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Sl Recipient Mode Sl Recipient Mode 

1 Managing Director Internet 10 Head of Baridhi Internet 

2 Director Internet 11 All Factory Admin, HRD & Compliance Head Hard Copy 

3 Executive Director Internet 12 All Factory Production Manager Internet 
4 General Manager Admin, HRD & 

Compliance 
Internet 13 All Factory QA Manager/In-charge (QA) Internet 
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weUwc MÖ‡ci e¨e ’̄vcbv KZ©…c¶ †h †Kvb nqivbx ev Ace¨env‡ii e¨vcv‡i m`v mZK©|‡Kvb 
e¨w³ hw` †Kvb Ae ’̄vq †Kvb ai‡bi nqivwb ev Ace¨envi K‡i ev KvD‡K Ki‡Z DrmvwnZ K‡i Z‡e KZ©…c¶ Zvi cÖPwjZ wbqg 
Abyhvqx Zvi weiy‡× kvw¯Zg~jK e¨e ’̄v MÖnb K‡i _v‡K| 
 

1.1Aw½Kvi (Commitment): nqivwb †iva I AeÁv †iva Gi Rb¨ †h †Kvb cÖ‡qvRwbq e¨e ’̄v MÖnb Gi Rb¨ weUwc MÖy‡ci 
e¨e ’̄vcbv KZ©…c¶ `„pfv‡e Aw½Kvi K‡ib Ges Av‡ivI wek¦vm K‡i †h nqivwb †iva I AeÁv †iva Gi gva¨‡g mKj cÖKvi 
Amš‘wó,fzj †evSveywS Ges cvi¯cwiK Ø‡›`i Aemvb NwU‡q e¨e ’̄vcbv I Kg©xi g‡a¨ e¨eavb K‡g Avm‡e| Kg©‡¶‡Î nqivwb †iva 
I AeÁv †iva GKwU djcÖm~ c×wZ hvi gva¨‡g Kg©¶‡Î mwVK I my›`i cwi‡ek eRvq ivLv hvq|  
 

 1.2 †idv‡iÝ (Reference): evsjv‡`k kÖg AvBb 2006, ‡ecRv wb‡`©wkKv Ges evqv‡ii bxwZMZ AvPiY wewa| 
 
1.3 D‡Ïk¨ (Purpose) : KviLvbvq ‡h †Kvb ai‡bi MvjvMvwj, nqivbxi weiæ‡× e¨e ’̄v M‡o †Zvjv Ges kÖwg‡Ki Dcjew× _vK‡Z 
n‡e †h, †h †Kvb nqivbx Ges AeÁvi †ÿ‡Î kÖwgKiv me mgq hv‡Z K‡i †Kvb ûgwK ev †Kvb Amyweavi mgyÿxY n‡Z bv nq| 
 
1.4 j¶¨ (Target): KviLvbvq Dchy³ †hvMv‡hvM e¨e ’̄v M‡o †Zvjv Ges Zvi gva¨‡g Kg©‡¶‡Î GKwU my›`i cwi‡ek wbwðZ 
Kiv| 

 
1.5 nqivbxgy³ Ges AeÁv †iva bxwZgvjvt 
K| ˆ`wnK (Physical) t ˆw`wnK kÖw³i cÖ‡qvM A_ev ûgwK †`qv hv‡e bv| 
L| †gŠwLK (Verbal) t wPrKvi, frmbv Kiv, wPrKvi/kãvejx cÖ‡qv‡M fxwZ cÖ̀ k©b Kiv ev m¤§vbnvbxi cÖ‡Pôvq kãvejx cÖ‡qvM 
Kiv hv‡e bv| 
M| gvbwmK (Psycholigical)  t Kg©Pvixi AvZœ-m¤§vb nvbx NUv‡bvi D‡Ï‡k¨ kãvejx, fw½ e¨envi A_ev Kvh© Kiv hv‡e bv| 
N| †hŠb (Sexual) t  
 GKwU †hŠb m¤ú‡K©i wewbg‡q cÖKv‡k¨ A_ev †Mvc‡b myweavRbK Kv‡h© wb‡qvM Kivi A_ev DËg ev cÿcvwZZ¡g~jK AvPi‡bi cÖwZkÖæwZ 

cÖ̀ vb Kiv hv‡e bv| 

 ‡hŠb m¤ú‡K©i cȪ Íve cÖZ¨vLvb Kivi cÖwZ‡kva ¯îæc Kg©Pvix‡K †h †Kvb ai‡bi Ab¨vq e¨env‡ii m¤§yLxb Kiv hv‡e bv| 

 AevwÂZ †hŠb Dw³, ch©‡eÿY I gšÍe¨ ev †hŠb Bw½Zc~Y© A½-f½x Kiv hv‡e bv| 

 bvix-cyiæ‡li †f`v‡f‡`i cÖwZ jÿ¨nxb Ams‡e`bkxj wbivcËv e¨e ’̄v Kiv hv‡e bv| 

O| Ab¨vb¨ (Others) t  
 ‡hŠwËK weiwZ, cvwb, †kŠPvMvi, ¯̂v ’̄¨‡mev A_ev Aci Ab¨vb¨ †gŠwjK gvbweK cÖ‡qvRbxqZvq evavMȪ ’ Kiv hv‡e bv| 

 Kg©xi PjvP‡j evavMȪ ’ Kiv hv‡e bv| 

2. cwjwm  ev¯Íevqb t weUcx MÖy‡ci eve¯’vcbv KZ©„c¶ KviLvbvq Kg©iZ kªwgK I Kg©Pvix‡`i ˆelg¨g~jK AvPiY, †h †Kvb nqivbx 
ev Ace¨envi gy³, Kg©cwi‡ek Ges e¨emvi mv‡_ RwoZ mKj‡K †h †Kvb Ae ’̄vq D³ KvR© AvPib mg_©b K‡i bv| †Kvb e¨w³  
hw` †Kvb Ae ’̄vq Dc‡iv³ AvPib K‡i ev KvI‡K DrmvwnZ K‡i Z‡e †Kv¤cvbx Zvi cÖPwjZ wbqg Avbyhvqx Zvi weiy‡× kvw Í̄g~jK 
e¨e ’̄v MÖnY K‡i _v‡K| weUcx MÖy‡ci   eve ’̄vcbv KZ©„c¶  nqivbx ev Ace¨envi gy³, Kg© cwi‡ek wbwðZ Kivi j‡¶¨ bxwZgvjv 
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ev Í̄evq‡bi Rb¨ GWwgb I GBP Avi A¨vÛ Kgcøv‡qÝ wefv‡Mi D×iZb Kg©KZ©v `vwq‡Z¡ wb‡qvwRZ _vK‡e| cÖ‡qvRbxq e¨e ’̄v 
MÖn‡Yi Rb¨ Kg©KZ©v ¶gZv cÖ̀ vb Kiv nj| eve ’̄vcbv KZ©„c¶ cwjwm Kvh©Ki Kivi `vwqZ¡kxj Kg©KZ©v M‡bi c`vwaK ¶gZve‡j 
`vwqZ¡ cvjb Ki‡e|  
 
2.1 Kg©KZ©v‡`i AM©v‡bvMÖvg PvU© 

 

 
2.2   cwjwm Kvh©Ki Kivi Rb¨  wb‡qvwRZ Kg©KZ©v I Kg©xM‡bi `vq-`vwqZ¡ I mxgve×Zvt 

cwiPvjK (gvbe m¤c`): 
- bxwZgvjv ev Í̄evq‡bi Rb¨ Kg©KZ©v‡`i wb‡`©kbv cÖ̀ vb Ges Ges wbqwgZ cÖwZ‡e`bwU msMÖn K‡i e¨e ’̄vcbv cwiPvjK‡K 

AewnZ Kiv|  

- wb‡qvwRZ m`m¨‡K Revew`wni e¨e¯’v Kiv| 
gnve¨e ’̄vcK, Ec/mnKvix gnve¨e ’̄vcK (cÖkvmb/gvbe m¤c`/Kgcøv‡qÝ) t 

- cÖavb `vwqZ¡ KZ©e¨ cwjwm ev Í̄evqb Kiv| 

- cÖwZwbqZ mswkøó wefv‡Mi Kg©KZ©vM‡bi nqivwb †iva Ges AeÁv †iva m¤ú‡K© m‡PZbZv e„w× Kiv| 
†Kvb kÖwgK nqivbxi wkKvi n‡j Zv my›`i fv‡e mgvavb †`qv|  

- KviLvbvq ‡h †Kvb ai‡bi MvjvMvwj, nqivbx, weiæ‡× e¨e¯’v M‡o †Zvjv| 

gnve¨e ’̄vcK, Dc/mnt gnve¨e¯’vcK (cÖWvKkb) 

- Aaxb Í̄‡`i cÖPwjZ AvBb Ges Ab¨vb¨ wbqg Kvbyb¸‡jv AewnZ Kiv| 

- KvI‡K nqivbx ev Ace¨envi bv Kiv| †mw`‡K  j¶¨ ivLv| 

- Awab Í̄‡`i G wel‡q mZK© Kiv‡bv| 
e¨e ’̄vcK, Dc/mnKvix e¨e ’̄vcK (cÖkvmb/gvbem¤c`/Kgcøv‡qÝ)t 

cwiPvjK 
(gvbe m¤c`) 

gnve¨e ’̄vcK, Dc/mKnvix gnve¨e ’̄vcK 
cÖkvmb/gvbe m¤c`/Kgcøv‡qÝ 

 

Kvh©wbe©vnx/wmwbqi Kvh©wbe©vnx  
(AvB Avi) 

Kvh©wbe©vnx/wmwbqi Kvh©wbe©vnx 
cÖkvmb/gvbe m¤c`/Kgcøv‡qÝ 

e¨e ’̄vcK,Dc/mnKvix e¨e ’̄vcK 
cÖkvmb/gvbe m¤c`/Kgcøv‡qÝ 

gnve¨e ’̄vcK Dc/mnKvix 
gnve¨e ’̄vcK  (†cÖvWvKkb) 

cÖWvKkb 
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- kÖwgKM‡bi †Uªwbs ev m‡PZbZvg~jK †cÖvMÖvg K‡i G wel‡q AewnZ Kiv|  

- AvwWU cwiPvjbv K‡i cÖwZ‡e`b †ck Kiv | Zvnv gwbUi Kiv| 

- bxwZgvjv ev Í̄evq‡b KZ©„cÿ‡K mnvqZv Kiv| 
 
Kvh©wbe©vnx/wmwbqi Kvh©wbe©vnx (cÖkvmb/gvbem¤c`/Kgcøv‡qÝ)t 

- ‡Kv¤cvbxi wbqg Kvbyb Ges myweav ¸‡jv kªwgK‡`i Rvbv‡bv| 

- bxwZgvjv ev¯Íevq‡b KZ©„cÿ‡K mnvqZv Kiv| 
Kvh©wbe©vnx/wmwbqi Kvh©wbe©vnx (AvB Avi)t 

- ‡Kv¤cvbxi wbqg Kvbyb ¸‡jv kªwgK‡`i Rvbv‡bv| 

- kÖwgK‡`i Awf‡hvM ïbv Ges nqivwb †iva Ges AeÁv welqK †Kvb mgm¨v ‡`Lv w`‡j Zvi ZvrÿwYK mgvavb Kiv| 
hw` mgvavb bv Ki‡Z cv‡ib †mB †ÿ‡Î D×Zb KZ©„cÿ‡K AewnZ Ki‡eb| 

- nqivwb †iva Ges AeÁv †iva m¤ú‡K© mK‡ji m‡PZbZv e„w×i Rb¨ wbqwgZ †Uªwbs Gi e¨e ’̄v Kiv|   
 
| c×wZ I iywUb (Routines & Procedure) 

 

| bxwZgvjv ev Í̄evqb iywUb (Implementation Routines): 
 

Kvh©µg (wK) c×wZ (wKfv‡e) `vwqZ¡cÖvß c`we (‡K) KLb mgq KviY 
(‡Kb) 

3.1 K) †gŠwLK 
nqivbx †iva 

†gŠwLKfv‡e MvwjMvjvR K‡i †Kvb kªwgK‡K nqivbx Kiv 
hv‡e bv| gvbwmK cxov`vqK †Kvb AvPiY Kiv hv‡e bv 
AsM f½xi gva¨‡g †Kvb kªwg‡Ki mv‡_ †Kvb D×Z AvPiY 
Kiv hv‡e bv|   
†Kvb kªwgK Gi cÖwZ †Kvb cÖKvi e ‘̄ wb‡¶c ev fqfxwZ 
cÖ̀ k©b Kiv hv‡e bv| 
†d¬v‡i Kg©iZ I‡qj‡dqvi Awdmvi †gŠwLK MvwjMvjvR 
†iv‡a mycvifvBRvi,jvBbPxd‡`i mv‡_ †hvMv‡hvM Ki‡eb 
Ges †h †Kvb mgm¨v mgvav‡b Kvh©Ki c`‡¶c MÖnb 
Ki‡eb|   
†d¬v‡i Kg©iZ I‡qj‡dqvi Awdmvi †Kvb mgm¨v mgvav‡b 
e¨_© n‡j wZwb Zvi Da©Zb KZ©…c¶ Gi gva¨‡g mgm¨vi 
mgvavb Ki‡eb| 
 

A_ev G e¨vcv‡i wbf©‡q wb¤œ³‡`i mn‡hvMxZv wb‡Z 
cv‡ib| 
1. wcwm m`m¨/BDwbqb cÖwZwbwa 
2. Gb wR I 
3. gwnjv MÖc 
4. wK¬wbK 

gnve¨e ’̄vcK, 
Dc/mnKvix 

gnve¨e ’̄vcK, 
e¨e ’̄vcK/mnKvix 

e¨e ’̄vcK 
gvbem¤c`/cÖkvmb/Kg

cøv‡qÝ/cÖWvKkb  I  
Kvh©wbe©vnx/wmwbqi 

Kvh©wbe©vnx (gvbem¤c`/ 
Kgcøv‡qÝ/AvB Avi) 
 
 

Kg©Kvjxb Kg©Kvjxb [1.3] 
[1.4] 
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5. cvk¦eZ©x mgv‡Ri Mb¨gvb¨ e¨vw³eM© 
6. evqv‡ii cÖwZwbwa|  

3.1 L) kvixwiK 
wbh©vZb †iva 
 
 

†Kvb kªwgK‡K kvixwiK wbh©vZb wKsev gviai Kiv m¤c~Y© 
wbwl×| 
 
†Kvb kªwgK‡K †Kvb Ab¨vq Kv‡Ri kvw Í̄ ¯îyc KviLvbvi 
evB‡i Ae¯’vb Ki‡Z ejv hv‡e bv| 
 
†Kvb kªwgK‡K †Kvb cÖKv‡iB Lvevi cvwb MÖnb Ki‡Z evav 
†`qv hv‡e bv| 
 
†Kvb kªwgK‡K †Kvb Ae¯’v‡ZB Uq‡jU e¨envi Gi †¶‡Î 
evav †`qv hv‡e bv| 
 
†Kvb kªwgK‡K †Kvb Ae ’̄v‡ZB kvw Í̄miyc AwZwi³ KvR 
Ki‡Z eva¨ Kiv hv‡e bv| 
†d¬v‡i Kg©iZ I‡qj‡dqvi Awdmvi kvixwiK wbh©vZb †iv‡a 
mycvifvBRvi,jvBbPxd‡`i mv‡_ †hvMv‡hvM Ki‡eb Ges 
†h †Kvb mgm¨v mgvav‡b Kvh©Ki c`‡¶c MÖnb Ki‡eb|   
†d¬v‡i Kg©iZ I‡qj‡dqvi Awdmvi †Kvb mgm¨v mgvav‡b 
e¨_© n‡j wZwb Zvi Da©Zb KZ©…c¶ Gi gva¨‡g mgm¨vi 
mgvavb Ki‡eb| 
 

A_ev G e¨vcv‡i wbf©‡q wb¤œ³‡`i mn‡hvMxZv wb‡Z 
cv‡ib| 
1. wcwm m`m¨/BDwbqb cÖwZwbwa 
2. Gb wR I 
3. gwnjv MÖc 
4. wK¬wbK 
5. cvk¦eZ©x mgv‡Ri Mb¨gvb¨ e¨vw³eM© 
6. evqv‡ii cÖwZwbwa| 

gnve¨e ’̄vcK, 
Dc/mnKvix 

gnve¨e ’̄vcK, 
e¨e ’̄vcK/mnKvix 

e¨e ’̄vcK 
gvbem¤c`/cÖkvmb/Kg

cøv‡qÝ/cÖWvKkb  I  
Kvh©wbe©vnx/wmwbqi 

Kvh©wbe©vnx (gvbem¤c`/ 
Kgcøv‡qÝ/AvB Avi) 
 

Kg©Kvjxb Kg©Kvjxb [1.3] 
[1.4] 

3.1 M) gvbweK 
nqivwb †iva 
 

†Kvb kªwgK‡K †h †Kvb ai‡Yi Ab¨vq AvPiY Gi Rb¨ gRyix 
KZ©b ev gRyix KZ©‡bi e¨cv‡i fqfxwZ cÖ̀ k©b Kiv hv‡e bv| 
 
†Kvb kªwg‡Ki †cvkvK ev kvwiwiK MVb‡K †K› ª̀ K‡i A‡kvfb 
gšZe¨ Kiv hv‡e bv Ges Kv‡iv D‡Ïk¨ †Kvb †hŠb welqK 
gšZe¨ Kiv hv‡e bv| 
 
bMœ I Akøxj †Kvb Qwe ev e¯‘ Kg©̄ ’‡j ivLv hv‡e bv Ges G 
ai‡bi Qwe KvD‡K †`Lv‡bv hv‡e bv| 
 
†hŠb Pvwn`v PwiZv_© Kivi Rb¨ KvD‡K eva¨ Kiv hv‡e bv ev G 
D‡Ï‡k¨ †Kvb †KŠkj LvUv‡bv hv‡e bv| 
 

gnve¨e ’̄vcK, 
Dc/mnKvix 

gnve¨e ’̄vcK, 
e¨e ’̄vcK/mnKvix 

e¨e ’̄vcK 
gvbem¤c`/cÖkvmb/Kg

cøv‡qÝ/cÖWvKkb  I  
Kvh©wbe©vnx/wmwbqi 

Kvh©wbe©vnx (gvbem¤c`/ 
Kgcøv‡qÝ/AvB Avi) 

 

Kg©Kvjxb Kg©Kvjxb [1.3] 
[1.4] 
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†d¬v‡i Kg©iZ I‡qj‡dqvi Awdmvi kvixwiK wbh©vZb †iv‡a 
mycvifvBRvi,jvBbPxd‡`i mv‡_ †hvMv‡hvM Ki‡eb Ges †h 
†Kvb mgm¨v mgvav‡b Kvh©Ki c`‡¶c MÖnb Ki‡eb|   
 
†d¬v‡i Kg©iZ I‡qj‡dqvi Awdmvi †Kvb mgm¨v mgvav‡b e¨_© 
n‡j wZwb Zvi Da©Zb KZ©…c¶ Gi gva¨‡g mgm¨vi mgvavb 
Ki‡eb| 
 

A_ev G e¨vcv‡i wbf©‡q wb¤œ³‡`i mn‡hvMxZv wb‡Z cv‡ib| 
1. wcwm m`m¨/BDwbqb cÖwZwbwa 
2. Gb wR I 
3. gwnjv MÖc 
4. wK¬wbK 
5. cvk¦eZ©x mgv‡Ri Mb¨gvb¨ e¨vw³eM© 
6. evqv‡ii cÖwZwbwa| 

3.1 N) kÖwgK I 
Kg©Pvix wb‡qvM †gav I 
†hvM¨Zv wfwËK| 
 

‡Kvb cÖKvi ˆelg¨g~jK AvPiY, nqivbx ev Ace¨envi bv Kiv| 
†Kvb Kg©Pvixi weiæ‡× hw` †Kvb cÖgvb cvIqv hvq Zvn‡j Zvnvi 
weiæ‡× †`‡ki cÖPwjZ AvBb Øviv kvw Í̄ cÖ̀ vb Kiv n‡e| 

gnve¨e ’̄vcK, 
Dc/mnKvix 

gnve¨e ’̄vcK, 
e¨e ’̄vcK/mnKvix 

e¨e ’̄vcK 
gvbem¤c`/cÖkvmb/Kg

cøv‡qÝ/cÖWvKkb  I  
Kvh©wbe©vnx/wmwbqi 

Kvh©wbe©vnx (gvbem¤c`/ 
Kgcøv‡qÝ/AvB Avi) 

wb‡qv‡Mi 
mgq 

wb‡qv‡Mi 
mgq 

[1.3] 
[1.4] 

 
 

3.2 †hvMv‡hv‡Mi iywUb Communication Routines): 

Kvh©µg (wK) c×wZ (wKfv‡e/‡hvMv‡hv‡Mi 
wbqgKvbyb) 

`vwqZ¡cÖvß c`we (‡K) KLb mgq KviY 

3.2 K) cwjwm 
Kvh©Kix `‡ji m‡½ 
†hvMv‡hvM ’̄vcb 
Kiv| 

wgwUs/m‡PZbZvg~jK  
cÖwk¶Y 
(wgwUs Gi †iKW© msi¶b 
Kiv) 

gnve¨e ’̄vcK, 
Dc/mnKvix 

gnve¨e ’̄vcK, e¨e ’̄vcK, 
Dc/mnKvix e¨e¯’vcK I 

Kvh©wbe©vnx/wmwbqi 
Kvh©wbe©vnx 

(cÖkvmb/gvbem¤c`/ 
Kgcøv‡qÝ/AvB Avi) 

cwjwmi cÖwZôv/ms‡kvab 
Kivi ci 

Kvh©Ki nIqvi 
ci/ms‡kvab 
Kivi ci 
(15 w`b) 

[1.3] 
[1.4] 

3.2 L)e¨e ’̄vcbv 
KZ©…c¶ Gi m‡½ 
†hvMv‡hvM ’̄vcb 
Kiv 

wgwUs/m‡PZbZvg~jK  
cÖwk¶Y 
(wgwUs Gi †iKW© msi¶b 
Kiv) 

gnve¨e ’̄vcK, 
Dc/mnKvix 

gnve¨e ’̄vcK, e¨e ’̄vcK, 
Dc/mnKvix e¨e¯’vcK I 

cwjwmi cÖwZôv/ms‡kvab 
Kivi ci 

Kvh©Ki nIqvi 
ci/ms‡kvab 
Kivi ci 
(15 w`b) 

[1.3] 
[1.4] 
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Kvh©wbe©vnx/wmwbqi 
Kvh©wbe©vnx 

(cÖkvmb/gvbem¤c`/ 
Kgcøv‡qÝ/AvB Avi) 

3.2 M) wgW 
†j‡fj e¨e ’̄vcbv  
KZ©…c¶  m‡½ 
†hvMv‡hvM ’̄vcb 
Kiv  

wgwUs/m‡PZbZvg~jK cÖwk¶Y 
(wgwUs Gi †iKW© msi¶b 
Kiv,‡bvwU‡ki gva¨‡g) 

gnve¨e ’̄vcK, 
Dc/mnKvix 

gnve¨e ’̄vcK, e¨e ’̄vcK, 
Dc/mnKvix e¨e¯’vcK I 

Kvh©wbe©vnx/wmwbqi 
Kvh©wbe©vnx 

(cÖkvmb/gvbem¤c`/ 
Kgcøv‡qÝ/AvB Avi) 

cwjwmi cÖwZôv/ms‡kvab 
Kivi ci 

Kvh©Ki nIqvi 
ci/ms‡kvab 
Kivi ci 
(15 w`b) 

[1.3] 
[1.4] 

3.2 M) ’̄vqx 
kªwg‡Ki mv‡_ m‡½ 
†hvMv‡hvM ’̄vcb 
Kiv 

wgwUs/m‡PZbZvg~jK 
cÖwk¶Y/wcG/‡bvwUk †evW© 
(wgwUs Gi †iKW© msi¶b 
Kiv) 

gnve¨e ’̄vcK, 
Dc/mnKvix 

gnve¨e ’̄vcK, e¨e ’̄vcK, 
Dc/mnKvix e¨e¯’vcK I 

Kvh©wbe©vnx/wmwbqi 
Kvh©wbe©vnx 

(cÖkvmb/gvbem¤c`/ 
Kgcøv‡qÝ/AvB Avi)

wgwUs/m‡PZbZvg~jK 
cÖwk¶b- cÖwZgv‡m 1 evi 
wc G wm‡óg e¨envi -cÖwZw`b 
†bvwUk †evW© - memgq 

cÖwk¶‡bi 
mgqm~wP 

[1.3] 
[1.4] 

3.2 O) bZzb 
wb‡qvMcÖvß 
kªwg‡Ki mv‡_ 
†hvMv‡hvM ’̄vcb 
Kiv 

wgwUs/m‡PZbZvg~jK 
cÖwk¶b/wcG/‡bvwUk †evW© 
(wgwUs Gi †iKW© msi¶b 
Kiv) 

gnve¨e ’̄vcK, 
Dc/mnKvix 

gnve¨e ’̄vcK, e¨e ’̄vcK, 
Dc/mnKvix e¨e¯’vcK I 

Kvh©wbe©vnx/wmwbqi 
Kvh©wbe©vnx 

(cÖkvmb/gvbem¤c`/ 
Kgcøv‡qÝ/AvB Avi) 

†hvM`v‡bi ciciB Awi‡q‡›Ukb 
mgqm~wP 

[1.3] 
[1.4] 
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3.3 wdWe¨vK I K‡›Uªvj iywUb (Feedback & Control Routines): 
 

Kvh©µg (wK) c×wZ (wKfv‡e/‡hvMv‡hv‡Mi 
wbqgKvbyb) 

`vwqZ¡cÖvß c`we (‡K) KLb mgq KviY 

3.3 K)Af¨šÍixY 
AwWU 
 
1|‡PK wjó 
2|cÖkœ cÎ ˆZix 
 

K) kªwg‡Ki B›UviwfD 
L) g¨v‡bR‡g‡›Ui B›UviwfD 
M) WKz‡g›U †PK 
N) cwi`k©b 
hvnv 3.1 Ges 3.2 AbymiY 
Ki‡e 

Af¨šÍixb AwWU `j 4 gvm ci 
ci 

(120 
w`b) 

[1.3] 
[1.4] 

3.3 L)wi‡cvwU©s  AwWU Abyhvqx mgm¨v¸‡jv 
wi‡cvU© Kiv 

 AwWU wU‡gi mv‡_ wgwUs 
Kiv 

 KZ©…c‡¶i AeMwZ Kiv 
 g~j Kvib wPwýZ Kiv 
 cÖwZKvi Kiv 

gnve¨e ’̄vcK, Dc/mnKvix 
gnve¨e ’̄vcK 
gvbem¤c`  

(gvbem¤ú`, cÖkvmb GÛ 
KgcøvBÝ) 

Af¨šÍixb 
AwWZ 
wi‡cvU© 

cvIqvi ci 

(60 w`b) [1.3] 
[1.4] 

3.3  M)wbqš¿Y  g~j Kvib¸‡jv wPwýZ Kiv 

 cÖwZKvi Kiv 

 d‡jvAvc Kiv 

gnve¨e ’̄vcK, Dc/mnKvix 
gnve¨e ’̄vcK 
gvbem¤c`  

(gvbem¤ú`, cÖkvmb GÛ 
KgcøvBÝ) 

ms‡kvab 
ZvwiL Gi 

ci 

(7 w`b) [1.3] 
[1.4] 

3.3 N) cÖwZKvi wdWe¨vK fvj cvIqvi Rb¨ 
bxwZgvjv I c×wZ 
ms‡kvab‡hvM¨ 

gnve¨e ’̄vcK, Dc/mnKvix 
gnve¨e ’̄vcK 
gvbem¤c`  

(gvbem¤ú`, cÖkvmb GÛ 
KgcøvBÝ) 

hZ m¤¢e (7 w`b) [1.3] 
[1.4] 
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4| †hvMv‡hvM I ev Í̄evqb ( Communication & Implementation): 
 
4.1 †hvMv‡hvM  iywUb 3.2 AbymiY Kiv 
4.2 ev Í̄evqb  iywUb 3.1 Abymib Kiv 
 
mshy³ evrmwiK cÖwk¶Y K¨v‡jÛvi 
 
5| wdWe¨vK I K‡›Uªvj (Feedback & Control) 
  
5.1 wdWe¨vK I K‡›Uªvj iywUb 3.3 AbymiY Kiv| 
5.2 Af¨šÍixb AwWU wi‡cvU©t 
 

Internal Audit Findings and Corrective Action Plan (CAP) 
Date:  
Company 
Name: 

 

Internal 
Auditor: 

 

Team:  
Audit Number:  
Audit report 
submission date: 

 

Q.N Audit 
Findings 

Root 
cause 

analysis 

Corrective 
actions 

Responsible 
Person 

Completion 
Date 

Follow 
up 

Remarks 

        
        
            
        
        
        

 

†idv‡iÝ WKz‡g›Ut 
 
1| wb‡qvM bxwZgvjv| 
2| mgAwaKvi bxwZgvjv| 
3| eva¨Zvg~jK kÖg wbimb bxwZgvjv| 
4| Awf‡hvM bxwZgvjv | 
5| kvw Í̄g~jK e¨e¯’v bxwZgvjv| 
6| B›Uvb©vj AwWU wi‡cvU©| 


