e"ldsf


>L % sf] ;/sf/n] lnPsf gLlt tyf sfo{qmdx/sf] sfof{Gjog ug]{ qmddf s]Gb|Lo:t/b]lv :yfgLo:t/;Dd ljleGg sfof{nox?sf] :yfkgf u/]sf] 5 . oL sfof{nox?n] ;Dkfbg ug]{ sfo{x?af6 ;]jfu|fxL hgtfdf k|ToIf k|efj kg]{ x'Fbf ;]jfsf] ljj/0f, :t/ / lgoldttfsf] k|Tofe"lt lbg cfjZos x'G5 . To:t} sfof{nox?af6 cfGtl/s ?kdf Joj:yfkg ug]{ sltko sfo{x? ;dfg k|s[ltsf x'g] x'Fbf o:tf sfo{x?df Ps?ktf cfcf];\, ;/nLs/0f xf];\ / ;]jf k|bfg ug{df ;lhnf]kgsf ;fy} u'0f:t/Lo / lgoldt xf];\ eGg] p2]Zoaf6 sfof{no sfo{ljlwsf] th'{df ug]{ ul/G5 . o;} qmddf >L % sf] ;/sf/n] @)@* ;fndf nfu" u/]sf] cfGtl/s k|zf;g lbUbz{g ;dofgs"n agfpg cfjZos ePsf]n] kl/jlt{t ;Gbe{nfO{ ;d]t larf/ u/L cfGtl/s Joj:yfkg sfo{ljlw, @)%* hf/L u/]sf] 5 . 


o; sfo{ljlw lgdf{0f ubf{ lgDg adf]lhdsf p2]Zox? lnOPsf 5g\ M

· sfo{ ;/nLs/0f xf];\,

· ;a}n] a'‰g ;Sg] xf];\, 

· k|of]u ug{ ;lhnf] xf];\,

· cGo lgb]{lzsf jf lbUbz{g agfpg ;Gbe{ ;fdu|Lsf] ?kdf k|of]u ug{ ;lsof];\,

· abln+bf] kl/l:ylt / ljsl;t k|ljlwnfO{ ;d]6\g ;lsof];\,

· tfnLdsf] nflu k|of]u ug{ ;lsof];\, 

· nlrnf] xf\;\, 

· Ps?ktf xf];\,

· sfof{no / sd{rf/Lsf] sfo{ / lhDd]jf/L :ki6 xf];\ . 

· k/]sf] dsf{ Pj+ u'gf;f] jf jfwfsf] hfgsf/L Pj+ km5\of}{6 xf];\ . 

· ;]jfu|fxL hgtf ;';"lrt xf]pmg\ / ;]jfsf] lgoldttf / :t/Lotfsf] k|Tofe"lt xf];\ . 

o; sfo{ljlwdf gful/s j8fkq (Citizen Charter) sf s'/fb]lv u'gf;f] Joj:yfkg;Ddsf / btf{ rnfgLb]lv k|ltj]bg lbg];Ddsf s'/fx?nfO{ ;d]l6Psf 5 eg] ljsl;t k|ljlwsf] k|of]u eO/x]sf] ;Gbe{df o:tf ;fwgx?sf] pkof]u tyf ;/sf/L ef}lts ;fwgsf] Joj:yfkg h:tf s'/fx? ;d]l6Psf 5g\ . 


o; sfo{ljlwnfO{ >L % sf] ;/sf/sf s]Gb|Lo:t/b]lv :yfgLo:t/;Dd k|of]u ug]{ u/L tof/ kfl/Psf] sf/0faf6 sltko s'/fx? vf; lgsfosf nflu dfq cfjZos ePklg hfgsf/L /fVg] ;/f]sf/ ;a}sf] nflu pkof]uL x'g]5 . 


sfof{nox? leGg leGg p2]Zoaf6 :yfkgf ePsf x'gfn] o:tf] p2]Zo k"lt{sf nflu cfˆgf] lgsfosf] sfo{ k|s[lt cg';f/ 5'§} sfo{ljlw agfpg cfjZos 5 . o:tf] sfo{ljlw agfpg klg o; sfo{ljlwn] ;xof]u k'¥ofpg] 5 eGg] ljZjf; lnOPsf] 5 . h:t}M lhNnf k|zf;g sfof{non] k|bfg ug]{ ;]jf tyf j:t'x? -gful/stf k|df0fkq, /fxbfgL, d'2f dfldnf_, dfnkf]t sfof{non] k|bfg ug]{ ;]jf tyf j:t'x? -hUuf /lhi6]«zg, /f]Ssf_ sf nflu 5'§} k|sf/sf] sfo{ljlw agfpg cfjZos x'G5 . o:tf sfo{ljlwx? klg k|lqmofTds kf/blz{tfsf nflu ;a}n] k9\g jf hfGg kfpg] u/L sfof{nodf /flvg' kb{5, h;n] ubf{ ;]jfu|fxLnfO{ ;]jf jf j:t' k|fKt ug{ ;lhnf] / :ki6 x'g ;sf];\ . o;/L tof/ ul/g] sfo{ljlwx?df ;'zf;gsf d"ne"t tTjx? ;dfgtf, kf/blz{tf, ;xeflutf, pQ/bfloTj h:tf kIfnfO{ dgg ul/g' cfjZos 5 . 


o; sfo{ljlw tof/ ug]{ qmddf >L % sf] ;/sf/sf s]Gb|Lo lgsfox?sf ;fy} gful/s ;dfh Pj+ ;/f]sf/ ;+3–;+:yfsf] ;d]t /fo k|ltlqmof lnOPsf] 5 . k|fKt /fo k|ltlqmofx? dWo] sltkonfO{ k|fljlws sf/0faf6 ;dfj]z ug{ g;lsP klg clwsf+z ;'emfjx?nfO{ ;dfj]z ul/Psf] 5 . o;/L ;'emfj pknAw u/fpg' x'g] ;a}nfO{ ;fdfGo k|zf;g dGqfno xflb{s wGojfb lbg rfxG5, ;fy} sfo{ljlwnfO{ ;d;fdlos ?kdf kl/dfh{g ug{ eljiodf klg ;a}af6 cd"No ;'emfjsf] ck]Iff ub{5 . 


d'n'ssf] ;fj{hlgs k|zf;gaf6} hgtfn] ;/sf/k|ltsf] cfˆgf] wf/0ff /fVg] / ;/sf/n] klg ;'zf;gsf] cg'e"lt lbg ;Sg] x'Fbf k|rlnt sfg"g, a]nfa]nfdf >L % sf] ;/sf/af6 ePsf] lg0f{o, Joj;flos d"No / dfGotf cflbsf cfwf/df o; sfo{ljlw th'{df ePsf]n] sfo{ljlwsf] cIf/zM kfngf ug]{ s'/fdf k|To]s sfof{no / ;a} sd{rf/L Pj+ lhDd]jf/ JolQmx? ;ts{ x'g]5g\ / ;]jfu|fxL hgtf klg ;]jf af/] hfu?s eO{ ;DalGwt lgsfo / sd{rf/LnfO{ 3R3Rofpg kl5 kg]{ 5}gg\ eGg] s'/fdf >L % sf] ;/sf/ ljZjf; /fVb5 . 

o; sfo{ljlw k|sfzg ePsf] ldltb]lv cfGtl/s k|zf;g lbUbz{g, @)@* vf/]h ul/Psf] 5 / o; sfo{ljlwsf] k|of]u ;a} ;/sf/L lgsfox?df clgjfo{ ul/Psf] 5 . sfo{ljlw adf]lhd eP÷gePsf] af/]df o; dGqfnoaf6 x'g] Joj:yfkg k/LIf0fsf] dfWodaf6 cg'udg ug]{ Joj:yf ldnfOg] 5 . sfo{ljlw ;/fs]sf/jfnf ;/sf/L lgsfo Pj+ JolQmn] k|fKt ug{ ;lhnf] xf];\ egL d"No lnO{ dGqfnon] laqmL ljt/0fsf] Joj:yf ;d]t ldnfPsf] 5 . 

cGtdf o; sfo{ljlw tof/Ldf of]ubfg k'¥ofpg] ;a}df xflb{s wGojfb lbg rfxG5' . 

;'emfj k7fpg] Pj+

sfo{ljlw k|fKt ug]{ 7]ufgf
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;lrj

;fdfGo k|zf;g dGqfno

;fdfGo k|zf;g dGqfno

;+u7g ljsf; dxfzfvf

xl/x/ ejg, nlntk'/

kmf]g M %%@!)^%, %%@!*!!

ˆofS; M %%@##%*

Od]n M moga@ntc.com.np
ljifo–;"rL

qm=;+=
     ljifo 
k[=;+=

!=
sfof{nosf] p2]Zo / sfo{
!

@=
btf{ rnfgL
#

#=
;'/Iff tyf ;/;kmfO Joj:yfkg
&

$=
kl/rokq / ;do kfngf
!!

%=
sfof{no ;~rf/ Joj:yfkg
!@

^=
clen]v Joj:yfkg
!%

&=
lhG;L Joj:yfkg
!*

*=
sDKo'6/sf] k|of]u / ;'/Iff
@)

(=
;jf/L ;fwg Joj:yfkg
@@

!)=
;/sf/L sfuhft w'Nofpg]
@#

!!=
k|zf;sLo sfo{ km5\of}{6
@$

!@=
sfof{nosf] lg/LIf0f
@&

!#=
u'gf;f] / ph'/L Joj:yfkg
@(

!$=
lg0f{o Joj:yfkg
#@

!%=
k|ltj]bg
#^

!^=
cg';"rL
#(

sfof{nosf] p2]Zo / sfo{


>L % sf] ;/sf/n] k|To]s sfof{nosf] :yfkgf lglZrt p2]Zo / sfo{ k"/f ug{sf nflu u/]sf] x'G5 . o;/L :yfkgf ePsf sfof{nox? / sd{rf/Lx?sf nflu sfo{ ljj/0f pknAw u/fOPsf] x'G5 . tf]lsPsf sfo{ tyf p2]Zo / sfo{ ljj/0fnfO{ ;dofg's"n agfpg ;do ;dodf k'g/fjnf]sg u/L kl/jt{g ug{ kg]{ eP ;DalGwt lgsfox?;+u ;xdlt jf :jLs[lt u/fO{ ug'{ kb{5 . 


k|To]s sfof{non] cfˆgf] sfof{nosf] p2]Zo, ug]{ sfo{sf] ljj/0f / To;af6 x'g] pkAwLx? h:tf s'/fx?sf] ;"rgf ;a}n] b]Vg] jf x]g{ ;Sg] 7fpFdf ;/n tyf :ki6 efiffdf pNn]v u/L /fVg' kb{5 . ;fy} hg;Dks{ x'g] sfof{non] pkef]Qmfn] s'g} klg k|sf/sf] ;]jf jf ;fdu|L pknAw ug{ cfjZos kg]{ sfuhftx?sf] ljj/0f, nfUg] ;do, ;Dks{ /fVg' kg]{ zfvf, sd{rf/Lsf] gfd, s'g} z'Ns ltg'{ kg]{ eP z'Ns b/ / sfo{ljlw ;d]t ;a}n] b]Vg] 7fpFdf ;/n tyf :ki6 efiffdf pNn]v u/L /fVg' Joj:yf clgjfo{ ?kdf ug'{ kb{5 . oyfzSo Pp6} :yfgaf6y sfo{ ;Dkfbg x'g] (One Window System) jf Pp6} sd{rf/Ln] ;a} sfd ul/lbg] (One man system) Joj:yf nfu" ug'{ kb{5 . cyf{t\ u|fxsn] Ps sd{rf/L eGbf a9L;+u ;Dks{ /fVg gkg]{ u/L Joj:yf x'g' kb{5 . ljsf; lgdf{0f ;DaGwL cfof]hgfn] k|To]s cfof]hgf :yndf of]hgfsf] nIo s] xf] < nfut slt xf] < ;docjlw slt xf] < u'0f:t/ s] xf] < ;DalGwt k|d'v / 7]s]bf/ sf] xf] < ;a} ljj/0f v'nfO{ ;"rgfkf6Ldf 6fF:g' kb{5 . sfof{nodf klxn] cfpg]sf] sfd klxn] ug]{ ug'{ kb{5 . ;fy} k|fyldstf lgwf{/0fsf] qmddf a[4, c;Qm, ckfË, dlxnf / afnaflnsf;Fu ;DalGwt sfdnfO{ cu|flwsf/ lbOg' kb{5 . 


k|To]s sfof{non] ckgfpg] sfo{ljlwnfO{ Pp6f lgb]{lzsfsf] ?kdf tof/ u/L /fVg' kb{5 . h;n] ubf{ sfof{nosf sd{rf/Lx?nfO{ cfˆgf] sfo{ ug{ tyf gofF cfpg] sd{rf/LnfO{ l;Sg] ;|f]tsf] ?kdf k|of]u ug{ ;lsG5 . o;af6 sfo{df ;/ntf tyf :ki6tf cfO{ sfo{ bIftf tyf l56f] 5l/tf]kgdf a[l4 x'g] x'G5 . 


sfof{nosf sd{rf/Lx?sf] sf]7f tyf sfd ug]{ :yfgsf] Joj:yf sfof{nosf] sfo{ k|0ffnL (Work Flow) ;Fu oyfzSo ldNg] lsl;daf6 ul/g' kb{5 . of] Joj:yf ubf{ sfof{nodf pknAw ;|f]t ;fwgsf] clwsQd ;b'kof]u / sd{rf/Lsf] sfo{ bIftf clea[l4 x'g] u/L tyf sfof{nodf cfpg] pkef]Qmfn] ;lhn};Fu ;]jf k|fKt ug]{ / sfo{ljlw a'‰g] u/L ul/g' kb{5 . 


;?jf, a9'jf jf gofF lgo'Qm eP/ cfPsf] sd{rf/Lx?nfO{ xflh/ ePsf] & lbg leq clgjfo{ ?kdf lhDd]jf/L tf]lsPsf] kq lbg' kb{5 . o;/L lbOg] kqdf lgDg adf]lhdsf s'/fx? v'nfOPsf] x'g'kb{5 . 

· sfo{ ug]{ zfvf jf dxfzfvf . 

· ;DalGwt zfvf jf dxfzfvfsf] sfo{ ljj/0f

· kbn] ug]{ sfo{ ljj/0f

· clwsf/ k|Tof]hg

· ;f] kbsf] ;'kl/j]Ifs

· dftxt /xg] ljefu, sfof{no, zfvf / kbx? 

kb:yfkgf ePsf] sd{rf/LnfO{ clgjfo{ ?kdf a9Ldf ! xKtf kl/rofTds sfo{qmd (Orientation) df ;+nUg u/fpg' kb{5 . o; sfo{qmddf lgDg ljifoj:t' af/]df ;Dalgwt ;'kl/j]Ifsn] cg'ejL / ljZjf;kfq ;Nnfxsf/÷u'?÷pkb]zs (Mentor) sf] ?kdf hfgsf/L u/fpg' kb{5 . 

· sfof{nosf] kl/ro, p2]Zo / sfo{ . 

· ;DalGwt zfvfn] ug]{ sfo{ / o;sf p2]Zox? . 

· sfof{nodf /x]sf zfvf, pkzfvf tyf ef}lts ;'ljwfx?sf] Joj:yf / k|of]u af/]df hfgsf/L . 

· sfof{no sfo{ljlw -;se/ sfo{ljlwnfO{ Flow Chart df b]vfpg' kb{5 ._

· cfGtl/s / afXo ;Dks{ ug]{ gLlt tyf ljlw . 

· sfo{ ;Dkfbg kl/;"rsx? (Performance Indicators) / sfo{ ;Dkfbg d"Nof+sgdf k|efj kfg{ ;Sg] tTjx? af/] hfgsf/L . 

· lhDd]jf/L lgjf{x ug]{ qmddf k|of]u ug'{ kg]{ P]g, lgod / kl/kqx? . 

· ;DalGwt kbsf] sfo{, st{Jo, hjfkmb]xL / pQ/bfloTj . 

· kfng ug'{ kg]{ cfr/0f . 

kb:yfkgf ePsf] sd{rf/LnfO{ cfjZos kg]{ ef}lts ;fwgsf] Joj:yf pko'Qm lsl;daf6 x'g'kb{5 . o; cGtu{t sfd ug]{ sf]7f, d]r, 6]jn, 6]lnkmf]g, sDKo"6/, 6fOk/fO6/, ;f]kmf, lx6/, k+vf h:tf s'/fx? kb{5g\ . s'g} kbdf sd{rf/L geP tfklg b/jGbL cg';f/sf sd{rf/Lsf] kbk"lt{ hlxn] ;'s} x'g ;Sg] x'g cfjZos ef}lts ;fwgsf] Joj:yf oyfjt\ ?kdf /flvg' kb{5 / sf]7fudf xfjf l5g{ lbg] tyf ;/;kmfO lgoldt ?kdf ul/g' kb{5 . 

btf{ rnfgL 

· sfof{nox?df aflx/af6 k|fKt x'g] tyf hfg] kqx?sf] btf{ rnfgL ug]{ JOj:yf ug]{ . 

· aflx/af6 cfpg] kqx? k|fKt x'gf;fy uf]Ko jf zfvf–k|zfvf gtf]lsPsf kqx? cfGtl/s k|zf;g zfvfdf k]z ug]{ Joj:yf ldnfpg] . 

· zfvf–k|zfvf tf]lsPsf kqx? ;DalGwt zfvf–k|zfvfdf l;w} a'emfpg] Joj:yf ug]{ . 

· uf]Ko kqx? sfof{no k|d'v ;dIf k|:t't ug]{ . 

· aflx/ hfg] kqx? ;dod} ;DalGwt lgsfodf k'uf];\ eGg] Wo]on] cToGt h?/L tyf uf]Ko kqx?nfO{ k|fyldstf;fy k7fpg] . 

· btf{ rnfgL zfvfnfO{ g} sfof{nosf] k|yd ;Dks{ ljGb'sf] ?kdf /fVg] / o;sf nflu btf{ rnfgL zfvfsf sd{rf/LnfO{ hg;Dks{ ;DaGwL tfnLd lbg] Joj:yf ug]{ . 

· s]Gb|Lo :t/sf sfof{nox?sf] xsdf btf{ rnfgL zfvfdf cfjZos ef}lts ;fwgx? pknAw u/fO{ o;nfO{ cfuGt's (Reception) sIfsf] ?kdf ljsf; ug]{ . 

· o; zfvfdf /xg] sd{rf/LnfO{ btf{ rnfgL, reception, hg;Dks{ tyf 6]lnkmf]g ck/]6/ ;DaGwL tfnLdsf] Joj:yf ul/g' kb{5 . 

· btf{ rnfgL zfvfdf klg sDKo"6/sf] k|of]u ug]{ tkm{ ;f]rfO{ /flvg' pko'Qm x'G5 . 

· sfof{no k|d'vn] jf sfof{no k|d'vn] tf]s]sf] sd{rf/Ln] k|To]s dlxgfsf] ! k6s btf{ rnfgLsf] lg/LIf0f u/L lgDg adf]lhdsf] k|ltj]bg lbg] Joj:yf ul/g' kb{5 . 

· lgodfg';f/ btf{ rnfgL eP÷gePsf] .

· cfjZos ef}lts ;|f]t ;fwg pknAw eP÷gePsf] . 

· sd{rf/Ldf btf{ rnfgL, hg;Dks{ tyf 6]lnkmf]g ;~rfng ug]{ ljlw af/] hfgsf/L eP÷gePsf] . 

· btf{ gu/L jf rnfgL gu/L kqx? /fv]÷g/fv]sf] jf l9nfO{ u/]÷gu/]sf] . 

· s]xL sdhf]/L eP s] ;'wf/ ug{ cfjZos 5 . 

lr¶Lkq, k|ltj]bgx? tyf sfuhftx?sf btf{ 

btf{ ug]{ kmfF6n] sfof{nosf ;a} zfvfsf gfpFdf k|fKt x'g cfPsf ;a} sfuhftx? a'emL btf{ ug]{ sfd ug'{k5{ . b]xfosf sfuhftx? btf{ lstfadf btf{ ug'{k5{ M 

· sfof{nonfO{ k7fOPsf lr¶L–kq . 

· sfof{nonfO{ k7fOPsf k|ltj]bg . 

· ;/sf/L sfuhft . 

· c? sfof{noaf6 cfPsf kmfOnx? . 

pk/f]Qm adf]lhdsf ;/sf/L sfuhft a'‰bf b]xfo adf]lhd ug'{k5{ . 

!=
-s_
btf{ kmfF6sf btf{ ug]{ sd{rf/Ln] gofF cfly{s jif{ z'? x'g'eGbf klxn] g} cg';"rL # adf]lhdsf] æbtf{ lstfjÆ k|fKt ug'{k5{ .


-v_ 
btf{ ug]{ sd{rf/Ln] cfˆgf] sfof{nosf ;a} zfvfx?sf] lgldQ 5'§f–5'§} btf{ lstfj /fVg'k5{ . 


-u_
k|To]s zfvfsf btf{ lstfax?df zfvf ;+s]t -cIf/df_ /fVg'k5{ . k|To]s zfvfsf] btf{ lstfadf gofF cfly{s jif{sf] z'?df Psb]lv btf{sf] qmd ;+Vof z'? ug'{k5{ . zfvf gv'nL cfPsf uf]Ko sfuhft btf{ ug]{ lstfadf btf{ ePsf] kqdf zfvf ;+s]t …uf]Ú n] hgfpg' k5{ . pbfx/0fsf] nflu cfly{s k|zf;g zfvf …cf=k|=Ú / of]hgf zfvfnfO{ …of]Ú ;+s]t lbP h:t} 5f]6s/L ;+s]t lbg' k5{ . 


-3_
btf{ gDa/ pNn]v ubf{ zfvf ;+s]t btf{sf] qmd;+Vofsf] cufl8 /flv pNn]v ug'{k5{ . 


-ª_ 
btf{df /x]sf ;a} btf{ lstfax?sf] ;+Vof / zfvf ;+s]t b]vfpg] u/L Pp6f btf{ lstfasf] ;"rL v8f ug'{k5{ . 


-r_ 
btf{ ug]{ sd{rf/Lslf] gfd :ki6 n]v]sf] x'g'kb{5 . 

@=
a'lemlng] sfl/Gbfn] s'g} sfuhft a'‰g' cufl8 To;df b]xfosf s'/fx? 5g\÷5}gg\ hfFrL x]g'{k5{ M 


-s_ 
sfuhft k7fpg] ;+:yf jf JolQmsf] gfd / 7]ufgf . 


-v_ 
sfuhft kfpg] sfof{no jf JolQmsf] gfd / 7]ufgf . 


-u_ 
;+nUg elgPsf sfuhftx? 5g\÷5}gg\ . 

