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इकाई – 1  ÿबÆ धन के िसĦाÆ त : सामाÆ य, शाÖ ýीय एवं वै²ािनक िसĦाÆ त 

इकाई कì संरचना 

1-1- izLrkouk   
1-2- mís”; 
1-3- laxBu] izcU/ku ,oa iz”kklu 

1-3-1- izcU/ku 
1-3-2- izcU/ku dh fopkj/kkjk,¡  
1-3-3- izcU/kdh; dk;Z  
1-3-4- OkSKkfud izcU/kdh; fl)kUr    

1-3-4-1- egRo ,oa vko”;drk  
1-3-4-2- oSKkfud izcU/ku ds fl)kUr  
1-3-4-3- oSKkfud izcU/ku ,oa iqLrdky; 
1-3-4-4- OkSKkfud izcU/ku esa oSKkfudrk vkSj dfe;k¡  

1-4- lkjka”k  
1-5- “kCnkoyh  
1-6- vH;kl iz”uksa ds mRRkj 
1-7- lUnHkZ xzUFk lwph 
1-8- mi;ksxh iqLrdsa 
1-9- fucU/kkRed iz”u 
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1-1- izLrkouk  

 
izcU/ku dh vo/kkj.kk uohu vo/kkj.kk ugha gSA ekuo lH;rk ds fodkl ds 

lkFk&lkFk izcU/ku dh vo/kkj.kk dk Hkh fodkl gqvk gSA euq’; viuh cqf) ds vuqlkj 
izcU/ku djrk vk;k gS] vr% ge ;g dg ldrs gSa fd izcU/ku ,d ckSf)d izfØ;k gSA 
izcU/ku vc ,d LorU= fo’k; cu pqdk gS vkSj blds mifo’k; Hkh cu x;s gSaA igys 
izcU/ku dk vuqiz;ksx (Application) nwljs fo’k;ksa ds lkFk fd;k tkrk FkkA izcU/ku dk 
vuqiz;ksx euq’; “kq: ls gh vius thou esa djrk vk;k gSA igys euq’; lewgksa esa jgrs 
FksA taxyksa esa lewgksa dk izcU/ku euq’; dh lH;rk ds fodkl ds lkFk&lkFk tfVy gksrk 
x;k rFkk orZeku esa ekuo laxBuksa dk izcU/ku lqu;ksftr rjhdksa ls vklku gksrk x;kA 

iqLrdky; Hkh ,d lkekftd laxBu gS vkSj iqLrdky; ds csgrj O;oLFkkiu 
vkSj iz”kklu gsrq izcU/ku dh vko”;drk gksrh gSA iqLrdky;ksa esa fofHkUu izdkj ds 
fØ;kdyki gksrs jgrs gSaA iqLrdksa dk O;oLFkkiu] if=dkvksa dh rduhdh izfØ;k] 
deZpkfj;ksa dk izcU/ku vkSj orZeku dEI;qVj ;qx eas fofHkUu cnykoksa ds lkFk lkeatL; 
cSBkdj izcU/ku djuk gh dq”ky izcU/ku dh Js.kh esa vkrk gSA fdlh Hkh laxBu ds dqN 
fufgr mÌs”; gksrs gSa mudks iwjk djus ds fy, ftl dk;Z iz.kkyh dh vko”;drk gksrh 
gS mls ge izcU/ku dgrs gSaA 

 

1-2- mís”; 

 laxBu] izcU/ku ,oa iz”kkludh ewy vo/kkj.kk dks Li’V djukA 
 izcU/ku ds dk;ksZa dh O;k[;k djukA 

 izcU/ku dh fofHkUUk fopkj/kkjkvksa dk o.kZu djukA 

 oSKkfud izcU/ku dh mRifRr] izdf̀r] fl)kUr ,oa izdk;ksZa dk v/;;u djukA 
 iqLrdky;ksa esa oSKkfud izcU/ku ds fl)kUrksa dk v/;;u djukA  
 OkSKkfud izcU/ku esa oSKkfudrk dk v/;;u djukA 

 

1-3- laxBu] izcU/ku ,oa iz”kklu 

 
laxBu ,oa izcU/ku dks lkekU; rkSj ij ,d gh le>k tkrk gS tks fd fcYdqy Hkh lgh 
ugha gSA  
laxBu  

laxBu ,d ,slh O;oLFkk gS ftlesa dk;Z vkSj dk;Z djus okys ds chp esa ,d 
vPNk lEcU/k LFkkfir fd;k tkrk gSA laxBu ds }kjk vf/kdkj ,oa ftEesnkfj;k¡ nh 
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tkrh gSaA lp dgas rks laxBu izcU/ku ds dk;ksZa esa ,d dk;Z gS vkSj izcU/ku dk vax gksus 
ds ukrs laxBu izcU/ku dks dk;kZfUor djus esa lgk;d gksrs gSaA laxBu ,d izcU/kd ds 
vkStkj ds :Ik esa dk;Z djrk gSA ,d vPNs laxBu dh ljapuk vPNs izcU/ku ij gh 
fuHkZj djrh gSA 
izcU/ku  

izcU/ku ,d dk;kZfUor dk;Ziz.kkyh gS ftlesa v/khuLFk vkSj vU; deZpkjh dk;Z 
iwjs djrs gaaS ,oa muds }kjk dk;Z iwjk djus dh ,d iz.kkyh gSA izcU/kUk cgqr lh 
xfrfof/k;ksa ls feydj cuk gS] tSls& ;kstuk cukuk] laxBu fuekZ.k] vkns”k dh 
funsZf”kdk] lkeatL; LFkkfir djuk] dk;ksZa dk fu;U=.k djuk ,oa deZpkfj;ksa dks 
mRlkfgr@izksRlkfgr dk dk;Z djuk bR;kfnA ,d vPNk izcU/ku eq[;r% ,d “kfDr”kkyh 
laxBu ij gh fuHkZj djrk gSA laxBu dh lgk;rk ls gh izcU/ku viuh ftEesnkfj;kas ,oa 
dÙkZO;ksa dh iwfrZ djrk gSA 
iz”kklu  

izcU/ku dks ge le> ldrs gS fd ;g ,d ,slk dkS”ky gS ftlls nwljksa ls dke 
djk;s tkrs gSa] tcfd iz”kklu iwjs laxBu dh iz.kkyh ds iz”kklu ij vk/kkfjr gSA ;fn 
ge eksVs rkSj ij ckr djsa rks izcU/kd fdlh laxBu ds dk;ksZa dk fu;a=.k ,oa muds fy, 
fn”kk&funsZ”k tkjh djrk gS] tcfd iz”kklfud ;kstukvksa ls lEcfU/kr dk;ksZa dh ;kstuk,a 
cukuk iz”kklu dk gh dk;Z gSA 

 
uhfr;ka cukus dk dk;Z iz”kklu dk gS vkSj ;g mPp Lrj dk gksrk gSA tcfd 

izcU/ku dk Lrj laxBu esa e/; Lrj gksrk gSA iz”kklu }kjk cukbZ xbZ ;kstukvksa ,oa 
uhfr;ksa dks dk;kZfUor djuk izcU/kd dk dk;Z gSA 

 
iz”kklu dk Lo:Ik  

iz”kklu dks D;k dk;Z djuk pkfg, vkSj dc djuk pkfg,? 

Ikz”kklu dk dk;Z Iyku o uhfr;ka cukuk vkSj lalk/kuksa dk forj.k djuk bR;kfn gS vkSj 
blesa T;knkrj ljdkjh dk;kZy;] gLrf”kYi] “kS{kf.kd laLFkk,a o /kkfeZd laLFkk,a bR;kfn 
vkrh gSaA izcU/kd dk dk;Z ;g fu/kkZfjr djuk gS fd dkSu fdl dk;Z dks djsxk] dk;Z 
dSls iwjk fd;k tk;sxk vkSj iz”kklu }kjk cukbZ xbZ uhfr;ksa vkSj ;kstukvksa dks dc vkSj 
dSls ykxw djuk gSA blds vUrxZr ykHk nsus okys laxBu bR;kfn vkrs gSaA 

 

1-3-1- izcU/ku  
 

tSls fd ge igys gh crk pqds gSa fd ;g ,d ubZ vo/kkj.kk ugha gSA ;g “kq: ls gh 
izpfyr jgh gSA izcU/ku dbZ :iksa esa dbZ izdkj ds laxBuksa esa izkphudky ls gh fo|eku 



पÖु तकालय एवं सचूना केÆ þŌ का ÿबÆ धन                                                           BLIS-102 

उ°राखÁ ड मु³ त  िवÔ विवīालय  6 
 

gS ijUrq bldk fOkLrr̀ Kku uk gksus ds dkj.k bldk irk ugha  FkkA bldk ,d lhfer 
nk;jk Fkk vkSj fofHkUu izdkj dh vko”;drkvksa ds dkj.k bldh igq¡p vke vkneh rd 
ugha FkhA vc izcU/ku dh igq¡p vke vkneh rd igq¡p pqdh gS vkSj vc izcU/ku ,d 
LorU= fo’k; ,oa mifo’k;ksa lfgr mHkjdj lkeus vk;k gSA igys izcU/ku dks fofHkUu 
fo’k;ksa ds lkFk tksM+k tkrk Fkk] vc vius vki esa Hkh ;g vyx fo’k; cu pqdk gS vkSj 
vU; fo’k;ksa] laxBuksa bR;kfn es bldks dk;kZfUor fd;k tk jgk gSA 

 
ifjHkk’kk,a 
izcU/ku ij fofHkUu fo}kuksa us cgqr ls fopkj O;Dr fd;s gSa ,oa fofHkUu ifjHkk’kk,a nh gSA 
eq[;r% dqN ifjHkk’kk,¡ fuEufyf[kr gS& 
ekDlZ us iz”kklu dks ikfjHkkf’kr djrs gq, dgk fd iz”kklu pSrU; mÌs”; dh izkfIr ds 
fy, ,d fu”p;kRed fØ;k gSA ;g mu oLrqvksa ds fy, laxfBr iz;Ru rFkk lk/kuksa dk 
,d fuf”pr mi;ksx gS ftudks fd ge fØ;kfUor djuk pkgrs gSaA 
,e- :Fkuk Lokeh (M. Ruthna Swami) us dgk gS fd **fdlh Hkh dk;Z dh lQyrk mlh 
ij fuHkZj djrh gS pkgs og ml m|ksx dk izfr’Bkrk] uk;d o dEiuh dk lapkyu 
djrk gks og eq[; gS] ;kstuk cukrk gS] lapkyu djrk gS] vkns”k nsrk gS rFkk iwokZns”k 
dk [k.Mu djrk gS rFkk ogh vius fn, gq, vkns”kksa dks fØ;kfUor djkrk gSA** 
xzk gkbV ,oa fMedkWe ds “kCnksa esa **laxBu deZpkfj;ksa dh O;oLFkk gS tks mUgsa fn;s gq, 
mÌs”;ksa dh izkfIr ds fy, xq.k lEiUu cukrk gSA ;g dk;Z mu dksf”k”kksa ,oa {kerkvksa ls 
lEcfU/kr gksrk gS tks fdlh lkekU; mÌs”;ksa dh iwfrZ ds fy, lkewfgd :Ik ls vf/kdre 
lUrqf’V iznku djus ds fy, fd;s tkrs gSaA** 
gsujh Qs;ksy ds vuqlkj **izcU/ku dk dk;Z iwokZuqeku yxkuk] fu;kstu djuk] fu;a=.k 
djuk] funsZ”k nsuk] leUo; djuk ,oa laxBu dh lqpk: O;oLFkk djuk gSA** 
gSjkYM dwUVt ds vuqlkj  **izcU/ku vkSipkfjd :Ik ls laxfBr lewg ds lkFk rFkk 
mlds }kjk dke djokus dh dyk gSA** 

bl izdkj izcU/ku fdlh laLFkk o laxBu dh og O;oLFkk gS tks mldk lapkyu 
djus ds fy, ekuo “kfDr dk dq”kyrkiwoZd mi;ksx djrh gSA bl izdkj izcU/ku fdlh 
Hkh laLFkk o laxBu ds efLr’d ds :Ik esa dk;Z djrh gSA 

 

vH;kl iz”u 
 

1- izcU/ku dks ifjHkkf"kr dj mldh vo/kkj.kk dks Li"V dhft;s\ 
2- laxBu ds Lo:Ik dks Li"V dhft;s\ 
3- iz”kklu ds Lo:Ik dks Li"V dhft;s\ 
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1-3-2- izcU/ku dh fopkj/kkjk,sa 
 

nwljs {ks=ksa dh rjg izcU/ku ds {ks= esa Hkh le;&le; ij fofHkUu fopkj/kkjk,¡] 
fl)kUr ,oa rduhdksa dk fodkl gqvkA izcU/ku dh bu fofHkUu fof/k;ksa dk v/;;u 
izcU/ku dh fopkj/kkjkvksa ds :Ik esa fd;k tkrk gSA bu fopkj/kkjkvksa dks fuEufyf[kr 
:iksa esa foHkkftr fd;k tkrk gS& 

 
d- “kkL=h; izcU/ku fopkj/kkjk (Classical Theory) 
;g fopkj/kkjk ijEijkoknh fopkj/kkjk ds :Ik es fo[;kr gS bldk dky 1880 ls 1920 
rd dk ekuk tkrk gS] bl fopkj/kkjk esa eq[;r% gsujh Qs;ksy] ,Q- MCyw- Vsyj vkSj 
eSDl oscj dh fopkj/kkjk,a gSaA bl fopkj/kkjk dk mn~Hko ,Me fLEkFk ds Je fl)kUr ds 
}kjk gh gqvk gSA ,y mfoZd us Hkh bl fopkj/kkjk dks fodflr djus esa viuh Hkwfedk 
dk fuokZg fd;k gSA bl fopkj/kkjk ds dsUnzh;dj.k iz.kkyh ij tksj fn;k x;k gS vkSj 
Je foHkktu fl)kUr dh fØ;kvksa ,oa mÌs”;ksa dk Hkh bles lekos”k fd;k x;k gSA ;g 
fopkj/kkjk foosdh ekuo dk o.kZu djrh gS vkSj bl fopkj/kkjk esa esDlxzsxj ds X ¼,Dl½ 
fl)kUr dks vk/kkj cuk;k x;k gSA bl mUur fopkj/kkjk dks O;kikj gh ugh cfYd 
lkekftd laLFkkvksa dks ykxw fd;k tk ldrk gSA bl fopkj/kkjk ds eq[;r% rhu 
fl)kUr uhps fn;s x;s gSa& 

 oSKkfud izcU/ku fl)kUr (,Q- MCyw Vsyj) 

 izcU/ku fof/k fl)kUr (Management Process Theory) (gsujh 
Qs;ksy) 

 iz”kkldh;@ukSdj”kkgh fl)kUr (Bureaucratic Theory) (eSDl 
oscj) 

[k- uo”kkL=h; fl)kUr  
bldk dky 1920 ds ckn ls 1950 rd dk ekuk tkrk gSA blesa ekuoh; 

lEcU/k] fopkj/kkjk vkSj lkekftd nf̀’Vdks.k fopkj/kkjk dks lfEefyr fd;k x;k gSA bl 
fopkj/kkjk esa ekuoh; vko”;drkvksa] O;ogkj ,oa n`f’Vdks.k ij tksj fn;k x;k gSA blds 
fo}kuksa esa MCyw ts fMdlu] ,YVu es;ks] eSlyks] ,Q-ts- jk; fyLcxZj] gtZcxZ fydr 
rFkk ysfou dks Hkh lfEefyr fd;k tkrk gSA  

 
x- vk/kqfud izcU/ku fl)kUr 
 ;g fl)kUr 1950 ds ckn ls orZeku rd ekuk tkrk gSA blesa iwjh rjg ls 
deZpkfj;ksa ds n`f’Vdks.k ij tksj fn;k x;k gSA blds fo/kku esa eq[;r% fypQhYM dks 
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“kfey fd;k tkrk gSA ftldks ,d la”kks/ku oknh “kks/kdÙkkZ ekuk tkrk gSA blesa 
vizR;f{kr fl)kUr] lkLFkfud ekuorkokn ,oa iz.kkyh fl)kUr dks eq[; ekuk tkrk gSA 
fo”ks’krk,¡& bl fl)kUr dh eq[; fo”ks’krk,¡ fuEu gSa & 

 vkfFkZd izHkko”khyrk ij tksj nsukA 

 v/;;u ds fy, dEI;wVj ,oa lwpuk izkS|ksfxdh ds bLrseky ij 
tksj nsukA 

 ekuoh; rRoksa (Human Elements)] tSls euksoSKkfud vkSj 
O;ogkj fo”ys’k.k ij /;ku nsukA  

 izcU/ku ds dk;ksZa ,oa leL;kvksa dk vk/kqfud oSKkfud fof/k;ksa 
ds iz;ksx ,oa fo”ys’k.k ij tksj nsukA 
 

izcU/ku ds izfl) fo}ku gSjksYM dwUVt us bu fopkj/kkjkvksa dks ik¡p Hkkxksa esa foHkDr 
fd;k gS& 

d- “kkL=h; fopkj/kkjk 
 ;g ,d ijEijkoknh fopkj/kkjk gS ftldk tUe ,Me fLeFk ds Je 
foHkktu fl)kUr ds }kjk gh gqvk gSA bl fl)kUr ds fodkl esa Vsyj] Qs;ksy mfoZd ,oa 
lh- ,y- cukZM dk fo”ks’k ;ksxnku gSA bu fo}kuksa us dgk fd ;g fl)kUr dsoy O;kikj 
ij gh ykxw ugh gksrk gS cfYd bldks lkekftd laLFkkvksa ij Hkh izHkko”kkyh rjhds ls 
ykxw fd;k tk ldrk gSA oSKkfud izca/ku fl)kUr] izcU/kd iz.kkyh fl)kUr ,oa 
ukSdj”kkgh fl)kUr bldh “kkL=h; fopkj/kkjk ds vUrxZr gh vkrs gSaA ;g fopkj/kkjk 
dsUnzhdj.k ij gh cy nsrk gSA  

 
[k- ekuo O;ogkj fopkj/kkjk 

bl fopkj/kkjk dk mn; dky 1930 ds yxHkx ekuk tkrk gSA ,YVu es;ks blds 
eq[; tud ,oa fo}ku FksA ;g fl)kUr geas ;g Kku nsrk gS fd deZpkfj;ksa ds ijLij 
vUrZlEcU/k gh fdlh izcU/ku dks vkxs ys tkrs gSaA ;g fopkj/kkjk O;ogkfjd ekuoh; 
lEcU/kksa ij cy nsrh gSA blds vuqlkj izcU/ku dh leL;kvksa dk mUewyu lkekftd 
euksfoKku] ekuo”kkL=] lekt ,oa euksfoKku vk/kkfjr fl)kUrksa ds vk/kkj ij djuk 
pkfg,A ;g fopkj/kkjk blh rF; ij cy nsrh gSA ;g fopkj/kkjk dgrh gS fd izcU/kd 
dks ekuoh; ,oa O;ogkfjd lEcU/kksa }kjk ,d vf/kuk;d ds :Ik esa lHkh izcU/ku dh 
leL;kvksa dk lek/kku djuk pkfg,A 

 
x- fu.kZ; fopkj/kkjk ;k fu.kZ; gsrq fopkj/kkjk 
izcU/ku {ks= ds fo}ku lkbZeu blds izfriknd ekus tkrs gSaA mUgksaus bl fopkj/kkjk 

dk fodkl fd;kA ;g fopkj/kkjk fu.kZ; ysus lEcU/kh fu;e ij dsfUnzr gSA bl 
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fopkj/kkjk ds vuqlkj izcU/kd ds ikl fdlh fu.kZ; ij igq¡pus ds fy, cgqr ls fodYi 
gksrs gSa vkSj izcU/kd dks pkfg, fd lHkh fodYiksa dk ewY;kdau djds vfUre fu.kZ; ij 
igq¡psa ,oa fu.kZ; ysrs le; laxBu dh ljapuk] i)fr] mÌs”;] O;fDRk;ksa dh O;fDrxr ,oa 
euksoSKkfud izfØ;k,¡ ,oa muds y{;ksa ,oa mÌs”;ksa dks vk/kkj cukuk pkfg,A fu’d’kZ :Ik 
ls ;g dg ldrs gSa fd fu.kZ; ysrs le; lksp&le>dj lHkh laLFkk o dEiuh ?kVdksa 
dks /;ku esa j[kdj vkSj mudks “kkfey djds gh fu.kZ; ysus pkfg,A 

 
?k- vuqHko vk/kkfjr fopkj/kkjk  

tSlk fd blds uke ls gh fofnr gS fd ;s vuqHko ds vk/kkj ij izcU/kd dh 
leL;kvksa dk lek/kku djus dh fopkj/kkjk gSA bl fopkj/kkjk ds fo}ku  ;g ekurs gSa 
fd iwoZ ds fy, x;s vuqHkoksa ds vk/kkj ij gh leL;kvksa dk fo”ys’k.k ,oa ewY;kadu 
izcU/kd dks djuk pkfg,A ;g fopkj/kkjk T;knk mi;ksxh fl) ugh gksrh gS D;ksafd iwoZ 
esa vuqHko ml leL;k dh ifjfLFkfr;ksa ij vk/kkfjr Fks vkSj vc orZeku ifjfLFkfr;ksa ds 
okrkoj.k ij vk/kkfjr gSA le;] ifjfLFkfr] okrkoj.k] rduhd ,oa lwpuk izkS|ksfxdh 
ges”kk ifjorZu”khy jgrh gS blfy, ;g fopkj/kkjk izekf.kr fl) ugha gks ldrh gS 
ysfdu dHkh&dHkh ;g fopkj/kkjk mi;ksxh fl) gks tkrh gS] ;fn iwoZ vuqHkoksa dk 
fo”ys’k.k orZeku dh ifjfLFkfr;ksa ds vuqlkj fd;k tk;s rksA 

 
M- lkekftd iz.kkyh fopkj/kkjk  

;g fopkj/kkjk izcU/kdh; dk;ksZa ,oa leL;kvksa dk fo”ys’k.k lkekftd fopkj/kkjk 
ij vk/kkfjr djds djrh gSA bl fopkj/kkjk ds fo}ku psLVj cukMZ dks ekuk x;k gSA 
bl fopkj/kkjk ds vuqlkj izcU/kd dks leL;kvksa dk lek/kku lekt”kkL= ds fu;eksa ds 
vk/kkj ij djuk pkfg,] D;ksasfd euq’; ,d lkekftd izk.kh gS vkSj fdlh Hkh laxBu ,oa 
laLFkk ls equ’; deZpkjh ,oa izcU/kd ds :Ik esa tqM+s jgrs gSaA bl iz.kkyh esa leL;kvksa 
dk lek/kku lkekftd vk/kkj ij vk/kkfjr rdZiw.kZ rjhds ls fd;k tkrk gSA  

 

vH;kl iz”u 
4- “kkL=h; izcU/ku fopkj/kkjk dh vo/kkj.kk dks Li"V dhft;s\ 
5- ekuo O;ogkj fopkj/kkjk dks Li"V dhft;s\ 
6- lkekftd iz.kkyh fopkj/kkjk dks Li"V dhft;s\ 
 

1-3-3- izcU/kdh; dk;Z  
izcU/kdh; vkSj iz”kkluh; nksuksa “kCnksa dk iz;ksx Ik;kZ;okph dh rjg gksrk jgk 

gSA iz”kkldh; fo”ks’kKksa us cgqr ls dk;ksZa ,oa xfrfof/k;ksa dh igpku dh gS tks ,d 
dq”ky izcU/kd ds fy, vfuok;Z gSa vkSj budks ,d lkFk ykxw fd;k tk ldrk gSA 
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izfl) fo}ku ywFkj xqfyd (Luther Gulick) us lkr dk;ksZa dks vko”;d crk;k gSA 

ftudks  iksLVdkcZ (POSDCORB) dh laKk nh tkrh gSA ;gk¡ ij ,d ckr vkSj crkuh 

vko”;d gS fd bu lkrksa dks dbZ ys[kdksa us ikyu] dk;Z] fl)kUr ,oa rRo vkfn 

fofHkUu ukeksa ls vafdr fd;k gSA ;s iksLVdkcZ (POSDCORB) ;kstuk (Planning)  

laxBukRed(Organising)] LVkWQO;oLFkk(Staffing)] funsZ”ku(Direction)] leUo;(Co-

ordination)] izfrosnu(Reporting)] ctfVax(Budgeting)] izLrqfrdj.k(Reporting) budh 
foLr̀r O;k[;k bl izdkj ls gS] ;s rRo fdlh Hkh laLFkk ij ykxw gks ldrs gSa& 

 
1-3-3-1- fu;kstu (Planning) 

fu;kstu dk ;gk¡ ij vFkZ ;g gS fd gesa fdlh Hkh laLFkk laxBu ds mÌs”;ksa dk Kku 
igys ls gh gksuk pkfg,A fu;kstu ewyr% y{; ,oa mÌs”;ksa dks iwjk djus ds fy, fd, 
x;s iz;kl gSA Hkfo’; dh ;kstuk,a cukuk] Hkfo’; ds fy, lkspuk] rS;kj djuk] dk;ZØe 
cukuk] L=ksrksa dks vkaduk vkSj ewY;kadu djds iwjk ,d izys[k rS;kj djuk tSlk fd 
igys gh crk;k tk pqdk gS ;s fl)kUr fdlh Hkh laxBu o laLFkk ij ykxw gks ldrs gSaA  
iqLrdky; dk eq[; mÌs”; ikBdksa dh t:jrsa iwjk djds mudks larq’V djuk gksrk gSA 
iqLrdky; dh lkjh xfrfof/k;k¡ ikBdksa dks larq’V djus gsrq mÙke lsok, iznku djus ds 
bnZ&fxnZ gh ?kwerh gSaA iqLrdky; dks Hkfo’; dh ;kstuk,a ,slh cukuh pkfg;s fd ftlls 
de ls de O;; esa T;knk ls T;knk dk;Z lEiUu gks ldasA iqLrdky; ds fy, ;kstuk 
cukrs le; iqLrdky; dk izdkj] mldh izd̀fr] fLFkfr] Hkk’kk] ikBdksa ds izdkj ,oa 
muds f”k{k.k dk Lrj] iqLrdky; dk vkdkj] ikBdksa dh la[;k vkSj iqLrdky; ds eq[; 
mÌs”;ksa dks /;ku esa j[kdj gh iz;kl fd, tkus pkfg;s] ftlls mDr iqLrdky; dk 
mÌs”; vklkuh ls izkIr gks ldsA 

 
1-3-3-2- laxBu  

laxBu esa dk;ksZa ,oa nkf;Roksa dk foHkktu fd;k tkrk gS] vkSj dk;Z izokg o 
izd̀fr dks lqfuf”pr djds foHkkx] izHkkx] miHkkx] bdkbZ;ka rFkk lsy dk fuekZ.k fd;k 
tkrk gSA laxBukRed Mk;xzke o QykspkVZ vkfn }kjk laxBukRed ljapuk dk Li’V 
fp=.k fd;k tkrk gSA deZpkfj;ksa dh leqfpr la[;k] nkf;Ro o vf/kdkjksa esa lekurk] 
xfrfof/k;ksa dks rdZ lEer vk/kkj ij lewgksa esa ck¡Vuk ,oa Li’V :Ik ls ifjHkkf’kr djuk 
bR;kfn laxBu ds vUrxZr gh vkrs gSaA laxBu dh ljpauk dk ewY;kadu mÌs”; dks /;ku 
esa j[krs gq, gh djuk pkfg, rFkk laxBu dh lajpuk ,slh gksuh pkfg, fd ftlesa 
fLFkjrk ,oa yphykiu gks vkSj ifjorZu”khyrk dh x`grk Hkh gksuh pkfg,A 
iqLrdky; laxBuksa dh lajpuk dk;ksZa ds vk/kkj ij gh fu/kkZfjr dh tkrh gSA iqLrdky; 
laxBu dh lajpuk ,slh gks fd ftlls leLr deZpkfj;ksa dks lefUor fd;k tk lds 
vkSj ,d lw= esa fLFkfruqlkj fijks;k tk ldsA iqLrdky; esa laxzg fodkl] rduhdh 
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foHkkx] ifjlapj.k foHkkx] if=dk foHkkx o QksVksdkWih foHkkx bR;kfn dks laxfBr fd;k 
tkrk gSA izR;sd iqLrdky; dk laxBu mlds vkdkj] izd`fr o ikBdksa ds LRkj ij gh 
fuHkZj djrk gSA  
1-3-3-3- deZpkjh O;oLFkk  

fdlh Hkh laxBu o laLFkk dks pykus ds fy, dq”ky o vuqHkoh deZpkfj;ksa dh 
t:jr gksrh gSA deZpkjh O;oLFkk bl izdkj gksuh pkfg, ftlls dk;ksZa dh lekurk 
vf/kdkj o lgh O;fDr dks lgh dk;Z vkaofVr fd;k tk ldsA deZpkfj;ksa dh ;ksX;rk] 
vuqHko o dk;Zdq”kyrk ds vk/kkj ij dk;Z fn;s tkus pkfg,A deZpkfj;ksa ds fy, mÙke 
izdkj dk okrkoj.k LFkkfir djuk pkfg, vkSj mfpr O;ogkj djuk pkfg,A cM+s&cM+s 
laxBuksa ,oa laLFkkvksa esa ekuo lalk/ku fu;kstu igys ls gh fd;k tkrk gS ftlesa 
deZpkfj;ksa dks HkrhZ] izf”k{k.k] fodkl] ikfjrksf’kd] LokLF;] thou chek ,oa muds }kjk 
fd;s x;s dk;ksZa dk ewY;kadu fu’i{k :Ik ls fd;k tkrk gSA vktdy iqLrdky;ksa dh 
vis{kkvksa dk dksbZ vUr ugha gS bu lcdks /;ku esa j[kdj gh iqLrdky;ksa esa fofHkUu 
Jsf.k;ksa ds fo”ks’kK ,oa fuiq.k deZpkfj;ksa dh fu;qfDr dh tk jgh gSA orZeku esa 
deZpkfj;ksa dks mudh n{krk vkfn dks c<+kus ds fy, izf”k{k.k vkfn ds fy, ckgj Hkstk 
tkrk gSA iqLrdky;ksa ,oa fdlh Hkh laxBu ;k laLFkk ds fy, mÙke deZpkfj;ksa dh mÙke 
O;oLFkk gksuh cgqr gh t:jh gSA ftlls mDr iqLrdky; ,oa laLFkk] laxBu dk mÌs”; 
izkIr fd;k tk ldsA deZpkfj;ksa dks fu’BkiwoZd vkSj dk;ksZa ds izfr :fp tkx:d djuk 
Hkh ,d deZpkjh O;oLFkk dk gh ,d egRoiw.kZ ?kVd gSA  

 
1-3-3-4- funsZ”ku   

;fn fdlh laLFkk ds ikl LVkWQ gS] lalk/ku gS vkSj ;kstuk Hkh gS] ysfdu ,d dq”ky 
funsZ”ku ugha gS rks oks laLFkk vius mÌs”;ksa dh izkfIr ugha dj ldrhA funZs”ku dk mÌs”; 
laLFkk ds lnL;ksa dks muds y{;ksa dks izkIr djus dh vksj ys tkuk gSA funZs”ku dks ge 
izcU/kdh; xfrfof/k Hkh dg ldrs gSa vkSj ;g ,d mPprj izcU/ku dk;Z (Top level 

management work) gSA funsZ”ku esa ,d vPNh lapkj ,oa lEizs’k.kh;rk dk cgqr egRo 
gSA vkilh lapkj ,oa lEizs’k.kh;rk “kkfCnd rFkk fyf[kr nksukas :iksa esa gks ldrk gSA 
lEisz’k.k ,oa lapkj ls gh izR;sd deZpkjh dks laLFkk ds mÌs”; ,oa y{; Kkr gksrs gSaA 
izR;sd deZpkjh dks mldh ftEesnkfj;ak Hkh Kkr gksuh pkfg,A iqLrdky;k/;{k esa funsZ”k 
nsus dh {kerk ,oa ;ksX;rk gksuh pkfg,A iqLrdky;k/;{k dks vius O;fDrxr ykHk ,oa 
lq[k dk ifjR;kx djds vU; deZpkfj;ks ds lkeus ,d vkn”kZ izLrqr djuk pkfg, vkSj   
usr`Ro djus dk xq.k Hkh gksuk pkfg,A ,d lQy funsZ”ku iqLrdky; dks mlds y{;ksa 
dh vksj vxzlj djrk gSA  
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1-3-3-5- leUo; 
leUo; ,d ,slk rRo gS] ftlds fcuk dksbZ Hkh laLFkk o laxBu lHkh LVkQ ,oa 

lalk/ku ds gksrs gq, Hkh vius y{; dh izkfIr ugha dj ldrsA izcU/ku esa ikjLifjd 
fuHkZjrk] leUo; dh Hkkouk O;Dr djrh gS ,oa deZpkjh tc feytqy dj dk;Z djrs gaS 
rks ,slk yxrk gS fd os lc laLFkku ;k laxBu ds y{; flf) ds fy, dk;Z dj jgs gSaA 
vU; laLFkkuksa ,oa laxBuksa dh rjg iqLrdky;ksa es Hkh leUo; nks izdkj dk gksrk gSA 
,d rks deZpkfj;ksa esa vkil esa leUo; nwljk fofHkUu foHkkxksa tSls laxzg foHkkx] 
rduhdh foHkkx] i=&if=dk,a foHkkx vkSj ifjlapj.k foHkkx esa leUo;A iqLrdky; esa 
izR;sd deZpkjh dk vf/kdkj lqfu”pr gksuk pkfg,A leUo; dh LFkkiuk ds fy, iz”kklu 
dks iqLrdky;ksa esa deZpkfj;ksa dh lgh O;oLFkk] okrkoj.k] ikfjJfed bR;kfn dk Hkh 
/;ku j[kuk pkfg,A deZpkfj;ksa dks vf/kdkjksa ds izfr :fp gksuh pkfg, ,oa dk;Z djus 
dk eu Hkh gksuk pkfg,A 

 
1-3-3-6- izfrosnu  

le;&le; ij fdlh Hkh laxBu ,oa laLFkk esa vf/kdkfj;ksa dh miyfC/k;ksa ,oa 
vuqiyfC/k;ksa dh lwpuk miyC/k djkuk gh izfrosnu gSA izfrosnu ls laLFkk,a viuk 
ewY;kadu dj ldrh gSa vkSj vkxs vius esa lq/kkj dh izfØ;k viuk ldrh gSA 
iqLrdky;ksa esa lkaf[;dh; vkadMs tSls laxzg] iqLrdksa dh fuxZr la[;k] ikBdksa dh la[;k 
o miyC/k lsokvksa ds  iz;ksx dh fjiksVZ vius mPp vf/kdkfj;ksa dks nsuk vko”;d gksrk 
gSA izcU/kd dh ;s fjiksVZ vius vf/kuLFkksa ls le;&le; ij ekax ldrk gSA ftlls 
lEcfU/kr foHkkx esa dk;Zjr deZpkfj;ksaa dh dk;Zn{krk dk irk py lds vkSj iqLrdky; 
lq/kkj dh vksj vxzlj gks ldsA izfrosnu Hkh iqLrdky; izcU/k dk ,d egRoiw.kZ rRo gSA  

 
1-3-3-7- foÙk O;oLFkk  

dksbZ Hkh laLFkk] laxBu ,oa dEiuh fcuk foÙk ds dk;Z ugh dj ldrh gSA foÙk 
dh rqyuk ekuo “kjhj esa jDr lapkj ls dh xbZ gS] tSls “kjhj esa jDr dk egRo gS oSls 
gh fdlh Hkh laLFkk o iqLrdky; esa foÙk dk egRo gSA iqLrdky;ksa dks rks foÙk dh 
vko”;drk blfy, Hkh T;knk jgrh gS D;ksafd ;s ykHk fujis{k (Non-Profit) laxBu gSA 
;gk¡ dEifu;ksa dh rjg vk; ugh gksrh gSA ctV izLrqrhdj.k ,d iz”kklfud dk;Z gS 
ftldks cM+h dq”kyrkiwoZd o ewY;kadu djds gh izLrqr djuk pkfg,A ,d lqn<̀+ ctV 
cukuk] iqLrdky; dk ,d mPp lkaf[;dh; fooj.k nsuk vkSj vius mPp vf/kdkfj;ksa dks 
voxr djkuk] fdlh Hkh iqLrdky;/;{k dk ,d egRoiw.kZ xq.k ,oa ;ksX;rk gSA ctV 
rS;kj djus ds fy, cgqr lh i)fr;ka miyC/k gaS ftudks ctV cukrs le; mi;ksx esa 
yk;k tk ldrk gSA ctV dk [kpZ fdu&fdu enksa esa gksuk gS vkSj fdu&fdu lsokvksa 
ds foLrkj esa gksuk gS] ;g igys gh fu/kkZfjr gks tkuk pkfg,A iqLrdky; esa ikBdksa dh 
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D;k&D;k t:jrsa gS] mudk “kS{kf.kd Lrj D;k gS] & muds fy, D;k&D;k mi;ksx gks 
ldrk gS rFkk LVkQ izf”k{k.k] ubZ&ubZ IkzkS|ksfxfd;ksa dks ykxw djuk ;g lc dk;Z 
iqLrdky;k/;{k }kjk igys ls gh fu/kkZfjr djds ctV esa bldh O;oLFkk dj ysuh 
pkfg,A iqLrdky;k/;{k dks ctV cukrs le; nwjn”khZ gksuk pkfg,A mi;qZDRk rF;ksa ls 
;g Li’V gksrk gks tkrk gS fd ctV fuekZ.k o ctV dh O;oLFkk izcU/kd dk iz”kklfud 
dk;Z gSA iqLrdky;ksa esa ;g dk;Z iqLrdky;k/;{k vius ofj’B deZpkfj;ksa ds lkFk 
feydj lEikfnr dj ldrk gSA ctV dh izkekf.kdrk iqLrdky;k/;{k ds dk;Z 
dq”kyrk] xq.kksa o ;ksX;rk dks iznf”kZr djrh gSA 

 

1-3-4- OkSKkfud izcU/kdh; fl)kUr 
 

loZizFke gesa ;g le> ysuk pkfg, fd oSKkfud izcU/k ds fl)kUr dEifu;ksa] 
m|ksxksa ,oa O;kikfjd laLFkkvksa ds fy, gh ykHknk;d ugha gSa cfYd ;s lkekftd 
laLFkkvksa vkSj lsok laLFkkvksa ij Hkh dkjxj fl) gksrs gSaA OkSKkfud izcU/ku fl)kUr dks 
xzUFkky; iz”kklu@izcU/ku esas vPNh rjg ls ykxw fd;k tk ldrk gSA oSKkfud izcU/ku 
ds fl)kUrksa dk izfriknu QSMfjd MCy;w Vsyj us ¼1850&1915½ esa fd;kA Vsyj us vius 
lEiw.kZ thou esa ykxr dks de djds T;knk ls T;knk mRiknu c<+kus ij tksj fn;k] 
lkFk gh mUgksaus Jfedksa ds osru dks c<+kus ij Hkh tksj fn;kA OkSKkfud izcU/ku esa 
ijEijkoknh dk;Z iz.kkyh ,oa fl)kUrksa esa uohu foKku dk iz;ksx djds leL;kvksa dk 
lek/kku djuk gSA oSKkfud izcU/ku esa tSlk fd crk;k x;k gS fd lhfer lalk/kuksa ls 
lhfer mRiknu dh txg vf/kd mRiknu djuk] vlgefr dks lgefr esa cnyuk] ,dy 
O;fDrRo dks lg;ksx esa cnyuk] deZpkfj;ksa ds iw.kZ fodkl ij cy nsuk rFkk vuqHko 
vk/kkfjr i)fr ds lkFk&lkFk foKku dk iz;ksx djuk ;k OkSKkfud i)fr;ksa dks ykxw 
djuk vkrk gSA  

 
1-3-4-1- egRo ,oa vko”;drk  

lEiw.kZ jk’Vª ds fofHkUu vkS|ksfxd laLFkku bl fcUnq ls ijs”kku Fks fd mRiknu 
ugha c<+k ik jgs FksA deZpkfj;ksa dks bl ckr dk Kku ugha Fkk fd ;fn oks lgh&lgh 
dk;Z djsaxs vkSj T;knk dk;Z lqO;ofLFkr rjhds ls djssaxsa rks nSfud dk;ksZa esa de ls de 
{kfr gksxh vkSj dEiuh dks T;knk ls T;knk Qk;nk feysxkA ;fn dEiuh dks T;knk ykHk 
gksrk gS rks deZpkfj;ksa dk osru Hkh c<+sxkA ijEijkoknh rjhdksa dh txg uohu ,oa 
oSKkfud rjhdksa dks ykxw djus dk mn~ns”; mRiknu dks c<+kuk FkkA dEkZpkfj;ksa dh 
dk;Z{kerk] dEiuh dh mRikndrk] {kfr dks de djus rFkk ekuohdj.k ds fy, oSKkfud 
izcU/k dh vo”;drk gksrh Fkh vkSj bu lHkh mi;ksfxrkvksa dks ns[krs gq, bldk egRo 
de ugha vkadk tk ldrkA 
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,Q- MCy;w - Vsyj (F. W. Tayler) us oSKkfud izcU/ku dh vko”;drk ds fy, 
fuEufyf[kr ckrs dgh gSa%& 

 dk;Zdq”kyrk dks c<k+ok nsdj vdk;Zdq”kyrk dks jksdukA 

 fl)kUrksa dks ekuo xfrfof/k;ksa ij ykxw djukA 

 vO;ofLFkr izcU/ku dks jksdukA 

 oSKkfud fl)kUrksa ds iz;ksx ls vPNs ifj.kke izkIr djukA 

 iz”kklu izcU/ku dh fof/k dk fl)kUrksa ,oa fu;eksa ij vk/kkfjr gksukA 
 

1-3-4-2- oSKkfud izcU/ku ds fl)kUr& gsujh Qs;ksy us oSKkfud izcU/ku ds fuEu 
pkSng fl)kUr izfrikfnr fd;s gSa& 

 dk;Z dk foHkktu (Division of Work) 

 izkf/kdkj (Authority) 

 vuq”kklu (Discipline) 

 vkns”k dh ,drk (Unity of Command) 

 funsZ”ku dh ,drk (Unity of Direction) 

 futhfgr dks lkekU; fgr ls xkS.krk (Subordination of Individual 

Interest to General Interest) 
 dfeZ;ksa dk osru (Remuneration of Personal) 

 dsUnzhdj.k (Centralization) 

 vkns”k dh Jà[kyk (Scaler Chain) 

 Øe O;oLFkk (Order) 

 Lkekurk (Equity) 

 dk;Zdky dh fLFkjrk (Stability of Tenure) 

 izksRlkgu (Initative) 

 ,drk ,oa fu’Bk (Esprit De Corps) 
 

mi;qZDr pkSng fl)kUrksa dk O;k[;kRed fooj.k bl izdkj ls gS & 
 

1-3-4-2-1- dk;Z foHkktu (Division of Work) 
dk;ksZa dk foHkktu izcU/kd }kjk leku :Ik ls djuk deZpkfj;ksa esa fo”oluh;rk 

vkSj ;ksX;rk dk fodkl djrk gSA iqLrdky;ksa esa foHkkxhdj.k djds vko”;drkuqlkj 
dk;ksZa dk foHkktu djus ls iqLrdky; dks vklkuh ls lapkfyr djus esa lQyrk feyrh 
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gSA dk;Z foHkktu ls deZpkfj;ksa dh ftEesnkjh fuf”pr gksrh gSA foHkkxksa vkSj dk;ksZa dk 
foHkktu djds mudh ns[k&js[k ds fy, vyx&vyx foHkkx ds izHkkjh fu;qDr djuk Hkh 
iqLrdky; ds lQy lapkyu esa lgk;d fl) gksrk gSA ,slk djus ls fdlh Hkh deZpkjh 
ij dke dh vf/kdrk ugha jgrh gSA 

 
1-3-4-2-2- izkf/kdkj (Authority) 

tc fdlh dEkZpkjh ds ikl vf/kdkj vkrs gSa rks muds ikl ftEesnkjh Hkh vkrh 
gS vkSj vf/kdkj ds lkFk&lkFk vkns”k nsus dh “kfDr Hkh vkrh gSA ftEesnkjh vkSj 
vf/kdkj dk cgqr vPNk lEcU/k gksrk gSA iqLrdky; deZpkfj;ksa dks vius vf/kdkj ,oa 
mÙkjnkf;Roksa dk Kku Hkh vko”;d gSA izR;sd deZpkjh dks tc vius vf/kdkj dÙkZO; 
,oa ftEesnkfj;ksa dk Kku ugh gksxk rks dk;Z lqpk: :Ik ls ugha py ik;sxkA 
iqLrdky;ksa ds lHkh deZpkfj;ksa dks iqLrdky; ds mÌs”;ksa dks iwjk djus ds fy, vius 
mÙkjnkf;Roksa dh lgh&lgh tkudkjh gksuh pkfg,A iqLrdky;k/;{k dk ;g Hkh dÙkZO; gS 
fd izR;sd deZpkjh dks mlds vf/kdkj ,oa mÙkjnkf;Roksa ls voxr djk;sA 

 
1-3-4-2-3- vuq”kklu (Discipline) 

fdlh Hkh laLFkku o laxBu ds lQy lapkyu ds fy, vuq”kklu cgqr gh 
t:jh gSA deZpkfj;ksa dk vuq”kklu esa gksuk cgqr gh t:jh gSA iqLrdky; esa ge 
vuq”kkflr ikBdksa dh mEehn rHkh dj ldrs gSa] tc iqLrdky; LVkWQ Lo;a iwjs 
vuq”kklu esa jgsA vuq”kklu ls ikBdksa ds izfr tkx:drk o ftEesnkjh Hkh c<+rh gSA 
vuq”kklu ls dk;Z djus dh ,d:irk Hkh c<+rh gS ftlls iqLrdky; vius mn~ns”; dks 
vklkuh ls izkfIr dj ldrk gSA  

 
1-3-4-2-4- vkns”k dh ,drk (Unity of Command) 

;gk¡ ij vkns”k dh ,drk dk vFkZ ;g gS fd ,d le; esa deZpkjh dks ,d 
dk;Z dk vkns”k ,d O;fDr }kjk fn;k x;k gksA dbZ ckj vkns”k nks O;fDr;ksa }kjk ,d 
deZpkjh dks fn;k tkrk gS] ftlls vO;oLFkk mRiUu gks tkrh gS vkSj deZpkjh lksprk gS 
fd og igys fdl vkns”k dk ikyu djsA ,d mi;qDr pSuy ds }kjk vkns”k deZpkjh 
rd igq¡ps D;ksafd O;ogkj esa lkekftd ifjos”k esa euq’;ksa ds nksgjs lekns”kksa ds izfr 
vuqdwyurk ugha gksrh gSA iqLrdky; esa ;fn ,d O;fDr dks ,d le; esa nks 
vyx&vyx vf/kdkfj;ksa }kjk fdrkcsa fuxZr djus o fcy ikl djus dk vkns”k fn;k 
tkrk gS rks deZpkjh lksp esa iM+ tk;sxk vkSj nksuksa esa ls dksbZ Hkh dk;Z iwjk ugh dj  
ik;sxkA 
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1-3-4-2-5- funsZ”ku dh ,drk (Unity of Direction) 
deZpkfj;ksa dks fdlh Hkh laLFkk ;k laxBu esa funsZ”ku dh ,drk cgqr t:jh gSA 

,d gh ;kstuk ds vk/kkj ij iqLrdky; dk lapkyu lgh rjhds ls gks ldrk gSA 
funsZ”ku dh ,drk dk gksuk fdlh Hkh laLFkk] laxBu vFkok iqLrdky; esa vFkZO;oLFkk 
dks c<+kok nsxk vkSj mÌs”;ksa dh iwfrZ ugh gks ldsxhA 

1-3-4-2-6- futh LokFkZ dh lkekU; fgr ls xkS.krk (Subordination of Individual 

Interest to General Interest) 
fdlh Hkh laLFkk] laxBu vkSj iqLrdky; esa fdlh Hkh deZpkjh dk futh LokFkZ 

laLFkk ds fgr ds Åij ugh gksuk pkfg,A iqLrdky;k/;{k dk viuk LokFkZ iqLrdky; ds 
fgr ls Åij ugha gksuk pkfg,A iqLrdky;k/;{k dks viuk LokFkZ vkSj deZpkfj;ksa dk 
LokFkZ R;kx dj ikBdksa ds fgr dh ckr djuh pkfg, ftlls ikBdkas dks vf/kd ls 
vf/kd ykHk gks ldsA 

 
1-3-4-2-7- dfeZ;ks dk osru (Remuneration of  Personal) 

;g ckr lR; gS fd tc rd deZpkfj;ksa dks osru lUrks’ktud ugha feysxk rc 
rd og eu yxkdj dk;Z djus esa vlQy jgsaxsA deZpkfj;ksa dk osru muds 
jgu&lgu] thou fuokZg o lkekftd Lrj dks izHkkfor djrk gSA deZpkfj;ksa dks osru 
le; ij feyuk vkSj lUrks’ktud feyuk] muds mRlkg dks c<+krk gS vkSj ftlls 
iqLrdky; dk mÌs”; lQyrkiwoZd izkIr fd;k tk ldrk gSA vr% deZpkfj;ksa dks osru 
rdZ laxr vkSj fu;ekuqlkj le; ij feyuk pkfg,A 

 
1-3-4-2-8- dsUnzhdj.k (Centralization) 

fodsUnzhdj.k ls lalk/kuksa dh ferO;;rk esa deh vkrh gS] vkSj v/khuLFk 
deZpkfj;ksa dk egRo c<+ tkrk gSA dsUnzhdj.k esa v/khuLFk deZpkfj;ksa dh Hkwfedk dks 
de fd;k tk ldrk gSA dsUnzhdj.k ls LVkQ dks Hkh O;ofLFkr vkSj larqfyr fd;k tk 
ldrk gSA iqLrdky; esa dsUnzhdj.k djds iqLrdky; dk dk;Z O;ofLFkr ,oa v/khuLFk 
deZpkfj;ksa ds egRo dks de djds muds dk;Z ds mÙkjnkf;Roksa dks de fd;k tk ldrk 
gSA  

 
1-3-4-2-9-vkns”k dh Jà[kyk (Scaler Chain) 

fdlh Hkh laxBu] laLFkk vkSj iqLrdky; ds Øe ls iqLrdky; LVkQ dks 
O;ofLFkr fd;k tkrk gSA izR;sd deZpkjh dh ftEesnkjh r; dh tkrh gS vkSj iqLrdky; 
esa LVkQ dh Jà[kyk cukbZ tkrh gS vkSj dksbZ Hkh vkns”k o lwpuk pSuy vkSj Jà[kyk ls 
lEiszf’kr fd;k tkrk gS vkSj Jà[kyk ,slh gksuh pkfg, fd vfUre Js.kh ds deZpkfj;ksa ds 
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ikl dksbZ vkns”k o lwpuk “kh?kzrk ls igqWapk;h tk lds vkSj iwjh lwpuk lHkh dks le; ls 
Hksth tk ldsA  

 
 

1-3-4-2-10- lekurk (Equity) 
tSlk fd uke ls gh fofnr gS fd leku O;ogkj vkSj dk;Z Hkh deZpkjh dh 

{kerk dks ns[kdj gh fn;k tkuk pkfg,A iqLrdky; esa lHkh deZpkfj;ksa ds lkFk leku 
O;ogkj djuk pkfg, o i{kikr dh dgha Hkh xqatkb”k ugh gksuh pkfg, ftlls lHkh 
deZpkjh viuh bPNk ls iqLrdky; ds mÌs”;ksa dks iwjk djus esa viuh {kerk dk 
lgh&lgh iz;ksx dj ldsA lekurk dk O;ogkj fdlh Hkh laLFkk ,oa laxBu esa 
deZpkfj;ksa dk mRlkgo/kZu djrk gSA 

 
1-3-4-2-11- Øe O;oLFkk (Order) 

Øe O;oLFkk dk vFkZ ;gk¡ ij ;g gS fd fdlh Hkh laLFkk o laxBu esa izR;sd 
oLrq o O;fDRk vius fu/kkZfjr LFkku ij gh feysA vO;oLFkk fdlh Hkh laxBu dks xrZ dh 
vksj ys tkrh gSA iqLrdky; esa Øe O;oLFkk pkgs iqLrdksa dk gks ;k i=&if=dkvksa dk 
gks ;k dk;Zjr deZpkfj;ksa dk gh gks] lgh gksuk pkfg,A lHkh foHkkxksa dk Øe ,slk gksuk 
pkfg, ftlls fd le; dh cpr gks vkSj dk;Z dh fuHkZjrk dk Hkh gesa /;ku j[kuk 
pkfg,A 

 
1-3-4-2-12- dk;Zdky dh fLFkjrk (Stabality of Tenure) 

dk;Zdky dh fLFkjrk ls dq”kyrk ,oa vuqHko esa o`f) gksrh gS ftlls deZpkjh 
viuk dk;Z cM+h vklkuh ls o de le; esa dj ysrs gSa vkSj mDr foHkkx esa tks Hkh 
leL;k vkrh gS mldk lek/kku tYnh ls fudky ysrsa gSaA blfy, deZpkfj;ksa dh 
fLFkjrk cuk;s j[kus ds fy, de ls de LFkkukUrj.k gksuk pkfg, ysfdu dbZ ckj blls 
deZpkfj;ksa dh euekuh dh Hkh leL;k;sa c<+ tkrh gSa vkSj deZpkjh ,d gh dk;Z dks 
ckj&ckj djds ijs”kku gks tkrk gSA ysfdu fQj Hkh dk;Zdq”kyrk esa of̀) vkSj dke esa 
deh djus ds fy, deZpkfj;ksa dh fLFkjrk t:jh gSA  

 

1-3-4-2-13- izksRlkgu (Initiative) 
izksRlkgu nks izdkj dk gksrk gS foÙkh; vkSj vfoÙkh;A deZpkfj;ksa dk mRlkg 

c<kus ds fy, izcU/kd dks le; le; ij deZpkfj;ksa dks bZuke o iqjLdkj mudh 
miyfC/k ds vuqlkj nsuk pkfg,A ftlls deZpkjh vf/kd mRlkg ls viuk dk;Z dj 
ldasA mudh rjDdh le;&le; ij gksuh pkfg, ftlls mudk osru c<s vkSj deZpkjh 
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vius laxBu] laLFkk o iqLrdky; vkfn ds mÌs”;ksa dks iwjk djus esa viuh iwjh {kerk dks 
yxk nasA  

 
 
 

1-3-4-2-14- ,drk ,oa fu’Bk (Esprit De Corps) 

,drk esa gh “kfDr gksrh gS ;g dgkor rks ge lHkh cpiu ls gh lqurs vk jgsa 
gSa vkSj ;g fl)kUr laxBu@laLFkk o iqLrdky;ksa ds mÌs”;ksa dks iwjk djus ds fy, vfr 
egRoiw.kZ gSA ,d nwljs deZpkjh dks dU/ks ls dU/kk feykdkj ,d gksdj dk;Z djuk o 
gkFk c<+kuk fdlh Hkh laxBu o laLFkk dks cqyUn Å¡pkb;ksa rd igq¡pk nsrk gSA blfy, 
,drk dh Hkkouk dks cuk;s j[kus dh Hkkouk izcU/kd vkSj iqLrdky;k/;{k esa iw.kZ :Ik ls 
gksuh pkfg,A 

 

1-3-4-3- oSKkfud izcU/ku ,oa iqLrdky;  

 
iqLrdky;ksa esa oSKkfud izcU/ku dks ykxw gksuk vfr”;ksfDr ugh gS D;ksafd igys 

gh crk;k tk pqdk gS fd ;s fl)kUr flQZ O;kikjh laLFkk o laxBuksa ds fy, gh ugh gSa 
budks lkekftd laLFkkvksa ij Hkh ykxw fd;k tk ldrk gSA uhps fy[ks 6 eq[; fl)kUr 
oSKkfud izcU/ku ds bl izdkj ls gS %& 

 
1-3-4-3-1- dk;ksaZ dk fo”ys’k.k 

deZpkfj;ksa ds dk;ZHkkj dks lqfu”pr djuk vkSj ewY;kadu djuk gh bldk 
lkFkZd vFkZ gSA iqLrdky;ksa ds Hkh dk;ksZa dk fo”ys’k.k fd;k tk ldrk gSA ftlesa dk;ksZa 
dk foHkktu djds LorU= :Ik ls mi;qDr deZpkjh dks dk;Z lkSaiuk pkfg,A ftlls 
deZpkjh fcuk gLr{ksi ds viuk dk;Z djrk jgsA mnkgj.k Lo:Ik oxhZdkj viuk 
oxhZdj.k djrk jgs ftlls mldk vuqHko oxhZdj.k es ,d:irk yk;s vkSj dksbZ mlesa 
gLr{ksi uk djsA 

 

1-3-4-3-2- Je foHkktu 
iqLrdky; esa fofHkUu foHkkxksa esa fofHkUu Lrjksa ij dk;Zjr dfeZ;ksa dh ftEesnkjh 

lqfuf”pr dj nsuh pkfg,A iqLrdky; ds lQy lapkyu ds fy, ;g vko”;d gS fd 
deZpkfj;ksa dks dk;Z mudh n{krk vkSj dk;Z{kerk ds vuqlkj Je foHkktu djds lkSaius 
pkfg,A 
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1-3-4-3-3- dk;Ziz.kkyh 
iqLrdky; dh dk;Ziz.kkyh ds lq/kkj gsrq dk;ksZa dks Øec) djds mudk 

ewY;kadu dke iwjk gksus dh xfr dk v/;;u] midj.kksa ds iz;ksx dk ewY;kadu ,oa 
ekudhdj.k djuk pkfg,A bl fl)kUr ds vuqlkj dk;ksZa ds igys ls vktek;h gqbZ 
i)fr dk iz;ksx djuk pkfg,A 

 
1-3-4-3-4- vf/kdre ykHk 

bl fl)kUr dk lkj gS fd de ls de ykxr esa vf/kdre ykHk izkIr djukA 
iqLrdky;ksa dks ,sls fu;e o uhfr;k¡ cukuh pkfg, ftlls de ls de le; esa T;knk 
ls T;knk dk;Z djds vius ikBdksa dks lUrq’V dj ldsA  

 
1-3-4-3-5- ikfjJfed izksRlkgu  

izksRlkgu nks izdkj ds gksrs gSa & foÙkh; vkSj vfoÙkh;A ftlls deZpkfj;ksa ds 
vPNs izn”kZu ds fy, izksRlkgu nsrs gSa vkSj deZpkfj;ksa dh osru o`f) djds vkxs Hkh 
muls T;knk ls T;knk dke fy;k tk ldsA 

 
1-3-4-3-6- leUo;  

fcuk ikjLifjd lEcU/kksa ds dksbZ Hkh laxBu@laLFkk rjDdh ugha dj ldrh gSA 
dEkZpkfj;ksa esa e/; leUo; ds lkFk&lkFk fofHkUu foHkkxksa vkSj mues dk;Zjr deZpkfj;ksa 
vkSj foHkkxksa esa leUo; cgqr gh t:jh gSA iqLrdky;ksa esa lHkh dk;Z rks ,d nwljs ls 
fyad gksrs gSa] tSls laxzg fodkl o rduhdh foHkkx bR;kfnA deZpkfj;ksa vkSj vf/kdkfj;ksa 
ds chp dh [kkbZ ikVh tkuh pkfg, ftlls muds chp lgdkfjrk@lerk LFkkfir dh 
tk;sA bl fl)kUr ds }kjk gh deZpkfj;ksa ,oa vU; vf/kdkfj;ksa ds chp leUo; LFkkfir 
fd;k tkuk pkfg,A  

 

vH;kl iz”u 
7- OkSKkfud izcU/kdh; fl)kUr dh vo/kkj.kk dks Li"V dhft;s\ 
8- funsZ”ku dh ,drk dks OkSKkfud izcU/kdh; fl)kUr es Li"V dhft;s\ 
9- izksRlkgu dks OkSKkfud izcU/kdh; fl)kUr es Li"V dhft;s\ 
 

1-3-4-4- OkSKkfud izcU/ku esa oSKkfudrk vkSj dfe;k¡ 
;g ckr lR; gS fd oSKkfud izcU/ku es uohurk dk iz;ksx gqvk vkSj foKku ds 

lkFk bldk lekos’k.k fd;k x;k gSA ysfdu vly esa ;g ekuoh; lEcU/kh v/;;u gSA 
blus ekuo O;ogkj dks gh vPNh fn”kk nsus dk dke fd;k x;k gSA ekuo O;ogkj 
ifjorZu”khy gS blfy, bldks iwjh rjg foKku ls ij[kuk lEHko ugha gSA  
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fdlh Hkh laxBu laLFkk esa oSKkfud izkd~dFku dks ykxw djuk ml laxBu dh 
izd̀fr] vkdkj o orZeku ifjfLFkfr;ksa ij fuHkZj djrk gSA oSKkfud izcU/ku us dk;Z ds 
rduhdh i{k dks T;knk egRo nsdj ekuoh; rF; dks xkSa.k dj fn;k gSA tcfd ekuoh; 
rF; ewy rF; gSA ;fn dgsa fd oSKkfud izcU/ku esa OkSKkfudrk gS rks ge ;g Hkh tkurs 
gSa fd foKku fujUrj rjDdh vkSj fodkl dj jgk gSA blds QyLo:Ik tks oSKkfud 
fl)kUr vkt gS dy Hkfo’; esa foKku ds fodkl ds lkFk&lkFk ;s Hkh cny tk;assxs ;k 
vuqIk;qDr gks tk;saxsA oSKkfud izcU/ku esa deZpkfj;ksa dh dk;Z {kerk o {kerk ij T;knk 
cy fn;k x;k gSA ftlls deZpkfj;ksa esa ijLij rqyuk o Hk; dk ekgkSy cuk jgrk gSA  

1-4- lkjka”k  
izcU/ku ds fl)kUrksa ds ckjs esa igys ;s vo/kkj.kk Fkh fd ;s flQZ QSDVfj;kas] 

m|ksxksa o dEiuh bR;kfn esa gh T;knk dkjxkj fl) gS ysfdu vc ,slk fcYdqy ugha gSA  
izcU/ku ds fl)kUrksa dk iz;ksx laLFkkvksa] lHkh izdkj ds laxBuksa] vLirkyksa] jsyos] 
ljdkjh laLFkkvksa vkSj iqLrdky;kas esa Hkh izHkkoh :Ik ls gks jgk gS] vkSj buds lQy 
lapkyu esa ;s fl)kUr lgk;d fl) gks jgsa gSaA iqLrdky; lsok laLFkk,a gS] ;s ykHk izkIr 
djus okys laLFkku ;k dksbZ dEiuh ugha gSA iqLrdky; dh cgqr lkjh xfrfof/k;ka insZ ds 
ihNs gh jgrh gSa vkSj lsokvksa dk ewY;kadu mRiknu ds ewY;kadu ls cgqr fHkUu gksrk gSA 
lHkh ikBdksa dks lUrq’V djuk lEHko ugha gks ldrk] ysfdu izcU/ku ds fl)kUr vkSj 
oSKkfud izcU/ku fl)kUrksa dks iqLrdky;ksa esa izHkkoh :Ik ls ykxw djds iqLrdky;ksa ds 
mÌs”;ksa dks lQyrkiwoZd iwjk fd;k tk ldrk gSA vk/kqfud iqLrdky;ksa ds izcU/ku vkSj 
laxBu esa oSKkfud fof/k o izcU/ku ds fl)kUr egRoiw.kZ gSaA 

 

1-5- “kCnkoyh (Vocabulary) 
 
vf/kdkj (Authority) fu.kZ; ysus dk vf/kdkj vius v/khuLFkksa ij dk;Zokgh djus vkSj 
funsZ”k nsus dk vFkok laLFkk ds mÌs”;ksa dks ikus dsfy, dqN nkf;Ro iwjk djus dk 
vf/kdkjA 
leUo; (Co-ordination): cgqr ls dk;ksZa ,oa xfrfof/k;ksa dks feykdj ,d dk;Z”khyiw.kZrk 
dks ikus dh izfØ;k gSA  
lEizs’k.k@lapkj% lwpuk fopkjksa dks ,d nwljs dks gLrkUrj.k djuk gh lEisz’k.k gSA   
vfHkizsj.kk (Motivation): LVkQ ,oa dfeZ;ksa ds eu mRlkg vkSj loksZRd̀’V dk Hkko 
txkuk vkSj dfeZ;ksa dks iszfjr ,oa izksRlkfgr djukA  
usr`Ro (Leadership): ,slh iz.kkyh ftlds }kjk izcU/kd vius v/khuLFkksa dks dk;Z fn”kk 
funsZ”k nsuk vkSj izcU/kd tks djuk pkgrk gS og lc dqN djus ds fy, v/khuLFkksa dks 
izHkkfor djukA 
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1-6- vH;kl iz”uksa ds mRRkj 
 

1- izcU/ku fdlh laLFkk o laxBu dh og O;oLFkk gS tks mldk lapkyu djus ds fy, 
ekuo “kfDr dk dq”kyrkiwoZd mi;ksx djrh gSA bl izdkj izcU/ku fdlh Hkh laLFkk o 
laxBu ds efLr’d ds :Ik esa dk;Z djrh gSA 
2- laxBu ,d ,slh O;oLFkk gS ftlesa dk;Z vkSj dk;Z djus okys ds chp esa ,d vPNk 
lEcU/k LFkkfir fd;k tkrk gSA laxBu ds }kjk vf/kdkj ,oa ftEesnkfj;k¡ nh tkrh gSaA 
lp dgs rks laxBu vius vki es izcU/ku ds dk;ksZa esa gh ,d dk;Z gS vkSj izcU/ku dk 
vax gksus ds ukrs laxBu izcU/ku dks dk;kZfUor djus esa lgk;d gksrs gSaA laxBu ,d 
izcU/kd ds vkStkj ds :Ik esa dk;Z djrk gSA  

3- iz”kklu dk dk;Z D;k fd;k tkuk pkfg, vkSj dc fd;k tkuk pkfg,] Iyku o 
uhfr;ka cukuk vkSj lalk/kuksa dk forj.k djuk bR;kfn gS vkSj blesa T;knkrj ljdkjh 
dk;kZy;] gLrf”kYi] “kSf{k.kd laLFkk,a o /kkfeZd laLFkk,a bR;kfn vkrh gSaA izcU/kd dk 
Lo:Ik dkSu fdl dk;Z dks djsxk] dk;Z dSls iwjk fd;k tk;sxk vkSj iz”kklu }kjk cukbZ 
xbZ uhfr;ksa vkSj ;kstukvksa dk ykxw djuk gSA blds vUrxZr ykHk nsus okys laxBu 
bR;kfn vkrs gSaA 
4- bl fopkj/kkjk ds eq[;r% gsujh Qs;ksy] ,Q- MCy;w Vsyj vkSj eSDl oscj dh 
fopkj/kkjkaW, gSaA bl fopkj/kkjk dk mn~Hko ,Me fLEkFk ds Je fl)kUr ds }kjk gh gqvk 
gSA ,y0 mfoZd us Hkh bl fopkj/kkjk dks fodflr djus esa viuh Hkwfedk dk fuokZg 
fd;k gSA bl fopkj/kkjk ds dsUnzh;dj.k iz.kkyh ij tksj fn;k x;k gS vkSj Je foHkktu 
fl)kUr dh fØ;kvksa ,oa mÌs”;ksa dk Hkh blesa lekos”k fd;k x;k gSA 
5- bl fopkj/kkjk dk mn; dky 1930 ds yxHkx ekuk tkrk gSA gkoFkzksu 
(Howthrone) blds eq[; tud ,oa fo}ku FksA ;g fl)kUr ges ;g Kku nsrk gS fd 
deZpkfj;ksa ds ijLij vUrZlEcU/k gh fdlh izcU/ku dks vkxs ys tkrs gSaA ;g fopkj/kkjk 
O;ogkfjd ekuoh; lEcU/kksa ij cy nsrh gSA izcU/ku dh leL;kvksa dk mUewyu 
lkekftd euksfoKku] ekuo”kkL= lekt ,oa euksfoKku vk/kkfjr fl)kUrksa ds vk/kkj ij 
djuk pkfg,A 
6- ;g fopkj/kkjk izcU/kdh; dk;ksZa ,oa leL;kvksa dk fo”ys’k.k lkekftd fopkj/kkjk ij 
vk/kkfjr djds djrh gSA bl fopkj/kkjk ds fo}ku psLVj cukMZ dks ekuk x;k gSA 
mUgksaus gh bl fopkj/kkjk dks “kq: fd;k vkSj bldk dke fd;kA bl fopkj/kkjk ds 
vuqlkj izcU/kd dks leL;kvksa dk lek/kku lekt”kkL= ds fu;eksa ds vk/kkj ij djuk 
pkfg,A D;kasfd euq’; ,d lkekftd izk.kh gS vkSj fdlh Hkh laxBu ,oa laLFkk ls equ’;  
deZpkjh ,oa izcU/kd ds :Ik esa tqM+s jgrs gSaA 
7- oSKkfud izcU/ku ds fl)kUrksa dk izfriknu QSMfjd MCy;w Vsyj us ¼1850&1915½ esa 
fd;kA Vsyj us viuk lkjk thou ykxr dks de djds T;knk ls T;knk mRiknu c<+kus 
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ij tksj fn;k lkFk gh mUgksaus Jfedksa ds osru dks c<+kus ij Hkh tksj fn;kA OkSKkfud 
izcU/ku esa ijEijkoknh dk;Z iz.kkyh ,oa fl)kUrksa esa uohu foKku dk iz;ksx djds 
leL;kvksa dk lek/kku djuk gSA oSKkfud izcU/ku esa tSlk fd crk;k x;k gS fd lhfer 
lalk/kuksa ls lhfer mRiknu dh txg vf/kd mRiknu djuk] vlgefr dks lgefr esa 
cnyuk] ,dy O;fDrRo dks lg;ksx esa cnyuk] deZpkfj;ksa ds iw.kZ fodkl ij cy nsuk 
rFkk vuqHko vk/kkfjr i)fr ds lkFk&lkFk foKkudk iz;ksx djuk ;k OkSKkfud i)fr;ksa 
dks ykxw djukA 
8- deZpkfj;ksa dks fdlh Hkh laLFkkxr ;k laxBu esa funsZ”ku dh ,drk cgqr t:jh gSA 
,d gh ;kstuk ds vk/kkj ij iqLrdky; dk lapkyu lgh rjhds ls gks ldrk gSA 
funsZ”ku dh ,drk dk gksuk fdlh Hkh laLFkk] laxBu ,d iqLrdky; esa vFkZO;oLFkk dks 
c<+kok nsxk vkSj mÌs”;ksa dh iwfrZ gks ldsxhA 
9- izksRlkgu nks izdkj dk gksrk gS fofÙk; vkSj vfofÙk;A deZpkfj;ksa dk mRlkg c<kus ds 
fy, izcU/kd dks le;&le; ij deZpkfj;ksa dks bZuke o iqjLdkj mudh miyC/kh ds 
miy{; esa nsuk pkfg,A ftlls deZpkjh vkSj mRlkg ls viuk dk;Z dj ldsA mudh 
rjDdh le;&le; ij gksuh pkfg, ftlls mudk osru c<s vkSj deZpkjh vius laxBu] 
laLFkk o iqLrdky; vkfn ds mÌs”;ksa dks iwjk djus esa viuh iwjh {kerk dks yxk nsA  

 

1-7- lUnHkZ xzUFk lwph 
 

1- vUlkjh] ,e-,e- ¼2005½ iqLrdky; laxBu ,oa izcU/ku] dyk izdk”ku] 
okjk.klhA  

2- ekaxs jke ¼2009½ lwpuk ,oa lwpuk lekt] ,slksfl;sfVM ifCy”kZl] vkxjkA 
3- Ruthnaswamy, M (1950).  Principles and Practice of public 

Administration. Central Book Depot:  Allahabad, p11 
4- JhokLro] “;keukFk vkSj oekZ] lqHkk’kpUnz ¼1978½ iqLrdky; laxBu ,oa 

lapkyu % fl)kUr o O;ogkj] jktLFkku fgUnh xzUFk vdkneh] t;iqjA 
5- “kekZ] ch-ds-] lh- yky vkSj ds- dqekj ¼1999½ xzUFkky; ,oa lwpuk foKku] 

okbZ- ds- ifCy”klZ] vkxjkA 
 

1-8- mi;ksxh iqLrdsa 
 

1. Dhiman, Anil Kumar and Yashoda Rani. (2004). Library 
Management: A Manual for Effective Management. Ess Ess: New 
Delhi  

2. http://www.nios.ac.in/media/documents/SrSecLibrary/LCh-15AH.pdf 
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3. John MacFarlane (2009). Library Administration. Bibliobazaar, Llc: 
Charleston, SC 

4.  Krishan Kumar (1999). Library Administration and Management. 
Vikas Publishing House: Noida 

5. Mittal, R. L. (2007). Library Administration: Theory and Practice. Ess 
Ess:New Delhi 

6. Mittal, Savita (2005). Modern Library: Administration and 
Automation. Ess Ess: New Delhi 

7. Prasad, L. M. (2015). Principles and Practice of Management. Sultan 
Chand & Sons: New Delhi 

8. Sharma, C.K. and Singh, Kiran (2005). Library Management. Atlantic 
Publishers: New Delhi 

 

1-9 fucU/kkRed iz”u 
1- izcU/ku dks ikfjHkkf"kr dj mldh vo/kkj.kk o dk;ksZa dks Li"V dhft;s\ 
2- izcU/ku dh fopkj/kkjkvksa dk mYys[k dhft;s\ 
3- oSKkfud izcU/ku fopkj/kkjk ij ,d foLrr̀ fVIi.kh fyf[k;s\ 
4- oSKkfud izcU/ku dh vko”;drk o mldk egRo dks Li’V dhft;s\ 
5- gsujh Qs;ksy ds oSKkfud izcU/ku ds 14 fl)kUrksa ij izdk”k Mkfy;s\ 
6- oSKkfud izcU/ku dk iqLrdky; esa egRo ij izdk”k Mkfy;s\ 
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इकाई – 2   भौितक िनयोजन:  भवन, उपÖ कर और उपकरण  

2-1- izLrkouk   
2-2- mís”; 

2-1-1- HkkSfrd fu;kstu  
2-1-1-1  Hkou fuekZ.k ls iwoZ fopkj ;ksX; rRo 
2-1-1-2- iqLrdky; Hkou fuekZ.k fl)kUr 
2-1-1-3- iqLrdky; Hkou {ks= vkSj Hkw&Hkkx dh x.kuk 
2-1-1-4- iqLrdky; ,oa iqLrdky; Hkou 

2-1-2 miLdj ,oa midj.k  
2-1-2-1- ikBdksa ds fy, 
2-1-2-2- iqLrdky; deZpkfj;ksa ds fy, 

2-3- lkjka”k 
2-4- “kCnkoyh  
2-5- vH;kl iz”uksa ds mRRkj 
2-6- lUnHkZ xzUFk lwph 
2-7- mi;ksxh iqLrdsa 
2-8 fucU/kkRed iz”u 
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2-1- izLrkouk   
 
iqLrdky; esa ikBd] iqLrd o deZpkfj;ksa ds vfrfjDr lcls egRoiw.kZ vax 

iqLrdky; Hkou gSA ;fn gekjs ikl iqLrdsa gSa] ikBd Hkh gSa vkSj deZpkjh Hkh ysfdu 
iqLrdky; Hkou ugha gS] rks ;s lc O;FkZ gSA iqLrdky; Hkou ,slk gksuk pkfg, ftlesa 
lHkh foHkkxksa dk fuekZ.k gks lds vkSj LVSd o ikBdksa ds fy, ;FkkLFkku txg gks vkSj 
mldk lnqi;ksx Hkh gks ldsA izR;sd iqLrdky; dk ,d vPNk Hkou gksuk pkfg,A;g 
ugh gksuk pkfg, fd laLFkku ds dksbZ dejs ;k gkWy dks LorU= iqLrdky; dk Hkou 
?kksf’kr dj nsaA MkW0 ,l0 vkj0 jxkaukFku us dgk gS fd iqLrdky; ,d lao)Zu”khy 
laLFkk gS] blfy, MkW- jaxukFku ds bl fu;e dks /;ku esa j[krs gq, dgk tk ldrk gS 
fd ,d iqLrdky; ds fy, vyx ls ,d Hkou dk fuekZ.k gksuk pkfg,A iqLrdky; 
Hkou dk fuekZ.k djus ls igys gesa mlds LFkku ¼dgk¡ ij Hkou dk fuekZ.k gksuk gS½ dks 
fuf”pr djuk pkfg,A ;fn lkoZtfud iqLrdky; gks rks “kgj ds chpksa&chp dksbZ LFkku 
fuf”pr djuk pkfg,] ftlls ikBdksa dks iqLrdky; vkus esa T;knk le; [kpZ u djuk 
iM+s vkSj ;fn fdlh “kSf{kf.kd LkaLFkku dk iqLrdky; gS rks Hkh mldh fLFkfr ,slh gksuh 
pkfg, fd ikBdksa dks viuh d{kkvksa o gkWLVy ls T;knk nwj u tkuk iM+sA iqLrdky; 
Hkou cukus dk dk;Z fdlh ,d O;fDr dk ugha gksrk gS blfy, blds fy, lcls igys 
,d Vhe dk p;u djuk pkfg,A ftlesa iqLrdky;k/;{k (Librarian)] vfHk;Urk] 
(Engineer)] iqLrdky; lfefr (Library Committee) o okLrqfon (Architect) bu pkjksa 
dk iqLrdky; Hkou dk fuekZ.k djus esa cgqr cM+h Hkwfedk gksrh gSA iqLrdky; Hkou ds 
HkkSfrd fu;kstu (Physical Planning) ds le; cgqr lh ckrksa dk /;ku j[kuk iM+rk gS] 
tSls ctV ij fopkj] iwoZ ;kstuk] Vhe odZ] dk;Zdkjh vkdkj fuekZ.k gsrq mPp LFkku 
izdk”k ,oa ok;q O;oLFkk] lqj{kk vkSj vkUrfjd lkt&lTtk bR;kfnA  

iqLrdky;ksa esa fofHkUu izdkj dh ikB~; lkexzh dks vPNh rjg ls izksRlkfgr 
djus ds fy, rFkk mDr iqLrdky; ds deZpkfj;ksa ,oa ikBdksa ds fy, miLdj o 
midj.k (Furniture and Equipment) dh vko”;drk gksrh gSA ftrus vPNs o 
vkjkenk;d miLdj gksaxss mruk gh ikBdksa dks vkjke  feysxk vkSj oks T;knk nsj rd 
iqLrdky; esa viuk le; O;rhr djsaxsA 

 

2-2- mís”; 

 HkkSfrd fu;kstu ds ckjs es tkudkjh nsukA 

 Hkou fu;kstu ds fofHkUu igyqvksa dh O;k[;k djukA 
 iqLrdky; Hkou fuekZ.k ds fy, fl)kUrksa dh O;k[;k djukA 

 iqLrdky; Hkou ds foHkkxksa dk o.kZu djukA 
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 iqLrdky; esa miLdjksa (Furniture) ds egRo dhs tkudkjh nsukA 

 ikBdksa ds fy, miLdjksa o QuhZpj dh O;k[;k djukA 

 iqLrdky; deZpkfj;ksa ds fy, miLdjksa o QuhZpj dh O;k[;k djukA 
 

2-1-1- HkkSfrd fu;kstu (Physical Planning) 
 
iqLrdky; Hkou fuekZ.k ds cukus ds lkFk&lkFk Hkou fu;kstu ds fofHkUu 

igyqvksa ij fu.kZ; ysus ds fy, iqLrdky;k/;{k] f”kYidkj] vfHk;Urk o vU; lEcfU/kr 
vf/kdkfj;ksa dh lfefr cukuh pkfg,A ;s lfefr nwljs iqLrdky;ksa dk fujh{k.k dj 
mudh vPNkbZ;ksa o dfe;ksa dk v/;;u djds ,d vkn”kZ iqLrdky; Hkou dh :i&js[kk 
dk fuekZ.k djsaA iqLrdky; dk Hkw&Hkkx bR;kfn dk vuqeku iqLrdky; ds orZeku ,oa 
lEHkkfor ikBdksa dh la[;k ds vk/kkj ij gksuk pkfg,A iqLrdky; Hkou ds HkkSfrd 
fu;kstu ds fy, fuEufyf[kr rF;ksa o fl)kUrksa ij fopkj djuk vfr vko”;d gSA  

 

2-1-1-1-Hkou fuekZ.k ls iwoZ fopkj ;ksX; rRo 
 
tSlk fd Åij crk;k x;k gS fd xzUFkky; Hkou fuekZ.k ls igys fUkEu ckrksa ij fopkj 
djuk vfr vko”;d gS & 

 
d-  dk;Z ;kstuk (Working Plan) 

iqLrdky; Hkou dh ;kstuk cukrs le; ;g lqfuf”pr dj ysuk vfr vko”;d 
gS fd iqLrdky; Hkou dgk¡ ij fLFkr gksxk] iqLrdky; Hkou fdl izdkj cuk;k tk;sxk] 
ikBdksa dh Js.kh o la[;k D;k gksxh] iqLrdky; dk laxzg fdl izdkj dk gksxk ¼HkkSfrd 
Lo:Ik½ tSlk fd vktdy iqLrdsa lh- Mh-@Mh-oh-Mh vkSj bZ&cqd ds :Ik esa vk jgh gSa] 
muds fy, dSlk okrkoj.k gksxk] ;s Hkh igys ls fopkj dj ysuk pkfg,A iqLrdky; esa 
izkd̀frd izdk”k dh O;oLFkk gks o vkl&ikl LoPN okrkoj.k Hkh gks vkSj dksbZ 
“kksj&”kjkcs okyk LFkku u gksA  
[k-  ctV ij fopkj 

iqLrdky; Hkou ;k fdlh Hkh izdkj ds Hkou ds miyC/k ctV ij Hkh fopkj 
djuk vfr vko”;d gS D;ksafd ctV ds vHkko esa iqLrdky; Hkou fuekZ.k iwjk ugha gks 
ik;sxkA blfy, ctV ds vk/kkj ij gh iqLrdky; Hkou dk HkkSfrd fu;kstu rS;kj 
djuk pkfg,A 
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x- iqLrdky; lsokvksa] dk;ksZ ,oa izd`fr ij fopkj 
iqLrdky; Hkou fuekZ.k ls igys ;g Hkh lqfuf”pr dj ysuk vfr vko”;d gS 

fd gekjs iqLrdky; dh izd̀fr dSlh gksxh? fdrus gekjs ikBd gksaxsa vkSj iqLrdky; 

}kjk dkSu&dkSu ls dk;Z fu’ikfnr fd;s tk;asxs vkSj mDr iqLrdky; dh lsok;sa D;k 
gksaxhA bu lc ckrksa dk /;ku j[krs gq, gh iqLrdky; Hkou dh ;kstuk iwjh gks ldrh 
gSA bu {ks=ksa ij geas orZeku ,oa Hkfo’; esa D;k&D;k c<+ksRrjh fdl&fdl {ks= esa gksxh] 
dk Hkh fopkj dj ysuk pkfg,A 
?k- iqu% fujh{k.k  

iqLrdky; Hkou fu;kstu dks vfUre :Ik nsus ls igys ,oa eatwjh djokus ls 
igys ,d ckj iqu% fujh{k.k vfr vko”;d gSA D;ksafd dbZ ckj fdlh Hkh ;kstuk esa 
iquZfujh{k.k ds le; cgqr lh dfe;kWa lkeus fudy vkrh gSa vkSj ;kstuk =qfV;qDr cu 
tkrh gSA iqLrdky; Hkou lfefr ds lHkh lnL;ksa dks viuh&viuh {ks= ;kstukvksa dks 
nksckjk ls pSd dj ysuk pkfg,A 

 
M-  vfUre izk:Ik (Final Format) 

tks Hkh iqLrdky; Hkou ls lEcfU/kr ;kstuk cukbZ gS mudk iwoZ fujh{k.k djus 
ds ckn vkSj lHkh O;fDr;ksa dks fn[kkus ds ckn vkSj mudh lgefr vkSj lUrqf’V ls 
;kstuk dk vfUre :Ik o izk:Ik rS;kj dj fy;k tkrk gSA vfUre izk:Ik dks vf/kdkfj;ksa 
dh eatwjh (Approval) ds fy, Hkstk tkrk gS vkSj lkFk esa [kpZ gksus okys foÙk dk 
foLr̀r C;kSjk Hkh fn;k tkrk gS] ftlls iqLrdky; Hkou dk vuqekfur ctV ikl gks 
ldsA mijksDr lHkh dk;ksZa dks gj ,d dne ij lko/kkuh dh t:jr gksrh gS D;ksafd 
vki ,d iqLrdky; Hkou dh ;kstuk dks vfUre :Ik ns jgs gSa tks vkus okys o’kksZa esa Hkh 
Ik;kZIr jgsxh vkSj lEHkkfor ikBdksa dk lekos”k Hkh djk;sxhA 

 

2-1-1-2- iqLrdky; Hkou fu;kstu ds fl)kUr (Principles of Library Building 

Planning)  
iqLrdky; Hkou fuekZ.k ds fy, cgqr ls iqLrdky; fo)kUkksa us vius fl)kUr 

fn;s gaSA ;s fl)kUr iqLrdky; Hkou fuekZ.k esa vR;Ur lgk;d fl) gks ldrs gSaA  
pkYlZ (1912)] Oghyj (1941) vkSj- eSVdkWQ (1965) us fuEufyf[kr iqLrdky; Hkou 
fuekZ.k fl)kUr fn;s & 

 iqLrdky; Hkou fuekZ.k ;kstuk ls iwoZ izf”kf{kr o ;ksX; 
iqLrdky;k/;{k dh fu;qfDr izkf/kdkjh ,oa f”kYidkj dks 
iqLrdky; Hkou ;kstuk cukus esa vusd Hkwyksa ls cpk ldrh gSA  
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 iqLrdky; Hkou fuekZ.k ;kstuk iqLrdky; ds dk;Z] mÌs”; ,oa 
ikBdksa dh la[;k ,oa vko”;drkvksa dks /;ku esa j[kdj dh tkuh 
pkfg,A 

 iqLrdky; Hkou fuekZ.k ;kstuk esa ckgjh Hkkx (Exterior) ij 
fopkj djus ls iwoZ mlds vkUrfjd (Interior) Hkkx dh O;oLFkk 
ij igys ls fopkj djuk vf/kd mi;qDr gSA  

 vxj f”kYidkj (Architect) iqLrdky; Hkou fuekZ.k dk vuqHko 
j[krk gS rks mls igys vkefU=r djuk pkfg,A 

 iqLrdky; Hkou ;kstuk izk:Ik dks Hkfo’; dh vko”;drkvksa ,oa 
o`f) dks ns[krs gq, gh cukuk pkfg,A 

 iqLrdky; Hkou esa le;&le; ij HkkSfrd vko”;drkvksa ds 
vuqlkj ifjorZu vkrs jgrs gSa blfy, Hkou fuekZ.k ;kstuk esa 
yphykiu o ueu”khyrk gksuh pkfg,A 

 yphykiu Hkh ,slk gksuk pkfg, ftlls fd iqLrdky; dk izk:Ik 
u fcxM+sA lkFk gh vko”;drkvksa dk lekos”k Hkh gksuk pkfg,A 

 vPNh iqLrdky; Hkou ;kstuk esa ferO;;rk vko”;d fl)kUr gS 
ysfdu vko”;drk ls vf/kd ferO;;rk iqLrdky; dh lsokvksa 
vkSj ikBdksa ij cqjk izHkko Hkh Mkyrh gS] bldk /;ku j[kuk 
pkfg,A 

 iqLrdky; Hkou ;kstuk esa /;ku j[kuk pkfg, fd iqLrdky; 
cuus ds ckn lqUnj fn[ks vkSj lqfo/kk,a Hkh gksA lqUnjrk ds fy, 
iqLrdky; Hkou dh fo”ks’krkvksa dk R;kx ugha djuk pkfg,A 

 lkoZtfud d{kksa tSls jhfMax gkWy (Reading Hall) bR;kfn dh 
O;oLFkk ,slh gks fd de ls de deZpkfj;ksa }kjk budk fujh{k.k 
vkfn gks ldsA  

 iqLrdky; Hkou esa foHkkxksa dh ;kstuk ,slh gks fd ogha ij dke 
djus okys deZpkfj;ksa dks dksbZ vlqfo/kk u gksA D;ksafd iqLrdky; 
ds dk;Z ,d&nwljs foHkkx ij fuHkZjrk ds dk;Z gSA 

mi;qZDr fl)kUrksa ds vfrfjDr iqLrdky;k/;{k dks fuEufyf[kr iz”uksa 
ds mÙkj Hkh ekywe gksus pkfg,A  

¼v½ lk{kjrk dk fdruk izfr”kr gS veqd ,fj;k esa ? 

¼c½ thou Lrj dSlk gS ogk¡ jgus okys yksxksa dk ? 

¼l½ ikBdksa dk “kS{kf.kd o ckSf)d Lrj dSlk gS ? 
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¼n½ laLFkk dh izdf̀Ùk D;k gS ogk¡ ds ikBdksa dks D;k 

vko”;drk gks ldrh gS? 

¼d½ D;k iqLrdky; esa fnO;kxksa ds fy, lqfo/kk j[kuh 

gksxh ? 

¼[k½ D;k fnO;kax Hkh veqd iqLrdky; ds ikBd gksaxs? 

¼x½ iqLrdky; laxzg dh vkn”kZ la[;k D;k gksxh? 

¼?k½ ikl ds iqLrdky;ksa ,oa lwpuk dsUnzksa ls lsokvksa dk           

    fdruk lg;ksx fey ldrk gS? 

¼M-½ iqLrdky; es lwpuk izkS|ksfxdh dk D;k foLrkj     

    gksxk? 

 
2-1-1-3- iqLrdky; Hkou {ks= vkSj Hkw&Hkkx dh x.kuk 

iqLrdky; Hkou ds Hkw&Hkkx dh x.kuk LFkkuh; ifjfLFkfr;ksa rFkk vko”;drkvksa 
ij gh fuHkZj djrh gSA iqLrdky; Hkou esa Hkw&Hkkx dh x.kuk ds fy, eq[;r% ikBd] 
iqLrdsa rFkk iqLrdky; deZpkjh budh vuqekfur la[;k ds vk/kkj ij gh iqLrdky; 
Hkou ds fy, vko”;d Hkw&Hkkx dk vuqeku yxk;k tkrk gSA fQj Hkh dqN iqLrdky; 
fo}kuksa us bl izdkj dh x.kuk djus ds fy, dqN ekun.M fu/kkZfjr fd;s gSA tks bl 
izdkj ls gaSA  
xSyfou rFkk cuZ (1959) us 10]000 ls 15]000 dh vkcknh okys {ks= ds fy, iqLrdky; 
Hkou fuekZ.k ds fy, fuEukafdr Hkw&Hkkx dh flQkfj”ks dh gSA  

ckydksa ds fy, {ks=  600 oxZ QhV vFkok 55 oxZ ehVj  
ifjpkyu dsUnz  200 oxZ QhV vFkok 55 oxZ ehVj 
i=&if=dk d{k 600 oxZ QhV vFkok 55 oxZ ehVj 
lUnHkZ d{k  900oxZ QhV vFkok 85 oxZ ehVj 
laxzg d{k  600 oxZ QhV vFkok 55 oxZ ehVj 
izfØ;k d{k  1500 oxZ QhV vFkok 140 oxZ ehVj 
iz”kklfud d{k  500 oxZ QhV vFkok 45 oxZ ehVj 
vkjke d{k  500 oxZ QhV vFkok 45 oxZ ehVj 
ehfVax d{k  300 oxZ QhV vFkok 30 oxZ ehVj 
okrkuqdwfyr djus dk LFkku  600 oxZ QhV vFkok 55 oxZ ehVj 
tujsVj d{k  150 oxZ QhV vFkok 15 oxZ ehVj 
dqy  6450 oxZ QhV vFkok 635 oxZ ehVj 
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Hkkjr esa fo”ofOk|ky; vuqnku vk;ksx (U.G.C.) }kjk fu;qDr 
iqLrdky; lfefr us fo|kfFkZ;ksa dh dqy la[;k ds 1@5 vFkkZr~ 20 izfr”kr rFkk 
v/;kidksa dh dqy la[;k ds 1@10 vFkkZr~ 10 izfr”kr yksxksa ds cSBus ds fy, 
vko”;d izcU/k dk lq>ko fn;k gSA  
 

iqLrdky; Hkou ds foHkkx 
 v/;kid d{k  

 lUnHkZ d{k  

 i=&if=dk izdks’B  

 laxzgxkj 

 iqLrdky;k/;{k dk dejk 

 lgk;d iqLrdky;k/;{k dk dejk 

 rduhdh deZpkfj;ksa ds fy, LFkku 

 ifjpkyu d{k  

 iz”kklfud deZpkfj;ksa ds fy, LFkku 

 lsfeukj d{k 

 izn”kZu d{k  

 “kks/k d{k 

 desVh d{k  

 dEI;wVj ySc  

 QksVksdkWih foHkkx 
vkt bUVjusV dk ;qx gS vkSj iqLrdky; lwpuk izkS|ksfxdh ls vksr&izksr gks x;s 

gSa vkSj LFkku dh deh Hkh vktdy bUVjusV ds ;qx esa bZ&cqd o bZ&tuZy [kjhndj iwjh 
dh tk jgh gSA ikBdksa dks iqLrdky; lsok,a muds eksckbZy] ySiVkWi o VscysV bR;kfn 
ij nh tk ldrh gSA vkt ds iqLrdky;  Hkou dh ;kstuk cukrs le; gesa ikBdksa dh 
la[;k o iqLrdkas dh la[;k ds lkFk&lkFk lwpuk izkS|ksfxdh ds iqLrdky; es vuqiz;ksx 
vkSj okrkuqdwfyr dejksa o /kwyjfgr dejksa dk okrkoj.k bR;kfn ds ckjs esa Hkh Hkou 
fuekZ.k ds le; vf/kd /;ku nsuk gksxkA iqLrdky;ksa esa gks jgs cnykoksa ds ckjs esa 
vuqeku yxkdj iqLrdky; Hkou fuekZ.k ;kstuk dks ewrZ:Ik nsuk pkfg,A  

 
2-1-1-4- iqLrdky;k/;{k ,oa iqLrdky; Hkou  

tgk¡ ij iqLrdky; Hkou dh fuekZ.k fu;kstu dh ckr gksxh rks iqLrdky;k/;{k 
dh Hkwfedk ij fopkj vo”; gh vk;sxkA iqLrdky; Hkou esa dgk¡ D;k gksxk ftruk 
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vPNk iqLrdky;k/;{k tku ldrk gS vkSj dksbZ ugha tku ldrk blfy, tc Hkh 
iqLrdky; cus rks iqLrdky;k/;{k dks iqLrdky; Hkou desVh esa ,d egRoiw.kZ LFkku 
feyuk gh pkfg,A ysfdu okLrfod fLFkfr ;g gS fd iqLrdky; Hkou [kM+s gks tkrs gSa 
vkSj iqLrdky;k/;{k dk vrk&irk ugh gksrk D;ksafd iqLrdky;k/;{k dh fu;qfDr ckn esa 
gh gksrh gSA laLFkkvksa ;k ljdkj dks ;g djuk pkfg, ;fn iqLrdky;k/;{k dh fu;qfDr 
ugha gqbZ gS rks fdlh nwljs iqLrdky; ds iqLrdky;k/;{k dks vkeaf=r djuk pkfg,  
vkSj iqLrdky; Hkou desVh esa ;kstuk cukus ls ysdj vkf[kj rd j[kk tk;sA 
iqLrdky;k/;{k dh iqLrdky; Hkou esa ,d vge Hkwfedk gksuh pkfg,A 

 

vH;kl iz”u 
 

1- HkkSfrd fu;kstu dh vo/kkj.kk dks Li"V dhft;sA 
2- Hkou fuekZ.k ls iwoZ fopkj ;ksX; dk;Z ;kstuk rRo dks Li"V dhft;sA 
3- Hkou fuekZ.k ls iwoZ fopkj ;ksX; ctV rÙo dks Li"V dhft;sA 
4- Hkou fuekZ.k ls iwoZ fopkj ;ksX; iqu% fujh{k.k rRo dks Li"V dhft;sA 
5- iqLrdky; Hkou fuekZ.k fl)kUr dks laf{kIr :Ik ls Li"V dhft;sA 
6- iqLrdky; Hkou es iqLrdky;k/;{k dh Hkwfedk dks Li"V dhft;sA 

 

2-1-2 miLdj ,oa midj.k (Furniture and Equipment) 
 
iqLrdky; esa miLdjksa (Furniture) dk cgqr gh egRo gSA ;g ,d lR; gS fd 

vkjkensg miLdj ikBdksa dks iqLrdky; esa vkdj cSBus vkSj i<+us ds fy, izksRlkfgr 
djrs gSaA tc iqLrdky; Hkou cu tkrk gS rks ikBd] iqLrd rFkk deZpkfj;ksa ds fy, 
vko”;d miLdj vkSj midj.kksa dh vko”;drk gksrh gSA iqLrdky;ksa esa fofHkUu izdkj 
dh ikB~; lkexzh dks vPNh rjg ls izksRlkfgr djus ds fy, rFkk mDr iqLrdky; ds 
deZpkfj;ksa ,oa ikBdksa ds fy, miLdj (Furniture) dh vko”;drk gksrh gSA ftruk 
vPNk vkjkenk;d miLdj gksxk mruk gh ikBdksa dks vkjke feysxk vkSj oks T;knk nsj 
rd iqLrdky; esa viuk le; O;rhr djsaxsA miLdj iqLrdksa o vU; ikB~; lkexzh dks 
vPNh rjg ls iznf”kZr djus esa Hkh lgk;d fl) gksrs gSaA MkW0 ,l- vkj- jaxkukFku ds 
vuqlkj iqLrdky; ds midj.k rFkk miLdj iqLrdky; ds xzUFkky;h dh vfHk:fp dks 
iznf”kZr djrs gSaA nwljs iqLrdky;ksa dh lkt&lTtk dks ns[kdj gh gesa vius iqLrdky; 
esa QuhZpj [kjhnuk pkfg,A izR;sd iqLrdky; esa QuhZpj ogk¡ dh vko”;drk ds vuqlkj 
o ikB~; iqLrdksa dh la[;k ds vk/kkj ij gh vftZr djuk pkfg,A vc rks iqLrdky;ksa 
dk Lo:Ik Hkh cnyrk tk jgk gSA ijEijkoknh ls uohurk dh vksj iqLrdky; vxzlj gks 
jgsa gSa vkSj lwpuk izkS|ksfxdh esa Hkh iqLrdky;ksa us vc vius iSj ilkj fy, gSa vkSj 
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iqLrdky;ksa esa vc dEI;wVj vkSj ubZ&ubZ rduhdsa vk xbZ gSaA blfy, vc iqLrdky;ksa 
esa tks Hkh QuhZpj [kjhnk tk;s mls bu uohu midj.kksa dks /;ku esa j[krs gq, gh 
[kjhnuk pkfg, rkfd iqLrdky; bu uohu rduhdksa dks vius esa lekfgr dj ys vkSj 
ikBdksa dks fcuk fdlh nsjh ds lsok;sa ns ldsA 

iqLrdky; esa D;k&D;k miLdjksa dh vko”;drk gS bldk lgh mÙkj ,d 
iqLrdky;k/;{k gh ns ldrk gSA iqLrdky; miLdjksa essa ekudksa dk fu/kkZj.k gksuk pkfg, 

D;ksafd budk ,d ekud (LVS.MZM) gksrk gSA fdlh Hkh xzUFkky; ds lkekU; miLdjksa dks 
fuEu Js.kh dh vko”;drkvksa ds fy, Ø; fd;k tkrk gS& 

1 ikBdksa ds fy,A 
2 iqLrdky; deZpkfj;ksa ds fy,A 
3 v/;;u lkexzh ds fy,A 
4 fofo/k dk;ksZa ds fy,A 

2-1-2-1- ikBdksa ds fy, 
iqLrdky; ds fy, ikBd gh lcls egRoiw.kZ gS vkSj ikBdksa dh lqfo/kkvksa dks gh 

/;ku eas j[kdj gh xzUFkky;h ,oa iqLrdky; vf/kdkfj;ksa dks miLdjksa dk p;u djuk 
pkfg,A ikBdksa ds fy, vkjkenk;d QuhZpj iznku djuk pkfg, ftlls ikBd viuk 
v/;;u vkjke ls dj ldas ysfdu bruk Hkh vkjkenk;d ugha gksuk pkfg, fd ikBdksa 
dks uhan vk tk;sA ikBdksa ds fy, fuEu miLdjksa dh t:jr iM+rh gS& 
d- dqflZ;kWa 

xzUFkky; esa dqflZ;kWa gYdh ds lkFk etcwr o fVdkÅ gksuh pkfg,A dqlhZ 
vkjkensg gksuh pkfg, ftl ij ikBd vf/kd nsj rd cSBdj v/;;u dj lds D;ksafd 
dbZ ckj ikBd 10 ?kUVs rd Hkh xzUFkky; esa CkSBdj v/;;u djrs gSA dqflZ;kWa lqUnj] 
dq”ku o casr dh lhV okyh gksuh pkfg, vkSj dqflZ;ka ges”kk ,slh gks fd mudks gVkus 
&yxkus ij mldh ?k’kZ.k dh vkokt ugha vkuh pkfg, ftlls i< jgs ikBdksa dks 
ijs”kkuh u gksA dqflZ;ksa ds ik;ksa esa jcj ds xqVds yxs gksus pkfg,A dqflZ;kWa Hkkjrh; 
ekudksa ds vuqlkj gh [kjhnuh pkfg,A Hkkjrh; ekud laLFkku us fuEufyf[kr ekun.M 
fu/kkZfjr fd;s gS& 
ikBdkas ds fy, dqlhZ dh tehu ls ÅWapkbZ 18 bap gks ¼145 las0 eh0½] lhV dh pkSM+kbZ 43 
ls0 eh0 rFkk lkeus ls 5lsa0 eh0 ls vf/kd pkSM+h u gksA dqlhZ dh Hkqtk,¡ lhV ls 20 lsa0 
eh0 Å¡ph gksuh pkfg, vkSj lhVs fdukjs ls 75 fe0 eh0 Å¡ph gksuh pkfg,A ihNs dk 
fgLlk >qdk gqvk gksuk pkfg, fdUrq Hkqtk dh mldh Å¡pkbZ 180 fe0 eh0 ls vf/kd ugha 
gksuh pkfg,A 
dqlhZ dh lhV dq”kunkj vFkok csr ls cquh gksuh pkfg, dqlhZ dk fiNyk fgLlk ftlesa 
ihB vM+k;k tkrk gS v/kZ xksykbZ fy, gq, gksuk pkfg,A  



पÖु तकालय एवं सचूना केÆ þŌ का ÿबÆ धन                                                           BLIS-102 

उ°राखÁ ड मु³ त  िवÔ विवīालय  33 
 

fuxZr foHkkx ds deZpkfj;ksa ds fy, ;g dqlhZ tehu ls 760 fe0 eh0 Å¡ph rFkk tehu 
ls 300 fe0 eh0 dh Å¡pkbZ ij ik;nku gksuk pkfg,A fuxZr foHkkx dh dqflZ;k¡ ?kweus 
okyh gksuh pkfg,A jhokWyfoax (Revolving) dqlhZ ij deZpkjh dgha ij Hkh ?kwe ldrk gS 
vkSj viuk dke vklkuh ls dj ldrk gSA 
[k- estsa 

iqLrdky; esa estksa dk izcU/k ikBdksa ds fy, rFkk deZpkfj;ksa ds fy, fd;k 
tkrk gSA ikBdksa dh est bl izdkj dh gksuh pkfg, fd ikBd dqlhZ ij cSBdj viuh 
fdrkcksa dks vPNh rjg i<+ lds] u gh T;knk nwj gks vkSj uk gh T;knk iklA Hkkjrh; 
ekud laLFkku us i<+us dh Vscy (Reading Table) ds fy, dqN ekud Hkkjrh; ekud 
laLFkku }kjk fu/kkZfjr fd;s x;s gSaA tks bl izdkj gS& 

60  X 100 ls0eh0. = ,d ikBd ds fy, 

60 X 170 ls0eh0.= nks ikBdksa ds fy,       est dh ,d rjQ CkSBus 
ds fy,  

60  X 240 ls0eh0 = rhu ikBdksa ds fy, 
 
estksa ds nksuksa rjQ cSBus ij uhps fn;s x;s ekud fu/kkZj.k fd;s x;s 

gSa& 
1 ehVj X 1 ehVj =  nks ikBdksa ds fy, 
1 ehVj X 1-5 ehVj =  pkj ikBdksa ds fy, 
1 ehVj X 2-25 ehVj =  N% ikBdksa ds fy, 
1 ehVj X 3 ehVj =  vkB ikBdksa ds fy, 
 

estksa dh yEckbZ iqLrdky; ds lkbZt ij fuHkZj djrh gSA estksa dh yEckbZ 3 QqV ls 
ysdj 10 QqV rd gks ldrh gSA estksa dh Å¡pkbZ ds fy, Hkkjrh; ekud laLFkku us 28 
bap Å¡pkbZ fu/kkZfjr dh gSA est dh Å¡pkbZ dbZ iqLrdky;ksa esa 24 bap ls 32 bap Hkh 
gksrh gSA ysfdu xzUFkky;h dks bl ckr dk Hkh /;ku j[kuk pkfg, fd estksa dh Å¡pkbZ 
bl izdkj gks fd NksVs ikBd o cM+s ikBd nksuksa gh lgt v/;;u dj ldsA estksa dk 
vkdkj vk;rkdkj T;knkrj iqLrdky;ksa esa ik;k tkrk gSA ysfdu cM+s jhfM+ax gkWy esa 
vkSj fons”kksa esa iqLrdky;ksa ds xksy est Hkh LFkkfir fd;s tkrs gSaA 
iqLrdky;ksa ds jhfMax gkWy esa vktdy ikBd ySiVkWi] eksckbZy o MsLdVkWi ij dke 
djrs gSa rks estksa dh Å¡pkbZ bR;kfn o muds ykbV (Power) vkfn dh O;oLFkk 
fLFkfruqlkj o ekudksa dks /;ku esa j[krs gq, xzUFkky;h dks O;oLFkk djuh pkfg,A 
iqLrdky; dh izdf̀r o mldk lkbZt Hkh estksa dks izHkkfor djrk gSA 

 
2-1-2-2- iqLrdky; deZpkfj;ksa ds fy, 
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iqLrdky; deZpkfj;ksa ds fy, fuEufyf[kr miLdj o foHkkx iqLrdky; esa izcU/k fd;s 
tkrs gSa& 
fuxZe dkmUVj (Circulation Counter) fuxZe dkmUVj iqLrdky; dk egRoiw.kZ {ks= gSA 
fuxZe dkmUVj ¼ifjpkyu iVy½ fofHkUu izdkj ds vkdkj o foLrkj ds gksrs gSaA fdlh 
iqLrdky; ds vk;rkdkj] fdlh esa xksykdkj] fdlh iqLrdky; esa ;w (U) vkdkj ds ik;s 
tkrs gSaA budk vkdkj iqLrdky; lkbTk o xsV ds Åij Hkh fuHkZj djrk gSA iqLrdky; 
fuxZe dkmUVj ij cM+s iqLrdky;ksa esa ,d vksj ls fdrkcsa nh tkrh gS vkSj nwljh vksj ls 
yh tkrh gSA iqLrdky;ksa esa ,y (L) vkdkj ds fuxZr dkmUVj Hkh gksrs gSaA 
vktdy rks iqLrdky;ksa dk Lopkyuhdj.k gks x;k gS rFkk fuxZe dkmUVjksa ij 
iqLrdky;ksa esa dEI;wVj] dhcksMZ (Keyboard) o ekml (Mouse) dh O;oLFkk dh tkrh 
gS vkSj vc ifjpkyu Vªs dh Hkh t:jr ugha jg xbZ gS D;ksafd iqLrdsa dEI;wVj ls gh 
fuxZr gksrh gS mudk dkMZ o ikBd dkMZ dks j[kus dh t:jr ugh gS u gh cqd ikWdsV 
dh vc t:jr gS ftlesa iqLrd fuxZr gksus ls igys iqLrd dkMZ j[kk tkrk gSA 

d- ifjpkyu Vª s  (Charging Tray)& 
ifjpkyu Vsª fuxZe dkmUVj ij blfy, j[kk tkrk gS rkfd fuxZr iqLrdksa ds 

dkMZ ikBd dkMZ ds lkFk ,d Øe esa j[ks tk lds rkfd mldks ns fn;k tk;s vkSj 
iqLrd dkMZ iqLrd ikWdsV esa Mky fn;k tk;sA ifjpkyu Vsª dk eki dkmUVj ds eki ij 
o iqLrdky; ds eki ij gh fuHkZj djrk gSA vktdy ifjpkyu Vsª (Charging Tray) 

dk pyu Lopkfyr iqLrdky;ksa ds tSlk fd Åij crk;k tk pqdk gS de gksrk tk jgk 
gSA  
[k- dkMZ dSfcusV 

dkMZ dSfcusV esa iqLrdksa ds dkMZ j[ks tkrs gSaA izR;sd iqLrd ds pkj dkMZ curs 
gSa vkSj dkMZ dk lkbZt (Size) “5X3” gksrk gSA lwph dkMZ dk O;oLFkkiu ys[kd] 
“kh’kZd] fo’k; ,oa dkWy u0 (Call No.) lwph dkMZ dSfcusV dk lkbZt iqLrdksa dh la[;k 
ij fuHkZj djrk gSA dkMZ dSfcusV T;knkrj ydM+h dh cuh gksrh gSA Vªs ds chp esa dkMZ 
dks gksYM (Hold) idM+ dj j[kus ds fy, ,d ihry dh NM+ yxh jgrh gSA Hkkjrh; 
ekud laLFkku ds vuqlkj ,d dSfcusV esa 24 njkt gksuh pkfg,A dSfcusV tehu ls 2 
QqV Å¡ph gksuh pkfg, vkSj ,d njkt esa 1000 ls 1200 rd dkMZ vk tkrs gSaA njkt esa 
vfUre esa ihry okyh NM+ ds lkFk ,d ydM+h dk xqVdk tqM+k jgrk gSA NM+ yksgs dh 
Hkh gks ldrh gS ysfdu tax uk yxs blfy, ihry dh gh NM+ gksuh pkfg,A 
vktdy ds iqLrdky;ksa esa dkMZ dSfcusV ;k rks gVk nh xbZ gS ;k /kwy QkWd jgh gS 
D;ksafd Lopkfyr iqLrdky;ksa esa lwph i=dksa dh t:jr ugha gS D;ksafd lwph i=dks dh 
t:jr vkWuykbZu ifCyd ,Dlsl dSVykWx (Online Public Access Catalogue) iwjh dj 
jgs gSa vkSj vktdy rks oSc vksisd (Web OPAC) dk Hkh iz;ksx gks jgk gS ftlls ge 
dgha ij] fdlh Hkh LFkku ij mDr iqLrdky; dh iqLrdksa dk fjdkMZ ns[k ldrs gSaA  



पÖु तकालय एवं सचूना केÆ þŌ का ÿबÆ धन                                                           BLIS-102 

उ°राखÁ ड मु³ त  िवÔ विवīालय  35 
 

x- “ksaYQ fyLV (Shelf List) 
iqLrdky; lwph] dkMZ dk fjdkMZ] dkMZ dSfcusV ds vykok “ksYQ fyLV (Shelf 

List) esa Hkh gksrk gSA ;g “ksYQ fyLV lwph i=dksa dh ,d dkWih j[krs gq, flQZ 
iqLrdky;ksa deZpkfj;ksa ds fy, gh gksrh gSA iqLrdky; “ksYQ lwph dk lkbTk Hkh 
iqLrdky; ds vkdkj vkSj iqLrdksa dh la[;k ij fuHkZj djrk gS o bldk izn”kZu Hkh 
ugha gksrk gSA vktdy rks iqLrdky;ksa esa Lopkyuhdj.k dh otg ls bldk pyu Hkh 
cUn gks x;k gSA  
?k- foKfIr iVy (Bulletin Board) 

cM+s&cM+s iqLrdky;ksa esa fof”k’V izdkj ds foKfIr iVyksa dk bLrseky fd;k tkrk 
gSA foKfIr iVyksa ij iqLrdky;ksa dh lwpukvksa dk izn”kZu fd;k tkrk gSA NksVs 
iqLrdky;ksa esa NksVs&NksVs foKfIr iVyksa dk bLrseky njoktksa o f[kM+fd;kWa NksM+dj 
muds chp esa fd;k tkrk gSA dbZ ckj foKfIr iVyksa dks iqLrdky; ds ckgj Hkh LFkku 
pqudj yxk;k tkrk gSA vktdy iqLrdky;ksa esa fctyh ls Lopkfyr foKfIr iVyksa dk 
Hkh bLrseky gks jgk gSA  
³ iqLrd izn”kZu jSd (Book Display Rack) 

iqLrdky;ksa esa ubZ iqLrdksa dk izn”kZu ikBdksa dh lwpuk o Kku ds fy, bl 
iqLrd izn”kZu jSd esa fd;k tkrk gSA iqLrd izn”kZu jSd esa iqLrdksa ds doj] mudh 
izfrfyfi o iqLrdksa dk izn”kZu fd;k tkrk gSA  
vktdy iqLrdksa ds doj izn”kZu (Display) cksMZ ij Hkh fd;k tkrk gSA ftlesa iqLrd 
dk iwjk doj [kksydj mldks fiu dh lgk;rk ls yxk fn;k tkrk gSA dbZ ckj iqLrdksa 
dk izn”kZu estksa ij Hkh fd;k tkrk gS vkSj Hkkjrh; ekud laLFkk ds vuqlkj ,slh est 
dk lkbZt ¼eki½ yEckbZ 1 ehVj] pkSM+kbZ 0-70 ehVj rFkk 0-85 ehVj Å¡pkbZ gksuh pkfg, 
vkSj dgha&dgha ij rks iqLrdksa ds izn”kZu ds fy, “kh”ks yxs lUnwdksa dk Hkh iz;ksx fd;k 
tkrk gSA  
Pk- iqLrd Vªkyh (Book Trolly) 

iqLrdky; esa okfil vkbZ gqbZ iqLrdksa dks muls lEcfU/kr jSd esa igq¡pkus ds 
fy, iqLrd Vªkyh (Book Trolly) dk iz;ksx fd;k tkrk gSA iqLrd Vªkyh dk vkdkj bl 
izdkj dk gksrk gS fd iqLrdsa ckgj u fudys blfy;s blds Qyd vUnj dh vksj <kyw 
gksrs gSaA ;g deZpkfj;ksa dk le; Hkh cpkrk gS vkSj blds }kjk ,d lkFk cgqr lh 
iqLrdksa dks ys tk;k tk ldrk gSA ubZ rS;kj dh xbZ iqLrdksa dks Hkh ys tkus dk dk;Z 
blh iqLrd Vªkyh }kjk fd;k tkrk gSA iqLrd Vªkyh ds uhps NksVs&NksVs pkj ifg;s yxs 
gksrs gSaA ftlls bldk lapkyu vklkuh ls gks ldsA Hkkjrh; ekud laLFkku us fofHkUu 
izdkj ds fooj.k o lkbZt iqLrd Vªkyh ds fy, fn;s gSa tSls & 
41” pkSM+kbZ  18” xgjkbZ  46” Å¡pkbZ rFkk [kkuksa ds chp dh nwjh 9 1/2” 
pkj [kkus 40”   Å¡pkbZ X 37”  pkSM+kbZ  18”  xgjkbZ 39” X 36” X 16” 
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iqLrdky;ksa dks viuh lqfo/kkuqlkj iqLrd Vªkyh dh O;oLFkk djuh pkfg,A iqLrdky; 
deZpkfj;ksa dh bPNk ij iqLrdky; okgu dk dksbZ Hkh lkbZt mi;qZDr lkbZt esa ls gks 
ldrk gSA  
N- iqfLrdk izn”kZu lUnwd (Pamphlet Display Box) 

,slh iqfLrdkvksa ds fy, ftudk lkbZt fofHkUu izdkj dk gksrk gS u rks ;s 
iqLrdksa ds vkdkj dh gksrh gS vkSj u gh if=dkvksa ds vkdkj dh gksrh gS ysfdu buesa 
fufgr lwpuk,¡ ikBdksa ds fy, egRoiw.kZ gksrh gSA buds izn”kZu ds fy, ,d fo”ks’k izdkj 
ds lUnwd dk mi;ksx fd;k tkrk gS ftlesa budks ,sls [kM+k fd;k tk lds fd ;s urks 
uhps fxjs vkSj buds “kh’kZd lwpuk Hkh ikBdksa dks iznf”kZr gks ldsA ;g iqfLrdk izn”kZu 
lUnwd ydM+h ds cksMZ dk cuk gks ldrk gSA  
izn”kZu ds fy, “kh”ks dk lUnwd (Display Box) fof”k’V lkexzh tSls nqyHkZ iqLrdksa ds 
izn”kZu ds fy, “kh”ks] dss lUnwd dk iz;ksx fd;k tkrk gS rkfd ikBd lwpuk rks ns[k 
lds ysfdu mu fof”k’V iqLrdksa o nqyHkZ iqLrdksa dks Nw u ldsA D;ksafd mudh gkyr 
bruh uktqd gksrh g]S fd mudks ckj&ckj Nwuk mudks uqdlku igq¡pkrk gSA  
t- foKkiu i=/kkjd (Poster Holder Display) 
iqLrdky; ds funsZ”kksa dks dkMZ cksMZ ds eksVs VqdM+ksa ij fy[kdj foKkiu i= /kkjd esa 
yxk fn;k tkrk gS ftlls ikBd iqLrdky; ds funsZ”kksa dks vPNh rjg i<+ lds tSls 
iqLrdky; esa “kksj u djas] iqLrdky; vkidh lEifÙk gSA iqLrdky; ds deZpkjh vkidh 
lsok ds fy, gSa] iqLrdsa mi;ksx ds fy, gSa o iqLrdky; ds lUnHkZ xzUFk ckgj ugh ys 
tk;sa bR;kfn bu foKkiu i=/kkjdksa esa iksLVj yxk fn;s tkrs gSaA 
>- if=dk izn”kZu jSd (Magzine Display Rack) 

iqLrdky; pkgs NksVk gks ;k cM+k gks] viuh {kerk vkSj ikBdksa dh t:jrksa ds 
vuqlkj if=dkvksa dk lxzag j[krk gSA i=&if=dkvksa ds uohu o rktk vadksa dks iznf”kZr 
djus ds fy, fo”ks’k jSdksa dh vko”;drk iM+rh gSA i=&if=dkvksa ds jSd ds [kkus 
<kynkj gksrs gSa vkSj chp&chp esa foHkkftr gksrs gSa vkSj [kkuksa ds vUnj j[ks tkrs gSaA 
bl jSd dk ;s Qk;nk gS] fd Qyd dks Åij mBkdj iqjkus vad ns[ks tk ldrs gSa vkSj 
uohu vad ckgj iznf”kZr gksrs gh gSaA bl jSd dh Å¡pkbZ 5 QqV 6 bap gksrh gS vkSj 
pkSM+kbZ 4 QqV vkSj xgjkbZ 1 QqV vkSj [kkus dh pkSM+kbZ 10 bap dh gksrh gSA 
i=&if=dk,a bles iznf”kZr dh tk ldrh gSA nwljs izdkj dh jSd vyekjh tSls gksrs gSa 
blesa Qyd <kynkj gksrs gS ftls lhM+huqek Hkh dgrs gSa blesa dqN QYkd gksrs gSa iqjkus 
vad uhps dh njktksa esa j[ks tkrs gSa vkSj u, vad Åij Qydksa esa iznf”kZr fd;s tkrs gSaA 
´- lekpkj i= jSd vkSj lekpkj izn”kZu iVy  

lHkh iqLrdky;ksa esa nSfud lekpkj i=ksa ds vad jkst vkrs gSa vkSj lekpkj i= 
dbZ Hkk’kkvksa esa izdkf”kr gksrs gSaA lekpkj i=ksa dks iznf”kZr djus ds fy, jSd ;k iVyksa 
dk izcU/k fd;k tkrk gSA ;s jSd LVhy ds gksrs gSa bl izdkj ds jSdksa esa dbZ [kkus gksrs 
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gSa bu [kkuksa esa lekpkj i=ksa dks rg djds j[kk tkrk gSA lekpkj i= dks iwjk iznf”kZr 
djus ds fy, >ksiM+huqek nksuksa rjQ ls <yku okys ydM+h ;k yksgs ds izn”kZu iVy dk 
iz;ksx fd;k tkrk gS vkSj bu ij lekpkj i=ksa dks ,d jkWM yxkdj dl fn;k tkrk  
gSA  
V- iqLrd jSd (Steel Rack) 

NksVs iqLrdky;ksa esa vkSj ijEijkxr iqLrdky;ksa esa iqLrdksa dks j[kus ds fy, 
vyekfj;ksa dk iz;ksx fd;k tkrk gS ysfdu cM+s iqLrdky;ksa vkSj tgk¡ ij eqDr izos”k 
iz.kkyh gksrh gS ogk¡ ij yksgs ds jSd dk iz;ksx gksrk gS ;s jSd nksuksa lkbZM ls vksiu gksrs 
gSa vkSj buesa iqLrdksa dks nksuksa lkbZM esa j[kk tkrk gSA ;s ydfM+;ksa ds jSd dh vis{kk 
yksgs esa dhM+h&edksM+s ugh yxrs gSa vkSj ;s ueh Hkh ugha lks[krs gSaA blds foijhr ydM+h 
ds jSd ueh rks lks[k ysrs gSa ysfdu buesa nhed yxus dk Mj jgrk gSA dqN jSdksa dh 
cukoV nhokjksa ls lVkdj j[kus ds fy, cuk;h tkrh gSaA ,d esa ,d lkbZM okys gksrs 
gSaA iqLrdky; esa jSd dh Å¡pkbZ 6 ls 7 QqV gksrh gS vkSj nksuksa lkbM ls vksiu jSd dh 
pkSM+kbZ 36 bap vkSj xgjkbZ 18 bap gksrh gS] tks 9 bap $ 9 bap nksuksa lkbM dk 18 bap 
gksrk gSA LVhy jSd esa N% [kkus gksrs gSaA iqLrdky;kas esa t:jr ds vuqlkj Hkh jSd dh 
Å¡pkbZ r; dh tkrh gSA dqN jSd ds Qyd lek;ksftr gksrs gSa tks fd t:jr ds 
vuqlkj Åij&uhps fd;s tk ldrs gSaA 

B- vyekfj;k¡ 
tSlk fd igys gh crk;k x;k gS fd NksVs iqLrdky;ksa] lkoZtkfud iqLrdky;ksa 

o egkfo|ky;ksa ds iqLrdky;ksa esa vyekfj;ksa dk iz;ksx gh iqLrdksa dks j[kus ds fy, 
fd;k tkrk gSA vyekfj;kWa ydM+h ;k LVhy nksuksa izdkj dh gks ldrh gS ysfdu 
vktdy Xykl Mksj foaMksa (Glass Door Windows) vyekfj;ksa dk iz;ksx iqLrdky;ksa esa 
gks jgk gSA “kh”kss esa ls iqLrdksa dks lgh izdkj ls ns[kk tk ldrk gSA Hkkjrh; ekud 
laLFkku rFkk ;w-th-lh- us lkekU;r% vyekjh dk eki 2-20 x 2-00 x 0-45 ehVj j[kk gSA 
vyekfj;ksa ds lkekU;r% 5 Qyd gksrs gSaA dqN vyekfj;ksa esa Qyd lek;ksftr 
(Adjustable) fd;s tk ldrs gSaA dqN esa fQDl (Fix) gksrs gSaA yksgs dh vyekfj;ksa esa 
dhM+s&edkSM+s o nhed dk [krjk ugha gksrk gSA  
<- if=dk jSd (Periodical Rack) 

iqLrdky;ksa esa tc i=&if=dk,a ,d lky ds iwjs vad vk tkrs gSa rks mUgsa 
ckbZaM (Bind) djok fy;k tkrk gS vkSj mudks j[kus ds fy, fo”ks’k jSd dh t:jr gksrh 
gS mUgsa if=dk jSd dgrs gSaA ;s jSd nksuksa lkbM ls vksiu gksrk gS vkSj bleas 7 Qyd 
rd fu;ksftr (Adjust) dj ldrs gSaA budh yEckbZ 90 bap rd gksrh gSA ikBdksa ds 
fy, Åij okys jSd esa ns[kus ds fy, LVwy tSls estksa dk iz;ksx gksrk gSA ;s jSd 
fo”ofOk|ky;ksa ds iqLrdky;ksa esa ;k cM+s iqLrdky;ksa esa iz;qDr gksrs gSa] tgk¡ ij fizfVaM 
i=&if=dk,a T;knk ek=k es Ø; dh tkrh gSA vktdy rks i=&if=dk,a Hkh bZ&QkWeZ 
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;kuh bySDVªksfuDl :Ik esa bUVjusV ij miyC/k gks jgha gSaA ysfdu iqjkus i=&if=dkvksa 
dks ckbZaM :Ik esa bUgha jSdks esa ns[kk vkSj j[kk tkrk gSA  
M- iqLrd lgk;d (Book Supporters) 

iqLrd lgk;d dh vko”;drk iqLrdksa dks [kM+k j[kus ds fy, vyekfj;ksa ;k 
jSdksa esa j[kk tk ldrk gSA vktdy iqLrdky;ksa esa isij cSd laLdj.k T;knkrj ikBdksa 
ds fy, eaxok;s tkrs gSaA D;ksafd lftYn laLdj.k egaxs gksrs gSa vkSj u,&u, laLdj.k 
tYnh&tYnh vkrs gSa blfy, isij cSd laLdj.k iqLrdky;ksa esa Ø; fd;s tkrs gSa vkSj 
budks lh/kk j[kus ds fy, bu iqLrd lgk;dksa (Book Supporters) dh t:jr gksrh 
gSA  
.k- ,Vyl LVS.M (Atlas Stand) 

,Vyl dk vkdkj fo”ks’k gksrk gS blfy, mudks j[kus ds fy, fo”ks’k LVS.M dk 
iz;ksx fd;k tkrk gSA bldh Å¡pkbZ 3 QqV ls 5 QqV] xgjkbZ 2 ls 1@2 vkSj pkSM+kbZ 2 
QqV gksrh gSA Qyd ,d nwljs ls 4 bap Åij gksrs gSaA blesa cM+s vkdkj dh iqLrdksa dks 
Hkh j[kk tk ldrk gSA vktdy iqLrdky;ksa esa ,Vyl dk izpyu bUVjusV ds iz;ksx ls 
de gks x;k gSA ikBd bUVjusV ij lc dqN HkkSxksfyd fLFkfr;k¡ vkSj ekufp= ns[k 
ldrs gSaA 
r- fo”odks”k rFkk “kCn dks”k vk/kkj  

tSlk fd ge tkurs gSa fd fo”odks”k vkSj “kCndks”k dk vkdkj vU; iqLrdksa ls 
cM+k gksrk gSA bu LVS.M esa jkW;y Qksfy;ks (20” X 12 1/2) dk lkbZt fMekbZ Qksfy;ks 
(17 ½” X 11 1X2”) vkSj Økmu Qksfy;ks (15” X 10”) vkdkj dh vkSj mlls cM+h 
Qydsa] iqLrdsa j[kus ds fy, Hkh lqfo/kk gksuh pkfg,A fofHkUu izdkj ds fo”odks”k vkSj 
“kCndks”kksa dk buesa lek;kstu gks ldrk gSA 

 
mi;qZDr midj.kksa ,oa miLdjksa ds vfrfjDr dqN vU; midj.k bl izdkj gS& 
Fk- Qyd izn”kZd (Shelf Guide) 

iqLrdky;ksa esa Qyd izn”kZd ikBdksa ds fy, cgqr gh lgk;d fl) gksrs gSaA 
dkSu lh iqLrd fdl jSd esa j[kh gSA mldks Qyd izn”kZd }kjk gh tkuk tk ldrk 
gSA izR;sd vyekjh ij Qyd izn”kZd crkrk gS fd fdl fo’k; dh iqLrd mDr vyekjh 
esa j[kh gSA 
n- lq>ko isfVdk (Suggestion Box) 

izR;sd iqLrdky; esa ikBdksa ds ewY;oku lq>koksa ds fy, ,d lq>ko isfVdk yxk 
nh tkrh gS ftlesa ikBd vius lq>ko] f”kd;rsa o viuh t:jrksa dks fy[kdj Mky 
ldrs gSaA lq>ko isfVdk dks eq[;xsV ij gh yxk;k tkrk gSA dbZ ckj vUnj dh lkbZM 
ij Hkh yxk;k tkrk gS tgk¡ ij iqLrdky; deZpkjh de ls de gksaA 
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vktdy iqLrdky;ksa esa ikBd bUVjusV }kjk viuk QhMcSd cgqr gh de le; esa vkSj 
ifjLdr̀ :Ik ls fn;k tkrk gSA iqLrdky; ds gkse ist ij iqLrdky; viuk QhMcSd 
QkWeZ (Feedback Form) ns nsrs gSa ftlls og viuk QhMcSd irk dj ldrs gSaA 
/k- ek¡x iphZ isfVdk (15” X 10”) 

ftu iqLrdky;ksa esa eqDr izos”k iz.kkyh ugha gS ogk¡ ikBdksa dks tks Hkh iqLrd 
pkfg, mldh ek¡x iphZ ek¡x iphZ isfVdk esa Mky nh tkrh gSA ftlls deZpkjh mDr 
iphZ dks fudkydj] iqLrd fudky dj iphZ ds lkFk feykdj ikBdksa ds fy, j[k nh 
tkrh gSA 
u- fnuk¡d eqgj 

ifjpkyu d{k (Circulation Counter) esa iqLrdksa ds fuxZeu ds fy, fnuk¡d 
eqnzd eksgj dk iz;ksx gksrk gSA izR;sd iqLrdky; esa ;s fnuk¡d eksgj fuxZr iqLrdksa ij 
ns; fnuk¡d ds fy, yxkbZ tkrh gSA ftlls ikBdksa dks ;kn jgs fd veqd iqLrd dc 
iqLrdky; esa okfil djuh gSA 

vH;kl iz”u 
7- iqLrdky; es miLdjksa ,oa midj.kksa dks lf{kaIr :Ik ls Li"V dhft;sA 
8- “kSYQ fyLV dks Li"V dhft;sA 
9- iqLrd jSd dks Li"V dhft;sA 
10- ,Vyl LVS.M dks Li"V dhft;sA 
11- lq>ko isfVdk dksa Li"V dhft;sA 
 

2-3-lkjka”k 
iqLrdky; Hkou ,slk gksuk pkfg, ftlesa lHkh foHkkxksa dk fuekZ.k gks lds vkSj 

LVSd o ikBdksa ds fy, ;FkkLFkku txg gks vkSj mldk lnqi;ksx Hkh gksuk pkfg,A 
izR;sd iqLrdky; ds fy,] ,d vPNk vyx ls Hkou gksuk pkfg,] ;g ugh gksuk pkfg, 
fd laLFkku dk fdlh dejs ;k gkWy dks iqLrdky; dk Hkou ?kksf’kr dj nsaA MkW0 ,l- 
vkj- jxkaukFku us dgk gS fd iqLrdky; ,d lao)Zu”khy laLFkk gSA blfy, MkW- 
jaxukFku ds bl fu;e dks /;ku esa j[krs gq, iqLrdky; ds fy, vyx ls ,d Hkou dk 
fuekZ.k gksuk pkfg,A iqLrdky; Hkou dk fuekZ.k djus ls igys gesa mlds LFkku ¼dgk¡ 
ij Hkou dk fuekZ.k gksuk gS½ dks fuf”pr djuk pkfg;sA ;fn lkoZtfud iqLrdky; gks 
rks “kgj ds chpksa chp dksbZ LFkku fuf”pr djuk pkfg, ftlls ikBdksa dks iqLrdky; 
vkus esa T;knk le; [kpZ u djuk iM+s vkSj ;fn fdlh “kSf{kf.kd LkaLFkku dk iqLrdky; 
gS rks Hkh mldh fLFkfr ,slh gksuh pkfg,  fd ikBdksa dks viuh d{kkvksa o gkWLVy ls 
T;knk nwj u iM+sA iqLrdky; Hkou cukus dk dk;Z fdlh ,d O;fDr dk ugha gksrk gS 
blfy, blds fy, lcls igys ,d Vhe dk p;u djuk pkfg,A ftlesa iqLrdky;k/;{k 
(Librarian)] vfHk;Urk (Engineer)] iqLrdky; lfefr (Library Committee) o 
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okLrqfon (Architect) bu pkjksa dk iqLrdky; Hkou ds fuekZ.k djus esa cgqr cM+h Hkwfedk 
gksrh gSA  
iqLrdky; Hkou esa izdk”k dh O;oLFkk dk izcU/k gksuk pkfg, ueh rks nwj&nwj rd ugha 
gksuh pkfg,A iqLrdky; Hkou fuekZ.k ;kstuk esa gh] iqLrdky; Hkou ok;q ds lapkyd o 
fu;a=.k vkfn dks Hkh “kkfey djuk pkfg,A lwpuk  izkS|ksfxdh ds iz;ksx dk Hkh O;kid 
{ks= dk vuqeku yxkdj gh gesa iqLrdky; Hkou dh ;kstuk dks vfUre :Ik nsuk 
pkfg,A blfy, iqLrdky; Hkou fuekZ.k ;kstuk dks Hkyh&Hkk¡fr lgh lksp fopkj dj gh 
cukuh pkfg, (UGC 1965)A 

 
iqLrdky;ksa ds midj.k o miLdj nksuksa gh egRoiw.kZ gS vkSj mudk Kku iqLrdky; ls 
lEcfU/kr O;fDr;ksa dks vo”; gh gksuk pkfg,A miLdj ,oa midj.kksa dh ek=k ,oa 
mudk lkbZt bR;kfn iqLrdky; dh izd`fr o ikBdksa dh t:jrksa ij fuHkZj djrk gSA 
ysfdu pkgs midj.k gks ;k miLdj gks nksuksa esa gh fuEufyf[kr xq.k vo”; gksus 
pkfg,& 

 fVdkÅiuA 

 iqLrdky; dk;ksZa esa mi;qDrA 

 vkd’kZdA 

 Hkkjrh; ekud laLFkkuksa ds vuq:Ik A 

 iqLrdky; dh izdf̀r ds vuqlkj pqukoA 
miLdj ,oa midj.k ikBdksa ds le; dh cpr esa Hkh lgk;d fl) gksrs gSa vkSj 
deZpkfj;ksa ds fy, Hkh fo”ks’k :Ik ls ikBdksa dks lqfo/kk,a nsus ds fy, ,d vkStkj ds :Ik 
esa dk;Z djrs gSaA ;s midj.k ,oa miLdj iqLrdky; ds dk;ksZa esa ljyrk iznku djrs 
gSaA vkSj iqLrdky; dh ikB~; lkexzh dks vf/kd mi;ksxh cukrs gSaA 

 

2-4- “kCnkoyh  

 HkkSfrd fu;kstu (Physical Planning): fdlh HkkSfrd vkSj ekufld xfrfof/k essa 
fdlh mís”; dh iwfrZ gsrq yxs jgukA 

 Hkou (Building) ,d ,slk fuekZ.k ftles Nr nhokjsa vkSj vko”;d miLdj o 
midj.k  gksa A 

 +miLdj (Furniture): iqLrdky; esa miLdjksa (Furniture) dk cgqr gh egrRo 
gSA ;g ,d lR; gS fd vkjkensg miLdj ikBdksa dks iqLrdky; esa vkdj cSBus 
vkSj i<+us ds fy, izksRlkfgr djrs gSaA 
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 Qyd izn”kZd (Shelf Guide):  dkSu lh iqLrd fdl jSd esa j[kh gSA mldks 
Qyd izn”kZd }kjk gh tkuk tk ldrk gSA izR;sd vyekjh ij Qyd izn”kZd 
crkrk gS fd fdl fo’k; dh iqLrd mDr vyekjh esa j[kh gSA 

 foKfIr iVy (Bullhin Board): foKfIr iVyksa ij iqLrdky;ksa dh lwpukvksa dk 
izn”kZu fd;k tkrk gSA NksVs iqLrdky;ksa esa NksVs&NksVs foKfIr iVyksa dk 
bLrseky njokts o f[kM+fd;ka NksM+dj muds chp esa fd;k tkrk gSA 

 

2-5- vH;kl iz”uksa ds mÙkj 
 

1- iqLrdky; Hkou fuekZ.k ds lkFk&lkFk Hkou fu;kstu ds fofHkUu igyqvksa ij 
fu.kZ; ysus ds fy, iqLrdky;k/;{k ds cukus] f”kYidkj o vfHk;Urk o vU; 
lEcfU/kr vf/kdkfj;ksa dh lfefr cukuh pkfg,A ;s lfefr nwljs iqLrdky;ksa dk 
fujh{k.k dj mudh vPNkbZ;ksa o dfe;ksa dk v/;;u djds ,d vkn”kZ 
iqLrdky; Hkou dh :i&js[kk dk fuekZ.k djasA iqLrdky; dk Hkw&Hkkx bR;kfn 
dk vuqeku iqLrdky; ds orZeku ,oa lEHkkfor ikBdksa dh la[;k ds vk/kkj ij 
gksuk pkfg,A 

2- iqLrdky; Hkou dh ;kstuk cukrs le; ;g lqfuf”pr dj ysuk vfr vko”;d 
gS fd iqLrdky; Hkou dgk¡ ij fLFkr gksxk] iqLrdky; Hkou fdl izdkj cuk;k 
tk;sxk] ikBdksa dh Js.kh o la[;k D;k gksxh] iqLrdky; dk laxzg fdl izdkj 
dk gksxk ¼HkkSfrd Lo:Ik½ tSlk fd vktdy iqLrdsa vkSj bZ&cqd ds :Ik esa vk 
jgh gSa muds fy, dSlk okrkoj.k gksxk ;s Hkh igys ls fopkj dj ysuk pkfg,A 

3- iqLrdky; Hkou ;k fdlh Hkh izdkj ds Hkou ds miyC/k ctV ij Hkh fopkj 
djuk vfr vko”;d gS D;ksafd ctV ds vHkko esa iqLrdky; Hkou fuekZ.k iwjk 
ugha gks ik;sxkA blfy, ctV ds vk/kkj ij gh iqLrdky; Hkou dk HkkSfrd 
fu;kstu rS;kj djuk pkfg,A 

4- iqLrdky; Hkou fu;kstu dks vfUre :Ik nsus ls igys ,oa eatwjh djokus ls 
igys ,d ckj iqu% fujh{k.k vfr vko”;d gSA D;ksafd dbZ ckj fdlh Hkh ;kstuk 
esa iqu% fujh{k.k ds le; cgqr lh dfe;ka lkeus fudydj vkrh gSa vkSj ;kstuk 
=qfVfofgu cu tkrh gSA iqLrdky; Hkou lfefr ds lHkh lnL;ksa dks 
viuk&viuk {ks= ;kstuk esa nksckjk ls pSd dj ysuk pkfg,A 

5- pkYlZ (1912)]  Oghyj (1941) vkSj eSVdkWQ (1965) us fuEufyf[kr iqLrdky; 
Hkou fuekZ.k fl)kUr fn;s gSaA  

 iqLrdky; Hkou fuekZ.k ;kstuk ls iwoZ izf”kf{kr o ;ksX; iqLrdky;k/;{k 
dh fu;qfDr izkf/kdkjh ,oa f”kYidkj dks iqLrdky; Hkou ;kstuk cukus esa 
vusd Hkwyksa ls cpk ldrh gSA  
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 iqLrdky; Hkou fuekZ.k ;kstuk iqLrdky; ds dk;Z] mÌs”; ,oa ikBdksa 
dh la[;k ,oa vko”;drkvksa dks /;ku esa j[kdj dh tkuh pkfg,A 

 iqLrdky; Hkou fuekZ.k ;kstuk esa ckgjh Hkkx (Exterior) ij fopkj djus 
ls iwoZ mlds vkUrfjd (Interior) Hkkx dh O;oLFkk ij igys ls fopkj 
djuk vf/kd mi;qDr gSA  

 vxj f”kYidkj (Architect) iqLrdky; Hkou fuekZ.k dk vuqHko j[krk gS 
rks mls igys vkefU=r djuk pkfg,A 

 iqLrdky; Hkou ;kstuk izk:Ik dks Hkfo’; dh vko”;drkvksa ,oa o`f) dks 
ns[krs gq, gh cukuk pkfg,A 

 iqLrdky; Hkou esa le;&le; ij HkkSfrd vko”;drkvksa ds vuqlkj 
ifjorZu vkrs jgrs gSa blfy, Hkou fuekZ.k ;kstuk esa yphykiu o 
ueu”khyrk gksuh pkfg,A 

 yphykiu Hkh ,slk gksuk pkfg, ftlls fd iqLrdky; dk izk:Ik u 
fcxM+sA 

6- tgk¡ ij iqLrdky; Hkou dh fuekZ.k fu;kstu dh ckr gksxh rks iqLrdky;k/;{k 
dh Hkwfedk ij fopkj vo”; gh vk;sxkA iqLrdky; Hkou esa dgk¡ D;k gksxk 
ftruk vPNk iqLrdky;k/;{k tku ldrk gS vkSj dksbZ ugha tku ldrk blfy, 
tc Hkh iqLrdky; cus rks iqLrdky;k/;{k dks iqLrdky; Hkou desVh esa ,d 
egRoiw.kZ LFkku feyuk gh pkfg,A 

7- iqLrdky;ksa esa fofHkUu izdkj dh ikB~; lkexzh dks vPNh rjg ls izksRlkfgr 
djus ds fy, rFkk mDr iqLrdky; ds deZpkfj;ksa ,oa ikBdksa ds fy, miLdj 
(Furniture) dh vko”;drk gksrh gSA ftruk vPNk vkjkenk;d miLdj gksxk 
ikBdksa dks vkjke feysxk vkSj oks T;knk nsj rd iqLrdky; esa viuk le; 
O;rhr djsaxsaA miLdj iqLrdksa o vU; ikB~; lkexzh dks vPNh rjg ls iznf”kZr 
djus esa lgk;d fl) gksrs gSaA MkW0 ,l- vkj- jaxkukFku ds vuqlkj iqLrdky; 
ds miLdj rFkk midj.k iqLrdky; ds xzUFkky;h dh vf/kd :fp dks iznf”kZr 
djrs gSaA nwljs iqLrdky;ksa dh lkt&lTtk dks ns[kdj gesa vius iqLrdky; esa 
QuhZpj [kjhnuk pkfg,A izR;sd iqLrdky; esa QuhZpj ogk¡ dh vko”;drk ds 
vuqlkj o ikB~; iqLrdksa dh la[;k ds vk/kkj ij gh vftZr djuk pkfg,A 

8- iqLrdky; lwph dkMZ fjdkMZ] dkMZ dSfcusV ds vykok “kSYQ fyLV (Shelf List) 
esa Hkh gksrk gSA ;g lSYQ fyLV lwph i=dksa dh ,d dkWih j[krs gq, flQZ 
iqLrdky;ksa deZpkfj;ksa ds fy, gh gksrh gSA iqLrdky; lSYQ lwph dk lkbTk Hkh 
iqLrdky; ds vkdkj vkSj iqLrdksa dh la[;k ij fuHkZj djrk gS o bldk 
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izn”kZu Hkh ugha gksrk gSA vktdy rks iqLrdky; Lopkyuhdj.k dh otg ls 
bldk pyu Hkh cUn gks x;k gSA  

9- NksVs iqLrdky;ksa esa vkSj ijEijkxr iqLrdky;ksa es iqLrdksa dks j[kus ds fy, 
vyekfj;ksa dk iz;ksx fd;k tkrk gS ysfdu cM+s iqLrdky;ksa vkSj tgk¡ ij eqDr 
izos”k iz.kkyh gksrh gS ogk¡ ij yksgs ds jSd dk iz;ksx gksrk gS ;s jSd nksuksa lkbZM 
ls vksiu gksrs gSa vkSj buesa iqLrdksa dks nksuksa lkbZM esa j[kk tkrk gSA ;s 
ydfM+;ksa ds jSd dh vis{kk yksgs esa dhM+h&edksM+s ugh yxrs gSa vkSj ;s ueh Hkh 
ugha lks[krs gSaA blds foijhr ydM+h ds jSd ueh rks lks[k ysrs gSa ysfdu buesa  
nhed yxus dk Mj jgrk gSA 

10- ,Vyl dk vkdkj fo”ks’k gksrk gS blfy, mudks j[kus ds fy, fo”ks’k LVS.M dk 
iz;ksx fd;k tkrk gSA bldh Å¡pkbZ 3 QqV ls 5 QqV] xgjkbZ 2 ls 1@2 vkSj 
pkSM+kbZ 2 QqV gksrh gSA Qyd ,d nwljs ls 4 bap Åij gksrs gSaA blesa cM+s 
vkdkj dh iqLrdksa dks Hkh j[kk tk ldrk gSA vktdy iqLrdky;ksa esa ,Vyl 
dk izpyu bUVjusV ds iz;ksx ls de gks x;k gSA ikBd bUVjusV ij lc dqN 
HkkSxksfyd fLFkfr;k¡ vkSj ekufp= ns[k ldrs gSaA 

11- izR;sd iqLrdky; esa ikBdksa ds ewY;oku lq>koksa ds fy, ,d lq>ko isfVdk yxk 
nh tkrh gS ftlesa ikBd vius lq>ko] f”kdk;rsa o viuh t:jrksa dks fy[kdj 
Mky ldrs gSaA lq>ko isfVdk dks eq[;xsV ij gh yxk;k tkrk gSA dbZ ckj 
vUnj dh lkbZM ij Hkh yxk;k tkrk gS tgk¡ ij iqLrdky; deZpkjh de ls 
de gksA 
 

2-6- lUnHkZ xzUFk lwph 
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building. New York: McGraw-Hill. 
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Library Commiittee etc. New Delhi (P104). 
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2-7- mi;ksxh iqLrdsa 
 

6- vUlkjh] ,e- ,e- ¼2005½ iqLrdky; laxBu ,oa izcU/ku] dyk izdk”ku] 
okjk.klhA 

7- ipkSjh] ,u- ds- vkSj HknkSfj;k] vkj- ,l- ¼2006½ iqLrdky; lwpuk foKku 
fnXn”kZu] mek izdk”ku] vkxjkA 

8- JhokLro] “;keukFk vkSj oekZ] lqHkk’kpUnz ¼1978½ iqLrdky; laxBu ,oa lapkyu 
% fl)kUr o O;ogkj] jktLFkku fgUnh xzUFk vdkneh] t;iqjA 

9- fot; dqekjh ¼1975½ iqLrdky; foKku dh ljy :Ikjs[kk] eSVªksiksfyVu cqd 
dEiuh izkbZosV fyfeVsM] fnYyhA 

10- “kekZ] ch-ds- vkSj Bkdqj] ;w-,e- ¼2011½ iqLrdky; lwpuk foKku ,oa lwpuk 
izkS|ksfxdh % foospukRed v/;;u ¼nks [k.M½ okbZ- ds- ifCy”klZ] vkxjkA 

11- “kekZ] ch-ds-] lh- yky vkSj ds- dqekj ¼1999½ xzUFkky; ,oa lwpuk foKku] okbZ- 
ds- ifCy”klZ] vkxjkA 
 

2-8- fucU/kkRed iz”u 

 
1- Hkou fuekZ.k ls iwoZ fopkj ;ksX; rRoksa dks Li"V dhft;s\ 
2- iqLrdky; Hkou fuekZ.k fl)kUr dks foLrr̀ :Ik ls Li"V dhft;s\ 
3- iqLrdky; Hkou es iqLrdky;k/;{k dh Hkwfedk dks Li"V dhft;s\ 
4- ikBdksa ds fy, miLdjksa ,oa midj.kksa dh O;k[;k dhft;s\ 
5- iqLrdky; deZpkfj;ksa ds fy, miLdjksa ,oa midj.kksa dh O;k[;k dhft;s\ 
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इकाई – 3   सÌ पूणª गुणवRता ÿबÆ धन एवं सहभागी ÿबÆ धन  

bdkbZ dh lajpuk 
3-1 izLrkouk 
3-2- mís”; 

3-1-1- lEiw.kZ xq.koÙkk izcU/ku  
3-1-1-1 ifjHkk’kk ,oa vo/kkj.kk  
3-1-1-2- lEiw.kZ xq.koÙkk izcU/ku ds pj.k ,oa fl)kUr  
3-1-1-3 lEiw.kZ xq.koÙkk izcU/ku ds mÌs”;  
3-1-1-4 lEiw.kZ xq.koÙkk izcU/ku dh mi;ksfxrk  
3-1-1-5- lEiw.kZ xq.koÙkk ds rÙo  
3-1-1-6- xq.koÙkk pØ  
3-1-1-7- lEiw.kZ xq.koÙkk izcU/ku dk iqLrdky;ksa esa egRo  

3-1-2- lgHkkfxrk izcU/ku 

3-1-2-1- lgHkkxh izcU/ku dh vo/kkj.kk o vFkZ  

3-1-2-2- lgHkkxh izcU/ku dh fo”ks’krk,¡  
3-1-2-3- lgHkkxh izcU/k ds mÌs”;  
3-1-2-4- lgHkkxh izcU/ku ds ykHk  
3-1-2-5- lgHkkxh izcU/ku dh gkfu;k¡  
3-1-2-6- iqLrdky;ksa esa lgHkkxh izcU/ku  

3-3 lkjka”k 
3-4- “kCnkoyh  
3-5- vH;kl iz”uksa ds mRRkj 
3-6- lUnHkZ xzUFk lwph 
3-7- mi;ksxh iqLrdsa 
3-8- fucU/kkRed iz”u 
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3-1 izLrkouk 
 
lEiw.kZ xq.koÙkk izcU/ku (Total Quality Management) ,d ØkfUrdkjh 

fopkj/kkjk gS ftlus vesfjdk ls “kq: gksdj tkiku esa vkS|ksfxd ØkfUr dh cgkj yk nh 
FkhA lEiw.kZ xq.koÙkk izcU/ku esa Hkkxhnkjh izcU/ku (Participative Management) vkSj 
oSKkfud izcU/ku (Scientific Management) nksuksa dk la;qDr feyu gSA lcls igys 
xq.koÙkk fu;a=.k (Quality Control) dh fopkj/kkjk dk mn~Hko 1920 esa vesfjdk esa 
vkS|ksfxd mRiknksa dh xq.koÙkk fu/kkZfjr djus ds fy, gqvk Fkk ftlls oLrqvksa ds fuekZ.k 
esa izkjEHk ls ysdj vkf[kj rd lq/kkj gks lds vkSj oLrqvksa ds mRiknu esa ;g fo”okl gks 
tk;s fd buesa xq.koÙkk izekf.kr gSA  

lgHkkxh izcU/ku dk ljy vFkZ ;g le>uk pkfg, fd deZpkjh pkgs fdlh Hkh 
in ij gks mldh izcU/ku esa lgHkkfxrk fdlh Hkh :Ik esa gksA mlds fopkj o lq>ko 
bR;kfn dk izcU/ku dks lEeku djuk pkfg, vkSj mu ij fopkj Hkh djuk pkfg,A 
le;&le; ij ehfVax esa lHkh deZpkfj;ksa dks cqykuk pkfg, vkSj laxBu o laLFkk ds 
mÌs”;ksa ls Hkyh&Hkk¡fr mudk ifjp; djokuk pkfg,A vktdy iqLrdky;ksa dh 
dk;Ziz.kkyh Hkh tfVy gks xbZ gS D;ksafd ijEijkxr iqLrdky; vc Lopkyu dh rjQ 
c<+ jgs gSaA 

 

3-2- mís”; 
 

 lEiw.kZ xq.koÙkk izcU/ku ds ckjsa es tkudkjh nsukA 

 lEiw.kZ xq.koÙkk izcU/ku ds pj.k ,oa fl)kUrksa dh O;k[;k djukA 
 lEiw.kZ xq.koÙkk izcU/ku dh mi;ksfxrk dh O;k[;k djukA 

 lEiw.kZ xq.koÙkk ds rÙoksa dk o.kZu djukA 

 lEiw.kZ xq.koÙkk izcU/ku dk iqLrdky;ksa esa egRo dh O;k[;k djuk 

 lgHkkxh izcU/ku dh vo/kkj.kk o vFkZ dh O;k[;k djukA 

 lgHkkxh izcU/ku ds egRo dhs tkudkjh nsukA 
 lgHkkxh izcU/ku dh fo”ks’krkvksa dh O;k[;k djukA 

 lgHkkxh izcU/ku ds ykHkksa dh O;k[;k djukA 
 lgHkkxh izcU/ku dh gkfu;kas dh O;k[;k djukA 

 iqLrdky;ksa ds lgHkkxh izcU/ku dh O;k[;k djukA 
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3-1-1- lEiw.kZ xq.koÙkk izcU/ku (Total Quality Management) 
 
lEiw.kZ xq.koÙkk izcU/ku dk fopkj 1950 esa MkW0 ,MoMZ Msfeax (Dr. Edward 

Demming) ds xq.koÙkk ds fl)kUr ls izQqfYyr gqvkA oks f}rh; fo”o ;q) ds Ik”pkr~ 
tkiku pys x;sA tkiku us muds fl)kUr dks le>k vkSj mlds vuqlkj dk;Z Hkh fd;k] 
bldk urhtk ;g gqvk fd tkiku us xq.koÙkk ds ne ij iwjs ekdsZV ij viuk dCtk dj 
fy;kA  

vktdy lEiw.kZ xq.koÙkk dk vuqi;ksx lHkh m|ksx&/kU/kksa] dEifu;ksa o 
lkoZtfud miØe o lsok,sa laLFkkvksa tSls vLirkyksa] jsyos o iqLrdky;ksa esa Hkh gks jgk 
gS vkSj blds iz;ksx ls vPNs ls vPNs ifj.kke izkIr gks jgs gSaA iqLrdky;ksa esa lEiw.kZ 
xq.koÙkk dk iz;ksx iqLrdks ds laxzg ls ysdj Qyd LVSd vkSj LVSd ls dkmUVj ikBdksa 
rd igq¡pkus vkSj vU; iqLrdky; lsokvksa dks vPNk djus esa gks jgk gSA vktdy 
iqLrdky; Hkh ekud (ISO) izek.k&i= izkIr dj jgs gSaA  

 
3-1-1-1 ifjHkk’kk ,oa vo/kkj.kk 

lEiw.kZ xq.koÙkk dk vFkZ gS fd lEiw.kZ xq.koÙkk “kq: ls ysdj vkf[kjh lksiku 
rdA fdlh laxBu] laLFkk o dEiuh dk O;oLFkkiu mlds mi;ksxdÙkkZvksa dh 
vko”;drkvksa ds vuqlkj O;ofLFkr djukA LkEiw.kZ xq.koÙkk izcU/ku dh ,d uohu fopkj 
/kkjk gSA izcU/ku ds xq.koÙkk dk vFkZ mRikn o lsokvksa esa fof”k’Vrk iznku djus ls gSA 
;fn vk/kqfud izcU/ku esa bldh ckr dh tk;s rks miHkksDrk (User) dh nf̀’V ls laxBu 
laLFkk }kjk fd;s x;s dk;ksZ o lsokvksa ds vk/kkj ij vusd mRiknksa dks loZJs’B eku 
ldsA fdlh Hkh laxBu o laLFkk esa lEiw.kZ xq.koÙkk miHkksDrkvksa dh larqf’V ij gh tksj 
nsrk gS vkSj blesa ;g vko”;d gS fd mi;ksxdÙkkZvksa dks larq’V djus okys lHkh igyqvksa 
ij /;ku dsfUnzr djukA xq.koÙkk dk mÌs”; mRiknu ek= c<+kuk ugha gksrk gS cfYd 
mRiknu esa xq.koÙkk Hkh ykuk gksrk gSA  
ifjHkk’kk,¡ & xq.koÙkk dks fdlh mRikn ;k lsok esa fuf”pr ugha fd;k tk ldrk bldh 
iwjh gh iz.kkyh (System) esa mi;ksxdÙkkZ dh larqf’V dks /;ku esa j[krs gq, fu:i.k 
fd;k tkrk gSA lEiw.kZ xq.koÙkk dh izcU/ku xq:vksa vkSj fo}kuksa us dqN ifjHkk’kk,¡ nh gSa 
ftlls blds ckjs esa fopkj/kkjk Li’V gks tkrh gSA ifjHkk’kk,¡ fuEu izdkj gS& 

tqjks ,oa cukZM (Jurow and Barnard) us lEiw.kZ xq.koÙkk ds ckjs esa dgk gS fd “;g ,d 
deZpkjh lgHkkxh izcU/ku vkSj miHkksDrkvksa dh t:jrksa esa yxkrkj (Continue) fd;k 

x;k lq/kkj gSA” ;g iz.kkyh dHkh uk :dus okyh gSA vkSj lq/kkj dh /kkjk vfojy cgrh 
jgs ;gh bl ifjHkk’kk dk ljy vFkZ gSA  

Mh- bZ- fjXl (D. E. Riggs) ds vuqlkj “lEiw.kZ xq.koÙkk fu;U=.k mRikn esa 
fo”oluh;rk izkIr djus ds fy, xq.koÙkk fuf”pr djrh gSA fo”oluh;rk dks mRikn esa 
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fujf{kr (Inspected) ugha fd;k tk ldrk cfYd blls mRiknksa esa vfHkfgr 

(Designated) fd;k tkrk gSA” lh/ks “kCnksa esa vFkZ ;g gS fd mRiknu cuus ds ckn 
mldks pSd ;k fujh{k.k djus ls vPNk gS fd mRikn dks cukrs le; gh mlesa xq.koÙkk 
lqfuf”pr dh tk;sA 

 
lkekU; Hkk’kk esa lEiw.kZ xq.koÙkk dk mÌs”;@vFkZ fuEu gks ldrk gS& 

 miHkksDrkvksa dh t:jrksa dks lUrq’V djus ds fy, yxkrkj 
lq/kkj djukA 

 xq.koÙkk dks de ls de ykxr esa izkIr djukA 

 lEiw.kZ xq.koÙkk esa lHkh dks lgHkkxh cukdj fnu&izfrfnu dh 
izfrc)rk  dks iwjk djokrs gq, xq.koÙkk dks izkIr djukA 

 
3-1-1-2- lEiw.kZ xq.koÙkk izcU/ku ds pj.k ,oa fl)kUr  
 lEiw.kZ xq.koÙkk ds fuEu pj.k gksrs gSa& 
d- vfHkKku vkSj rS;kjh (Identification and Preparation) 

lcls igys lEcfU/kr laxBu ,oa laLFkk ds ckjs es lwpukvksa dks ,df=r djukA 
laxBu ,oa laLFkk esa mu {ks=ksa dh igpku djuk ftuesa lq/kkj dh lEHkkouk gks ftlls 
lEcfU/kr laxBu dh miyfC/k;ksa dks izkIr dj ldsA laxBu dh lHkh xfrfof/k;ksa dh ,d 
O;k[;kRed C;ksjs dks vafdr djuk vkSj lHkh esa lq/kkj dh xaqtkbZ”k dks Hkh yxkrkj ykxw 
djukA 
[k- izcU/ku vkSj izfrc)rk dks le>uk (Management and Understanding 

Commitment) 
;gk¡ ij bldk vFkZ ;g gS fd laxBu ;k laLFkk dk izcU/ku lqfuf”pr djds 

lEiw.kZ xq.koÙkk izcU/ku dh fof/k;k¡ vkSj mÌs”;ksa dks vPNh rjg le> x;s gaS vkSj oks 
budks vius laxBu dh lHkh xfrfof/k;ksa esa ykxw djus ds fy, rS;kj gSA 
x- lq/kkj dh ;kstuk (Scheme for Improvement) 

lHkh izcU/kdksa o izcU/ku dks xq.koÙkk lEcU/kh leL;kvksa dks lqy>kus esa “kkfey 
djuk vkSj l”kDr vkSj lqpk: izf”k{k.k ,oa lapkj ds }kjk bldks mUur rjhds ls ykxw 
djukA 
?k- u;k izksRlkgu] u;s y{; vkSj leh{kkRed ijh{k.k (New Initiative, New target and 

Critical Examination) 
lHkh dks ,d Jà[kyk esa fijksrs gq, lHkh dk vFkZ ;gk¡ ij izR;sd O;fDr tks&tks 

fdlh Hkh laxBu@laLFkk@dEiuh ls tqM+k gks ¼deZpkjh] vkiwfrZdÙkkZ o miHkksDrk½ u;s 
y{; ifjHkkf’kr djuk] izksRlkfgr djuk vkSj fQj ls leh{kkRed v/;;u@ijh{k.k 
djukA lQyrk lEcU/kh lwpukvksa dks izkIr dj mUgsa vafdr djuk gSA lEiw.kZ xq.koÙkk 
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izcU/ku xq: ‘Msfeax’ vkfn us lEiw.kZ xq.koÙkk izcU/ku ds 14 pj.k fcUnq crk;s gSa tks bl 
izdkj gS& 

 mÌs”;ksa dh fLFkjrk (Consistancy of Purpose)& mRikn 
vkSj lsokvksa esa fujUrj lq/kkj ds fy, mÌs”;ksa esa fLFkjrk 
iznku djuh pkfg,A 

 u;k fl)kUr (The Neo Philosophy)& u;s fl)kUrksa dks 
ykxw djuk vkSj bl ij tksj nsuk fd ge u;s vkfFkZd ;qx 
esa gSa tks tkiku esa mRiUu gqvk gSA 

 fujh{k.k ij fuHkZjrk dks cUn djuk (Cease Dependence 

on Inspections)& vf/kdka”k fujh{k.kksa dh t:jrksa dks 
xq.koÙkk izkIr djus ds mÌs”;ksa ls fudkyukA vFkZ ;g gS fd 
vUr ,d ne ls iwjk fujh{k.k djus dh t:jr ugh gSA gj 
dne ij xq.koÙkk dk fujh{k.k gksA  

 de Bsdk (Lowest Tender)& bl izFkk dks [kRe djuk 
vius laxBu o laLFkk esa bl iSzfDVl dks cUn djuk dh 
ewY; vk/kkfjr de Bsds ij dk;Z djokukA vFkZ ;g gS fd 
ewY; ds lkFk&lkFk xq.koÙkk vkSj mDr laxBu@laLFkk 
ftldks de es Bsdk fn;k gS] rks mDr laxBu@laLFkk dh 
miyfC/k;ksa dk Hkh fujh{k.k djukA 

 izR;sd iz.kkyh dks lq/kkjuk (Improve Every Process)& 
mRikn vkSj lsok ds izR;sd iz.kkyh dks fujUrj lq/kkj dh 
;kstuk dh vksj ys tk;sA izR;sd foHkkx o bZdkbZ esa lq/kkj o 
xq.koÙkk ykuk vkSj fujUrj iz;kljr jgukA 

 izf”k{k.k dk;Z (Training on the Job)& izf”k{k.k dh uohu 
fof/k;ksa dks ykxw djuk vFkkZr~ deZpkfj;ksa dks] izc/kdksa dks 
uohu rduhdksa@fof/k;ksa dk lEcfU/kr dk;Z dk izf”k{k.k 
nsukA  

 laLFkk usr`Ro (Institutional Leadership)& laLFkk usrR̀o dh 
fopkj/kkjk dks deZpkfj;ksa dh lR;rk vkSj vPNh lsok ds 
fy, ykxw djukA 

 Mj dks fudkyuk (Drive out Fear)& ,d csgrj lapkj dh 
O;oLFkk djukA ¼uhps ls Åij vkSj Åij ls uhps dh vksj½ 
Mj dks laLFkk o laxBu ls fcYdqy fudky nsuk deZpkjh 
blls izksRlkfgr o viuh bPNk ls nksxquk dk;Z djsaxsaA 
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 izfrcU/kksa dks rksM+uk (Break down Barrier)& lHkh izfrcU/kksa 
dks deZpkfj;ksa vkSj foHkkxksa ds chp [kRe djukA 

 mins”kksa dks fudkyuk (Eliminate Exhortations)&laxBu o 
laLFkk esa ls ukjsckth] bf”rgkj o mins”kksa dks fudkyuk vkSj 
okLrfodrk ls dke djukA  

 y{;ksa dks fudkyuk (Eliminate Targets)&la[;kRed y{;ksa 
dks laxBu@laLFkk o dEiuh ls fcYdqy fudky nsuk vkSj 
dk;Zjr deZpkfj;ksa esa ls la[;kRed y{;ksa dks fudkydj 
xq.koÙkk ij tksj nsukA 

 dk;Zdq”kyrk xkSjo dh vuqefr nsuk (Permit Pride of 

Workmenship)& tks vPNk dk;Z dkS”ky fn[kkrs gS mudks 
izksRlkfgr o xkSjokfUor djukA 

 f”k{kk dks izksRlkgu nsuk (Encourage Education)& 
laLFkk@laxBu@dEiuh esa f”k{kk dks vkxs c<+kus ij tksj 
nsukA izR;sd dk;ZdÙkkZ esa Lo;a lq/kkj ds fy, ukSdjh ds 
lkFk&lkFk f”k{kk ij cy nsukA  

 mPp izcU/ku dh opuc)rk (Top Management 

Commitment)&mPp izcU/ku dh opuc)rk 
(Commitment) dks Li’V :Ik ls mRikn o lsokvksa esa lq/kkj 
ds fy, lqfuf”pr djukA  

 
3-1-1-3 lEiw.kZ xq.koÙkk izcU/ku ds mÌs”; (Objectves of TQM) 

 mRiknksa o lsokvksa esa fujUrj ,oa xq.kkRed lq/kkj ds iz;kl 
djukA 

 dherksa esa deh ds lkFk xq.koÙkk esa lq/kkjA 

 lHkh lEcfU/kr yksxksa dh iw.kZHkkxhnkjh fl) djukA 

 laxBu@laLFkk dk fujUrj fodkl izxfr rjDdh tks vU; 
laxBuksa@laLFkkvksa ls eqdkcyk dj ldsA 

 laxBu ,oa LkaLFkkvksa ds mRiknksa dks miHkksDrkvksa dh ekax ,oa 
vko”;drkuq:Ik gksukA 

 
3-1-1-4 lEiw.kZ xq.koÙkk izcU/ku dh mi;ksfxrk  (Usefullness of TQM) 
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lEiw.kZ xq.koÙkk izcU/ku fdlh Hkh laxBu ,oa laLFkk esa oSKkfud izcU/ku ,oa 
lgHkkfxrk izcU/ku dks feykdj ,d uohu laLd`fr dk fuekZ.k djrk gSA bl ifjofrZr 
okrkoj.k esa fdlh Hkh laxBu ,oa LkaLFkk esa deZpkjh vius dk;Z dks :fp iwoZd djrs gSa 
vkSj viuh ftEesnkfj;ksa dk Hkh fuokZgu djrs gSaA lEiw.kZ xq.koÙkk izcU/ku dh fuEufyf[kr 
mi;ksfxrk,¡ gks ldrh gSa& 

 lewg esa dk;Z djus dh Hkkouk dk fodkl gksrk gSA 

 mRikn o lsokvksa ds xq.koÙkk esa o`f) gksrh gS rFkk ewY;ksa esa deh 
vkrh gSA 

 dk;Z djuk :fpdj gks tkrk gS D;ksafd lHkh deZpkfj;ksa dks 
,d&nwljs ds lkFk feydj dk;Z djuk gksrk gSA  

 deZpkfj;ksa dh mifLFkfr Hkh vf/kd jgrh gSA 

 lkekU; mRiknu esa o`f) gksrh gSA 

 dEiuh laxBu o laLFkk tks Hkh lEiw.kZ xq.koÙkk izcU/ku dks ykxw 
djrh gS mldh lk[k (Good will) c<+rh gSA  

 
3-1-1-5- lEiw.kZ xq.koÙkk 
ds rÙo (Elements of 

TQM) 
lEiw.kZ xq.koÙkk 

esa eq[;r% pkj rÙo 
gksrs gSa tSls&  1- 
iz.kkfy;k¡] 2- izfØ;k,¡ 
3- izcU/ku o 4- yksxA 
3-1-1-6- xq.koÙkk pØ 
(Quality Cycle) 

gesa ;g ckr 
vPNh rjg ls le> 
ysuh pkfg, fd lEiw.kZ 
xq.koÙkk izcU/ku dksbZ 
fDod fQDl (Quick Fix) ugh gS fd yxk;k vkSj gks x;kA blesa eghuksa o o’kksZa Hkh yx 
tkrs gSaA xq.koÙkk ds u vkus esa fujk”k ugha gksuk pkfg, D;ksfd ;g ,d fujUrj fd;k 
x;k iz;kl gSA izR;sd iz;kl esa xyfr;ksa dks fudkydj mldks “kq) djuk (Error Free) 
gksrk gS fQj nksckjk dk;Z “kq: djuk gksrk gSA tSlk fd uhps fp= esa fn;k x;k gSA  
fujUrj lq/kkj iz.kkyh 
(Continuous Improvement Process) 

iz.kkfy;k¡ ISO 9000, BIS 
14000 BS5750 

bu iz.kkfy;ksa dks Vh-D;w-,e- izkIr djus ds fy, 
xq.koÙkk esa lq/kkj ds fy, ykxw fd;k tkrk gSA 

izfØ;k,¡ izfdz;k fu;U=.k 
fodkl {kerk] 
lEiw.kZ mRiknu] 
vuqj{k.k  

izfdz;kvksa dks O;ofLFkr djuk cgqr gh t:jh gS 
lEiw.kZ xq.koÙkk izkIr djus ds fy, deZpkfj;ksa dk 
izf”k{k.k Hkh cgqr t:jh gSA 

izcU/ku lewg Hkkouk] 
leL;k lek/kku o 
fof/kA  

izcU/ku iz.kkyh esa lgHkkfxrk] t:jh deZpkfj;ksa dk 
izcU/ku ds lkFk lEcU/k mRiknksa esa xq.koÙkk iznku 
djrk gSA 

yksx izcU/ku esa 
lgHkkfxrk] lq>ko 
o xq.koÙkk lewg ;k 
or̀A 

lgHkkxh izcU/ku }kjk lEiw.kZ xq.koÙkk dks vklkuh 
ls izkIr fd;k tk ldrk gSA ,d xq.koÙkk lewg 
cukdj le;&le; ij gj foHkkx esa izR;sd mRikn 
o lsokvksa ds fMtkbZu esa xq.koÙkk dk izf”k{k.k fd;k 
tkrk gSA 
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     Plan Do 

 
                            
                Check        Act 

 
fdlh Hkh dk;Z dks djus ls iwoZ ;kstuk (Plan) cukuh gksrh gS fQj mls pSd djuk gksrk 
gS fQj ml ij dk;Z (Act) fd;k tkrk gS ;fn fQj Hkh y{;ksas ds vuq:Ik urhts ugha 
feyrs gSa rks fQj blh pØ dks nksgjkuk gksrk gSA tSlk fd igys gh crk;k tk pqdk gS 
fd lEiw.kZ xq.koÙkk izcU/ku fujUrj fd;k x;k ,d iz;kl gSA  

 
3-1-1-7- lEiw.kZ xq.koÙkk izcU/ku dk iqLrdky;ksa esa egRo 

lEiw.kZ izcU/ku ds ckjs esa ;g vo/kkj.kk izpfyr Fkh fd ;g rks dsoy mRiknksa ds 
QSDVjh m|ksx ,oa dEifu;ksa esa gh ykxw gks ldrh gS ysfdu ;g vo/kkj.kk vc [kRe 
gksrh tk jgh gS D;ksafd vc lEiw.kZ xq.koÙkk izcU/ku gksVyksa] vLirkyksa o ljdkjh 
d;kZy;ksa foHkkxksa tSls jsyos vkfn esa ykxw gks jgh gS vkSj ftlls vPNh lsok,a 
mi;ksxdÙkkZvksa dks fey jgh gSA vc iqLrdky;ksa esa Hkh lsokvksa ds xq.koÙkk vkSj ikBdksa 
dh larqf’V dh vo/kkj.kk dks le> fy;k gS vkSj oks lEiw.kZ xq.koÙkk izko/kku dks vius 
;gk¡ ykxw djds vius ikBdksa dh larqf’V dh of̀) dj jgs gSaA lEiw.kZ xq.koÙkk dks ykxw 
djuk iqLrdky;ksa dh vc vko”;drk Hkh cu xbZ gSA iqLrdky;ksa esa xq.koÙkk fuEu 
izdkj ls ykxw gks ldrh gS& 

 
3-1-1-7-1- laxzg fodkl o vtZu esa xq.koÙkk 

iqLrdky;ksa dks viuh ,slh vtZu uhfr ykxw djuh pkfg, ftlesa ek=k 
(Quantity) ughaa cfYd xq.koÙkk (Quality) ij tksj nsuk pkfg,A iqLrdky;ksa dks viuh 
vtZu uhfr esa xq.koÙkk ykus ds fy, fuEufyf[kr funZs”kksa dk ikyu djuk pkfg,& 

 vkiwfrZdÙkkZ (Vender) dks laj{k.k u nsukA 

 ek=k@la[;kRed ds LFkku ij xq.koÙkk dks vtZu uhfr 
(Acquisition Policy) esa ykxw djukA 

 iqLrdksa@izys[kksa dk pquko ikBdksa dh t:jrksa dks /;ku esa 
j[krs gq, gksA ;gk¡ ij /;ku j[kuk gS fd “kS{kf.kd 
iqLrdky;ksa esa ikBd]  fo|kFkhZ T;knk gksrs gSa vkSj izk/;kid 
de] vkSj iqLrdky;ksa esa izk/;kidksa dh lLrqfr;ksa ij gh 
T;knk xkSj fd;k tkrk gSA ;gk¡ ikBd ¼fo|kfFkZ;ksa½ dks 
iqLrd pquko esa iwjk gd feyuk pkfg,A 
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 fcyksa ds Hkqxrku Rofjr gks vkSj foÙk dk izcU/ku lgh rjhds 
ls gksA 
 

3-1-1-7-2- lEiw.kZ xq.koÙkk iqLrdky;ksa ds rduhdh foHkkxks esa 
iqLrdky;ksa esa oxhZdj.k o lwphdj.k ikBdksa dks /;ku esa j[kdj gh djuk 

pkfg,A ikBdksa dks iqLrd <w<+us esa T;knk le; u yxs vkSj oxhZdj.k la[;k muds fy, 
tfVyrk u iSnk djsA vktdy lwphdj.k dk dk;Z rks iqLrdky; dks Lopkfyr dj 
vksisd (OPAC) bR;kfn ls ikBdksa dk le; cpkus ds fy, djuk pkfg,A ,slh O;oLFkk 
gksuh pkfg, fd ikBd dqath “kCn (Keywords) ls gh iqLrdksa dks Lopkfyr 
(Automation) iz.kkyh esa vklkuh ls [kkst ldsA 

 
3-1-1-7-3- iqLrdky; lsokvksa esa xq.koÙkk & 

iqLrdky; lsokvksa esa Hkh xq.koÙkk gksuh pkfg, tSls &iqLrd fuxZr 
¼ifjlapkyu½& ikBdksa dks iqLrd fuxZr djrs le; ikBdksa dk T;knk le; u’V ugha 
gksuk pkfg,A ;g ekuk tkrk gS fd ikBd dks iqLrdky; esa 3 feuV ds vUnj mldh 
vko”;drk dh lsok fey tkuh pkfg,A iqLrdksa dk O;oLFkkiu LVSd (Stack) esa lgh 
gksuk pkfg, ftlls ikBd tYnh ls tYnh viuh iqLrd fudkydj fuxZr  djok ysaA 
iqLrd fuxZr djus esa ckjdksM vkSj vkj-,Q-vkbZ-Mh- (R.F.I.D.) dk iz;ksx djus ls ;g 
lsok tYnh iwjh gksrh gSA 
ikBd f”k{kk& ikBd f”k{kk esa xq.koÙkk ykus ds fy, ikBdksa dks ;g f”k{kk dEI;wVj o ih-
ih-Vh- (P.P.T.) bR;kfn ds ek/;e ls vkSj iqLrdky; dk Hkze.k djokdj izSfDVdy :Ik 
ls nsuh pkfg, ftlls ikBd iqLrdky; dks vPNh rjg tku lds vkSj lHkh lsokvksa dk 
iz;ksx dj ldsA 
lUnHkZ foHkkx & lUnHkZ foHkkx esa ikBdksa dh vko”;drk Rofjr :Ik ls iwjh gksuh pkfg,A 
;gk¡ ij ;fn ikBdksa us 200 iz”u iwNs gSa rks ;g t:jh ugh fd gesa 200 iz”uksa dk mÙkj 
nsus esa VkjxsV iwjk djuk gSA tks Hkh mÙkj nsa og lgh vkSj “kq) gksuk pkfg,A vktdy 
iqLrdky; vius gkseist  (Home Page) ij ,Q-,-D;w- (F.A.Q.) dk Hkh iz;ksx dj jgsa 
gSaA 
bUVj ykbczsjh yksu & iqLrdky; ds ikl ,sls ;U= ¼iqLrdsa½ gksuh pkfg, tks ;g 
tkudkjh ns lds fd mDr izys[k dgk¡ ij miyC/k gksxkA vktdy bUVjusV ds ek/;e 
ls iqLrdky; (D.D.S.) Document Delivery Service dh lsok Hkh iznku dj jgs gSaA 
ikBd viuh vko”;drk dk isij bR;kfn bl lsok ds ek/;e ls viuh bZesy ij ;k 
fizaV esa iqLrdky; ls cgqr gh de le; esa izkIr dj ysrk gSA  
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QksVksdkWih lsok (Photocopying Service)& ikBdksa dks ;g lsok de le; vkSj de iSls 
esa mPp xq.koÙkk ds lkFk feyuh pkfg, ftlls ikBd lUrq’V gksxsa vkSj bl mRikn dh 
iz”kalk djsaxsaA 
iqLrdky; deZpkjh& lEiw.kZ xq.koÙkk izcU/ku esa LkEiw.kZ “kCn ;g bafxr djrk gS fd 
xq.koÙkk vdsys fdlh mRikn esa ugha vk;sxh blesa laxBu dk Hkh “kkfey gksuk t:jh gSA 
ikBdksa ds lkFk&lkFk LVkQ dh vko”;drkvksa o lqfo/kkvksa dk Hkh mPp vf/kdkfj;ksa dks 
/;ku j[kuk vko”;d gSA iqLrdky; deZpkfj;ksa dk izf”k{k.k gksuk Hkh vR;Ur vko”;d 
gS vkSj mudks iqLrdky; izcU/ku esa lgHkkxhnkj cukus ij gh lEiw.kZ xq.koÙkk iqLrdky; 
esa vk ldrh gSA iqLrdky; ds y{; o mÌs”; Hkh lHkh deZpkfj;ksa dks irk gksuk pkfg, 
bles lapkj ,d egRoiw.kZ Hkwfedk fuHkkrk gSA mPp o ofj’B vf/kdkfj;ksa ls uhps ds 
deZpkfj;ksa dks lHkh lwpuk,¡ iqLrdky; izxfr ls lEcfU/kr Rofjr nsuh pkfg,A lapkj 
uhps ls mij vkSj mij ls uhps vkuk pkfg,A iqLrdky; esa ,d xq.koÙkk or̀ (Quality  

Circle) vkSj xq.koÙkk Vhe dk Hkh xBu gksuk pkfg,A 
 

iqLrdky;ksa dks le;&le; ij viuh lsokvksa dk QhMcSd Hkh ysuk pkfg, blds fy, 
iz”ukoyh vkSj lq>ko isfVdk vkSj vius gkseist ij ,d fyad nsuk pkfg,A vius 
deZpkfj;ksa ls Hkh lq>ko o mudh leL;kvksa ij fopkj&foe”kZ djds mudks lqy>kuk 
pkfg, rkfd deZpkjh viuh :fp ls vPNk dk;Z dj ldsA 

 

vH;kl iz”u 
 

1- lEiw.kZ xq.koÙkk izcU/ku dh vo/kkj.kk dks Li"V dhft;s\ 
2- lEiw.kZ xq.koÙkk izcU/ku ds xq.koÙkk pØ dks Li"V dhft;s\ 
3- lEiw.kZ xq.koÙkk iqLrdky;ksa ds rduhdh foHkkx esa Li"V dhft;s\ 
4- lEiw.kZ xq.koÙkk izcU/ku esa iqLrdky; deZpkfj;ksa dks Li"V dhft;s\ 

 

3-1-2- lgHkkfxrk izcU/ku (Participative Management) 

 
lgHkkfxrk izcU/ku tSlk fd uke ls gh foxr gksrk gS fd deZpkfj;ksa dh izcU/ku 

esa lgHkkfxrkA izcU/ku esa Hkkxhnkjh ,d uohu fopkj/kkjk gS vkSj oSKkfud izcU/ku dh 
rjg bldk fodkl Hkh tkiku esa gh gqvk gS ckn esa vesfjdk o vU; ns”kksa esa bldk 
izpyu tkiku dh izxfr dks ns[krs gq, c<+ x;kA igys n¶rj”kkgh esa deZpkfj;ksa dks 
izcU/ku ls fcYdqy nwj j[kk tkrk Fkk mudks nckdj j[kk tkrk Fkk ysfdu /khjs&/khjs 
tkiku ØkfUr ds ckn ;g cny x;kA lgHkkfxrk dk fopkj loZizFke :lks nk”kZfud us 
Hkh O;Dr fd;k FkkA  
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lgHkkfxrk izcU/ku dk ljy vFkZ ;g le>uk pkfg, fd deZpkjh pkgs fdlh Hkh 
in ij gks mldh izcU/ku esa lgHkkfxrk fdlh Hkh :Ik esa gksA mlds fopkj o lq>ko 
bR;kfn dk izcU/ku dks lEeku djuk pkfg, vkSj mu ij fopkj Hkh djuk pkfg,A 
le;&le; ij ehfVax esa lHkh deZpkfj;ksa dks cqykuk pkfg, vkSj laxBu o laLFkk ds 
mÌs”;ksa ls Hkyh&Hkk¡fr mudk ifjp; djokuk pkfg,A 

vktdy iqLrdky;ksa dh dk;Ziz.kkyh Hkh tfVy gks xbZ gS D;ksafd ijEijkxr 
iqLrdky; vc Lopkyuhdj.k dh rjQ c<+ jgs gSaA ,sls esa iqLrdky; izcU/ku esa Hkh 
lHkh deZpkfj;ksa dh lgHkkfxrk vfuok;Z gSA n¶rj”kkgh vkSj vf/kdkfjd “kSyh iqLrdky; 
ds mÌs”;iwfrZ esa ck/kd fl) gksrh gSA blfy, lgHkkxh izcU/ku iqLrdky;ksa ds fy, cgqr 
gh egÙoiw.kZ gSA  

 

3-1-2-1- lgHkkxh izcU/ku dh vo/kkj.kk o vFkZ  
deZpkfj;ksa dks lnSo muds mPp vf/kdkjh ,oa izcU/kd fn”kk funsZ”k nsdj mudh 

fØ;k,a fu/kkZfjr djrs gSaA ijUrq vc le; cny x;k gS vkSj bl u;s ;qx esa deZpkfj;ksa 
dks laxBu dh fu.kZ;u izfØ;k esa Hkkx ysus gsrq izksRlkfgr fd;k tk jgk gSA izcU/kd vc 
deZpkfj;ksa dks vius lq>ko o fopkj j[kus ds fy, iszfjr dj jgsa gSa rkfd laxBukRed 
izfØ;kvksa dks dq”ky ,oa n{k cuk;k tk ldsA bl vo/kkj.kk dks viukus ds ihNs ;g Hkh 
dkj.k gS fd izcU/kd o deZpkjh feydj] ,dtqV gksdj dk;Z dj lds vkSj de ls de 
le; esa fu/kkZfjr y{; izkIr dj lds ,oa izfrLiz/kkvksa vkSj pqukSfr;ksa dk lkeuk dj 
ldsA orZeku le; esa izcU/ku dh bl lgHkkfxrk vo/kkj.kk dks fnu&izfrfnu 
yksdfiz;rk fey jgh gSA 
dkIyku ds vuqlkj& **lgHkkxhrk izcU/ku og izfØ;k gS ftlesa vf/kdkj ,oa izHkko”kfDr 
dk vkoaVu gks tk;sA tc izcU/ku ,oa dk;ZdÙkkZ nksuksa gh fu.kZ; ysus esa lgHkkxh gks rks 
bl izfØ;k dh izkfIr gks tkrh gSA** 
xq;ksr Loysfou (Guyot Sylvain)ds vuqlkj **lgHkkfxrk izcU/ku lewg ds lnL;ksa dks 
“kfDr nsuk gS tSls fdlh dEiuh ds deZpkjh vkSj fdlh lekt ds ukxfjd tks laxBu 
ds fu.k;Zu esa Hkkx ys ldsA 
lk/kkj.k “kCnksa esa lgHkkxh izcU/ku esa deZpkfj;ksa vkSj odZj dk fu.kZk;d ekeyksa esa 
lgdkjh gksuk gS tgk¡ ij fdlh Hkh deZpkjh dks fu.kZk;d QSlyksa esa Hkkxhnkj gksus dk 
ekSdk feysA 

 
3-1-2-2- lgHkkxh izcU/ku dh fo”ks’krk,¡  

lgHkkxh izcU/ku dh eq[; fo”ks’krk,¡ bl izdkj gS& 

 lEisz’k.k gsrq mfpr ekxZ (Proper Channel of Communication)& 
blesa deZpkfj;ksa dks viuh ckr] lq>ko o fopkj j[kus ds fy, ,d 
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mfpr lEizs’k.k ekxZ fey tkrk gSA izcU/kd deZpkfj;ksa dks vius lkFk 
“kkfey djds mudh leL;kvksa o lek/kkuksa ij fopkj djrk gS vkSj 
deZpkfj;ksa dks vf/kd dq”ky cukus ds fy, muds fopkjksa ,oa lq>koksa 
ds lkFk mudks fu.kZ;u izfØ;k dk Hkkxhnkj cuk ysrk gSA 

 deZpkjh l”kfDrdj.k (Employee Empowerment)& lgHkkxh 
izcU/ku esa izcU/kd deZpkfj;ksa dks izcU/ku izfØ;k esa Hkkx ysus dk 
volj iznku dj mudks l”kfDrdj.k dh vksj c<+krk gSA 

 xq.koÙkk (Quality)& xq.koÙkk bldk eq[; vk/kkj gS bldks ykxw djus 
ls laxBu o laLFkk xq.koÙkk dh vksj vxzlj gksrh gSA lEiw.kZ xq.koÙkk 
izcU/ku esa lgHkkfxrk izcU/ku dh vko”;drk gksrh gSA 

 uhfrxr vk;ke (Ethnical Dimension) - bldk vFkZ ;gk¡ ij ;g gS 
fd bl vo/kkj.kk ds vUrxZr fu.kZ;u izfØ;k esa lHkh ds lekfgr 
gksus ds dkj.k lHkh ,d leku le>s tkrs gSa D;ksafd ;g vo/kkj.kk 
ewY;] fl)kUrksa o uSfrdrk ij vk/kkfjr gksrh gSA 

 lgHkkfxrk ds vk/kkj ij vkfFkZd iqjLdkj Hkh izkIr gksrs gSa ysfdu 
dHkh&dHkh n.M Hkh fey tkrk gSA  

 izcU/kd ds :Ik esa O;fDr nsus okyk vf/kd ysfdu ysus okyk de 
gksrk gSA  

 izcU/kdkas dks vius v/khuLFkksa esa lEiw.kZ fo”okl gksrk gSA  

 blesa ,slk fo”okl mRiUu gksrk gS fd laxBu ds deZpkjh] dEkZpkjh 
gksus ds vykok euq’; Hkh gSA 
 

3-1-2-3- lgHkkxh izcU/k ds mÌs”;  
 lgHkkxh izcU/ku ds eq[; mÌs”; fuEu gSa& 

 deZpkfj;ksa dh euksoSKkfud o ekufld vko”;drkvksa dh iwfrZA 

 mRikndrk esa o`f) ykukA 

 mÙke izfrHkk dks cuk, j[kukA 

 lkSgknZiw.kZ lEcU/k LFkkfir djukA 

 ekuoh; dq”kyrk dk Js’Bre iz;ksx djukA 

 lEisz’k.k dk fujUrj cgko cuk;s j[kukA 
 

3-1-2-4-lgHkkxhrk izcU/ku ds ykHk  
 lgHkkfxrk izcU/ku ds eq[; ykHk bl izdkj gSa& 
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 dk;Z lUrqf’V& tks Hkh laxBu vius ;gk¡ ij lgHkkfxrk izcU/ku dks 
c<+kok nsrk gS mlds ;gk¡ ds deZpkjh viuh lsokvksa ls lUrq’V jgrs gSa 
vkSj mudk lUrqf’V Lrj cgqr vf/kd gksrk gSA euksoSKkfud nf̀’V ls 
deZpkfj;ksa esa Hkkouk tkxr̀ gksrh gS fd os ;gk¡ ij ,d dsoy deZpkjh 
gh ugha cfYd fu.k;ksZa esa lgHkkfxrk ds dkj.k laxBu ds lnL; Hkh gSaA  

 lEisz’k.k esa lq/kkj& bl izcU/ku “kSyh ls deZpkfj;ksa dk lEisz’k.k c<+rk 
gS vkSj mlesa lq/kkj gksrk gS vkil esa esy&tksy Hkh c<+rk gS] dk;Z 
feytqy dj djus ls lEisz’k.k vf/kd gksrk gSA 

 mRikndrk esa o`f) &deZpkjh viuk mÙkjnkf;Ro le>us yxrs gSa] 
ftEesnkjh ysdj dk;Z djrs gSa ftlls dk;Z dk Lrj mij c<+rk gS 
vkSj mRiknu esa of̀) gksrh gSA os dk;Z dks laxBu dk dk;Z u 
le>dj viuk dk;Z le>rs gSaA 

 iszj.kk & blesa dksbZ la”k; ugh gS fd lgHkkfxrk izcU/ku ls deZpkfj;ksa 
esa iszj.kk dh Hkkouk tkxr̀ gksrh gS og vius vkidks laxBu dk ,d 
egÙoiw.kZ Hkkx ekurs gq, lksprs gSa fd muds fcuk laxBu v/kwjk gSA 

 ykxr esa deh &blesa dk;Z dq”kyrk vkSj dq”ky izcU/ku ij vf/kd 
tksj fn;k tkrk gS u fd ckj&ckj ijh{k.k bR;kfn ij le; [kpZ 
fd;k tkrk gSA blh dkj.k ykxr esa Hkh deh vkrh gSA 

 xq.koÙkk esa lq/kkj &lgHkkfxrk izcU/ku esa uhps ls ysdj mij rd ds 
deZpkfj;ksa ds lq>ko fy;s tkrs gSa bldk lh/kk lk vFkZ ;g gqvk fd 
laxBu esa NksVh ls NksVh o cM+h ls cM+h ?kVukvksa dk voyksdu gks 
tkrk gS vkSj NksVh&NksVh ?kVukvksa ij Hkh /;ku jgrk gS rks xyrh dh 
lEHkkouk,¡ de gks tkrh gSa] ftlls xq.koÙkk c<+ tkrh gSA 

 dq”kyrk esa òf) &lgHkkfxrk izcU/ku esa deZpkfj;ksa dh lgHkkfxrk ds 
dkj.k lHkh deZpkjh dk;Z dq”ky gks tkrs gSa D;ksafd blesa lHkh dh 
detksjh o rkdr ij Hkh /;ku fn;k tkrk gS tgk¡ izf”k{k.k dh t:jr 
gksrh gS ns fn;k tkrk gSA bl izdkj lgHkkfxrk izcU/ku esa dk;Z 
dq”kyrk esa o`f) gksrh gSA 
 

3-1-2-5-lgHkkfxrk izcU/ku dh gkfu;k¡  
lgHkkfxrk izcU/ku esa tgk¡ ij brus ykHk gS ogk¡ ij bldh gkfu;k¡ Hkh gS 

tks bl izdkj gS& 
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 tksM+&rksM+& lcls igyh leL;k tksM+&rksM+ dh vkrh gSA dbZ ckj 
tksM+&rksM+ ls mPp izcU/ku Qk;nk mBkrk gS vkSj dbZ ckj v/khuLFk 
deZpkjh Hkh bldk Qk;nk mBkrs gSa A 

 fu.kZ;u dh /kheh iz.kkyh& lgHkkfxrk izcU/ku esa lHkh dh lgHkkfxrk 
gksus ds dkj.k dbZ ckj ,d fu.kZ; ij igq¡pus ij cgqr nsj gks tkrh 
gSA lHkh ds vius&vius fopkj gksrs gSa vkSj lgefr cuus esa le; 
yxrk gS ftlls fu.kZ;u dh xfr /kheh gks tkrh gSA  

 lkekU; iwokZxzg& lkekU;r% ifjorZu dk fojks/k lc txg gksrk gSA 
mPp izcU/kdh; viuh “kfDr;ksa dks NksM+uk ugha pkgrk gS vkSj 
v/khuLFk Hkh dbZ ckj fu.kZ;ksa esa :fp ugha fn[kkrs gSaA  

 lqj{kk leL;k& lgHkkfxrk izcU/ku esa lHkh Lrjksa ds deZpkjh Hkkx ysrs 
gSa rks dqN fo”oluh; fu.kZ; lHkh dks Kkr gks tkrs gSa ftlds dkj.k 
lwpuk yhd gksus dk [krjk cuk jgrk gSA ;g Hkh Hk; jgrk gS fd 
gekjs laxBu ds eq[; fu.kZ; izfrLi/kkZ laxBuksa dks izkIr u gks tk;sA  

 mnklhurk ,oa fuf’Ø;rk & bl izcU/ku esa uhps ds deZpkfj;ksa dks 
Hkkxhnkj cukus ds dkj.k mPp izcU/ku vf/kdkfj;ksa dks viuh “kfDr;ksa 
ds âkl gksus dk Hk; ges”kk cuk jgrk gS blh dkj.k dbZ ckj mPp 
vf/kdkjh laxBu ds fodkl ,oa mRFkku ds izfr mnklhu gks tkrs gSa 
vkSj v/khuLFkksa ds izf”k{k.k o fodkl ds dk;ZØeksa ds izfr os fuf’Ø; 
gks tkrs gSaA  

 vR;f/kd le; [kpZ gksuk& ckj&ckj fu.kZ; ysus dh izfØ;k gksrh gS 
vkSj gj ckj lHkh deZpkfj;ksa dks cqykuk rFkk muds lq>ko ysuk 
bR;kfn esa le; cgqr [kpZ gksrk gS vkSj laxBu ds dk;ksZa ij Hkh 
izfrdwy izHkko iM+rk gSA  
 

3-1-2-6- iqLrdky;ksa es lgHkkfxrk izcU/ku  
iqLrdky;ksa esa tc lEiw.kZ xq.koÙkk izcU/ku ykxw gks jgk gS] tks fd lgHkkxh 

izcU/ku] lEiw.kZ xq.koÙkk izcU/ku dk ,d eq[; Hkkx gksrk gSA ftls iqLrdky;ksa esa vPNh 
rjg ls ykxw fd;k tkrk gSA ;gk¡ ij dqN eksVs rkSj ij mnkgj.k izLrqr gS ftlesa 
lgHkkfxrk izcU/ku dks ykxw fd;k tkrk gSA tSlk fd fdlh Hkh iqLrdky; ds fØ;k 
dyki ikBdksa ds bnZ&fxnZ gh ?kwers gSa tks fd lkjh lsok,sa mUgha dks /;ku esa j[kdj gh 
rS;kj dh tkrh gSA iqLrdky; esa ikBd] LVkQ Hkh vkrs gSa tks fd deZpkfj;ksa ls Hkh 
feyrs gSA viuh vko”;drkvksa dh iqLrdksa lEcU/kh ckrsa djrs gSa rks iqLrd pquko djrs 
le; fu.kZ; ysrs le; LVSd deZpkfj;ksa dh jk; vkSj muls Hkh lwph yh tk ldrh gSaA 
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iqLrdky; vktdy (I.S.O.) vkbZ-,l-vks- izek.k&i= ysus dh vksj vxzlj gks jgsa gSa vkSj 
cgqr ls iqLrdky;ksa dks vkbZ-,l-vks- (I.S.O.) 9001%2008@2015 fey Hkh pqdk gS bldk 
lh/kk lk vFkZ gS fd ;g ekudhdj.k rc rd ugh fey ldrk tc rd lHkh iqLrdky; 
deZpkfj;ksa dks blds ckjs esa iwjk irk u gks vkSj vius iqLrdky; ds mÌs”;ksa ds ckjs esa 
irk u gksA blfy, ;g Hkkjrh; izcU/ku iqLrdky;ksa esa vPNh rjg ls ykxw fd;k tk 
ldrk gSA blesa dksbZ la”k; ugha gS fd iqLrdky; esa lwpukvksa dk foLrkj uhps ls mij 
dh vksj vkSj mij ls uhps dh vksj gksuk pkfg,A lHkh deZpkfj;ksa dks vius lEcfU/kr 
iqLrdky; ds eq[; mÌs”; ikBdksa dks larq’V djus esa viuh lgHkkfxrk nsuh pkfg, vkSj 
deZpkjh viuk lg;ksx nsrs Hkh gSaA iqLrdky;k/;{k dks lHkh deZpkfj;ksa dh ehfVax 
cqykdj mudks vius iqLrdky; ds mÌs”;ksa o fu.kZ;ksa ls voxr djkuk pkfg, fgUnh ;k 
vaxzsth ;k ftl Hkh Hkk’kk ls lEisz’k.k le> ldrs gSa mlh Hkk’kk dk iz;ksx djuk pkfg,A  

 

vH;kl iz”u 
5- lgHkkxh izcU/ku dh vo/kkj.kk o vFkZ Li"V dhft;s\ 

      6-  lgHkkfxrk izcU/ku ds ykHkksa dh O;k[;k dhft;s\ 
 

3-3 lkjka”k 
 

lEiw.kZ xq.koÙkk izcU/ku vktdy lHkh laxBu o lsok laLFkkvksa esa viuk iSj 
ilkj jgs gSaA vLirkyksa] gksVyksa o lsok laLFkkvksa tSls iqLrdky;ksa us bls viukuk “kq: 
dj fn;k gSA vkSj bldks viuh lsokvksa o lHkh rduhdh@foHkkxksa bdkbZ;ksa esa ykxw 
djds oks viuh miyfC/k;ksa dks de le; vkSj de ykxr esa izkIr dj jgs gSaA lEiw.kZ 
xq.koÙkk dh iz.kkfy;k¡ tSls vkbZ-,l-vks- (I.S.O.) 9001%2008 o vkbZ-,l-vks- (I.S.O.) 

9001%2015 vkfn dks iqLrdky; vc izkIr dj jgs gSa vkSj ekudhdj.k dh rjQ c<+ jgs 
gSaA lEiw.kZ xq.koÙkk izcU/ku dks ykxw djus ds fy, iqLrdky; vius QhMcSd lq>ko dks 
fujUrj fo”ks’k cuk ysuk pkfg, D;ksafd vius ikBdksa dks lUrq’V djus ds fy, mudh 
vko”;drkvksa dks tkuuk cgqr t:jh gSA xq.koÙkk dsoy mRikn o lsokvksa esa gh ugha] 
cfYd deZpkfj;ksa esa Hkh bls ykxw djuk tSls mudk izf”kf{kr o izksRlkgu o mudh 
Hkkxhnkjh dks izcU/ku esa lqfUkf”pr djukA 

lgHkkxh izcU/ku lEiw.kZ xq.koÙkk dk gh lgk;d gSA lgHkkxh izcU/ku dks 
iqLrdky; esa ykxw djus esa cgqr ls ykHk iqLrdky; izkIr djrk gSA ysfdu bu ykHkksa 
ds lkFk&lkFk bldh dqN gkfu;k¡ Hkh gSaA blfy, igys bl fopkj/kkjk ls iqLrdky; dks 
vius deZpkfj;ksa dks vPNh rjg :c: djk nsuk pkfg,A D;ksafd fcuk blds iwjs Kku 
dks bldks ykxw djus esa dqN gkfu;k¡ gks ldrh gSaA ysfdu iqLrdky; esa bldks ykxw 
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djus ls xq.koÙkk vkrh gS tks bldh gkfu;kas dks xkS.k dj nsrh gSA blfy, iqLrdky;ksa 
dks lgHkkxh izcU/ku dks ykxw djus esa nsj ugha djuh pkfg,A 
 

3-4- “kCnkoyh  

 
lEiw.kZ xq.koÙkk izcU/ku (Total Quality Management): lEiw.kZ xq.koÙkk dk vFkZ gS fd 
lEiw.kZ xq.koÙkk “kq: ls ysdj vkf[kjh lksiku rdA fdlh laxBu] laLFkk o dEiuh dk 
O;oLFkkiu mlds mi;ksxdÙkkZvksa dh vko”;drkvksa ds vuqlkj O;ofLFkr djukA 
lgHkkfxrk izcU/ku (Participative Management): lgHkkfxrk izcU/ku og izfØ;k gS 
ftlesa vf/kdkj ,oa izHkko”kfDr dk vkoaVu gks tk;sA 

3-5- vH;kl iz”uksa ds mRRkj 

 
1- lEiw.kZ xq.koÙkk dk vFkZ gS fd lEiw.kZ xq.koÙkk “kq: ls ysdj vkf[kjh lksiku 

rdA fdlh laxBu] laLFkk o dEiuh dk O;oLFkkiu mlds mi;ksxdÙkkZvksa 
dh vko”;drkvksa ds vuqlkj O;ofLFkr djukA LkEiw.kZ xq.koÙkk izcU/k dh 
uohu fopkj /kkjk gS ftlesa xq.koÙkk (Quality) cgqr gh egÙoiw.kZ gSA izcU/ku 
ds xq.koÙkk dk vFkZ mRikn o lsokvksa esa fof”k’Vrk iznku djus ls gSA ;fn 
vk/kqfud izcU/ku esa bldh ckr dh tk;s rks miHkksDrk (User) dh nf̀’V ls 
laxBu laLFkk }kjk fd;s x;s dk;ksZ o lsokvksa ds vk/kkj ij vusd mRiknksa 
dks loZ{ks’B eku ldsA fdlh Hkh laxBu o laLFkk esa lEiw.kZ xq.koÙkk 
miHkksDrkvksa dh larqf’V ij gh tksj nsrk gS vkSj blesa ;g vko”;drk gS fd 
mi;ksxdÙkkZvksa dks larq’V djus okys lHkh igyqvksa ij /;ku dsfUnzr djukA 

2- lEiw.kZ xq.koÙkk izcU/ku fDod fQDl (Quick Fix) ugh gS fd yxk;k vkSj gks 
x;kA blesa eghuksa o o’kksZa Hkh yx tkrs gSaA xq.koÙkk ds u vkus esa fujk”k 
ugha gksuk pkfg, D;ksfd ;g ,d fujUrj fd;k x;k iz;kl gSA izR;sd iz;kl 
esa xyfr;ksa dks fudkydj mldks “kq) djuk (Error Free) gksrk gS fQj 
nksckjk dk;Z “kq: djuk gksrk gSA 

3- iqLrdky;ksa esa oxhZdj.k o lwphdj.k ikBdksa dks /;ku esa j[kdj gh djuk 
pkfg,A ikBdksa dks iqLrd <w<+us esa T;knk le; u yxs vkSj oxhZdj.k la[;k 
muds fy, tfVyrk u iSnk djsA vktdy lwphdj.k dk dk;Z rks 
iqLrdky; dks Lopkfyr dj vksisd (OPAC) bR;kfn ls ikBdksa dk le; 
cpkus ds fy, djuk pkfg,A ,slh O;oLFkk gksuh pkfg, fd ikBd dqath “kCn 
(Keywords) ls gh iqLrdksa dks Lopkfyr (Automation) iz.kkyh esa vklkuh 
ls [kkst ldsA 
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4- lEiw.kZ xq.koÙkk izcU/ku esa LkEiw.kZ “kCn ;g bafxr djrk gS fd xq.koÙkk vdsys 
fdlh mRikn esa ugha vk;sxh blesa laxBu dk Hkh “kkfey gksuk t:jh gSA 
ikBdksa ds lkFk&lkFk LVkQ dh vko”;drkvksa o lqfo/kkvksa dk Hkh mPp 
vf/kdkfj;ksa dks /;ku j[kuk vko”;d gSA iqLrdky; deZpkfj;ksa dk izf”k{k.k 
gksuk Hkh vR;Ur vko”;d gS vkSj mudks iqLrdky; izcU/ku esa lgHkkxhnkj 
cukus ij gh lEiw.kZ xq.koÙkk iqLrdky; esa vk ldrh gSA iqLrdky; ds 
y{; o mÌs”; Hkh lHkh deZpkfj;ksa dks irk gksuk pkfg, blesa lapkj ,d 
egRoiw.kZ Hkwfedk fuHkkrk gSA mPp o ofj’B vf/kdkfj;ksa ls uhps ds 
deZpkfj;ksa dks lHkh lwpuk,¡ iqLrdky; izxfr ls lEcfU/kr Rofjr nsuh 
pkfg,A 

5- deZpkfj;ksa dks lnSo muds mPp vf/kdkjh ,oa izcU/kd fn”kk funsZ”k nsdj 
mudh fØ;k,a fu/kkZfjr djrs gSaA ijUrq vc le; cny x;k gS vkSj bl u;s 
;qx esa deZpkfj;ksa dks laxBu dh fu.kZ;u izfØ;k esa Hkkx ysus gsrq izksRlkfgr 
fd;k tk jgk gSA izcU/kd vc deZpkfj;ksa dks vius lq>ko o fopkj j[kus ds 
fy, iszfjr dj jgsa gSa rkfd laxBukRed izfØ;kvksa dks dq”ky ,oa n{k cuk;k 
tk ldsA bl vo/kkj.kk dks viukus ds ihNs ;g Hkh dkj.k gS fd izcU/kd o 
deZpkjh feydj] ,dtqV gksdj dk;Z dj lds vkSj de ls de le; esa  
fu/kkZfjr y{; izkIr dj lds ,oa izfrLiz/kkvksa vkSj pqukSfr;ksa dk lkeuk dj 
ldsA 

6- lgHkkfxrk izcU/ku ds eq[; ykHk bl izdkj gSa& 

 dk;Z lUrqf’V  

 lEisz’k.k esa lq/kkj  

 mRikndrk esa of̀)  

 iszj.kk  

 ykxr esa deh  

 xq.koÙkk esa lq/kkj  

 dq”kyrk esa o`f)  
 

3-6- lUnHkZ xzUFk lwph 

 
1. Guyot, Sylvain (2011). The Instrumentalization of Participatory 

Management in protected Area: The Ethinicization of Participation in the 
Kolla. 
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2.  Atacament region of the Central Area of Argenhina and Chilie. Journal of 
Latin American Geography 10(2): 9-36. 

3. Jurow, S. and Barnard, S. B. (1993). Introduction: TQM fundamentals and 
overview of contents. "Journal of Library Administration," 18(1/2), 1-13. 
(EJ 469 099) 

4. Kaplan, Louis (1934-1970).On the Road to Participative Management: the 
American Academic Library,1934-1970. 
DOI: https://doi.org/10.1515/libr.1988.38.4.314 

5. Riggs, D.E. (1992). TQM: Quality Improvement in New Clothes.  College 
and Research Libraries, 53 (6), 481-483.  

 

3-7- mi;ksxh iqLrdsa 

 
9- vUlkjh] ,e- ,e- ¼2005½ iqLrdky; laxBu ,oa izcU/ku] dyk izdk”ku] okjk.klh  
10- Dhiman, Anil Kumar and Yashoda Rani. (2004). Library Management: A 

Manual for Effective Management. Ess Ess: New Delhi  
11- ipkSjh] ,u- ds- vkSj HknkSfj;k] vkj-,l- ¼2006½ iqLrdky; lwpuk foKku 

fnXn”kZu] mek izdk”ku] vkxjkA 
12- Mittal, R. L. (2007). Library Administration: Theory and Practice. Ess 

Ess:New Delhi 
13- Mittal, Savita (2005). Modern Library: Administration and Automation. 

Ess Ess: New Delhi 
14- Prasad, L. M. (2015). Principles and Practice of Management. Sultan 

Chand & Sons: New Delhi 
15- Sharma, C.K. and Singh, Kiran (2005). Library Management. Atlantic 

Publishers: New Delhi 
16- “kekZ] ch-ds- vkSj Bkdqj] ;w-,e- ¼2011½ iqLrdky; lwpuk foKku ,oa lwpuk 

izkS|ksfxdh % foospukRed v/;;u ¼nks [k.M½ okbZ-ds- ifCy”klZ] vkxjk 
17- “kekZ] ch-ds-] lh- yky vkSj ds- dqekj ¼1999½ xzUFkky; ,oa lwpuk foKku] okbZ-ds- 

ifCy”klZ] vkxjk 
18- JhokLro] “;keukFk vkSj oekZ] lqHkk’kpUnz ¼1978½ iqLrdky; laxBu ,oa lapkyu% 

fl)kUr o O;ogkj] jktLFkku fgUnh xzUFk vdkneh] t;iqj  

3-8- fucU/kkRed iz”u 
 

1- lEiw.kZ xq.koÙkk izcU/ku ds pj.k ,oa fl)kUrksa dks Li"V dhft;s\ 
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2- lEiw.kZ xq.koÙkk izcU/ku dk iqLrdky;ksa esa egRo dks Li"V dhft;s\ 

3- lEiw.kZ xq.koÙkk izcU/ku xq: Mhfeax ds izcU/ku ds 14 pj.k fcUnqvksa dks Li"V 
dhft;s\ 

4- lgHkkxh izcU/ku dh fo”ks’krkvksa dh O;k[;k dhft;s\ 
5- lgHkkxhrk izcU/ku ds ykHkksa o gkfu;ksa dh O;k[;k dhft;s\ 
6- iqLrdky;ksa es lgHkkxhrk izcU/ku dh O;k[;k dhft;s\ 
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खÁ ड -2 

पुÖ तक चयन एवं चयन ąोत 
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इकाई– 4   पुÖ तक चयन के िसĦाÆ त एवं नीित 

4-1 izLrkouk 
4-2- mís”; 
4-3- iqLrd pquko&dyk ;k foKku  
4-4- iqLrd pquko  

4-4-1- iqLrd pquko rFkk iqLrdky; foKku ds ikap lw=  
4-4-2- iqLrd p;u ds fl)kUr 
4-4-3- iqLrd p;u ds eq[; dkjd  
4-4-4- lq>ko i= 
4-4-5- iqLrd p;u lfefr   

4-5 lkjka”k 
4-6- “kCnkoyh  
4-7- vH;kl iz”uksa ds mRRkj 
4-8- lUnHkZ xzUFk lwph 
4-9- mi;ksxh iqLrdsa 
4-10- fucU/kkRed iz”u 
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4-1- izLrkouk 

 
iqLrd pquko fdlh Hkh iqLrdky; ds fy, ljy dk;Z ugha gS vkSj dksbZ Hkh 

iqLrdky; bruk lè) ugha gks ldrk fdog lkjh izdkf”kr iqLrdksa dk laxzg dj ldsA 
vFkkZr~ leL;k dk lek/kku rks bruk vklku ugha gS ysfdu bldk lek/kku iqLrdky; 
esa ls ikBdksa ds fy, dqN pquh gqbZ iqLrdksa dk Ø; djuk gh gSA iqLrdky; ds fy, 
iqLrd dk pquko djuk ,d dfBu dk;Z gS vkSj blds fy, vusd rRoksa vkSj fl)kUrksa 
dks /;ku esa j[kdj gh fd;k tk ldrk gSA ;g ,d iw.kZ lR;k gS fd veqd iqLrd dk 
pquko fd;k tk, ;k ugha dksbZ ljy dk;Z ugha gS D;ksafd blds fy, dksbZ fuf”pr 
iz.kkyh fu;e o fl)kUr ugh viuk;k tk ldrk gSA ;g dk;Z iw.kZ:Ik ls ckSf)d ,oa 
ekufld gS ysfdu ;g Hkh lR; gS fd iqLrd pquko esa lgk;rk ds fy, dqN fu;eksa dks 
viuk;k tk ldrk gSA iqLrdky;k/;{k ;k lwpuk izcU/kd ds fy, ;gka ,d U;k;k/kh”k 
ds :Ik esa dk;Z djuk gksrk gSA iqLrdky;ksa dks laxzg dk ewY;kadu mudh la[;k ij 
fuHkZj uk gksdj mudh mi;ksfxrk ,oaegRo ij gh vk/kkfjr gksrk gSA iqLrdky; esa 
iqLrd pquko ij gh vk/kkfjr gksrk gSA iqLrdky; esa iqLrd pquko ,d egRoiw.kZ izfØ;k 
gSA iqLrdksa ls laxzg ls iqLrdky; dh egRrk tkuh tkrh gS ysfdu iqLrdsa mi;ksxh gksA 
iqLrdky; ds laxzg esa of̀) ds fy, ikBdksa dh :fp dks /;ku esa j[kdj iqLrdksa dk 
pquko gh iqLrd p;u dgykrk gSA  

 

4-2- mís”; 

 
 iqLrd pquko dh vo/kkj.kk ds ckjs es tkudkjh nsukA 

 iqLrd pquko&dyk ;k foKku ds ckjs es tkudkjh nsukA 

 iqLrd pquko rFkk iqLrdky; foKku ds ikap lw=ksa ds lEcU/kksa dh O;k[;k 
djukA 

 iqLrd p;u ds fl)kUrksa dh O;k[;k djukA 

 iqLrd p;u ds eq[; dkjdkas dh O;k[;k djukA 
 

4-3- iqLrd pquko&dyk ;k foKku  
 

iqLrd pquko foKku ugh dyk gS ftldk /;s; tSlk fd esyfoy M;qbZ us dgk 
gS fd **vf/kd ls vf/kd O;fDRk;ksa dks] de ls de dher ij] loksZRre v/;;u lkexzh  
iznku djuk gSA iqLrdky;k/;{k ,oa deZpkfj;ksa dk dÙkZO; gS fdos lnSo vupkgh 
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iqLrdksa dks iqLrdky; esa vkus ls jksdsA deZpkjh gh ikB~d vkSj iqLrdksa ds chp esa 
lEidZ LFkkfir djrk gSA iqLrd pquko ikBdksa ds fy, mi;ksxh] iszj.kkRed o mÙke 
iqLrdksa ds pquko djus dh ,d dyk gSA ge ;g dg ldrs gSa fd iqLrd pquko ,d 
foKku dk fo’k; gS ysfdu ftl izdkj bldk iz;ksx o foospu fd;k tkrk gS fulUnsg 
;g ,d dyk dk fo’k; cu tkrk gSA iqLrd pquko dk dksbZ fuf”pr ekin.M ugha gSA 
vkSj uk gh bls ge ;kaf=d fof/k ls iw.kZ dj ldrs gSaA iw.kZ:Ik ls fuf”pr gksdj gh 
fdlh Hkh iqLrd ds xq.k vkSj voxq.k fu/kkZfjr djds ,d ckSf)d ,oa ekufld dk;Z gS 
tks ljyrk ls lEHko ugh gks ldrk gS blfy, Hkh iqLrd pquko ,d dyk izrhr gksrh 
gSA gk¡ ge dqN v”kksa esa LFkku ij oSKkfud fof/k dk iz;ksx vo”; dj ldrs gSaA iqLrd 
pquko ds i{k] fl)kUr ,oa O;ogkj fHkUu&fHkUu gS] iqLrd pquko ds fl)kUrksa dks ;Fkk 
fo|k O;ogkj esa cnyuk dfBu gSA fl)kUrksa esa oSKkfud iz.kkyh dk mi;ksx djuk 
vR;Ur gh dfBu dk;Z gS D;kasfd blds iz;ksx ds fy, mi;qDr LFkku ugha gSA iqLrd ds 
xq.kksa dks fu/kkZfjr djus ds fy, oSKkfud fu;e ugh gks ldrs gSa tSlh fdlh /kkrq ;k 
nzo dk OkSKkfud fo”ys’k.k fd;k tk ldrk gS mlh izdkj fdlh iqLrd ds pquko ds 
lEcU/k esa oSKkfud iz.kkyh dk mi;ksx lEHko ugh gS blfy, iqLrd pquko foKku uk 
gksdj ,d dyk gSA  

 

4-4- iqLrd pquko  

 
iqLrdky; esa laxzfgr iqLrdas fdlh Hkh fo”oluh; lw= }kjk Lohdr̀ vkSj mudk 

ewY; rFkk egRo Hkh vuqeksfnr gksuk pkfg,A iqLrd pquko djus ls iwoZ lHkh miyC/k 
lw=ksa dk v/;;u iqLrdky;k/;{k dks dj ysuk pkfg,A bu lw=ksa ls iqLrdksa dh 
mi;ksfxrk] fo’k;&oLrq ,oa vU; lwpuk,a Hkh izkIr gks tkrh gSaA ;g Hkh lEHko ugh gS fd 
iqLrdky;/;{k lHkh {ks=ksa dk fo}ku gksA ;s ckr rks lR; gS fd iqLrdky;k/;{k dks lHkh 
{ks=ksa dk dqN uk dqN rks Kku gksrk gS gh] blfy, iqLrdky;k/;{k dks v/;kidksa dk 
v/;ikd Hkh dgk tk ldrk gSA ikBdksa ds iqLrd lEcU/kh lq>ko iqLrdky; ds ikBdksa 
dh ekax dk fo”ys’k.kkRed v/;;u djus ds fy, vko”;d fo’k;ksa dk iqLrdksa ds pquko 
esa dkQh lgk;d gksrk gSA  
 

iqLrdky; pkgs lkoZtfud gks] “kS{kf.kd gks ;k fof”k’V gks og izys[kksa o iqLrdksa 
dk pquko ikBdksa dh :fp ds vk/kkj ij fd;k tkrk gSA iqLrdky;k/;{k dks ikBd o 
LFkkuh; turk ds ckSf)d fodkl ,oa “kSf{kf.kd Lrj ls ifjfpr gksuk vR;Ur vko”;d 
gSA iqLrd p;u djrs le; iqLrdky;k/;{k dks ikBdksa dh :fp tkuuk vR;Ur 
vko”;d gS vkSj ;g Hkh vko”;d gS fd iqLrdksa dk pquko fof”k’V vk/kkjksa ij fd;k 
tk;sA ikBdksa dh :fp dks fUkEukfdar vk/kkjksa ls tkuk tk ldrk gSA  
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 ikBdksa }kjk izkIr izfrfØ;k,a ,oa lq>koA 

 lUnHkZ lgk;d deZpkjh }kjk ,d= lq>koA 

 LFkkuh; turk o ikBdksa dk LrjA 

 jk’Vªh; o LFkkuh; ?kVukvksa ds vk/kkj ij A 

 dEI;qVj] bUVjusV lkbZV ij izkIr QhMcSd ds }kjkA 

 LFkkuh; turk os egRoiw.kZ O;fDr;ksa ds lkFk lk{kkRdkj }kjk Kkr /kkj.kk 
vkfnA 

iqLrdksa dk ewY;kadu mlds fo’k; oLrq] ys[kd ds fo’k; esa iqLrd ds xq.k] 
iqLrd dk cká Lo:Ik o ikBdksa ds fy, iqLrd dk fu/kkZfjr ewY;A 

blh izdkj miU;klksa dk Hkh ijh{k.k fd;k tk ldrk gS tSls thou lR; dk 
izfriknu pfj=&fp=.k esa lthork] ekSfyd dFkkud ukVdh; :fp o mRlkgo/kZu o 
Kkuo/kZu xq.kksa ds }kjkA 

mij fn;s gq, ijh{k.kksa ds lkFk ikBdksa dh :fp dks /;ku esa j[kdj 
iqLrdky;k/;{k iqLrdksa o izys[kksa dk pquko dj ldrk gSA  

izksQslj tktZ ,l- cksu(1960) iqLrdky;ksa esa iqLrd p;u izfØ;k esa 
fuEufyf[kr fu.kZ;ksa dh ifjdYiuk dh gSA  

 dkSu lh iqLrdsa o i=&if=dk,a izdkf”kr gks jgh gSa vFkok gks pqdh gSA 
muesa ls dkSu&dkSu lh miyC/k gSA  

 miyC/k iqLrdksa esa dkSu&dkSu lh Ø; djus ;ksX; gSA  

 tks Ø; djus ;ksX; gS muesa ls dkSu&dkSu lh lEcfU/kr iqLrdky; o 
ikBd ds nf̀’Vdks.k ls vR;f/kd mÙke gSA 

 vR;f/kd mÙke iqLrdksa esa ls lEcfU/kr iqLrdky; o ikBd ds loksZÙke gSA  

 vUr esa loksZÙke miyC/k esa ls dkSu lh iqLrdky; Ø; dj ldrk gSA 
 
 
iqLrd p;u uhfr& fdlh Hkh iqLrdky; esa mldh ikB~; lkexzh ds vk/kkj ij 

gh mldh egRrk fl) gksrh gSA ikB~; iqLrds o vU; ikB~; lkexzh mÙke gksuh pkfg, 
vkSj oks mÙke rHkh gksxh tc mÙke p;u uhfr dk vuqlj.k fd;k x;kgksA mÙke p;u 
uhfr ds fuEufyf[kr ckrksa dk /;ku j[kuk pkfg,A  

 lHkh fo’k;ksa ij lHkh ds fy, iqLrdsa gksaA  

 lHkh ikBdksa dh vko”;drkuqlkj gh iqLrdksa dk p;u gksA 

 uohu ,oa vfUre laLdj.kA 

 yksdfiz; ikB~; lkexzh dk p;uA 
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 otV dks /;ku esa j[kdj otV ds vuqlkj gh iqLrd p;u gksA  

 vkd’kZd cká Lo:Ik] fizfVax vPNh gks vkSj mldk doj o ftYn Hkh vPNh 
gks 

 
4-4-1- iqLrd pquko rFkk iqLrdky; foKku ds ikap lw= 

iqLrd p;u ds fy, MkW0 ,l-vkj- jaxkukFku ds fn;s x;s ikap lw= vR;Ur gh 
mi;ksxh fl) gq, gSaA  

 
4-4-1-1-iqLrdsa i<+us ds fy, gSa  

izR;sd iqLrd i<+us ds fy, vFkkZr̀ iqLrd dk lxzag iqLrdky; esa gksuk pkfg,A 
ysfdu ;gk¡ ij ;g /;ku j[kk tk;s fd iqLrd ikBdksa dh :fp vuqlkj gks mldh Hkk’kk 
“kSyh vkSj Lrj ikBdksa ds vuqdwy gh gksuk pkfg,A mudh NikbZ Li’V gksA iqLrd dk 
fo’k; ikBdksa ds fy, mi;ksxh f”k{kkizn vkSj vko”;drkvksa ds vuqdwy gksuk pkfg,A 

 
4-4-1-2-izR;sd ikBd dks mldh iqLrd feys  

bldk vk”k; ;g gS fd iqLrds lHkh ikBdksa dks feyuh pkfg,A iqLrdky;k/;{k 
dks pkfg, fd orZeku ikBd vkSj lEHkkfor ikBdksa dks /;ku esa j[kdj gh iqLrdksa dk 
p;u djsA iqLrdky; ds leLr ikBdksa ds vuq:Ik gh iqLrdky; esa lHkh iqLrdsa gksuh 
pkfg,A vko”;drk ,oa ekxa ds vuq:Ik lHkh iqLrdsa iqLrdky; esa gksuh pkfg,A fcuk 
fdlh i{kikr ds lHkh ikBdksa dks mudh iqLrdsa feys vkSj dksbZ Hkh ikBd iqLrdksa ls 
oafpr u jgs] D;ksafd iqLrdsa lHkh ds fy, gSaA  

 
4-4-1-3- izR;sd iqLrd dks mldk ikBd feys 

iqLrdky; esa geus tks laxzg fd;k gS iqLrdksa dk muds fy, ikBd Hkh gksus 
pkfg,A iqLrdsa ikBdksa ds fy, gh laxzg dh tkuh pkfg,A bl fu;e dk cgqr gh egRo 
gS tSls dbZ ckj iqLrdky; esa iqLrdsa iqjkuh gks tkrh gS vkSj mudks ikBd ugh feyrk 
gS muesa laxzghr lwpuk Hkh iqjkuh gks tkrh gS tks fdlh dke dh ugha jgrh gS rks ,slh 
iqLrdksa dks iqLrdky; ls gVkus dk izcU/k djuk pkfg, ftlls os iqLrdky; esa LFkku 
dks u ?ksjsA dqN iqLrds ,slh Hkh gksrh gS ftudk mi;ksx mudh lgk;d iqLrdksa }kjk 
gskrh gS rks iqLrd p;u djrs le; mudh lgk;d o iwjd iqLrdksa dk Ø; djuk 
pkfg, ftlls mu iqLrdksa dk mi;ksx gks ldsA dqN iqjkuh iqLrdsa cgwewY; gks tkrh gS 
vkSj nqyZHk iqLrdksa (Rare Books) dh Js.kh esa vk tkrh gSA ,slh iqLrdksa dks NkaVdj 
iqLrdky; esa ,d nqyHkZ iqLrd foHkkx esa Hkh LFkkiuk djuh pkfg,A 
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vH;kl iz”u 
 

1-iqLrd pquko dh vo/kkj.kkdks Li"V dhft;\ 

2-iqLrd pquko es ikBdksa dh :fp dks fdu vk/kkjksa ls tkuk tk ldrk gSA\ 
3-iqLrd pquko es MkW0 ,l- vkj- jaxkukFkuds fu;e iqLrdsa i<+us ds fy, gSa dks 
Li"V dhft;s\ 
4- iqLrd pquko es MkW0 ,l- vkj- jaxkukFkuds fu;e izR;sd iqLrd dks ikBd 
feys dks Li"V dhft;s\ 

 
4-4-2- iqLrd p;u ds fl)kUr 

iqLrdky; esa iqLrdksa ds lewg dk vPNk o mi;ksxh cukus ds fy, fofHkUu 
fo’k;ksa dh iqLrdksa dk p;u ikBdksa dh :ph ds vuqlkj fd;k tkrk gS vkSj vPNk laxzg 
gh iqLrdky; ds egRo dks n”kkZrkgS vkSj mldk vk/kkj gksrk gSA xzUFkky;h dks ,d 
U;k;k/kh”k dh rjg dk;Z djuk gksrk gSA lHkh ikBdksa ds vuq:Ik laxzg dk fodkl djuk 
gksrk gS vkSj mldks lHkh izdkj ds lkfgR; dh tkudkjh Hkh gksuh pkfg, pkgs oks 
ijEijkxr gks ;k vijEijkxr] u;k gks ;k bUVjusV ij izdkf”kr bZ&cqd o 
bZ&i=&if=dk, vkfnA iqLrdky; esa vPNk laxzg fodflr gks blds fy, 
iqLrdky;k/;{k dh lgk;rk ds fy, dqN fl)kUr fuEukfdar gSa & 

 
4-4-2-1- Mh- oh- fl)kUr  

esyfoy M~;woh iqLrdky; foKku ds ,d izeq[k fo}ku FksA MkW0 M~;woh dh 
oxhZdj.k i)fr vkt iqLrdky;ksa esa lcls T;knk iz;ksx esa ykbZ tkrh gSA MkW M~;woh ds 
iqLrd p;u fl)kUr ds vuqlkj de ls de dher esa vf/kd ls vf/kd ikBdksa dks 
lkezxh iznku djuk gSA bl fl)kUr dks ekax iwfrZ cuke ewY; mi;ksfxrk fl)kUr Hkh 
dgk tkrk gS (The best reading material for the largest number of readers). bl 
fl)kUr ds vuqlkj de ls de dher esa iqLrdky; dks viuh fofÙk; fLFkfr dks ns[krs 
gq, vkSj ikBdksa dh la[;k ds vk/kkj ij ferO;f;rk ds lkFk mÙke ikB~; lkexzh dk 
p;u djuk pkfg, tSls de mi;ksxh & ekax de gksxh &iwfrZ vf/kd gksxh & ykxr 
vf/kd gksxhA 

lkekU; mi;ksxh & ekax lkekU; & lkekU; iwfrZ & ykxr lkekU; & vf/kdre 
mi;ksxh& ekax vf/kd & de iwfrZ  & ykxr vf/kd A nwljs “kCnksa esa dgk tk ldrk gS 
fd de ls de [kpkZ djds vf/kd ls vf/kd mi;ksx iqLrdsa Ø; djukA 

 
4-4-2-2- M~;wjh fl)kUr  
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iqLrd p;u ds bl fl)kUr dk izfrikfnr 1930 esa fd;k gSaA bl fl)kUr ds 
vuqlkj mi;qDr ikBd dks mi;qDr le; ij mi;qDr iqLrd izkIr gks bl fl)kUr esa 
ikBd dks vf/kd egRo fn;k x;k gS vkSj nsuk Hkh pkfg, D;kaasfd iqLrdky; dh 
xfrfof/k;k¡ ikBdksa dks /;ku esa j[kdj gh lapkfyr dh tkrh gSA ikBdksa dh :fp ds 
vuqlkj gh iqLrdksa dks laxzg djukpkfg, vFkkZr~ ikBd tSlh iqLrdsa pkgrk gS oSlk gh 
p;u fd;k tkuk pkfg,A Mj;wjh ds fl)kUr vfr egRoiw.kZ gSaA  

 
4-4-2-3- ,y-vkj- eSdkfYou dkfl)kUr 

;g fl)kUr ,y- vkj- eSdkfYou us 1925 esa izfrikfnr fd;kA bl fl)kUr ds 
vuqlkj iqLrdsa Lo;a esa dqN Hkh ugha gS tc rd mUgsa mikns; ¼mi;ksx ;ksX;½ uk cuk 
fn;k tk;sA iqLrd p;u ftruk ekax ls lEcU/k gksxk mruk gh vf/kd lEekU; gksxkA 
bl fl)kUr ds vuqlkj iqLrd p;u ekax ds vk/kkj ;k vuqlkj gh gksukpkfg, ftlls 
ikBdksa dh lwpuk dh ekax dh iwfrZ vklkuh ls dh tk ldsA  

 
4-4-2-4- jaxkukFku fl)kUr 

tSlk fd igys gh crk;k tk pqdk gS fd MkW ,l-vkj- jaxkukFku ds iqLrdky; 
foKku ds ikap fu;e esa ls izFke rhu fu;e iqLrd p;u fl)kUr ls gh lEcfU/kr gSA 
MkW0 jaxkukFku ds vuqlkj iqLrdksa vkSj izys[kksa dk p;u fuEufyf[kr rhu fu;eksa dks 
/;ku esa j[kdj gh djuk pkfg,A  
¼v½ iqLrdsa mi;ksx ds fy,A 
¼c½ izR;sd ikBd dks mldh iqLrd feysA 
¼l½ izR;sd iqLrd dks mldk ikBd feysA 

 
bu rhuksa fl)kUrksa dh O;k[;k foLr̀r :Ik ls blh bdkbZ esa dh xbZ gSA  

 
4-4-3- iqLrd p;u ds eq[; dkjd  

fdlh Hkh iqLrdky; esa iqLrd p;u djrs le; gesa fuEufyf[kr rhu eq[; 
dkjdksa dks /;ku esa j[kuk pkfg,A 

 
4-4-3-1- ikBd  

izR;sd iqLrdky; dh lkjh xfrfof/k;k¡ ikBdksa ds fy, gh lapkfyr gksrh gSA 
ikBd fdlh Hkh iqLrdky; ds fy, egRoiw.kZ vax gSaA vr% iqLrdksa dk p;u djrs le; 
gesa ikBdksa dh :fp] lq>ko o ekax ij fopkj djds gh fuf”pr djuk pkfg,A ikBdksa 
ds ckSf)d o “kSf{kd Lrj dk Hkh gesa iqLrd p;u djrs le; /;ku j[kuk pkfg,A 
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4-4-3-2- lk/ku  
fdlh Hkh iqLrdky; esa iqLrdsa Ø; djus ds fy, iSls dh vko”;drk gksrh gSA 

blds lkFk&lkFk gesa LVkWQ dh O;oLFkk Hkh djuh gksrh gS vkSj lkFk gh iqLrdky; dk 
QuhZpj] dqlhZ] vyekjh vkSj dEi;wVj vkfn dh Hkh vko”;drk gksrh gSA ;s lHkh gh 
lk/ku dgs tkrs gSaA iqLrdksa dk p;u djrs le; iqLrdky;k/;{k dks bu lHkh lk/kuksa 
dks /;ku esa j[kdj gh pquko dks vfUre :Ik nsuk pkfg,A  

 
4-4-3-3- iqLrdsa  
iqLrd pquko ds le; gesa iqLrdksa dk voyksdu vPNh rjg ls djuk pkfg, A uohu 
,oa vfUre laLdj.k dh iqLrdsa gh Ø; djuk pkfg, vkSj lHkh fo’k;ksa ij leku :Ik ls 
/;ku nsuk pkfg,A iqLrdksa dks Ø; djus ds fy, le;&le; ij gesa vR;k/kqfud 
lkexzh tSls bZ&cqd o bZ&i=&if=dkvksa dk lxzg ij Hkhtksj nsuk pkfg,A  

 
4-4-4- lq>ko i= 

 iqLrdksa ds fy;s lq>ko i= dk vkn”kZ uewuk bl izdkj ls gSA 
lq>ko i= dk vkn”kZ uewuk 

xzUFkky; dk uke 
iqLrd dh vk[;k (Title)  
ys[kd  
izdk”kd  
o’kZ  
laLdj.k  
ewY; ;fn Kkr gks rks  
lq>kodÙkkZ dk uke@ 
irk@in 

 

fnuk¡d  
gLrk{kj  

¼iqLrdky; ds mi;ksx gsrq½ 

iqLrdky; deZpkjh }kjk fujh{k.k          MqIyhdsV bR;kfn 
Lohd̀fr ------------------------------------         laLrqrh  -------------------------------------------
- 

 
iqLrdky;k/;{k 
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4-4-5- iqLrd p;u lfefr  

bl lc ds mijkUr iqLrd p;u lfefr iqLrdksa dk p;u djrh gSA 
;g lfefr ijke”kZnk=h gksrh gS uk fd vkns”kkRedA ;g lfefr viuk vuqeksnu 
djrh gSA bl Lohd̀fr ds ckn xzUFkky;h iqLrdksa ds Ø; ds fy, vkns”k ikfjr 
djrk gSA 

dbZ iqLrdky;ksa esa ikBdksa }kjk laLrqr iqLrdksa iqLrdky; }kjk fujh{k.k 
djds lh/ks gh Ø; dh tkrh gS vkSj cgqr ls iqLrdky;ksa es foHkkxksa ds v/;{k 
}kjk vuweksfnr iqLrdsa iqLrdky; }kjk fujh{k.k djds Ø; dk vkns”k fn;k 
tkrk gSA fujh{k.k esa iqLrdksa dh igys ls orZeku izfr;ka] laLdj.k] o’kZ] muds 
Hkkjrh; laLdj.k] isij CkSd vkSj mudk ewY; vkfn dk fujh{k.k djuk gksrk gSA 
blds ckn iqLrdksa dh lwph dks vfUre :Ik nsdj mudks iathdf̀r foØsrkvksa ls 
;k lh/ks izdk”kd ls Ø; dh tkrh gSA 

vH;kl iz”u 
 

5- iqLrd p;u ds Mj;wjh fl)kUr dks Li"V dhft;s\ 
6-iqLrd p;u ds eq[; dkjdksa esa ikBd dksa Li"V dhft;\ 

7- iqLrd p;u lfefrdks Li"V dhft;s\ 
 

4-5- lkjka”k 
 

iqLrdky; ds fy, iqLrd dk pquko djuk ,d dfBu dk;Z gS vkSj blds fy, 
vusd rRoksa vkSj fl)kUrksa dks /;ku esa j[kdj gh fd;k tk ldrk gSA ;g ,d iw.kZ 
lR;k gS fd veqd iqLrd dk pquko fd;k tk, ;k ugha dksbZ [kkl dk;Z ugha gS D;ksafd 
blds fy, dksbZ fuf”pr iz.kkyh fu;e o fl)kUr ugh viuk;k tk ldrk gSA ;g dk;Z 
iw.kZ:Ik ls ckSf)d ,oa ekufld gS ysfdu ;g Hkh lR; gS fd iqLrd pquko esalgk;drk 
ds fy, dqN fu;eksa dks viuk;k tk ldrk gSA iqLrdky;/;{k ;k lwpuk izcU/kd ds 
fy, ;gka ,d U;k;k/kh”k ds :Ik esa dk;Z djuk gksrk gSA iqLrdky;ksa dks laxzg dk 
ewY;kadu mudh la[;k ij fuHkZj uk gksdj mudh mi;ksfxrk ,oaegRo ij gh vk/kkfjr 
gksrk gSA iqLrdky; esa iqLrd pquko ij gh vk/kkfjr gksrk gSA iqLrdky; esa iqLrd 
pquko ,d egRoiw.kZ izfØ;k gSA 
 

4-6- “kCnkoyh  
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iqLrd pquko% ikBdksa ds fy, mi;ksxh] iszj.kkRed o mÙke iqLrdksa ds 
pquko djus dh ,d dyk gSA 

iqLrdky; ikBd% izR;sd iqLrdky; dh lkjh xfrfof/k;k¡ ikBdksa ds fy, 
gh lapkfyr gksrh gSA ikBd fdlh Hkh iqLrdky; ds 
fy, egRoiw.kZ vax gSaA 

 
4-7- vH;kl iz”uksa ds mRRkj 

 
1- iqLrd pquko ikBdksa ds fy, mi;ksxh] iszj.kkRed o mÙke iqLrdksa ds pquko 

djus dh ,d dyk gSA ge ;g dg ldrs gSa fd iqLrd pquko ,d foKku dk 
fo’k; gS ysfdu ftl izdkj bldk iz;ksx o foospu fd;k tkrk gS fulUnsg ;g 
,d dyk dk fo’k; cu tkrk gSA iqLrd pquko dk dksbZ fuf”pr ekin.M ugha 
gSA vkSj uk gh bls ge ;kaf=d fof/k ls iw.kZ dj ldrs gSaA 

2- ikBdksa dh :fp dks fUkEukfdar vk/kkjksa ls tkuk tk ldrk gSA  

 ikBdksa }kjk izkIr izfrfØ;k,a ,oa lq>koA 

 lUnHkZ lgk;d deZpkjh }kjk ,d= lq>koA 

 LFkkuh; turk o ikBdksa dk LrjA 

 jk’Vªh; o LFkkuh; ?kVukvksa ds vk/kkj ij A 

 dEI;qVj] bUVjusV lkbZV ij izkIr QhMcSd ds }kjkA 
 

3- izR;sd iqLrd i<+us ds fy, vFkkZr` iqLrd dk lxzag iqLrdky; esa gksuk pkfg,A 
ysfdu ;gk¡ ij ;g /;ku j[kk tk;s fd iqLrd ikBdksa dh :fp vuqlkj gks 
mldh Hkk’kk “kSyh vkSj Lrj ikBdksa ds vuqdwy gh gksuk pkfg,A mudh NikbZ 
Li’V gksA iqLrd dk fo’k; ikBdksa ds fy, mi;ksxh f”k{kkizn vkSj vko”;drkvksa 
ds vuqdwy gksuk pkfg,A 

4- bl fu;e dk cgqr gh egRo gS tSls dbZ ckj iqLrdky; esa iqLrdsa iqjkuh gks 
tkrh gS vkSj mudks ikBd ugh feyrk gS muesa laxzghr lwpuk Hkh iqjkuh gks 
tkrh gS tks fdlh dke dh ugha jgrh gS rks ,slh iqLrdksa dks iqLrdky; ls 
gVkus dk izcU/k djuk pkfg, ftlls os iqLrdky; esa LFkku dks u ?ksjsA dqN 
iqLrds ,slh Hkh gksrh gS ftudk mi;ksx mudh lgk;d iqLrdksa }kjk gskrh gSA 
rks iqLrd p;u djrs le; mudh lgk;d o iwjd iqLrdksa dk Ø; djuk 
pkfg, ftlls mu iqLrdksa dk mi;ksx gks ldsA 

5- iqLrd p;u ds bl fl)kUr dk izfrikfnr 1930 esa fd;k gSaA bl fl)kUr ds 
vuqlkj mi;qDr ikBd dks mi;qDr le; ij mi;qDr iqLrd izkIr gks bl 
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fl)kUr esa ikBd dks vf/kd egRo fn;k x;k gS] vkSj nsuk Hkh pkfg, D;kaasfd 
iqLrdky; dh xfrfof/k;k¡ ikBdksa dks /;ku esa j[kdj gh lapkfyr dh tkrh gSA 

6- izR;sd iqLrdky; dh lkjh xfrfof/k;k¡ ikBdksa ds fy, gh lapkfyr gksrh gSA 
ikBd fdlh Hkh iqLrdky; ds fy, egRoiw.kZ vax gSaA vr% iqLrdksa dk p;u 
djrs le; gesa ikBdksa dh :fp] lq>ko o ekax ij fopkj djds gh fuf”pr 
djuk pkfg,A 

7- iqLrd p;u lfefr iqLrdksa dk p;u djrh gSA ;g lfefr ijke”kZnk=h gksrh gS 
uk fd vkns”kkRedA ;g lfefr viuk vuqeksnu djrh gSA bl Lohd̀fr ds ckn 
xzUFkky;h iqLrdksa ds Ø; ds fy, vkns”k ikfjr djrk gSA 

 

4-8- lUnHkZ xzUFk lwph 

 
1. Drury, F.K.W. (1930). Book Selection. Chicago: ALA Chicago. 
2. George S. Bonn (1960). The aids of Selection in collecting Science 

literature for general reading papers presented at an Institute conducted 
by Graduate Schools of Library Science. Illiones P.90 
3. http://newonlinelibrary.blogspot.in/2013/10/book-selection-

principles.html 
4. Mccolvin, L.R. (1925).  The theory of Book Selection for public 

libraries. 
5. Ranganthan S. R. (1957). Five law of library Science. Bomaby: 

Asia Publishing House, P 285. 
 

4-9- mi;ksxh iqLrdsa 

 
12- vUlkjh] ,e-,e- ¼2005½ iqLrdky; laxBu ,oa izcU/ku] dyk izdk”ku] 

okjk.klh  
13- ipkSjh] ,u-ds- vkSj HknkSfj;k] vkj-,l- ¼2006½ iqLrdky; lwpuk foKku 

fnXn”kZu] mek izdk”ku] vkxjkA  
14- JhokLro] “;keukFk vkSj oekZ] lqHkk’kpUnz ¼1978½ iqLrdky; laxBu ,oa 

lapkyu % fl)kUr o O;ogkj] jktLFkku fgUnh xzUFk vdkneh] t;iqj  
15- “kekZ] ch-ds- vkSj Bkdqj] ;w-,e- ¼2011½ iqLrdky; lwpuk foKku ,oa 

lwpuk izkS|ksfxdh % foospukRed v/;;u ¼nks [k.M½ okbZ-ds- ifCy”klZ] 
vkxjk 
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16- “kekZ] ch-ds-] lh- yky vkSj ds- dqekj ¼1999½ xzUFkky; ,oa lwpuk foKku] 
okbZ-ds- ifCy”klZ] vkxjk 

17- fot; dqekjh ¼1975½ iqLrdky; foKku dh ljy :Ikjs[kk] eSVªksiksfyVu 
cqd dEiuh izkbZosV fyfeVsM] fnYyh 

18- frokjh] HkkLdjukFk ¼1962½ iqLrd pquko fl)kUr vkSj fof/k] fgUnh 
izpkjd iqLrdky;] okjk.klh  
 

4-10- fucU/kkRed iz”u 

 
1- iqLrd pquko&dyk ;k foKku ds ckjs es O;k[;k nhft;s\ 
2- iqLrd pquko rFkk iqLrdky; foKku ds ikap lw=ksa ds lEcU/kksa dh 

O;k[;k dhft;s\ 
3- iqLrd p;u ds fl)kUrksa dh O;k[;k dhft;s\ 
4- iqLrd p;u ds eq[; dkjdkas dh O;k[;k dhft;s\ 
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इकाई – 5   पÖु तक चयन ąोतŌ के ÿकार    

5-1 izLrkouk 
5-2- mís”; 
5-3- iqLrd p;u L=ksr 

5-3-1- iqLrd p;u L=ksr ds izdkj  
5-3-2- bUVjusV ds ;qx esa iqLrd p;u L=ksr  
5-3-3- iqLrd p;u ds p;u L=ksr  
5-3-4- ikBdksa }kjk iqLrdksa dk p;u  
4-4-5- iqLrd p;u lfefr   

5-4- iqLrd p;u o laxzg fodkl 

5-5 lkjka”k 
5-6- “kCnkoyh  
5-7- vH;kl iz”uksa ds mRRkj 
5-8- lUnHkZ xzUFk lwph 
5-9- mi;ksxh iqLrdsa 
5-10- fucU/kkRed iz”u 
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5-1 izLrkouk 
iqLrd p;u es iqLrd p;uL=ksrksadk cgqr gh egRoiw.kZ LFkku gS D;ksafd ftrus 

vPNs L=ksriqLrdky; miyC/k djk;sxk mruk vPNk gh iqLrdksa dk p;u gksxkA 
ijEijkoknhiqLrd p;uL=ksrksa ds lkFk&lkFk iqLrdky;ksa dks uohu iqLrd p;uL=ksrksa dk 
Hkh lgkjk ysukpkfg,AiqLrd p;uL=ksr v/kru (Latest)gh gksus pkfg,ftlls ubZ iqLrdksa 
dk p;u gks ldsA iqLrd pquko djus ls iwoZ lHkh miyC/kiqLrd p;uL=ksrksadk v/;;u 
iqLrdky;k/;{k dks dj ysuk pkfg,A bu miyC/kiqLrd p;uL=ksrksals iqLrdksa dh 
mi;ksfxrk] fo’k;&oLrq ,oa vU; lwpuk,a Hkh izkIr gks tkrh gSaA ikBdksa ds iqLrd 
lEcU/kh lq>ko iqLrdky; ds ikBdksa dh ekax dk fo”ys’k.kkRed v/;;u djus ds fy, 
vko”;d fo’k;ksa dk iqLrdksa ds pquko esa dkQh lgk;d gksrk gSA  

 

5-2- mís”; 
 

 iqLrd p;u L=ksrksads ckjsa es tkudkjh nsukA 

 iqLrd p;udsizR;{k L=ksrksadh O;k[;k djukA 
 iqLrd p;uds vizR;{k p;uL=ksrksadh O;k[;k djukA 

 bUVjusV ds ;qx esa iqLrd p;uL=ksrksadk o.kZu djukA 

 iqLrd p;u dh laxzg fodkl es egRodh O;k[;k djuk 
 

5-3- iqLrd p;u L=ksr  
 

iqLrdsa ds p;u esa L=ksrksa dk cgqr gh egRoiw.kZ LFkku gS ;fn L=ksr xq.koŸkk ls 
ifjiw.kZ vkSj vPNs gksxsa rks iqLrdksa dk p;u vPNk gksxkA ;s rks lEHko ugha fd 
iqLrdky;/;{k lHkh {ks=ksa dk fo}ku gks blfy,iqLrdksa ds p;u esa L=ksrksa dk 
iqLrdky;/;{k lgkjk ysrk gSA eq[;r% iqLrd p;u L=ksrksa dks fuEu Hkkxksa esa ck¡Vk tk 
ldrk gSA 

5-3-1- iqLrd p;u L=ksrds izdkj& iqLrd p;u ds L=ksr eq[;r% nks izdkj ds 
gSa& 
  ¼d½ izR;{k p;u L=ksr  
  ¼[k½ vizR;{k p;u L=ksr 
 
¼d½ izR;{k p;u L=ksr  
izR;{k p;u L=ksr esa ls fuEufyf[kr L=ksr “kkfey gksrs gSa& 
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 vuqeksnukFkZ izkIr iqLrdsa& bl fof/k ls iqLrd foØsrk iqLrdsa p;udrkZ ds ikl 
ys tkrk gS vkSj p;u drkZ iqLrdsa NkaVdj ckfd iqLrdsa foØsrk dks okfil dj 
nsrk gSA  

 iqLrd foØsrk ds ikl p;u& blds p;udrkZ iqLrd foØsrk ds ikl tkrk gS 
vkSj mi;ksxh iqLrdksa dk p;u dj ysrk gSA  

 iqLrd esys o izn”kZuh& iqLrd foØsrk viuh iqLrdsa izn”kZuh o esyksa }kjk 
iznf”kZr djrk gSA p;udrkZ vius fo”ofo|ky;] dkWyst bR;kfn esa iznf”kZuh 
yxokrs gSa vkSj izn”kZuh o esyksa ls iqLrdksa dk p;u djds lwph cuk ysrs gSaA  

 vU; iqLrdky;ksa esa tkdj& vU; iqLrdky;ksa dh ;k=k djds Hkh iqLrdksa dk 
voyksdu djds viuh p;u lwph rS;kj dh tkrh gSA  

 bUVjusV ds ek/;e ls Hkh bZ&cqDl o i=&if=dkvksa dk pquko fd;k tkrk gSA  

 vktdy iqLrdky;ksa ds izn”kZuh o mi;qZDr iz;{k L=ksrksa dk mi;ksx iqLrd 
p;u esa gks jgk gSA izR;{k iqLrd p;u esa iqLrd dks vPNh rjg ls voyksdu 
fd;k tk ldrk gS D;ksafd iqLrd vkids ikl gksrh gS HkkSfrd :Ik ls A  

 
¼c½ vizR;{k p;u L=ksr 
blesa iqLrdksa dk HkkSfrd :Ik ls ugh ns[kk tk ldrk gSA p;udrkZ dks iqLrd ds 
lEcU/k esa fofo/k L=ksrksa ls izkIr lwpukvksa ds vk/kkj ij gh iqLrd dk p;u djuk iM+rk 
gSA blds fuEufyf[kr L=ksr izeq[k gSa & 

 lq>ko& ikBdksa ls izkIr lq>ko vkSj iqLdky; deZpkfj;ksa }kjk vius vuqHko 
vk/kkfjr lq>ko Hkh iqLrd p;u esa lgk;d gksrs gSaA ysfdu ikBdksa dks lq>ko 
dbZ ckj viw.kZ ik, tkrs gSa ftlls iwjh tkudkjh ugh fey ikrh gSA ikBd 
vius lq>ko iqLrdky; ekax i= ;k vius isij ij ns ldrs gSaA  

 lwph i= ,oa izpkj& izdk”kd vkSj iqLrd foØsrk le;&le; ij viuh iqLrd 
lwfp;ka izdkf”kr djrs gSa bl lwph esa izdk”ku o’kZ o iqLrd dk ewY; vfdar 
jgrk gS vkSj dbZ ckj iqLrdksa ds ckjs esa laf{kIr tkudkjh Hkh nh tkrh gSA 
iqLrd p;udrkZ bu lwfp;ksa ls iqLrdksa dk p;u djrs gSa ysfdu blds ,d 
leL;k ;g vkrh gS fd iqLrdksa ds vUnj mlds fo’k;klwph D;k&D;k gS foLrr̀ 
:Ik ls irk ugh pyrk gSA blfy, izR;{k p;u L=ksr T;knk izHkko”kkyh gksrk 
gSA  

 lUnHkZ lkexzh& blesa okaxe; lwph] iqLrd fo’k; lwph vkSj vU; fofHkUu izdkj 
dh lwfp;ka “kkfey gksrh gSaA bu lwfp;ksa ls Hkh iqLrd p;udÙkkZ dbZ ckj iqLrdksa 
dk p;u djrk gSA  
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 leh{kk;sa & dbZ ckj i=&if=dkvksa vkSj bUVjusV ij Hkh iqLrdksa dh leh{kk;sa 
feyrh gSa ;s leh{kk, izekf.kr gksrh gSa vkSj iqLrd p;u dÙkkZ ds fy, mi;ksxh 
fl) gksrs gSaA 

 
5-3-2- bUVjusV ds ;qx esaiqLrd p;u L=ksr 

vkt bUVjusV ds ;qx esa iqLrd p;u izfØ;k cgqr gh vklku gks xbZ gSA 
vktdy iqLrds o i=&if=dk, bZ&cqDl vkSj bZ&i=&if=dkvksa ds :Ik esa bUVjusV ij 
izkIr gSA ikBd o iqLrd p;udrkZ viuh :ph dh iqLrdksa o ikB~; lkexzh dks 
bUVjusV ij dqN gh lsd.M esa ns[kdj p;u dj ysrk gS vkSj mudh leh{kk Hkh i<+ 
ysrk gSA lHkh izdk”kd vktdy viuh iqLrdsa HkkSfrd Lo:Ik ds lkFk&lkFk bZ&cqd] bZ 
i=&if=dkvksa ds :Ik esa bUVjusV ij izdkf”kr dj jgsa gSa D;ksafd ;g ikBdksa dh ekax gS 
blls ikBdksa ds le; dh Hkhcpr gksrh gSA vktdy ds iqLrdky; fizfVax iqLrdksa o 
if=dkvksa ds lkFk&lkFk bZ&cqDl o bZ&i=if=dkvksa dk Hkh pquko vius ikBdksa dks 
lUrqf’V djus ds fy, dj jgsa gSA vktdy izdk”kd ;k iqLrd foØsrk iqLrdky;k/;{k  
dks iqjkuk laLdj.k nsdj ew[kZ ugh cuk ldrs gSaA iqLrdky;k/;{k usV ij u;k laLdj.k 
o mldk izdk”ku o"kZ pSd dj ldrk gS o blds lkFk&lkFk dkSu lh fons”kh ikB~; 
lkexzh Hkkjrh; laLdj.k eas izdf”kr gks pqdh gS vkSj fo|kFkhZ laLdj.k] vUrjk’Vªh; 
laLdj.k vkfn dk Hkh irk bUVjusV ds ek/;e ls rqjUr irk py tkrk gSA  
lp dgk tk;s rks bUVjusV ek/;e us iqLrd p;u izfØ;k dks vklku cuk fn;k gS 
ftlls ikBdksa o iqLrdky;k/;{kksa o vU; iqLrd p;udrkZvksa dks cgqr gh vklkuh gks 
jgh gSA  
 
dkWQeku ts0th0(2002)usdgk gS fd vktdy esVkMsVk (Metadeta)Hkh bZ&iqLrd 
p;uL=ksrksa es ,d egRoiw.kZ Hkwfedk dk fuokZg dj jgk gSA vktdy iqLrdky; es 
bZ&iqLrdksa dk p;u gks jgk gS vkSj bZ&iqLrdksa ds p;uL=ksrksaes fuEufyf[kr bZ&iSdst 
(E-Packages) lgk;d fl) gks ldrs gS% 
 
,scLdksa MsVkcsl (Ebsco Detabase)es fofHkUu izdk”kdksa dh 160,000 bZ&iqLrdsa gSA 
Lfizaxj MsVkcsl (Springer Detabase) es fofHkUu fo’k;ksa ij  bZ&iqLrdsa gSA 
oMZ lkbZalfVfQd ifCyf”kax (World Scientific Publishing) es fofHkUu fo’k;ksa 
ij  bZ&iqLrdsa gSA 
 
buds vfrfjDr ih;jlal (Pearsons)] VkVk esxzksfgy (Tata McGraw Hill) vkSj okbys 
(Wiley) bR;kfn izdk”kd viuh bZ&iqLrdsa fudky jgs gSA 
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5-3-3- iqLrd p;u ds p;u L=ksr  
iqLrd p;u ds fuEufyf[kr p;u L=ksr bl izdkj gS%& 
 
5-3-3-1-fczVsu esa izdkf”kr vaxzsth izdk”ku 
cqd lsyj(The Book Seller, London, Whitakar ) &^cqd lsyj* ,d yanu esa izdkf”kr 
izdk”ku gS vkSj lu~ 1858 ls ;g iqLrdksa dh lwph iqLrd ds ys[kd o vk[;k dh lwpuk 
ds lkFk izdkf”kr gksrh gSA 
 

g+okbZVsdj D;weysfVo cqd fyLV (Whitakars Cumulative Book Index, London, 

Whitakar)&;g ,d =Sekfld if=dk gS blesa ys[kd rFkk vk[;k dh izfof’V;k 
(Entery)gksrh gSA 

 

fczfV”k us”kuy fCkfCy;ksxzkQh(B.N.B.)& ;g lu~ 1950 ls fczVsu esa izdkf”kr gksus okyh 
okaxe; lwph gS vkSj blesa izfof’V;k Mh-Mh-lh- oxhZdj.k iz.kkyh ds vUrxZr Øe esa 
O;ofLFkr jgrh gSA bldk ekfld o ckn esa okf’kZd [kaM izdkf”kr gksrk gSA  

 

fczfV”k cqd U;wt(British Book News)& bldk izdk”ku 1940 ls ekfld gks jgk gS vkSj 
blesa iqLrdksa dh leh{kk izdkf”kr gksrh gSA  

 

jSQsjal dSVkykWx vkWQ djsUV fyVjspj(Reference Catalogue of Current Literature) 
& bldk izdk”ku lu~ 1874 ls gks jgk gS vkSj blesa fczfV”k izdk”ku dh lwph nks [k.M+ksa 
esa izdkf”kr gksrh gSA 

 

,uqvy fcfCy;ksxzkQh vkWQ baxfy”k ySaxost ,.M fyVjspj(Annual Bibliography of 

English Language and Literature, Combridge University Press)& blesa vxzsath 
lkfgR; ,oa Hkk’kk ds izdk”ku ys[kd ,oa vk[;k ds vuqlkj izdkf”kr gksrs gSaA ;g okf’kZd 
:Ik ls izdkf”kr gksrh gSA  

 

5-3-3-2- Hkkjrh; izdk”ku  
izdk”kdksa dh lwfp;k¡ lHkh izdk”kd tSls ,l- pk¡n] lkfgR;d izdk”ku] lqYrku pUn 
dSVykWx ds :Ik esa izdkf”kr djrs gSa vkSj lHkh iqLrdky;ksa dks Hkstrs gSaA T;knkrj 
izdk”kd ekfld :Ik ls ;g izdk”ku fudkyrs gSaA 

  
bafM;u us”kuy fcfCYk;ksxzkQh& ;g ,d oakxe; lwph gS tks fczfV”k us”kuy fcfCy;ksxzkQh 
dh rjg izdkf”kr gksrh gSA  
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bafM;u cqDl bu fizUV& ;g Hkh ,d okxae; lwph gS ftlesa iqLrd dh iwjh foLrr̀ 
tkudkjh ds lkFk&lkFk mldk ewY; Hkh vafdr jgrk gSA igys blh dks xzUFkky;h ewY; 
dks pSd djus dk ,d midj.k ekurs FksA  

 

bUMsDl (Index)& blesa Hkkjr esa izdkf”kr vaxzsth Hkk’kk dh iqLrdksa dh lwph gksrh gS 
blesa fo’k; ds vuqlkj Ikzfo’V;k¡ nh tkrh gSA izdk”ku ekfld o v)Zokf’kZd gksrk gSA 

 
5-3-3-3- vesfjdk ds izdk”ku 
cqDl bu fizUV(Books in Print)& lu~ 1948 ls izdkf”kr ;g ,d VsªM fyLV eSuqvy gS 
ftlesa vesfjdk ds izdkf”kr iqLrdksa dh foLrr̀ lwph gksrh gS ftlesa ys[kd] vk[;k] 
fo’k; rFkk mldk ewY; Hkh vafdr jgrk gSA bldk izdk”ku fo’k;kuqlkj dbZ [k.M+ksa esa  
gksrk gSA  
ifCy”klZ ohdyh(Publisher’s Weekely)& ;g vesfjdk esa izdkf”kr ,d lkIrkfgd 
if=dk gS tks lu~ 1872 ls izdkf”kr gks jgh gSA ;g leLr izdkf”kr iqLrdksa dh lwph 
gSA  
cqDl fyLV(Books List)& ;g vesfjdk ykbZczsjh la?k }kjk pquh x;h iqLrdksa dh ,d 
lwph gSA bldh izfof’V;k¡ vuqoxZ esa O;ofLFkr gksrh gSA  
ykbZczsjh tuZy(Library Journal)& ;g lu~ 1876 ls v)Zekfld :Ik ls izdkf”kr gks jgh 
gSA ;g iqLrdky;ksa ds fy, egRoiw.kZ iqLrdksa dh lwph izdkf”kr djrk gSA 
cqd fjO;w MkbtsLV(Book Review Digest)& bldk izdk”ku lu~ 1950 ls gks jgk gSA 
tqykbZ ekg dks NksM+dj bldk izdk”ku v)Zokf’kZd] okf’kZd rFkk ik¡p of’kZ; [k.M+ksa esa 
izdkf”kr gksrh gSA leh{kk okyh iqLrdksa dh lwph Hkh blesa izdkf”kr gksrh gSA  
ifCy”klZ VsªM fyLV ,U;wvy (Publishers Trade List Annual)& ;g vesfjdk dk 
izdk”kuksa dh O;kikfjd lwph izdkf”kr djrh gS tks leku fo’k;ksa ds vuqlkj O;ofLFkr 
jgrh gSA 
fo’k;uqlkj cqDl bu fizUV(Subjectwise Guide to Books in Print)& blesa vesfjdk esa 
izdkf”kr leLr iqLrdksa dh lwph gksrh gSA ;g lu~ 1950 ls izdkf”kr gks jgh gSA blesa 
fo’k;kuqlkj lwph dh izfof’V;k¡ izdkf”kr gksrh gSA blesa iqLrdksa dk fooj.k iwjk feyrk 
gSA  
D;weqysfVo cqDl baMsDl(Cummulative Books Index) & ;g lu~ 1988 ls ekfld :Ik 
ls izdkf”kr gks jgh gS ;g foKku ij vk/kkfjr leLr iqLrdksa dh lwfp;k¡ izdkf”kr 
djrk gSA bldk izdk”ku ekfld] v)Zekfld :Ik ls gksrk gSA blesa izfof’V;k¡ ys[kd] 
vk[;k rFkk fo’k; ds vuqØeksa esa O;ofLFkr jgrh gSA 

buds vfrfjDr xykscy cqDl bu fizaV Global Books in Print (Bowker), yholZ  
fMliksuhcyLivres Disponibles(French Books in Print)vkSj dzhfVDl (Critices, an 
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English speaker’s guide to the latest Spanish language titles)bR;kfn Hkh iqLrd p;u 
L=ksr gSA 

5-3-4- ikBdksa }kjk iqLrdksa dk p;u & 
iqLrdky; ds eq[; rRoksa esa ikBd gh egRoiw.kZ rRo gS D;ksafd iqLrdky; dh lkjh 
xfrfof/k;k¡ ikBdksa ds bZn&fxnZ gh ?kwerh gSA ikBdksa ds fy, gh iqLrdky; cus gksrs gSaA 
ikBdksa dh lksp dh lkexzh dk ;fn p;u ugh gksxk rks iqLrdky; dk mi;ksx dSls 
gksxkA iqLrdky; dks ikBdksa ds iqLrd lEcU/kh lq>ko dks gh T;knk egRo nsuk pkfg,A 
ikBdksa esa Hkh “kS{kf.kd iqLrdky;ksa esa fo|kfFkZ;ksa dh la[;k T;knk gksrh gS blfy, mu 
ikBdksa dks iqLrd p;u dk ekSdk vo”; nsuk pkfg,A iqLrd p;u ds fy, ikBdksa dks 
izn”kZuh] iqLrd lwph] izdk”kd lwph o leh{kkvksa dks iz/kku djuk pkfg, ftlls ikBd 
viuh ilUn vkSj vfHk:fp dh iqLrdksa dk p;u vkluh ls dj ldsA 

ikBd }kjk iqLrd p;u mudh vfHk:fp vkSj v/;;ukREd vko”;drkvksa ij gh 
fuHkZj djrk gSA viuh vko”;drkvksa vkSj viuh vfHk:fp ds ckjs esa ftruk O;fDr Lo;a 
tku ldrk gS vkSj dksbZ ughaA ;fn euksoSKkfud nf̀’Vdks.k ls ns[kk tk;s rks ikBd dks 
iqLrd pquko ds fy, vUrn”kZu o fujh{k.k nksuksa dk gh lgkjk ysuk iM+rk gSA ikBd dks 
Lo;a vius Åij fuEu ckrksa ij fopkj djuk gksxk & 

 mldh fofHkUu v/;;ukRed vko”;d D;k gSA 

 mldh vkenuh D;k gSA 

 mlds fy, fdl fo’k; ij v/;;u t:jh gSA 

 mldks dkSu&dkSu lh iqLrdsa i<+dj vius v/;;u esa Qk;nk gks 
ldrk gSA 

;g dguk rks cgqr gh ljy gS fd ikBdksa dks vPNh iqLrdsa gh i<+uk pkfg, ysfdu 
dkSu lh iqLrd vPNh gS bldk fu”p; djuk cgqr gh eqf”dy gksrk gSA iqLrdky; 
dgrk gS fd iqLrdksa dk p;u ikBdksa }kjk gks D;ksafd iqLrdky; dk eq[; mÌs”; 
ikBdksa dh t:jrksa dks gh iwjk djuk gksrk gSA ysfdu ;gk¡ ij ;g Hkh t:jh gS fd 
iqLrdky;/;{k ikBdksa dks iqLrd p;u djus ds fy, ,d lqxe jkLrk vkSj funsZ”ku 
iznku djs ftlls ikBd vklkuh ls viuh vfHk:fp dh iqLrdksa dk p;u dj ldsA 
ikBdksa dk T;knk le; iqLrdsa p;u ij ugh [kpZ gksuk pkfg, tSlk fd MkW0 ,l-vkj- 
jaxkukFku us iqLrdky; ds iape lw= ds pkSFks fu;e ds ikBd dk le; cpkus dks dgk 
gSA 

ikBd iqLrdksa dk pquko eq[; :Ik ls vius fy, ;kfu Ø; djus ds 
fy, vius fuft iqLrdky; dk fodkl djus ds fy,A nwljk iqLrdky; esa 
v/;;u djus ds fy,A ;gk¡ ij iqLrdky; esa v/;;u djus ds fy, iqLrdky; 
dh Hkwfedk dk fuokZg djuk gksrk gS D;ksafd ;s p;fur iqLrdsa iqLrdky; }kjk 
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gh vftZr dh tk;sxhaA ;g fu”p; dj ysus ds ckn dh gekjh ekax D;k gS ds 
ckn iqLrdksa dh lwph cukdj mudk fujh{k.k fd;k tkrk gSA fujh{k.k fuEu 
rjhdksa ls fd;k tk ldrk gS& 

 izdk”kd lwph ,oa iqLrd foØsrk dh lwph lsA 

 okM~ae; lwph (Bibliographies)A 

 iqLrd leh{kk ifjf”k’V bR;kfn lsA 

 iqLrdky; lwph vkfnA 

 bUVjusV ds ek/;e ls iqLrdksa dh lwph o mudh leh{kk ns[kh tk 
ldrh gSA 

 u;s laLdj.k dk O;kSjk Hkh bUVjusV ds ek/;e ls cgqr de le; esa 
fey tkrk gSA  

 nSfud lekpkj i=ksa ls Hkh iqLrdksa dh lwph mudh leh{kk ds lkFk 
izdkf”kr gksrh gSA 

 iqLrd foØsrk ds ikl iqLrdsa HkkSfrd Lo:Ik esa ns[kdjA 

 izn”kZuh o esyksa esa iqLrdksa dk HkkSfrd fujh{k.k fd;k tk ldrk gSA 
ikBd leh{kk o HkkSfrd Lo:Ik ns[kdj vPNs rjhds ls iqLrdksa dk p;u 

dj ldrs gSa D;ksafd bles aiqLrdksa dh O;k[;kRed lwpuk fey tkrh gSA 
 

iqLrdksa ds p;u ds fy, i=&if=dkvksa esa leh{kkvksa dk izdk”ku gksrk gS 
vkSj vktdy rks leh{kk,a bUVjusV ij Hkh miyC/k gSA fQ~yidkVZ (Flipcart)] 
vestu  (Amazon) o vU; vkWuykbZu izksMDV (Online Product) cspus okyh 
dEifu;k¡ Hkh iqLrdksa dh lwph ds lkFk&lkFk mudh leh{kk,a o ikBdksa ds desUV 
(Review) Hkh izdkf”kr djrh gS ftUgsa iqLrd p;udÙkkZ pkgs ikBd gks ;k 
iqLrdky;/;{k i<+ ldrk gS vkSj jsfVax (Rating) Hkh ns[k ldrk gSA igys 
bafM;u cqDl bu fiazV o fczfV”k cqDl bu fizaV uke ls okM+e; lwfp;k¡  izdkf”kr 
gksrh Fkh vkSj muesa iqLrdksa ds ckjs esa iwjk O;kSjk] vk[;k] ys[kd] o’kZ] izdk”kd] 
LFkku o mldk ewY; Hkh vafdr gksrk FkkA ;g nksuksa okM+e; lwfp;k¡ Hkh iqLrd 
p;u ds fy, ,d vPNk mik; ekuk tk ldrk gSA vc ge ;g lc vkuykbZu 
bUVjusV ij ns[k ldrs gSa rFkk u;s&u;s laLdj.kksa vkSj muds izdkj tSls 
fo|kFkhZ laLdj.k] vUrjk’Vªh; laLdj.k] iqLrdky; laLdj.k bR;kfn dks Hkh ge 
mlds ewY; ds lkFk ns[k ldrs gSa ysfdu gesa vPNh oSclkbV (Website) ij gh 
igqp(Access) ds fy, tkuk pkfg, A 
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5-4- iqLrd p;u o laxzg fodkl(Book Selection and Collection 

Development) & 
 

iqLrd p;u o laxzg foHkkx dk ,d vPNk lEcU/k o fuHkZjrk gSA lewg dk ,d 
vuqikr (Balanced) esa fodkl djuk iqLrd p;u ij gh fuHkZj djrk gSA vktdy 
ikBdksa dh t:jrsa cny xbZ ijEijkxr ls vk/kqfud gks xbZ gSaA eYVh fo’k; “kks/k gks jgh 
gS vkSj u;s&u;s fo’k; fodflr gks jgsa gSa rks iqLrdky;k/;{k dh ftEesnkjh curh gS fd 
,d U;k;/kh”k dh rjg lHkh fo’k;ksa ds lkFk U;k; djsA iqLrdky;ksa esa vc fizfUVax 
lkexzh ds lkFk&lkFk bZ&cqd o bZ&tuZy vkfn Hkh Ø; fd;s tk jgs gSaA iqLrdky;/;{k 
dks pkfg, fd vU/kk/kqa/k nwljs iqLrdky;ksa dk vuqlj.k u djsA igys vius iqLrdky; ds 
ikBdksa dk ckSf)d o “kSf{kd Lrj o iqLrdky; dh izd̀fr ij fopkj djs fQj iqLrd 
p;u o laxzg fodkl dh izfd;̀k dks vfUre :Ik nsA ikBdksa dh vfHk:fp ds lkFk&lkFk 
lUnHkZ foHkkx o vU; fo’k;ksa ds lxzag dk Hkh fodkl djuk gksrk gS tks vHkh&vHkh 
laLFkku ;k fo”ofo|ky; esa [kksys x;s gSA igys ls LFkkfir lxzag dks Hkh v/;;u djuk 
gksrk gSA iqLrdky;/;{k dks ,slh lewg uhfr cukuh pkfg, ftlls iqLrdky; ds lxzag 
dk lexz fodkl gks lds vkSj ;g laxzg mi;ksxh Hkh fl) gksA 
 

vH;kl iz”u 
1- izR;{k p;uL=ksrksadh lf{kaIr O;k[;k dhft;s\ 
2- vizR;{k p;uL=ksrksadh lf{kaIr O;k[;k dhft;s\ 
3- iqLrd p;u dh laxzg fodkl es egRodh dhft;s\ 
4- Hkkjrh; izdk”kuksa ds p;u L=ksrdh laf{kIr O;k[;k dhft;s\ 

 

5-5- lkjka”k  
 

iqLrd p;u iqLrdky; dk ,d egRoiw.kZ dk;Z gSA iqLrdsa ds p;u esa L=ksrksa 
dk cgqr gh egRoiw.kZ LFkku ;fn L=ksr xq.korrk vkSj vPNs gksxsa rks iqLrdksa dk p;u 
vPNk gksxkA mnkgj.kLo:Ik ikBdksa dks iqLrdky; ;fn vPNh p;u L=ksr miyC/k ugha 
djk;sxk vkSj mudks ;fn funsZ”k ugh nsxk rks ikBd iqLrdksa dk p;u lgh ugh dj 
ik;sxsaA vktdy rks iqLrd p;u ds fy, bUVjusV viuh ,d egRoiw.kZ Hkwfedk vnk dj 
jgk gSA izdk”ku ls iwoZ izdkf”kr iqLrd leh{kk,a Hkh vktdybUVjusV ij miyC/k gks 
jgh gS vkSj izdk”kd vius lwph i=ksa es Hkh vkus okyh iqLrdks dhleh{kk,a izdkf”kr djrs 
gS mudks i<dj Hkh iqLrd p;u dh vksj vxzlj gqvk tk ldrk gSA ikBd iqLrdky; 
p;u L=ksrksa ds bUVjusV ls ikBd iqLrdksa dh leh{kk dks i<+ ldrs gSa vkSj vU; ikBdksa 
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ds fopkj Hkh i<+s ;k ns[ksa tk ldrs gSa tks fd iqLrdky; ds p;u esa cgqr gh lgk;d 
fl) gksrs gSaA 
 

5-6- “kCnkoyh  

 
izR;{k p;u L=ksr % izR;{k p;u L=ksr esaiqLrdksa dksa HkkSfrd :Ik ls ns[kk tk 

ldrk gSA  
vizR;{k p;u L=ksr% blesa iqLrdksa dk HkkSfrd :Ik ls ugh ns[kk tk ldrk 

gSAp;udrkZ iqLrd ds lEcU/k esa fofo/k L=ksrksa ls izkIr 
lwpukvksa ds vk/kkj ij gh iqLrd p;u djuk iM+rk gSA 

esVkMsVk (Metadeta): ;gMsVk ds ckjs es MsVk gksrk gSA 
fcfCYk;ksxzkQh%  ;giqLrdksa dh ,d fooj.kkRed lwph gksrh gSA 

 
5-7- vH;kl iz”uksa ds mRRkj 

 
1- izR;{k p;u L=ksr esa ls fuEufyf[kr L=ksr “kkfey gksrs gSa& 

 vuqeksnukFkZ izkIr iqLrdsa& bl fof/k ls iqLrd foØsrk 
iqLrdsa p;udrkZ ds ikl ys tkrk gS vkSj p;u drkZ 
iqLrdsa NkaVdj ckfd iqLrdsa foØsrk dks okfil dj nsrk 
gSA  

 iqLrd foØsrk ds ikl p;u& blds p;udrkZ iqLrd 
foØsrk ds ikl tkrk gS vkSj mi;ksxh iqLrdksa dk p;u 
dj ysrk gSA  

 iqLrd esys o izn”kZuh& iqLrd foØsrk viuh iqLrdsa 
izn”kZuh o esyksa }kjk iznf”kZr djrk gSA  

 vU; iqLrdky;ksa esa tkdj& vU; iqLrdky;ksa dh ;k=k 
djds Hkh iqLrdksa dk voyksdu djds viuh p;u lwph 
rS;kj dh tkrh gSA  

2- vizR;{k p;u L=ksr esasa iqLrdksa dks HkkSfrd :Ik ls ugh ns[kk tk ldrk gSA 
blds fuEufyf[kr L=ksr izeq[k gSa & 

 lq>ko& ikBdksa ls izkIr lq>ko vkSj iqLdky; deZpkfj;ksa 
}kjk vius vuqHko vk/kkfjr lq>ko Hkh iqLrd p;u esa 
lgk;d gksrs lwph i= ,oa izpkj& izdk”kd vkSj iqLrd 
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foØsrk le;&le; ij viuh iqLrd lwfp;ka izdkf”kr 
djrs gSa bl lwph esa izdk”ku o’kZ o iqLrd dk ewY; 
vfdar jgrk gS  

 lUnHkZ lkexzh& blesa okaxe; lwph] iqLrd fo’k; lwph 
vkSj vU; fofHkUu izdkj dh lwfp;ka “kkfey gksrh gSaA bu 
lwfp;ksa ls Hkh iqLrd p;udÙkkZ dbZ ckj iqLrdksa dk p;u 
djrk gSA  

 leh{kk;sa & dbZ ckj i=&if=dkvksa vkSj bUVjusV ij Hkh 
iqLrdksa dh leh{kk;sa feyrh gSa ;s leh{kk, izekf.kr gksrh 
gSa vkSj iqLrd p;u dÙkkZ ds fy, mi;ksxh fl) gksrs gSaA 

3- iqLrd p;u o laxzg foHkkx dk ,d vPNk lEcU/k o fuHkZjrk gSA lewg dk ,d 
vuqikr (Balanced) esa fodkl djuk iqLrd p;u ij gh fuHkZj djrk gSA 
vktdy ikBdksa dh t:jrsa cny xbZ ijEijkxr ls vk/kqfud gks xbZ gSaA eYVh 
fo’k; “kks/k gks jgh gS vkSj u;s&u;s fo’k; fodflr gks jgsa gSa rks iqLrdky;/;{k 
dh ftEesnkjh curh gS fd ,d U;k;k/kh”k dh rjg lHkh fo’k;ksa ds lkFk U;k; 
djsA iqLrdky;ksa esa vc fizfUVax lkexzh ds lkFk&lkFk bZ&cqd o bZ&tuZy vkfn 
Hkh Ø; fd;s tk jgs gSaA iqLrdky;k/;{k dks pkfg, fd vU/kk/kqa/k nwljs 
iqLrdky;ksa dk vuqlj.k u djsA igys vius iqLrdky; ds ikBdksa dk ckSf)d 
o “kSf{kd Lrj o iqLrdky; dh izdf̀r ij fopkj djs fQj iqLrd p;u o laxzg 
fodkl dh izfd;̀k dks vfUre :Ik nsA 
 

4- Hkkjrh; izdk”kuksa ds p;u L=ksr fuEufyf[kr gSa & 

 izdk”kdksa dh lwfp;k¡ lHkh izdk”kd tSls ,l- pk¡n] lkfgR;d izdk”ku] 
lqYrku dSVykWx ds :Ik esa izdkf”kr djrs gSa vkSj lHkh iqLrdky;ksa dks 
Hkstrs gSaA T;knkrj izdk”kd ekfld :Ik ls ;g izdk”ku fudkyrs gSaA  

 bafM;u us”kuy fcfCYk;ksxzkQh  

 bafM;u cqDl bu fizUV  

 bUMsDl (Index) 

 

5-8- lUnHkZ xzUFk lwph 

 
1. http://eduscapes.com/collection/4.htm 
2. http://www.springernature.com/gp/librarians/products/product-

types/books/ebook-collect/ 
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3. http://www.worldscientific.com/page/worldscibooks 
4. https://www.ebscohost.com/ebooks/academic/subscriptions/academic-

ebook-subscriptions 
5. Kaufman, J. G. (2002) Sources of Materials Data, in Handbook of 

Materials Selection (ed M. Kutz), John Wiley & Sons, Inc., New York. 
doi: 10.1002/9780470172551.ch16 

 
 

5-9- mi;ksxh iqLrdsa 

 
   1-  frokjh] HkkLdjukFk ¼1962½ iqLrd pquko fl)kUr vkSj fof/k] fgUnh izpkjd  
iqLrdky;] okjk.klh  
   2-  vUlkjh] ,e-,e- ¼2005½ iqLrdky; laxBu ,oa izcU/ku] dyk izdk”ku] okjk.klh  
   3- JhokLro] “;keukFk vkSj oekZ] lqHkk’kpUnz ¼1978½ iqLrdky; laxBu ,oa lapkyu%  
fl)kUr o O;ogkj] jktLFkku fgUnh xzUFk vdkneh] t;iqj  
   4-  fot; dqekjh ¼1975½ iqLrdky; foKku dh ljy :Ikjs[kk] eSVªksiksfyVu cqd  
dEiuh izkbZosV fyfeVsM] fnYyh 

5-  “kekZ] ch-ds- vkSj Bkdqj] ;w-,e- ¼2011½ iqLrdky; lwpuk foKku ,oa lwpuk 
izkS|ksfxdh % foospukRed v/;;u ¼nks [k.M½ okbZ-ds- ifCy”klZ] vkxjk 

6- “kekZ] ch-ds-] lh- yky vkSj ds- dqekj ¼1999½ xzUFkky; ,oa lwpuk foKku] okbZ-
ds- ifCy”klZ] vkxjk 

7- ipkSjh] ,u-ds- vkSj HknkSfj;k] vkj-,l- ¼2006½ iqLrdky; lwpuk foKku 
fnXn”kZu] mek izdk”ku] vkxjkA 

 

5-10- fucU/kkRed iz”u 

 
5- iqLrd p;u L=ksrksads ckjsa es es O;k[;k nhft;s\ 
6- bUVjusV ds ;qx esa iqLrd p;uL=ksrksadk o.kZu dhft;s\ 
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इकाई – 6   पÖु तक : अचªन, पåरúहण एवं तकनीकì ÿिøयाकरण 

6-1 izLrkouk 
6-2- mís”; 
6-3- iqLrd vtZu  

6-3-1- iqLrdksa dk pquko  

6-3-2- vkns”k i=d rFkk fcy ls feyku vkSj ewY; pSd djuk  
6-3-3- iqLrdksa dh tk¡p  
6-3-4- ifjxzg.k dk;Z  

6-3-5- foi= dk Hkqxrku  

6-4- rduhdh izfØ;k 
6-4-1 oxhZdj.k  

6-4-2 oxkZd ,oa xzUFkkad nsuk  
6-4-3 lwphdj.k  

6-4-4 eksgj 
6-4-5- uke i=kfn yxkuk (Labelling) 
6-4-6- iqLrd ikWdsV  

6-4-7- frfFk i.khZ(Date Slip) 
6-4-8- ckjdksM (Barcode) o vkj-,Q-vkbZ-Mh- VSx  
6-4-9- Qyd ij Hkstus ls iwoZ ijh{k.k  

6-5- iqLrd vtZu] ifjxzg.k ,oa rduhdh izfØ;k dk;Z Lokpkyhdj.k }kjk 
6-6 lkjka”k 
6-7- “kCnkoyh  
6-8- vH;kl iz”uksa ds mRRkj 
6-9- lUnHkZ xzUFk lwph 
6-10- mi;ksxh iqLrdsa 
6-11- fucU/kkRed iz”u 
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6-1 izLrkouk 
 

iqLrdky; esa iqLrdsa ikBdksa ds mi;ksx ds fy, gksrh gS tSlk fd MkW0 ,l-vkj- 
jxkaukFku us vius izFke lw= esa dgk gSA (Books are for use)iqLrdsa mi;ksx ds fy, gSA 
iqLrdksa dks ikBdksa rd igq¡pkus ds fy, iqLrdky; esa pquko ls ysdj izkIr gksus vkSj 
muds LVSd esa igq¡pkus rd fdu&fdu fØ;kvksa vkSj dk;ksZa dk lEiknu gksrk gS mudk 
Kku vfr vko”;d gSA iqLrdky; esa iqLrd vtZu ifjxzg.k ,oa rduhdh izfØ;kdj.k 
dh izfØ;k gksrh gS rHkh iqLrd ikBd rd igq¡p ikrh gSA vktdy iqLrdky;ksa dk 
dEI;qVj vkSj iqLrdky; lkW¶Vos;j dk iz;ksx vius lHkh foHkkxksa ds iqLrdksa dh vtZu 
rduhdh izfØ;k dks tYnh&tYnh ls fuiVkus dk dk;Z djrs gS rkfd iqLrdsa ikBdksa rd 
tYnh ls tYnh igq¡p ldsA iqLrdky;ksa ds Lopkyhdj.k us iqLrdksa dh vtZu o 
rduhdh izfØ;k dks ljy o le; dks cpkus okyh dj fn;k gS blfy, lHkh 
iqLrdky;ksa dks vius lHkh foHkkxksa esa dEI;wVj vkSj lwpuk izkS|ksfxdh dk iwjk iz;ksx 
vius ikBdksa dks larq’V djus ds fy, djuk pkfg,A 
 

6-2- mís”; 
 

 iqLrdksa dh vtZu izfØ;k ds ckjsa es tkudkjh nsukA 

 iqLrdksa dk HkkSfrd ijh{k.k izfØ;k ds ckjsa es tkudkjh nsukA 

 iqLrdksa dh rduhdh izfØ;k ds ckjsa es tkudkjh nsukA 

 iqLrdksa dh oxkZd ,oa xzUFkkad izfØ;k ds ckjsa es tkudkjh nsukA 

 iqLrdksa dh lwphdj.k izfØ;k ds ckjsa es tkudkjh nsukA 

 Lokpkyhdj.k }kjkiqLrd vtZu] ifjxzg.k ,oa rduhdh izfØ;kvksa dh 
tkudkjh nsukA 

 

6-3- iqLrd vtZu (Book Acquisition) 
 
iqLrdksa dks muds ikBdksa rd igq¡pkus ds fy, iqLrdky; esa iqLrd p;u ls  

ysdj mudsiqLrdky; es izkIr gksus vkSj fQj mudks LVSd esa igq¡pkus rd fdu&fdu 
izfØ;kvksa vkSj dk;ksZa dk lEiknu gksrk gS mudk Kku gksuk vfr vko”;d gSA iqLrdksa 
dks vtZu djus esa fofHkUu izdkj ds fØ;kdyki o izfØ;k,a ?kfVr gksrh gS tSls iqLrdksa 
dh pquko izfØ;k] vkns”k i=] iqLrdksa dk ijh{k.ko HkkSfrd ijh{k.kbR;kfn ftudk o.kZu 
fuEu izdkj ls gS& 
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6-3-1- iqLrdksa dk pquko(Book Selection) 
lcls igys tks iqLrdsa Ø; gksuh gS mudk pquko fd;k tkrk gSA ikBdksa 

¼fo|kfFkZ;ksa vkSj v/;kidksa½ }kjk iqLrd p;u L=ksrksa] iqLrd izn”kZuh] iqLrd 
lwfp;k¡] izdk”kd lwfp;k¡] o usV vkfn ls iqLrdksa dk p;u fd;k tkrk gSA 
iqLrd p;u gksus ds ckn mudh lwph cukbZ tkrh gS vkSj lEcfU/kr vf/kdkfj;ksa 
ls eatwjh ys yh tkrh gSA iqLrd lwfp;ksa dk ijh{k.kfd;k tkrk gS vkSj vius 
iqLrdky; esa MqIyhdsV pSd fd;k tkrk gS rFkk iqLrdksa ds vuqekfur ewY; ds 
vk/kkj ij mudh la[;k fu”fpr dh tkrh gSA 

 
6-3-2- vkns”k i=d rFkk fcy ls feyku vkSj ewY; pSd djuk 

 tc iqLrdksa dh lwph ikBdksa }kjk vkSj lEcfU/kr O;fDr;ksa }kjk p;fur 
gks tkrh gS rks iqLrdky; lfefr ;k iqLrdky;/;{k ;k iqLrdky; Ø; lfefr 
mu iqLrdksa dh lwph dks vuqeksfnr dj nsrs gSa vkSj iqLrdky;/k;{k }kjk mu 
iqLrdksa dks vkiwfrZdÙkkZ (Supplier) dks vkiwfÙkZ vkns”k ns fn;k tkrk gSA ml 
vkiwfrZ vkns”k es iqLrdky; dh iqLrdksa ds vkns”k ls lEcfU/kr “krsZ  (Terms 

and Conditions) Hkh fyf[k gksrh gSaA vkns”k i= }kjk vkns”k ds ckn iqLrdsa 
iqLrdky; es izkIr gks tkrh gSa vkSj vkns”k i= fy[krs le; fuEufyf[kr ckrksa 
dk /;ku j[kuk vR;Ur vko”;d gS %& 

 vkns”k esa vkns”k i= la[;k vafdr gks vkSj fnuk¡d Hkh vafdr gksA  

 vkns”k ftldks fy[kk tkuk gS mldk iwjk irk vafdr gksA 

 vkns”k i= esa NwV (Discount)] izfr;ka (Copies) vkSj iqLrd 
vkiwfrZ dk le; vkfn Hkh vafdr gksuk pkfg,A 

 vkns”k i= esa iqLrdksa dh lwph iw.kZ #i o lgh Øe ls vafdr dh 
xbZ gks tSls vk[;k] ys[kd] laLdj.k] izdk”ku] o’kZ o ewY; bR;kfnA 

 vkns”k i= esa lHkh “krsZ (Terms and Conditions) lkQ&lkQ 
fyf[k gksuh pkfg,A 

 iqLrd ds ewY; dk izek.k ewy izdk”kd ;k izdk”kd dh bUVjusV 
lkbZV (Websites) ls izekf.kdrk ds ckjs esa Li’V #i lsa fy[kh 
tkuh pkfg,A 

 fons”kh iqLrdksa dk ifjofrZr ewY; viuh eqnzk esa fy[kk gksuk 
pkfg,A 

 iqLrd HkkSfrd :Ik ls Bhd gks vkSj ist dVs&QVs u gks vkSj 
iqLrdksa dk ;fn Hkkjrh; laLdj.k gksus ij Hkkjrh; laLdj.k gh 
miyC/k djk;k tk;saA 
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6-3-3- iqLrdksa dh tk¡p 
vkiwfrZdÙkkZ }kjk iznku dh xbZ iqLrdksa dk ijh{k.k djuk vko”;d gS 

vkSj ;g ijh{k.kfuEu:Ik ls gkssrk gS%& 
6-3-3-1- iqLrdksa dh lwph ds vuqlkj 
izkIr iqLrdksa dk loZizFke vkns”k i=d ds lkFk layXu iqLrdksa dh lwph ls feyku fd;k 
tkrk gSA ;g feyku lko/kkuh iwoZd gksuk pkfg,A fn;s gq, vkns”k i=d ds lkFk iqLrdksa 
ds vk/kqfud (Latest) laLdj.k] izdk”kd] ys[kd] vk[;k o vafdr ewY; dk ijh{k.kdjuk 
vfuok;Z gSA D;ksafd dbZ ckj vkiwfrZdÙkkZ mDr iqLrd uk feyus ij leku iqLrd 
(Same Book)] fdlh nwljs izdk”kd dh ys vkrk gSA ,slh iqLrdksa dks gVk nsuk pkfg, 
;g fujh{k.k ckjhdh ls djuk gksrk gSA  

 
6-3-3-2- iqLrdksa dk HkkSfrd ijh{k.k 
iqLrdksa dk vkns”k i=d ds lkFk ijh{k.k djus ds ckn mudk HkkSfrd ijh{k.k fd;k 
tkrk gSA HkkSfrd ijh{k.kesa le; vf/kd yxrk gS D;ksafd blesa istksa rd dk fujh{k.k 
djuk gksrk gSA dHkh&dHkh iqLrdsa ekxZ ls vkrs le; fod`r gks tkrh gSa] iqLrdksa esa dbZ 
ckj ist viw.kZ (Missing)] ik;s tkrs gSa vkSj dbZ ckj nks ckj yx tkrs gSa o iqLrdksa ds 
ist la[;k Hkh dbZ ckj xM+cM+ gksrh gSa ,slh iqLrdksa dks iqLrd foØsrk ds ikl okfil 
Hkst nsuk pkfg, vkSj mu iqLrdksa ds LFkku ij ubZ iqLrdsa vkiwfrZdÙkkZ ls eaxk ysuh 
pkfg,A  ;fn og bu iqLrdksa dks ugh ns ikrk gS rks fcy ls mDr iqLrdksa dks dkV dj 
ewY; de dj nsuk pkfg,A iqLrdksa dh ftYn dk Hkh ijh{k.k djuk vfuok;Z gksrk gS dbZ 
ckj ftYn [kqyh gksrh gSA iqLrdksa dh ist dfVax Hkh lgh gksuh pkfg, vkM+h&frjNh uk 
gks vkSj iqLrdksa esa vafdr VSDlV ¼ys[k½ iqLrd dh dfVax esa dVk u gksA iqLrd ds ist 
vkil esa fpids u gks vkSj iqLrd ckbafMx esa iqLrd dk fyf[kr ys[k bR;kfn nck gqvk 
u gksA ,slh iqLrdsa ikBdksa dks nh tkus okyh QksVhdkWih lsok dks Hkh izHkkfor djrh gSA 
blfy, HkkSfrd ijh{k.k iqLrdky; }kjk vPNh rjg ls fd;k tkuk pkfg,A 

 
6-3-3-3- fcy ds vuqlkj  
iqLrdksa ds HkkSfrd lR;kiu djus ds ckn mudks vkiwfrZdÙkkZ }kjk iznku fd;s x;s fcy 
ls feyku djds fujh{k.k djuk pkfg,A fcy esa iqLrdksa dh vk[;k] ys[kd o vafdr 
ewY; dk fujh{k.k djuk vfuok;Z gSA vk[;k tgk¡ rd lEHko gks iwjs fy[ks gq, gksus 
pkfg, vkSj fcy es ifjxzg.k la[;k (Accession Number)fy[kus dh Hkh txg gksuh  
pkfg,A iqLrd dk vafdr ewY; vkSj fcy esa vafdr ewY; dk feyku djuk pkfg,A ftu  
iqLrdksa ij ewY; vafdr u gks ,slh iqLrdksa ds vkiwfrZdÙkkZ ls ewY; ds izek.k i=ksa dks 
ek¡xuk pkfg,A fons”kh iqLrdksa dk ewY; dk feyku G.O.C. (Good office Committee) 
}kjk nh xbZ eqnzk ds ifjofrZr ewY; ds lkFk ijh{k.k vR;Ur vko”;d gSA fcy de ls 
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de rhu izfr;ksa esa gks vkSj ;g Hkh ijh{k.kiqLrdky; }kjk fd;k tkuk pkfg, fd fcy 
vPNs o uohu isij ij gh gksA 

 

vH;kl iz”u 
1-  iqLrdksa dh vtZu izfØ;kes iqLrdksa ds pqukodh lf{kaIr O;k[;k dhft;sA 
2-  iqLrdksa dh vtZu izfØ;k es iqLrdksa ds HkkSfrd ijh{k.kdh lf{kaIr O;k[;k        
dhft;sA 
3-  iqLrdksa dh vtZu izfØ;kfcy ds vuqlkj ijh{k.kdh lf{kaIr O;k[;k dhft;s 

 
6-3-4- ifjxzg.k dk;Z (Accessing work) 

tc iqLrdksa dk HkkSfrd ijh{k.k o fcy ds lkFk feyku o ijh{k.kdk dk;Z iwjk 
gks tkrk gS rks mlds Ik”pkr~ mu iqLrdksa ij eqgj vkfn yxkdj ifjxzg.k iathdj.k 
(AccessionRegister)esa ntZ fd;k tkrk gS vkSj mudks ifjxzg.k la[;k (Accession 

Number)nh tkrh gSA bldk /;ku j[kuk vfr vko”;d fd ifjxzg.k la[;k ;wfud 
(,dek=)(Unique) gksA izR;sd iqLrd dh ,d gh ifjxzg.k la[;k gksuh pkfg, tks nwljh 
iqLrd ds ifjxzg.k la[;k ls uk feysA vkns”k i=d esa ifjxzg.k la[;k vafdr djds o 
iwjk fcy ewY; vafdr djds fcy dks lEcfU/kr vf/kdkfj;ksa ls eatwj (Approved) 
djokdj mDr fcy dks Hkqxrku ds fy, Hkst nsuk pkfg,A ifjxzg.k iaftdk esa fofHkUu 
dkWye dks iqLrdky; deZpkfj;ksa }kjk iw.kZ :Ik ls vafdr fd;k tkuk pkfg, D;ksafd 
iqLrdky;ksa ds ikl ifjxzg.k iaftdk ,d egRoiw.kZ iaftdk (Register) gS ftlesa iqLrdks 
dh iwjh tkudkjh vafdr jgrh gSA ifjxzg.k iaftdk esa 14&16 dkWye gksrs gSaA ifjxzg.k 
iaftdk esa fuEufyf[kr dkWye gksrs gSaA 

 
1 2 3 4 5 6 7 

fnuk¡d 
(Date) 

ifjxzg.k 
la[;k 

(Accessio
n Number) 

ys[kd 
(Author) 

vk[;k 
(Title

) 

laLdj.k 
(Edition) 

izdk”ku dk 
LFkku 

(Publisher’
s Place) 

izdk”kd 
(Publisher

) 

       
8 9 10 11 12 13 14 

izdk”ku o’kZ 
(Publicatio

n year) 

i’̀B] [k.M 
(Page, 
Vols.) 

vkiwfrZdÙk
kZ 

(Supplier
) 

fcy 
u0 o 
fnuk¡d 
(Bill 

No. & 
Date) 

ewY; 
(Amount

) 

Øaekd 
led 
(Call 

Number) 
Class No 
and Book 

No 

fVIi.kh 
(Remarks) 
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ifjxzg.k if=dk dk izk:Ik dqN&dqN fHkUu Hkh gks ldrk gSA ,d nks dkWye fHkUu gks 
ldrs gSaA ifjxzg.k iath dk izk:Ik (Format)Hkkjrh; ljdkj ds lkekU; foÙk fue; 
2017 (General Financial Rules, Govt. of India 2017) esa Hkh fn;k gqvk gS ogk¡ ls Hkh 
;g izk:Ik fy;k tk ldrk gSA ifjxzg.k la[;k iqLrd ds vkxs vkSj fiNys i`’Bksa ij 
vafdr gksrk gS vkSj iqLrd ds xqIr ist (Secrete Page)ij Hkh ifjxzg.k la[;k dk 
vafdr gksuk blfy, Hkh vfuok;Z gS fd dbZ ckj iqLrdsa ds vkxs vkSj fiNys okys i`’B 
QV tkrs gSa rks xqIr ì’Bksa ij fy[ks ifjxzg.k la[;k ls gh iqLrd dh igpku dh tk 
ldrh gSA  

 
6-3-5- foi= dk Hkqxrku 

ifjxzg.k iaftdk esa iqLrd dh ifjxzg.k la[;k vafdr gksus ds lkFk&lkFk fcy 
ij Hkh ifjxzg.k la[;k vafdr djds mDr fcyksa dks Hkqxrku ds fy, lEcfU/kr 
vf/kdkfj;ksa ds gLrk{kj djok dj ys[kk foHkkx (Account Section)esa Hkstk tkrk gSA 
ys[kk foHkkx esa Hkstus ls igys iqLrdky; deZpkjh }kjk fcy esa vafdr ewY;ksa o dqy 
ewY; vkfn dk lgh fujh{k.k djuk vR;Ur vko”;d gSA ;gk¡ iqLrdky;k/;{k dk ;g 
dÙkZO; Hkh cu tkrk gS fd fcyksa dks ys[kk foHkkx esa Hkstus ds ckn le;&le; ij ;g 
Hkh irk djs fd vkiwfrZdÙkkZ dks muds fcyksa dk ns; feyk fd ughaA le; ij 
vkiwfrZdÙkkZ dks mudk ns; feyuk Hkh t:jh gksrk gS ftlls le;&le; ij vkiwfrZdÙkkZ 
iqLrdksa dh vkiwfrZ lgh le; ij ns ldsA 

 

vH;kl iz”u 

 
1- iqLrdksa dh vtZu izfØ;kes ifjxzg.k dk;Zdh lf{kaIr O;k[;k dhft;s\ 
2- iqLrdksa dh vtZu izfØ;kes foi= dk Hkqxrkudh lf{kaIr O;k[;k dhft;s\ 
 

6-4- rduhdh izfØ;k(Technical Processing) 

 
rduhdh izfØ;k esa iqLrdksa dk oxhZdj.k o lwphdj.k lkFk&lkFk gksrk gS oSls  

rks ;s nksuksa la;qDr dk;Z gS vkSj ,d gh foHkkx }kjk lEiUu gksus pkfg, ysfdu dgh ij 
;s dk;Z vyx&vyx foHkkxksa }kjk fd;s tkrs gSaA  

;g iqLrdky; dh izdf̀r] LVkQ o izkjI; LFkku ij Hkh fuHkZj djrk gSA iqLrdksa 
dk ifjxzg.k gksus ds ckn mudks rduhdh izfØ;k ds fy, rduhdh foHkkx esa Hkstk tkrk 
gS ogk¡ ij muds fuEu dk;Z iw.kZ dj fy;s tkrs gSa%& 
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6-4-1 oxhZdj.k(Classification) 
oxhZdj.k izfØ;k iqLrdksa esa bruk egRo j[krk gS fd iqLrdky;ksa dk 

Lopkyhdj.k gksus ds ckn Hkh bldh egRrk de ugha gqbZ gSA oxhZdj.k esa lekurk ds 
vk/kkj ij iqLrdksa dks ,d= vkSj vlekurk ds vk/kkj ij vyx&vyx fd;k tkrk gSA 
oxhZdj.k izfØ;k ls gh iqLrdksa dks fo’k;kuqlkj O;ofLFkr <ax ls ,d= fd;k tkrk gSA  
iqLrdksa dk oxhZdj.k ,d oxhZdj.k iz.kkyh ds vuqlkj gh fd;k tkrk gSA iqLrdky;ksa 
dks oxhZdj.k iz.kkyh dk pquko mlds xq.kksa o nks’kksa dks vkSj iqLrdky; ifjfLFkfr;ksa ds 
vuqlkj djuk pkfg,A oxhZdj.k djus ds fy, orZeku esa fuEufyf[kr oxhZdj.k 
iz.kkfy;ka miyC/k gSa& 

 esyfoy M;wbZ dh n”keyo oxhZdj.k iz.kkyh (DDC) 

 lkoZHkkSe n”keyo oxhZdj.k iz.kkyh (UDC) 

 ykbczsjh vkWQ dkaxzs”k oxhZdj.k iz.kkyh (LC) 

 ,l- vkj- jaxkukFku dh f}fcUnq oxhZdj.k iz.kkyh (CC) 

 ts-Mh- czkmu dh fo’k;kRed oxhZdj.k iz.kkyh (SC) 

 pkYlZ vkeh dVj dh izlkj.kh; oxhZdj.k iz.kkyh (EC) 

 gsujh ,sosfyu fCyV~t dh xzUFk oxhZdj.k iz.kkyh (BC) 
 

oxhZdj.k ds fy, mi;qZDr esa ls fdlh Hkh iz.kkyh dks viuk;k tk ldrk gSA Hkkjr esa 
T;knkrj iqLrdky;ksa esa n”keyo oxhZdj.k iz.kkyh (DDC)viukbZ tkrh gSA oxhZdj.k 
iqLrd dk iqLrdky; esa ,d mfpr LFkku fu”fpr djrk gSA  

 
6-4-2 oxkZad ,oa xzUFkkad nsuk  

oxkZd ,oa xzUFkkd dks feykdj ;kpuk lekad (Call Number)curk gSA oxkZad 
fu/kkZj.k ds Ik”pkr~ iqLrd ij xzUFkkad (Book Number)fn;k tkrk gSA xzUFkkad fu/kkZj.k 
esa fuEufyf[kr i)fr;k¡ eq[; :Ik ls lgk;d gksrs gSa%& 

 dVj ys[kd led (Cutter Authors Table) 

 dVj lsUokUkZ ys[kd lkj.kh  

 LVsuys tkLV dh ys[kd lkj.kh  

 eSfjy dh ys[kd lkj.kh  

 jxkaukFku iz.kkyh 

 foldks le; vad 
bl izdkj cgqr lh xzUFkkad iz.kkyh gS vkSj dVj ys[kd leda (Cutter Author 

Table)dk iz;ksx Hkkjr esa T;knkrj gksrk gSA dqN iqLrdky;ksa esa xzUFkkad nsus ds fy, 
viuh LFkkuh; (Local)iz.kkyh dk Hkh iz;ksx djrs gSaA bl izdkj fu/kkZfjr oxkZad ,oa 
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xzUFkkad feykdj ;kpuk lekad (Call Number) iqLrd ds eq[k i`’B ds ihNs iSfUly ls 
fy[kk tkrk gS vkSj iqLrd ds ihNs Hkh cqd ikWdsV] frfFk iphZ (Date Slip) vkSj xzUFk 
i=d (Book Card) ij Hkh fy[k fn;k tkrk gS blh ;kpuk lekad ds vk/kkj ij iqLrd 
dks LVSd (Stack) esa O;ofLFkr fd;k tkrk gSA  

 
6-4-3 lwphdj.k (Cataloguing) 

bl izdkj oxhZdj.k ds iw.kZ gksus ij ;kpuk lekad (Call No.) Mkyus ij iqLrd dk 
lwphdj.k lwphdkj }kjk fd;k tkrk gSA lwphdkj iqLrd dk lwphdj.k cukdj VkbZfiLV 
dks ns nsrk gSA lwph cukus ls iwoZ ;g fu/kkZj.k djuk gksrk gS fd dSlh lwph cusxhA 
vuqoxZ lwph ;k lokuqoxZ lwphA lays[kksa (Enteries) dh O;oLFkk vuqoxZ 
(Classification)  Øe esa gh dh tkrh gSA vuqoxZ lwph esa lays[kksa dh O;oLFkk o ØeZ 
oxhZdj.k iz.kkyh ds vuqlkj gh fd;k tkrk gSA  

orZeku le; esa fuEufyf[kr lwphdj.k lfgrk,a Hkkjrh; iqLrdky;ksa esa viukbZ 
tkrh gS %& 

 ,aXyks&vesfjdu lwphdj.k lfgark (Anglo-American Cataloguing 

Rules, 1967) 

 lokZuqoXkhZ lwph ds fy, dVj ds fu;e (Cutter Catalouging) 
 ,l-vkj- jxkaukFku dh vuqoxZ lwphdj.k lfgark (Classified 

Catalogue Code(CCC) by S.R. Rangananthan) 
 

Hkkjrh; iqLrdky;ksa esa ,Xyks&vesfjdu lwphdj.k lfgark dk T;knkrj iz;ksx gksrk gSA 
vktdy Lopkfyr iqLrdky;ksa esa lwphdj.k dk :Ik vksisd vkWuykbZ lwphdj.k us ys 
fy;k gS vkSj Lopkyhdj.k lkW¶Vos;j izksxzke ls iqLrdksa dh lwph lays[k cu tkrh gSA 
lwphdj.k ds eq[; lays[k (Main Entry) Qyd lays[k (Shelf List) o vfrfjDr lays[k 
fuekZ.k(Added Entries)bR;kfn dk fuekZ.k fd;k tkrk gS vkSj bu lays[kksa dks i=d 
dSfcusV (Card Cabinet) es ys[kd] fo’k; “kh’kZd o vuqoxZ ds vuqlkj O;ofLFkr fd;k 
tkrk gSA vktdy iqLrdky;ksa ds Lopkyhdj.k gksus ds dkj.k i=d dSfcusV vkSj 
eSuqvy lwph dk egRo de gksrk tk jgk gSA 

 
6-4-4 eksgj (Stamping) 
lwph i=dksa ds cuus ds ckn iqLrd esa fofHkUu LFkkuksa ij lEcfU/kr iqLrdky; dh eqnzk 
vafdr dh tkrh gSA eqnzk dks eq[; i`’B] ihNs] xqIr i’̀B ij vkSj frfFk i.khZ vkfn ij Hkh 
yxk;k tkrk gSA eqnzk dks yxkrs le; /;ku j[kuk pkfg, fd ys[k uk ncs vkSj eqnzk 
¼eksgj½ lnk lh/kh gh yxs o Li’V Hkh gksuh pkfg,A 
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6-4-5- uke i=kfn yxkuk (Labelling) 
iqLrdksa ij eksgj yxus o lwphdj.k gksus ds ckn yscfyax dk dk;Z “kq: gksrk gS vkSj 
iqLrdksa ij fuEufyf[kr yscy yxk;s tkrs gSa%& 

 
6-4-5-1- iqV~Bs dk yscy (Spine Lable) 
LikbZu yscy pdksj o xksy yxHkx 1-25 bap lkbZt dk gksrk gSA bl ij iqLrd dk 
;kpkd lead (Call No.) fy[kdj xksan dh lgk;rk ls iqLrd ds iqV~Bs ij ,d 
fu/kkZfjr Å¡pkbZ ij fpidk;k tkrk gSA vktdy dEI;wVj }kjk fiazfVM LikbZu ysoy 
iqLrdksa ds iqV~Bs ij fpidk;k tkrk gSA bu LikbZu yscy esa ;kpkad led (Call No.) 
Li’V :Ik ls fizfVax gqvk gksrk gSA gkFk ls fy[ks x;s LikbZu yscy dh rqyuk esa dEI;wVj 
yscy vPNk jgrk gS vkSj bldh L;kgh QSyus dk Mj Hkh ugha jgrk gSA  

 
6-4-6- iqLrd ikWdsV (Book Pocket) 
cqd ikWdsV dks iqLrdksa ds ihNs ftYn ;k vfUre doj ij uhps dkuZj ij fpidk;k 
tkrk gS blh ikWdsV esa iqLrd dk dkMZ j[kk tkrk gSA  

 
6-4-7- frfFk ij.kh (Date Slip) 
;g iqLrd ds ihNs vfUre i`’B ds ckn fpidkbZ tkrh gSA blh ij.kh (Slip)ij iqLrdks 
dh iqLrdky; esa okfil vkus dh frfFk eksgj ls ;k gkFk ls vafdr dh tkrh gS ftls 
ns[kdj ikBd mDr fnuk¡d ls igys ;k mDr fnuk¡d dks iqLrd dks iqLrdky; esa tek 
djk ldrk gSA  

 
6-4-8- ckjdksM (Barcode)o vkj-,Q-vkbZ-Mh- VSx 
vktdy Lopkfyr iqLrdky;ksa es ckjdksM o vkj-,Q-vkbZ-Mh- VSx Hkh yxk;k tkrk gS 
ftldh lgk;rk ls gh iqLrd fuxZr dh tkrh gS vkSj cqd ikWdsV] frfFk ij.kh o iqLrd 
dkMZ dh Lopkfyr iqLrdky; esa t:jr [kRe gks tkrh gSA  

 
6-4-9- Qyd ij Hkstus ls iwoZ ijh{k.k  
vkerkSj ij lHkh iqLrdky;ksa esa iqLrdksa dks Qyd (Stack)ij Hkstus ls iwoZ ofj’B ;k 
O;olk;h (Professional)deZpkjh }kjk iqLrd dk vfUre fujh{k.k fd;k tkrk gSA og 
deZpkjh lHkh dqN ijh{k.k djds iqLrdksa dks Qyd ij Hkstus dh gjh >.Mh nsrk gS vkSj 
;fn fdlh iqLrd ij eksgj u yxh gks ;k yscfyax bR;kfn u gks rks mls iwjk djokus ds 
Ik”pkr~ Qyd ij Hkstus dk dk;Z lEiUu djokrk gSA  

 
bl izdkj rduhdh izfØ;k iwjh gksus ds ckn iqLrdsa Qyd (Stack) esa igq¡pdj ikBdksa  
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rd igq¡p tkrh gS vkSj ikBd mudks ifjlapju foHkkx (Circulation Creportnent)ls 
?kj ys tkus ds fy, fuxZr djk ysrs gSaA  

vH;kl iz”u 

 
1- rduhdh izfØ;k esaoxhZdj.kdh lf{kaIr O;k[;k dhft;sA 
2- rduhdh izfØ;k es ckjdksM (Barcode) o vkj-,Q-vkbZ-Mh- VSxdh lf{kaIr O;k[;k 
dhft;sA 
 

6-5- iqLrd vtZu] ifjxzg.k ,oa rduhdh izfØ;k dk;Z Lokpkyhdj.k }kjk  

 
vktdy tSlk fd lc tkurs gSa fd lwpuk izkS|ksfxdh dk ;qx gS vkSj 

iqLrdky; Hkh bls vNwrs ugha jg x;s gSaA vktdy fMftVy iqLrdky; Hkh pyu esa vk 
jgsa gSa tgk¡ ij rduhdh izfØ;k ,oa vtZu] ifjxzg.k dh fof/k iwjh rjg cny tkrh gS 
vkSj lkjs dk;Z Rofjr :Ik (Speed Way)ls gksrs gSaA iqLrdky; tks Lopkfyr gks pqds gSa 
ogk¡ ij Lopkyhr lkW¶Vos;j izksxzke (Computerization Software Program) }kjk gh 
iqLrdky;ksa esa iqLrdksa dk vtZu (Acquisition) fd;k tkrk gSA iqLrdksa dk vkns”k 
i=d bR;kfn tc dEI;wVj ls gh fd;k tkrk gS rFkk bZesy ls gh vkns”k fn;s tkrs gSa 
vkSj iqLrdksa dk isesUV ewY; Hkh vkiwfrZdÙkkvksa dks lh/ks cSad ls muds [kkrksa esa usQV 
(NEFT) iz.kkyh }kjk lh/ks gh gLrkarfjr (Transfer) fd;k tkrk gSA iqLrdksa dk 
oxhZdj.k rks fd;k tkrk gS ckfd dk;Z tSls iqLrdksa dk ifjxzg.k rks dEI;wVj lsa gh 
fd;k tkrk gS vkSj eSuqvy iaftdk esa ifjxzg.k dh t:jr ugha iM+rh gSA iqLrdksa dh 
izfof’V;k¡ lh/ks gh dEI;qVj esa gksrh gSA lwphsdj.k dh vko”;drk vc [kRe gks xbZ gSA 
iqLrdsa Lopkfyr iqLrdky;ksa esa vksisd (OPAC)vkWuykbZu ifCyd vDlsl dSVkyksfxd 
ls [kksth tkrh gSA fdlh Hkh “kCn }kjk dqath&”kCnksa (Key-words) ls dksbZ Hkh iqLrd 
cgqr gh de le; esa [kksth tk ldrh gSA Lopkfyr iqLrdky;ksa esa cqd ikWdsV o cqd 
dkMZ dh t:jr ugh gksrh gSA Lopkfyr iqLrdky;ksa esa cgqr lh LVs”kujh dh cpr o 
le; dh cpr Hkh gksrh gS vkSj iqLrdky; ikBd T;knk larq’V gksrs gSaA 
 

6-6- lkjka”k 

 
iqLrdky;ksa esa vtZu (Acquisition) ,d cgqr gh egRoiw.kZ dk;Z gS ftl ij 

iqLrdky;ksa ds ikBdksa dh lUrqf’V fuHkZj djrh gSA vtZu izfØ;k lgh rjhds ls vkSj 
tYnh gh lEiUu gksuh pkfg, ftl ls iqLrd iqLrdky; esa tYnh ls izkIr gks ldsA 
iqLrdsa iqLrdky; esa vkus ij mudh rduhdh izfØ;k tYnh ls fuiVk ysuh pkfg, 
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ftlls iqLrdsa tYnh ls  Qyd (Stack) esa igq¡p tk;s vkSj ikBdksa dks fey tk;sA 
rduhdh izfØ;k esa bruk le; ugh yxuk pkfg, fd ikBdksa dk lSesLVj [kRe gks tk;s 
vkSj iqLrdksa dk muds gkFk vkuk lEHko u gks ldsA dbZ ckj iqLrdky;ksa esa deZpkfj;ksa 
dh deh ds dkj.k iqLrdksa dk rduhdh dk;Z le; ij iwjk ugha gks ikrk gS vkSj ikBdksa 
rd iqLrdsa igq¡pus ls igys gh iqjkuh gks tkrh gS D;ksafd rc rd muds u;s laLdj.k 
izdkf”kr gks tkrs gSaA 

vktdy iqLrdky;ksa dk dEI;wVj vkSj iqLrdky; lkW¶Vos;j dk iz;ksx vius 
lHkh foHkkxksa ds iqLrdksa dh vtZu rduhdh izfØ;k dks tYnh&tYnh ls fuiVkus dk 
dk;Z djuk pkfg, rkfd iqLrdsa ikBdksa rd tYnh ls tYnh igq¡p ldsA iqLrdky;ksa ds 
Lopkyhdj.k us iqLrdksa dh vtZu o rduhdh izfØ;k dks ljy o le; dks cpkus okyh 
dj fn;k gS blfy, lHkh iqLrdky;ksa dks vius lHkh foHkkxksa esa dEI;wVj vkSj lwpuk 
izkS|ksfxdh dk iwjk iz;ksx ikBdksa dks larq’V djus ds fy, djuk pkfg,A 
 

6-7- “kCnkoyh 

 
 oxhZdj.k(Classification):oxhZdj.k esa lekurk ds vk/kkj ij iqLrdksa dks 

,d=vkSj vlekurk ds vk/kkj ij vyx&vyx fd;k tkrk gSA 

 lwphdj.k (Cataloguing):lwphdj.kiqLrdky;ksa esa iqLrdksa dh ,d dwath 
gSaA 

 ;kpuk lekad(Call No.)  fu/kkZfjr oxkZad ,oa xzUFkkad dks feykdj ;kpuk 
lekad curk gSA 

 ifjxzg.k (Accessoning):ifjxzg.kiqLrdky;ksa esa iqLrdksa Hk.Mkj.k izfo’Vh 
gSbldk /;ku j[kuk vfr vko”;d fd ifjxzg.k la[;k ;qfud 
(,dek=)(Unique) gksA izR;sdiqLrd dh ,d gh ifjxzg.k la[;k gksuh 
pkfg, tks  

nwljh iqLrd ds ifjxzg.k la[;k ls uk feysA 
 

6-8- vH;kl iz”uksa ds mRRkj 
 

1- lcls igys tks iqLrdsa Ø; gksuh gS mudk pquko fd;k tkrk gSA ikBdksa  
¼fo|kfFkZ;ksa vkSj v/;kidksa½ }kjk iqLrd p;u L=ksrksa] iqLrd izn”kZuh] iqLrd lwfp;k¡] 
izdk”kd lwfp;k¡] o usV vkfn ls iqLrdksa dk p;u fd;k tkrk gSA iqLrd p;u gksus ds 
ckn mudh lwph cukbZ tkrh gS vkSj lEcfU/kr vf/kdkfj;ksa ls eatwjh ys yh tkrh gSA 
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2- iqLrdksa dk vkns”k i=d ds lkFk ijh{k.k djus ds ckn mudk HkkSfrd ijh{k.k fd;k 
tkrk gSA HkkSfrd ijh{k.kesa le; vf/kd yxrk gS D;ksafd blesa istksa rd dk fujh{k.k 
djuk gksrk gSA dHkh&dHkh iqLrdsa ekxZ ls vkrs le; fod`r gks tkrh gSa] iqLrdksa esa dbZ 
ckj ist viw.kZ (Missing)] ik;s tkrs gSa vkSj dbZ ckj nks ckj yx tkrs gSa o iqLrdksa ds 
ist la[;k Hkh dbZ ckj xM+cM+ gksrh gSa ,slh iqLrdksa dks iqLrd foØsrk ds ikl okfil 
Hkst nsuk pkfg, vkSj mu iqLrdksa ds LFkku ij ubZ iqLrdsa vkiwfrZdÙkkZ ls exka ysuh 
pkfg,A  ;fn og bu iqLrdksa dks ugh ns ikrk gS rks fcy ls mDr iqLrdksa dks dkV dj 
ewY; de dj nsuk pkfg,A 
3- fcy esa iqLrdksa dh vk[;k] ys[kd o vafdr ewY; dk fujh{k.k djuk vfuok;Z gSA 
vk[;k tgk¡ rd lEHko gks iwjs fy[ks gq, gksus pkfg, vkSj fcy es ifjxzg.k la[;k 
(Accession Number)fy[kus dh Hkh txg gksuh pkfg,A iqLrd dk vafdr ewY; vkSj fcy 
esa vafdr ewY; dk feyku djuk pkfg,A 
4- tc iqLrdksa dk HkkSfrd ijh{k.k o fcy ds lkFk feyku o ijh{k.kdk dk;Z iwjk gks 
tkrk gS rks mlds Ik”pkr~ mu iqLrdksa ij eqgj vkfn yxkdj ifjxzg.k iathdj.k 
(Accession Register) esa ntZ fd;k tkrk gS vkSj mudks ifjxzg.k la[;k (Accession 

Number) nh tkrh gSA bldk /;ku j[kuk vfr vko”;d fd ifjxzg.k la[;k ;qfud 
(,dek=)(Unique) gksA izR;sd iqLrd dh ,d gh ifjxzg.k la[;k gksuh pkfg, tks nwljh 
iqLrd ds ifjxzg.k la[;k ls uk feysA 
5- ifjxzg.k iaftdk esa iqLrd dh ifjxzg.k la[;k vafdr gksus ds lkFk&lkFk fcy ij Hkh 
ifjxzg.k la[;k vafdr djds mDr fcyksa dks Hkqxrku ds fy, lEcfU/kr vf/kdkfj;ksa ds 
gLrk{kj djok dj ys[kk foHkkx (Account Section)esa Hkstk tkrk gSA ys[kk foHkkx esa 
Hkstus ls igys iqLrdky; deZpkjh }kjk fcy esa vafdr ewY;ksa o dqy ewY; vkfn dk 
lgh fujh{k.k djuk vR;Ur vko”;d gSA 
6- oxhZdj.k esa lekurk ds vk/kkj ij iqLrdksa dks ,d= vkSj vlekurk ds vk/kkj ij 
vyx&vyx fd;k tkrk gSA oxhZdj.k izfØ;k ls gh iqLrdksa dks fo’k;kuqlkj O;ofLFkr 
<ax ls ,d= fd;k tkrk gSA iqLrdksa dk oxhZdj.k ,d oxhZdj.k iz.kkyh ds vuqlkj gh 
fd;k tkrk gSA  
7- vktdy Lopkfyr iqLrdky;ksa es ckjdksM o vkj- ,Q- vkbZ- Mh- VSx Hkh yxk;k 
tkrk gS ftldh lgk;rk ls gh iqLrd fuxZr dh tkrh gS vkSj cqd ikWdsV] frfFk ij.kh 
o iqLrd dkMZ dh Lopkfyr iqLrdky; esa t:jr [kRe gks tkrh gSA  

6-9- lUnHkZ xzUFk lwph  

 
1- JhokLro] “;keukFk vkSj oekZ] lqHkk’kpUnz ¼1978½ iqLrdky; laxBu ,oa lapkyu % 
fl)kUr o O;ogkj] jktLFkku fgUnh xzUFk vdkneh] t;iqjA  
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2- fot; dqekjh ¼1975½ iqLrdky; foKku dh ljy :Ikjs[kk] eSVªksiksfyVu cqd dEiuh 
izkbZosV fyfeVsM] fnYyhA  
3- frokjh] HkkLdjukFk ¼1962½ iqLrd pquko fl)kUr vkSj fof/k] fgUnh izpkjd 
iqLrdky;] okjk.klh  

 

6-10- mi;ksxh iqLrdsa  

 
1- vUlkjh] ,e- ,e- ¼2005½ iqLrdky; laxBu ,oa izcU/ku] dyk izdk”ku] 

okjk.klh  
2- Krishan Kumar (1999). Library Administration and 

Management. Vikas Publishing House: Noida 
3- Mittal, R. L. (2007). Library Administration: Theory and Practice. 

Ess Ess: New Delhi 
4- ipkSjh] ,u-ds- vkSj HknkSfj;k] vkj- ,l- ¼2006½ iqLrdky; lwpuk foKku 

fnXn”kZu] mek izdk”ku] vkxjkA 
5- “kekZ] ch-ds- vkSj Bkdqj] ;w-,e- ¼2011½ iqLrdky; lwpuk foKku ,oa 

lwpuk izkS|ksfxdh % foospukRed v/;;u ¼nks [k.M½ okbZ-ds- ifCy”klZ] 
vkxjk 

6- “kekZ] ch-ds-] lh- yky vkSj ds- dqekj ¼1999½ xzUFkky; ,oa lwpuk foKku] 
okbZ-ds- ifCy”klZ] vkxjk 

 

6-11- fucU/kkRed iz”u 

 
1- iqLrdksa dh vtZu izfØ;kes iqLrdksa dh tk¡p foLrr̀ O;k[;k dhft;s\ 
2- iqLrdky;ksa es rduhdh izfØ;kdj.kdh O;k[;k dhft;s\ 
3- iqLrdky;Lokpkyhdj.k es iqLrd vtZu] ifjxzg.k ,oa rduhdh 

izfØ;kdj.k dh O;k[;k dhft;s\ 
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इकाई – 7  साविधक ÿकाशन : अजªन, रखरखाव व िनÂ य कायª  

7-1 izLrkouk 
7-2- mís”; 
7-3- if=dkvksa dk Lo:Ik vo/kkj.kk ifjHkk’kk,¡ 

7-3-1- if=dkvksa dh fo”ks’krk,¡  
7-4- lkof/kd izdk”ku vtZu  

7-4-1- if=dkvksa dk pquko 
7-4-2- if=dkvksa ds v”kanku fof/k 
7-4-3- if=dkvksa dh vkns”k izfØ;k  

7-5- if=dkvksa dk j[k&j[kko  
7-5-1- if=dkvksa dh fjdkfMZax  

7-6- if=dkvksa gsrq nSfuR; dk;Z  
7-7- ftYnlkth  
7-8- lkjka”k 
7-9- “kCnkoyh  
7-10- vH;kl iz”uksa ds mRRkj 
7-11- lUnHkZ xzUFk lwph 
7-12- mi;ksxh iqLrdsa 
7-13- fucU/kkRed iz”u  
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7-1- izLrkouk 
 

iqLrdksa ds vfrfjDr iB~u lkexzh ds KkuktZu esa if=dkvksa dk vR;Ur gh 
egRoiw.kZ LFkku gSA if=dk,¡ uohure fo’k;ksa ds va”kks dks ikBdksa ds lkeus izLrqr djuh 
gS tcfd iqLrdsa LFkwy fo’k;ksa dks izLrqr djrh gSA iqLrdsa fdlh fo’k; ij iw.kZ gksrh gS 
tcfd if=dk,sa vkf”kad gksrh gS dbZ ckj if=dk,sa Hkh fdlh fo”ks’k fo’k; dks ysdj 
fo”ks’kkad ds :Ik esa izdkf”kr gksrh jgrh gSA f}rh; fo”o ;q) ds Ik”pkr~ if=dkvksa dk 
egRo fo”ks’kdj foKku ds {ks= esa vf/kd c<+ x;k gS vkSj uohu tkudkjh o lwpukvksa dh 
izLrqfrdj.k ds dkj.k budh vko”;drk eglwl dh xbZ gSA oSKkfud vuqla/kkuksa ds 
dk;ksZa esa if=dkvksa esa “kks/k isij izdkf”kr gksus ds dkj.k budk egRo cgqr gh c<+ tkrk 
gSA if=dk,a U;wure le; esa uohure vUos’k.k o [kkstksa ds fo’k; esa Kku izkIr djkus ds 
dkj.k budh vf/kd vko”;drk eglwl dh xbZA 

 
if=dkvksa dh vtZu izfØ;k iqLrdksa ls fcYdqy vyx gS budk j[k j[kko o 

nSfud dk;Z Hkh iqLrdksa ds j[k&j[kko ls fcYdqy fHkUu gSA if=dkvksa dk ewY; Hkh vfxze 
nsuk iM+rk gS vkSj if=dk,a ckn esa vkuk “kq: gksrh gSA if=dkvksa dks /kkjkokfgd izdk”ku 
Hkh dgk tkrk gSA if=dkvksa dh vtZu izfØ;k Hkh bruh vklku ugha gksrh gS mudk j[k 
j[kko Hkh eqf”dy gksrk gSA 

 
7-2- mís”; 
 

 if=dkvksa ds Lo:Ik vo/kkj.kk ds ckjs es tkudkjh nsukA 

 if=dkvksa dh fo”ks’krkvksa ds ckjs es tkudkjh nsukA 

 lkof/kd (if=dkvksa) izdk”ku vtZu ds ckjs es tkudkjh nsukA 

 if=dkvksa ds j[k&j[kko ds ckjs es tkudkjh nsukA  

 if=dkvksa ds fuR; ds dk;Z dh tkudkjh nsukA 

 if=dkvksa dh fjdkfMZax ds ckjs esa tkudkjh nsukA 

 
7-3- if=dkvksa dk Lo:Ik vo/kkj.kk o ifjHkk’kk,¡ 

 
ftruh uohu tkudkfj;k¡ if=dkvksa esa jgrh gS mruh gh tYnh if=dk,¡ iqjkuh 

Hkh gks tkrh gaSA dbZ ckj u;k vad vkus ls igys gh iqjkuk vad dk fo’k; v/;;u {ks= 
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ls ckgj dk gks tkrk gSA izdk”kd blfy, if=dkvksa ds ftrus vadksa dh t:jr gksrh gS 
mruh gh izdkf”kr djrk gS tcfd iqLrdksa dks izdk”kd T;knk la[;k esa izdkf”kr dj 
ysrk gS tks ckn esa Hkh fcdrh jgrh gSA if=dkvksa dk Lo:Ik uohure tkudkjh okyk 
ysfdu vYivk;q okyk gksrk gSA  

 
if=dkvksa dks fofHkUu fo}kuksa o iqLrdksa esa fofHkUu ifjHkk’kk,¡ feyrh gSa tSls & 

 (Encyclopedia of Librarionship) ds vuqlkj fu;fer vFkok 
vfu;fer dkykUrj dk izdk”ku gS ftlds izR;sd vad esa la[;k 
fy[kh gksrh gSA  

 if=dk,¡ ,slk izdk”ku gS tks fd vuqØfed la[;k ¼fcuk ftYn 
ca/kk gqvk½ esa fof”k’V uke ds vUrxZr] vfuf”pr vFkok fu;fer 
dkykUrj ij izdkf”kr gksrh gSA 

 
7-3-1- if=dkvksa dh fo”ks’krk,¡  

if=dkvksa dh eq[; fo”ks’krk,¡ fuEufyf[kr gS%& 

 if=dk,¡ fu;fer dkykUrj ij ekfld] ikf{kd] lkIrkfgd] 
=Sekfld vkfn izdkf”kr gksrh gSA 

 [k.M ds izR;sd vad ij [k.M la[;k o vad fy[kk gksrk gSA 

 o’kZ esa de ls de ,d [k.M ,oa fdlh if=dk ds nks [k.M 
Hkh izdkf”kr gksrs gSaA 

 fu/kkZfjr vadksa ds izdkf”kr gks tkus ij [k.M iw.kZ gks tkrk gS 
vkSj fQj mldh fTkYncanh dh tkrh gSA 
 

bUgha fo”ks’krkvksa ds dkj.k if=dkvksa ds izdk”ku dk;Z esa vusd 
dfBukb;ksa ,oa dfe;ksa ls ifjiw.kZ gSA MkW0 ,l- vkj- jaxkukFku ds 
vuqlkj **mudh dfe;k¡ dYiuk o lEHkkoukvksa ls ijs gks ldrh gSA** 
muds vuqlkj if=dkvksa esa fuEu dfe;k¡ gks ldrh gSa%& 

 [k.M la[;k esa vfu;feRrkA 

 izdk”ku esa vfu;feRrkA 

 uke ,oa laLFkkid o ifjorZuA 

 nks vFkok nks ls vf/kd if=dkvksa ds ,dhdj.k ls mRiUu 
leL;k,¡A 

 ,d gh if=dk dk nks o vf/kd if=dkvksa esa foHkDr gksukA 
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bl izdkj dh dfe;k¡ u dsoy lwphdj.k esa dfBukbZ;k¡ mRiUu djrh gS oju~ 
i=&if=dk foHkkx ds lapkyu esa Hkh vO;oLFkk iSnk djrh gSA vr% if=dk foHkkx ds 
laxBu o lapkyu esa vR;f/kd la;e ,oa lko/kkuh dh vko”;drk gksrh gSA iqLrdky; 
ds fjdkMZ bl izdkj mi;qDr  gksus pkfg, fd ftlls fd tks dfBukbZ;k¡  fnu&izfrfnu 
ds iz”kklfud dk;ksZa esa vkrh gS mudk lek/kku tYnh fudy tk;s A MkW0 ,l- vkj- 
jaxkukFku us viuh iqLrd iqLrdky; iz”kklu (Library Administration) esa if=dkvksa 
dh O;oLFkk dk vPNh izdkj ls o.kZu fd;k gSA mUgksaus if=dk foHkkx ds fy, rhu 
iz.kkyh dk lq>ko fn;k gSA ftldk iz;ksx djus ls if=dk izdk”ku dh dfBukbZ;ksa ,oa 
fnu izfrfnu dh leL;kvksa dk dkQh lek/kku gks ldrk gSA if=dkvksa dk c<+rk gqvk 
ewY; Hkh iqLrdky; ds fy, tfVyrk,a iSnk djrk gSA fons”kh if=dkvksa dks exaokuk Hkh 
iqLrdky; dh tfVyrk;sa c<+krk gSA le; ij ys[kk foHkkx }kjk Hkqxrku u gksus ij 
if=dkvksa dk vkxeu Hkh cUn gks tkrk gS 

 

7-4- lkof/k izdk”ku (if=dkvksa) dk vtZu  
 
7-4-1- if=dkvksa dk pquko (Selection of Periodicals)& 
if=dkvksa dk pquko djus ls iwoZ iqLrdky; dks igys vius ikBdksa dh i’̀BHkwfe dks Hkh 
tku ysuk pkfg,A if=dk,a lkekU;r% nks izdkj dh gksrh gSa] ns”kh ,oa fons”khA if=dkvksa 
dks iqLrdky; esa eaxokus ds fy, vfxze Hkqxrku fd;k tkrk gSA if=dkvksa dk pquko 
ikBdksa }kjk fd;k tkuk pkfg,A iqLrdky; vius ikBdksa dks if=dkvksa dh vuqØef.kdk 
if=dk,¡ (Indexing Journal) o if=dkvksa dh funsZf”kdk bR;kfn dks if=dkvksa dks pquko 
djus ds fy, iznku dj ldrk gSA ;gk¡ ij uhps dqN lk/ku fn;s x;s gSa & 
orZeku fczfV”k if=dkvksa dh funsZf”kdk] (Guide to Current British Periodicals, 

Library Association London) myfjp vUrZjk’Vªh; if=dkvksa dh funsZf”kr p;fur 
if=dkvksa dh orZeku oxhZdr̀ lwph] (Ulrich International Periodical Directory a 

classified guide to a selected list of current Periodicals. New York, R.R. Bowker), 
,lfyc lwpuk funsZf”kdk (Aslib Information Guide)  LVS.MMZ if=dkvksa dh funsZf”kdk 
1964 U;w;kdZ daSfczt (Standard Periodicals Directory 1964, NewYork, Cambridge) 
u;s if=dkvksa dh vk[;k ykbZczsjh vkWQ dkaxszl (Periodicals titles Newly Received 

Library of Congress.) if=dkvksa dh fczfV”k ;wfu;u lwph 17oha “krkCnh ls ysdj vUr 
rd dh if=dk,a (British Union. Catalogue of Periodicals: A record of periodicals 

of the world from the Seventeenth century to the present day in British library, 
London) izeq[k gSaA  
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if=dkvksa dk pquko bUVjusV ds ek/;e ls vPNh rjg fd;k tk ldrk gSA vktdy 
izk;% lHkh if=dk,¡ bySDVªksfud izk#i (Format) esa oSclkbZV (Websites) ij 
bZ&if=dkvksa ds :Ik esa izdkf”kr gks jgsa gSaA izdk”kdksa us vc bZ&if=dkvksa (E-Journals) 

ds fo’k;kuqlkj lewg cuk fn;s gS vkSj lkFk gh vuqØef.kdk Hkh ns jgs gSaA bZ&if=dkvksa 
esa izdkf”kr isij ds lkj oSclkbZV (Websites) ij fey tkrs gSa tks if=dkvksa ds pquko 
esa cgqr gh lgk;d fl) gksrs gSaA izdk”kd vktdy fizV$vkWuykbZu nksuks gh :Ik esa 
vius tuZyl ¼if=dkvksa½ dk izdk”ku dj jgsa gSa vkSj vktdy ikBdksa dh vko”;drk 
Hkh cgqr cny xbZ gSA vc ikBd fizaV if=dkvksa ls T;knk bZ&if=dkvksa esa :fp ysus 
yxs gSa D;ksafd mudk “kks/k dk;Z bZ&if=dkvksa esa vklkuh ls <wa<k tk ldrk gSA 
bZ&if=dkvksa ds izdkf”kr isij ds lkj ls ikBdksa dks if=dkvksa dk pquko djus ls cgqr 
gh lgk;rk izkIr gks tkrh gS os vius vko”d;rkvksa dh if=dkvksa dks cgqrk;r es 
bUVjusV (Internet) ij ns[k ldrs gSa vkSj vc rks lEcfU/kr isij dh leh{kk dks Hkh i<+ 
ldrs gSaA if=dkvksa ds pquko esa brus fizaV tuZy ikBdksa dks pquko djus ls igys ugha 
fey ikrs gS ftrus fd oks bUVjusV ij bZ&if=dkvksa dks ns[k ldrs gSaA vktdy 
laLFkku] fo”ofo|ky; ,oa fo”ofo|ky; o egkfo|ky; bZ&if=dkvksa ds iSdst 
(Package) [kjhn jgs gSaA bZ&if=dkvksa ds iSdst fuEufyf[kr dqN eq[; izdk”kdksa ds 
oSclkbV ij fey tkrs gSa tks bl izdkj gS& 

 vkWDlQksMZ ;wfuoZflVh izsl (Oxford University Press) 

 dSfEczt ;wuhoZflVh iszl (Cambridge University Press) 

 okbys vkuykbZu (Wiley Online) 

 Vsyj ,oa Qzkafll (Taylor & Francis) 

 izkstsDV E;wt (Project Muse) 

 ,ystsfo;j(Elesever) 

 fLizaxj (Springer) 

 vkbZ-bZ-bZ-bZ- (I.E.E.E.)  

 eSDxzksfgy (McGraw-Hill) 

 vesfjdu dSfedy lkslkbVh (American Chemical Society) 
 

blds vykok cgqr lh dEifu;ksa us dqN izdk”kdksa ds tuZy dks feykdj u;k IysVQkWeZ 
rS;kj fd;k gS ftldks dulksjfV;e (Consortium) cuk fy;k gSA bZ&”kks/k flU/kq 
¼buQfYcusV½ }kjk fo”ofo|ky; vuqnku vk;ksx us cgqr ls bZ&if=dkvksa o MsVkcsl ds 
iSdst ;wuhoZflVh dks fn;s gSaA 
bl izdkj mi;qZDr ppkZ ls Li’V gks tkrk gS fd iqLrdky;ksa dks mi;qZDr lk/kuksa ls 
vius ikBdksa }kjk pquko djokuk pkfg,A iqLrdky;ksa dks if=dkvksa ¼fizaV ;k vkWuykbZu½ 
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ds pquko ds fy, vius ikBdksa ds fy, ;s lk/ku miyC/k djkus pkfg,A tuZy dSls Hkh 
p;fur gks iqLrdky; esa vkus pkfg,A if=dk,a fdlh Hkh iqLrdky; esa “kks/kksa dk fodkl 
o c<+kok nsus ds fy, ,d egRoiw.kZ lalk/ku gSA blfy, if=dkvksa dk pquko lko/kkuh 
ls djuk pkfg, vkSj vktdy rks ikBdksa ds ikl p;fur lalk/ku Hkh miyC/k gS ftudh 
ppkZ ge dj pqds gSaA  
if=dkvksa dk pquko ¼fizaV ;k vkWuykbZu½ tks Hkh gks iqLrdky;k/;{k dks viuh foÙkh; 
fLFkfr dks ns[kdj gh fuf”pr djuk pkfg, D;ksafd if=dkvksa dk j[k&j[kko Hkh vklkuh 
ls fd;k tkus okyk dk;Z ugha gS vkSj muds j[k&j[kko eas fofÙk; lgk;rk dh Hkh 
t:jr gksrh gS blfy, fofÙk; lUrqyu Hkh vko”;d gSA 

 
7-4-2- if=dkvksa ds v”kanku fof/k (Subscription  Methods of  Periodicals) 

iqLrdky; esa if=dkvksa ds v”kanku djus ds fy, cgqr lh fof/k;k¡ gSA buesa ls dqN eq[; 
bl izdkj gS& 
7-4-2-1- LFkkuh; ,stsUV ¼vfHkdÙkkZ½ }kjkA 
7-4-2-2- fons”kh ,stsUV ¼vfHkdÙkkZ½ }kjkA 
7-4-2-3- vgZr lekt (Learned Society) ds lnL; cudjA 
7-4-2-4- fofue; (Exchange) fdlh nwljs laLFkku vkfn lsA  
7-4-2-5- lEekukFkZ HksV vkSj migkj Lo:IkA  
7-4-2-6- vuqcU/k cksyh (Bid Contracts)A 
7-4-2-7- fuos”k (Deposits) 
7-4-2-8- ljdkjh laLFkk,sa (Government  Agencies) 

 
fofHkUu ljdkjh laLFkkvksa ls bl rjg dh if=dk;sa izkIr gksrh gSA 
 
7-4-2-1- LFkkuh; vfHkdÙkkZ }kjk (Agent) 
;s LFkkuh; ,tsUV iqLrdky; dks if=dkvksa ds va”knku ds fy, cgqr lh lsok,a iznku 
djrs gSaA ;s O;olkf;d gksrs gSa tks u;h if=dkvksa dk pUnk] iqjkus dk uohuhdj.k 
vkSj ,d lkFk cgqr lh if=dkvksa dk va”knku (Subscriptions) ysdj iqLrdky;ksa dks 
mudh vko”;drkuqlkj lsok,a iznku djrh gSaA ;s LFkkuh; ,tsUV iwjk fjdkMZ dk 
j[k&j[kko djrs gSaA budk Qk;nk ;g jgrk gS fd iqLrdky; dk cgqr lkjk dk;Z 
vklku gks tkrk gSA if=dk,¡ lgh le; ij fey tkrh gSaA uqdlku ;g gks ldrk gS 
fd iqLrdky; dks NwV de feyrh gS D;ksafd ;s LFkkuh; ,tsUV ;k laLFkk,¡ Hkh vius 
dqN Qk;ns ds fy, gh dk;Z djrh gSA 
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7-4-2-2- fons”kh ,stsUV ;k laLFkk,¡  
;fn iqLrdky; dks fons”kh i=&if=dk,¡ ;k bZ&if=dkvksa dk va”knku djuk gS rks ;s 
fons”kh ,tsUV o laLFkk,¡ iqLrdky; ds fy, lgk;d fl) gks ldrs gSa budks ;g 
Qk;nk jgrk gS fd fons”kh if=dkvksa dks tYnh eaxok ldrs gSa vkSj eqnzk fofue; dk 
dke iqLrdky; dks ugha djuk iM+rk gSA uqdlku ;g gks ldrk gS fd dbZ ckj 
iqLrdky;ksa dks le; ij tuZy ugh feyrs gS vkSj tks if=dk,¡ vkiwfrZ u gks ldh gks 
mudk iSlk okfil gksus esa nsjh gksrh gS D;ksafd if=dkvksa dk va”knku rks vfxze nsuk 
gksrk gSA  

 
7-4-2-3- vgrZ lekt lnL; cudj (Membership of Learned Society) 
cgqr lh laLFkk,¡ vius i=&if=dk,¡ izdkf”kr djrh gSa vkSj tks Hkh buds vkthou lnL; 
cu tkrs gSa mudks vius i=&if=dkvksa dks Hkstrh gSA iqLrdky; budh lnL;rk xzg.k 
dj ysrs gSa rks vkthou lnL;rk ds dkj.k budh if=dkvksa dks izkIr djrs jgrs 
gSaA ;fn budh lnL;rk u yh tk;s rks budk va”knku egaxk iM+rk gS blfy, budh 
lnL;rk ysuk gh lgh jgrk gSA uqdlku ;g gks ldrk gS fd dbZ ckj ;s laLFkk,¡  
vius tuZy izdk”ku cUn dj nsrh gSa rks iqLrdky;ksa dks if=dk,¡ izkIr ugh gks ikrha 
gSA ;s laLFkk,¡ dbZ ckj if=dkvksa dks  Hkstus esa Hkh nsjh djrh gSa D;ksafd ;s O;olkf;d 
ugh gksrh gSaA  
7-4-2-4- fofue; (Exchange) 

fdlh nwljs ls vknku&iznku tSlk fd uke ls gh fofnr gS blesa if=dkvksa dk 
vnyk&cnyh gksrh gSA nks ;k nks ls vf/kd iqLrdky; vius laLFkku ds 
if=dk,¡ ,d&nwljs dks cnys esa nsrs gSa muls mudk ys ysrs gSa vkSj viuk ns nsrs 
gSaA ;g ,d cgqr gh vPNk rjhdk gS blesa fuf”pRkrk vkSj lqj{kk cuh jgrh gS vkSj 
if=dk,¡ fujUrj izkIr gksrh jgrh gSA [kks;s gq, vad Hkh buls izkIr fd;s tk ldrs gSaA 
iqLrdky;ksa dks Hkkjh iSls dh ek=k Hkh ugha pqdkuh iM+rh gS ysfdu dsoy bu if=dkvksa 
ls iqLrdky; ikBdksa dh vko”;drk iwjh ugha gksrh gSA  

 
7-4-2-5- lEekukFkZ HksaV vkSj migkj Lo:Ik (Gifts) 
blesa cgqr lh if=dk,¡ iqLrdky;ksa dks migkj Lo:Ik izkIr gksrh gSa dbZ ckj dqN 
izdk”kd o laLFkk, viuh if=dkvksa dh foKfIr ds fy, migkj Lo:Ik ;k lEekukFkZ HksaV 
Lo:Ik iqLrdky;ksa dks Hkstrh jgrh gSA dqN lsok,¡ laLFkk,¡ rks iqLrdky;ksa dks if=dk,¡ 
ges”kk gh HksaV Lo:Ik fujUrj Hkstrh jgrh gSaA iqLrdky;ksa ds fy, ;g rjhdk lgh ugh 
gksrk gS D;ksafd dqN if=dk,¡ dqN fnu HksaV Lo:Ik jgdj ckn esa va”knku dh ek¡x djus 
yxrh gSaA vkSj dbZ ckj if=dk,¡ u feyus ij iqLrdky; i= fy[kus es Hkh vleFkZ gksrk 
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gS D;ksafd mDr if=dk;sa HksaV Lo:Ik gksrh gS vkSj iqLrdky; }kjk dksbZ Hkqxrku ugha 
fd;k tkrk gSA  

 
7-4-2-6- vuqca/k cksyh (Bid Contract) 
dbZ ckj iqLrdky;ksa esa vuqca/k ds vk/kkj ij i=&if=dk,¡ [kjhnh tkrh gS ysfdu 
iqLrdky;ksa dk ;gk¡ dsoy vkiwfrZdÙkkZ dk ewY; ugh ns[kuk pkfg;s cfYd nwljs 
iqLrdky;ksa ls mudh lk[k irk djuh pkfg;s D;k vkSj iqjkuk vuqHko D;k jgk gS ;s Hkh 
tku ysuk pkfg;sA cksyh (Bid) esa gh ;g tkudkjh ekax ysuh pkfg, fd vki dgk¡ ij 
jftLVMZ gS fdu&fdu iqLrdky;ksa esa vki lIykbZ ¼vkiwfrZ½ djrs gSa vkSj mu iqLrdky;ksa 
ls mudh lk[k dk fujh{k.k Hkh fd;k tk ldrk gSA  

 
7-4-2-7- ljdkjh laLFkk,¡ (Government Agencies) 
ljdkjh laLFkk,¡ Hkh viuh if=dk,¡ fudkyrh gSa tks fd fuEu ewY; ij izkIr gks tkrh 
gSA ljdkjh laLFkkvksa esa dbZ ckj leL;k vkrh gS fd vkids ikl ;fn dksbZ if=dk,¡ u 
igq¡ph gks rk vki i= fy[ksxsa rks ogk¡ ljdkjh laLFkk,¡ bu ckrksa dks vulquk dj nsrh 
gSA D;ksafd ;gk¡ ij mÙkjnkf;Ro ysus okyk dksbZ ugha gksrk gSA vDlj ns[kk x;k gS fd 
bu laLFkkvksa esa izdkf”kr if=dk,¡ dqN o’kZ@ekg izdkf”kr gksrh gS rks leL;k,sa mRiUu 
gksrh gSA ljdkjh laLFkk,¡ if=dkvksa ds izdk”ku o mudks Hkstus esa fnDdr djrh gSA 

 
7-4-3- if=dkvksa dh vkns”k izfØ;k (Process of Ordering of Periodicals) 

iqLrdky;ksa dks if=dkvksa dk vkns”k nsus ls igys viuh foÙk O;oLFkk dk 
vkadyu djuk pkfg,A vkiwfrdÙkkZvksa dks le;&le; ij cnyk Hkh tk ldrk gS D;ksafd 
blls vkiwfrZdÙkkZvksa dh euekuh ij jksd yxrh gSA iqLrdky;ksa dks ;g Hkh /;ku j[kuk 
pkfg, fd if=dkvksa dk va”knku izdk”kd dks vfxze :Ik eas le; ls fey tkuk pkfg, 
rkfd if=dkvksa ds vad le; ij vkus esa dksbZ O;o/kku iSnk u gksA if=dkvksa ds vkns”k 
izfØ;k esa fuEu pj.k gksrs gSa & 
7-4-3-1- if=dkvksa dh lwph rS;kj djuk (Prepare of List of Periodicals) 

iqLrdky;ksa dks vius ctV vkSj ikBdksa dh vko”;drkvksa dks /;ku esa j[kdj 
lEcfU/kr if=dkvksa dh lwph rS;kj dj ysuh pkfg, vkSj lEcfU/kr vf/kdkfj;ksa ls bu 
lwfp;ksa ij eatwjh ys ysuh pkfg,A dqN iqLrdky;ksa esa ;g lwph ykbczsjh desVh }kjk Hkh 
laLrqr (Recommended) dh tkrh gSA  

 
7-4-3-2- vkiwfrZdÙkkvksa dk pquko 

iqLrdky;ksa dks igys ;g fujh{k.k dj ysuk pkfg, fd dksbZ if=dk viuh laLFkk 
ls fofue; (Exchnge) esa rks ugh fey jgh gSA cph gqbZ if=dkvksa ds fy, ,sls ,stsUlh] 
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vkiwfrZdÙkkZvksa vkfn dk pquko iwjh rjg ls fujh{k.k djds djuk pkfg,A iqLrdky;ksa 
dks ;g Hkh lqfuf”pr dj ysuk pkfg, fd veqd if=dk ,tsUlh ls lh/ks ;k ,tsUV 
ds }kjk gh feysxhA vkiwfrZdÙkkvksa ls igys gh “krsZ r; dj ysuh pkfg, fd ,tsUV fdlh 
if=dk dk vfrfjDr fcy i= (Supplementry Bill) esa u HkstasA fons”kh if=dkvksa ds ewY; 
dk fujh{k.k vkSj izdk”kd dk ekSfyd ewY; Hkh lR;kfir dj ysuk pkfg,A ,tsUlh o 
izdk”kdksa dks iathd`r djuk pkfg, vkSj nwljs iqLrdky;ksa ls mudh dk;Z iz.kkyh dh 
lUrqf’V ds ckjs es iwN ysuk pkfg, D;ksafd cgqr ls vkiwfrZdÙkkZ va”knku  ysus ds ckn Hkh 
if=dk,a ugh Hkstrs gSaA if=dkvksa ds ewY; esa NwV dk Hkh igys ls irk djds 
vkiwfrZdÙkkZvksa dk pquko djuk pkfg,A  

 
7-4-3-3- vkns”k ,oa fcyksa ds Hkqxrku 
if=dkvksa dk pquko Hkh gks x;k vkSj vkiwfrZdÙkkZvksa dk Hkh vc iqLrdky; vkiwfrZdÙkkZ 
ls ;k ,stsUlh ls fcy ekax ldrk gS vkSj fcy izkIr gksus ij mldks ikl djds ys[kk 
foHkkx esa Hkqxrku ds fy, Hkst ldrk gS vkSj izdk”kd dks Hkqxrku izkIr djus ds ckn 
if=dkvksa ds vad dh ek¡x dj ldrk gSA  

vH;kl iz”u 
1-    if=dk dh ifjHkk’kk,¡ nhft;sA 
2- if=dkvksa dh fo”ks’krk dh laf{kIr O;k[;k dhft;sA 
3- if=dkvksa ds va”knku fof/k es fofue; dh laf{kIr O;k[;k dhft;sA 
4- if=dkvksa ds v”kanku fof/k es ljdkjh laLFkkvksa dh laf{kIr O;k[;k dhft;sA 
5- if=dkvksa dh vkns”k izfØ;k es vkiwfrZdÙkkZvksa ds pquko dh laf{kIr O;k[;k 

dhft;sA 
 

7-5- if=dkvksa dk j[k&j[kko  
 

if=dkvksa dks izkIr gksus ds Ik”pkr~ mudh fjdkWfMaZx vkSj j[k&j[kko o fuR; 
dk;Z fd;s tkrs gSa tks bl izdkj ls gS& 
7-5-1- if=dkvksa dh fjdkWfMZax 

if=dkvksa ds vadu o fjdkWfMZax dks j[k&j[kko ds fy, cgqr lh fof/k;k¡ gS tks 
bl izdkj ls gS& 
7-5-1-1- iathdj.k i=d iz.kkyh (Register System) 
7-5-1-2- rhu i=d iz.kkyh (Three Card System) 

7-5-1-3- dkjMsDl iz.kkyh  (Kardex System),  nks i=d iz.kkyh (Two Card System) 
7-5-1-4- dEI;wVj iz.kkyh (Computer System) 

7-5-1-1- iathdj.k i=d iz.kkyh (Register System) 
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if=dkvksa dks ge iathdj.k (Register) esa Hkh vafdr dj ldrs gSa ysfdu ;g 
iz.kkyh de if=dkvka ij gh ykxw gks ldrh gSA tgk¡ ij if=dk,¡ T;knk gks ogk¡ ij 
;g iz.kkyh Qsy gks tkrh gSA iathdj.k ls igys istksa ij vuqØef.kdk (Index) cuk 
ysuk pkfg, tks if=dkvksa ds uke ds igys mij ls Øec) gksA iathdj.k esa ykbu 
yxkdj ;k iSu ls uewuk nsdj vius fglkc ls iathdj.k izdkf”kr djok dj mlesa 
if=dk dk uke] vk[;k] izdk”kd [k.M o vad la[;k fnuk¡d] okf’kZd va”knku] fcy 
la[;k vkSj vfUre esa fjekZDl gksus pkfg,A if=dkvksa dk iqLrdky; esa vkrs gh mudh 
izfof’V bl iaftdk (Register) esa dh tkrh gSA lkIrkfgd if=dkvksa dh iaftdk i=d 
dk uewuk vyx gksrk gSA Nih gqbZ iaftdk iqLrdky; ml nqdkunkj ls Hkh eqnz.k djok 
ldrs gS tks iqLrdky; dh vU; lkexzh yscy o cqd ikWdsV vkfn eqnz.k djrk gSaA   
7-5-1-2- rhu i=d iz.kkyh (Three Card System) 

MkW0 ,l- vkj- jaxkukFku us rhu i=d iz.kkyh dh jpuk enzkl fo”ofo|ky; 
iqLrdky; esa 1930 esa dh Fkh vkSj bldk mi;ksx fd;k FkkA bl iz.kkyh esa izR;sd dkMZ 
dk lkbZt 5** X 3** gksrk gSA rhu i=d dkMZ bl izdkj ls gS& 1- iathdj.k i=d 
(Register Card) 2-ijh{k.ki=d (Check Card) 3- oxhZdr̀ lwph i=d (Classification 

Index Card)A  
iathdj.k i=d (Register Card)& bl i=d ds vUrxZr if=dk ds [k.M] vad] uke] 
izdk”ku frfFk vkSj dkyØe dk iwjk o.kZu gksrk gSA tc va”knku dh jkf”k vkiwfrZdÙkkZ 
dks vnk dh tkrh gS rks mls bl i=d esa ntZ dj fy;k tkrk gSA tc Hkh dksbZ if=dk 
ds vad vkfn esa ifjorZu gksrk gS rks bl iathdj.k i= esa izfof’V (Entry) djuh gksrh 
gSA bl iathdj.k i=d }kjk if=dk ls lEcfU/kr lHkh lwpuk,¡ izkIr gksrh gS tSls 
dkSu&dkSu lk vad vk;k gS vkSj dkSu lk ugh vk;k gS] dkSu lk vad dc vk;sxk vkSj 
okf’kZd va”knku dc nsuk gSA  
ijh{k.k i=d (Check Card)& bl ijh{k.ki=d esa eq[; :Ik ls lwpuk,¡ izkIr gksrh gS 
tSls & vk[;k dkyØe (Periodicity) [k.M ,oa vad vuqLej.kh; djus dh frfFk vkSj 
iqLrdky;k/;{k ;k if=dk foHkkxk/;{k ds gLrk{kjA iathdj.k i=kad ,oa ijh{k.k i=d 
nksuksa dkMZ ls gesa Kkr gks tkrk gS fd dkSu lk vad if=dk dk iqLrdky; esa ugha 
vk;k gSA MkW0 jaxkukFku us bls 52 Hkkxksa esa foHkDr fd;k Fkk vFkZ ;g gS fd iwjs lky ds 
52 lIrkg esa ;g lkIrkfgd if=dk ds fy, 52 lIrkg dh izHkkoh Fkh tks if=dk ugh  
vkbZ mlds dkMZ dks fudky dj vuqLej.k i= (Reminder Letter) Hkstk tkrk FkkA  
 
oxhZd`r lwph i=d(Classified Index Card)& tSlk fd uke ls gh fofnr gS bldk 
O;oLFkkiu oxkaZd ds vuqlkj gh gksrk gS blesa ;g tkudkjh feyrh gS iqLrdky; esa 
fdl fo’k; dh if=dkvksa dk vHkko gSA ;g rhu i=d dkMZ dk rhljk dkMZ gS blesa 
;g tkudkjh vklkuh ls fey tkrh gS fd lEcfU/kr if=dk ds iqLrdky; ds 
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dkSu&dkSu ls vad ugha vk;s gSaA bl oxhZd`r lwph i=ad esa oxkZad] okf’kZd va”knku] 
dkyØe (Periodicity)] vk[;k] foØsrk] izdk”kd] izkIr [k.M vkSj vuqØef.kdk vkfn dh 
lwpuk fufgr gksrh gSA rhu i=d iz.kkyh cM+s &cM+s fo”ofo|ky; iqLrdky;ksa esa viukbZ 
tkrh gSA oSls rks vktdy ;s lkjs dk;Z dEI;wVj }kjk Lokpkyuhdj.k esa Lopkfyr :Ik 
ls gks jgsa gSaA vuqLej.k i= (Reminder Letter) Hkh vius vki rS;kj gksrs gSa vkSj mudk 
fizaV fudky dj Hkstk tkrk gS ;k bZesy ls Hkh Hkst ldrs gSa vkSj blls isij o L;kgh 
dh cpr Hkh dh tk ldrh gSA  
7-5-1-3-dkjMsDl iz.kkyh (Kardex System) ¼nks i=d iz.kkyh Two Card System½& 

dkjMsDl iz.kkyh esa nks dkMZ gksrs gS mij okyk dkMZ vkSj uhps okyk dkMZ] 
dkjMsDl iz.kkyh dk vkfo’dkj jSfeaxVu jS.M baf.M;k fyfeVsM us fd;k gSA blesa 
if=dkvksa dk fjdkMZ j[kuk cgqr ljy gSA ;g ,d LVhy dh dSfcusV gksrh gS ftlesa ;s 
dkMZ O;ofLFkr gksrh gSA dSfcusV dk lkbZt 10½** pkSM+k] 2½** xgjk rFkk 20½ Å¡pk 
gksrk gSA izR;sd ;wfuV esa lkr Vsª (Tray) gksrh gSa vkSj blesa rkys (Lock) dh O;oLFkk 
Hkh gksrh gS ftlesa 504 dkMZ gksYMjl gksrs gSa vkSj dkMZ gksYMjl (Card Holder) 

IykfLVd doj gksrk gSA izR;sd if=dk ds fy, nks dkMZ gksrs gSaA uhps dk dkMZ 
(Bottom Card) vksj mij okyk dkMZ (Top Card)A  

 
uhps okyk dkMZ (Bottom Card) 
uhps okys dkMZ esa xzUFkky; dk uke] dkyØe (Periodicity)] o’kZ] [k.M] if=dk dh 
vk[;k (Title)] vuqØef.kdk] Lej.k i= (Reminder)] izfro’kZ [k.M+ksa dh izkfIr] 
ftYnlkth dh lkjh lwpuk,¡ rFkk if=dk ds vizkIr (Missing) vad vkfnA bl dkMZ esa 
fuEufyf[kr tkudkfj;k¡ fey tkrh gS& 

 vizkIr vad (Missing Issues) 

 iqLrdky; esa izkIr vadA 

 vadksa dh iqLrdky; esa fLFkfr A 

 v|ru vadksa dh izkfIrA 

 Lej.k i= Hkstus dh lwpuk feyukA  
;g i=kad o.kZkuqØe (Alphabetically) O;ofLFkr gksrk gS vkSj vklkuh ls fdlh Hkh 
if=dk dh tkudkjh yh tk ldrh gSA  
mij okyk dkMZ (Top Card) 

bl dkMZ dks uhps okys dkMZ (Bottom Card) ds foijhr fn”kk esa yxk;k tkrk 
gS ;g dkMZ dk ihNs dk Hkkx gksrk gS vkSj bls mYVdj gh ns[kk tk ldrk gSA bl 
dkMZ ij fozØsrk ] vkiwfrZdÙkkZ ;k ,stsUlh bR;kfn dh iwjh lwpuk fufgr gksrh gSA 
va”knku dh jkf”k dc vnk dh xbZ] ,stsUlh dk uke] [k.M] izdk”ku] o’kZ o frfFk] fcy 
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la[;k] va”knku dh jde rFkk Hkqxrku dh frfFk Hkh vafdr jgrh gSA bl iz.kkyh esa 
fdlh Hkh if=dk dk fjdkMZ vklkuh ls ns[kk tk ldrk gSA  
7-5-1-4-dEI;wVj }kjk (Computer Process) 

vktdy rks dEI;wVj dk gh ;qx gS vkSj iqLrdky;ksa esa Hkh dEI;wVj us viuh 
mifLFkfr ntZ njk nh gSA if=dkvksa dk fjdkMZ dEI;wVj }kjk vklkuh ls j[kk tk 
ldrk gS vkSj le; dh cpr djus ds fy, Hkh bldk mi;ksx vc T;knk gks jgk gSA 
iqLrdky; Lokpyuhdj.k lkW¶Vos;j esa Hkh if=dkvksa ds j[k&j[kko bR;kfn ds ekWM;wy 
gksrs gSaA ftles ctV ls ysdj if=dkvksa ds vkus vkSj vad iwjk gksus ij mudh 
ftYnlkth dh Hkh lwpuk gksrh gS vkSj mudk [k.M o vad bR;kfn dEI;wVj ij ntZ 
gksrk gSA iqLrdky; Lokpkyuhdj.k lkW¶Vos;j es if=dkvksa dk ,d ekWM~;wy  gksrk gSA 
ftls if=dkvksa ds vkrs gh mudks dEI;wVj ij p<+k fn;k tkrk gS  vkSj u vkus okyh 
if=dkvksa dh la[;k] vad o [kaM bR;kfn dk iwjk fjdkMZ dEI;wVj }kjk lkW¶Vos;j esa 
fjdkMZ gksrk gS vkSj dHkh Hkh ml fjdkMZ dks fudkyk tk ldrk gSA  
 

7-6- if=dkvksa ds fuR; ds dk;Z  
 

if=dkvksa ds j[k&j[kko o fuR; ds cgqr ls dk;Z gksrs gSaA ftudk o.kZu ge 
bl bdkbZ esa dj pqds gSa oks dk;Z la{ksi esa bl izdkj gksrs gSa & 

 if=dkvksa ds fcy eaxokuk] ikl djuk rFkk Hkqxrku ds fy, HkstukA  

 if=dkvksa dk fjdkMZ j[kuk mudh QkbZy rS;kj djukA  

 le;&le; ij fjdkMZ dk fujh{k.k djuk] if=dkvksa dk dkWMsZDl ;k dksbZ 
vU; iz.kkyh tks Hkh iqLrdky; us viukbZ gks mlesa izfo’Vh djukA  

 if=dkvksa ij iqLrdky; dh eksgj yxkuk o izkfIr fnuk¡d o gLrk{kj 
djukA 

 vizkI; vadksa ds fy, Lej.k i= rS;kj djds HkstukA  

 vadksa ds u feyus ij va”knku dh jkf”k ds fy, i= fy[kuk o jkf”k okfil 
ekaxukA  

 if=dkvksa dks izn”kZd jSd (Display Rack) ij muds fuf”pr LFkku ij 
yxkukA  

 if=dkvksa dh vk[;k;ksa dh (Slip) yxkuk o mudks oxhZdr̀ djds mudks 
O;ofLFkr djukA  

 lky ds vUr esa lkjs vadksa dk fujh{k.k djds o bDV~Bs djds mudh 
ftYnlkth dh O;oLFkk djukA  
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 ftYn djkus ds ckn mudh ifjxzg.k la[;k nsdj iaftdk esa izfof’V djuk 
mudks oxhZdr̀ djukA  

 if=dkvksa ds ftYn iwjs [ka.M tSls Hkh ftYnlkth djokbZ gks dks ifjxzg.k ds 
ckn dEI;wVj esa izfof’V djukA  

 ftYn okys [k.Mksa ij ckjdksM] yscy o vk[;k muds [k.M o vad] o’kZ 
fy[kus dh O;oLFkk djukA  oSls tc if=dk,a ftYn ds fy, Hksth tkrh gS 
rks mudh ;s lwpuk,¡ tks iqV~Bs ij Niuh gksrh gS if=dkvksa ds lkFk gh 
ftYndkj dks nh tkrh gS ftlls oks mldks iqV~Bs ij mn~dh.kZ (Emboss) 
;k eqnz.k djok dj ykrk gSA  

 if=dkvksa dks muds oxhZdr̀ la[;k ds vk/kkj ij jSd esa O;ofLFkr djukA  
mi;qZDr if=dkvksa ls lEcfU?kr dqN fuR; dk;Z gSA  

 

7-7- ftYnlkth  
 

if=dkvksa ds iwjs vad vkus ij lky ds vUr esa mudks ftYndkj ds ikl iwjk 
,d [k.M ;k nks&rhu [k.M ,d lkFk ftYnlkth ds fy, Hkstk tkrk gSA ftrus vad 
,d ftYn es ckbaM gksrs gS mudh vuqØef.kdk,¡ “kq: esa yxok nh tkrh gS vkSj mudks 
lqryh ls ck¡/kdj o ,d fLyi yxkdj Hkstk tkrk gSA ftYnlkth gksus ds ckn vkus ij 
lHkh if=dkvksa dk voyksdu vPNh rjg ls fd;k tkrk gSA ftldh ftYn ;k iqV~Bs ij 
lwpuk xyr gks rks okfil Hkstdj Bhd djk;k tkrk gSA iqLrdky;ksa esa iwjs vad vkus 
ij ySnj dh ckbfMax djokbZ tkrh gSA iwjs vad u vkus ij diM+s dh ftYn yxokbZ 
tkrh gSA bl izdkj if=dkvksa dh ckbZfMax dk dk;Z lko/kkuh ds lkFk fd;k tkrk gSA  

 
vH;kl iz”u 
1- if=dkvksa dh fjdkfMZax es iathdj.k i=d iz.kkyh dh lafa{kIr O;k[;k dhft;s\ 
2- if=dkvksa dh fjdkfMZax es dEI;wVj dh Hkwfedk dh lafa{kIr O;k[;k dhft;s\ 
3- if=dkvksa dhs ftYnlkth dh lafa{kIr O;k[;k dhft;s\ 

 

7-8- lkjka”k 

 
if=dkvksa dk vtZu ikBdksa dh vko”;drkvksa dks /;ku esa j[kdj gh djuk 

pkfg,A ikBdksa dh vko”;drk rFkk foÙk O;oLFkk nksuksa dk lUrqyu djds gh if=dkvksa 
dk pquko djuk pkfg,A ;fn iqLrdky; ds ikl foÙk dh O;oLFkk ugha gS rks vktdy 
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cgqr vPNh if=dk,¡ bUVjusV ij fcuk fdlh  va”knku ds Hkh fudkyh tk ldrh gS ;k 
bUVjusV ls MkmuyksM dh ldrh gSA iqLrdky;k/;{k dks bu lcdks pSd ¼fujh{k.k½ 
djds gh if=dkvksa dk vkns”k nsuk pkfg,A if=dkvksa ds vkus ds ckn iqLrdky; muds 
fjdkWfMaZx ds fy, dksbZ Hkh iz.kkyh viuk ldrk gS ysfdu vktdy dEI;wVj }kjk 
iqLrdky; lk¶WVos;j ds ek/;e ls fd mudh fjdkWfMZax o izfof’V;k¡ cgqr gh vklku gS 
blls iqLrdky; dk le; Hkh cprk gS vkSj ikBdksa dk Hkh le; cprk gS vkSj ikBd 
viuh ilUn dh if=dvksa dks vklkuh ls [kkst ldrs gSaA 

vktdy bZ&if=dkvksa dk pyu mudh fo”ks’krkvksa ds dkj.k c<+rk tk jgk gSA 
ikBd Hkh mudks ilUn dj jgsa gSa D;ksafd mudks vklkuh gksrh gS ,d gh le; esa 
fofHkUu ikBd leku (Same) if=dk dks ,Dlsl (Access) dj ldrs gSa vkSj 
bZ&if=dkvksa ds pyu esa iqLrdky;ksa dh cgqr lh esgur o iSlk rFkk LVs”kujh dh cpr 
gksrh gS ysfdu blls lwpuk izkS|ksfxdh o midj.kksa ij cgqr iSlk [kpZ gksrk gS vkSj ;s 
cgqr egaxsa iSdst gksrs gSaA blfy, iqLrdky; dks viuh izd`fr o ikBdksa ds Lrj ds 
vk/kkj ij gh if=dkvksa o bZ&if=dkvksa dk pquko djuk pkfg,A vU/kk/kqU/k fdlh nwljs 
iqLrdky; dks ns[kdj gesa flQZ fn[kkus ds fy, foÙk dk nq#i;ksx ugha djuk pkfg,A  

if=dk,¡ “kks/k ds fy, cgqr gh lgk;d fl) gksrh gSA tgk¡ ij “kks/k dk;Z gks 
jgk gks ogk¡ ij if=dkvksa dh miyfC/k pkgs eqfnzr izk:Ik esa gks ;k bZ&if=dk ds izk:Ik 
esa] ikBdksa dks miyC/k djkuh pkfg,A ikBdksa dk losZ{k.k djuk pkfg, os D;k pkgrs gSa 
mlh ds vuqlkj if=dkvksa o bZ&if=dkvksa dk pquko gks vkSj mudk j[k&j[kko 
iqLrdky; LVkQ o foÙk O;oLFkk ij Hkh /;ku nsdj ;FkksfpÙk dj ysuk pkfg,A ubZ&ubZ 
lwpuk izkS|ksfxfd;ksa dks iqLrdky; esa ykxw djds ikBdksa dh lqfo/kk ds fy, dk;Z fd;k 
tkuk pkfg,A  
 

7-9- “kCnkoyh 
 

 if=dk,¡% fu;fer dkykUrj ij ekfld] v)Zekfld] lkIrkfgd] =Sekfld 
vkfn izdk”ku gSA 

 oxhZdj.k% oxhZdj.k esa lekurk ds vk/kkj ij iqLrdksa dks ,d= vkSj 
vlekurk ds vk/kkj ij vyx&vyx fd;k tkrk gSA 

 lwphdj.k (Cataloguing): lwphdj.k iqLrdky;ksa esa iqLrdksa dh ,d dqath 
gSA 

 fofue;: fdlh nwljs ls vknku&iznku tSlk fd uke ls gh fofnr  
 gS blesa if=dkvksa dk vnyk&cnyh gksrh gSA nks ;k nks ls vf/kd 
laLFkku ds if=dk,¡ ,d &nwljs  lss cny nsrs gSaA 
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7-10- vH;kl iz”uksa ds mRRkj 
 

1- if=dk,¡ ,slk izdk”ku gS tks fd vuqØfed la[;k ¼fcuk ftYn ca/kk gqvk½ esa  
fof”k’V uke ds vUrxZr] vfuf”pr vFkok fu;fer dkykUrj ij izdkf”kr gksrh 
gSA 

2- if=dkvksa dh eq[; fo”ks’krk,¡ fuEufyf[kr gS%& 

 if=dk,¡ fu;fer dkykUrj ij ekfld] v)Zekfld] lkIrkfgd] =Sekfld vkfn 
izdkf”kr gksrh gSA 

 [k.M ds izR;sd vad ij [k.M la[;k o vad fy[kk gksrk gSA 

 o’kZ esa de ls de ,d [k.M ,oa fdlh if=dk ds nks [k.M Hkh izdkf”kr gksrs 
gSaA 

 fu/kkZfjr vadksa ds izdkf”kr gks tkus ij [k.M iw.kZ gks tkrk gS vkSj fQj mldh 
fTkYncanh dh tkrh gSA 

3- fdlh nwljs ls vknku&iznku tSlk fd uke ls gh fofnr gS blesa if=dkvksa dk 
vnyk&cnyh gksrh gSA nks ;k nks ls vf/kd iqLrdky; vius laLFkku ds 
if=dk,¡ ,d&nwljs dks cnys esa nsrs gSa muls mudk ys ysrs gSa vkSj viuk ns nsrs 
gSaA ;g ,d cgqr gh vPNk rjhdk gS blesa fuf”prrk vkSj lqj{kk cuh jgrh gS vkSj 
if=dk,¡ fujUrj izkIr gksrh jgrh gSA [kks;s gq, vad Hkh buls izkIr fd;s tk ldrs gSaA 
iqLrdky;ksa dks Hkkjh iSls dh ek=k Hkh ugha pqdkuh iM+rh gS ysfdu dsoy bu if=dkvksa 
ls iqLrdky; ikBdksa dh vko”;drk iwjh ugh gksrh gSA  

 

4- ljdkjh laLFkk,¡ Hkh viuh if=dk,¡ fudkyrh gSa tks fd fuEu ewY; ij izkIr gks tkrh 
gSA ljdkjh laLFkkvksa esa dbZ ckj leL;k vkrh gS fd vkids ikl ;fn dksbZ if=dk,¡ uk 
igq¡ph gks rk vki i= fy[kksxsa rks ogk¡ ljdkjh laLFkk,¡ bu ckrksa dks vulquk dj nsrh 
gSA D;ksafd ;gk¡ ij mÙkjnkf;Ro ysus okyk dksbZ ugha gksrk gSA vDlj ns[kk x;k gS fd 
bu laLFkkvksa esa izdkf”kr if=dk,¡ dqN o’kZ@ekg izdkf”kr gksrh gS rks leL;k,sa mRiUu 
gksrh gSA ljdkjh laLFkk,¡ if=dkvksa ds izdk”ku o mudks Hkstus esa fnDdr djrh gSA 

 

6- iqLrdky;ksa dks igys ;g fujh{k.k dj ysuk pkfg, fd dksbZ if=dk viuh laLFkk 
ls fofue; (Exchnge) esa rks ugh fey jgh gSA cph gqbZ if=dkvksa ds 
fy, ,sls ,stsUlh] vkiwfrZdÙkkZvksa vkfn dk pquko iwjh rjg ls fujh{k.k djds djuk 
pkfg,A iqLrdky;ksa dks ;g Hkh lqfuf”pr dj ysuk pkfg, fd veqd if=dk 
,tsUlh ls lh/ks ;k ,stsUV ds }kjk gh feysxhA vkiwfrZdÙkkvksa ls igys gh “krsZ r; 
dj ysuh pkfg, fd ,tsUV fdlh if=dk dk vfrfjDr fcy i=  (Supplementry 

Bill) esa u Hksts A fons”kh if=dkvksa ds ewY; dk fujh{k.k vkSj izdk”kd dk ekSfyd 
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ewY; Hkh lR;kfir dj ysuk pkfg,A ,tsUlh o izdk”kdksa dks iathd`r djuk pkfg, 
vkSj nwljs iqLrdky;ksa ls mudh dk;Z iz.kkyh dh lUrqf’V ds ckjs es iwN ysuk 
pkfg, D;ksafd cgqr ls vkiwfrZdÙkkZ va”knku  ysus ds ckn Hkh if=dk,a ugh Hkstrs 
gSaA if=dkvksa ds ewY; esa NwV dk Hkh igys ls irk djds vkiwfrZdÙkkZvksa dk pquko 
djuk pkfg,A  

7-  

6- if=dkvksa dk ge iathdj.k (Register) esa Hkh vafdr dj ldrs gSa ysfdu ;g iz.kkyh 
de if=dkvksa ij gh ykxw gks ldrh gSA tgk¡ ij if=dk,¡ T;knk gks ogk¡ ij ;g 
iz.kkyh Qsy gks tkrh gSA iathdj.k ls igys istksa ij vuqØef.kdk (Index) cuk ysuk 
pkfg, tks if=dkvksa ds uke ds igys mij ls Øec) gksA iathdj.k esa ykbu yxkdj 
;k iSu ls uewuk nsdj vius fglkc ls iathdj.k izdkf”kr djok dj mlesa if=dk dk 
uke] vk[;k] izdk”kd [k.M o vad la[;k fnuk¡d] okf’kZd va”knku] fcy la[;k vkSj 
vfUre esa fjekZDl gksus pkfg,A if=dkvksa dk iqLrdky; esa vkrs gh mudh izfof’V bl 
iaftdk (Register) esa dh tkrh gSA 

 

7- iqLrdky; Lokpyuhdj.k lkW¶Vos;j esa Hkh if=dkvksa ds j[k&j[kko bR;kfn ds 
ekWM;wy gksrs gSaA ftles ctV ls ysdj if=dkvksa ds vkus vkSj vad iwjk gksus ij mudh 
ftYnlkth dh Hkh lwpuk gksrh gS vkSj mudk [k.M o vad bR;kfn dEI;wVj ij ntZ 
gksrk gSA iqLrdky; Lokpkyhdj.k lkW¶Vos;j essa if=dkvksa dk ,d ekWM~;wy  gksrk gSA 
ftls if=dkvksa ds vkrs gh mudks dEI;wVj ij p<+k fn;k tkrk gS vkSj u vkus okyh 
if=dkvksa dh la[;k] vad o [kaM bR;kfn dk iwjk fjdkMZ dEI;wVj }kjk lkW¶Vos;j esa 
fjdkMZ gksrk gS vkSj dHkh Hkh ml fjdkMZ dks fudkyk tk ldrk gSA  

 

8- if=dkvksa ds iwjs vad vkus ij lky ds vUr esa mudks ftYndkj ds ikl iwjk ,d 
[k.M ;k nks&rhu [k.M ,d lkFk ftYnlkth ds fy, Hkstk tkrk gSA ftrus vad ,d 
ftYn es ckbaM gksrs gS mudh vuqØef.kdk,¡ “kq: esa yxok nh tkrh gS vkSj mudks 
lqryh ls ck¡/kdj o ,d fLyi yxkdj Hkstk tkrk gSA ftYnlkth gksus ds ckn vkus ij 
lHkh if=dkvksa dk voyksdu vPNh rjg ls fd;k tkrk gSA ftldh ftYn ;k iqV~Bs ij 
lwpuk xyr gks rks okfil Hkstdj Bhd djk;k tkrk gSA iqLrdky;ksa esa iwjs vad vkus 
ij ySnj dh ckbfMax djokbZ tkrh gSA iwjs vad k vkus ij diM+s dh ftYn yxokbZ 
tkrh gSA bl izdkj if=dkvksa dh ckbZfMax dk dk;Z lko/kkuh ds lkFk fd;k tkrk gSA  
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6- “kekZ] ch-ds-] lh- yky vkSj ds- dqekj ¼1999½ xzUFkky; ,oa lwpuk foKku] okbZ-ds- 

ifCy”klZ] vkxjkA 

 
 

7-13- fucU/kkRed iz”u 

1- lkof/kd (if=dkvksa) izdk”ku vtZu dh foLr̀r O;k[;k dhft;s\ 
2- if=dkvksa ds j[k&j[kko dh O;k[;k dhft;s\ 
3- if=dkvksa ds v”kanku dh fof/k;kaas  dh O;k[;k dhft;s\ 
4- if=dkvksa ds fuR; ds dk;ksZ o ftYnlkth dh O;k[;k dhft;s\ 
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तृतीय  खÁ ड 

पुÖ तकालय का उपयोग एवं रखरखाव 
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इकाई– 8   िनगम – आगम कायª  

bdkbZ dh :Ikjs[kk  
8-1  izLrkouk 
8-2  mÌs”;  
8-3  xzUFk fuxZe&vkxe izfØ;k rFkk prqFkZ vkSj iape lw= 
8-4  Js’B xzUFk fueZe&vkxe i)fr dh vfuok;Zrk,¡ 
8-5  fuxZe&vkxe dk;Z  
8-6  xzUFk fuxZe&vkxe dh i)fr;k¡ 
 8-6-1  iaftdk i)fr 
 8-6-2  Meh i)fr 
 8-6-3  vLFkkbZ i.khZ i)fr  
 8-6-4  i=d i)fr;k¡ 
 8-6-41 ,d i=d i)fr  

8-6-42 U;w;kdZ i)fr 
8-6-43 czkmu i)fr 
8-6-44 MsVªkbV Lo fuxZe i)fr 
8-6-45 Vksdu fuxZe iz.kkyh 
8-6-5  vU; i)fr;k¡ 
8-6-6  dEI;wVj vk/kkfjr i)fr 

8-7  lkjka”k  
8-8  “kCnkoyh  
8-9  vH;kl iz”uksa ds mRrj 
8-10 lanHkZ xzaFk 
8-11 mi;ksxh iqLrdsa 
8-12 fucU/kkRed iz”u 
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8-1 izLrkouk (Introduction) 

ml leLr izfØ;k dks ftlds }kjk ikBd dks xzaFk iqLrdky; ls ckgj ys tkus 
dh vuqefr gksrh gS mls fuxZe dgrs gSa rFkk ml leLr izfØ;k dks ftlds }kjk xzUFk 
ikBd ls iqu% iqLrdky; esa okil izkIr fd;k tkrk gSA mls vkxe dgrs gSaA vU; “kCnksa 
esa bUgsa fuxZe&vkxr] ifjlapj.k uke ls Hkh tkurs gSaA nwljs “kCnksa esa xzaFk vknku&iznku 
(Circulation) vFkok fuxZe&vkxe (Charging Discharging) iqLrdky; dh og egRoiw.kZ 
i)fr gS] ftlds }kjk ikBd vius okafNr xazFk dks iqLrdky; ls ckgj ys tkus dh rFkk 
fuf”pr le; ij okil djus dh vuqefr izkIr djrk gSA xazFk dks tc fdlh lnL; 
ikBd dks iznku fd;k tkrk gS rks mls fuxZe (Charging-Issuing) rFkk tc xzaFk okil 
iqLrdky; esa izkIr fd;k tkrk gS rc mls vkxe (Discharging/Returning) dk;Z dgrs 
gSaA xazFkksa ds vknku&iznku dk eq[; mÌs”; xazFkky; dh lwpuk lkefxz;ksa dk vf/kd ls 
vf/kd mi;ksx djkuk gS rkfd iqLrdky; foKku ds izFke pkj lw=ksa dh iwfrZ gks ldsA 
xazFk vknku&iznku izfØ;k dks prqFkZ lw= vFkkZr~ **ikBd dk le; cps** us vf/kd 
izHkkfor fd;k gSA ikBdksa dks viuh lwpuk izkfIr ds fy, iqLrdky; esa ckj&ckj vkuk 
iM+rk gS] ftlls mudk le; O;; gksrk gSA bl le; ds O;; dks jksdus ds fy, 
ikBdksa dks xazFk iqLrdky; ls ckgj vFkok ?kj ds fy, iznku fd;s tkrs gSaA vc rks 
vkWuykbu bZ&cqDl ,Dlsl dh lqfo/kk feyus yxh gSA 

8-2 mÌs”; (Objectives) 

bl bdkbZ dk v/;;u djus ds Ik”pkr~ vki crk ldsaxsa fd  

 ifjlapj.k fdls dgrs gSa? 

 Js’B xzUFk fuxZe&vkxe i)fr dh vfuok;Zrk,¡ D;k gSa \ 

 xzUFk fuxZe&vkxe i)fr;k¡ dkSu&dkSu lh gSa? rFkk 

 dEI;wVj vk/kkfjr fuxZe&vkxe dk;Z dSls fd;k tkrk gS? vkfnA  

8-3 xzUFk fuxZe&vkxe izfØ;k rFkk prqFkZ vkSj iape lw= (Process of 

Issue-Return and Fourth & Fifth Law) 

bl izfØ;k dks prqFkZ lw= us fo”ks’k :Ik ls izHkkfor fd;k gSA ;gk¡ bl fue; dk 
vfHkizk; ;gh gS fd bl izfØ;k esa ikBd dk le; de ls de u’V gks rFkk vU; 
fuxZe&vkxe dk;Z esa Ik;kZIr xfr gksA ikBd rFkk dkfeZdksa dk le; de ls de yxs 
vkSj xzUFk fuxZe&vkxe iVy ij HkhM+ u gksus ik,A bl izfØ;k ds fy, fo”ks’k :Ik ls 
dksbZ rS;kjh u djuk iM+sA iape lw= ds vuqlkj fuxZe&vkxe i)fr ,slh gksuh pkfg, 
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tks ikBdksa dks c<+rh gqbZ la[;k ds lkFk&lkFk Bhd izdkj ls dk;Z dj ldsA de 
ikBdksa dh n`f’V ls rks fdlh Hkh i)fr ls dke py ldrk gS ysfdu Nk=ksa dh vf/kd 
la[;k gksus ij lHkh i)fr;k¡ dkjxkj lkfcr ugha gks ldrh gSaA  

8-4 Js’B xzUFk fuxZe&vkxe i)fr dh vfuok;Zrk,¡ (Compulson of best 

Issue-Return Method) 

xzUFk fuxZe&vkxe i)fr iw.kZ izekf.kr rFkk xfriw.kZ gks] ftlls okafNr lwpuk 
lgh rFkk vfoyEc izkIr gks ldsA dkuwuh nf̀’V ls Hkh mlesa fdlh izdkj dk {kj.k u 
gksA jaxukFku ds vuqlkj] **fuxZe i)fr dks rhu lqfuf”pr vfHkys[kksa ds mÌs”; dh iwfrZ 
djuk pkfg, le; vfHkys[k] xzUFk vfHkys[k rFkk ikBd vfHkys[kA vU; “kCnksa esa bldks 
fuEu izdkj ds iz”uksa dk mÙkj rRdky nsuk pkfg, %& 

1- dkSu&dkSu ls vkSj fdrus xzUFk fdlh fof”k’V fnukad dks vknku fd;s x;s \ 

2- dkSu&dkSu lss xzUFk fdlh fof”k’V fnukad dks fdl&fdl ikBd ds ikl gSa( rFkk 

3- dkSu&dkSu ls xzUFk fdlh fof”k’V fnukad dks ns; gS \ 

tks Hkh i)fr mijksDr rhuksa iz”uksa dk rRdky mÙkj ns lds vkSj blds 
lkFk&lkFk ftlds }kjk ikBd rFkk dkfeZdksa dk le; cp lds mlh dks Js’B i)fr 
dgk tk ldrk gSA bl laca/k esa vkSj vf/kd foLrr̀ foospuk fuEukuqlkj dh tk ldrh 
gS %& 

le; vfHkys[k (Time Record) 

1- dksbZ fof”k’V ikBd fdlh xzUFk dks fdrus le; rd vius ikl j[k ldrk gS \ 

2- dksbZ fof”k’V xzUFk fdrus le; dks vknku fd;k x;k gS \ 

xzUFk vfHkys[k (Document Record) 

1- dksbZ fof”k’V xzUFk fuxZe fd;k x;k gS vFkok ugha \ ;fn fuxZe fd;k x;k gS 
rks fdlds ikl gS vkSj dc okfil vk;sxk \ 

2- dkSu&dkSu ls xzUFk fu;r ns; fnukad dks okfil ugha vk;s ftlls muds okfil 
eaxkus ds fy, Lej.k i= Hksts tk ldsa \ 

ikBd vfHkys[k (Reader Record) 

1- fdlh fof”k’V ikBd dk ifjp;A vf/kdr̀ ikBd dks gh xzUFk fuxZe fd;k tk  

lds ftlls ;fn vko”;d gks rks fof/k ds lgkjs Hkh xzUFk okfil izkIr fd;k tk 
ldsA  
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8-5 vknku&iznku dk;Z (Functions of Circulation) 

MkW0 jaxukFku ds vuqlkj & **fuxZe izfØ;k dks rhu lqfuf”pr vfHkys[kksa ds 
mÌs”;ksa dh iwfrZ djuk pkfg, ftlesa le; vfHkys[k xazFk vfHkys[k  rFkk ikBd vfHkys[k 
vFkkZr~ 1- dkSu ls o fdrus xazFkksa dks fdl fof”k’V fnukad o le; ij vknku fd;s x;s 
gSa \ 2- dkSu&dkSu ls xzaFk fdl fof”k’V fnukad dks fdu&fdu ikBdksa ds ikl gSa] 3- 
dkSu&dkSu ls xazFk fdl fof”k’V fnukad dks ns; gSA** 

lkekU;r% xazFk vknku&iznku izfØ;k esa fuEufyf[kr dk;ksZa dks lEiUu fd;k tkrk 
gS& 

1- ikBdksa dk iathdj.k (Registration) djukA 

2- xazFkksa dks ikBdksa ds fy, iznku djuk ¼fuf”pr la[;k esa½A 

3- xazFkksa dks fu;r le; ij izkIr djukA 

4- xazFkksa dk uohdj.k (Renewal) dj ikBdksa dks vfrfjDr le; iznku djukA 

5- xazFkksa dk vkj{k.k (Reservation) djukA 

6- ikBdksa ds fy, iqLrdsa le; ij okil u djus ij Lej.k i= (Reminder) 
Hkstuk rFkk vfrns; “kqYd (Over due Charge) ysukA  

7- varj xazFkky; vknku&iznku ds ek/;e ls vU; xzaFkky;ksa ls xazFk izkIr djukA  

8- vknku&iznku ls lacaf/kr leLr vfHkys[kksa dk j[k&j[kkoA  

9- dEI;wVjkbTM iqLrdky;ksa esa mi;qZDr dk;Z vklkuh ls fd;k tk ldrk gSA 

vH;kl iz”u & 1 

fuEufyf[kr iz”uksa ds mRrj nhft,& 

1- jaxukFku ds vuqlkj dkSu ls rhu lqfuf”pr vfHkys[kksa dh iwfrZ djuh pkfg, \ 

2- i=d i)fr esa dkSu&dkSu lh i)fr vkrh gSa \ 

3- dksbZ ikBd ,d le; esa iqLrdky; ls fdrus xzUFk vknku ij ys ldrk gS \ 

4- fdlh ikBd dks dkSu&dkSu ls vkSj fdrus xzUFk vknku fd;s x;s gSa \ 

xzUFk vkxe&fuxZe dh l{ke i)fr }kjk iqLrdky; fu;eksa&fofu;eksa dk ikyu 
Loeso gks tkrk gSA ;fn mudk guu fd;k tkos rks bldk irk Hkh rRdky yx tkrk 
gSA fuxZe&vkxe dh i)fr dks xzUFkky; foKku ds prqFkZ lw= dk iw.kZ lEeku djuk 
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pkfg, vkSj iape lw= }kjk mRiUu dh gqbZ ifjfLFkfr dk lkeuk djus ds fy, l{ke 
gksuk pkfg,A  

8-6 xzUFk fuxZe&vkxe dh fofHkUu i)fr;k¡ 

ge bl v/;k; esa fuEufyf[kr fuxZe&vkxe i)fr;ksa dh laf{kIr ppkZ djsaxs %& 

1- iath i)fr;k¡ (Register Systems) 

¼d½ nSfud iath i)fr (Day Book Suytem) 

¼[k½ [kkrk cgh i)fr (Ledger System) 

2- Meh i)fr (Dummy  System) 

3- vLFkk;h i.khZ i)fr (Temporary Slip System) 

4- i=d i)fr;k¡ (Card System) 

¼d½ ,d i=d i)fr (One Card System) 

¼[k½ U;wvkdZ i)fr (Newark System) 

¼x½ czkmu i)fr (Browne System) 

¼?k½ MsVªkbV Lo fuxZe i)fr (Detroit Self Charging System) 

5- Vksdu fuxZe i)fr (Token Charging System) 

6- vU; fuxZe&vkxe i)frA 

8-6-1 iath i)fr;k¡ (Register Systems) 
iath i)fr;ksa ls rkRi;Z ;g gS fd fuxZe&vkxe vfHkys[k] iath esa j[kk tkrk gSA  

 

1 ¼d½ nSfud iath i)fr (Day Book System) 

xzUFk fuxZe&vkxe dh lcls izkphu rFkk ljy i)fr iath iz.kkyh gSA ;|fi 
bl i)fr dk vk/kqfud xzUFkky;ksa esa yksi gks x;k gS ijUrq Hkkjr ds vusd xzUFkky;ksa esa 
;g vHkh Hkh fo|eku gSA  

2- Meh iz.kkyh (Dummy System) mijksDr fof/k;ksa ds ek/;e ls rRdky bl ckr dk 
irk ugha yxk;k tk ldrk gS fd dkSu lk xzaFk fdl mi;ksxdÙkkZ (User) ds ikl 
gSA bl deh dk lek/kku Meh iz.kkyh }kjk fd;k tk ldrk gSA  
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Meh iz.kkyh esa dkMZ cksMZ ;k ydM+h dh xazFk ds leku fn[kus okyh dqN Mfe;ksa 
¼xazFk ds uewus tSlk½ dks rS;kj djok;k tkrk gS] ftl ij dkxt fpidk gksrk gS rFkk 
fuEu dkWye vafdr gksrs gSa& 

 

fnukad Øekad 
la[;k 

ifjxzg.k 
la[;k  

ys[kd “kh’kZd  ns; 
fnukad  

lnL; 
la[;k  

ikBd 
gLrk{kj  

izkfIr 
fnukad 

         

         

 

lkexzh  

1- iath (Register)%& ,d ;k ,d ls vf/kd iaft;k¡ ftuesa lk/kkj.kr% fuEufyf[kr 
LrEHkksa (Columns) dk izko/kku fd;k tkrk gS%& 

fnukad Øekad 
la[;k 

ifjxzg.k 
la[;k 

xzUFkdkj vk[;k lnL; 
dk 
uke 
rFkk 
la[;k 

ns; 
fnukad 

ikBd 
ds 

gLrk{kj 

izkfIr 
fnukad 
rFkk 

gLrk{kj 

1 2 3 4 5 6 7 8 9 

 

2- ns; fnukad i.khZ %& izR;sd xzUFk ds izFke vFkok vafre i’̀B ij ,d ns; fnukad 
i.khZ fpidk nh tkrh gS ftl ij xzUFkky; dk uke rFkk xzUFk dk Øekad vad vkSj 
ifjxzg.k la[;k vafdr jgrh gSA buds vfrfjDr ikBd dks lwpukFkZ fuEukuqlkj 
funsZ”k Hkh eqfnzr djok fn;k tkrk gS % **d̀Ik;k bl xzUFk dks fuEukafdr ns; fnukad 
rd xzUFkky; esa okfil ykSVk nsa vU;Fkk 25 iSls izfrfnu dh nj ls dkykrhr “kqYd 
(Overdue Charge) nsuk iM+sxkA** vusd xzUFkky;ksa esa mijksDr lwpuk esa ls dsoy 
dqN gh lwpuk ns; fnukad i.khZ ij vafdr jgrh gS rFkk vusd esa dqN Hkh ugha 
jgrhA dsoy ns; fnukad vafdr djus ds fy, [kkus cus jgrs gSaA xzUFk 
fuxZe&vkxe dh vusd i)fr;ksa esa ns; fnukad i.khZ dh vko”;drk iM+rh gSA 
bldk izk:Ik fuEukuqlkj gks ldrk gS%& 
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xzUFkky; dk uke 

Øekad vad %                                           ifjxzg.k la[;k %--------------- 

d`Ik;k bl xzUFk dks fuEukafdr ns; fnukad rd xzUFkky; esa okfil ykSVk nsa vU;Fkk --------- 
iSls izfrfnu dh nj ls dkykrhr “kqYd nsuk iM+sxk A  

     

     

     

 

fuxZe (Charging) izfØ;k % tc ikBd dks dksbZ xzUFk vknku fd;k tkrk gS rks 
lgk;d }kjk mijksDr iath esa okafNr lwpuk vafdr djds ikBd ds gLrk{kj izkIr dj 
fy;s tkrs gSaA iath esa xzUFk dh izfof’V ls iwoZ lnL;rk i=d dh tk¡p djuk mfpr 
jgrk gS ftlls vf/kd̀r ikBd dks gh xzUFk vknku fd;k tk ldsA rRi”pkr~ lgk;d 
xzUFk esa fpidh gqbZ ns; fnukad vafdr djds xzUFk ikBd dks ns nsrk gSA  

vkxe izfØ;k % xzUFk okfil vkus ij lgk;d ns; fnukad ns[kdj iath esa ls 
lacaf/kr ys[kk [kkstrk gS vkSj fuf”pr LFkku ij ns; fnukad rFkk vius gLrk{kj vafdr 
dj nsrk gSA ;fn dqN dkykrhr “kqYd (Over-Due Charge) ns; gksrk gS rks mldks izkIr 
dj ysrk gSA bl izdkj xzUFk ikBd ds uke esa ls gVk fn;k tkrk gSA  

xq.k (Merits) 

1- bl ckr dk LFkk;h ys[kk jgrk gS fd fdl ikBd us dkSu&dkSu ls xzUFk i<+s gSaA  

2- ;g ,d ljy iz.kkyh gS ftlesa dksbZ fo”ks’k lkexzh dh vko”;drk ugha iM+rhA  

3- bl ckr dk LFkk;h ys[kk jgrk gS fd fdlh xzUFk dks fdUk&fdu ikBdksa us i<+k 
gSA  

4- xzUFk izkIr djrs le; ikBd ds gLrk{kj jgrs gSaA vr% ikBd }kjk xzUFk izkIr 
djus dk izek.k jgrk gSA  

5- ikBdksa dks dkykrhr xzUFkksa ds Lej.k i= ljyrk ls Hksts tk ldrs gSaA  

6- dksbZ ,slh lkexzh ugha gksrh tSls xzghrk i=d (Reader’s Ticket) vkfn ftlds 
xqe gks tkus ij mlds nq#i;ksx dh lEHkkouk jgsA   

nks’k (Demerits) 
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1- xzUFk vknku djus esa Ik;kZIr le; yx tkrk gS D;ksafd Ik;kZIr ys[ku dk;Z 
visf{kr gSA vr% vk/kqfud xzUFkky;ksa esa ;g i)fr O;ogkfjd ugha gSA   

2- bl i)fr esa rhuksa iz”u] ftudh ppkZ **Js’B xzUFk fuxZe&vkxe iz.kkyh dh 
vfuok;Zrk;sa** uked izdj.k ds vUrxZr bl v/;k; esa dh xbZ gSa] esa ls izFke 
vFkkZr~ **dkSu ls vkSj fdrus xzUFk fdlh fof”k’V fnukad dks vknku fd;s x;s \ 
** uked iz”u dk mÙkj rks rRdky izkIr gksrk gS ijUrq “ks’k nks dk mÙkj 
vfoyEc izkIr gksuk lEHko ugha gSA D;ksafd **dkSu&dkSu ls xzUFk fdlh fof”k’V 
fnukad dks fdl ikBd ds ikl gS \** bl iz”u dk mÙkj izkIr djus ds fy, 
iath esa vusd LFkkuksa ij Nkuchu djuh iM+rh gSA blh izdkj **dksbZ fof”k’V 
xzUFk fdl fnukad dks ns; gS \** dk mÙkj tkuus ds fy, Hkh vusd LFkkuksa ij 
iath dks ns[kuk iM+rk gSA 

3- blds vfrfjDr mijksDr iz.kkyh }kjk ;g tkuuk Hkh dfBu gS fd fdlh fof”k’V 
ikBd ds ikl dkSu&dkSu ls vkSj fdrus xzUFk gSa \ 

4- ikBd ds ikl xzUFk ds vfrfjDr dksbZ vkSj vfHkys[k ugha gksrk ftlls og tkuk 
tk lds fd mlds ikl xzUFkky; ds fdrus xzUFk gSa vkSj mUgsa dc ykSVkuk gS \ 

[kkrk cgh iz.kkyh (Ledger System) 
lkexzh % mijksDr iz.kkyh ds vHkkoksa dks nwj djus ds fy;s mijksDr iath ds 

lkFk&lkFk ,d [kkrk cgh (Ledger) dk Hkh fuekZ.k fd;k tkrk gSA izR;sd lnL; dks bl 
iath esa dqN i`’B fu;r dj fn;s tkrs gSa vkSj nSfud iath esa ls [kkrk cgh esa izfof’V;ksa 
dks p<+k;k tkrk gSA bl iath esa fuEukuqlkj LrEHkksa (Columns)dk izko/kku fd;k tkrk 
gS%& 

lnL; la[;k %-------------------------------------------------------------------------------------------------------------------------------------------- 

uke rFkk iwjk irk % -------------------------------------------------------------------------------------------------------------------------------- 
       

fnukad  Øekad 
la[;k 

ifjxzg.k 
la[;k  

xzUFkdkj  vk[;k  ns; fnukad  IkzkfIr fnukad  gLrk{kj 

        

dqN xzUFkky;ksa esa dsoy mijksDr [kkrk iath (Ledger)dk gh fuekZ.k fd;k tkrk 
gSA ,slh fLFkfr esa ns; fnukad ds Ik”pkr~ ,d vfrfjDr dkWye dk izko/kku djuk 
vko”;d gks tkrk gS ftlesa ikBd ds gLrk{kj fy;s tkrs gSaA blesa xzUFkky; dkfeZdksa 
dks nksgjs dk;Z ls eqfDr rks fey tkrh gS fdUrq xzUFk fuxZe djus esa vkSj vf/kd le; 
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yxrk gS D;ksafd ikBd dh mifLFkfr esa gh loZizFke [kkrk iath esa ls mi;qZDr i`’B 
<w¡<+uk iM+rk gSA 

fuxZe izfØ;k % xzUFkksa dks mi;qZDr of.kZr nSfud iath i)fr ds leku gh fuxZe 
fd;k tkrk gSA izfrfnu vknku dk;Z lekIr gks tkus ds Ik”pkr~ izR;sd ikBd ds ys[ks esa 
mlds }kjk fuxZe djk;s x;s xzUFkksa dks [kkrk cgh esa vafdr fd;k tkrk gSA  

vkxe izfØ;k % tc ikBd xzUFk okfil ykrk gS rks nSfud iath i)fr ds leku 
gh mldks okfil fy;k tkrk gSA izfrfnu vknku&iznku lekIr gks tkus ds Ik”pkr~ 
izR;sd ikBd ds [kkrs esa mlds }kjk okfil fd;s x;s xzUFkksa dks [kkrk cgh esa vafdr 
fd;k tkrk gSA  

xq.k% ;fn [kkrk cgh i)fr dks viuk;k tk;s rks mijksDr nSfud iath i)fr ds rks 
leLr ykHk izkIr gksrs gh gSa blds vfrfjDr fuEukafdr ykHk vkSj izkIr gksrs gSa %& 

1- ikBd dk [kkrk ns[kus ls rRdky irk py tkrk gS fd fdlh fof”k’V ikBd ds 
ikl dkSu&dkSu ls xzUFk gSa rFkk muds dc okfil vkus dh lEHkkouk gS \ 

nks’k % mijksDr nSfud iath iz.kkyh dh Hkkafr blesa Hkh fuEufyf[kr nks’k fo|eku gSa %& 

1- xzUFk vknku esa dkQh le; yx tkrk gSA [kkrk cgh esa vadu djus esa vfrfjDr 
le; yxrk gSA  

2- bl i)fr }kjk ;g ljyrk ls rRdky Kkr ugha gks ikrk gS fd dksbZ fof”k’V 
xzUFk fdl ikBd ds ikl gS vkSj mlds dc okfil vkus dh lEHkkouk gS \ 

3- ikBd ds ikl xzUFk ds vfrfjDr vU; dksbZ vfHkys[k ugha gksrk ftlls Kkr gks 
lds fd mlds ikl xzUFkky; ds fdrus xzUFk gSa vkSj mUgsa dc ykSVkuk gS \ 

mi;ksfxrk % mijksDr iath i)fr;ksa dh mi;ksfxrk rFkk O;ogkfjdrk NksVs xzUFkky;ksa esa 
ftuesa ikBdksa dh la[;k vR;Ur lhfer gksrh gS rFkk izfrfnu vknku&iznku fd;s tkus 
okys xzUFkksa dh la[;k cgqr de gksrh gS] vkt Hkh fo|eku gSA ijUrq vk/kqfud fo”kky 
xzUFkky;ksa esa mijksDr iath i)fr;k¡ vO;ogkfjd fl) gks pqdh gSa vkSj budk vk/kqfud 
i=d i)fr;ksa us ys fy;k gSA 

 

8-6-2 Meh i)fr (Dummy System) 

tSlk fd Åij Hkh crk;k x;k gS mijksDr i)fr;ksa ls rRdky ;g Kkr djuk 
lEHko ugha gS fd dksbZ xzUFk fdl ikBd ds ikl gS \ vr% Meh i)fr dk mn; gqvk gS 
tks vkt Hkh dqN xzUFkky;ksa esa fo|eku gSA 
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lkexzh % bl i)fr dks fØ;kfUor djus ds fy, xzUFk ds vkdkj&izdkj dh 
vusd dk’B dh Meht dh vko”;drk gksrh gSA bu ij dkxt fpidk jgrk gS ftlesa 
fuEukuqlkj dkWye gksrs gSa%&  

fnukad Øekad 
la[;k 

ifjxzg.k 
la[;k 

xzUFkdkj vk[;k ns; 
fnukad 

lnL; 
la[;k 

ikBd 
ds 

gLrk{kj 

izkfIr 
fnukad 
rFkk 

gLrk{kj 

1 2 3 4 5 6 7 8 9 

 

fuxZe izfØ;k % tc fdlh ikBd dks fdlh xzzUFk dh vko”;drk gksrh gS rks 
xzUFk vknku djus ls iwoZ mldk ys[kk mijksDrkuqlkj ,d Meh ij izfo’V dj fy;k 
tkrk gSA xzUFk esa layXu ns; fnukad i.khZ ij ns; fnukad vafdr dj fn;k tkrk gS vkSj 
xzUFk ikBd dks nsdj mlds LFkku ij mldh Meh dks izfrf’Br dj fn;k tkrk gSA   

vkxe izfØ;k % tc ikBd xzUFk ykSVkrk gS rks lacaf/kr Meh ij mldks izkIr 
djds] Meh dks ogk¡ ls gVkdj mDr xzUFk dks j[k fn;k tkrk gSA  

xq.k (Merits) 

1- bl iz.kkyh esa fdlh Hkh xzUFk ds laca/k esa rRdky lwpuk fey ldrh gS og fdl 
ikBd ds ikl gS rFkk dc okfil vk;sxh \ 

2- xzUFk vknku djrs le; ikBd ds gLrk{kj jgrs gSaA vr% ikBd }kjk xzUFk izkIr 
djus dk izek.k jgrk gSA  

3- dksbZ ,slh lkexzh ugha gksrh tSls xzghrk i=d vkfn ftlds xqe gks tkus ij 
mlds nq#i;ksx dh lEHkkouk jgsA  

nks’k (Demerits) 

1- ;g Kkr ugha gks ldrk fd fdl ikBd ds ikl dkSu&dkSu ls vkSj fdrus xzUFk 
gSa vkSj fdl fnukad dks ns; gS \ vr% Lej.k i= fy[kuk dfBu gks tkrk gSA  

2- ikBd ds ikl xzUFk ds vfrfjDr vU; dksbZ vfHkys[k ugha gksrk ftlls Kkr gks 
lds fd mlds ikl xzUFkky; ds fdrus xzUFk gSa vkSj mls mudks dc okfil 
ykSVkuk gS \ 

3- mijksDr iath i)fr;ksa ds ln`”k bl i)fr esa xzUFk vknku&iznku esa Ik;kZIr 
le; yx tkrk gSA  
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4- Ik;kZIr la[;k esa Meht dh vko”;drk iM+rh gSA vr% O;;&lk/; gSA  

5- xzUFkky; esa xzUFkksa ds mi;ksx laca/kh dksbZ LFkk;h ys[kk ugha jgrk] tSlk iath 
iz.kkyh esa jgrk gSA  

mi;ksfxrk %& O;kogkfjd nf̀’V ls mijksDr i)fr dh dsoy vizos”; i)fr okys 
xzUFkky;ksa esa gh ykxw djuk lEHko gSA blds vfrfjDr ,sls xzUFkky;ksa esa bldk lqpk# 
:Ik ls lapkyu lEHko gS tgk¡ nqyZHk rFkk ewY;oku xzUFkksa dk laxzg gks rFkk xzUFk dsoy 
xzUFkky; lhek esa gh mi;ksx fd;s tkrs gSaA vU;Fkk ;g iz.kkyh iw.kZr% vO;ogkfjd rFkk 
nks’kiw.kZ gSA 

8-6-3 vLFkk;h i.khZ i)fr (Temporary Slip System) 
Meh i)fr ds nks’kksa us vLFkk;h i.khZ i)fr dks tUe fn;k gSA bl i)fr dks 

Meh i)fr ds lkFk&lkFk Hkh iz;qDr fd;k tk ldrk gS vkSj LorU= :Ik ls Hkh iz;qDr 
fd;k tk ldrk gSA  

lkexzh % fuEukuqlkj Ik;kZIr la[;k esa if.kZ;ksa] izfr xzUFk ,d ns; fnukad i.khZ 
rFkk if.Zk;ksa dks j[kus ds fy;s Vsªt+A 

fuxZe izfØ;k % bl i)fr esa tc dksbZ xzUFk ikBd dks fuxZe djuk gksrk gS rks 
,d i.khZ ij xzUFk dk vko”;d fooj.k vkSj lnL; laca/kh lwpuk fuEukuqlkj vafdr dj 
yh tkrh gS % 

Øekad vad % -------------                                    ifjxzg.k la[;k % -------------
-             xzUFkdkj % 

vk[;k % 

lnL; la[;k % 

ns; fnukad ---------------       lnL; ds gLrk{kj  

bu if.kZ;ksa dks ns; fnukad ds vUrxZr Øekad vad vFkok ifjxzg.k la[;k ds 
vuqlkj foU;kflr dj fy;k tkrk gSA xzUFk esa layXu ns; fnukad i.khZ ij ns; fnukad 
vafdr dj fn;k tkrk gSA  

vkxe izfØ;k % ikBd }kjk xzUFk ykSVkus ij lacaf/kr i.khZ dks fudkydj ;k rks  

u’V dj fn;k tkrk gS vFkok ikBd dks xzUFk izkfIr dh jlhn ds :Ik esa okfil 
dj fn;k tkrk gSA  
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xq.k (Merits) 

1- ;fn mijksDr iz.kkyh dks mi;ksx esa yk;k tk;s rks xzUFk vfHkys[k] ikBd 
vfHkys[k rFkk le; vfHkys[k rhuksa vko”;drkvksa dh iwfrZ lUrks’ktud :Ik ls 
gksrh gSA  

2- dkykrhr iqLrdksa ds Lej.k i= ljyrk ls Hksts tk ldrs gSaA  

nks’k (Demerits) 

1- blesa eq[; dfBukbZ ;gh gS fd izR;sd le; tc Hkh fdlh ikBd dks dksbZ xzUFk 
fuxZe djuk gks rks i.khZ fufeZr djuk iM+rh gSA vr% ikBd rFkk dkfeZd nksuksa 
dk gh le; u’V gksrk gSA  

2- ikBd ds ikl flok; xzUFk ds vkSj dksbZ vfHkys[k ugha jgrk ftlls Kkr fd;k 
tk lds fd mlds ikl fdrus xzUFk gSa vkSj mUgsa dc ykSVkuk gS \ 

3- lkexzh dk Hkh viO;; gksrk gS D;ksafd gj ckj uohu i.khZ dk fuekZ.k djuk 
iM+rk gSA  

4- xzUFkky; esa xzUFkksa ds mi;ksx ls lacaf/kr dksbZ LFkk;h ys[kk ugha jgrk tSlk fd 
iath iz.kkyh esa jgrk gSA  

mi;ksfxrk & vk/kqfud xzUFkky;ksa esa bl i)fr dks ugha viuk;k tkrkA fdUrq vk/kqfud 
yksdfiz; fuxZe i)fr;ksa vFkkZr~ czkmu rFkk U;wvkdZ fuxZe i)fr;ksa dk fodkl blh 
vLFkk;h i.khZ iz.kkyh ij gh vk/kkfjr gSA  

8-6-4 i=d i)fr;k¡ (Card Systems) 

i=d i)fr;ksa ls rkRi;Z ;gh gS fd xzUFk fuxZe&vkxe vfHkys[k iath ds LFkku 
ij i=dksa esa gksrk gSA fiNys dqN o’kksZa esa fofHkUu i=d i)fr;ksa dk mn; rFkk fodkl 
gqvk gS ftudh ppkZ dh tk jgh gSA  

8-6-41 ,dy i=d i)fr (One Card System) 

Lkkexzh 

1- xzghrk i=d (Reader’s Tickets) % bl i)fr esa ikBd dks xzUFkky; ls ,d 
le; esa ftrus lEiqV (Volumes) vknku ij ysus dh ik=rk gksrh gS] mrus gh 
xzghrk i=d iznku fd;s tkrs gSaA i=d eksVs dkxt ij 75 fe-eh- rFkk 125 fe-
eh- ds vkdkj esa eqfnzr djok fy;s tkrs gSa ftudk izk:Ik fuEukuqlkj gksrk gS %& 
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xzUFkky; dk uke 

lnL; la[;k %           vfUre fnukad % 

uke % 

irk % 

Øekad vad ifjxzg.k 
la[;k 

ns; fnukad izkfIr fnukad gLrk{kj 

     

 

fVIi.kh % i=d ds i`’B Hkkx esa Hkh mijksDr leLr LrEHk cuok fy;s tkrs gSaA 
blls ,d i=d dkQh le; rd py ldrk gSA  

2- Vsª % i=dksa dks O;ofLFkr j[kus ds fy;s vko”;d mfpr eki ds Vsªt dh 
vko”;drk iM+rh gSA 

3- mijksDr lkexzh ds vfrfjDr izfr xzUFk ns; fnukad i.khZ] mfpr eki dh fnukad 
lanf”kZdkvksa vkfn dh vko”;drk iM+rh gSA  

fuxZe IkzfØ;k % tc dksbZ ikBd fdlh xzUFk dks fuxZe djkus dk bPNqd gksrk gS 
rks xzUFk ds lkFk viuk xzghrk i=d izLrqr djrk gSA lgk;d mijksDr i=d dh tkap 
djds mi;qDr LFkku ij xzUFk ls lacaf/kr lwpuk vafdr djrk gS rFkk ns; fnukad vafdr 
djrk gSA xzUFk ls layXu ns; fnukad i.khZ ij Hkh ns; fnukad vafdr djrk gS vkSj xzUFk 
ikBd dks ns nsrk gS rFkk xzghrk i=d dks vius ikl j[k ysrk gSA vodk”k ds le; 
xzghrk i=dksa dks ns; fnukad ds vUrxZr Øekad vad vFkok ifjxzg.k la[;k ds vuqlkj  

Vsª esa O;ofLFkr fd;k tkrk gSA bl izdkj xzUFk fuxZe izfØ;k lEiUu gksrh gSA  

vkxe izfØ;k % tc ikBd xzUFk okfil ykSVkus vkrk gS rks ns; fnukad ds 
vUrxZr Øekad vad vFkok ifjxzg.k la[;k dh lgk;rk ls lacaf/kr xzghrk i=d dks 
[kkstdj ml ij izkfIr fnukad vafdr fd;k tkrk gS vkSj lgk;d ml ij vius 
gLrk{kj djds ikBd dks okfil ns nsrk gSA bl izdkj xzUFk vkxe izfØ;k lEiUu gksrh 
gSA  

xq.k (Merits) 

mijksDr i)fr xzUFk fuxZe&vkxe dh ,d lUrks’ktud i)fr gSA blesa fuEukafdr 
xq.k gSa%& 

1- xzUFk fuxZe esa mijksDr [kkrk iz.kkfy;ksa dh vis{kkd̀r de le; yxrk gSA  
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2- ;g ,d ljy i)fr gSA dksbZ fo”ks’k lkexzh dh vko”;drk ugha iM+rh gSA 
dsoy ikBdksa dks nsus ds fy, xzghrk i=dksa dh gh vko”;drk gksrh gSA  

3- ,d ikBd ,d le; esa fdrus xzUFk fuxZe djok ldrk gS] bldk fu;U=.k 
Loeso gks tkrk gS D;ksafd izfr xzghrk i=d ,d gh xzUFk vknku fd;k tkrk gSA  

4- bl i)fr esa xzUFk vfHkys[k] ikBd rFkk le; vfHkys[k rhuksa vko”;drkvksa dh 
iwfrZ lUrks’ktud :Ik ls gksrh gS vFkkZr~ ;g Kkr gks ldrk gS fd dksbZ fof”k’V 
xzUFk fdl ikBd ds ikl gS rFkk mlds dc ykSVus dh lEHkkouk gSA  

5- ikBd ds ikl bl ckr dk ys[kk jgrk gS fd mlus dkSu&dkSu ls xzUFkksa dk 
v/;;u dj fy;k gSA ;g lwpuk xzUFkky; ds fy, Hkh ykHknk;d fl) gks 
ldrh gS vFkkZr~ ,d gh xzUFk ,d ikBd dks vusd ckj fuxZe djus ij jksd 
yxkuk lEHko gksrk gSA  

6- ikBdksa dks dkykrhr xzUFkksa ds Lej.k&i= ljyrk ls Hksts tk ldrs gSa D;ksafd 
xzghrk i=d esa ikBd dk iwjk uke rFkk irk vafdr jgrk gSA  

nks’k (Demerits) 

1- xzUFk vknku&iznku esa Ik;kZIr le; yx tkrk gS D;ksafd lgk;d dks xzghrk 
i=d ij lwpuk vafdr djuh iM+rh gS vkSj nks LFkkuksa ij vFkkZr~ xzghrk i=d 
ij vkSj ns; fnukad i.khZ ij ns; fnukad vafdr djuk iM+rk gSA  

2- ikBd ds ikl xzUFk ds vfrfjDr vU; dksbZ vfHkys[k ugha jgrk ftlls Kkr gks 
lds fd mlds ikl xzUFkky; ds fdrus xzUFk gSa vkSj mUgsa dc okfil ykSVkuk  
gSA  

3- ;fn ikBd }kjk xzghrk i=d xqe gks tkos rks mlds nq#i;ksx dh lEHkkouk 
jgrh gS ftlls ikBd rFkk xzUFkky; dks gkfu igq¡p ldrh gSA  

4- xzUFkky; esa xzUFkksa ds mi;ksx dk dksbZ LFkk;h ys[kk ugha jgrk tSls iath i)fr 
esa jgrk gSA  

5- xzghrk i=dksa dks O;ofLFkr djus esa rFkk [kkstus esa vlqfo/kk gksrh gS D;ksafd 
xzUFk dk Øekad vad rFkk ifjxzg.k la[;k lcls Åij vafdr u gksdj uhps 
vafdr gksrh gSA  

mi;ksfxrk %& vusd Hkkjrh; xzUFkky;ksa esa vkt Hkh bl i)fr dk izpyu gS rFkk ogk¡ 
blds }kjk xzUFk fuxZe&vkxe dk;Z lUrks’ktud :Ik ls fd;k tk ldrk gSA blh ij 
lq/kkj djds f}&i=d i)fr;ksa dk vkfoZHkko gqvk gS ftudh ppkZ vkxs dh xbZ gSA  
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8-6-42 U;wvkdZ i)fr (Newark System) 

bl i)fr dks tUe nsus dk Js; la;qDr jkT; vesfjdk ds U;wtlhZ uked jkT; 
ds U;wvkdZ xzUFkky; dks gSA bldk vfoZHkko lu~ 1900 esa gqvk FkkA vusd vesfjdh rFkk 
Hkkjrh; xzUFkky;ksa esa bl i)fr dks mi;ksx esa yk;k tk jgk gSA bl i)fr esa nks i=dksa 
dk mi;ksx fd;k tkrk gSA mijksDr **,d i=d i)fr** ij ;g fuf”pr :Ik ls lq/kkj 
gSA  

lkexzh % 

1- xzUFk i=d % izfr xzUFk ,d xzUFk i=d dk fuekZ.k fd;k tkrk gS ftldks xzUFk esa 
fufeZr ,d FkSyh esa j[k fn;k tkrk gSA ;g xzUFk i=d 75 fe-eh- X 125 fe-eh- ds 
vkdkj dk gksrk gS vkSj mlesa fuEukuqlkj lwpuk vafdr jgrh gSA bldks eksVs 
dkxt ij fufeZr djuk pkfg,A 

¼xzUFkky; dk uke½ 

Øekad vad %                                             ifjxzg.k la[;k % 

xzUFkdkj % 

vk[;k % 

lnL; la[;k ns; fnukad  izkfIr fnukad  gLrk{kj  

 

2- xzghrk i=d (Reader’s Ticket)% izfr ikBd ,d xzghrk i=d iznku fd;k tkrk 
gSA bldks Hkh 75 fe-eh- X 125 fe-eh- ds vkdkj esa eksVs dkxt ij fuEukuqlkj 
eqfnzr djok;k tk ldrk gSA fofHkUu foHkkxksa ds fy;s fofHkUu jaxksa esa xzghrk dk 
fuekZ.k djok;k tk ldrk gSA 

 

¼xzUFkky; dk uke½ 

lnL; la[;k% %                                                     
vfUre fnukad % 

uke % 

irk % 

fdrus xzUFk izkIr djus dh ik=rk gS % 

ns; izkfIr fnukad  gLrk{kj  ns; fnukad  izkfIr fnukad  gLrk{kj 
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fnukad 

1 2 3 4 5 6 

 

3- Vsªt % xzUFk i=dksa dks O;ofLFkr j[kus ds fy;s mfpr eki dh vko”;drkuqlkj 
la[;k esa Vsªt dh vko”;drk gksrh gSA mijksDr lkexzh ds vfrfjDr izfr xzUFk ns; 
fnukad i.khZ rFkk mfpr eki dh xzUFk FkSyh layXu fpidh jgrh gSA mfpr eki ds 
fnukad lafnf”kZdk i=dksa vkfn dh Hkh vko”;drk iM+rh gSA  

fuxZe (Charging) izfØ;k % ikBd xzUFk p;u djds xzghrk i=d ds lkFk mldks 
xzUFk vknku&iznku iVy ij izLrqr djrk gSA lgk;d] xzghrk i=d dh tk¡p djus ds 
Ik”pkr~ xzUFk esa layXud ns; fnukad ij ns; fnukad vafdr djrk gSA rRi”pkr~ xzghrk 
i=d ij ns; fnukad vafdr fd;k  tkrk gSA vc lgk;d] xzUFk essa ls xzUFk i=d 
fudkyuk gS vkSj ;g tk¡p dj ysrk gS fd xzUFk i=d mlh xzUFk dk gh gSA og ml ij 
Hkh ns; fnukad vafdr djus ds Ik”pkr~ xzghrk i=d la[;k Hkh vafdr djrk gSA xzghrk 
i=d] xzUFk ds lkFk ikBd dks okfil ns fn;k tkrk gS vkSj xzUFk i=d dks fuxZe Vsª esa 
ns; fnukad ds vUrxZr Øekad vad ds vuqlkj vFkok ifjxzg.k la[;k ds vuqlkj 
O;ofLFkr dj fy;k tkrk gSA bl izdkj fuxZe izfØ;k lEiUu gksrh gSA  

vkxe izfØ;k (Discharging)& tc ikBd xzUFk dks okfil ykrk gS rks mldks 
vius xzghrk i=d ds lkFk xzUFk vknku&iznku iVy ij izLrqr djrk gSA lgk;d }kjk 
ns; fnukad dh lgk;rk ls mijksDr xzUFk dk xzUFk i=d fuxZe Vsª ls [kkstk tkrk gS 
vkSj ml ij izkfIr fnukad vafdr djds rFkk ;fn vko”;d le>k tk;s rks gLrk{kj 
vafdr djds xzUFk FkSyh esa yxk fn;k tkrk gSA 

;fn xzUFk dkykrhr (Overdue) gks x;k gks rks fu;ekuqlkj ikBd ls dkykrhr  

“kqYd izkIr fd;k tkrk gSA ikBd ds xzghrk i=d ij Hkh mijksDr xzUFk ds ns; 
fnukad  ds le{k izkfIr fnukad vafdr dj fn;k tkrk gS vkSj ;fn vko”;d le>k 
tk;s rks lgk;d vius gLrk{kj Hkh dj nsrk gSA vusd xzUFkky;ksa esa gLrk{kj djus dh 
vko”;drk vuqHko ugha dh tkrh rRi”pkr~ xzghrk i=d ikBd dks okfil dj fn;k 
tkrk gSA  

le;kof/k ds ckn izkIr xzUFkksa ds Lej.k&i=  

tks xzUFk ns; fnukad ds Ik”pkr~ Hkh okil ugha vkrs muds fy;s ns; fnukad ds 
Ik”pkr~ ,d fuf”pr vof/k chr tkus ij Lej.k i= fy[ks tkrs gSaA blds fy;s xzUFk 
i=d ls lnL; la[;k Kkr djds ikBd dk lnL;rk vkosnu i= [kkstuk iM+rk gS 
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tgk¡ ls mldk iwjk irk Kkr djus ds Ik”pkr~ mldks dkykrhr Lej.k i= Hkst fn;k 
tkrk gSA  

iquZfuZXkeu (Renewals) %& ikBd }kjk iquZfuZXkeu ds fy;s vkosnu izkIr gksus ij xzUFk 
i=d dks [kkst dj ml ij uohu ns; fnukad vafdr dj fn;k tkrk gS vkSj mlds 
vkxs “kCn **iq** vafdr dj nsuk mi;ksxh jgrk gS vkSj mldks iwoZ ns; fnukad esa gh 
O;ofLFkr dj fn;k tkrk gS D;ksafd xzUFk ij rks ogh fnukad vafdr jgrk gSA 

xzUFk vkj{k.k (Reservation)%& izfr xzUFk ftldk vkjf{kr djuk gS mldk 
xzUFk i=d] fuxZe Vsª ls [kkstk tkrk gSA lacaf/kr i=d fey tkus ij ,d ladsr mlds 
lkFk layXu dj fn;k tkrk gSA vkj{k.k laca/kh vkosnu i=ksa dks vyx j[kk tkrk gSA 
xzUFk vk tkus ij layXu ladsr lgk;d dks xzUFk vkj{k.k ds laca/k esa Lej.k fnykus esa 
mi;ksxh fl) gksrk gS rRi”pkr~ lacaf/kr ikBd dks lwpuk iszf’kr dj nh tkrh gSA  

xq.k (Merits) 

1- bl laca/k esa iw.kZ lwpuk jgrh gS fd dksbZ fof”k’V xzUFk fdl ikBd ds ikl gS 
vkSj dc mlds okfil vkus dh lEHkkouk gSA  

2- ikBd dk xzghrk i=d mlh ds ikl jgus ls og xzUFk ls vyx Hkh ns[k ldrk 
gS fd mlds ikl xzUFkky; ds fdrus xzUFk gSa vkSj mudks fdu&fdu fnukadksa dks 
okfil ykSVkuk gSa \ xzghrk i=d cSad dh ikl cqd ds leku dk;Z djrk gSA 

3- xzUFk i=d ij LFkk;h ys[kk jgrk gS fd dksbZ fof”k’V xzUFk fdrus vkSj 
fdu&fdu ikBdksa us i<+k gS \ ;g lwpuk xzUFk dh yksdfiz;rk n”kkZrh gSA blds 
lkFk&lkFk ,d gh ikBd dks dksbZ fof”k’V xzUFk vusd ckj fuxZe gksus ij jksd 
yxrh gS rFkk xzUFkksa dk izR;kgj.k (Withdrawal) djus esa lgk;d fl) gksrh 
gSA 

4- HkhM+&HkkM+ ds le; xzUFk fuxZe&vkxe dk dk;Z ,d gh le; esa dbZ lgk;dksa 
}kjk lEiUu fd;k tk ldrk gSA  

5- ;fn xzUFkky; dh vusd “kk[kk;sa gks rks ikBd }kjk vius xzghrk i=d dk 
mi;ksx dgha Hkh fd;k tk ldrk gSA bl izdkj og fdlh “kk[kk ls xzUFk izkIr 
dj ldrk gSA 

6- fofHkUu vknku vof/k;ksa tSls 7 fnu] 14 fnu] 1 ekg vkfn dks ljyrk ls 
fu;fU=r fd;k tk ldrk gS D;ksafd xzUFk i=d ij ns; fnukad vafdr fd;k 
tkrk gSA  

7- ,d gh xzghrk i=d ij vusd xzUFk vknku fd;s tk ldrs gSaA  
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8- czkmu i)fr ds leku xzUFk i=d rFkk xzghrk i=d ds vyx gks tkus dh 
leL;k ugha gSA  

nks’k (Demerits) 

1 ,d ikBd fuf”pr la[;k ls vf/kd xzUFk ,d le; esa fuxZe djok ldrk gSA 
,slk fo”ks’k :Ik ls HkhM+&HkkM+ ds le; gks ldrk gSA 

2 dykrhr Lej.k i= Hkstus esa Hkh vlqfo/kk gksrh gS rFkk vf/kd le; yxrk gS 
D;ksafd ikBd dh lnL; la[;k ns[kdj lnL;rk vkosnu i= ls mldk iwjk 
irk fudkyuk iM+rk gSA  

3 bl i)fr esa xzUFk fuxZe&vkxe izfØ;k vR;Ur le;&lk/; gS D;ksafd fuxZe 
djrs le; xzUFk i=d ij lnL; la[;k vafdr djuh iM+rh gSA blds 
vfrfjDr rhu LFkkuksa ij vFkkZr~ xzUFk i=d ij] xzghrk i=d ij vkSj xzUFk esa 
layXu ns; fnukad i.khZ ij ns; fnukad Hkh vafdr djuk iM+rk gSA blh izdkj 
xzUFk vkxe djrs le; Hkh nks LFkkuksa vFkkZr~ xzghrk i=d ij rFkk xzUFk i=d 
ij izkfIr fnukad vafdr djuk vfuok;Z gksrk gSA 

4 fo”ks’k :Ik ls HkhM+&HkkM+ ds le; lnL; la[;k vafdr djus esa =qfV dh 
lEHkkouk jgrh gSA ,slk gksus ij ;fn lnL; }kjk xzUFk u ykSVk;k tk;s rks xzUFk 
[kksus ds lkFk&lkFk lk/kkj.kr;k xzUFkky; dh izfr’Bk rFkk dkfeZdksa dh izfr’Bk 
dks Hkh Bsl igq¡pus dh lEHkkouk jgrh gS D;ksafd xzUFk ml ikBd ls ek¡xk tkrk 
gS ftlus mldks fy;k gh ugha gSA  

5 blds vfrfjDr HkhM+&HkkM+ ds le; vFkok “kh?kzrk esa fdlh vU; xzUFk ds ns; 
fnukad ds le{k izkfIr fnukad vafdr dj nsus dh =qfV dh Hkh lEHkkouk jgrh gS 
D;ksafd ,d gh xzghrk i=d dh lgk;rk ls ,d le; esa vusd xzUFk fuxZe 
fd;s tkrs gSaA  

6 ;g i)fr O;;&lk/; Hkh gS D;ksafd nks midj.kksa vFkkZr~ xzUFk i=d rFkk xzghrk 
i=d dh  vko”;drk iM+rh gS tks nksuksa gh vkdkj esa cM+s gksrs gSa vkSj mi;ksx 
ds lkFk&lkFk Hkj tkrs gSaA  

7 ;fn vkosnu i=ksa dh nks izfr;k¡ HkjokbZ tk;sa rFkk mudks vyx&vyx O;ofLFkr 
fd;k tk;s&,d izfr dks lnL; la[;k vuqlkj rFkk nwljh izfr dks lnL; ds 
uke ds o.kkZuqØekuqlkj rks Lej.k i= Hkstus esa lqfo/kk rks jgrh gS ijUrq dkfeZdksa  
dk le; O;FkZ gh u’V gksrk gSA 

8 ;fn ikBd xzghrk i=d u yk,a rks vknku&iznku lEHko ugha gSA blh izdkj 
xzghrk i=d xqe gks tkus ls Hkh ijs”kkuh gksrh gSA  
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mi;kksfxrk & ftu xzUFkky;ksa esa xzUFk vknku&iznku cM+h la[;k esa gksrk gS ;g i)fr 
mi;qDr ugha gS ijUrq ftu xzUFkky;ksa esa vknku&iznku lhfer la[;k esa gksrk gS] bl 
i)fr dk mi;ksx lQyrkiwoZd fd;k tk ldrk gSA  

8-6-43 czkmu i)fr (Browne System) 

bl i)fr dks tUe nsus dk Js; uhuk bZ- czkmu (Nina E. Browne) uked 
vesfjdh efgyk xzUFkky;h dks gSA vki cksLVu esa ykbcszjh C;wjks dh xzUFkky;h FkhaA bl 
i)fr esa Hkh nks i=dksa dk mi;ksx fd;k tkrk gSA ;g iz.kkyh Hkkjr esa vR;Ur yksdfiz; 
fl) gqbZ gSA vesfjdh xzUFkky;ksa esa bldk fo”ks’k izpkj ugha gSA  

lkexzh  

1- xzUFk i=d % izfr xzUFk ,d xzUFk i=d dk fuekZ.k fd;k tkrk gS ftldks xzUFk 
esa fufeZr ,d FkSyh esa j[k fn;k tkrk gSA ;g xzUFk i=d eksVs dkxt ij fufeZr fd;k 
tkrk gSA ;g vkdkj esa NksVk gksrk gS vkSj blesa fuEukuqlkj lwpuk vafdr jgrh gSA 
dk;Z dh nf̀’V ls lkekU;r% 85 fe-eh- X 50 fe-eh- dk vkdkj mfpr jgrk gSA 

Øked vad % 2%51M95  N14 

xzUFkdkj  % xkSre ¼ts-,u-½ ,oa flag ¼fujatu½ 

vk[;k % iSzfDVdy eSuqvy vkWQ ;wfuolZy Msfley DyklhfQds”ku 

ifjxzg.k la[;k % 96035 

2- xzghrk i=d (Reader’s Ticket) % ikBdksa ds fy;s xzghrk i=dksa dk fuekZ.k 
fd;k tkrk gSA fdlh ikBd dks mrus gh xzghrk i=d iznku fd;s tkrs gSa ftrus xzUFk 
mldks ,d le; esa xzUFkky; ls vknku ij ysus dh ik=rk gksrh gSA bu ij ikBdksa dh 
lnL; la[;k] uke rFkk iwjk irk vafdr jgrk gSA fdUgha xzUFkky;ksa esa ikBd ,d le; 
esa ,d lkfgR; (Fiction) dh iqLrd rFkk ,d nwljs fo’k;ksa dh iqLrd vknku ij ysus dk 
vf/kdkjh gksrk gS ,slh fLFkfr esa fofHkUu jaxksa esa xzghrk i=d eqfnzr djok fy;s tkrs gSa 
ftlls xzUFk vknku&iznku dkfeZdksa dks vko”;d fu;U=.k j[kus esa lqfo/kk jgrh gSA 
bldks ,d FkSyh ds vkdkj esa fuEukuqlkj fufeZr djok ysrs gSa ftlesa ,d vksj ys[ku 
gsrq dkxt rFkk nwljh vksj lqǹ<+rk gsrq diM+k fpidk jgrk gSA budk vkdkj 50 X 50 
fe-eh- gksrk gSA bu ij fuEukuqlkj lwpuk vafdr dh tkrh gS & 

vxz Hkkx 

lnL; la[;k % -------------------- 

lnL; dk uke % pkSgku ¼jkds”k½ 
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irk % ,&5] Qty xat] dkuiqj ¼mÙkj izns”k½] eks- ----------------- bZ&esy ---------------------- 

vgLrkarj.kh; 

vfUre fnukad % 

ì’B Hkkx 

xzUFkky; dk uke rFkk eqgj 

3- Vsªt % xzghrk i=dksa dks O;ofLFkr j[kus ds fy, mfpr eki dh vko”;drkuqlkj 
la[;k esa VsªtA 

4- mijksDr lkexzh ds vfrfjDr izfr xzUFk esa ns; fnukad i.khZ rFkk mfpr eki dh 
xzUFk FkSyh layXu fpidh jgrh gS vkSj mfpr eki dh fnukad lanf”kZdkvksa (Date 

Guides) vkfn dh vko”;drk Hkh vU; i)fr;ksa ds ln`”; iM+rh gSA 

fuxZe izfØ;k (Charging)&ikBd xzUFk p;u djus ds Ik”pkr~ mldks vius 
xzghrk i=d ds lkFk izLrqr djrk gSA xzUFk vknku&iznku lgk;d] xzghrk i=d dh 
Hkyh&Hkk¡fr tk¡p djus ds Ik”pkr~ xzUFk dk xzUFk i=d] xzUFk FkSyh esa ls fudkydj ikBd 
ds xzghrk i=d esa tks FkSyh ds Lo:Ik esa fufeZr gksrk gS] j[k nsrk gSA bl le; og ;g 
Hkh tk¡p dj ysrk gS fd mDr xzUFk i=d] mDr xzUFk ls lacaf/kr gh gks D;ksafd ikBd 
}kjk vFkok vU; fdlh dkj.ko”k xzUFk i=d cny Hkh ldrk gSA xzUFk esa layXu ns; 
fnukad i.khZ ij ns; fnukad vafdr djds xzUFk ikBd dks ns nsrk gS rRi”pkr~ xzghrk 
i=d dks ftlesa xzUFk i=d j[kk gqvk gS] Øekad vad vFkok ifjxzg.k la[;k dh 
lgk;rk ls lEcfU/kr fnukad lanf”kZdk ds ihNs O;ofLFkr dj nsrk gSA bl izdkj izfØ;k 
lEiUu gksrh gSA  

vkxe izfØ;k (Discharging)& tc ikBd xzUFk dks okfil ykSVkuk pkgrk gS 
rks xzUFk vknku&iznku iVy ij izLrqr djrk gS tgk¡ lgk;d mDr xzUFk dh ns; 
fnukad i.khZ ls ns; fnukad ns[kdj ikBd dk xzghrk i=d ftlesa xzUFk i=d j[kk gqvk 
gksrk gS] [kkstrk gSA xzghrk i=d ikBd dks lkSai nsrk gS vkSj xzUFk&i=d dks xzUFk esa 
layXu FkSyh esa j[k nsrk gSA ;fn iqLrd foyEc ls izkIr gqbZ gks xbZ gks rks fu;ekuqlkj 
vfrns; “kqYd izkIr fd;k tkrk gSA bl izdkj vkxe izfØ;k lEiUu gksrh gSA 

dkykrhr iqLrdksa (Overdue Books) ds Lej.k i= % bl i)fr eas dkykrhr 
Lej.k i= fy[kus esa le; rFkk Je cgqr de yxrk gS D;ksafd xzghrk i=d esa ikBd 
dk uke rFkk irk vafdr jgrk gS tks xzUFk i=d ds lkFk layXu jgrk gS tks xzUFk ns; 
fnukad ds Ik”pkr~ Hkh okfil ugha vkrs muds fy;s ,d fuf”pr vof/k chr tkus ij 
Lej.k i= fy[ks tkrs gSaA dkykrhr Lej.k i=ksa dk ys[kk j[kus ds fy;s ,d fo”ks’k 
izdkj ds i=d Niok fy;s tkrs gSaA  
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iquZfuxZeu (Renewals)%& ikBd ls xzUFk iquZfuZxeu gsrq vkosnu izkIr gksus ij 
xzUFk i=d dks [kkst dj mlesa ,d ladsr ftl ij ** iquZfuZxeu** “kCn vafdr jgrk gS 
Mky fn;k tkrk gSA bl ladsr ij iquZfuZxZeu ds ckjs esa iw.kZ lwpuk vafdr dh tkrh gSA 
dqN xUFkky;ksa esa iquZfuZxeu ds Ik”pkr~ xzghrk i=d dks ftlesa xzUFk i=d layXu jgrk 
gS] uohu ns; fnukad ds vUrXkZr O;ofLFkr fd;k tkrk gS fdUrq dqN xzUFkky;ksa esa mldks 
ewy ns; fnukad ds vUrxZr gh O;ofLFkr j[kuk mfpr le>k tkrk gS D;ksafd xzUFk ij 
rks ogh fnukad vafdr jgrk gSA  

xzUFk vkj{k.k (Reservation)- ftu xzUFkksa ds vkj{k.k ds fy;s ikBdksa }kjk 
vkosnu fd;k tkrk gS muds xzUFk i=dksa dks ,d&,d djds fuxZe Vsª (Charge Tray) esa 
[kkstk tkrk gS vkSj buesa ,d **ladsr** Mky fn;k tkrk gSA tc og xzUFk okfil vkrk 
gS rks mDr ladsr] lgk;d dks xzUFk vyx j[kus ds fy, Lèfr&lgk;d ds :Ik esa dk;Z 
djrk gS rRi”pkr~ lacaf/kr ikBd dks lwpuk Hkst nh tkrh gSA   

xq.k (Merits) 

1- U;wvkdZ i)fr ds foijhr bl i)fr dk loZizeq[k ykHk gS xzUFkky; foKku ds 
prqFkZ lw= dks iw.kZ lUrks’k izkIr gksrk gS & vFkkZr~ xzUFk fuxZe esa le; cgqr de 
yxrk gS D;ksafd lgk;d dks dgha dqN fy[kuk ugha iM+rk dsoy xzUFk ns; 
fnukad i.khZ ij ns; fnukad vafdr djuk iM+rk gSA  

2- U;wvkdZ i)fr dh Hkkafr bl i)fr esa Hkh iw.kZ lwpuk jgrh gS fd dksbZ fof”k’V 
xzUFk fdl ikBd ds ikl gS vkSj dc mlds okfil vkus dh lEHkkouk gSA 

3- U;wvkdZ i)fr ds leku blesa Hkh HkhM+&HkkM+ ds le; xzUFk vknku&iznku dk;Z  

dbZ lgk;dksa }kjk lEiUu fd;k tk ldrk gSA  

4- U;wvkdZ i)fr ds leku blesa Hkh ikBd }kjk vius xzghrk i=dksa dk mi;ksx 
xzUFkky; dh fdlh Hkh “kk[kk esa fd;k tk ldrk gSA  

5- U;wvkdZ i)fr ds leku blesa xzUFk i=d ij ns; fnukad vafdr ugha jgrk rks 
Hkh bl i)fr esa fofHkUu vknku vof/k;ksa tSls 7 fnu] 14 fnu] 1 ekg vkfn dks 
ljyrk ls fu;U=.k fd;k tk ldrk gSA  

6- blesa ,slk dksbZ dk;Z ugha gS tSls xzghrk i=d ls ns[kdj xzUFk i=d ij lnL; 
la[;k vafdr djuk vkfnA vr% ,slh fdlh izdkj dh xyrh dh Hkh vk”kadk ugha 
jgrh ftldh lEHkkouk U;wvkdZ iz.kkyh esa cgqr vf/kd jgrh gSA  

7- dkykrhr (Overdue) xzUFkksa] ds Lej.k i= fy[kuk dkQh ljy gksrk gS D;ksafd 
xzghrk i=d] xzUFk i=d ls layXu gh gksrk gSA ftl ij ikBd dk uke rFkk 
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iwjk irk vafdr jgrk gSA vr% ikBd dk irk Kkr djus ds fy, fdlh vU; 
ys[ks dh tk¡p&iM+rky ugha djuh iM+rhA  

8- ikBd dks mrus gh xzghrk i=d fn;s tkrs gSa ftrus xzUFk] xzUFkky; ls ,d 
le; esa vknku ij izkIr djus dh mldh ik=rk gksrh gSA vr% dkfeZdksa dks 
dk;Z lapkyu esa lqfo/kk jgrh gS D;ksafd ,d ikBd ,d le; esa fuf”pr la[;k 
esa gh xzUFk vknku ij ys lds] bl laca/k esa Loeso fu;U=.k gks tkrk gSA U;wvkdZ 
i)fr esa ,slk ugha gksrkA  

9- ikBd dks xzUFk izkfIr dh jlhn ds :Ik esa xzghrk i=d ns fn;k tkrk gSA ;fn 
xzghrk i=d ikBd ds ikl gS rks ml xzghrk i=d ds vk/kkj ij mlds ikl 
xzUFkky; dk dksbZ xzUFk ugha gS ijUrq ;fn xzUFkky; ds ikl gS rks ml xzghrk 
i=d ds vk/kkj ij ikBd ds ikl ,d xzUFk gSA U;wvkdZ i)fr esa ,slk ugha gSA  

nks’k (Demerits) 

1- U;wvkdZ i)fr dh Hkkafr bl iz.kkyh es Hkh fcuk xzghrk i=d yk;s] ikBd dks 
xzUFk vknku ugha fd;k tk ldrkA 

2- U;wvkdZ i)fr ds leku bl iz.kkyh esa Hkh xzghrk i=d xqe gks tkus dh 
lEHkkouk jgrh gS ftlls ikBd rFkk xzUFkky; nksuksa dks vlqfo/kk gksrh gSA 

3- bl i)fr esa xzUFk ds mi;ksx dk dksbZ fuf”pr ys[kk ugha jgrk gS u rks ;s Hkh 
Kkr gks ldrk gS fd fdlh fof”k’V xzUFk dks fdrus ikBdksa us i<+k gS vkSj u gh 
;g Kkr gks ldrk gS fd fdlh fof”k’V ikBd us dkSu&dkSu ls xzUFk i<+ j[ksa 
gSaA U;wvkdZ i)fr esa mijksDr ys[kk jgrk gSA  

4- bl i)fr esa ,d le; esa ,d xzghrk i=d ij dsoy ,d gh xzUFk vknku 
fd;k tkrk gSA vr% ikBdksa dks ,d fuf”pr la[;k esa xzghrk i=d nsus iM+rs gSa 
ftuds fufeZr djus esa le; Hkh yxrk gS vkSj lkexzh HkhA ikBd Hkh blls 
izlUu ugha jgrs D;ksafd mudks dbZ xzghrk i=d lgstus iM+rs gSaA U;wvkdZ 
i)fr esa ,slk ugha gSA  

5- bl i)fr esa fuxZe Vsª dks O;ofLFkr djus ds fy, cgqr txg dh vko”;drk 
iM+rh gSA fo”ks’k :Ik ls xzUFk vkxe djrs le; lgk;d dks cgqr ?kweuk fQjuk 
iM+rk gS tks vlqfo/kktud jgrk gSA U;wvkdZ iz.kkyh esa ,slk ugha gSA 

6- bl i)fr esa u rks xzUFk i=d ij vkSj u xzghrk i=d ij dgha ns; fnukad 
vafdr jgrk gS vkSj u gh ,d nwljs dk laca/k vafdr jgrk gSA vr% Hkwyo”k 
;fn xzUFk i=d fdlh xyr fnukad esa O;ofLFkr gks tkos vFkok xzUFk i=d rFkk 
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xzghrk i=d ,d nwljs ls vyx gks tk;sa rks cM+h dfBukbZ dk lkeuk djuk 
iM+rk gSA U;wvkdZ iz.kkyh esa ,slk ugha gSA  

7- ikBd ds ikl flok; xzUFk ds dgha vkSj ;g lwpuk vafdr ugha jgrh fd mlds 
ikl xzUFkky; ds fdrus xzUFk gSa vkSj mudks dc&dc okfil ykSVkuk gS \ 
U;wvkdZ iz.kkyh esa ikBd ds ikl lwpuk jgrh gSA  

mi;ksfxrk &mijksDr vusd nks’kksa ds gksrs gq, Hkh czkmu iz.kkyh fczfV”k rFkk Hkkjrh; 
xzUFkky;ksa esa vR;Ur yksdfiz; fl) gqbZ gSA bldk eq[; dkj.k fuxZeu&dk;Z esa 
xfr”khyrk gSA  

8-6-44 MsVªkbV LofuxZe i)fr (Detroit Self – Charging System) 

bl i)fr dk tUe lu~ 1929 esa la;qDr jkT; vejhdk ds MsVªkbV tu xzUFkky; 
esa gqvkA bldks fodflr djus dk Js; jkYQ ,- mYosfyax (Ralhp A. Ulveling) dks 
ekurs gSaA bl i)fr dh dk;Z iz.kkyh U;wvkdZ fuxZe i)fr ds vuq:Ik gh gS tks fuEu 
fooj.k ls Li’V gks jgk gS& 

lkexzh  

1- ifjp; i=d vFkok lnL;rk i=d % U;wvkdZ i)fr esa ikBdksa dks xzghrk i=d 
iznku fd;s tkrs gSa fdUrq bl i)fr esa dsoy ifjp; i= vFkok lnL;rk i=d 
iznku fd;s tkrs gSaA 

2- xzUFk i=d % U;wvkdZ iz.kkyh ds leku izfr xzUFk ,d xzUFk i=d rS;kj fd;k 
tkrk gSA 

3- igys ls gh ns; fnukad vafdr ns; fnukad i=d (Predicted date due cards)% 
bl i)fr esa vU; i)fr;ksa ds leku xzUFkksa esa ns; fnukad i.khZ layXu ugha 
jgrh gS vfirq igys ls gh ns; fnukad vafdr ns; fnukad i=d (Predicted 

date due date) dk mi;ksx fd;k tkrk gS tks xzUFk vknku&iznku iVy ij j[ks 
jgrs gSaA 

4- Vsª (Trays) &xzUFk i=dksa dks O;ofLFkr j[kus ds fy;s mfpr eki dh 
vko”;drkuqlkj la[;k esa Vsªt dh vko”;drk gksrh gSA 

5- mijksDr lkexzh ds vfrfjDr izfr xzUFk esa ,d xzUFk FkSyh layXu jgrh gSA 
mfpr eki ds fnukad lanf”kZdk i=dksa vkfn dh Hkh vko”;drk iM+rh gSA  

fuxZe izfØ;k % ikBd }kjk lgk;d ds le{k xzUFk fuxZe djokus ds fy;s izLrqr 
djus ls iwoZ] rRlaca/kh xzUFk ds xzUFk i=d esa vius gLrys[k esa viuk lnL; Øekad 
vafdr dj fn;k tkrk gSA lgk;d] ikBd ds ifjp; i=d ls mldh tk¡p djus ds 
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Ik”pkr~ xzUFk FkSyh esa igys ls gh ns; fnukad vafdr] ns; fnukad i=d esa j[k nsrk gS 
vkSj xzUFk ikBd dks ns nsrk gSA ikBd dks xzUFk nsus ls iwoZ xzUFk i=d ij ns; fnukad 
vafdr dj ysrk gS rRi”pkr~ ns; fnukad ds vUrxZr vuqofxZd Øe vFkok ifjxzg.k 
la[;kuqlkj xzUFk i=dksa dks O;ofLFkr dj fy;k tkrk gSA bl izdkj fuxZe izfØ;k 
lEiUu gksrh gSA  

vkxe izfØ;k % tc ikBd xzUFk dks vkxe ds fy;s izLrqr djrk gS rks lgk;d 
mDr xzUFk ds ns; fnukad i=d ls fnukad ns[kdj mDr fnukad ds vUrxZr mDr xzUFk 
ls lacaf/kr xzUFk i=d [kkst ysrk gS vkSj xzUFk rFkk i=d dh Hkyh Hkkafr tkap djus ds 
Ik”pkr~ xzUFk i=d dks xzUFk FkSyh esa j[k nsrk gS vkSj ns; fnukad i=d xzUFk FkSyh esa ls 
fudky ysrk gSA ;fn xzUFk dkykrhr gks x;k gks rks ikBd ls dkykrhr “kqYd izkIr dj 
fy;k tkrk gSA bl izdkj vkxe fØ;k lEiUu gksrh gSA  

dkykrhr xzUFkksa ds Lej.k i=] iquZfuZxeu rFkk xzUFk vkj{k.k % ;g lc dk;Z 
U;wvkdZ iz.kkyh dh Hkkafr gh lEiUu fd;s tk ldrs gSaA  

xq.k (Merits) % lkekU;r% blesa U;wvkdZ i)fr ds leLr xq.k fo|eku gSaA 
xzghrk i=d dk dk;Z ifjp; i= ls fy;k tkrk gS ijUrq mlesa ns; fnukad vkfn dksbZ 
lwpuk vafdr ugha dh tkrhA vr% ikBd ds ikl U;wvkdZ iz.kkyh ds leku xzUFk ls 
vyx dksbZ vkys[k ugha gksrk fd mlds ikl xzUFkky; ds fdrus xzUFk gSa vkSj mUgsa dc 
ykSVkuk gS \ 

1 dkfeZdkas dk le; lnL; Øekad vafdr djus esa rFkk ns; fnukad i=d ij 
fnukad vafdr djus esa O;; u gksus ds dkj.k fuxZe] dk;Z esa vf/kd xfr vk 
tkrh gS vkSj ikBdksa rFkk dkfeZdksa dk le; cprk gSA xzUFk vkxe dk;Z Hkh 
dkQh xfriw.kZ jgrk gSA  

2 U;wvkdZ iz.kkyh ds leku lnL;&Øekad  vafdr djus esa xyrh dh lEHkkouk 
ugha jgrh D;ksafd og ikBdksa }kjk Lo;a vafdr fd;k tkrk gS vkSj lgk;d }kjk 
tkap fy;k tkrk gSA 

3 ikBdksa esa mÙkjnkf;Ro rFkk LokfeRo dh Hkkouk dk mn; gksrk gS rFkk bl izdkj 
muds ân; esa xzUFkky; rFkk xzUFkksa ds izfr viuRo dh Hkkouk dk fodkl gksrk 
gSA 

4 xzUFk esa fdlh izdkj dh ns; fnukad i.khZ vkfn u fpidkus ds dkj.k xzUFk] 
LoPN rFkk vkd’kZd cuk jgrk gSA  

nks’k (Demerits) 
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1 ,d ikBd fuf”pr la[;k ls vf/kd xzUFk ,d le; esa fuxZe djok ldrk gSA 
nwljs “kCnksa esa izfr ikBd ,d le; esa vf/kd ls vf/kd fdrus xzUFk fuxZe fd;s 
tk ldrs gSa] bl laca/k esa dksbZ fu;U=.k lEHko ugha gSA bl i)fr esa ikBdksa 
dks cgqr bZekunkj vkSj mÙkjnk;h gksuk vko”;d gSA  

2 dkykrhr xzUFkksa ds Lej.k i= Hkstus esa vlqfo/kk gksrh gS rFkk vf/kd le; 
yxrk gS D;ksafd ikBd dh lnL; la[;k ns[kdj lnL;rk vkosnu i= ls 
mldk iwjk irk fudkyuk iM+rk gSA  

3 lqfo/kk dh nf̀’V ls vkosnu i=ksa dh nks izfr;k¡ Hkjokuk rFkk mudks 
vyx&vyx] ,d izfr dks lnL; la[;kuqlkj rFkk nwljh izfr dks lnL;ksa ds 
uke ls vkuqof.kZd Øe esa O;ofLFkr djuk vko”;d gks tkrk gSA vr% dkfeZdksa 
dk vkSj vf/kd le; u’V gksrk  gSA  

4 ikBd }kjk Hkh tkus vFkok vutkus esa viuk lnL; Øekad xyr vafdr fd;k 
tk ldrk gS vkSj mlds nq’ifj.kke xzUFkky; dks Hkksxus iM+ ldrs gSaA vr% 
vR;Ur lko/kkuh dh vko”;drk iM+rh gSA  

mi;ksfxrk & mijksDr i)fr okLro esa U;wvkdZ iz.kkyh dk gh ,d :Ik gS ftlesa xzghrk 
i=d uke vfHkys[k dks R;kxdj mlds ykHk rFkk gkfu;k¡ vftZr dh xbZ gSA bl i)fr 
ds mi;ksx ds fy;s ikBdksa dk vf/kd mÙkjnk;h] bZekunkj rFkk Hkyh&Hkkafr f”kf{kr gksuk 
vko”;d gSA  

8-6-45 Vksdu fuxZe iz.kkyh (Token Charging System) 

lu~ 1954 esa yUnu ds osLVfefuLVj tu xzUFkky; ds izfl) xzUFkky;h] 
EkSdkWyfou (L.R. McColvin) }kjk bl i)fr dk fodkl fd;k x;kA MsVªkbV LofuxZe 
iz.kkyh dh Hkkafr bl i)fr esa Hkh ikBdksa dk bZekunkj rFkk mÙkjnk;h gksuk vko”;d 
gSA  

lkexzh  

1 lnL;rk i=d % ikBdksa dks dsoy ,d lnL;rk i=d iznku fd;k tkrk gS 
ftl ij ikBd dk lnL;rk Øekad] uke rFkk iwjk irk vafdr jgrk gS vkSj 
iqLrdky;k/;{k ds gLrk{kj jgrs gSaA ;g dsoy ,d o’kZ rd oS| jgrk gSA 

2 IykfLVd ds vFkok fdlh /kkrq ds Ik;kZIr la[;k esa Vksdu fufeZr djok fy;s 
tkrs gSa rFkk izfr ikBd dks mrus gh Vksdu fn;s tkrs gSa ftrus xzUFk og 
xzUFkky; ls ,d le; esa vknku ij ysus dh ik=rk j[krk gSA  

fuxZe izfØ;k % ikBd xzUFk ds lkFk ,d Vksdu lgk;d ds le{k izLrqr djrk 
gS vkSj lgk;d ds iw.kZ lUrks’k ds fy;s viuk lnL;rk i=d Hkh fn[kkrk gSA lgk;d 
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ns; fnukad i.khZ ij ns; fnukad vafdr djds xzUFk ikBd dks ns nsrk gS rFkk Vksdu 
vius ikl j[k ysrk gS ftu ij u dqN vafdr fd;k tkrk gS vkSj u mudks fdlh Hkh 
Øe ls O;ofLFkr fd;k tkrk gSA  

vkxe izfØ;k % tc ikBd xzUFk okfil djus ds fy;s vknku&iznku iVy ij 
izLrqr djrk gS rks mlds cnys eas ,d Vksdu ns fn;k tkrk gSA dkykrhr xzUFkksa dk 
dkykrhr “kqYd izkIr dj fy;k tkrk gSA bl izdkj vkxe fØ;k lEiUu gks tkrh gSA 

bl iz.kkyh esa izfr ikBd fdrus Vksdu fn;s x;s gSa rFkk dqy fdrus Vksdu leLr 
ikBdksa dks fn;s x;s gSa] bldk vfHkys[k j[kuk vR;Ur vko”;d gSA  

o’kZ ds vUr esa ikBd dks leLr Vksdu xzUFkky; esa okfil djus iM+rs gsaA xqe 
gq, Vksduksa ds fy, izfr Vksdu ,d fuf”pr fu/kkZfjr jkf”k pqdkuh iM+rh gSA Hkkjrh; 
tu xzUFkky;ksa esa ;g jkf”k :0 50-00 j[kh tk ldrh gSA blh izdkj tc dksbZ ikBd 
Vksdu xqe gks tkus dh lwpuk nsrk gS vkSj mlds cnys esa nwljk Vksdu pkgrk gS rks 
mldks Hkh ;gh jkf”k Hkjuh iM+rh gSA  

xq.k (Merits) 

1 mijksDr iz.kkyh vR;Ur ljy iz.kkyh gS rFkk fuxZe&vkxe dk;Z esa vf/kdre 
xfr ykus esa l{ke gS D;ksafd bl iz.kkyh esa fdlh izdkj dk ys[ku dk;Z vkfn 
ugha djuk iM+rkA  

2 ikBd }kjk fu/kkZfjr la[;k esa gh xzUFk fuxZe djok;s tk ldrs gSaA  

nks’k (Demerits) 

1 bl i)fr esa fuxZe iz.kkyh }kjk iwoZ esa visf{kr fdUgha Hkh iz”uksa dk mÙkj izkIr 
ugha gksrk vFkkZr~ dkSu lk xzUFk fdl ikBd ds ikl gS vkSj dc okfil vkus dh 
lEHkkouk gS \ 

2 ikBdksa }kjk xzUFk u ykSVkus ij vFkok fuf”pr vof/k ls iwoZ xzUFk dh 
vko”;drk gksus ij Lej.k i= Hkstuk lEHko ugha  gSA 

3 dqN ikBdksa }kjk xzUFkky; ls cgqewY; rFkk nqyZHk xzUFk fuxZe djkds mUgsa vius 
ikl j[kdj Vksdu xqe gks tkus dh lwpuk nh tk ldrh gSA bl fLFkfr esa 
xzUFkky; muls dsoy ,d fuf”pr jkf”k gh ysus dk vf/kdkjh gksrk gSA  

4 vusd ikBdksa dks Vksdu xqe gks tkus dh fLFkfr esa fu/kkZfjr jkf”k Hkjuh iM+rh 
gSA tcfd lEHko gS mu Vksduksa ij xzUFkky; ls dksbZ Hkh xzUFk fuxZe u gqvk 
gksA bl izdkj lnL;ksa esa vlUrks’k O;kIr gks ldrk gSA 

mi;ksfxrk& bl i)fr dh dksbZ fo”ks’k mi;ksfxrk nf̀’Vxkspj ugha gksrhA bldk izpyu  
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tu xzUFkky;ksa esa fd;k tk ldrk gS c”krsZa fd ikBd vR;Ur bZekunkj rFkk 
mRrjnkf;Roiw.kZ gksA  

vH;kl iz”u & 2 

fuEufyf[kr iz”uksa ds mRrj nhft,A 

1- czkmu i)fr dks tUe nsus dk Js; fdls tkrk gS \ 

2- U;wvkdZ i)fr dk vkfoHkkZo dc gqvk \ 

3- [kkrk cgh iz.kkyh fdu iqLrdky;ksa ds fy, mi;qDr gS \ 

8-6-5 vU; fuxZe&vkxe i)fr;k¡ (Other Charging Systems) 

mijksDr izeq[k xzUFk fuxZe&vkxe i)fr;ksa ds vfrfjDr fuEufyf[kr 
fuxZe&vkxe i)fr;ksa dk vkfo’dkj rFkk fodkl la;qDr jkT; vesfjdk rFkk vU; 
if”peh ns”kksa esa fd;k x;k gSA fdUrq og Hkkjrh; xzUFkky;ksa esa izpfyr ugha gSA bldk 
izeq[k dkj.k ;g gS fd muesa ;U=ksa vkfn dh vko”;drk iM+rh gSA vr% ;gk¡ bu 
i)fr;ksa dh dsoy lwph gh izLrqr dh tk jgh gSA  

fVIi.kh % foLrr̀ o.kZu ds fy;s gsyu FkkuZVu xhj (Helen Thornton Geer) ds 

**(Charging Systems)’’ uked xzUFk dk v/;;u fd;k tk ldrk gSA  

1 Mcy dkWy fLyi fuxZe i)fr (Double call slip charging system)% bl i)fr 
ds nks :Ik fuEukafdr xzUFkky;ksa esa viuk;s x;s gSa %  

1- dksyfEc;k i)fr (Columbia system) % bl i)fr dk fodkl rFkk 
izpyu dksyfEc;k fo”ofo|ky;hu xzUFkky; esa lu~ 1952 esa fd;k x;kA  

2- felkSjh i)fr (Missouri system)% bl i)fr dk fodkl rFkk izpyu 
lu~ 1951 esa felkSjh fo”ofo|ky;hu xzUFkky; esa fd;k x;k A  

2 jaxhu i=d fuxZe i)fr (Coloured card charging system)% bl i)fr dk 
tUe cksfn;u egkfo|ky;hu xzUFkky; esa gqvkA  

3 Mcy fjdkMZ fuxZe i)fr (Double record charging system)% la;qDr jkT; 
vesfjdk ds vusd fo”ofo|ky;hu rFkk egkfo|ky;hu xzUFkky;ksa esa bl i)fr dks 
viuk;k x;k gSA  

4 VSsc fuxZe i)fr;k¡ (Tab charging systems)% fuEu izdkj dh fofHkUu i)fr;k¡ 
VSsc fuxZe i)fr;ksa ds vUrxZr vkrh gSa %& 
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1- VSsc FkSyh fuxZe i)fr (Tab pocket charging system) % bl i)fr ds 
vkfo’dkj djus dk Js; QsysDl bZ- LukbMj (Felix E. Snider) dks gSA 
vki la;qDr jkT; vejhdk esa dsUV xzUFkky; ds xzUFkky;h FksA 

2- LdkWp Vsi VsSCl (Scotch tape tabs) % bldk vkfo’dkj lu~ 1942 esa 
fofy;e iSVlZu jhM (William Patterson Reid) }kjk fd;k x;kA vki 
ml le; fe”khxu fo”ofo|ky;hu xzUFkky; esa dk;Z djrs FksA  

3- MsV VSsCl (Date tabs) % bl i)fr dk loZizFke izpyu ukFkZ dsjksfyuk 
fo”ofo|ky; ds efgyk egkfo|ky; esa fd;k x;kA  

4- baDM VsSCl (Inked tabs) % loZizFke bl i)fr dk izpyu okaf”kxVu ds 
fVªfuVh egkfo|ky;hu xzUFkky; esa lu~ 1941 esa fd;k x;kA  

5- flxuy VSsCl (Signal tabs) % loZizFke bl i)fr dk izpyu okaf”kxVu 
ds fVªfuVh egkfo|ky;hu xzUFkky; esa lu~ 1941 esa fd;k x;kA  

5 ifjxzg.k la[;k fuxZe i)fr (Accession number charging system) % bl 
i)fr dk izpyu gkoZMZ fo”ofo|ky; ds yseksUM xzUFkky; esa lu~ 1949 esa gqvk FkkA  

6 iaPM dkMZ fuxZe i)fr (Punched card charging system)% bl i)fr dk 
mi;ksx loZizFke jkYQ- ,p- ikdZj (Ralhp H. Parker) ds }kjk VsDlkWt 
fo”ofo|ky;hu xzUFkky; esa lu~ 1936 esa fd;k x;kA  

7 foftfcy fjdkMZ fuxZe i)fr (Visible record charging system)% bl izdkj dh 
nks i)fr;ka iz;ksx esa ykbZ xbZ gSa % 

1- Msedks foftfcy fjdkMZ fuxZe i)fr (Demco visible record charging 

system) 

2- jseUxVu jsUM bUMsDl foftfcy i)fr (Remington rand index visible 

system) 

8 osu dkmUVh fuxZe i)fr (Wayne County charging system)% bl i)fr dk 
mi;ksx lu~ 1948 esa okYVj ,p- dSlj (Walter H. Kaiser) }kjk oSu dkmUVh 
xzUFkky; esa fd;k x;kA  

9 vkbZ- ch- ,e- ifjlapj.k fu;U=.k i)fr (I.B.M. Circulation control system) % 
bl i)fr ds vkfo’dkj dk Js; bUVjus”kuy fcftusl e”khUl dkWjiksjs”ku dks gSA  

10 vkbZ- ch- ,e- eksfMfQds”ku (I.B.M. Modification)% mijksDr i)fr ds Åij tktZ 
MCY;w- ;ax (George W. Young) us lq/kkj fd;kA  
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11 e”khu fuxZe i)fr (Machine charging system)% e”khu i)fr;ksa esa fuEufyf[kr 
nks i)fr;ksa ds uke fo”ks’k :Ik ls fy;s tkrs gSa %  

1- fMdesu xzUFk fuXkZe (Dickman book charging system)% bl e”khu dk 
fuekZ.k lu~ 1927 esa U;w;kdZ dh yk;cszjh ,Qhfl;sUlh dkWjiksjs”ku us fd;k 
FkkA  

2- xsykMZ fuxZe i)fr (Gaylord charging system) % bl e”khu dk fuekZ.k 
lu~ 1932 esa xsykMZ cznlZ us fd;k FkkA  

12 vksfM;ks fuxZe i)fr (Audio-charging system) %bl i)fr dk mi;ksx loZizFke 
lsUV yqbl dkmUVh tu xzUFkky; esa lu~ 1948 esa gqvk FkkA ;g iz.kkyh fMDVkQksu 
fuxZe i)fr (Dictaphone charging system) ds uke ls Hkh izfl) gSA 

13 QksVks fuxZe i)fr (Photo charging system)% bl i)fr dks tUe nsus dk Js; 
jsYQ vkj- “kk- (Ralph R Shaw)dks gSA vki la;qDr jkT; vesfjdk ds df̀’k foHkkx 
xzUFkky; esa xzUFkky;h FksA  

vH;kl iz”u (Questions for Exercise)- 3 

fuEufyf[kr iz”uksa ds mRrj nhft, \ 

1- dksyfEc;k fo”ofo|ky; esa dksyfEc;k i)fr dk izpyu dc izkjEHk gqvk Fkk \ 

2- fulkSjh i)fr dk izpyu dgk¡ izkjEHk fd;k x;k \ 

3- MsVªkbV Lo&fuxZe i)fr dk tUe 1929 esa dgk¡ gqvk Fkk \ 

8-6-6 dEI;wVj vk/kkfjr i)fr (Computer Based System) 

bl dEI;wVj ;qx esa izR;sd dk;Z dEI;wVj ds ek/;e ls lEiUu fd, tk jgs gSaA 
iqLrdksa dk fuxZe&vkxe dk;Z Hkh blls vNwrk ugha jgkA Lopkfyr vFkok dEI;wVj 
iz.kkyh ds vUrxZr izys[kksa ds vknku&iznku dk dk;Z dEI;wVj ds ek/;e ls fd;k tkrk 
gSA fiNys rhu&pkj n”kdksa esa dEI;wVj rFkk lwpuk izkS|ksfxdh esa gq, fodkl us xazFkky; 
Lopkyu (Library Automation) dh vo/kkj.kk dk fodkl fd;k gS ftlds }kjk xazFkky; 
dh leLr xfrfof/k;ksa dk ;kaf=dhdj.k vFkok dEI;wVjhdj.k dj fn;k tkrk gSA 
dEI;wVj vk/kkfjr vknku&iznku ds igys xazFkky; lkW¶Vos;j esa leLr xazFkky; ds 
izys[kksa dk ,d MsVkcsl rS;kj fd;k tkrk gS] ftlesa xzaFkksa ls lacaf/kr leLr vfHkys[k 
lfEefyr gksrs gSa rFkk ,d vU; Qkby cukbZ tkrh gS] ftlesa lHkh iathd`r ikBdksa ls 
lacaf/kr fjdkWMZ lfEefyr gksrs gSaA xazFkksa ds vknku ds fy, izk;% ckjdksM iz.kkyh dk 
mi;ksx fd;k tkrk gSA bl gsrq leLr izys[kksa ij dEI;wVj iBuh; (Computer 
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Readable)  ckjdksM LVhdj yxk;s tkrs gSa tks fd xzaFk dk fjdkMZ dEI;wVj  esa n”kkZrk 
gS tks fd ikBd dk C;kSjk dEI;wVj esa n”kkZrk gSA bu ckjdksM yscyksa dks ckjdksM jhMj 
dh lgk;rk ls dEI;wVj }kjk jhM fd;k tkrk gSA tc dksbZ iqLrd fdlh ikBd dks 
iznku djuk gksrk gS rks mlds igpku i= ij yxs ckjdksM dks dEI;wVj ckjdksM jhMj 
}kjk LdSu fd;k tkrk gS ftlls ml ikBd dk xzaFkky; laca/kh lEiw.kZ fooj.k dEI;wVj 
LØhu ij vk tkrk gS rFkk ftl xzaFk dks iznku fd;k tkuk gS mlds ckjdkM yscy dks 
Hkh ckjdksM jhMj }kjk LdSu fd;k tkrk gS rFkk dEI;wVj dks vko”;d funsZ”k nsus ij 
og xazFk ml ikBd ds [kkrs esa (Account) lso (Save) gks tkrk gS rRi”pkr~ ikBd dks 
mlds xazFk izkfIr dh ,d jlhn fiazV djds xazFk ds lkFk iznku dj nh tkrh gSA tc 
ikBd xazFk okil djrk gS rc xazFk ds ckjdksM yscy dks LdSu fd;k tkrk gS rc xzaFk 
,oa ikBd dk C;kSjk LØhu ij vk tkrk gSA dEI;wVj dks funsZ”k nsus ij og xazFk okil 
(Return) gks tkrk gSA vko”;drk iM+us ij okilh laca/kh jlhn Hkh ikBd dks nh tk 
ldrh gSA xazFkky; ckjdksM uEcj ds fy, xazFk dh ifjxzg.k la[;k dk mi;ksx fd;k 
tkrk gSA  

xazFkksa ds vkj{k.k ds fy, lkW¶Vos;j esa mifLFkr vkj{k.k (Reservation) fodYi 
ds ek/;e ls xazFk dh ifjxzg.k la[;k dks dEI;wVj esa Vkbi fd;k tkrk gS rFkk ftl 
ikBd dks vkjf{kr fd;k tkuk gS mldh igpku la[;k Vkbi djds vko”;d funsZ”k 
fn;s tkus ij dEI;wVj ml xazFk dks vkjf{kr dj nsrk gS rFkk tc og xazFk okil 
(Return) fd;k tkrk gS rks dEI;wVj ml xazFk ds vkj{k.k laca/kh ladsr nsrk gS ftlls 
ml xazFk ds vkj{kd ikBd dks lwfpr dj fn;k tkrk gSA  

vc rks vusd iqLrdky;ksa esa vkj- ,Q- vkbZ- Mh- flLVe yxk fn;k x;k gS 
ftuesa iqLrd esa eSXusfVd fpi yxk nh tkrh gSA ;g flLVe LVkWd lR;kiu] pksjh 
jksduk rFkk fuxZe&vkxe ds fy, vR;Ur mi;ksxh fl) gqbZ gSA  

8-7 lkjka”k (Summary) 

bl bdkbZ ds v/;;u ds Ik”pkr~ vki ;g tku pqds gksxsa fd iqLrdksa dk 
vknku&iznku ;k fuxZe&vkxe dk;Z fdlh iqLrdky; dh vR;Ur egRoiw.kZ izfØ;k gSA 
iqLrdksa ds fuxZe&vkxe dh vusd i)fr;k¡ gSaA dkSu lh i)fr mi;qDr gS ;g 
iqLrdky;ksa ds vkdkj&izdkj ij Hkh fuHkZj djrk gSA orZeku esa rks iqLrdky;ksa ds 
vk/kqfudhdj.k dk dk;Z rhoz xfr ls py jgk gSA blfy, izkphu i)fr;k¡ yxHkx yqIr 
gksrh tk jgh gSaA iqLrdky;ksa esa mi;ksx fd;s tk jgs lkW¶Vos;j esa iqLrd fuxZe&vkxe 
dh lqfo/kk gksrh gSA lkW¶Vos;j ds ek/;e ls gh ckjdksM fØ,V dj xzUFkksa esa fpidk fn;s 
tkrs gSaA cM+s&cM+s iqLrdky;ksa esa rks vkj- ,Q- vkbZ- Mh- ds ek/;e ls fuxZe&vkxe ds 
dk;Z fd, tk jgs gSaA  



पÖु तकालय एवं सचूना केÆ þŌ का ÿबÆ धन                                                           BLIS-102 

उ°राखÁ ड मु³ त  िवÔ विवīालय  151 
 

8-8 “kCnkoyh (Glossary) 

1- fuxZe&vkxe  &  iqLrdksa dks vknku&iznku djus dh izfØ;k 

2- vkj- ,Q- vkbZ- Mh-  &  jsfM;ks fÝDo,alh vk;MsUVhfQds”ku VsDuksykWth 

3- ifjlpaj.k  &  iqLrdksa dh vknku&iznku izfØ;k 

8-9 vH;kl iz”uksa ds mRrj (Answer of Questions for Exercise) 

vH;kl iz”u & 1 

1- le; vfHkys[k] xazFk vfHkys[k rFkk ikBd vfHkys[k D;k gS\ 

2- ,d i=d i)fr] U;wvkdZ i)fr] czkmu i)fr MsVªkbV fuxZe i)fr D;k gS\ 

vH;kl iz”u & 2 

1- uhuk bZ- czkmu us fdl i)fr dks izfrikfnr fd;k\ 

2- NksVs iqLrdky;ksa ds fy, fdl i)fr dk iz;ksx fd;k tkrk gS\ 

vH;kl iz”u & 3 

1- felkSjh fo”ofo|ky; esa fdl i)fr dks izfrikfnr fd;k x;k\ 

2- la;qDr jkT; vesfjdk ds MsVªkbV tu iqLrdky; ds xzUFkky;h dk D;k uke Fkk\  
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8-10 lUnHkZ xzUFk (Reference Books) 

1- vxzoky] ,l-,l- ¼2004½- xzUFkky; izcU/ku ds ewy rRo] jkt ifCyf”kax 
gkml] t;iqjA 

2- xxZ] jkexksiky ,oa rkezdkj] vfer ¼2011½- vk/kqfud xzaFkky; izcU/k] eSMsfy;u 
iszl] yqf/k;kukA 

3- Gupta, C.B. (1994). Management: Theory and Practice, S. Chand, Delhi.  
4- bafnjk xk¡/kh jk’Vªh; eqDr fo”ofo|ky; v/;;u lkexzhA 

5- Jain, M.K. (1999). Library Manual: A Practical Approach to 
Management, Shipra, Delhi. 

6- Mittal, R.L. (1989).Library Administration, Metropolitan, Delhi.  
7- Ranganathan, S.R. (1959). Library Administration, Sarada Ranganathan 

Endowment for Library Science, Bangalore, (Delhi, UBSPD). 
8- Singh, Ram Shobhit (1990). Fundamentals of Library Administration, 

Prabhat Prakashan, Delhi.  
9- f=ikBh ,oa vU; ¼1999½- xzUFkky; izcU/k] okbZ- ds- ifCy”klZ] vkxjkA 
10- O;kl] ,l-Mh- ¼2004½- iqLrdky; izcU/k] iap”khy izdk”ku] t;iqjA 

8-11 mi;ksxh iqLrdsa (Useful Books) 

1- Dhiman, Anil Kumar and Vashada Ravi (2004). Library Management : A 
manual for effective management, Ess Ess Publications, New Delhi. 

2- Mahapatra, Piyush Kanti and Chakrabarti, Bhubaneswar (2003). 
Preservation in Libraries: Perspectives Principles and Practice, Ess Ess 
Publications, New Delhi.  

3- Massle, Joseph L. (1985). Essentails of Management, Printice Hall of 
India, New Delhi. 

4- Mookerji, S.K. and Gupta, B. Sen (1977). Library Organization and 
Administration, World Press, Calcutta.  

5- Prasad, R.G. (1993). Developing Library Collection, Macmillan Press, 
Delhi.  

6- PSG Kumar (2003). Management of Library and Information Centres, 
B.R. Publishing Corporation, Delhi. 

7- Ranganathan, S.R. (1960). Library manual, Sarada Ranganathan 
Endowment for Library Science, Bangalore, (Delhi: UBSPD). 

8- JhokLro] vfouk”k pUnz ¼2012½- iqLrdky; lkexzh ifjj{k.k ,oa lja{k.k] fodkl 
izdk”ku] dkuiqjA  
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8-12 fucU/kkRed iz”u (Essay Type  Questions) 

1- U;wvkdZ xzUFk vknku&iznku iz.kkyh dh iw.kZ:Ik ls O;k[;k dhft,\ 

2- czkmu i)fr dh O;k[;k djrs gq, blds xq.k ,oa nks’kksa dh ppkZ djsa\ 

3- xzUFk vknku&iznku djus dh dkSu&dkSu lh fof/k;k¡ gSa] uke fyf[k,A NksVs 
iqLrdky;ksa ds fy, mi;qDr fdlh ,d fof/k dh foLrr̀ foospuk dhft,\ 
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इकाई – 9   पÖु तक एवं सचूना ąोतŌ का पåरर±ण एवं सरं±ण  

bdkbZ dh :ijs[kk  
9-1 izLrkouk 
9-2 mÌs”;  
9-3 ifjj{k.k dk;Z  
 9-3-1 vizos”k iz.kkyh 
 9-3-2 eqDr izos”k iz.kkyh  
 9-3-3 mDr iz.kkfy;k¡ rFkk vuqj{k.k dk;Z  
 9-3-4 xzUFkkxkj ,oa fu/kkfu;ksa dh O;oLFkk 
9-4 iBuh; lkexzh dks j[kus dh O;oLFkk 
 9-4-1 xzUFkksa dh izdf̀r ds vuqlkj 
 9-4-2 fo’k;kuqlkj foHkktu 
 9-4-3 Hkk’kkuqlkj foHkktu  
 9-4-4 vkdkjkuqlkj foHkktu  
 9-4-5 fo”ks’k O;fDr laxzg 
9-5 lanf”kZdk,¡ rFkk vuqj{k.k dk;Z  
9-6 xzUFkksa dk foU;klu 
9-7 lwpuk&lkexzh {kfr gksus ds dkj.k 
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9-1 izLrkouk (Introduction) 

tc dksbZ oLrq curh gS ;k cukbZ tkrh gS vFkkZr~ og izkd`frd gks ;k d`f=eA 
bldh {kfr gksuk ;k u’V gksuk LokHkkfod gSA iqLrdky; esa lwpuk&lkexzh dks {kfr ,oa 
u’V gksus ls cpkus dh ftEesnkjh iqLrdky; LVkWQ ds fy, fdlh pqukSrh ls de ugha 
gSA ;g ijEijk vk/kkfjr iqLrdky; (Traditions based Library) ij T;knk ykxw gksrh 
gS tcfd lwpuk izkS|ksfxdh vk/kkfjr iqLrdky;ksa (IT based Library)/fMftVy 
iqLrdky;ksa esa ;g leL;k de gks xbZ gSA iqLrdky;ksa eas xzaFk Ø; fd, tkrs gSaA iqLrdksa 
dks mi;qZDr <ax ls O;ofLFkr j[kus ls mudk thou dky c<+rk gSA iqLrdsa lekt ds 
fy, vf/kd mi;ksxh lkfcr gksa] blds fy, vko”;d gSa fd iqLrd laxzg dks lEHkkfor 
“k=qvksa ls lqjf{kr j[kuk pkfg,A lwpuk&lkexzh dks {kfr igq¡pkus ds vusd dkj.k gks 
ldrs gSaA fdlh Hkh xzUFkky; dh dYiuk xzUFkksa ls gh dh tkrh gS vFkkZr~ xzUFk gh 
xzUFkky; dk vk/kkj gksrs gSa vFkkZr~ xzUFkksa dk vfLrRo cps jgus ls gh xzUFkky; dk 
vfLrRo jgrk gSA dksbZ Hkh xzUFkky; lHkh izdkf”kr xzUFkksa dks Ø; djus esa l{ke ugha gks 
ldrk gSA bl dkj.k ls xzUFkky; esa xzUFkksa dk vuqj{k.k rFkk lkFk gh laj{k.k vo”; 
gksuk pkfg, rHkh xzUFk vf/kd le; rd xzUFkky; esa ladfyr jgdj vius thou dky 
esa vR;f/kd ikBdksa ds mi;ksx esa vk ldrs gSaA blfy, xzUFkky;ksa esa vuqj{k.k ,oa 
laj{k.k dk;Z ij vf/kd /;ku fn;k tkrk gSA blds nks ?kVd gSa & 

1- vuqj{k.k dk;Z& xzUFkky;ksa esa xzUFkksa ds j[k&j[kko ls lEcfU/kr tks Hkh dk;Z 
,oa mik; fd;s tkrs gSa os xzUFkksa dk vuqj{k.k dgykrk gSA  

2- laj{k.k dk;Z & xzUFkky;ksa esa xzUFkksa dh lqj{kk ls lEcfU/kr tks Hkh dk;Z ,oa 
mik; fd;s tkrs gSa os xzUFkksa dk lja{k.k dgykrk gSA  

9-2  mÌs”;(Objectives) 

bl bdkbZ dk v/;;u djus ds Ik”pkr~ vki ;g crkus esa l{ke gksaxs fd & 

 vizos”k ,oa eqDr izos”k iz.kkyh D;k gS rFkk blds xq.k&nks’k D;k gSa \ 

 ifjj{k.k dk;Z dk D;k rkRi;Z gS \ 

 lwpuk&lkexzh ds {kfr gksus ds D;k&D;k dkj.k gSa( rFkk 

 ftYncanh dh izdkj ,oa izfØ;k ds ckjs esa] vkfnA  

9-3  vuqj{k.k dk;Z (Maintenance Work) 

xzUFkky;ksa esa xzUFkksa dk j[k&j[kko vFkkZr~ vuqj{k.k dk;Z ,d egRoiw.kZ dk;Z gSA  
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;fn xzUFkksa dk vuqj{k.k lgh <ax ls ugha fd;k tkrk gS rks xzUFk “kh?kz gh u’V 
gksus yxrs gSaA ftlls xzUFkky; ds mÌs”;ksa ij izHkko iM+rk gSA xzUFkksa ds vuqj{k.k dk;Z 
ls lEcfU/kr lcls egRoiw.kZ ckr ;g fu/kkZfjr djus dh gksrh gS fd xzUFkky; esa ikBdksa 
ds fgrkFkZ vck/k izos”k iz.kkyh (Open Access System) viuk, tk, ;k vizos”; iz.kkyh 
(Closed Access System)A nksuksa ds xq.k&nks’k ds vk/kkj ij fdlh ,d iz.kkyh dks 
viuk;k tkrk gSA  

9-3-1 vizos”k iz.kkyh(Closed Access System) 

xzUFkksa ds vuqj{k.k dh ijEijkxr iz.kkyh vizos”k iz.kkyh (Closed Access 

System) gksrh gSA ftlesa xzUFkksa dks rkyk yxkdj j[kus dh izFkk gksrh gSA blesa xzUFkksa 
dks ikBdksa dh igq¡p ls nwj vyx rkyk yxh gqbZ vyekfj;ksa esa O;ofLFkr fd;k tkrk gSA 
dqN xzUFkky;ksa esa lkeus “kh”ks yxh vyekfj;ksa esa Hkh xzUFk j[kus dh ijEijk gS ftlesa 
ikBd xzUFk dks ckgj ls gh ns[k ldrs gSa ij mUgsa mBkdj Nw ugha ldrsA ,slh iz.kkyh 
vizos”k iz.kkyh dgykrh gSA bl iz.kkyh eas fuEu fo”ks’krk;sa gksrh gSa & 

1 iqLrdky; esa xzUFkksa dks rkyk cUn vkyekfj;ksa esa O;ofLFkr dj j[kk tkrk gSA  

2 ikBdksa dks xzUFkksa dks Nwus] p;u djus vFkok ns[kus dh vuqefr lkekU;r% ugha 
gksrh gSA ikBd vk¡[kksa ls nwj ls gh ns[kdj xzUFkksa dk voyksdu dj ldrs gSaA  

3 ikBd xzUFkky; lwph dh lgk;rk ls xzUFkksa dk v/;;u gsrq p;u djrs gSa vkSj 
ek¡x i.khZ Hkjdj vknku&iznku iVy ij viuh ek¡x izLrqr djrs gSaA xzUFkky; 
deZpkjh mDr xzUFk dks [kkstdj ikBd dks vknku&iznku iVy ij fuxZe ds 
fy, ns nsrk gSA  

xq.k (Merits)  

1 bl iz.kkyh dh lcls izeq[k fo”ks’krk ;g gksrh gS fd blesa ikBdksa }kjk xzUFkksa 
dh pksjh djus dh lEHkkouk ugha gksrh gSA vr% iqLrdky;k/;{k dks bl lEcU/k 
esa dksbZ leL;k ugha vkrh gSA  

2 pwafd ikBd xzUFkksa dks xzUFkky; ds vUnj Nw ugha ldrs gSa vr% ikBdksa }kjk 
xzUFkksa ds i`’B QkM+us] mudks u’V djus vkfn dh lEHkkouk ugha gksrh gSA  

3 pwafd ikBdksa }kjk xzUFkksa dk p;u Hk.Mkj d{k esa djus dh vuqefr ugha gksrh gS 
vr% xzUFkksa dk O;oLFkkiu Bhd cuk jgrk gSA xzUFkksa dks b/kj&m/kj xyr LFkku 
ij j[kus dh leL;k ugha gks ikrh gSA  

nks’k (Demeris) 

1 bl iz.kkyh esa xzUFk izkIr djus dh izrh{kk esa ikBdksa dk vewY; le; u’V gksrk  
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gSA  

2 xzzUFkky; foKku ds lw=ksa dk ikyu gksus esa vuqjks/k vkrk gS D;ksafd bl iz.kkyh 
esa [kqyh NwV u gksus ds dkj.k xzUFkksa ds mi;ksx esa deh vkrh gSA  

3 xzUFkky; esa ikBdksa dh la[;k esa o`f) gksus ij xzUFkky; deZpkfj;ksa }kjk xzUFk 
[kkstus esa vf/kd le; yxrk gS vkSj dbZ deZpkfj;ksa dh vko”;drk iM+us 
yxrh gSA dsoy ,d deZpkjh ftls xzUFk&okgd (Book Lifter) dgrs gSa bruk 
lkjk dk;Z djus esa vius vkidks vleFkZ ikus yxrk gS ftlls vusd ikBdksa dk 
tks xzUFk izkIr djus dh bPNk esa [kM+s gq, gS le; u’V gksrk gSA  

4 vr% xzUFkky;ksa esa bl dk;Z dks lEiUu djus ds fy, dbZ xzUFk&okgdksa dh 
vko”;drk iM+rh gS ftlls ;g iz.kkyh O;;lk/; gks tkrh gSA  

9-3-2 eqDr izos”k iz.kkyh (Open Access System) 

chloha “krkCnh ds izkjEHk esa vizos”k iz.kkyh ds fo#) ,d ØkfUrdkjh ifjorZu 
gqvkA vc xzUFk lqj{kkFkZ u gksdj mi;ksxkFkZ ekus tkus yxsA blfy, vizos”k iz.kkyh ds 
LFkku ij izos”k iz.kkyh dks egRo fn;k tkus yxkA vkt izos”k iz.kkyh dk xzUFkky;ksa esa 
pyu gksuk vR;Ur vko”;d gSA izos”k iz.kkyh ds vUrxZr ikBdksa dks xzUFkky; ds 
xzUFkkxkj esa izos”k djus dh Lora=rk jgrh gS vFkkZr~ izos”k ij dksbZ cU/ku ugha gksrk gS 
og fuckZ/k gksrk gSA ikBdksa rFkk xzUFkksa ds chp dksbZ O;o/kku ugha gksrk gS vkSj xzUFkky; 
ds xzUFkkxkj esa ikBd xzUFkksa dk voyksdu o fujh{k.k dj mUgsa fuxZe djkus ds fy, 
p;u dj ldrs gSaA  

xq.k (Metits) 

1 bl iz.kkyh dh lcls izeq[k fo”ks’krk ;g gksrh gS fd blesa xzUFkksa dks [kqyh 
vyekfj;ksa esa j[kk tkrk gS ftuesa dksbZ rkykcUnh ugha gksrh gSA  

2 bl izdkj ikBd fdlh Hkh xzUFk dks viuh ek¡x ds vuqlkj fuxZe djkdj ?kj ys 
tk ldrk gSA  

3 xzUFkky; ds izfr ikBdksa eas viuRo dh Hkkouk tkxzr gksrh gS ftlls os xzUFkky; 
dks lkewfgd lEifÙk  le>us yxrs gSaA 

4 ikBdksa dks xzUFkkxkj esa tkdj xzUFkksa dk voyksdu djus rFkk p;u djus dh 
iw.kZ Lora=rk jgrh gSA  

5 bl iz.kkyh ds viukus ls ferO;f;rk Hkh gksrh gS D;ksafd xzUFk&okgd dks j[kus 
dh vko”;drk ugha gksrh gSA 

6 blls ikBdksa ds lkFk&lkFk deZpkfj;ksa ds le; dh cpr gksrh gS D;ksafd ikBdksa  
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dks ek¡x i.khZ ugha Hkjuh iM+rh gSA os Lo;a xzUFkkxkj esa tkdj viuh okafNr iqLrd 
dk p;u Lo;a dj ysrs gSaA  

7 bl iz.kkyh ls xzUFkky; foKku ds lw=ksa dh lUrqf’V gksrh gSA xzUFkky; ds 
mi;ksx esa o`f) gksrh gSA  

nks’k (Demetits) 

1 bl iz.kkyh dk loZizeq[k nks’k ;g gS fd blesa ikBdksa }kjk xzUFkksa ds pksjh djus 
dh lEHkkouk jgrh gSA  

2 ikBd dks oxhZdj.k i)fr dk Kku ugha gksrk gS blfy, ,d xzUFk dks ;gk¡ ls 
fudky dj nwljh txg j[k ldrs gSa ftlls mDr xzUFk dk mi;ksx gksuk cUn 
lk gks tkrk gSA  

3 xzUFkksa dk foU;lu frrj&fcrj gks tkus ij ikBd }kjk okafNr xzUFk [kkstus esa 
Ik;kZIr le; u’V gksrk gS vkSj dfBukbZ dk lkeuk djuk iM+rk gSA  

4 pwafd ikBdksa dks xzUFkkxkj esa izos”k djus dh LorU=rk gksrh gS blfy, dqN 
mn.Mh ikBd xzUFkksa ds i`’B QkM+us esa lQy gks tkrs gSaA  

9-3-3 mDr iz.kkfy;k¡ rFkk vuqj{k.k dk;Z (Systems and Maintenance 

Work) 

eqDr izos”k iz.kkyh ds mijksDr nks’kksa dks /;ku esa j[kdj vusd xzUFkky; bl 
iz.kkyh dks ykxw djus esa dfBukbZ dk vuqHko djrs gSa D;ksafd bl iz.kkyh esa xzUFkksa ds 
pksjh gks tkus rFkk xzUFkksa ds i`’B QkM+us dh lEHkkouk lokZf/kd jgrh gSA bu lHkh xzUFkksa 
dks gkfu gksus dk mÙkjnkf;Ro iqLrdky;k/;{k ,oa deZpkfj;ksa dks ekuk tkrk gSA ;g 
leL;k fo”ks’k:Ik ls rc vkSj fodV gks tkrh gS tc bu pksjh x;s xzUFkksa rFkk u’V ,oa 
iUus QVs gq, xzUFkksa ds fy, iqLrdky;k/;{k ,oa deZpkfj;ksa dks mÙkjnk;h Bgjkdj mUgsa 
mudk ewY; Hkjus dks foo”k fd;k tkrk gSA blfy, ;fn izos”k iz.kkyh okys xzUFkky;ksa esa 
fuEu lq>koksa ij vey fd;k tk;s rks fuf”pr :Ik ls xzUFkksa dh bl izdkj dh gkfu gksus 
dk jksdk tk ldrk gSA ftlls xzUFkksa dk vuqj{k.k dk;Z Bhd jg ldrk gSA  

1 eq[; laxzg d{k esa vUnj tkus o fudyus ds fy, dsoy ,d gh }kj gksuk 
pkfg,A  

2 eq[; laxzg d{k ds izos”k }kj ls ,d ckj esa dsoy ,d O;fDr dks gh vUnj 
vkus rFkk ckgj tkus dh vuqefr gksuh pkfg,A 

3 eq[; laxzg d{k ds eq[; }kj ds vfrfjDr vU; leLr njoktksa ,oa f[kM+fd;ksa  

ij yksgs dh tkyh yxh gksuh pkfg, ftuesa ls gksdj dksbZ ckgj u fudy ldsA  
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4 eq[; laxzg d{k esa ikBdksa dks dqN Hkh leku ys tkus dh vuqefr ugha gksuh 
pkfg, tSls& FkSyk] cSx] Nkrk] iqLrd vkfnA ftuesa Nqikdj dksbZ xzUFk ckgj u 
fudy ldsA  

5 eq[; laxzg d{k deZpkfj;ksa }kjk iwjh pkSdlh djuh pkfg,A blds fy, fo”ks’k 
dkfeZdksa dh Hkh fu;qfDr dh tk ldrh gSA  

6 izos”k iz.kkyh dk vFkZ ;g ugha gS fd lHkh xzUFkksa dks ikBdksa ds mi;ksx ds fy, 
[kqyh vkyekfj;ksa esa Lora= j[kk tk,A vfirq nqyHkZ ,oa ewY;oku rFkk vyH; 
xzUFkksa dks cUn vkyekfj;ksa esa lqj{kkRed <ax ls j[kk tk ldrk gSA  

7 lk/kkj.kr;k ikBd xzUFkksa dh vuqiyC/krk ij gh mudh pksjh djus ds fy, 
foo”k gksrk gSA vr% xzUFkksa dh miyC/krk ds fy, xzUFkky; dks vf/kd ls vf/kd 
le; rd [kksys j[kus dk izko/kku gksuk pkfg,A  

8 dqN mi;ksxh xzUFkksa dh dbZ izfr;k¡ Ø; dj j[kus dh O;oLFkk djuh pkfg,A  

9-3-4 eq[; laxzg d{k ,oa fu/kkfu;ksa dh O;oLFkk(Planning of Stack Room 

and Shelves) 

xzUFkky; esa ftl LFkku ;k d{k esa xzUFkksa dk Hk.Mkj.k fd;k tkrk gS mls 
Hk.Mkjd{k ;k eq[; laxzg d{k (Stack Room) dgrs gSaaA igys le; esa lk/kkj.k izdkj 
ds gqvk djrs Fks mudh cukoV ,oa O;oLFkk ij dksbZ /;ku ugha fn;k tkrk Fkk ysfdu 
vktdy xzUFkky;ksa es eq[; laxzg d{k dk fuekZ.k fo”ks’k izdkj ,oa :Ik ls fd;k tkrk 
gSA ftlls xzUFkksa dk vuqj{k.k djus esa lgk;rk izkIr gks ldsA bl mÌs”; dh iwfrZ ds 
fy, eq[; laxzg d{k esa fuEu fo”ks’krkvksa dk gksuk vfr vko”;d gS & 

1 xzUFkky; esa eq[; laxzg d{k dk fuekZ.k bl izdkj dk djkuk pkfg, fd mlesa 
/kwy&d.kksa dk vkxeu fcYdqy Hkh u gks ldsA blds fy, f[kM+fd;k¡ rks vo”; 
gksuh pkfg, mu ij fLFkj “kh”ks (Fixed Glass Pans) yxs gksus pkfg, ftuls 
eq[; laxzg d{k esa izdk”k rks izos”k dj lds ij /kwy dk izos”k fcYdqy u gks 
ldsA  

2 eq[; laxzg d{k esa Ik;kZIr df̀=e izdk”k tkus dh O;oLFkk gksuh pkfg, ftlls 
ikBd dks vFkok deZpkjh dks xzUFk dk voyksdu ,oa p;u djus esa fn[kkbZ nsrk 
jgsA  

3 eq[; laxzg d{k ds lehi gh ckgj lwph fLFkr gksuh pkfg, ftlls ikBdksa dks  

lwph ns[kdj xzUFk dks xzUFkkxkj esa <w<+us esa lqfo/kk gks ldsA  



पÖु तकालय एवं सचूना केÆ þŌ का ÿबÆ धन                                                           BLIS-102 

उ°राखÁ ड मु³ त  िवÔ विवīालय  160 
 

4 eq[; laxzg d{k esa fu/kkfu;ksa (Shelves) dk O;oLFkkiu bl izdkj ls gks fd 
mudh iafDr;ksa ds e/; ikBdksa dks pyus ,oa [kM+s gksus ds fy, Ik;kZIr LFkku 
fey lds ftlls os ogk¡ [kM+s jgdj vklkuh ls xzUFkksa dk voyksdu ,oa p;u 
dj ldsaA  

5 xzUFkky; ,d lao/kZu”khy laLFkk gksrh gS ftlesa Hkfo’; esa of̀) gksuk LokHkkfod 
gS blfy, eq[; laxzg d{k esa foLrkj ds fy, Ik;kZIr izko/kku gksuk pkfg,A 
blds fy, ,d ds Åij nwljk Hk.Mkj d{k cukus dk izko/kku fd;k tkrk gSA  

6 vktdy eq[; laxzg d{k dks okrkuqdwfyr (Air Conditioned) j[kus dk Hkh 
ijke”kZ fn;k tkrk gS blls xzUFk vf/kd le; rd lqjf{kr j[ks tk ldrs gSaA  

izkphu dky esa eq[; laxzg d{k esa ydM+h dh cuh vkyekfj;ksa dh O;oLFkk dh 
tkrh FkhA ysfdu vktdy yksgs dh cuh vkyekfj;k¡ tks ,d fo”ks’k izdkj dh cuh gksrh 
gS iz;ksx esa ykbZ tkrh gS ftUgsa jSDl (Racks) dgk tkrk gSA ydM+h dh cuh jSDl esa 
nhed tYnh yxus dh lEHkkouk jgrh gSA Hkkjr esa xksnjst dEiuh }kjk fufeZr jSDl 
vR;Ur yksdfiz;rk izkIr dj pqds gSaA yksgs dh bu jSDl dks LFkk;h :Ik ls eq[; laxzg 
d{k esa tek fn;k tkrk gSA VSªDl ij f[kldkus okys jSDl Hkh mi;ksx esa yk, tk jgs 
gSaA xzUFk j[kus dh bu fu/kkfu;ksa ds lEcU/k esa fuEu ckrksa dks /;ku esa vo”; j[kuk 
pkfg,A  

1 fu/kkfu;k¡ lqn<̀+] vkd’kZd rFkk lkE;:Ik gksuh pkfg,A  

2 fu/kkfu;ksa dh Å¡pkbZ vf/kd ls vf/kd vkneh dh yEckbZ ls FkksM+k vf/kd 7 QhV 
gksuh pkfg,A  

3 fu/kkfu;k¡ nksuksa vksj ls [kqyh gksuh pkfg, ftlls mlesa nksuksa vksj xzUFkksa dk 
foU;kl fd;k tk ldsA  

4 fu/kkfu;ksa ds Qyd ,sls gksus pkfg, ftUgsa iqLrdksa dh yEckbZ ds vuqlkj Å¡pk 
vFkok uhpk lkeatL; (Adjust) fd;k tk ldsA  

9-4 iB~uh; lkexzh dks j[kus dh O;oLFkk (Arrangement of Readable 

Materials) 

eq[; laxzg d{k esa xzUFkksa dk O;oLFkkiu fdlh oxhZdj.k i)fr ds vuqlkj mUgsa 
iznku djds oxhZdr̀ Øe esa fd;k tkrk gSA fdUrq leLr xzUFkksa dks ,d lkFk gh laxzg 
esa (Collection) oxhZd̀r Øe esa O;ofLFkr djuk  fdlh Hkh nf̀’V ls mikns; ugha gksrk 
gS vr% xzUFkksa dks ,d lkFk laxzg u djds vusd laxzgksa esa foHkkftr djds j[kuk mfpr  

,oa mikns; jgrk gSA foHkktu ds vk/kkj fuEu izdkj gks ldrs gSa& 
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9-4-1 xzUFkksa dh izd̀fr ds vuqlkj (By Nature of Books) 

xzUFkksa dks mudh izd̀fr ds vuqlkj foHkkftr djuk lcls mi;qZDr jgrk gSA 
izd`fr ds vuqlkj xzUFkksa dks foHkkftr djds j[kus ls ;g ykHk gksrk gS fd dksbZ ikBd 
lkef;d izdk”ku ysus vFkok voyksdu djus dk bPNqd gS rks mls lkef;d izdk”kuksa 
ds laxzg esa ns[kus ls rqjUr izkIr gks tk;sxk vkSj ;fn xzUFkksa dk lkewfgd laxzg gksrk gS 
rks mls vius lkef;d izdk”ku dks ns[kus vFkok ysus ds fy, vusd xzUFkksa dks fu/kkfu;ksa 
ls fudkydj ns[kuk iM+rk gS ftlls xzUFkksa dks ckj&ckj ckgj [khapus ls xzUFkksa dk {kj.k 
gksrk gS tks xzUFkksa ds vuqj{k.k esa ck/kd gksrk gS vr% ;g vko”;d gS fd lEiw.kZ xzUFkksa 
dks mudh izd`fr ds vuqlkj O;ofLFkr djds iF̀kd&iF̀kd j[kuk pkfg,A izd̀fr ds 
vuqlkj foHkktu fuEu izdkj gks ldrk gS& 

¼v½  lk/kkj.k xzUFk  

¼c½  lUnHkZ xzUFk 

¼l½  ik.Mqfyfi;k¡ 

¼n½  nqyZHk xzUFk  

¼;½  lkef;d izdk”ku 

9-4-2  fo’k;kuqlkj foHkktu & xzUFkksa dks oxhZdj.k i)fr ds vuqlkj oxhZd̀r djds 
O;ofLFkr fd;k tkrk gS tks okLro esaa oxkZad ds :Ik esa fo’k;kuqlkj foHkktu gh gksrk 
gSA ysfdu vuqj{k.k dh nf̀’V ls bls fo’k; ds vuqlkj laxzg dks i`Fkd&iF̀kd dj fn;k 
tk;s rks vkSj mÙke jgrk gSA  

9-4-3  Hkk’kkuqlkj foHkktu& Hkkjr tSls ns”k esa tgk¡ vusd Hkk’kkvksa esa xzUFk izdkf”kr gksrs 
gSa rFkk xzUFkky;ksa esa izR;sd Hkk’kk ds xzUFk ladfyr fd;s tkrs gSaA vr% xzUFkksa dks mudh 
Hkk’kk ds vuqlkj eq[; laxzg d{k esa O;ofLFkr fd;k tk ldrk gS vFkkZr~ vyx&vyx 
Hkk’kkvksa ds laxzg vyx&vyx O;ofLFkr fd;s tk ldrs gSa tks xzUFkksa ds vuqlj.k esa 
lgk;rk djrs gSaA  

9-4-4  vkdkjkuqlkj foHkktu & xzUFkksa ds vkdkj ds vuqlkj Hkh laxzg fuekZ.k fd;k tk 
ldrk gS tSls& iqfLrdk laxzg] v/kks&vkdkj laxzg (Undersized)] vfr vkdkj 
(Oversized) laxzg vkfnA  

9-4-5  fo”ks’k O;fDr laxzg & dHkh&dHkh fdlh O;fDr fo”ks’k }kjk iznÙk laxzg dks Hkh 
vyx j[kk tkrk gS tSls Hkkjrh; jk’Vªh; xzUFkky; esa lj vk”kqrks’k eq[kthZ laxzg gSA  

laxzg fdlh Hkh izdkj dk gks mlesa fufgr ik.Mqfyfi;ksa] nqyHkZ ,oa ewY;oku xzUFkksa 
dks fuf”pr :Ik ls cUn vkyekfj;ksa esa j[kuk pkfg,A 
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vH;kl iz”u & 1 

fuEufyf[kr iz”uksa ds mRrj nhft,A 

1 eqDr izos”k iz.kkyh ds xq.k&nks’kksa dks crk;sa\  

2 vizos”k izos”k iz.kkyh ds xq.k&nks’kksa dk o.kZu djs\ 

 

9-5 lanf”kZdk,¡ rFkk vuqj{k.k dk;Z (Guides and Maintenance) 

xzUFkky;ksa esa ikBdksa dh lqfo/kk gsrq lanf”kZdkvksa (Guides) dk vR;f/kd egRo 
gksrk gS tc xzUFkksa dk ladyu izos”k iz.kkyh ds fy, fd;k tkrk gS rks bu lafnf”kZdkvksa 
dk egRo fo”ks’k :Ik ls gksrk gS D;ksafd ikBdksa dks bl iz.kkyh es Lo;a gh vius okafNr 
xzUFkksa rd igq¡puk gksrk gSA os xzUFkksa ds foU;lu dh rduhdh ls iw.kZr;k vufHkK gksrs 
gSaA xzUFkky;ksa esa vusd izdkj dh lanf”kZdkvksa dh vko”;drk iM+rh gSA budks vko”;d 
:Ik ls vLFkk;h vkSj pednkj L;kgh ls lqUnj gLrys[k esa fy[kuk pkfg, rFkk 
lanf”kZdk,¡ ftruh laf{kIr gkasxh mruh gh vf/kd mi;ksxh jgrh gSA ,d fodkl”khy 
xzUFkky; esa lafnf”kZdkvksa ij lrr~ nf̀’V j[kuk furkUr vko”;d gSA mUgsa 
vko”;drkuqlkj le;&le; ij ifjorZu djrs jguk pkfg, rFkk th.kZ&”kh.kZ 
lanf”kZdkvksa dks cnyrs jguk pkfg,A  

9-6 xzUFkksa dk foU;lu (Shelving of Books on Racks) 

xzUFk dHkh Hkh b/kj&m/kj ugha iM+s jgus pkfg,A vuqj{k.k dh nf̀’V ls ;g 
vko”;d gS fd xzUFkksa dks lnSo muds fu/kkZfjr LFkku ij fu/kkfu;ksa esa j[kuk pkfg, 
izLrqrhdj.k foHkkx ls uohu xzUFk izkIr gksus ij mUgsa rqjUr gh fu/kkfu;ksa esa O;ofLFkr 
dj nsuk pkfg,A uohu xzUFkksa ds vfrfjDr vknku&iznku iVy ls Hkh okil gq, xzUFk 
gksrs gSa mudks Hkh “kh?kz gh muds mfpr LFkku ij foU;flr dj nsuk pkfg,A  

izos”; iz.kkyh (Open System) okys xzUFkky;ksa esa ikBdksa }kjk xzUFkksa dk foU;lu 
frrj&fcrj djus dh lEHkkouk vf/kd gksrh gS vr% izfrfnu xzUFkksa dk foU;lu Bhd 
djuk vfr vko”;d gksrk gS blls fu/kkuh dk ifj”kks/ku Hkh gks tkrk gSA  

9-7 lwpuk lkexzh {kfr gksus ds dkj.k (Reasons/Causes of Damage the  

       Information Materials) 

iqLrdky; dh iqLrdsa ,oa lwpuk&lkexzh {kfr gksus ds vusd dkj.k gks ldrs  

gSaA bu dkj.kksa dk fooj.k bl izdkj gS & 
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9-7-1 iqLrdky; }kjk {kfr (Damage by Library) 

iqLrdky; esa iqLrdsa vkus ij iqLrdky;k/;{k ,oa deZpkfj;ksa dks pkfg, fd os 
iqLrdksa dk /;ku vPNh rjg j[ksaA iqLrdksa dks lko/kkuhiwoZd [kksys ,oa mi;qDr LFkkuksa 
ij gh iqLrdky;&LokfeRo dh eksgj yxk;saA izk;% iqLrdky; deZpkjh iqLrdksa ds vusd 
vokafNr LFkkuksa ij LokfeRo dh eksgj yxk nsrs gSaA blds vfrfjDr iqLrdky; deZpkjh 
,d foHkkx ls nwljs foHkkx esa igq¡pkus ,oa ifjpkyu dsUnz ls iqLrdsa okil ykSVus ij 
iqLrdsa Nk¡Vrs le; tksj ls tehu ij iVd nsrs gSa ftlls iqLrdksa dh ftYn VwV tkrh 
gSA “ksYQks esa iqu% iqLrdsa j[krs le; Hkh vko”;d lko/kkuh dk mi;ksx ugha fd;k tkrk 
gSA “ksYQkas esa yxkrs le; Hkh iqLrdksa dks iVd fn;k tkrk gSA iqLrdksa dks “ksYQksa esa 
lh/kk [kM+k ugha fd;k tkrk gS ,oa iqLrd&lgk;dksa (Book Supporters) dh O;oLFkk Hkh 
ugha gksrh gSA ;fn gksrh Hkh gS rks iqLrdky; deZpkjh ml vksj /;ku ugha nsrs gSaA 
QyLo:Ik iqLrdsa “ksYQksa ls fxj tkrh gSa vkSj blls iqLrdksa dh ftYn VwV ldrh gS 
rFkk eqM+ Hkh ldrh gSA iqLrdky;k/;{k ,oa iqLrdky; deZpkfj;ksa dks bl vksj /;ku 
nsuk pkfg, rFkk mudh iqLrdksa ds lHkh laHkkfor “k=qvksa dh tkudkjh gksuh pkfg, 
ftuls os iqLrdksa dh lqj{kk dj ldsaA  

iqLrdky;ksa esa iqLrdksa dks O;ofLFkr j[kus ds fy, fuEu O;oLFkk djuh pkfg,& 

1 fu/kkfu;ka lqn<̀+] vkd’kZd rFkk lkE;:Ik esa gksuh pkfg,A 

2 fu/kkfu;ksa dh Å¡pkbZ vf/kd ls vf/kd 7 QhV gksuh pkfg,A 

3 fu/kkfu;ka nksuksa vksj ls [kqyh gqbZ gksuh pkfg, ftlls muesa nksuksa rjQ iqLrdksa 
dks O;ofLFkr fd;k tk ldsA 

4 fu/kkfu;ksa ds Qyd ,sls gksus pkfg, ftlls mUgsa iqLrdksa dh yEckbZ ds vuqlkj 
Å¡pk vFkok uhpk fd;k tk ldsA  

9-7-2 izkd̀frd dkj.kksa ls {kfr (Damage by Nature Causes) 

iqLrdksa dks vR;f/kd izdk”k] “kq’drk] va/ksjk] lhyu] feÍh bR;kfn ls Hkh {kfr 
igq¡prh gSA vko”;d gS fd iqLrdksa ds fy, mfpr okrkoj.k dh O;oLFkk dh tk, 
ftlls mudh lqj{kk gks ldsA iqLrdky; Hkou dk fuekZ.k ,slh ;kstuk ls fd;k tk, 
ftlls mlesa lhyu ugha igq¡p lds] u vf/kd jks”kuh gks RkFkk u gh vf/kd va/ksjkA “kq’d 
ok;q ls iqLrdksa dk dkxt [kjkc gks tk;sxk rFkk ,slk dkxt “kh?kz QVus yxsxkA lhyu 
Hkh iqLrdksa dh vk;q dks de djrh gS] vr% u rks ueh ,oa rki vf/kd gks vkSj u gh 
cgqr de gksA mi;qZDr okrkoj.k iSnk djus ds fy, lcls mRre mik; iqLrdky; dks 
okrkuqdwfyr djuk gS] fdUrq ;g O;oLFkk lHkh txg djuk vkfFkZd dkj.kksa ls laHko ugha 
gSA blfy, vU; mik;ksa dk mi;ksx fd;k tkrk gS] tSls&ghVj tykdj ueh dks nwj 
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fd;k tk ldrk gS] [kl dk mi;ksx dj ,oa dwyj yxkdj xehZ dks de fd;k tk 
ldrk gS] f[kM+fd;ksa esa tkyh bR;kfn dk mi;ksx dj ok;q ds osx dks de fd;k tk 
ldrk gS rFkk /kwy&feÍh dks jksdk tk ldrk gSA izfrnhIr (Fluorescent) dk mi;ksx dj 
Nr dh vksj ls jks”kuh dk izcU/k fd;k tk ldrk gS] ftlls iqLrdksa ij izdk”k dh 
lh/kh fdj.ksa ugha iM+s rFkk gok feyrh jgsA mUgsa dqN vUrjky ds ckn dqN le; ds 
fy, lw;Z ds izdk”k esa j[kuk pkfg,A ysnj ckbafMax okyh iqLrdksa dks vf/kd le; rd 
[kqyk ugha j[kuk pkfg,] D;ksafd vf/kd le; rd [kqyh gksus ij dkxt rFkk ftYncUnh 
nksuksa gh [kjkc gks ldrs gSaA /kwy ls gksus okyh {kfr ls cpkus ds fy, iqLrd&”ksYQ dks 
izfrfnu lkQ djuk pkfg, rFkk blds fy, ok;q&iEi (Vacum Pump) dk mi;ksx fd;k 
tk ldrk gSA  

vfXu rFkk ikuh Hkh iqLrdksa ds “k=q gSaA bl lEcU/k esa tgk¡ rd lEHko gks Hkou 
fuekZ.k ds fy, vfXujks/kh lkexzh dk mi;ksx djuk pkfg,A iqLrdky; Hkou dk le; 
le; ij fujh{k.k djds mldks ikuh ls lqjf{kr j[kuk pkfg,A iqLrdky; deZpkfj;ksa 
dks /;ku j[kuk pkfg, fd iqLrdky; Hkou esa vkSj mlds vkl&ikl vfXu izTofyr 
ugha dh tk,A ;fn vfr vko”;d gks rks vR;Ur lko/kkuhiwoZd iqLrdky; Hkou ls 
ckgj vfXu izTofyr djuh pkfg,A blds vfrfjDr iqLrdky; lhek esa /kwzeiku iw.kZr;k 
oftZr gksuk pkfg,A iqLrdky; esa LFkku&LFkku ij vfXu”kked&;a= (Fire-Extinguisher) 

yxkuk Hkh vfr vko”;d gSA  

9-7-3 dhM+s&edksM+s o vU; tUrqvksa }kjk {kfr (Damage by Insects and 

otherVermins) 

iqLrdky;ksa dks {kfr igq¡pkus okys izeq[k dhM+s gSa & nhed (Termite), jtr 
df̀e; (Silver Fish)] iqLrd d`fe; (Book-worm)] >haxqj (Cockroach)] pwgs (Rats) rFkk 
QQwanh (Fungus) bR;kfnA buds dkj.k iqLrdksa dk thou “kh?kz u’V gks tkrk gS & 

1 nhed (Termite)& nhed iqLrdksa rFkk QuhZpj nksuksa dks {+kfr igq¡pkrh gSA 
nhed iqLrdksa dks u’V dj nsrh gS] blfy, “kh?kz gh nhed dks lekIr djuk 
vko”;d gksrk gSA nhed }kjk [kk;h gqbZ iqLrdksa dks iqLrdky; ls gVkdj 
vyx LFkku ij ys tkdj rc rd Mkys j[kuk pkfg, tc rd mudh nhed 
iwjh rjg u’V ugha gks tkrh gS] D;ksafd nhed cgqr gh “kh?kzrk ls of̀) djrh gS 
rFkk vU; iqLrdksa dks Hkh {kfr igq¡pk ldrh gSA blfy, tgk¡ dgha Hkh nhed dh 
feÍh dh uyh fn[ks] ogk¡ ij feÍh dk rsy o MhMhVh ikmMj Mkyuk pkfg,] 
D;ksafd uyh esa gh jkuh nhed jgrh gS tks vaM+ksa dks tUe nsrh gS ftlls nhed 
dh la[;k eas o`f) gksrh jgrh gSA dkcZu MkbZ lYQkbM rFkk dkcZUk] 
VsªVªkDyksjkbM uked jlk;u Hkh nhed dks ekj nsrs gSa vr% tgk¡&tgk¡ nhed dk 
vlj fn[ks ogk¡&ogk¡ bu jlk;uksa dks yxk nsuk pkfg,A nhed izk;% ueZ ,oa 
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Hkhxs LFkkuksa ij viuk LFkku cukrh gS rFkk izfrfnu cM+h la[;k esa vaMs nsrh gSA 
nhed dk irk yxrs gh bldks u’V djus ds mik; djus pkfg,] ugha rks blls 
Hkkjh {kfr gks ldrh gSA  

2 iqLrd&df̀e; (Book worm) & iqLrd df̀e ckbafMx ,oa  dkxt dks [kk tkrs 
gSaA vf/kdrj ;g “kq’d izn”kksa esa ik;s tkrs gSaA budk tUe iqLrdky; esa izk;% 
iqLrd&ihfBdk rFkk iqLrd ds dksuksa ij gksrk gSA ;s iqLrd&ihfBdk dks [kk 
tkrs gSa rFkk iqLrdksa ds i’̀B esa Nsn dj nsrs gSaA “ksYQ esa ls bu dhM+ksa ls 
izHkkfor iqLrdksa dks vfr”kh?kz gVk nsuk pkfg,] rkfd vU; iqLrdksa dks u’V gksus 
ls cpk;k tk ldsA “ksYQksa es usIFksyhu dh xksfy;k¡ Mkydj ,oa iqLrdksa esa uhe 
dh ifÙk;k¡ j[kdj Hkh bu df̀e;ksa dks lekIr fd;k tk ldrk gSA  

3 >haxqj (Cockroaches)& ;g iqLrdksa dh ftYn ds jax o okfuZ”k dks [kkdj 
iqLrdksa dks {kfr igq¡pkrs gSaA buls cpko ds fy, cksjsDl dk iz;ksx djuk 
pkfg,A >haxqj lk/kkj.k ued ls nwj jgrs gSaA iqLrdky; laxzg dh dhM+ksa ls 
cpkus d fy, MhMhVh ikmMj ,oa f¶yV dk mi;ksx fu;fer vUrjky esa djuk 
pkfg,A diwj rFkk fQukby dh xksfy;ksa dks irys diM+s esa ck¡/kdj “ksYQksa esa 
j[kuk pkfg,A  

4 jtr dfeZ; (Silver fish)& ;g ,d fofp= dhV gSA ;s dhV izk;% jkf= esa 
iqLrdksa ij vkØe.k djrs gSa rFkk fnu ds le; Nqi tkrs gSaA xksan] ysbZ vkfn 
fpidkus okys inkFkZ bUgsa vkdf’kZr djrs gSaA ;s dkxt dks {kfr gh ugha igq¡pkrs 
gSa cfYd iqLrdksa ds jaxhu vkoj.kksa] fp=ksa uD”kksa bR;kfn esa fNnz cukdj mUgsa 
u’V dj nsrs gSaA ftu iqLrdksa dk mi;ksx vf/kd le; rd ugha gksrk gS rFkk 
blh dkj.k ,d LFkku ij yEcs le; rd iM+h jgrh gS mUgsa vf/kd {kfr 
igq¡pkrh gSA ;s vU/ksjs LFkkuksa ij vf/kd ik;h tkrh gSA iqLrd dh LoPNrk gh 
iqLrd dks cpkus dk ,d ek= mik; gSA blds lkFk gh flYoj&fQ”k dks u’V 
djus ds fy, cksfjd ,flM rFkk vkVs feyh xksfy;k¡ iqLrdksa ds fudV QSyk nsuh 
pkfg,A  

5 QQwanh (Fungus)& QQwanh Hkh iqLrdksa ds fy, gkfudkjd dhV gSA ;g dkxt 
rFkk peM+s dks u’V dj nsrh gS rFkk mu ij lQsn jax ds vo”ks’k NksM+ nsrh gSA 
vknzrk ls QQwanh c<+rh gSA okrkoj.k esa tc vknzZrk 70 izfr”kr ls vf/kd gks 
tkrh gS rFkk rkiØe 35 fMxzh lsfYl;l ls 38 fMxzh lsfYl;l ds chp gksrk 
gSA rc bldh of̀) dh laHkkouk vkSj Hkh vf/kd gks tkrh gSA bldh of̀) dks 
jksdus ds fy, u rks vf/kd vknzZrk vkSj u vf/kd “kq’drk gksuh pkfg,A d̀f=e 
rki dh O;oLFkk djds blls iqLrdksa dks cpk;k tk ldrk gSA iqLrdky; esa 
leqfpr izdk”k dh O;oLFkk gksuh pkfg,A  
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6 pwgsa (Rats)& pwgs iqLrdksa ds Hka;dj “k=q gksrs gSa ;s iqLrdksa dks nkarksa ls dqrj 
nsrs gSa vkSj mUgsa fod`r cuk nsrs gSaA iqLrdky; ds vUnj rFkk vkl&ikl ,slh 
dksbZ txg ugha gksuh pkfg, tgk¡ pwgs viuk fcy cuk ldsaA iqLrdky; esa 
txg&txg pwgsnkuh j[kuh pkfg, rFkk pwgs ekjus okyh nok dke es yk;h 
tkuh pkfg,A “ksYQksa esa diwj dh xksfy;k¡ j[kuk Hkh ykHknk;d jgrk gSA feÍh 
dk rsy ,oa fØ;ktksV vkW;y 1%10 ds vuqikr esa feykdj fNM+duk pkfg,A  

MkW0 jaxukFku ds vuqlkj dhM+s&edksM+ksa }kjk dh tkus okyh {kfr dks iqLrdky; 
Hkou ds ;kstukc) fuekZ.k] iqLrdksa rFkk ikBdksa ds vck/k izos”k ,oa “ksYQksa dh fu;fer 
lQkbZ dj nwj fd;k tk ldrk gSA tc iqLrdky; Hkou dk fuEkkZ.k fd;k tk;] rks 
Hkou dh Hkwfe dks vPNh rjg [kksndj nhed ds tky ls eqDr dj fn;k tk,A uhao dh 
feÍh esa ftUd DyksjkbM vFkok D;ksj lYQsV 20 izfr”kr feJ.k feyk fn;k tk,A Hkou 
ds Åijh Hkkx dks ueh mRiUu djus okyh lhesUV] dUdjhV] ,oa dksyrkj dh ijr 
Mkydj uhao ls vyx fd;k tk,A iRFkj vFkok iDdh bZaV rFkk pwus dk xkjk vFkok 
dsoy lhesUV vFkok IykfLVd rFkk dksyrkj ls Hkj nsuk pkfg,A bl izdkj Hkou fuekZ.k 
esa lko/kkuh j[kus ls dhM+s&edksM+ksa }kjk dh tkus okyh {kfr ls iqLrd laxzg dks cpk;k 
tk ldrk gSA  

9-7-4 iqLrdksa esa fuEu Lrj dk dkxt dk mi;ksx ,oa chrrk le; (Using 

of the low quality papers) 

vc vR;f/kd iqLrdsa izdkf”kr gksus ds dkj.k buesa mi;ksx esa vkus okys dkxt 
dh xq.koÙkk ij vf/kd /;ku ugha fn;k tkrk gS] ftldh otg ls iqLrdsa dqN gh le; 
esa QVus yxrh gSaA bldk eq[; dkj.k gS &uohu fdLe dk ?kfV;k dkxtA vktdy 
iqLrdksa esa fuEufyf[kr nks izdkj ds dkxt dk mi;ksx gksrk gS& 

1 {kkjh; dkxt (Alkaline Paper) 

2 rstkch dkxt (Acid Paper) 

1 {kkjh; dkxt (Alkaline Paper)& {kkjh; dkxtksa dks cukus ds fy, vusdksa izdkj 
ds jlk;uksa dk mi;ksx djrs gSa pwafd ;g xq.koÙkk iz/kku dkxt gksrk gS] vr% 
bldk mi;ksx “kks/k Lrj rFkk lanHkZ iqLrdsa tSls & fo”odks”k] “kCndks”k] 
gLr&iqfLrdk,¡ bR;kfn esa gksrk gSA ;g dkxt tyok;q ls de izHkkfor gksrk gSA 
dbZ ckj iqLrdksa dh vk[;k ds ihNs i`’B ij fy[kk gksrk gS fd blesa {kkjh; 
dkxt dk mi;ksx fd;k x;k gSA ,slh iqLrdksa ds dkxt vusdksa o’kksZa rd [kjkc 
ugha gksrs gSaA  

2 rstkch dkxt (Acid Paper)& vkt ls djhc lkS o’kZ iwoZ dkxt cukus dh 
izfØ;k esa fpFkM+ksa dk vf/kd mi;ksx gksrk FkkA blls dkxt esa etcwrh jgrh 
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FkhA ,slk dkxt dbZ o’kksZa rd [kjkc ugha gksrk FkkA bl dkxtksa ls cuh iqLrdsa 
tks fd vkt ls lkS o’kZ iwoZ izdkf”kr iqLrdksa esa mi;ksx gqvk dkxt ,dne ihyk 
iM+dj vius&vki QVus yxrk gSA bldk eq[; dkj.k ;g gS fd rstkch dkxtksa 
dks cukus esa ,sls jlk;uksa dk mi;ksx gksrk gS tks vkWDlhtu ds lEidZ ls rstkch 
;kSfxd (Acid Compounds) cukrs gSa rFkk tks dkxt dks “kh?kz [kjkc dj nsrs gSaA 
;s dkxt ihys iM+dj dksus esa ls QVus yxrs gSaA ,sls dkxt lLrs rFkk de 
[kpZ esa miyC/k gksrs gSa] ysfdu rstkch dkxt iqLrdksa ds LoLFk thou ds fy, 
mi;qZDr ugha gSA iqLrdky;ksa esa ,sls dkxt okyh iqLrdksa dh {kfr dk fujUrj 
[krjk cuk jgrk gS tks dqN o’kksZa Ik”pkr~ gh [kjkc gksus ij iqLrd laxzg ls 
gVkuh iM+rh gSA bu iqLrdksa dh ftYncanh Hkh ugha dh tk ldrh gS] D;ksafd ,sls 
dkxt ftYn dks Hkh etcwrh ls ck¡/ks ugha j[krs gSaA  

3 le; (Time)& le; vius&vki esa iqLrdksa dk “k=q gksrk gSA tSls&tSls le; 
chrrk tkrk gS] oSls&oSls iqLrdsa QVrh tkrh gSa D;ksafd le; ds lkFk muds 
dkxt ihys iM+rs tkrs gSaA le; ds lkFk&lkFk mudh mi;ksfxrk c<+rh tkrh gS 
,oa ckj&ckj iz;ksx gksus ls muds ist [kjkc gks tkrs gSaA  

9-7-5 ikBdksa }kjk {kfr (Damage by Readers) 

dqN LokFkhZ ikBdksa }kjk Hkh iqLrdksa dks {kfr igq¡pk;h tkrh gSA ;|fi iqLrdky; 
esa ,slk dk;Z dsoy FkksM+s ls LokFkhZ] vijk/kh izo`fÙk okys] vuq”kklughu ,oa vlH; O;fDr 
gh djrs gSaA tgk¡ ,d vksj os iqLrdksa dk mi;ksx djrs gSa ogha os iqLrdksa rFkk lUnHkZ 
iqLrdksa esa ls iUus QkM+ nsrs gSa rFkk iqLrdksa dh pksjh djrs gSaA blls iqLrdky; eas 
lokZf/kd {kfr gksrh gSA blls cpus ds fy, vusd mik; djus pkfg, tSls & f[kM+fd;ksa 
esa tkyh dk izcU/k] vkokxeu ds fy, ,d gh eq[; }kj] eq[; }kj (Gate) ij deZpkjh 
cSBkuk] ;kaf=d fof/k }kjk tkap djuk] vko”;d gksus ij ikBd dh }kj ij gh ryk”kh 
ysa ,oa ikBd dh O;fDrxr lkexzh dks iqLrdky; ds vUnj ugha ys tkus nsa vU;Fkk og 
ml lkexzh ds lkFk iqLrdky; ls iqLrd pqjk dj ys tk ldrk gSA dHkh&dHkh ikBd 
Nkrs ds vUnj ,oa lfnZ;ksa esa dksV rFkk Åuh oL=ksa ds vUnj Hkh iqLrd Nqikdj ys tkrk 
gSA bu lHkh izfØ;kvksa dks jksdus ds fy, iqLrdky; deZpkfj;ksa dks lrdZrk cjruh 
pkfg,A iqLrdky; esa QksVksLVsV e”khu Hkh gksuh pkfg, rkfd iqLrdksa dks QkM+us ls jksdk 
tk ldrk gS] D;ksafd ikBd dks ftl izys[k dh vko”;drk gS] og QksVksdkWih djk 
ldsA  

vH;kl iz”u & 2 

fuEufyf[kr iz”uksa ds mRrj nhft,& 

1 iqLrdksa dks {kfr igq¡pkus okys dkjdksa ds uke fyf[k,\ 
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2 vktdy iqLrdksa esa fdl izdkj ds dkxt dk mi;ksx gks jgk gS\  

9-8 iqLrdksa dh ftYncanh ,oa ejEer (Binding and Repair of the 

Books) 

;fn iqLrdky;ksa esa gh vusd iqLrdksa dh ;Fkkle; mfpr izdkj ls ejEer rFkk 
lq/kkj dj fy;k tk; rks ferO;;rk ds lkFk&lkFk ikBdksa dks Hkh iqLrdksa ls vf/kd 
le; rd oafpr ugha jguk iM+sxk rFkk iqLrdksa dks Hkh yEch mez dk cuk;k tk ldrk 
gSA vf/kd {kfrxzLr iqLrdksa dh “kh?kz vPNh ftYncanh djkuk vko”;d gSA iqLrdky; esa 
ftYncanh d{k (Binding Section) vyx ls gksrk gSA ;gk¡ ij ftYnlkt (Binder) iqLrdksa 
dh ejEer ,oa lq/kkj dk dk;Z djrs gSaA budks bu dk;ksZa ds fy, dSaph] pkdw] yksgs dh 
iÍh] cqz”k] lqbZ] L;kgh] [kqjpuh] /kkxk] Qhrk] /kkxs dh tkyh] xÙkk vkfn dh vko”;drk 
gksrh gSA L;kgh rFkk vU; izdkj ds /kCcs NqM+kus ds fy, ,Ydksgy] fljdk] xslksyhu] 
lkcqu vkfn dk izcU/k Hkh vko”;d gS rFkk blds lkFk gh ejEer rFkk lq/kkj ds fy, 
L;kgh&lks[krk] eksfe;k dkxt] ysbZ] xksan] Xyw ,oa vkoj.k lkexzh&peZ] oL= rFkk 
ykbftax dkxt vkSj ys[ku lkexzh dh vko”;drk jgrh gSA  

xzUFkksa dh ejEer rFkk ftYncanh xzFkky; dk ,d vfuok;Z ,oa egRoiw.kZ dk;Z gS 
D;ksafd xzaFkksa dh fdruh Hkh ns[kHkky dh tk;s le; ikdj og iqjkuh ,oa {kfrxzLr gks gh 
tkrh gSA ftYncanh xazFkksa dh etcwrh iznku dj mUgsa iqu% vkd’kZ.k iznku djrh gSA  

9-8-1 ftYncUnh dk mÌs”; (Objective Binding) 

MkW0 jaxukFku ds vuqlkj & **ftYncUnh dk mÌs”; ,d xazFk ds leLr i’̀Bksa dks 
,d lkFk lqǹ<+rk ls ,d bdkbZ ds :Ik esa bl izdkj ck¡/kuk gS fd ftlls dksbZ Hkh 
okafNr i`’B rRdky [kkstk tk ldsA** 

ftYncUnh ds mÌs”; fuEufyf[kr gSa & 

1 xzaFkksa dks vkd’kZ.k iznku djuk rkfd ikBd muds izfr vkdf’kZr gksaA 

2 {kfrxzLr xzaFkksa dh lqj{kk dj mUgsa etcwrh iznku djukA 

3 xazFkksa dks ikBdksa dh vkxkeh ih<+h gsrq lqjf{kr j[kukA 

4 xzaFkksa dks LFkkukarj.k ;ksX; (Transferable) cukukA  

9-8-2 iqLrdky; ftYncanh uhfr (Library Binding Policy) 

xzaFkky; esa fofHkUu izdkj ds izys[kksa dk vf/kxzg.k fd;k tkrk gS tSls & lkekU;  

xazFk] if=dk;sa] lanHkZ xazFk bR;kfn vyx&vyx izdkj ds xazFkksa ds fy, 
vyx&vyx ftYncanh izfØ;k viuk;h tkrh gSA xazFkky; esa ftYnlkth  laca/kh ,d 
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uhfr dk fuekZ.k fd;k tkuk pkfg,A xzaFkky; esa xazFkksa dk l?ku mi;ksx ugh gksrk gS 
rFkk if=dkvksa dk fof”k’V laxzg ugha gS rc ftYnlkth laca/kh T;knk ijs”kkuh ugha vkrh 
A izR;sd izdkj ds xazFkksa dh ftYnlkth vko”;d Hkh ugha gksrh gSA ftYnlkth dh 
izfØ;k gsrq uhfr ,oa fl)kUrksa dk vuqiz;ksx djuk pkfg,] D;ksafd xazFkky; ds lHkh 
izys[kksa dh leku :Ik ls ftYncanh ugha dh tk ldrhA xazFk ds mi;ksx dh dkykof/k 
vkSj {kerk dk Bhd ls iwokZuqeku mÙke uhfr fu/kkZj.k esa lgk;d fl) gksxkA  

9-8-3 ftYncUnh gsrq ek/;e (Medium for Binding) 

ftYncUnh gsrq iqLrdky;k/;{k ds le{k nks fodYi gksrs gSaA igyk ftYncanh 
xazFkky; esa gh djkbZ tk;s] nwljk fodYi gS fd xzaFkksa dks O;olkf;d ftYnlkt ds ikl 
Hkstk tk;sA ?kjsyw ftYnlkth ¼xazFkky; esa gh½ e”khujh gsrq /ku dk fuos”k rFkk izf”kf{kr 
deZpkjh dh vko”;drk gksrh gSA bl izdkj dh ftYnlkth esa le;] Je] ÅtkZ rFkk 
/ku dh ykxr vf/kd gksrh gS] ijUrq ?kjsyw ftYnlkth xq.koÙkk vf/kd ns[kus dks feyrh 
gSA blds vfrfjDr O;kolkf;d ftYnlkt ds ikl xzaFkksa dks Hkstuk Hkh vf/kd 
lqfo/kktud gksrh gSA ftYnlkt dk p;u djus ls iwoZ mldh dk;Z n{krk] xq.koÙkk] 
ykxr nj bR;kfn dks /;ku esa j[kuk pkfg,A mfpr gksxk fd blds fy, ewY; dFku 
vkeaf=r fd;s tk;saA 

9-8-4 ftYncUnh ds izdkj (Types of Binding) 

fofHkUu izys[kksa ds izdkj ds vuqlkj ftYncUnh ds fuEu izdkj gksrs gSa & 

1 izdk”kdh; [kksy (Publisher Casing) & ;g og ftYn gksrh gS ftlesa xzaFk ds 
izdk”kd }kjk xazFk ds foØ; ds fy, foeqDr fd;k tkrk gSA blds vUrxZr ,d 
le; esa eqfnzr lHkh izfr;ksa ij lkekU;r% ,d gh izdkj rFkk jax :Ik dh ftYn 
gksrh gSA ;g xzaFk dks vkd’kZd cukrk gSA  

2 yksdfiz; laLdj.k (Popular Edition) & ;g laLdj.k tulk/kkj.k esa yksdfiz;rk 
izkIr djus gsrq izdk”kdksa }kjk de ewY; esa fudkys tkrs gSa tks fd lk/kkj.k 
dkxt ij eqfnzr gksrk gSA  

3 xazFkky; laLdj.k (Library Edition)& bl izdkj ds laLdj.k dk fuekZ.k 
xazFkky; lsokvksa dks /;ku esa j[kdj rS;kj fd;k tkrk gSA ;g mÙke dkxt ij 
eqfnzr gksrk gS rFkk bldh ftYn fVdkÅ gksrh gSA bl izdkj ds laLdj.k dh 
dher lkekU; laLdj.k ls vf/kd gksrh gSA  

4 Nk= laLdj.k (Student Edition)& bl izdkj ds laLdj.k lk/kkj.k dkxt rFkk  

lk/kkj.k ftYn okys gksrs gSaA bl izdkj ds laLdj.k dk mÌs”; Nk=ksa dks de 
ewY; ij xazFk miyC/k djkuk gSA  



पÖु तकालय एवं सचूना केÆ þŌ का ÿबÆ धन                                                           BLIS-102 

उ°राखÁ ड मु³ त  िवÔ विवīालय  170 
 

5 dkxth ftYn laLdj.k (Paper Back Edition) & bl izdkj ds xazFkksa dh ftYn 
esa fdlh eksVs xÙks dk mi;ksx ugha fd;k tkrk gS cfYd lkekU; dkxt ls dqN 
eksVk dkxt blds doj ds fy, mi;ksx esa yk;k tkrk gSA Nk= laLdj.k rFkk 
yksdfiz; laLdj.k blh izdkj ds gksrs gSaA  

6 cs/ku (Stabbing)& xazFk dh vkj&ikj flykbZ (Stiching) dks cs/ku dgrs gSaA 
blesa le; de yxrk gS ijUrq bl izdkj dh flykbZ ls xazFkksa ds [kqyus esa 
ijs”kkuh vkrh gSA  

7 rkj dh flykbZ (Stapling)& bl izdkj dh flykbZ esa /kkrq dh fiuksa ¼rkj½ ls 
i`’Bksa dks flyk tkrk gSA LVsiyj ds }kjk ;g vklkuh ls fd;k tkrk gS ijUrq 
bu fiuksa esa tax yxus ls ;g VwV tkrh gS vkSj ist Hkh fc[kj tkrs gSaA  

8 iw.kZ peZ ftYncUnh (Full Leather Binding)& bl izdkj dh ftYn esa lkjs 
vkoj.k ¼xÙkksa½ ij fcuk fdlh tksM+ rFkk flykbZ ds peM+s dks fpidk;k tkrk gS] 
tks fd vf/kd fVdkÅ gksrk gS ;g vf/kd eagxh izfØ;k gSA nqyZHk xazFkksa] 
fo”odks”kksa] “kCndks”kksa] ,Vylksa ij bl izdkj dh ftYn ns[kh tkrh gSA  

9 v/kZ peZ ftYncUnh (Half Leather Binding)& blesa xazFk ds vk/ks Hkkxksa ij izk;% 
ihfBdk (Spine) rFkk xÙkksa ds dqN Hkkx ij peZ fpidk;k tkrk gSA blls 
ftYncUnh dk O;; dqN de gks tkrk gS rFkk ftYn Hkh fVdkÅ gks tkrh gSA 
if=dkvksa ds iw.kZ [k.Mks ij bl izdkj dh ftYn mi;qZDr ekuh tkrh gSA  

10 iw.kZ oL= ftYncUnh (Full Cloth Binding)& blesa xzaFk ds lEiw.kZ vkoj.k 
(Cover) ij diM+k fpidk;k tkrk gS] ftlesa dksbZ tksM+ ;k flykbZ ugha gksrhA 
bl izdkj dh ftYn peZ ftYncUnh ls lLrh gksrh gS ij mruh fVdkÅ ugha 
gksrh gSA de mi;ksx esa vkus okys xazFkksa ds fy, ;g mi;qDr gSA  

11 v/kZ oL= ftYncUnh (Half Cloth Binding)& bl izdkj dh ftYn esa xazFk dh 
ihfBdk (Spine) rFkk dksuksa ij diM+k fpidk;k tkrk gS rFkk “ks’k Hkkx ij de 
ykxr dh ltkoVh lkexzh dks fpidk;k tkrk gSA ;g ftYn lLrh rFkk de 
fVdkÅ gksrh gSA  

12 dkxth ftYncUnh (Paper Binding) & tc xzaFk ij vkoj.k ds :Ik esa dsoy 
dkxt dks gh fpidk;k tk;s rks bls dkxth ftYn dgk tkrk gSA ;g lcls 
lLrh o lcls de fVdkÅ gksrh gSA  

13 ifjiw.kZ@=qfVjfgr ftYncUnh (Perfect Binding) &blds lacks/ku “kCn ds  

foijhr bl izdkj dh ftYncUnh dks lcls =qfViw.kZ ekuk tkrk gSA bl ftYn esa 
xazFk ds lHkh vuqHkkxksa (Sections) dks ihNs ds dkV djds ,d&,d ist dks vyx dj 
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fn;k tkrk gS fQj istksa dh flykbZ u djds mUgsa xksan vFkok Xkksan ls fpidk;k 
tkrk gSA ;g lLrh] de Je okyh i)fr gS blls xazFk iwjk [kqyrk gS ijUrq dqN 
le; ckn xazFk ds ,d&,d ist fudyuk izkjEHk gks tkrs gSaA ;g ftYncUnh 
xazFkky;ksa gsrq mi;qZDr gSA  

9-8-5 ftYncUnh gsrq mi;ksxh lkexzh (Materials for Bindings) 

MkW0 jaxukFku ds vuqlkj& **ftYncanh dh nf̀’V ls iqLrd X;kjg dfM+;ksa dh 
,d Jà[kyk gS dkxt dks dsfUnzr dM+h ekurs gq,] ;g ,d lefer (Symmetrical) 

Jà[kyk gSA** nksuksa vksj dh ik¡p&ik¡p dfM+;k¡ fuEu gS ftuds e/; esa i`’B gksrs gSa & 

1 /kkxk (Thread) 

2 Qhrk (Tape) 

3 vfUre i’̀B (End paper) 

4 xÙkk (Board) 

5 vkoj.k lkexzh (Covering Material) 

9-8-6 ftYncUnh dh izfØ;k (Procedure of Binding) 

xzaFkky; ds deZpkfj;ksa dh leLr xazFkksa ij utj gksuh pkfg, rFkk th.kZ&”kh.kZ 
xazFkksa dks rRdky laxzg esa ls fudkydj ftYncanh gsrq vuqØe esa j[k nsuk pkfg,A 
fo”kky xazFkky;ksa esa ftYncanh dk dk;Z o’kZ Hkj pyrk jgrk gS] tcfd NksVs xazFkky;ksa esa 
;g izk;% o’kZ esa ,d ckj fd;k tkrk gSA  

ftYn canh ds dk;ksZa dks eq[;r% nks Hkkxksa esa ckaV ldrs gSa & 

1 f”kYidk;Z (Forwarding) 

2 lkt&lTtk (Finishing) 

f”kYi dk;Z ds fy, ftYnlkt dks rduhdh :Ik ls n{k gksuk pkfg,A ;g xazFk 
dks etcwrh iznku djrk gS tcfd lkt&lTtk vFkok fQfuf”kax xazFk dks vkd’kZd cukrh 
gSA blds vUrxZr ckgjh vkoj.k rFkk ftYn dks dykRed :Ik ls ltk;k tkrk gSA  

ykWd ds vuqlkj & **fdlh Hkh xazFk dh ftYncanh djokus vFkok u djokus dk 
fu.kZ; fuEu rRoksa ij vk/kkfjr fd;k tk ldrk gS & 

¼d½ xazFk dh Lo;a dh HkkSfrd fLFkfrA 

¼[k½ xazFk dh varoZLrq (Contents) dk LFkk;h ewY;A 

¼x½ D;k ftYncanh dh vis{kk uohu xazFk Ø; dj ysuk vf/kd ferO;;h gksxkA 
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ftYncanh dk;Z ds varxZr fuEu vkB izfØ;kvksa dks lfEefyr fd;k tkrk gS & 

1 leLr istksa dk feyku djuk (Collation) 

2 flykbZ dk;Z (Sewing) 

3 vkoj.k tksM+uk (Joint the cover) 

4 iksLrhu (End papers) 

5 fxfYMax (Gilding) 

6 gSsMcS.M (Head Bands) 

7 gkWyks cSd (Hollow Backs) 

8 fQfuf”kax (Finishing) 

1 leLr istksa dk feyku djuk (Collation)&bl dk;Z dks lekdyu Hkh dgk tkrk 
gSA blds vUrxZr xazFk ds leLr i`’Bksa dks Øekuqlkj O;ofLFkr fd;k tkrk gSA 
dksbZ i`’B nks’kiw.kZ vFkok xk;c rks ugha gSA bldks ns[kuk gksrk gSA lkef;d 
izdk”kuksa gsrq muds fofHkUu vadksa (Issues) mudh vk[;k (Title) vkSj fo’k; lwph 
i`’B] vuqØe.kf.kdk i’̀B (Index) bR;kfn dks lgh Øe esa tekuk gksrk gSA {kfrxzLr 
xazFkkas ds iqjkus vkoj.k dks gVk;k tkrk gSA iqjkus /kkxs] Vsi] xksan bR;kfn dks Hkh 
fudkyk tkrk gSA  

2 flykbZ dk;Z &flykbZ dh dbZ rduhdsa gSa tSls & LVSfcax (Stabbing),  vksoj L;wbax 
(Over sewing) bR;kfn blds fy, vc e”khu dk mi;ksx fd;k tkrk gSA flykbZ 
ls igys i`’Bksa ds chp fuokZr cukus rFkk dkxt dks lgh eksM+us ds fy, xazFk ij 
ncko cuk;k tkrk gSA  

3 vkoj.k TkksM+uk&xazFk ds “kh’kZ Hkkx ,oa i`’B Hkkx dks lgh vkdf̀r iznku djus ds 
fy, ukWDM vi (Knocked up) dgrs gSA Likbu ij Mh-Mh-Vh- ;qDr xksan ;k ysbZ 
yxkbZ tkrh gSA xazFk ds vkjafHkd rFkk ckn ds i`’Bksa ds lkFk [kkyh istksa ¼iksLrhu½ 
dks vkoj.k ¼doj½ ds lkFk tksM+rs gSa rFkk fpidus okys inkFkZ dks lw[kus nsrs gSaA  

4 iksLrhu (End Papers)&iksLrhu xazFk ds fy, etcwrh rFkk j{kd dk dk;Z djrk 
gSA xazFk ds vkjaHk rFkk ckn esa tksM+s tkus okys i’̀Bksa dks iksLrhu dgk tkrk gSA  

5 fxfYMax (Gilding)& fxfYMax ls xazFk vkd’kZd curk gS] ckgjh lrg blls fpduh  

gks tkrh gS rFkk xazFk dh etcwrh c<+rh gSA fdukjs jaxus (Gilding) dk dk;Z vkoj.k 
dks dkVus rFkk fdukjs dkVus ds le; fd;k tkrk gSA  
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6 gsSM cS.M (Head bands) & ;g xazFk dks ltkus ds dke esa vkrk gSA blds vUrxZr 
ihfBdk (Spine) dks iafDrc) fd;k tkrk gSA blds ckn ihfBdk ij eqyk;e Øk¶V 
dkxt dh iÍh fpidkbZ tkrh gSA  

7 gkWykscSd (Hollow Backs)& blds fy, xzaFk Likbu dh pkSM+kbZ ls rhu xqus pkSM+s 
dkxt dks ,d frgkbZ Likbu ls vkSj ckdh nks frgkbZ Likbu ds vxy&cxy 
fpidk fn;k tkrk gSA ;g Likbu dks etcwrh iznku djrk gSA  

;g fu.kZ; djuk fd fdu iqLrdksa dh ejEer rFkk lq/kkj fd;k tk, rFkk fdu 
iqLrdksa dh ftYncanh djkbZ tk, rFkk fdu iqLrdksa dks laxzg ls fudky fn;k tk;s] 
vR;Ur egRoiw.kZ dk;Z gSA ftu iqLrdksa ds dqN i`’B xqe gks x;s gSa ;k tkucw> dj QkM+ 
fn;s x;s gSa vFkok mudh fLFkfr Bhd ugha gS ,slh iqLrdksa dh NaVuh djuk gh mfpr 
gksrk gSA vPNk gksxk fd ,slh iqLrdksa dks NaVuh dh laLrqfr djkus ds fy, ,d lfefr 
dk xBu djd mPp vf/kdkjh ls vuqeksnu ds mijkUr gh bUgsa jkbZV vkWQ djuk 
pkfg,A jkbZV vkWQ dh iqLrdksa dks ifjxzg.k iaftdk ls Hkh fujLr dj nsuk pkfg, rFkk 
bldk iF̀kd ls vfHkys[k rS;kj djuk pkfg,A  

9-9 lkjka”k (Summary) 

bl bdkbZ ds v/;;u ds Ik”pkr~ vki dks ;g Kkr gks x;k gksxk fd iqLrdksa dh 
{kfr eq[; :Ik ls fdu dkj.kksa ls gksrh gS rFkk buds jksdFkke ,oa lja{k.k ds fy, D;k 
mik; djuk pkfg,A iqLrdksa dh lqj{kk gsrq iqLrdky;ksa dks Hkjld iz;Ru djus pkfg,A 
ftYncanh ,oa dhM+s&edksM+s ls jksdFkke tSls dk;Z dks izkFkfedrk nsuh pkfg, vU;Fkk ,sls 
iqLrdky; tks dbZ o’kZ iqjkus gSa] muds iqLrd&laxzg dks [krjk gSA vk/kqfud iqLrdky; 
vc okrkuqdwfyr cu x;s gSa ftlls iqLrdksa ij teh feÍh ,oa dhM+s&edksM+s ls jksdFkke 
laHko gks ldh gSA ysfdu vf/kdka”k iqLrdky;ksa esa okrkuqdwfyr lqfo/kk dk vHkko gSA 
vesfjdu iqLrdky;ksa esa gj eghus ,d ckj iqLrdky;ksa esa ¶;qehxs”ku fd;k tkrk gS 
ftlls dhM+s&edksM+s] fNidfy;k¡ ,oa nhed ds [krjs dks lekIr fd;k tk ldsA ysfdu 
Hkkjrh; iqLrdky;ksa esa ¶;qehxs”ku dh dksbZ O;oLFkk ugha gSA leLr iqLrdky; 
vko”;drkuqlkj bu [krjksa ls cpus ds fy, O;oLFkk djrs gSaA BaMs izns”kksa esa nhed ,oa 
dhM+ksa dh leL;k vf/kd ns[kus dks feyrh gSA ukFkZ&bZ’V esa ydfM+;ksa ds Hkouksa ds dkj.k 
;s leL;k vf/kd gSA bZaV dh nhokjksa esa rks Nsn djds nok Hkj dj nhed esa jksdFkke dh 
tkrh gSA  

9-10 “kCnkoyh (Glossary) 

vuqj{k.k&  iqLrdky;ksa esa xzaFkksa ds j[k&j[kko ls lEcfU/kr tks Hkh dk;Z ,oa mik; fd;s 
tkrs  
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          gSa os xazFkksa dk vuqj{k.k dgykrk gSA  

lja{k.k&   iqLrdky; esa xzUFkksa dh lqj{kk ls lEcfU/kr tks Hkh dk;Z ,oa mik; fd;s tkrs 
gSa os xzaFkksa dk vuqj{k.k dgykrk gSA  

eqDr izos”k& iqLrdky; ds laxzg d{k esa tkus dh NwV rFkk iqLrdsa vyekjh esa rkyksa ls 
eqDrA 

nqyZHk xzaFk& ftl xzaFk dh ,d ls vf/kd izfr;k¡ u gks vkSj u gh vU;= feyus dh 
lEHkkouk gksA 

ik.Mqfyfi& gLrfyf[kr lkexzh  

9-11 vH;kl iz”uksa ds mRrj (Answer of Questions  for Exercise) 

vH;kl iz”u & 1 

eqDr izos”k iz.kkyh ds xq.k - 

1 bl iz.kkyh dh lcls izeq[k fo”ks’krk ;g gksrh gS fd blesa xzUFkksa dks [kqyh 
vkyekfj;ksa esa j[kk tkrk gS ftuesa dksbZ rkykcUnh ugha gksrh gSA  

2 bl izdkj ikBd fdlh Hkh xzUFk dks viuh ek¡x ds vuqlkj fuxZe djkdj ?kj ys 
tk ldrk gSA  

3 xzUFkky; ds izfr ikBdksa eas viuRo dh Hkkouk tkxzr gksrh gS ftlls os xzUFkky; 
dks lkewfgd lEifÙk le>us yxrs gSaA 

4 ikBdksa dks xzUFkkxkj esa tkdj xzUFkksa dk voyksdu djus rFkk p;u djus dh 
iw.kZ Lora=rk jgrh gSA  

5 bl iz.kkyh ds viukus ls ferO;f;rk Hkh gksrh gS D;ksafd xzUFk&okgd dks j[kus 
dh vko”;drk ugha gksrh gSA 

6 blls ikBdksa ds lkFk&lkFk deZpkfj;ksa ds le; dh cpr gksrh gS D;ksafd ikBdksa 
dks ek¡x i.khZ ugha Hkjuh iM+rh gSA os Lo;a xzUFkkxkj esa tkdj viuh okafNr 
iqLrd dk p;u Lo;a dj ysrs gSaA  

7 bl iz.kkyh ls xzUFkky; foKku ds lw=ksa dh lUrqf’V gksrh gSA xzUFkky; ds 
mi;ksx esa o`f) gksrh gSA  

eqDr izos”k iz.kkyh ds nks’k& 
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1 bl iz.kkyh dk loZizeq[k nks’k ;g gS fd blesa ikBdksa }kjk xzUFkksa ds pksjh djus 
dh lEHkkouk jgrh gSA  

2 ikBd dks oxhZdj.k i)fr dk Kku ugha gksrk gS blfy, ,d xzUFk dks ;gk¡ ls 
fudky dj nwljh txg j[k ldrs gSa ftlls mDr xzUFk dk mi;ksx gksuk cUn 
lk gks tkrk gSA  

3 xzUFkksa dk foU;klu frrj&fcrj gks tkus ij ikBd }kjk okafNr xzUFk [kkstus esa 
Ik;kZIr le; u’V gksrk gS vkSj dfBukbZ dk lkeuk djuk iM+rk gSA  

4 pwafd ikBdksa dks xzUFkkxkj esa izos”k djus dh LorU=rk gksrh gS blfy, dqN 
mn.Mh ikBd xzUFkksa ds i`’B QkM+us esa lQy gks tkrs gSaA  

vizos”k iz.kkyh ds xq.k & 

1 bl iz.kkyh dh lcls izeq[k fo”ks’krk ;g gksrh gS fd blesa ikBdksa }kjk xzUFkksa 
dh pksjh djus dh lEHkkouk ugha gksrh gSA vr% iqLrdky;k/;{k dks bl lEcU/k 
esa dksbZ leL;k ugha vkrh gSA  

2 pwafd ikBd xzUFkksa dks xzUFkky; ds vUnj Nw ugha ldrs gSa vr% ikBdksa }kjk 
xzUFkksa ds i`’B QkM+us] mudks u’V djus vkfn dh lEHkkouk ugha gksrh gSA  

3 pwafd ikBdksa }kjk xUFkksa dk p;u Hk.Mkj d{k esa djus dh vuqefr ugha gksrh gS 
vr% xzUFkksa dk O;oLFkkiu Bhd cuk jgrk gSA xzUFkksa dks b/kj&m/kj xyr LFkku 
ij j[kus dh leL;k ugha gks ikrh gSA  

vizos”k iz.kkyh ds nks’k & 

1 bl iz.kkyh esa xzUFk izkIr djus dh izrh{kk esa ikBdksa dk vewY; le; u’V gksrk 
gSA  

2 xzzUFkky; foKku ds lw=ksa dk ikyu gksus esa vuqjks/k vkrk gS D;ksafd bl iz.kkyh 
esa [kqyh NwV u gksus ds dkj.k xzUFkksa ds mi;ksx esa deh vkrh gSA  

3 xzUFkky; esa ikBdksa dh la[;k esa o`f) gksus ij xzUFkky; deZpkfj;ksa }kjk xzUFk 
[kkstus esa vf/kd le; yxrk gS vkSj dbZ deZpkfj;ksa dh vko”;drk iM+us 
yxrh gSA dsoy ,d deZpkjh ftls xzUFk&okgd (Book Lifter) dgrs gSa bruk 
lkjk dk;Z djus esa vius vkidks vleFkZ ikus yxrk gS ftlls vusd ikBdksa dk 
tks xzUFk izkIr djus dh bPNk esa [kM+s gq, gS le; u’V gksrk gSA  

4 vr% xzUFkky;ksa esa bl dk;Z dks lEiUu djus ds fy, dbZ xzUFk&okgdksa dh 
vko”;drk iM+rh gS ftlls ;g iz.kkyh O;;lk/; gks tkrh gSA  
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vH;kl iz”u & 2 

1 iqLrdky; }kjk izkd̀frd dkj.k] dhM+s&edksM+s] ¼nhed] >hxaaqj] QQwanh vkfn½] 
?kfV;k dkxt] ikBdksa }kjk {kfrA 

2 {kkjh; dkxt (Alkalin Paper) ,oa rstkch dkxt (Acid Paper)A  

9-12 alanHkZ xzUFk (Reference Books) 
1. vxzoky] ,l-,l- ¼2004½- xzUFkky; izcU/ku ds ewy rRo] jkt ifCyf”kax 
gkml] t;iqjA 

2. xxZ] jkexksiky ,oa rkezdkj] vfer ¼2011½- vk/kqfud xzaFkky; izcU/k] 
eSMsfy;u iszl] yqf/k;kukA 

            3. Gupta, C.B. (1994). Management: Theory and Practice, S. Chand, 
Delhi.  

4. bafnjk xk¡/kh jk’Vªh; eqDr fo”ofo|ky; v/;;u lkexzhA 
5. Jain, M.K. (1999). Library Manual: A Practical Approach to 

Management, Shipra, Delhi. 
6. Mittal, R.L. (1989).Library Administration, Metropolitan, Delhi.  
7. Ranganathan, S.R. (1959). Library Administration, Sarada 

Ranganathan Endowment for Library Science, Bangalore, (Delhi, 
UBSPD). 

8. Singh, Ram Shobhit (1990). Fundamentals of Library Administration, 
Prabhat Prakashan, Delhi.  

9. f=ikBh ,oa vU; ¼1999½- xzUFkky; izcU/k] okbZ- ds- ifCy”klZ] vkxjkA 
10. O;kl] ,l-Mh- ¼2004½- iqLrdky; izcU/k] iap”khy izdk”ku] t;iqjA 

9-13 mi;ksxh iqLrdsa (Useful Books) 

1. Dhiman, Anil Kumar and Vashada Ravi (2004). Library Management : A 
manual for effective management, Ess Ess Publications, New Delhi. 

2. Mahapatra, Piyush Kanti and Chakrabarti, Bhubaneswar (2003). 
Preservation in Libraries: Perspectives Principles and Practice, Ess Ess 
Publications, New Delhi.  

3. Massle, Joseph L. (1985). Essentails of Management, Printice Hall of 
India, New Delhi. 

4. Mookerji, S.K. and Gupta, B. Sen (1977). Library Organization and 
Administration, World Press, Calcutta.  

5. Prasad, R.G. (1993). Developing Library Collection, Macmillan Press, 
Delhi.  
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6. PSG Kumar (2003). Management of Library and Information Centres, 
B.R. Publishing Corporation, Delhi. 

7. Ranganathan, S.R. (1960). Library manual, Sarada Ranganathan 
Endowment for Library Science, Bangalore, (Delhi: UBSPD). 

8. JhokLro] vfouk”k pUnz ¼2012½- iqLrdky; lkexzh ifjj{k.k ,oa lja{k.k] fodkl 
izdk”ku] dkuiqjA 

9-14 fucU/kkRed iz”u (Essay type Questions) 

1 vki vius iqLrdky;ksa esa vizos”k iz.kkyh D;ksa viukuk pkgsaxsA blds xq.k ,oa 
nks’kksa dk o.kZu djsa\ 

2 xazFkksa ds lqj{kk ds fy, D;k&D;k mik; djuk pkfg,\ 

3 xazFkksa dh ftYncanh dSls dh tkrh gSA ftYncanh izfØ;k dk o.kZu izLrqr djsa\  

 
  



पÖु तकालय एवं सचूना केÆ þŌ का ÿबÆ धन                                                           BLIS-102 

उ°राखÁ ड मु³ त  िवÔ विवīालय  178 
 

इकाई – 10   पÖु तकालय के ÿमुख अिभलेख तथा वािषªक ÿितवेदन  

bdkbZ dh :ijs[kk 
10-1  izLrkouk 
10-2  mÌs”; 
10-3  okf’kZd izfrosnu ds mÌs”;  
10-4  izfrosnu ds :Ik  
 10-4-1 ekSf[kd izfrosnu 
 10-4-2 fof”k’V izfrosnu 
 10-4-3 okf’kZd izfrosnu 
10-5  okf’kZd izfrosnu esa lfEefyr lwpuk 
 10-5-1 iqLrdky; dk mi;ksx rFkk tu lsok,¡ 
 10-5-2 iqLrdky; iz”kklu rFkk rduhdh lsok,¡ 

10-5-3 iqLrdky; for 
10-5-4 iqLrdky; dkfeZdx.k 
10-5-5 fofo/k  

10-6  okf’kZd izfrosnu ls iqLrdky; esa ykHk 
10-7  okf’kZd izfrosnu dk izk:Ik 
10-8  lkjka”k 
10-9  “kCnkoyh 
10-10 vH;kl iz”uksa ds mRrj 
10-11 lanHkZ xzaFk 
10-12 mi;ksxh iqLrdsa 
10-13 fucU/kkRed iz”u  
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10-14 izLrkouk (Introduction) 

iqLrdky; izfrosnu rS;kj djus dk vk/kkj iqLrd es miyC/k vusd iaftdk,¡ 
gksrh gSaA ftuesa o’kZ Hkj dh xfrfof/k;ksa ,oa iqLrdky; mi;ksxkFkZ vkus okys ikBdksa ls 
lEcfU/kr izfof’V;k¡ ntZ gksrh gSaA izfrfnu fdrus mi;ksxdÙkkZvksa us iqLrdky; esa izos”k 
fd;k bldh la[;k izos”k }kj ds ikl izkiVhZ dkm.Vj ij j[kh gqbZ ml iaftdk ls irk 
dh tk ldrh gSA ftl iaftdk esa izos”k ls iwoZ mi;ksxdÙkkZ vius ckjs esa izfof’V djrk 
gSA blh izdkj lanHkZ foHkkx] okpuky;] vknku&iznku foHkkx] eq[; laxzg d{k esa 
iaftdkvksa ls i`Fkd&iF̀kd tkudkjh feyrh gSA Nk;kizfr;k¡ ,d fnu esa fdruh gks jgh 
gSa vkfnA blh izdkj o’kZ esa fdruh iqLrdsa Ø; dh x;ha rFkk budh dher fdruh gSA 
ifjxzg.k iaftdk esa ntZ fooj.k ls fy;k tk ldrk gSA fdrus mi;ksxdÙkkZ bUVjusV dk 
mi;ksx izfrfnu ,oa o’kZ Hkj esa fd;k bldh tkudkjh Hkh izkIr dh tk ldrh gSA vxj 
iqLrdky; dEI;wVjhd̀r gS rks lkjh lwpukvksa dk ,d gh vfHkys[k gS ftlesa lkjs vk¡dM+ks 
dks mudh fofHkUurkvksa ds vk/kkj ij izfrosnu esa iznf”kZr fd;k tkrk gSA iqLrdky; esa 
iwjs o’kZ ij fd;s x;s fØ;k&dykiksa dh lwpuk iqLrdky; izkf/kdj.k vFkok vf/kdkfj;ksa 
dks nsuh gksrh gSA iqLrdky; esa fofHkUu foHkkxksa ds izHkkjh vius&vius foHkkx esa 
lEcfU/kr lwpuk,¡ ,df=r djus ds fy, fofHkUu izdkj ds vfHkys[k rS;kj djrs jgrs gSa 
vkSj mUgha vfHkys[kksa ds vk/kkj ij lwpuk,¡ ,df=r dj izfrosnu ds :Ik esa 
iqLrdky;k/;{k ds le{k izLrqr djrs gSaA pwafd iqLrdky; izkf/kdj.k iqLrdky; ds 
lapkyu gsrq /ku dh O;oLFkk djrs gSa blfy, iqLrdky;k/;{k dk ;g drZO; gks tkrk gS 
fd os vius mPp vf/kdkfj;ksa vFkok iqLrdky; izkf/kdj.k dks iqLrdky; esa o’kZ Hkj 
fd;s x, fØ;kdykiksa dk iw.kZ izfrosnu izLrqr djsaA lkekU;r% ;g izfrosnu iqLrdky; 
lfefr }kjk izLrqr fd;k tkrk gS tks ekSf[kd u gksdj fyf[kr :Ik esa foLrkj ls fn;k 
tkrk gSA  

10-2 mÌs”; (Objectives) 

bl bdkbZ dk v/;;u djus ds Ik”pkr~ vki ;g le> tk,xsa fd & 

 iqLrdky; izfrosnu fdls dgrs gSa? 

 iqLrdky; izfrosnu es afn;s tkus okyh lwpuk dgk¡ ls ,df=r dh tkrh gS? 

 izfrosnu ds :Ik dkSu&dkSu ls gks ldrs gSa? 

 izfrosnu rS;kj djus ds mÌs”; ,oa D;k ykHk gSa? 
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10-3 okf’kZd izfrosnu ds mÌs”; (Objectives of Annual Report) 

okf’kZd izfrosnu fuEukafdr mÌs”;ksa dh iwfrZ gsrq fufeZr fd;k tkrk gS &- 

1- iqLrdky; ds mi;ksxdrkZvksa ds lwpukFkZ % tSlk fd Åij fy[kk gS] xzUFkky; ds 
fØ;k&dykiksa] izxfr&voufr vkfn ds lEcU/k esa mi;ksxdrkZvksa dks lwpuk izkIr 
gksuh pkfg,A okf’kZd izfrosnu ds }kjk mudks okafNr lwpuk izkIr gks tkrh gSA 

2- vf/kdkfj;ksa dh lwpukFkZ % vktdy iz”kkldh; foHkkxksa }kjk vius vf/kdkfj;ksa 
dks lwpukFkZ o’kZ Hkj dk ys[kk&tks[kk izLrqr djus dk izpyu gS ftlls og mDr 
foHkkx dh izxfr&voufr rFkk fØ;k&dykiksa vkfn ls voxr jg ldsaA ,sls 
izfrosnu dks iz”kkldh; izfrosnu dgrs gSaA ;fn xzUFkky; esa fdlh izdkj dh 
=qfV;k¡ gSa rFkk xzUFkky; dk;Z esa foLrkj vkfn dh vko”;drk gS rks vf/kd 
/kujkf”k rFkk dkfeZdksa dh ek¡x dh tk ldrh gSA blh izdkj dk;Z&Hkkj esa deh 
gks tkus ij vf/kdkjhx.k orZeku dkfeZdksa esa deh Hkh dj ldrs gSaA  

3- O;kolkf;d #fp dks fodflr djus gsrq % vU; xzUFkky;ksa rFkk xzUFkky;ksa dh 
lwpukFkZ Hkh okf’kZd izfrosnu mi;ksxh fl) gksrh gSA blls vU; xzUFkky;ksa rFkk 
laLFkkvksa dks xzUFkky; dh izxfr rFkk fofHkUu fØ;k&dykiksa ds lEcU/k esa 
tkudkjh izkIr gksrh jgrh gSA  

4- Tkulk/kkj.k dh lwpukFkZ rFkk izpkj lk/ku ds :Ik eas % okf’kZd izfrosnu }kjk 
tu lk/kkj.k dks xzUFkky; ds fofHkUu fØ;k&dykiksa ls voxr djk;k tk ldrk 
gS rFkk mudks Hkh xzUFkky; lsok ls ykHkkfUor gksus ds fy;s iszfjr fd;k tk 
ldrk gSA bl izdkj xzUFkky; dk okf’kZd izfrosnu izpkj lk/ku ds :Ik esa Hkh 
iz;qDr fd;k tk ldrk gSA  

5- xzUFkky; ds okf’kZd ys[ks&tks[ks ds vfHkys[k ds :Ik esa % o’kZ izfro’kZ dk okf’kZd 
izfrosnu xzUFkky; ds vf/kd̀r bfrgkl dk fuekZ.k djrk gS D;ksafd mlesa lHkh 
egRoiw.kZ ?kVukvksa dk o.kZu jgrk gSA  

10-4 okf’kZd izfrosnu ds :Ik (Forms of Report) 

okf’kZd izfrosnu ds fuEufyf[kr Lo:Ik gks ldrs gSa & 

10-4-1 ekSf[kd izfrosnu (Oral Report) & iqLrdky; vf/kdkjh rFkk izkf/kdj.k ds 
lnL;ksa dks ijLij okrkZyki ds ek/;e ls iqLrdky; esa fd, x, dk;ksZa] fØ;k&dykiksa 
,oa xfrfof/k;ksa dk iqLrdky;k/;{k }kjk ekSf[kd :Ik esa fooj.k izLrqr djus dks ekSf[kd 
izfrosnu dgk tkrk gSA ijLij okrkZyki ds vfrfjDr lfefr dh cSBdsa cqykdj mlesa 
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izfrosnu ekSf[kd :Ik ls izLrqr fd;k tkrk gSA ysfdu ,sls izfrosnu dk dksbZ egRo ugha 
gksrkA  

10-4-2 fof”k’V izfrosnu(Special Report) & ,sls izfrosnu esa iqLrdky; dh fo”ks’k 
?kVukvksa ds lEcU/k esa rFkk izLrqr fd;s tkrs gSaA fof”k’V izfrosnu esa vf/kdkfj;ksa dks 
vko”;d dk;Zokgh gsrq lwfpr fd;k tkrk gSA tSls deZpkfj;ksa ds chp dksbZ okn&fookn] 
fdlh lkexzh dk pksjh gks tkuk] vkx yxus ls iqLrdksa dk ty tkuk vkfn vU; fdlh 
leL;k ds fujkdj.k ls lEcfU/kr fof”k’V izfrosnu dks foHkkxh; izHkkjh iqLrdky;k/;{k 
dks Hkstrk gS vkSj iqLrdky;k/;{k ml fyf[kr fjiksVZ ds vk/kkj ij ftu fu.kZ;ksa dks og 
Lo;a ys ldrk gS mUgsa ysdj vf/kdkfj;ksa dks lwfpr dj nsrk gS rFkk “ks’k dks viuh 
vk[;k ds lkFk vf/kdkfj;ksa ds ikl mfpr fu.kZ; gsrq laLrqr dj nsrk gSA  

10-4-3 okf’kZd izfrosnu (Annual Report)& iqLrdky;k/;{k }kjk vius iqLrdky; 
dh xfrfof/k;ksa] fØ;k&dykiksa ,oa lsokvksa ds ckjs esa vf/kdkfj;ksa dks lwpuk nsus dk dk;Z 
izfro’kZ fd;k tkrk gSA blfy, bls okf’kZd izfrosnu dgk tkrk gSA okf’kZd izfrosnu 
fiNys o’kZ dh iqLrdky; dh miyfC/k;ksa] lsokvksa] fØ;k&dykiksa] leL;kvksa ,oa foRrh; 
O;oLFkkvksa vkfn dk voyksdu djus dk lk/ku gSA izfrosnu bl izdkj ls o’kZ Hkj esa 
iqLrdky; deZpkfj;ksa }kjk fd;s x;s dk;ksZa dk niZ.k gS] ftlds ek/;e ls iqLrdky; 
vf/kdkjh iqLrdky; ds lEcU/k esa iqLrdky; vf/kdkjh iqLrdky; ds lEcU/k esa iw.kZ 
tkudkjh izkIr dj ysrs gSaA bl izdkj okf’kZd izfrosnu ,d fyf[kr izLrqfrdj.k gS tks 
iqLrdky; ds fØ;k&dykiksa lsokvksa bR;kfn rF;ksa dh tkudkjh ls voxr djkrk gS 
lkFk gh ctV Lkzksr] iqLrdky; deZpkjh ,oa vU; vusd lwpuk,¡ iznku dh tkrh gSA 
vr% iqLrdky; dk okf’kZd izfrosnu & 

¼d½ iqLrdky; esa o’kZ Hkj fd;s x, dk;ksZa dk losZ{k.k gSA 

¼[k½ iqLrdky; }kjk iznku dh tk jgh lwpuk lsokvksa dks izpkj djus dk ,d 
izR;{k ek/;e gS] rFkk 

¼x½ okf’kZd izfrosnu esa iqLrdky; ds vuqlkj O;oLFkk rFkk mlesa ladfyr 
iqLrdksa ,oa vU; ikB~;&lkexzh dh miyC/krk dh izxfr gksrh gSA  

10-5 okf’kZd izfrosnu esa lfEefyr lwpuk (Included Information in 

Annual Report) 

iqLrdky;/;{k dks okf’kZd izfrosnu esa izeq[k :Ik ls fuEu ckrksa ls lEcfU/kr 
lwpuk izLrqr djuk gksrk gS%& 

1- iqLrdky; dk mi;ksx rFkk tu lsok,¡A 
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2- iqLrdky; iz”kklu rFkk rduhdh lsok,¡A 

3- iqLrdky; foŸkA 

4- iqLrdky; dkfeZdx.kA 

5- fofo/kA 

10-5-1 iqLrdky; dk mi;ksx rFkk tu lsok,¡ (Use and Public Services 

of  Library) 

d- blds vUrxZr lnL;ksa dh la[;k] vkxUrqdksa dh la[;k] xzUFkksa dk 
vknku&iznku rFkk xzUFkky; lhek esa ikB~;&lkexzh dk mi;ksx vkfn lfEefyr gSA tu 
xzUFkky; esa lnL;ksa dh la[;k dks ckydksa] efgykvksa] iq#’kksa vkfn ds vUrxZr oxhZdr̀ 
djds izLrqr fd;k tk ldrk gSA  

[k- tu xzUFkky;ksa esa vkxUrqd lEcU/kh vkWdM+s Hkh ckydksa] efgykvksa] iq#’kksa vkfn 
esa oxhd̀r djds izLrqr fd;s tk ldrs gSaA fo”ofo|ky;hu xzUFkky;ksa esa vkxUrqdksa 
lEcU/kh vkWdM+s] fofHkUu inksa (Terms) esa foHkftr djds izLrqr djus pkfg,A  

x- xzUFkky; ds okLrfod mi;ksx dks n”kkZus ds fy, ikB~;&lkexzh dk mi;ksx 
lokZf/kd egRoiw.kZ rRo gSA ikB~;&lkexzh dk mi;ksx xzUFkky; lhek esa Hkh gksrk gS vkSj 
xzUFkky; ds ckgj Hkh gksrk gSA mijksDr nksuksa ckrksa ls lEcfU/kr dqy la[;k rFkk 
izfrfnu dh vkSlr la[;k nsuk pkfg,A tu xzUFkky;ksa esa ;g vkWdM+s cky foHkkx] o;Ld 
foHkkx] efgyk foHkkx rFkk lUnHkZ foHkkx vkfn esa oxhZdr̀ djds vafdr fd;s tk ldrs 
gSaA fo”ofo|ky;hu xzUFkky;ksa esa budks fofHkUu inksa (Terms) nh?kkZodk”kksa (Vacations) 

vkfn esa fo’k;kuqlkj rFkk Js.kh vuqlkj rS;kj fd;k tk lds rks xzUFk p;u esa Hkh 
ekxZn”kZu izkIr gks ldrk gSA tu xzUFkky;ksa esa de ls de nks oxksZa &  

d- dFkk dgkfu;k¡ (Fiction)A  

[k- vdFkk dgkfu;k¡ (Non-fiction) esa foHkDr djds rks vk¡dM+s j[kuk gh pkfg;sA  

?k- izR;sd vk/kqfud xzUFkky; esa lkef;d izdk”ku foHkkx (Periodical Publication 

Department) vyx ls gksrk gSA vr% mlds mi;ksx dk fooj.k Hkh xzUFkky; okf’kZd 
izfrosnu esa vo”; lfEefyr djuk pkfg;sA  

p- ;fn xzUFkky; esa vU; tu lsok,¡ tSls & lUnHkZ] vUrj&xzUFkky;hu vknku 
(Inter library loan)] xg̀ forj.k lsok (Home delievery service)] Hkk’k.k] ukVd] 
okn&fookn rFkk vU; lkfgfR;d rFkk lkaLd`frd fØ;k&dyki vk;ksftr fd;s tkrs gSa 
rks mudk Hkh lekos”k okf’kZd izfrosnu esa djuk pkfg;sA  
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 mijksDr rF;ksa ls xzUFkky;ksa dh yksdfiz;rk Li’V gksrh gSA ;fn bu vk¡dM+ksa dks 
fiNys o’kZ ds rqyukRed :Ik esa fn;k tk lds rks xzUFkky;ksa dks] vf/kdkfj;ksa rFkk turk 
dks xzUFkky; dh izxfr vFkok voufr ds lEcU/k esa Hkh lwpuk izkIr gksrh gSA bu rF;ksa 
ls xzzUFkky; dh okLrfod mi;ksfxrk fpf=r gksrh gSA 

10-5-2 xzUFkky; iz”kklu rFkk rduhdh lsok,¡ (Library Administration 

and Technical Services) 

1- loZizFke o’kZ ds vkjEHk esa dqy xzUFk la[;k rFkk o’kZ ds vUnj vkxr xzUFkksa dh 
la[;k vafdr djuk pkfg,A bl fooj.k dks fiNys o’kZ ls rqyukRed :Ik esa 
izLrqr djuk pkfg,A fdruh iqLrdsa Ø; dh xbZ] fdruh HksaVLo:Ik izkIr gqbZ 
rFkk fdruh fofue; }kjk izkIr gqbZ] ;g la[;k Hkh vafdr djuk pkfg,A tu 
xzUFkky;ksa esa uokxr xzUFkksa dks cky foHkkx] o;Ld foHkkx] efgyk foHkkx vkfn esa 
foHkDr djds izLrqr fd;k tk ldrk gSA fo”ofOk|ky;hu xzUFkky;ksa esa ;g 
vk¡dM+s fo’k;kuqlkj vf/kd mi;ksxh fl) gksrs gSaA  

2- fdrus xzUFk oxhZd`r rFkk lwphd̀r fd;s x;s \ D;k leLr xzUFk oxhZdr̀ gks x;s 
vFkok dqN jg x;sa \ fiNys o’kZ fdrus xzUFk oxhZdr̀ rFkk lwphdr̀ fd;s x;s 
Fks\ 

3- dqy fdrus lkef;d izdk”ku (Periodical Publications) eaxk;s x;sA fiNys o’kZ 
dh rqyuk esa la[;k c<+h gS vFkok ?kVh gS \ fdrus lkef;d izdk”kuksa dk 
vuqØe.khdj.k lEcU/kh dk;Z fd;k x;kA fiNys o’kZ bl lEcU/k esa D;k dk;Z 
gqvk Fkk \ 

4- fdruh xzUFk&lUnHkZ&lwfp;k¡ (Bibliographies) fufeZr dh xbZ rFkk fdruh 
(Reading lists) v/;;u lwfp;k¡ fufeZr dh xbZ \ 

5- fdruh iqLrdsa lEiqfVr (Bound) djokbZ xbZ \ fiNys o’kZ fdruh iqLrdsa 
lEiqfVr djokbZ xbZ Fkha \ 

6- ;fn Hk.Mkj lR;kiu (Stock Verification) dk;Z fd;k x;k gS rks fdruh iqLrdsa 
xqe ikbZ xbZ Fkh \ fiNys Hk.Mkj lR;kiu esa fdruh iqLrdsa xqe ikbZ xbZ Fkha \ 

7- xzUFkky; izpkj rFkk foLrkj.k lsokvksa (Extension Services) ds lEcU/k esa 
fooj.kA 

10-5-3 iqLrdky; foÙk (Library Finance) 

dnkfpr fdlh Hkh laLFkk ds fy;s foÙk lokZf/kd egRoiw.kZ vk/kkj gSA okf’kZd 
izfrosnu esa ;g crkuk vko”;d gS fd fdruk /ku fofHkUu izdkj dh iqLrdksa] lkef;d 
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izdk”kuksa (Periodical publications)] ftYncanh (Binding)] rFkk vuqj{k.k (Maintenance) 
vkfn ij O;; fd;k x;k \ fdruk /ku ikBdkssa ls dkykrhr “kqYd (Overdue charge) ds 
:Ik esa izkIr fd;k x;kA /ku lEcU/kh vko”;drkvksa dh ppkZ Hkh okf’kZd izfrosnu esa dh 
tk ldrh gSA dqN xzUFkkyf;;ksa dh jk; esa ;g mfpr ugha gS D;ksafd okf’kZd izfrosnu 
miyfC/k;ksa dk ys[kk ekuk tkrk gSA  

10-5-4 iqLrdky; dkfeZdx.k (Library Personnel) 
bl “kh’kZd ds vUrxZr uokxr dkfeZdksa ds lEcU/k esa fooj.k vafdr fd;k tk 

ldrk gSA ;fn fdlh dkfeZd us dksbZ fof”k’V dk;Z fd;k gS rks mldk o.kZu Hkh okf’kZd 
izfrosnu esa fd;k tk ldrk gSA  

10-5-5 fofo/k  

bl “kh’kZd ds vUrxZr vU; mYys[kuh; egRoiw.kZ fØ;k&dykiksa dk o.kZu fd;k 
tk ldrk gSA la{ksi esa dgk tk ldrk gS fd okf’kZd izfrosnu esa Li’V :Ik ls xzUFkky; 
ds leLr fof”k’V dk;ksZa dk o.kZu gksuk pkfg;sA 

vH;kl iz”u (Questions for Exerciese)-1 

1- okf’kZd izfrosnu fdls dgrs gSa\ 
2- izfrosnu eq[; :Ik ls fdrus izdkj ds gkssrs gSa\ 
3- izfrosnu esa nh tkus okyh lwpuk dk vk/kkj D;k gS\ 

10-6 okf’kZd izfrosnu ls iqLrdky; esa ykHk (Merits of Annual Report in 

Library) 

iqLrdky; esa okf’kZd izfrosnu ds ykHkksa dk bl izdkj le>k;k tk ldrk gS & 

1- okf’kZd izfrosnu iqLrdky; izkf/kdj.k@vf/kdkfj;ksa dks lwpukFkZ rS;kj fd;k 
tkrk gSA blfy, ;g iqLrdky; dh dk;Z n{krk rFkk mlds deZpkfj;ksa dh 
dk;Z {kerk dk ewY;kadu djus esa vf/kdkfj;ksa dh lgk;rk djrk gSA  

2- okf’kZd izfrosnu iqLrdky; esa fofHkUu deZpkfj;ksa ,oa foHkkxksa }kjk iznku dh xbZ 
lwpuk lsokvksa] fØ;k&dykiksa ,oa miyfC/k;ksa dk fooj.k izLrqr djrk gSA 

3- iqLrdky; dk izfrosnu izfro’kZ rS;kj fd;k tkrk gS rFkk izfro’kZ gh vf/kdkfj;ksa 
ds le{k izLrqr fd;k tkrk gSA blfy, vf/kdkfj;ksa dks vusd o’kksZa ds 
rqyukRed okf’kZd izfrosnuksa ls iqLrdky; dh lsokvksa] dk;ksZa rFkk miyfC/k;ksa esa 
gqbZ izxfr vFkok mUufr dk Kku gksrk gSA blfy, og bl lEcU/k esa os mi;qZDr 
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rFkk rnuqlkj O;oLFkk djus esa leFkZ gksrs gSaA lwpuk izkS|ksfxdh ,oa bUVjusV 
;qx esa rks bl okf’kZd izfrosnu dk vkSj Hkh vf/kd egRo gks x;k gSA  

4- okf’kZd izfrosnu ls iqLrdky; dh vkfFkZd fLFkfr dk lgh&lgh fooj.k izkIr gks 
tkrk gSA vr% iqLrdky; }kjk iznRr lsokvksa rFkk foRrh; lk/kuksa esa lUrqyu 
LFkkfir fd;k tk ldrk gSA  

5- okf’kZd izfrosnu mi;ksxdrkZvksa rFkk tulk/kkj.k dks Hkh lwpuk iznku djus ds 
fy, cuk;k tkrk gSA lwpuk vf/kdkj vf/kfu;e] 2005 ds vUrxZr ekaxh tkus 
okyh lwpukvksa dk tokc nsus ds fy, ;g izfrosnu cgqr gh lkFkZd vfHkys[k 
gksrk gSA  

6- bl izfrosnu dk vU; iqLrdky;ksa ds izfrosnuksa ls rqyuk djds viuh fLFkfr 
dk Hkh ewY;kadu fd;k tk ldrk gSA  

vc okf’kZd izfrosnu dk ,d izk:Ik fn;k tk jgk gS tks fo|kfFkZ;ksa rFkk xzUFkky; 
dkfeZdkas dks xzUFkky; okf’kZd izfrosnu rS;kj djus esa lgk;d fl) gks ldrk gSA  

10-7 okf’kZd izfrosnu dk izk:Ik(Fromat of Annual Report) 

iqLrdky; dk uke 

okf’kZd izfrosnu lu~ --------------------------- 

v&lkekU; 

iqLrdky; dk laf{kIr bfrgkl rFkk fØ;k&dykiksa dk fooj.k % blesa xzUFkky; 
dk LFkkiuk o’kZ] izfrfnu dk;Z ds ?k.Vs] vodk”k ds fnu] dkfeZdksa dh la[;k vkfn dh 
ppkZ dh tk ldrh gSA okf’kZd izfrosnu dk ;g Hkkx ,d ys[k ds :Ik esa gksrk gS ftlesa 
xzaFkky; ds o’kZ Hkj ds egRoiw.kZ fØ;k&dykiksa rFkk ?kVukvksa dk o.kZu fd;k tkrk gSA 
nwljs Hkkx esa izeq[k lkaf[;fd;k¡ vafdr dh tkrh gSA 

c&lkaf[;fd;k¡ 

1- iqLrdky; dk mi;ksx rFkk tu&lsok;sa  

d- lnL;rk  

1- o’kZ ds izFke fnu lnL;ksa dh la[;kA 

2- orZeku o’kZ esa iathdr̀ lnL;ksa dh la[;kA 

3- fiNys o’kZ esa iathd`r lnL;ksa dh la[;kA 

4- mu lnL;ksa dh la[;k ftudh lnL;rk lekIr gks xbZ gks A 
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5- o’kZ ds vUr esa dqy lnL;ksa dh la[;kA 

6- iathd̀r lnL;ksa esa ckydksa dh la[;kA 

7- iathd̀r lnL;ksa esa o;Ld efgykvksa dh la[;kA 

8- iathsdr̀ lnL;ksa esa o;Ld iq#’kksa dh la[;kA 

[k- vkxUrqdx.k (Visitors) 

1- o’kZ Hkj esa dqy vkxUrqdksa dh la[;kA 

2- fiNys o’kZ esa dqy vkxUrqdksa dh la[;kA 

3- izfrfnu vkxUrqdksa dh vkSlr la[;kA 

4- izfrfnu vkxUrqd ckydksa dh vkSlr la[;kA 

5- izfrfnu vkxUrqd efgykvksa dh vkSlr la[;kA 

6- izfrfnu vkxUrqd iq#’kksa dh vkSlr la[;kA 

7- bUVjusV lpZ djus okyksa dh la[;kA 

8- vksisd ds ek/;e ls iqLrd [kkstus okyksa dh la[;kA 

x- xzUFk fuxZe (Book Issue) 

1- o’kZ Hkj esa fuxZr xzUFkksa dh la[;kA 

2- fiNys o’kZ esa dqy fuxZr xzUFkksa dh la[;k 

3- izfrfnu vkSlr fuxZr xzUFkksa dh la[;kA 

4- fiNys o’kZ izfrfnu vkSlr fuxZr xzUFkksa dh la[;kA 

5- cky foHkkx esa izfrfnu vkSlr fuxZr xzUFkksa dh la[;kA 

6- o;Ld foHkkx esa izfrfnu vkSlr fuxZr xzUFkksa dh la[;kA 

7- dqy dFkk dgkfu;ksa dh fuxZr iqLrdksa dh la[;kAA 

8- dqy vU; fo’k;ksa dh fuxZr iqLrdksa dh la[;k 

?k- xzUFkky; lhek esa ikB~;&lkexzh dk mi;ksx 

1- o’kZ Hkj esa dqy mi;ksx fd;s x;s xzUFkksa dh la[;kA 

2- fiNys o’kZ esa dqy mi;ksx fd;s x;s xzUFkksa dh la[;kA 

3- izfrfnu mi;ksx fd;s x;s xzUFkksa dh vkSlr la[;kA 
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4- fiNys o’kZ izfrfnu mi;ksx fd;s x;s xzUFkksa dh la[;kA 

M- vUrjkxzUFkky;hu vknku (Inter-Library Loan) 

1- o’kZ Hkj esa vknku ij eaxk;s x;s dqy xzUFkA 

2- fiNys o’kZ esa vknku ij eaxk;s x;s dqy xzUFkA 

3- o’kZ Hkj esa vknku ij ekaxs x;s dqy xzUFkA 

4- fiNys o’kZ vknku ij fn;s x;s dqy xzUFkA 

p- lkef;d izdk”ku foHkkx (Periodical Publication Section) 

1- o’kZ Hkj esa foHkkx dk mi;ksx djus okyksa dh la[;kA 

2- fiNys o’kZ foHkkx dk mi;ksx djus okyksa dh la[;kA 

3- izfrfnu ikBdksa dh vkSlr la[;kA 

4- fiNys o’kZ izfrfnu ikBdksa dh vkSlr la[;kA 

N- lUnHkZ lsok foHkkx (Reference Department) 

1- izfrfnu mi;ksx fd;s x;s xzUFkksa dh vkSlr la[;kA 

2- fiNys o’kZ izfrfnu mi;ksx fd;s x;s xzUFkksa dh vkSlr la[;kA 

3- o’kZ Hkj esa dqy lUnHkZ iz”uksa ds mRrj fn;s x;sA 

4- fiNys o’kZ dqy lUnHkZ iz”uksa ds mRrj fn;s x;sA  

5- izfrfnu iz”uksa dh vkSlr la[;kA 

6- fiNys o’kZ izfrfnu iz”uksa dh vkSlr la[;kA 

t- vU; lkfgfR;d rFkk lkaLdf̀rd lsok,¡ 

1- dqy Hkk’k.kksa dh la[;kA 

2- dqy ukVd vfHkuhr fd;s x;sA 

3- dqy okn&fookn vk;ksftr fd;s x;sA 

4- dqy pyfp= fn[kk;s x;sA 

2- xzUFkky; iz”kklu rFkk rduhdh lsok,¡ 

d- xzUFk Hk.Mkj  

1- o’kZ ds vkjEHk esa dqy xzUFkksa dh la[;kA 
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2- o’kZ Hkj esa vkxr xzUFkksa dh dqy la[;kA 

3- fiNys o’kZ esa vkxr xzUFkksa dh dqy la[;kA 

4- Ø; fd;s x;s xzUFkA 

5- HksaV Lo:Ik vFkok fofue; Lo:Ik izkIr gq, xzUFkA 

6- cky foHkkx esa vkxr xzUFkksa dh la[;kA 

7- o;Ld foHkkx esa vkxr xzUFkksa dh la[;kA 

[k- oxhZdj.k rFkk lwphdj.k 

1- dqy oxhZdj.k rFkk lwphd̀r fd;s x;s xzUFkA 

2- fiNys o’kZ oxhZd`r rFkk lwphd̀r fd;s x;s xzUFkA 

3- D;k dqN xzUFk oxhZd̀r rFkk lwphd̀r djus ls jg x;s \ 

x- lkef;d izdk”ku(Periodical Publication) 

1- dqy lkef;d izdk”ku eaxk;s x;sA 

2- fiNys o’kZ lkef;d izdk”ku eaxk;s x;sA 

3- lkef;d izdk”kuksa dk vuqØe.khdj.k dk;Z fd;k x;kA 

4- fiNys o’kZ lkef;d izdk”kuksa dk vuqØe.khdj.k dk;Z fd;k x;kA 

5- lkef;d izdk”kuksa dk izys[ku (Documentation) dk;Z fd;k x;kAA 

6- fiNys o’kZ lkef;d izdk”kuksa dk izys[ku dk;Z fd;k x;k 

?k- xzUFk lUnHkZ lwfp;k¡ (Bibliography) rFkk v/;;u&lwfp;k¡ (Reading Lists) 

1- o’kZ Hkj esa xzUFk lUnHkZ lwfp;k¡ fufeZr dh xbZA 

2- fiNys o’kZ xzUFk&lUnHkZ lwfp;k¡ fufeZr dh xbZA 

3- o’kZ Hkj esa v/;;u lwfp;k¡ fufeZr dh xbZa 

4- fiNys o’kZ v/;;u lwfp;k¡ fufeZr dh xbZA 

M- ftYncUnh (Binding) 

1- o’kZ Hkj esa ftYncUnh djok;s x;s xzUFkksa dh la[;kA 

2- fiNys o’kZ ftYncUnh djok;s x;s xUFkksa dh la[;kA 

Pk- Hk.Mkj lR;kiu (Stock Verification) 
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1- dqy xqe gq, xzUFkksa dh la[;kA 

2- fiNys Hk.Mkj lR;kiu esa xqe gq, xzUFkksa dh la[;kA 

N- izpkj rFkk foLrkj.k lsok,¡ (Publicity and Extension Services) 

1- izpkj gsrq fuEukafdr dk;Z fd;s x;sA 

2- py xzUFkky; }kjk lsok iznku fd;s x;s dsUnzksa dh la[;kA 

3- py xzUFkky; }kjk dqy fuxZr xzUFkA 

4- fu{ksi dsUnzksa (Deposit stations) dh la[;kA 

3-  xzUFkky; foÙk 

d- vk;  

1- jktdh; vuqnkuA 

2- vU; Lkzksrksa ls nku vkfnA 

3- xzUFkky; midj ls vk;A 

4- dkykrhr “kqYd (Overdue charge) ls vk;A 

5- fofo/k vk;A 

;ksx  

[k- O;; 

1- xzUFkksa ds Ø; ij O;; fd;k x;k /kuA 

2- fiNys o’kZ xzUFkksa ds Ø; ij O;; fd;k x;k /kuA 

3- lkef;d izdk”kuksa (Periodical publications) ij O;; fd;k x;k /kuA 

4- fiNys o’kZ lkef;d izdk”kuksa ij O;; fd;k x;k /kuA 

5- ftYncUnh (Binding) ij fd;k x;k O;;AA 

6- fiNys o’kZ ftYncUnh ij fd;k x;k O;; 

7- dkfeZdksa dk osruA 

8- Hkou ij fd;k x;k O;;A 

9- izdk”k vkfn ij fd;k x;k O;;A 

10- Mkd O;;A 
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11- LVs”kujh dkxt vkfn ij fd;k x;k O;;A 

12- Pky xzUFkky; ij fd;k x;k O;;A 

13- fofo/k O;;A 

;ksx 

“ks’k jkf”k 

4- xzUFkky; dkfeZd  

1- dqy dkfeZdksa dh la[;kA 

2- izf”kf{krA 

3- v)Z izf”kf{krA 

4- vizf”kf{krA 

5- fofo/k  

1- uohu vkjEHk dh xbZ lsokvksa dh ppkZA 

2- izdk”kuksa ds ukeA 

3- Hkfo’; dh ;kstukA 

4- vU;A 

fnuk¡d %          gLrk{kj 

 

                                                            ¼iqLrdky;k/;{k½ 

10-8 lkjka”k (Summary) 
okf’kZd izfrosnu fdlh Hkh laLFkk ,oa mlds foHkkxksa ds fy, vR;Ur rF;kRed] 

lwpukizn ,oa mi;ksxh fyf[kr izys[k gksrk gSA izfrosnu gsrq lwpuk ,d= djuk mUgsa 
izfrosnu ds :Ik esa fufeZr djuk izcU/ku dk ,d egRoiw.kZ rRo gS] ftlds fcuk izcU/k 
dk;Z v/kwjk lk jgrk gSA tcfd bl dk;Z dks lkekU; rkSj ij bruk egRo ugha fn;k 
tkrk gS ysfdu bl dk;Z dks djus esa iqLrdky;k/;{k dks xr o’kZ esa ?kfVr ?kVukvksa] 
fØ;k dykiksa ,oa miyfC/k;ksa dk irk pyrk gS tks dfe;k¡ jg xbZ gSa mudk Hkh irk 
pyrk gS ftlls vkxkeh o’kksZa esa buesa lq/kkj yk;k tk ldrk gSA ;g okf’kZd “kks/kkfFkZ;ksa 
ds fy, Hkh cgqr mi;ksxh gksrk gSA  
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10-9 “kCnkoyh (Glossary) 
Ikzfrosnu & fØ;kdykiksa] miyfC/k;ksa ,oa lwpuk lsokvksa ls lEcfU/kr rF;kRed tkudkjh 
,oa vk¡dM+sA 

eSkf[kd izfrosnu& vfyf[kr izfrosnu tks cSBdksa ds nkSjku ;k okrkZyki ds nkSjku 
ekSf[kd :Ik ls crk;k tkrk gSA  

10-10 vH;kl iz”uksa ds mRrj (Answer of Exercise Questions) 
1- okf’kZd izfrosnu fdlh laLFkk ;k foHkkx dh o’kZ Hkj dh xfrfof/k;k¡] fØ;k 

dykiksa ,oa miyfC/k;k¡ vkfn dk fyf[kr nLrkost gksrk gSA  

2- rhu izdkj ds & ekSf[kd] fof”k’V ,oa okf’kZd fyf[krA 

3- fofHkUu foHkkxksa@vuqHkkxksa }kjk mi;ksx esa yk, tk jgsa if=dkvksa vkfn esa izfo’V 
lwpuk,¡ gh eq[; vk/kkj gksrh gSA tSls & fdrus mi;ksxdrkZ vk,] fdruh 
iqLrdsa Ø; dh xbZ] fdruh iqLrdsa fuxZr gqbZ rFkk fdruh iqLrdksa dk oxhZdj.k 
,oa lwphdj.k dk;Z fd;k x;k vkfnA  

10-11 lanHkZ xzaFk (Reference Books) 
1. vxzoky] ,l-,l- ¼2004½- xzUFkky; izcU/ku ds ewy rRo] jkt ifCyf”kax gkml] 

t;iqjA 

2. xxZ] jkexksiky ,oa rkezdkj] vfer ¼2011½- vk/kqfud xzaFkky; izcU/k] eSMsfy;u 
iszl] yqf/k;kukA 

3. Gupta, C.B. (1994). Management: Theory and Practice, S. Chand, Delhi. 

4.  bafnjk xk¡/kh jk’Vªh; eqDr fo”ofo|ky; v/;;u lkexzhA 

5. Jain, M.K. (1999). Library Manual: A Practical Approach to 
Management, Shipra, Delhi. 

6. Mittal, R.L. (1989).Library Administration, Metropolitan, Delhi.  
7. Ranganathan, S.R. (1959). Library Administration, Sarada Ranganathan 

Endowment for Library Science, Bangalore, (Delhi, UBSPD). 
8. Singh, Ram Shobhit (1990). Fundamentals of Library Administration, 

Prabhat Prakashan,  Delhi.  
9. f=ikBh ,oa vU; ¼1999½- xzUFkky; izcU/k] okbZ- ds- ifCy”klZ] vkxjkA 

10. O;kl] ,l-Mh- ¼2004½- iqLrdky; izcU/k] iap”khy izdk”ku] t;iqjA 
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10-12 mi;ksxh iqLrdsa (Useful Books) 
1- Dhiman, Anil Kumar and Vashada Ravi (2004). Library Management : A 

manual for effective management, Ess Ess Publications, New Delhi. 
2- Mahapatra, Piyush Kanti and Chakrabarti, Bhubaneswar (2003). 

Preservation in Libraries: Perspectives Principles and Practice, Ess Ess 
Publications, New Delhi.  

3- Massle, Joseph L. (1985). Essentails of Management, Printice Hall of 
India, New Delhi. 

4- Mookerji, S.K. and Gupta, B. Sen (1977). Library Organization and 
Administration, World Press, Calcutta.  

5- Prasad, R.G. (1993). Developing Library Collection, Macmillan Press, 
Delhi.  

6- PSG Kumar (2003). Management of Library and Information Centres, 
B.R. Publishing Corporation, Delhi. 

7- Ranganathan, S.R. (1960). Library manual, Sarada Ranganathan 
Endowment for Library Science, Bangalore, (Delhi: UBSPD). 

8- JhokLro] vfouk”k pUnz ¼2012½- iqLrdky; lkexzh ifjj{k.k ,oa lja{k.k] fodkl 
izdk”ku] dkuiqjA 

10-13 fucU/kkRed iz”u (Essay type questions) 

1- okf’kZd izfrosnu ls D;k rkRi;Z gS \ bldh vko”;drk rFkk mÌs”;ksa dh ppkZ 
dhft,\ 

2- okf’kZd izfrosnu esa dkSu&dkSu lh lwpuk lfEefyr djuk vko”;d gS \ 

3- okf’kZd izfrosnu ls iqLrdky; esa ykHk dk o.kZu djsa\ 
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इकाई – 11 वािषªक सÂ यापन : पÖु तकालय सúंह का भौितक सÂ यापन     

bdkbZ dh :ijs[kk 
11-1  izLrkouk 
11-2  mÌs”; 
11-3  okf’kZd lR;kiu  
11-4  HkkSfrd lR;kiu dh vko”;drk ,oa mÌs”;  
11-5  HkkSfrd lR;kiu dh fof/k;k¡ 
 11-5-1 “ksYQ fyLV i=d fof/k 

11-5-2 i=d ij ifjxzg.k la[;k fof/k 
11-5-3 eqfnzr ifjxzg.k la[;k jftLVj fof/k 
11-5-4 x.kuk }kjk 
11-5-5 ifjxzg.k iaftdk fof/k 
11-5-6 fun”kZu fof/k 
11-5-7 ckjdksfMax ,oa vkj-,Q-vkbZ-Mh- }kjk 

11-6  izkf/kdj.k  
 11-6-1 fjiksfVax izkf/kdj.k 
 11-6-2 vuq”kaflr izkf/kdj.k 
 11-6-3 ,izwfoax izkf/kdj.k 
 11-6-4 iqLrdky; gkfu ij izfrfØ;k 
 11-6-5 HkkSfrd lR;kiu ds ckn dk dk;Z 
11-7  HkkSfrd lR;kiu ds ykHk 
11-8  HkkSfrd lR;kiu ls gkfu;k¡ 
11-9  HkkSfrd lR;kiu dh leL;k,¡ 
11-10 HkkSfrd lR;kiu dh U;k;ksfpÙk 
11-11 HkkSfrd lR;kiu esa vizkIr iqLrdksa ls lEcfU/kr NwV ,oa HkkSfrd lR;kiu vof/k 
11-12 lkjka”k  
11-13 “kCnkoyh 
11-14 vH;kl iz”uksa ds mRrj 
11-15 lanHkZ xzaFk 
11-16 mi;ksxh iqLrdsa 
11-17 fucU/kkRed iz”u   
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11-1 izLrkouk (Introduction) 

HkkSfrd lR;kiu og izfØ;k gS ftlds }kjk iqLrky; ds vfHkys[kksa esa vafdr 
leLr enksa dks HkkSfrd :Ik ls tk¡p dh tkrh gS fd og iqLrdky; esa miyC/k gS ;k 
ughaA iqLrdky; ,d ,slh laLFkk gS tks o’kZHkj ikBd leqnk; dks lsok iznku djrh gSA 
o’kZ ds vUr esa lHkh iqLrdksa dh x.kuk dh tkrh gS] rc [kks;h gqbZ iqLrdksa rFkk 
iqLrdky; esa iqu% ugha ykSVk;h x;h iqLrdksa dh tkudkjh izkIr gksrh gSA bl iz.kkyh 
}kjk iqLrdky; esa dqy fdruh iqLrdsa gSaA fdruh iqLrdsa ns; (Loan) ij nh x;h gSa 
rFkk iqLrdky; esa fdrus ewY; dh gkfu gqbZ gS] bldh tkudkjh izkIr dh tkrh gSA 
HkkSfrd lR;kiu }kjk gh dqy [kks;h iqLrdksa dh lgh tkudkjh izkIr gksrh gSA [kks;h 
iqLrdksa esa ls dkSu lh ,slh iqLrdsa gSa] ftudh iqLrdky; esa vko”;drk gS] dh tkudkjh 
feyus ij ,slh iqLrdksa dks iqLrdky; ds fy, iqu% [kjhnk tk ldrk gSA tks iqLrdsa 
iqLrdky; ds fy, vfr mi;ksxh ugha gS mudks lwph esa ls gVk fn;k tkrk gSA  

ifjHkk’kk (Definition) 

,y-,e- gsjkWM ds “kCnksa esa] **HkkSfrd lR;kiu ,d ,slh izfØ;k gS ftlds }kjk 
iqLrdky; ds laxzg esa tks iqLrdsa “ksYQksa ij mifLFkr gSa ,oa tks iqLrdsa i<+us ds fy, 
tkjh dh xbZ gSa mu fjdkWM~Zl dks pSd djuk gh HkkSfrd lR;kiu gSA** 

“Stock Verification is the process of taking stock by checking records of 
books processed with copies on the shelves or records of books on loan.” 

11-2 mÌs”; (Objectives) 

bl bdkbZ dk v/;;u djus ds ckn vki ;g crkus esa l{ke gksaxs fd & 

 HkkSfrd lR;kiu D;k gksrk gS? 

 bldh vko”;drk D;ksa gksrh gS? 

 HkkSfrd lR;kiu dh fof/k;k¡ dkSu&dkSu lh gSa? 

 xqe gqbZ iqLrdksa ij D;k izfØ;k viukbZ tkrh gS? 

 HkkSfrd lR;kiu ls ykHk ,oa gkfu;k¡ D;k gSa? 

11-3 okf’kZd lR;kiu (Annual Verification) 

okf’kZd lR;kiu dk rkRi;Z iqLrdky; dh leLr oLrqvksa ds HkkSfrd :Ik ls 
miyC/krk mldh orZeku fLFkfr ls gSA blds vUrxZr dqlhZ] est] vyekjh] ia[ks midj.k 
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ia[ksa vkfn leLr lkexzhA ;g okf’kZd lR;kiu vo”; djk;k tkuk pkfg, rkfd izR;sd 
leku dh ;Fkk fLFkfr dk irk py ldsA lR;kiu ds ckn bldh ,d izfr iz”kklu dh 
lwpukFkZ ,oa vko”;d dk;Zokgh gsrq iszf’kr dh tkuh pkfg,A 

11-4 HkkSfrd lR;kiu dh vko”;drk (Need of Stock Verification) 

iqLrdky;ksa esa eqDr&izos”k (Open Access) dh O;oLFkk dh tkrh gS ftlls 
ikBdksa vFkok mi;ksxdrkZvksa dks iqLrdky; ds fdlh Hkh Hkkx esa tkdj ikB~;&lkexzh 
dk voyksdju djus rFkk p;u djus dh iw.kZ Lora=rk gksrh gSA cgqr cM+h la[;k esa 
ikBd izfrfnu iqLrdky; esa iqLrdksa dk vknku&iznku djrs gSa rFkk blds vfrfjDr 
iqLrdky; ds vU; dbZ foHkkxksa] tSls & v/;;u d{k] i=&if=dk foHkkx ,oa lUnHkZ 
foHkkx esa Hkh iqLrdksa dk mi;ksx djrs gSa vr% blls iqLrdksa dh dqN u dqN {kfr 
vo”; gh gksrh gS rFkk lkFk gh dqN iqLrdksa ds xqe gksus dh laHkkouk Hkh c<+ tkrh gS 
D;ksafd dqN vokaNuh; ikBd iqLrdksa dks {kfr vo”; igq¡pkrs gSa rFkk dqN xqe Hkh dj 
nsrs gSa] fdUrq bl izdkj dh {kfr ds Hk; ls iqLrdky;ksa dh lsok ij izfrcU/k yxkuk 
rFkk ikBdksa dh fu’Bk ij lUnsg O;Dr djuk Js;Ldj ugha ekuk tkrk gS pwafd 
iqLrdky; ikBd ds mi;ksx ds fy, gh LFkkfir fd;s tkrs gSa vkSj mudk mi;ksx djus 
esa dqN {kfr gks tkuk LokHkkfod gSA blds vfrfjDr vU; vusd dkj.kksa ls Hkh iqLrdksa 
dks {kfr igq¡prh gSA iqLrdky;ksa dh blh {kfr dks Kkr djus ds fy, iqLrdky;ksa dk 
HkkSfrd lR;kiu fd;k tkrk gSA iqLrdky;ksa esa iqLrdksa dks {kfr igq¡pkus vFkok pksjh 
djus bR;kfn esa ,sls ikBdksa dk gkFk gksrk gS tks dqfRlr euksof̀Ùk ds gksrs gSaA ikBdksa esa 
dqN fuEu izdkj dh eukso`fÙk;k¡ gksrh gSa & 

1- dqN ikBd mÌ.M izof̀Ùk ds gksrs gSa tks iqLrdksa dks iw.kZ:Ik ls xk;c djus vFkok 
dqN i’̀Bksa dks chp esa ls QkM+dj xk;c djus esa fl)gLr gksrs gSaA iqLrdky; 
ds deZpkfj;ksa }kjk Ik;kZIr lrdZrk j[kus ij Hkh os iqLrdksa dh pksjh djus vFkok 
muds i`’B QkM+dj ys tkus esa lQy gks tkrs gSaA ,sls ikBd iqLrdky; esa 
vkdj volj <w¡<+rs jgrs gSa fd dc mUgsa ;g vuqfpr dk;Z djus dk volj 
feysA ,sls ikBd iqLrdky; dks rks vR;f/kd gkfu igq¡pkrs gh gSa lkFk gh mu 
ikBdksa dks Hkh vR;Ur gkfu igq¡pkrs gSa ftudks mu iqLrdksa vFkok i’̀Bksa dh 
vko”;drk gksrh gSA  

2- dqN ikBd ,sls gksrs gSa ftudh eukso`fÙk pksjh djus dh ugha gksrh gS ijUrq 
volj ikus ij muds eu esa iqLrd pqjk ysus vFkok i`’B QkM+us dh Hkkouk 
tkxzr gks tkrh gSA os bl dk;Z dks ekSdk Hkk¡idj gh djrs gSa vkSj os lQy gks 
tkrs gSaA  
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3- iqLrdksa dk vU; fdlh rjhds ls miyC/k u gksus ij Hkh dqN vKkuh ikBd 
iqLrdky;ksa ls iqLrdsa pksjh djus vFkok i`’Bksa dks QkM+us ds fy, rRij gks tkrs 
gSaA  

4- dqN ikBd ,sls Hkh gksrs gSa tks iqLrdksa ds izfr ekufld :Ik ls fof{kIr gksrs gSa 
vr% os tkus&vutkus esa iqLrdksa dks vkaf”kd {kfr vFkok iw.kZ iqLrd dks xqe 
djds iqLrdky; dks {kfr igq¡pkus dh dksf”k”k djrs gSaA 

5- buds foijhr vf/kdrj ikBd ,sls gksrs gSa tks Ik;kZIr volj ,oa lqfo/kk gksus ij 
Hkh ewY;oku ls ewY;oku o vko”;d rFkk vkd’kZd iqLrdksa dh pksjh fdlh Hkh 
fLFkfr esa ugha djrs gSaA  

ikBdksa dh bu fofHkUu dqfRlr euksof̀Ùk;ksa ds dkj.k gh iqLrdky;ksa ls iqLrdsa 
xqe gksrh gSa ftudk irk yxkus ds fy, rFkk pksjh gksus dh izo`fÙk;kas dh jksdFkke djus 
ds fy, iqLrdky;ksa esa iqLrd laxzg dk HkkSfrd lR;kiu vko”;d gks tkrk gSA  

HkkSfrd lR;kiu }kjk fuEufyf[kr lwpuk,¡ izkIr gksrh gSa & 

1- HkkSfrd lR;kiu ls Kkr gksrk gS fd dkSu&dkSu lh iqLrdsa iqLrdky; esa [kks;h 
gSaA bu [kks;h gqbZ iqLrdksa esa ls tks&tks iqLrdsa iqLrdky; gsrq vfr mi;ksxh gSa] 
mu iqLrdksa dks [kjhndj iqLrdky; dks miyC/k djk;k tk ldrk gSA  

2- IkqLrdky; esa ikB~; lkexzh ij dqy fdrus [kpZ dh vko”;drk gSA  

3- Dqy gkfu ¼iqLrdksa dh la[;k rFkk :Ik;ksa esa½ dh tkudjh izkIr gksrh gSA 

4- iqLrdky; esa miyC/k iqLrdksa ds lgh laxzg dh tkudkjh izkIr gksrh gSA 

5- tks Hkh ikB~;&lkexzh [kjhnh x;h gS mls Bhd <ax ls O;ofLFkr fd;k x;k gS] 
bldh tkudkjh izkIr gksrh gSA 

11-5 HkkSfrd lR;kiu dh fof/k;k¡ (Methods of Stock Verification) 

HkkSfrd lR;kiu djus gsrq eq[;r% fuEufyf[kr fof/k;k¡ viuk;h tkrh gSa - 

1- i=d ij ifjxzg.k la[;k fof/k (Loose Sheets with Accession Numbers 

Methods) 

2- eqfnzr ifjxzg.k la[;k jftLVj fof/k (Separate Register with Printed 

Accession  Numbers  Methods) 

3- “ksYQ fyLV i=d fof/k (Shelf List Card Method) 

4- Ikfjxzg.k jftLVj fof/k (Accession Register Method) 
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5- Xk.kuk }kjk (By Counting) 

6- fun”kZu fof/k (Sampling Methods) 

7- ckj dksfMax ,oa vkj0 ,Q0vkbZ0 Mh0 }kjk  

11-5-1 “ksYQ fyLV i=d fof/k (Shelf-List Card Method) 

iqLrd x.kuk ds fy, “ksYQ fyLV dkMZ fof/k cgqr egRoiw.kZ gSA bl fof/k dh 
lcls cM+h deh iqLrdky;ksa esa “ksYQ fyLV dkMksZa dh rS;kjh dk vHkko gksuk gSA izR;sd 
iqLrdky; bl fof/k dks viukus ls blfy, drjkrk gS fd iqLrdky;ksa esa “ksYQ fyLV 
dkMksZa dk rS;kj ugha gksuk gSA ;fn bl fof/k ls HkkSfrd lR;kiu fd;k tk, rks blls 
dbZ ykHk gSaA iqLrdsa tks “ksYQksa ij j[kh gqbZ gSa mudk O;oLFkkiu Øekad (Call 

Number) }kjk gksrk gSA nwljh vksj “ksYQ fyLV dkMksZa dk O;oLFkkiu Hkh Øe&la[;k 
}kjk gksrk gSA vr% lkekukUrj O;oLFkk ls iqLrdsa vklkuh ls psd dh tk ldrh gSA tks 
iqLrdsa Bhd izdkj ls O;ofLFkr ugha gSaA mudks Hkh Bhd fd;k tk ldrk gSA ;g 
loksZRre fof/k gSA bl fof/k esa loZizFke ;g lqfuf”pr  fd;k tkuk pkfg, fd “ksYQ 
dkMZ lwph iw.kZ rFkk iqLrdksa dks oxZ Øekuqlkj “ksYQksa ij O;ofLFkr fd;k tkrkgSA blds 
ckn vyx&vyx ny cuk;s tkrs gSaA izR;sd ny esa nks deZpkjh gksrs gSaA ,d ny esa 
“ksYQ dkMZ dh lgk;rk ls bl dk;Z dks djrk gSA ,d deZpkjh blds oxkZad la[;k ds 
vuqlkj feyku djrs gq, “ksYQ dkMZ dks ns[krk gSA ;fn dksbZ iqLrd vius fu/kkZfjr 
LFkku ij ugha feyrh gS rc “ksYQ dkMZ ij fu”kku yxk nsuk pkfg, ftlls Kkr gks 
lds fd veqd iqLrd ugha feyh rFkk ml LFkku ij dkMZ dks [kM+k j[k fn;k tkrk gSA 
blds Ik”pkr~ bu iqLrdksa dks [kkstus dk iz;kl djsa fd & 

1- D;k os iqLrdsa fdlh dks tkjh dh xbZ gSa] vFkok 

2- D;k os iqLrdsa ftYncanh ds fy, xbZ gqbZ gSa] vFkok 

3- D;k iqLrdsa igys ls gVk;h iqLrdksa esa ls rks ugha gSa \ 

;fn blds Ik”pkr~ Hkh iqLrdsa ugha feys rks bldk vFkZ ;g gqvk fd iqLrdky; 
esa ls iqLrdsa [kks x;h gSa] iqLrd [kksus dh lwpuk “ksYQ fyLV dkMZ rFkk ifjxzg.k 
jftLVj esa Hkh fy[kuk pkfg,A [kks x;h iqLrdksa ds “ksYQ fyLV dkMZ fudkydj ,d 
vyx fMCcs eas j[kus pkfg,A ,slh iqLrdksa dh lwph cukdj bu ij ewY; ¼oks ewY; tks 
iqLrdky; us fn;k gS½ vo”; gh fy[kuk pkfg, ftlls dqy fdrus :Ik;ksa dh gkfu gqbZ] 
Kkr gks ldsA  

xq.k (Merits) 

1- lR;kiu dk dk;Z ljy rFkk xfriw.kZ gks tkrk gSA vr% deZpkfj;ksa ds le; dh  
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cpr gksrh gS rFkk ikBdksa ds mi;ksxkFkZ iqLrdky; “kh?kz gh lqyHk gks tkrk gSA  

2- fo”kky iqLrdky;ksa esa vusd deZpkjh lR;kiu dk;Z esa Hkkx ys ldrs gSa vr% 
bl dk;Z dks “kh?kz gh lekIr dj ldrs  gSaA  

3- Hk.Mkj lR;kiu ds lkFk&lkFk fu/kkuh ifj”kks/ku (Shelf Rectification)Hkh gks 
tkrk gS] tks fd vR;Ur mi;ksxh dk;Z gSA D;ksafd ikBdksa }kjk iqLrdsa xyr 
LFkkuksa ij j[k fn;s tkrs gSa os bl fof/k }kjk iqu% lgh LFkku ij igq¡pk fn;s 
tkrs gSaA  

4- iqLrdky; ds fdlh Hkh vfHkys[k vFkkZr~ ifjxzg.k jftLVj vFkok fu/kkuh lwph 
ij dksbZ fpUg vafdr djus dh vko”;drk ugha iM+rh gSA vr% og vR;Ur 
LoPN rFkk fVdkÅ jgrh gSA 

nks’k (Demerits) 

1- HkaMkj lR;kiu ds fy, vyx vfHkys[k vFkkZr~ fu/kkuh lwph dk fuekZ.k vR;Ur 
O;; lk/; dk;Z gSA 

2- deZpkfj;ksa }kjk “kh?kzrko”k xyr Øekad vad rFkk ifjxzg.k la[;k cksyus rFkk 
lquus esa vFkok xyr fu/kkuh i=d f[kldkus dh laHkkouk jgrh gSA 

3- lR;kiu dk;Z ds fy, iqLrdky; lsok,¡ fujLr djuh iM+rh gSA  

mi;ksfxrk &;g ,d loZekU; rF; gS fd rduhdh nf̀’V ls HkaMkj lR;kiu dk;Z] 
fu/kkuh lwph }kjk gh lEiUu gksuk pkfg,A 

11-5-2 i=d ij ifjxzg.k la[;k fof/k (Loose Sheets with Accession 

Numbers Method) 

bl fof/k esa ,d yEcs dkxt ij Øe] oxkZad la[;k fy[kh tkrh gSA blds 
Ik”pkr~ ,d O;fDr “ksYQ ls oxkZad ds vuqlkj cksyrk gS rFkk vU; O;fDr ml dkxt 
ij ml uEcj ds lkeus iqLrd ogk¡ gksus ij lgh dk fu”kku yxkrk gSA blds vuqlkj 
ftu iqLrdksa dh la[;k ds lkeus lgh dk fu”kku ugha gksrk gS] mu iqLrdksa dks b”;w 
rFkk ftYncanh foHkkx rFkk gVk;h x;h iqLrdksa ds jftLVj esa [kkstk tkrk gS ftlls ;g 
Kkr gks lds fd os iqLrdsa igys ls gVk;h x;h iqLrdsa rks ugha gS blds Ik”pkr~ Hkh ;fn 
iqLrdsa ugha feys rc mUgsa [kks;h gqbZ iqLrdksa dh Js.kh esa j[kk tkrk gS rFkk iqLrdky; 
esa miyC/k dqy iqLrdksa dh tkudkjh izkIr dh tkrh gSA  

vUr esa tks ifjxzg.k la[;k,¡ vfpafg~r jg tkrh gSa mudh uohu lwph rS;kj 
djds vkSj ifjxzg.k iath ls mudk leLr fooj.k vFkkZr~ xzUFkdkj] vk[;k vkfn Kkr 
djds mudks [kkstus dk iz;kl fd;k tkrk gS rFkk tks xazFk ugha fey ikrs gSa mudks 
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[kks;k gqvk ?kksf’kr dj fn;k tkrk gS rFkk mudk ewY; Kkr dj fy;k tkrk gSA 

iqLrdky; lfefr dh vuqefr ls mudks cÍs esa (Written-off) esa Mkyus lEcU/kh 
dk;Zokgh dh tkrh gSA  

11-5-3 eqfnzr ifjxzg.k la[;k jftLVj fof/k (Separate Register with 

Printed Accession Numbers Method) 

bl fof/k esa ftrus ny cukus gksrs gSa] muds vuqlkj mrus gh jftLVj cuk;s 
tkrs gSa ftl ij ifjxzg.k la[;k eqfnzr gksrh gSA izR;sd ny esa nks O;fDr gksrs gSaA ny 
dk ,d O;fDr iqLrdksa dh la[;k ds fiNys i`’B ij vafdr ifjxzg.k la[;k cksyrk gS] 
nwljk O;fDr ftlds gkFk esa jftLVj gksrk gS] og ml ifjxzg.k la[;k dks dkVrk gSA 
bl izdkj lHkh jftLVjksa dks ,df=r dj ,d ekLVj&jftLVj esa ifjxzg.k la[;k dks 
,d vyx dkxt ij fy[k fy;k tkrk gSA bl fof/k esa ;g lqfuf”pr djuk vko”;d 
gS fd tks iqLrdsa iwoZ esa gVk;h tk pqdh gS rFkk tks iqLrdsa b”;w rFkk ftYncanh ij x;h 
gSa] mudks igys dkV nsuk pkfg, ftlls okLro esa iqLrdky; esa miyC/k iqLrdksa dh 
tkudkjh izkIr dh tk ldrh gSA  

 

Acc. No. 2014 2015 2016 

226 X   

227    

228    

229    

230    

231    

232    

233    

234    

235 X   

236    

237    

238    



पÖु तकालय एवं सचूना केÆ þŌ का ÿबÆ धन                                                           BLIS-102 

उ°राखÁ ड मु³ त  िवÔ विवīालय  200 
 

239    

240    

 

11-5-4 x.kuk }kjk (By Counting) 

;g fof/k lcls ljy fof/k gSA bl fof/k esa fu/kkfu;ksa esa j[kh gqbZ iqLrdksa dh 
la[;k fxu yh tkrh gSA izR;sd fu/kkuh dk ;ksx djds dqy iqLrdksa dh la[;k dk ;ksx 
fudky fy;k tkrk gSA bl fof/k esa u rks le; u’V gksrk gS vkSj u gh /ku rFkk Je 
ghA bl fof/k dk nks’k ;g gS fd blesa xqe gqbZ iqLrdksa dh la[;k rks Kkr gks tkrh gSA 
ij iqLrdksa ds uke bR;kfn Kkr ugha gks ldrs fd dkSu lh iqLrd xqe gqbZ gSA  

11-5-5 ifjxzg.k jftLVj fof/k (Accession Register Method) 

;g iz.kkyh vR;Ur ljy ,oa lqxe gS D;ksafd bl iz.kkyh esa ifjxzg.k jftLVj 
dks “ksYQ rd ys tkrs gSa rFkk izR;sd iqLrd dk uke bR;kfn feykdj lEcfU/kr 

ifjxzg.k la[;k ls feyk ysrs gSa rFkk ifjxzg.k jftLVj esa iqLrd feyus dk fu”kku ¼½ 
yxk nsrs gSaA “ksYQ ij yxh lHkh iqLrdksa dk ijh{k.k gksus ds ckn cph gqbZ iqLrdksa dh 
lwph cuk ysrs gSaA bl lwph dh iqLrdksa dks ftYncanh foHkkx] tkjh dh xbZ iqLrdksa rFkk 
igys ls gVk;h xbZ iqLrdksa dh lwph esa [kkstrs gSaA ;fn blds Ik”pkr~ Hkh ;s iqLrdsa ugha 
feyrh gSa rks bldk vFkZ gqvk fd os iqLrdsa iqLrdky; esa ls [kks pqdh gSa rFkk budh 
lwpuk “ksYQ fyLV dkMZ ,oa ifjxzg.k jftLVj esa ns nh tkrh gS] fQj iqLrdky; esa 
miyC/k iqLrdksa dh vafre lwph rS;kj dh tkrh gSA ljy rFkk lqxe gksrs gq, Hkh bl 
iz.kkyh esa nks deZpkjh gh dk;Z djrs gSa] blfy, vR;f/kd le; yxrk gS rFkk dfBukbZ 
vkrh gSA ifjxzg.k jftLVj ckj&ckj laxzg ijh{k.k djus ls xank Hkh gks tkrk gSA bl 
izdkj dh iz.kkyh dk mi;ksx dsoy NksVs iqLrdky;ksa esa gh fd;k tk ldrk gSA  

11-5-6 fun”kZu fof/k (Sampling Method) 

;g fof/k Hkh cgqr ljy fof/k gSA blesa dgha&dgha ls ,d fuf”pr l[;k esa 
iqLrdsa ys ysrs gSa] tSls& 10] 20 vFkok 50] muesa fdruh iqLrdsa xqe gks xbZ gSa Kkr dj 
ysrs gSa] fQj lHkh dk izfr”kr fudky ysrs gSaA ekuk fd 20&20 iqLrdsa 25 fu/kkfu;ksa esa 
yh vkSj muesa dqy feykdj 25 iqLrdsa xqe gS vFkkZr~ 500 iqLrdksa esa ls 25 iqLrdsa xqe 
gSa rks xqe gksus dk izfr”kr 5 gSA bl izdkj lR;kiu dj ysrs gSaA  

11-5-7 ckjdksfMax ,oa vkj-,Q-vkbZ-Mh0 }kjk(By Use of Barcoding/RFID) 

 ftu iqLrdky;ksa dk vk/kqfudhdj.k gks pqdk gS mudk HkkSfrd lR;kiu  
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ckjdksfMax@vkj-,Q-vkbZ-Mh- }kjk gksus yxk gSA buds iz;ksx ls le; cgqr de yxrk gS 
rFkk okLrfod fLFkfr dk irk py tkrk gSA 

11-6 izkf/kdj.k (Authority) 

HkkSfrd lR;kiu ds fuEu izdkj ds izkf/kdj.k gksrs gSa & 

11-6-1 fjiksfVZx izkf/kdj.k (Reporting Authority) 

1- HkkSfrd lR;kiu ds Ik”pkr~ iqLrdky;k/;{k dqy [kks;h gqbZ iqLrdksa dh lwph 
cukdj izLrqr djrk gS] vFkok 

2- HkkSfrd lR;kiu djkus okyh lfefr dk funsZ”kd dqy [kks;h gqbZ iqLrdksa dh 
lwph cukdj iqLrdky; izkf/kdj.k dks nsrk gSA  

11-6-2 vuq”kaflr izkf/kdj.k (Recommending Authority) 

1- iqLrdky; lfefr dks HkkSfrd lR;kiu izfrosnu vuq”kalk ds fy, fn;k tkrk gSA 

2- gSMEkkLVj] fizafliy vFkok okbl pkUlyj dks [kks;h gqbZ iqLrdksa dh lwph vafre 
vuq”kalk ds fy, nh tkrh gSA  

11-6-3 ,iwzfoax izkf/kdj.k(Approving Authority) 

1- fizafliy vFkok vU; led{k vf/kdkjh bldh vuq”kalk dj ldrk gS] vFkok 

2- eSustesaV lfefr vuq”kalk dj ldrh gSA 

11-6-4 iqLrdky; gkfu ij izfrfØ;k (Treatment on Losses) 

 Hkkjr ljdkj ds foÙk ea=ky; ds fu;e ds vuqlkj dqy 1000 iqLrdsa Ikjke”kZ 
djus@tkjh gksus ij 3 iqLrdksa ds xqe gksus rd ,d lkekU; {kfr ekudj mUgsa ladyu 
ls fudkyus dh lhek fu/kkZfjr dh gS ysfdu budk dqy ewY; 1000@& :0 ls vf/kd 
ugha gksuk pkfg,A 

11-6-5 HkkSfrd lR;kiu ds ckn dk dk;Z (Follow-up Work) 

1- gVk;h x;h iqLrdksa dks [kkrk jftLVj esa fy[k nsuk pkfg,A 

2- iqLrdky; fjdkMZ~l] tSls & ifjxzg.k jftLVj rFkk iqLrdky; lwph dks gVk;h 
tkus okyh ikB~; lkexzh ls v|ru (up-to-date) djuk pkfg,A 

3- ,slh iqLrdksa dk ewY; iqLrdksa ds lkFk [kkrk jftLVj esa fy[kuk pkfg,A  

11-7 HkkSfrd lR;kiu ds ykHk (Merits of Stock Verification) 
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1- iqLrdky; izkf/kdj.k (Authority) dks HkkSfrd lR;kiu ds Ik”pkr~ “kh?kz gh [kks;h 
ikB~; lkexzh rFkk mlds ewY; dh tkudkjh gks tkrh gSA  

2- iqLrdky; laxzg ds nq#i;ksx dh tkudkjh gks tkrh gSA 

3- blds }kjk vkWfMfVax dh vko”;drkvksa dh larqf’V dh tk ldrh gSA 

4- ;fn [kks;h ikB~;&lkexzh lhek ds vUnj gksrh gS rks iqLrdky; LVkQ dk 
eukscy Å¡pk gks tkrk gSA  

5- ysfdu ;fn [kks;h iqLrdksa dh la[;k cgqr vf/kd gS rks blds cpko ds fy, 
vko”;d mik; fd;s tk ldrs gSa] tSls & iqLrdky; fu;eksa esaa ifjorZu djds 
vf/kd iqLrdky; lkexzh dks fu;a=.k rFkk iqu% vkaf”kd can iz.kkyh esa j[kk tk 
ldrk gS] iqLrdky;ksa dks vkSj Hkh vPNs <ax ls O;ofLFkr fd;k tk ldrk gS 
rFkk eqDr izos”k ij fuxjkuh gsrq vf/kd deZpkfj;ksa dks j[kk tk ldrk gSA  

6- vf/kd la[;k esa [kksus ls irk pyrk gS fd dkSu lh ikB~;&lkexzh iqLdky; esa 
vf/kd mi;ksxh gS blls iqLrd p;u esa lgk;rk feyrh gSA 

7- iqLrd laxzg dks v|ru (up-to-date) fd;k tk ldrk gSA 

8- [kks;h iqLrdksa dh lwpuk feyus ij mlesa ls vko”;d iqLrdksa dh vkSj izfr;k¡ 
eaxk;h tk ldrh gSA 

9- nsjh ls ykSVk;h tkus okyh iqLrdsa iqu% iqLrdky; esa eaxk;h tk ldrh gSA 

10- HkkSfrd lR;kiu }kjk lHkh izdkj ds lwpuk Lkzksrksa ls fudVrk gks tkrh gSA 

11- iqLrdky; deZpkfj;ksa RkFkk mi;ksxdrkZvksa esa ls vijk/kh O;fDr;ksa dk irk 
yxk;k tk ldrk gSA 

12- iqLrdky; lwph iqLrdky; laxzg ds lEcU/k esa lgh tkudkjh nsrh gSA ftlls 
iqLrdky; LVkQ dh dk;Z{kerk c<+ tkrh gSA 

13- laxzg u;s <ax ls O;ofLFkr gksus ls ikBdksa }kjk iz”kalk izkIr gksrh gSA 

14- tks ikB~;&lkexzh vO;ofLFkr gksrh gS og HkkSfrd lR;kiu ds le; lgh LFkku 
ij O;ofLFkr gks tkrh gSA 

15- xyr ifjxzg.k la[;k rFkk oxkZad dh tkudkjh gks tkrh gSA  

16- fNikbZ xbZ ikB~;&lkexzh iqu% fey tkrh gSA 

17- vusd egRoiw.kZ lwpuk,¡ rFkk vk¡dM+s fey tkrs gSaA 

18- bl izdkj ikB~;&lkexzh vf/kd O;ofLFkr <ax ls vf/kd lQkbZ ls O;ofLFkr gks  
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tkrh gSA iqLrdky; lwph v|ru (up-to-date) djus esa lgk;rk feyrh gS rFkk 
lanHkZ lsok “kh?kzrk ls nh tkrh gSA  

19- egRoiw.kZ ,oa mi;ksxh ikB~;&lkexzh [kks tkus dh lwpuk ikdj fo|kFkhZ rFkk 
v/;kid blds cpko ds fy, iqLrdky; dks lg;ksx nsuk viuk lkekftd 
mÙkjnkf;Ro le>rs gSaA  

20- QVh rFkk vuqi;ksxh iqLrdksa dks vyx fd;k tk ldrk gSA QVh rFkk vuqi;ksxh 
iqLrdksa dh lwph cukdj mudh laxzg fu’dklu (Write-off) dh dk;Zokgh dh 
tk ldrh gSA  

11-8 HkkSfrd lR;kiu ls gkfu;k ¡(Demerits of Stock Verification) 

1- iqLrdky; izkf/kdj.k] iqLrdky; LVkQ ,oa ikBdksa ds e/; e/kqj lEidZ ugha 
jgrk gS D;ksafd HkkSfrd lR;kiu ds le; iqLrdky; dk vR;f/kd LVkQ bl 
dk;Z esa yx tkrk gSA ;|fi vktdy HkkSfrd lR;kiu ds le; ikBdksa ,oa 
mi;ksxdrkZvksa dh lsok esa O;o/kku ugha Mkyk tkrk gS rFkk mUgsa fu;fer lsok,¡ 
iznku dh tkrh gSA iqLrdky; dh eq[;&eq[; ikBdksUeq[kh lsokvksa esa dqN 
deZpkjh vo”; yxs jgus fn;s tkrs gSaA  

2- HkkSfrd lR;kiu ds fy, ekuo&lalk/ku rFkk lkexzh dk vf/kd ewY; nsuk iM+rk 
gSA 

3- ikB~;&lkexzh rks [kks pqdh gksrh gSA HkkSfrd lR;kiu dk;Z O;; dks vkSj vf/kd 
c<+k nsrk gSA 

4- HkkSfrd lR;kiu dk;Z ds nSfud rFkk lkekU; dk;Z ugha gks ikrs gSa rFkk 
iqLrdky; dk dk;ZHkkj c<+ tkrk gSA ftu iqLrdky;ksa esa iqLrdksa dh la[;k 
vR;f/kd gksrh gS muesa iqLrdksa dk lR;kiu dk;Z iqLrdksa dh la[;k dks ns[krs 
gq, ljy dk;Z ugha gksrk gS D;ksafd blesa vf/kd deZpkfj;ksa dh vko”;drk 
iM+rh gS rFkk le; Hkh vR;f/kd yx tkrk gSA  

5- HkkSfrd lR;kiu ds le; izk;% iqLrdky; can j[ks tkrs gSa ftlls ikBd 
iqLrdky; dk mi;ksx ugha dj ikrs gSaA  

6- HkkSfrd lR;kiu ds igys mu lHkh ikBdksa ls iqLrdsa okfil eaxk ysrs gSa tks 
ikBdksa dks iznku dh xbZ gSA ,slh iqLrdsa vR;f/kd gksrh gSaA blls dk;Z vf/kd 
c<+ tkrk gSA ikBdksa dks Hkh blls vlqfo/kk gksrh gS D;ksafd mUgsa v/kwjh i<+h 
iqLrd okil djus dks etcwj gksuk iM+rk gS ftlls muesa vlarks’k mRiUu gksrk 
gSA  
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7- HkkSfrd lR;kiu ls vkWfMV rFkk ys[kk foHkkx iqLrdky; ij gkoh gks tkrk gSA 

8- HkkSfrd lR;kiu dk dk;Z ftruh gh lko/kkuh ds lkFk fd;k tk, ysfdu 
vR;f/kd o`gr~ rFkk yEcs le; rd pyus ds dkj.k iqLrdksa ds lR;kiu djus esa 
xM+cM+h gks tkrh gS] dqN iqLrdsa NwV tkrh gSa rFkk dqN iqLrdksa ds xyr uEcj 
fVd gks tkrs gsa D;ksafd lR;kiu djus esa ,d O;fDr ifjxzg.k la[;k cksyrk gS 
rFkk nwljk O;fDr fVd djrk gS] vr% igys O;fDr ds }kjk ifjxzg.k la[;k 
cksyus esa rFkk nwljs O;fDr }kjk ifjxzg.k la[;k ds lquus esa dqN xM+cM+h gksuk 
LokHkkfod gS bl izfØ;k dk lgh ifj.kke ugha fudyrk gSA  

11-9 HkkSfrd lR;kiu dh leL;k,¡ (Problems of Stock Verification) 

1- bl dk;Z dks dkSu djs vFkkZr~ pkVZM iqLrdky;k/;{k vFkok iqLrdky; O;olk;h 
\ 

2- bl dk;Z ds fy, vfrfjDr dk;ZdrkZvksa dh vko”;drk gksrh gSA ;fn 
iqLrdky; deZpkjh bl dk;Z dks djrs gSa rks iqLrdky; dk;Z esa #dkoV vkrh 
gSA 

3- [kks;h iqLrdksa ds lEcU/k esa dksbZ fo”ks’k uhfr ugha viuk;h tkrh gS] cfYd ;g 
Hkkj iqLrdky;k/;{k ij Mky fn;k tkrk gSA  

4- fo”ks’kdj eqDr izos”k iz.kkyh esa iqLrdky; esa [kks;h iqLrdksa dh lhek c<+kbZ tkuh 
pkfg,A 

11-10  HkkSfrd lR;kiu dh U;k;ksfprrk (Justification for Stock 

Verification) 

1- blls Ik;kZIr Lkzksr] tSls & O;;] LVkQ dh deh] le; dh deh] iqLrdky; dk 
egRo ,oa lsok bR;kfn dh tkudkjh izkIr gksrh gSA 

2- iqLrdky; gkfu dh lgh tkudkjh izkIr gksrh gSA  

3- pkVZM ,dkmUVsaV dh rjg iqLrdky; ds fy, Hkh pkVZM iqLrdky;k/;{k gksuk 
pkfg, tks bl ftEesnkjh dks vPNh rjg ls fuHkk ldrk gS rFkk lgh fjiksVZ 
izkIr dh tk ldrh gSA 

4- pkVZM iqLrdky;k/;{k vf/kd vPNs fu.kZ; ys ldrk gS ftlls iqLrdky; dk 
dke de gks tkrk gSA pkVZM iqLrdky;k/;{k ds fu.kZ; dks iqLrdky; vf/kdkjh 
vf/kd egRo iznku djrs gSaA  



पÖु तकालय एवं सचूना केÆ þŌ का ÿबÆ धन                                                           BLIS-102 

उ°राखÁ ड मु³ त  िवÔ विवīालय  205 
 

11-11  HkkSfrd lR;kiu esa vizkIr iqLrdksa ls lEcfU/kr NwV ,oa HkkSfrd 
lR;kiu vof/k 

(Provision of  Exemption of Lost Books and Verifications Period) 

Hk.Mkj lR;kiu djus ds Ik”pkr~ lHkh iqLrdky;ksa esa dbZ iqLrdsa th.kZ&”kh.kZ 
voLFkk esa rFkk dqN xqe gqbZ vo”; gSA th.kZ&”kh.kZ iqLrdksa dks rks iqLrdky; ds 
fTkYncanh foHkkx (Binding Section) esa ejEer dk;Z ds fy, Hkst fn;k tkrk gS] ysfdu 
tks iqLrdsa xqe gks pqdh gSa mudk D;k fd;k tk, \ lkoZtfud iqLrdky;ksa ,oa vU; 
egkfo|ky; iqLrdky;ksa esa iqLrdky;k/;{kksa ls [kksbZ gqbZ iqLrdksa dh dher olwy dh 
tkrh gS ;g ,d xyr O;oLFkk gSA blesa iqLrdky;k/;{k dk D;k nks’k gS \ og rks 
vius dk;Z ij rRijrk ds lkFk yxk gqvk gSA iqLrdksa ds xqe gksus dk nks’k rks 
iqLrdky; dh uhfr;ksa dk gksrk gS ftUgsa iqLrdky;ksa ds izkf/kdj.k fu/kkZfjr djrs gSaA 
blfy, iqLrdky;k/;{kksa ls xqe gqbZ iqLrdksa dh dher olwyuk loZFkk vuqfpr gSA 

Hkkjr ljdkj }kjk xfBr iqLrdky; ijke”kZ lfefr (Library Advisory 

Committee, 1959) ds v/;{k MkW0 ds0 ih0 flUgk us iqLrdy;k/;{kksa ls [kksbZ gqbZ 
iqLrdksa dh dher olwyus dh ifjikVh ,oa dk;Z dks vuqfpr crk;k gSA MkW0 flUgk us 
dgk fd tc rd iqLrdky;k/;{kksa vFkok mlds LVkQ dk lg;ksx iqLrdksa dks xqe djus 
esa fl) ugha gksrk rc rd mUgsa fdlh Hkh izdkj dk vFkok vkfFkZd n.M nsuk vuqfpr 
gSA blh vk/kkj ij iatkc ds egkfo|ky;ksa esa iqLrdy; dfeZ;ksa ds izfr dqN mnkjrk 
cjrrs gq, izfr 1000 iqLrdksa ds ysu&nsu ij 3 iqLrdksa dk [kks tkuk ,d lkekU; {kfr 
ekudj mUgsa ladyu ls fudkyus (Write-off) dk vkns”k ikfjr fd;k x;k FkkA  

fo”o ds lHkh mUur ns”kksa esa iqLrdky; LVkQ dks dHkh Hkh fdlh rjg nf.Mr 
djus dk u rks izko/kku gS vkSj u gh nf.Mr fd;k tkrk gSA Hkkjr ljdkj us Hkh f”k{kk 
ea=ky; ds ekWMy ifCyd ykbczsjh fcy (Model Public Library Bill) esa Hkh ,slk 
izko/kku fd;k gS ftlls jkT; ljdkjksa dks Hkh voxr djk fn;k x;k gSA  

1- izfro’kZ vFkok ,d ls vf/kd o’kksZa esa HkkSfrd lR;kiu dk;Z dh vko”;drk & 
vktdy iqLrdky;ksa esa Hk.Mkj &lR;kiu ds fy;s ;g dgk tkus yxk gS fd izfro’kZ 
iqLrdksa dk Hk.Mkj lR;kiu djuk fujFkZd gS rFkk ;g iqLrdky; dh fujUrj lsok esa rks 
fo?u Mkyrk gh gS lkFk gh blesa O;; fd;k gqvk /ku] le; ,oa Je O;FkZ gks tkrk gSA 
iqLrdky; dk izfro’kZ Hk.Mkj lR;kiu mu yksxksa dks larq’V djus ds fy, fd;k tkrk gS 
tks iqLrdky; ds lapkyu ds fy, /ku dh O;oLFkk djrs gSaA ysfdu mu vf/kdkfj;ksa dks 
rks dsoy vkafdd x.kuk (Numerical Counting) ds }kjk fxurh djds larq’V fd;k tk 
ldrk gS] ftlls cgqr gh de le; ,oa Je [kpZ gksrk gSA vU; fdlh fof/k dks 
viukdj le;] Je o /ku O;; djus dh vko”;drk ugha gSA  
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if”peh ns”kksa esa iqLrdky;ksa ds okf’kZd Hk.Mkj lR;kiu dks dqN Hkh egRo ugha 
fn;k tkrk gS D;ksafd ogk¡ iqLrdksa dks iqLrdky; dh LFkkbZ lEifÙk u ekudj ,d 
miHkksx (Consumables) OkLrq ekuk tkus yxk gSA oSls Hkh Hk.Mkj lR;kiu djus ls [kksbZ 
gqbZ iqLrdksa dh dher ugha fey ldrh gSA tks iqLrdsa [kks pqdh gSa os vc okLro esa 
izkIr ugha gks ldrh gSA vkt ds fodflr ns”kksa esa iqLrdksa ds uohu laLdj.kksa dh gh 
vko”;drk gksrh gS] u fd iqjkus laLdj.kksa dhA gkyk¡fd lkfgR; ,oa bfrgkl tSls fo’k; 
viokn gSA foKku tSls fo’k;ksa esa fufgr Kku oSls Hkh iqjkuk IkM+ tkrk gS ftlls ,slh 
iqLrdsa ikBdksa ds fy, vuqi;ksxh gks tkrh gSa] vr% mUgsa iqLrdky; esa j[kuk fujFkZd gh 
gksrk gSA  

iqLrdky;ksa esa HkkSfrd lR;kiu Hkkjr ljdkj ds foÙk ea=ky; dh vuq”kalk ftlesa 
iqLrdksa dh la[;k ds vk/kkj ij ;g dk;Z djus dh vuqqqqqq qq qq q qq qq qqq q”kalk dh xbZ gS vo”; djk;k 
tkuk pkfg,] lkFk gh budh vU; vuq”kalk & izfr 1000 iqLrd ysu&nsu ij 5 iqLrdsa 
[kksuk tk;t ekuk x;k gSA ;g Hkh mfpr vuq”kalk izrhr gksrh gSA gkyk¡fdbl fo’k; ij 
dqN iqLrdky; & foKku “kkL=h ,oa iqLrdky;k/;{kksa ds fopkj fHkUu gSa] tks bl okf’kZd 
HkkSfrd lR;kiu dks fujFkZd ,oa vuqi;ksxh ekurs gSaA ;g dk;Z vuqHko”khy 
iqLrdky;k/;{kksa ds fy, rks ljy gksrk gS ctk; fcuk vuqHko okys iqLrdky;k/;{kksa dsA  

2- jaxukFku ,oa Hk.Mkj lR;kiu& Hk.Mkj lR;kiu ds lkFk&lkFk jaxukFku fu/kkuh 
ifj”kks/ku (Shelf Rectification) dks le; &le; ij gksus okys lR;kiu ds lkFk 
vko”;d le>rs gSaA mudk dguk gS fd vk/kqfud iqLrdky;ksa esa vf/kdrj [kqyh 
O;oLFkk dk gh izpyu gS ftlesa mi;ksxdrkZvksa dks laxzg d{k ls iqLrd dks izkIr djus 
ds fy, [kqyh LorU=rk gksrh gSA ikBd vFkok mi;ksxdrkZ tkus ;k vutkus esa vFkok 
LokFkZ fl) djus gsrq iqLrdksa dks muds fuf”pr LFkku ij u j[kdj vU;= j[ks tkus 
dh laHkkouk,¡ vf/kd gksrh gSA blds vykok dbZ ckj mÌ.Mh ikBd Hkh tku&cw>dj 
iqLrd dks mlds fuf”pr LFkku ij u j[kdj b/kj&m/kj j[k nsrs gSaA ,d fu/kkuh dh 
iqLrd fdlh nwljh fu/kkuh esa igq¡p tkrh gS blfy, jaxukFku us bl lUnHkZ esa fu/kkuh 
ifj”kks/ku dk uke fn;kA jaxukFku us viuh iqLrd lqizfl) xzUFk ykbcszjh esU;qvy 
(Library Manual) esa Hk.Mkj lR;kiu ds fy, ftl mi;qDr fof/k dk foospu fd;k gS 
mlesa fu/kkuh ifj”kks/ku dks Hkh mfpr egRo iznku fd;k x;k gSA  

vH;kl iz”u & 1 

fuEufyf[kr iz”uksa ds mRrj nhft,A 

1- HkkSfrd lR;kiu fdls dgrs gSa\ 

2- HkkSfrd lR;kiu dh dkSu&dkSu lh fof/k;k¡ gSa\ 
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3- HkkSfrd lR;kiu ds mijkUr izkIr xqe iqLrdksa dh lwph esa NwV ds D;k fu;e gSa\ 

11-12 lkjka”k (Summary) 

iqLrdky;ksa dk HkkSfrd lR;kiu fd;k tkuk vko”;d gS ysfdu ;g izR;sd 
iqLrdky; esa iqLrdksa dh la[;k ij fuHkZj djrk gS fd mDr iqLrdky; dks fdrus o’kksZa 
esa HkkSfrd lR;kiu djuk pkfg,A blds fy, foÙk ea=ky;] Hkkjr ljdkj }kjk nh xbZ 
vuq”kalkvksa dk vuqlj.k fd;k tkuk pkfg,A ;g dksbZ vko”;d ugha gS fd izR;sd 
iqLrdky; izfro’kZ HkkSfrd lR;kiu djsA ;g iqLrdksa dh la[;k ij fuHkZj djrk gSA ;g 
Hkh tkuuk vko”;d gS fd HkkSfrd lR;kiu ls iqLrdky;ksa dks D;k ykHk gS ,oa D;k 
gkfu;k¡ gSa \ ys[kd ds vius fopkj ls HkkSfrd lR;kiu fd;k tkuk pkfg,A blls 
iqLrdky; dh tks dfe;k¡ jg tkrh gSa mUgsa nwj fd;k tk ldrk gSA gkyk¡fd HkkSfrd 
lR;kiu ,d dfBu dk;Z gS] ysfdu fQj Hkh izR;sd iqLrdky; bl dk;Z ls cp ugha 
ldrk gSA lkekU; rkSj ij gj iqLrdky; fdlh u fdlh leL;k ls xzflr jgrk gS] 
ysfdu fQj Hkh HkkSfrd lR;kiu dk;Z fd;k tkuk pkfg,A  

iqLrdky;ksa dk vk/kqfudhdj.k gks jgk gSA ftu iqLrdky;ksa us vius laxzg dh 
ckjdksfMax dj nh gS ;k vkj- ,Q- vkbZ- Mh- rduhdh dk mi;ksx dj jgsa gSa mUgsa 
HkkSfrd lR;kiu dk;Z djkuk cgqr gh vklku gks x;k gSA budh lgk;rk ls HkkSfrd 
lR;kiu fd;k tk ldrk gSA  

11-13 “kCnkoyh (Glossary) 

1-LVkWd jftLVj  & ifjxzg.k iaftdk@Hk.Mkj iaftdk 

2- HkkSfrd lR;kiu & ifjxzg.k iaftdk esa ntZ iqLrdksa dk HkkSfrd :Ik ls miyC/krk dk 
v/;;u djukA  

3- fun”kZu & chp&chp esa ;k dgha ls Hkh  

4- ckjdksM & dkyh ,oa lQsn ykbuksa ds ek/;e ls ladsrd ;k dksfMax 

11-14 vH;kl iz”uksa ds mRrj(Answer of Self Check Exercise) 

vH;kl iz”u & 1 

1- HkkSfrd lR;kiu ,d ,slh izfØ;k gS ftlds }kjk iqLrdky; ds laxzg esa tks 
iqLrdsa vyekjh ij mifLFkr gSa ,oa tks iqLrdsa i<+us ds fy, fuxZr dh xbZ gSa 
mu fjdkMZl dh tk¡p djuk gh HkkSfrd lR;kiu gSA  

2- HkkSfrd lR;kiu dh fof/k;k¡  
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 Ik=d ;k ifjxzg.k la[;k fof/k 

 eqfnzr ifjxzg.k la[;k jftLVj fof/k 

 “ksYQ fyLV i=d fof/k 

 ifjxzg.k jftLVj fof/k 

 x.kuk fof/k  

 fun”kZu fof/k  

 ckjdksfMax ,oa vkj-,Q-vkbZ-Mh- rduhdh ds ek/;e ls  

3- xqe gqbZ iqLrdksa esa NwV  

1- ;fn ,d o’kZ esa 1000 iqLrdsa dUlYV dh tkrh gSa rks ik¡p iqLrdksa dks xqe gksuk 
Lohdkj fd;k tk ldrk gS ysfdu budh dher 1000@& ls vf/kd ugha gksuk 
pkfg,A  

11-14 lUnHkZ xzUFk (Reference Books) 

1. vxzoky] ,l-,l- ¼2004½- xzUFkky; izcU/ku ds ewy rRo] jkt ifCyf”kax gkml] 
t;iqjA 

2. xxZ] jkexksiky ,oa rkezdkj] vfer ¼2011½- vk/kqfud xzaFkky; izcU/k] eSMsfy;u 
iszl] yqf/k;kukA 

3. Gupta, C.B. (1994). Management: Theory and Practice, S. Chand, Delhi.  

4. bafnjk xk¡/kh jk’Vªh; eqDr fo”ofo|ky; v/;;u lkexzhA 

5. Jain, M.K. (1999). Library Manual: A Practical Approach to Management, 
Shipra, Delhi. 

6. Mittal, R.L. (1989).Library Administration, Metropolitan, Delhi.  
7. Ranganathan, S.R. (1959). Library Administration, Sarada Ranganathan 

Endowment for Library Science, Bangalore, (Delhi, UBSPD). 
8. Singh, Ram Shobhit (1990). Fundamentals of Library Administration, 

Prabhat Prakashan, Delhi.  
9. f=ikBh ,oa vU; ¼1999½- xzUFkky; izcU/k] okbZ- ds- ifCy”klZ] vkxjkA 

10. O;kl] ,l-Mh- ¼2004½- iqLrdky; izcU/k] iap”khy izdk”ku] t;iqjA 

11-15 mi;ksxh iqLrdsa (Useful Books) 
1. Dhiman, Anil Kumar and Vashada Ravi (2004). Library Management : A 

manual for effective management, Ess Ess Publications, New Delhi. 
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2. Mahapatra, Piyush Kanti and Chakrabarti, Bhubaneswar (2003). 
Preservation in Libraries: Perspectives Principles and Practice, Ess Ess 
Publications, New Delhi.  

3. Massle, Joseph L. (1985). Essentails of Management, Printice Hall of 
India, New Delhi. 

4. Mookerji, S.K. and Gupta, B. Sen (1977). Library Organization and 
Administration, World Press, Calcutta.  

5.  Prasad, R.G. (1993). Developing Library Collection, Macmillan Press, 
Delhi.  

6. PSG Kumar (2003). Management of Library and Information Centres, 
B.R. Publishing Corporation, Delhi. 

7. Ranganathan, S.R. (1960). Library manual, Sarada Ranganathan 
Endowment for Library Science, Bangalore, (Delhi: UBSPD). 

8. JhokLro] vfouk”k pUnz ¼2012½- iqLrdky; lkexzh ifjj{k.k ,oa lja{k.k] fodkl 
izdk”ku] dkuiqjA 

11-17 fucU/kkRed iz”u (Descriptive Questions) 

1- HkkSfrd lR;kiu dh dkSu&dkSu lh fof/k;k¡ gSa \ 

2- HkkSfrd lR;kiu izfØ;k ds ykHk ,oa gkfu;ksa dh ppkZ dhft,\ 
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इकाई– 12   पुÖ तकालय सिमित   

bdkbZ dh :ijs[kk 
12-1  izLrkouk 
12-2  mÌs”;  
12-3  iqLrdky; lfefr dh vko”;drk 
12-4 iqLrdky; lfefr ds mÌs”; 
12-5 iqLrdky; lfefr dh “kfDr;k¡ rFkk dk;Z  
 12-5-1 iqLrdky; lfefr dk xBu djuk 
 12-5-2 iqLrdky; Hkou rFkk miLdj vkfn 
 12-5-3 deZpkfj;ksa dk p;u] inksUufr] c[kkZLrxh vkfn 
 12-5-4 vk;&O;;d ¼foÙkh; fu;kstu½ 
 12-5-5 ys[kk ijh{k.k 
 12-5-6 iqLrdky; fu;eksa&fofu;eksa dk fuekZ.k ,oa la”kks/ku 
12-6  iqLrdky; lfefr;ksa ds izdkj 
 12-6-1 Lo&fufeZr lfefr 
 12-6-2 rnFkZ lfefr 
 12-6-3 p;fur ;k ukfer lfefr 
 12-6-4 ijke”kZnk;h lfefr 
 12-6-5 lwpuknk;h lfefr 
 12-6-6 dk;Zdkjh lfefr 
12-7 iqLrdky; lfefr;ksa dk xBukRed Lo:Ik  
 12-7-1 egkfo|ky; iqLrdky; lfefr 
 12-7-2 fo”ofo|ky; iqLrdky; lfefr 
 12-7-3 lkoZtfud iqLrdky; lfefr 
12-8 iqLrdky; lfefr esa iqLrdky;k/;{k dh Hkwfedk 
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12-1  izLrkouk (Introduction) 

iqLrdky;ksa esa fu;kstu rFkk uhfr;ksa ds fu/kkZj.k ds fy, iqLrdky; izkf/kdj.k 
}kjk iqLrdky; lfefr;ksa dk xBu fd;k tkrk gS ftUgsa iqLrdky; lEcU/kh leLr 
“kfDr izkIr gksrh gSaA budk dk;Z iqLrdky;k/;{k dks ijke”kZ nsus ds lkFk&lkFk lpsr 
djuk Hkh gksrk gSA iqLrdky;ksa dh lsokvksa rFkk fØ;kdykiksa ds lQy lapkyu ds fy, 
iqLrdky; lfefr rFkk iqLrdky;k/;{k esa mfpr rkyesy ,oa e/kqj lEcU/k rFkk vPNh 
le> dk gksuk vfr vko”;d gSA  

iqLrdky; lapkyu gsrq iqLrdky;k/;{k dks viuh ,oa mlds varxZr dk;Zjr 
dk;ZdrkZvksa dh cqf)] lw>&cw> ij Hkh fuHkZj jguk pkfg, fdUrq lkFk gh ;g vko”;d gS 
fd og le;&le; ij viuh dk;Z”kSyh rFkk lapkyu i)fr dks nwljksa dh nf̀’V ls Hkh 
tk¡ps&ij[ks rFkk vkykspukvksa dks /;ku esa j[krs gq, viuh dk;Z”kSyh esa iztkrkaf=d 
ifjorZu yk;sA iqLrdky; lfefr }kjk gh og viuh ;kstukvksa dks ewrZ:Ik ns ldrk gSA 
iqLrdky; lfefr esa dqN pqus gq, vFkok euksuhr fd;s gq, vFkok nksuksa gh izdkj ds 
lnL; gks ldrs gSaA lkekU;r% iqLrdky;k/;{k gh iqLrdky; lfefr dk la;kstd gksrk 
gS ,oa tks ofj’B v/;kid vFkok vf/kdkjh gksrk gS mls gh lfefr dk v/;{k euksuhr 
dj fy;k tkrk gSA lfefr dk dk;Zdky lkekU;r% ,d o’kZ dk gksrk gSA iqLrdky; 
lfefr dh cSBd o’kZ esa ,d ckj vo”; gh cqyk ysuh pkfg, RkFkk vko”;drk gksus ij 
vf/kd ckj Hkh cSBd cqykbZ tk ldrh gSA 

vf/kdrj iqLrdky; dk iz”kklu lfefr }kjk lapkfyr gksrk gSA ;s lfefr;k¡ 
iqLrdky;ksa ds laj{kd ds :Ik esa dk;Z djrh gSaA lfefr dk dk;Z gS fd og ns[ksa fd 
iqLrdky; dk dk;Z Bhd <ax ls py jgk gS vFkok ughaA lfefr iqLrdky; ds fy, 
iqLrdky; fu;e rFkk Hkkoh fodkl ds fy, ;kstuk,a ,oa leqfpr foÙk dh O;oLFkk ds 
fy, vuq”kalk djsA ;|fi ;s dk;Z iqLrdky;k/;{k dk Hkh gSA ;fn iqLrdky;k/;{k esa 
iz”kklfud ;ksX;rk gS vkSj og vius dk;Z ds izfr ltx gS rks ,slh fLFkfr esa iqLrdky; 
lfefr dk dk;Z dsoy iqLrdky;k/;{k dks lykg nsuk] lgk;rk nsuk rFkk mlds }kjk 
fy[ks x;s fu.kZ;ksa dk vuqeksnu djus rd gh lhfer gS] u fd mlds iz”kklfud dk;ksZa 
dh ns[kjs[k  j[kukA iqLrdky; lfefr iqLrdky;k/;{k }kjk fd;s x;s dk;ksZa dk 
vuqeksnu djrh gS rFkk iqLrdky;k/;{k lfefr ds le{k vius fopkj j[kdj tk¡p djok 
ldrk gSA lfefr dHkh&dHkkj gh iqLrdky;k/;{k ds fopkjksa dh vogsyuk djrh gSA 
lkekU;r% mldh lHkh O;kolkf;d vuq”kalkvksa dks eku fy;k tkrk gSA vf/kdk”kar% 
lfefr dh vuq”kalk mldh ;kstukvksa dks lkdkj :Ik nsus ds fy, rFkk dk;Z”kSyh dks 
vkSj Hkh vf/kd izHkko”kkyh cukuk gSA iqLrdky; ds fodkl ,oa lQy lapkyu rFkk 
izcU/k gsrq iqLrdky; lfefr ,oa iqLrdky;k/;{k esa vPNs lEcU/k gksuk vR;Ur vko”;d 
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gksrk gS D;ksafd iqLrdky; ds {ks= esa iqLrdky; lfefr rFkk iqLrdky; dk lEcU/k mlh 
izdkj dk gksrk gS tSlk fd fo/kkue.My rFkk eaf=e.My dk gksrk gSA  

12-2 mÌs”; (Objectives) 

bl bdkbZ dk v/;;u djus ds Ik”pkr~ vki dks ;g Kkr gks tk,xk fd & 

1- iqLrdky; lfefr dk xBu dkSu djrk gS? 

2- iqLrdky; lfefr ds mÌs”; dkSu&dkSu ls gSa? 

3- iqLrdky; lfefr dh “kfDr;k¡ ,oa dk;Z] rFkk 

4- iqLrdky; lfefr esa iqLrdky;k/;{k dh Hkwfedk vkfnA 

12-3 iqLrdky; lfefr dh vko”;drk (Need of Library Committee) 

iqLrdky; lfefr dh vko”;drk rFkk mi;ksfxrk fuEufyf[kr rF;ksa ij 
vk/kkfjr gS& 

1 iqLrdky; lfefr }kjk l{ke ,oa lq;ksX; iqLrdky;k/;{k dh rFkk mldh 
vuq”kalk ij vU; iqLrdky; deZpkfj;ksa dh fu;qfDr gksrh gS tks iqLrdky; 
lapkyu esa lgk;d gksrs gSaA 

2 iqLrdky; lfefr iqLrdky;k/;{k o iqLrdky; dh vkfFkZd vko”;drkvksa dk 
vuqeku yxkrh gS rFkk mlds vuqlkj foÙkh; lk/ku [kksts tkrs gSaA 

3 iqLrdky; tSls tuksi;ksxh laLFkku dks lqpk: :Ik ls lapkfyr djus ds fy, 
fofHkUu oxZ ds izfrfuf/k;ksa dk vuqHko] ekxZn”kZu rFkk fu;a=.k izkIr gksrk gS] 
mlls LFkkuh; turk esa fo”okl dh mRifÙk gksrh gSA 

4 iqLrdky; lfefr ds fu;a=.k rFkk ekxZn”kZu esa dk;Z djds iqLrdky;k/;{k dh 
fLFkfr lqj{kkRed jgrh gS rFkk og iqLrdky; lEcU/kh vius mÙkjnkf;Roksa dks 
mÙke <ax ls iw.kZ djus esa l{ke gksrk gSA 

5 iqLrdky; lfefr }kjk iqLrdky;k/;{k iqLrdky; dh vko”;drkvksa dks 
iqLrdky; izkf/kdj.kksa rFkk turk rd igq¡pkrk gSA  

6 iqLrdky; lfefr }kjk iqLrdky;k/;{k ij tura=krkRed fu;a=.k jgrk gSA 

7 lfefr esa izR;sd oxZ dk izfrfuf/kRo jgrk gSA blfy, iqLrdky; lfefr ikBdksa 
ds izR;sd oxZ dh iqLrdky; lEcU/kh vko”;drkvksa dks iw.kZ djus esa lgk;d 
gksrh gSA 
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8 iqLrdky; lfefr }kjk fofHkUu mi lfefr;ksa bR;kfn dh jpuk djds iqLrdky; 
iz”kklu dks vf/kd l{ke cuk;k tk ldrk gSA  

12-4  iqLrdky; lfefr ds mÌs”; (Objectives of Library Committee) 

iqLrdky;ksa esa iqLrdky; lfefr xfBr djus dk izeq[k mÌs”; ,oa dk;Z 
iqLrdky;ksa ds fy, fu/kkZj.k djuk rFkk mudk fØ;kUo;u djuk gksrk gSA ysfdu blds 
vfrfjDr Hkh vU; dk;ksZa ds fy, iqLrdky;ksa esa lfefr dh vko”;drk gksrh gSA ;s 
mÌs”; ,oa dk;Z fuEufyf[kr gSa & 

1- lqpk# lapkyu &iqLrdky;ksa esa dq”ky lapkyu ,oa iz”kklu ds fy, izR;sd 
iqLrdky; esa bl lfefr dh vko”;drk egÙoiw.kZ gksrh gSA 

2- foÙk dk izko/kku & iqLrdky; lfefr gh iqLrdky; dh foÙk lEcU/kh 
vko”;drkvksa] leL;kvksa vkfn dk v/;;u djrh gS rFkk mlh ds vuqlkj ctV 
cukus rFkk foÙk dk izko/kku djus ds mik; djrh gSA 

3- foÙk ij fu;a=.k & iqLrdky; lfefr dh lgk;rk ls iqLrdky; esa gksus okys 
O;; ij fu;a=.k jgrk gSA  

4- deZpkfj;ksa dk p;u &iqLrdky; lfefr }kjk l{ke vkSj lq;ksX; 
iqLrdky;k/;{k dh rFkk mldh vuq”kalk ij lfefr vU; deZpkfj;ksa dh fu;qfDr 
djrh gS tks iqLrdky; lapkyu esa lgk;d gksrs gSaA  

5- iqLrdky;k/;{k ds laj{kd & iqLrdky; eas iqLrdky; lfefr ds gksus ls 
iqLrdky;k/;{k vius dks vlqjf{kr ugha le>rk gS vkSj og mlds laj{k.k esa 
dk;Z djrs gq, mRlkfgr jgrk gS rFkk mldk eukscy Å¡pk jgrk gSa bl izdkj 
iqLrdky;k/;{k ds laj{kd ds :Ik esa dk;Z djrh gSA  

6- vf/kdkjiw.kZ& iqLrdky;k/;{k ;fn iqLrdky; ls lEcfU/kr fdlh leL;k dks 
iqLrdky; izkf/kdj.k ds le{k j[krk gS rks ml ckr ij vf/kd /;ku ugha fn;k 
tkrk gS vkSj ;fn mlh ckr dks iqLrdky; lfefr dgrh gS rks og ckr 
egRoiw.kZ le>h tkrh gS blfy, mls egRo fn;k tkrk gSA vr% iqLrdky; 
izkf/kdj.k vFkok vf/kdkfj;ksa dks iqLrdky;ksa ls tksM+us ds fy, iqLrdky; 
lfefr dk gksuk vfr vko”;d gSA  

vH;kl iz”u & 1 

fuEufyf[kr iz”uksa ds mRrj nhft, & 

1- iqLrdky; lfefr dh vko”;drk D;ksa gksrh gS \ 
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2- iqLrdky; lfefr ds mÌs”; crkb;s A 

12-5  iqLrdky; lfefr dh “kfDr;k¡ rFkk dk;Z (Powers & Functions of 

Library Committee) 

iqLrdky; lfefr dh “kfDr;k¡ rFkk dk;Z fHkUu&fHkUu ns”kkas esa iqLrdky; 
vf/kfu;eksa ds vuqlkj fHkUu&fHkUu gSaA iqLrdky; lfefr dk eq[; dk;Z iqLrdky;k/;{k 
ds ekxZn”kZu gsrq rFkk fnu&izfrfnu ds iqLrdky; iz”kklu gsrq uhfr;ksa dk fuekZ.k djuk 
gS vkSj mldk mÙkjnkf;Ro tulk/kkj.k dks mPpdksfV dh iqLrdky; lsok iznku djkuk 
gSA bl lfefr dks fuEufyf[kr dk;Z rFkk “kfDr;k¡ iznÙk dh tkrh gS] ftlls iqLrdky; 
ds dk;ksZa rFkk lsok eas fdlh Hkh izdkj dk vojks/k mRiUu u gks & 

12-5-1 iqLrdky; uhfr dk xBu djuk & iqLrdky; lfefr iqLrdky; uhfr dks 
LFkkuh; vko”;drk ds vuqlkj cukrh gS rFkk mls izHkko”kkyh cukrh gS fdUrq 
iqLrdky; lfefr dks iqLrdky; ds fnu&izfrfnu ds iz”kklu esa gLr{ksi ugha djuk 
pkfg,A fu;kstu] foHkkxhdj.k] oxhZdj.k] lwphdj.k] deZpkfj;ksa ds dk;ksZa dk forj.k 
bR;kfn ds lEcU/k esa iqLrdky;k/;{k dks iw.kZ Lora=rk gksuh pkfg,A iqLrdky; lfefr 
dk gLr{ksi fnu&izfrfnu ds dk;ksZa esa de ls de gksuk pkfg,A iqLrdky;k/;{k dk 
eukscy Å¡pk cuk;s j[kus gsrq lfefr de&ls&de gLr{ksi djsA  

12-5-2  iqLrdky; Hkou rFkk mIkLdj bR;kfn & izR;sd iqLrdky; gsrq Hkou ,oa 
miLdj bR;kfn dh vko”;drk iM+rh gSA iqLrdky; lfefr dks dk;Z”khy Hkou&fuekZ.k 
(Functional Building) djokus rFkk mlesa mfpr lkt&lTtk dk izca/k djokuk 
pkfg,A iqLrdky; dk Hkou mi;ksxh gks] mlesa fofHkUu foHkkx&okpuky;] lUnHkZ d{k] 
O;k[;ku d{k] fo”ks’k laxzg d{k ,oa bZ&ykbZcszjh vkfn gks rFkk mu lHkh ds mfpr Hkkxksa 
esa ok;q] rki rFkk izdk”k dh Ik;kZIr O;oLFkk gksA iqLrdky; Hkou dk mfpr izca/k djuk 
Hkh iqLrdky; lfefr dk dÙkZO; gSA iqLrdky; esa fu/kkfu;k¡ (Shelves) dqflZ;k¡] estsa 
rFkk vU; ,slh oLrqvksa ds fuekZ.k dz; djus gsrq fuf”pr ekudksa dk ikyu djuk 
pkfg,A  

12-5-3 deZpkfj;ksa dk p;u] inksUufr] c[kkZLrxh vkfn & eq[; iqLrdky;k/;{k dh 
fu;qfDr lk/kkj.kr;k iqLrdky; izkf/kdj.k (Library Authority) }kjk djuk vf/kd 
mfpr ekuk tkrk gSA vU; f”kf{kr&izf”kf{kr rFkk ;ksX; deZpkfj;ksa dh fu;qfDr esa lfefr 
dks iqLrdky;k/;{k dh vuq”kalk dks iw.kZ ekU;rk nsuh pkfg,A lfefr dks deZpkfj;ksa dh 
ek¡x lquus dk vf/kdkj gksuk pkfg,A vU;Fkk iqLrdky;k/;{k deZpkfj;ksa ds izfr 
i{kikriw.kZ uhfr viuk ldrk gSA deZpkfj;ksa dh lsok&lqj{kk vkSj dÙkZO;&ikyu ds fy, 
Hkh lfefr dks bl lEcU/k esa vf/kdkj feyus pkfg,A fdlh Hkh iqLrdky; lapkyu ds 
fy, fdrus vkSj fdl izdkj ds deZpkfj;ksa dh vko”;drk iMs+xh bldk fu.kZ; 
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jaxukFkudr̀ deZpkjh lw= (Staff Formula) ds vk/kkj ij fd;k tk ldrk gS ysfdu 
le;&le; ij vko”;d Qsj&cny vo”; djuk pkfg,A  

12-5-4  vk; O;;d dh Lohd`fr iznku djuk&;|fi vk; O;; (Budget) dk fuekZ.k 
iqLrdky; deZpkfj;ksa }kjk fd;k tkrk gS] ijUrq mldks vafre :Ik esa ikfjr djus dk 
dk;Z iqLrdky; lfefr dk gSA lHkh iqLrdky;ksa ds lEcU/k esa ;g fu;e ykxw ugha gksrs 
gSaA dbZ ckj ctV iqLrdky; izkf/kdj.k }kjk fn;k tkrk gSA  

12-5-5 ys[kk ijh{k.k (Auditing) & iqLrdky; lapkyu gsrq tulk/kkj.k ls izR;{k :Ik 
ls dj }kjk rFkk vizR;{k :Ik ls jktdks’k ls /ku izkIr fd;k tkrk gSA vr% iqLrdky; 
lfefr dk dÙkZO; gS fd ml /ku ds O;; dk mfpr ys[kk&tks[kk j[ks rFkk ys[kk&tks[kk 
bR;kfn j[kus dk izcU/k fd;k tk,A 

12-5-6  iqLrdky; fu;eksa&fofu;eksa dk fuekZ.k ,oa la”kks/ku & iqLrdky;ksa dks lqpk: 
:Ik ls pykus gsrq rFkk ikBdksa dks fu;af=r j[kus ds fy, iqLrdky; fu;eksa dh 
vko”;drk gksrh gSA oLrqr% fu;eksa&fofu;eksa dk fuekZ.k rks iqLrdky; deZpkfj;ksa }kjk 
fd;k tkrk gS] ijUrq iqLrdky; lfefr }kjk mudks Lohd`fr nh tkuh Hkh vko”;d gS 
ftlesa iqLrdky; lfefr ls ckgj ds fo}kuksa ,oa fo”ks’kKksa dk lg;ksx izkIr djuk 
mfpr gSA  

mi;qZDr fcUnqvksa esa n”kkZ, x, lfefr ds dk;ksZa dks foLRkkj :Ik esa bl js[kkfp= 
}kjk le>k tk ldrk gSA  

 

 

 

 

 

 

 

 

xazFkky; lfefr }kjk xazFkky; dh fofHkUu ;kstukvksa dk funsZ”ku rFkk muds 
fØ;kUo;u dk nkf;Ro gksrk gSA le;&le; ij iqLrdky;k/;{k dks ijke”kZ rFkk funsZ”k 
iznku djus ds lkFk&lkFk mlds dk;ksZa dk ewY;kadu lfefr }kjk fd;k tkrk gSA 
xazFkky; dh foÙkh; vko”;drkvksa ds fu/kkZj.k rFkk le;&le; ij izkf/kdj.k ds le{k 
foÙkh; ekaxksa dks j[kus ds dk;Z Hkh lfefr }kjk fd;k tkrk gS] lkFk gh izkIr /ku dks 
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fdu&fdu enksa ij O;; fd;k tkuk gS] blds fy, lfefr xazFkky;ksa dks ekxZnf”kZr 
djrh gSA  

xazFkky; ds fofHkUu HkkSfrd lalk/kuksa tSls &fofHkUu izys[kh; lkexzh] QuhZpj] 
Hkou bR;kfn dh vko”;drk dks iwjk djus ds lkFk&lkFk le;&le; ij ekuoh; 
lalk/kuksa dks miyC/k djkus gsrq lk{kkRdkj o p;u izfØ;k dk vk;kstu Hkh xazFkky; 
lfefr ds ek/;e ls fd;k tkrk gSA  

12-6 iqLrdky; lfefr;ksa ds izdkj (Types of Library Committee) 

iqLrdky; lfefr;k¡ fofHkUu izdkj dh gksrh gSaA oSls rks vktdy 
iqLrdky;k/;{k iw.kZ :Ik ls f”kf{kr] izf”kf{kr ,oa fo”ks’kK gksrs gSa blfy, os iqLrdky; 
ds lapkyu esa iw.kZ l{ke gksrs gSaA vr% iqLrdky;ksa esa fnu&izfrfnu iqLrdky; lfefr;ksa 
dh Hkkouk dk gzkl gksrk tk jgk gSA fo”ks’kdj fo”ofo|ky;ksa ,oa “kks/k iqLrdky;ksa esa 
iqLrdky; lfefr dk xBu djuk can gksrk tk jgk gSA  

bZ-oh- dkscsZV (E.V. Corbett) ds vuqlkj lkekU;rkSj ij fuEu izdkj dh 
iqLrdky; lfefr;k¡ gksrh gSa & 

 

 

 

 

 

 

 

 

 

 

 

12-6-1- LofufeZr lfefr (Self Perpetuating Committee) &  bl izdkj dh lfefr 
dk izko/kku iqLrdky; vf/kfu;e esa gksrk gSA ;g lfefr iw.kZr% “kfDr lEiUu o 
fo”ks’kkf/kdkjksa ls ;qDr gksrh gSA ;g lfefr iqLrdky; ds iz”kklu o izca/k esa egRoiw.kZ 
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Hkwfedk fuHkkrh gSA bl lfefr }kjk fy;s x;s fu.kZ;ksa ds izfrosnu ds mPp vf/kdkjh dks 
lwfpr fd;k  tk, ,slk t:jh ugha gSA  

12-6-2- rnFkZ lfefr (Adhoc Committee) & enzkl iqLrdky; vf/kfu;e 1948 esa bl 
izdkj dh lfefr dks xfBr djus dk izko/kku fd;k x;k gSA iqLrdky; ds fujh{k.k ,oa 
Ik;Zos{k.k ds fy, bl izdkj dh lfefr dk xBu fd;k tkrk gS tks iqLrdky; izkf/kdj.k 
ds :Ik esa Hkh dk;Z djrh gSA bls fof”k’V lfefr Hkh dgk tkrk gSA ;g lfefr dbZ 
Lrjksa ij cuk;h tkrh gSA ;g vf/kfu;e o ifjfu;e ds vuqlkj dk;Z djokrh gSA 

12-6-3 p;fur ;k ukfer lfefr (Elected/Nominated Committee) & xazFkky; 
izkf/kdj.k viuh lqfo/kkuqlkj ,oa v/khuLFk laLFkkvksa ,oa foHkkxksa ds mfpr lapkyu ds 
fy, vU; NksVh lfefr;ksa dk xBu djrh gSa] ftUgsa ukfer ;k p;fur lfefr dgk tkrk 
gSA bu lfefr;ksa dks dqN fuf”pr rFkk fo”ks’k dk;Z djus ds vf/kdkj iznku fd;s tkrs 
gSaA  

12-6-4- ijke”kZnk;h lfefr (Recommeding Committee) & ijke”kZnk;h lfefr;ksa dk 
xBu fofHkUu lq>ko ijke”kZ ,oa izLrko iznku djus gsrq fd;k tkrk gSA bl izdkj dh 
lfefr ds ikl dksbZ fo”ks’kkf/kdkj ugha gksrs gSaA ;g lfefr iqLrdky;k/;{k ,oa 
iz”kklfud vf/kdkfj;ksa dks ijke”kZ nsrh gSA 

12-6-5- lwpuknk;h lfefr (Reporting Committee)& bls izfrosnuh; lfefr Hkh dgk 
tkrk gSA bl lfefr ds ikl dqN fo”ks’k vf/kdkj gksrs gSaA bl lfefr }kjk dqN fof”k’V 
dk;ksZa dh fjiksVZ rS;kj dh tkrh gSA bl lfefr }kjk fy;s x;s fu.kZ;ksa ds fØ;kUo;u gsrq 
mPp fudk; ls vuqefr ysus dh vko”;drk ugha gksrh gS] ysfdu fu.kZ;ksa dks lwpukFkZ 
vf/kdkfj;ksa dks voxr djk;k tkrk gSA  

12-6-6- dk;Zdkjh lfefr (Executive Committee) & ;g lfefr vU; lfefr;ksa dh 
vis{kk vf/kd vf/kdkj lEiUu o izHkko”kkyh gksrh gSA xazFkky; ds leLr fØ;kdykiksa ds 
lacaf/kr vf/kdkj blds ikl gksrs gSaA ;g lfefr Lora= :Ik ls vius dk;Z laiUu djrh 
gS o xzaFkky; ds vf/kdkfj;ksa dks vius fu.kZ;ksa ls voxr djk;s] ;g vko”;d ugha 
le>rhA  

12-7- xzaFkky; lfefr;ksa dk xBu(Formulation of Library Committee) 

iqLrdky;ksa ds izdkj tSls lkoZtfud iqLrdky;] fof”k’V iqLrdky; ,oa 
“kS{kf.kd iqLrdky; ds vk/kkj ij ,oa mudh dk;Z i)fr;ksa ds vuq:Ik lfefr;ksa dk 
xBu fd;k tkrk gS] ftudk mÌs”; Hkh vyx&vyx gksrk gSA iqLrdky;ksa ds izdkj ds 
vuqlkj muesa fuEu izdkj ls lfefr dk xBu fd;k tkrk gS & 

12-7-1- egkfo|ky; iqLrdky; lfefr (College Library Committee) 
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 v- v/;{k % egkfo|ky; dk izkpk;Z  

 c- lfpo % egkfo|ky; dk iqLrdky;k/;{k  

l- lnL; % fofHkUu foHkkxksa ds foHkkxk/;{k 

12-7-2- fo”ofo|ky; iqLrdky; lfefr (University Library Committee) 

 v- v/;{k % fo”ofo|ky; dh dk;Zifj’kn vkfn@dqyifr  

 c- lfpo %  fo”ofo|ky; dk iqLrdky;k/;{k 

 l- lnL; % fofHkUu ladk;ksa ds v/;{k ¼Mhu½ rFkk flaMhdsV lnL;] foHkkxk/;{k 
,oa izkpk;Z vkfnA  

12-7-3- lkoZtfud iqLrdky; lfefr (Public Library Committee) 

 v- v/;{k % mPp fudk; }kjk inLFk  vf/kdkjh tSls ftykf/kdkjh@iz”kkld 
uxjikfydk vkfnA  

 c- lfpo % xzaFkky; dk iqLrdky;k/;{k 

 l- lnL; % lekt ds dqN x.kekU; ukxfjd  

12-8 iqLrdky; lfefr esa iqLrdky;k/;{k dh Hkwfedk (Role of Librarian 

in  Library Committee) 

iqLrdky;k/;{k xazFkky; lfefr dk la;kstd gksrk gSA ijUrq xazFkky; lfefr ds 
funsZ”kksa ,oa ijke”kZ ds vuqlkj gh og dk;ksZa dk fØ;kUo;u djrk gSA mls iqLrdky; 
dh leLr xfrfof/k;ksa dks /;ku esa j[kdj mUgsa fØ;kfUo;r djkuk gksrk gSA iqLrdky; 
lfefr ,oa iqLrdky;k/;{k ,d&nwljs ds iwjd dh rjg dk;Z djrs gSaA nksuksa ds 
fØ;kdyki ,d nwljs dks izHkkfor djrs gsaA iqLrdky; dk fodkl nksuksa ds mfpr 
rkyesy ij fuHkZj djrk gSA  

iqLrdky;k/;{k gh okLrfod :Ik ls xazFkky; dk lapkyu djrk gS ijUrq mldh 
iz”kklfud ,oa izca/kdh; dk;ksZa esa lgk;rk] funsZ”ku ,oa fu;a=.k gsrq lfefr dk xBu 
fd;k tkrk gS] ftlds izfr iqLrdky;k/;{k mÙkjnk;h gksrk gSA iqLrdky;k/;{k ds 
xazFkky; lfefr ds izfrfuf/k fuEu gsrq mÙkjnk;h gksrk gSa& 

1- xzaFkky; lfefr dh le; & le; ij cSBdksa dk vk;kstu djkukA  
2- xazFkky; ds fy, uohu uhfr;ksa ds fuekZ.k gsrq lfefr ds le{k izLrko j[kukA 
3- okf’kZd ctV rS;kj djuk ,oa lfefr dks voxr djkukA  
4- xazFkky; dh lsokvksa ,oa lkexzh ls lfefr dks voxr djkukA 
5- xzaFkky; esa ;ksX; deZpkfj;ksa dh inksUufr gsrq ijke”kZ nsukA 
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6- xazFkky; ds deZpkfj;ksa ,oa lfefr ds chp e/;LFkrk djukA 
7- lfefr dh cSBd esa Hkkx ysdj xazFkky; dk usrR̀o dj vius fopkj lfefr ds 

le> j[kukA 
8- deZpkfj;ksa dh ekaxksa dks lfefr ds le{k izLrqr djukA 
9- iqLrdky; dh fofHkUu fjiksVZ tSls&Hk.Mkj lR;kiu bR;kfn dks lfefr ds le{k 

izLrqr djukA 
10- izys[kksa ds p;u gsrq p;u midj.k miyC/k djk ds ikB~;&lkexzh ds p;u dk 

lfefr ls vuqeksnu djkukA  
11- lfefr ds lq>koksa ,oa ijke”kZ ds vuqlkj okf’kZd ctV rS;kj djuk] rFkk 
12- ijke”kZnkrk ds :Ik esa iqLrdky; lfefr dh fofHkUu izdkj ds ijke”kZ nsuk 

vkfnA  

vH;kl iz”u & 2 

fuEufyf[kr iz”uksa ds mRrj nhft,A 

1- iqLrdky; lfefr fdrus izdkj dh gksrh gSAuke fyf[k, \ 
2- iqLrdky; lfefr esa iqLrdky;k/;{k dh D;k Hkwfedk gksrh gS \ 

12-9 lkjka”k (Summary) 

 bl bdkbZ dk v/;;u djus ds Ik”pkr~ vki ;g le> pqdsa gksxsa fd iqLrdky; 
ds vPNs izcU/ku ,oa fodkl gsrq iqLrdky; lfefr dh Hkwfedk fdruh egRoiw.kZ gSA 
iqLrdky; lfefr dh Hkwfedk iqLrdky;ksa ds lqpk: izcU/k gsrq vfr vko”;d gSA 
dHkh&dHkh ge bldh udkjkRed Hkwfedk ls ijs”kku gks ldrs gSaA ysfdu fQj Hkh 
iqLrdky; lfefr dh viuh egÙkk ,oa Hkwfedk gSA vk/kqfud ;qx iztkrkaf=d ;qx gSA 
lHkh oxksZa dks viuh&viuh jk; O;Dr djus dk vf/kdkj gSA blls iqLrdky;k/;{k dks 
,sls dbZ u;s fopkj fey tkrs gSaA iqLrdky; lfefr dbZ izdkj dh gksrh gS tks ml 
iqLrdky; iz”kklu ij fuHkZj djrk gSA iqLrdky; lfefr es iqLrdky;k/;{k dh Hkwfedk 
egRoiw.kZ gS D;ksafd og bl lfefr dk lfpo gksrk gS ,oa mls vius fopkj izLrqr 
djusdk volj feyrk gSA lfefr ds vU; lnL; Hkh iqLrdky;k/;{k ds fopkjksa ls 
voxr gksuk pkgrs gSaA ysfdu iqLrdky; lfefr;ksa esa vf/kdk”kark xqVckth ,oa ncko 
lewg cu tkus ls ml lfefr ds vkSfpR; ij gh vaxqfy;k¡ mBrh gS fd bldh 
vko”;drk gS ;k ughaA ,slk Hkh dbZ ckj ns[kk x;k gS fd iqLrdky;k/;{k ,oa 
iqLrdky; lfefr ds e/; Bhd izdkj rkyesy ugha gksus ls budh cSBdksa dk vk;kstu 
dsoy vfr vko”;d gksus ij gh djok;k tkrk gSA ;g cgqr dqN iqLrdky;k/;{k dh 
viuh le> ,oa mlds O;fDrRo ij Hkh fuHkZj djrk gSA  
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12-10 “kCnkoyh (Glossary) 

lfefr &,d ls vf/kd O;fDr;ksa dk lewg tks fdlh fo”ks’k mÌs”; dh iwfrZ ds 
fy, xfBr dh tkrh gSA  

foÙkh; fu;kstu&O;; ls iwoZ lgh rjhds ls rS;kjhA 

foÙkh; fu;a=.k&O;; ds ckn ys[kkadu ,oa vads{k.kA  

12-11 vH;kl iz”uksa ds mRrj (Answer of Questions for Exercise) 

vH;kl iz”u & 1 

iqLrdky; lfefr dh vko”;drk rFkk mi;ksfxrk fuEufyf[kr rF;ksa ij vk/kkfjr gS& 

1 iqLrdky; lfefr }kjk l{ke ,oa lq;ksX; iqLrdky;k/;{k dh rFkk mldh 
vuq”kalk ij vU; iqLrdky; deZpkfj;ksa dh fu;qfDr gksrh gS tks iqLrdky; 
lapkyu esa lgk;d gksrs gSaA 

2 iqLrdky; lfefr iqLrdky;k/;{k o iqLrdky; dh vkfFkZd vko”;drkvksa dk 
vuqeku yxkrh gS rFkk mlds vuqlkj foÙkh; lk/ku [kksts tkrs gSaA 

3 iqLrdky; tSls tuksi;ksxh laLFkku dks lqpk: :Ik ls lapkfyr djus ds fy, 
fofHkUu oxZ ds izfrfuf/k;ksa dk vuqHko] ekxZn”kZu rFkk fu;a=.k izkIr gksrk gS] 
mlls LFkkuh; turk esa fo”okl dh mRifÙk gksrh gSA 

4 iqLrdky; lfefr ds fu;a=.k rFkk ekxZn”kZu esa dk;Z djds iqLrdky;k/;{k dh 
fLFkfr lqj{kkRed jgrh gS rFkk og iqLrdky; lEcU/kh vius mÙkjnkf;Roksa dks 
mÙke <ax ls iw.kZ djus esa l{ke gksrk gSA 

5 iqLrdky; lfefr }kjk iqLrdky;k/;{k iqLrdky; dh vko”;drkvksa dks 
iqLrdky; izkf/kdj.kksa rFkk turk rd igq¡pkrk gSA  

6 iqLrdky; lfefr }kjk iqLrdky;k/;{k ij tura=krkRed fu;a=.k jgrk gSA 

7 lfefr esa izR;sd oxZ dk izfrfuf/kRo jgrk gSA blfy, iqLrdky; lfefr ikBdksa 
ds izR;sd oxZ dh iqLrdky; lEcU/kh vko”;drkvksa dks iw.kZ djus esa lgk;d 
gksrh gSA 

8 iqLrdky; lfefr }kjk fofHkUu mi lfefr;ksa bR;kfn dh jpuk djds iqLrdky; 
iz”kklu dks vf/kd l{ke cuk;k tk ldrk gSA  
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iqLrdky; lfefr ds mÌs”; 

iqLrdky;ksa esa iqLrdky; lfefr xfBr djus dk izeq[k mÌs”; ,oa dk;Z 
iqLrdky;ksa ds fy, fu/kkZj.k djuk rFkk mudk fØ;kUo;u djuk gksrk gSA ysfdu blds 
vfrfjDr Hkh vU; dk;ksZa ds fy, iqLrdky;ksa esa lfefr dh vko”;drk gksrh gSA ;s 
mÌs”; ,oa dk;Z fuEufyf[kr gSa & 

1 lqpk# lapkyu &iqLrdky;ksa esa dq”ky lapkyu ,oa iz”kklu ds fy, izR;sd 
iqLrdky; esa bl lfefr dh vko”;drk egÙoiw.kZ gksrh gSA 

2 foÙk dk izko/kku & iqLrdky; lfefr gh iqLrdky; dh foÙk lEcU/kh 
vko”;drkvksa] leL;kvksa vkfn dk v/;;u djrh gS rFkk mlh ds vuqlkj ctV 
cukus rFkk foÙk dk izko/kku djus ds mik; djrh gSA 

3 foÙk ij fu;a=.k & iqLrdky; lfefr dh lgk;rk ls iqLrdky; esa gksus okys 
O;; ij fu;a=.k jgrk gSA  

4 deZpkfj;ksa dk p;u &iqLrdky; lfefr }kjk l{ke vkSj lq;ksX; 
iqLrdky;k/;{k dh rFkk mldh vuq”kalk ij lfefr vU; deZpkfj;ksa dh fu;qfDr 
djrh gS tks iqLrdky; lapkyu esa lgk;d gksrs gSaA  

5 iqLrdky;k/;{k ds laj{kd & iqLrdky; eas iqLrdky; lfefr ds gksus ls 
iqLrdky;k/;{k vius dks vlqjf{kr ugha le>rk gS vkSj og mlds laj{k.k esa 
dk;Z djrs gq, mRlkfgr jgrk gS rFkk mldk eukscy Å¡pk jgrk gSa bl izdkj 
iqLrdky;k/;{k ds laj{kd ds :Ik esa dk;Z djrh gSA  

6 vf/kdkjiw.kZ& iqLrdky;k/;{k ;fn iqLrdky; ls lEcfU/kr fdlh leL;k dks 
iqLrdky; izkf/kdj.k ds le{k j[krk gS rks ml ckr ij vf/kd /;ku ugha fn;k 
tkrk gS vkSj ;fn mlh ckr dks iqLrdky; lfefr dgrh gS rks og ckr 
egRoiw.kZ le>h tkrh gS blfy, mls egRo fn;k tkrk gSA vr% iqLrdky; 
izkf/kdj.k vFkok vf/kdkfj;ksa dks iqLrdky;ksa ls tksM+us ds fy, iqLrdky; 
lfefr dk gksuk vfr vko”;d gSA  

vH;kl iz”u & 2 

1- Lo&fufeZr lfefr] rnFkZ lfefr] p;fur ;k ukfer lfefr] ijke”kZnk;h 
lfefr] lwpuknk;h lfefr rFkk dk;Zdkjh lfefr ifjHkkf’kr dhft,\ 

 

 



पÖु तकालय एवं सचूना केÆ þŌ का ÿबÆ धन                                                           BLIS-102 

उ°राखÁ ड मु³ त  िवÔ विवīालय  223 
 

12-12 lanHkZ xzUFk lwph (Reference Books) 

1 vxzoky] ,l-,l- ¼2004½- xzUFkky; izcU/ku ds ewy rRo] jkt ifCyf”kax gkml] 
t;iqjA 

2 xxZ] jkexksiky ,oa rkezdkj] vfer ¼2011½- vk/kqfud xzaFkky; izcU/k] eSMsfy;u 
iszl] yqf/k;kukA 

3 Gupta, C.B. (1994). Management: Theory and Practice, S. Chand, Delhi.  
4 bafnjk xk¡/kh jk’Vªh; eqDr fo”ofo|ky; v/;;u lkexzhA 
5 Jain, M.K. (1999). Library Manual: A Practical Approach to Management, 

Shipra, Delhi. 
6 Mittal, R.L. (1989).Library Administration, Metropolitan, Delhi.  
7 Ranganathan, S.R. (1959). Library Administration, Sarada Ranganathan 

Endowment for Library Science, Bangalore, (Delhi, UBSPD). 
8 Singh, Ram Shobhit (1990). Fundamentals of Library Administration, 

Prabhat Prakashan, Delhi.  
9 f=ikBh ,oa vU; ¼1999½- xzUFkky; izcU/k] okbZ- ds- ifCy”klZ] vkxjkA 
10 O;kl] ,l-Mh- ¼2004½- iqLrdky; izcU/k] iap”khy izdk”ku] t;iqjA 

12-13 mi;ksxh iqLrdsa (Useful Books) 

1. Dhiman, Anil Kumar and Vashada Ravi (2004). Library Management : A 
manual for effective management, Ess Ess Publications, New Delhi. 

2.  Mahapatra, Piyush Kanti and Chakrabarti, Bhubaneswar (2003). 
Preservation in Libraries: Perspectives Principles and Practice, Ess Ess 
Publications, New Delhi.  

3. Massle, Joseph L. (1985). Essentails of Management, Printice Hall of 
India, New Delhi. 

4.  Mookerji, S.K. and Gupta, B. Sen (1977). Library Organization and 
Administration, World Press, Calcutta.  

5. Prasad, R.G. (1993). Developing Library Collection, Macmillan Press, 
Delhi.  

6.  PSG Kumar (2003). Management of Library and Information Centres, 
B.R. Publishing Corporation, Delhi. 

7. Ranganathan, S.R. (1960). Library manual, Sarada Ranganathan 
Endowment for Library Science, Bangalore, (Delhi: UBSPD). 

8. JhokLro] vfouk”k pUnz ¼2012½- iqLrdky; lkexzh ifjj{k.k ,oa lja{k.k] fodkl 
izdk”ku] dkuiqjA 

9.  
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12-14 fucU/kkRed iz”u (Essay type Questions) 

1- iqLrdky; lfefr;ksa dh iqLrdky;ksa esa D;ksa vko”;drk gksrh gS\ crkb;sa\ 
2- iqLrdky; lfefr ds mÌs”;ksa dk foLrr̀ o.kZu dhft,\ 
3- iqLrdky; lfefr esa iqLrdky;k/;{k dh Hkwfedk dh ppkZ dhft,\ 
4- lfefr fdrus izdkj dh gksrh gS \ o.kZu dhft,\ 
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इकाई – 13   पÖु तकालय िव° : बजट िनमाªण कì िविधयाँ एवं िव°ीय िनयÆ ýण  

bdkbZ dh :ijs[kk  
13-1  izLrkouk 
13-2  mÌs”; 
13-3  iqLrdky; foRr O;oLFkk ds fl)kUr  
 13-3-1 izHkkodkjh fu;a=.k dk fl)kUr 
 13-3-2 yphysiu dk fl)kUr 
 13-3-3 lk/kkj.kr;k dk fl)kUr 
 13-3-4 fu;ferrk dk fl)kUr 
 13-3-5 ferO;f;rk dk fl)kUr  
13-4  iqLrdky; dh vk; ds Lkzksr  
 13-4-1 fo|ky; iqLrdky; ds fy, 
 13-4-2 egkfo|ky; iqLrdky; ds fy, 
 13-4-3 fo”ofo|ky; iqLrdky; ds fy, 
 13-4-4 lkoZtfud iqLrdky; ds fy, 
 13-4-5 fof”k’V iqLrdky; ds fy,  
13-5 iqLrdky; O;; ds izeq[k en  
13-6 iqLrdky; O;; dh vkdyu O;oLFkk 
 13-6-1 izfr O;fDr fof/k 
 13-6-2 vuqikr fof/k  
 13-6-3 fooj.k fof/k  
13-7  iqLrdky; O;; ds fl)kUr 
 13-7-1 vf/kdre ykHk dk fl)kUr 
 13-7-2 ferO;f;rk dk fl)kUr 
 13-7-3 iwoZ fu;kstu dk fl)kUr 
 13-7-4 mfpr vkoaVu dk fl)kUr  
13-8  ctV % ifjHkk’kk,¡] mÌs”;] ykHk ,oa fo”ks’krk,¡ 
 13-8-1 ifjHkk’kk,¡ 
 13-8-2 iqLrdky; ctV ds mÌs”; 
 13-8-3 iqLrdky; ctV ds ykHk  
13-9  iqLrdky; ctV esa O;; dk fu/kkZj.k 
13-10 ctV fuekZ.k dk fof/k;k¡ 
 13-10-1 ykbu izfr ykbu ctV 
 13-10-2 izksxzke ctV  
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 13-10-3 ijQkjesZUl ctV 
 13-10-4 Iykfuax&izksxzkfeax ctV i)fr 
 13-10-5 thjks csLM vk/kkfjr ctV 
13-11 foRrh; fu;a=.k 
 13-11-1 iqLrdky; ys[kkadu 
 13-11-2 foRrh; ys[kk ijh{k.k 
 13-11-3 ykxr fu/kkZj.k 
 13-11-4 iqLrdky; ykxr fu/kkZj.k dh vko”;drk  
 13-11-5 ykxr fu/kkZj.k lEcU/kh leL;k,¡ 
 13-11-6 ykxrksa ds izdkj  
13-12  lkjka”k  
13-13 “kCnkoyh 
13-14 vH;kl iz”uksa ds mRrj 
13-15 lanHkZ xzaFk 
13-16 mi;ksxh iqLrdsa 
13-17 fuca/kkRed iz”u 
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13-1 izLrkouk (Introduction) 

foÙk fdlh laLFkk dks lqpk: :Ik ls lapkfyr djus ds fy, ftruk vko”;d gS 
mruk gh vko”;d gS mldk izcU/kA dksbZ Hkh laLFkk ;k laxBu gks mlds lapkyu ds 
fy, foÙk ;k /ku ,d vfr egRoiw.kZ midj.k gksrk gSA blds vHkko esa fdlh Hkh 
O;kolkf;d izfr’Bku dk lapkyu fd;k tkuk vlaHko gSA ftl izdkj fdlh fØ;k dks 
djus ds fy, mRiszjd (Catalyst) dh vko”;drk gksrh gS] mlh izdkj foÙk ds fcuk 
fdlh dks xfr iznku ugha dh tk ldrh gSA foÙkh; izca/ku djuk dsoy /ku dk izca/k 
djuk gh ugha vfirq ;g fdlh laLFkk ;k laxBu ds foÙkh; lapkyu ls tqMs+ fl)kUrksa] 
fØ;kdykiksa ,oa O;ogkjksa ds v/;;u ls lacaf/kr gSA  

fdlh Hkh laLFkk dh rjg xzaFkky; ds lqO;ofLFkr lapkyu ds fy, foÙk vFkok 
/ku dh vko”;drk gksrh gSA xazFkky; foÙkh; izca/k] xazFkky; izcU/k dk ,d vax gS] 
ftlds varxZr xaaFkky; dk vk;&O;;] xaaFkky; ds /ku dk lgh enksa ij O;;] xazFkky; 
foÙk dk vfHkys[k bR;kfn dk;Z vkrs gSaA xazFkky; lao/kZu”khy laLFkk gksus ds dkj.k blds 
fodkl ds fy, fujarj foÙk dh vko”;drk cuh jgrh gS vFkkZr~ dgk tk ldrk gS fd 
xazFkky;ksa  ds lqO;ofLFkr lapkyu ds fy, foÙk vFkok /ku dh O;oLFkk djuk rFkk mls 
vko”;d enksa ij ferO;f;rkiwoZd yxkus laca/kh izfØ;k dks xazFkky; foÙkh; izaca/ku 
dgykrk gSA nwljs “kCnksa esa & foÙkh; xazFkky; vFkok fdlh laLFkk ds foÙkh; lalk/kuksa ds 
fu;kstu ,oa fu;=a.k ls lacaf/kr izca/kdh; fØ;kdyki gS vFkkZr~ dgk tk ldrk gS fd 
foÙkh; izca/k fdlh Hkh xzaFkky; gsrq /ku vFkok foÙk dk izca/k djuk gh ugha gS] vfirq ;g 
fdlh xazFkky; ds foÙkh; lapkyu ls tqM+s O;ogkjksa ,oa fl)kUrksa ds v/;;u ls lacaf/kr 
gSA foÙkh; izca/ku dh xfrfof/k;ksa ds varxZr /ku dk izko/kku djuk] /ku miyC/k djkuk] 
/ku dk mfpr enksa ij O;; djkuk gSA bl izdkj foÙkh; izca/k foÙk dh izkfIr] forj.k] 
mi;ksx] vfHkys[k] fu;a=.k rFkk ewY;kadu bR;kfn dh lEiw.kZ izfØ;k ls lacaf/kr gSA 
foÙkh; izca/ku ds egRoiw.kZ ?kVd fuEufyf[kr gSa& 

1 foÙk ;k /ku dk fu;kstu djuk (Planning of Finance)A 
2 foÙk dh izkfIr ,oa mlds forj.k dk iwokZuqeku yxkuk (Predetermination 

about financial access and its distribution)A 
3 fofHkUu lk/kuksa }kjk vk; izkIr djuk (Acquire of finance from various 

sources)A  
4 izkIr gqbZ vk; dk fofHkUu enksa esa vkoaVu (Distribution of finance on various 

items)A 
5 foÙk dk ferO;f;rkiw.kZ mi;ksx (Economical use of finance)A  
6 foÙkh; ys[kkadu] djuk (Financial record keeping)A 
7 foÙkh; fu;a=.k dh O;oLFkk djuk (Financial control)A 
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8 foÙkh; ys[kk ijh{k.k (Evaluation of financial record)A  

xazFkky; ftl iSr`d laLFkk (Parent body) ls lacaf/kr gksrh gSA mlds izkf/kdkjh 
(Authority) dk ;g nkf;Ro gksrk gS fd og xzaFkky; ds fy, /ku izkIr djs] /ku dk 
fuos”k djs] /ku dh vko”;drkuqlkj mldh ekax dh Lohd̀fr iznku djs rFkk vU; foÙk 
ls lacaf/kr leLr dk;ksa dks mfpr :Ik ls lapkfyr djsA  

xazFkky; dk ;g mÙkjnkf;Ro gS fd og igys ls viuh /ku ;k foÙk laca/kh 
vko”;drkvksa dk vuqeku dj viuh xfrfof/k;ksa] dk;ZØeksa rFkk fØ;kdykiksa ds fy, 
ctV dk fuekZ.k djsA igys ls  izkIr /ku dk mi;qDr dk;ksaZ ij fuf”pr le;kof/k esa 
mi;ksx djs] vfHkys[kksa (Records) dk lgh j[k&j[kko djs rFkk var esa ,d fjiksVZ rS;kj 
djsA  

13-2 mÌs”; (Objectives) 

 bl bdkbZ dk mÌs”; vkidks iqLrdky; dh foÙk vko”;drk ,oa mlds izcU/ku 
ls voxr djkuk gSA  

 iqLrdky; dh vk; ds Lkzksrksa ls ifjfpr djkuk A 

 iqLrdky; O;; ds izeq[k enksa dks crkukA 

 ctV dks ifjHkkf’kr djrs gq, mlds mÌs”;ksa ,oa fo”ks’krkvksa dk o.kZu djuk( rFkk 

 cTkV cukus dh fofHkUu fof/k;ksa dks le>kukA  
 

13-3 xzaFkky; foÙkh; izca/k ds fl)kUr  (Principles of Library Financial  

Management) 

xzaFkky; foÙk vFkok /ku dh mfpr O;oLFkk ds dqN egRoiw.kZ fl)kUr gSa] ftu 
ij vey djuk vR;ko”;d gSA ;s fl)kUr fuEufyf[kr gSa& 

1 izHkkodkjh fu;a=.k dk fl)kUr & xzaFkky; ds vkfFkZd lalk/kuksa ds 
ferO;f;rkiw.kZ iz;ksx djus ds fy, izHkkodkjh foÙkh; fu;a=.k dh vko”;drk 
gksrh gSA ;g fl)kUr crkrk gS fd foÙkh; izca/ku dq”kyrkiwoZd rHkh laiUu gks 
ldrk gS tcfd bls izHkko”kkyh <ax ls fu;af=r fd;k tk;sA blds fy, leLr 
lk/kuksa dks lwphc) djuk pkfg, rFkk fQj vko”;drkuqlkj O;; dk fu/kkZj.k 
djuk pkfg, ,slk djus ls miyC/k /ku dk mfpr mi;ksx laHko gks tkrk gSA 

2 yphysiu dk fl)kUr & foÙkh; izca/ku yphyk gksuk pkfg, rkfd rkRdkfyd 
ifjfLFkfr;ksa ds vuqlkj mlesa lkeatL; LFkkfir fd;k tk lds vFkkZr~ fdrus /ku 
dh dgk¡ ij vko”;drk gS] ml vk/kkj ij /ku dk O;; fd;k tk ldrk gS 
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tSls& iqLrdksa dh [kjhn ds fy, miyC/k  /ku dk dqN va”k ;fn xzaFkky; dh 
iqLrdksa dh ejEer ij O;; dj nsrs gSa D;ksafd bldh orZeku esa vko”;drk 
izrhr gks jgh gS\ rks bl izdkj dk yphykiu foÙkh; izca/ku esa lgk;d fl) 
gks ldrk gSA 

3 ljyrk dk fl)kUr & foÙkh; izca/ku djus dh izfØ;k ,oa dk;Z iz.kkyh lk/kkj.k 
,oa ljy gksuh pkfg,A blls bldks lapkfyr djuk vklku gksrk gS rFkk 
ferO;f;rk esa o`f) gksrh gSA 

4 fu;ferrk dk fl)kUr & fu;ferrk ls rkRi;Z gS ,d iwoZ fu/kkZfjr le; dky 
esa foÙkh; izcU/ku O;oLFkk dks nksgjkus ls gSA blds fy, ,d fof”k’V le; lwph 
cukuh pkfg, rkfd izR;sd fØ;kdyki dh fuf”pr le; esa tkudkjh izkIr gks 
ldsA tSls xzaFkky; dk ctV cukus ds fy, xazFkky; v/;{k dks leLr 
foHkkxk/;{kksa ls mudh fjiksVZ izkIr djuk pkfg, rRi”pkr~ lEiw.kZ xazFkky; dh 
fjiksVZ rFkk ctV dks Lo:Ik iznku djuk pkfg,A blds Ik”pkr~ izkf/kdj.k }kjk 
izkIr /ku dk mfpr forj.k fd;k tkuk pkfg, vFkkZr~ mijksDr leLr izfØ;k 
fu;fer :Ik ls o nwjnf”kZrkiw.kZ <ax ls dh tkuh pkfg,A 

5 ferO;f;rk dk fl)kUr & fero;f;rk ls rkRi;Z /ku ds mfpr mi;ksx djus ls 
rFkk Qkyrw O;; ls cpus ls gSA ;fn xazFkky; vuko”;d rFkk de mi;ksxh 
dk;ksZa esa /ku fuos”k djrk gS rks ;g foÙkh; izca/ku ij izfrdwy izHkko MkysxkA 
xazFkky; foÙk ds vuko”;d O;; ls cpus ds fy, igys ls gh vko”;d dk;ksZa 
dh lwph cukuh pkfg, rFkk mu ij O;; dk iwoZ fu/kkZj.k fd;k tkuk pkfg,A 

mijksDr fl)kUr xzaFkky; ds foÙkh; izca/ku esa fo”ks’k lgk;rk iznku dj ldrs 
gSaA bu fl)kUrksa ds mi;ksx ls xzaFkky; vius foÙk dk lgh mi;ksx dj mRd’̀V 
lsok;sa iznku djus esa lQy gks ldrk gSA 

13-4 xzaFkky; foÙk O;oLFkk ds Lkzksr (Sources of Library Finance) 

tSlk fd gesa Kkr gS fd iqLrdky; ,d lao/kZu”khy laLFkk gksrh gS blds 
fodkl ds fy, fujarj /ku dh vko”;drk izrhr gksrh gSA xzaFkky; dh leLr 
xfrfof/k;k¡ ,oa leLr fØ;kdyki iw.kZ :Ik ls /ku dh fujarj vkiwfrZ ij fuHkZj djrs gSaA 
fHkUu&fHkUu xazFkky;ksa esa /ku dh vkiwfrZ  fHkUu&fHkUu le; esa gksrh gSA dqN xazFkky; es 
okf’kZd :Ik ls rks dqN esa rhu ;k ik¡p o’kksZa esa ;g gks ldrh gSA ;g /ku dh vkiwfrZ 
xzaFkky; dh lsokvksa dh izdf̀r rFkk izkf/kdj.k vFkok iSrd̀ laLFkk ij fuHkZj djrh gSA 
/ku dh fujarj miyC/krk  ikBdksa dks iznku dh tkus okyh lsokvksa esa lkeatL; rFkk 
rkyesy cuk;s j[krh gSA ;s lsok;sa fujarj iznku dh tkuh pkfg, rHkh iqLrdky;ksa dh 
mi;ksfxrk fl) gksrh gSA 



पÖु तकालय एवं सचूना केÆ þŌ का ÿबÆ धन                                                           BLIS-102 

उ°राखÁ ड मु³ त  िवÔ विवīालय  230 
 

fHkUu&fHkUu izdkj ds xazFkky;ksa esa fofHkUu Lkzksrksa ls /ku dh izkfIr djkbZ tkrh gSA  

izk;% xazFkky;ksa dks nh tkus okyh foÙkh; lgk;rk rhu izdkj dh gksrh gS & 1- vkorhZ 
(Recurring)  2- vukorhZ  (Non-Recurring) 3- rnFkZ (Ad-hoc)A 

1 vkorhZ lgk;rk (Recurring Grant)& vkorhZ vuqnku izk;% fu;fer :Ik ls 
xazFkky;ksa dks iznku fd;k tkrk gSA bl lgk;rk ;k vuqnku dk mÌs”; xazFkky;ksa 
dks fofHkUu iqLrdksa] i=&if=dkvksa rFkk vU; izyss[kksa dh [kjhnh rFkk muds 
j[k&j[kko ,oa igys ls vuqekfur O;; ds fy, /ku miyC/k djkus ds fy, gksrk 
gSA 

2 vukorhZ lgk;rk (Non-Recurring Grant)& vukorhZ vuqnku (Non-

Recurring Grant) izk;% fdUgha fof”k’V mÌs”;ksa ds fy, fn;k tkrk gS tSls fd 
xazFkky; Hkou ds fuekZ.k] QuhZpj rFkk vU; midj.kksa dh [kjhnh bR;kfn ds 
fy,A 

3 rnFkZ lgk;rk (Ad-hoc Grant) & tc xzaFkky; dks dqN fof”k’V ifjfLFkfr;ksa 
esa /ku dh vfrfjDr vko”;drk gksrh gS rc fof”k’V flQkfj”kksa ds vk/kkj ij 
;g vkfFkZd vuqnku iznku fd;k tkrk gSA tSls & fdlh fof”k’V midj.k ds 
Ø; ds fy, flQkfj”k ij iznku fd;k tkus okyk vuqnku rnFkZ vuqnku gkrk 
gSA vukorhZ rFkk rnFkZ vuqnku esa ;g vUrj gS fd vukorhZ vuqnku izk;% iwoZ 
vuqekfur gksrk gS tcfd rnFkZ vuqnku ds :Ik esa ekaxk x;k /ku rkRdkfyd 
vko”;drk dh iwfrZ ds fy, gksrk gSA  

13-4-1 fo|ky; xazFkky; (School Library)& Hkkjrh; Ldwyksa esa fo|ky;ksa gsrq ,d 
lqfu;ksftr foÙkh; izko/kku dh O;oLFkk miyC/k ugha gS] tcfd fo|ky;ksa esa xazFkky;ksa 
}kjk iznku dh tkus okyh lsok cgqr dqN foÙk ij fuHkZj djrh gSA fo|ky; xazFkky; ds 
foÙkh; Lkzksr izeq[k :Ik ls fuEu gSa & 

Nk=ksa ls fy;k x;k xazFkky; “kqYd% 

 dsUnz rFkk jkT; ljdkj }kjk vuqnku  

 xazFkky; gsrq izkIr fo”ks’k migkj ;k vuqnku 

 Nk=ksa ls fy;k x;k n.M ,oa vfrns; “kqYd (Fine & Penalties) 

 jÌh dh fcØh ls izkIr /ku 

 fofHkUu izdk”kdksa }kjk fo|ky;ksa esa yxkbZ xbZ iqLrd izn”kZuh (Book 

Exhibition) }kjk izkIr /ku (Incentives) bR;kfnA 

13-4-2 egkfo|ky; xazFkky; (College Library)& egkfo|ky; xzaFkky; ds izeq[k 
foÙkh; Lkzksr fuEuizdkj gSa& 
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 egkfo|ky; ds Nk=ksa ls fy;k x;k xazFkky; “kqYd 

 Nk=ksa ls fy;k x;k n.M rFkk vfrns; “kqYd  

 jkT; rFkk dsUnzh; ljdkj }kjk fn;k vuqnku 

 fo”ofo|ky; vuqnku vk;ksx (U.G.C.) ls izkIr vuqnku 

 Q.M ,oa nku (Endowments and Donations) ls izkIr /ku  

 fofHkUu U;klksa (Foundation) rFkk vfHkdj.kksa (Agencies) ls izkIr vuqnku 

 rFkk fofo/k vU; Lkzksr (Other Miscellaneous Sources)A  

13-4-3 fo”ofo|ky; xazFkky; (University Library)& fo”ofo|ky; xazFkky;ksa dks /ku 
izk;% fo”ofo|ky;ksa }kjk rFkk fo”ofo|ky; vuqnku vk;ksx ,oa jkT; ljdkj }kjk fo”ks’k 
vuqnku ds :Ik esa izkIr gksrk gSA  

;w-th-lh- }kjk izkIr vuqnku ,d fuf”pr ;kstuk ds vk/kkj ij fn;k tkrk gS] 
blfy, bls ;kstuk vuqnku (Plan Grants) dgk tkrk gS] tcfd jkT; ljdkjksa }kjk 
fn;k x;k vuqnku xSj&;kstuk vuqnku (Non-Plan Grant)  gksrk gSA ;w-th-lh- }kjk 
izkIr vuqnku vkorhZ] vukorhZ rFkk rnFkZ ds :Ik esa gksrk gSA  

fo”ofo|ky; xazFkky; ds foÙkh; Lkzksr fuEufyf[kr gSa & 

 Nk=ksa rFkk “kks/k Nk=ksa bR;kfn ls fy;k x;k xazFkky; “kqYdA 

 ;w-th-lh- rFkk ljdkj }kjk fo”ofo|ky; dks iznku fd;s x;s vuqnku ls izkIr 
fgLlkA 

 vU; U;kl rFkk vfHkdj.kksa ls izkIr vuqnkuA 

 n.M ,oa vfrns; “kqYd (Fine & Penalties)A 

 Q.M ,oa nku }kjk (Endowments & Donations)A 

 vU; fofo/k L=ksrksa ls izkIr /kuA  

13-4-4 lkoZtfud xazFkky; (Public Library) & lkoZtfud xazFkky; ds Lkzksr 
fuEufyf[kr gSa& 

xazFkky; ikBd lnL;rk “kqYd }kjk 

 ljdkj }kjk izkIr vuqnku 

 xazFkky; midj }kjk 

 Q.M rFkk nku }kjk izkIr /ku ,oa oLrq;sa 

 n.M rFkk vfrns; “kqYd (Fine & Penalties) 

 vU; fofo/k L=ksr (Miscellaneous Sources) 
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13-4-5 fof”k’V xazFkky; (Special Library) & fof”k’V xazFkky; dks foÙk dh izkfIr 
mldh iSrd̀ laLFkk }kjk gkrh gSA bl izdkj dh laLFkkvksa esa fd;s tkus okys fofHkUu 
fØ;kdykiksa tSls & “kks/k] vuqla/kku bR;kfn esa xazFkky; }kjk iznku lwpukvksa dk 
egRoiw.kZ ;ksxnku gksrk gSA blfy, bl izdkj dh laLFkkvksa esa xazFkky;ksa ij vf/kd /ku 
O;; fd;k tkus yxk gSA bl gsrq xazFkky;ksa dks /ku ,d fuf”pr ;kstuk] xazFkky; dh 
orZeku rFkk Hkkoh lsokvksa] lwpuk dh izd`fr bR;kfn dks /;ku esa j[kdj iznku fd;k 
tkrk gSA  

vH;kl iz”u & 1 

1 iqLrdky; foÙk O;oLFkk ds izeq[k Lkzksr D;k gSa \ 
2 lkoZtfud iqLrdky; esa vk; ds Lkzksr D;k gSa \ 
3 iqLrdky; esa O;; ds izeq[k en crkb;sa \ 

 

13-5 xazFkky; O;; ds izeq[k en (Items of Library Expenditure) 

xazFkky; ds vUrxZr fd;s tkus okys O;; ikBdksa dh lwpuk laca/kh ekax dks /;ku 
esa j[kdj fd;k tkrkgSA xzaFkky; vius ikBdksa dks og lc miyC/k djkrk gS tks fd 
,d ikBd cktkj ls [kjhndj izkIr ugha dj ldrkA xazFkky; foÙkh; izaca/ku dk nwljk 
egRoiw.kZ i{k O;; gSA vko”;d rFkk mfpr enksa ij /ku O;; fd;s tkus ij gh xazFkky; 
foÙk dk lnqi;ksx laHko gks ikrk gSA  

xazFkky; O;; ds izeq[k en fuEufyf[kr gSa & 

1 deZpkfj;ksa gsrq osru rFkk ikfjJfed (Salaries and Wages) 
2 iqLrdsa rFkk if=dk;sa (Books and Periodicals) 
3 ys[ku lkexzh (Stationery) 
4 ftYnlknh (Binding) 
5 xazFkky; Hkou (Library Building) 
6 QuhZpj (Furniture) 
7 Mkd O;; (Postage) 
8 fofHkUu midj.k (Equipment) 
9 fofHkUu vkdfLed O;; (Contingency) bR;kfnA  

13-6 xzaFkky; O;; dh vkdyu O;oLFkk (Estimation of Expenditure) 

xzaFkky; foÙk dk csgrj mi;ksx mlds lgh o izHkkoh vkdyu ij fuHkZj djrk 
gSA xazFkky; dks fdrus foÙk dh vko”;drk gS] vkdyu dSls djuk gS \ fdu vk/kkjksa 
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ij vkdyu djuk gSA ;s lHkh xzaFkky; ds ikBdksa dh la[;k] xzaFkky; dh lwpuk&lkexzh 
ds izdkj xazFkky; ds lsok ,oa vf/kdkj {ks= bR;kfn ij fuHkZj djrh gSA  

xazFkky; ds foÙkh; vkdyu ds dqN izeq[k vk/kkj fuEufyf[kr gSa & 

1 xazFkky; ds ikBdksa ds izdkj ,oa laLFkk 
2 xzaFkky; }kjk iznku dh tkus okyh lsok,a ,oa xfrfof/k;k¡ 
3 xazFkky; esa miyC/k midj.kksa ¼gkMZos;j o lkW¶Vos;j½ dh vko”;drk 
4 ikB~;&lkexzh esa ewY; o`f) ,oa eqnzk LQhfr 
5 xzaFkky; ds deZpkfj;ksa dh la[;k bR;kfnA  

xzaFkky;ksa esa /ku dk O;; nks izdkj ds enksa esa fd;k tkrk gS &  

¼v½- vkorhZ O;; (Recurring Expenditure) A  

¼c½- vukorhZ O;; (Non-Recurring Expenditure)A  

xazFkky; lwpuk lkexzh tSls & iqLrdksa] i=&if=dkvksa rFkk deZpkfj;ksa ds osru 
bR;kfn enksa ij fd;k x;k O;; vkorhZ O;; dgykrk gS rFkk vU; enksa ij fd;k x;k 
O;; vukorhZ O;; dgykrk gSA xazFkky;ksa esa vkorhZ O;; ds vuqeku dh fuEu fof/k;k¡ gSa 
& 

13-6-1 izfr O;fDRk fof/k (Per Capita Method) & bl fof/k ds ek/;e ls fdlh 
xazFkky; ds okf’kZd O;; dk vkdyu fd;k tkrk gSA ;g lcls vklku rFkk U;k; laxr 
fof/k gSA bl fof/k esa izfr O;fDr dh nj ls U;wure /ku jkf”k fuf”pr dh tkrh gS tks 
fd ,d ekud xazFkky; lsok iznku djus ds fy, vko”;d le>h tkrh gS vFkok bl 
fof/k }kjk ;g fu/kkZfjr djrs gSa fd fdlh {ks=] izns”k] vFkok jk’Vª dks ekud xazFkky; 
lsok iznku djus ds y{; dh iwfrZ gsrq izfr O;fDr fdruk U;wure O;; djuk gksxkA 

bl fof/k esa dqy miHkksDrkvksa ¼Nk=] f”k{kd] “kks/k Nk= bR;kfn½ esa ls ,d 
miHkksDrk (User) ij vkus okys de ls de O;; dk vuqeku yxk;k tkrk gSA xazFkky; 
ds ctV fofHkUu enksa gsrq vko”;d /kujkf”k ds fu/kkZj.k ds fy, Lohdr̀ ekun.Mks dks 
Hkh lfEefyr fd;k tkrk gSA mnkgj.k ds fy, ;w-th-lh- dh MkW0 jaxukFku lfefr 
¼1957½ }kjk fo”ofOk|ky; rFkk egkfo|ky; ds izR;sd Nk= ds fy, 15 :0 rFkk f”k{kd 
gsrq 200 :0 dh flQkfj”k dh xbZ Fkh] tcfd dksBkjh vk;ksx ¼1964&66½ ds vuqlkj 
fo”ofo|ky; rFkk egkfo|ky; ds Nk=ksa ds fy, Øe”k% 25 :0 rFkk 300 :0 izfr 
O;fDr [kpZ djuk pkfg,A  

,d fof”k’V xazFkky; rFkk lkoZtfud xazFkky; ds fy, izfr O;fDr O;; fu/kkZj.k 
djuk dfBu dk;Z gS D;ksafd ,sls xazFkky;ksa dh lwpuk lkexzh dh fofo/krk] xazFkky; dk 
Lrj] Hkou bR;kfn dks /;ku esa j[kuk vko”;d gksrk gSA  
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vukorhZ (Non-Recurring) O;; dk fu/kkZj.k djus ds fy, xazFkky; dh 
vko”;drkvkas rFkk ftu oLrqvksa dks [kjhnk tkuk gS mudh nj dks /;ku esa j[kdj 
vko”;d dqy [kpZ vkadk tkrk gSA  

13-6-2 vuqikr fof/k (Proportion Method)& xazFkky; fdlh Hkh laLFkku dk ,d 
egRoiw.kZ lwpuk LFky gksrk gSA “kklu dh fofHkUu bdkb;ksa] izkbosV laLFkkvksa ds izca/kdksa 
rFkk fo”ofo|ky;ksa bR;kfn dk ;g nkf;Ro gksrk gS fd og xazFkky; ds fy, vius lEiw.kZ 
ctV esa ls ,d fuf”pr vuqikr esa xazFkky; gsrq /kujkf”k fuf”pr djs vkSj fuf”pr fd;k 
x;k /ku mfpr le; ij o mruh ek=k esa aftruk fd fuf”pr fd;k x;k gS dks 
xzaFkky; gsrq miyC/k djk,A vFkkZr~ bl fof/k esa izkf/kdkjh viuh laLFkk ds fu;fer ctV 
ls ,d fuf”pr vuqikr esa /ku xazFkky;ksa dks iznku djrs gSaA xazFkky; gsrq foÙk dh lhek 
fuf”pr djus gsrq dbZ ekun.M rFkk flQkfj”ksa nh xbZ gSaA mnkgj.k ds fy, MkW0 
jk/kkd̀’.ku vk;ksx ¼1949½ ds vuqlkj laLFkk ds dqy ctV dk 6 izfr”kr lacaf/kr 
egkfo|ky; ;k fo”ofo|ky; xazFkky; ij O;; fd;k tkuk pkfg,A  

 dksBkjh vk;ksx ¼1966½ ds vuqlkj egkfo|ky; rFkk fo”ofo|ky; ds dqy ctV 
dk 6-5 izfr”kr /ku muds xazFkky;ksa ij O;; fd;k tkuk pkfg,A lkFk gh ;g Hkh 
flQkfj”k dh xbZ Fkh fd f”k{kk ds dqy ctV dk Ms<+ izfr”kr ¼1-5 izfr”kr½ lkoZtfud 
xazFkky;ksa ij O;; fd;k tk;sA jaxukFku ds vuqlkj lEiw.kZ ctV dk 01 izfr”kr vFkok 
ns”k ds f”k{kk ctV dk 06 izfr”kr lkoZtfud xazFkky;ksa ij O;; fd;k tkuk pkfg,A  

13-6-3 fooj.k fof/k (Method of Details) & fooj.k ;k foLrkj i)fr esa xzaFkky; ds 
leLr O;; ds enksa vFkkZr~ ftu&ftu dkeksa esa /ku dks yxk;k tkuk gS mls ys[kkd̀r 
fd;k tkrk gS O;; izk;% nks izdkj ds gksrs gSa & 

¼v½- vkorhZ vFkok lkef;d O;;  ¼c½- vukorhZ ;k iwathxr O;;A vFkkZr~ bl 
i)fr esa igys ls ;g vuqekfur fd;k tkrk gS fd deZpkfj;ksa ds osru HkÙks ij fdruk 
O;; gksxk \ ikB~;&lkexzh Ø; ij fdruk] xazFkksa ds laj{k.k ij fdruk rFkk vU; enksa 
ij fdruk /ku O;; gksxk \ ;w-th-lh- }kjk xfBr xazFkky; lfefr us fo”ofOk|ky; ,oa 
egkfo|ky; ds fofHkUu xazFkky; deZpkfj;ksa dh la[;k dks fu/kkZfjr djus ds fy, ,d 
LVkQ QkewZyk lq>k;k gSA blesa muds Øekuqlkj osrueku Hkh izLrkfor fd;s x;s gSaA bl 
QkWewZyk }kjk xazFkky; deZpkfj;ksa ij lEiw.kZ O;; dh x.kuk dh tk ldrh gSA xazFkksa ,oa 
vU; ikB~;&lkexzh ds fy, lfefr us izfr O;fDr O;; (Per Capita) nj ds ifjlw= dk 
lq>ko fn;k gSA  
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13-7 xazFkky; O;; ds fl)kUr (Principles of Library Expenditure) 

xazFkky; foÙk dks lgh O;; djus ds dqN fl)kUr ftudks /;ku esa j[kdj 
xazFkky; ds foÙk dk Js’Bre mi;ksx dj vf/kdre lsok;sa iznku dh tk ldrh gSa] ;s 
fl)kUr fuEufyf[kr gSa & 

13-7-1 vf/kdre ykHk dk fl)kUr (Principles of Maximum benifit)& ;g fl)kUr 
crkrk gS fd xazFkky; foÙk dk O;; bl izdkj ls djuk pkfg,] ftlls mlds vf/kd ls 
vf/kd ikBd ykHkkfUor gks u fd dqN pqus gq, yksx D;ksafd xazFkky; dk y{; gh vius 
ikBdksa dh lwpuk laca/kh vko”;drkvksa dh iwfrZ djuk gksrk gSA  

13-7-2 feRkO;f;rk dk fl)kUr (Principles of Economy)& ferO;f;rk ls ;gk¡ rkRi;Z 
gS fd xazFkky; foÙk dk O;; lko/kkuhiwoZd vko”;d enksa ij djus ls gSA Lohd`r 
vuqnku ls vf/kd O;; ugha gksuk pkfg,A vfrfjDr rFkk vuko”;d izfr;ksa dks [kjhnus 
ls cpuk pkfg, rFkk ikBdksa dh ekax ds vuqlkj U;k;ksfpÙk :Ik ls /ku dk O;; djuk 
pkfg,A  

13-7-3 iwoZ fu;kstu dk fl)kUr (Principles of Preplanning)& xazFkky; ds foÙk ds 
fofHkUu enksa ij O;; djus ls igys ,d ;kstuk cukuh pkfg, rFkk dgk¡ ij fdruk O;; 
djuk gS mldk vuqeku yxkuk pkfg, ftlls lgh enksa ij larqfyr :Ik ls /ku dks  
vkoafVr fd;k tk ldsA  

13-7-4 mfpr vkoaVu dk fl)kUr (Principles of Well Distribution) & mfpr 
vkoaVu ls rkRi;Z xazFkky; foÙk dk xazFkky; dh fofHkUu ikB~;&lkexzh rFkk vU; enksa 
ij U;k;ksfpÙk :Ik ls vkoafVr djus ls gSA mnkgj.k ds fy, foKku rFkk izkS|ksfxdh dh 
iqLrdsa Hkk’kk lkfgR; ls vf/kd ewY; dh gksrh gSa rFkk xazFkksa ls vf/kd lkef;d izdk”kuksa 
ij dqN xazFkky;ksa esa vf/kd /ku O;; fd;k tkrk gSA vr% iqLrdky;k/;{k dks leLr 
ifjfLFkfr;ksa rFkk ?kVdksa dks /;ku esa j[kdj /ku dk O;; djuk pkfg, rkfd /ku dk 
viO;; u gksA  

13-8 xzUFkky; ctV (Library Budget) 

xzaFkky; ,d O;; vfHkeq[kh laLFkk gSA ctV blds foÙkh; izca/ku dk ,d dsUnzh; 
igyw gS tks fd ,d fuf”pr vof/k ¼izk;% ,d o’kZ½ esa /ku ds vk;&O;; dk fooj.k 
izlrqr djuk gksrk gSA fdlh xazFkky; esa deZpkfj;ksa ds osru] xazFkksa i=&if=dkvksa] 
LVs”kujh] QuhZpj] lkt&lTtk rFkk fofHkUu vkdfLed O;; ds fy, foÙk dh 
vko”;drk gksrh gSA mijksDr dk;ksZa ds fy, /ku fdl izdkj ls tqVk;k tk;s rFkk izkIr 
/ku dks fdl izdkj ls O;; fd;k tk;s] bu lcds okf’kZd vuqeku rFkk ;kstuk dks 
xazFkky; vk;&O;; (Budget) dgrs gSaA  
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ctV xzaFkky; ds rRdkyhu rFkk Hkkoh dk;ZØeksa] fØ;kdykiksa rFkk ;kstukvksa dk 
izfrfcEc gSA xazFkky; ds ctV dk fuekZ.k xzaFkky; ds ofj’B deZpkfj;ksa rFkk 
iqLrdky;k/;{k }kjk fofHkUu fu;eksa rFkk fl)kUrkas ds vk/kkj ij fd;k tkrk gSA  

13-8-1 ifjHkk’kk,¡ (Definitions) 

foYlu rFkk VkWcj ds vuqlkj & **vk;&O;;d ¼cTkV½ ,d fuf”pr le; ds 
fy, fdlh laLFkk ds vuqekfur vk;&O;; dk foÙkh; ys[kk gSA** 

(“Budget is the financial statement of estimate of revenues and 
expenditure of  an institution  for a definite period of time”- Wilson and Tuber) 

tktZ VSjh ds “kCnksa esa & **ctV Hkkoh vko”;drkvksa dk ,d ,slk vuqeku gS 
ftls ,d O;ofLFkr vk/kkj ij rS;kj fd;k x;k gS vkSj tks ,d fufnZ’V vof/k esa izkI; 
lHkh ;k dqN egRoiw.kZ mÌs”;ksa dks izdV djrk gSA** (“A Budget is an estimate of 

future needs arranged according to an orderly basis, covering some or all of the 
activities of an enterprise for definite period of time”- George R. Terry) 

czkmu ,oa gkoMZ ds “kCnksa esa &**ctV nh gqbZ vof/k dh izca/k uhfr dk ,d iwoZ 
fu/kkZfjr fooj.k gksrk gS tks okLrfod ifj.kkeksa ls rqyuk ds fy, ,d izeki iznku djrk 
gSA** (A Budget is a Pre-determined statement of management policy during a 

given period which provides a standard for comparison with the result actually 
achieved.”- Brown and Howard) 

gkbuj ds vuqlkj & **ctV mu dk;ZØeksa ,oa fØ;kvksa dh foLrr̀ ;kstukvksa dk 
ekufp= gksrk gS ftUgsa eqnzk esa O;Dr fd;k tkrk gSA** 

mijksDr ifjHkk’kkvksa ls Li’V gksrk gS fd ctV xazFkky; ds foÙkh; i{kksa dks 
lefUor djrk gS rFkk fu;ksftr <ax ls /ku dks O;; djus dk vk”oklu iznku djrk 
gSA 

13-8-2 xzaFkky; ctV ds mÌs”; (Objectives of Library Budget) 

,d xazFkky; ds ctV fuekZ.k ds fuEufyf[kr mÌs”; gksrs gSa & 

1 o’kZHkj ds fy, xzaFkky; ds vk;&O;; dk fooj.k izLrqr djukA  
2 xazFkky; ds vk; rFkk O;; ds enksa ds chp leUo; LFkkfir djukA  
3 xazFkky; dh Hkkoh lsokvksa rFkk uhfr;ksa ds fy, vk/kkj cukukA  
4 xazFkky; }kjk vk;ksftr fd;s tkus okys Hkkoh fØ;kdykiksa dk C;ksjk izLrqr 

djukA  
5 xzaFkky; ds }kjk fd;s x;s vuko”;d O;;ksa ij jksd yxkukA 
6 xazFkky; ds foÙkh; fu;a=.k esa lgk;rk iznku djukA  
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7 xazFkky; ds fofHkUu foHkkxksa ij loksZPp izca/k dk fu;a=.k lQy cukukA  
8 vk;&O;; dks fu;ksftr rFkk fu;af=r dj xazFkky; dh lsokvksa esa o`f) rFkk xfr 

iznku djukA  

13-8-3 xazFkky; ctV ds ykHk (Advantages of Library Budget) 

xazFkky; ds ctfVax ds ek/;e ls xazFkky; laca/kh uhfr;ksa] ;kstukvksa rFkk fofHkUu 
fØ;kdykiksa esa leUo; LFkkfir fd;k tkrk gSA ,d xazFkky; esa ctfVax ds fuEufyf[kr 
ykHk gksrs gSa & 

1 ctfVax ds ek/;e ls xazFkky; dh uhfr;ksa] ;kstukvksa rFkk fofHkUu fØ;kdykiksa 
dks lefUor rFkk fu;af=r fd;k tkrk gSA 

2 xazFkky; dh laHkkfor leL;kvksa ds gy djus esa lgk;rk iznku djrh gSA 
3 xazFkky; O;; ls lacaf/kr xfrfof/k;ksa dks pj.kc) fd;k tkrk gSA 
4 xazFkky; ds lk/kuksa dk lnqi;ksx laHko gks ikrk gS rFkk viO;; dh laHkkouk;sa 

de gksrh gSaA  
5 ctfVax esa xazFkky; dh fØ;kvksa dks vk¡dM+ksa esa izLrqr fd;k tkrk gS ftlls 

fu;kstu esa fuf”prrk rFkk ljyrk vkrh gSA 
6 ctV iz.kkyh ls xazFkky; dh fofHkUu fØ;kvksa] foHkkxksa rFkk deZpkfj;ksa ds dk;kZa 

es izHkkoiw.kZ leUo; LFkkfir fd;k tkrk gSA  
7 xazFkky; ctV xazFkky; ds fofHkUu foHkkxksa ds deZpkfj;ksa ds lg;ksx ls cuus ds 

dkj.k lg;ksx rFkk lgdkfjrk dk fodkl gksrk gSA  
8 xr o’kZ dh rqyuk esa vkxkeh o’kZ gsrq vf/kd /ku izkIr djkus eas lgk;d gksrk 

gSA  
9 xazFkky; foÙk ds loksZRre mi;ksx esa lgk;rk iznku djrk gSA 
10 xazFkky; ds fofHkUu foHkkxksa rFkk deZpkfj;ksa ij izHkko”kkyh fu;a=.k LFkkfir djus 

esa lgk;rk iznku djrk gSA  

13-9 xzaFkky; ctV esa O;; dk fu/kkZj.k (Fixing the Expenditure of 

Library Budget) 

xazFkky; ds dqqy ctV dks izeq[k rhu enksa esa O;; fd;k tkrk gS & 

1- deZpkfj;ksa ds osru ij  2- v/;;u lkexzh ij  3- vU; fofo/k O;;A bu 
rhuksa enksa ij fdruk&fdruk /ku O;; fd;k tk;s blds fu/kkZj.k ds fy, vusd fof/k;ksa] 
fl)kUrksa rFkk lq>koksa dh lgk;rk dh tkrh gSA  

1-  deZpkfj;ksa ds osru ij (Staff Salary)& deZpkjh fdlh Hkh xazFkky; dh lsokvksa 
rFkk xfrfof/k;ksa dks lapkfyr djus okys izeq[k rRo gksrs gSaA fcuk deZpkfj;ksa ds xazFkky; 
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dh lsokvksa dks lapkfyr ugha fd;k tk ldrkA lkFk gh lkFk deZpkjh dks ;fn mfpr 
rFkk vkd’kZd osru ugha fn;k tkrk rks og viuh lsok;sa Hkh mfpr izdkj ls ugha ns 
ikrk gSA MkW0 jaxukFku ds vuqlkj & **rc rd ,slh larks’ktud xazFkky; lsok iznku 
ugha dh tk ldrh tks tu lk/kkj.k esa iBu&ikBu dh izsj.kk ds {k; dks jksdu esa leFkZ 
gks lds] tc rd fd xzaFkky; okf’kZd ctV dk vk/kk Hkkx deZpkfj;ksa ds osru ds fy, 
lqjf{kr ugha j[k fn;k tkrkA** 

deZpkfj;ksa ds osru fu/kkZj.k esa fuEu fof/k;ksa rFkk lq>koksa dks /;ku esa j[kuk 
pkfg,& 

d- lkoZtfud xazFkky; (Public Library)& lh-th- fo”oukFku ds vuqlkj & 
**;fn Hkkjr ds fdlh jkT; dh ljdkj iqLrdky; mUufr dh ;kstuk esa iqLrdky; 
deZpkfj;ksa ds osru ij mnkjrkiwoZd fopkj ugha djsxh rks lkoZtfud iqLrdky;ksa dk 
Hkfo’; va/kdkje; jgsxk rFkk mldh uhao etcwr ugha gks ldsxhA** 

 lu~ 1962 esa fczVsu esa xazFkky; ds dqy ctV dk 44 izfr”kr /ku deZpkfj;ksa ds 
osru ij O;; fd;k tkrk FkkA  

 Tosdy (Joeckel) rFkk foUlyks (Winslow) us deZpkfj;ksa ij xazFkky; ds dqy 
O;; dk 60 izfr”kr O;; djus dk lq>ko fn;kA  

 Lku~ 1961&62 eas fczVsu esa 16]000 tula[;k okys uxjksa esa dk;Z djus okys tu 
xazFkky;ksa dks muds dqy ctV dk 50 izfr”kr /ku deZpkfj;ksa ij O;; djus dk 
lq>ko fn;k x;k FkkA  

 vesfjdu ykbczsjh Mk;jsDVjh ds vuqlkj 1957 esa vesfjdk ds xzaFkky;ksa esa dqy 
O;; dk 70 izfr”kr deZpkfj;ksa ij O;; fd;k tkrk FkkA  

 MkW0 jaxukFku us 1950 esa dqy xazFkky; ctV dk 50 izfr”kr Hkkx lkoZtfud 
xazFkky;ksa ds deZpkfj;ksa ij O;; djus dk lq>ko fn;k FkkA ftls ckn esa lu~ 
1957 esa Hkkjr ljdkj }kjk LFkkfir xazFkky; ijke”kZnk=h lfefr }kjk Lohdkj 
Hkh fd;k x;k FkkA  

 Hkkjrh; jk’Vªh; xazFkky; esa lu~ 1967&68 esa xazFkky; ds dqy O;; dk 65-3 
izfr”kr /ku deZpkfj;ksa ds osru ij [kpZ fd;k x;kA 

 fnYyh ifCyd ykbczsjh us vius deZpkfj;ksa ds osru ij fofHkUu l=ksa esa fuEu 
izdkj /ku O;; fd;k & 

1963&64 esa dqy O;; dk 52 izfr”kr  
1964&65 esa dqy O;; dk 46-90 izfr”kr  
1965&66 esa dqy O;; dk 52-23 izfr”kr  

mijksDr rF;ksa rFkk vk¡dM+ksa dks /;ku esa j[krs gq, Hkkjrh; lkoZtfud xazFkky;ksa 
ds dqy ctV dk 50 izfr”kr deZpkfj;ksa ds osru ij O;; fd;k tkuk pkfg,A  
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[k- “kS{kf.kd laLFkku (Academic Library)& fo”ofo|ky; vuqnku vk;ksx ¼;w-
th-lh-½ }kjk 1975 esa LFkkfir xazFkky; lfefr us xazFkky;ksa ds dqy ctV dk 50 izfr”kr 
/ku deZpkfj;ksa ij O;; djus dh vuq”kalk dh gSA MkW0 jaxukFku fo”ofo|ky; xzaFkky; 
ds deZpkfj;ksa ds fy, ctV dk 50 izfr”kr /ku osru ij O;; djus ds i{k/kj gSaA 
fnYyh fo”ofo|ky; ds xazFkky; deZpkfj;ksa ds osru ij dqy ctV dk fuEu izfr”kr 
fofHkUu l=ksa esa O;; fd;k x;k & 

1963&64 esa dqy ctV dk 52 izfr”kr  
1964&65 esa dqy ctV dk 26-4 izfr”kr  
1965&66 esa dqy ctV dk 29-56 izfr”kr  
1966&67 esa dqy ctV dk 31-2 izfr”kr  

mijksDr rF;ksa rFkk vk¡dM+ksa dks /;ku esa j[krs gq, Hkkjrh; “kS{kf.kd xazFkky;ksa esa 
deZpkfj;ksa ds osru ij dqy xaazFkky; ctV dk 50 izfr”kr /ku O;; djus dh vuq”kalk 
dh tkrh gSA  

2-   ikB~;&lkexzh ij O;; (Expenditure on Reading Material)& fdlh Hkh 
xazFkky; dk vfLrRo mldh iqLrdksa rFkk vU; ikB~;&lkexzh ij fuHkZj djrk gSA 
blhfy, izR;sd xazFkky; esa ikB~; lkexzh dks Ø; djus ds fy, /ku dk izko/kku fd;k 
tkrk gS ijUrq ,d xazFkky; ds fy, dqy ctV dk fdruk izfr”kr /ku ikB~;&lkexzh ds 
fy, [kpZ fd;k tk;s blds fy, vyx&vyx er ,oa vk¡dM+s miyC/k gSa] ftuds vk/kkj 
ij ge vius xazFkky; gsrq ekxZn”kZu izkIr dj ldrs gSa & 

d- lkoZtfud xazFkky; (Public Library)& lu~ 1932 esa fczVsu esa 
ikB~;&lkexzh ds Ø; rFkk laj{k.k ij dqy ctV dk 27-7 izfr”kr /ku O;; fd;k tkrk 
FkkA ftlesa xazFkksa ij 17 izfr”kr lekpkj i= rkfd if=dkvksa ij 4 izfr”kr rFkk 
ckbfMax ij 6-7 izfr”kr /ku O;; fd;k tkrk FkkA  

MkW0 jaxukFku us lu~ 1950 esa Hkkjrh; lkoZtfud xazFkky;ksa esa dqy ctV dk 50 
izfr”kr ikB~;&lkexzh ¼iqLrdsa rFkk i=&if=dkvksa bR;kfn½ ds Ø; rFkk mudh ftYncanh 
rFkk vU; enksa ij O;; dk lq>ko fn;k FkkA rRi”pkr~ lu~ 1957 esa LFkkfir xazFkky; 
ijke”kZnk=h lfefr blls lger gks pqdh gS rFkk lfefr us Lohdkj fd;k fd xazFkky;ksa 
esa vkSlr vkorZd O;; (Recurring Expentiture) deZpkfj;ksa ds vfrfjDr vU; enksa 
(Items) ij ¼xazFk] izdk”k rFkk vuqj{k.k vkfn½] deZpkfj;ksa ij gksus okys O;; ds leku 
gksuk pkfg,A mijksDr lHkh rF;ksa ij fopkj djus ds Ik”pkr~ Hkkjrh; lkoZtfud 
xazFkky;ksa esa dqy ctV dk 35 izfr”kr /ku xazFkksa] lekpkj i=] if=dkvksa rFkk mudh 
ckbafMx bR;kfn ij [kpZ djus ij lq>ko fn;k tkrk gS& 

xazFkksa ij   & 22-5 izfr”kr 
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i=&if=dkvksa  & 5 izfr”kr 

ckbafMax ij   & 7-5 izfr”kr  

[k- “kS{kf.kd xazFkky; (Academic Library) & MkW0 jaxukFku ds vuqlkj 
fo”ofo|ky;hu xzaFkky;ksa gsrq xzaFkksa rFkk vU; ikB~;&lkexzh ij dqy ctV dk 40 
izfr”kr rFkk ckbfMax ij vU; fofo/k O;; 10 izfr”kr gksuk pkfg,A  

;w-th-lh- }kjk xfBr xazFkky; lfefr ¼1957½ dh fjiksVZ esa dqy O;; dk 50 
izfr”kr xzaFkksa] i= if=dkvksa rFkk ikB~; lkexzh ij O;; djus dk lq>ko fn;k x;k gS 
mijksDr lq>koksa rFkk vk¡dM+ksa dks ns[kus ij ge Hkkjrh; fo”ofOk|ky;ksa rFkk egkfo|ky;ksa 
ds fy, ctV dk 40 izfr”kr xazFkkasa rFkk i=&if=dkvksa RkFkk ckbafMax ds fy, ekud :Ik 
esa fu/kkZfjr dj ldrs gSa ftlesa & 

xazFkkas gsrq   & 25 izfr”kr 

i=&if=dkvksa gsrq  & 10 izfr”kr 

ckbafMax gsrq   & 5 izfr”kr fu/kkZfjr dj ldrs gSaA  

3- vU; fofo/k O;; (Miscellaneous)& xazFkky;ksa esa deZpkfj;ksa ds osru rFkk 
ikB~;&lkexzh ij O;; ds vfrfjDr Hkh dqN vU; O;; gksrs gSaA mUgsa fofo/k O;; dgk 
tkrk gS tSls& xazFkky; esa gok] izdk”k] ty] ys[ku lkexzh] chek] vkdfLedrk 
(Contingency) bR;kfnA fofHkUu xazFkky;ksa esa budh vko”;drk fHkUu&fHkUu gks ldrh 
gSA ijUrq izk;% dqy ctV dk 10 izfr”kr ls 20 izfr”kr bu fofo/k enksa ij O;; djuk 
mfpr ekuk tkrk gSA  

13-10 ctV fuekZ.k dh fof/k;k¡ (Budgetary Methods) 

fofHkUu vkdkj ,oa izdkj ds xazFkky;ksa esa ctV i)fr dk mi;ksx fd;k tkrk 
gSA izk;% xazFkky;ksa ds izkf/kdkjh (Authority) }kjk ctV fuekZ.k ds ekun.Mksa ds vk/kkj 
ij xazFkky; dk iqLrdky;k/;{k rFkk ofj’B ,oa mPp deZpkjh ctV dk fuekZ.k djrs gSa 
rFkk mldh leh{kk dh tkrh gS] fQj xazFkky; dh dk;Zdkjh lfefr }kjk mldk 
vuqeksnu fd;k tkrk gSA rRi”pkr~ ctV dks mPp izkf/kdkjh ds le{k vuqeksnu rFkk 
Lohd̀fr gsrq izLrqr fd;k tkrk gSA ctV fu/kkZj.k dh dqN ijEijkxr rFkk dqN uohu 
fof/k;k¡ fuEufyf[kr gSa & 

13-10-1 ykbu izfr ykbu ctV (Line by Line Budget)& ;g ctV fuekZ.k 
dh lcls ljy] vf/kd izpfyr rFkk ijaijkxr i)fr gSA bls ,sfrgkfld i)fr Hkh dgk 
tkrk gSA bl i)fr esa fofHkUu enksa dks ykbu ls fy[kk tkrk gSA igys O;kid Jsf.k;k¡ 
cukbZ tkrh gS tSls & xazFkksa ,oa i=&if=dkvksa] osru] midj.k bR;kfn rFkk bu Jsf.k;ksa 
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dks iqu% mifoHkkxksa esa foHkDr fd;k tkrk gS bl fof/k esa foxr o’kZ ds O;; ds vk/kkj ij 
orZeku ctV dh jpuk dh tkrh gS rFkk foxr o’kZ ds O;; ds izeq[k enksa esa 5 ls 10 
izfr”kr rd dh òf) djds ctV rS;kj fd;k tkrk gS vFkkZRk~ bl i)fr esa ,d fo”ks’k 
en ds fy, ,d fuf”pr /ku jkf”k dks ;kstukuqlkj fpfUgr dj fy;k tkrk gSA ftldk 
O;; fdlh nwljs mÌs”; ds fy, ugha fd;k tkrk vFkkZr~ bl i)fr esa yphykiu ugha 
gksrkA  

13-10-2 izksxzke ctV (Programme Budget)& izksxzke ctV vFkkZr~ dk;ZØe 
vk/kkfjr ctV dk fuekZ.k xazFkky; ds fØ;kdykiksa rFkk xfrfof/k;ksa dks vk/kkj cukdj 
fd;k tkrk gSA gwcj deh”ku fjiksVZ ¼1949½ esa blds ewy:Ik ls rhu pj.kksa dks n”kkZ;k 
tkrk gS & d- xazFkky; ds mÌs”;ksa dk o.kZu  [k- fofHkUu fodYiksa rFkk vk;ksftr dh tk 
ldus okyh xfrfof/k;ksa ij fopkj djuk x- loZJs’B rFkk vf/kd izHkko”kkyh rdkssZa rFkk 
lq>koksa dk p;u djukA  

bl izdkj dh ctV fuekZ.k fof/k esa xazFkky; ds fØ;kdykiksa dks vk/kkj ekuk 
tkrk gS rFkk foÙk dk izko/kku xazFkky; dh Hkkoh lsokvksa dks vk/kkj ekudj fd;k tkrk 
gSA  

izksxzke ctfVax esa izk;% xazFkky; ds fofHkUu dk;ksZa dks vyx&vyx oxksZa esa ck¡V 
ysrs gsa tks fd xzaFkky; laxBu] lajpuk ds vuqdwy gksrk gS tSls miHkksDrk lsok,¡] 
iz”kklfud lsok,¡] rduhfd lsok,¡ bR;kfn foHkkxk/;{kksa dks vius foHkkx dh 
vko”;drkvksa dk ekiu djus rFkk O;; ij fuxjkuh j[kus dk volj iznku djrh gSA  

13-10-3 ijQksesZUl ¼fu’iknu½ ctV (Performance Budget) & ijQksesZUl ls 
rkRi;Z fu’iknu vFkok izn”kZu ls gSA ;g fofo/k izksxzke fof/k ds leku gh gS ijUrq bl 
fof/k esa dk;ZØe dks egRo u nsdj fu’iknu dks vf/kd egRo fn;k tkrk gSA bl fof/k 
esa ,d le;kof/k eas xazFkky; ds lHkh fØ;kdykiksa dk foLrkj ls o.kZu izLrqr fd;k 
tkrk gSA xazFkky; dh miyfC/k;ksa ds ekiu ds fy, izca/ku dh rduhdksa] tSls& ykxr 
ykHk ewY; fo”ys’k.k (Cost Benefit Analysis)] bR;kfn dk iz;ksx fd;k tkrk gSA bl 
fof/k esa O;; dk vk/kkj xazFkky; ds fØ;kdyki gksrs gSa tSls& xazFkksa dh la[;k] oxhZdr̀ 
,oa lwphd̀r xaazFkksa dh la[;k] rduhdh dk;ksZa esa yxus okyk le;] bR;kfn rF; ,oa 
vk¡dM+s] ekuo”kfDr rFkk dk;ksZa dks djus ds fy, midj.k lkexzh ds fu/kkZj.k ds fy, 
laxzfgr fd;s tkrs gSaA  

13-10-4 Iykfuax izksxzkfeax ctV flLVe (Planning Programming Budget 

System)& ;kstuk dk;ZØe ctV iz.kkyh (P.P.B.S.) dks loZizFke ;w-,l-Mh-vks-Mh- 
¼1961½ }kjk izLrkfor fd;k x;kA blds nks rRo ctV fuekZ.k ,oa iz.kkyh fo”ys’k.k gSA 
P.P.B.S. izksxzke dh ,d foLrr̀ fof/k ds :Ik esa gSA bl fof/k dk eq[; vk/kkj fu;kstu 
gS] tgk¡ loZizFke mÌs”;ksa dk fu/kkZj.k fd;k tkrk gS rFkk var esa dk;ZØeksa rFkk 
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xfrfof/k;ksa] fØ;kdykiksa] lsokvksa rFkk fofHkUu dk;ZØeksa dks ,d izkstsDV ds :Ik esa izLrqr 
djus rFkk vko”;d lkefxz;ksa dk vafre :Ik esa ctV ds ek/;e ls iznf”kZr djus esa 
lEcU/k LFkkfir djrh gSA 

13-10-5 thjks csl ctV (Zero Based Budget) & ctV fuekZ.k dh ;g Hkh ,d 
izeq[k fof/k gSA bl fof/k dk fodkl 1970 esa ihVj Qk;j (Peter Phyrr) }kjk fd;k 
x;kA ;g fof/k PPBS ds leku gh gSA bl izdkj dh ctV fuekZ.k fof/k esa fiNys o’kZ 
esa D;k&D;k gqvk bl ij /;ku u nsdj orZeku lkef;d xfrfof/k;ksa ij /;ku fn;k 
tkrk gSA ;g fof/k ijEijkxr fof/k;ksa ls i`Fkd ,d uohu fof/k gSA bl fof/k esa foÙk dh 
ekax izR;sd o’kZ uohu fljs ls dh tkrh gSA foxr o’kksZa ds O;; ls bl izdkj ds ctV esa 
dksbZ laca/k LFkkfir ugha fd;k tkrk gSA 

bl fof/k ds vUrxZr izR;sd dk;ZØe vFkok xfrfof/k dk foLrkjiwoZd fooj.k 
izLrqr fd;k tkrk gS] ftlesa foxr o’kksZa dk dksbZ Hkh lanHkZ ugha fn;k tkrk gSA nwljs 
“kCnksa esa izR;sd o’kZ uohu fljs ls] foÙkh; ekax ds vkSfpR; dks fl) djuk iM+rk gSA bl 
lEiw.kZ i)fr esa fuEu pj.k gksrs gSa & 

 xazFkky; ds lexz dk;ZØe rFkk xfrfof/k;ksa dks fuEure Lrj rd lek;ksftr 
rFkk laxfBr fd;k tkrk gSA 

 leLr xfrfof/k;ksa rFkk dk;ZØe ds mÌs”;ksa dk ijh{k.k rFkk fofHkUu oSdfYid 
fof/k;ksa dk ewY;kadu fd;k tkrk gSA  

 dk;ZØeksa dks muds mÌs”;ksa ds dFku ds lkFk fu.kZ; iSdst Jsf.k;ksa esa laxfBr 
fd;k tkrk gSA 

 fu.kZ; iSdstksa dk Øe fu/kkZj.k fd;k tkrk gSA 

vH;kl iz”u & 2 

fuEufyf[kr iz”uksa ds mRrj nhft,A 

1 ctV cukus dh fofHkUu fof/k;ksa ds uke crk,¡\ 

2 MkW0 jaxukFku ds vuqlkj ,d fo”ofo|ky; iqLrdky; ds fy, xzUFkksa rFkk vU; 
ikB~;&lkexzh ds fy, dqy ctV dk fdruk izfr”kr fu/kkZfjr fd;k x;k gS\  

13-11 foÙkh; fu;a=.k (Financial Control) 

laLFkk,¡ vius mÌs”;ksa dh iwfrZ gsrq vusd izdkj ds fØ;kdykiksa dk vk;kstu 
djrs jgrs gSaA bu fØ;kdykiksa dks lapkfyr djus ds fy, /ku O;; fd;k tkrk gSA tks 
/ku O;; fd;k tkrk gS mls fu;ekuqlkj ,oa ikjnf”kZrk j[krs gq, O;; djuk pkfg,A 
,slk gksrk jgs ;k ,slk gks jgk gS ;k ugha bldh tk¡p djus ds fy, le;&le; ij 
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leh{kk dh tkuh pkfg, rkfd /ku dk nq:i;ksx u gksus ik, blds fy, ys[kk dk dk;Z 
ns[k jgsa LVkWQ dks lrdZrkiwoZd dk;Z djuk pkfg, rFkk vkUrfjd vads{k.k foHkkx dh 
Hkwfedk egRoiw.kZ gksrh gSA  

13-11-1 xzaFkky; ys[kkdj.k (Library Accounting) 

xzaFkky; foÙk ds mi;ksx laca/kh fofHkUu egRoiw.kZ i{k gksrs gSa tSls& ys[kkdj.k 
(Accounting)] ys[kk ijh{k.k (Auditing) rFkk foÙkh; fu;a=.k (Financial Control) 

bR;kfnA buds ek/;e ls gh xazFkky; foÙk dk lgh fn”kk esa mi;ksx laHko gks ikrk gSA 
bUgsa ge la{ksi esa le>us dk iz;kl djsaxs & 

1- foÙkh; vkoaVu  (Financial Distribution) &  foÙk dk vkoaVu xzaFkky; dh 
xfrfof/k;ksa rFkk dk;ZØeksa] ekax dk Lrj] eqnzk LQhfr nj rFkk xazFkky; ds fu’iknu 
bR;kfn ij vk/kkfjr gks ldrk gSA foÙk dk vkoaVu bl izdkj ls fd;k tkrk gS rkfd 
fuf/k dk csgrj fu;a=.k rFkk dk;ZØeksa esa larqyu cuk jgsA foÙk dk vkoaVu xzaFkky; ds 
fofHkUu foHkkxksa ;k bdkb;ksa] lkexzh ds izdkj] xazFkky; ds mi;ksxdrkZvksa] fo”ks’k Hkk’kk 
bR;kfn ds vk/kkj ij gks ldrk gSA  

2- foÙkh; fu;a=.k (Financial Control)& fdlh Hkh xzaFkky; esa foÙkh; fu;a=.k 
,d egRoiw.kZ dk;Z gS foÙkh; fu;a=.k ds vHkko esa xazFkky; ds dk;Z lqpk: :Ik ls laiUu 
ugha fd;s tk ldrs gSaA foÙkh; fu;a=.k i)fr izca/ku ds fu;a=.kijd dk;Z ds :Ik esa 
ekU; gSA xzaFkky; esa ctV izk;% o’kZ esa ,d ckj cuk;k tkrk gS] tcfd foÙkh; fu;a=.k 
dh izfØ;k iwoZ ls gh ctV esa O;Dr leLr vk; ,oa O;; dks fu;af=r djus dh nSfud] 
lkIrkfgd] ikf{kd] ekfld rFkk =Sekfld xfrfof/k gks ldrh gSA foÙkh; fu;a=.k izfØ;k 
ds varxZr rhu pj.k gksrs gSa & d- ekudksa dks LFkkfir djuk  [k- ekudksa ds izfrQyksa 
dh rqyuk rFkk O;k[;k djuk x- lq/kkjkRed fu.kZ; ysukA  

foÙkh; fu;a=.k ds ek/;e ls vf/kdkjh nSfud] lkIrkfgd rFkk ekfld vk/kkjksa ij 
ctV dh “ks’k vof/k esa xazFkky;ksa ds dk;ksZa ds e/; lek;kstu LFkkfir djus dk iz;kl 
djrs gSaA  

3- foÙkh; ys[kkadu (Financial Accounting)& izR;sd xzaFkky; esa foÙk ds 
ysu&nsu ds dk;ksZa dk ,d ys[kk rS;kj fd;k tkrk gS] ftlds ek/;e ls irk pyrk gS 
fd xzaFkky; }kjk D;k ysu&nsu gqvk gS \ xazFkky; ctV ls fdruk /ku [kpZ gks pqdk gS 
\ rFkk fdruk vHkh “ks’k gS \ ;g lEiw.kZ ys[kkadu izfØ;k ys[kkdj.k i)fr dgykrh gSA 
;g ys[kkdj.k xazFkky; ds ctV fu;a=.k izfØ;k esa lgk;d gksrk gS rFkk vko”;drk 
iM+us ij fof/k ds fofu;kstu esa lgk;rk djrk gSA foÙkh; ys[kkdj.k iz.kkyh dks lHkh 
ysu&nsu laca/kh tk¡p iM+rky dh vuqefr nsuk pkfg, rFkk ,d ikjn”khZ fjiksVZ Hkh izLrqr 
djuk pkfg, vFkkZr~ dgk tk ldrk gS fd xazFkky; esa ys[kkdj.k ls rkRi;Z xazFkky; ds 
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vk;&O;; ds izokg ls lacaf/kr vfHkys[kksa dk iw.kZ fu;ksftr <ax ls O;oLFkkiu djuk gS 
rkfd xazFkky; ds foÙk dk O;; lgh ,oa ;Fkksfpr lhek ds varxZr gks ldsA  

fofHkUu xaazFkky;ksa eas foÙkh; vfHkys[kksa ds j[k&j[kko esa dqN fHkUurk ik;h tkrh 
gSa fdUrq vko”;d ;g gS fd bu vfHkys[kksa ds okpu] iqu%izkfIr rFkk vko”;d tk¡p 
bR;kfn esa ljyrk rFkk lqlaxrrk gksA xazFkky;ksa esa foÙkh; vfHkys[kksa ds O;oLFkkiu ds 
fy, fuEu izeq[k Lkzksrksa dk mi;ksx fd;k tkrk gSA  

1- dS”k cqd 
2- foÙk forj.k jftLVj ;k vkoaVu jftLVj 
3- fcy jftLVj 
4- osru fcy jftLVj 
5- ekfld O;; fooj.k 
6- midj.k vfHkys[k bR;kfnA 

13-11-2 foÙkh; ys[kk ijh{k.k (Financial Auditing) 

xazFkky;ksa esa foÙkh; ys[kk ijh{k.k xazFkky; ds foÙkh; ysu&nsu dh leh{kk gksrh 
gSA ;g xzaFkky; esa vuqi;qDr rFkk vuko”;d O;; ij fu;a=.k yxkrk gSA xazFkky;kas esa 
ys[kk ijh{k.k nks izdkj ls gksrk gS&  d- Ik”p ijh{k.k (Post Audting) rFkk [k- iwoZ 
ijh{k.k (Pre-Audting)A xazFkky; rFkk lwpuk dsUnz ckgjh] dsUnzh;] dkuwuh ys[kk ijh{kdksa 
}kjk Ik”p ijh{k.k djokrs gSa ftlds varxZr ikB~; lkexzh dh {kfr] vtZu izfØ;k dh 
[kkfe;k¡] Hkqxrku ,oa vkiwfrZ bR;kfn dh tk¡p dh tkrh gSA  

13-11-3 ykxr fu/kkZj.k (Costing) 

vf/kdka”kr% xazFkky;ksa vFkok laLFkkvksa ds izca/kd U;wure ykxr esa oLrq dk 
mRiknu djds vFkok lsokvksa dks iznku djds viuh vk; dks c<+kuk pkgrs gSa blfy, os 
izR;sd laHko mik; }kjk mRikfnr oLrq vFkok lsok dh izfr bdkbZ mRiknu ykxr ij 
fu;a=.k j[kus dk iwjk&iwjk iz;Ru djrs gSaA bUlkbDYksihfM;k fczVsfudk ds vuqlkj & 

**ykxr fu/kkZj.k ,d izfØ;k gS ftlds }kjk dksbZ laLFkk fdlh mRikn dks 
mRikfnr djus ds fy,] fdlh lsok dks iznku djus ds fy,] fdlh dk;Z dks vk;ksftr 
djus ds fy, rFkk fdlh foHkkx dks pykus ds fy, mlds ewY; dk vkdyu (Estimate) 
rS;kj djrh gSA** 

ykxr ys[kkdj.k (Cost Accounting) ls rkRi;Z fdlh laLFkk dk foÙkh; ewY;ksa 
ds lanHkZ esa ewY;kadu djus ls gSA bl vo/kkj.kk dks fuEu js[kkfp= ¼ukjk;.kk] 1991½ 
}kjk le> ldrs gSaA 
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13-11-4  ewY; fu/kkZj.k (Costing) 

tSu rFkk ukjax ds vuqlkj & **ykxr ys[kkdj.k (Cost Accounting)  mRikn 
;k lsok dh ykxr ds fu/kkZj.k ds fy, [kpksZa dk oxhZdj.k] fjdkWfMaZx rFkk mfpr fu/kkZj.k 
gS] ftlls izca/k ds fu;a=.k rFkk ekxZn”kZu ds fy, vk¡dM+ksa dks mfpr :Ik ls izLrqr 
fd;k tk ldsA** 

13-11-4 xzaFkky; esa ykxr fu/kkZj.k dh vko”;drk (Need of Costing in Library) 

izR;sd xzaFkky; esa lwpuk mRiknksa rFkk lsokvksa dks iznku djus ds fy, fofHkUu 
enksa ij vkfFkZd O;; djuk iM+rk gS tSls& deZpkfj;ksa ij] midj.kksa ij] ifjogu ij 
rFkk Mkd [kpksZa bR;kfn ij U;wure laHko ykxr ij csgrj lwpuk lsokvksa dks miyC/k 
djkus ds fy, ewY; fu/kkZj.k djuk vR;ar vko”;d gSA xazFkky; esa ykxrksa dk fu/kkZj.k 
fuEu dkj.kksa ls vko”;d ,oa egRoiw.kZ gS & 

1 ;g xazFkky; LVkQ ds lnL;kas dh mRiknu rFkk dk;Z {kerk ds fu/kkZj.k esa 
lgk;rk gS rFkk fofHkUUk fØ;kdykiksa ds izHkkoh lapkyu rFkk fu;a=.k esa lgk;d 
gSA  

2 ;g xazFkky; lalk/kuksa ds csgrj bLrseky djus eas lgk;rk djrh gSA 
3 ;g xazFkky; izca/kdksa ds fu.kZ;u esa lgk;rk djrh gS fd dkSu lh lsok vko”;d 

gS o dkSu lh vuqi;qDr gSA  
4 ;g xazFkky; }kjk iznku dh tkus okyh fofHkUu lsokvksa ds ewY; dks fuf”pr 

djus esa lgk;rk djrh gS tSl& p;fur izlkj [kkst lsok] lwpuk lpZ lsok] 
lkjdj.k lsok] fcfCy;ksxzkQh bR;kfnA  

5 ;g fofHkUu dk;ksZa rFkk deZpkfj;ksa ds izn”kZu ds fu’iknu esa lgk;d gSA  
6 xazFkky; esa fcy iznku djus okyh ,tsfUl;ksa dks xazFkky; lsokvksa ykxr rFkk 

mudh izHkko”khyrk o vko”;drk ds ckjs ea voxr djkds xzaFkky; ds fy, 
vko”;d /ku dks tqVkus esa lgk;rk djrk gS vFkkZr~ ;g ctV ds fu/kkZj.k rFkk 
fuekZ.k esa lgk;rk djrh gSA  

7 fdlh u;s lwpuk ra= rFkk igys ls LFkkfir lwpuk ra= ds fu;kstu rFkk mldh 
ykxr ds fu/kkZj.k esa lgk;d gSA  

8 ;g xazFkky; ds mÌs”;ksa ,oa y{;kas ds fu/kkZj.k esa lgk;rk djrh gSA  

 

fuos”k ykxr 

(Input Cost) 

izfØ;k ykxr 

(Process Cost) 

lsok ykxr 

(Service Cost) 

ykHk ¼foÙkh;½ 

(Benefit) 



पÖु तकालय एवं सचूना केÆ þŌ का ÿबÆ धन                                                           BLIS-102 

उ°राखÁ ड मु³ त  िवÔ विवīालय  246 
 

13-11-5  ykxr fu/kkZj.k laca/kh leL;k;sa (Problems in Costing) 

mijksDr xq.kksa ds ckotwn Hkh xzaFkky; izcU/kd rFkk deZpkjh fuEu dkj.kksa ls 
ykxr fu/kkZj.k dks ugha viukrs gSa & 

1 ykxr fu/kkZj.k dh mi;qZDr fof/k;ksa dh vufHkKrk ds dkj.kA 
2 xazFkky; dfeZ;ksa }kjk ekuk tkrk gS fd foLr̀r ykxr fu/kkZj.k xazFkky; lsokvksa 

dh ekax rFkk lalk/kuksa dh o`f) esa lgk;d ugha gSA  
3 xazFkky; dfeZ;ksa }kjk ekuk tkrk gS fd ykxr fu/kkZj.k ls mudh tckonsgh 

vf/kd c<+ tk;sxh ftlls og bls viukus ls cprs gSaA  
4 bu lcds foijhr ykxr fu/kkZj.k ls xazFkky; deZpkfj;ksa dks viuh {kerkvksa ds 

fodkl esa lgk;rk feyrh gS rFkk xazFkky; dks vf/kd ctV rFkk lalk/kuksa dks 
tqVkus esa lg;ksx feyrk gSA  

13-11-6 ykxrksa ds izdkj (Type of Costs) 

xzaFkky; ds fØ;kdykiksa o lsokvksa ds lanHkZ esa ykxrksa dks nks Hkkxksa esa ckaVk tk 
ldrk gS & 

1 izR;{k rFkk vizR;{k ykxr (Direct & Indirect Cost) 
2 fuf”pr rFkk ifjorZu”khy ykxr (Fixed Variable Cost) 

1- izR;{k rFkk vizR;{k ykxr (Direct & Indirect Cost) & izR;{k ykxr og gksrh 
gS tks fdlh fuf”pr fØ;kdyki ds fy, lh/ks vFkok izR;{k :Ik ls iznku dh tkrh gSA 
tSls& yscj ds fy,] lkexzh ds fy, ykxr] ifjogu ykxr bR;kfnA vizR;{k ykxr og 
gksrh gS tks fdlh fuf”pr fØ;kdyki ds fy, izR;{k :Ik ls ugha iznku dh  tkrh 
cfYd vko”;drk ds vuqlkj iznku dh tkrh gS tSls & Hkou ds fy,] ty rFkk fctyh 
ds fy, ykxrA  

2- fuf”pr rFkk ifjorZu”khy ykxr (Fixed Variable Cost) &  fuf”pr ykxr 
og gksrh gS tks igys ls fu/kkZfjr rFkk fuf”pr gksrh gS rFkk mRiknu ;k xfrfof/k;ksa esa 
ifjorZu ls cnyrh ugha gS tcfd ifjorZu”khy ykxr mRiknu ;k fØ;kdykiksa esa 
ifjorZu ls cnyrh jgrh gSA 

vH;kl iz”u & 3 

fuEufyf[kr iz”uksa ds mRrj nhft,A 

1 foÙkh; vfHkys[kksa ds O;oLFkkiu ds fy, fdu izeq[k Lkzksrksa dk mi;ksx fd;k 
tkrk gS \ 

2 ykxr fu/kkZj.k ds izeq[k rRo dkSu&dkSu ls gSa \ 
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13-12 lkjka”k (Summary) 

bl bdkbZ dk v/;;u djus ds Ik”pkr~ vki le> x, gksaxs fd foRr O;oLFkk] 
foRr fu;a=.k ,oa leqfpr ctV izfØ;k fdlh Hkh iqLrdky; dh ,d egRoiw.kZ fØ;k gSA 
ftlls ml iqLrdky; ds izcU/k dk Lrj iznf”kZr gksrk gSA ;fn ctV dks rkfdZd ugha 
cuk;k tkrk gS rks mlds ifj.kke Bhd ugha gksrs gSaA iqLrdky;/;{k vius iqLrdky; 
dh izxfr dk Lo;a ftEesnkj gSA fdl en ij fdruk O;; fd;k tk, rFkk mldk 
vk/kkj D;k gks ldrk gS] ;g Li’V ,oa rkfdZd gksuk pkfg,A ;g Hkh vko”;d gS fd 
,d en ls nwljs en esa vf/kd D;ksa [kpZ fd;k tk jgk gSA ;g tkudkjh iqLrdky;ksa 
dks gksuh pkfg, rFkk vko”;drkuqlkj izfro’kZ ctV dks ifjofRkZr dj cuk;k tkuk 
pkfg,A  

13-13 “kCnkoyh (Glossary) 

ctV & vk;&O;;d 

foRr & /ku  

13-14 vH;kl iz”uksa ds mRrj (Answer of Questions for Exerciese) 

vH;kl iz”u & 1 

1 vkorhZ lgk;rk] vukorhZ lgk;rk rFkk rnFkZ lgk;rkA  
2 ikBd }kjk fy;k x;k lnL;rk “kqYd] iqLrdky; midj }kjk vk;] ljdkj 

}kjk izkIr vuqnku] Q.M rFkk nku ls izkIr vk;] n.M rFkk vfrns; “kqYd }kjk 
rFkk vU; fofo/k LkzksRkA 

3 deZpkjh gsrq osru rFkk ikfjJfed] iqLrdsa rFkk if=dk,¡] ys[ku lkexzh] 
ftYncanh] iqLrdky; QuhZpj] Mkd O;;] fofHkUu midj.k rFkk fofo/k 
vkdfLed O;;A 

vH;kl iz”u & 2  

1 ykbUk izfr ykbu ctV] izksxzke ctV] ijQkesZUl ctV] Iykfuax izksxzkfeax ctV  
flLVe rFkk thjks csl ctVA 

2 40 izfr”kr A 

vH;kl iz”u & 3 

1 foRr forj.k jftLVj ;k vkoaVu jftLVj] fcy jftLVj] osru fcy jftLVj] 
ekfld O;; jftLVj rFkk midj.k vfHkys[k bR;kfnA  

2 fuos”k ykxr] izfØ;k ykxr] lsok ykxr rFkk ykHkA 
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13-15 lanHkZ xzUFk lwph (Reference Books) 

1 vxzoky] ,l-,l- ¼2004½- xzUFkky; izcU/ku ds ewy rRo] jkt ifCyf”kax gkml] 
t;iqjA 

2 xxZ] jkexksiky ,oa rkezdkj] vfer ¼2011½- vk/kqfud xzaFkky; izcU/k] eSMsfy;u 
iszl] yqf/k;kukA 

3 Gupta, C.B. (1994). Management: Theory and Practice, S. Chand, Delhi.  
4 bafnjk xk¡/kh jk’Vªh; eqDr fo”ofo|ky; v/;;u lkexzhA 
5 Jain, M.K. (1999). Library Manual: A Practical Approach to Management, 

Shipra, Delhi. 
6 Mittal, R.L. (1989).Library Administration, Metropolitan, Delhi.  
7 Ranganathan, S.R. (1959). Library Administration, Sarada Ranganathan 

Endowment for Library Science, Bangalore, (Delhi, UBSPD). 
8 Singh, Ram Shobhit (1990). Fundamentals of Library Administration, 

Prabhat Prakashan, Delhi.  
9 f=ikBh ,oa vU; ¼1999½- xzUFkky; izcU/k] okbZ- ds- ifCy”klZ] vkxjkA 
10 O;kl] ,l-Mh- ¼2004½- iqLrdky; izcU/k] iap”khy izdk”ku] t;iqjA 

13-16 mi;ksxh iqLrdsa (Useful Books) 

1- Dhiman, Anil Kumar and Vashada Ravi (2004). Library Management : A 
manual for effective management, Ess Ess Publications, New Delhi. 

2- Mahapatra, Piyush Kanti and Chakrabarti, Bhubaneswar (2003). 
Preservation in Libraries: Perspectives Principles and Practice, Ess Ess 
Publications, New Delhi.  

3- Massle, Joseph L. (1985). Essentails of Management, Printice Hall of 
India, New Delhi. 

4- Mookerji, S.K. and Gupta, B. Sen (1977). Library Organization and 
Administration, World Press, Calcutta.  

5- Prasad, R.G. (1993). Developing Library Collection, Macmillan Press, 
Delhi.  

6- PSG Kumar (2003). Management of Library and Information Centres, 
B.R. Publishing Corporation, Delhi. 

7- Ranganathan, S.R. (1960). Library manual, Sarada Ranganathan 
Endowment for Library Science, Bangalore, (Delhi: UBSPD). 

8- JhokLro] vfouk”k pUnz ¼2012½- iqLrdky; lkexzh ifjj{k.k ,oa lja{k.k] fodkl 
izdk”ku] dkuiqjA 
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13-17 fuca/kkRed iz”u (Essay type Questions) 

1 ctV cukus dh fofHkUu fof/k;ksa dk foLrr̀ o.kZu nhft,\ 
2 iqLrdky;ksa esa vk; ds izeq[k Lkzksrksa dks crkb;sa\ 
3 iqLrdky; ctV dks ifjHkkf’kr djrs gq, blds mÌs”;ksa ,oa ykHkksa dh ppkZ djsa\ 
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इकाई – 14  मानव संसाधन िवभाग एवं कािमªक ÿबÆ धन  

bdkbZ dh :Ikjs[kk  
14-1 izLrkouk 
14-2  mÌs”;  
14-3  ekuo lalk/ku foHkkx 
14-4  dkfeZd izcU/ku 
 14-4-1 ifjHkk’kk,¡ 
 14-4-2 dkfeZd izcU/ku ds mÌs”; 
 14-4-3 dkfeZd izcU/ku ds rRo 
14-5  dkfeZd izcU/ku ds fl)kUr 
14-6  iqLrdky; dkfeZdksa dh p;u izfØ;k 
14-7  Js’B dkfeZd uhfr 
14-8  iqLrdky; dkfeZdksa dh izdf̀r ,oa lajpuk 
 14-8-1 fo”ofo|ky;h iqLrdky; LVkWQ dk Lo:Ik  
 14-8-2 ;w-th-lh- ifjlw=  
14-9  iqLrdky;k/;{k ds xq.k ,oa ;ksX;rk,¡ 
 14-9-1 “kS{kf.kd ;ksX;rk,¡ 
 14-9-2 O;kolkf;d ,oa rduhdh ;ksX;rk,¡ 
 14-9-3 O;fDrxr xq.k ,oa ;ksX;rk,¡ 
14-10 iqLrdky; LVkWQ dks iszfjr djuk 
 14-10-1 iszj.kk ds fl)kUr 
14-11 dk;Z lUrqf’V 
14-12 dk;Z fo”ys’k.k 
14-13 dk;Z ewY;kadu 
14-14 LVkWQ eSU;qvy 
14-15 lkjka”k  
14-16 “kCnkoyh  
14-17 vH;kl iz”uksa ds mRrj 
14-18 lanHkZ xzUFk  
14-19 mi;ksxh iqLrdsa 
14-20 fucU/kkRed iz”u  
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14-1 izLrkouk (Introduction) 

,d iqLrdky; dk fuekZ.k rhu izeq[k rRoksa ls gksrk gS& lwpuk&lkexzh] 
mi;ksxdÙkkZ ,oa deZpkjhA deZpkjh mi;ksxdÙkkZ rFkk lwpuk&lkexzh dks tksM+us okyh 
dM+h ds :Ik esa dk;Z djrk gSA iqLrdky; dh lQyrk ds fy, vfr vko”;d gS fd 
Ik;kZIr la[;k ,oa okafNr ;ksX;rk okys dkfeZd gksaA fdlh Hkh laLFkk dh ;kstuk dks 
ewrZ:Ik nsus ds fy, LVkQ vFkkZr~ deZpkfj;ksa dh vR;Ur vko”;drk iM+rh gS rFkk laLFkk 
dh dq”ky dk;Z{kerk iw.kZ :Ik ls mlds LVkWQ vFkok deZpkfj;ksa ,oe~ muds p;u ,oa 
fu;qfDr dh uhfr ij vk/kkfjr gksrh gSA tks dksbZ Hkh LVkQ ds :Ik esa fu;qDr fd;k tk;s 
mlesa viuh dk;Z djus dh vfHk:fp] {kerk rFkk n{krk gksuh pkfg,A blds lkFk gh 
LVkQ esa fu’Bk] mRlkg] ln~Hkkouk rFkk ikjLifjd lg;ksx dh Hkkouk Hkh gksuk vko”;d 
gSA LVkQ esa ;fn mijksDr fo”ks’krk,¡ gksa rks laLFkk esa dk;Z djus dk ,d mÙke okrkoj.k 
fodflr ,oe~ rS;kj gksrk gSA  

laLFkk dh rjg xzaFkky; esa Hkh LVkQ vFkkZr~ dk;Z djus ds fy, deZpkfj;ksa dh 
vko”;drk iM+rh gS xzaFkky; dh dYiuk rhu rRoksa ls gksrh gS & deZpkjh] 
ikB~;&lkexzh rFkk ikBdA buesa ls ;fn xzUFkky; esa ,d dh Hkh O;oLFkk mfpr ,oa 
O;ofLFkr <ax ls u dh tk;s rks xzUFkky; dk vfLrRo gh lekIr gks tkrk gSA bu rhuksa 
rRoksa esa xzaFkky; ds deZpkfj;ksa dk egRo lokZf/kd gksrk  gS D;ksafd xzUFkky; esa fufgr 
ikB~;&lkexzh dh mi;ksfxrk dks c<+kus esa deZpkfj;ksa dk gh ;ksxnku lcls vf/kd gksrk 
gSA fdlh Hkh xzUFkky; esa iznÙk lsokvksa dks ikBdksa ds vuqdwy] yksdfiz; ,oa l{ke cukus 
gsrq xzUFkky; deZpkfj;ksa dh fu’Bk] deZBrk rFkk drZO;ijk;.krk gh vko”;d gksrh gSA 
xzUFkky; esa vR;Ur mi;ksxh] mÙke ,oa nqyZHk ikB~;&lkexzh miyC/k gkas fdUrq ;fn 
xzUFkky; ds deZpkjh v;ksX;] vf”k’V] vdeZ.; rFkk fu’Bkghu gSa rks ,slh fLFkfr esa D;k 
og xzUFkky; ds ikBdksa dks mi;qZDr] mÙke ,oa leqfpr lsok iznku djus esa lQy gks 
ldrk gSA dHkh ughaA blls ikBdkas dh la[;k esa fujUrj deh gksrh pyh tk;sxh rFkk 
xzUFkky; dh [;kfr esa Hkh fxjkoV vk;sxhA  

fdlh Hkh izdkj ds iqLrdky; ds iqLrdky;k/;{k esa “kS{kf.kd ,oa O;kogkfjd 
;ksX;rk,¡ fufgr gksus ds lkFk gh ,d lQy ,oa l{ke iqLrdky;k/;{k fl) gksus ds 
fy, vuqla/kku esa vfHk:fp Hkh gksuh pkfg, rFkk “kks/kdÙkkZvksa dks izksRlkfgr djus ds fy, 
xzUFkky; dh fofHkUu izdkj dh lkefxz;ksa rFkk muds midj.kksa ls Hkyh&Hkkafr ifjfpr 
gksuk pkfg,A vU; dEkZpkfj;ksa ,oa lgk;dksa dh fu;qfDr mudh ;ksX;rk] xzUFkky; dk;Z 
iz.kkyh esa vfHk:fp ds vk/kkj ij dh tkuh pkfg,A ikBdksa ds izfr mnkjrk rFkk 
lân;rk dh Hkkouk LVkQ ds izR;sd lnL; esa vo”; gksuh pkfg,A blh izdkj fdlh 
lkoZtfud xzUFkky; ds iqLrdky;k/;{k esa ikBdksa dh vfHk:fp] LFkkuh; vko”;drk 
rFkk mudh ekax dk iw.kZ Kku gksuk vko”;d gS rFkk lkFk gh iqLrdky;k/;{k esa usr`Ro 
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dk xq.k Hkh gksuk pkfg, tks izR;sd xzUFkky; ds iqLrdky;k/;{k ds fy, vR;Ur 
vko”;d gSA xzUFkky;h dks ikBdksa rFkk ikB~;&lkefxz;ksa ds e/; ,d tulEidZ 
vf/kdkjh dh Hkkafr dk;Z djuk pkfg, ftlls nksuksa dks lfUudV yk;k tk ldsA  

14-2 mÌs”; (Objectives) 

bl bdkbZ dk v/;;u djus ds ckn vki crk ik;ssaxs fd & 

 dkfeZd izcU/ku D;k gksrk gS \ 

 dkfeZd izcU/ku ds fl)kUr dkSu&dkSu ls gSa? 

 dkfeZdksa dh p;u izfØ;k dSls lEiUu dh tkrh gS( rFkk 

 Js’B dkfeZd uhfr dSlh gks? vkfnA  

14-3 ekuo lalk/ku foHkkx (Humam Resource Department) 

iqLrdky; esa iF̀kd ls ekuo lalk/ku foHkkx ns[kus dks “kk;n gh feyrs gSaA 
dkfeZd dh ;ksX;rk fu/kkZfjr djkus ,oa fo”ks’kKrk {ks= esa Hkys gh iqLrdky;k/;{k dh 
Hkwfedk jgrh gks ysfdu budh HkrhZ izfØ;k laLFkk ds iz”kklu vuqHkkx@LFkkiuk vuqHkkx 
}kjk iw.kZ dh tkrh gSA vr% iqLrdky;k/;{k iw.kZr% Lora= ugha gksrs fd og viuh 
vko”;drkuqlkj ;ksX; dkfeZdksa dh p;u izfØ;k Lor% iw.kZ dj ldsaA 

14-4 dkfeZd izcU/k (Personnel Management) 

deZpkjh ls vFkZ dk;Z djus okys O;fDr;ksa ls gksrk gS]mUgha dh O;oLFkk djuk gh 
dkfeZd izcU/k dgykrk gSA xzUFkky; esa deZpkjh izcU/k ls vk”k; izcU/k dh ml foKku 
ls gS ftlesa O;fDr;ksa ds vuqiz;ksx dk leqfpr v/;;u fd;k tkrk gSSA deZpkjh izcU/k 
esa os lHkh izcU/kdh; fof/k;k¡ vkrh gS ftudk iz;ksx xzUFkky; esa deZpkfj;ksa dh leL;kvksa 
dks O;fDrxr :Ik ls gy djus ds fy, fd;k tkrk gSA deZpkjh izcU/k dk foLrr̀ vFkZ 
esa vk”k; izcU/k ds ml {ks= ls gksrk gS tks deZpkfj;ksa ds fy, cukbZ xbZ uhfr;ksa] 
dk;ZØeksa muds p;u izf”k{k.k] osru ,oa HkÙks] lsok ”krsZ] fujh{k.k] izksRlkgu rFkk 
vfHkiszj.kk vkfn fØ;kvksa ls lEcfU/kr gksrk gSA xzUFkky; dh lsokvksa esa fu;qDr deZpkfj;ksa 
dh lEiw.kZ O;oLFkk gh xzUFkky; esa deZpkjh izcU/k ds uke ls tkuh tkrh gSA  

deZpkjh izcU/k vFkkZr~ (Personnel Management)&vaxzsth ds nks vyx&vyx 
“kCnksa ls feydj cuk gS ftudk fo”ys’k.k bl izdkj gksrk gSA  

Personnel  :deZpkjh vFkkZr~ xzUFkky; essa dk;Z djus okys O;fDrA 

Management  :izcU/k djukA  



पÖु तकालय एवं सचूना केÆ þŌ का ÿबÆ धन                                                           BLIS-102 

उ°राखÁ ड मु³ त  िवÔ विवīालय  253 
 

vr% deZpkjh izcU/k (Personnel Management) dk vFkZ xzUFkky; esa fofHkUu 
dk;ksZa ds fu’iknu gsrq deZpkfj;ksa dk izcU/k djuk gSA fo”ks’k lUnHkZ esa ge dg ldrs gSa 
fd deZpkjh izcU/k dk vFkZ xzaFkky; esa deZpkfj;ksa dks ,slh ;qfDr ds lkFk izcU/k djuk gS 
ftlls fd xzUFkky;ksa esa de ls de iz;klksa ls lcls vf/kd ,oa mÙke lsok iznku dh 
tk ldsA  

deZpkjh izcU/k fdlh Hkh xzUFkky; dk og vax gksrk gS ftlds }kjk xzUFkky; esa 
dk;Zjr izR;sd deZpkjh ds dk;ksZa] lsokvksa ,oa fØ;kdykiksa dk lapkyu fd;k tkrk gSA 
xzUFkky; ds fy, dksbZ Hkh deZpkjh mldk ,d vko”;d vax gksrk gSA deZpkfj;ksa dk 
iw.kZ lg;ksx izkIr djus ds fy, rFkk xzUFkky; esa deZpkfj;ksa ds fgrksa dh j{kk djus ds 
fy, xzUFkky;ksa esa deZpkjh izcU/k dh vko”;drk gksrh gSA deZpkjh izcU/k ekuo izcU/k 
dh ,d ,slh dyk gS tks deZpkfj;ksa dh #fp] ekufld euksof̀Ùk] dk;Z dh {kerk vkfn 
ds vk/kkj ij fu/kkZfjr gksrh gSA dqN le; igys rd deZpkjh izcU/k dks xzzUFkky;ksa esa 
bruk vf/kd egRo ugha fn;k tkrk Fkk ysfdu vkt xzUFkky;ksa dh mi;ksfxrk esa o`f) 
djus ds fy, deZpkjh izcU/k dh egÙkk ,oa mikns;rk vkSj vf/kd c<+ xbZ gSA  

 
bl izdkj xzUFkky;ksa esa deZpkjh izcU/k lkekU; izcU/k dk gh ,d igyw gS  blds 

vUrxZr xzUFkky; dks lqpk# :Ik ls pykus ds fy, deZpkfj;ksa dh ,slh O;oLFkk dh 
tkrh gS ftlls deZpkfj;ksa dh “kfDr dk nq#i;ksx u gksdj vf/kd ls vf/kd lsok dk;Z 
fd;k tk ldsA bl mÌs”; dh izkfIr ds fy, ,d deZpkjh ds LFkku ij nwljs dks 
LFkkukiUu fd;k tk ldrk gSA blfy, izkjEHk esa gh deZpkfj;ksa dk p;u lksp&le>dj  
vPNh rjg fd;k tkrk gSA  
 
ifjHkk’kk,¡(Definitions) 

1- esVdkQ ds vuqlkj dkfeZd izcU/k] izcU/k dh og “kk[kk gS tks bl rF; dks 
j[kus esa viuk mÙkjnkf;Ro le>rh gS fd lHkh izcU/kdh; fopkjksa esa ekuo ek= 
gh dsUnz fcUnq gSA                  

2- izcU/k “kCndks”k ds vuqlkj dkfeZd izcU/k ,d ,slk fØ;k&dyki gS tks fdlh 
laLFkk tks viuk y{; izkIr djuk pkgrh gS] ds ekuo lalk/kuksa dks muds p;u] 
dk;Z foHkktu] mi;ksx ,oa fodkl djds xfr”khy cukus ds fy, funsZf”kr djrk 
gSA                                   

3- vkLVhu ds vuqlkj dkfeZd izcU/k nks igyqvksa ls lEcfU/kr gksrk gS dkfeZd rFkk 
izcU/k] ftldk vFkZ ekuo lalk/kuksa }kjk xzUFkky; ds mÌs”; dks izkIr djus ds 
fy, xzUFkky; esa izcU/k djuk gSA 
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14-4-2  dkfeZd izcU/k ds mÌs”; (Objectives of Personnel Management)  

xzUFkky;ksa esa dkfeZd izcU/k ds vUrxZr dk;Zjr deZpkfj;ksa dh O;oLFkk bl izdkj 
dh tkrh gS fd deZpkfj;ksa dh {kerk ,oa ;ksX;rk dk nq#i;ksx u gks rFkk muls vf/kd 
ls vf/kd dk;Z fu’iknu djk;s tk ldsA xzUFkky;ksa esa deZpkfj;ksa dk egRo lokZf/kd 
gksrk gS D;ksafd xzUFkky; esa deZpkfj;ksa dh fu’Bk] deZBrk rFkk dÙkZO; ijk;.krk 
xzUFkky; lsok dks ikBdksa ds vuqdwy] yksdfiz; ,oa mÙke cukrh gSA ;fn fdlh xzUFkky; 
esa lokZsÙke ,oa lokZf/kd mikns; lkexzh miyC/k gks fdUrq mlds deZpkjh vf”k’V] 
v;ksX;] vdeZ.; rFkk fu’Bkghu gSa rks ,slh fLFkfr esa og xzUFkky; vius ikBdksa dks 
fgrdkjh lsok iznku djus esa lQy ugha gks ldrk gSA 

14-4-3  dkfeZd izcU/ku ds rRo (Elements of Personnel Management)  

xzUFkky;ksa esa dkfeZd izcU/k ds fuEu rRo gks ldrs gSa& 

1- dk;Z fo”ys’k.k (Job Analysis) & xzUFkky; esa dk;Z&fo”ys’k.k djus ds fy, 
izR;sd deZpkjh ds fy, fu;r dk;Z dk igys fo”ys’k.k fd;k tkrk gS ftlesa 
lEiw.kZ dk;Z dks dbZ bdkb;ksa  esa ckaV fn;k tkrk gS tks ,d vPNs deZpkjh 
izcU/k ds fy, vfr vko”;d gksrk gSA mUgha bdkb;ksa ds vuqlkj xzUFkky; esa 
deZpkfj;ksa dks dk;Z iznku djds vf/kd ls vf/kd dk;Z fy;k tk ldrk gSA 
bdkb;ksa esa dk;ksZa dks foHkkftr djds mfpr <ax ls rFkk mÙke :Ik ls lEiUu 
fd;k tk ldrk gSA vr% deZpkjh izcU/k ds fy, deZpkfj;ksa ds dk;ksZa dk 
fo”ys’k.k djuk mi;ksxh gksrk gSA  

2- oxZ fo”ys’k.k(Class Analysis) & deZpkfj;ksa ds dk;ksZa dk fo”ys’k.k djus ,oa 
bdkb;ksa esa foHkkftr djus ds Ik”pkr~ iF̀kd&i`Fkd dk;ksZa ds fy, ,d foLr`r 
pkVZ cuk ysuk pkfg, rFkk ml pkVZ esa fofHkUu inks ds O;fDr;ksa dks D;k&D;k 
dk;Z djus gSa mUgsa oxksZa esa foHkDr dj ysuk pkfg,A ftl izdkj ljdkjh 
izfr’Bkuksa] dk;kZy;ksa vkfn esa oxksZa esa foHkDr fd;k tkrk gS  

3- ;ksX;rk (Qualifications)& deZpkfj;ksa dk inksa esa oxZ&fo”ys’k.k djus ds ckn 
izR;sd in ds fy, ;ksX;rk,¡ fu/kkZfjr djuh pkfg,A in&;ksX;rk esa deZpkfj;ksa 
dh “kSf{kd ;ksX;rk] O;kolkf;d ;ksX;rk rFkk rduhdh ;ksX;rk ds lkFk&lkFk 
viuh O;fDrxr ;ksX;rk,¡ Hkh gksuh pkfg,A vr% dkfeZd izcU/ku ds vUrxZr ;g 
vko”;d gS fd ,sls O;fDr;ksa dk inksa ij p;u fd;k tkuk pkfg, tks mDr in 
ds fy, ;ksX; gksA 

4- deZpkfj;ksa dk p;u (Selection)& xzUFkky;ksa esa deZpkfj;ksa dk p;u djus ls 
igys mu lHkh ckrksa ij fopkj dj ysuk pkfg, tks p;u ls igys vko”;d gS 
vFkkZr~ in D;k gS \ mldh fu/kkZfjr ;ksX;rk D;k gS \ rFkk mDr in ds fy, 
D;k&D;k dk;Z fu/kkZfjr gS tks ml in ij fu;qDr deZpkjh dks djus gSaA 
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iqLrdky;k/;{k ds p;u gsrq xzUFkky; p;u lfefr dk xBu djuk vko”;d 
gSA xzUFkky; ds vU; deZpkfj;ksa ds p;u ,oa fu;qfDr esa xzUFkky; dk Hkh 
ijke”kZ] lq>ko ,oa lgk;rk ysuk vko”;d gSA blfy, ,slk iz;kl gksuk pkfg, 
fd xzUFkky; esa ;ksX;] f”kf{kr] deZB] yxu”khy vkfn lHkh xq.kksa ls ;qDr 
deZpkfj;ksa dk gh p;u fd;k tk ldsA  

14-5 dkfeZd izcU/ku ds fl)kUr(Principles of Personnel Management) 

xzUFkky;ksa esa deZpkfj;ksa dh lqpk# O;oLFkk ds fy, dqN fl)kUrksa dk vuqiz;ksx 
fd;k tkrk gS ftUgsa dkfeZd izcU/k ds fl)kUr dgrs gSaA bUgsa fdlh Hkh xzUFkky; esa ykxw 
djds muesa dk;Zjr  deZpkfj;ksa ls vf/kd ls vf/kd dke ysdj ikBdksa dh mÙke lsok 
dh tk ldrh gSA bu fl)kUrksa dk o.kZu bl izdkj fd;k tk ldrk gS & 

1- O;fDrxr fodkl dk fl)kUr (Principle of Personal Development) & 
deZpkjh izcU/k dh lQyrk dk vk/kkj O;fDr fo”ks’k dh larqf’V gSA fdlh Hkh 
deZpkjh dh larqf’V gsrq mldh bPNkvksa dk iw.kZ gksuk vko”;d gSA blds lkFk 
gh izR;sd O;fDr dh mldh ;ksX;rk ds vuqlkj fodkl ds volj feyus pkfg,A  

2- oSKkfud p;u dk vk/kkj (Principle of Scientific Selection)& xzUFkky; esa 
deZpkfj;ksa dk p;u oSKkfud vk/kkjksa ij gksuk pkfg, ftlls mi;qDr O;fDr dk 
gh p;u fd;k tk ldsA  

3- mfpr iqjLdkj dk fl)kUr (Principle of Fair Reward)& deZpkfj;ksa dks 
vius dk;ksZa dk mfpr iqjLdkj feyuk vko”;d gS vU;Fkk os vlUrq’V jgsaxsA 
mfpr iqjLdkj ds vHkko esa deZpkfj;ksa ls mÙke ,oe~ mfpr dk;Z djkuk 
vlEHko gksrk gS ;fn mUgsa muds dk;Z dk mfpr ikfjrksf’kd feyrk jgrk gS rks 
os vius dk;Z esa vf/kd #fp ysrs gSaA 

4- iszj.kk dk fl)kUr (Principle of Motivation) & deZpkfj;ksa esa dk;Z ds izfr 
#fp mRiUu djus esa iszj.kk dk viuk fo”ks’k egRo gksrk gSA rjg&rjg ds 
izyksHku nsdj deZpkfj;ksa esa iszj.kk iSnk dh tk ldrh gSA  

5- lgHkkfxrk dk fl)kUr (Principle of Co-partnership)& deZpkfj;ksa ls 
lEcfU/kr fu.kZ; ysrs le; deZpkfj;ksa ds izfrfuf/k;ksa dks LkkFkh ds :Ik esa 
lfEefyr djuk vR;Ur vko”;d gSA deZpkfj;ksa ls Hkh lq>ko vkefU=r fd;s 
tkus pkfg, rFkk mUgsa fu.kZ; esa lgHkkxh cukuk pkfg,A 

6- lg;ksx dk fl)kUr (Principle of Co-operation) & lg;ksx ls vk”k; 
feytqy dj dk;Z djus ls gksrk gSA xzUFkky; esa vusd deZpkjh gksrs gSa tks 
fofHkUu Lrj] in] osrueku] ;ksX;rk/kkjh gksrs gSaA ;fn muesa lg;ksx dh Hkkouk 
ugha gqbZ rks xzUFkky; dk mÌs”; iwjk ugha gks ldsxkA vr% deZpkfj;ksa esa vkil 
esa lg;ksx dk gksuk vR;Ur vko”;d gSA  
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7- lapkj dk fl)kUr (Principle of Communication)& deZpkjh izcU/k dk eq[; 
igyw lapkj O;oLFkk Hkh gSA vkns”kksa rFkk izkFkZukvksa dks lgh :Ik esa ;Fkk LFkku 
igq¡pkuk Ik;kZIr lapkj O;oLFkk ij gh fuHkZj djrk gSA xksiuh;rk vQokgksa dks 
tUe nsrh gS rFkk lUnsg mRiUu djrh gSA  

8- jk’Vªh; dY;k.k dk fl)kUr (Principle of National Welfare)& f”k{kk ,oa 
izf”k{k.k ds ek/;e ls deZpkfj;ksa dks bl ckr dk Kku vo”; djkuk pkfg, fd 
jk’Vªh; lef̀) gh loksZifj gksrh gS blh esa lHkh dk fgr gksrk gSA vr% lHkh 
deZpkfj;ksa esa jk’Vªh; dY;k.k dh Hkkouk vo”; gksuh pkfg, vkSj mlh ds 
vuqlkj mUgsa dk;Z djuk pkfg,A  

14-6  deZpkfj;ksa dh p;u izfØ;k (Selection Process of Personnel) 

xzUFkky;ksa esa deZpkfj;ksa dk p;u djuk ,d egRoiw.kZ dk;Z gksrk gSA xzUFkky;ksa 
ds lQy lapkyu ds fy, ;ksX;] deZB] n{k ,oa {kerk;qDr deZpkfj;ksa dh vko”;drk 
gksrh gS blfy, blh rjg ds deZpkfj;ksa dk p;u fd;k tkuk pkfg,A p;u dk rkRi;Z 
xzUFkky; esa fdlh dk;Z fo”ks’k ds fy, mi;qDr O;fDr ds p;u dh izfØ;k ls gksrk gSA 
;fn deZpkfj;ksa dk p;u <ax ls ,oa mfpr O;fDr;ksa dk ugha fd;k tk;sxk rks mlls 
xzUFkky; dks gkfu mBkuh iM+ ldrh gSA  

deZpkfj;ksa dh p;u izfØ;k fdlh ,d fof/k fo”ks’k dk uke ugha gS oju~ blds 
vUrxZr dbZ izdkj dh izfØ;k,¡ viukbZ tkrh gS ftlls pqus gq, O;fDr ds ckjs esa iw.kZ 
tkudkjh izkIr gks ldsA bldk eq[; mÌs”; ;g Kkr djuk gksrk gS fd vkosnd dh 
lkekftd] “kSf{kd] rduhdh] “kkjhfjd] ekufld ,oa vuqHko vkfn dh i’̀BHkwfe D;k gS \ 
rFkk lcls egRoiw.kZ ckr O;fDr dh dk;Z ds izfr #fp dks tkuus dh gksrh gSA xzUFkky; 
esa deZpkjh dk p;u djuk gS rks xzUFkky; ds mÌs”;ksa ds vuqlkj gh mldh p;u 
izfØ;k fuf”pr dh tkrh gSA ;g izfØ;k vf/kd yphyhgksrh gSA p;u izfØ;k dh 
ljyrk p;u dh izd`fr] xzUFkky; ds mÌs”; ,oa uhfr;k¡ rFkk ifj{kk dky vkfn rhu 
rRoksa ij fuHkZj djrh gSA  

orZeku le; esa deZpkfj;ksa ds p;u gsrq fHkUu&fHkUu izfØ;k,¡ viukbZ tkrh gSaA 
p;u izfØ;k esa fuEu pj.k lEikfnr fd;s tkrs gSaA p;u izfØ;k ds fuEu pj.k izpfyr 
,oa loZekU; gSaA budk iz;ksx fofHkUu n”kkvksa ds vuqlkj fd;k tkrk gS & 

1- izkFkfed lk{kkRdkj (Preliminary Interview) & orZeku le; esa csjkstxkjh 
dh leL;k gS vr% ,d in ds fy, vla[; O;fDr bPNqd gks ldrs gSaA blfy, 
izkfFkZ;ksa dh lEHkkfor og̀r~ la[;k dks ns[krs gq, izkFkfed lk{kkRdkj fy;k tk 
ldrk gSA deZpkfj;ksa ds p;u dk ;g izFke pj.k gksrk gSA bl izdkj ds 
lk{kkRdkj esa O;fDr dks dk;Z dh izd̀fr] dk;Z djus dh vof/k] dk;Z dh “krsZ ,oa 
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n”kk,a le>k dj mldh Lohd̀fr tkuh tk ldrh gS rFkk mlh le; mlls 
mldh “kSf{kd ;ksX;rk] dkS”ky] vuqHko] dk;Z djus dh #fp vkfn tkudkjh izkIr 
dh tkrh gSA ;fn izkFkfed lk{kkRdkj esa ,slk vuqHko gks fd og O;fDr xzUFkky; 
esa mDr in ds fy, mi;ksxh fl) gksxk rks mls Hkjus ds fy, vkosnu i= ns 
fn;k tkrk gSA izkFkfed lk{kkRdkj esa v;ksX; O;fDr;ksa dks Nk¡Vdj mUgsa vkosnu 
i= ugha fn;k tkrk gSA orZeku esa vkWuykbu vkosnu exk¡uk izpyu esa gSA 

2- vkosnu i= rFkk mldh tk¡p (Application form and its Checking)& 
izkFkfed lk{kkRdkj esa lQy gq, O;fDr;ksa ls vkosnu&i= Hkjok;s tkrs gSa ftuesa 
vkosnu dh lEiw.kZ tkudkjh izkIr dh tkrh gSA vkosnu&i=  izkFkhZ }kjk gh 
Lo;a Hkjk gksuk pkfg, ftlls mlds lEcU/k esa lkekU; fu.kZ; fy;k tk lds fd 
veqd O;fDr  dk;Z ds fy, mi;qDr jgsxk vFkok ughaA vkosnu i=ksa dks ns[kdj 
,oa voyksdu djds vkosnu ds ckjs eas lEiw.kZ tkudkjh izkIr dh tkrh gSA 
vkosnu i=ksa dh izkfIr ds mijkUr lHkh vkosnu dh mfpr tk¡p ,oa fo”ys’k.k 
fd;k tkrk gSA fo”ys’k.k ds ckn ,sls O;fDr;ksa ds vkosnu i=ksa dks Nk¡V fy;k 
tkrk gS tks dk;Z fo”ks’k ds fy, lHkh rjg ls mi;qDr gksA vp;fur vkosnu 
i=ksa dks fujLr dj fn;k tkrk gSA  

p;fur vkosnu i=ksa ds vH;fFkZ;ksa ds fy, cqykok i= (Call Letters) 
ml fnukad ,oa le; dk mYys[k djds ftl fnu mUgsa ijh{k.k ds fy, cqyk;k 
tkrk gS] Hksts tkrs gSaA 

3- ijh{k.k (Testing)& p;u dh fofHkUu izfØ;kvksa esa ijh{k.k djuk Hkh ,d 
egRoiw.kZ  fof/k gSA ;s ijh{k.k O;fDr dh ;ksX;rk vkfn Kkr djus ds fy, fd;s 
tkrs gaSA vH;fFkZ;ksa dh ;ksX;rk rFkk mudk ckSf)d Lrj Kkr djus ds fy, cgqr 
igys ls gh ijh{k.k iz.kkyh dk pyu pyk vk jgk gS blls ;g Kkr gksrk gS 
fd vH;FkhZ esa dk;Z fo”ks’k dks dq”kyrk ds lkFk djus dh ;ksX;rk gS vFkok ughaA 
;s ijh{k.k dbZ izdkj ls fy;s tkrs gSa dqN ijh{k.k fuEufyf[kr gSa & 

¼v½ ;ksX;rk ijh{k.k  
¼c½ fof”k’V ;ksX;rk ijh{k.k  
¼l½ cqf) ijh{k.k  
¼n½ vfHk:fp ijh{k.k  
¼;½ O;fDRkRo ijh{k.k  

mi;qZDr ijh{k.k lHkh O;olk;ksa ds lkFk&lkFk laLFkkvksa }kjk Hkh iz;ksx esa yk;s 
tkrs gSaA ;s ijh{k.k iw.kZr% izekf.kr gks pqds gSaA ;s ijh{k.k rc gh lQy gks ldrs gSa tc 
,d gh izdkj ds dk;Z ,oa O;olk; ds fy, dbZ deZpkfj;ksa dh vko”;drk gksA  

4- okLrfod lk{kkRdkj (Proper Interview)& vH;fFkZ;ksa ds p;u ds fy, 
okLrfod lk{kkRdkj vR;Ur yksdfiz; ,oa izpfyr i)fr gSA izk;% fofHkUu 
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ijh{k.kksa ds ckn vH;fFkZ;ksa dk lk{kkRdkj fd;k tkrk gS dqN inksa ds fy, dsoy 
lk{kkRdkj gh Ik;kZIr gksrk gSA lk{kkRdkj ,d fuf”pr mÌs”; dh iwfrZ ds fy, 
vk;ksftr fopkjksa dk vknku&iznku gksrk gSA lk{kkRdkj ls vH;fFkZ;ksa dh ckSf)d 
lrdZrk] HkkSfrd “kfDr] ekufld lUrqyu] O;fDrRo dk vkd’kZ.k vkfn dh 
tkudkjh vklkuh ls izkIr gks tkrh gSA lk{kkRdkjdrkZ vH;FkhZ dks vius le{k 
cqykdj mldk Lokxr djrk gS mlls iz”u iwNrk gS vkSj mldh izfrfØ;k rFkk 
mRrj dks ij[krk gSA bl izdkj vH;FkhZ dh ;ksX;rk ij[kus ds fy, leqfpr 
okrkZyki djrk gS vkSj bl rjg vH;FkhZ ds lEiw.kZ O;fDrRo dh tk¡p&iM+rky 
lk{kkRdkj ds ek/;e ls dh tkrh gSA vktdy ,d lfefr }kjk lk{kkRdkj ysus 
dk izpyu gS blds fy, dbZ yksxksa dh lfefr lk{kkRdkj ds fy, cuk;h tkrh 
gSA  
 

izks0 ,- jkstj us lk{kkRdkj ysus dh ,d lkr fcanq ;kstuk fodflr dh gS] 
ftlds vUrxZr izkFkhZ ds vUnj fuEufyf[kr lkr ckrsa vo”; ns[kh tkuh pkfg,& bu 
lkr fcUnqvksa dks bl izdkj fpf=r fd;k tk ldrk gS & 

 

 
 
 
 

 

 

 

 

 

5- “kkjhfjd tk¡p (Physical Examination)& vUr esa vH;FkhZ dh “kkjhfjd tk¡p 
Hkh dh tkrh gSA “kkjhfjd tk¡p ls ;g irk pyrk gS fd p;fur O;fDr esa dk;Z 
djus dh vko”;drk “kkjhfjd {kerk gS vFkok ughaA vFkok mlesa dksbZ Nwr dh 
chekjh Vh-ch-] ,M~l] vkfn rks ugha gS ;k vU; dksbZ vlk/; chekjh rks ugha gS 
ftlls mudh fu;qfDr gh O;FkZ gks tk;sA ,slk deZpkjh viu jksx ds dkj.k dksbZ 
dk;Z Hkh u dj ldsxkA vr% xzUFkky; ds fy, vH;FkhZ ds p;u djrs le; ;g 
ns[kuk Hkh vko”;d gS fd “kkjhfjd ,oa ekufld nf̀’V ls iw.kZ LoLFk gksA 

ifjfLFkfr;k¡ 
(Circumstances) 

vfHk#fp  
(Interest) 

lk{kkRdkj 
(Interview) 

“kkjhfjd 
(Physical make-up ) 

fo”ks’k mi;qDrrk  
(Special Attitute) 

lkekU; cqf)  
(General Intelligence) 

O;oLFkk {kerk  
(Disposition) 

“kS{kf.kd ;ksX;rk  
(Attainments) 
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6- dk;Z ij fu;qfDr (Appointment)& vH;FkhZ tc p;u dh lHkh izfØ;kvksa ls 
xqtjdj lHkh ijh{k.kksa esa mÙkh.kZ gksrk gS rks mls dk;Z dk mÙkjnkf;Ro lkSaiuk 
gksrk gS ftlds fy, og p;u fd;k x;k gSA dk;Z ij fu;qfDr ds fy, mls 
fu;qfDr i= iznku fd;k tkrk gSA ftlds izR;qÙkj esa vH;FkhZ xzUFkky; esa vius 
fu;qDr gksus dk izfrosnu (Joining Report) izLrqr dj viuk dk;Z izkjEHk dj 
nsrk gSA okLro esa dksbZ Hkh deZpkjh vfUre :Ik ls fu;qDr rHkh le>k tk;sxk 
tc og dqN fnu dk;Z dj ysrk gS rFkk mls rFkk izcU/ku nksuksa dks larqf’V gks 
tkrh gSA blfy, vfUre :Ik ls fu;qDr djus ls igys] p;fur O;fDr dks 
ifjoh{kk dky (Probation Period) ij U;wure ,d ;k nks o’kZ ds fy, j[kk 
tkrk gSA mldh iw.kZ :Ik ls LFkk;h fu;qfDr fuf”pr ifjoh{kk dky (Probation 

Period) dh lekfIr ij nksuksa i{kksa ds lUrq’V gksus ij dh tkrh gSA  

14-7 Js’B dkfeZd uhfr (Best Personnel Policy) 

xzUFkky;ksa esa mÙke deZpkfj;ksa ds p;u gsrq ,d Js’B dkfeZd uhfr dk fu/kkZj.k 
bl izdkj fd;k tk ldrk gS& 

1 deZpkfj;ksa ds dk;ksZa dk le;&le; ij ewY;kadu djuk pkfg, ftlls ;g Kkr 
gks lds fd fdlh ,d deZpkjh ij dk;Z dk cks> vf/kd ;k de rks ugha gSA 
;fn ,slk gS rks mlesa deh vFkok of̀) tSlh Hkh vko”;drk gks dh tk ldrh 
gSA 

2 deZpkfj;ksa ds fy, le;&le; ij iqu”p;kZ dk;ZØe vk;ksftr djuk pkfg,] 
ftlls deZpkfj;ksa dh uohu fof/k;ksa ,oa rduhdksa dh tkudkjh gks ldsA  

3 xzaUFkky; deZpkfj;ksa dks vPNs ls vPNk osru nsus dh O;oLFkk djuh pkfg, 
ftlls xzUFkky; lsok esa ;ksX; ,oa l{ke O;fDr vkdf’kZr gks ldsaA  

4 deZpkfj;ksa dks mudh ;ksX;rk c<+kus ds fy, le;&le; ij volj iznku fd;s 
tkus pkfg, ftlls os viuh “kSf{kd vFkok O;olkf;d ;ksX;rk c<+k lds rFkk 
vius lkekftd Lrj esa lq/kkj dj ldsaA  

5 vPNs osru ds lkFk&lkFk deZpkfj;ksa dks vU; lqfo/kk,¡ Hkh vf/kd ls vf/kd 
iznku dh tkuh pkfg,A tSls & vodk”k lEcU/kh] vkokl lEcU/kh] fpfdRlk 
lEcU/kh rFkk muds cPpksa dh f”k{kk lEcU/kh vkfn iznku djuh pkfg, ftlls 
xzUFkky; ds deZpkjh “kkjhfjd ,oa ekufld :Ik ls vkRe&lUrq’V jg ldsaA  

6 deZpkfj;ksa ds fgrksa ds fy, le;&le; ij foLrkj Hkk’k.k vk;ksftr fd;s tkus 
pkfg, ftlls deZpkfj;ksa dk uSfrd pfj= mÙke cuk jgsA  

7 deZpkfj;ksa ds cSBus ds fy, lqlfTtr ,oa fVdkÅ QuhZpj] cSBus dh mÙke 
O;oLFkk] “khry ty dh O;oLFkk vkfn dk Hkh izcU/k fd;k tkuk pkfg, ftlls 
mUgsa dksbZ O;fDrxr ijs”kkuh u gksA  
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8 xzUFkky; esa lHkh deZpkfj;ksa ds e/; fe=rk dk Hkko gksuk pkfg,A blds fy, 
le;&le; ij vkilh cSBdsa vk;ksftr dh tkuh pkfg, rFkk ikfjokfjd 
lEcU/kksa esa n`<+rk ykuh pkfg,A  

9 deZpkfj;ksa ds fgrksa dh j{kkFkZ ykbczsjh LVkQ ,lksf”k,”ku dk xBu djuk pkfg, 
tks deZpkfj;ksa ds fgrksa dh j{kk ds fy, vf/kdkfj;ksa ls muds dY;k.k ds fy, 
dk;Z djk ldsa rFkk deZpkfj;ksa esa Hkh vkil esa HkkokRed xfrfof/k;ksa dk fodkl 
gks ldsA  

10 deZpkfj;ksa }kjk iz;qDr fd;s tkus okyk lkeku le; ij gh miyC/k djk nsuk 
pkfg, tSls& isu] isafUly] L;kgh] dkxt] LVs”kujh vkfn ftlls pyrs gq, dk;Z 
esa dksbZ O;o/kku mRiUu u gksA  

vH;kl iz”u & 1 

fuEufyf[kr iz”uksa ds mRrj nhft,A 

1 esVdkWQ us dkfeZd izcU/kd dh D;k ifjHkk’kk nh gS\ 
2 dkfeZd izcU/ku ds fl)kUrksa ds uke fyf[k,\ 
3 p;u izfØ;k esa dkSu&dkSu ls izeq[k ijh{k.k fd;s tkrs gSa\ 

14-8 iqLrdky; dkfeZdksa dh izd̀fr ,oa lajpuk (Nature and Structure of 

Library Personnel) 

xzUFkky;ksa esa deZpkfj;ksa dh lsok,¡ loSrfud gksrh gSa vFkkZr~ os viuh lsok dk;Z 
ds cnys osru izkIr djrs gSa ysfdu mudk dk;Z fQj Hkh lekt lsok dk;Z dh Js.kh esa 
gh fxuk tkrk gSA xzUFkky; ds izR;sd deZpkjh ,d pqukSrhiw.kZ dk;Z lEiUu djrk gSA 
vr% xzUFkky; esa dk;Z djus gsrq ogh O;fDr bPNqd ,oa lQy gks ldrk gS tks pqukSrh 
dks Lohdkj djus esa furkUr l{ke gksA blfy, xzUFkky; deZpkfj;ksa esa lHkh xq.kksa dk 
fo|eku gksuk vfr vko”;d gksrk gS muesa “kSf{kd ;ksX;rk gksus ds lkFk&lkFk 
O;kolkf;d xq.kkssa dk Hkh gksuk vfr vko”;d gksrk gSA ftlls os ,d O;olk;h dh Hkk¡fr 
xzUFkky; lsok iznku djus ds cnys esa mÙke ifj.kke ,oa izfrQy izkIr dj ldsA blds 
vfrfjDr O;fDRkxr xq.kksa dk lekos”k gksuk Hkh vfr vko”;d gksrk gSA vr% ;fn ge 
xzUFkky;ksa dks thfor j[kuk pkgrs gSa rks mlds deZpkfj;ksa esa “kSf{kd ,oa izf”kf{kd xq.kksa 
ds lkFk&lkFk O;kolkf;d ,oa oS;fDrd xq.kksa dk gksuk vko”;d gSA xzUFkky; dh izdf̀r] 
Lo:Ik ,oa deZpkfj;ksa dh ;ksX;rkvksa dk lgh ewY;kadu ,oa vuqiz;ksx djus ds fy, 
fdlh fo”ofo|ky;h xzUFkky; dk mnkgj.k izLrqr dj ldrs gSaA  

fdlh Hkh fo”ofo|ky;h iqLrdky; LVkQ dks ;w-th-lh- iqLrdky; lfefr 
(UGC Library Committee) us fuEu izdkj ls Js.khc) fd;k gS & 
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¼v½ ofj’B O;kolkf;d 

(Professional Senior) 

iqLrdky;k/;{k 

mi&iqLrdky;k/;{k 

izys[ku fon  

lwpuk oSKkfud  

lUnHkZ iqLrdky;k/;{k 

izeq[k lwphdkj ,oa oxhZdkj  

 

¼c½ dfu’B O;kolkf;d  

(Professinal Junior) 

lgk;d iqLrdky;k/;{k 

lgk;d oxhZdkj 

lgk;d lwphdkj 

¼l½ O;oklkf;d lgk;d  

(Professional Assistants) 

ofj’B iqLrdky; lgk;d  

dfu’B iqLrdky; lgk;d  

¼n½ v)Z O;kolkf;d lgk;d iqLrdky; lgk;d  

cqd fy¶Vj 

¼;½ v&O;kolkf;d  ys[kkdkj] vk”kqfyfid] Vad.k fyfid] pijklh] 
pkSdhnkj vkfnA  

14-8-1 fo”ofo|ky;h xzUFkky; LVkQ dk Lo:Ik (Structure of University 

Library Staff)- 

izR;sd xzUFkky; esa mlds lapkyu ds fy, fofHkUu deZpkfj;ksa dh vko”;drk 
gksrh gSA fdlh fo”ofo|ky; xzUFkky; esa deZpkfj;ksa dh la[;k fdruh gks] ;g fu/kkZfjr 
djus ds fy, vusd lfefr;ksa ,oa fo}kuksa us vusd lw= ,oa fl)kUr izfrikfnr fd, gSaA 
xzUFkky;ksa esa deZpkfj;ksa dh la[;k ctV xzUFkky; ds izdkj] Lo:i] ikBdksa dh la[;k] 
ikB~;&lkexzh dh la[;k] xzUFkky; dk vkfFkZd ctV] xzUFkky; dk le; rFkk foHkkxksa 
dh la[;k vkfn ij fuHkZj djrh gSA bu lHkh rF;ksa dks /;ku esa j[krs gq, dqN fuEu 
izdkj ds lw= fn;s x;s gSa tks fdlh Hkh fo”ofOk|ky; ds xzUFkky; esa deZpkfj;ksa dh 
O;oLFkk ds fy, iz;ksx fd;s tk ldrs gSaA  

¼v½ jaxukFku ifjlw= & MkW0 jaxukFku us fdlh Hkh izdkj ds xzUFkky; ds deZpkfj;ksa dh 
la[;k fu/kkZfjr djus ds fy, LVkQ QkewZyk (Staff Formula) uke ls ,d deZpkjh 
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izk:Ik rS;kj fd;k Fkk tks FkksM+s cgqr la”kks/ku ds lkFk fdlh Hkh xzUFkky; esa iz;ksx fd;k 
tk ldrk gSA  

SM (Mentenance Section) =  
୅

ଷ଴଴
 

ST (Technical Section) =      
୅ାସ଴ୈ

ଶ଴଴
 

SC (Circulation Section) =    
ୋ

ଵହ଴଴
 

SP (Periodical Section) =       
୔

ହ଴଴
 

SR (Reference Section) =       
ୖ

ହ଴
X

୛

ଶହ଴
 

tgk¡ fofHkUu v{kj fuEu vFkZ j[krs gSa & 

A =     ,d o’kZ esa ifjxzg.k dh xbZ iqLrdksa dh la[;k 

D =  ,d o’kZ esa izys[ku ¼vuqØef.kdkdj.k rFkk lkajk”kdj.k½ dh gqbZ iqLrdksa 
dh la[;k 

G =     10 ?k.Vs izfrfnu dh nj ls 1 o’kZ esa xzUFkky; [kqyus dk dqy le;  

P =      if=dkvksa dks vfHkys[k djus dh la[;k 

R =     izfrfnu ds ikBdksa dh la[;k 

W =    ,d o’kZ esa dqy dk;Z”khy fnolksa dh la[;k 

14-8-2 ;w-th-lh- ifjlw=(UGC Formula)& fo”ofo|ky; vuqnku vk;ksx (UGC) us 
1966 esa bUlMkWd (INSDOC) dh lgk;rk ls Work Flows in University Libraries 
uked fo’k; ij ,d lsfeukj vk;ksftr dh FkhA bl lsehukj eas xzUFkky; deZpkfj;ksa ds 
fy, dqN ekud fu/kkZfjr fd;s x;s Fks tks fuEu izdkj Fks & 

1 ifjxzg.k djus ds fy,& ,d O;fDr }kjk ,d fnu esa 40 iqLrdsa ifjxzg.k dh 
tkuh pkfg,A 

2 oxhZdj.k djus ds fy,& ,d O;fDr }kjk ,d fnu esa 12 ls 25 iqLrdsa oxhZd̀r 
dh tkuh pkfg,A 

3 lwphdj.k ds fy,& ,d O;fDr }kjk ,d fnu esa 12 iqLrdsa lwphd̀r dh tkuh 
pkfg,A  

4 lwph i=dksa dk O;oLFkkiu& ,d O;fDr }kjk ,d fnu eas 250 lwph i=d 
O;ofLFkr djus pkfg,A  
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14-9 iqLrdky;k/;{k ds xq.k ,oa ;ksX;rk,¡ (Qualities and Qualifications 

of Librarian) 

fdlh Hkh xzUFkky; dk izcU/kd iqLrdky;k/;{k gh gksrk gS tks xzUFkky; dh izcU/k 
O;oLFkk ds fy, mÙkjnk;h gksrk gSA mldh lgk;rk rFkk lqfo/kk gsrq xzUFkky; eas 
mi&iqLrdky;k/;{k rFkk lgk;d iqLrdky;k/;{k Hkh gksrs gSa tks mldks lg;ksx iznku 
dj xzUFkky; ds izcU/k dks lqpk# :Ik ls pykus esa mldh lgk;rk djrs gSaA ,d pqukSrh 
;qDr dk;Z dks lQyrk iwoZd djus esa ogh O;fDr lQy gks ldrk gS ftlesa vius 
Js’Bre O;fDrxr xq.kksa ds lkFk&lkFk O;kolkf;d ;ksX;rk] “kSf{kd ;ksX;rk] rduhdh 
;ksX;rk] fofo/k fo’k;ksa dk Kku] ckSf)d {ks= esa Nk=ksa] izk/;kidksa rFkk “kks/kdÙkkZvksa dks 
ekxZn”kZu djus dh {kerk] vius ekSfyd lq>ko nsus dh ;ksX;rk vkfn gksuk vko”;d 
gksrk gSA ;w-th-lh- (UGC) us iqLrdky;k/;{kksa esa fuEu ;ksX;rkvksa dk gksuk Lohdkj fd;k 
gS & 

14-9-1 “kS{kf.kd ;ksX;rk,¡ (Academic Qualifications) - 

1 egkfo|ky; iqLrdky;k/;{k ds fy,& 
(a)  fdlh ,d fo’k; esa LukrdksÙkj mikf/k vFkkZr~ ,e-,-@,e-,l-lh-@,e-dkWe- 
(b)  xzUFkky; foKku esa Lukrd mikf/k vFkkZr~ ch-fyc-,l-lh- 

vFkok 
(a)  Lukrd mikf/k vFkkZr~ ch-,-@ch-,l-lh-@ch-dke- 
(b)  xzUFkky; foKku esa LukrdksÙkj mikf/k vFkkZr~ ,e-fyc-,l-lh- 
(c) orZeku esa egkfo|ky; iqLrdky;k/;{k ds fy, NET (UGC) ijh{kk mÙkh.kZ 
gksuk Hkh vfuok;Z dj fn;k x;k gSA  

2 fo”ofo|ky; iqLrdky;k/;{k ds fy, & 
Hkkjr esa ;w-th-lh- xzUFkky; lfefr us fo”ofo|ky; ds iqLrdky;k/;{k dh 

;ksX;rkvksa ds ckjs esa vius izfrosnu esa mYys[k fd;k Fkk fd iqLrdky;k/;{k esa mPpØe 
dh “kSf{kd ;ksX;rk ds vfrfjDr mPpØe dh O;kolkf;d ;ksX;rk Hkh gksuh pkfg,A bl 
lfefr us fo”ofo|ky; xzUFkky;ksa ds fy, fuEu ;ksX;rk,¡ fu/kkZfjr FkhA 

 

U;wure “kS{kf.kd ;ksX;rk & 
(a) ,e-fyc-,l-lh- de ls de f}rh; Js.kh esa vFkok ,e-,-@,e-,l-lh-@,e-

dke- f}rh; Js.kh$,e-fyc-,l-lh- f}rh; Js.kh ¼55 izfr”kr vadksa ds lkFk½ 
(b) fdlh fo”ofo|ky; iqLrdky; vFkok egkfo|ky; iqLrdky; esa fu/kkZfjr 

vof/k ds dk;Z djus vFkok “kks/kdk;Z dk vuqHkoA 
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okaNuh; ;ksX;rk& 
xzUFkky; foKku esa MkDVjsV mikf/k 
Lrj rFkk osrueku& fo”ofo|ky; izksQslj ds led{k 

14-9-2  O;kolkf;d rFkk rduhdh ;ksX;rk,¡ (Professional and Technical 

Qualifications) 

ftl izdkj ds xzUFkky; esa fu;qfDr dh tkuh gS ml xzUFkky; ds Lrj ds 
vuqlkj O;kolkf;d rFk rduhdh ;ksX;rk dk gksuk vko”;d gSA xzUFkky; fOkKku dk 
izf”k{k.k izR;sd izdkj ds Lrj ds iqLrdky;k/;{k ds fy, fuEu izdkj gksuk vfuok;Z 
gksrk gSA  

Ldwy iqLrdky;k/;{k ds fy,  & fMIyksek ikB~;Øe 

egkfo|ky;h iqLrdky;k/;{k ds fy, &B.Lib. I. Sc.@M.Lib. I. Sc.-  

fo”ofo|ky; iqLrdky;k/;{k ds fy, &M.Lib. I. Sc. /M.Phil./Ph.D. 

14-9-3 O;fDrxr xq.k ,oa ;ksX;rk,¡ (Personal Qualities and Qualifications) 

mijksDr “kS{kf.kd] O;kolkf;d ;ksX;rkvksa ds vfrfjDr fdlh Hkh Lrj ,oa izdkj 
ds iqLrdky;k/;{k esa vU; cgqr ls fuEufyf[kr O;fDrxr xq.kksa ,oa  ;ksX;rkvkas dk gksuk 
Hkh vko”;d gksrk gSA 

1 lHkh fo’k;ksa dk Kku (Knowledge of all Subjects) & xzUFkky; esa  fofHkUu fo’k;ksa 
ds Nk=] v/;kid] “kks/kdÙkkZ rFkk fo}ku viuh ftKklk dks “kkUr ,oa r`Ir djus ds 
fy, ikBd ds :Ik esa vkrs gSa vr% mUgsa larq’V djus ds fy, iqLrdky;k/;{k dks 
lHkh fo’k;ksa dk xgu ugha rks de ls de vPNk Kku gksuk vko”;d gSA  

2 iz”kklfud xq.k (Administrative Power) & iz”kklfud xq.kksa ds vUrxZr 
ikB~;&lkexzh esa lafpr Kku dks dsfUnzr djus] mldh leqfpr O;oLFkk djus rFkk 
xzUFkky; ds leLr deZpkfj;ksa ij iz”kklu djuk vkrk gS buesa lHkh deZpkfj;ksa ,oa 
vf/kdkfj;ksa ls iw.kZ lg;ksx rFkk fo”okl izkIr djuk vko”;d gSA lkekU; :Ik ls 
fuEu iz”kklfud xq.kksa dk gksuk vko”;d ekuk tkrk gSA  

(a) deZpkfj;ksa dh ;ksX;rk ,oa vuqHko dks mfpr <ax ls ij[kus dh 
;ksX;rkA 
(b) leku mÌs”; ds fy, deZpkfj;ksa dks dk;Zjr j[kus dh “kfDrA 
(c) fo”okl mRiUu djus okyh ok.khA  
(d) Li’V vkns”k nsus rFkk fu.kZ; ysus dh {kerkA 
(e) uohu o vk/kqfudre i)fr;ksa ,oa lsokvksa dks pquus dk vH;klA 
(f) v/khuLFkksa ls ijke”kZ izkIr djus dh bPNkA 
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(g) usr`Ro “kfDr dk fodklA 

3 v/;;u ,oa “kks/kdk;Z esa #fp (Interest in Study, Teaching and Research) & 
dkyst vFkok fo”ofo|ky; dk izeq[k dk;Z {ks= v/;;u ,oa “kks/k ds fo’k;ksa ds 
lUnHkZ esa txr ls fujUrj lEidZ cuk, j[kuk gS blds fy, iqLrdky;k/;{k dk 
fujUrj v/;;u”khy gksuk vko”;d gSA bl xq.k ds ek/;e ls iqLrdky;k/;{k Kku 
,oa lwpuk ds fofo/k vk;keksa ls ifjfpr gksrk gS rFkk muls Nk=ksa] f”k{kdksa ,oa 
“kks/kdÙkkZvksa dks voxr djkrk gS rFkk ekxZn”kZu Hkh djrk gSA  

4 dk;Z dk vuqHko (Working Experience) & v/;;u ,oa “kks/k ls lEcfU/kr 
;ksX;rkvksa ds lkFk&lkFk izHkko”kkyh <ax ls vius nkf;Roksa dks iwjk djus ds fy, 
xzUFkky;h dks Ik;kZIr dk;Z dk vuqHko gksuk vko”;d gSA blfy, fof”ofo|ky; 
xzUFkky; esa xzUFkky;h ds in ds fy, lk/kkj.kr;k O;kolkf;d in ij de ls de 
10 o’kZ dk;Z djus dk vuqHko gksuk vko”;d gSA  

5 “kkjhfjd {kerk,¡(Physical Efficiencies)& “kSf{kd ;ksX;rk] vuqHko vkfn ds 
lkFk&lkFk iqLrdky;k/;{k esa dqN “kkjhfjd {kerkvksa ,oa xq.kksa dk gksuk Hkh vfr 
vko”;d gS ftuesa ls dqN fuEu izdkj ls gaS & 

(a) vkd’kZd O;fDrRo  
(b) vPNk LokLF;  
(c) mPp uSfrd f”k{kk 
(d) vuq”kklu fiz; 
(e) e`nqy LoHkko  
(f) eǹqHkk’kh  
(g) lgkuqHkwfr iw.kZ   
(h) lgk;d ekufldrk  
(i) dk;Zdkjh {kerk  
(j) Li’V le> 

14-10 iqLrdky; LVkQ dks iszfjr djuk (Motivation to Library Staff) 

vU; laLFkkvksa dh rjg gh xzUFkky; Hkh laLFkk gh gksrs gSaA blfy, xzUFkky; esa 
Hkh vusd deZpkjh fofHkUu dk;Z fu’ikfnr djrs gSaA izcU/k dh nf̀’V ls xzUFkky; esa Hkh 
deZpkfj;ksa esa vfHkiszj.kk dh ekufldrk dk Hkko gksuk vR;Ur vko”;d gksrk gS D;ksafd  
vfHkiszj.kk ls xzUFkky; ds deZpkfj;ksa esa dk;Z fu’iknu djus dh bPNk ,oa rRijrk dks 
tkxzr ,oa mRiszfjr fd;k tkrk gS ftlls deZpkjh Hkkoqd gksdj dk;Z djus dh iszj.kk 
izkIr dj viuh dk;Z djus dh vf/kd ls vf/kd {kerk rd dk;Z fu’ikfnr djrs gSaA 
bl izdkj vfHkiszj.kk vU; laLFkkvksa esa Hkh vR;Ur mikns; ,oa vko”;d gksrh gS ftlls 
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xzUFkky; ds lHkh deZpkjh viuh {kerk ds lkFk dk;Z dj xzUFkky; dks vius mÌs”; esa 
vR;Ur lQy cukrs gSaA  

vfHkiszj.kk “kCn iszj.kk ls cuk gS tgk¡ iszj.kk dk vfHkizk; fdlh dke dks djus ds 
fy, iszfjr djus dh bPNk vFkok LQqj.k dh Hkkouk ls gksrk gSA fdlh Hkh dk;Z djus 
okys O;fDr vFkok deZpkjh dks dk;Z fu’iknu ds fy, izsfjr djuk gh vfHkiszj.kk 
(Motivation) dgykrk gSA vr% vfHkiszj.kk xzUFkky; dh ,slh izfØ;k gS tks xzUFkky; ds 
deZpkfj;ksa esa Lor% gh dk;Z djus dh Hkkouk tkxzr djrh gSA vr% vfHkiszj.kk deZpkjh esa 
iz/kku :Ik ls dk;Z djrh gSA  

14-10-1 iszj.kk ds fl)kUr (Principles of Motivation) 

vU; laLFkkvksa dh rjg xzUFkky;ksa esa Hkh vusd O;fDr dk;Z djrs gSaA xzUFkky; esa 
deZpkfj;ksa esa dqN O;fDr ,sls gksrs gSa tks mPpre miyfC/k ds fy, iz;kl djrs gSa 
tcfd vU; cgqr ls lkekU; miyfC/k ls gh lUrq’V gks tkrs gSaA deZpkfj;ksa dks dke ds 
izfr vf/kd ls vf/kd iz;Ru”khy cukus ds fy, vFkok iszfjr djus ds fy, ljy fu;e 
ugha gSA bl ifjisz{; esa dqN fl)kUrksa dk fodkl fd;k x;k gS ftUgsa vfHkiszj.kk ds 
fl)kUr dgrs gSa] ftuesa ls dqN egRoiw.kZ fuEufyf[kr gSa& 

1 ,dkRed fl)kUr (Monistic Theory)& dksbZ Hkh deZpkjh /ku izkIr djus ds 
fy, dk;Z djrk gS nwljs “kCnksa esa ;g fl)kUr vkfFkZd O;fDr (Economic Man) 
dh fopkj/kkjk ij vk/kkfjr gksrk gS ftldk vFkZ ;g gS fd dksbZ Hkh deZpkjh 
dsoy eqnzk ds :Ik esa iqjLdkj c<+kus ds fy, gh dk;Z djrk gSA fdlh Hkh 
deZpkjh dk osru ftruk vf/kd gksxk og mrus gh vf/kd iz;Ru djrk gS A 
;fn osru dks iz;Ruksa ls lEcU/k dj fn;k tk;s rks iz;Ruksa esa o`f) gksrh gSA 
iz;Ruksa esa o`f) gksus ij osru esa o`f) gksrh gS rFkk osru esa o`f) gksus ls vf/kd 
iz;Ru djus dh iszj.kk feyrh gSSA 

2 vusdkRed fl)kUr (Pluralistic Theory)& ;g fl)kUr ;g Lohdkj djrk gS 
fd dksbZ Hkh deZpkjh viuh ,d izdkj dh ugha cfYd fofHkUu izdkj dh 
vko”;drkvksa dks iwjk djus ds fy, dk;Z djrk gSA ;s vko”;drk,¡ fofHkUu 
le;ksa ij fofHkUu ruko mRiUu djrh gSa vkSj mls ,slh jhfr ls O;ogkj djus ds 
fy, iszfjr djrh gSa ftls og le>rk gS fd mlls ruko de gksxsa vkSj 
vko”;drkvksa dh lUrqf’V gksxhA ysfdu larks’k yqIr gks tkrk gS vkSj 
vko”;drk,¡ iqu% izdV gks tkrh gSaA ekSfyd vko”;drkvksa dh iwfrZ ds ckn esa 
vU; vko”;drk,¡ iwjh dh tkrh gSaA vr% bl fl)kUr dk lcls egRoiw.kZ 
ifj.kke ;g gksrk gS fd mPprj eukscy rFkk lUrqf’V ls vko”;d :Ik ls 
vf/kdkf/kd dk;Z lEiUu fd;s tkrs gSaA  
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3 gkbftu fl)kUr (Hygiene Theory)& gtZoxZ us bl fl)kUr dk izfriknu 
fd;k gSA gtZoxZ us Lo;a dk;Z dks gh deZpkfj;ksa dks izsj.kk dk Lkzksr ekuk gSA 
;g fl)kUr gtZoxZ }kjk fd;s x;s ,d “kks/k dk izfrQy gS ftldk mÌs”; 
deZpkjh lUrqf’V ds rRoksa dk fu/kkZj.k djuk FkkA blds ihNs fufgr /kkj.kk 
fofHkUu rRoksa ds fo”ys’k.k ij vk/kkfjr gS tSls& dk;Z] osru] dk;Z dh n”kk,¡] 
Lrj] dk;Z lqj{kk vkfnA gtZoxZ dk er gS fd  ;s ?kVd dk;Z lUrqf’V esa rks 
of̀) ugha djrs ijUrq budh vuqifLFkfr esa vlUrks’k dh ek=k c<+ tkrh gSA 
vfHkiszjd ?kVd vlUrqf’V ls lUrqf’V dh vksj ys tkrs gSaA  tSls & dk;Z dh 
izxfr] ekU;rk izkIr gksuk] miyfC/k] mUufr ds volj ,oa fodklA ;s lHkh ?kVd 
dk;Z ls lEcfU/kr gS okrkoj.k ls ughaA deZpkjh blls gh iszfjr gksrk gSA  

4 lgHkkfxrk dk fl)kUr (Participation Theory)& eSd xzsxj (MacGregor) us 
bl fl)kUr dks tUe fn;kA ;g fl)kUr fuEu ekU;rkvksa ij vk/kkfjr gS& 

¼v½ “kkjhfjd o ekufld “kfDr dk O;; mruk gh vko”;d gS fd ftruk 
dh vkjke djuk ;k [ksyukA nwljs “kCnksa esa izR;sd dk;Z v#fpdj ugha gksrkA ftl 
izdkj vkjke ;k [ksyus ls lUrks’k izkIr gksrk gS mlh izdkj dk;Z ls Hkh lUrks’k izkIr 
gksrk gSA  

¼c½ cká fu;U=.k] Hk; vFkok dBksj vuq”kklu gh euq’; dks dk;Z ds fy, 
iszfjr ugha djrs] oju~ euq’; Lo;a funsZf”kr ,oa fu;fU=r gksrk gS rFkk ftl dk;Z ds 
fy, mldks fu;qDr fd;k x;k gS mudk fu’iknu djuk og viuk mÙkjnkf;Ro 
le>rk gSA  

¼l½ dk;Z lEcU/kh vfHkiszj.kk lkekftd] LokHkkfod rFkk vkRe&lEeku Lrjkas 
ij Hkh Bhd mlh izdkj ls izkIr gksrh gS ftl izdkj fd “kkjhfjd ,oa lqj{kkRed 
vko”;drk Lrjksa ijA  

¼n½ dk;Z fu’iknu ds fy, iqjLdkj nsus ds lkFk ;g Hkh vko”;d gS fd 
mldh miyfC/k;ksa dh iz”kalk dh tk;sA dk;Z dk vuqeksnu djuk Hkh vius vki esa 
,d iqjLdkj gSA  

¼;½ mÙkjnkf;Ro ls cpus dh izòfÙk LokHkkfod ugha gS vfirq egRokdka{kk dk 
vHkko vkSj lqj{kk ij vR;f/kd cy blds dkj.k gSaA  

14-11 dk;Z lUrqf’V (Job Satisfaction) 

xzUFkky; esa vusd deZpkjh fofHkUu inksa ij dk;Z djrs gSaA izcU/k ds {ks= esa ;g 
tkuuk vko”;d gS fd dk;Zjr deZpkfj;ksa esa ls fdrus deZpkjh vFkok dkSu&dkSu ls 
deZpkjh vius dk;Z ls lUrq’V gSa rFkk fdrus ugha \ dk;Zjr deZpkfj;ksa dh vusd 
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bPNk,¡ ,oa vkdka{kk,¡ gksrh gSaA laLFkk ds izcU/kd deZpkfj;ksa dh bu bPNkvksa dh iwfrZ 
dj mUgsa dk;Z djus ds fy, iszfjr djrs gSa rFkk bPNkvksa dh iwfrZ gksus ls deZpkfj;ksa dks 
dk;Z ds izfr lUrks’k  izkIr gksrk gSA deZpkfj;ksa }kjk izkIr blh lUrks’k dks  gh 
dk;Z&lUrqf’V dgrs gSaA  

dk;Z lUrqf’V dks izHkkfor djus okys ?kVd (Job Satisfaction) 

izcU/kdksa }kjk deZpkfj;ksa dh bPNkiwfrZ djus ls muds dk;Z djus dh {kerk esa 
o`f) gksrh gS rFkk Bhd blds foijhr deZpkfj;ksa dh bPNkvksa dk neu gksus ij muesa 
fujk”kk  ,oa volkn mRiUu gksrk gS ftlls laLFkk dk pyrk gqvk dk;Z f”kfFky iM+ 
tkrk gS blhfy, laLFkk ds izcU/kd deZpkfj;ksa dh bPNkvksa dh iwfrZ djus dk Hkjld 
iz;kl djrs gSaA  

dk;Z&lUrqf’V dks izHkkfor djus okys dbZ ?kVd gksrs gSaA dqN ?kVd ,sls gksrs gSa 
tks dk;Z dh izdf̀r rFkk dk;Z esa gh ik;s tkrs gSa tSls & dk;Z ds izfr lekt esa izfr’Bk] 
dk;Z ds fy, visf{kr ;ksX;rk] dq”kyrk] prqjkbZ dk;Z dk vuqdwy okrkoj.k] “kjhj ds 
fy, vkjkenk;d HkkSxksfyd okrkoj.k vkfnA ;s lHkh ?kVd izk;% ,d&nwljs ls lEcfU/kr 
gksrs gSaA fdUrq bUgsa lkaf[;dh; fof/k;ksa ds iz;ksx }kjk ,d&nwljs ls i`Fkd~ fd;k tk 
ldrk gSA bu ?kVdksa dk egRo ifjfLFkfr;ksa ds vuqlkj ifjofrZr gksrk jgrk gSA dk;Z 
lUrqf’V dks izHkkfor djus okys izeq[k ?kVd fuEu gksrs gSa & 

¼v½ fu;fU=d ?kVd (Controllable Factors)& fdlh laLFkk ds izcU/kd dk 
laLFkk ds deZpkfj;ksa dh dk;Z&lUrqf’V dks izHkkfor djus esa ;ksxnku gksrk gSA ,d 
izcU/kd viuh v/khuLFk deZpkfj;ksa dks de osru nsdj Hkh vius dq”ky ,oa e`nqy LoHkko 
ds dkj.k lUrq’V j[k ldrk gS fdUrq nwljk izcU/kd mPp osru vkfn nsdj Hkh cqjs 
O;ogkj ds dkj.k vPNs deZpkjh izkIr djus esa vleFkZ jgrk gSA izcU/kd }kjk fd;s x;s 
;g iz;kl ogh fu;U=d ?kVd dgykrs gSaA bu ?kVdksa ds vUrxZr deZpkfj;ksa dks vPNk] 
osru] ykHk] lqj{kk] mUufr ds volj] dk;Z dh fn”kk,¡] mÙkjnkf;Roksa dk fu/kkZj.k] rFkk 
deZpkfj;ksa ds lkFk lg;ksx iznku djuk vkfn vkrs gSaA  

¼c½ vUrfuZfgr ?kVd (Internal Factors)& dk;Z lUrqf’V dks izHkkfor djus 
okys dqN ?kVd ,sls gksrs gsa tks dk;Z dh izd̀fr rFkk dk;Z esa gh vUrfuZfgr gksrs gSa tSls 
& dk;Z ds izfr lekt esa izfr’Bk] dk;Z ds fy, visf{kr ;ksX;rk] dq”kyrk] prqjkbZ rFkk 
dk;Z lEiknu ds fy, vkjkenk;d ,oa HkkSfrd okrkoj.k vkfnA  

¼l½ O;fDrxr ?kVd (Personal Factors) & izcU/k ds {ks= ls lEcfU/kr 
dk;Z&lUrqf’V ds fy, O;fDrxr ?kVd Hkh vR;Ur egRoiw.kZ gksrs gSa D;ksafd O;fDrxr 
?kVdksa ds vk/kkj ij ;kstuk cukus vkSj mls ykxw djus dk dk;Z vf/kd lQyrkiwoZd 
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fd;k tk ldrk gSA O;fDrxr ?kVd os gksrs gaS tks deZpkjh esa gh fufgr gksrs gSa] os 
fuEu gSa & 

1 vk;q (Age) 

2 fyax (Sex) 

3 vkfJrksa dh la[;k (Numbers of Dependents)  

4 dk;Z le; (Job-Period)  

5 cqf) (Intelligence) 

6 f”k{kk (Education)  

14-12 dk;Z fo”ys’k.k(Job Analysis) 

dk;Z&fo”ys’k.k ls vFkZ xzUFkky; ess fd;s tkus okys izR;sd dk;Z dk HkyhHkk¡fr 
fo”ys’k.k djuk gksrk gSA xzUFkky; esa deZpkfj;ksa dk izcU/k iqLrdky;k/;{k djrk gS tks 
xzUFkky; dk mPp vf/kdkjh gksrk gSA xzUFkky;h ds vusd dÙkZO;ksa esa ls ,d egRoiw.kZ ,oa 
dfBu dk;Z xzUFkky; ds fy, fu;qDr fd;s tkus okys deZpkfj;ksa dh la[;k ,oa muds 
fofHkUu izdkjksa dks inksa ds vuqlkj fu/kkZfjr djuk gksrk gS rFkk bldk mÌs”; xzUFkky; 
esa ;g tkuuk gksrk gS fd fofHkUu dÙkZO;ksa ,oa mÙkjnkf;Roksa dk laLFkk esa loksZÙke <ax ls 
dkSu fuokZg dj ldrk gSA blfy, deZpkfj;ksa ds p;u ds ekud Lrj iwoZ esa gh 
fuf”pr djuk vko”;d gksrk gS ftlls vH;fFkZ;ksa dh rqyuk dh tk ldsA  

dk;Z fo”ys’k.k }kjk ;g Kkr fd;k tkrk gS fd D;k dk;Z djuk gS] ml dk;Z 
dks djus ds fy, mÙke fof/k D;k gS rFkk ;g Hkh fu/kkZj.k fd;k tkrk gS fd fdlh 
laLFkk esa ,d deZpkjh dks vius dk;Z dks lUrks’ktud <ax ls lEiUu djus ds ;ksX; 
cukus esa D;k&D;k ;ksX;rkvksa dh vko”;drk gksrh gSA bl izdkj dk;Z fo”ys’k.k esa ,d 
dk;Z fo”ks’k dks djus dh izfØ;k rFkk mÙkjnkf;Ro ls lEcfU/kr lwpuk dk laxzg djuk 
rFkk mldk fo”ys’k.k djuk gksrk gSA bldk vFkZ ;g gqvk fd dk;Z fo”ys’k.k ,d fof/k 
gksrh gSA ftlds }kjk izR;sd dk;Z ls lEcfU/kr rF;ksa dk O;ofLFkr :Ik ls v/;;u 
fd;k tkrk gSA  

ykHk (Advantages) 

 laLFkkvksa] laxBuksa rFkk m|ksxksa dh rjg xzUFkky;ksa esa dk;Z&fo”ys’k.k deZpkfj;ksa 
ds :Ik esa ekuo “kfDr dk izcU/k djus ds fy, ewy vk/kkj gksrk gSA xzUFkky;ksa esa dk;Z 
fo”ys’k.k ls fuEu ykHk gks ldrs gSa & 

1- dk;Z fo”ys’k.k xzUFkky; esa dk;Zjr deZpkfj;ksa dh vko”;drkvksa dks Bksl :Ik esa 
ifjHkkf’kr djrk gSA 
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2- izR;sd dk;Z esa fufgr mlds dÙkZO;ksa  ,oa mÙkjnkf;Roksa dh fo”ks’k :Ik ls O;k[;k 
djrk gSA  

3- bl izdkj ;g xzUFkky; dh O;oLFkk ,oa ;kstuk esa lgk;rk ,oa lg;ksx iznku 
djrk gSA  

4- ;g izR;sd izdkj ds xzUFkky;ksa esa miyC/k dk;ksZa ds voljksa dk fu/kkZj.k djus esa 
lgk;rk djrk gSA  

5- xzUFkky; esa dk;Zjr izR;sd izdkj ds mfpr ,oa mi;qZDr  deZpkjh dks f”k{k.k ,oa 
izf”k{k.k dh lqfo/kk,¡ iznku djus esa ekxZ&n”kZu miyC/k djkrk gSA  

6- ;g xzUFkky; esa fu;qDr izR;sd deZpkfj;ksa dh ;ksX;rk ds vuqlkj muds osru 
fu;r djus ds fy, fof”k’V vk/kkj iznku djrk gS D;ksafd ;g izR;sd izdkj ds 
dk;Z esa ekufld] HkkSfrd] lqfo/kk,¡] ;ksX;rk,¡] iz;klksa rFkk tksf[ke dks egRo 
iznku djrk gSA  

7- ;g xzUFkky; esa uohu ,oa vk/kqfud izkfof/k;ksa dk mi;ksx djus esa lgk;rk 
iznku djrk gSA  

izfØ;k (Process) 

dk;Z fo”ys’k.k dh izfØ;k ewy :Ik ls xzUFkky; ds dk;kssZa ls lEcfU?kr MsVk 
ladyu gh gksrk gSA dk;ksZa ls lEcfU/kr MsVk ladyu djus ds fy, dbZ fof/k;ksa dk 
mi;ksx fd;k tkrk gSA MsVk ladyu dh 4 fof/k;k¡& iz”ukoyh] fyf[kr okrkZyki] 
fujh{k.k ,oa lk{kkRdkj gksrh gSA 

xzUFkky;ksa esa dk;ksZa ds leh{kdksa dks iw.kZ :Ik ls le>us ds fy, MsVk ladyu dh 
mijksDr 4 fof/k;ksa esa ls dsoy ,d fof/k mi;ksx esa ykbZ tk ldrh gSA  

dk;Z fo”ys’k.k eas MsVk foLrr̀ fo”oluh;] lVhd rFkk ;FkkFkZ gksus pkfg, rFkk 
buesa xzUFkky; ds fof”k’V fØ;k&dykiksa] deZpkfj;ksa ds dÙkZO; ,oa mÙkjnkf;Ro] muds 
dk;Z ,oa lsok “krsZa rFkk HkkSfrd ekaxksa ls lEcfU/kr MsVk gksus pkfg,A deZpkfj;ksa ls 
lEcfU/kr MsVk deZpkfj;ksa] muds Ik;Zos{kdksa rFkk O;kolkf;d dk;Z fo”ys’k.k dÙkkZvksa ls 
izkIr fd;s tk ldrs gSaA  

14-13 dk;Z ewY;kadu (Job Evaluation) 

xzUFkky;ksa esa dk;Z&ewY;kadu ls vk”k; deZpkfj;ksa ds fdlh ,d dk;Z fo”ks’k dk 
vU; deZpkfj;ksa ds dk;Z vFkok izekf.kr dk;Z ls rqyuk djuk gksrk gSA bl izdkj 
dk;Z&ewY;kadu dk vFkZ dk;Z dh dksbZ fuf”pr dh gqbZ nj gksrh gSA blds }kjk 
xzUFkky;ksa esa dk;Zjr izR;sd deZpkjh ds dk;Z  djus dk ewY; Kkr fd;k tkrk gS vFkkZr~ 
fd;s x;s dk;Z ds ewY; dk vadu fd;k tkrk gSA fdlh Hkh dk;Z dk v/;;u rFkk 
ewY;kadu rHkh lkFkZd dgk tk ldrk gS tc mls rqyukRed ǹf’V ls ns[kk tk, vFkkZr~ 
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dk;Z ewY;kadu og izkfof/k gS ftlls xzUFkky; esa ,d dk;Z dh rqyuk vU; dk;ksZa ls dh 
tkrh gS rFkk izR;sd dk;Z deZpkfj;ksa ls D;k vis{kk djrk gS] ds vuqlkj mudk 
oxhZdj.k fd;k tkrk gSA bl izdkj dk;Z&ewY;kadu xzUFkky;ksa esa dk;ksZa ds oxhZdj.k ls 
lEcfU/kr fØ;k gksrh gSA blesa dk;ksZa dks izk;% dk;Z ds fy, visf{kr ;ksX;rk ds vuqlkj 
oxhZdr̀ fd;k tkrk gSA xzUFkky;ksa esa fdlh deZpkjh ds dk;Z dk ewY;kadu djus esa 
fuEufyf[kr pj.k viuk;s tkrs gSa & 

1- xzUFkky; ds lHkh dk;ksZa esa fufgr vko”;d rRoksa ,oa dkjdksa dk fu/kkZj.k djukA 
2- ,d dk;Z dh rqyuk nwljs dk;Z ls djus esa bu rRoksa vFkok dkjdksa dk mi;ksx 

djukA 
3- xzUFkky; esa fd;s tkus okys dk;ksZa dk lkisf{kd ewY; Kkr djuk( rFkk 
4- izR;sd dk;Z dk osru ds :Ik esa ewY; fu/kkZfjr djukA  

dk;Z ewY;kadu dh fof/k;k¡ (Methods of Job Evaluation) 

deZpkfj;ksa ds dk;ksZa dk ewY;kadu djus dh vusd fof/k;k¡ gSa ftuesa ls dqN fuEu gaS & 

1- dk;Z&Lrjhdj.k vFkok lewghdj.k (Grouping Method)& dk;Z ewY;kadu dh 
bl fof/k esa xzUFkky; ds leLr dk;ksZa dks ,d Øe esa O;ofLFkr fd;k tkrk gSA 
loZizFke loksZPp rFkk fuEure dk;ksZa dks pquk tkrk gS rFkk inkuqØe ds vuqlkj 
,d Øe esa j[kk tkrk gS rFkk dk;ksZa ds lewgksa esa foHkkftr fd;k tkrk gSA bl 
fof/k esa dk;ksZa dh fof”k’V fo”ks’krk,¡ tks ,d lewg ds fy, vFkok lHkh dk;ksZa ds 
fy, vko”;d gksrh gSa mu ij fopkj fd;k tkrk gSA blfy, ;g fof/k fdlh 
Hkh deZpkjh ds ckjs esa dksbZ mi;ksxh rFkk rFkkRed lwpuk miyC/k ugha djkrhA 
bl fof/k esa inkuqØe ds fglkc ls deZpkfj;ksa esa dbZ osru&oxksZa dk fuekZ.k gks 
tkrk gSA ;g fof/k NksVs&NksVs xzUFkky;ksa esa deZpkfj;ksa ds dk;ksZa dk ewY;kadu 
djus ds fy, mi;ksxh gks ldrh gSA  

2- dk;Z oxhZdj.k vFkok pSdfyLV fof/k (Job Classification or Check List 

Method) & deZpkfj;ksa ds dk;Z ewY;kadu dh ;g ijEijkxr fof/k gSA bl fof/k 
ds }kjk deZpkfj;ksa ds oxksZa ds osru fu/kkZfjr fd;s tkrs gSaA bl fof/k ds 
vUrxZr xzUFkky; dh lEiw.kZ dk;Z lajpuk dks nks ;k rhu Hkkxksa esa foHkkftr 
fd;k tk ldrk gSA ;g fof/k ljdkjh dk;kZy;ksa esa viukbZ tkrh gSA ;g Js.kh 
oxhZdj.k fd;s tkus okys dk;ksZa ds izdkj ,oa dk;ksZa esa fufgr mÙkjnkf;Roksa ij 
fuHkZj djrh gSA deZpkjh dh ;ksX;rk] vuqHko rFkk lkekU; Kku ij dk;Z 
vk/kkfjr gksrk gSA dk;Z&ewY;kadu dh ;g i)fr oSKkfud fl)kUrksa vFkok 
vk/kkjksa ij vk/kkfjr ugha gksrh gSA  

3- dkjdksa dh rqyuk fof/k (Method of Comparison of Factors) & bl fof/k esa 
dqN izeq[k dk;ksZa dk pquko fd;k tkrk gS tks mu dk;ksZa ds fof”k’V izdkjksa dk 
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fu:i.k djrs gSaA izeq[k dk;ksZa dh fo”ks’krkvksa ds :Ik esa cgq/kk eq[; ik¡p dkjdksa 
dks fu/kkZfjr fd;k tkrk gS ckn esa rF;ksa ds vuqlkj izeq[k dk;kZsa dk LFkku 
fu/kkZfjr fd;k tkrk gSA izeq[k dk;ksZa ds fy, izR;sd dk;Z dh ikfjJfed dh nj 
dks ik¡p rF;ksa esa foHkDr dj fn;k tkrk gSA ,d ckj izeq[k rF;ksa dks Js.khc) 
rF; vkSj rF; /kujkf”k iznku dj fn;s tkus ds ckn vU; lHkh dk;ksZa dh dkjd 
izfr dkjd (Factors by Factors) rqyuk dh tk ldrh gSA ;g fof/k oxhZdj.k 
fof/k ls vf/kd ;FkkFkZ gS D;ksafd ;g vkUrfjd dk;Z rF;ksa ij /;ku dsfUnzr 
djrh gS u fd O;kid dk;Z ijA  

4- fcUnq fof/k (Point Method)&bl fof/k esa izR;sd dk;Z ls lEcfU/kr dkjdksa dks 
[kkstk tkrk gS rFkk izR;sd dkjd dks ,d fcUnq iznku fd;k tkrk gSA bu 
fcUnqvksa dk ;ksx fd;s tkus okys dk;ksZa ds lkisf{kd egRo dks ,d vfHklwpd 
vad iznku djsxkA ;g fof/k Hkh ,d dk;Z ds fofHkUu y{k.kksa ij fopkj djrh gSA  

5- ;ksX;rk ewY;kadu fof/k (Merit Rating Method)& bl fof/k esa ,d deZpkjh 
ds izR;sd dk;Z dh vko”;drkvksa ds lUnHkZ esa dk;Z dh miyfC/k dk ewY;kadu 
fd;k tkrk gSA nwljs “kCnksa esa ,d deZpkjh dh okLrfod miyfC/k ij fopkj 
fd;k tkrk gS tcfd deZpkjh dh inksUufr ds fy, mldh esfjV dks vkadfyr 
fd;k tkrk gSA  

14-14 LVkQ eSU;qvy (Staff Mannual) 

iqLrdky; deZpkfj;ksa dks vius dÙkZO;ksa rFkk mRrjnkf;Roksa ls voxr djkus ds 
fy, rFkk iqLrdky; ds mÌs”;ksa dk Kku dkfeZdksa dks djkus ds fy, LVkWQ eSU;qvy dh 
vko”;drk gksrh gSA ;g izfrfnu ds dk;kZsa dh ,d fnXnf”kZdk gksrh gS] ftlesa 
iqLrdky; ds fu;e] izfØ;k,¡ rFkk fofHkUu dk;ksZa dks lEiUu djus dh fof/k;ksa dk iw.kZ 
fooj.k fn;k jgrk gSA blesa izR;sd dk;Z dk ¶ykspkVZ] fp=] iqLrd p;u] iqLrd vkns”k] 
oxhZdj.k] lwphdj.k] dEI;wVjhdj.k vkfn ds fy, eSU;qvy rS;kj fd;k tkrk gSA  

vH;kl iz”u & 2 

fuEufyf[kr iz”uksa ds mRrj nhft, A 

1- egkfo|ky; ds iqLrdky;k/;{k ,oa fo”ofo|ky; ds lgk;d iqLrdky;k/;{k 
dh ;ksX;rk dkSu fu/kkZfjr djrk gS\ 

2- twfl;l us vfHkiszj.kk dh D;k ifjHkk’kk nh gS \ 
3- vfHkiszj.kk fl)kUrksa ds uke fyf[k,\ 
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14-15 lkjka”k (Summary) 

bl bdkbZ dk v/;;u djus ds Ik”pkr~ vkidks Kkr gks x;k gksxk fd fdlh 
iqLrdky; esa deZpkjh izcU/ku fdruk egRoiw.kZ gSA deZpkjh izcU/ku fdlh Hkh izcU/ku 
dk ,d eq[; ?kVd gS] D;ksafd ekuo lalk/kuksa dk p;u ,oa mudk izf”k{k.k deZpkjh 
O;oLFkk dk izeq[k dk;Z gSA bl bdkbZ esa deZpkjh izcU/ku ds fl)kUr] p;u izfØ;k] 
Js’B dkfeZd uhfr] iqLrdky;k/;{k ds xq.k ,oa ;ksX;rk,¡] dkfeZdksa dk dk;Z fo”ys’k.k ,oa 
dk;Z ewY;kadu vkfn dk o.kZu izLrqr fd;k x;k gSA iqLrdky; esa LVkWQ eSuqvy Hkh 
cuk;k tk ldrk gS rkfd dk;Z foHkktu vkfn esa lgk;d gks ldsA  

14-16 “kCnkoyh (Glossary) 

eSU;qvy  & fu;ekoyh] fnXnf”kZdk  

vfHkiszj.kk & iszfjr gksuk 

lk{kkRdkj  & ekSf[kd loky&tcko  

14-17 vH;kl iz”uksa ds mRrj (Answer of Exercise Questions) 

vH;kl iz”u & 1 

1- dkfeZd izcU/ku izcU/k dh og “kk[kk gS tks bl rF; dks j[kus esa viuk 
mRrjnkf;Ro le>rh gSa fd lHkh izcU/kdh; fopkjksa esa ekuo ek= gh dsUnz fcUnq 
gSaA 

2- O;fDrxr fodkl dk fl)kUr] oSKkfud p;u dk fl)kUr] mfpr iqjLdkj dk  
fl)kUr] iszj.kk dk fl)kUr] lgHkkfxrk dk fl)kUr] lg;ksx dk fl)kUr] lapkj  
dk fl)kUr ,oa jk’Vªh; dY;k.k dk fl)kUrA 

3- ;ksX;rk ijh{k.k] fof”k’V ;ksX;rk ijh{k.k] cqf) ijh{k.k] vfHk#fp ijh{k.k ,oa 
O;fDRkxr ijh{k.kA  

vH;kl iz”u & 2 

1- ;w-th-lh- 
2- vfHkiszj.kk ,d O;fDr dks vFkok Lo;a dks okafNr izfØ;k djus ds izfr iszfjr 

djuk gksrk gSA  
3- ,dkRed fl)kUr] vusdkRed fl)kUr] gkbftu fl)kUr rFkk lgHkkfxrk dk 

fl)kUrA 
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14-18  lanHkZ xzUFk lwph (Reference Books) 
1. vxzoky] ,l-,l- ¼2004½- xzUFkky; izcU/ku ds ewy rRo] jkt ifCyf”kax gkml] 

t;iqjA 

2. xxZ] jkexksiky ,oa rkezdkj] vfer ¼2011½- vk/kqfud xzaFkky; izcU/k] eSMsfy;u 
iszl] yqf/k;kukA 

3. Gupta, C.B. (1994). Management: Theory and Practice, S. Chand, Delhi.  

4. bafnjk xk¡/kh jk’Vªh; eqDr fo”ofo|ky; v/;;u lkexzhA 

5. Jain, M.K. (1999). Library Manual: A Practical Approach to Management, 
Shipra, Delhi. 

6. Mittal, R.L. (1989).Library Administration, Metropolitan, Delhi. 
7.  Ranganathan, S.R. (1959). Library Administration, Sarada Ranganathan 

Endowment for Library Science, Bangalore, (Delhi, UBSPD). 
8. Singh, Ram Shobhit (1990). Fundamentals of Library Administration, 

Prabhat Prakashan, Delhi.  

9. f=ikBh ,oa vU; ¼1999½- xzUFkky; izcU/k] okbZ- ds- ifCy”klZ] vkxjkA 

10. O;kl] ,l-Mh- ¼2004½- iqLrdky; izcU/k] iap”khy izdk”ku] t;iqjA 
 

14-19  mi;ksxh iqLrdsa (Useful Books) 
1- Dhiman, Anil Kumar and Vashada Ravi (2004). Library Management : A 

manual for effective management, Ess Ess Publications, New Delhi. 
2- Mahapatra, Piyush Kanti and Chakrabarti, Bhubaneswar (2003). 

Preservation in Libraries: Perspectives Principles and Practice, Ess Ess 
Publications, New Delhi.  

3- Massle, Joseph L. (1985). Essentails of Management, Printice Hall of 
India, New Delhi. 

4- Mookerji, S.K. and Gupta, B. Sen (1977). Library Organization and 
Administration, World Press, Calcutta.  

5- Prasad, R.G. (1993). Developing Library Collection, Macmillan Press, 
Delhi.  

6- PSG Kumar (2003). Management of Library and Information Centres, 
B.R. Publishing Corporation, Delhi. 

7- Ranganathan, S.R. (1960). Library manual, Sarada Ranganathan 
Endowment for Library Science, Bangalore, (Delhi: UBSPD). 
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8- JhokLro] vfouk”k pUnz ¼2012½- iqLrdky; lkexzh ifjj{k.k ,oa lja{k.k] fodkl 
izdk”ku] dkuiqjA 

14-20 fucU/kkRed iz”u (Essay Type Questions) 

1- dkfeZd izcU/ku ls vki D;k le>rs gSa foLrkj ls le>kb;s \   
2- iqLrdky; esa deZpkfj;ksa dh p;u izfØ;k le>kb;s\ 
3- vfHkiszj.kk ls D;k rkRi;Z gS \ blds fl)kUrksa dk o.kZu djsa\ 
4- dk;Z ewY;kadu ,oa dk;Z fo”ys’k.k dh ppkZ djsa\ 

 



 


