
jktLFkku ljdkj dh jktdkt ifj;kstuk esa 
esa egRoiw.kZ O;oLFkk gSA jktdkt ifj;kstuk
fd;k tk ldrk gS lkFk gh vkWQykbZu izkIr gq, fdlh Hkh Mkd dks 
bZ&QkbZy esa fy;k tk ldrk gSA 

1. bZ&QkbZy ls DFA dks Outward

2. i= dks Online bZ&Mkd ds :
3. vkWQ ykbZu izkIr i= dks Inward

4. Mkd dks fMLikst djuk  

1. bZ&QkbZy ls DFA dks Outward djuk

bZ&QkbZy ls DFA gLrk{kfjr fd;s tkus ds 
lEcfU/kr dkfeZd vius buckWDl ls

bZ&QkbZy dks vkWiu gksus ds i'pkr mij n
gSA lEcfU/kr Mkd dk p;u dj 
dks Outward djsA

Mkd izcU/ku

ifj;kstuk esa Mkd izcU/ku dk jktdh; dk;kZy;ksa dk
A jktdkt ifj;kstuk ds bZ&QkbZy ekWM~;wy esa Mkd dks vkWuykbZu

fd;k tk ldrk gS lkFk gh vkWQykbZu izkIr gq, fdlh Hkh Mkd dks bZ&QkbZy esa In

Outward djuk 
bZ&Mkd ds :i esa Outward djuk  

ward dj bZ&QkbZy PUC esa tksMuk 

djuk

gLrk{kfjr fd;s tkus ds i'pkr Outward djus ds fy;s lEcfU/kr bZ&QkbZy dks 
U/kr dkfeZd vius buckWDl ls Open djsA 

pkr mij n’kkZ;s vuqlkj fodYi 1 o 2 dk mi;ksx fd;k tk ldrk 
lEcfU/kr Mkd dk p;u dj Outwoard ij fDyd djs vkSj leLr fodY

jktdh; dk;kZy;ksa dks Paperless djus 
Mkd dks vkWuykbZu Hkstk vkSj izkIr 

Inward dj ds vkWuykbZu 

djus ds fy;s lEcfU/kr bZ&QkbZy dks 

o 2 dk mi;ksx fd;k tk ldrk 
ij fDyd djs vkSj leLr fodYiksa dk p;u dj Mkd 



Outward ij fDyd djus ij fuEukuqlkj fodYi iznf’kZr gksrs gS& 

1- lEcfU/kr in dk p;u djsA¼,d ls vf/kd iksLVks dk pktZ gksus dh fLFkfr esa½ 
2- lEcfU/kr jftLVj dk p;u djsA  
3- vkWuykbZu jftLVj dk p;u djus ij vkidks lLFkkiu }kjk ftu jftLVjks dk Access fn;k x;k 

gS os fn[kkbZ nsxs lEcfU/kr dk p;u djsA ;g vxzhe Dispatch uEcj Lor% gh tkjh dj nsxkA  
vkWQykbZu dk p;u djus ij lEcfU/kr jftLVj ls  Dispatch uEcj ys dj ntZ djsaA 

4- ;fn fdlh Mkd dk fjIykbZ dj jgs gS rks Reply fodYi dk p;u dj ftl Mkd dk fjIykbZ fn;k 
tk jgk gS dk p;u djs vFkok u;s fljs ls Hkst jgs gS rks Fresh fodYi dk p;u djsA 

5- blesa bZ&QkbZy ls Outward fd;s tkus okys DFA dk p;u djs@;fn igys ls p;u fd;k gqvk 
gS rks p;u djus dh vko’;drk ugh gSA 

6- DFA ls lEcfU/kr Subject VkbZi djs 
7- ;fn ftUgs Mkd Hksth tkuh gS og dkfeZd jktdkt esa eSi gS rks Raj Govt dk p;u dj Þ8Þ 

uEcj fQYM esa lEcfU/kr dkfeZd dk p;u djsA vU;Fkk mfpr fodYi dk p;u djsA 
8- p;u fd;s x;s fodYi ds vuqlkj fQYM fn[kkbZ nsrs gSA lHkh dh Entry djsA  
9- vU; nLrkost layXu djuk gks rks Attach File djsA 
10- Outward Via Self ij fDyd djsA 
11- ;fn Dispatch Section ls Hkstuk gS rks Outward Via CRU ij fDyd djsA  



2. i= dks Online bZ&Mkd ds :i esa Outward djuk

;fn dkfeZd }kjk bZ&QkbZy ls Outward ugha fd;s tkus dh fLFkfr esa Utilities>>Outward dk 
mi;ksx fd;k tk ldrk gSA bl fodYi ij fDyd djus ij fuEu fLdzu iznf’kZr gksrh gSA lEcfU/kr 
izfof"B;k bUnzkt dj Outward fd;k tk ldrk gSA 

1- lEcfU/kr in dk p;u djsA¼,d ls vf/kd iksLVks dk pktZ gksus dh fLFkfr esa½ 
2- lEcfU/kr jftLVj dk p;u djsA vkWuykbZu jftLVj dk p;u djus ij vkidks lLFkkiu }kjk 

ftu jftLVjks dk Access fn;k x;k gS os fn[kkbZ nsxs lEcfU/kr dk p;u djsA ;g vxzhe 
Dispatch uEcj Lor% gh tkjh dj nsxkA  vkWQykbZu dk p;u djus ij lEcfU/kr jftLVj ls  
Dispatch uEcj ys dj ntZ djsaA 

3- DFA ls lEcfU/kr Subject VkbZi djs 
4- ;fn ftUgs Mkd Hksth tkuh gS og dkfeZd jktdkt esa eSi gS rks Raj Govt dk p;u dj Þ5Þ 

uEcj fQYM esa lEcfU/kr dkfeZd dk p;u djsA  
5- vU;Fkk mfpr fodYi dk p;u djs vkSj vko’;drkuqlkj izfof"B;k bUnzkt djsA 
6- Outward dk Type p;u djs 
7- nLrkost@Mkd layXu (Attach File) djsA 
8- Outward ij fDyd djsA 



3. vkWQ ykbZu izkIr i= dks Inward dj bZ&QkbZy PUC esa tksMuk

;fn dk;kZy; esa By Post vFkok vU; fdlh ek/;e ls Mkd Physically izkIr gksrh gS rks bl fLFkfr 
esa dkfeZd Utilities>>Initiate Dak  fodYi }kjk Physically Paper/DAK dks LdSu dj vkWuykbZu ys 
ldrk gSA  

1- lEcfU/kr in dk p;u djsA¼,d ls vf/kd iksLVks dk pktZ gksus dh fLFkfr esa½ 
2- Sender Type dk p;u djsA p;u ds vuqlkj fodYi iznf’kZr gksrs gS buiqV ntZ djsA 
3- Mkd ftUgksus Hksth gS mudk uke ntZ djsA 
4- Mkd uEcj ntZ djsA 
5- Mkd esa ntZ fnukad ntZ djsA 
6- Mkd dk fooj.k(Subject) ntZ djsA 
7- Address To esa ftUgs Mkd Hksth tkuh gS ntZ djsA 
8- Mark To esa ftUgs ekdZ gks dj tkuh gS ntZ djsA 

;fn Address To, Mark To dks [kkyh j[kk tkrk gS rks Mkd Lo;a ds bucksDl esa pyh esa pyh 
tkrh gS tgkW ls fdlh bZ&QkbZy esa ds ih;wlh esa tksMk tk ldrk gSA vFkok vU; fdlh dks Hkstk 
tk ldrk gSA 

9- vc Mkd dks lso djus ds fy; Save ij fDyd djsA 



4. Mkd dks fMLikst djuk

jktdkt bZ&QkbZy esa Mkd dk fMLiksty djus ds fy;s mlls lEcfU/kr dk;Z iw.kZ gksus dh fLFkfr esa 
lEcfU/kr Mkd dks vius bucksDl esa Mkd vkWQlu esa ls vkWiu djs vkSj fuEukuqlkj Dispose ij 
fDyd dj fMLikst djsA 

;fn Mkd dks vius bucksDl ls bZ&QkbZy ds PUC esa tksM fn;k x;k gS vkSj mlls lEcfU/kr dk;Z 
iw.kZ gks pqdk gS rks ml Mkd dks fMLikst djus ds fy;s lEcfU/kr bZ&QkbZy dks vkWiu djsA 
fuEukuqlkj Mkd dks fMLikst djsA 

/kU;okn


