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1| f~wgKv (General Information) t cª‡Z¨K bvMwi‡Ki c‡ÿ AwaKvi, KZ©e¨ I m¤§v‡bi welq Ges Òcª‡Z¨‡Ki wbKU 
n‡Z †hvM¨Zvbymv‡i I cª‡Z¨K‡K Kgv©byhvqx- GB bxwZi wfwË‡Z cÖ‡Z¨‡K ¯̂xq c‡`i Rb¨ cvwikªwgK jvf Ki‡eb| weUwc 
MÖæ‡ci Óe¨e¯’vcbv KZ©„cÿ kªwgK‡`i AwaKvi wbwðZ Kivi j‡ÿ¨ bxwZgvjv cÖYqb Kiv Zv Kh©Ki Kivi †Kvb weKí bvB| 
 

1.1 A½xKvi (Commitment) t weUwc MÖæ‡ci e¨e ’̄vcbv KZ…©cÿ KviLvbvq Kg©iZ kÖwgK I Kg©Pvix‡`i †eZb/gRyix wbav©iY, 

†eZb, fvZv, †evbvm cwi‡kv‡ai ‡ÿ‡Î evsjv‡`k kÖg AvBb 2006 (ms‡kvwaZ 2013), evsjv‡`k kÖg wewagvjv 2015 Ges 

evqv‡qii AvPiY bxwZgvjv mwVKfv‡e Abymi‡Y e×cwiKi | 

1.2 ‡idv‡iÝ (Reterence) t 2013 m‡bi wb¤œZg gRyix msµvšÍ weÁwß, evsjv‡`k kªg AvBb 2006 (ms‡kvwaZ 2013), ‡ecRv 
wb‡ ©̀wkKv, evsjv‡`k kÖg wewagvjv 2015 Ges evqv‡ii AvPiYMZ bxwZgvjv| 

1.3 D‡Ïk¨ (Purpose) t kÖwgK I Kg©PvixM‡bi AwaKvi wbwðZ K‡i myôz, myk„s•Lj I wbqgZvwš¿Kfv‡e KviLvbv M‡o †Zvjv 

Ges kÖwgK‡`i cÖvc¨ gRyix wbwðZ Kiv| 

1.4 jÿ¨ (Target) t kªwgK I Kg©Pvix‡`i AwaKvi wbwðZ Kivi j‡ÿ¨ AÎ KviLvbvq kÖwgK Kg©Pvixi †eZbfvZv cwi‡kva mn 

my›`i Kg©cwi‡ek M‡o †Zvjv| 

1.5 bxwZgvjv (Policy) t Av‡e`bKvixi †gav I †hvM¨Zvi wfwË‡Z evsjv‡`k 2013 Bs m‡bi wb¤§Zg gyRix msµvšÍ weÁwß Abyhvqx 

†eZb wbav©iY Kiv n‡q _v‡K| GQvov Ab¨vb¨ mKj m‡hvM myweav kÖg AvBb 2006 (Bwc‡RW Gi evwn‡ii KivLvbvi †ÿ‡Î) 

Ges Bwc‡RW-G Aew ’̄Z KviLvbv †ecRv bxwZ AbymiY K‡i _v‡K| weUcx MÖæ‡ci †eZb †MÖW wb‡b¥ †`qv nj t  

K) †eZb †MÖW t (EPZ Gi evwn‡i Aew ’̄Z KviLvbvi Rb¨) 
ÓKÓ cwi‡”Q` 

kÖwgK c` web¨vm I †kÖbx wefvM gyj gRyix 

(UvKv) 

evrmwiK 

gRyix e„w× 

nvi 5% 

evox fvov 

fvZv g~j 

gRyixi 40% 

wPwKrmv 

fvZv 

hvZvqvZ 

fvZv 

ỳcy‡ii 

Lvevi fvZv 

me©‡gvU 

‡MÖW-1: 

1) c¨vUv©b gv÷vi  

2) Pxd †KvqvwjwU K‡›Uªvjvi  

3) Pxd KvwUs gv÷vi / KvwUs Pxd I 

4) Pxd †gKvwbK 

8,500/- 5% 3,400/- 250/- 200/- 650/- 13,000/- 

‡MÖW-2: 

1) †gKvwbK/ B‡jKwUªwkqvb I 

2) KvwUs gv÷vi 

7,000/- 5% 2,800/- 250/- 200/- 650/- 10,900/- 

‡MÖW-3: 

1) m¨v¤új ‡gwkwb÷ 

2) ‡gKvwbK 

3) wmwbqi †mjvB †gwkb Acv‡iUi 

4,075/- 5% 1,630/- 250/- 200/- 650/- 6,805/- 
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4) wmwbqi DBbwWs †gwkb 

Acv‡iUi 

5) wmwbqi wbwUs †gwkb Acv‡iUi 

6) wmwbqi wjwKs †gwkb Acv‡iUi 

7) wmwbqi KvUvi 

8) wmwbqi †KvqvwjwU BÝ‡c±i 

9) wmwbqi gvKv©i / wmwbqi 

WªBsg¨vb/ wmwbqi WªBsIg¨vb 

10) wmwbqi jvBb wjWvi 

11) wmwbqi IfvijK †gwkb 

Acv‡iUi 

12) wmwbqi evUzb †gwkb Acv‡iUi 

13) wmwbqi KvÂvB †gwkb Acv‡iUi 

‡MÖW-4: 

1) ‡mjvB †gwkb Acv‡iUi 

2) DBswWs †gwkb Acv‡iUi 

3) wbwUs †gwkb Acv‡iUi 

4) wjwKs †gwkb Acv‡iUi 

5) gvK©vi / WªBsg¨vb/ WªBsIg¨vb 

6) KvUvi 

7) ‡gwÛs Acv‡iUi 

8) ‡cªwmsg¨vb/ †cÖwmsIg¨vb/ 

wdwbwks Avqib g¨vb/ wdwbwks 

Avqib Ig¨vb 

9) ‡dvìvi g¨vb (wdwbwks) 

10) c¨vKvi 

11) ‡KvqvwjwU BÝ‡c±i 

12) IfvijK †gwkb Acv‡iUi 

13) evUzb †gwkb Acv‡iUi 

14) KvÂvB †gwkb Acv‡iUi 

15) cwjg¨vb / cwj Ig¨vb 

16) c¨vwKsg¨vb/ c¨vwKs Ig¨vb I 

17) jvBb wjWvi 

3,800/- 5% 1,520/- 250/- 200/- 650/- 6,420/- 

‡MÖW-5: 

1) Rywbqi †mjvB †gwkb Acv‡iUi 

3,530/- 5% 1,412/- 250/- 200/- 650/- 6,042/- 



 
 

 
This Policy & Procedure will apply for all factories of Bitopi Group 

 
Page 4 of 18 

 

Misami Garments Ltd.  
822/3, Begum Rokeya Sharani 

Shewrapara, Mirpur-1216 
 

Tarasima Apparels Ltd  
Golora, Kaitta, Saturia, 

 Manikganj 

Baridhi Garments Ltd.  
CEPZ,  

Comilla 
 

Remi Holdings Ltd. 
AEPZ,  

Narayanganj 
 

2) Rywbqi DBbwWs †gwkb 

Acv‡iUi 

3) Rywbqi wbwUs †gwkb Acv‡iUi 

4) Rywbqi wjwKs †gwkb Acv‡iUi 

5) Rywbqi gvKv©i / wmwbqi 

WªBsg¨vb/ 

6) Rywbqi KvUvi 

7) Rywbqi †gwÛs Acv‡iUi 

8) Rywbqi ‡cªwmsg¨vb/ 

†cÖwmsIg¨vb/ wdwbwks Avqib 

g¨vb/ wdwbwks Avqib Ig¨vb 

9) ‡dvìvi g¨vb ( wdwbwks) 

10) Rywbqi B‡jKwUªwkqvb 

11) Rywbqi c¨vKvi g¨vb 

12) Rywbqi IfvijK †gwkb 

Acv‡iUi 

13) Rywbqi evUzb †gwkb Acv‡iUi 

14) Rywbqi KvÂvB †gwkb Acv‡iUi 

‡MÖW-6: 

1) mvavib †mjvB †gwkb Acv‡iUi 

2) mvavib DBbwWs †gwkb 

Acv‡iUi 

3) mvavib wbwUs †gwkb Acv‡iUi 

4) mvavib wjwKs †gwkb Acv‡iUi 

5) mvavib †gwÛs Acv‡iUi 

6) mvavib wdDwRs Acv‡iUi 

7) mvavib Kvjvi Uvwbs †gwkb 

Acv‡iUi 

8) mvavib IfvijK †gwkb 

Acv‡iUi 

9) mvavib evUzb †gwkb Acv‡iUi 

I 

10) mvavib KvÂvB †gwkb Acv‡iUi 

3,270/- 5% 1,308/- 250/- 200/- 650/- 5,678/- 

‡MÖW-7: 

1) mnKvix †mjvB †gwkb Acv‡iUi 

3,000/- 5% 1,200/- 250/- 200/- 650/- 5,300/- 
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2) mnKvix DBbwWs †gwkb 

Acv‡iUi 

3) mnKvix wbwUs †gwkb Acv‡iUi 

4) mnKvix wjwKs †gwkb Acv‡iUi 

5) mnKvix gvKv©i / wmwbqi 

WªBsg¨vb/ 

6) mnKvix KvUvi 

7) mnKvix gvKv©i / mnKvix 

WªBsg¨vb / mnKvix WªBsIg¨vb 

8) c‡KU wµwRs †gwkb Acv‡iUi / 

wµwRs g¨vb wµwRs Ig¨vb 

9) jvBb AvBib g¨vb / jvBb 

AvBib Ig¨vb 

10) mnKvix Iqvwks g¨vb / jvBb 

AvBib Ig¨vb 

11) IfvijK †gwkb mnKvix 

12) evUzb †gwkb mnKvix 

13) KvÂvB †gwkb mnKvix I 

14) wdwbwks mnKvix  

 
wk¶vbwem t   
 

(K) wkÿvbwemxKvj nB‡e 3 (wZb) gvm| 
(L) wkÿvbwemxKvjxb wkÿvbwem kÖwgK cÖwkÿb fvZv wnmv‡e gvwmK me©mvK…‡j¨ 4,180 (Pvi nvRvi GKkZ Avwk) (g~j gRyix 

2.200/- evoxevov g~j gRyixi 40% nv‡i 880/-, wPwKrmv fvZv-250/-, hvZvqvZ fvZv 200/-, Lv`¨ fvZv 650/-) UvKv 
cÖvß nB‡eb| 

(M) GKRb kÖwg‡Ki wkÿvbwemxKvj AviI 3 (wZb) gvm e„w× Kiv hvB‡e hw` †Kvb Kvi‡Y cÖ_g 3 (wZb) gvm wkÿvbwemxKv‡j 
Zvnvi Kv‡Ri gvb wbY©q Kiv m¤¢e bv nq| wkÿvbwemxKvj m‡šÍvlRbKfv‡e mgvß nBevi ci wkÿvbwem kÖwgK mswkøô 
†MÖ‡Wi kÖwgK wnmv‡e wbhy³ nB‡eb| 

kÖwgK c` web¨vm I †kÖbx wefM        

‡MÖW-1: 

1) ‡óvi wKcvi 

6,500/- 5% 2600/- 250/- 200/- 650/- 10.200/- 

‡MÖW-2: 

2) wnmve mnKvix 

3) ‡óvi mnKvix 

4) K¨vwkqvi 

5,000/- 5% 2000/- 250/- 200/- 650/- 8,100/- 
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5) Bg‡cvU© mnKvix / G·‡cvU© mnKvix 

I 

6) Kw¤úDUvi Acv‡iUi 

‡MÖW-3: 

1) UvBwc÷ 

2) K¬vK© / Awdm mnKvix 

3) ‡Uwj‡dvb Acv‡iUi 

4) UvBg wKcvi 

5) ‡Kqvi‡UKvi 

6) wmwKDwiwU MvW© 

7) WªvBfvi I 

8) K¨vk mnKvix 

4,500/- 5% 1800/- 250/- 200/- 650/- 7,400/- 

‡MÖW-4: 

1) wcqb 

2) `v‡ivqvb / †PKvi 

3) KzK I 

4) myBcvi 

3,250/- 5% 1300/- 250/- 200/- 650/- 5,650/- 

 

wk¶vbwem t   
(K) wkÿvbwemxKvj nB‡e 3 (wZb) gvm| 
(L) wkÿvbwemxKvjxb wkÿvbwem Kg©Pvix cÖwkÿb fvZv wnmv‡e gvwmK me©mvK…‡j¨ 4180/- (Pvi nvRvi GKkZ Avwk UvKv) 

(g~j ‡eZb 2.280/- evoxevov g~j ‡eZ‡bi 40% nv‡i 880/-, wPwKrmv  fvZv-250/-, hvZvqZ fvZv-200/-, Lv`¨ fvZv 
650/-) UvKv cÖvß nB‡eb| 

(M) GKRb kÖwg‡Ki wkÿvbwemxKvj AviI 3 (wZb) gvm e„w× Kiv hvB‡e hw` †Kvb Kvi‡Y cÖ_g 3 (wZb) gvm wkÿvbwemxK†j 
Zvnvi Kv‡Ri gvb wbY©q Kiv m¤¢e bv nq | wkÿvbwemxKvj m‡šÍvlRbK fv‡e mgvß nBevi ci wkÿvbvem kÖwgK mswkøó 
†MÖ‡Wi kÖwgK wnmv‡e wbhy³ nB‡e | 
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†eZb †MÖW t (EPZ GjvKvq Aew¯’Z KviLvbvi Rb¨) 
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L)  nvwRiv I Erme †evbvm t-  
 

 nvwRiv †evbvm t D‡jøL †h KviLvbvq mKj kªwgK / Kg©PvixMb cÖwZ gv‡m cÖwZ Kg©w`e‡m Dcw ’̄Z _vK‡j 500 (cvuP kZ) 

UvKv nvwRiv †evbvm cÖ`vb Kiv nq Ges QzwU‡Z hvIqvi c~‡e© 01 w`b Aby‡gvw`Z QywUi Rb¨ 250 ( ỳB kZ cÂvk) UvKv cÖ̀ vb 

Kiv nq| hw` †Kvb kÖwgK I Kg©PvixMb KZ…©c‡ÿi webv Aby‡gvwZ‡Z K‡g© Abycw ’̄Z _v‡K Zvn‡j ‡Kvb nvwRiv ‡evbvm cÖ̀ vb 

Kiv nq bv| 

 Drme ‡evbvm t †Kvb ’̄vqx kÖwgK I Kg©PvixM‡bi cÖwZ eQ‡i 02 ( ỳB) wU Drme †evbvm cÖ`vb Kiv nq| †h mKj kªwgK I 
Kg©PvixM‡bi PvKzixi Kvj GK eQi c~b© n‡q‡Q Zvnv‡`i g~j‡eZ‡bi mgcwigvY †evbvm Ges hvnv‡`i GK eQi c~b© n‡qwb 
Zvnv‡`i wb¤œwjwLZ nv‡i †evbvm cÖ`vb Kiv nq| 

PvKyixi ’̄vqxZ¡ Kvj ‡evbv‡mi nvi 
‡ewmK Gi 8% 
‡ewmK Gi 17% 
‡ewmK Gi 25% 
‡ewmK Gi 33% 
‡ewmK Gi 42% 
‡ewmK Gi 50% 
‡ewmK Gi 100% 

 
 

 mK‡ji ‡hvM¨Zv Abymv‡i mKj kÖwgK Kg©Pviw‡`i evrmwiK ‡eZb e„w× I c‡`vbœwZ cÖ`vb Kiv nq| 

 cªwZwU kÖwgK/ Kg©x hv‡Z Zvi gRyix , AwZwi³ mg‡qi gRyix, †evbvm BZ¨vw` eyS‡Z cv‡i G R‡b¨ Zv‡K †eZ‡bi mgq †c-

w ø̄c (pay slip) cÖ̀ vb Kiv nq| 

 evsjvq †eZb KvVv‡gvmn Ab¨vb¨ myweavw`i cwjwm cÖPvi Kivi Rb¨ cÖwZwU †d¬v‡ii †bvwUk †ev‡W© cÖ ©̀kb Kiv nq Ges hv kÖwgK 

mnvwqK cyw¯ÍKvi gva¨‡gI cÖPvi Kiv nq| 

M) gRyix cwi‡kv‡ai mgq (Time of Payment of Wages):  
 
PvKzixiZ A_ev gvwjK KZ©„K QvUvB, wWmPvR©, AcmviY, eiLv Í̄ A_ev Ab¨ †Kvb Kvi‡Y PvKzixi Aemvb Kiv n‡j D³ 
kªwg‡Ki mKj gRyix Zvnvi PvKzix Aemv‡bi ZvwiL nB‡Z cieZ©x mvZ Kg©w`e‡mi g‡a¨ cwi‡kva Ki‡Z n‡e| 
 
N) kªwg‡Ki PzovšÍ cvIbv cwi‡kv‡ai †gqv` (Period for the Final Payment of the Worker): 
  
Aemi, wWmPvR©, QvuUvB, eiLv Í̄ Ges PvKzixi Aemvb BZ¨vw` †h †Kvb Kvi‡b kªwg‡Ki PvKzixi †Q` NUvi cieZ©x m‡ev©”P 
wÎk Kg© w`e‡mi g‡a¨ wb‡qvMKvix KZ©„c¶ KZ©„K D³ kªwg‡Ki cÖvc¨ mKj cvIbv cwi‡kva Ki‡Z n‡e| 
 
  



 
 

 
This Policy & Procedure will apply for all factories of Bitopi Group 

 
Page 12 of 18 

 

Misami Garments Ltd.  
822/3, Begum Rokeya Sharani 

Shewrapara, Mirpur-1216 
 

Tarasima Apparels Ltd  
Golora, Kaitta, Saturia, 

 Manikganj 

Baridhi Garments Ltd.  
CEPZ,  

Comilla 
 

Remi Holdings Ltd. 
AEPZ,  

Narayanganj 
 

 
 
 
O) gRywi nB‡Z KZ©b (Deduction Procedure) t  

 
gRywi nB‡Z KZ©b mewKQyB †`‡ki cªPwjZ kÖg AvB‡bi weavb Abymv‡i cwiPvjbv K‡i| gRywi KZ©‡bi †ejvqI GKwU 
mywbwÏó bxwZgvjv AbymiY K‡i| AvBb Øviv Aby‡gvw`Z KZ©‡bi †ÿÎ e¨wZZ Ab¨ †Kvb †ÿ‡Î †Kvb kÖwg‡Ki gRywi nB‡Z 
wKQzB KZ©b K‡i bv|  
 

‡hgb :- (K) Abycw ’̄wZi Rb¨ kÖg AvBb 2006 (ms‡kvwaZ-2013) Gi 125 Ges 126 aviv AbymiY K‡i _v‡K| 
     (L) †÷‡¤úi Rb¨ KZ©b| 
     (M) AMÖxg †eZb cÖ`v‡bi †ÿ‡Î KZ©b 
     (N) cÖwf‡W›U dvÛ hw` _v‡K ‡m †ÿ‡Î KZ©b 
 

Rwigvbv m¤ú‡K© we‡kl weavb (Special provisions relating to fine) t G e¨vcv‡i kÖg AvBb 2006 Gi 25 bs 
aviv AbymiY K‡i| hv wb¤œiæc :- 
 
1.  †Kvb gRyix †gqv‡` cÖ‡`q gRyixi GK `kgvs‡ki AwaK cwigvY A_© †Kvb kÖwgK‡K Rwigvbv K‡i bv| 
2.  c‡bi erm‡ii Kg eq¯‹ †Kvb kÖwg‡Ki Dci Rwigvbv Av‡ivc K‡i bv| 
3.  ‡Kvb kÖwg‡Ki Dci Av‡ivwcZ Rwigvbv wKw Í̄ wfwË‡Z ev Env Av‡iv‡ci ZvwiL nB‡Z lvU w`b AwZµvšÍ nIqvi ci Av`vq K‡i 
bv|  
4.  ‡Kvb Rwigvbv, †h Aciv‡ai Rb¨ Rwigvbv Av‡ivwcZ nq †m Aciva msNU‡bi Zvwi‡LB Dnv Av‡ivwcZ n‡q‡Q e‡j MY¨ K‡i| 
5.  mK‡ji Rwigvbv we Í̄vwiZ D‡jøLc~e©K gRywi cwi‡kv‡ai `vwq‡Z¡ wbhy³ e¨w³ KZ…©K GKwU †iRóv‡i wjwce× K‡i Ges Av`vqK…Z 
Rwigvbvi A_© cÖwZôv‡b wb‡qvwRZ kªwgK‡`i Kj¨vbg~jK Kv‡Ri Rb¨ e¨q K‡i| 
 
2. bxwZgvjv ev¯Íevqbt 
weUwc MÖæ‡ci e¨e ’̄vcbv KZ…©cÿ KviLvbvq Kg©iZ kÖwgK I Kg©Pvix‡`i †eZb/gRyix wba©vib, †eZb cwi‡kva, mn cÖ‡qvRbxq e¨e ’̄v 
MÖn‡bi Rb¨ Kg©KZ©v ÿgZv cÖ`vb Kiv nj| e¨e ’̄vcbv KZ…©cÿ cwjwm Kvh©Ki I e¨e ’̄vcbv Kivi `vwqZ¡kxj Kg©KZ©vM‡bi c`vwaK 
ÿgZv e‡j `vwqZ¡ cvjb K‡i| 
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2.1 wb‡qvwRZ Kg©KZ©vM‡bi AM©v‡bvMÖvg PvU© t 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 

 
 
 
 
 
 
 
2.2 cwjwm Kvh©Ki Kivi wb‡qvwRZ Kg©KZ©v I Kgx©M‡bi `vwqZ¡ I KZ©‡e¨ mxgve× t 
 
cwiPvjK (gvbe m¤ú`) t 
 cÖwZwU KviLvbvi cwjwm Kvh©Ki Kg©KZ©v‡K wb‡`k©bv cÖ`vb| 
 wb‡qvwRZ m`m¨‡K Revew`wni e¨e¯’v Kiv| 

 
gnve¨e ’̄vcK, Dc/mnKvix-gnve¨e¯’vcK (cÖkvmb/gvbe m¤ú`/ Kgcø̈ v‡qÝ) t 
 DaŸ©Zb Kg©KZ©vi cÖavb `vwqZ¡ KZ©e¨ cwjwm ev Í̄evqb Kiv| 
 ‡`‡ki cÖPwjZ AvBb Abyhvqx kÖwg‡Ki AvBb Abymv‡i gRyix wba©viY Kiv | 
 cÖwZwbqZ mswkøó wefv‡Mi Kg©KZv©M‡bi m‡PZbv e„w×| 

 
gnve¨e ’̄vcK, Dc/mnKvix-gnve¨e¯’vcK ( †cÖvWvKkb) t 
 Aaxbv Í̄‡`i †`‡ki cÖPwjZ AvBb Abymv‡i gRyix wba©viY Kiv| 
 IfviUvBg ev AwZwi³ Kv‡Ri Av‡jvPbv mv‡c‡ÿ wba©vib Kiv| 
 Awabv¯Í‡`i G wel‡q mZ©K Kiv‡bv| 

 
  

cwiPvjK 
 

gnve¨e ’̄vcK,Dc/mnKvix-gnve¨e ’̄vcK 
cÖkvmb/gvbe m¤ú`/Kgcø̈ v‡qÝ 

gnve¨e ’̄vcK Dc/mn-gnve¨e ’̄vcK 
‡cªvWvKkb 

e¨e ’̄vcK, Dc/mnKvix e¨e ’̄vcK 
cÖkvmb/gvbe m¤ú`/Kgcø̈ v‡qÝ 

Kvh©wbev©nx/wmwbqi Kvh©wbe©vnx 
cÖkvmb/gvbe m¤ú`/Kgcø̈ v‡qÝ 

Kvh©wbev©nx/wmwbqi Kvh©wbe©vnx 
I‡qj‡dqvi  
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e¨e ’̄vcK, Dc/mnKvix e¨e¯’vcK (cÖkvmb/gvbe m¤ú`/ Kgcø̈ v‡qÝ) t 
 kÖwgKM‡bi †Uªwbs ev m‡PZbvg~jK †cÖvMvg K‡i G wel‡q mKj‡K AewnZ Kiv| 
 AwWU cwiPvjbv K‡i cÖwZ‡e`b †ck Kiv| Zvnv gwbUwis Kiv| 

 
Kvh©wbe©vnx/wmwbqi (cÖkvmb/gvbe m¤ú`/ Kgcø̈ v‡qÝ/I‡qj‡dqvi) t 
 ‡Kv¤úvbxi wbqg Kvbyb Ges myweav ¸‡jvi kªwgK‡`i Rvbv‡bv| 
 wbqwgZ ‡Uªwbs Gi e¨e¯’v Kiv| 

 
3. c×wZ I iæwUb (Routines & Procedures) t 
3.1 cwjwm ev¯Íevqb iywUb (Implementation Routines) t 

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

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

bxwZgvjv Abymib K‡i Ges †hvM¨Zv Abymv‡i †MÖW 
Ges gRyix wba©viY Kiv nq| 

Dc/mnKvix-gnve¨e¯’vcK 
(cÖkvmb/gvbe m¤ú`/ 
Kgcø̈ v‡qÝ/‡cÖvWvKkb) 

wb‡qv‡Mi 
mgq 

cÖ‡qvRb 
Abymv‡i 

[1.3] 
[1.4] 

3.1 L) nvwRiv 
†evbvm  

D‡jøL †h KviLvbvq mKj kªwgK/Kg©PvixMb 
cÖwZ gv‡m cÖwZ Kg©w`e‡m Dcw ’̄Z _vK‡j 500 
(cvuP kZ) UvKv nvwRiv †evbvm cÖ̀ vb Kiv nq 
Ges QzwU‡Z hvIqvi c~‡e© 1 w`b Aby‡gvw`Z QywUi 
Rb¨ 250 ( ỳB kZ cÂvk) UvKv cÖ̀ vb Kiv 
nq| hw` †Kvb kÖwgK I Kg©PvixMb KZ…©c‡ÿi 
webv Aby‡gvwZ‡Z K‡g© Abycw¯’Z _v‡K Zvn‡j 
‡Kvb nvwRiv ‡evbvm cÖ̀ vb Kiv nq bv| 

gnve¨e ’̄vcK, 
Dc/mnKvix-gnve¨e¯’vcK 

(cÖkvmb/gvbe m¤ú`/ 
Kgcø̈ v‡qÝ) 

wb‡qv‡Mi 
ci 

 
 
 

cÖ‡qvRb 
Abymv‡i 

 
 
 
 

[1.3] 
[1.4] 

3.1 M) Erme 
†evbvm  

†Kvb ’̄vqx kÖwgK I Kg©PvixM‡bi cÖwZ eQ‡i 2 
(`yB) wU Drme †evbvm cÖ̀ vb Kiv nq| †h mKj 
kªwgK I Kg©PvixM‡bi PvKzixi Kvj GK eQi 
c~b© n‡q‡Q Zvnv‡`i g~j‡eZ‡bi mgcwigvY 
†evbvm Ges hvnv‡`i GK eQi c~b© n‡qwb 
Zvnv‡`i wbw`©ó nv‡i †evbvm †`qv nq| 

gnve¨e ’̄vcK, 
Dc/mnKvix-gnve¨e¯’vcK 

(cÖkvmb/gvbe m¤ú`/ 
Kgcø̈ v‡qÝ) 

wb‡qv‡Mi 
ci 

 
 

cÖ‡qvRb 
Abymv‡i 

 
 
 

[1.3] 
[1.4] 

3.1 N) gRyix 
cwi‡kva  

PvKzixiZ A_ev gvwjK KZ©„K QvUvB, wWmPvR©, 
AcmviY, eiLv Í̄ A_ev Ab¨ †Kvb Kvi‡Y 
PvKzixi Aemvb Kiv n‡j D³ kªwg‡Ki mKj 
gRyix Zvnvi PvKzix Aemv‡bi ZvwiL nB‡Z 
cieZ©x mvZ Kg©w`e‡mi g‡a¨ cwi‡kva Ki‡Z 
n‡e| 
 
Aemi, wWmPvR©, QvuUvB, eiLv Í̄ Ges PvKzixi 
Aemvb BZ¨vw` †h †Kvb Kvi‡b kªwg‡Ki PvKzixi 

gnve¨e ’̄vcK, 
Dc/mnKvix-gnve¨e¯’vcK 

(cÖkvmb/gvbe m¤ú`/ 
Kgcø̈ v‡qÝ) 

wb‡qv‡Mi 
ci 

 
 
 
 

cÖwZwbqZ 

 
 
 
 
 
 

[1.3] 
[1.4] 
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†Q` NUvi cieZ©x m‡ev©”P wÎk Kg© w`e‡mi 
g‡a¨ wb‡qvMKvix KZ©„c¶ KZ©„K D³ kªwg‡Ki 
cÖvc¨ mKj cvIbv cwi‡kva Ki‡Z n‡e| 

3.1 O) ‡¯úkvj 
fvZv 

cÖwZwU kÖwgK‡K cÖwZ gv‡m AwMÖg wnmv‡e 750 
UvKv cÖ̀ vb Kiv nq|  

gnve¨e ’̄vcK, 
Dc/mnKvix-gnve¨e¯’vcK 

(cÖkvmb/gvbe m¤ú`/ 
Kgcø̈ v‡qÝ) 

wb‡qv‡Mi 
ci 

 
cÖwZwbqZ 

[1.3] 
[1.4] 
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3.2 ‡hvMv‡hv‡Mi iywUb (Communication Routines) t  

 

3.3 wdWe¨vK I K‡›Uªvj iywUb Feed back & Control Routine): 
 

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 

gvbem¤c`, cÖkvmb, 
KgcøvBÝ 

 

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 
(wgwUs Gi †iKW© msi¶b 
Kiv) 

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

gvbem¤c`, cÖkvmb, 
KgcøvBÝ 

cwjwmi cÖwZôv/ms‡kvab 
Kivi ci 

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

[1.3] 
[1.4] 

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 

gvbem¤c`, cÖkvmb, 
KgcøvBÝ 

cwjwmi cÖwZôv/ms‡kvab 
Kivi ci 

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

[1.3] 
[1.4] 

Kvh©µg (wK) c×wZ (wKfv‡e)/ †hvMv‡hv‡Mi `vwqZ¡cÖvß c`we (‡K) KLb mgq  Kvib  
(‡Kb) 

3.3 K) Af¨šÍixb AwWU 

1| †PK wj÷ 
2| cÖkœ cÎ ˆZix 

 Af¨šÍixb AwWU 

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

Af¨šÍixb AwWU `j 4 gvm ci ci (120 w`b) [1.3] 
[1.4] 

3.3 L) wi‡cvwUs  AwWU Abyhvqx mgm¨v¸‡jv wi‡cvU© Kiv 
 AwWU wU‡gi mv‡_ wgwUs Kiv 
 KZ…©c‡ÿi AeMwZi Kiv 
 g~j KviY ¸‡jv wPwýZ Kiv 
 cªwZKvi Kiv 

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

gvbem¤c`, cÖkvmb, 
KgcøvBÝ 

Af¨šÍixb AwWU 
wi‡cvU© cvIqvi 
ci 

(60 w`b) [1.3] 
[1.4] 
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3.3 M) wbqš¿b  g~j Kvib ¸‡jv wPwýZ Kiv 
 cªwZKvi Kiv 
 d‡jv Avc Kiv 

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

gvbem¤c`, cÖkvmb, 
KgcøvBÝ 

 

ms‡kvab 
Zvwi‡Li ci 

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

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

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

gvbem¤c`, cÖkvmb, 
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 iæwUb 3.2 AbymiY Kiv| 
4.2 ev Í̄evqb iæwUb 3.1 AbymiY Kiv|  

 

mshy³ t evrmwiK cÖwkÿb K¨v‡jÛvi 
 
5. wdWe¨vK I K‡›Uªvj (Feedback & Controll) t 
 
5.1 wdWe¨vK I K‡›Uªvj iæwUb 3.3 Abymib Kiv| 
5.2 Af¨šÍixb AwWU wi‡cvU© t 
 

Internal Audit Findings And Correction Action Plan (CAP)                                                             

Date:  

Company Name:  

Internal Audit  

Team :  

Audit Number :  

Audit report submission date :  

 
Q.N 

Audit 

Findings 

Root Cause 
Analysis 

Corrective 

action 

 

Responsible 

person 

Completion 

Date 

Follow 

Up 

Remarks 

 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 
‡idv‡iÝ WKz‡g›Ut  
 

1| ‡mjvix kxU 
2| †c-¯øx‡ci Kwc| 
 


