W SR IR AT, fon
TR 21727 FfeeaIeae (re-registraition) -4 SIS %A ATER Nifermiel Itz Fit
|

1SO w=Iig Teoive 52 w1, ARl ey 32 i, I, e, 2esies
2ot cFcae 2@y | 1SO certified 7T (A0 (ol 1 THTSIS 244N A (T
e By Al ARCIAL (90T 2T, ORI fof T (12 By 9214 Fa03 4l
AT &2 FACI, G2 Ty e | ARCIA! S FACSATI |
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17. Housekeeping
Housekeeping #2013 w1<f 5z zie |

32 412 Ao 2T T 20 ACF |

NEF] A AN TIFA IS LATHF R o (Aol IS JZI2CS
CARIT | SR CRICE Il 20 iTa 2ITE (=1 T 51 =i (41 |

(RITGE T DABITE FTTFPR IO (T AFe FIGE ANEACE (@R Afer

AT 7l |

Soife el |

Fvifes AP G2 ST 2AfHvzae] g% §iRavol |
A€ AL 2| ST (Tl |

Tnizge Tl 0 1 I GF (RGN TSRk Keitod 3 | @I
IR SEFIGIE S0 99 el (rewl (ATF | (RG99, A, sifersie, g,
J12zEe, RElel-oma-ifer 2eyifn 7 «fsi sifkvz A0, Do A9 AT |
G ICH (RITHH IRETH PP S 90, AFRoT ETIvIim FACeT Sof e
TR 3R AT PIE S (73 (RITHTHAL BT ST (73 (RITHTH G #AA(
(MG | GOIA el (RICGCeTH goodwill 1 1 Jiamwiica Al sieecs o1 Jiaa
STE0 20 1S F40A | Good housekeeping $YFIE I (43 =3, Afere
(FQE GFBL I |

O..Ogl
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Chapter 5

(P19 FIATH FZIRI (Occupational Health)

Occupational Health I1C® (JRIT RIS Al (o197 PRCE [T o (N
T A TG A | R e coii [ifen e FrgrRifes TeREl (A0S T |
B YRR AR G e IZIT 17 27 IS I A | Ao
GG G I PRI AR F-2ASI =K G A T A 200
20O GR0] IACH @ [Rolesas vl K176 |

A 41 TF GF FG FRAT AN GF B IS A (@A Afsfaze ©ig
ST BT 2 | I O ol 2RI =T #1F I2F IS FAIF A7 (A
TSI (12 G Xl 0L B0 7ITC | FeTahe] FIe =1l (<Nl T &b,
LN O (@9l BRI *[F I AITS 21T | Oceupational Health Taaife
FICZR TSI (Y PR AZ IS A A0 (7 | Senst SHiceisy i
RS O] (14 R A | FICSH (X SILCET S ¥ CA 2 (372 SEHA0| I3 A1l (F0L
CRIETITIIET! QIRITET *ITAE Seee G 2AfSeRfe TR AR | T (vibration) TACE
[ C-ATG H(G | O3 SRR KIS ZI Fiw ST I T *I(H AT
CAFO] FACAT AR | @R AR 998 GG T queaa 219 29 G7hw 2foged
AR FIe N IR e [y fets Fie T TR dor
S[ARE12 PG 7 |
2. F(PLA WAehat (Safety at Workplace)

F(gCeT MGl WOIF AGIKE] FIPTIZ IO | ARSI B! NG 1 2 (@
TG qCE LRI 2T |

VRG] Bl &) 3[eTws 1 R il vl 28—
1. CwCE [Reiverge AR e el
2. PR Roieeass ©Ita 1 M e a1 a7ere] |

AT [evergeT 2R 97 S G AR vkl | S (FEg (2l
T, ARGIEFaIel FACR FRIeel G2 IR KD T910E 7)o 1 el
TR | F(gret 72 A HAGA 1 (ventilation), TN ST od 78! 41
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(illumination) 91 ASAITSH 22 2*I¥ ] AL SCAF GEO! GCITA] 7S | L1
slip (11 fI=CeT 210 qhewl) 3R fall (SHEI (TS 2108 AN -9 FIFCe 9 | slip
G fall SSIF G ACS 1 TCH O &) HFalF 2R SATIBITF— TS FH(52 oo
SIETH B HEICS B | FIIR NG [viesias (it (physical posture) 1 =il
SR WG IS FAIF 27l AT | GRTIE S FISH WA S F0F
QIT, (I 731 I (potective clothing) A *& LI 7 (32 ORI AeTiq 72 T4
GRSIT IS F( A, Kofeees woold 705 IS F0F AF— @ (FINE JZ0P I
(AT AT 97 GO TSI (ATF T | SCAFIAN SR ATGF (9ot AT effirmet
RIT12 7)ol e FAC 2 | 98] (RIS 3R TR 11 2T ] G F(ZCeT
SIEIR BIFl G (1< fifbza 219 Trey AR Corifest eitarer | nfa wrera afer
IfE G2 IIEh FH00 TFA| (T2 SEFR GF FIS FA G 7oz [Cb),

CoPIfeE =T |
3. wgee 991G (Basic Hazards)

00 Rl R S TReTI Rustie, A ARere i qrgraife |
mﬁﬁgﬁﬁ% (Mechanical Hazards)

TFIHS FERCe A TG ST FICA (F [Roimefer 96te 2t erefers qifgs [elfe
T 2T | (A —SICHICIIEE RCAIR *Tol B (A 3l M, oS (& A
T IR @R (@I (576 2oplfv | (RfeR: (@I (58 32 JfFojel el (58 17 3o
0w I 51T (U0 fifbRs 20 AT A IR SIS FACS AT | B (e
QI FANCAF T TS A @5 @it e 212 TN (02 SN S
S AT |
arrafes fa9ife (Chemical Hazards)

A A T Ier 21 T SRIN 71 *SCH A3 I | a1 FR (acid
cleaning), & (#3f52 FiEafer 2im afeb! erz Tt 20 AT | 2 FEafa
T R AR Gotie PR g Sfogw Il gl 7o 20 A3, [
HFLRCEIR I FACHE P S (AAT0” (0 AN | 2w 2y eifocaiass s
(gas mask) “ITI PG FACE AP {718 SCAP012 G 5= T |
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Wﬁ"ﬁ% (Electrical Hazards)

fige #ife @ Fie a1 IS (Electrician)-5 A8 @I IR wFe] A
SIFeISIT 2taie | 2= (F0@ 240 volt AT A MErwa 2B-Gae
B -IAN SPTOFO! A ST AT Bl {9162 73, etterzifere Tore=ieg | e
AL TPz 0 IS 1 AL, ©ICS 621 #AT 3 AT | (A€ G HGI
fA9re AT (live connection)-d & T ARG 2, (7 (FLa SNof<es
SRIRIE (0 el GFE T8 |

Sioial S Fiace f99if€ (Thermal Hazards)

T2l SIS (F(a2 K916 (BTF S | (U0 T[T (melting furnace)
-9 02 ONIG! (@R ACF G2 (713 ST (T Fe] o1 IS S, it 2Afsfarre
T OGBS AR TG TS FACS T S [P SPLZON NC 2/T0H |
17| FT T AT IS FHACH T Sl 2SI G612 G S AR | Foh]
el A FCE [G-RIB0GHIT 209 S0 AR (ACF A6 =R geTel (@14 209
S |
4. (oM IR (A8 (Occupational Diseases )

TG ANEFN [ (hazard) (AT T=IRE @9 7R 2C© AT | PSR
SATRC], Icers 479, ARy Afica— 92 7fege [ieTo delq =(Hieae e 77 70y |
RS G IR 2ARCICH S I &y (T B (9167 O 2A107 O
G LR ifernl Gk Rl 0 (rea zeT—

LENRIETR 2SI 73 (Rl PT[R— *P1 S i, e, TRIF, si12= AWl 2eyiv
S (W G IR (9718 A |

RRFST (fume) AN APATTS (AN (AT 7B (QTPTR—NF €T, fOrem «
CAGET (5, SRR ITEE 06 T2 ANBC A AT —2)W (AT (Tl el fejafe
TSI (ATF R (@91 72N (GITLA G, WT-emz 2oy 23|

O (fibre-Ti2AIF) GIOR IF (ACF I3 (A9 TR —G&e6H, AT oyl
Al G BeAM SECE AT T (ST ([N | WHALRCA HAC P TG
FAFR TS B0 BRSO SE (7 AR (ACF PAFER G, Bl @arafs
I 1 200 2 |
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5. AT 419F (Protective Equipment)

CHNSNSRIACE I3 (o1 AT =1 2, O &) el F=l A G199 w41
Tfbw | fesfeiiie a7l #Ifsven Grarte 9% 2trea |

APTOCER T — S(Ca Al T AR (G A Sy JCA | ST 7T
R ST (BT A LA |

CBICRE T35 — Bl S19(eT, 179, 3l

WWW—WW (ear muff) 9IR A9l (plug)

QIG5 — (2o (gloves)

AR = — 7]l vzl e g, 36

I — TG, (A6

G IR — Gl AN G (Sun burn cream), #[(J1 211 SiIw 2ol
6. E(?T%?l‘[ eifstaly 719! (Accident Prevention Techniques)

TGl AfeaICy fsere »7g) eere 41 Tive—
. e fsiorel gl 22
. e e, Ao ek
. fsrersreTergia

. it G verce At =

2
3

4

5. ARl
6

7

8.

[S—

. ==ierel #if7m (safety committee) QroEi|
. i T, TweNTwCe @y (redl
frerel ez e Erce 5ag 41
7. TS TS (FirstAid)

FACHCE WO T * S SIS G SPTES! Wl els et et
G2 o ST SRR FC (7 | 9 O3 -2 717, 1oaie Afea =11 72
IR TS A1 Biee 432 wzresiel | 87 (A0 (@ ars R e M 27,
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I A B RE T T Al T P FAIET (372 SIS (AT TR RSl

G G DT TR (ATF T | G2 FIACeIE (e 2 iFeta aewias
2P G 9 I VG TG T3 (bIFA AT effihe] (S QPGS LTS |

AR P AT (First Aid Box) (T 7S (St AF OIS AT,
Preferge—

l.

stfefSi s oore el

2. RfegsieiEa @hn
3. S[2-97T

4.

(0 oI

5. G CareAq

FR RPN G YT AN Gely RNSNCATCHHR G G- (I 9
AT (HICHE A LI ST |
8. WWWW (Health & Safety in Factories Act)

CIFOR FEA B, S58b (MO FIFANT FHTC HNFWI Gl (T A
1%y =l [ Seas Far 2eacy, el s —

1.

2
3
4,
5
6
7.

T ALY SIS T AU

. RIS 2R S g 1
. eI TFIW SR feg e

Sfefie Ok (50 THe @) Iga 1 4t

. IS (FR AR el <=4l

fRierel SfaFiaT (safety office) fCaial 1

9. Prww{eRiezs, 1961 (Apprenticeship Act 1961)

SIS PR B2 oS A IR 28GR AFISIICH bifzn! Sl
TR ARG, AN G2 ARG 41 2 | Risewcg Afxifre S5 @eieg
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Gl 3 W3 ST 91 27 | [fon wia [fen @isrermig #reams Qe s
R AT, (S —

o I (HATEIS

o NI /oTgeT #Adrw Tale
o i HwEFTES

o THNRE TElf

o TUrzmIRfegE

o IO

o IfErif TS

AR (I AR @F Il 43 IOT | AREFIICe o S
(RIS AL FICS WIS 51l 23 1 | A FFeIpICe] AT MEFaa s
SHIRCATST N SNfYE Sl (rehl 2| @2 WE e oM (eIt
TRl 2 BRI P0G @I S R RGO w12 | [+ {y217 973
BGIR R CE NI RIS IQIRIS R G B QIRTCCR ERE

10. T4 4%y A2, 1948 (Employes' state Insurance Act, 1948)

FCHCG  qEoaIGTTe A SPTFOl @ AFe SpIgeld HiFed e @
oIl AL LN R Gy 2 SN2 TR TN T |

T (e 145 T ESI Z1#iTeITeT A4C15 20,000 *I=51 11 G2 #AH0E<0 2wl 51
T | B SNB (ICIF (T AT o2 (0 5o 2, (o] Ze—

1. eI T @9 15000/=51FF b 200 2T
2. (@904 1.75% ESIC contribution &% (06 (ST IS |

3. IR/ RS HC (TR 4.75% Sule] IRW S| (AT

4. GOIAENFT @O0 (1.75+4.75) =6.50% ESIC TS ESIC $2Rta &l
AT |
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FR PR Wi oot AL eaatefet #(itae (o7 wier 2o —

— e @3 2RI (ST TR e o feeat

— RN ZC AT oA S AR 2l

— T2 S MGG ZI0 G AT Al

—pFAee FICe * [T efoarmor R 2ret adfeqm! qear ARk @R
Aol TOCeT 2RI TR Sy SA1fR=IE Cotemia emie 2o |
11. W&WWW 1936 (Paymet of Wages Act, 1936)

fRRE NG eIt Sl Koty T IR SIS TG SH (FCH (e
(T PO AL RS AINCS G2 S[Ze Lo el 81 [0 WIS Gl T
TGAAG WEPOR (G 9B SB ey | FieA, SR, Fien o |
(>IN (e AT &) BTGl 2] H7oTe TR BT (IS SIS FIAC Fal 4
(S (AT BIF (FCH (TSN A | 2O GFNCH G TG A FACOL 2 |

MG AR FACS 20 B OISR YU F907 S| FEB T PIF GFCCD
RGIMIGE
12 . FhrRtefaig iz (Provident Fund Act.)

YT B TN SRAWE B ST | g2 B FHEE A
(TS (AT O] BLH (FMLIFT2 YIS NG *S[<¥] -8% of Basic pay) TFCE
Teq 27 | Al wief Tt 2Af vl emie FF ACH | @it ST &
(RO I 16% o A FEITF ACTTTRS GFETT Tl 40T | FAHEE
YfSTTTHIG YT SRR 77 372 Jfan (o0 AT | FHOIN SRPEeRe Fc
BIF A0S ASTT TG GFIST Gl 2T SN I 72 (S A | (T (e
([AOTSE FHIT (G 2 SN 472 wzrgs)el FIFe SROAAZC 217 T2 I
TG 7 203 A, ATSTT TS (AT AN SN AT IPICET A (w7 SR 20
wiel | e R (Iea fHeers G ISes ol 26 S (20 e, TSicT=
T, R 2o e FICe 210l 220 T ([0 A |
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13. WW%"B“TW, 1923 (Workmens Compensation Act, 1923)

fECwtg FREN Siberel «R TEfTea Seime aifgl fa o e
e [Reme 2e l qLhNIE 2R Al Fel[S | qhaes =T @78 oF
AR SN O[] VI I S 92 12 2o P2 |

@2 IFAACH AT B W FACFCG Lo I oG 2o A
HNAFFSIT FIS TS S 20 el elfeDiae wiosze orea faot (rez
2R | PRI O S KRR Gy G2 12 A9 1 |

ST Lo FeTo Wi fferiie wiosae siewa ce—

1. G e ZA SrFTe] 313 2re AEE W (T g e 140000
Bl =l ogel A |

2. G FIFCe Aozl T60et MR =i @ I T T2F IS FCAC
iz fefere ®hia A= =1 120000 BIs =Fo7[el 2110 |

e Sl oo wfiie a o wifia wfoomd e @i e
ez a—

. GBI I A0 = Syt SR A

2. IR RIS AEEE ORI AT 7 BCF A
3. [0 (el rg e AM SR ol Fedw F0F A
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