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cÖwZ‡e`b GK ai‡bi weeiYx hv †Kv‡bv welq, NUbv ev mgm¨v wPw ýZKiY I mgvavb wb‡q we¯ÍvwiZ Av‡jvPbv K‡i| 

cÖwZ‡e`b cȪ ‘‡Zi mgq we‡kl Kjv-‡KŠkj AbymiY K‡i †cÖiK-cÖvc‡Ki g‡a¨ Z‡_¨i Av`vb-cÖ̀ vb nq| GB 

cÖwZ‡e`b cÖwZôvb‡f‡` ˆ`wbK, mvßvwnK, gvwmK ev evrmwiKfv‡e Dc¯’vcb Kiv n‡Z cv‡i| e¨emvq Kvh© 

cwiPvjbvi Rb¨ KL‡bv Z_¨ Dc¯’vcb, †hgb- weµq cÖwZ‡e`b, cÖPviYv cÖwZ‡e`b, evwl©K cÖwZ‡e`b ˆZwi Kiv nq| 

Avvi KL‡bv †Kv‡bv we‡kl cwiw¯’wZ we‡kølY K‡iI cÖwZ‡e`b cȪ ‘Z Kivi cÖ‡qvRb nq| †hgb- bZzb c‡Y¨i 

MÖnY‡hvM¨Zv cwigvc ev Avkvbyiƒc weµq bv nevi KviY AbymÜvb| BDwbU 7 G cÖwZ‡e`b cȪ ‘‡Zi wewfbœ welqvw` 

we¯ÍvwiZ Av‡jvPbv Kiv n‡q‡Q| cÖ_g cv‡V cÖwZ‡e`‡bi msÁv I cÖ‡qvRbxqZv, wØZxq cv‡V cÖwZ‡e`‡bi D‡Ïk¨ I 

ˆewkó¨ Av‡jvPbv Kiv n‡q‡Q| Z…Zxq cv‡V cÖwZ‡e`b cÖYq‡bi bxwZgvjv I PZz_© cv‡V cÖwZ‡e`‡bi †kÖwYwefvM 

e¨vL¨v Kiv n‡q‡Q| 
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cÖwZ‡e`b: msÁv I cÖ‡qvRbxqZv 

Report: Definition and Importance 

 

D‡Ïk¨ 

 

G cvV †k‡l Avcwb-  

 cÖwZ‡e`‡bi msÁv e¨vL¨v Ki‡Z cvi‡eb;  

 cÖwZ‡e`‡bi D‡Ïk¨ Rvb‡Z cv‡eb Ges 

 cÖwZ‡e`‡bi ¸iæZ¡ I cÖ‡qvRbxqZv Zz‡j ai‡Z cvi‡eb| 

 

cÖwZ‡e`‡bi msÁv  
Definition of Report 
cÖwZ‡e`b kãwU Øviv †Kvb welq ev NUbv m¤ú‡K© eY©bv ev weeiYx‡K eySvq| GK K_vq GKRb cÖwZ‡e`‡Ki 

Kvh©vewjB nj cÖwZ‡e`b| cÖwZ‡e`‡Ki KvR nj †Kvb GKwU NUbv ev welqe¯‘ m¤ú‡K© AbymÜvb K‡i D³ NUbv 

m¤ú‡K© we¯ÍvwiZ Z_¨, DcvË, Leiv-Lei, wm×všÍ I djvdj wbY©q Kiv| GB KvR¸‡jv h_vh_fv‡e m¤úv`bc~e©K 

†Kvb wefvM ev KZ©„c‡ÿi wbKU Dc¯’vc‡bi D‡Ï‡k¨ GKRb cÖwZ‡e`K we‡kl †KŠk‡j †h wee„wZ ev weeiYx cȪ ‘Z 

K‡ib Zv‡K cÖwZ‡e`b ejv nq| e¨emvq cÖwZôvb ev Kvievi msµvšÍ †Kvb NUbv ev welqe¯‘i Dci wfwË K‡i iwPZ 

†Kvb cÖwZ‡e`b‡K e¨emvq cÖwZ‡e`b (Business Report) ejv nq| cÖwZ‡e`b n‡jv GKwU we‡kl gva¨g ev Kjv-

‡KŠkj, hv †Kvb NUbv ev welqe¯‘ m¤ú‡K© AbymÜvb K‡i cÖvß Z_¨ I DcvË¸‡jv cixÿY, we‡kølY I 

ch©v‡jvPbvc~e©K wjwLZ GKwU `wjj ev weeiYx| 

 

cÖwZ‡e`‡bi D‡Ïk¨   
Objectives of Report 

1. GKwU NUbvi g‡a¨ †Kvb ‡Kvb welq¸‡jv RwoZ Av‡Q, †m m¤ú‡K© mswkøó mKj‡K AewnZ Kiv; 

2. ‡Kvb GKwU NUbv ev welq m¤ú‡K© mwVK, e¯‘wbô, wbfy©j I wbi‡cÿ e³e¨ Dc¯’vcb Kiv; 

3. ‡Kvb GKwU welq m¤ú‡K© mwVK wm×všÍ MÖnY Ki‡Z mnvqZv Kiv; 

4. e¨e¯’vcKxq KvR †hgb: cwiKíbv cÖYqb, msMVb, wbqš¿Y I mgš̂qmvab BZ¨vw` mnRmva¨ I mdjfv‡e 

m¤úv`‡b mnvqZv Kiv; 

5. ‡Kvb RwUj I Sv‡gjvhy³ welq‡K mnR-mij fv‡e Z_¨, DcvË, e¨vL¨v-we‡køl‡Yi gva¨‡g Dc¯’vcb Kiv ; 

6. AZxZ †Kvb NUbvi djvdj‡K ’̄vqx `wjj wn‡m‡e msiÿY Kiv ; 

7. cÖwZôv‡bi cwiPvjK I e¨e¯’vcK‡`i mv‡_ Aaxb¯’‡`i †hvMv‡hvM I mym¤úK© ¯’vcbc~e©K mKj Kv‡R 

MwZkxjZv Avbvqb Kiv; 

8. ‡Kvb GKwU wel‡q mswkøó mKj c‡ÿi gZvgZ MÖnY I g~j¨vqb Kiv; 

9. mfvi Av‡jvP¨ m~wP, Av‡jvPbvi wm×všÍ I m`m¨‡`i Dcw¯’wZ BZ¨vw` welq mswkøó‡`i gv‡S cÖPvi Kiv Ges 

10. eZ©gv‡b †Kvb GKwU NUbvi cwi‡cÖwÿ‡Z, fwel¨‡Z wK wK KiYxq - †m m¤ú‡K© mycvwik cÖ̀ vb Kiv| 

 

cÖwZ‡e`‡bi ¸iæZ¡ I cÖ‡qvRbxqZv  
Importance and Necessity of Report 
e¨emvwqK Kvh©µ‡gi RwUjZv wbim‡bi wbwg‡Ë, hveZxq Kvhv©ejx¸‡jv‡K mnRZi Ges MwZkxj Kivi ‡ÿ‡Î 

cÖwZ‡e`‡bi ¸iæZ¡ Acwimxg| wb‡gœ wewfbœ `„wó‡KvY †_‡K cÖwZ‡e`‡bi ¸iæZ¡ I cÖ‡qvRbxqZv D‡jøL Kiv nj : 

cvV-7.1 
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1. e¨emvq cÖwZôv‡bi c`¯’ Kg©KZ©v‡`i‡K cÖwZw`b wewfbœ cÖ‡qvRbxq wm×všÍ MÖnY Ki‡Z nq| Gme wm×všÍ 

MÖn‡Yi Rb¨ bvbv iKg Z_¨, DcvË, gZvgZ I mycvwi‡ki cÖ‡qvRb nq| cÖwZ‡e`b wm×všÍ MÖnYKvix‡`i‡K 

Gme  Z_¨, DcvË, gZvgZ I mycvwik mieivn K‡i wm×všÍ MÖn‡Y f~wgKv cvjb K‡i| 

2. cÖwZ‡e`b GKRb e¨e¯’vc‡Ki Kvhv©ewjmg~n‡K mnRfv‡e m¤úv`‡b mnvqZv K‡i| e¨e¯’vcK cÖwZôv‡b bvbv 

iKg Kvhv©ewj m¤úv`b K‡i _v‡K, †hgb- cwiKíbv cªYqb, msMVb, wb‡`k©bv, wbqš¿Y, mgš̂qmvab, †cÖlYv 

BZ¨vw`| cÖwZ‡e`b e¨e¯’vcKMY‡K wewfbœ cÖKv‡ii LeivLei, Z_¨, DcvË mieivn K‡i DwjøwLZ 

e¨e¯’vcbxq KvR¸‡jv mnRfv‡e m¤úv`‡b mnvqZv K‡i| 

3. e¨emvq cªwZôv‡bi e¨¯’vcbvi ¯Íi 3wU| †hgb : D”P¯Íi e¨e¯’vcbv (Top level management), ga¨ Í̄i 

e¨e ’̄vcbv (Mid-level management) Ges  wbgœ̄ Íi e¨e¯’vcbv (Lower level management)| 

e¨e¯’vcbvi Kvh©vewj¸‡jv mnR I h_vh_fv‡e m¤úv`‡bi Rb¨ GK¯Í‡ii mv‡_ Ab¨ ¯Í‡ii e¨e¯’vcK‡`i 

g‡a¨ mgš̂q I †hvMv‡hvM GKvšÍ cÖ‡qvRb| G mgš̂q I †hvMv‡hvM ¯’vc‡bi †ÿ‡Î cÖwZ‡e`b ¸iæZ¡c~Y© 

f~wgKv cvjb K‡i|   

4. GKwU e¨emvq cÖwZôv‡bi wewfbœ wefvM I kvLv _v‡K| cÖwZwU wefvM ev kvLvi Kvh©vewji g‡a¨ mgš̂q 

mva‡bi †ÿ‡Î cÖwZ‡e`b ¸iæZ¡c~Y© fywgKv cvjb K‡i| 

5. e„n`vqZb Kvievi cÖwZôv‡b AmsL¨ cÖkvmwbK ¯Íi _v‡K| ZvB GK Í̄‡ii mv‡_ Ab¨ ¯Í‡ii mivmwi 

†hvMv‡hvM ¯’vcb m¤¢e n‡q D‡Vbv| G‡ÿ‡Î D”P¯Í‡ii Kg©KZ©vMY Li‡Pi wewfbœ LvZ Ges cwigvY KZ n‡e 

Zv wbgœ̄ Í‡ii Kgx©‡`i‡K cªwZ‡e`b AvKv‡i wVK K‡i †`b| Gi d‡j cÖwZôv‡bi cwiPvjbv e¨q¸‡jv 

wbqš¿‡Yi g‡a¨ _v‡K| 

6. e¨emvq cÖwZôv‡bi RwUj I Sv‡gjvhy³ welq¸‡jvi e¨vL¨v I we‡køl‡Yi ‡ÿ‡Î cÖwZ‡e`b ¸iæZ¡c~Y© f~wgKv 

cvjb K‡i| 

7. cÖwZ‡e`b cÖ‡qvRbxq †ÿ‡Î AZxe ¸iæZ¡c~Y© NUbvMy‡jvi cybtcÖKvk K‡i _v‡K| 

8. †Kvb NUbv ev welq m¤ú‡K© mswkøó c‡ÿi gZvgZ msMªn Ki‡Z cÖwZ‡e`b mnvqZv K‡i|     

9. †Kvb cÖwZôv‡bi ¸iæZ¡c~Y© wnmvecÎ Ges wm×v‡šÍi Kvh©weeiYx cÖwZ‡e`‡bi mvnv‡h¨ ¯’vqx `wjj wn‡m‡e 

msiÿY Kiv nq| 

10. A‡bK cÖwZ‡e`b e¨emvq cÖwZôv‡bi cªPvi gva¨g wn‡m‡e KvR K‡i, cÖwZôv‡bi mybvg I cwiwPwZ e„w×‡Z 

mnvqZv K‡i| 

 

 

 

mvims‡ÿc:  

cÖwZ‡e`b kãwU Øviv †Kvb welq ev NUbv m¤ú‡K© eY©bv ev weeiYx‡K eySvq| cÖwZ‡e`b n‡jv GKwU we‡kl gva¨g 

ev Kjv-‡KŠkj, hv †Kvb NUbv ev welqe¯‘ m¤ú‡K© AbymÜvb K‡i cÖvß Z_¨ I DcvË¸‡jv cixÿY, we‡kølY I 

ch©v‡jvPbvc~e©K wjwLZ GKwU `wjj ev weeiYx| cÖwZ‡e`b cȪ ‘Z Kiv nq KviY GKwU NUbvi g‡a¨ †Kvb ‡Kvb 

welq¸‡jv RwoZ Av‡Q, †m m¤ú‡K© mswkøó mKj‡K AewnZ Kiv; ‡Kvb GKwU NUbv ev welq m¤ú‡K© mwVK, 

e¯‘wbô, wbfy©j I wbi‡cÿ e³e¨ Dc¯’vcb Kiv; ‡Kvb GKwU welq m¤ú‡K© mwVK wm×všÍ MÖnY Ki‡Z mnvqZv 

Kiv| cÖwZ‡e`b wm×všÍ MÖnYKvixMY‡K Gme  Z_¨, DcvË, gZvgZ I mycvwik mieivn K‡i wm×všÍ MÖn‡Y f~wgKv 

cvjb K‡i| cÖwZ‡e`b e¨e¯’vcKMY‡K wewfbœ cÖKv‡ii LeivLei, Z_¨, DcvË mieivn K‡i DwjøwLZ e¨e¯’vcKxq 

KvR¸‡jv mnRfv‡e m¤úv`‡b mnvqZv K‡i cÖwZwU wefvM ev kvLvi Kvh©vewji g‡a¨ mgš̂q mva‡bi †ÿ‡Î 

cÖwZ‡e`b ¸iæZ¡c~Y© fywgKv cvjb K‡i| 
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cÖwZ‡e`b: D‡Ïk¨ I ‰ewkó¨ 

Report: Objectives and Characteristics   

 

D‡Ïk¨ 

 

G cvV †k‡l Avcwb-  

 cÖwZ‡e`‡bi ‰ewkó¨ e¨vL¨v Ki‡Z cvi‡eb; Ges 

 cÖwZ‡e`‡bi Acwinvh© ¸Yvejx Zz‡j ai‡Z cvi‡eb| 

 

 

cÖwZ‡e`‡bi ˆewkó¨  
Characteristics of Report 
cÖwZ‡e`‡bi wbR¯ ̂ wKQy ‰ewkó¨ i‡q‡Q| ‡h me ‰ewk‡ó¨i Kvi‡Y cÖwZ‡e`b mvaviY msev`, gZvgZ, mycvwik I 

wm×všÍ n‡Z Avjv`v †m me ˆewkó¨¸‡jv wb‡gœ D‡jøL Kiv nj: 

1. cÖwZ‡e`b GKwU wbw`©ó KvVv‡gv I wbqgvbyhvqx ‡jLv nq; 

2. cÖwZ‡e`‡b †h mg¯Í NUbv Ges welqe¯‘ D‡jøL Kiv nq Zv Aek¨B mwVK, wbfy©j I e¯y‘wbô n‡Z nq; 

3. cÖwZ‡e`‡bi welqe¯‘ AwaK †_‡K AwaKZi hyw³hy³ n‡Z nq; 

4. cÖwZ‡e`b me mgq wbi‡cÿfv‡e iwPZ nq; 

5. cÖwZ‡e`b †`L‡Z my›̀ i Ges cwi®‹vi cwi”Qbœ n‡Z nq A_©vr †Kvb cÖKvi NulvgvRv I KvUvKvwU QvovB cȪ ‘Z Kiv nq; 

6. cÖwZ‡e`‡bi fvlv mvejxj I cÖvÄj n‡q _v‡K;  

7. cÖwZ‡e`‡b fvlvi evûj¨Zv ~̀i K‡i mswÿß AvKv‡i iPbv Kiv nq; 

8. cÖwZ‡e`b GKwU wbw`©ó mg‡qi ˆZwi K‡i Dc¯’vcb Kiv nq, †hgb- ˆ`wbK, mvßvwnK, gvwmK ev evrmwiK; 

9. mvaviYZ wbw`©ó †Kv‡bv NUbv ev D‡Ï‡k¨ cÖwZ‡e`b iPbv Kiv nq; 

10. cÖwZ‡e`‡b Dcmsnvi, gZvgZ, civgk© I mycvwik _v‡K; 

11. cÖwZ‡e`b Aek¨B m¤ú~Y©Zv I cwic~Y©Zvi ¸Y enb K‡i; 

12. cÖwZ‡e`b nv‡Z ‡jLv, UvBc Kiv, Qvcv‡bv A_ev Kw¤úDUvi K‡¤úvR n‡q _v‡K| 

 

cÖwZ‡e`‡bi Acwinvh© ¸Yvejx  

Essential Elements of Report 
GKwU cÖwZ‡e`‡bi mv_©KZv Zvi KwZcq ¸Yvejxi Dci wbf©i K‡i| ZvB cÖwZ‡e`‡bi wbgœwjwLZ AZ¨vek¨Kxq 

¸Yvejx¸‡jv _vKv evÃbxq: 

1. wbw`©ó KvVv‡gv (Definite Structure): GKwU Av`k© cÖwZ‡e`b memgq mywbw`©ó KvVv‡gv AbymiY K‡i iPbv 

Ki‡Z nq| mywbw`©ó KvVv‡gv AbymiY K‡i cÖwZ‡e`b iPbv Kiv n‡j Gi †mŠ›`h© e„w× cvq Ges AvKl©Yxq 

nq| GKwU mv_©K cÖwZ‡e`‡bi wk‡ivbvg, cÖvc‡Ki bvg I wVKvbv, m~wPcÎ, welqe¯‘, Dcmsnvi, †idv‡iÝ, 

¯v̂ÿi, ZvwiL BZ¨vw` _vK‡Z nq| 

cvV-7.2 
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2. Z_¨ I Dcv‡Ëi mwVKZv (Accuracy of Data): cÖwZ‡e`‡b †h me Z_¨ I DcvË mwbœ‡ekb Kiv nq Zv 

Aek¨B mwVK n‡Z n‡e| wg_¨v, ev‡bvqvU, A‡hŠw³K, Aev¯Íe I AbygvbwfwËK †Kvb Z_¨ cÖwZ‡e`‡b D‡jøL 

Kiv DwPZ bq| 

3. m¤ú~Y©Zv (Completeness): cÖwZ‡e`b Aek¨B ¯q̂sm¤ú~Y© n‡Z n‡e| †Kvb Z_¨, DcvË ev welqe¯‘ ev` 

co‡j cÖwZ‡e`‡bi Kvh©KvwiZv nviv‡e| myZivs cÖwZ‡e`b mKj w`K †_‡K cwic~Y© n‡Z n‡e| 

4. cwi”QbœZv (Cleanness): cÖwZ‡e`b cwi®‹vi, cwi”Qbœ I AvKl©Yxq n‡j Gi MÖnY‡hvM¨Zv e„w× cvq| †Kvb 

cÖKvi NulvgvRv I KvUvKvwU n‡j cÖwZ‡e`‡bi ¸iæZ¡ K‡g hvq| 

5. fvlvi e¨envi (Use of Language): cÖwZ‡e`‡b mshZ fvlv e¨envi Kiv DwPZ| AZ¨šÍ mvejxj fv‡e 

cÖwZ‡e`‡b Z_¨mg~n Dc¯’vcb Ki‡Z nq, hv‡Z cÖwZ‡e`bwU wb‡RB wb‡R‡K e¨vL¨v Ki‡Z mg_© nq| 

6. mswÿßZv (Shortness): cÖwZ‡e`b hZUv m¤¢e mswÿß n‡Z n‡e| `xN© cÖwZ‡e`b A‡bKmgq cvVK‡`i 

g‡b weiw³i m„wó K‡i| ZvB cÖwZ‡e`‡b kã cÖ‡qv‡Mi mgq mwVK, cÖvmw½K, Dchy³ I Kvh©Ki Dcv‡q kã 

wbev©Pb K‡i wgZe¨qx n‡Z n‡e| 

7. my›`i Dc¯’vcbv (Attractive Presentation): GKwU cÖwZ‡e`b ZLbB mdj cÖwZ‡e`b e‡j MY¨ n‡e hLb 

Zvi cvVK‡`i Kv‡Q MÖnY‡hvM¨ n‡e| cÖwZ‡e`b me mgq ZË¡xq fvlv I msL¨vË¡K Z_¨ Øviv cwic~Y© n‡j 

Pj‡e bv| cÖwZ‡e`b‡K cvVK‡`i wbKU MÖnY‡hvM¨ Ki‡Z n‡j wewfbœ cÖKvi bKkv, ZvwjKv, wPÎ, PvU©, †iLv 

BZ¨vw` Øviv mnR mij fv‡e Dc¯’vcb Ki‡Z n‡e| 

8. my›`i cwi‡ekb (Attractive Presentation): †h †Kvb wRwb‡mi cwi‡ekb hw` my›`i nq Zvn‡j Zv 

mK‡ji gb‡hvM AvKl©Y Ki‡Z cv‡i| ZvB DbœZ gy`ªY ev UvBwcs, DbœZgv‡bi KvMR, AvKl©Yxq Kvwj, 

cwi”Qbœ A½m¾v ev AvKl©Yxq evuavB BZ¨vw` Øviv GKwU cÖwZ‡e`‡bi ¸YMZ gvb evov‡bv hvq| 

9. wbi‡cÿZv (Neutrality): GKwU mdj cÖwZ‡`‡bi Ab¨Zg ¸Y nj wbi‡cÿfv‡e Z_¨, DcvË Dc¯’vcb 

Kiv| †Kvb GKwU NUbv ev welq m¤ú‡K© AbymÜvb K‡i cÖvß Z_¨¸‡jv Aek¨B cÖwZ‡e`‡b wbi‡cÿfv‡e 

eY©bv Ki‡Z n‡e| 

10. Ab¨vb¨ (Others): 

K) GKwU DËg cÖwZ‡e`‡b Aek¨B mycvwik _vK‡Z nq, hv‡Z mwVK wm×všÍ MÖnY Kiv hvq; 

L) Aby‡”Q‡`i gva¨‡g welqe¯‘ Dc¯’vcb Kiv n‡j cvVK‡`i Kv‡Q mn‡R †evaMg¨ nq; 

M) cÖwZ‡e`‡bi welqe¯‘i mv‡_ wgj †i‡L GKwU wk‡ivbvg _vKv cÖ‡qvRb; 

N) cÖwZ‡e`‡b Aek¨B cÖwZ‡e`b cȪ ‘ZKvixM‡Yi ¯v̂ÿi _vK‡Z n‡e| 

 

 

mvims‡ÿc:  

cÖwZ‡e`‡bi ¸iæZ¡c~Y© ˆewkó¨¸‡jvi g‡a¨ i‡q‡Q ‡h cÖwZ‡e`b GKwU wbw`ó KvVv‡gv I wbqgvbyhvqx ‡jLv nq, 

cÖwZ‡e`‡b †h mg¯Í NUbv Ges welqe¯‘ D‡jøL Kiv nq Zv Aek¨B mwVK, wbfy©j I e¯y‘wbô nIqv; cÖwZ‡e`b me 

mgq wbi‡cÿfv‡e iPbv Kiv, Avevi cÖwZ‡e`‡b fvlvi e¨env‡i evûj¨Zv `~i Kiv, wbw`©ó ev we‡kl cÖ‡qvRb I 

D‡Ïk¨ AR©‡bi Rb¨ cÖwZ‡e`b ‰Zwi mn BZ¨vw`| GB mKj ‰ewk‡ó¨i Rb¨ cÖwZ‡e`b msev`, gZvgZ ev mycvwik 

†_‡K Avjv`v| Avevi cÖwZ‡e`‡bi mv_©KZv wbf©i K‡i AZ¨vek¨Kxq ¸Yvejxi _vKvi Dci| †hme ¸Yvejx _vKv 

evÃbxq Gi g‡a¨ i‡q‡Q wbw`©ó KvVv‡gv AbymiY Kiv, Z_¨ I Dcv‡Ëi mwVKZv eRvq ivLv, m¤ú~Y©Zv I cwi”QbœZv 

a‡i ivLv, fvlvi e¨envi mswÿßZv, my›`i Dc¯’vcbv, my›`i cwi‡ekb I wbi‡cÿZv †g‡b Pjv| 
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cÖwZ‡e`b cÖYq‡bi bxwZgvjv 

Principles of Report Writing    

 

D‡Ïk¨ 

 

G cvV †k‡l Avcwb-  

 cÖwZ‡e`b †jLvi †ÿ‡Î cvjbxq bxwZgvjv e¨vL¨v Ki‡Z cvi‡eb; Ges 

 cÖwZ‡e`b wjLvi wewfbœ c×wZ Rvb‡Z cv‡eb| 

 

 

cÖwZ‡e`b †jLvi †ÿ‡Î cvjbxq bxwZgvjv  
Principles of Writing Report 

cÖwZ‡e`b ˆZwi Ki‡Z cÖwZ‡e`K‡K wKQz ixwZ-bxwZ, c×wZ-cÖwµqv m¤ú‡K© hZœevb n‡Z nq| cÖwZ‡e`b ‡jLvi 

c~‡e©B cÖwZ‡e`K‡K me ixwZ-bxwZ, c×wZ, avc, c`‡ÿc BZ¨vw` wel‡q AZ¨šÍ `ÿZv I cvi`wk©KZv AR©b Ki‡Z 

nq| Zv bv n‡j Kvh©Ki cÖwZ‡e`b cȪ ‘Z Kiv m¤¢e nq bv| wb‡gœ GKwU cÖwZ‡e`b iPbv Kivi c`‡ÿcmg~n Av‡jvPbv 

Kiv nj: 

1. c~e© cwiKíbv MÖnY (Planning): †h †Kvb KvR ïiæ Kivi c~‡e© D³ Kv‡Ri wel‡q GKwU cwiKíbv cÖYqb 

Ki‡Z nq| †Zgwb cÖwZ‡e`b ˆZwi Kivi c~‡e© cÖwZ‡e`K‡K Gi iƒc‡iLv, wjLvi c×wZ, welqe¯‘ mvRv‡bvi 

†KŠkj BZ¨vw` welq m¤ú‡K© GKwU cwiKíbv MÖnY Ki‡Z nq| c~e© cwiKíbv Abyhvqx cÖwZ‡e`‡bi KvR 

ïiæ Ki‡j mdjfv‡e Kvh©Ki cÖwZ‡e`b cȪ ‘Z Kiv m¤¢e| 

2. AvIZv wbav©iY (Selecting Scope): cwiKíbv MÖn‡Yi ci cÖwZ‡e`K‡K cÖwZ‡e`‡bi AvIZv wba©viY Ki‡Z 

nq| AvIZv wba©viY Kiv n‡j cÖwZ‡e`bwUi D‡Ïk¨ AR©b Ki‡Z wK wK Z_¨ I DcvË cÖ‡qvRb n‡e †m 

m¤^‡Ü mn‡R cÖwZ‡e`K aviYv jvf Ki‡Z cv‡ib| 

3. Z_¨ msMÖn (Collecting Data): cÖwZ‡e`‡bi AvIZv wba©vi‡Yi ci cÖwZ‡e`K‡K cÖwZ‡e`b msµvšÍ bvbv 

cÖKvi Z_¨ I DcvË msMÖ‡ni w`‡K gb‡hvMx n‡Z n‡e| Z_¨ I DcvË `yB fv‡e msMÖn Kiv hvq| †hgb, 

cÖv_wgK Drm Ges †MŠY Drm| cÖv_wgK Drm¸‡jv nj- e¨w³MZ ch©‡eÿY, †gŠwLK mvÿvrKvi, cÖkœcÎ 

weZiY BZ¨vw`| †MŠY Drm¸‡jv nj- AZxZ cÖwZ‡e`b, cÖKvkbv, jvB‡eªwi cÎ-cwÎKv BZ¨vw`| 

4. Z‡_¨i e¨vL¨v I we‡kølY (Enterpreting and Analysing Data): Z_¨ msMª‡ni ci Z_¨¸‡jv e¨vL¨v I 

we‡kølY Ki‡Z nq Ges AcÖ‡qvRbxq Z_¨¸‡jv wPwýZ Ki‡Z nq| cÖwZ‡e`b ‰Zwii †ÿ‡Î AcÖ‡qvRbxq 

Z_¨¸‡jv ev` w`‡q ïaygvÎ cÖ‡qvRbxq Z_¨ I DcvË¸‡jv wb‡q KvR Ki‡Z nq| 

5. †bvU I  m~Î (Note and Reference): cÖwZ‡e`b ‰Zwi Kivi †bvU I m~Î, Drm my¯úófv‡e D‡jøL Ki‡Z 

nq, hv‡Z ciewZ©‡Z cÖwZ‡e`b mn‡R mK‡ji wbKU †evaMg¨ nq| 

6. Lmov cÖYqb (Making a Rough Copy): msM„nxZ Z_¨ I DcvË¸‡jv e¨vL¨v I we‡køl‡Yi ci G chv©‡q 

cÖwZ‡e`K cÖwZ‡e`bwU cixÿvg~jKfv‡e Dc¯’vcb K‡ib| Lmov cÖwZ‡e`b Dc¯’vc‡bi †ÿ‡Î mZK©Zv 

Aej¤b̂ Kiv n‡j cieZx©‡Z P~ovšÍ cÖwZ‡e`b ‰Zwii KvR mnR nq| 

7. cÖwZ‡e`b wjLb (Writing the Report): G chv©‡q cÖwZ‡e`K Dc¯’vcb `ÿZvi gva¨‡g cÖwZ‡e`bwU 

P~ovšÍfv‡e Dc¯’vc‡bi KvR ïiæ K‡ib| eZ©gv‡b cÖwZ‡e`b Kw¤úDUvi K‡¤úvR K‡i Dc¯’vcb Kiv nq| 

cvV-7.3 
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hZUv m¤¢e mnR, mij I mswÿßfv‡e wewfbœ wPÎ, bKkv, ZvwjKv, g¨vc BZ¨vw`i mvnv‡h¨ cÖwZ‡e`b 

Dc¯’vcb Kivi †Póv Ki‡Z nq d‡j cÖwZ‡e`bwU mswkøó gn‡ji wbKU MÖnY‡hvM¨ nq| 

 

cÖwZ‡e`b wjLvi wewfbœ c×wZ  
Methods of Report Writing 

GKRb cÖwZ‡e`K‡K mZK©Zvi mv‡_ ‡h‡Kv‡bv GKwU c×wZ AbymiY K‡i cªwZ‡e`b iPbv Ki‡Z nq| Z‡e cÖwZ‡e`b 

iPbvi wewfbœ c×wZ _vK‡jI AvR ch©šÍ †Kvb mywbw ©̀ó wbqg-c×wZ mve©Rbxbfv‡e DËg e‡j ¯̂xK…wZ jvf K‡iwb| 

GiciI cÖwZ‡e`b AvKl©Yxq Kivi Rb¨ GKwU wbw`ó c×wZ AbymiY Kiv DwPZ| 

cÖwZ‡e`b †jLvi †ek K‡qKwU c×wZ _vK‡jI ỳÕwU c×wZ we‡klfv‡e cÖPwjZ| h_v:  

K) Av‡ivn c×wZ (Inductive Method): Av‡ivn ej‡Z eySvq µgvš̂‡q wbP n‡Z Dc‡i DVv ev Av‡ivnb 

Kiv| wKš‘ Av‡ivn c×wZ ej‡Z eySvq, †Kvb wel‡q wm×všÍ MÖnY Ki‡Z n‡j cÖ_‡g welqe¯‘/Kvh© wVK Kiv 

Ges c‡i D³ welqe¯‘i mv‡_ RwoZ KviY¸‡jvi w`‡K `„wócvZ Kiv| A_©vr cÖ_‡g welqe¯‘ cici mvRv‡Z 

n‡e Ges c‡i †Kb Kiv nj Zv we‡ePbv Kiv| G c×wZ‡Z †Kvb c~e© cȪ ‘wZ ev cwiKíbv _v‡Kbv, 

cÖwZ‡e`K hLb †hB Z_¨ ev e³e¨ nv‡Z cvq ZLb †mB Z_¨ ev e³e¨‡K welqe¯‘ AvKv‡i mvwR‡q _v‡K| 

†h‡nZz G c×wZ‡Z †Kvb c~e© cȪ ‘wZ _v‡Kbv, †m‡nZz cÖ_‡g Rvbv welq¸‡jv w`‡q ïiæ K‡i ARvbv 

welqe¯‘̧ ‡jvi w`‡K AMªmi n‡Z nq| G c×wZwU †gvUvgywU Pvjy _vK‡jI Gi e¨envi LyeB Kg| Av‡ivn 

c×wZ‡Z cÖwZ‡e`b Dc¯’vcbvi gva¨‡g ïiæ nq Ges Dcmsnv‡ii gva¨‡g ‡kl nq| gv‡S gv‡S G c×wZ‡Z 

cÖwZ‡e`‡Ki civgk© ev mycvwik ms‡hvRb Kiv nq| 

L)  Ae‡ivn c×wZ (Deductive Method): Ae‡ivn ej‡Z eySvq, Dc‡ii w`K n‡Z wb‡Pi w`‡K bvgv| 

Ae‡ivn c×wZ‡Z †Kvb GKwU Kv‡h©i KviY wbw`©ó Kivi c‡i KvR Kivi c×wZ we‡ePbv Kiv| A_©vr GB 

c×wZ‡Z cÖ_‡g Dcmsnvi ev mycvwik Dc¯’vcb Kiv nq Ges cieZx©‡Z Z_¨vw` we‡kølY Kiv nq| Ae‡ivn 

c×wZ AwaK weÁvbm¤§Z e‡j Gi RbwcÖqZv e„w× cv‡”Q| Ae‡ivn c×wZ‡Z cÖwZ‡e`b cȪ ‘Z Kivi me©Rb 

¯x̂K…Z GKwU KvVv‡gv i‡q‡Q| †hgb : 

K) mswÿß weeiY  

L) f~wgKv  

M) g~je³e¨  

N) Dcmsnvi  

O) mycvwik ev civgk©  

P) cwiwkó  

Q) MÖš’cywÄ   

R) gšÍe¨ 

mvaviYZ ÿy`ª cÖwZ‡e`b Ges cÖvZ¨wnK welqvw` wb‡q wjwLZ cÖwZ‡e`b Ae‡ivn c×wZ‡Z cȪ ‘Z Kiv nq| 

GQvovI hLb †Kvb cÖwZ‡e`‡b Z‡_¨i †P‡q mycvwik ev civg‡k©i ¸iæZ¡ †ewk nq, ZLb G Ae‡ivn c×wZ 

MÖnY Kiv nq| Ab¨w`‡K, `xN© cÖwZ‡e`b ev we‡kølYvZ¥K cÖwZ‡e`b †hLv‡b Z‡_¨i e¨vL¨v we‡kølY cÖ‡qvRb, 

†m‡ÿ‡Î Av‡ivn ev c‡ivÿ c×wZ MÖnY Kiv nq| mvaviYfv‡e ejv hvq, Ae‡ivn c×wZ AwaK weÁvbm¤§Z 

Ges e¨¯Í cvVKMY GB c×wZ‡Z †jLv cÖwZ‡e`‡bi Dcmsnvi ev mycvwikgvjv cvV K‡i cÖwZ‡e`b m¤ú‡K© 

aviYv jvf Ki‡Z cv‡ib G‡Z mgq AcPq Kg nq, mnR‡eva¨ nq weavq Ae‡ivn c×wZ‡Z cÖwZ‡e`b iPbv 

Kiv DËg|  
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GKwU we‡kølYvZ¥K cÖwZ‡e`‡bi wewfbœ Ask  

Elements of Analytical Report 
we‡kølYvZœK cÖwZ‡e`‡bi wZbwU Ask _v‡K| cªwZwU Ask h_vh_fv‡e c~iY K‡i cÖwZ‡e`b ˆZwi Kiv n‡j Zv mv_©K 

I h_v_© n‡e| h_v- 

1. cÖviw¤¢K Ask: 

K)  wk‡ivbvg (Title): cÖwZ‡e`‡bi welqe¯‘‡K GKK_vq cÖKvk K‡i Ggb GKwU my›`i, AvKl©Yxq I 

mswÿß wk‡ivbvg w`‡Z nq| GwU GKwU AZ¨vek¨Kxq Ask| cvVK wk‡ivbvg †`‡LB cÖwZ‡e`‡bi 

g~jwelqe¯‘ m¤ú‡K© GKUv aviYv jvf Ki‡Z cv‡i| wb‡¤œ wk‡ivbv‡gi GKwU bgybv †`Iqv nj : 

 

 

 

L)  wk‡ivbvg cvZv (Title Page): GB cvZvq cÖwZ‡e`‡Ki bvg, wVKvbv, c`ex, hvi wbKU cÖwZ‡e`bwU 

Dc¯’vcb Kiv n‡e Zvi bvg wVKvbv, c`ex BZ¨vw` D‡jøL _v‡K| 

M)  m~PxcÎ (Index): †QvU cÖwZ‡e`‡b m~wPcÎ bv _vK‡jI P‡j, wKš‘ we‡kølYvZ¥K cÖwZ‡e`‡bi wewfbœ 

BDwbU ev Aa¨vq¸‡jv c„ôv b¤îmn D‡jøL Ki‡Z nq| †hgb: 

welqe ‘̄                                               c„ôvbs 

  f~wgKv 02 

 D‡Ïk¨ 04 

 welqe ‘̄ 07 

 Dcmsnvi 09 

 mycvwikgvjv 11 
N)  mvims‡ÿc (Summary): cÖwZ‡e`‡bi g~j welqe¯‘ mswÿß AvKv‡i G As‡ki g‡a¨ wjL‡Z nq| 

cÖwZ‡e`‡bi D‡Ïk¨, Z_¨, msMÖ‡ni c×wZ, mycvwik, civgk© gZvgZ BZ¨vw` mswÿß AvKv‡i GB As‡k 

‡jLv _v‡K| e¨ Í̄ cvVKMY mvims‡ÿc c‡o g~j cÖwZ‡e`‡bi m¤ú‡K© avibv jvf Ki‡Z cv‡i| 

2. g~j Ask: 

K)  g~j e³e¨ ev Mf©vsk (Main Body): GKwU we‡kølYvZ¥K cÖwZ‡e`‡bi cªavb I Acwinvh© Ask n‡jv 

g~j e³e¨ ev Mf©vs‡ki AskUzKz| cÖwZ‡e`‡bi g~j welqe¯‘ AZ¨šÍ my›`ifv‡e G As‡k wewfbœ wk‡ivbvg 

ev Dcwk‡ivbv‡g Dc¯’vcb Ki‡Z nq| g~j e³e¨ iPbv Kivi mgq cÖwZ‡e`K‡K †Lqvj ivL‡Z nq 

†Kv‡bv Aby‡”Q` †hb AwZ eo bv nq, cÿvšÍ‡i †Kvb Aby‡”Q` †hb cÖwZ‡e`b n‡Z ev` bv c‡o| 

L)  Dcmsnvi (Conclusion): cÖwZ‡e`‡bi g~j wel‡qi Dci wfwË K‡i cÖwZ‡e`K Dcmsnvi ˆZwi K‡ib| 

GB As‡k cÖwZ‡e`K AZ¨šÍ mywPwšÍZ I wbi‡cÿfv‡e cÖwZ‡e`‡bi welqe¯‘i Dci Zvi gšÍe¨ wjwce× 

K‡ib| 

M)  mycvwikgvjv (Recommendations): cÖwZ‡e`‡b mycvwik D‡jøL Kiv eva¨Zvg~jK bq| Aek¨ 

mycvwi‡ki welqwU KZ…©c‡ÿi Pvwn`vi Dci wbf©i K‡i| hw` KZ„©cÿ mycvwikmn cÖwZ‡e`b †ck Ki‡Z 

wb‡`©k †`b Zvn‡j mycvwik D‡jøL Ki‡Z nq, Ab¨_vq bq| cÖwZ‡e`‡bi mycvwik ev civgk©mg~n 

Aek¨B mywPwšÍZ I wbi‡cÿ n‡Z n‡e| 

 

K L M †Kv¤úvbx 

Rq‡`ecyi 

‡Kv¤úvbxi KviLvbvq msMwVZ AwMœKvÛ m¤úwK©Z cÖwZ‡e`b 
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3. cÖwZ‡e`‡bi cwiwkóvsk:  

K)  cwiwkó (Appendix): G AskwU cÖwZ‡e`‡bi GKwU ¸iæZ¡¡c„Y© Ask| cÖwZ‡e`bwU cvVK‡`i wbKU 

mnR I †evaMg¨ K‡i †Zvjvi wbwg‡Ë wewfbœ QK, PvU©, ZvwjKv, wPÎ, bKkv BZ¨vw` GB As‡k D‡jøL 

Ki‡Z nq| GKwU cÖwZ‡e`b m¤ú‡K© h_vh_fv‡e Abyaveb Kiv, cÖwZ‡e`‡bi welqe¯‘i mZ¨Zv cÖZ¨qY 

Kivi e¨vcv‡i cwiwkó AskwU cvVK‡`i mnvqZv K‡i| 

L)  MÖš’cywÄ (Bibliography): cÖwZ‡e`b cȪ ‘ZKv‡j †h me cyw¯ÍKv, eB, mvgwqK, cÖeÜ, Le‡ii KvMR 

BZ¨vw`i mnvqZv †bqv n‡q‡Q, Zvi GKwU ZvwjKv G As‡k D‡jøL Ki‡Z nq| ‡jL‡Ki bvg, eB‡qi 

bvg, cÖKvkbvi ¯’vb, Kvj I c„ôvi b¤î GKwU we‡kl c×wZ‡Z G As‡k wjwce× Ki‡Z nq| †hgb -

Raymon V. Lesikar & Marie E. Flatley, Lesikar’s Gi Basic Business Communication eBwUi 

†idv‡iÝ APA (6th) Referencing style  Gfv‡e †`Iqv nq- 

Lesikar, R., & Flatley, M. (2002). Basic business communication (9th ed., p. 10). Boston: 
McGraw-Hill. 

M) cÖwZ‡e`‡Ki ¯v̂ÿi (Signature of the Reporter): cÖwZ‡e`b †k‡l cÖwZ‡e`K‡K ¯̂vÿi cÖ̀ vb 

Ki‡Z nq| cÖwZ‡e`bwU hw` wUg ev KwgwUi gva¨‡g cȪ ‘Z Kiv nq Zvn‡j wUg ev KwgwUi mKj 

m`m¨‡K cÖwZ‡e`‡bi †k‡l ¯v̂ÿi Ki‡Z nq| 

 

 

mvims‡ÿc:  

cÖwZ‡e`b ˆZwi Ki‡Z cÖwZ‡e`K‡K wKQz ixwZ-bxwZ, c×wZ-cÖwµqv m¤ú‡K© hZœevb n‡Z nq| cÖwZ‡e`b ‡jLvi 

c~‡e©B cÖwZ‡e`K‡K me ixwZ-bxwZ, c×wZ, avc, c`‡ÿc BZ¨vw` wel‡q AZ¨šÍ `ÿZv I cvi`wk©KZv AR©b 

Ki‡Z nq| GKwU cÖwZ‡e`b iPbv Kivi c`‡ÿcmg~n n‡jv- c~e© cwiKíbv MÖnY, AvIZv wbav©iY, Z_¨ msMÖn, 

Z‡_¨i e¨vL¨v I we‡kølY, †bvU I m~Î, Lmov cÖYqb, I cÖwZ‡e`b wjLb| GKRb cÖwZ‡e`K‡K mZK©Zvi mv‡_ 

‡Kv‡bv c×wZ AbymiY K‡i cªwZ‡e`b iPbv Ki‡Z nq| cÖwZ‡e`b †jLvi †ek K‡qKwU c×wZ _vK‡jI `yÕwU c×wZ 

we‡klfv‡e cÖPwjZ| cÖ_gZ, Av‡ivn c×wZ hvi gva¨‡g cÖwZ‡e`K †Kvb wel‡q wm×všÍ MÖnY Ki‡Z n‡j cÖ_‡g 

welqe¯‘/Kvh© wVK K‡i Ges c‡i D³ welqe¯‘i mv‡_ RwoZ KviY¸‡jvi w`‡K `„wócvZ K‡i| wØZxqZ, Ae‡ivn 

c×wZ ej‡Z †Kvb GKwU Kv‡h©i KviY wbw`©ó Kiv Ges c‡i KvR Kivi c×wZ we‡ePbv Kiv‡K eySvq| GKwU 

we‡kølYvZœK cÖwZ‡e`‡bi wZbwU Ask _v‡K| h_v- cÖviw¤¢K Ask, g~j Ask, I cÖwZ‡e`‡bi cwiwkóvsk| 
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cÖwZ‡e`b Gi ‡kÖwYwefvM 

Classification of Report    

 

D‡Ïk¨ 

 

G cvV †k‡l Avcwb-  

 cÖwZ‡e`‡bi wfwË Abyhvqx †kÖwYwefvM e¨vL¨v Ki‡Z cvi‡eb|  

 

D‡Ï‡k¨i wfwË‡Z †kªwYwefvM  
Classification on the Basis of Objectives 
D‡Ï‡k¨i wfwË‡Z cÖwZ‡e`b‡K `yBfv‡M fvM Kiv hvq| h_v: K) Z_¨g~jK cÖwZ‡e`b; I L) we‡kølYvZ¥K cÖwZ‡e`b| 

wb‡¤œ G‡`i msÁv D‡jøL Kiv nj: 

K) Z_¨g~jK cÖwZ‡e`b (Informational Report): G cÖwZ‡e`‡b cÖwZ‡e`‡Ki †Kvb mycvwik ev gZvgZ _v‡K 

bv| Z_¨g~jK cÖwZ‡e`b wePvi we‡kølY K‡i mswkøó KZ©„cÿ ¯v̂axbfv‡e wm×všÍ MªnY K‡ib| 

L) we‡kølYvZœK cÖwZ‡e`b (Analytical Rreport): †h cÖwZ‡e`‡b ‡Kvb GKwU NUbv ev Ae¯’vi we¯ÍvwiZ e¨vL¨v 

we‡kølYmn Dc¯’vcb Kiv nq, Zv‡K we‡kølYvZ¥K cÖwZ‡e`b e‡j| G cÖKvi cÖwZ‡e`b mvaviYZ `xN© nq| 

we‡kølYvZ¥K cÖwZ‡e`‡b cÖwZ‡e`‡Ki mycvwik, gZvgZmn Z_¨vw`i e¨vL¨v we‡kølY _v‡K| 

 Dc‡ii msÁv¸‡jv we‡kølY K‡i Avgiv Z_¨g~jK I we‡kølYvZœK cÖwZ‡e`‡bi g‡a¨ †ek wKQy cv_©K¨ †`L‡Z 

cvB, hv wb‡¤œ Av‡jvPbv Kiv nj:  

wfwË Z_¨g~jK cÖwZ‡e`b we‡kølYg~jK cÖwZ‡e`b 

1. D‡Ïk¨ ‡Kvb NUbv ev Ae¯’vi ûeû Dc ’̄vcb Kiv 

Z_¨g~jK cÖwZ‡e`‡bi D‡Ïk¨| 

‡Kvb NUbv ev Ae¯’vi e¨vL¨v 

we‡kølYmn Dc¯’vcb Kiv cÖwZ‡e`‡bi 

D‡Ïk¨| 

2. gZvgZ Z_¨g~jK cÖwZ‡e`‡b wbR¯ ̂ gZvgZ 

cÖ̀ v‡bi my‡hvM †bB| 

we‡kølYg~jK cÖwZ‡e`‡b cÖwZ‡e`‡Ki 

wbR¯ ̂ gZvgZ ev mycvwik cÖ̀ v‡bi 

my‡hvM i‡q‡Q 

3. AvKvi G cÖwZ‡e`‡bi AvKvi A‡cÿvK…Z †QvU| G ai‡Yi cÖwZ‡e`b A‡cÿvK„Z `xN© 

nq| 

4. wm×všÍ MÖnY              Z‡_¨i we‡kølY _v‡Kbv e‡j wm×všÍ MÖn‡Y 

mnvqK nq bv| 

Z‡_¨i e¨vL¨v we‡kølY, gZvgZ I 

mycvwik _v‡K e‡j wm×všÍ MÖn‡Y 

mnvqK nq| 

5. AwfÁZv Z_¨g~jK cÖwZ‡e`b iPbvi Rb¨ we‡kl 

†Kvb `ÿZv ev AwfÁZvi cÖ‡qvRb nq 

bv| 

‡KejgvÎ `ÿ I AwfÁ cÖwZ‡e`‡Ki 

c‡ÿB Giƒc cÖwZ‡e`b iPbv Kiv 

m¤¢e| 

6. Dcmsnvi Z_¨g~jK cÖwZ‡e`‡bi wbw ©̀ó †Kvb KvVv‡gv 

ev QK †bB e‡j Dcmsnvi ’̄vb cvq bv| 

we‡kølYvZ¥K cÖwZ‡e`b wbw ©̀ó KvVv‡gv ev 

QK AbymiY K‡i iPbv Kiv nq e‡j 

Dcmsnvi Uvb‡Z nq| 

cvV-7.4 
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ai‡Yi wfwË‡Z †kªwYwefvM  
Classification on the Basis of Style 
AvKvi AvK…wZ ev MVb cÖK…wZi wfwË‡Z cÖwZ‡e`b‡K cªavbZ ỳBfv‡M fvM Kiv hvq| h_v: K) AvbyôvwbK cÖwZ‡e`b, 

Ges L) AbvbyôvwbK cÖwZ‡e`b| wb‡¤œ G‡`i we¯ÍvwiZ weeiY †`Iqv nj: 

K) AvbyôvwbK cÖwZ‡e`b (Formal Report): †h cÖwZ‡e`b ˆZwii mgq wbw`©ó wbqg-Kvbyb ev wbav©wiZ c×wZ 

cy•Lvbycy•Lfv‡e AbymiY Kiv nq, Zv‡K AvbyôvwbK cÖwZ‡e`b ejv nq| G cÖwZ‡e`b wbw`©ó wKQy wbqgbxwZ, 

D‡Ïk¨ ev ‰ewk‡ó¨i wePv‡i Ab¨vb¨ cÖwZ‡e`b n‡Z Avjv`v| e¨emvq cÖwZôv‡bi AZxe ¸iæZ¡c~Y© welqvw` 

AvbyôvwbK cÖwZ‡e`‡bi gva¨‡g iPbv Kiv nq| AvbyôvwbK cÖwZ‡e`b‡K ỳB fv‡M fvM Kiv hvq| h_v:-  

1.  wewae× cÖwZ‡e`b (Statutory Report): 1994 mv‡ji †Kv¤úvwb AvB‡bi 77 bs aviv Abyhvqx 

†Kv¤úvwb eva¨Zvg~jK fv‡e wewae× mfvi Kgc‡ÿ 21 w`b c~‡e© cÖ‡Z¨K †kqvi †nvìvi‡K ‡h wee„wZ ev 

cÖwZ‡e`b cvVv‡Z nq Zv‡K wewae× cÖwZ‡e`b e‡j| wewae× cÖwZ‡e`b ỳB cÖKvi h_v : 

A)  wbixÿ‡Ki cÖwZ‡e`b (Auditor’s Report): †Kv¤úvwbi wnmvecÎ hvPvB evQvB c~e©K wbixÿK 

KZ…©K †h cÖwZ‡e`b cȪ ‘Z Kiv nq Zv‡K wbixÿ‡Ki cÖwZ‡e`b e‡j| 

Av) cwiPvjK‡`i cÖwZ‡e`b (Director’s Report): †Kv¤úvwbi cwiPvjKMY wewfbœ Kvh©vw` 

†kqvi‡nvìviMY‡K AeMZ Kivi Rb¨ evwl©K mvaviY mfvq †h cÖwZ‡e`b †ck K‡ib Zv‡K 

cwiPvjK‡`i cÖwZ‡e`b e‡j| 

2.  Awewae× cÖwZ‡e`b (Non-Statutory Report): †h cÖwZ‡e`‡b wbw`©ó †Kvb QK ev wbqgKvbyb AbymiY 

Kiv nq bv Zv‡K Awewae× cÖwZ‡e`b e‡j| Awewae× cÖwZ‡e`b ỳB cÖKvi| h_v:       

A)  e¨e¯’vc‡Ki cÖwZ‡e`b (Manager’s Report) t wefvMxq cÖavb ev KZ©v e¨vw³MY cwiPvjKgÐjxi 

AeMwZi Rb¨ wbR wbR wefv‡Mi Kvh©vewji Dci †h cÖwZ‡e`b ˆZwi K‡ib Zv‡K e¨e ’̄vc‡Ki 

cÖwZ‡e`b e‡j| 

Av) mwP‡ei cÖwZ‡e`b (Secretarial Report): †Kv¤úvwbi mwPe KZ©„K cÖYxZ cÖwZ‡e`b‡K mwP‡ei 

cÖwZ‡e`b ejv nq| 

L)  AbvbyôvwbK cÖwZ‡e`b (Informal Report):  †h cÖwZ‡e`‡bi ˆZwii mgq wbw`©ó QK ev wbqgKvbyb h_vh_ 

fv‡e cvjb Kiv nq bv Zv‡K AbvbyôvwbK cÖwZ‡e`b e‡j| G ai‡bi cÖwZ‡e`b †gŠwLK ev wjwLZ n‡q 

_v‡K| e¨emvq cÖwZôv‡bi A‡cÿK…Z Kg ¸iæZ¡c~Y© welqvw` G cÖwZ‡e`‡b ¯’vb cvq| AbvbyôvwbK 

cÖwZ‡e`b‡K wZb fv‡M fvM Kiv nq:       

1)  cÎ cÖwZ‡e`b (Letter Report): evwYwR¨K cÎvKv‡i Z_¨ ev DcvË‡K Dc ’̄vcb K‡i †h cÖwZ‡e`b †jLv nq 

Zv‡K cÎ cÖwZ‡e`b e‡j| 

2)  ¯§viK cÖwZ‡e`b (Memorandum Report): e¨emvq cÖwZôv‡bi mKj Kg©KZ©v I Kg©PvwiMY‡K †Kvb 

GKwU welq m¤‡̂Ü AeMZ Kivi wbwg‡Ë †h cÖwZ‡e`b iPbv Kiv nq, Zv‡K ¯§viK cÖwZ‡e`b e‡j| 

3)  dig cÖwZ‡e`b (Form Report): e¨emvq cÖwZôvb ‡Kv‡bv NUbv ev welq m¤ú‡K© AeMZ nIqvi Rb¨ 

wbw`©ó QK ev dig Bmy¨ K‡i; `vwqZ¡kxj e¨w³ D³ QK ev di‡gi gva¨‡g h_vh_ KZ©…c‡ÿi wbKU †h 

cÖwZ‡e`b `vwLj K‡ib, Zv‡K dig cÖwZ‡e`b e‡j| 
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Ab¨vb¨ cÖwZ‡e`b: 

1. evRvi cÖwZ‡e`b (Market Report): †Kvb c‡Y¨i e¨emvwqK †jb‡`‡bi Dci †h cÖwZ‡e`b cÖYqb Kiv nq 

Zv‡K evRvi cÖwZ‡e`b e‡j| GwU wbw`©ó ev wbe©vwPZ †Kvb evRvi GjvKvq msNwUZ †jb‡`b m¤úwK©Z 

Z‡_¨i Dci wfwË K‡i cÖYqb Kiv nq| evRvi cÖwZ‡e`b cÖYqb Kivi Rb¨ GKwU mgq‡K we‡ePbvq Avbv 

nq| A_©vr †Kvb cY¨ evRv‡ii wbw`©ó mg‡qi µq, weµq, Pvwn`v, mieivn, g~j¨¯Íi evRvi cÖeYZv, g~j¨ 

m~PK BZ¨vw` Z‡_¨i mvnv‡h¨ evRvi cÖwZ‡e`b cÖYqb Kiv nq|  

2. evwl©K cÖwZ‡e`b (Annual Report): †Kv¤úvwbi evwl©K mvaviY mfvq Dc¯’vc‡bi Rb¨ †h cÖwZ‡e`b ˆZwi 

Kiv nq, Zv‡K evwl©K cÖwZ‡e`b e‡j| cwiPvjKgÛjx †Kv¤úvwbi †kqvi‡nvìvi‡`i cÖwZwbwa wn‡m‡e 

e¨emv‡qi hveZxq e¨e¯’vcbv I cwiPvjbvq AskMÖnY K‡ib| Zv‡`i †bZ…Z¡vax‡b e¨emv‡q †h mKj 

Kvh©Kjvc m¤úbœ nq †m m¤ú‡K© †kqvi‡nvìvi‡`i AewnZ Kiv‡bvi Rb¨ evwl©K cÖwZ‡e`b cÖYqb Kiv nq| 

AZGe ejv hvq, †hŠ_ g~jabx †Kv¤úvwbi evwl©K mvaviY mfvq Dc¯’vcb, †kqvi‡nvìvi‡`i AeMwZ I 

Aby‡gv`‡bi Rb¨ cwiPvjKgÛjx weMZ Avw_©K eQ‡ii hveZxq Kvh©Kjvc I AwR©Z djvdj m¤ú‡K© †h 

cÖwZ‡e`b cÖYqb K‡i Zv‡K evwl©K cÖwZ‡e`b e‡j| Giƒc cÖwZ‡e`b †Kv¤úvwbi evwl©K mvaviY mfvq 

Dc¯’vc‡bi Rb¨ cÖYqb Kiv nq weavq G‡K evwl©K mvaviY mfvi cÖwZ‡e`b wn‡m‡eI AwfwnZ Kiv nq| 

 

 

mvims‡ÿc:  

D‡Ï‡k¨i wfwË‡Z cÖwZ‡e`b‡K `yBfv‡M fvM Kiv hvq| h_v: K) Z_¨g~jK cÖwZ‡e`b; I L) we‡kølYvZ¥K 

cÖwZ‡e`b| †h cÖwZ‡e`‡b †Kvb GKwU NUbv ev Ae¯’v ûeû Dc¯’vcb Kiv nq Zv‡K Z_¨g~jK cÖwZ‡e`b e‡j| 

Avi †h cÖwZ‡e`‡b ‡Kvb GKwU NUbv ev Ae¯’vi we¯ÍvwiZ e¨vL¨v we‡kølYmn Dc¯’vcb Kiv nq, Zv‡K we‡kølYvZ¥K 

cÖwZ‡e`b e‡j| AvKvi AvK…wZ ev MVb cÖK…wZi wfwË‡Z cÖwZ‡e`b‡K cªavbZ `yBfv‡M fvM Kiv hvq| h_v: K) 

AvbyôvwbK cÖwZ‡e`b, Ges L) AbvbyôvwbK cÖwZ‡e`b| †h cÖwZ‡e`b ˆZwii mgq wbw`©ó wbqg-Kvbyb ev wbav©wiZ 

c×wZ cy•Lvbycy•Lfv‡e AbymiY Kiv nq, Zv‡K AvbyôvwbK cÖwZ‡e`b ejv nq| AvbyôvwbK cÖwZ‡e`b‡K `yB fv‡M 

fvM Kiv hvq h_v- wewae× cÖwZ‡e`b I Awewae× cÖwZ‡e`b| †h cÖwZ‡e`‡bi ˆZwii mgq wbw`©ó QK ev 

wbqgKvbyb h_vh_ fv‡e cvjb Kiv nq bv Zv‡K AbvbyôvwbK cÖwZ‡e`b e‡j| AbvbyôvwbK cÖwZ‡e`b‡K wZb fv‡M 

fvM Kiv nq h_v- cÎ cÖwZ‡e`b, ¯§viK cÖwZ‡e`b I dig cÖwZ‡e`b| Ab¨vb¨ cÖwZ‡e`‡bi g‡a¨ i‡q‡Q 1. evRvi 

cÖwZ‡e`b I evwl©K cÖwZ‡e`b| 

 

bgybv 

Sample 
 

 

 
 

†Kv¤úvwb bvg  t  evsjv MÖæc wjt 

Dc¯’vcK  t  Zvwbgv ingvb, cwiPvjK 

mfvi ZvwiL I mgq t  Ryb, 17, 2019 Bs ‡ivR ‡mvgevi, †ejv 5 NwUKv| 

mfvi ¯’vb  t  B›Uvib¨vkbvj Kb‡fbkb wmwU emy›aiv, c~e©vPj  

                                           nvBI‡q, XvKv| 

 

1. wewjK…Z †kqvi  t  K) mvaviY †kqvi 25,000 cÖwZwU 20 UvKv g~‡j¨i 

wewae× cÖwZ‡e`‡bi bgybv 
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                  L) AMÖvwaKvi †kqvi 3000 cÖwZwU 20 g~‡j¨i 

2. wW‡m¤î 31, 2006 ch©šÍ †Kv¤úvwbi cÖvwß I cwi‡kv‡ai weeiYx : 
cÖvwß I cwi‡kva wnmve 

cÖvwß UvKv cwi‡kva UvKv 

25,000 mvaviY †kqvi cÖwZwU 20 UvKv nv‡i  

 

3000 AMÖvwaKvi †kqvi cÖwZwU 20 UvKv nv‡i 

 

e¨vsK my`            

5,00,000 

 

60,000 

 

88,000 

 

cÖv_wgK LiP 

weÁvcb 

‡eZb  

fvov 

nv‡Z bM`  

e¨vsK Rgv 

2,00,000 

 

1,00,000 

1,05,000 

95,000 

70,000 

78,000 

 6,48,000                           6,48,000 

 

 

 

 

 

 

 

 

 

 

 

 

 

3.  mswkøó e¨w³e‡M©i bvg| 

4. ZjeK„Z †kqv‡ii UvKv e‡Kqv †bB| 

5. †kqvi wewµi Rb¨ ‡gmvm© wiqv †K 2% nv‡i Ae‡jLK wb‡qvM Kiv n‡q‡Q| 

6. †Kv¤úvwbi cÖv_wgK LiP aiv n‡q‡Q 3,00,00 UvKv, wKš‘ G eQi Ae‡jvcb Kiv n‡q‡Q 2,00,000 UvKv| 

7. e¨e¯’vcK cÖwZwbwai mv‡_ †Kvb Pzw³ nq bvB| 

 

Avgiv cÖZ¨qb Ki‡ZwQ †h, AÎ cÖwZ‡e`‡b DwjøwLZ Z_¨ mwVK| 

 

ZvwiL t XvKv,                               cwiPvjK‡`i ¯̂vÿi 

Ryb 17, 2019                                  1| ----------- 

                                        2|------------ 

                                        3|------------ 

                                        4|------------- 

                                        5|------------- 

 

Avgiv †NvlYv Kwi‡ZwQ †h, AÎ cÖwZ‡e`‡b DwjøwLZ †kqvi eÈb I cÖvwß cwi‡kva m¤úwK©Z wnmve mZ¨| 

 

¯v̂ÿi 

---------------- 

†gvev‡k¦i GÛ Ms  

bvg wVKvbv ‡ckv 

K)  cwiPvjKgÐjx : 

 Rbvev †eMg Avwgbv 

 Rbve †gv: mv‡ivqvi 

 Rbve Lv‡jKz¾vgvb 

 Rbve gymv Lvb 

 Rbve ‡ivKb Avn‡g` 

L)  wnmve wbixÿK 

 †gvev‡k¦i GÛ Ms 

M)  Zvwbgv ingvb 

 

64/G, evei †ivW, XvKv 

3/2, ‡ivW5, ‡m±i3, DËiv 

10/M, ‡MvwcevM, XvKv 

78,  igbv, XvKv 

we/101, DËi evÇv, XvKv 

 

62, K‡jR †ivW, MvRxcyi 

44, ¸jkvb-2, XvKv 

 

e¨emvqx 

H 

H 

PvKzix 

H 

 

wnmve wbixÿK 

PvKyix 
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†Kvb wkí cÖwZôv‡bi kªwgK Am‡šÍv‡li Dci GKwU cÖwZ‡e`b cȪ ‘‡Zi `vwqZ¡ Avcbvi Dci b¨¯Í n‡q‡Q| 

cÖwZ‡e`bwU cÖYqb Kiæb| 

 

cwiPvjKgÐjx 

‡Rbv‡ij Mv‡g©›Um wjt 

mvfvi, XvKv 

 

welq t  kªwgK Am‡šÍv‡li Z`šÍ cÖwZ‡e`b| 

 

myaxgÐjx, 

‡Rbv‡ij Mv‡g©›Um wjt Gi kªwgK‡`i g‡a¨ †h Am‡šÍv‡li m„wó n‡q‡Q Zvi cÖK…Z KviY¸‡jv D &̀NvU‡bi j‡ÿ¨ 

Avcbv‡`i wb‡`©k †gvZv‡eK wefvMxq cÖavb, kªwgK-Kgx© Ges mswkøó Ab¨vb¨ e¨w³e‡M©i mv‡_ Avjvc Av‡jvPbv, 

AbymÜvb I ch©v‡jvPbvi wfwË‡Z AÎ cÖwZ‡e`bwU cÖYqb Kiv n‡q‡Q| AbymÜvb I ch©v‡jvPbv K‡i †`Lv wM‡q‡Q 

g~jZ wZbwU wel‡q kªwgK‡`i g‡a¨ Am‡šÍv‡li m„wó n‡q‡Q, h_v - 

1. †eZb KvVv‡gv cwieZ©b; 

2. †evbvm cÖ̀ vb; Ges 

3. QywUi wbqgvejx cwieZ©b| 

Dc‡iv³ `vwe-`vIqv¸‡jvi wel‡q Avgvi gZvgZ wb‡gœ †ck Kijvg - 

1. †eZb KvVv‡gv cwieZ©b t kªwgK‡`i `vwe-`vIqv¸‡jvi g‡a¨ Ab¨Zg nj †eZb e„w× Kiv| Avgvi g‡Z, GB 

`vwewU A‡hŠw³K, KviY MZ eQi †_‡K Avgv‡`i Mv‡g©›Um evsjv‡`k miKvi KZ©„K mycvwikK…Z †eZb KvVv‡gv 

Pvjy Av‡Q| GQvov eZ©gv‡b Mv‡g©›Um wk‡íi g›`vfve Pj‡Q, †eZb KvVv‡gv ewa©Z Kiv n‡j cÖwZôvb Avw_©Kfv‡e 

ÿwZMȪ ’ n‡e| 

2. †evbvm cÖ̀ vb t eZ©gv‡b Avgv‡`i cÖwZôvb eQ‡i GKevi †evbvm cÖ̀ vb K‡i| kªwgK‡`i `vwe eQ‡i `yÕwU †evbvm 

cÖ̀ vb Kiv| AbymÜv‡b †`Lv wM‡q‡Q Avgv‡`i gZ mgRvZxq cÖwZôvb¸‡jv eQ‡i `yÕwU †evbvm cÖ̀ vb K‡i| 

myZivs kªwgK‡`i GB `vwewU mnvbyf~wZi mwnZ we‡ePbv Kivi Rb¨ †Rvi mycvwik KiwQ| 

3. QywUi wbqvgvejx t Ab¨vb¨ †Kv¤úvwb I wgjKviLvbvi Zzjbvq Avgv‡`i †Kv¤úvwb‡Z QzwUi wbqgvejx ÎæwUc~Y©| 

GB QywU QvUv Kg nIqvq cÖvqB kªwgKKwg©MY G wel‡q cÖwZev`gyLi n‡q D‡Vb| ZvB G cÖm‡½ Avgvi cȪ Íve 

nj, evsjv‡`k cvUKj ms¯’vi QywUi wbqgvejx AbymiY Ki‡j mydj cvIqv hv‡e| 

 

Dc‡iv³ welq¸‡jv m¤ú‡K© h_vh_ e¨e ’̄v MÖnY Kivi Rb¨ Aby‡iva KiwQ| 

 

ab¨ev`mn 

 

 

(kviwgb bvnvi) 

gvbe m¤ú` e¨e¯’vcK 

kªwgK Am‡šÍvl cÖwZ‡e`‡bi bgybv 
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†kqvi †nvìviMY 

kvcjv †Kv¤úvwb wjt 

bqv cëb, XvKv| 

 

myax gÛjx, 

Avgiv kvcjv †Kv¤úvwb wjt Gi wW‡m¤î 31, 2019 Zvwi‡L mgvß eQ‡ii Rb¨ cȪ ‘ZK„Z jvf-†jvKmvb wnmve I 

DØ„ËcÎ Ges GZ`&msµvšÍ cÖ‡qvRbxq KvMRcÎ cixÿv wbixÿv K‡iwQ| cixÿv wbixÿv †k‡l GB g‡g© †NvlYv KiwQ 

†h- 

1. jvf †jvKmvb wnmve I DØ„ËcÎ cixÿv wbixÿvi Rb¨ †Kv¤úvwb KZ„©K mKj KvMRcÎ mieivn Kiv n‡q‡Q| 

2. wewfbœ wnmv‡ei eB¸‡jv †Kv¤úvwb AvB‡bi wewa weavb Abyhvqx msiÿY Kiv  n‡q‡Q| 

3. ewY©Z Avw_©K eQ‡i †Kv¤úvwbi `vjvb-†KvVv I AvmevecÎ cybtg~j¨vqb Kiv n‡q‡Q| 

4. m‡Zi Rb Kg©KZ©v‡K AwMªg cÖ̀ vb Kiv n‡q‡Q, mgqgZ mevB Zv mgš̂q K‡i‡Qb| 

5. Av‡jvP¨ A_©eQ‡i †Kv¤úvwb 6 jÿ UvKvq 3wU cÖKí MÖnY K‡i‡Q, D³ cÖKí¸‡jv †Kv¤úvwbi wbR bv‡g †i‡L‡Qb| 

6. †Kv¤úvwbi mKj wnmvecÎ¸‡jv Avgv‡`i `„wó‡MvPi n‡q‡Q, Ges mewKQy h_vh_fv‡e msiwÿZ n‡q‡Q e‡j 

Avgiv g‡b Kwi| 

 

ab¨ev`mn- 

 

 

(‡gv: Avjx Avn‡g`) 

Avn‡g` GÛ e&ªv`vm© 

 

 

wbixÿ‡Ki cÖwZ‡e`‡bi bgybv 
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BDwbU DËi g~j¨vqb  

 

1. cÖwZ‡e`‡bi msÁv w`b| 

2. cÖwZ‡e`‡bi ¸iæZ¡ I cÖ‡qvRbxqZv Av‡jvPbv Kiæb| 

3. cÖwZ‡e`‡bi D‡Ïk¨ eY©bv Kiæb| 

4. cÖwZ‡e`‡bi ˆewkó¨ eY©bv Kiæb| 

5. cÖwZ‡e`‡bi Acwinvh© ¸Yvejx eY©bv Kiæb| 

6. DËg cÖwZ‡e`b †jLvi ev cÖYq‡bi †ÿ‡Î cvjbxq bxwZgvjv m¤ú‡K© Av‡jvPbv Kiæb| 

7. cÖwZ‡e`b wjLvi wewfbœ c×wZ e¨vL¨v Kiæb| 

8. cÖwZ‡e`b‡K KZwU fv‡M fvM Kiv hvq? 

9. D‡Ï‡k¨i I AvKvi AvK„wZi wfwË‡Z cÖwZ‡e`‡bi †kªYxwefvM ms‡ÿ‡c Av‡jvPbv Kiæb| 

10. cÖwZ‡e`‡b GKwU wbw`©ó KvVv‡gv I wbqgvbyhvqx ‡jLv nq- e¨vL¨v Kiæb| 
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