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2H1H1 G{fwek (Introduction)

;zrmB ftneshnK dk ;w{j j? fijV/ T[d/P gqkgsh bJh ekoi eod/ jB. T[BQK dk fttjko Bw{B/ ti'A fJe ;EkJh
o{g ftZu fte;s ehsk ik ;edk j? ns/ fJ;d/ pko/ nzdkik brkfJnk ik ;edk j?. ;zrmB dh gfoGkPk ftu
fJj fJe wB[ZyK dh ;fjGkrh e'fPP j? fi; d[nkok T[j (wB[Zyh ;q's) o;wh ouBk ns/, r?o^o;wh :zso ftXh
d[nkok T[d/P gqkgsh bJh T[gokbk eod/ jB.

bkfJpq/oh ftu eJh fe;w d/ ;q's fit/A gkm ;wZroh, wB[Zyh ;q's ns/ seBheh ;q's jz[d/ jB. d{i/ ;zrmBK dh soQK
bkfJpq/oh ftu th fJBQK ;q'sK ftu'A wB[Zyh ;q's ;G s'A finkdk wjZstg{oD jB. j[D fJBQK wB[Zyh ;q'sK ƒ ;wZf;nktK
ns/ you Bkb i[V/ BjhA wzfBnk iKdk, go j[D fJj ;woZEktK tkb/ ehwsh ;q's wzB/ iKd/ jB. jkbKfe fJj T[j
;q's jB fiBQK dh tos'A pj[s jh xZN ehsh iKdh j?. fJBQK dh pj[w[Zbh ;woEktK ftu e[M ƒ jh tos'A ftu
fbnkfJnk iKdk j?. fJe ;zrmB ns/ d{i/ ;zrmB ftZu nzso e/tb eowukohnK d/ ezwK ftu nzso jh jz[dk
j?. fJ; bJh gqpzXeK B/ fJBQK ;ko/ ;zrmBK fiBQK ftu bkfJpq/ohnK th nkT[AdhnK jB, wB[Zyh ;q'sK ƒ ;jh o{g
ftu gSkBDK P[o{ eo fdZsk j?.

fJ; bJh, wB[Zyh ;q's gqpzXB, ;ko/ ;zrmBK dh gqw[Zy T[g^gqDkbh j?. fJ; dk ;zpzX ekoikswe gdthnK ƒ GoB
bJh :'iBktK, gqDkbhnK ns/ BhshnK Bkb jz[dk j? feT[Afe Gosh, u'D, ftek; ns/ eowukohnK dh gq/oDk dh
tos'A, fe;/ th ;z;Ek d/ ;w[Zu/ sZs jB, fJ; bJh wB[Zyh ;q's gqpzXB ;ko/ ;zrmB ftu io{oh j?. fJj ;zrmB
dh gqpzXB gqfefonktK dk gqw[Zy sZs j?.

2H1H2 wB[Zyh ;q's gqpzXB (Human Resource Management)

fe;/ th ;zrmB d/ d' soQK d/ ekoi jz[d/ jB ^ (i) gqpzXeh, (ii) fefonksw ekoi. gqpzXeh ekoiK dk ;zpzX
:'iBkpzdh, ftt;Ek, fBod/P ns/ fB:zsoD d[nkok ;zrmB dh ;kohnK rshftXhnK ƒ ubkT[D Bkb j?.
fefonkswe ekoiK ftu wB[Zyh ;q'sK dk fBohyD nkT[Adk j?, fJ; ftu B"eohnK, ftek;, g{osh, ;w[Zusk ns/
oZy oykt nkT[Adk j?.

2H1H2H1 gqpzXeh ekoi
gqpzXeh ekoiK dk fttoD fJ; gqeko j? L

(i) :'iBkpzdh (Planning)

:'iBkpzdh ftu gfjbK s'A jh fJj fBPfus eo fdZsk iKdk j? fe, eh eoBk j? < fet/A eoBk j? < feZE/
eoBk j? < ns/ fe; B/ eoBk j? < fJj fiZE/ n;hA yVQ/ jK ns/ fiZE/ n;hA ikDk j?, T[; ftu dh ftZE
ƒ g{ok eodh j?. :'iBkpzdh ftu fe;/ ;zrmB d/ eowukohnK pko/ T[BQK d/ gq'rokwK pko/ BhshnK pko/
gfjbK s'A jh fBoD/ b? bJ/ iKd/ jB.

(ii) ftt;Ek (Organising)

ftt;Ek dk noE ;zrmB d/ T[d/PK dh gqkgsh bJh gqG{tsk ns/ T[sodkfJsk d/ ;zpzX feosK ns/
eowukohnK ftu ekfJw eoB bJh fJe YKu/ dh ouBk eoBk j?. eowukohnK dk gqpzX fJ;
feqnkswe ekoi ƒ eoB bJh eowukohnK ns/ feosK ftu ;zpzXK dh ouBk eodk j?.

(iii) fBod/PB (Directing)

fBod/PB dk Gkt ;zrmB d/ NhfunK dh gqkgsh bJh ;zrmB d/ eowukohnK ƒ fBod/P d/ e/ ekoi
eokT[D s'A j?. d{i/ PpdK ftu, eowukohnK bJh gfjbK s'A jh fBoXkos o;s/ s/ ubD bJh, T[BQK
ƒ ;/X ns/ gq/oDk gqdkB eoBk j?.
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(iv) fB:zsqD (Controling)

;zrmB d/ T[d/PK dh gqkgsh bJh gfjbK s'A jh pDkJh :'iBk d/ nB[;ko, ;zrmB d/ eowukohnK dhnK
rshftXhnK ƒ ubkT[Dk j?. fJj fB:zsqD gqpzXeh ekoiK d/ x/o/ ƒ g{ok eoe/ d[pkok :'iBkpzdh s/ nk
e/ o[edh j?. fJ;dk T[d/P gfoDkwK dh gohfynk, NhfunK Bkb s[bBk, ns/ coeK ƒ mhe eoBk j?.

2H1H2H2 fefonkswe ekoi (Operative Functions)

fJ; ftu j/m fby/ ekoi nkT[Ad/ jB L

(i) fB:[esh (Employment)

;zrmB dk gfjbk fefonkswe ekoi, ;zrmB ftu T[fus ;zfynk ftu, uzrh ns/ nk;kBh Bkb
gqfefonk eoB bJh eowukohnK dh fB:[eshnK eoBk j?. fJ; ftu eowukohnK dh :'iBkpzdh,
u'D, Gosh, ezw s/ bkT[Dk nkfd nkT[Ad/ jB.

(ii) ftek; (Development)

Gosh s'A pknd ezw s/ bkT[D s/ jh gqpzXeK dk coi g{ok BjhA j' iKdk, j[D T[BQK dh fuzsk eowukohnK
dh Y[ethA f;ybkJh j?, sK i' T[j nkgD/ ekoi dh gkbBk e[Pbsk ns/ ekorosk Bkb eo ;eD. feos
s/ T[BQK dh ekor[ikoh ƒ tXkT[D bJh b'VhAdh e[Pbsk dk ftek; eoBk io{oh j?. fJ; T[d/P bJh mhe
ns/ Y[et/A f;ybkJh gq'rokw eotkJ/ iKd/ jB.

(iii) g{osh (Compensation)

fJ; dk Gkt ;zrmB ftu ezw eo oj/ eowukohnK ƒ T[BQK dh fwjBs d/ pdb/ mhe g{osh eoBk j?.
fJBQK eowukohnK dh fwjBs dh g{osh ftZsh ns/ r?o ftZsh ;kXBK Bkb ehsh ik ;edh j?.

(iv) ;w[Zusk (Integration)

;zrmB wB[Zyh ;q's gqpzXB dk fJe wjZstg{oD ekoi fJj j? fe T[j eowukohnK d/ o[uhnK ƒ ;zrmB
dh o[uhnK (Objectives) Bkb uzrh soQK fwbk d/t/ sK i' eowukoh ;zrmB bJh o[uhnK ftu g{oh
fdbu;gh b? ;eD. fJ; ;w[usk ftu ;G s'A tZvh n"eV ;zuko dh nkT[Adh j?. fJ; bJh fJe d'
okjh (two-way) ekoro ;zuko gqDkbh eowukohnK d/ g'qrokwK ns/ ;zrmB dh BhshnK d/ ftueko
w/b fwbkg eokT[D bJh j'Dh ukjhdh j?.

(v) oZy oykt (Maintenance)

eowukohnK dh ykbh fB:[esh ns/ f;ybkJh jh ekch BjhA j?, T[BQK ƒ ezw eoB bJh uzrhnK ;[ftXktK
gqdkB eoBk io{oh j? sK i' T[j nkgD/ ezw ƒ g;zd eoB ns/ nkgDh ekorosk ƒ ekfJw oZyD. uzrk
ekoi tksktoD, eowukohnK dh nKsfoe gq/oDk ns/ iip/ s/ gqGkt gkT[Adk j?. fJBQK ftu ekoi EK
ftu nkokw s/ ;[oZfynk, eowukohnK dh f;js ns/ T[BQK pko/ ftnkge ;ekokswe ;'u nkfd nkT[Ad/
jB.

(vi) gq/oDk (Motivation)

;zrmB ftu g/P/eko nkgDhnK b'VK dh g{osh bJh ekoi eod/ jB. eJh ;{osK ftu fJj gkfJnk
frnk j? fe fJj eowukoh, ;zrmB d/ T[d/PK dh gqkgsh ftu nkgDk T[sBk :'rdkB BjhA gkT[Ad/, fizBk
gkT[D dh T[BK dh ;woZEk j?. fJ; dk ekoD T[BK dh nKsfoe gq/oDk dh xkN j? fi; ƒ gqpzXB BjhA
g{ok eo ;fenk.

2H1H2H3wB[Zyh ;q's gqpzXB dh G{fwek (Role of Human Resource Management)

nZi wB[Zyh ;q's gqpzXB B/ nkX[fBe gqpzXB ftu wjZstg{oD ;EkB gqkgs eo fbnk j?. ;zrmB d/ ftu wB[Zyh skes
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ƒ ;theko eoB d/ fgZS/ fJj ftukoXkok j? fe ;zrmB ftu fB:[es ehs/ ikD tkb/ ekoi eosk tk;st ftu
uzr/ fJB;kB jB fiBQK dhnK fizdrh ftu e[M fJZSktK ns/ fNZu/ fwZE/ j'J/ jB. wZB[yK ƒ T[sgkdB eoB ftu
fJe ;kXB d/ s"o s/ tofsnk iKdk j?, T[j n;b ftu T[sgkdB s/ j'J/ bkG d/ jZedko j'D d/ Bkb^Bkb T[;
T[sgkdB d/ T[gG'rsk th jB, feT[Afe T[j ;wki dk jh nzr jB. fJ; bJh fe;/ th ;zrmB ƒ tyok BjhA
;wfMnk ik ;edk, T[j ;kv/ ;wkie YKu/ dk io{oh fjZ;k j?. fJBQK sZsK B/ ;zrmB d/ wkbe d/ BiohJ/ ftu
pdbkU fbnk fdZs/ fe fJe ;zrmB sK jh T[Go ;edk j?, i/eo ;zrmB d/ wB[Zyh ;q's y[P ns/ ;zs[PN j'D.
eowukohnK Bkb ;pzXs fJBQK sZsK dk fXnkB oZyD bJh ;zrmB ftu fJe eowukoh gqpzXe (Personnel

Manager) dh fB:[esh io{oh j' rJh j?, fijVk gqpzXeh ns/ fefonkswe, d't/A ekoi eodk j?. fJ; bJh T[j
gqpzXB d/ w{b ekoi, :'iBkpzdh, ftt;Ek, fBod/P ns/ fB:zsoD, nkgD/ ftGkr d/ gqpzX bJh ;zrmB ftu eodk
j?. T[; ƒ ;zrmB ftu j/m fby/ y/soK ftu ezw eoBk io{oh j? L

(i) eowukohnK d/ gq'rokwK ns/ BhshnK pDkT[D, XkoD eoB ns/ T[BQK dk brksko w[bKeD eoB ftu
gqpzXB dh wdd eoBk.

(ii) ;zrmB ftueko ekoro ;zuko ƒ :ehBh pDkT[D ftu gqpzXB dh wdd eoBkl

(iii) ;zrmB d[nkok eowukoh ;/tktK ƒ eoB bJh ;g[od nfXekoK d/ nXhB, eowukoh gqpzXB bJh fJe
gqDkbh fsnko eoBh. fJ; d/ ftu ;EkJh eowukohnK dh frDsh oyDk T[BQK dh f;ybkJh ns/
ftek;, ezw dh ;fEshnK, GbkJh ;/tktK nkfd nkT[AdhnK jB.

(iv) eowukohnK Bkb ;pzXs y'i ekoi eoB/ fi; d/ wkfXnw s'A gqpzXB eowukohnK dh ;wZf;nk pko/
brksko ikro{e ofj ;e/ ns/ eowukohnK pko/ uzr/ ekoro fBoD/ eoB ftu ;woZE j' ;e/.

(v) eowukohnK dk w[bKeD eoB bJh fJe ekoro gqDkbh dk ftek; eoBk fi; Bkb ;zrmB gqpzXB ƒ
wB[Zyh ;q'sK pko/ g{oh ikDekoh gqkgs j' ;e/ ns/

(vi) nZi eb pdbkU dk iwkBk j? fJ; ekoD eowukohnK ƒ T[BQk d/ ekoi eoB ftu e[Pb pDkT[D bJh
;w/A ;w/A f;o f;Zfynk ns/ f;ybkJh d/ gq'rokw eokT[Dk, sK i' T[j nkgD/ ekoiK nB[;ko nkgD/ nkg
ƒ ftef;s eo ;eD.

T[go'es uouk d/ nkXko s/ fJj fejk ik ;edk j? fe bkfJpq/oh gqpzXB ftu wB[Zyh ;q'sK d/ gqpzXB dk w[Zy ;EkB
j?. g[oksB ekb ftu eowukoh gqpzXB bJh STAFFING (fB:[eshnK) Ppd dk T[g:'r ehsk iKdk ;h, fijVk
fJ; gd Ppd d/ pj[s ;ko/ sZsK ƒ T[ikro eodk ;h. eowukoh gqpzX ftu eowukohnK Bkb ;pzXs ;koh
gqfefonktK nk iKdhnK jBl fJBQK ftu feos ftPb/PD, feos fttoD, Gosh, f;ybkJh s/ ftek;, gq/oDk,
feos ;wfoXh ns/ bkfJpq/oh eowukohnK dk w[bKeD nkT[Adk j?.

2H1H3 feos ftPb/PD (Job Analysis)

bkfJpq/oh dh :'iBk, ftt;Ek ns/ fB:zsoD bJh wkg dzvK dk j'Dk io{oh j?. fJj wkg dzv, bkfJpq/oh ftu wB[Zyh
ns/ G"fse ;q'sK dh ekoro tos'A bJh io{oh jB. fJ; y/so ftu wjZstg{oD y'iK ehshnK rJhnK ns/ fszB
eowukoh y'i ftXhnK bGhnK rJhnK. fJBQK ftu'A fJe, feos ftPb/PD j?.

feos ftPb/PD iKu dh fJe ftXh j? fi; ftu fJe fdZs/ ekoi iK fdZs/ ekoiK d/ ;w{zj dk :'r ftPb/PD ehsk
iKdk j?. fJ; s'A gqkgs gfowkD ekoi eosk Bkb feos ;zpzXs ;fEshnK ns/ b'VK d/ ;zpzX fBPfus eoB ftu
;jkJh jz[d/ jB. fJ; bJh feos ftPb/PD, nkw ;g[od ehs/ ekoi iK feos pko/ gVskb eoB dh ftXh j?.
fJ; ftu feos fJe nkw ezw dh ;g[odrh j?. fefonkswe feos ;[godrh jh ;zrmB dh ouBk ftu
T[sodkfJesk dh fJekJh jz[dh j?.
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2H1H3H1 feos ftPb/PD dhnK ftXhnK (Methods of Job Analysis)

fefonkswe feos dk ftPb/PD eoB bJh fszB ftXhnK dh tos'A ehsh iKdh j?. fJj (T) ekoi EK s'A ekoi
eosk Bkb w[bkeks (n) ekoi dk fBohyD, T[;d/ T[Zu nfXekoh Bkb w[bkeks ns/ (J) gqPBktbhnK jB. fJ;
EK s/ gfjbh ftXh ƒ id'A ekoi eosk ezw eo fojk j't/, uouk bJh u[fDnk j?.

ekoi eo oj/ eowukoh dk fBohyD eoe/ ;{uBk fJZeso ehsh ik ;edh j?l fJ; ftu fJj d/fynk iKdk j?
fe T[j eh eo fojk j? < s/ fet/A eo fojk j? < T[dkjoD d/ s"o s/ ezw ekch pkoheh tkbk j' ;edk j?, fJ;
ftu brksko fXnkB dh b'V j? fi; Bkb nZyK s/ n;o g?Adk j?. fJ; gqeko ekoi eosk Bkb rZbpks eoe/
ns/ nkg t/y e/, y'i eosk ƒ feos pko/ ekch ;{uBktK fwb ;edhnK jB, fJBQK dk fJzdoki fJ; ezw bJh
pD/ yk; feos ftPb/PD gZso (Job Analysis Sheet) s/ ehsk ik ;edk j?.

fJ; gqeko fJeso ehsh rJh ikDekoh dh P[ZXsk ƒ, ftGkr d/ nfXekohnK Bkb rZbpks eoe/ wkfgnk ik
;edk j?. feos pko/, feoseko ns/ T[; d/ nfXekohnK d/ ftuko fJe' fij/ BjhA j' ;ed/. w[yh dh okJ/ ;dk
mhe BjhA j' ;edh. ekoieosk dk ekoi Bkb r{V/ ;zpzX j'D eoe/, T[j T[; ftu nkgD/ ftuko th gk fdzdk
j?, fi; ƒ nfXekoh g;zd BjhA eod/. fJ; gqeko nfXekoh dk fdqPNhe'D gqpzXB d/ nkXko s/ jz[dk j?, fi;
pko/ ekoi eosk ;'u th BjhA ;edk. ftPb/PDeko bJh ;G s'A tZvh u[D"sh fJBQK coeK B{z fwNk e/, feos dk
;jh ns/ g{ok ftPb/PD gqdkB eoB ftu j?. T[; ƒ fJj fXnkB ftu oZyDk ukjhdk j? fe feos bJh nkdoP
feoseko bGDk efmB j?. fJ; bJh ftPb/PD eosk xZN' xZN :'rsktK ns/ b'V tkbh e[Pbsk ƒ jh fXnkB
ftu oZy/.

gqPBktbh ftXh eJh ekoDK eoe/ nX{oh j?. fJe nfijh gqPBktbh pDkT[Dh pj[s n"yh j? fi; d[nkok feos
d/ ;ko/ io{oh gfjb{ T[ikro j' ;eD, fJBQK ƒ d' fjZf;nK ftu (T) feoseko Bkb ;zpzXsl ns/ (n)  feos
Bkb ;zpzXs ftu d' torK ftu tzfvnK iK ;edk j?.

2H1H4 feos fttoD (Job Description)

bkfJpq/oh ftueko, wB[Zyh ;q'sK d/ gqpzXB bJh feos ftPb/PD s'A n;hA feos fttoD tb nkT[Ad/ jB.

Gosh, f;ybkJh io{os ns/ pknd ftu bkfJpq/oh eowukohnK dk w[bKeD eoB bJh feos fttoD io{oh j?.
fJe ekoi eosk dh feos fttoD Bkb ;kƒ feos ftu eoB tkbhnK gqfefonktK, coi ns/ T[sodkfJesk
pko/ ikDekoh gqkgs j[zdh j?. id'A fJe tko fe;/ feos, ekoi iK gqfefonk ƒ fBPfus eo fdZsk iKdk j?, fJBQK
pko/ fBoD/ fby b?D/ ukjhd/ jB, fi; ftu fJBQK pko/ g{o/ fpT[o/ Bkb toDB ehsk frnk j't/. fJj fttoD w[Zy
ekoi, coI ns/ T[sodkfJesk pko/ jo fJe dk bkfJpq/oh dh d{ih fJekJhnk Bkb ;zpzX, ekoi eosk dh xZN'
xZN :'rsk ns/ siopk, nkfd feos fttoD ftu fdZs/ iKd/ jB.

fJj mhe j? fe feos fttoD jo bkfJpq/ohnK ftu tZyok tZyok jz[dk j?, go fJBQK ftu e[M ;KM/ sZs j/m fby/
iKd/ jB L

(i) feos dk PhoPe, (ii) sBykj dh do ns/ e[Zb pDdh sBykj, (iii) fe; d/ j/m ezw eoBk j? ns/ fe; d/
gqsh T[sodkfJesk j?, (iv) feos pko/ ftT[ok ns/ ekoi eoB dh ftXhnK, ekoi d/ fpT[o/ ;fjs, (v) coi
ns/ fizw/tkohnK, (vi) bkfJpq/oh dhnK d{ihnK fJekJhnK Bkb feos d/ ;zpzX, (vii) xZN' xZN ftfdne ns/ g/
P/to :'rsktK, (viii) xZN' xZN siopk, (ix) soZeh d/ w"e/ (x) ekoi w[bKeD dh ftXhnK.

2H1H4H1 feos fttoD d/ r[D (Merits of Job Description)

bkfJpq/oh ftu jo feos bJh, feos fttoD fsnko eoB d/ j/m fby/ bkG jB L

(i) feos fttoD Bkb pj[s ;kohnK gqpzXeh ns/ fBih wjZstg{oD b'VK dh g{osh j' iKdh j?l
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(ii) Gosh u Gosh T[gozs f;ybkJh dhnK b'VK ns/ pknd ftu bkfJpq/oh eowukohnK d/ w[bKeD bJh,
feos fttoD io{oh j?l ns/,

(iii) feos fttoD Bkb feos eosk d[nkok ehshnK ikD tkbhnK feos gofefonktK coiK ns/
T[sodkfJesk pko/ g{oh ikDekoh fwbdh j?.

2H1H5 Gosh (Recruitment)

bkfJpq/oh iK fe;/ th ;zrmB ftu ‘Gosh* ftfrnkBe gqpzXB dk wjZstg{oD sZs j?. bkfJpq/oh ftu Gosh eoB
bJh tZyoh tZyoh Pq/Dh d/ ftnesh, siop/ ns/ tZy^tZy ftP/PrsktK ukjhdhnK j[zdhnK jB. fJ; bJh Gosh
ftu b'VhAd/ eowukohnK pko/ gVskb ehsh iKdh j?, fi; Bkb bkfJpq/oh d/ jo fJe ftGkr ƒ jo fe;w dk
fBg[zB eowukoh gqdkB ehsk iK ;e/, fi; d/ nkXko s/ T[BK s'A tXhnk ekoi eotkJ/ ik ;eD. eowukohnK
dh ;[wZuh gVskb Bkb Gosh gqfefonk ƒ ;jkfJsk fwbdh j? fiZE/ Gosh s'A Gkt fJe ftnesh B{z ;zrmB ftu
T[; s'A tXhnk ezw b?D bJh, g{oh soQK gfoGkfPs feos fttoD Bkb Gosh eoBk j[zdk j?.

2H1H5H1 bkfJpq/oh bJh eowukohnK dh Gosh dh gqfefonk (Process of Recruitment of the Staff for

the Library)

Gosh dh gqfefonk j/m fby/ fszB gVktK s/ g{oh jz[dh j? L

(i) Gosh gq'rokw bJh :'iBkpzdh (Planning of Recruitment Programme)

Gosh :'iBkpzdh bJh bkfJpq/oh ftu eowukohnK dh b'V B{z ftukoB t/b/, BthAnK ns/ ykbh gJhnK n;kwhnK
dk fXnkB oyDk io{oh j?. fJ; bJh io{oh j? fe BthnK f;oiB ehshnK n;kwhnK bJh ;woZE nfXekoh
s'A fJikis gfjbK jh b? bJh ikt/. fJ; s'A pknd nypkoK ftu mhe Yzr Bkb ftfrnkgB d/ e/, B"eoh bJh
noihnK wzr bJhnK ikD. ftfrnkgB ftu n;kwh Bkb ;pzXs ;kok fttoD fdZsk ikt/. B"eoh d/ ukjtkB
d[nkok Go/ ikD tkb/ gqkEBk ckow dh o{g o/yk pV/ fXnkB Bkb eoe/ T[whdtkoK d/ pko/ ;koh ikDekoh wzrD
tkbh j'Dh ukjhdh j?. u'D bJh u'D ew/Nh ns/ w[bkeks dh fwsh nkfd pko/ fBoD/ gfjbK jh eo b?Dk ukjhdk
j?. gqkoEBk gZso wzrD d/ nkyoh fwsh ysw j'D s/, Gosh bJh u'D dh gqfefonktK P[o{ eo fdZshnK ikD.

(ii) T[whdtko dh u'D (Selection of the Candidates)

u'D dk gfjbk w[ZYbk T[d/P T[whdtko dhnK :'rsktK ns/ siop/ dk n;kwh bJh b'VhAd/ sZsK Bkb Y[ethA s[bBk
eoBk j?. e'Jh th rbs u'D Bk e/tb gqpzXB bJh ;wZf;nk g?dk eo/rh pbfe bkfJpq/oh bJh th ysoBke ;kps
j't/rhl fJ; bJh ;cb fwbkB eoBk pj[s io{oh sZs j?. bkfJpq/oh ftu u'D gqfefonk ftu, nkw eoe/ fpB?
gZso ftu fdZs/ nzefVnK dk ftPb/PD, u'D gohfynk, fBih w[bkeks, fgSbh ekor[ikoh dh iKu ns/ T[whdtko
dk fgS'eV nkT[Ad/ jB. nzs ftu fB:[esh gZso ikoh ehsk iKdk j?.

(iii) fB:[es ftnesh dh dhfynk (Initiation of the Persons)

bkfJpq/oh ftu Bt/A fB:[es ehs/ rJ/ ftnesh dh dhfynk io{oh j?. Bt/A nkT[D tkb/ bJh dhfynk dk Gkt T[BQK
ftu Bt/A tksktoD ftu ;wk:'iB bJh nksw ftPtk;, nkgD/ tZb'A tZX s'A tZX :'rdkB bkfJpq/oh d/ ekoiK ftu
gkT[D bJh gq/fos eoBk. fJ; T[d/P dh g{osh uzrh soQK T[bhe/ gq'rokwK d[nkok ehsh ik ;edh j?.

2H1H6 f;ybkJh (Training)

fe;/ th ;zrmB d/ eowukoh gqpzXB (Personnel Management) ftGkr dk w[Zy ekoi nkgD/ nwb/ s'A T[u r[Dk
tkbh tZX s'A tZX T[sgkdesk gqkgs eoB bJh T[BQK B{z tXhnK Yzr Bkb N/qfBzr d/D Bkb f;ybkJh ;zGt j' ;edh
j?. fJ; bJh eowukoh gqpzXB tb'A T[bhe/ T[d/P gqkgs eoB bJh f;Zfyns nwbk dk j'Dk io{oh j?. uzrh
ekor[ikoh bJh, pj[s ;kohnk b'VK ftu f;ybkJh th fJe w[Zy b'V j?. nwbk f;ybkJh T[Zu e'Nh dh ekor[ikoh
bJh io{oh j?.
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f;ybkJh dk Gkt, ekoi eoB bJh ft;/aP e[PbsktK g?dk eoBhnK jB. fJ; f;ybkJh gq'rokw ftu, bkfJpq/oh ftu
nkJ/ Bt/A eowukohnK ƒ fdPkwkB (Orientation) gqdkB eoBkl eowukohnK ƒ Bt/ ekoi ;g[odrh t/b/ iK fe;/
BthA ftXh$seBkb'ih ƒ bkr[ eoB t/b/ ekoi T[Zs/ fwfEnk (Inservice training)l  bkfJpq/oh y/so ftu j' oj/ ftek;K
pko/ ikD{ eokT[D bJh fBozso f;Zfynk nkfd nkT[Ad/ jB. fJ; ;zdoG ftu ftek; dk ftnkge Gkt f;Zfynk ns/
f;ybkJh Bkb eowukohnK dh gqfeqsh ns/ ;/XK ftu j'J/ pdbkU Pkwb jB.

2H1H6H1 f;ybkJh dh b'V (Need for Training)

(i) ;kohnK n;kwhnK bJh f;Zfyns ns/ siop/eko ftnesh Gosh eoBk ;zGt BjhA j?. fJ; bJh
B"eohdksk d[nkok Bt/A fpBk siop/ d/ eowukohnK ƒ ezw eoB bJh :'r pDkT[D bJh f;ybkJh jh
fJe ;kXB j?.

(ii) bkfJpq/oh ftu ftP/P ekoi eoB bJh, eJh tkoh f;Zfyns eowukoh ƒ ft;/aP gqeko dh f;ybkJh
dh io{os g?Adh j?l ns/

(iii) nZi ebQ feos dh fe;w s/ih Bkb pdb ojh j?. BthA ftXhnK ns/ seB'b'ih dh tos'A eoe/, gfjbK
s'A ub ojh eJh ekoi ftXhnK Bekok j' iKdhnK jB. eowukoh y[d jh nkgD/ ekoi pdb b?Ad/ jB.
fJ; bJh T[BQK ƒ fJ; pdb/ tksktoD ns/ jkbksK ftu T[Zsw ekoi eoB bJh f;ybkJh dh b'V g?Adh
j?.

2H1H6H2 bkfJpq/oh nwb/ dh f;ybkJh d/ r[D (Merits of training of the Library Staff)

bkfJpq/oh nwb/ ƒ f;ybkJh d/D d/ j/m fby/ bkG jB L

(i) f;bf;b/tko f;ybkJh g'qrokwK Bkb xZN ;w/A dh f;ybkJh Bkb tXhnk ekor[ikoh ;zGt j' iKdh j?l

(ii) fJe uzrh soQK f;Zfyns eowukoh, finkdk ns/ T[Zsw ekor[ikoh gqdkB eodk j? i' fJe ;kXkoD
ftnesh BjhA eo ;edk. bkfJpq/oh d/ ft;/aP gqeko d/ ekoi eoB ftu, f;ybkJh, nwb/ dh e[Pbsk
ftu tkXk eodh j?l

(iii) f;ybkJh d[nkok uzrh ekor[ikoh bJh b'VhAdh wkDe ftXhnK dk ftek; eo ;ko/ nwb/ B[z f;Zfyns
ehsk ik ;edk j?. wkDeheoB T[Zu e'Nh dh ekor[ikoh bJh io{oh j?l

(iv) f;Zfyns eowukoh bkfJpq/oh dh ;wZroh ns/ T[geoDK dk T[fus ns/ xZN you tkbk T[g:'r eo ;ed/
jBl

(v) i/eo nwb/ ƒ T[fus f;ybkJh fdZsh ikt/ sK i' gqpzXeK dk fesk gqsh fBohyD d/ ekoiK dk p'M xZN ikt/

(vi) Y[ethA f;ybkJh eowukohnK dk wB'pb tXkT[Adh j?, fi; Bkb T[BQK dh ekoi ;zs[PNh tZX iKdh j?.
f;ybkJh gqkgs eowukoh xZN fPekfJsK eod/ jB ns/ r?o jkio th BjhA ofjzd/l

(vii) f;ybkJh d/ Bkw s/ gqpzXB d/ eJh wjZstg{oD ekoi ehs/ ik ;ed/ jB. f;ybkJh Bkb fBozso ns/
v{zx/ fBohyD dh b'V th BjhA ofjzdhl ns/,

(viii) ekoiK d/ ;G s'A tXhnk YzrK dk wkDeheoD f;ybkJh d[nkok ehsk ik ;edk j?, fJ; ƒ ;ko/ ;Nkc
bJh T[gbpX ehsk ik ;edk j?.

2H1H7 gq/oDk (Motivation)

gq/oDk Ppd dk nzr/qih Ppd Motivation j? fi; dk fBek; Motive Ppd s'A j'fJnk fi;dk noE j? wB[Zy ftu
fJZSk, b'V, fyZu iK nzso u/sBk. Motivation fJe gqeko dh nzdo{Bh ifNb Pesh j? i' fe;/ ftnesh B[z ezw
eoB t/b/ nkgDk j'o i'o bkT[D, nkgdh ;koh ;woZEk dh tos'A eoe/ T[d/P gqkgsh bJh  ftnesh ƒ i'o Bkb
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feqnkPhb j'D bJh ns/ Nhu/ dh gqkgsh sZe feqnkPhb ofjD bJh wip{o eo fdzdh j?. fJj fe;/ ftnesh d/
fttjko dk nkXko pD iKdh j? fi; d/ nB[;ko ftnesh ekoi eodk j?. Motivation fJe nzdo{Bh skes j?
i' T[; ƒ ekoi eoB bJh T[sPkjs eodh j?.

2H1H7H1 gfoGkPk (Definition)

“gq/oDk T[j okj j? fi; ftu ukj, T[s/iBk, fJZSk, sKx, :sB iK b'VK fe;/ ftnesh d/ fttjko ƒ fB:zsqD
ftu oZydhnK jB.” vhHJhH w?ecob?Av dh fJ; gqeko gfoGkPk d/ nkXko s/ n;hA efj ;ed/ jK fe
gq/oDk fJe ekoro jfEnko j? fi; Bkb gqpzXB nkgD/ ekfwnK ƒ ekoi eoB bJh T[s/fis eo ;edk j?.

2H1H7H2 gq/oDk dh wjZssk (Significance of Motives)

gq/oDk gqpzXB dk sZs j?, fJe X[ok j?. fe;/ th gqpzXe dk, nkgD/ nXhBK ƒ ekoi bJh gq/fos eoBk iK ezw
eoB bJh T[BQK ftu ukj g?dk eoBk, w[Zy ekoi j?. fJj fJe ;ZukJh j? fe eosk, ezw eoB ftu g{oh soQK
wkfjo j't/, go id'A se T[; ƒ ezw eoB bJh gq/fos BjhA ehsk iKdk, e[M th BjhA j' ;edk. ezw eoB bJh
gq/oDk Bkb ukj g?dk eoBk fJe nkw rZb j?, go fJj ;ZukJh g{oh ns/ wjZstg{oD j?.

;zrmB d/ T[d/PK dh gqkgsh bJh, eosk ƒ gq/fos eoB bJh, gqpzXe ƒ eosk dhnK fJZSktK, io{osK ƒ N'jDk
ns/ fco T[BQK dh g{osh bJh nfij/ T[s/ie tksktoD g?dk eoBk io{oh j? fiBQK Bkb T[BQK fJZSktK dh g{osh j'
;edh j?. i/eo gqpzXB nfijk eoB ftu ;cb j' iKdk j? sK T[j eowukohnK ftu ezw eoB dh sKx g?dk
eoB ftu th ;cb j' ikt/rk. fJ; Bkb ekfwnK dh ;woZEk ns/ :'rsktK dh g{oh tos'A d/ ekoB, wB[Zyh ;q'sK
dh tXhnk tos'A j' ;edh j?.

T[u gq/oDk Bkb eowukohnK ftu feos ;zs[PNh (Job Satisfaction) tZX iKdh j?, fi; Bkb r?o jkioh ns/
eowukohnK ftu o'; dh ewh j' iKdh j?. fJ; Bkb ;zrmB ftu r{V/ ;zpzX pD iKd/ jb feT[Afe eowukohnK
ƒ nkgDh b'VK dh g{osh bJh ;kXB fwb iKd/ jB. pkjob/ uzr/ eowukoh T[; ;zrmB ftu B"eoh eoB d/
ukjtkB j' iKd/ jB. gq/oDk Bkb ;zrmB d/ nwb/ ftu ;fj ;w{zj dh GktBk (team spirit) g?dk j' iKdh j? fi;
Bkb ekoi eoB gqsh T[BQK dh tckdkoh tZX iKdh j?.

gq/oDk g{oh soQK wB'pb (Morale) ftu b[fenk jz[dk j?. uzr/ gq/oDk Bkb wB'pb th tXdk j?. xNhnk wB'pb
rbs gq/oDktK dk Bshik jh jz[dk j?. fJ; bJh gq/oDk d/ fgZS/ d/ sZs ftnkge ns/ ifNb jB. fJBQK ftu wB[Zyh
gqfeosh ns/ fttjko ƒ x'yD bJh fsZyh ns/ G/de d[o^fdqPNh dh b'V jz[dh j?.

2H1H8 feos iK ;zgzBsk (Job Enrichment)

gq/oDk ns/ T[s/ie gqdkB eoB tkbh BhshnK ftu T[u e'Nh dh bue j'Dh ukjhdh j?. fJ; ftu ;w/A ns/ ;fEsh
nB[;ko bkfJpq/oh eowukohnK ftu T[s/iBk gqdkB eoB tkbh j'Dh ukjhdh j?. fJj T[s/ie “g{o/ ftnesh”
(whole man) ƒ ;zs[PNh gqdkB eoB tkb/ j'D. feos ;zgzBsk, fJe nfijk w[Zy Yzr j? fi; Bkb “g{o/ ftnesh”
dh fJZSk g{osh j' ;edh j?. fJ; ftu fJe BthA fdbeP s/ r?o^ftZsh gq/oDk ftXh jz[dh j?. fJj feos ft;sko
(Job Enlargement) ftXh dh nrbh eVh j?. feos ;zgzBsk ns/ feos ft;skoh gd PpdK ftu nzso e/tb
feos ftu ehs/ tkX/ dh fe;w dk j?. ft;sko ftu feos ftu ;wsb ft;sko (Horizontal Loading or

Expension) fit/A feos ftu T[; ftnkge gqfeqs d/ tkX{ ekoi tXkT[Dk j?. feos ;zgzBsk ftu yVk ft;sko
(vertical loading) j[zdk j?, Gkt T[; ekoi ftu finkdk u[D"shnK gqdkB eoBk. fJ; bJh feos ;zgzBsk ftu
ekoi ftu fJ; gqeko dh ;'X eoBh fe fJ; ftu finkdk gq/oBktK (gqkgsh, Pbkxk, T[sodkfJesk, ftek;
ns/ pV'soh) gfjbK Bkb'A finkdk nk iKdhnK jB ns/ tksktoD s/ g{ok fB:zsqD oZfynk iKdk j?.
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2H1H8H1 feos ;zgzBsk tb gj[zuK (Approaches to Job Encirhment)

feos ;zgzBsk tXkT[D bJh eJh Yzr jB fiBQK ftu j/m fby/ finkdk ekoro jB L

(i) ftneshrs nzso j'D eoe/, tZy^tZy gZXo d/ eowukohnK B[z gq/oDk gqdkB eoB tkbk e'Jh fJe ftPt
wkDe Yzr BjhA j?. xZN e[Pb g/P/eko ns/ j/mb/ gZXo d/ eowukohnK dh gq/oDk bJh feos d/ pkjoh
sZs fit/A feos ;[oZfynk, sBykj bkG, buehb/ fB:w, ;kjB{G{shiBe toskU nkfd wzB/ iKd/ jB.
g/Pekoh ns/ T[u gZXoh nfXekohnK bJh nKsfoe sZs fit/A T[sodkfJesk, fJZis, wkD, o[spk nkfd
w[Zy gq/oDk ;'qs jB.

(ii) feos ;zgzBsk Bkb g?dk j'J/ bkGK dk feoseko ƒ ckfJdk j'Dk ukjhdk j?. ;zpzXs eowukoh ƒ feos
;zgzBsk d/ gfoDkwK s'A ikD{ eokT[Dk iao{oh j? sK i' nkgD/ nkg ƒ ;zpzXs eo ;eD.

(iii) fJ; EK s/ ;fjGkrh gqpzXB dh b'V j?. eowukohnK dhnk ;bkjK dk wkD eod/ j'J/ T[fus ;bkjK
ƒ ekoi gqDkbh ftu fwbkT[Dk bkGdkfJe jz[dk j?l ns/

(iv) gqpzXB eowukohnk bJh ekch wksok ftu GbkJh d/ ekoi eo/ ns/ ehs/ tknfdnK gqsh fJwkBdko
th oj/.

2H1H9 bkfJpq/oh nwb/ dk w[bKeD (Appraisal of Library Staff)

bkfJpq/oh ftu ekor[ikoh w[bKeD dk Gkt bkfJpq/oh ftu bZr/ jo fJe ;woZE eowukoh dh feos s/ ekor[ikoh
ns/ T[; dh ftek; eoB bJh b'VhAdh ;woZEk dk f;bf;b/tko w[bKeD j? fi; d/ nkXko s/ T[;dk coe d{i/
ekfwnK Bkb ehsk ik ;e/. fJ; bJh eowukohnK dh s[bBk eoB bJh gdKeD g?wkBk (Rating Scale) dh
tos'A ehsh iKdh j? fi; d/ nkXko s/ T[BK dh fBZih ekor[ikoh iK r?o^ekor[ikoh brkfJnK ik ;edk j?.
ekor[ikoh w[bKeD ƒ ekor[ikoh nzeBk (Appraisal) eowukoh nzeD (Personnel Appraisal), r[DtZsk gdKeD
(Merit rating) nkfd th fejk iKdk j?. o;wh eowukoh nzeD dh XkoDk BthA j?.

fJ; gqeko, bkfJpq/oh ftu ekor[ikoh w[bKeD, ekoieosk dh ekor[ikoh dh T[; tb'A ehs/ ezw dhnK b'VK d/
nkXko s/ iKu ehsh iKdh j?.

2H1H1 bkfJpq/oh ftu ekor[ikoh w[bKeD dk wjZst (Significance of Performance Evaluation in

Libraries)

(i)      finkdkso bkfJpq/ohnK ftu ekor[ikoh w[bKeD eJh wjZstg{oD gqfefonk pD rJh j? feT[Afe fJ;
d[nkok G{s, ns/ toswkB ftu eowukohnK d[nkok ehs/ ekoiK pko/ nzeV/ gqkgs jz[d/ jB fi; dk
T[g:'r eowukoh u'D, f;ybkJh ns/ ftek; bJh sBykj ftu tkX/, T[ZBsh, spkdb/ nkfd bJh ehsk
ik ;edk j?. nZi eb bkfJpq/oh eowukohnK d/ w[bKeD s/ ekch g?;k you ehsk iKdk j?.

(ii)     ekor[ikoh w[bKeD s/ you ƒ n;hA fJ;d/ bkGK d/ nkXko s/ ;woEB d/ ;ed/ jK. w[bKeD Bkb
bkfJpq/ohnB ƒ nkgD/ eowukohnK dh ;woZEk, e[Pbsk, ekorosk pko/ ikDekoh fwb iKdh j?. fi;
d/ nkXko s/ T[BQK ƒ Y[et/A ekoiK dh ;g[odrh ehsh ik ;edh j? fiZE/ T[j nkgDh ;woZEk s/ :'rsktK
dk g{ok T[g:'r eo uzr/ eowukoh pD ;ed/ jB. fJ; Bkb eowukohnK ftu feos ;zs[PNh th tXdh
j?.

(iii)    fJ; Bkb bkfJpq/oh eowukohnK ƒ ;/X (Guidance) gqdkB ehsh ik ;edh j?. fJ; Bkb bkfJpq/ohnB
fJe uzrk nkr{ ;kps jz[dk j?. eowukohnK ƒ th gsk ub iKdk j? fe T[j fezB/ e[ gkDh ftu jB ns/
T[j nkgD/ nkg ftu ;[Xko bJh :sB eod/ jB.

(iv)    fJ; d[nkok f;ybkJh gq'rokw finkdk ekoro sohe/ Bkb ubkJ/ ik ;ed/ jB,  feT[Afe fJ; d[nkok
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eowukohnK dh ewhnK T[ikro j' e/ ;kjwD/ nk iKdhnK jB. fJBQK d/ nkXko s/ gq'rokw pDkJ/ ns/
;'X/ ik ;ed/ jB.

(v)    T[ZBsh ns/ spkdb/ eoB bJh BhshnK pDkT[D bJh fJj fJe uzrk nkXko j?. d{;fonK Bkb'A uzrh
ekor[ikoh tkb/ eowukoh dh T[ZBsh bJh f;ckfoP ehsh ik ;edh j?. i/eo ftnesh dh ekor[ikoh
mhe Bk j't/ sK T[; ƒ pdb e/ T[; feos s/ bkfJnk ik ;edk j? fiE/ T[j finkdk uzrk ezw eo ;edk
j't/l ns/

(vi)     i/eo w[bKeD ftfrnkBe Yzr Bkb f;bf;b/tko sohe/ s/ ehsk ikt/ sK fJj eowukohnK dhnK w[PebK
ƒ xNk e/ T[BQK ftu nksw ftPtk; dh GktBk g?dk eo ;edk j?.

2H1H10 ;t?^gVskb nfGnk;

1H ;z;EK d/ gqpzXeh ns/ feqnkswe ezwk dh ;{uh pDkT[.

2H feos ;zgzBsk (Job enrichment)  dh tZy^tZy gj[zuk pko/ uouk eo'.

2H1H11 ;t? gVskb nfGnk; d/ T[~so

1H t/y' ;?ePB ^ 7H2

2H t/y' ;?ePB ^ 7H8

2H1H10 nZr/ gVQD bJh
1. Lalan Prasad and Banerjee, A.M. : Management of Human Resources, New Delhi : Sterlong, 1981.
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4. Mamoria, CB ‘& Gankar (SU), Personel Management, Ed 28.  Himalaya Pub. 2008.
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College and University Library System

b/ye L vkH e/H BtbkBh
gkm BzL 2H2 nB[tkde L vkH nihs f;zx

nrtkJh ns/ ;zuko
(Leadership and Communication)

gkm dh ;zouBk
2H2H0 T[d/P
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(i) nrtkJh dh XkoDkl
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(ii) nrtkJh dh b'Vl
(iii) nrtkJh dh fe;wKl
(iv) nrtkJh d/ r[Dl
(v) fcbk;chnK ns/ f;XKsl
(vi) bkfJpq/oh nkr{ ns/ T[BQK d/ ekoil ns/
(vii) ;zuko ^ noE, Yzr ns/ o{g
2H2H1 G{fwek (Introduction)

nkr{ nrtkJh gqdkB eodk j?. nrtkJh dk Gkt j?, d{o^fdqPNh (Vision), fiZE/ b? ikDk j?. d{o^fdqPNh T[;
o;s/ ƒ fBPfus eodh j? i' n;hA ngDkT[Dk j?. fBokPktkdh d{o^fdqPNh ;dk popkdh ns/ Bekokswe
gqfefonk tb b? iKdh j? ns/ ;ekokswe d{o^fdqPNh wzfib ns/ tknfdnK tb b? iKdh j?. fJj d{finK ƒ
;/X gqdkB eodh j?. fpBk d{o^fdqPNh s'A n;hA ci{b ftu GNed/ ofjzd/ jK.
nkr{ fBih, ns/ ;zrmB dhnK b'VK, ;wZf;nktK, Nhu/, d{o^fdqPNh ƒ ;wMdk jB. T[j b'eK ƒ ikDeko ns/
;[ydkfJe pDkT[Ad/ jB. T[j b'eK dh gkbDk eod/ jB. b'eK ƒ T[sPkfjs eod/ jB. b'e T[BQK s/ ftPtk; eod/
j'J/ fJZis eod/ jB. b'e T[BQK ƒ mhe ;wMd/ jB, fJ; bJh T[BQk d/ ;zuko (Communication) ftu fJe ft;/
aPsk jz[dh j?. T[j nkgD/ b'eK dk ftPtk; fis b?Ad/ jB. T[j e/tb nkgDk jh ftek; BjhA eod/ pbfe nkw
b'eK d/ ftek; bJh T[gokb/ eod/ jB. T[j ;zrmB ƒ T[go s'A Bhu/ se nzdo s'A pkjo se dk jo fJZe gZXo
s/ ;/X fdzd/ j'J/ b'VhAdh wzib tb nrtkJh gqdkB eod/ jB.
2H2H2 noE ns/ gfoGkPk (Meaning and Definition)

nrtkJh (Leadership)

(i) r[DK dk ;wz{j j? fi; Bkb ftnesh nkr{ pDdk j?l
(ii) fJj nkr{ j'D bJh gdth ik sZE j?l ns/
(iii) ;zrmB dk w[yhnk iK ;ogo;s j?.

(Cambridge Advanced Learner's Dictionary, 2003)

Weschler ns/ Massarik d/ nB[;ko, “nrtkJh ftP/P Nhuk iK Nhu/ gqkgs eoB bJh, ;zuko gqfefonk d/
wkfXnw Bkb, fe;/ gfo;fEsh ftu nkg;h gqGkt g?dk eoBk j?.”
Reddion d/ PpdK ftu, “nrtkJh T[j Pesh j? fijVh ;koh iK tZX s'A tZX ;fEshnK ƒ, ibdh ;[Xko fdzdh
j?.”
nrtkJh ftnesh iK ;w{j dhnK gqfefonktK ƒ, fJe ft;/aP ;fEsh ftu Nhu/ gqkgs eoB bJh gqGkfts eodh
j?. nrtkJh pko/ Hersey ns/ Blanchard d/ ftuko jB. nrtkJh dh gfoGkPk tZy tZy YzrK Bkb ehsh iKdh
j?. fJj gfoGkPktK ftdtkBK d/ nrtkJh tb dfoPNhe'D dk Bshik jz[dhnK jB. fJj BIfoJ/ ;w/A nB[;ko
pdbd/ ofjzd/ jB, fi; dk gqGkt gfoGkPktk s'A th g?Adk j?.
2H2H3 b'V (Need)

nkr{nK dh b'V, “GftZy d/ wkor ƒ T[ikro eoB ns/ ftneshnK B{z w[jkos gqkgs eoB ftu gq/oDk
d/D bJh” j[zdh j?. ;zrmB ftu nrtkJh dh b'V d/ ekoB j/m fby/ nB[;ko jB L
(i) tZX s'A tZX gfoDkw ns/ T[sgkdsk gqkgs eoB bJhl
(ii) tksktoD dhnK jkbsK pdbD bJhl
(iii) ifNb o;wh ;zrmBK d/ gqpzXB bJhl ns/
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(iv) tXd/ ;zeN Bkb fBgND bJh.
Daniel Katz and Robert Kahan d/ nB[;ko nrtkJh d/ fJj ekoD jB L

(i) o;wh ;zrmB d'Pg{oD jB, T[BQK bJh nrtkJh Io{oh j?l
(ii) pdbd/ jkbksK eoe/l
(iii) ;zrmB dh nKsfoe rshPhbsk, ifNbsk g?dk eodh j?, nKsfoe ft;sko ;zs[bB fprkV fdzdk j?l ns/
(iv) wB[Zyh ;q'sK dh feos s/ fttjko dh fe;w.
fJ; bJh ;zrmB ftu d{o^fdqPNh, Nhu/, ekoi T[d/P, ftek; :'iBktK, gq'rokwK d/ ftek; ns/ ;zuko bJhl
ftZsh, wB[Zyh ns/ d{i/ ;q'sK B{z ftt;Es eoB bJhl ;{uBk go;koD bJhl wB[Zyh ;q'sK B{z fB:zsqD eoBk ns/
fBod/P d/D bJhl T[BQK s'A gosh ;{uBktK (Feed Back) gqkgs eoB bJhl ns/ ekoro ns/ gqGktPkbh ekoiK
bJh ;zrmB ;fGnkuko f;ois eoB bJh, nrtkJh dh b'V g?Adh j?.
2H2H4 nrtkJh dhnK fe;wK (Types of Leadership)

nkr{ ;{uBktK fJZeso eo T[BQK dh ftnkfynk eoe/ gqDkbh bJh ;zuko eodk j?. T[j ;zrmB bJh wjZstg{oD fBoD/
b?Ad/ jB. T[j gqDkbh ƒ e[M ftP/PsktK fit/A nrtkJh e[Pbsk, seBheh e[Pbsk, wB[Zyh ;zpzX e[Pbsk ns/ XkoDkswe
e[PbsktK gqdkB eod/ jB. T[j fJBK e[PbsktK eoe/ Pesh ns/ gqGkt fit/A fJBkw d/D dh ;woZEk, ;ik d/D dh
;woEk, ekƒBh ;woZEk ns/ ft;/aPr dh ;woZEk th gkT[Ad/ jB. fJBK r[DK d/ o{g d/ nkXko s/ T[j fJe nrtkJh
dk ;to{g ngDk b?Ad/ jB. fJj ;to{g (Styles) j/m fby/ o{g ftu gqrN jz[d/ jB L

nrtkJh dhnK fe;wK pko/ e'Jh fJe ;fjwsh BjhA j?. e[M fe;wK jB L
(i) nfXekog{oD nrtkJh (Authoritative Leadership)

(ii) iBsKfsqe nrtkJh (Democratic Leadership)

(iii) gq/oDkdkfJe nrtkJh (Persuasive Leadership)

(iv) gqshfBXh nrtkJh (Representative Leadership)

(v) gqpzXe nrtkJh (Executive Leadership)

(vi) p"fXe nrtkJh (Intellectual Leadership)

(vii) ekfJnk ebg nrtkJh (Transforming Leadership)

2H2H5 nrtkJh d/ r[D (Charaeteristios of Leadership)

e[M ftdtkBK d/ ftuko ftu nkr{nK d/ e[M r[D jz[d/ jB. T[BK B/ fJBQK r[DK d/ bZSD f;XKs (Trait Theory)

dh ftnkfynk ehsh j? L
bZSD f;XKs (Trait Theory)

nrtkJh dk bZSD f;XKs nkr{nK d/ fBih r[DK s/ e/Afdqs j?. fJBQK sZsK pko/ eJh y'iK j' u[ZehnK jB. Stogdill

B/ fJBQK r[DK dk ;zy/g fposKs fJ; gqeko fdZsk j? L
(i) fbnkes (Intelligence), (ii) ftdtsk (Scholarship), (iii) fizw/tkohnK fBGkT[D dk wkdk (Dependability in

exercising responsibilities), (iv) gqfefonktK ns/ ;wkfie fwbtosoD (Activity and Social Participation)

ns/ ;wkfie^nkofEe nt;Ek ( Social-Economic Condition).

nrtkJh ftu nkw ftnesh dhnK ;woZEktK s'A fJbktk fJj r[D j'D/ ukjhd/ jB L
(i) ;ekoksfwe ftefsst,
(ii) nksw ftPtk;,
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(iii) gq/oDk ns/ tuBpZXsk (Motivation and Commitment),

(iv) nB[e{bsk (Adaptability),

 (v) y/so pko/ frnkB (Knowledge in the field),

(vi) gfjb^edwh (Initiative),
(vii) ;[u/s s/ ;{yw fdqPNh tkbk (Alert and Insight),

(viii) fwbD;ko iK wB[Zyh ;zpzX (Sociability or Human Relation),

 (ix) ;zukokswe fBg[zBsktK (Communication Skills),

(x) ;fjekfosk (Cooperativeness),

(xi) fdqVsk (Persistence) ns/
(xii) b'efgq:sk (Popularity).
fJ; f;XKs Bkb ftdtkBK dh ;zs[PNh BjhA jz[dh, feT[Afe fJ; f;XKs ftu nkr{ d/ bZSD$r[DK pko/ e'Jh fJe
okfJ BjhA j?, Bk jh fJj nkr{ d/ fttjko, fijVk nkr{ dh ekorosk ns/ gqGktPhbsk bJh io{oh j?, pko/ ftuko
eodk j?. fJZE'A se fJ; ftu nt;EktK (situation) nkfd ƒ th e'Jh soihj BjhA fdZsh iKdh.
2H2H6 fcbk;ch (Philosophies)

nrtkJh ns/ fJ;d/ fdqPNhe'D, ekoiK, gqfefonktK ƒ ;wMD bJh fJj Io{oh j? fe fJ; dh fcbk;ch pko/
ikDekoh gqkgs ehsh ikt/. fJj fcbk;ch pdbdh ofjzdh j?. fJ; fcbk;ch Bkb toswkB nrtkJh dh io{osK
ƒ ;wMD ftu wdd fwbdh j?.
fcbk;ch, ftukoK ns/ fttjko d/ nkXkos f;XKsK dk nfXn?B j?. (Webster's New World Dictionary)

2H2H7 otkfJsh f;XKs$N/b/foiw gqpzXB fcbk;ch (Taylorisim Management Principle)

otkfJsh nrtkJh d/ j/m fby/ ekoi jBH fijV/ N/b/foiw gqpzXB d/ nkd/P (Command) ns/ fB:zsqD(Control)

s/ nkXkfos jB L
(i) ;w{j ftu gqshgkds, fJZis ns/ ;fjekfosk dh GktBk g?dk eoBkl
(ii) ;w{j dh ouBk, ftuko ns/ gqfefonktK ƒ fBPfus eoBkl
(iii) ;w{j s'A fJe edw nr/ ofjDkl ns/
(iv) b'VhAd/ T[d/PK dh gqkgsh bJh ;ekokswe Pesh dh tos'A eoBh.
N/bo d/ f;XksK ƒ eJh EktK s'A jwkfJs fwbh. T[;d/ g?o'ekoK B/ T[;d/ f;XKs ƒ j'o nZr/ tXkfJnk.
eowukohnK d/ jo o'i dh mhe T[sgkdesk ƒ fBPfus eoB bJh N/bo dh ;w/A s/ joes nfXn?B (Time and

motion study) dk T[g:'r ehsk frnk fi; Bkb ekoi eoB d/ ;G s'A tXhnk Yzr ns/ T[; d/ nkXko s/ ;/
tkcb fBPfus eoB ftu ;jkfJsk fwbdh j?. eJh EktK s/ T[sgkdesk tXkT[D bJh j";bk ncikJh(Incentive)

ehsh rJh.
eJhnK B/ T[sgkdesk tZb finkdk M[ektK eoe/ fJ; f;XKs dh nkb'uBk ehsh j?. T[BQK d/ ftukoK ftu fJj
f;XKs ns/ fttjko fJe wPhBh fdqPNhe'D tkbk j?. fJ; ftu wkBth S{jK ns/ tksktoD ƒ e'Jh ftP/P ;EkB
(wjZst) BjhA fdZsk frnk.
fJ; f;XKs ftu eowukohnK B[z gqpzXB ftu Gkr b?D bJh bkfJe BjhA ;wfMnk iKdk ns/ fJj ekoi e/tb
gqpzXeK dk jh ;wfMnk iKdk j?. T[j T[g:'fre y[d^w[yskoh d/ jkwh jB.
2H2H8 w?ero/ro f;XKs^n?e; ns/ tkJh (McGregro Theory - X and Y)

w?ero/ro th wk;b' dh soQK eowukohnK dh gq/oDk ftu ftPtk; oZydk ;h, fJ; bJh T[;dk f;XKs wk;b'
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d/ ezwK s/ nkXkfos j?. nfXn?B ns/ y'iK d/ fBu'V d/ nkXko s/ fJj f;ZNk eZfYnk fe nkr{nK dk o;wh fttjko
j/m fbyhnK XkoDktK s/ nkXkfos j? L
(i) eowukoh gqfeqsh s'A jh ;[;s jB. T[j ezw s'A puDk ukjz[d/ jB. ezw eokT[D bJh T[BQK s/ I'o gkT[Dk

g?Adk j?l
(ii) eowukoh fizw/tkohnK s'A GZid/ jB, T[j ukjz[d/ jB fe T[BQK s/ e'Jh fB:zsqD oy/ sK i' T[BQK dh fizw/

tkoh Bk pD/.
(iii) eowukohnK bJh ;zrmB d/ T[d/PK dh gqkgsh e'Jh gq/oDk BjhA jz[dh. fJ; bJh T[j ;zrmB d/ T[d/PK

s'A fto[ZX iK T[bN/ jz[d/ jBl ns/
(iv) eowukohnK B{z e/tb ;ohoe (Physiological) ns/ ;[oZfynk b'VK Bkb jh gq/fos ehsk ik ;edk j?.

w?ero/ro fJBQK XkoDktK ns/ f;XKsK dk fto'Xh ;h. T[;d/ ftuko ftu fJj f;XKs iK XkoDktK wkBt
gqfs fto'Xh jB fi; d/ cb;to{g nkr{ d/ ekoi ns/ rshftXhnK eowukoh fto'Xh jB  ns/ T[BQK Bkb
eowukohnK dk ftek; BjhA ehsk ik ;edk. nkr{ e/tb eowukohnK s'A ezw eokT[Dk ukjz[d/ jB.
b'e ezw d/ fto'Xh BjhA jB. T[j tXhnk ezw eo ;ed/ jB i/eo T[BQK Bkb jwdodh tkb fttjko
eoe/ T[BQK Bz{ ekoi eoB bJh gqfos ehsk ikt/A
T[;B/ ftPtk;K$XkoDBktK$fcbk;ch dk d{ik ;zrqfj B{z f;XKs tkJh (Theory Y) efjzd/ jB. 1950 ftu
fdZsk. fJ; dh XkoDBktK jB L

(i) wkBt ezw ftu T[Bh jh o[uh oZydk j? fizBh y/v ftu,  i/eo ;zrmB dk tksktoD fBZxk ns/ T[;  gqpzXB
d[nkok ƒ wB[ZyK tkbk fttjko fdZsk ikt/l

(ii) ftnesh$eowukoh fizw/tkohnK ukj[zd/ jBl
(iii) fizw/tkohnK Bkb T[BQK dh T[u gZXoh io{osK g{ohnK jz[dhnK jBl ns/
(iv) fJj T[Zu gZXoh io{osK jB nfjw (Ego),  ;t?̂ ;Zsk ns/ nksw gqkgsh nkfd, nkX[fBe wkBt dhnK fJj

io{osK gq/oDk Bkb g{ohnK ehshnK ik ;edhnK jB.
X f;XKs d/ nB[;ko fJe nkr{$gqpzXe y[d w[ysko (autocrat) j'Dk ukjhdk j?, id'A fJ;d/ T[bN f;XKs
Y d/ nB[;ko nkr{nK dk fttjko iBsKfsqe (Democratic) j'Dk ukjhdk j?. fJ; f;XKs d/ fJj sZs
jB L

(i) eowukohnK B[z wkBt ;wM e/ fttjko eo'l
(ii) fJj nkr{ dk coi j? fe T[j eowukoh ƒ gq/fos eo/, fe T[j ;zrmB gqsh nkgDk g{ok i'o bk e/ ezw

eoBl
(iii) ;zrmB ƒ finkdk ekoro pDkT[D bJh, eowukohnK dk wB'pb u[eDk gt/rkl
(iv) nkr{ finkdk gqGktPkbh j'Dl ns/
(v) nkr{ ƒ ;zrmB ftu ezw dh ftt;Ek ns/ nfijh gfo;fEshnK g?dk eoBhnK ukjhdhnK jB fiBK Bkb

eowukoh ns/ ;zrmB d/ T[d/PK dh gqkgsh ehsh ik ;e/. d{i/ PpdK ftu eowukoh X Bjh jB T[j
Y jB.

2H2H9 f;XKs Z iK igkBh gqpzXe fttjko ns/ gq/oDkswe ouBk (theory Z or Japanese Management

Practice and Motivational Pattern)

fJj igkBh fttjko ns/ gq/oDk ouBk XkoD eoB d/ jkwh jB. William G. Ouchi fJ; f;XKs dhnK gzi
ftnkge ft;/aPsktK dh ;bkj fdzd/ jB L
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(i) ftPtk; (Trust), (ii) eowukohnK ns/ ;zrmB ftueko wip{s ieV (Bond), (iii) eowukoh ;zfbgssk
(Involvement), (iv) e'Jh th o;wh ;to{g BjhA j'Dk ukjhdk ns/ (v) wB[ZyK dh nkg;h skbw/b.
Ouchi d/ nB[;ko ftPtk;, J/esk ns/ y[ZbQkgD, nkg; ftu ;zpzfXs jB ns/ fJe gqGktPkbh ;zrmB bJh io{oh
jB.
;zrmB ns/ eowukohnK ftu wip[{s ieV (Bond) bJh ;zrmB ftu fizdrh Go bJh B"eoh fit/A igkBh gqpzXB
T[gbpX eodk j?. fJ; s'A fJbktk ;[oZfynk, ;fEosk ns/ fBZxk ekoi tksktoD, e[M j'o sohe/ jB.
eowukohnK dh ;zfbgssk (Involvement) T[BK dh gqpzXB ftu noEg{oD Gkrhdkoh j?. fJ; Bkb fiZE/
eowukohnK tb'A gqshpXsk (commitment) j[zdh j?, T[ZE/ fBoD/ b?D dh gqfefonk ftu Pkfwb j' e/ T[j wkD
nB[Gt eod/ jB. e'Jh th o;wh ouBk, ;zrmB ftu ;w{j ekoi (Team work) s/ I'o BjhA fdzdh, fi; ftu
GkrhdkoK ftu ;w{j GktBk (Team Spirit) g?dk jz[dh j?l fJj ;wZf;nktK ;[bMkT[D ns/ ;cbsk bJh ohV dh
jZvh jB.
;w{j dk nkr{ eowukohnK ftu skbw/b g?dk eodk j?l fJ; Bkb ;zrmB ftu fJe ;KMk ;zrmB ;fGnkuko
ns/ ;wM dk ftek; jz[dk j?.

fJ; f;XKs nB[;ko nkr{ d/ fJj ekoi jB L
(i) eowukohnK d/ ekoiK ftu skbw/b g?dk eoBkl
(ii) fJe ;w{j (Team) dh f;oiBkl
(iii) fJe ;zrmBkswe ;fGnkuko dh ;EkgBk eoBh fi; ftu ;zrmB d/ T[d/PK dh g{osh Bkb eowukohnK

d/ T[d/PK dh g{osh th j' ;e/l
(iv) nkr{ eowukohnK B[z ekoi, T[; dh ;wZf;nktK ns/ T[BQK d/ jb ftu Gkrhdkoh bJh T[sPkfjs eodk

j?l
(v) fJ; Bkb eowukohnK d/ ezw ftu ;zfbgssk tZXdh j? feT[Afe eowukoh ;wZf;nk ns/ T[; d/ jZb

ƒ ;wMdk j?, T[; ƒ fBoD? b?D ftu Pfkwb eoB eoe/, T[j ;zrmB dk g{ok ;kE fdzd/ jBl
(vi) fJj f;XKs nkr{ B[z d{ofdqPNh ngDke/, ;zrmB d/ ftek; bJh bzp/ ;w/A dh ;'u bJh jz[rkok Godk

j?l
(vii) nkr{ nkfrnk ns/ fB:zsqD dh EK ftPtk; ns/ J/esk g?dk eodk j? fi; Bkb T[;B{z nfXekoh ti'A

wkBsk fwbdh j?.
(viii) ;zrmB ftu r?o^otkfJsh ;zuko d/ sohe/ ns/ ekor[ikoh wkgB bJh fotkfJsh wkg tos/ iKd/ jBl

ns/
(ix) nkr{ ƒ ftnesh, ;w{j ns/ ;zrmB d/ T[d/PK dh gqkgsh bJh eowukohnK B[z jZbkP/oh d/Dh ukjhdh

j?.
fJ; bJh fJj f;XKs g{oh soQK nkr{ d[nkok eowukohnK ftu gq/oDkswe sZs d/ pdbkT[ dk jkwh jBl fJj
Pbkxk d{i/ f;XKs BjhA eod/.
go fJj f;XKs e/tb igkBh ;fGnkuko ftu jh ;cb j?. gZSwh ;wkfie ;fGnkuko ftnefse (Individual

Based) j? fiE/ dk fB:w j? oy' s/ ev' (Hire and fire) j?. fJZE/ T[wo Go dh B"eoh Bk sK ;zrmB fdzd/ jB,
ns/ Bk jh eowukoh T[wo Go bJh fJe ;zrmB Bkb i[V/ ofjzd/ jB, T[j sK T[Bsh dhnK BthnK EktK bZGd/
ofjzd/ jB. fJ; bJh ;zmrB ns/ nkr{ tb tckdkoh (Loyality) nkw eoe/ n;[Gkfte jh j?. Gkos ns/
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:{Hn?;HJ/H ftu ftPtheoD (globalization) ns/ nB/esk tkb/ ;wki d/ ekoB, ;zrmB ftu, tZy tZy y/soK,
fe;wK, tyoh GkPktK, fgS'eVK, ikshnK, B;bK, nkdsK, ;fGnkukoK, XowK nkfd d/ b'e T[~E/ jz[d/ jB. fJj
nB/esktK jh n"eVK (barriers) g?dk eodhnK jB. Gkosh gqGktsk tkb/ ;wki (authoritarian society) ftu
e'Jh th ;zrmB ;zouBk (structure) ns/ nEkoNh (Authoirty) fpBK BjhA ub ;edk. fJ; bJh igkBh f;XKs
ƒ T[; d/ w{b o{g ftu ngDkT[Dk w[Pfeb brdk j?.
2H2H10 f;XKs R (Theory R)

fJ; f;XKs dk nkXko Adderson B/ ofynk. fJ; dh w{b fcbk;ch “ftnesh dk w[Zb” (Value of the person)

j?. fJ; dhnK XkoBktK ftu jB L
(i) b'e fgnko, fJZis ukj iK ;fjwsh d/ GZ[y/ j[zd/ jB. T[j ezw tkbh EK s/ jZbk^P/oh ns/ fJIs ukj[zd/

jBl
(ii) i/eo fszB' w[y io{osK ekoi EK s/ g{oh j' ikD sK eowukohnK ftueko ;t? wkD g?dk j' iKdk j?.

fJ;dk T[sgkdesk, ezw dh r[DtZsk ns/ eowukohnK d/ wB'pb s/ ;ekokswe gqGkt g?Adk j?l
(iii) ekoieosk ns/ nkr{ ftu ;zpzX nkg;h fJZis s/ wkB s/ fNe/ j'D ns/ d'B'A fJe d{i/ ƒ wB[Zy ;wMDl
(iv) ekoieosktK ns/ nkr{ ftueko ;zpzX T[sgkdesk, ezw dh r[DtZsk, ns/ eowukohnK d/ wB'pb

tXkT[D ftu ;jkfJe j[zd/ jBl
(v) b'e w{b o{g ftu ezw eoBk ukj[zd/ jB, ezw eoB ftu wkB s/ fJZis ;wMd/ jBl
(vi) ekoi tksktoD T[BK ƒ f;oie, ;fjekoh ns/ T[sgkdesk tkbk pDkT[Adk j?l
(vii) nkr{ B/ mhe ekoi eosk ƒ mhe ekoi ;"AgDk jz[dk j?l
(viii) nkr{ ƒ ekoieosk Bkb nkg;h fJZis tkb/ ;zpzX pDk e/ T[BK ftu ;t?^wkD dh GktBk g?dk eoBh

ukjhdh j?l ns/,
(ix) nkr{ ƒ ;w{j pDk e/ fBZxh ekoi ;fGnsk dh f;oiDk eoBh ukjhdh j? fijVh T[sgkdesk ns/ ezw

ftu r[DtZsk g?dk eo ;e/.
fJj ftuko nkr{ d/ ekoiK ns/ gqfefonktK ƒ ;/X gqdkB eod/ jB.

2H2H11 nkr{ dh G{fwektK ns/ ekoiK dh s[bBk (Comparison of Roles and Functions of Leadership)

;NkrfvZb (Stogdill) d[nkok T[bhe/ g[oksB$otkfJsh f;XKs nB[;ko nkr{ d/ fJj r[D jB L
(i) :'iBkpzdh, (ii) ftt;Ek ns/ (iii) fB:zsqD
pknd ftu fJBQK ftu e[M ekoi j'o i'V/ rJ/ L
(iv) skbw/b g?dk eoBk, (v) fBohyD eoBk ns/ (vi) gq/oDk gqdkB eoBk.
fJj ;zrmB d/ gqpzXe d/ Bt/A ekoi jB.
fttjkfoe (Behavioural) f;XKs nkr{ d/ fJj r[D frDd/ jB L

(i) T[d/PK B[z gfoGka;s eoe/, Nhu/ tb ;/X gqdkB eoBkl
(ii) ;w{je ekoi gkbBk ƒ nrKj tXkT[Dkl
(iii) ;w{je feqnktK ns/ nkg;h fefonktK B[z nZr/ b? ikDkl
(iv) ;w{j ftu fJeo{gsk ns/ ;w{j w?ApokB ftu ;zs[PNh g?dk eoBkl
(v) ;w{j ;zouBk gqdkB eoe/ T[;dh ;zGkb eoBhl ns/
(vi) Nhu/ gqkgsh bJh ;kXB i[NkD/.
ekfJnk ebg nrtkJh (Transformational Leadership)d/ j/m fby/ ekoi s/ G{fwektK jB L
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G{fwek ekoi

;zukoe d{finK pko/ ikDekoh gqkgs eoBhl
(Communicator) nkgDh fBih teko g?dk eoBkl

fBrw d/ o{g dk ;zuko eoBkl
d{finK B[z mhe ;wMDkl
fdbu;gh dk ;zukol
d{finK dhnK T[gbpXhnK dk wkB eoBkl
fBoD? d/D/ ns/ ;zt/rK s/ fB:zsoD oyD/l
nkg;h MrV/ fBgNkT[D/l ekoro,
nkBzdwJh ;zpzX pDkT[D/, d{finK ftu
;t?^w[b g?dk eoB/l d{finK ƒ PeshPkbh
pDkT[Dk ns/ T[sPkfjs eoBkl
d{finK Bkb b'V g?D s/ ekoro NZeo b?Dh

;bkjeko d{finK dh ;wZf;nktK ƒ gfoGkPs eoB ns/ ;wZf;nktK B{z
mhe eoB ftu wdd eoBh,

(Counselor) d{finK ƒ gqkgsh :'r T[d/P gqkgsh ftu wdd eoBhl
d{finK ƒ :'iBktK ƒ ;wMD ns/ w[bKeD eoB ftu ;jkfJskl
d{finK ƒ fefonktK eoB bJh gq/oDk gqdkB eoBkl
d{finK ƒ :'iBk g{ohnK eoB ftu wdd s/ jZbkP/oh d/Dhl
T[gbpXhnK B[z ;wMDk ns/ ;bkj[Dkl
xZN ekor[ikoh tkfbnK ƒ mhe eoBkl ekoro jtkb/ d/D/l
b'eK d/ siofpnK dk T[fus ;w/A bkG T[mkT[Dkl
b'eK ƒ Nhu/ gqkgs eoB dh f;ybkJh d/Dhl
b'eK ƒ BthnK G{fwektK bJh fsnko eoBkl ns/
ekor[ikoh dk w[bKeD eoe/ T[fus gosh ;{uBk iK chv p?e d/Dh.

wPtok d/D tkbk ;zrmB bJh b'e ;zgoe nfXekoh d/ ezw eoB/l
(Consultant) ;bkj wPto/ dh fefonktK dh tos'Al

fBrw dk w[Zb (value) ns/ ;fGnsk (culture) dk ftek;l
d{finK ƒ T[d/P gqkgsh dh ;g[odrh eoBhl
nkgDh nrtkJh ƒ ekƒBh pDkT[Dkl
;w{j ns/ i[ZN ftek; ƒ tXkT[Dkl
nkdoPK, w[ZbK ns/ ftukoK B[z ;gZPNsk gqdkB eoBhl
d{odofPsk ns/ wzstK dk ;zuko eoBkl
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;zrmB dhnK io{osK ns/ ;wZf;nktK ƒ nKeDkl
ftxB gkT[D tkb/ w?ApokB Bkb fBgNDKl
wjZstg{oD ;{uBktK pko/ y'i ns/ gq;s[sheoDl ns/
wB[Zyh ;kXBK pko/ :'iBkpzdh, T[BK ftu skbw/b
g?dk eoBk ns/ ftek; eoB.

(Every officer is a leader : transforming leadership in police, justice and public safety by Terry D.

Anderson and other 2000)

2H2H12 bkfJpq/oh nrtkJh (Library Leadership)

jo fJe bkfJpq/ohnB nkr{ (Leader) j[zdk j?. T[; B{z nkw eoe/ ;zrmB d/ gqpzXe d/ ekoi eoB/ g?Ad/ jB.
fJj jB L
(i) BhshnK dk fBowkD, (ii) :'iBkpzdh, (iii) ftt;Ek, (iv) wB[Zyh ;kXBK dk gqpzXB, (v) ftZsh ;kXBK dk gqpzXB,
(vi) ;/XK ns/ (vii) skbw/b. bkfJpq/oh dk nkr{ j'D eoe/ T[; ƒ fJj ekoi th eoB/ g?Ad/ jBl
(i) fwZE/ T[d/PK ns/ NhfunK ftu b'VhAd/ pdbkT[ eoB/l
(ii) wB[Zyh ;kXBK dk ftek;l
(iii) BthBheoD dk ;[nkrs ns/ T[;d/ gq;ko/ ftu wdd eoBkl
(iv) ;[ykDh ekoi ;fGnsk dh f;oiBkl ns/
(v) ;woZEktK dh ;g[odrh iK ;fjGkrh gqpzXB ƒ T[s;kfjs eoBk.
2H2H12H1 bkfJpq/oh nkr[ d/ ekoi (Functions of Library Leader)

bkfJpq/oh dh bhvofPg B{z :[esh :[es :'iBkpzdh nB[;ko gqDkbh gj[zu d[nkok j/m fby/ ekoi eoB/ ukjhd/ jB
(i) d{o^fdqPNh (Vision)

“;z;ko ftu nkr{ finkdkso gfoDkw gqkgs eoB tb jz[d/ jB” fJj eEB Warren Bennis and Nanus Berr

dk j?. fJj nkr{ gqkgs j'D tkb/ Nhu/ tb g{oh d{o^fdqPNh oyd/ jB. feT[Afe d{o^fdqPNh Bk j'D s/ nkr{ feZXo
ikt/rk ns/ feZE/ bJh nrtkJh gqdkB eo/rk < d{o^fdqPNh fe;/ th nkr{ bJh gfjbh b'V j?.
bkfjpq/oh nkr{nK ftu th fJj r[D j'Dk ukjhdk j?. T[BK ƒ d{o^fdqPNh (T[j bkfJpq/oh ƒ feZE/ b? ikDk ukjz[d/
jB) ns/ :'iBkpzdh ftu nzso eoBk ukjhdk j?. d{o^fdqPNh dh G{fwek finkdk wjZstg{oD j?.
bkfJpq/oh d/ fJe ekoro nkr[ B/, bkfJpq/oh ;zrmB ƒ BthnK u[B'shnK dk w[ekpbk eoB bJh Bt/Â Bt/A w'e/ bZGD/
g?Ad/ jB, fJ; bJh bkfJpq/oh d/ GftZy dh g{oh s;tho T;dh nZyK nr/ j'Dh ukjhdh j?. fJ; Bkb eowukohnK ƒ
S'N/ S'N/ bkGK ƒ SZv e/ uzr/ GftZy dh gqkgsh eoB ftu ;jkfJsk fwbdh j?.
(ii)  d{finK ƒ Bkb b?Dk wB[Zyh ;kXBK dk ftek; (Involving Others/Developing Human Resources)

nkr{ ƒ e/tb ;zrmB d/ GftZy pko/ d{o^fdqPNh BjhA j'Dh ukjhdh pbfe T[; ƒ d{finK B[z th nfijh d{o^fdqPNh
pDkT[D ftu ;jkfJsk eoBh ukjhdh j?. i/eo d{i/ eowukoh bkfJpq/oh d/ Gfty dh f;oiDk eoe/ T[; ƒ
gfoGkfPs eoB ftu ;cb ofjzd/ jB, sK T[j d{o^fdqPNh Bkb t/y/ bkfJpq/oh Gftzy ƒ ngDkT[D ftu e'Jh Bk
BjhA eoBr/.
bkfJpq/oh nkr{ ƒ, bkfJpq/oh eowukohnK ƒ nkgD/ GftZy d/ o{g ƒ gqkgs eoB ftu g{oh ;jkfJsk eoBh ukjhdh
j?. i' T[j ukj[zd/ jB, T[; pko/ jh ;'uDk ukjhdk j? ns/ i' T[j ;'ud/ jB, T[; B[z io{o gqkgs eoBk ukjhdk
j? T[BK dh eEBh ns/ eoBh ftu nzso BjhA j'Dk ukjhdk. fJ; Bkb fJBQK d/ ftukoK dk gsk ubdk j?.
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T[j ;wMd/ jB fe Bt/A ftukoK, pdbkT[ iK GftZy ƒ ngDkT[D bJh eowukohnK s/ i'o ipod;sh BjhA ehsh
ik ;edh. T[BQK B[z nkgDh d{o^fdqPNh d/ gqsh eowukohnK B[z fbnkT[D bJh brksko e'fPPK eoBhnK
ukjhdhnK jB. T[BK B[z eowukohnk ƒ fJsBk fte;s eo d/Dk ukjhdk j? fe T[j nkr{ d/ ftukoK ns/,
d{o^fdqPNh ƒ ;wM e/ ngDkT[D ƒ fsnko j' ikD. fJj mhe j? fe T[BK B[z fJj gsk Bk j't/ fe fet/A eoBk
j? < b'e fet/A ezw eod/ jB < go T[BQK ƒ fJj gsk j'Dk ukjhdk j? fe eh eoBk j? < fJj bkfJpq/oh nkr{nK
bJh fJe tZvh u[B"sh j?. bkfJpq/oh d/ feZs/ ftu s/ih Bkb pdbkT[ nk oj/ jB. fJe fJSZs GftZy tb tXD
bJh, bkfJpq/oh nkr{nK ƒ nkgD/ eowukohnK dk ftek; eoe/, T[BQK ƒ T[d/P gqkgsh bJh nkgDh d{odfoPNh
nB[;ko Ykb e/ T[BK dh jo ;zGt wdd eoBh ukjhdh j?.
2H2H12H2 BthBheoD ns/ f;oiDk (Innovation and Creativity)

ftfrnkBe y'iK s'A fJj gqrN j' u[Zek j? fe BthBheoD ns/ f;oiDk, pdbkt bJh io{oh jB. fJ; bJh ;dk
fJBQK ƒ T[s;kfjs eoBk ukjhdk j?. T[j i[N iK ftnesh fijV/ ;'u ftuko e/, :'iBkpzdh eoe/ ekoi eod/
jB, T[BK dh jw/Pk fiZs jz[dh j? ns/ T[j ;dk ;G s'A nZr/ ofjzd/ jB. g{ot XkoBk (expectations)

jw/PK pDkT[DhnK ukjhdhnK jB. fJj ;cbsk tb b? iKdhnK jB. fJ; Bkb Bt/A GftZy d/ okj y'bQD ftu
;jkfJsk fwbdh j?.
;kv/ eJh T[~dwh bkfJpq/oh nkr{nK B/ ;dk Bt/A o;s/ ftykJ/ jB. T[j f;oiDjko ns/ BthnK ;'uk bJh,
tuBpZX ;B. w/bftb fv:[Jh, vkH ozrkBkEB, vkH i? n?;H P/ok nkfd e[M Bt/A o;fsnK s/ ubD tkb/ ;B. T[BQK
B/ nkgD/ eowukohnK ns/ ftfdnkoEhnK ƒ BthAnK BthAnK ftXhnK f;ybkJhnK.
2H2H12H2H1ro[g ns/ ekog'o/N^gqpzXB ( Group and Corperative Manegement)

ro[g dk Gkt ezw eoB tkbhnK dk i[ZN iK ;w{j. fJj T[BK eowukohnK dk ;w{j jz[dk j? fijV/ fJesqs j'
e/ fJe d{i/ Bkb ;fjekoh fttjko eoe/, skbw/b Bkb ;zrmB d/ T[d/PK ns/ NhfunK ƒ gqkgs eoB dk T[gokbk
eod/ jB. fJBQK ftu T[d/PK, tckdkoh, itkpd/jh, ns/ tuBpZXsk ftu fJe;[osk tor/ r[D jz[d/ jB. T[BQK ftu
nkg;h ftPtk;, uzrk ;zuko, ns/ Y[ethA nrtkJh dh ;'u jz[dh j?.
bkfJpq/oh nkr{ ƒ, bkfjpq/oh eowukohnK ƒ, bkfJpq/oh gqDkbh dk nfjw fjZ;k ;wMDk ukjhdk j?.
bkfJpq/oh fJe feos gqXkB ;z;Ek j?. gfjbhnK bkfJpq/ohnK seBheh ftu fBg[zBsktK, ;zrqfj ftek;, torheoB,
;{uheoB, ;zdoG ;/tk s/ i'o fdzdhnK ;B. fJBQK seBheK fBg[zBsktK B/ bkfJpq/oh B[z T[Zswsk ftu nr/ fbnkdK.
T[dkjoD bJh bkfJpq/ohnK ns/ T[BQK d/ fgsoh ;zrmB uzr/ gkm ;wZroh ;zrqfj j'D s/ wkD eod/ ;B.
j[D ;wK pdb fojk j?. j[D bkfJpq/oh nkgD/ tos'AekoK dh b'VK f;oc uzr/ ;zrqfj d/ nkXko s/ jh g{ok BjhA
eo ;edh pbfe ;zrqfj gjz[u (Access) Bkb th T[d/P g{osh j' ;edh j?. fJ; bJh bkfJpq/ohnK B[z ;zrms j'D
d/ Bks/ gfjbhnK bkfJpq/ohnK s'A nkgD/ nkg ƒ tyok eoe/ nkgDh gqDkbh d/ wB[Zyh ;kXBK dk ftek; eoBk
ukjhdk j? ns/ T[BQK ftu fJe i[N j'D dh GktBk g?dk eoBh ukjhdh j? sKfe T[BQK s'A tZX s'A tZX bkG T[mkfJnk
ik ;e/. T[BQK ƒ nkgD/ wB[Zyh ;kXBK dk ftek; eoe/, T[BQK ftu nrtkJh dh GktBk g?dk eoBh ukjhdh j? ns/
pkjo'A th fBg[zB nkr{ u[DB/ ukjhd/ jB. nfijk ;wz{j g?dk eoBk ukjhdk j? fe T[BQK ftu ;zuko iK tuBpZXsk
ns/ itkpd/jh iK gosh ;{uBk (chv p?Ae) dh xkN Bk ofj ikt/. nfij/ ftek; dh b'V jo gZXo s/ j?.
eowukohnK ƒ ;KG e/ T[BK d/ g[Bo fBowkD bJh g[Bo f;Zfynk gqdkB eoBh ukjhdh j?. bkfJpq/ohnBK ƒ nkgD/
T[d/PK, G{fwektK ns/ ;/tktK dk g[Bo w[bKeD eoBk ukjhdk j?.
;w{j iK i[ZN fBowkD bJh, fXnkB ;w{zj w?ApoK ns/ T[BQK dh ;woZEk s/ j'Dk io{oh j?. ;w{j dh ;gZPN
d{odofPsk, ekoi T[d/P ns/ Nhu/ j'D/ ukjhd/ jB. T[BQK ƒ T[d/P gqkgsh bJh, ekoi y/so d/ fB:wK ns/ ;w/A
pZXsk dh g{oh ;wM ns/ ikDekoh j'Dh ukjhdh j?. Nhw d/ w?Apo ekoi ftu x[b/ fwb/ (involved) j'D/ ukjhd/
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jB. T[gbpXhnK dh gVskb j'Dh ukjhdh j?. ;ko/ ;dZ; itkpd/jh (responsibility) ns/ nfXeko (Authority)

wkDB. fJe ;KMh ekoi ftt;Ek$;fGnsk dk fBowkD j'Dk ukjhdk j?. ;w{j B[z g{oh gq/oDk fwbDh ukjhdh j?
ns/ T[BK ftu ftnkge ;fjwsh j'Dh ukjhdh j?. ;w{j dk jo ;dZ; nkgD/ nkg ƒ wjZstg{oD ns/ io{oh ;wM/ . ;w{j d/
ftek; bJh ftPtk;, fJZis, nksw ftPtk;, wkD, bue nkfd io{oh sZs jB. gqpzXB dh ekorosk ;wMdkoh
ns/ ;zuko s/ nkXkos jz[dh j?. bkfJpq/oh nkr{ B[z pdbd/ gfogZy ftu, fet/A ;zuko eohJ/, nfd pko/ f;yDk
io{oh j?.
pdbkt s/ih Bkb j' oj/ jB. fJ; bJh bkfJpq/oh ƒ fJe pj[gZyh ;zrmB j'Dk io{oh j?. fJ; ftu ;fjGkrh
gqpzXB ƒ ;fj fwbDh ukjhdh j?. ;w{j nksw ;/X (self-directed) tkb/ j'D. fJ; bJh ;w{j d/ jo ;dZ; ftu
nrtkJh d/ r[D j'D sK i' pdbd/ gfog/y ftu b'V g?D s/ jo fJe, nkr{ dh G{fwek fBGk ;e/. fJBK fBg[zBsktK
s'A tKM/ b'e ;dk xkN/ ftu ofjzd/ jB.
2H2H12H3 gq/oB ekoi ;fGnsk dh f;oiDk (Create Conducive Work Culture)

;zrmB dh ;fGnkukoe ;wM nkr{ bJh io{oh j? feT[Afe T[; B/ ;zrmB ƒ nrtkJh gqdkB eoBh j?. jo ;zrmB
dhnK, pkjoh n"eVK s'A fBgND bJh ns/ nKsfoe J/esk bJh, e[M ;fGnkuko j' ns/ XkoDktK jz[dhnK jB.
fJ;h soQK jo bkfJpq/oh d/ fJe ekoi ;fGnkuko (Work Culture), iK fttjko dhnK wzBhnK j'JhnK e;"NhnK
(Norms) j[zdhnK jB fijVhnK eowukohnK, g/P/ekoK ns/ gqpzXeK ftu ftnkgs jz[dhnK jB. fJj sZs bhvoK
ƒ Bk pdbD tkb/ iK pdbkT[ fto'Xh pDk fdzd/ jB, fi; eoe/ BthBheoD, f;oiDk, p[ZXhwsk, Y[ethA seBheK
ns/ gofefonk dh xkN g? iKdh j?.
bkfJpq/ohnK ftu tksktoD tos'AekoK dhnK g{ot XkoDktK (expectation), ;{uBk gqkgs eoB d/ fttjko, ;zrqfj
pDso, ;zrqfj ftek;, ;t? ubB ns/ B?Ntofezr ftu s/ih Bkb pdbkT[ nk oj/ jB. gozgok bkfJpq/oh ;fGnsk
w[cs ;{uBk gjz[u ns/ frnkB ;q'sK dh bkfJpq/oh d/ nzdo tos'A, iK tos'A bJh w[Zb s/ fNeh ;h. fJ; bJh
gqb/y ;zrqfj ftt;Ek, ;zGkb ns/ gq;ko bkfJpq/oh d/ w[y ekoi ;B. fJj bzph ns/ wjZstg{oD fotkfJs ojh
j?.
21 thA Pskpdh d/ tksktoD pdbkT[ B/ bkfJpq/oh nkr{nK nr/ ftukoXkok B[z pdbD dh u[D"sh yVh eo fdZsh
j?. Bt/A tos'AekoK dh b'VK ƒ g{ok eoB bJh bkfJpq/oh nkr{nK ƒ, nkgD/ ekoiK, fttjkoK ftu pdbkT[, T[BQK
dh g[Bo ouBk eod/, bkfJpq/oh ekoi ;fGnsk ftu ;'X dh b'V g? rJh j?. T[BQK ƒ ;wki s'A ;jkfJsk b?D
bJh, ;wki ;w{j dh io{osK ƒ g{ok eoe/ ofjD bJh, fJe ;fji ekoi ;fGnsk dh f;oiDk dh b'V j?. T[BQK
ƒ ;w[uh r[Dtsk gqpzXB (Total Quality Management) gqDkbh gj[zu ngDkT[Dh g? ojh j? fi; Bkb T[j nkgD/
nKsfoe ns/ pkjoh tos'AekoK gqsh ;/tk d/D dh fizw/tko pD iKdh j?. fJ; bJh T[; ƒ ;dk ;ktXkB ofjD
dh b'V j?. bkfjpq/oh nkr{ B[z tos'AekoK s/ fXnkB d/D dh b'V j? ns/ fJ; bJh ;w[Zu/ ;zrmB dh ;fjGkrsk
io{oh j?.
2H2H13 ;zuko (Communication)

2H2H13H1 G[fwek (Introduction)

;zuko fe;/ ekoro ;zrmB bJh io{oh j?. fJj T[Zgo s'A Bhu/ ns/ Bhu/ s/ T[Zgo ƒ ns/ ;wsb, Gkt ;kEh
eowukohnK ftueko ubdk ofjzdk j?. ;{uBk d/ ;[B/j/ G/iB bJh fJj io{oh j? ns/ gqpzXeK dk finkdk ;wK
fJ;/ ekoi ftu you jz[dk j?. ;zuko fBoD? b?D bJh fijVk ;{uBk ekoi skbw/b, nk;kB fefonktK, :'iBktK
ns/ gq'rokwK d/ ubkT[D, ekoro ns/ gqGktPkbh ekoi gqDkbh nkfd bJh io{oh j?. fJ; bJh ;zuko gqpzXB
ns/ nrtkJh fJe io{oh ekoi j?. u?;No nkJh poBkov d/ nB[;ko, ;zuko gqpzXBe dk ;G s'A gfjbk ekoi
j? gqDkbh ftu eowukohnK ns/ ;zrmB d/ T[d/PK ƒ i'VD tkbh wjZstg{oD Pesh j?. ghNo voeo d/ nB[;ko
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gqpzXe d/ ekoi dk w{b jfEnko ;{uBk j?. gqpzXe ns/ nkr{ d/ ;ko/ ekoi ;{uBk ;zuko s/ nkXkfos jz[d/ jB.
o;wh iK r?o^o;wh ;zrmBK dh ouBktK ;zuko gqDkbh d/ ;kXB jh jB. ;zuko ekoro ;w{j ekoiK, gqpzXB
ns/ nrtkJh dk w{b ;kXB j?.
2H2H13H2 noE ns/ gfoGkPk (Meaning and Definition)

;zuko dk nzrq/ih Ppd Communication j? fijVk bkshBh GkPk d/ Ppd “Communis” fi; dk Gkt Common

(;KMk) j?, s'A fBefbnk j?. ;zuko dk noE, ftuko iK ;{uBktK ;KMhnK eoBhnK jB. ;{uBktK iK ypoK dk
b?D d/D pdbDk iK gq;koD ;zuko efjbkT[Adk j?. nke;c'ov fJzrfbP fvePBoh d/ nB[;ko ;zuko dk noE,
“ftukoK iK frnkB dk w"fye, fbykJh iK fuzBQK d[nkok, d/Dk, efjDk iK pdbBk j?.”
;zrmBkswe ;zuko dk noE, “fJe d{i/ s/ nkXkfos ;zpzXK d/ B?Ntoe ftu n;fEosk Go/ tksktoD ftu ezw
eoB bJh ;[B/jK dh f;oiDk iK pdbD dh gofefonk j?.”
fJ; bJh ;zuko, ;[B/j/ iK ;{uBk G/iB tkb/ s'A gqkgs eoB tkb/ se fe;/ wkfXnw d/ iohJ/ G/iB dh gofefonk,
ns/ fJ; dh (;[B/jk iK ;{uBk) gqshfefonk iK gosh ;{uBk (Feed back) j?. ;zuko fe;/ ;w{j gqfefonk dk
nkXko j'D eoe/ fe;/ ;zrmB, i' tk;st ftu ;w{j dhnK T[d/P gqkgsh bJh ehshnK gofefonktK jh jB, dk
th nkXko j?.
2H2H13H3 b'V (Need)

;zrmB ftu d{o^fdqPNh (Vision), Nhu/, ekoi T[d/P, f;oiDk eoB ns/ ;zuko eoB bJhl :'iBktK, g'qrokw
ns/ fBPkB/ T[GkoD bJhl wB[Zyh, ftZsh ns/ d{i/ ;q's ftt;Es eoB bJh, ;{uBk go;koB, wkBth ;kXBK dh
nrtkJh, fB:zsoD ns/ ;/X bJhl T[BQK s'A gosh ;{uBk (feed back) gqkgs eoB bJh ns/ ekoro ns/
gqGktPkbh ekoiK bJh ;zrmB ;fGnsk (organizational culture) ns/ tksktoD bJh ;zuko io{oh j?.
2H2H13H4 fe;wK (Types)

;zrmB ftu ;zuko ƒ j/m fbyhnK Pq/DhnK ftu tzfvnk ik ;edk j? L
(i) w"fye ;[B/j/, nkfrnk fJ; ftu rZbpks, GkPD, fiojk ns/ ftuko-tNKdok nkT[Ad/ jB.
(ii) fbfys :kd gZso, ;bkjK, yZs ns/ fNZgDhnK fJj fby/ iK Sg/ jz[d/ jB.
(iii) r?o^w"fye iK ;ohoe GkPk nZyK d/ fJPko/ L fJBQK ftu ;ohoe fJPko/, w[;eokT[Dk, nZyK eYDhnK

iK g'Pke nkfd nkT[Ad/ jB, go fJj ;fGnsk s/ nkXkfos jz[d/ jB.
fJBK s'A fJbktk ;zuko d/ fJj o{g th j' ;ed/ jB L

(a) o;wh id'A ;[B/jk dcsoh j't/l
(b) r?o^o;wh id'A ;[B/jk$;{uBk w"fye j't/. fJ; ƒ ro[Zg tkfJB th efjzd/ jB, i/eo w"fye ;[B/j/ dh

fbys dcsoh g[PNh Bk j['t/.
(a) o;wh ;zuko (Formal Communication)

o;wh ;zuko fszB fdPktK ;wsb (Horizontal), Bhu/ tb (Downward) ns/ T[Zgo ƒ (Upward) eodk j'.
;zrmB ftu o;wh ;zuko dk Gkt fe;/ T[d/P bJh ehs/ ;w/A^;w/A f;o nKsfoe ;zuko s'A j?. fJj gqrN eodk
j? fe fe; B/ fBoD/ b?D/ jB ns/ b'e s/ gofefonktK fet/A fJe ehs/ Bkb o;wh s"o s/ i[VhnK jz[dhnK jB.
fJj ;gZPN eodk j? fe T[u gZXo s/ e"D j? < e"D fBohyD eo/rk ns/ e"D nXhB ekoi eo/rk.
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(fuZso o;wh ;zuko gofefonktK)
(i) T[Zgo s'A Bhu/ ;zuko (Downward Communication)

fJj ;zuko T[Zu nfXekoh s'A nXhBK tZb fe;/ wzst, ftXh, gqfefonk, nkfrnk bJh jz[dk j?. ;zrmB d/ tZvk
j'D s/ fJj ;zuko eJh gZXoK s'A j' e/ r[iodk j?. nXhBK B[z fjdkfJsK ;/XK, nkfrnk nkfd d/DhnK jz[dhnK jB.
fJj w"fye ;[B/j/, GkPB, tkosk iK fby/ rPsh gZso (circulars), gZso, ;{uBktK, :kd gZso nkfd j' ;ed/
jB. fJBQK ftu nkw eoe/ ;[B/jK dh Gowko jz[dh j?. B/wktbhnK (Manuals), feskpuh (Hand books),

;{uBktK, :kd gZso, p[b/fNB nkfd fJsBh ;zfynk ftu jz[d/ jB fe eowukoh fJBQK B[z gVQ iK ;zGkb BjhA ;ed/
ns/ eJh pkoh fJBQK dh gqkgsh fJe wPhB dh soQK eod/ jB. fJ; eoe/ fJj gqGktjhB j' iKd/ jB.
(ii) T[Zgo tb ;zuko (Upward Communication)

fJj T[Zgo s'A Bhu/ tb ;zuko s'A fpbe[b T[bN j?, fJj nXhBK s'A T[gob/ nfXekohnK tZb iKdk j?. fJ; d[nkok
nXhBK ƒ w"ek fwbdk j? fe T[j nkgDhnK T[gbpXhnK, ftukoK iK w[PfebK pko/ nfXekohnK B[z ;{fus eo
;eD.
T[Zgo tb ikD tkbk ;zuko fJe g/V dh soQK j? fi;d/ iVK ftu'A gdkoE T[Zgo tb iKd/ jB. ;zrmB d/ g?Ad/
s/ ekoi eo oj/ eowukoh jh ;zrmB B[z ubkT[Ad/ ns/ ftek; eoB dh gqfefonktK eod/ jB. fJe ;/tk ;zrmB
fi; ftu bkfJpq/oh th nkT[Adh j?, j/mb/ eowukoh jh ;kohnK ;/tktK gqdkB eod/ jB. i/eo eowukohnK
d[nkok ehsh ik ojhnK ;/tktK Bkb T[gG'rsk iK tos'Aeko dhnK io{osK g{ohnK BjhA jz[dhnK sK fJ; Bkb
;zrmB dk B[e;kB j' ;edk j?. T[gG'rsk, tos'aekoK Bkb ezw eo fojk nwbk jh T[gG'rsk d/ ftukoK,
;'u$;wZf;nktK nkfd pko/ ikD$;'u ;edk j?. fJj j/mb/ gZXo dk nwbk jh ekoiK gqsh ;wZf;nktK, o[ektNK,
n"eVK nkfd pko/ gosh ;{uBktK (Feed back) gqdkB eo ;edk j?. go pj[s ;ko/ ;zrmB ns/ gqpzXe fJ;
PeshPkbh wkfXnw ƒ fXnkB BjhA fdzd/. fJ; bJh eowukoh fBokP ns/ p/w[y j' iKd/ jB. ;fjGkrh gqpzXB
whfNzrK, ;bkjK, wPto/ Bkb fJ; wkfXnw B[z jz[rkok gqdkB eodk j?.
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(iii) ;wsb$ekNtK$nkvk ;zuko (Horizontal/Crosswize/diagonal Communication)

fJj ;zuko fe;/ eVh (chain) iK nkfrnk (command) ftu BjhA ubdk, fJj nkw eoe/ pokpo tkbhnK jo
gZXo d/ ;fj eowukoh$;kEh nkfd ftu nKsfoe ns/ ftGkrK ftueko jz[dk j?. fJ; ftu b'e skbw/b Bkb
;{uBktK ;KMhnK eoe/ w[PfebK iK Nkeo/ (conflict) ƒ jZb eo fdzd/ jB. fJ; bJh th ;ko/ gZXoK, ftGkrK
s'A jZbkP/oh dh b'V j?.
(b) r?o^o;wh ;zuko (Informal Communication)

r?o^o;wh ;zrmBK pko/ ehE v/ft; ns/ ikB fBT[;N'ow fbyd/ jB fe fJj, “fJe fBih ns/ ;wkfie ;z;EK
dk skDk^pkDk (Network) j? fi; ƒ ;Ekfgs eoB bJh fe;/ o;wh ;zrmB dh b'V BjhA g?Adh. fJj nkgD/
nkg, nkg; ftu fwbtosD eoB tkb/ b'eK ftu g?dk j' iKdk j?.”
u/;No nkJh poBkov nB[;ko, “r?o^o;wh ;zrmB fJe ;KMhnK fBih gofefonktK jB fiBQK ƒ eoB bJh
ikD^p[M e/ ;KMk T[gokbk iK T[d/P BjhA jz[dk, jkbKfe fJ; dk f;ZNk ;KM/ T[gokfbnK dk gfoDkw jz[dk j?.”
r?o^o;wh ;w{j dh ;zrmB ftu e'Jh nEkoNh (Authority) BjhA jz[dh, go fJ; dh Pesh ns/ gqGkt io{o jz[d/
jB. :{BhnB nkr{ nkgD/ ;dZ;K iK ;w{j s/ Pesh tossdk j?. fJ; d/ ;dZ; r?o^o;wh ;w{j iK ;z;EktK
s'A gqkgs ;{uBktK ftu ftPtk; eod/ jB. fJ; ƒ ro/gtkJhB (Grape vine) fejk iKdk j?. eJh tko o;wh
ns/ r?o^o;wh ;zrmBK ftueko NeokT[ g?dk j' iKdk j?, fit/A jVskb skbkpzdh iK j"bh ezw eo' d/
;w/A ftu fJj nkw tkgodk j?.
o;wh ns/ r?o^o;wh d'B'A ;zrmBK d/ nkgD/ w[Zb (Values), e;"NhnK (norms) ns/ ;zuko ;kXB jz[d/ jB.
nrtkJh ƒ g{oh soQK ;wMD bJh fJBQK d'jK ;zrmBK ns/ ;zuko ;kXB (o;wh, r?o^o;wh) ƒ ;wMDk Io{oh
j?. r?o^o;wh ;zuko ;kXBK fpBK o;wh ;zuko ub jh BjhA ;edk.
(c) o[ektNK (Barriers)

;zuko gqfefonk ftu o[ektNK g? ;edhnK jB. fJj GkPk dh Bk;wM, ;fGnkukoe ;wZf;nk, okiBhfse
;hwktK nkfd jB. eJh tkoh fJj pzd jh j' iKd/ jB, fit/A jVskb, skbkpzdh nfkd d/ ;w/A ;zuko ;kXBK B{z
pzd jh eo fdZsk iKdk j?. gqGkth ;zuko bjh fJBK s'A puDk io{oh j?.
(d) ;zuko d/ pdbd/ gqtkj (Changing flows of communication)

N/bh ;zuko (Tele communication) B/ ;zuko ftu fJe eqKsh fbnk fdZsh j?. N?bhc'B, B?Ntoe, Jh^w/b, N?bh
ekBcof;zr nkfd B/ d{ohnK ƒ fwNk jh fdZsk j?. fJBQK d[nkok d{o^d[okv/ b'eK se s[ozs gj[zfunk ik ;edk j?.
2H2H14 f;ZNk (Summary)

nkr{ T[j j? i' nrtkJh eodk j?. nkr{ d/ r[DK pko/ e'Jh fJe okfJ BjhA j?. tZy^tZy ftdtkBK B/ nkr{nK d/
nbZr^nbZr r[D dZ;/ jB. No/N f;XKs nkr{ d/ r[DK pko/ j?. eJh fcbk;coK B/ nkr{nK d/ gfog/y, ekoiK,
gqfefonktK pko/ ftuko gqrN ehs/ jB. fJBQK ftu w[Zy fotkfJsh$N/bo, w/eroro dh X ns/ Y  fET{oh iK
igkBh gqpzXB f;XKs jB. f;XKs R eJh XkoDktK s/ fNe/ jB. T[BK d/ nB[;ko nkr{ d/ ekoi, T[;d/ gfog/
yK d/ nB[;ko j'D/ ukjhd/ jB. fJBQK f;XKsK dk s[bBkswe nfXn?B nkr{nK dh G{fwek ns/ ekoiK pko/ finkdk
;gPN fuZso gqdkB eodk j?.
bkfJpq/oh nkr{ th fJBQK nkr{nK tKr jh ekoi eod/ jB.
;zuko e[Pb ns/ gqGkth nrtkJh bJh io{oh sZs j?. ;zuko ƒ w"fye, fby/ iK r?o^Pk;el iK o;wh s/
r?o^o;wh fe;wK ftu tzv ;ed/ jB.
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2H2H15 ;t?^gVskb nfGnk;
1H nrtkJh iK bhvofPg dk noE ns/ gfoGkPk fby'.
2H nrtkJh dh fe;wK d/ r[D fby'.
3H f;XKs Z dh uouk eo'.
4H ;zuko s/ B'N fby'.
2H2H16 ;t?^gVu'b nfGnk; d/ T[Zso

1H t/y' ;?ePB 8H2
2H t/y' ;?ePB 8H4
3H t/y' ;?ePB 8H9
4H t/y' ;?ePB 8H13

2H2H17 nZr/ gVQD bJh
(i) Drucker, P.F. : Management : Tools, Responsibility and Practices, New York : Hasper, 1974.

(ii) Terry, George R. : Principle of Management. Home Wood, Ill Richard D. Irwin, 1976.

(iii) Koontz, Harold : Essential of Management 5th ed. New York, McGraw Hill, 1990.

(iv) Navalani, K. : Library Management in Changing Scenario : Concepts, Operations and Practice,

Patiala : Madan, 2006.
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College and University Library System

b/ye L vkHn?wH w;{w okik
gkm BzL 2H3 nB[tkde L vkH nihs f;zx

ftZsh gqpzXB
(Financial Management)

gkm dh ;zouBk
2H3H0 T[d/P
2H3H1 G{fwek
2H3H2 bkfJpq/oh ftZs dhnK ftP/PsktK
2H3H3 ftZsh gqpzXB d/ f;XKs
2H3H4 ftZsh nB[wkB
2H3H5 okPh ;q's
2H3H6 piN dh fe;wK
2H3H7 b/ykekoh
2H3H8 b/yk gVskb
2H3H9 bkrs b/ykekoh^bkrs b/yk ftXhnK
2H3H10 nZr/ gVQD bJh

2H3H0 T[d/P (Objectives)

gkm d/ j/m fby/ T[d/P jB L^
(i) ftZs ns/ ftZs gqpzXB pko/ ikDekoh gqdkB eoBkl
(ii) ftZsh nB[wkB dh wjZssk pko/ uoukl
(iii) piN pko/ ft;sko Bkb uoukl ns/,
(iv) b/ykekoh, bkrs b/ykekoh pko/ uouk.

2H3H1 G{fwek (Introduction)

;{uBk ;/tk gqpzXB T[gbpX ;q'sK ƒ gqkgs eoB, gqpzXB ns/ T[BQK dh tZX s'A tZX tos'A d/ :'r j'D/ ukjhd/ jB.
fJBQK ftu wkBt, seBheh, ftZsh ns/ ;{uBk ;q's nkT[Ad/ jB. ;q'sK dk gqpzXB ns/ ftZsh :'iBkpzdh nkg; ftu
i[V/ jz[d/ jB, feT[Afe ;/tk d/ T[d/PK dh gqkgsh bJh, mhe ;q'sK dh gqkgsh ns/ T[BQK dk ekoro T[g:'r io{oh

26
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j?. fJ; bJh ftZs ns/ ;q's, :[esh :[es :'iBkpzdh bJh gfjbh io{os jB, fJBQK fpBK soeg{oD :'iBktK bkr{
BjhA ehshnK ik ;edhnK. ftZs fJe gq/oDk d/D tkbh Pesh j?. fJj ;oeko d/ YKu/ ƒ mhe ubkT[D bJh io{oh
j?. bkfJpq/oh fJe ;wkfie ;z;Ek j?. fJj iBsk d/ g?;/ Bkb ubdh j?. ;wkfie ;z;EktK nkw eoe/ iBsk
s'A N?e; d/ o{g ftu T[rkj/ g?;/ Bkb ubdhnK jB. bkfJpq/oh nfXekoh ns/ bkfJpq/ohnB d[nkok bkfJpq/oh dh
gqfeosh ns/ b'VK B[z ;gZPN ;wMDk Io{oh j?, sK i' jo fJe ftnesh sZe bkfJpq/oh ;/tk gjz[ukT[D bJh ekch
wksok ftu g?;k T[gbpX j' ;e/.
ftZsh gqpzXB, gqpzXB Bkb i[V/ ftnesh iK ftneshnK d/ ;w{j d/ GftZy Bkb ;zpzXs gqfefonktK dk ftPb/PD
eoB dh fJe ftXh (Diagnostic) j?. Ppd ftZs (Finance) dk Gkt g?;/ Bkb ;zpzXs e'Jh yks/ iK nkwdB dh
you Bkb s[bBk eodk Ppd j?. fJj fe;/ ;zrmB dh gqGkth feqnkPhbsk bJh io{oh j?.
fJB;kfJeb'ghvhnk n?w/ohekBk ftZs pko/ fbydk j?, “nkX[fBe ;z;ko ftu ftnesh, ftT[gko iK okPNo dh
ftZsh fefonk ƒ g{ok j'D bJh g?;/ dh b'V g?Adh j?.” fJ;  nB[;ko ftZsh T[d/PK dh g{osh bJh mhe G[rskB
bJh b'VhAdh wksok ftu d/ g?;/ dk j'Dk io{oh j?. fJ; nB[;ko ftZsh fefonk bJh ftZs fJe nfXn?B ns/
fttjko j?. nkw PpdK ftu ftZs dk Gkt g?;k gqkgs eoBk, ns/ fJ; g?;/ dh tZX s'A tZX tos'A eoBk j?. jo
;zrmB ftu T[;d/ tksktoD dh ;hwktK nB[;ko fJj fJe ;wZf;nk jh j?. nkw ;zrmBK ns/ ;wkfie ;zrmBK
fit/A f;Zfynk ns/ bkfJpq/oh ftu ftZs dh T[gbpXsk ftu pj[s nzso j? fiZE/ d{i/ ;zrmB nkgD/ T[sgkdBK B{z
t/u e/ g?;k ewk b?Ad/ jB, T[ZE/ bkfJpq/oh e'b fJj ;kXB BjhA jz[dk. bkfJpq/ohnK iBsk d/ g?;/ Bkb ubdhnK
jB, fijVk N?e;K d/ o{g ftu fJeZso ehsk iKdk j?, ns/ :{Bhtof;Nh bkfJpq/oh ƒ  g?;k ;oeko d/ d[nkok
fwbdk j?. bkfJpq/oh ;zrmB fJe you eoB tkbh ;z;Ek j? fi; dk nkgDk e'Jh th nkwdB dk ;q's BjhA jz[dk.
fJ; bJh id'A th bkfJpq/oh ftZs dh rZb j't/ sK bkfJpq/oh d/ fJ; gZy ƒ jw/PK fXnkB ftu oZyDk ukjhdk j?.
2H3H2 bkfJpq/oh ftZs dhnK ftP/PsktK (Characteristics of Library Finance)

bkfJpq/oh bJh ftZs dk gqpzX eod/ ;w/A, bkfJpq/oh ftZs dhnK j/m fbyhnK ftP/PsktK B[z fXnkB ftu oyDk
ukjhdk j? L
(i) youhbh ;z;Ek (Spending Institutions)

oki iK e/Adoh ;oekoK d/ d{i/ ftGkrK dh soQK bkfJpq/ohnK nkwdB dk iohnk iK nzr BjhA jB, ;r'A d{ih fJj
f;oc you eoB tkbhnK ;z;EktK jB, feT[Afe fJ; dk ekoi iK T[d/P okPNo efbnkD Bkb i[V/ ftGkrK tkbk
j?. fJE/ fJj efjDk T[fus j? fe tk;st ftu bkfJpq/ohnK jh ;jh noEK ftu okPNo fBowkD dk nkXko jB.
(ii) ftek;Phb ;z;Ek (Growing Institutions)

vkH ozrkBkEB d[nkok fdZsk bkfJpq/oh ftfrnkB dk gzitK fB:w, bkfJpq/oh ftZs Bkb i[V/ ftdtkBK ƒ u/sktBh
fdzdk j? fe, “bkfJpq/oh fJe ftek;Phb iht j?.” fJ; dk Gkt j? fe bkfJpq/oh ftu g[;se ;zrqfj, gkme,
nwbk, fJwkos ;ki' ;wkB ns/ T[geoDK ftu brksko tkXk j't/rk, i/eo bkfJpq/oh ftu ftek; ƒ ikoh oZyDk
j?. pj[s tZvh ;zfynk ftu gqb/y fdB oks SgkJ/ iK fsnko ehs/ ik oj/ jB, fijV/ bkfJpq/ohnK ftu jh fJesqs
j'Dr/. fJBQK frnkB ;q'sK dh ftt;Ek bJh tkX{ nwbk, fJwkos ns/ T[geoDK dh io{os gt/rh. fJj sK jh
;zGt j' ;e/rk i/eo tXh j'Jh ftZsh ;jkfJsk brksko fwbdh oj/. Gkos ftu UGC B/ fJj Pbkxk ehsh j?
fe g[;seK bJh ;koh ftZsh ;jkfJsk ftu nwb/, fJwkos ns/ T[geoDK bJh ftZsh ;jkfJsk Pkwb j't/. fJBQK
g[;seK bJh jo ftZsh ;jkfJsk ftu, fJBQK g[;seK dh ftt;Ek bJh 20% ;jkfJsk j'Dh ukjhdh j? sK i' fJBQK
g[;seK dh mhe ns/ T[fus tos'A j' ;e/.
(iii) ftZsh wzrK nktosh jB (Financial Demands are Recurring)

bkfJpq/ohnK e/tb ftek;Phb iht jh BjhA pbfe fJBQK dh j'Ad ;dk ofjD tkbh j?. fJ; bJh ie/o d/P dh
jo EK s/ bkfJpq/oh j'Dh ukjhdh j?, sK fJBQK ƒ fBozso ubkT[D bJh brksko fwbD tkbh ftZsh ;jkfJsk
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(Recurring grant) dh th b'V j?.
(iv) ;zg{oD ft;sko ns/ gqwkfDs bkfJpq/oh ;/tktK (Full coverage and standard library services)

;oekoK, yk; eoe/ b'eokih d/PK dhnK, nkgD/ gVQ/ fby/ ;{MtkB d/P tk;hnK s/ fBoGo eodhnK jB. fJj
sK jh ;zGt j' ;edk j?, id'A d/P d/ jo Bkrfoe ƒ bkfJpq/oh ;/tktK T[gbpX eokJhnK.  fJ; Bkb T[; ƒ
nkgd/ p"fXe ftek; bJh w"ek fwb/rk. fi; Bkb T[j p[o/ ns/ Gb/ ftZu nzso eoB d/ bkfJe j' ikt/rk. fJ;
bJh, nktosh o{g ftu ekch you eoB dh b'V j?.
2H3H3 ftZsh gqpzX d/ f;XKs (Principles of Financial Management)

gqGkth ftZsh gqpzXB bJh, ;/X gqdkB eoB tkb/ j/m fby/ f;XKsK dh b'V j? L
2H3H3H1 ekoro fB:zsqD (Effective Control)

ftZsh gqpzXB sK jh mhe soQK ub ;edk j?, i/eo fJ; s/ mhe fB:zsqD ofynk ikt/. ftZsh fB:zsqD dh ftXh ;'yh
ns/ nk;kB j'Dh ukjhdh j?. ;hfws ftZsh ;q'sK s'A tZX s'A tZX bkG T[mkT[D bJh, T[BQK dk mhe gqeko you eoB
bJh, ci{b you B{z o'eD bJh, fB:zsqD io{oh j?.
2H3H3H2 ;kdrh (Simplicity)

ftZsh gqpzXB d/ Yzr ;kd/ ns/ nk;kB j'D/ ukjhd/ jB, sK i' fJBQK dh tos'A s'A gqGktPkbh gfoDkw gqkgs ehs/
ik ;eD.
2H3H3H3 fB:fwssk ns/ d{odofPsk (Regularity and Farsightedness)

ftZsh gqpzXB dk fJe ft;/aP gqeko dk ekoieqw (Time Table) j'Dk ukjhdk j?, sK i' jo fJe B{z gsk brdk
oj/ fe fe; B/, ed'A ns/ eh eoBk j? < bkfJpq/oh dk piN pDkT[D bJh jo fJe ftGkr d/ w[yh s'A fBt/P (Input)

nkT[Dh ukjhdh j?, fJ; d/ Bkb jh ftGkr w[Zyh nkgD/ ;jkfJeK s'A ;fjekosk ukj[zdk j?. piN pDkT[D dh
gqfefonktK, ;w/A f;o pDhnK j'DhnK ukjhdhnK jB, sK i' piN ;w/A f;o T[Zu nfXekohnK ƒ gotkBrh bJh
G/fink ik ;e/, ns/ piN dh gotkBrh ;w/A f;o fwb ikt/. fi; Bkb piN ƒ mhe Yzr Bkb ubkfJnk ik
;e/, ns/ ;ioh gfsqektK dk uzdk ;w/A f;o gqekPe ƒ G/fink ik ;e/. ;w/A f;o ezw eoB Bkb d/, piN pko/
ftukoB ns/ pDkT[D bJh ;wK fwb iKdk j?. ftZs bJh gqpzX eoB t/b/ e/tb toswkB jh BjhA pbfe GftZy
dhnK b'VK dk th fXnkB ofynk ikDk ukjhdk j?.
2H3H3H4 noE gqpzX (Economy)

noE gqpzX jo fJe fe;/ th gqfefonk yk; eoe/ ftZsh wkwb/, ftu io{o j'Dk ukjhdk j?. ;hws ns/ xZN T[gbpX
g?;/ dh tZX s'A tZX bkGdkfJe tos'A, ns/ xZN s'A xZN ci{b tos'A, dh ;'u s/ nwb eoBk ukjhdk j?.
2H3H3H5 bue (Flexibility)

jkbsK nB[;ko, ;wk:'iB dh ;[ftXk bJh ftZsh gqpzXB ƒ jw/Pk buehb/ fB:w dk fXnkB oyDk ukjhdk j?.
sK jh jzrkwh jkbksK (Emergencies) ns/ w[;hpsK (Crises) ftu fJj piN ezw eo ;edk j?. go fJ; dk
noE fJj th BjhA fe fJ; d/ fJ; buegD dk BikfJi bkG T[mkfJnk ikt/, fJ; d/ ftu fJe wd bJh you
tk;s/ oy/ rJ/ g?;/ dh, b'V g?D s/ d{ih wd s/ you eoB dh nkfrnk dk ftebg j'Dk ukjhdk j?. fJj S'N
ftZsh fB:wK ns/ fttjko d/ nXhB j'Dh ukjhdh j?. fJ; gqeko d/ ;wk:'iB ftZsh ;kb d/ nzs ftu ehs/ iKd/
jB.id'A fJe wd ftu g?;k pfunk jz[dk j? ns/ d{ih wd ftu finkdk you j'D eoe/, tkX{ g?;/ dh b'V jz[dh
j?. bkfJpq/oh ftu fJj fB:w ;jkfJe jz[dk j?, feT[Afe ekoiekoh nfXekohnK d[nkok piN pko/ yk; fB:w
ns/ fttjko ftZsh fB:wK (Financial Rules) j/m pDkJ/ j[zd/ jB. bkfJpq/ohnK ƒ fJBQK ftZsh fB:wK dh gkbDk
eoBk io{oh jz[dk j?.
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2H3H4 ftZsh nB[wkB (Financial Estimates)

T[gob/ f;XKsK ns/ ftP/PsktK d/ nkXko s/ mhe ns/ ekoro ftZsh nB[wkB brke/, bkfJpq/oh d/ ekoiK bJh
T[Zfus ftZsh ftt;Ek eoBk ;zGt j?. fJj ftZsh nB[wkB nkT[D tkb/ toQ/ bJh j[zd/ jB. bkfJpq/oh dh ftZsh io{osK
j/m fby/ sZsK s/ nkXkfos jz[dhnK jB L
(i) bkfJpq/oh dh T[wo.
(ii) ;/tk y/so.
(iii) gkm ;wZroh dh wksok ns/ fe;wK.
(iv) gkmeK dh ;zfynk.
(v) y'ikoEhnK dh ;zfynk.
(vi) p?mB dh ;woEk.
(vii) nwbk.
(viii) bkfJpq/oh ;/tktK ns/.
(ix) ftP/P bkfJpq/oh dhnK ftP/P io{osK ns/ d{i/ sZs.
bkfJpq/oh ftZs dk nB[wkB bkT[D bJh eJh ftXhnK ;[MkJhnK rJhnK jB. bkfJpq/oh B[z you bJh fezBk g?;k
fdZsk ikt/ fJj fBoXkos eoB bJh e'Jh fJeZbh ekoro ns/ T[g:'rh ftXh BjhA j?.
e'mkoh efwPB ns/ ekob n?w tkfJN d/ th fJj' ftuko jB, fe e'Jh nfijk ckow{bk BjhA j?, fi; d[nkok
:{Bhtof;Nh bkfJpq/oh bJh fezBK g?;k ukjhdk j?, fJ; rZb dk fpbe[b ;jh nB[wkB brkfJnk ik ;e/. ekob
n?w tkfJN B/ :{Bhtof;Nh bkfJpq/oh bJh b'VhAd/ ftZs dk nB[wkB bkT[D bJh j/m fby/ fszB sohe/ dZ;/ jB L
(i) bkfJpq/oh d/ you dh f;Zfynk s/ e[b you d/ nB[gks ti'Al
(ii) :{Bhtof;Nh s/ e[b dkyb/ dh :{Bhtof;Nh bkfJpq/oh d/ you/ Bkb nB[gkfse tzvl ns/,
(iii) bkfJpq/oh dh ekor[ikoh dh b'VK dk you.

vkH ozrkBkEB B/ th brGr T[gob/ sohe/ jh tyo/ BkwK Bkb nB[wkB bJh ;[MkJ/ jB.
2H3H4H1 wZd nB[;ko you dk sohek (Per Capita Method)

bkfJpq/oh dh GftZy dhnK tZXdhnK b'VK, gkm ;wZroh dh n";s ehws ƒ fXnkB ftu oy e/, bkfJpq/oh d[nkok
gqdkB eoB tkbhnK ;kohnK gqwkfDs ;/tktK dhnK tZy tZy wZdK bJh xZN' xZN oew fBPfus eo fdZsh iKdh
j?. okXk feqPBB efwPB, vkH ozrkBkEB ew/Nh ns/ e'mkoh efwPB B/ fJ; ftXh d/ nkXko s/ bkfJpq/oh d/ you
bJh oew fBoXkoD bJh fB:w (Norms) ;[MkJ/ jB. fJBQK dhnK f;ckoPK fJj jB L
2H3H4H1H1 vkH okXkfeqPBB efwPB (Dr. Radha Krishnan Commission, 1948-1949)

d/ nB[;ko bkfJpq/oh dk tkoPe ftZsh nB[dkB 40 o[gJ/ gqsh ftfdnkoEh j'Dk ukjhdk j?. 5 ;kbK pknd fJe
r?o^nktosh nB[dkB dh th f;ckoP ehsh j? fi; Bkb bkfJpq/oh T[j g[;seK yohd ;e/ fijVhnK ;kbkBk
nktosh nB[dkB ftu BjhA yohd ;edh.
2H3H4H1H2 :{HihH;hH bkfJpq/oh ew/Nh (UGC Library Committee)

1957 ftu vkH ozrkBkEB dh nrtkJh j/m fJ; ew/Nh dk rmB ehsk frnk, fi;B/ jo ofi;Nov ftfdnkoEh
fgZS/ 12 o[gJ/ ns/ jo nfXnkge fgZS/ 200 o[gJ/ dk ;kbkBk nB[dkB bkfJpq/oh ƒ d/D dh f;ckoP ehsh. fJj
Bko; 1948^1949 d/ efwPB d/ ;[MktK Bkb'A ekch xZN ;h. e'mkoh efwPB B/ fJBQK doK ƒ nkgDh f;ckoPK
ftu tXkfJnk j?.
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2H3H4H1H3 e'mkoh efwPB (Kothari Commission 1964-66)

e'mkoh efwPB B/ :{Bhtof;Nh d/ jo ftfdnkoEh fgZS/ 25 o[gJ/ ns/ jo fJe nfXnkge fgZS/ 300 o[gJ/ dh
tkoPe nB[dkB dh f;ckoP ehsh j?.
2H3H4H1H4 vkH ozrkBkEB (Dr. S.R. Ranganathan)

vkH ozrkBkEB B/ go e/fgNk you/ bJh jo ftfdnkoEh fgZS/ 20 o[gJ/, jo nfXnkge fgZS/ 300 o[gJ/ iK 50
o[gJ/ jo ftfdnkoEh bJh g[;seK, gkm ;wZroh yohdD bJh s/ fJ; d/ pokpo jh nwb/ ns/ d{i/ nktosh
yofunK bJh nB[dkB d/D dh f;ckoP ehsh j?. fJ; gqeko gqsh ftfdnkoEh you 100 o[gJ/ d/ brGr nk
iKdk j?.
;kohnK :{Bhtof;NhnK nkgDhnK bkfJpq/ohnK ftu nB[dkB bJh fJ; ftXh dk T[g:'r BjhA eodhnK. e[M
:{Bhtof;NhnK nB[gkse (Proportionate) ftXh dk T[g:'r eodhnK jB.
2H3H4H2 nB[gkse ftXh (Proportionate Method)

fJ; ftXh ftu bkfJpq/oh piN dh ft;/aP ;hwk fBoXkos eo fdZsh iKdh j? ns/ ;zrmB d/ ;w[Zu/ piN dk Y[etK
gqshPs bkfJpq/oh you bJh d/ fdZsk iKdk j?. piN dh ;hwktK fBoXkoD bJh fJ; ftXh ftu eJh fB:wK dk
;[Mkn fdZsk frnk j?.
2H3H4H2H1 :{HihH;hH g?oh efwPB (:{He/H)
fJ; efwPB nB[;ko :{Bhtof;Nh d/ ;w[u/ piN dk 6% :{Bhtof;Nh bkfJpq/oh ƒ fwbDk ukjhdk j?.
2H3H4H2H2 okXk feqPBB efwPB nB[;ko fJj nB[dkB ;w[u/ piN dk 6.25% j'Dk ukjhdk j?.
2H3H4H2H3 e'mkoh efwPB dhnK f;ckoPK nB[;ko bkfJpq/oh bJh fJj gqshPs ;w[u/ :{Bhtof;Nh piN d/
6.50% s'A 10% sZe j'Dk ukjhdk j? ns/ fJ; dk nkXko :{Bhtof;Nh d/ ftek; dk gZXo j'Dk ukjhdk j?.
2H3H4H2H4 :'iBk efwPB dk bkfJpq/oh tofezr ro[Zg (Planning Commission -Working Group on

Libraries)

vkH e/Hn?BH oki dh nrtkJh j/m fJ; dh fog'oN (1980^81) B/ oki ;oekoK ƒ fJj f;ckoP ehsh fe
:{Bhtof;Nh d/ ;w[u/ piN dk 20% bkfJpq/oh dh ;KG^;zGkb ns/ ftek; bJh ofynk ikt/.
fJBQK f;ckoPK s'A fJbktk e[M j'o f;ckoPK th fJ; ftXh dh tos'A bJh ehshnK rJhnK jB.
2H3H4H2H5 vkH ozrkBkEB bkfJpq/oh ew/Nh (1957)
B/ BthnK :{Bhtof;Nh bkfJpq/ohnK fijVhnK 5 ;kbK s'A tZX g[okDhnK BjhA jB, ƒ gkm ;wZroh dk P[o{nksh
Gzvko pDkT[D bJh, 3,00,000 o[gJ/ dk tkX{ nB[dkB d/D dh f;ckoP ehsh j?.
2H3H4H2H6 vkH ;hHvhH d/Pw[y, ;Gkgsh :{HihH;hH
B/ From Publishers to Readers : Work flow in University/College Libraries (1959) Bkwe r'PNh ftu fejk
fe jo fJe BthA :{Bhtof;Nh bkfJpq/oh ftu xZN' xZN fJe bZy feskpK io{o j'D. fJ; s'A pknd ;zrqfj ƒ g{ok
oyD bJh jo ;kb g[;seK ns/ j'o gqb/y yohd/ ikD dh rZb ejh.
2H3H4H3 fttoD d/ Yzr (Methods of Details)

fJ; ftXh ftu you dhnK ;kohnK wZdK dk fXnkB bkfJpq/oh piN dk nB[wkB bkT[D bJh oyDk ukjhdk j?.
fJj wZdK jB, nwb/ dh sBykj, gkm ;wZroh, feskpK, o;kb/, nypko, fibd;kih ns/ w[ozws s/ you, mzv
ns/ rowh d/ you/, fpibh d/ you/, fefonk, ftnki, vke you, N?bhc'B, ;N/PBoh dk you nkfd.
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2H3H5 g?;/ d/ ;q's (Sources of Funds)

2H3H5H1 nekdfwe bkfJpq/oh (Academic Libraries)

g?;/ d/ ;q's dk Gkt bkfJpq/oh B{z czv d/D tkb/ ;q'sK s'A j?. Gkos ftu nkw eoe/ :{Bhtof;Nh bkfJpq/oh d/ you/
d/ ;kXB ;q's ;oekoh nB[dkB jB fijVh T[BQK ƒ T[BK dh oki ;oekoK iK e/Adoh ;oeko iK fco d'tK okjha
fwbdk j?. fJj ;kok e[M :{Bhtof;Nh dh fe;w ns/ ;oeko dh you eoB dh BhshnK s/ fBoGo eodk j?.
youK dh g{osh eoB tkbh ;z;Ek d/ nkXko s/ :{Bhtof;NhnK ƒ fszB fe;wK ftu tzv ;ed/ jK.
(i) e/Adoh :{Bhtof;NhnK (Central Universities)

fJBQK ƒ nB[dkB e/Adoh ;oeko d/ wkBt ;z;kEB wzsokb/ s'A :{Bhtof;Nh rqKN efwPB d/ wkfXnw okjhA fwbdk
j?.
(ii) oki :{Bhtof;NhnK (State University)

fJBQk ƒ you g{ok eoB bJh brGr oki ;oekoK s/ jh fBoGo eoBk g?Adk j? go fJBQK ƒ tZX :'iBk d/ nXhB
e[M ftZsh ;jkfJsk UGC s'A th fwb iKdh j?.
(iii) fBih :{Bhtof;NhnK (Private Universities)

gZSwh d/PK ftu nkw eoe/ :{Bhtof;NhnK fBih you/ s/ ubdhnK jB. fJj fotki Gkos ftu th P[o{ j' frnk
j?. e[M nfijhnK :{Bhtof;NhnK th jB fiBQK ƒ :{Bhtof;Nh dk o[spk (Deemed University) fwfbnk j'fJnk
j?, T[j th ne;o you/ bJh oki iK e/Adoh ;oekoK tb t/ydhnK ofjzdhnK jB. T[j eJh gqeko dh :'iBktK
pDk e/ ;oeko ƒ G/idhnK jB ns/ nB[wsh fwbD s/ fJBQK bJh nB[dkB wzrdhnK jB.
okiK dhnK :{Bhtof;NhnK ƒ nkw eoe/ g?;/ dh xkN dh wko ;fjDh g? ojh j? feT[Afe finkdk UGC/MHRD

dk nB[dkB e/Adoh :{Bhtof;NhnK ns/ nkJhHnkJhHNhH yk iKd/ jB. 1980 ftu :{HihH;hH dk e[b nB[dkB 250
eo'V jo ;kb ;h. fJBQK ftu 80 eo'V e/Adoh :{Bhtof;NhnK ns/ pkeh d{ih :{Bhtof;NhnK d/ fjZ;/ nkT[Adk
;h. fJe djke/ pknd fJj oew 400 eo'V s'A tZX j' rJh. fJ; ftu e/Adoh :{Bhtof;NhnK B{z 300 eo'V
ns/ pkeh 100 eo'V oki :{Bhtof;NhnK d/ fjZ;/ nkT[Adk j?. e/Adoh :{Bhtof;NhnK dk fjZ;k brksko s/ih Bkb
tZX fojk j? fi; d/ gfoDkw ;to{g okiK dhnK :{Bhtof;NhnK dk fjZ;k s/ih Bkb xZN fojk j?.
T[goh eEB d/ ftseo/ ƒ fXnkB ftu oy e/ :{HihH;hH B/ e/Adoh :{Bhtof;NhnK d/ nB[dkB s/ brkw e;D bJh,
T[BQK dk tXdk nB[dkB o'e fdZsk ns/ T[BQK B{z ;bkj fdZsh fe T[j nkgD/ tXd/ you bJh nkgD/ ftZsh ;q's y[d
fsnko eo/. fJ; dk n;o ftdtkBK ns/ f;fynk ftdtkBK s/ fgnk ns/ T[BQK d/ fto'X ekoD, j[D fJj Pos
jNk fdsh rJh j? nkgD/ ftZsh ;q's yVQ/ eoB bJh :{Bhtof;NhnK e'b j/m fby/ ftebg jB L
(i) ;t? fBoGo (Self Financing)

(ii) ch; ns/ i[owkB/ (Fees and Fines)

(iii) ;t?^G[rskB f;Zfynk (Self-Paying Education etc.)

(iv) iwkBs dh oew (Caution Money)

(v) G/NK ns/ dkB (Endowment and Gifts)

(vi) d{i/ ;kXB (Miscellaneous Sources)

ftb;B ns/ NkT{po, fbZbh, i?bc?Av nkfd ch; ns/ i[owkB/ ;fjs j/m fby/ ftZsh ;q's :{Bhtof;Nh bkfJpq/ohnK
bJh wzBd/ jB L
(i) :{Bhtof;Nh piN s'A fwbh oewl
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(ii) dkB (Endowment)

(iii) G/NK (Gift)

(iv) d{i/ ;kXB (Miscellaneous Sources)

:{Bhtof;Nh bkfJpq/oh dh ftZsh wzr d' gqeko dh j? L^
(i) nktosh nB[dkBl ns/
(ii) r?o^nktosh nB[dkB.
nktosh nB[dkB nkw eoe/ g[;sek ns/ o;kb/ yohdD, ;/tktK ƒ ;zGkbD ns/ ubkT[D, ns/ d{i/ nB[wkBs
yofunK bJh jz[dh j?. r?o^nktosh nB[dkB ft;/aP T[d/P bJh, fit/A ftP/P ;zrqfj bJh, coBhuo, ;ki' ;wkB
ns/ T[geoD nkfd yohdD bJh jz[d/ jB.
2H3H5H2 b'e bkfJpq/ohnK (Public Library)

b'e bkfJpq/ohnK bJh ftZsh gqktXkB d{ihnK ;z;EktK iK ;oekoh bkfJpq/ohnK dh soQK gZek g?dk ns/ fBPfus
BjhA jz[dk. fJj nkw eoe/ tZy tZy ;q'sK s'A nkT[Adk j?. ftZsh ;q's fJ; soQK T[gpX eokJ/ ikD fe bkfJpq/ohnK
dhnk tXdhnK io{osK uzrh soQK g{ohnK j' ;eD ns/ tos'AekoK dhnK io{osK dh g{osh nk;kBh Bkb ehsh ik
;e/. b'e bkfJpq/ohnK d/ ftZsh q;'s jB L
(i) w?poK s'A uzdk (Subscription from Members)

(ii) dkB ns/ uzdk (Endowment and Donation)

(iii) bkfJpq/oh eo (Library Tax)

(iv) bkfJpq/oh T[g eo$do (Library Cess/Rates)

(v) ;oekoh tkoPe nB[dkB (Government Annual Grant)

(vi) G/NK (Gifts)

(vii) i[owkB/ (Fines)

(viii) d{i/ ;kXB (Miscellaneous Sources)

2H3H5H3 ftP/P bkfJpq/ohnK (Special Libraries)

ftP/P bkfJpq/ohnK B{z you bJh g?;k T[BK d/ g?fsqe ;zrmBK s'A fwbdk j?. id'A th gfsqe ;z;Ek e'Jh gfo:'iBk
(Project) b?Adh j?, fi; B{z g{ok eoB bJh ;{uBk dh b'V jz[dh j?, sK fJ; bJh bkfJpq/oh ƒ g{oh ftZsh ;jkfJsk
fwbDh ukjhdh j?. ftP/P bkfJpq/ohnK B{z tkX{ ftP/P ;/tktK d/ pdb/ ftu th nB[dkB fwbDk ukjhdk j?. ft;/aP
T[d/PK bJh ;oekoh ndkfonK s'A th ftZsh nB[dkB fwb iKdk j?. nZi eb eJh ft;/aP bkfJpq/ohnK nkgDh
;/tktK ns/ T[sgkdBK dh fpeoh eoe/ nkgD/ ftZsh ;q's g?dk eoB pko/ ;'u ojhnK jB.
2H3H6 piN dhnK fe;wK (Types of Budget)

bkfJpq/oh piN pDkT[D bJh eJh gqeko dhnK piN ftXhnK dk T[g:'r eodh j?. eJh tko d' iK tZX ftXhnK
B{z fwbk e/ th fJe ;KMh ftXh ngDkJh iKdh j?. g?fsqe ;z;Ek d/ Bkb i[Vh j'D eoe/ bkfJpq/oh g?fsqe ;z;Ek
tkbh piN ftXh jh ngDkT[Adh j?. fit/A :{Bhtof;Nh, ekbi, ;e{b, ;z;EktK dhnK bkfJpq/ohnK.
bkfJpq/oh piN gqfefonktK eJh ;w{jK ftu tzvhnK ik ;edhnK jB fiBQK ftu e[M nk;kB ns/ ;kdhnK jB
ns/ e[M r[zMbdko ns/ ftPb/PDkswe jB. ;kohnK piN ftXhnK ftu :'iBkpzdh ns/ fB:zsqD io{o j'Dk
ukjhdk j?. fJ; gqeko dk gqpzXeh sZs T[BQK piN ftXhnK ftu fInkdkso jz[dk j?, fijVhnK ftPb/PD ftXhnK
s/ nkXkfos jz[dhnK jB. ;ob s'A r[zMbdko piN ftXhnK j/m fdshnk ik ojhnK jB L
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2H3H6H1 bkJhB nkJhNw piN (Line Item Budget)

fJ; gqeko d/ piN ftu you/ ;ko/ wd sBykj, g[;sek dh bkrs, o;kfbnK d/ uzd/, fibd;kih s/ you, c'N'
ekgh wPhB dh w[ozws, c[Neb bkJhB nkfd nB[;ko tzv/ iKd/ jB. fJBQK tzvhnK wdK ƒ fco T[g wdK ftu
tzfvnk iKdk j? ns/ fJj T[g tzv tZy tZy ndkfonK dhnK BhshnK s/ nkXkfos jz[dh j?. piN ;kbkBk nktose
(Annual Recuring) iK w[Zy piN j' ;edk j?. fJBQK wdK s/ piN g[okD/ piN ftu fBoXkos oew B{z jo ;kb
5% s'A 10% ehwsK d/ tXD  d/ nB[gks nB[;ko tXkfJnk iKdk j?.
fJ; piN ftXh dh ftP/Psk fJj j? fe fJj pDkT[D, g/P eoB ns/ ;wMD ftu nk;kB j?. go fJ; dhnK
e[M ewhnK th jB. fJ; ftu fJj ;gPN BjhA jz[dk fe fe; wZd s/ feBK g?;k gqfefonk ns/ ;/tktK s/ you
eoBk j?. fJj fgSb/ ;kb s/ nkXkfos jz[dk j? ns/ Gfty bJh BthnK uhiK tb e[M BjhA eodk. fJj fJBK
;ys jz[dk j? fe fJe wd dk g?;k d{ih wd s/ BjhA you eo ;ed/. fB:w fJe wd d/ g?;/ d{ih wd s/ you
eoB dh fJikis BjhA fdzdk.
2H3H6H2 T[Zek g[Zek piN (Lump-sum Budget)

fJ; ftu fpBk fe;/ soe d/ nkXko s/ gqpzXB nkgDh wBwoih Bkb fJe' t/o jh oew you bJh fBoXkos
eo fdzdh j? ns/ e'Jh m'; ekoB ik ekoiK ƒ fXnkB ftu BjhA fbnKdk iKdk. fJj bkfJpq/oh dh fizw/tkoh
pD iKdh j? fe T[j fJ; ƒ fe; gqeko you eodh j?. fJj piN bkfJB wd piN Bkb fwbdk j?, go fJ;
ftu buegD finkdk j?. fJe wd dk g?;k d{ih wd s/ you ehsk ik ;edk j?.
2H3H6H3 ckow{bk piN (Formula Budget)

fJ; ckow{b/ ftu ;q'sK dh tzv fe;/ g{ot fBoXkfos ;N?Avov nB[;ko ehsh iKdh j?. fit/A bkfJpq/oh bJh czv
fBoXkos eoB ftu ftP/P ckow{bk j?l fi; d/ nkXko ftfdnkoEhnK d/ dkyb/ dh ;zfynk, nfXnkgB ;w[dkfJ
r/qi{J/N ns/ nzvo r/qi{J/N gZXo s/ gVkJ/ ikD tkb/ gkm^eqw nkfd s'A bJ/ iKd/ jB. fJ; gqeko d/ piN ftu
e/tb fJj fBoXkos ehsk iKdk j? fe bkfJpq/oh ƒ fezBh oew you bJh fwb/ go you fet/A ehsk ikt/, fJ;
dk T[Zso BjhA jz[dk.N.P fJ; gqeko d/ piN gqfefonk ftu gkm ;wZroh dh gqkgsh, T[;dh ftt;Ek, eowukoh
;/tk tzv ns/ gqpzXB nkfd y/so nkT[d/ jB. ckow{bk piN dk nkw fotki j? feT[Afe fJ; gqeko d/ piN ftu
ftZsh nzdki/ Bkb piN dh T[fussk s/ th gqekP g?Adk j?. fJj piN pDkT[D dk nk;kB sohek j?, fJ; bJh
piN pDkT[D ftu fInkdk ;wK BjhA brdk ns/ bkrs bkG dk gsk ubdk j?. nkw bkfJpq/ohnK fJ; ftXh
B{z ngDkT[AdhnK jB.
2H3H6H4 gq'rokw piN (Programme Budget)

jo ;z;Ek nkgD/ T[d/PK dh gqkgsh bJh g'qrokw pDkT[Adh j? s/ ekoi eodh j?. fJ; piN ftu ;z;Ek d/ gq'rokw
nB[;ko you tzv ehsh iKdh j?. fJ; B{z fe; T[d/P bJh (To What Purpose) th fejk iKdk j?. fJj bkJhB
nkJhNw dk nr/so o{g j? ns/ fJ; ftu you d/ T[d/P dk toBD eoB d/ Bkb Bkb jo T[d/P bJh fet/A ftZsh
;q's tXkT[D/ jB, dk T[Zso th fdZsk iKdk j?. fJ; d/ r[zMbdko o{g ƒ :'iBkpZX piN gqDkbh th fejk iKdk j?.
fJ; ftu gfjbK T[d/; adh gfoGkPk d/ nB[;ko you dk ftPb/PD eoe/ T[; s'A pknd T[d/P gqkgsh d/ tZy tZy
ftebgK ƒ ngDkT[D bJh u[fDnk iKdk j?.
2H3H6H5 fJekJh bkrs piN
fJ; piN ƒ eowukoh piN th fejk iKdk j?. fJj gq'rokw piN d/ Bkb fwbdk i[bdk j?. fJ; ftu jo
fJekJh d/ ekoi fBPgkdB ns/ ;/tk dh ;woZEk ƒ fXnkB ftu oZy e/ you dk fBoXkoD ehsk iKdk j?. fJ;
ftu jo fJe ekoi, fJe fJe wd T[~s/ ns/ nkT[D tkb/ you dk nzdkik brkfJnk iKdk j? ns/ fJBQK d/ nkXko
s/ ;kohnK gqfefonktK dh wksok d/ nkXko s/ piN pDkfJnk iKdk j?.
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2H3H6H6 ekor[ikoh piN (Performance Budget)

fJj piN ftXh gq'rokw piN Bkb fwbdh j?. ns/ ekor[ioh ftu ekoiwesk dh ekorosk s/ ;kok i'o fdZsk
iKdk j? fi; Bkb xN' xN you ftu fInkdk s'A fInkd bkG T[mkT[D d/ T[gokb/ ehs/ iKd/ jB f;oc gq'rokw
dh EK ekor[ikoh B{z e/Ado fpzd{ pDkfJnk iKdk j?. g?;k gqfefonk dh ekor[ikoh s/ fwbdk j?. fJ; bJh fwE/
;w/A jo fJe gqfefonK ftu frDkswe nzefVnK dh b'V g?Adh j?. gqpzXB dh bkrs bkG ftXh dh tos'A
ekor[ikoh wkgD bJh ehsh iKdh j?. T[dkjoD bJh gqkgs ehsh g[;seK dh ;zfynk, torheoD ns/ ;{uheoD
d/ nzeV/ fJ; ekoi bJh brkJ/ rJ/ ;w/A ns/ eowukohnK pko/ nzeV/ nkfd B{z fJZem/ eoe/ b'VhAd/ ;'qsK pko/
nB[wkB brkfJnk iKdk j?. fJ; ftXh ftu frDkswe gfjb{ s/ finkdk i'o jz[dk j? ns/ r[Dkswe gfjb{ ƒ
bkrs d/ nkXko s/ wkgDk efmB ezw j?. n;b ftu fJe ;/tk ;z;Ek bkfJpq/oh bJh gkme ;zs[;Nh B{z wkgDk
efmB ekoi j?.
2H3H6H7 :'iBkpzdh, gq'rokw piN gqDkbh (Planning Programming Budgeting System (PPBs))

fJj ftXh gfjbh d' ftXhnK, g'qrokw piN ns/ ekor[ikoh piN dhnK y{phnK B{z fwbk e/, pDkJh rJh j?. fJ;
ftu fXnkB dk e/Ado fpzd{, :'iBk ƒ ofynk iKdk j?. fJj T[d/PK ns/ NhfunK d/ fBoXkoD Bkb P[o[ jz[dh j?
ns/ fJBQK dh gqkgsh bJh b'VhAd/ g'qrokwK ns/ ;/tktK fJ; dh Bkb ;wkgsh jz[dh j?. ekor[ikoh piN d/ wkgdzv
dh tos'A th fJ; ftu ehsh iKdh j?. fJ; piN ftu :'iBkpzdh, gqfefonk, gq'rokwK ns/ ;/tktK d/ ekoiK B[z
fJZeso eoe/, T[BK B[z gqkgs j'D tkbhnK gfo:'iBktK (Project) ftu pdb fdZsk iKdk j? ns/ T[; bJh you
dh tzv ehsh iKdh j?.
2H3H6H8 bkrs piN (Capital Budget)

fJ; piN ftu jo ;kb Bk j'D tkb/ nBktosh you Pkfwb ehs/ iKd/ jB. fJj ;zrmB dh bzph :'iBk d/ nkXko
s/ jz[d/ jB. fJBQK ftu fJwkos coBhuo, T[geoDK s/ nkT[D tkbh bkrs ƒ Pkfwb ehsk iKdk j? ;zrmB fiBQK
B{z ;zrmB bJh ikfJdkd wzfBnk iKdk j?. bkfJpq/oh ftu g[;seK, o;kb/ ns/ dZ{ih gkm ;wZroh th bkfJpq/oh
dh ikfJdkd j[zdhnK jB. go fJBQK d/ you ƒ Capital Budget ftu Pkfwb BjhA ehsk iKdk feT[Afe fJBQK s/
you ntosh (Recurring) gqeko jz[dk j?.
2H3H6H9 pekfJnk skbe piN (Balance Sheet Budget)

skfbek ftu you bJh fdZsh fBoXkos oew ftu you ehsh ik u[eh oew ns/ pkeh puh oew pko/ fttoD
jz[d/ jB. fJj pekfJnk okPh ftP/P T[d/PK dh gqkgsh bJh, fB:s fwsh se you ehsh ik ;edh j?. nkw
eoe/ fJj ftZsh gqpzXeK dh ikDekoh bJh jz[dk j?.
2H3H6H10 iho' nkXko piN (Zero Based Budget - ZBB)

fJj piN gb/fBzr gq'rokw piN gqDkbh d/ ;wo{g j? fi; ftu fgS'eV d/ piN iK fe;/ d{i/ sZs dh e'Jh irQk BjhA
j? ns/ toswkB sZsK s/ nkXkfos jz[dk j?. fi; ftu jo wZd dk toDB ft;sko Bkb ehsk iKdk j?. T[d/P g{osh
dh b'VK dk toDB eoe/ Bt/A f;o/ s'A piN dh ouBk ehsh iKdh j? ns/ nkozG iho' (Zero) s/ ehsk iKdk j?.
fJj ftXh ghNo gkfJoo d[nkok 1970 d/ djke/ ftu ubkJh rJh. fJ; piN ƒ pDkT[D bJh ;zrmB d/ ;ko/
ekoiK dk fttoD ns/ piN gqfefonk dk frnkB j'Dk Io{oh j?. ;zpzXs nfgfeqssk ƒ fJj ftPtk; d[nkT[DK
g?Adk j? fe ekoi io{oh j? ns/ fi; bJh you dh b'V j?. piN dhnK wZdK t/ot/ Bkb you dh wksok, T[fussk
dk ;gPNheoD d/Dk g?Adk j?. T[fussk bJh fgS'eV s'A e'Jh ;jkok BjhA fbsk iKdk.
ZBB bkfJpq/ohnK dh :'iBkpzdh ns/ ftZsh gqpzXB dk ftek; eodk j?. fJ; ftu efmBkJh fBoD? pDkT[D ns/
T[BQK ƒ T[g:[essk d/ nkXko s/ esko ftu fbnkT[Dk n"yk ekoi j?.
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2H3H7 b/ykekoh (Accounting)

ftZsh b/yk oZyD dk w[y ekoB, nkwdB, you ns/ ftfGzB wZdK d/ j/m pekfJnk oew dk nk;kBh Bkb gsk
brkT[Dk j?. fJ; dk d{ik bkG fJj j? fJ; Bkb fwEh wksok s'A tkX{ you BjhA jz[dk. bkfJpq/ohnB fJ; Bkb
fBPfus ;w/a nzdo fBPfus you eodk j?. b/yk oyD Bkb nrb/ ;kb dk piN pDkT[D bJh b'VhAd/ P[ZX ns/
g{o/ ftZsh b/yk^nzeV/ gqkgs j' iKd/ jB. fJ; Bkb piN fB:zsqD, nrb/ gq'rokw pDkT[D ns/ tkoPe fog'oN
bJh ftZsh nzeV/ fwb iKd/ jB. b/yk mhe Yzr Bkb oyD bJh j/m fby/ sZs io{oh jB L
(i) b'VhAdh ftZsh ;{uBk dh fe;wl
(ii) oyD tkb/ ftZsh foekov dh fe;wl ns/
(iii) ftZsh foekovK dh f;oiDk
bkfJpq/oh ftu gqGktPkbh b/yk gqpzXB bJh fJe tZyoh b/yk Pkyk (Accounts Section) dh b'V j?. fJ; Pkyk
ftu j/m fby/ wjZstg{oD foekov oy/ ikD. fJBQK ƒ brksko g{o/ (up to date) eod/ ofjDk ukjhdk j?.
(i) tjh yksk (Cash Book)

fJ; foekov ftu ;zrmB d/ gqshfdB dh nkwdB ns/ you dk b/yk ofynk iKdk j?. pj[s ;koh :{Bhtof;Nh
bkfJpq/ohnK ftu bkfJpq/ohnB fJj yksk BjhA oydk feT[Afe g?;/ dk b?D d/D bkfJpq/ohnB dh pikJ/ gqpzXeh
dcso d[nkok ehsk iKdk j?. go nuBu/s (contingency) yofunK bJh, bJh rJh oew dk b/yk oyD bJh
e?Pp[e dh b'V g?Adh j?.
(ii) yksk (Ledger)

fJ; ftu g/i d/ T[go piN ftu fdZsh oew iK nkwdB fbyh iKdh j? ns/ j/mk ;ko/ wZdk ns/ fe;wK d/ you/
fJe s'A pkd d{ik eoe/ fby/ iKd/ jB.
(iii) tzvkok ofi;No (Allocation Register)

fJ; ofi;No ftu b/y/ wZd ns/ ftPk nB[;ko oy/ iKd/ jB. bkfJpq/oh ftu g[;seK, o;kfbnK, fibd;kih,
;N/PBoh, nuBu/s you, vke nkfd gfjbK s'A gqtkBs piN j?vK j/m nbr nbr oy/ iKd/ jB. fJ; Bkb
;kƒ fe;/ th ;w/A fe;/ th wZd pko/ fJj gsk ub iKdk j? fe fesBk you j' u[Zfenk j? ns/ fesBk you bJh
pekfJnk j?. seBheh s"o s/ Ledger ns/ Allocation Register tyo/ tyo/ jB go T[BQK dk T[d/P fJe' jh j?.
(iv) fpb ofi;No (General Invoice Register or Bill Register)

fJ; ofi;No ftu gfjb/ ekbw ftu fdZsk Bzpo T[; fpb bJh tkT{uo Bzpo jz[dk j?. ;ko/ fpbK dh dcsoh
ekgh G[rskB dh gqfefonk ;wkgs j'D s'A pknd tyoh ckfJb ftu fJ;/ Bzpo d/ nkXko s/ oyh ikdh j?. fJ;
ofi;No Bkb bkfJpq/oh ftu fe;/ th wZd pko/ ;{uBk nk;kBh Bkb fwb iKdh j? feT[Afe fJj eJh foekovK
B[z nkg; ftu i'V fdzdk j?.
(v) wk;e you eEB ofi;No (Monthly Expenditure Statement Register)

fJ; ofi;No Bkb jo/e wd ftu fwb/ nB[dkB dh ;ioh ;fEsh dk gsk jo wjhB/ ub iKdk j?. fJ; d/ fJj
ekbw jz[d/ jB L bkfJpq/oh dk BK ;kb, tzv, oew.
(vi) sBykj fpb ofi;No (Salary Bill Register)

bkfJpq/oh nwb/ dk sBykj ofi;No ;kb Go ftu nwb/ d/ you dk foekov j?. fJ; ftu fwbD tkbh sBykj
ns/ T[; ftu'A eZNh rJh oew pko/ fttoD gqdkB eodk j?. fJ; ftu ;ko/ fJzdoki b/yk Pkyk d[nkok ehs/
ikd/ jB. bkfJpq/ohnB e/tb ;Nkc dh S[ZNhnK dk b/yk i'yk oydk j?.
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(vii) S'Nh oew dk foekov (Record of Petty Cash)

fJj b/yk d' YzrK Bkb ofynk iKdk j? L
(i) i[owkB/ ns/ g[;se fogb/;w?AN dh oew (Replacement Money) f;ZXh S'N/ Bed yks/ ftu iwk eok

fdZsh iKdh j?l ns/
(ii) i[owkB/ ns/ pdb/ dh oew b/yk Pkyk ftu iKdh j? T[E'A bkfJpq/oh ƒ S'Nh oew G/i fdZsh iKdh j?.
(viii) T[geoD fJzdoki iK fj;Noh ekov (Equipment Record or History Card)

bkfJpq/oh ftu tZvh w[y ;wrZoh pko/ foekov j?. fJ; ƒ d[jo/ o{g ftu fsnko ehsk iKdk j?. fJe ekgh gqpzXeh
dcso ftu oyh iKdh j? ns/ d{;oh bkfJpq/oh ckfJbK ftu fJ; ftu T[geoD dk BK, yohd dh fwsh, ehws
ns/ eqw Bzpo nkfd jz[d/ jB. fJ; Bkb T[geoDK dh yohd ns/ pdbD ftu ;jkfJsk fwbdh j?. fJ; Bkb
fJj fBoD? b?Dk nk;kB j' iKdk j? fe ;wrZoh dh w[ozws eokT[Dh j? iK pdbBk j?/. fJ; Bkb phwk eokT[D
ftu th ;[ftXk fwb iKdh j?.
2H3H8 b/ykekoh (Auditing)

nzrq/ih dk Audit Ppd bkshBh GkPk d/ Ppd "Audive" s'A pfDnk j? fi;dk noE “;[DBk” j[zdk j?. g[okD/ iwkB/
ftZu b/yk gVskb eoB bJh fJe ftnesh ƒ bkfJnk iKdk ;h fijVk ftZsh you eoB tkb/ dh you/ gqsh
;gPNheoD ns/ rZbpks ;[Ddk ;h. b/yk gVskb dk Gkt b/yk fJzdokiK, foekovK ns/ ;zpzXs gqb/yh ;p{sK
(Documentary Evidence) ns/ tkT{uoK nkfd dh iKu eoBk j?, fi; ftu nzefVnK dh ;ukJh ƒ gofynk
iKdk j?.

fJ; gVksb d/ T[d/P jB L
(i) ftZsh fpnkB dh iKul
(ii) wB[Zyh rbshnK ns/ fB:wK dhnK rbshnK geVBkl
(iii) e'Jh X'yk$j/oc/o (Fraud) i/ j't/ T[;B{z geVBkl ns/
(iv) nZr/ bJh rbshnK ns/ X'y/ ƒ o'eDk.
nZi eb b/yk gVskb bkfJpq/oh ftZsh gqpzXB dk io{oh fjZ;k pD frnk j?. bkfJpq/oh ns/ ;{uBk e/Ado nkw eoe/
pkjoh ns/ wkBsk gqkgs nkvhNoK s'A T[~so b/yk gVskb (Post audit) eokT[Ad/ jB fijV/ gkm ;wZroh d/
r[nkuD, fJBQK dh gqkgsh dhnK p/ekfJdrh pekfJnk, nr/soh G[rskB ns/ g{osh nkfd pko/ iKu gVskb eod/
jB. ;kv/ d/P ftu d' soQK dh gVskb ehsh iKdh j?. ;oekoh dcso, ftGkr, bkfJpq/ohnK nkw eoe/ T[~sol
b/yk gVskb eokT[Ad/ jB. fJBK ftu g?;/ eYtkT[D ns/ tzvD tkbk nfXekoh (D.D.O.) fpb fsnko eoe/ gk;
eoe/ yikB/$p?Ae ftu G[rskB bJh G/i fdzdk j?. fpbK ftu fe;/ th rbsh, ewh do[;sh dh fizw/tkoh ftGkr
d/ D.D.O. dh jz[dh j?. fJj fJe gqeko dh nzdo{Bh gVskb j?. ;kb d/ nzs ftu G[rskB ehsh rJh oew d/
fpbK dh Bw{Bk gVskb pkjoh J/iz;h d[nkok ehsh iKdh j? ns/ fpbK ftu rbsh ns/ fJsokiK dk itkp
bkfJpq/ohnB ƒ d/Dk g?Adk j?.
g{ot b/yk gVskb (Pre-Audit) ftXh y[d w[ysko ndkfonK ftu ubkJh iKdh j?. fJ; gVskb ƒ ;EkBe czv
b/yk efjzd/ jB. :{Bhtof;NhnK ftu fJ;/ ftXh dk T[g:'r jz[dk j?. fJ; d/ nB[;ko id'A se fpb dh g{oh
gVskb BjhA jz[dh e'Jh th G[rskB BjhA ehsk ik ;edk. fJ; eoe/ ;z;Ek d/ nfXekoh dh ftZsh fizw/tkoh ekch
jZd sZe xZN iKdh j? feT[Afe G[rskB bJh b'VhAd/ t/ot/ gfjbK jh gVskb nfXekoh d[nkok iKu bJ/ iKd/ jB.
fJ; ftu tkT{uoK B{z Bzpo bk e/ ;zGkb e/ oyD dh b'V BjhA g?Adh, fJ; bJh fJj fJe gVskb dh nk;kB
ftXh j?.
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2H3H9 bkrs gVskb (Cost Accounting)

Gkos ftu bkrs gVskb dk fotki bkfJpq/ohnK ftu BjhA j?. go gZSwh d/PK ftu ftZsh gqpzXB dk fJj nfjw
fjZ;k j?. j[D :'iBk efwPB d/ tofezr ro[g B/ fJ; fdPk ftu Po{nks ehsh j?.
e'Jh th ftT[gko ik ;/tk mhe soQK BjhA ubkJh ik ;edh id'A se T[; T[sgkd ƒ fsnko eoB iK ;/tk gqdkB
eoB s/ nkJh bkrs dk nB[wkB BjhA bkfJnk iKdk. fpBK :'iBk s'A bkrs gVskb rVpVk ikt/rh ns/ piN
tzv rbs j' ikt/rh. fJ; ftu fe;/ T[sgkd iK ;/tk d/ jo fj;/ s/ nkJ/ you ƒ fXnkB ftu oZye/ g{o/
T[sgkd$;/tk dh bkrs fBPfus ehsh iKdh j?. wzB bT[ n;hA 100 g[;seK fsnko eoe/ gkmeK ƒ tos'A bJh
T[gbpX eokT[DhnK jB, fJ; ftu jo g[;se dh g{oh ehws, vke you, ;N/PBoh, gqkgsh ftu bZfrnk nwb/
dk ;wK (o[gJ/ ftu) feT[Afe T[BQK ƒ sBykj fdZsh iKdh j?, fJ;h soQK seBheh ftGkr, ;zGkb ftGkr ns/
;oe[b/PB ftGkr d/ eowukohnK dh sBykj dk you fjZ;k, fJj ;ko/ fwbk e/ 100 g[;seK dh bkrs nkJ/rh.
fJ; bkrs ƒ 100 Bkb tzv e/ fJe g[;se d/ ikoh eoB dh ehws eZYh ik ;edh j?.
2H3H9 bkrs gVskb d/ Yzr (Methods of Cost Accounting)

bkrs gVskb bJh j/m fbyhnK gqDkbhnK jB L
(i) f;XKse bkrs ehws dk fBoXkoD n;bh ehws s/ j/m fby/ sZsK d/ nkXko s/ brkfJnk ik ;edk j?

* ;/tk iK ekoi i' eoBk g?Adk j?l
* ftP/P ekoi ƒ eoB bJh b'VhAd/ ;wkB, ;/tk ns/ T[geoD dh ehws.

(ii) ekoi bJh ;jkfJe gfo;fEshnK gqdkB eoB dk youl ns/
(iii) fttjkfoe bkrs eZYD bJh fJe fJekJh ƒ tk;st ftu ezw eoe/ fJj ;kohnK b'VhAdhnK ;{uBktK

fJesqs ehshnK ik ;edhnK jB.
2H3H10 nZr/ gVQD bJh
(i) Dhiman, A.K. and Yashodha Rani : Library Management : A Manual for Effective Management,

New Delhi : Ess Ess, 2004.

(ii) Mittal, R.L. : Library Administration, Theory and Practice. New Delhi, Metro Politan, 1983.

(iii) Krishan Kumar : Library Manual, Delhi Vikas, 1982.
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Academic Library System

b/ye L vkH n?wH w;{w oik
gkm BzL 2H4 nB[tkue L vkH nihs f;zx

nekdfwe bkfJpq/oh L ftek;, w[bKeD ns/ ekorosk
(Academic Library : Development, Evaluation and Effectiveness)

gkm ;zouBk
2H4H0 T[d/;a
2H4H1 G{fwek
2H4H2 nekdfwe bkfJpq/oh dhnK fe;wK

2H4H2H1 ;e{b bkfJpq/oh
2H4H2H2 ekbi bkfJpq/oh
2H4H2H3 :{Bhtof;Nh bkfJpq/oh

2H4H3 nekdfwe bkfJpq/oh L w[bKeD ns/ ekorosk
2H4H3H1 ekorosk w[bKeD dhnK ftXhnK
2H4H3H1H1 ;ot/yD
2H4H3H1H2 w[bkeks
2H4H3H1H3 ;fEsh nfXn?B
2H4H3H1H4 vkfJoh
2H4H3H1H5 fuzBQkswe nfXn?B ;{uhnK
2H4H3H1H6 nzeVk ftXhnK
2H4H3H1H7 fppfbUw?fNqe ftXhnK

2H4H4 f;ZNk
2H4H5 nZr/ gVQD bJh
2H4H0 T[d/;a (Objectives)

fJ; gkm d[nkok nkg B{z j/m fbyh ikDekohnK fdZshnK ikDrhnK L
(i) nekdfwe bkfJpq/oh dhnK fe;wK, ekoi, T[d/;a ns/ ;/tktK pko/l ns/
(ii) nekdfwe bkfJpq/ohnK dh ekorosk B{z wkgD bJh ftXhnK.
G{fwek (Introduction)

fe;/ nekdfwe ;z;Ek Bkb i[Vh bkfJpq/oh B{z nekdfwe bkfJpq/oh fejk iKdk j?. fJj nekdfwe
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;z;EktK gVQkJh ns/ y'i d[nkok o;wh f;Zfynk gqdkB eodhnK jB. fJBQK ftu ;e{b, ekbi, :{Bhtof;NhnK,
seBheh ns/ fufes;k Bkb ;pzfXs g/;akto ;zrmB nk iKd/ jB. fJBQK tZy^tZy nekdfwe ;z;EktK ftu tZy
tZy fe;w d/ nfXn?B eokJ/ iKd/ jB. fJ; eoe/ nekdfwe bkfJpq/ohnK nkgDh g?fsqe ;z;Ek dhnK b'VK dh
g{osh bJh jz[dhnK jB, fJ; bJh fJ; dh fe;w, nkeko, ;zrqfj ns/ ;/tktK ftu nkgDh g?fsqe ;z;EktK d/
nkXko s/ tZy tZy jz[dhnK jB. fJ;h gqeko bkfJpq/ohnK ;e{b, ekbi, nzvo rq?i{J/N ekbi, g';N rq?i{J/N ekbi
w?vheb ekbi, :{Bhtof;NhnK d/ nkXko s/ nkgD/ nkeko, ;zrqfj, ;/tktK ftu tZyohnK tZyohnK j[zdhnK jB.
go fJj ;kohnK bkfJpq/ohnK fijVhnK nekdfwe ;z;EktK Bkb i[VhnK jB, T[BQK ftu e[ZM ;KM/ r[D th jz[d/
jB ,feT[Afe ;kohnk nekdfwe bkfJpq/ohnK nkgDh fgZsoh ;z;Ek d/ f;Zfynk ns/ y'i d/ ekoiK ftu ;jkfJsk
gqdkB eodhnK jB. fJBQK ftu ;zdoG g[;seK, ft;a/ g[;seK fijVhnK gVQkJ/ ikD tkb/ e'o;K nB[;ko jz[dhnK
jB, dk uzrk ;zrqfj jz[dk j?. nekdfwe bkfJpq/ohnK dk w[Zy ekoi nkgD/ fgZsoh ;z;Ek d/ w?ApokB dhnK b'VK
B[{z g{ok eoBk j?. nekdfwe bkfJpq/ohnK d/ j/m fby/ T[d/;a jz[d/ jB L
(i) nkgD/ gkmeK dhnK b'VK fijVhnK f;Zfynk gkmeqw s'A iK nkw ftfdne ekoDK s'A g?dk jz[dhnK jB,

dh g{osh eoBhl
(ii) f;Zfynk nwb/ B{z ftfdnkoEhnK B{z gVQkT[D bJh ni'e/ frnkB bJh gkm ;wZroh T[gbpX eokT[Dkl

ns/
(iii) y'ikoEhnK dh b'VK dh g{osh eoBk.
2H4H2 nekdfwe bkfJpq/oh dhnK fe;wK (Types of Academic Library)

(i) ;e{b bkfJpq/ohl
(ii) ekbi bkfJpq/ohl ns/
(iii) :{Bhtof;Nh bkfJpq/oh.
2H4H2H1 ;e{b bkfJpq/oh (School Library)

ftfdnk d/ ;zuko ftu gqt/P d[nko ;e{b jh jB. ;ko/ wjkB ftfrnkBh, f;Zfynk ftfrnkBh, ;wki ;ak;soh,
Gk;ak ftu ;kfjseko, tZv/ tZv/ B/sk j'o gqeko dhnk wjkB jZ;shnK fJe fdB ;e{b s'A jh ftfdnk d/ ;kro
ftu T[sohnK j'DrhnK .;e{b ftfdnk dh wjZssk ns/ ftfdne YKu/ ftu fJ;d/ w[ZYb/ ;EkB dh wjZssk fe;/
s'A b[eh BjhA j?.
b'eokih ftt;Ek ftu pfunK d/ p"fXe ftek; tk;s/ gqGkt;akbh ns/ gqrsh;akbh Yku/ dk j'Dk iao{oh j?. ;e{bh
ftfdnk okjhA pZfunK ftu pdbd/ ;wki B[z ;wMD, GkJhuko/ dh GktBk g?dk eoB dh gq/oBk fdZsh iKdh j?.
fi; Bkb T[j ;wki d/ nZS/ Bkrfoe pD ;eD. coi gqsh gSkD, d{finK Bkb ;fj:'r dh GktBk s/ wwsk
Gfonk fttjko jh pZfunK B{z wB[Zysk dh g{oBsk ns/ wjZssk tZb b? iKdk j?. ;e{bh f;Zfynk ftu j/m fby/
gZXo nkT[Ad/ jB L
(i) Pre-Primary Level

(ii) Elementary level

(iii) Secondary Level

(iv) Higher Secondary level

;e{b bkfJpq/oh pZfunK d/ p"fXe ftek; ns/ g[;seK gVQD dh nkds gkT[D ftu wjZstg{oD G{fwek fBGkT[Adh
j?. gpfbe, fBZih iK ft;/a;a ;e{b ftu ;fEs bkfJpq/oh ;e{b bkfJpq/oh dh jh fe;w jz[dh j?. nZi d/ ;wki
ftu ;e{b bkfJpq/ohnK dh wjZssk tZX rJh j?. fJBQK d/ j/m fby/ T[d/;a jB L
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2H4H2H1H1 ;e{b bkfJpq/oh d/ T[d/;a (Objectives of School Library)

(i) ftfdnkoEhnK ftu feskpK d/ gqsh o[uh g?dk eoBk iK T[jBK B{z g[;seK Bkb ;B/j eoBk f;ykT[Dkl
(ii) ;e{bh bkfJpq/oh d/ wkfXnw Bkb f;Zfynk ;zpzfXs g[;seK dk nkdo eoBk ns/ T[BQK dk nfXn?B ftu

gq:'r eoBk f;ykT[Dkl
(iii) ;e{b bkfJpq/oh ftu T[BQK B{z bkfJpq/oh d/ T[g:'r dh gqkozfGe (w[ZYbh) f;Zfynk fdZsh ikdh j?. fi; Bkb

T[j fttjko ns/ nkeko ns/ g[;seK dk T[g:'r eoBk f;Zyd/ jBl
(iv) ;{MtkB sohe/ Bkb ;t?^gVQB dh nkds g?dk eoBkl
(v) fGzB gqeko d/ ;kfjs s'A ikD{ eotkfJnk iKdk j?l
(vi) ;e{b dk ezw iK bkfJpq/oh T[g:'r fJBQK d'BK d/ ftukb/ ;wkB wjZst d/D B{z ;[fB;afus eodk j?l
(vii) uzr/ Bkrfoe pDB bJh ;wkfie w[ZbK pko/ ikD{ eokT[Dkl
(viii) iBse ;q'sK dh tos'A bJhl ns/ f;ybkJh gqdkB eoBk.
2H4H2H1H2 ;e{b bkfJpq/oh d/ ekoi (Functions of School Library)

(i) gkm ;wZroh gqkgs eoBk L nkX[fBe ;e{b nkgDh bkfJpq/oh s'A fJj nk; eodk j? fe ;e{b Bkb
;zpzfXs ;ko/ gqeko dh gkm ;wZroh bkfJpq/oh ftu T[gbpX j'Dh ukjhdh j?.

(ii) gkm ;wZroh T[gbpX eoBk L bkfJpq/oh ftu gkm ;wZroh B{z iwk eoe/ oZyD sZe jh bkfJpq/ohnk
dk eosZt BjhA j?. id'A fe jo ftfdnkoEh B{z T[;dh Io{os dh ;wZroh gqdkB eoBk th fJ; dk
wjZstg{oB eosZt j?.

(iii) ftfdnkoEhnK ftu gVQB dh nkds B{z T[s;akfjs eoBk L bkfJpq/ohnK ftu gkm ;wZroh B{z iwK
eoB s'A fJbktk ftfdnkoEhnK ftu T[;d/ T[g:'r dh nkds B{z pVktk d/Dk th ;e{b bkfJpq/oh dk jh
ezw j?.

(iv) nB[e{b tksktoD T[sgzB eoBk L bkfJpq/ohnK d/ T[g:'r B{z tXkT[D bJh fJj Io{oh j? fe T[;d/
dotki/ s/ fyVehnK jw/;aK y[bQhnK ofjD, gkm ;wZroh y[bQh nbwkohnK ftu oZyh ikt/. fJ; sA'
fJbktk T[E'A dk tkstkoD ;kc s/ o";aBh tkbk j'Dk ukjhdk j?.

(v) gq:'r;akbk dhnK ;fEshnK T[gbpX eokT[Dk L gq:'r;akbk T[; ;EkB B{z fejk iKdk j? fiZE/ Bt/A Bt/A
gqhyD ehs/ iKd/ jB ns/ ;ko/ ;kXB, T[gbpX jz[d/ jB. T[;/ gqeko bkfJpq/ohnK ftu ;koh ;wZroh dh
ftt;Ek ehsh ikDh ukjhdh j? sK i' ftfdnkoEh nkgDh iao{os nB[;ko g?cfbN, ;apde';a iK j'o
;wZroh B{z n;kBh Bkb gqkgs eo ;e/.

(vi) ihtB Go ;t? f;Zfynk bJh r[DK ns/ b'VhAdh fBg[zBsk B{z ftef;s eoBk.
(vii) ;e{b d/ nfXnkgeK B{z ;e{b d/ ftfGzB f;Zfynk d/ gq'rokwK bJh ns/ f;Zfynk gZXo ftu ftek; eoB

bJh, ;jkfJe ;q'sK dh tos'A th wjZssk B{z ;wMD ftu ;jkfJsk gqdkB eoBk.
(viii) gkmeK ftu bkfJpq/oh B{z ;{uBk dk wjZstg{oB ;q's ;wM e/ T[; ftu ft;atk; ns/ o[uh g?dk eoBh.
2H4H2H1H3 bkfJpq/oh dh ;fEsh (Location of a School Library)

;e{b bkfJpq/oh jw/;aK ;e{b d/ e/Ado ftu j'Dh ukjhdh j? sK fe jo e'Jh T[E/ nk;kBh Bkb gj[zu ;e/, BjhA
sK tos'AekoK dh o[uh xZN iKdh j?. i/eo T[BQK dh gjz[u s'A bkfJpq/oh d{o j't/rh.
2H4H2H1H4 ;e{b bkfJpq/oh d/ tos'Aeko (Users of a School Library)

;e{b bkfJpq/oh d/ tos'Aeko gkme, ftfdnkoEh, nfXnkge s/ e[M gqpzXeh ;Nkc jz[dk j? ;e{b bkfJpq/oh dk
w[Zy wjZst tos'Aeko B{z fd;ak d/Dh s/ f;Zfynk d/Dk j? s/ T[BQK B{z bkfJpq/oh d/ gZe/ gkme pDkT[Dk.
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2H4H2H1H5 ;e{b bkfJpq/oh ;zrqfj (Collection of a School Library)

;e{b bkfJpq/oh ftu nZr/ fby/ nB[;ko ;wZroh j'Dh ukjhdh j?. gkm g[;seK ns/ f;b/p; Bkb ;zzpzfXs ;wZroh,
f;Zfynk dhnK g[;seK, ikDekoh s/ ;z:[es g[;seK, jcs/tko nypkoK s/ j'o w?rihBK iK o;kb/, ;otD^doPh
;wZroh nkfd.
;e{b xo s'A pkjo gfjbh f;Zfynk ;z;Ek j?. fJ; bJh ftfdnkoEh ns/ nfXnkge B{z ;wki ftu j' oj/
nkX[fBe ftek; pko/ iK w[Zvb/ ;q'sK pko/ ikDekoh d/Dh ukjhdh j?. fJ; Bkb T[BQK dh ikDekoh ftu tkXk j't/rk.
2H4H2H1H6 ;e{b bkfJpq/oh ;/tktK (Services of a School Library)

;e{b bkfJpq/oh fJe ;/tk ;z;Ek j/. fJ; eoe/ fJj gqb/yK sZe y[bQh gjz[u gqdkB eodh j?. gqb/y tos'A bJh
jh gqkgs ehs/ iKd/ jB. d{i/ ;apdK ftu pzd gj[zu dk T[d/;a gqb/yK Bz{ ;zGkb e/ oZyDk jz[dk j?. ;e{b bkfJpq/ohnK
nkgD/ bJh jh w"i{d BjhA jB. fJjBK dk T[d/;a gkmeK dh ;/tk eoBk j/.
(i) ikDekoh s/ ;wZroh gqdkB eoBk.
(ii) b'V g?D s/ ;zdoG ;/tktK gqdkB eoBk.
(iii) pZfunK bJh ejkDh ;[DkT[D dk ;wK, g[;se rZbpks, b/yK d/ w[ekpb/, gq;aB nkfd.
(iv) gkmeK B[z ;bkj ;/tk gqdkB eoBh.
(v) ;wZroh dk b?D d/D.
(vi) fppbUrqkfce jdkfJsK.
(vii) ;{uheoD dh tos'A ftu ;jkfJsk.
(viii) ;wZroh dh irQk bZGD ftu ;jkfJsk eoBk.
(ix) ;zdoG g[;seK dh tos'A ftu ;jkfJsk eoBk.
(x) p/Bsh s/ ;{uBk dk gqpzX.
(xi) g[;seK s/ d{ih ;wZroh dh gqdo;aBh.
(xii) nypkoK dhnK Y[ethnK ypoK dk gqrNktk.
(xiii) nzso^bkfJpq/oh T[Xko.
(xiv) ;wZroh B{z gfjbK jh ;zGkb e/ oZyDk.
(xv) toswkB xNBktK s/ d{ihnK gqw[Zy xNBktK pko/ ftfdnkoEhnK nfXnkgeK B{z brksko ;{uBk fdzd/

ofjDk.
(xvi) d{ihnK d?fBe gqfeqnktK.
2H4H2H2 ekbi bkfJpq/oh (College Library) : f;Zfynk gqfeqnk ftu ekbiK dh nfjw G{fwek j?. ekbiK ftu
T[BQK ftfdnkoEhnK B[z fJe tZyok wkj"b fwbdk j? l fijV/ ;?ezvoh ;e{bK s'A T[u/oh f;Zfynk gqkgs eoB bJh
nZr/ iKd/ jB. fJZE/ T[BQK B{z ;e{bK tKr nfXnkgeK dh fBZih stZi' BjhA fwbdh. ekbi ftu ftfdnkoEhnK B{z
nfXnkge fJe okj fdyKd/ jB. ;t? f;Zfynk s/ jh T[BQk B{z nkgD/ ft;a/ dk e'o; g{ok eoBk g?Adk j?. fJ; bJh
ebk;K ftu b?euoK okjhA gqkgs f;Zfynk B{z g{ok eoB bJh g[;seK s/ bkfJpq/oh jh ;jkok pD iKdh j?. ekbi
bkfJpq/oh dh nfjw G{fwek ekbi d/ wB'oEK B{z g{ok eoB bJh fJe f;Zfynk ;jkfJe d/ o{g ftu nkgDk :'rdkB
gkT[Dk j?.
2H4H2H2H1 ekbi bkfJpq/oh d/ T[d/;a (Objectives of College Library)

(i) frnkB d/ ;kro d/ tZy^tZy ftf;anK pko/ itkBK B{z ftnkge ns/ v{zxh ikDekoh gqdkB eoBh.
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(ii) tZy^tZy ftf;anK ftu T[u/oh f;Zfynk gqkgs eoB bJh pj[w[Zb/ ftfdnkoEhnK B[{z fsnko eoBk.
(iii) d/;a d/ itkB bVfenk s/ bVehnK Bz{ ;wki dhnK ftfGzB ;z;EktK ;e{b, ;oekoh ftGkr, Bkrfoe

ndko/, ftT[gko ;zrmB, T[d:'r nkfd ftu jo/e gZXo d/ ezwK dh fiazw/tkoh ;zGkbB bJh fsnko
eoBk.

(iv) gVQB bJh nkokwdkfJe T[fus ;[ftXktK T[gbpX eokT[Dk.
(v) y'ihnK ns/ nfXnkgB ekoiK bJh rzqEkswe ;{uBktK ns/ ft;a/;a ;wZroh T[gbpX eokT[Dk.
(vi) :[teK B{z ftfGzB g/f;anK, ekB{zB, vkeNoh, fJzihBhnoh nkfd bJh fsnko eoBk.
(vii) ;wki bJh tX/o/ gVQ/ fby/ fiazw/tko Bkrfoe fsnko eoBk, ekbi bkfJpq/oh dk wB'oE j?.
(viii) fJj w[ekpbk gqhfynktK (Competitive Examination) bJh fsnko eodh j?.
2H4H2H2H2 ekbi bkfJpq/oh d/ ekoi (Functions of a College Library)

(i) gkm ;wZroh dk fJeZsoheoB (Collection of Reading Material) : ftfdnkoEhnK ns/ nfXnkgeK
dhnK pj[wyh nekdfwe ns/ d{ihnK p'fXe b'VK dh g{osh bJh fJe ftnkge gZXo s/ gkm ;wZroh ns/ d{ik
;ki' ;wkB gqkgs eoBk io{oh j?. fJ; ;wZroh dhnK fBwB fbys fe;wK jB <
(a) N?e;N p[Ze s/ d{ihnK :'r g[;seK dh fJe ekgh gqsh d; gkmeK d/ fj;kp Bkb yohdh ikt/.
(b) nfXnkgeK s/ gqfsGk;akbh ftfdnkoEhnK bJh ft;/a dh T[u/oh f;Zfynk ft;ak ;apde';a, jZE g[;seK,
ihtBhnK, G{r'fbe ;{uBk d/D tkbhnK g[;sek, nkw frnkB, ezghNh;aB s/ d{ihnk nkw g[;seK, ebk dhnK
g[;seK nkfd jo soQK dh ;wZroh bkfJpq/oh ftu j'Dh ukjhdh j?. fJj ;wZroh fJeZmh eoBk bkfJpq/oh dk w[Zy
ekoi j?.
(ii) ;zrqfj Bhsh (Collection Policy) : g[;seK dh gqkgsh fJe m'; ;zrqfj Bhsh nB[;ko ehsh ikDh
ukjhdh j?. fJ; ftu g[;sekbk ;bkjeko ;fwsh dh nfjw G{fwek j'Dh ukjhdh j?. fi; ftu tZy tZy ftf;anK
d/ wkfjoK B{z Pkwb eoBk ukjhdk j?. g/;akto bkfJpq/ohnB B{z g[;seK u'D ;kXBK dh ;jkfJsk Bkb wkfjoK
dh wdd eoBh ukjhdh j?. u'D ;zpzXh nfXekohnK B{z gqekPB s/ gqekf;as g[;seK pko/ g{ok frnkB io{oh j?.
g[;se ;wZroh BthB j'Dh ukjhdh j?. gkm g[;seK d/ g[okD/ nze iK d{ihnK fijVhnK tos'A ftu BjhA nk
ojhnK, T[BQK B{z ykoi eoB dh Bhsh j'Dh ukjhdh j?. ftZs dh ewh dh wko s'A puD bJh bkfJpq/oh ;fjekosk
(Library Cooperation) j'Dh iao{oh j?.
(iii) seBheh gqfefonk s/ ftt;Ek (Technical Processing and Organization) : ekbi iK bkfJpq/oh ftu
gkm ;wZroh dh seBheh gqfeqnk s/ ftt;Ek s/ g{ok fXnkB d/D dh b'V j? sK fe ;wZroh soshp s/ gqdo;aB ftu
;jkfJsk fwb ;e/. torheoD dh gqDkbh ftu nKsfoe r[D j'Dk ukjhdk j?. fi; Bkb soshp B{z fjbkJ/ fpBK
Bt/A ftf;anK B{z th ;zi'fJnk ik ;e/. Gkos ftu vhHvhH;hH, ;hH;hH, :{HvhH;hH gqDkbhnK dh tos'A ehsh iKdh j?.
ekbi bkfJpq/oh dh ;{uh th nzso ok;aNoh gZXo s/ wBi{o ftXh Bkb pDkT[ADh ukjhdh j?. Gkos ftu AACR-

II s/ CCC dh tos'A j' ojh j?.
2H4H2H2H3 bkfJpq/oh ;fEsh (Location of College Library)

ekbi bkfJpq/oh ekbi d/ e/Ado ftu ;fEsh j'Dh ukjhdh j? sk fe ;ko/ T[E/ nk;kBh Bkb gj[zu ;eD. i/eo
bkfJpq/oh Centre ftu BjhA j't/rh sK fJ; dh tos'A xZN j't/rh.
2H4H2H2H4 ekbi bkfJpq/oh tos'Aeko (Users of College Library)

ekbi bkfJpq/oh d/ gkme ftfdnkoEh nfXnkge d/ s"o s/ j'o gqpzXeh w?Apo j[zd/ jB.
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2H4H2H2H5 gkm ;wZroh ;zrqfj (Collection of a College Library)

ekbi bkfJpq/oh dh ;wZroh ;e{b bkfJpq/oh Bkb'A tZyoh jz[dh j?. fJj ;wZroh gq'c?;aBbK s/ y'ihnK bJh ft;/a;a
;wZroh jz[dh j?. gkmeK dh frDsh fiankdk j'D eoe/ ;wZroh fiankdk wksok ftu jz[dh j?. ekbi bkfJpq/oh
ftu f;b/p; Bkb ;zpzfXs ;wroh jz[dh j?. b/feB f;b/p; s'A fJbktk wB'oziB Bkb ;zpzfXs ;wZroh th jz[dh
j?. n;bhns ftu fiankdk ekbi bkfJpq/ohnK g?;/ dh ewh ekoB f;oc f;b/p; Bkb ;zpzfXs ;wZroh jh gqdkB
eodhnK jB. ekbi bkfJpq/oh ftu j/m fby/ nB[;ko ;wZroh jz[dh j? L
N?e;N g[;seK, nfXnkgeK s/ ftfdnkoEhnK bJh T[u/oh f;Zfynk dh g[;seK, ;zdoG g[;seK, Encyclopedia,

year books, dictionaries, directories, audio visual material, news papers, periodicals, perfessional books

ebk dhnK g[;seK, ihtBhnK, G{r'fbe ;{uBk d/D tkbhnK g[;seK, ezfgT{No ;zpzXh nfXnkgB s/ f;Zfynk dk
;kfjs. fJ;d/ Bkb ekbi bkfJpq/oh gfjb/ d{i/ ns/ shi/ doi/ d/ ;zdoG ;q's oZydh j?. ekbi j'D ekoB fJE/
ikDekoh d/ y/so Bkb ;zpzfXs ;wZroh oZyD s/ ia'o fdZsk iKdk j? sK fJ; bJh fJj ;q's ft;/a;a g/;a/eko y/so
bJh wjZstg{oD jB.
2H4H2H2H6 bkfJpq/oh ;/tktK (Services of a College Library)

ekbi bkfJpq/oh dk ;wK fiankdkso ekbi d/ ezw d/ ;w/A fizBK jh jz[dk j?, fJj ftfdnkoEhnK B[z bkfJpq/oh dh
tos'A eoB s'A o'edk j? feT[Afe T[; ;w/A ftfdnkoEh nkgDhnK ebk;K ftu jz[d/ jB. bkfJpq/oh dk w[Zy ezw
feskpK fJP{ eoBk jz[dk j? go fiankdkso ekbi bkfJpq/ohnK ftu feskpK f;oc d' fdB bJh fJP{ eoB dk
fB:w jh jz[dk j? s/ pkeh 6 fdB ftfdnkoEh g[;seK ikoh BjhA eotk ;ed/. fJ; ekoB ftfdnkoEhnK B{z
w[;aeb dk ;kjwDk eoBk g?Adk j?. fJBQK ;kohnK ewhnK B{z g{ok eoB bJh bkfJpq/oh d[nkok j/m fbyhnK ;/tktK
gqdkB ehshnk iKdhnK jB.
(i) fppfbT[rqkfce jdkfJsK.
(ii) gqb/yK dk nrkT{A okytKeoB.
(iii) fppfbT[rqkfce ;/tk.
(iv) gkmeK B{z ;bkjekoh.
(v) gkme g[;seK dhnK ;/tktK.
(vi) g[;seK T[Xko d/D s/ nzso bkfJpq/oh ;/tktK.
(vii) gVQB jkb ;/tktK.
(viii) ;{uBk s/ ;zdoG ;/tktK.
(ix) BthnK gqkgs g[;seK dh gqdo;aBh s/ T[BQK dh ;{uh ikoh eoBk.
(x) ft;a/;a o[uh s/ wzr s/ gqb/y ;/tk.
(xi) c'N' ;N/N ;/tktK.
(xii) fppfbT[rqkfce, Idexing, Abstracting nkfd ;/tktK gqdkB eoBk.
(xiii) gkmeK B{z bkfJpq/oh gq:'r ftu tZX s'A tZX ;jkfJsk gqdkB eoBk.
2H4H2H3 :{Bhtof;Nh bkfJpq/oh (University Library)

fJe :{Bhtof;Nh bkfJpq/oh :{Bhtof;Nh Bkb i[Vh j'Jh jz[dh j?. fJj ftfdnkoEhnK s/ nfXnkgeK dh gVQkT[D
s/ y'i ezwK ftu ;jkfJsk eodh j?. bkfJpq/oh fJe :{Bhtof;Nh bJh fJzBh wjZstg{oB j' rJh j? fe T[j
:{Bhtof;Nh bkfJpq/oh s'A fpBK BjhA ub ;edh. ftfdnkoEhnK dh frDsh ftu pj[s fiankdk tkXk, BthnK
:{Bhtof;NhnK dk y[ZbDk, Bt/A e'o;K dh ;a[o{nks f;Zfynk dh ocsko ftu tkXk, T[d/;a g{oB f;Zfynk s/ feskpK
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d/ w[Zb ftu tkXk e[M nfij/ ekoB jB fiBQK eoe/ :{Bhtof;Nh bJh bkfJpq/oh dk j'Dk pj[s iao{oh j' frnk.
gfjbK :{Bhtof;Nh bkfJpq/oh f;oc feskpK dk fJeZm ;h. go pknd ftu fJ; dk pj[s ftek; j' frnk.
Kothari Commission B/ bkfJpq/oh B{z :{Bhtof;Nh dk fdb fejk. frnkB dh ;[oZfynk, gq;ko, ftek; s/ ouBk
ftu :{Bhtof;Nh bkfJpq/ohnK nfjw G{fwek fBGkT[AdhnK jB. UGC (UK) dh fog'oN ftu fejk frnk j? fe
fe;/ :{Bhtof;Nh dh r[DtZsk s/ gZXo ikDB bJh fJ; dh bkfJpq/oh B{z t/y bt'. :{Bhtof;NhnK ftu y'iK j'D
eoe/ bkfJpq/ohnK dk fte;s o{g ;kjwD/ nk fojk j?. fJBQK d[nkok frnkB gq;koB d/ Bkb Bkb GftZy tos'A
bJh frnkB dk o{gKso ehsk ik fojk j?. nZi dhnK :{Bhtof;Nh bkfJpq/ohnK ftu IT dh tos'A nkw j' rJh
j? ns/ B?Ntofezr B/ bkfJpq/oh d/ x/o/ B{z tXk fdZsk j?.
ftek; iBw (Origin) : Bombay University, ebeZsk dh :{Bhtof;Nh, wdok; dh :{Bhtof;Nh, Gkos dhnK
;G s'A gfjbhnK :{Bhtof;NhnK jB. fJj 1857 ftu j'Ad ftu nkJhnK. go fJBQK dhnK bkfJpq/ohnK 1864,
1873 s/ 1907 ftu j'Ad ftu nkJhnK. fJ; soQK Gkos dhnk bkfJpq/ohnK fJe ;dh g[okDhnK jB. 1947 d/
nyho ftu e[b 20 :{Bhtof;NhnK ;B. go j[D 300 d/ eohp :{Bhtof;NhnK jB. jo fJe :{Bhtof;Nh dh
nkgDh bkfJpq/oh j? s/ fi; dh wiap{sh :{Bhtof;Nh dh T[wo s/ fBoGo eodh j?. fJ; soQK :{Bhtof;NhnK dk
ftek; j"bh j"bh j'fJnk s/ Bkb jh bkfJpq/ohnK dk th ftek; j'fJnk s/ nZi e'Jh th :{Bhtof;Nh, bkfJpq/oh
fpBk nX{oh j?.
2H4H2H3H1 :{Bhtof;Nh bkfJpq/oh d/ T[d/;a (Objectives of University Library)

nZi dh T[u/oh f;Zfynk ftu :{Bhtof;Nh dk o'b pj[s fiankdk j?. fe;/ d/;a d/ nkofEe, ;wkfie, okiBhfse
ftek; ftu :{Bhtof;Nh dh G{fwek nfjw j[zdh j? feT[Afe fJj wB[Zyh ;q's fsnko eodh j?. fijV/ ;wkfie,
;oekoh s/ r?o ;oekoh ezwK ftu :'rdkB gk e/ d/;a s/ ;wki dh T[Bsh s/ T[;koh dk T[gokbk eod/ jB.
bkfJpq/oh d/ T[d/;a j/m fby/ jB L
(i) Bt/A frnkB dh Gkb s/ ;Zu dh sbk;a bJh fBoG? j' e/ gqGkt;akbh :sB eoBk s/ g[okD/ frnkB dh

ft;atk; dhnK Bthnk b'VK dh o";aBh ftu ftnkfynk f;oiBk.
(ii) ihtB d/ jo y/so ftu ;jh, fe;w dh nrtkJh d/Dk l fijVh okPNo fBowkD bJh Io{oh j? l
(iii) ;wki B{z :'r g[o;a$n"osK fiBK B/ y/shpkVh, ebk, fufes;k, ftfrnkB ns/ seB'b'ih ftu f;ybkJh

gqkgs ehsh j? l w[jZJhnk eoBk i' ;wkfie wB'oEK gqkgsh  bJh ;zt/dB;ahb th j'D.
(iv) nfXnkgeK s/ ftfdnkoEhnK ftu s/ T[BQK okjhA ;wki ftu ftenshnK s/ ;w[dkfJ ftu, uzr/o/ ihtB

dh gq's;kjB bJh ehwsK s/ fttjko g?dk eoBk.
(v) y'i d/ Bt/a frnkB dh ouBk, y'i BshfinK dk gq;ko ns/ Bth y'iK bJh gq/oDk gqdkB eoBh
(vi) gVQkJh s/ y'i okjhA ikDekoh B{z tXkT[Dk.
(vii) Bhsh ftfdnk s/ ;fGnkuko dh wjZssk dk ;a[ZXsk Bkb ftek; eoBk.
(viii) nzso ok;aNoh ;wM s/ fwbtosB B{z tXkT[D ftu wdd eoBh.
(ix) gVQkJh ns/ y'i bJh b'VhAdh ikDekoh dk gfjbK jh gqpzX eoBk.
(x) ikDekoh dh pj[bsk dh pdbh eoBh Gkt fJe ghVQh dh ikDekoh d{;oh ghVQh B{z d/Dk.
(xi) ft;Eko ;/tktK gqdkB eoBk fi; Bkb toswkB ;wkie ns/ okifBfse YKu/ ftu ;[Xko fbnkfJnk ik

;e/.
(xii) fizdrh d/ jo y/so ftu b'e oki GktBk dk g{ok nB[Gt eokT[Dk.
(xiii) d/P Grsh d/ fB:wK, ;wkie fizw/tkoh ns/ ekB{zB dh fJZis dh GktBk dk ft;sko eoBk.
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(xiv) ftukoK, fttjko ns/ ekoisk ftZu T[Zswsk fbnkT[D bJh f;ybkJh gqdkB eoBh l
(xv) pdbd/ gfoy/y ftZu ;wf;ZnktK Bkb BfiZmD dh e[Pbsk gqdkB eoBh.
2H4H2H31 :{Bhtof;Nh bkfJp/qoh d/ ekoi (Functions of University Library)

fJ; soQK :{Bhtof;Nh bkfJpq/oh nkgD/ o'iakBk d/ ezw s'A fJbktk fJj T[d/;a th oZydh j? fi; Bkb s/ ;wki ftu
tZy^tZy :{Bhtof;NhnK dk o[spk T[~uk j' ;e/.
nZi :{Bhtof;Nh fBoXkfos gkmeqw d/ nB[;ko jh nrtkJh BjhA eodh. ;r'A ftfdnkoEhnK B{z nkgD/ nkg
gVQB s/ y'i eoB d/ :'r th pDkT[Adh j?. y'i eoB s/ gVQB bJh ftfdnkoEhnK B{z bkfJpq/oh dh iao{os g?Adh
j?. :{Bhtof;Nh^bkfJpq/oh, :{Bhtof;Nh B{z f;oc feskpK dk ;zrqfj jh gqdkB BjhA eodh, ;r'A Bkb jh s/i
fdwkr tkb/ j[f;anko ftfdnkoEhnK B{z fsnko eodh j?. f;Zfynk gqDkbh ftu :{Bhtof;Nh s/ ekbi bkfJpq/ohnK
pj[s wjZstg{oB o'b ndk eodhnK jB. ozrkBkEB nB[;ko, :{Bhtof;Nh bkfJpq/oh nkgDh w"i{drh B{z ;kfps
eoB bJh gzi w[Zy ezwK B{z g{ok eodh j? fJj jB fsnkoh (Preparation), T[sgkdB (Production), gqb/yD
nfXnkgeK ns/ ftfdnkoEhnK dh dhfynk ns/ tos'AekoK dh f;Zfynk s/ bkfJpq/oh dh tos'A B{z tZX s'A tZX
tXkT[Dk :{Bhtof;Nh d/ ekoiK ftu'A w[Zy jB. :{Bhtof;Nh bkfJpq/oh d/ w[Zy ekoi j/m fby/ jB L^
(i) ftfdnkoEhnK, nfXnkgeK s/ wkfjoK B{z T[BQK dh b'VhAdh gVQB tkbh, gVQkT[D tkbh ns/ y'i eoB tkbh

;wZroh gqkgs ns/ fttEs eoe/ gqdkB eoBk.
(ii) :{Bhtof;Nh ftu Bt/A nkJ/ ftfdnkoEhnK, nfXnkgeK B{z bkfJpq/oh tos'A bJh T[s;akfjs eoBk s/

gkme f;Zfynk gq'rokw brkT[Dk fi; ftu bkfJpq/oh tos'A pko/ ikDekoh gqdkB eoBk ns/ bkfJpq/oh
dh tos'A B{z tXkT[Dk Pkfwb j?.

(iii) BthA seBkb'ih (Technology) B{z ngDkT[Dk ezfgT{NoheoD okjhA xZN s'A xZN ;w/A ftu ;jh^;jh s/
b'VhAdh ;wZroh iK ;/tktK nkfd gqdkB eoBk.

(iv) :{Bhtof;Nh bkfJpq/oh nkgD/ tos'Aeko B{z T[BQK dh nrbh f;Zfynk, g/;a/ nkfd pko/ ;{uBktK ns/ ;/X
fdzdh j?.

(v) BthA s'A BthA ikDekoh B{z fJeZmk eod/ ofjDk ns/ ftt;Ek eoe/ oZyD dh e'f;a;a eoBk s/ iwK ;wZroh
dh ;[oZfynk eoBk. sK i' tos'Aekok B{z fJj ;/tktk fwb ;eD.(a) T[BQK dh p"fXe T[s;[esk B{z irkT[Dk, ns/
p"fXe Pesh B{z tXkT[D bJh ;jkfJsk, (b) ebgBk B{z T[s/fis eoe/, ebgBk Pesh ftu tkXk eoB dh
;jkfJsk, (c)  B?fse ns/ ;fGnukoe w[ZbK ftu tkXk eoB dh ;jkfJsk, (d)  nkgD/ tksktoD gqsh ikro{esk
;/tk, ns/ (e)  ihtB Go bJh f;Zfynk ;/tk gqdkB eoBk.
T[Zgo fby/ ekoiK s'A bkfJpq/oh dh fJe :{Bhtof;Nh ftu wjZssk dk gsk ubdk j?.
2H4H2H3H3 :{Bhtof;Nh bkfJpq/oh dh ;fEsh (Location of University Libraries)

:{Bhtof;Nh bkfJpq/oh :{Bhtof;Nh d/ e/Ado ftu j'Dh ukjhdh j? sK fe ;ko/ tos'AekoK B{z nk;kBh j' ;e/. i/eo
nfijk BjhA jz[dk sK fJ; Bkb bkfJpq/oh dh tos'A xZN iKdh j?.
2H4H2H3H4 bkfJpq/oh d/ tos'Aeko (User of a University Library)

:{Bhtof;Nh bkfJpq/oh d/ tos'AekoK ftu g';N rq/i{J/N ftfdnkoEh y'i eoB tkb/, Nhuo, :{Bhtof;Nh d/
eowukoh nkfd nkT[Ad/ jB.
2H4H2H3H5 :{Bhtof;Nh bkfJpq/oh ;zrqfj (University Library Collection)

:{Bhtof;Nh bkfJp/qoh dh ;zrqfj fJ; d/ tos'Aeko ftfdnkoEhnK, nfXnkgeK s/ y'ikoEhnK Bkb i[Vh j[zdh j?.
Gkt fe T[BQK dhnK iao{osK B{z g{ok eodh j't/. ;/tktK dh fe;w s/ tos'Aeko B{z ;zs[;aN eoBk bkfJpq/oh ;zrqfj
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s/ fBoGo eodk j?. ;' ;wZroh gkmeK dh iao{os B{z fXnkB ftu oyd/ j'J/ ;zrqfj eoBh ukjhdh j?. fit/A
fppfbUrqkchnK, ft;ak, ft;ate';a, ;fjs ;ot/yD, ;whfynktK nypko ns/ o;kb/ nkfd, fit/A^fit/A Sgd/ jB
s[ozs T[gbX eotkT[D/ ukjhd/ jB. :{Bhtof;Nh gZXo s/ tos'AekoK dh b'V dk gZXo ekch T[~uk j' iKdk j?, fJ;
bJh bkfJp/qohnK d/ ;zfrqj dk gZXo th T[~uk j'Dk ukjhdk j?, sK i' T[BQK dh io{osk dh g{osh eo ;e/. fJ;
bJh bkfJp/qoh ;zfrqj B{z bkfJp/qoh dh ohVQ dh jZvh fejk iKdk j?. :{Bhtof;Nh bkfJp/qoh B{z nkgD/ gkmeK^
r?qi{J/N, g';N r?qi{J/N, y'ikoEh ns/ nfgnkge tor^ dh nekdfwe b'VK B{z g{ok eoBk j[zdk j?. fJj T[BQK d/
gkmeqw dh b'VK d/ Bkb^Bkb wB'oziB, ;zdoG ns/ y'i b'VK B{z th g{ok eoB bJh gkm ;Zwroh fJesq eodh
j?.bkfJp/qoh d/ ;zfrqj ftu gfjb/, dZ{i/ ns/ shi/ doi/ d/ ;zdoG ;'qs ftfdnkoEhnK, y'ikoEhnK ns/ nfXnkgeK
dh b'V nB[;ko j'D/ ukjhd/ jB. :{Bhtof;Nh d/ ekoiK ftu y'i wZ[y j'D eoe/, fJBQK ;zpXh g[ZSfrS pj[s
finkdk j[zdh j?. fJj ikDekoh Bth ns/ ;Zioh j[zdh j?, fJ; bJh fJ; Bkb ;zpXs ;ko/ ;'qs gqkgs eoB// Io{oh
jB.:{Bhtof;Nh ftu fJe (Book Selection Committee) j[zdh j?, i' bkfJpq/oh dh ;zrqfj pko/ fBoD/ eodh j?.
w[ZYb/ ioBbK B{z th ;akfwb ehsk iKdk j? ns/ fet/A b?Dk fJj fIzw/tkoh th ew/Nh dh jz[dh j?. :{Bhtof;Nh
bkfJp/qoh ;zfrqj ftu d' fe;w d/ ;'qs j[zd/ jB L ;zdoG ns/ ftnkge.
:{Bhtof;Nh bkfJpq/oh ftu ;zdoG ;/tk (Reference Service) th gqdkB ehsh iKdh j?. fi; bJh ft;ate';a,
Dictionaries, handbook guide, n?Nb; ;ko, fJfsjk;e y'i d/ ;q's, fpppfbUrqkchnK, fJzv?e; nkfd ;zuko
dh w[Zy Gk;ak ftu, tZy^tZy w[Zy y/so dh ikDekoh ftu ;wZroh iao{oh j'Dh ukjhdh j?.
ftfdnkoEhnK, nfXnkgeK s/ y'ihnK B{z jo ft;a/ ftu fppfbT[rqkfce ;q's fit/A ;zdoG rzqE, ftP/; g[;se
;{uhnK s/ BthB ;kfjs w[jZJhnk eotkT[Dk io{oh j?. bkfJpq/oh ;wZroh ftu fog'oNK, ekBco?A; dhnK
ekotkJhnK, Thesis, standard, periodicals s/ j'o gkm ;wZroh fijVk fe f;b/p; s'A fJbktk th y'i ekoiK
bJh T[g:'rh jz[dk j?. ftfdnkoEhnK, nfXnkgeK s/ y'ihnK B[z Audio Visual ;kfjs w[jZJhnk eotkT[Dk th
bkfJpq/oh ;zrqfj ftu nkT[Adk j?.
2H4H2H3H6 bkfJpq/oh ;/tktK (Services of University Library)

(i) T[Xko ;/tk (Lending Services) : fJj ;/tk fJe nkw ;/tk j? i' :{Bhtof;Nh d[nkok gqdkB ehsh
iKdh j?. fJj Circulation ;/tktK d/ o{g ftu nkT[Adh j?. fi; ftu gqb/yK d/ T[Xko d/D ns/ tkg;
eoB d/ ezw B{z ;akfwb ehsk iKdk j?. fJj w?Apof;ag dk th foekov oZydh j?.

(ii) ;zdoG ;/tk (Reference Service) : fJj ;oft; th ;kohnK bkfJpq/ohnK nkfd ftu gqdkB ehsh
iKdh j?. fJ; ftu bkfJpq/oh eowukohnK d[nkok gkmeK B{z gqb/yK ftu'A b'VhAdh ikDekoh gqdkB ehsh
iKdh j?. fJ; B{z fBZih ;/tk th fejk iKdk j?.

(iii) ubzs ikro{esk ;/tk (Current Awareness Service (CAS)/SDI) : nfijh ;oft; j? i' wzr eoB
s/ fdZsh iKdh j?. fJ; ftu nypkoK dh esoeK (Cutting) ioBb, bkfJpq/oh p[b/fNB d[nkok
BthnK^BthnK rZbK dh ikDekoh oZyDk nkfd ;akfwb j?. CAS/SDI pko/ ftfdnkoEh gfjbK s'A jh ikD{
jB.

(iv) ;kfjs y'i (Literature search) : bkfJpq/oh d[nkok ;w/A^;w/A s/ ;kfjs dk nfXn?B eoe/ T[; ftu
Bt/A s/ tXhnk ;kfjs dh u'D eod/ ofjDk ukjhdk j? sK fe gkmeK B[z gVQB bJh fdZsk ik ;e/.

(v) gkme ;bkj ;/tk (Reader Advisory Services) : fJ; ftu tZy^tZy gkmeK B{z T[BQk d/ gVQB:'r gkm
;wZroh ns/ T[BQK d/ bJh bkGdkfJe T[j ;{uBktK fi;dk T[BQK B{z frnkB BjhA jz[dk gqdkB eoB d/ Bkb
Bkb b'VhAdh ;/X gqdkB eoBk fJ; ftu ;akfwb j?.

(vi) nzso bkfJpq/oh T[Xko (Inter Library Loan (ILL) : fJj ;oft; pj[s iao{oh ;oft; j?. fJ; ftu
id'A e'Jh tos'Aeko fe;/ gqb/y dh wzr eodk j? s/ T[j bkfJpq/oh ftu BjhA j[zdk sK T[; gqb/y B{z fe;/
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d{ih bkfJpq/oh s'A T[Xko wzr e/ d/Dk jz[dk j?.
(vii) nypkoK dhnK esoBk oZyDk (Maintenance of clipping) : fJ; ftu nypkoK s'A tZy tZy soQK

dhnK ypoK B{z eZN e/ bkfJpq/oh ftu ;zGkb e/ oZyDk jz[dk j? sK fe tos'AekoK dhnK BthnK^BthnK
b'VK B{z g{ok ehsk ik ;e/.

(viii) ekgh eoBk ;/tk (Reprographic Service) : Reprographic Service B{z Photocopy Service dh s"o
s/ th ikfDnk iKdk j?. fJ; ;oft; ftu wjZstg{oB nkoNheb; ns/ T[j documents fiBQK B{z
yodhDk w[;afeb j? T[BQK dh ekgh fsnko ehsh iKdh j?.

(ix) nB[tkd ;/tk (Translation Service) : fJj fJe wjZstg{oB ;/tk j?. go fJj jo/e bkfJpq/oh ftu
BjhA fdZsh ik ;edh. fJ; ;/tk ftu wzr s/ e[M ch; b? e/ b'VhAdh ;wZroh dk nB[tkd gkme dh Gk;ak
ftu eotk e/ fdZsk iKdk j?.

(x) fppfbUrqkch fsnko eoBk (Compilation of Bibliography) : fJj ;/tk :{Bhtof;Nh bkfJpq/oh
ftu pj[s wjZstg{oB j? s/ pj[s iao{oh wzBh iKdh j?. fJj ;/tk wzr nB[;ko fdZsh iKdh j?.

(xi) ;ko ns/ nB[eqwfDek ;/tk (Abstracting and Indexing Service) : Abstracting  ;/tk fe;/ th gqb/y
ftu'A ;zy/g eZY e/ d/Dk j[zdh j?. fJ; ftu b'VhAdh ikDekoh bZGDh ;"yh j' iKdh j?. fJj ;/tktK T[BQK dh
ikDekoh dh fd;ak tZb b? iKdh j?, i' T[; B{z ukjhdh j?.

(xii) Bt/A gqb/yK dk gqdo;aB (Display of New Arrivals) : fJ; ;oft; ftu BthA nkJh ;koh ;wZroh
dk ;w/A^;w/A B[wkfJ;a brkT[D nkT[Adk j?. fJ; ;/tk Bkb tos'Aeko B{z bkfJpq/oh ftu BthA nkJh
;wZroh nkfd pko/ ikDekoh jz[dh ofjzdh j?.

2H4H3 nekdfwe bkfJpq/ohnK dk w[bKeD (Evaluation and Effectiveness of an Academic Library)

nekdfwe bkfJpq/oh ;z;Ek Bkb ;zpzXs jz[dh j? s/ ;z;Ek dhnK iao{osK s/ fJZSktK B{z g{ok eodh j?. ;z;Ek nkgD/
T[d/;a s/ NhfunK B{z nekdfwe bkfJpq/oh s'A g{ok eoB dh nk; oZydh j/. bkfJpq/oh s/ ikDekoh ;/tktK d/ w[bKeD
bJh i' seBheK dk ftek; j'fJnk j?, T[j gqGkt;akbh gqpzXeh ;kXB jB, fi; ftu bkfJpq/ohnK Bz{ fJ; :'r
pDkfJnk iKdk j? fe T[j nkgDh ;/tktK d/ fB:wK dk T[d/;a g{oD fBohyD eo ;eD. S'NhnK bkfJpq/ohnK fit/A
;e{b ns/ ekbi bkfJpq/ohnK ftu gqpzXeK B{z w[bKeD bJh b'VhAdh ;{uBktK gqkgs eoBk nk;kB j?. go tZvhnK
bkfJpq/ohnK ftu fJ; soQK dh ikDekoh gqdkB eoBk w[;afeb j' iKdk j?.
2H4H3H1 nekdfwe bkfJpq/oh dh ekorosk d/ w[bKeD dhnK ftXhnK (Techniques of Evaluation of

Effectiveness of Academic Library)

fJj e[M seBheK jB fiBQK okjhA fe;/ nekdfwe bkfJpq/oh d/ gqGkt dk w[bKeD ehsk ik ;edk j?.
(i) ;ot/yD ftXh (Survey Method) : bkfJpq/oh ;ot/yD dk w[Zy T[d/;a gqpzXeK B{z ikDekoh Bkb fwbkT[Dk

j?. d' soQK d/ ;ot/yD jB. gfjbk toDB eoB tkbk fJ; ftu gqDkbh dh wksokswe fdZy gqdkB eoB
dk :sB ehsk ikdk j/. d{ik ft;ab/;aDkswe ;ot/yD (analytical survey) fi; ftu tos'A d/ ;to{g B{z
gSkDB dh gqfefonk ehsh iKdh j?. bkfJpq/oh ;ot/yD tofsnk ikD tkbk tXhnk ;kXB j?.
bkfJpq/oh ;ot/yD ftu d' soQK dh gq;akBktbhnK toshnK iKdhnK jB L
(a) ;t?^tos'A tkb/ (Self Administered) : fJBQK B{z bkfJpq/oh ftu T[fus EK s/ fJ; nk; ftu

oy fdZsk iKdk j? fe tos'Aeko nkgD/ nkg u[Ze e/ Go d/Dr/.
(b) ;/Xh gq;aBktbh (Guided Questionnaire) : fJj ;Nkc d[nkok bkr{ ehsk iKdk j?.

gq;aBktbhnK ftu fe;/ gqeko dk ftseok BjhA j'Dk ukjhdk. fJ; ftu e'Jh nVuB iK fBih
(Touch) BjhA j'Dh ukjhdh.

gq;aBktbh ftu y[Zb/ gq;aB (Open end Questions) BjhA j'D/ ukjhd/. fJBQK d/ w[bKeD ftu efmBkJh
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nkT[Adh j?. u'D gq;aB (Poll Questions) fiankdk nk;kB jz[d/ jB.
(ii) w[bkeks (Interview) : w[bkeks ftXh ftu ;/X gq;aBktbh s'A finkdk ;wK brdk j? ns/ fJ; B{z

tosD bJh tos'Aeko dh e[;absk ns/ siop/ dh b'V g?Adh j?. w[bkeks eoB dk ;wK, g[SfrS dh
fe;w ns/ b'VhAdh ;{uBk dh wksok s/ fBoGo eodk j?. w[bkeks eoB tkb/ ftneshnK dh ;zfynk
nkfd s/ fJ; s'A nkT[D tkbk you fBoGo eodk j?. fJBQK ekoBK eoe/ fJj fJe wfjzrh ftXh j?.

(iii) ftnesh fJfsjk; ftXh (Case Study)

ftnesh ft;/a;a iK ft;a/;a ;w{j dh ;{uBk b'VK B{z ikDB bJh fJ; ftXh dk T[g:'r ehsk iKdk j?. fJ;
ftu nuBu/s ns/ ikDekoh ;fjs w[bkeksK eoe/, ;{uBk gqkgs ehsh iKdh j? fi; ftu ftnesh d/
fttjko B{z fwbk e/ gfoDkw eZY/ iKd/ jB. fit/A T[j bkfJpq/oh dh tos'A fet/A eod/ jB, T[BQK B[z fJ;dk
eh siopk j? < nkfd.

(iv) vkfJoh (Diaries)

tos'Aeko B{z bkfJpq/oh tos'A eoB t/b/ dhnK rshftXhnK B{z vkfJoh ftu fbyD B{z fejk iKdk j?, fit/A
T[j ;{uBk fet/A bZGd/ jB < T[; s/ fezBK ;wK brdk j?, o;kfbnk dh fezBh tos'A eod/ jB < nkfd.

(v) gVskb ;{uh (Check List)

gVskb ;{uhnK dh tos'A pj[s ;koh y'iK ftu ehsh iKdh j?. ;ot/yD eoB tkb/ ;Nke iKu (Stock

Taking) bJh fJ; dh tos'A eod/ jB. d' ;{uBk gqDkbhnK d[nkok ehshnk ikD tkbhnK ;/tktK dh
iKu bJh fXnkB Bkb pDkJhnK gVskb ;{uhnK ;jkfJe j' ;edhnK jB.

(vi) nzeVk ftXh (Statistical Methods)

bkfJpq/oh dh frDkswe tos'A B{z wkgD bJh tosh iKdh j?. fJBQK Bkb wzr dh wksok, T[Xko ;wK,
gqb/y dh gqshnK dh ;zfynk nkfd ftu frDkswe ;zpzX pDkJ/ ik ;ed/ jB.

(vii) fppfbUw?fNqe ftXh (Biblimetric Techniques)

fJ; ftu fe;/ gqb/y dh tos'A pko/ b/yK ftu fdZs/ eEBk dh frDsh B{z w[bkeD dk nkXko pDkfJnk
iKdk j?. fJ; ftu fJBQK eEBK dh ;a[ZXsk pko/ ns/ t?Xsk pko/ fXnkB d/Dk iao{oh j?. fJj ftXh dk
j[D s/ih Bkb ftek; j' fojk j? ns/ fJ; fd;ak ftu eJh edw u[Ze/ rJ/ jB, fiBQK Bkb ;kfjs d/
ftek;, T[g:'r ns/ ngoubB pko/ gsk ubdk j?.
fJBQK e[M ftXhnK Bkb bkfJpq/oh dh ekorosk dk w[bkeD ehsk ik ;edk j?.

2H4H4 f;ZNk (Summary)

:{Bhtof;Nh bkfJpq/ohnK B{z e/tb ekoiK ftu jh BjhA pbfe w"fenK ftu th pj[bsk fwb ojh j?. e[M nfij/
ftfdnkoEh ns/ nfXnkge j' ;ed/ jB fiBQK B{z fJj gsk Bk j't/ fe bkfJpq/oh ftu T[BQK d/ ft;ak pko/ fezBh
tZvw[bh ;wZroh j?. fJ; bJh fJj :{Bhtof;Nh bkfJpq/oh ns/ bkfJpq/ohnB dk coi pDdk j? fe T[j fJBK
d'tK (gkmeK) ns/ gkm ;wZroh B{z fwbkt/. nZi ;{uBk ns/ frnkB ft;c'N tZXdh ehwsK, tXd/ tos'AekoK ekoB
:{Bhtof;Nh bkfJpq/ohnK B{z u[D"shnK dk ;kwDk eoBk g? fojk j?, fi; bJh bkfJpq/oh d/ ;q'sK (wB[Zy, ftZs ns/
T[geoD) dk ftfrnkBe Yzr Bkb gqpzXB iao{oh j?. wB[Zyh ;kXB jo fJe ;fEsh ftu bkfJpq/oh B{z ;cb pDk
;ed/ jB. bkfJpq/oh d/ pdbd/ tksktoD, gfog/y B{z ;dk fXnkB ftu oyDk ukjhdk j?. fJ; Bkb nekdfwe
bkfJpq/oh, f;Zfynk y/so ftu j'o th fByo e/ ;kjwD/ nkt/rh.
2H4H5 nZr/ gVQD bJh

(i) Krishan Kumar : Library Manual : 4th ed. New Delhi : Vikas, 1991.

(ii) Panday, S.K. Sharma : Library and Society, New Delhi : Ess Ess, 1992.

(iii) Khanna, J.K. : Library and Society : Ed 2. New Delhi : Ess Ess Publication, 1994.
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College and University Library System

b/ye L vkH n?; w;{wokik
gkm BzH 2H5 nB[tkde L vkH nihs f;zx

;{uBk T[sgkdK dk wzvheoD ns/ ;/tk pDso
(Marketing of Information Products and Service Structure)

gkm ;zouBk
2H5H0H T[d/P
2H5H1H G{fwek
2H5H2H bkfJpq/oh bJh wzvh dh gfoGkPk
2H5H3H wzvheoD dh XkoDk
2H5H4H wzvheoD dh gfoGkPk
2H5H5H ;{uBk T[sgkdB ns/ ;/tktK d/ wzvheoD d/ T[d/P
2H5H6H ;{uBk fJe T[g:'rh t;s{
2H5H7H wzvheoD ftGkiB
2H5H8H wzvheoD d/ fjZ;/ ns/ ftek; ftXhnK
2H5H9H bkfJpq/oh T[sgkdK ns/ ;/tktK dk wzvheoD
2H5H10H ;{uBk T[sgkd ns/ ;/tktK
2H5H11H ;{uBk T[sgkdB ns/ ;/tktK d/ wzvheoD dh b'V
2H5H12H wzvheoD :[eshnK
2H5H13H wzvheoD :'iBk
2H5H14H f;ZNk
2H5H15H nZr/ gVQD bJh
2H5H0H T[d/P

jEb/ gkm d/ T[d/P jB L
(i) ;{uBk dk fJe T[g:'rh t;s{ d/ s"o s/ wzvheoD l ns/
(ii) bkfJp/qoh ;/tktK d/ wzvheoD d/ ;zebgK ns/ T[BQK d/ tkX/ dhnK ftXhnK pko/ uouk.

2H5H1H G{fwek (Introduction) :

;{uBk fJe Pesh j? fijVh T[d:'rK, tgko nkfd bJh ihtB dksk j?. gfjbk wB[Zyh ;kXB (4–MS Manpower), ftZs
(Money), gdkoE (Material), ns/ wPhB (Machine) fe;/ th f;ybkJh, y'i iK ftek; bJh Io{oh ;B, go j[D fJe
fBt/P (Input) ;{uBk ftek; bJh Io{oh fjZ;k pD rJh j?. Gkos ftu j[D b'eK ƒ fJj nfj;k; j'D bZrk j? fe ;wki d/
ftek; ns/ p/jsoh bJh e/tb eZuk wkb jh BjhA j?, pbfe fJj T[d:'rK ns/ ftT[gko bJh th T[g:'rh t;s{ j?. d{ihnK
T[g:'rh t;s{nK dh soQK ;{uBk dk th T[sgkdB, ehws, wzvheoD, b/pb, g[bzdheoD, g/N/AN ns/ ftsoD ns/ g{osh j'
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;edh j?. bkfJp/qohnK ftu fJe j'o y/so ;{uBk T[d:'r T[ZGo e/ T[Zgo nk fojk j?. ;{uBk dh u'D, gqkgsh ns/ gqfefonk
ns/ gq;koD fJe feos ns/ bkrs w[Zyh fefonk j?. fJ; bJh nZi bkfJp/qohnK nkgDhnK ;/tktK ns/ T[sgkdBK d/
wzvheoD tZb tZX ojhnK jB.
wzvheoD fJe wB[Zyh feqnk j? fi; d[nkok wB[Zyh wzr ns/ Io{osK ƒ pdb gqfeqnk (Exchange Process) Bkb  g{ok ehsk
iKdk j?. fJ; d[nkok wB[Zyh wzr dk gsk bZrk e/ T[; ƒ g{ok eoB dk T[gokbk ehsk iKdk j?.
2H5H2H bkfJp/qohnK bJh wzvh dh gSkD (Indentification of Market for Library)

g[okD/ ;w/A ftZu ;{uBk iK frnkB e/tb bkfJp/qohnK dh jh ;wZroh wzBh iKdh ;h ns/ fJ;B{z gqb/yK d/ o{g ftZu  ;[oZfyns
oZfynk iKdk ;h. id'A fe;/ ftnesh B/ e'Jh ;{uBk gqkgs eoBh j[zdh ;h, sK T[j bkfJp/qoh ftZu ik e/ T[; gqb/y dk
nfXn?B eoe/ nkgDh Io{os dh ;{uBk gqkgs eo ;edk ;h. gqzs{ nZi ;{uBk d/ noE ftZu j?okBhiBe pdbkn nkfJnk
j?. toswkB ;w/A ftZu ;{uBk ƒ Bk f;oc bkfJpq/ohnK ftZu ;[oZfyns oZfynk iKdk j?, ;r'A fJ;dk ;{uBk T[sgkdeK
d[nkok tgko th ehsk iKdk j?. fJj ;'uD tkbh rZb j? fe ;{uBk s/ e'Jh t;s{ BjhA sK fco ;{uBk dk tgko fet/A j' ;edk
j?, gqzs{ fJj jehes j?. nZi eJh ;{uBk T[sgkde nkgD/ e'b ;{uBk ƒ fJeZmh eod/ jB ns/ gkmeK (tos'AekoK) d[nkok
wzr/ ikD t/b/ e[M fBPfus g?;/ b? e/ T[j ;{uBk T[jBK ƒ gqdkB eod/ jB.
nZi ;kv/ d/P dhnK bkfJp/qohnK iK ;{uBk e/Ado gVQB ;wZroh iK T[jBK d[nkok gqdkB ehsh ikD tkbhnk ;/tktK dh
T[g:'frsk (tos'A) dh ;wZf;nk d/ jZb bJh :ksBPhb jB. jikoK bkfJp/qohnK ftZu pj[wZbh nfXn?B ;wZroh ;zrqfjs
j?. fizBQK s/ gqsh ;kb eo'VK o[gJ/ dk you j[zdk j?. fiZE/ fJe gk;/ fJjBk bkfJpq/ohnK ftZu ;zrqfjs ;{uBk dk pokpo
T[g:'r BjhA j' fojk T[E/ d{;o/ gk;/ eJh ftfPnK s/ gkme nkgDh Io{oh ;{uBk gqkgs Bk j'D eoe/ T[j gq/PkB jB.
bkfJpq/ohnK ns/ ;{uBk e/AdoK ftZu ;zrqfjs ;kfjs dk T[g:'r ehsk ik ;edk j?.
wzvheoD d[nkok fgSb/ ekb ftZu brGr ;ko/ g/fPnK ftZu pdbkn nkJ/ jB, fi; dk ekoD ;z;ko ftZu j' ojh ;kXBK
ns/ ;q'sK dh T[~Bsh j?. Gkos ftZu bkfJp/qoh ns/ ;{uBk y/soK ftZu th fJj pdbkn nk frnk j?. ftZsh you/ d/ dpkT[
ekoD, ;{uBk gqkgsh, GzvkoD ns/ gq;ko bJh you/ tZX rJ/ jB fi; ekoD bkfJp/qoh dh ;/tktK dk gZXo fro fojk j?,
fi; B/ bkfJp/qoh y/so ftZu wzvheoD dh b'V tZb fJPkok  ehsk j?.
2H5H3H wzvheoD dh XkoDk (Concept of Marketing) :

fJe dh, d{i/ fJe Bkb, T[j nkg;h gqfeqnk j? fi; ftZu tNKdo/ d[nkok fJe d{i/ s'A bkG T[mkfJnk iKdk j?. nZi
wzvheoD fJe ftPk d/ o{g ftZu fte;s j' fojk j?, ns/ tgko dk fJe w[Zy gfjb{ pD frnk j?. fJ; dh wjZssk eoe/
e/tb T[g:'rh t;s{ T[sgkde jh BjhA pbfe bkG Bk ewkT[D tkbh ;wkfie ;z;EktK th fJ; s'A ;jkfJsk dh nk;
oZydhnK jB.
(i) T[gG'rsk nkXko dh gSkD l

(ii) T[gG'rsk dhnK b'VK (Wants) ns/ wzr (Demand) ƒ fBPfus eoBk l ns/
(iii) wzr ƒ g{ok eoB bJh b'VhAd/ T[sgkdB fsnko eoe/ gqGktPkbh ;/tktK d[nkok T[gG'rsk ƒ gj[zuk e/

wzr dh g{osh eoBk.
bkfJp/qoh ns/ ;{uBk e/AdoK d/ ;zpzX ftZu wzvheoD dh gqfeqnk ftZu bkfJp/qoh$;{uBk e/AdoK d/ T[d/PK ƒ ;z;Ekrs T[d/PK Bkb fwbk
e/ ekoi eoB/ Io{oh jB, fi; Bkb bkfJp/qoh dh wjZssk j'o th T[~Go e/ ;kjwD/ nkt/rh ns/ fJ; Bkb bkfJpq/oh ns/ ;z;Ek
d'jK dk GftZy T[bhfenk ik ;edk j?. fJe gqGktPkbh wzvheoD ftZu bkfJp/qoh ns/ ;z;EK d/ T[d/PK d/ nkXko s/ jh GftZy dh
:'iBk, fJBQK d'jK bJh tZvw[Zbk T[geoD f;ZX j't/rh, ns/ T[j ;wki dh ;/tk tX/o/ fBg[zBsk Bkb eoBrhnK.
2H5H4H wzvheoD dh gfoGkPk (Definition of Marketing)

fJB;kfJeb'ghvhnk fpqN/Bhek (1972) d/ nB[;ko wzvheoD dh ;G s'A ;ob gfoGkPk ftu t;{snK ns/ ;/tktK dh ygs
dh fdPk T[sgkdeK s'A ygsekoK iK tosD tkfbnK tZb j[zdh j?. fJj gfoGkPk fe;/ fJe nkofEesk se ;hfws BjhA j?
feT[ fe t;sK ns/ ;/tktK dk wzvheoD jo fJe g[eko dh nkofEesk ftu ntP jh ehsk ikDk ukjhdk j?. fJj e/tb
bkG ewkT[D tkbhnK ;z;EktK bJh jh BjhA pbfe ;wkfie ;z;EktK (;e{b, j;gskb, bkfJp/qoh nkfd) bJh th Io{oh
j?.
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wzvheoD Ppd dk gq:'r ftfGzB ftdtkBK B/ tZy tZy Yzr Bkb ehsk j?. T[gG'rsktK B/ fJ;ƒ yohddkoh dk ;wkBkoEe
wzfBnk j?. wzvheoD fJe ftnkge XkoDk j?, fi;d/ noE gqfeqsh ns/ ;wZroh d/ o{g ftZu fGzB fGzB ftdtkBK d[nkok
fdZsh rJh gfoGkPk d/ nkXko s/ ;wM/ ik ;ed/ jB.
jhbo d/ nB[;ko, “wzvheoD T[jBK ;ko/ ;kXBK ns/ fefonktK Bkb ;zpzfXs j? fi; ftZu t;s{nK ns/ ;/tktK, T[sgkde
s'A T[gG'rsk sZe gj[zudhnK jB.”
fcfbg e'Nbo, i' fe wzvheoD d/ y/so ftZu ftP/P ;EkB oZyd/ jB d/ nB[;ko, “wzvheoD (Marketing) ;z;Ek dk T[j
ezw j? fijVk T[; d/ tos'ekoK (T[gG'rsktK) Bkb brksko ;zgoe ftZu ofjzdk j?. T[jBK dhnK b'VK ikDdk j? ns/ ;z;Ek
d/ T[d/PK dh g{osh bJh tXhnk Bo'Jh ;zuko gqDkbh doPkT[Adk j?.”
nwoheB wkoehfNzr n?;';hJ/PB nB[;ko, “tgkoe ;z;EktK dh ekoiPhbsk fijVh t;s{nK ns/ ;/tktK ƒ fBowksk
s'A T[gG'rsktK se gZ[idk eodh  j?.” fJe j'o gfoGkPk d/ nB[;ko, “wzvheoD w"i{dk ns/ ;zGkth T[gG'tsktK dhnK
tgkoe feqnktK, ehwsK, T[Bsh, fJZSktK dh ;zs[PNh eoB dh ftXh j?.”
T[go'es gfoGkPktK d/ nkXko s/ n;hA efj ;ed/ jK fe wzvheoD dh ;jkfJsk Bkb ;jh t;s{ ƒ ;jh ftneshnK sZe
;jh o{g iK ;jh gqDkbh d[nkok nk;kBh Bkb gZ[idk ehsk ik ;edk j?.
fJ; gqeko wkoehfNzr fJBckow/PB f;;Nw (MIS) d/ x/o/ ftZu, b'e, ;ki' ;wkB ns/ pj[s ekotkJhnK nkT[AdhnK jB,
fijVhnK wkoehfNzr ;zpzXh c?;bk eoB tkfbnK bJh mhe ;w/A T[~s/ b'VhAdh mhe ;{uBk fJeZso eoe/, ftPb/PD eoe/,
w[bKeD eoe/ tzv eodhnK jB.
2H5H5H ;{uBk T[sgkdK ns/ ;/tktK dh wzvheoD d/ T[d/P (Objectives of Marketing and Information Product)

f;Zfynk ns/ y'i ftZu bkfJp/qohnK dh G{fwek ƒ gSkDd/ j'J/, ;{uBk T[sgkdB ns/ ;/tktK dh wkoehfNzr d/ T[d/P fJ;
gqeko jB L

(i) bkfJp/qohnK dhnK ;wZf;nktK ;[bMkD bJh.
(ii) T[sgkdK ns/ ;/tktK ƒ Bt/A sohe/ Bkb gqdkB eoB Bkb gkmeK dh ;zs[PNh d/ gZXo s/ gqGkt g?Adk

eoBk.
(iii) nfij/ Bt/A T[sgkdB ns/ ;/tktK g?dk eoBk i' bkfJp/qoh ;zrqfj ftZu ;[Xko eo ;eD. fJ; bJh g[okD/

sohe/ SZvD dh b'V j?.
(iv) b'eK ftZu bkfJpq/oh gqsh u/sBk g?dk eoBk.
(v) bkfJp/qoh d/ T[sgkdK ns/ ;/tktK ƒ T[sPkfjs eoBk.
(vi) bkfJp/qoh pko/ ns/ fJ;dh ;/tktK pko/ b'eK dhnK rbs XkoDktK ƒ ysw eoB bJh.
(vii) bkfJp/qoh d/ fdqPNhe'D pko/ f;Zfynk d/D bJh.
(viii) tZy^tZy ;w{jK dk bkfJp/qoh gqsh M[ekn x'yD bJh.

2H5H6H ;{uBk fJe T[g:'rh t;s{ (Information as a Commodity) :

;{uBk dk fJe T[g:'rh t;s{ j'D dh GktBk dh P[o{nks T[; ;w/A j' rJh id'A ftZsh ns/ ftfrnkBe nKefVnK dh soQK
;{uBk th nkBbkfJB (On line) j' rJh. nkBbkfJB ;{uBk dh gqkgsh bJh jo t/b/ id'A s[;hA fJ; dh tos'A eo'r/, e[M
G[rskB eoBk g?Adk j?. ;{uBk d/ nkBbkfJB j'D dh P[o{nks 1960’ftnK  ftu j'Jh, id'A MEDLARS (nZi ebQ
MEDLINE) dh ;/tktK nkBbkfJB T[gbZpX eokJhnK rJhnK jB. fJj gq'rokw dh T[sgZsh Index Medicus, d/
nB[eqwfDe ;/tk bJh, ezfgT{No dh ;jkfJsk Bkb ehsh rJh ;h. go ibdh jh fJ; d/ Sg/ o{g s/ fJ; dk fpibkD{
;to{g (Electronic Version), xZN bkrs, y'i ;[ftXk ns/ ekorosk, ns/ buhb/gD eoe/ jkth j' frnk. fJj T[j fszB
r[D ;B fizBQK d/ eoe/ tos'A ekoK B/ Sg/ o{g ƒ SZv e/ fpibkD{ ;to{g ƒ ngDkfJnk. ibdh jh d{i/ gZXo d/ ;{uBk  ;q's
(Indexing and Abstrating) ti'A gqkgs ;{uBk fJe fpibkD{ nkBbkfJB vkNkp/; dh wjZssk tkXk ftu j' frnk. fJ; s'A
pknd ;zg{oB wPhB gkm vkNkp/; (Full text machine readable data bases) fit/A LESIS (Legal), NEXIS (Newspaper)
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nkfd T[gbZpX j'D bZr gJ/. fJzNoB/N dh nkwd B/ nkB bkfJB ;{uBk dh T[gbZpXh ftu j?os Gohnk ftek; ehsk, T[j
th pj[s xZN bkrs s/ ns/ fJj brdk j? fe GftZy ftu fJj j'o nZr/ tZX/rk. nZi gfjb/ ns/ d{i/ doi/ d/ ;{uBk ;q'sk
ftZu ftPt Go dhnK ;{uBktK nkBbkfJB s/ tZX s'A tZX T[gbZpX jB, ns/ tZX s'A tZX j'o fJ; dh tos'A ehws ndk
eoe/ eo oj/ jB. fJ; bJh ;{uBk fJe T[g:'rh t;s{ pD rJh j?.
2H5H7H wzvheoD ftGkiB (Marketing Segmentation) :

fJj T[sgkdK ns/ ;/tktK dh ;zg{oD wzvh ƒ fjZf;nK ftu ftGkiB eoB dh gqfefonk j?, fJ; d/ nkXko s/ jo ;w{zj d/
w?Apo T[BQK ekoDK s'A ikD{ j' iKd/ jB fijV/ T[sgkd iK ;/tk dh wzr g?dk eod/ jB. fJj fJe wzvheoD dh e'fPP j? fi;
ftu T[j tZy tZy fjZf;nK d/ r[D gSkD, ftPb/PD eo, fe;/ ;/tk iK T[sgkd dh ygs dh ;zGktBk gfoGkfPs eoe/
fBPfus eod/ jK. fJe y/so ftu ygseko T[sgkd ƒ fJe ftP/P o{g ftu wzrdk j?, ns/ T[;h T[sgkd ƒ d{i/ y/so ftu
fe;/ j'o o{g ftu ukj[zdk j?. T[gG'rsk dk nfXn?B, ftPk ns/ ;zrmB, G{r'fbe, nkpkdh, tos'A do nkfd d/ pdbBjko
(Variabales) d/ nkXko s/ ehsk iKdk j?. fit/A b'e bkfJpq/ohnK nkgD/ tos'AekoK ƒ, T[wo, fbzr, nktk; nkfd pdb
(Variable) d/ nkXko s/ gSkDB dh e'fPP eodhnK jB. nekdfwe bkfJp/qohnK bJh fJj pdbBjko (Variables) T[BQK dk
nekdfwe fwnko fit/A nfXnkge, ftdtkB, nzvorq/i{J/N, g';N r/qi{J/N, ftfdnkoEh nkfd j' ;ed/ jB. fJ;/ gqeko
;z;Ek ftu Bt/A nkJ/ tos'A ekoK dk ;w{zj gfjb/ y'ikoEhnK s'A tZyok j[zdk j?.
wzvheoD dk ftGkiB fJe wjZstg{oD edw j?, i' bkfJp/qohnK tos'AekoK ƒ tZy tZy fjZf;nK ftu tzv e/ bkfJpq/ohnK
T[sgkdK, ;/tktK nkfd dh T[fus tos'A ftu ;jkfJe j[zdk j?. fJ; Bkb T[gG'rsk d/ tZy tZy b'V ;w{zjK dk gsk BjhA
brdk ;r'A tos'A Bk eoB tkbk ;w{zj th ftGkiB Bkb tyok fdykJh d/D bZr g?Adk j? fijVk fe bkfJpq/oh gq'rokwK d/ ;'X
ns/ ftek; bJh fJe ;/X g?dk eodk j?.
2H5H8H ;{uBk T[sgkdBK ns/ ;/tktK d/ wzvheoD d/ fj~;/ (Components of Marketing of Information Products

and Services)

wzvheoD d/ y/so ftZu gqpzXeh ftfrnkB ns/ bkfJp/qoh ftfrnkB Bkb ;zpzfXs SZg/ ;kfjs ftZu “uko g” (4 Ps) fpBK
fe;/ fjbi[b d/ wzvheoD d/ fjZ;/ wzB/ iKd/ jB. fJj jB T[sgkdB (Product), ;EkB (Place), ehws (Price) ns/ tkXk
(Promotion) .
2H5H8H1H  T[sgkdB (Product) : fJj wzvheoD gqDkbh dk fdb j? feT[Afe T[sgkdB dk jh wzvheoD j[zdk j?. ;kohnK
cowK ns/ ;z;EktK ;goPh (Tangible) iK n;goPh (Intangible) T[sgkdB fsnko eodhnK jB.
e'Nbo (Kotler, 1997) nB[;ko fJj e[M th j' ;edk j?, fi; ƒ piko ftZu T[gG'rsk dh b'VK g{ohnK eoB tk;s/, fXnkB
fyZuD, gqkgsh ns/ tos'A bJh g/P ehsk ik ;e/. fJ; ftZu G"fse gdkoE, ;/tktK, ftnesh, EK, ;z;Ek iK ftuko j'
;ed/ jB.
bkfJp/qoh ns/ ;{uBk ftfrnkB d/ y/so ftZu fJ; gd Ppd ftZu g[;seK, o;kb/, ;otD^doPh ;wZroh, ;oe[b/PB,
nzso bkfJp/qoh T[Xko, ;zdoG ;/tk, u'DthA gq;ko ;/tk nkfd ;/tktK ns/ T[sgkdBK ftZu gqb/yB ;{uhnK, ;ko ns/
nB[eqwfJeoD o;kb/ nkfd nkT[Ad/ jB. BthA seBkb'ih d/ ftek; Bkb nzso okPNoh vkNkp/; nkBbkfJB fo;ou
fv;e, ;hH vhH o'w nkfd th ;{uBk T[sgkdBK ftZu Pkfwb j' rJ/ jB.
2H5H8H2H  ehws (Price) : ;{uBk ;/tktK ns/ T[sgkdBK d/ pdb ftZu ehws t;{b eoBk, fJe BthA XkoDk j?. gfjbK
bkfJp/qoh ;/tktK ƒ ;wkfie ;/tk wzBD ekoD fJ; dh ehws t;{bDh bkfJp/qoh B?fsesk d/ fto[ZX ;h. fJ; eoe/
bkfJpq/oh ;/tktk w[cs fdZshnk iKdhnk ;B ns/ fJBQK ;/tktK pdb/ ftu T[rokjh eoBk T[fus BjhA ;h. go j[D tZy tZy
T[sgkdK dh ehws t;{bD dh fizw/tkoh eoe/, ;/tk s/ nkJh bkrs B{z t;{bDk ;zGt j' frnk j?. bkfJp/qohnK, fijVhnk
;t?^pj[sks tZb tZXDk ukjz[dhnK jB, T[BQAK bJh wzvheoD jh, fJe' fJe ftZsh ;kXB pD ;edk j?.
2H5H8H3H  tkXk (Promotion) : wzvheoD ftZu tkXk eoBk fJe wjZstg{oD nzP j?, go fJ; T[~s/ fJ; y/so ftZu ;G
s'A fInkdk fXnkB ehsk frnk j?. fJ; ƒ wzvheoD dk ;wkBkoEh jh wzfBnk iKdk j?. fJ; nkP/ dh tos'A ;koh
bkfJp/qohnK ns/ g/P/eko eod/ jB. fJ; ftZu T[BQK ;kXBK s/ I'o fdZsk iKdk j?. fi; d/ wkfXnw s/ ;{uBk T[gG'rsk ƒ
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T[BQK dh b'VK ƒ g{ok eoB tkbh ;{uBk dh T[gbZpXsk pko/ ;{fus ehsk ik ;edk j?. fJ; bJh ;kohnK bkfJp/qohnK fJ;
ƒ fe;/ B fe;/ o{g ftZu tosdhnK jB. fJj jB bkfJpq/oh rkJhv, g?AcfbNK d[nkok ikD{ eokT[D tkb/ gq'rokw eoBk,
GkPD, B[wkfJP, fcbwK, r'PNhnK, g[;se gqdoPB nkfd. tkXk eoB bJh b'e ;zgoe d/ ;ko/ T[geoD, ftXhnK,rqkjeK
wDkT[D d/ Yzr, fJPfsjkopkIh fBZih ;fj:'r gq;ko ns/ gq's;kjB nkfd dh tos'A ehsh iKdh j?. bkfJp/qoh ns/ ;{uBk
e/AdoK ftZu j/m fby/ sZsK s/ fXnkB d/D dh b'V j? L

(a) ftneshrs ;zgoe (Personal Contact) : fJj tXhnk ns/ gqGktPkbh gqDkbh j?. bkfJpq/ohnK ns/
;{uBk e/doK ftZu fJ; Bkb T[gG'rsk ns/ ;z;Ek ftueko v{zx/ ;zpzX g?dk ehs/ ik ;ed/ jB.BthBsk ngDkT[D bJh e/tb
T[sgkdBK ns/ ;/tktK dh ehws t;{bDk jh fJe ftZsh ;q's j?.

(b) b'e ;zgoe (Public Relation) : tkXk eoB bJh fJj T[~fus ns/ gqGktPkbh ;kXB j?. fJ; d[nkok
bkfJp/qoh ns/ T[; d/ n;bh ns/ ;zGkfts T[gG'rsktK ftZu ;zpzX g?dk ehs/ ik ;ed/ jB. fJ; d[nkok bkfJp/qoh
T[sgkdBK ns/ ;/tktK d[nkok j'D tkb/ bkGK pko/ ;{uBktK gqdkB eoe/ nkw iBsk dh ;'u ƒ gqGkfts ehsk ik ;edk j?.

(c) ftfrnkgB (Advertisement) : fJj fJe wfjzrk wPj{oh dk ;kXB j?. fJ; Bkb T[gG'rsk dk
fXnkB fyZfunk iKdk j?. T[gG'rsk sZe fJj nypkoK ns/ ypoK d[nkok bkfJp/qoh dh BthnK T[gbZpXhnK pko/  ikD{
eokT[D bJh tofsnK ik ;edk j?.
2H5H8H4H  ;EkB (Place) : fJj T[j EK j? fiE/ T[sgkdB iK ;/tk T[gG'rsk bJh T[gbZpX j't/. fJj T[j wkfXnw j? i'
ygsekoK ƒ T[sgkdBK Bkb i'Vdk j?. bkfJp/qoh fJwkos jh w[Zy ;EkB j?. go j[D ezfgT{No dh tos'A B/ fJe BtK
nkrkI gqdkB ehsk j?. nkBbkJhB ;/tktK, fJzNoB/N nkfd. pj[s ;EkB (Multi places) ;/tktk gqdkB eod/ jB.
2H5H9H bkfJp/qoh ns/ ;{uBk T[sgkdK ns/ ;/tktK dk wzvheoD (Marketing of Libarary and Information and

Products and – LIPS) :

;{uBk T[sgkdB ns/ ;/tktK ( Information Product and Services) :

jo/e ;z;Ek iK bkfJp/qoh nkgD/ gkmeK bJh eJh ;{uBk T[sgkd ns/ ;/tktK P[o{ eodh j?. go eJh ekoBK eoe/ fJjBK
T[sgkdK ns/ ;/tktK dh tos'A bkfJp/qoh gkme g{oh soQK BjhA eod/. eJh tko bkfJp/qoh gkmeK ƒ bkfJp/qoh d/ T[sgkdK ns/
T[; d[nkok P[o{ ehshnK ;/tktK pko/ ikDekoh jh BjhA j[zdh. fJ; bJh bkfJp/qoh T[sgkdK ns/ ;/tktK dh wkoehfNzr dh b'V
g?dk j[zdh j?. bkfJp/qoh d[nkok nkgD/ T[sgkdK ns/ ;/tktK dh wkoehfNzr bJh j/m fby/ Yzr ngDkJ/ iKd/ jB L
2H5H9H1H tos' eoB tkbhnK dh dhfynk (Initiation to User) : Bt/A gkmeK ƒ bkfJpq/oh iK ;{uBk e/Ado d/
pko/ ikDekoh fit/A T[jBK dh p?mD dh EK, ;Nkc, bkfJpq/oh fB:w, ezw d/ xzN/ ;/tktK, ;q'sK ns/ ;j{bsk pko/ ikDekoh
d/Dh ukjhdh j?. :{io dk bkfJp/qoh ;/tktK pko/ np'X j'Dk ;G s'A tZvh ;wZf;nk j?. fJ; gq'rokw d/ sfjs Bt/A gkmeK ƒ
;{uBk ns/ bkfJp/qoh e/AdoK dhnK ftP/PsktK pko/ dZf;nk iKdk j?.
2H5H9H2H ftfrnkgB ns/ gquko (Advertising / publicity) : bkfJp/qoh ;/tktK ns/ T[sgkdK dh wPj{oh eoB
d/ bkfJp/qoh ftZu fszB sohe/ (1)  ftykbk, (2)  tzv, (3) gqdoPBhnK brkT[DhnK jB. fJjBK okjhA e'Jh ;zrmB nkgD/
T[sgkdK ns/ ;/tktK pko/ wPj{oh eo ;edk j?.
2H5H9H3H T[gG'rsk f;fynk gq'rokw (User Ecation Programme) : :{Io (User) f;Zfynk gq'rokw d/ nXhB
gkmeK ƒ f;Zfyns eoBk j? fe bkfJp/qoh ftZu tZy tZy fe;w d/ ;zdoG ;q'sK fit/A fJB;kJheb'ghvhnk, j?Avp[Ze, tkofPe
g[;seK, vkfJo?eNohnK ns/ nD[eqwfDe ns/ ;ko ;/tktK ns/ w[Pfeb ;{uBk ;'qsK dh tos'A fet/A eoBh j?. fJ; gq'rokw
d/ nXhB bkfJp/qoh gkmeK d/ S'N/ S'N/ ro[Zg pDk e/ ;w/A ;w/A s/ b?euo, toePkg, ftuko^tNKdo/ ;?whBkoK nkfd okjhA
f;Zfyne ehsk iKdk j?.
2H5H9H4H s[ozs ikro{esk ;/tk (Current Awareness Services–CAS) : ;z;ko d/ tZy tZy GkrK ftZu tkgoe
;z;EktK d[nkok CAS ubkJh ik ojh j?. i/eo y'iekoK ƒ fJBQK pko/ gsk j't/ sK T[j fJBQK dk Gog{o bkG T[mk ;ed/ jB.
fJ; fdPk ftZu bkfJp/qoh eowukoh th ;jkfJsk eo ;ed/ jB. bkfJp/qohnK ;EkfBe gZXo s/ nkgDk eozN ekBN?N
(Current Contents) “bkfJp/qoh dh BthA ;wZroh” (New Arrivals), “o;kfbnK dh ftPk ;{uh dh g[Boekgh”, ;{uBk
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p[b/fNB nkfd gqekfPs eo ;edhnK jB.
2H5H9H5H u'DthA gq;ko ;/tktK (Selective Dissermination of Information–SDI) L bkfJpq/oh nwbk T[gG'rsktK
pko/ ;{uBktK dk foekov (User’s Profiles) oZydk j? l ns/ s[ozs nkJ/ ;{uBk ;q'sK dh iKu, ftPb/PD ns/ gVu'b SVkJh
eoe/ T[gG'rsk ƒ T[BQK dh b'V nB[;ko ;{uBk gqdkB eo ;edk j?. fJ; gqeko e[M u[D/ tos'A eoB tkbhnK ƒ fpBK wzr
s/ ;{uBk ;/tk fdZsh iKdh j?.
2H5H9H6H  GkPD, r'PNhnK, ;w{je ftuko tNKdok (Lectures, Seminars, Group Discussion) : bkfJp/qoh ns/
;{uBk e/AdoK dk g/P/to nwbk brksko GkPD d/D, r'PNhnK dk gqpzX eoe/ iK fco ;w{zjK ftZu T[gG'rstK Bkb uouk
eoe/ T[gG'rsktK B{z bkfJp/qoh T[sgkdBK ns/ ;/tktK Bkb gfofus eoe/ bkfJp/qoh ;/tktK s'A bkG T[mkT[D bJh g/qfos eo
;ed/ jB.
2.5.10. ;{uBk T[sgkdB ns/ ;/tktK (Information Products and Services)

T[sgkdB s'A Gkt e'Jh th t;s{ j? fijVh wzvheosk tZb'A rkjeK d/ fXnkB, g{osh, tos'A ns/ T[gG'r bJh gqdkB ehsh
iKdh j? sK i' T[j nkgDhnK fJZSktk iK b'VK ƒ ;zs[PN eo ;eD. ftPkb noEK ftZu T[sgkdB ftZu G"fse t;s{ ;/tk,
ftnesh, EK ns/ ;zrmB ƒ th Pkfwb ehsk iKdk j?.. bkfJp/qoh d/ ;zdoG ftZu T[sgkdB ftZu G"fse t;s{nK fit/A
g[;se e?Nkbkr, ezwg?eN fv;e, wkfJeo'ckow, nkvhU thfvU e?;NK ns/ ghohnkvhebK ƒ Pkfwb ehsk iKdk j?.
;/tktK d/ ftZu c'N'ekgh, ;{uBk Gkb, fJzv/ef;zr, ;zdoG ;/tktK, gqb/y fJP{ eoB ns/ tkg; b?D ƒ Pkfwb ehsk iKdk j?.
fJ; soQK T[sgkdB ftZu ftPkb ;kXB jB. i' e'Jh th uhI j? fi;dk wzvheoD ehsk ik ;edk j? fit/A fe G"fse t;s{nK
id'A fe ;/tktK ftZu ftnesh, EK, ;zrmB iK ftuko j[zd/ jB.
2H5H11H ;{uBk T[sgkBK ns/ ;/tktK dh wzvheoD bJh b'V (Need for Marketing Information Product and Services)

nkX[fBe :[Zr ;{[uBk dk :[Zr j?. fJj ;ZukJh j? fe fe;/ okPNo d/ nkofEe ;wkfie ;fGnkukoe ns/ okiBhfse ftek;
bJh wzvheoD ;{uBk ;q'sK dh ukph dk ezw eodh j?. fJ; bJh ;jh ;w/A s/ ;jh gkme sZe ;jh ;{uBk dk gj[zuDk pj[s
Io{oh j' frnk j?.  fJj Io{oh j? fe bkfJp/qoh ftu'A gqdkB ehshnK iKdhnK ;/tktK ns/ T[sgkdK pko/ gkmeK ƒ ikDekoh
j't/ fJj ikDekoh wkoehfNzr okjhA fdZsh iKdh j?. bkfJpq/oh ns/ ;{uBk T[sgkdK ns/ ;/tktK dh wkoehfNzr dh b'V ƒ j/m
fby/ sZsK okjhA dZf;nk iKdk j? L
2.5.11.1.  ;{uBk ft;c'N ns/ ;hws ;q's (Fewer Resources and Information Explosion) : fdB gqsh fdB ftZsh ;'qsK
ftZu ewh nk ojh j?. fJ; dk ekoB ;{uBk ;wZroh fit/A g[;seK, ioBb ns/ r?o g[;se ;wZroh nkfd dhnK ehwsK
ftZu fInkdk tkXk j'Dk j?. ;kfJz; dh finkdk ;{uBk ;wZroh ftef;s d/PK s'A gqkgs j[zdh j? ns/ fJ;dk pj[s tZvk gqGkt
g?Adk j?. fJj sZs ;{uBk e/AdoK ƒ wIp{o eod/ jB, fe fisBk ;zGt j' ;e/, T[j xZN ;q's gqkgs eoB. d{;o/ gk;/ ;{uBk
dk ft;c'N j'fJnk j?, fijVk fe S'N/^S'N/ fInkdk s'A fInkdk gpfbe/PBK dh pd"bs j?. fJ; bJh gkme, B{z b'VhAdh
;{uBk d/D bJh T[jBK dh wkoehfNzr Io{oh j?.
2.5.11.2.  BthnK ;/tktK dh wzr (Demand for New Service ) L toswkB ;wki ftZu pj[s ;ko/ pdbkn j'J/ jB. tZy
tZy :{io ;w{jK User dhnK ;{uBk b'VK ftZu gfotosB j'J/ jB. T[jBK dh g{osh bJh otkfJsh ;/tktK gkme bJh
fInkdk bkGdkfJe BjhA jB. fJ; bJh gkmeK dhnK BthnK b'VK dh g{osh bJh nkX[fBe bkfJpq/ohnK iK ;{uBk e/Ado
Bt/A Bt/A T[sgkd ns/ ;/tktK P[o{ eo oj/ jB l fiBQK ;/tktK ns/ T[sgkdK dh ikDekoh gkmeK sZe wkoehfNzr okjhA jh
T[gbZpX eotkJh ik ;edh j?.
2.5.11.3.  ;[szso nkofEesk dk gqGkt (Effect of Free Economy) :  ;[szso nkofEesk ftu rkje wjZstg{oD j?.
rkje T[; t;s{ ƒ jh yohdd/ jB, fi; dh T[BQK ƒ b'V j?, T[BQK bJh fijVk T[gbZpX j?, T[;dk e'Jh wsbp BjhA. uzr/
c?;b/ b?D bJh ;{uBk Pesh j?, i/ ;{uBk ;w/A f;o fwb ikt/.
2.5.11.4.  ;{uBk Pq'sk dk dpkT[ (Increasing Resources Constraints) : toswkB ;w/A ftZu bkfJp/qoh ns/ ;{uBk
e/Ado ƒ fJ; ;wZf;nktK dk ;kjwDk eoBk g? fojk j? fe T[j fejV/ gVQB ;q's, fet/A gqkgs eoB ns/ ;zrfms eoB sK
i' T[j gkme ;w{jK dhnK tXdh b'VK ƒ tZX s'A tZX ;zsPN eo ;eD. LIC fJe ;w/A wzrK g{ohnK eoB tkb/ P'qs d/ o{g
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ftZu wfjzr/ e/Ado wzB/ iKd/ jB. go j[D Bk gj[zu ;eD tkb/ ;?ANo ikg oj/ jB. fJ; bJh wfjzrkJh d/ t/b/ wzvheoD
d[nkok fJBQk B{z ftZsh ;'qs d/ o{g ftu pdfbnk ik ;edk j? fi; bJh wkoehfNzr dh b'V j?.
2.5.11.5.  ;{uBk ns/ ;{uBk N/eB'b'ih dh ehws ft~u tkXk (Increasing Cost of Information and IT) : ;{uBk pj[s
fInkdk wfjzrh j' rJh j?. fJ; dh g[bzdheoD ns/ g[Bo g[bzdheoD ftZu fJ; dh ehws j'o tZX iKdh j?. id'A IT d[nkok
;{uBk ;/tktK ns/ T[sgkdB fvikfJB ns/ fvbhtoh ftZu G{fwek fBGkJh iKdh j? sK ;{uBk dh ehws ftZu j'o tkXk j'
iKdk j?.
 ;{uBk T[gG'rsktK d/ nfXn?B s'A gsk ubdk j? fe ;kXBK dh u'D t/b/ bkfJp/qohnK ns/ ;{uBk e/Adok pko/ b'eK dh okfJ
j/mbh gZXo tZb ƒ iKdh j?. bkfJp/qoh gq'c?PB th fJ; fdPk tZb eJhnK ;kbK sZe EZb/ fojk j?. PkfJd ;{uBk ;kXB i'
b'e tos'A ftZu fbnkT[Ad/ jB tXhnk BjhA jB iK i' ;jkfJsk j[D bkfJp/qoh f;Zfyne eowukoh gqdkB eo oj/ jB. T[jBK
B/ ;zpzfXs ;{uBk T[gbZpX eotkT[D ftZu ;cbsk dhnK ;zGktBktK ftZu tkXk eo fdZsk j?.
;{uBk N?eBkb'ih d'joh wko wkodh j?. fJ; okjhA b'eK ns/ ;wki B/V/ sK j' rJ/ jB ns/ ;z;ko B/ fJe rb'pb fgzv dk
o{g Xko fbnk j?, go d{i/ gk;/ fJj b'eK ƒ b[GkT[D bJh gZygksh ;{uBk d/D ftZu th nZr/ j?. feT[Afe fe;/ th T[sgkd,
;/tk, Bhsh, :'iBkpzdh nkfd tZb b'eK dk o{g w'VB ftZu BthA ;{uBk dh nfjw G{fwek j?. yk; eoe/ tgkoe tor fi;
dk w[Zy wzst bkG ewkT[Dk j[zdk j?. T[j b'e, ;{uBk N?eBkb'ih B{z wzvheoD ;{uBk d[nkok d[oT[g:'r eoe/ T[gG'rsktK ƒ
nkeofPs eod/ jB. fJ; bJh bkfJp/qohnK b'e ;zuko dhnK J/iz;hnK j'D d/ Bks/ fJ; gZygksh ;{uBk fto[ZX Y[ZethA
wzvheoB ;{uBk gqDkbh d[nkok ;{uBk N?eBkb'ih dk d[oT[g:'r o'e ;edhnK jB.
2H5H12 wzvheoD :[eshnk (Marketing Strategy) :

wzvheoD dh :[eshnK ftu bkfJp/qoh tos'AekoK dh ;dk pdbdh ;{uBk b'Vk B{z ;wM e/, T[BQK B{z g{ok eoB tkbhnK ;/tktK
gqdkB eoBk j?. okPNoh ns/ nzso okPNoh gZXo s/ j' oj/ gfog/y pdbkn,;{uBk b'Vk s/ gqGkt gkT[ad/ ofjDr/. j[D ;{iBk
ft;c'N j'D eoe/ ;{uBk dk gq;ko fpibkD{ wkfXnwK Bkb th ehsk ik fojk j?. fJ; bJh bkfJp/qohnk B{z nkgD/ ygseko
;wki dh ;{uBk b'Vk B{z g{ok eoB bJh nkJh Nh (IT) T[sgkdK ns/ ;/tktK dh Gog{o tos'A eoBh ukjhdh j?, feT[A fe ;wki
s/ih Bkb fvihNb ;wki tb tZX fojk j?.
2.5.12.1.  nr/soh wzvheoD (Forward Marketing) :  nr/soh wzvheoD ftZu nfijhnK wkoehfNzr gj[zuk ƒ Pkfwb
ehsk iKdk j? i' fe bkfJp/qohnB d[nkok gkmeK dhnK ;{uBk b'VK ƒ g{ok eoB bJh ehshnK iKdhnK jB. nZi eZb
bkfJp/qohnB IT Products ns/ ;/tktK okjhA nkgD/ gkmeK dhnK b'VK ƒ g{ok eo oj/ jB. rkje wjZssk Bhsh d/ ftek;
eoB, bkfJpq/ohnK ƒ fJj ;wMD dh b'V j? fe T[; d/ gkme ƒ fet/A ftGkfis ehsk ik ;edk j?. IT Products ns/
;/tktK dh Forward Marketing d[nkok, bkfJp/qohnK tZX s'A tZX gkmeK ƒ nkgD/ tZb nkeofPs eo ;edhnK jB.
bkfJpq/ohnK bJh w"i{dk  ns/ ;zGkth gkmeK dhnK pdbhnK b'VK ƒ ;wMD dh Io{os ƒ ;wMDk ;"yk ezw BjhA j?.
bkfJp/qohnB ƒ tXhnk ;/tktK gqdkB eoB bJh IT Product ns/ ;/tktK d/ gzi r[DK ƒ fXnkB ftZu oZyDk ukjhdk j?.
T[jBK dk t/otK fJ; gqeko j? L

(a) gqfsT[ZsodkfJesk (Responsiveness) : i/eo bkfJp/qohnB ftZu wZdd eoB dh GktBk j? sK T[j
bkfJp/qoh gkmeK ƒ T[jBK dh b'V dh ;{uBk ;w//A s/ d/ ;edk j?. ;w/A f;o ;{uBk d/Dh tXhnk ;/tktK dh w[Zy ftP/Psk j?.
fe;/ th gkme bJh fe;/ ;{uBk dh sK jh wjZssk j' ;edh j? i/eo ;{uBk T[;ƒ ;jh ;w/A s/ fwb/.

(b) ftPtkP :'rsk (Reliability) : bkfJp/qoh d/ gkmeK ƒ fJj Go';k j'Dk ukjhdk j? fe fijVh ;{uBk
T[jBK ƒ fwb ojh j? T[j ;jh ns/ ubzs Current j? ns/ fJ; Bkb T[j ;jh c?;b/ dk fBowkD eo ;ed/ jB.

(c) T[gbpXsk (Availability) :  ;{uBk T[sgkdB ns/ ;/tktK jw/PK T[d'A T[gbZpX j'DhnK ukjhdhnK jB, id'A
gkme T[jBK ƒ tosDhnK ukj[D. ;{uBk  T[sgkd ƒ bkfJpq/oh ftZu uzrh soQK soshfpnk ikDk ukjhdk j? sK i' gkme T[jBK
ƒ nk;kBh Bkb bZG ;eD. bkfJpq/oh gkme fe;/ th EK s/ nkB bkfJB ;oft; d[nkok id'A ukj[D T[jBK sZe gj[zu eo ;eD.

(d) u"e;sk (Caring) : bkfJp/qoh ;Nkc tZb'A jo/e gkme tZb fBZih fXnkB d/Dk ukjhdk j? ns/ T[jBK Bkb
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d';skBk fttjko eoBk ukjhdk j?. nfijh ftP/P ;/tktK d/D bJh ;Nkc fJ; Gkb d/ ekfpb j'Dk ukjhdk j? fe i/eo e'Jh
;{uBk bkfJpq/oh ;zrqfj ftZu BjhA j? sK j'o bkfJp/qohnK s'A fJzBoB?N okjhA gqkgs eo ;e/ ns/ T[; dh gkme dhnK b'VK
nB[;ko g[Bo g[bzdheoD (Repackaging) eo ;e/.

(e) Environment Friendly : bkfJpq/ohnK B[z nkgD/ ;Nkc dh soQK gkmeK ƒ th f;ZyD  tkbk tksktoD
d/Dk ukjhdk j?. IT Product ns/ ;/tktK dh tos'A ;"yh ns/ fwbkgVh (User friendly) j[zdh j?. :{io User f;Zfynk
gq'rokwK okjhA gkmeK ƒ T[jBK d/ ftP/ y/soK ns/ o[uh d/ ftfPnK Bkb ;zpfXs ;'qsK pko/ ;{uBk fdZsh ik ;edh j?.
2.5.12. 2.  nKsfoe wzvheoD (Internal Marketing) :

T[gG'rsk d[nkok IT Product dh ;[u/s tos'A, ;{uBk ;/tktK dh r[DtZsk ftZu ;[Xko fbnkT[Adh j?. nzs ftZu IT Product

and Services (T[sgkdB ns/ ;/tktK) jh ezw nkT[D tkbhnK jB. fJ; ftZu nKsoe wzvheoD dh b'V g?Adh j?. wB[Zyh
;q's jh fe;/ ;z;Ek d/ fInkd/ wjZstg{oD ;'w// j[zd/ jB. fJBQK d[nkok jh jzpbk wkoB s/ ;z;Ek d/ T[d/PK dh gqkgsh j' ;edh
j?. ;z;EktK dh soQK bkfJp/qoh dh j'Ad T[;d/ T[gG'rsktK ftZu j?. fJ; dh gqkgsh bkfJp/qoh wB[Zyh ;q'sK d/ ftek;
Bkb jh ehsh ik ;edh j?. ;{uBk seBkb'ih ftZu wkfjo nwbk, siop/ d/ nkXko s/ fe;/ th bkfJp/qoh dk gqkD bj{ (Life

Blood) j' ;edk j?. fi; dh j'Ad ƒ gfjukfDnk ik ;edk j?. r[DtkB, gqGktPkbh bkfJp/qoh ;/tk bJh bkfJp/qoh nwb/
ftZu fBg[ZDsk, sIopk, frnkB dh T[fus wksok dk j'Dk Io{oh j?. fJ; bJh bkfJp/qoh ƒ nkgD/ nwb/ ƒ IT ftZu wkfjo
eoBk ukjhdk j?.
2H5H13H wzvheoD :'iBk (Marketing Plan) :

;/tktK d/ ftek; fjs ;{uBk IT T[sgkdBK bJh wzvheoD dh :'iBktK ƒ ngDkT[Dk Io{oh j?. wzvheoD ftZu d{oh s/ ;fEs
bkfJpq/oh gj[zu, ;{uBk dk g[Bo g[bzdheoD, Y[et/A ;kXBK ƒ jkfJgo (Hyper) ;zpzXK Bkb i'VBk, T[gG'rsk f;Zfynk
gq'rokw, r'PNhnK nkfd dk gqpzX IT ns/ ;bkjeko ;/tktK bJh j'Dk ukjhdk j?.
2H5H14H  f;~Nk (Conclusion) :

;{uBk fJe T[g:'rh wzvheoD tkbh t;s{ j?, fi; d/  nkXko s/ bkfJp/qohnK ns/ ;{uBk e/Ado you d/ ndko/ Bk j'e/
ewkJh d/ ;kXB pD ;ed/ jB. nZi d/ ;otftnkgh :[Zr ftZu T[Bsh bJh ;jh ;{uBk, ;jh T[gG'rsk ƒ, ;jh ;w/A ns/
;jh ehws s/ fwbDh Io{oh j?. fJBQK ekoDK eoe/ bkfJp/qoh ns/ ;{uBk e/AdoK dh ftP/P fizw/tkoh tZX iKdh j? ns/ T[BQK
T[s/ fJe tZvh tzrko nk iKdh j?. ;{uBk e/Ado fJ; u[D"sh ƒ nkgDhnK rshftXhnK dh :'iBkpzdh eoe/, uzrh T[gG'rsk
f;Zfynk Bkb ;{uBk dh wzvheoD Bkb eo oj/ jB.
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b/ye L vkH n?wH w;{w oik
gkm BzL 2H6 nB[tkde L vkH nihs f;zx

fB:zsqD ftXhnK ^ piN ;zpzXh ns/ r?o^piN ;zpzXh
(Control Techniques - Budgetary and Non-Budgetary)

gkm pDso
2H6H0 T[d/P
2H6H1 G[fwek (Introduction)

2H6H2 ;ziw ftXhnK dhnK fe;wK
2H6H3 ;{uBk gqpzXB gqDkbh (MIS)

2H6H4 r[DtZsk gqpzXB ^ bkfJpq/oh ;t?^ukbB ns/ B?Ntofezr
2H6H5 f;ZNk
2H6H6 nZr/ gVQD bJh

2H6H0T[d/P (Objectives)

gkm d/ j/m fby/ T[d/P jB L
(1) piNoh ns/ r?o^piNoh fB:zsqD pko/ ftuko l ns/
(2) bkfJp/qoh d/ ;zdoG ftu MIS ns/ TQM pko/ uouk eoBk.

2H6H1G{fwek (Introduction)

gqpzXB fB:zsqD dh gqfeqsh ns/ T[d/P ed/ th BjhA pdbd/. gqpzXB fB:zsqD gqDkbh d/ fBek; ns/ ftek; bJh
eJh gqeko d/ T[geoD ns/ ftXhnK, fgSb/ ;w/A ftu toshnK rJhnK. gqpzXB fB:zsqD dh wZ[y ns/
tX/o/ T[g:'r ftu nkT[D tkbh ftXh piN j?.

2H6H2fB:zsqD ftXhnK dhnK fe;wK (Types of Control Techniques)

2H6H2H1 piN ;ziw (Budgetary Control)

jo fJe ;zrmB ftu piN ;ziw dk nkgDk jh wjZst j?. nfijk e'Jh th T[Zdw iK ftGkr BjhA j? fiZE/ piN Bk
pDkfJnk ikt/. piN ;ziw gqDkbh Bkb gqpzX nkgDh ekorosk ƒ tXk e/, ;zrmB d/ T[d/PK dh g{osh tXhnk sohe/
Bkb eo ;edk j?. fJj fe;/ ndko/ d/ ftek; ftu j/m fby/ Yzr Bkb nkgDk :'rdkB gkT[Adk j?
(i) fJj fJe feqnkswe :'iBk gqdkB eodk j?, fi; ƒ :'iBk s/ gqGkt gkT[D tkb/ ;ko/ sZsK s/ ftuko eoe/
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fXnkB brk e/ fsnko ehsk iKdk j?l
(ii) piN bJh gfjbK s'A jh fBPfus Nhu/ j'D eoe/, gqpzXB gfjbK s'A jh fJe uzrh soQK T[;ko/ :[esh g{oD

sohe/ Bkb nkgD/ T[d/PK dh g{osh eo ;edk j?. piN fJE/ bkfJN jkT{; dk ekoi eodk j?l
(iii) piN pDkT[D s/ ftZsh ;q'sK dk, T[fus Yzr Bkb ;ziw g{oD T[g:'r jz[dk j?l
(iv) piN eowukohnK ftu fJe fizw/tkoh dh GktBk g?dk eodk j?, fe T[BQK B/ ekoi fwE/ ;w/A ftu jh

g{oD eoB/ jBl
(v) i/eo piN ƒ t/b/ f;o pDk e/ bkr{ eo fdZsk ikt/ sK gq'rokwK s/ ukb{ eoB ftu nDukjh d/oh BjhA

jz[dhl
(vi) piN d[nkok ;zrmB dhnK tZy^tZy fefonktK ftu skbw/b g?dk j' iKdk j?, fi; s'A pr?o e'Jh th

;zrmB fJe;kosk Bkb BjhA ub ;edkl
(vii) piN dh T[gobh fBoXkos ;hwk, tZy^tZy wZd you/, ftu fJe ;ziw g?dk eo fdzdh j?. fBoXkos ;hwk

s'A tZX T[; wZd youk e/tb nfXfeqssk d[nkok gqkgs nB[wsh Bkb jh ehsk ik ;edk j?l
(viii) piN ;ziw Bkb uzrk ekoi eoB tkb/ eowukohnK B[z ;BwkBs eoB dk nkXko gqdkB eodk j?l
(ix) T[fus :'iBkpzdh, skbw/b ns/ fB:zsoD Bkb piN ;ziw ;zrmB dh nkw ekoieosk, e[Pbsk ns/

T[sgkdesk ƒ tXk fdzdk j?. feT[Afe fJBQK feqnktK dk ;gPNheoD piN ftu eo fdZsk iKdk j?l ns/
(x) ;zrmB ftu fB:zsoD oyD bJh piN ftu fdshnK ft;/aPsktK Bkb n;b T[gbpXh dhnK ft;/aPsktK

dh brksko s[bBk eoBk io{oh j?. fJj gqfefonk okj s'A GNeD BjhA fdzdh.
2H6H2 piN pDkT[D dhnK ftXhnK (Budgeting Techniques)

2H6H2H1piN dhnK fe;wK (Types of Budget)

bkfJpq/oh piN pDkT[D bJh eJh gqeko dhnK piN ftXhnK dk T[g:'r eodh j?. eJh tko d' iK tZX ftXhnK
B{z fwbk e/ th fJe ;KMh ftXh ngDkJh iKdh j?. g?fsqe ;z;Ek d/ Bkb i[Vh j'D eoe/ bkfJpq/oh g?fsqe ;z;Ek
tkbh piN ftXh jh ngDkT[Adh j?. fit/A :{Bhtof;Nh, ekbi, ;e{b, ;z;EktK dhnK bkfJpq/ohnK.
bkfJpq/oh piN gqfefonktK eJh ;w{jK ftu tzvhnK ik ;edhnK jB fiBQK ftu e[M nk;kB ns/ ;kdhnK jB
ns/ e[M r[zMbdko ns/ ftPb/PDkswe jB. ;kohnK piN ftXhnK ftu :'iBkpzdh ns/ fB:zsqD io{o j'Dk
ukjhdk j?. fJ; gqeko dk gqpzXeh sZs T[BQK piN ftXhnK ftu fInkdkso jz[dk j?, fijVhnK ftPb/PD ftXhnK
s/ nkXkfos jz[dhnK jB. ;ob s'A r[zMbdko piN ftXhnK j/m fdZshnk ik ojhnK jB L
2H6H2H1H1 bkJhB nkJhNw piN (Line Item Budget)

fJ; gqeko d/ piN ftu you/ ;ko/ wd sBykj, g[;sek dh bkrs, o;kfbnK d/ uzd/, fibd;kih s/ you, c'N'
ekgh wPhB dh w[ozws, c[Neb bkJhB nkfd nB[;ko tzv/ iKd/ jB. fJBQK tzvhnK wdK ƒ fco T[g wdK ftu
tzfvnk iKdk j? ns/ fJj T[g tzv tZy tZy ndkfonK dhnK BhshnK s/ nkXkfos jz[dh j?. piN ;kbkBk nktose
(Annual Recuring) iK w[Zy piN j' ;edk j?. fJBQK wdK s/ piN g[okD/ piN ftu fBoXkos oew B{z jo ;kb
5% s'A 10% ehwsK d/ tXD  d/ nB[gks nB[;ko tXkfJnk iKdk j?.
fJ; piN ftXh dh ftP/Psk fJj j? fe fJj pDkT[D, g/P eoB ns/ ;wMD ftu nk;kB j?. go fJ; dhnK
e[M ewhnK th jB. fJ; ftu fJj ;gPN BjhA jz[dk fe fe; wZd s/ feBK g?;k gqfefonk ns/ ;/tktK s/ you
eoBk j?. fJj fgSb/ ;kb s/ nkXkfos jz[dk j? ns/ Gfty bJh BthnK uhiK tb e[M BjhA eodk. fJj fJBK
;ys jz[dk j? fe fJe wd dk g?;k d{ih wd s/ BjhA you eo ;ed/. fB:w fJe wd d/ g?;/ d{ih wd s/ you
eoB dh fJikis BjhA fdzdk.
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2H6H2H1H2 T[Zek g[Zek piN (Lump-sum Budget)

fJ; ftu fpBk fe;/ soe d/ nkXko s/ gqpzXB nkgDh wBwoih Bkb fJe' t/o jh oew you bJh fBoXkos
eo fdzdh j? ns/ e'Jh m'; ekoB ik ekoiK ƒ fXnkB ftu BjhA fbnKdk iKdk. fJj bkfJpq/oh dh fizw/tkoh
pD iKdh j? fe T[j fJ; ƒ fe; gqeko you eodh j?. fJj piN bkfJB wd piN Bkb fwbdk j?, go fJ;
ftu buegD finkdk j?. fJe wd dk g?;k d{ih wd s/ you ehsk ik ;edk j?.
2H6H2H1H3 ckow{bk piN (Formula Budget)

fJ; ckow{b/ ftu ;q'sK dh tzv fe;/ g{ot fBoXkfos ;N?Avov nB[;ko ehsh iKdh j?. fit/A bkfJpq/oh bJh czv
fBoXkos eoB ftu ftP/P ckow{bk j?l fi; d/ nkXko ftfdnkoEhnK d/ dkyb/ dh ;zfynk, nfXnkgB ;w[dkfJ
r/qi{J/N ns/ nzso r/qi{J/N gZXo s/ gVkJ/ ikD tkb/ gkm^eqw nkfd s'A bJ/ ikD. fJ; gqeko d/ piN ftu e/tb
fJj fBoXkos ehsk iKdk j? fe bkfJpq/oh ƒ fezBh oew you bJh fwb/ go you fet/A ehsk ikt/, fJ; dk
T[Zso BjhA jz[dk.N.P fJ; gqeko d/ piN gqfefonk ftu gkm ;wZroh dh gqkgsh, T[;dh ftt;Ek, eowukoh
;/tk tzv ns/ gqpzXB nkfd y/so nkT[d/ jB. ckow{bk piN dk nkw fotki j? feT[Afe fJ; gqeko d/ piN ftu
ftZsh nzdki/ Bkb piN dh T[fussk s/ th gqekP g?Adk j?. fJj piN pDkT[D dk nk;kB sohek j?, fJ; bJh
piN pDkT[D ftu fInkdk ;wK BjhA brdk ns/ bkrs bkG dk gsk ubdk j?. nkw bkfJpq/ohnK fJ; ftXh
B{z ngDkT[AdhnK jB.
2H6H2H1H4 gq'rokw piN (Programme Budget)

jo ;z;Ek nkgD/ T[d/PK dh gqkgsh bJh g'qrokw pDkT[Adh j? s/ ekoi eodh j?. fJ; piN ftu ;z;Ek d/ gq'rokw
nB[;ko you tzv ehsh iKdh j?. fJ; B{z fe; T[d/P bJh (To What Purpose) th fejk iKdk j?. fJj bkJhB
nkJhNw dk nr/so o{g j? ns/ fJ; ftu you d/ T[d/P dk toBD eoB d/ Bkb Bkb jo T[d/P bJh fet/A ftZsh
;q's tXkT[D/ jB, dk T[Zso th fdZsk iKdk j?. fJ; d/ r[zMbdko o{g ƒ :'iBkpZX piN gqDkbh th fejk iKdk j?.
fJ; ftu gfjbK T[d/; adh gfoGkPk d/ nB[;ko you dk ftPb/PD eoe/ T[; s'A pknd T[d/P gqkgsh d/ tZy tZy
ftebgK ƒ ngDkT[D bJh u[fDnk iKdk j?.
2H6H2H1H5 fJekJh bkrs piN
fJ; piN ƒ eowukoh piN th fejk iKdk j?. fJj gq'rokw piN d/ Bkb fwbdk i[bdk j?. fJ; ftu jo
fJekJh d/ ekoi fBPgkdB ns/ ;/tk dh ;woZEk ƒ fXnkB ftu oZy e/ you dk fBoXkoD ehsk iKdk j?. fJ;
ftu jo fJe ekoi, fJe fJe wd T[~s/ ns/ nkT[D tkb/ you dk nzdkik brkfJnk iKdk j? ns/ fJBQK d/ nkXko
s/ ;kohnK gqfefonktK dh wksok d/ nkXko s/ piN pDkfJnk iKdk j?.
2H6H2H1H6 ekor[ikoh piN (Performance Budget)

fJj piN ftXh gq'rokw piN Bkb fwbdh j? ns/ ekor[ikoh ftu ekoi dh ekorosk s/ ;kok i'o fdZsk iKdk
j? fi; Bkb xN' xN you ftu fInkdk s'A fInkd bkG T[mkT[D d/ T[gokb/ ehs/ iKd/ jB. f;oc gq'rokw dh
EK ekor[ikoh B[z e/Ado fpzd{ pDkfJnk iKdk j?. g?;k gqfefonk dh ekor[ikoh s/ fwbdk j?. fJ; bJh fwE/ ;w/A
jo fJe gqfefonK ftu frDkswe nzefVnK dh b'V g?Adh j?. gqpzXB dh bkrs bkG ftXh dh tos'A ekor[ikoh
wkgD bJh ehsh iKdh j?. T[dkjoD bJh gqkgs ehsh g[;se dh ;zfynk, torheoD ns/ ;{uheoD d/ nzeV/
fJ; ekoi bJh brkJ/ rJ/ ;w/A ns/ eowukohnK pko/ nzeV/ nkfd B{z fJeZso eoe/ b'VhAd/ ;q'sK pko/nB[wkB
brkfJnk iKdk j?. fJ; ftXh ftu frDkswe gfjb{ s/ finkdk i'o jz[dk j? ns/ r[Dkswe gfjb{ ƒ bkrs d/
nkXko s/ wkgDk efmB ezw j?. n;b ftu fJe ;/tk ;z;Ek bkfJpq/oh bJh gkme ;zs[;Nh B{z nkgDk efmB ekoi
j?.
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2H6H2H1H7 :'iBkpzdh, gq'rokw piN gqDkbh (Planning Programming Budgeting System (PPBs))

fJj ftXh gfjbh d' ftXhnK, g'qrokw piN ns/ ekor[ikoh piN dhnK y{phnK B{z fwbk e/, pDkJh rJh j?. fJ;
ftu fXnkB dk e/Ado fpzd{, :'iBk ƒ ofynk iKdk j?. fJj T[d/PK ns/ NhfunK d/ fBoXkoD Bkb P[o[ jz[dh j?
ns/ fJBQK dh gqkgsh bJh b'VhAd/ g'qrokwK ns/ ;/tktK fJ; dh Bkb ;wkgsh jz[dh j?. ekor[ikoh piN d/ wkgdzv
dh tos'A th fJ; ftu ehsh iKdh j?. fJ; piN ftu :'iBkpzdh, gqfefonk, gq'rokwK ns/ ;/tktK d/ ekoiK B[z
fJZeso eoe/, T[BK B[z gqkgs j'D tkbhnK gfo:'iBktK (Project) ftu pdb fdZsk iKdk j? ns/ T[; bJh you
dh tzv ehsh iKdh j?.
2H6H2H1H8 bkrs piN (Capital Budget)

fJ; piN ftu jo ;kb Bk j'D tkb/ nBktosh you Pkfwb ehs/ iKd/ jB. fJj ;zrmB dh bzph :'iBk d/ nkXko
s/ jz[d/ jB. fJBQK ftu fJwkos coBhuo, T[geoDK s/ nkT[D tkbh bkrs ƒ Pkfwb ehsk iKdk j? ;zrmB fiBQK
B{z ;zrm bJh ikfJdkd wzfBnk iKdk j?. bkfJpq/oh ftu g[;seK, o;kb/ ns/ dZ{ih gkm ;wZroh th bkfJpq/oh dh
ikfJdkd j[zdhnK jB. go fJBQK d/ you ƒ Capital Budget ftu Pkfwb BjhA ehsk iKdk feT[Afe fJBQK s/ you
ntosh (Recurring) gqeko jz[dk j?.
2H6H2H1H9 pekfJnk skbe piN (Balance Sheet Budget)

skfbek ftu you bJh fdZsh fBoXkos oew ftu you ehsh ik u[eh oew ns/ pkeh puh oew pko/ fttoD
jz[d/ jB. fJj pekfJnk okPh ftP/P T[d/PK dh gqkgsh bJh, fB:s fwsh se you ehsh ik ;edh j?. nkw
eoe/ fJj ftZsh gqpzXeK dh ikDekoh bJh jz[dk j?.
2H6H2H1H10 iho' nkXko piN (Zero Based Budget - ZBB)

fJj piN gb/fBzr gq'rokw piN gqDkbh d/ ;wo{g j? fi; ftu fgS'eV d/ piN iK fe;/ d{i/ sZs dh e'Jh irQk
BjhA j? ns/ toswkB sZsK s/ nkXkfos jz[dk j?. fi; ftu jo wZd dk toDB ft;sko Bkb ehsk iKdk j?. T[d/P
g{osh dh b'VK dk toDB eoe/ Bt/A f;o/ s'A piN dh ouBk ehsh iKdh j? ns/ nkozG iho' (Zero) s/ ehsk iKdk
j?.
fJj ftXh ghNo gkfJoo d[nkok 1970 d/ djke/ ftu ubkJh rJh. fJ; piN ƒ pDkT[D bJh ;zrmB d/ ;ko/
ekoiK dk fttoD ns/ piN gqfefonk dk frnkB j'Dk Io{oh j?. ;zpzXs nfgfeqssk ƒ fJj ftPtk; d[nkT[DK
g?Adk j? fe ekoi io{oh j? ns/ fi; bJh you dh b'V j?. piN dhnK wZdK t/ot/ Bkb you dh wksok, T[fussk
dk ;gPNheoD d/Dk g?Adk j?. T[fussk bJh fgS'eV s'A e'Jh ;jkok BjhA fbsk iKdk.
ZBB bkfJpq/ohnK dh :'iBkpzdh ns/ ftZsh gqpzXB dk ftek; eodk j?. fJ; ftu efmBkJh fBoD? pDkT[D ns/
T[BQK ƒ T[g:[essk d/ nkXko s/ esko ftu fbnkT[Dk n"yk ekoi j?.
2H6H2H2 piN dh tzv (Allocation of Budget)

piN dh tzv, fJe ;cb piN ekoi gqDkbh dk wjZstg{oB gZy j?. bkfJpq/oh piN dh ;cbsk, bkfJpq/oh d/
piN j?v dh tZy tZy wZdK ftu tzv bJh Bo'J/ f;XKsK dh b'V j?. ;oeko d[nkok bkfJpq/ohnK bJh pDkJh rJh
ew/NhnK ns/ efwPBK B/ bkfJpq/oh d/ tZy^tZy wZdK ftu piN tzv bJh fB:w ns/ nkXko ;[MkJ/ jB. fJe
T[j ;wK ;h id'A bkfJpq/oh ƒ okPNo d/ ftek; ns/ f;fynk ftu :'rdkB d/ :'r BjhA ;wfMnk ikdk ;h ns/
fJ; tb e'Jh fXnkB BjhA fdZsk iKdk ;h. ;{uBk j[D ftPt gZXo s/ ftek; dk ;kXB pD rJh j? ns/ bkfJpq/oh
B[z d/P d/ ftek; ftu T[fus ;EkB gqdkB ehsk frnk j?. fJ; ekoD ;oeko B/ bkfJpq/oh d/ ftek; ns/
BthBheoD bJh oki gZXo ns/ e/Adoh gZXo s/ eJh ew/NhnK ns/ efwPB; pDkJ/ jB sK i' bkfJpq/oh ;/tktK
d/ ftek; bJh T[fus gq'rokw T[bhe e/ fJ; dk ;zg{oD ftek; ehsk ik ;e/. T[BQK B/ piN tzv ftu bkfJpq/oh
bJh u'yk fjZ;k gqdkB eoB dh Pbkxk ehsh j?. ni pdbkn dk :[r j?, uko' soc pdbkn ns/ BthBsk nk
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ojh j?, bkfJpq/oh th nS[sh BjhA ojh. nfXekohnK B[z bkfJpq/oh dh wZjssk dk nfj;k; j' frnk j? ns/ j[D
bkfJpq/oh ftu f;fyns g/P/to eowukohnK B{z uzrh sBykj s/ ofynk ik fojk j?.
2H6H2H3 ;cb piN pDkT[D d/ B[es/ (Tips for Successful Budget Making)

e[M B[es/ fJj jB L
(i) fJe nkw piN ckfJb oZyh ikt/ ns/ ;w/A ;w/A f;o bJ/ rJ/ ;ko/ ftZsh Bhsh ;zpzXh fBoD/ fJ; ftu oZy/ ikD.

fJj j'o th nZSk j't/rk i/eo tZvhnK ;fbgK iK ekovK s/ fBoD/ fby e/ yVh ckJhbK ftu ftt;fEs ehs/
ikDl

(ii) jo ftGkr ƒ fJe piN ckJhb oyDh ukjhdh j? ns/ ;w/A ;w/A f;o fJ; ftu ftZsh b'VK doi eo
b?DhnK ukjhdhnK jBl fiBK B{z pknd ftu ;bkBk piN ftu gkfJnk ik ;edk j?l

(iii) fJj foekov T[d/P nkXkos Pq/DhpZX sohe/ Bkb ofynk ikt/. Gkt fe jo fJzdoki dk ft;sfos fpqsKs
j't/, sK i' bkfJpq/ohnB B[z piN wzr G/id/ ;w/A ;ko/ sZsK ƒ fXnkB ftu ofynk ik ;e/l

(iv) ;ko/ ftGkrK dh fog'oNk nkw piN ftu fwbk d/Dh ukjhdhnK jB. fJj you/ d/ gqDkbh d/ nkXko
fi; ƒ bkfJpq/oh nfXekoh B/ ngDkfJnk j't/, s/ j'Dk ukjhdk j?l

(v) b/yk ;jkfJe ƒ fXnkB Bkb ezw eoe/, bkfJpq/oh dh jo fJekJh dh b'VK nB[;ko, piN pDkT[D bJh
nzeV/ fsnko eoB/ ukjhd/ jBl

(vi) fJ;h soQK nkwdB d/ ;q'sK dk i'V mhe eoBk ukjhdk j? sK i' g{oh nkwdB dk gsk bZr ;e/l
(vii) nkwdB ns/ you ftu nzso eoe/, jo fJe fJekJh bJh b'VhAdh oew dk fBgNkok eoBk ukjhdk

j?l
(viii) piN nzdki/ fXnkB Bkb brkJ/ ikD. tZX you/ bJh Y[et/A ekoB dZ;/ ikD sK i' piN ftu T[fus

T[gpzX T[gpzX ehsk ik ;e/l ns/
(ix) xkN/ B[z g{ok eoB bJh okj ns/ Yzr ;[MkJ/ ikD sK i' xkN/ ƒ g{ok eoB bJh tkX{ g?;k gqkgs ehsk

ik ;e/.
2H6H2H4 r?o^piN ;zpzXh fB:qzsD ftXhnK (Non-Budgetary Control Devices)

piN ftXh ƒ SZv e/ e[M r?o^piN ;zpzXh gozgokrs ;ziw ftXhnK th jB, fiBQK B{z piN d/ Bkb jh tofsnk
iKdk j?. fJBQK ftu finkdk wPj{o, gqfefonk d/ tZy^tZy nzPK Bkb i[fVnk nKeVk vkNk dh tos'A j?. fJ;
dh tos'A fog'oNk pDkT[D, ft;/aP y/so d/ ftPb/PD, ekoikswe iKu gVskb ns/ nwb/ d/ w[bKeD bJh pkjoh
nkvhNoK d[nkok ns/ fBohyD ftu tofsnk iKdk j?. (finkdk fttoD bJh ftfdnkoEh gkm 9 d/ 9H7 ns/
9H9 Gkr d/y b?D)
2H6H3 ;{uBk gqpzXB gqDkbh (Management of Information - MIS)

MIS ƒ “o;wh ns/ r?o^o;wh gqDkbhnK” fijVhnK fgSbhnK, toswkB ns/ nkT[D tkb/ ;w/A dh ;{uBktK,
fbys iK w"fye o{g ftu ;zrmB d/ nKsfoe gqfefonktK ns/ tksktoD pko/ gqdkB eodhnK jB. fJj T[fus
;w/A s/ gqpzXeK ns/ eowukohnK ƒ fBoD/ b?D bJh b'VhAdh ;{uBk gqdkB eoe/, t/b/ f;o ;jkfJsk eodh j?.”
(Walter J. Kennevan) v/ft; ns/ vb;B d/ nB[;ko MIS fJe ;w[uh, wPhBh tos'Aeko gqDkbh j? fijVh
;zrmB ftu gqfefonktK ns/ fBoD/ b?D ftu ;jkfJsk bJh ;{uBktK gqdkB eodh j?.
;{uBk gqpzXB gqDkbh (MIS) gd Ppd dh gfoGkPk, “fJe e[Pb ns/ noEg{oD ;{uBk gqDkbh j?, i' jo gZXo
d/ gqpzXeK ƒ t/b/ f;o, s/i, P[ZX ns/ Go';/:'r ;{uBk T[BK d/ ekoiK d/ gqfsgkdB bJh gqdkB eodh j?. fJ;
XkoDk ƒ g{oh soQK ;wMD bJh fJ; ‘gd’ dk ftPb/PD ehsk ik ;edk j?.
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2H6H3H1 gqpzXB (Management)

fJj fJe nfijh gqfefonk j?, fi; ftu T[gbpX ftebgK ftZu'A u'D eoe/, T[;dk ftPb/PD eo, ekoi ehs/
iKd/ jB. fJBK gqfefonktK ftu nZi eZb fJj ekoi nkT[Ad/ jBl :'iBkpzdh (Planning), ftt;Ek (Organizing),

;[ao{nks (Initiating) ns/ fB:zqsD (Control). fJBQK ftu :'iBk iK ;zrmB d/ T[d/PK dh gqkgsh bJh wzst ns/
:[eshnK fBPfus eoe/, ;G s'A tXhnk sohe/ Bkb fJBK T[d/PK dh gqkgsh d/ T[gokb/ ehs/ iKd/ jB. fJj ekoi
B[z tZy^tZy GkrK ftu tzv e/, fJe feoshnK d/ ;w{j ƒ eoB bJh ;'X e/, ekoieosk dh iKu bJh gqwkfDe
pDk e/, ezw eokT[Ad/ jB.
2H6H3H2 ;{uBk (Information)

vkNk ftu jh ;{uBk jz[dh j?. vkN/ B{z jh ftuko tNKdo/, fBoD/ b?D bJh, frDB iK wkgD bJh tofsnk iKdk
j?. ;{uBk dh ekorosk, ;w/A ns/ ;{uBk d/ ftPk t;s{ ns/ gqpzXe dhnK fefonk s/, fBoGo eodh j?. gqpzXe
ƒ ;jh fBoD/ b?D bJh ;{uBk dh b'V g?Adh j?. gqpzXB ;{uBk ƒ fszB GkrK ftu tzfvnk ik ;edk j? L (i) :[esh
:[es :'iBk ;{uBk, (ii) gqpzXB fB:zsoD ;{uBk ns/ (iii) ekoikswe ;{uBk.
2H6H3H2H1 :[esh :[es :'iBk ;{uBk (Strategic Planning Information)

fJ; dh tos'A T[u gZXo d/ nfXekoh, ;zrmB d/ T[d/P fBPfus eoB, ;q'sK dh gqkgsh, T[g:'r ns/ tos'A bJh
Bhsh fBowkD bJh eod/ jB.
2H6H3H2H2 gqpzXB ;{uBk (Management Information)

fJj Nhu/ d/ w/b s/ n;o gkT[Adh j?. fJ; d[nkok gqpzXe, ;zrmB d/ fjs ftu tXhnk sohfenk dh u'D eo
;edk j/. fJ; dh ;jkfJsk Bkb ;q'sK dh tos'A ekoro ns/ gqGkth YzrK Bkb ehsh ik ;edh j?, fi; Bkb
;zrmB nkgD/ T[d/PK dh g{osh nk;kBh Bkb eo ;edk j?.
2H6H3H2H3 ekoikswe ;{uBk (Operational Information)

fJj fJe nkX[fBe ;zrmB d/ fBs d/ ekoiK bJh j? fi; Bkb jo ekoi dh ekorosk ns/ gqGktPhbsk ƒ :ehBh
pDkfJnk iKdk j?. fJ; dk ;zpzX o'ikBk dh io{oh ;{uBk dk T[sgdkB, fit/A ftZsh b/yk, sBykj ;{uh
eowukohnK dh ekoi ;{uh, T[geoDK dh ;{uh ns/ ;/tktK nkfd nkT[AdhnK jB.
2H6H3H3 gqDkbh (System)

gqDkbh dh gfoGkPk ftu fJ; ƒ nzPK dk ;w{zj fiBQK ƒ ;KM/ T[d/P bJh i'fVnk frnk j?. gqpzXB d/ nzr jB
^ fBt/P (Input), o{g gfotosB (Transformation) ns/ T[sgkdB (Output), gqpzXB gqDkbh fBt/P B{z T[sgkdB
ftu pdbdh j?. o{g gfotosB gofefonk w[Yb/ ;q'sK (wPhB, w?Nhohnb, wBh, w/B ns/ ;{uBk) ƒ ;zrmB d/
T[sgkdB ns/ ;/tktK ftu pdb fdzdk j?.
fJe ;wZ[uh ;{uBk gqpzXB gqDkbh dk Gkt j? fe ;kohnK ekoikswe gqDkbhnK nkg; ftu i[V e/ fJe ;wZ[uh
T[fus fJekJh pD iKdh j?. MIS ftu gqpzXB gqDkbh ns/ ;{uBk gDkbh d'B'A jh nkT[Ad/ jB. wkofve ns/ o';
d/ nB[;ko MIS fJe ;w[uh gqDkbh j? fijVk fe gqpzXB fefonk d[nkok ;zrmB d/ ;w[Zu/gD bJh fBoD/ b?D ftu
;{uBk ;jkfJsk gqdkB eodh j?. T[BQK d/ ftukoK ftu L
(i) MIS pDsoh ns/ r?o pDsoh (Structured and Unstrucured) tksktoD ftu fBoD/ b?D ftu ;jkfJsk

eodk j?l
(ii) MIS ;zrmB d/ jo gZXo s/ fBoD/ b?D ftu ;jkfJsk eodk j?l
(iii) MIS dk wzst ;zrmB d/ skD/^pkD/ ftu ;wkT[D dk T[gokbk eodk j?l
(iv) MIS fBoD/ b?D d/ jo sZs ftu ;jkfJe j[zdk j?l ns/
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(v) MIS ftu b'e, ezfgT{No, Yzr, vkNkp/;, ;[ftXktK nkfd Pkfwb jB. ;zy/g ftu MIS ;{uBk f;oiBk
BjhA eodk f;oc g[bzdheoD eodk j?.

2H6H4 r[DtZsk gqpzXB ^ bkfJpq/oh ;t?^ukbB ns/ B?Ntofezr (Quality Management with special

reference to Library Automation and Networking)

ezfgT{No bkfJpq/ohnK ns/ ;{uBk e/AdoK ftu ;G s'A tZX tosh ikD tkbh seBkb'ih j?. ezfgT{NoK dh tos'A ;{uBk
;zrqfj, ftt;Ek, Gzvko, ftPb/PD ns/ go;koD bJh ehsh iKdh j?. seBheh ftek; ekoD nZieb gqekPBK dk
jV nk frnk j?. go piN dk dpkT[ ns/ gqekPBK dhnK tXdhnK ehwsK nkfd bkfJpq/ohnK ns/ ;{uBk e/AdoK
bJh ;wZf;nktK yVhnK eo ojhnK jB. fJBQK ;wZf;nktK d/ fBgNko/ bJh ezfgT{No seB'b'ih dh tos'A tZX s'A
tZX ehsh ik ojh j?. bkfJpq/oh d/ jo y/so ;q'sK dh ;KM/dkoh, bkfJpq/oh d/ ekoi, ;/tktK ns/ T[sgkdBK ftu
ezfgT{No dh tos'A ehsh ik ojh j? i' fe ;/tktK ƒ j'o tZX ekoro (frDkswe ns/ r[Dkswe) pDkT[D bJh
io{oh j?. s/i gjz[u, ;[X ;{uBk, xZN' xZN ;wK, tZX s'A tZX gj[zu fpzd{ nkfd ;t? ukfbs (Automated) bkfJpq/oh
d/ r[D jB. bkfJpq/oh ;t?^ukbB d/ e[M j'o ckfJd/ jB L
(i) nwb/ ns/ tos'AekoK d/ ;w/A dh pus, (ii) ;wK ftZE ftu ewh, (iii) bkfJpq/oh ;/tktK dh ekorosk ftu
tkXk, (iv) ekoiK ftu s/ih ns/ ;fjisk, (v) ;q'sK dk ;KMkgD ns/ (vi) wB[Zyh d;sh ekoiK ftu ewh.
bkfJpq/oh B?Ntoe, ;EkBe, y/soh, okPNoh ns/ nzsookPNoh gZXo s/, bkfJpq/ohnK ns/ ;{uBk e/AdoK ftu
;{uBk ;KMH eoB bJh fJe pj[s tZvk w"ek gqdkB eodk j?. B?Ntoe Bkb ;q'sK ns/ ;{uBk g[jzu d/
;fjtos'A ftu pj[s ;jkfJsk fwb ojh j?. bkfJpq/oh d/ j/m fby/ ;q'sK dh ;KMh tos'A j' ojh j? L
(i) gqb/y fJBQK ftu g[;seK, o;kb/, fog'oNK, wkDe, ekBcoz; ekotkJh nkfd nkT[Ad/ jBl
(ii) fppb'rqkfce foekov (;zx ;{uh)l
(iii) vkNk p/; (okPNoh ns/ nzsookPNoh)l
(iv) ;{uBk ;/tktK (;ko ns/ nB[eqwfDek ;/tktK)l
(v) bkfJpq/oh d/ ekoi ns/ fefonktK (gqkgsh, ;{uheoD nkfd)l

;t?^ukbB ns/ B?N tofezr dk gqGkt bkfJpq/oh dh tZy tZy ;kyktK ftu wfj;{; ehsk ik ;edk j?.
(i) gqkgsh (Acquisition)

j[D Jh^w/b d/ wkfXnw Bkb nkBbkfJB nkvo d/ e/ gqb/yk dh gqkgsh Bkb ;zpzXs feqnktK ehshnK ik ;edhnK
jB. nZi eZb g[;se fteo/sk, gqekPe ;ko/ fJ; fte;s seB'b'ih dk T[g:'r eo oj/ jB, fJ; bJh nkB bkfJB
y'i, nkovo d/Dk nkfd s[ozs fpBK ;wK rtkJ/ j' iKd/ jB. fi; Bkb pj[s ;kok ;wK pu iKdk j?.
(i) ;{uheoD (Cataloguing)

bkfJpq/oh ;t?^ukbB ns/ B?Ntofezr B/, e/Adoh ns/ ;fjekoh ;{uheoD ftu ekoro tkXk ehsk j?. fJBK B/
fiZE' ;w/A ftZE ƒ xNkfJnk iKdk j?, T[ZE/ bkrs th xZN nkT[Adh j?. fJ; ezw bJh b'VhAd/ wB[Zyh ;q'sK dh ;zfynk
ftu th ewh nk iKdh j?.
(iii) ;zdoG ;/tk (Reference Services)

LAN ns/ WAN d/ ;zpzXK Bkb Jh^w/b d[nkok ;zdoG ;/tk ftu tkXk ehsk ik ;edk j?. fJ; ekoi bJh
d{;oh bkfJpq/ohnK B{z wzr Jh^w/b okjhA G/ih ik ;edh j? ns/ T[; dk itkp th s[ozs fwb iKdk j?.
(iv) b?D^d/D (Circulation)

ezfgT{NokfJv ;oe[b/Pb f;;Nw ftu gqqb/y ns/ T[Xko b?D pko/ ;{uBk s[ozs vkNk p/; ftu G/i fdZsh iKdh j?.
T[Xko d/D dk ;wK th G/i fdZsk iKdk j?. nkB bkfJB gqDkbh ftu b?D d/D d/ nzeV/ s[ozs NowhBb d[nkok
ezfgT{No ftu doi j' iKd/ jB. ezfgT{NokfJiv f;;Nw ftu pko e'v N?eBkb'ih finkdk ;jkfJe j?. fJ;
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Bkb xZN ;w/A ftu tZX s'A tZX vkNk G/fink ik ;edk j?. w?poK d/ ekovK ftu pkoe'v Bkb g[;seK ikoh eoB
ns/ tkg; b?D dh gqfefonk ftu s/ih ns/ P[ZXsk nkT[Adh j?.
(v) o;kbk fB:zzsqD  (Serial Control)

;hohnb ezNo'b f;;Nw ftu, :[io (USER) ckfJb tos'Aeko dk BK, gsk ns/ tos'Aeko dh ft;/aP gfjukD
;zfynk j[zdh j?. ;kb ftu gqkgs j'D tkbh gsqektK dh fJe ckfJb pDk bJh iKdh j?. fteq/sk dh t?Avo ckfJb
gs/ Bkb fsnko ehsh ikdh j?. ;hohnb ckfJb ftu o;kfbnK dk fttoD ;hoPe, gqekPe, uzdk, G[rskB
t/otk, SgD dh fwnkd nkfd doi ehs/ jz[d/ jB. BthnK gsqektK nkT[D s/ T[BK dk fJzdoki wk;No ckfJb
ftu eo fbnk iKdk j? ns/ pzd eo fdZs/ gsqektK ƒ wk;No ckfJb ftu'A eZY fdZsk iKdk j?. fJ; gqeko wk;No
ckfJb B[z g{oh skih ofynk iKdk j?. fJ; wk;No ckfJb dh tos'A uzdk G/iD ns/, :kd gZso G/iD bJh ehsk
iKdk j?.
(vi) ;zrqfj gVskb (Stock Verification)

;zrqfj gVskb dk wzst y'JhnK ns/ rbs oyhnK g[;seK pko/ gsk brkT[Dk j?. ezfgT{No dh wdd Bkb fJj
gVskb pj[s nk;kB j' rJh j?. gfjbk pko e'v dh wdd s/ vkNk ;zrqfj eo fbnk iKdk j?. fJ; vkNk ƒ
bkfJpq/oh ;kcN t/no ftu G/i fdZsk iKdk j? fi; Bkb fJBt/ANoh ckfJb pD iKdh j?. fco eozN ckfJb ƒ
fJBt/ANoh ckfJb Bkb fwbkfJnk iKdk j?. fJBt/ANoh ckfJb ftu Bk fwbD tkb/ fJzdokiK B{z tyok eo fbnk
iKdk j?. fJj rz[w j' u[ehnK g[;seK dh ;{uh jz[dh j?.
(vii) fog'ofNzr (Reporting)

ezfgT{No dh wdd Bkb tZy tZy fe;w dhnK fog'oNK pDkT[Dk nk;kB j?. fJj fog'oNk gqb/yK dh tos'A, ;dZ;K
d/ nzeV/, bkfJpq/oh ;zrqfj, nkfd pko/ j[zdhnK jB.
(viii) nzso bkfJpq/oh T[Xko (Inter Library Loan - ILL)

T[Xko bJh ;[B/jk Jh^w/b okjhA G/fink ik ;edk j? fi; bJh ;EkBe, y/soh, okPNoh ns/ nzso okPNoh gZXo
d/ B/Ntoe T[~gbpX jB. fJ; bJh ;zuko seBhe dh tos'A ehsh ik ;edh j?.
(ix) ;{uBk w[V gqkgsh (Information Retrieval)

ezfgT{No B?Ntoe ftu vkNk ;zuko dh ocsko pj[s s/i j?. fJ; bJh ;z;ko d/ fe;/ th fjZ;/ s'A ;{uBk fwzNK
ftu gqkgs ehsh ik ;edh j?. B?Ntoe dh SZsoSkfJnk j/m bkfJpq/oh d/ ekoiK bJh fJj fJe r[Dkswe todkB
j?.
2H6H5 f;ZNk (Summary)

BthA ;{uBk seB'b'ih d/ ekoB bkfJpq/oh d/ gqpzX ftu eqKsh nk rJh j?. ezfgT{No dh tos'A B/ bkfJpq/oh ekoiK
B{z tZX ekoro, s/i ns/ ;"yk eo fdZsk j?. bkfJpq/oh d/ ekoiK ftu frDkswe ns/ r[Dkswe tkXk j'fJnk j?.
feos w[yh gqfefonktK bkfJpq/oh d/ d?fBe ekoiK ftu pj[s xZN rJhnK jB fi; eoe/ tkX{ bkfJpq/oh
g/P/toK ƒ d{ih BthB fefonktK ftu brkfJnk ik ;edk j?. bkfJpq/oh d/ ;t?^ukbB Bkb bkfJpq/oh ;/tktK dk
;to{g jh pdb frnk j?.
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