AL AT

w25, 83 @ity
(Joint Stock Company)

MUl ( Meaning ) ¢—%2%; BF (F=iifa TqEa @bl Mww 7
#fama, fbl me B @~ wigg7 9fq® g@& (Incorpo-
ration ) fq ANGS (39 *fa6w aiS 14 ( Legal entity ) HiF
AT A AT e qef oriwapi?, ¥ gfE et
FfX Ale T a1 W (IywiT oA (R, HL9T GHI-(NITA @b
( Seal of the company ) | «% NN Firenioel I ATTAHA
faraita® Sorints ( Elements ) (313 fAwif3 cotal oiw o—

(3) T®A A SCSIfET @NiTF ran’ (g @il AW ( Company )
59 T4 atfam | ‘

(R) «% TP TEB; BF (Ft=Nf %1392 ( Indian companies
Act 1956 ) &1l *1fige a2 At |

©) §oIT I Pres @X Mabieg @bi oy Qar wgsiw
f&pteel ( Legal entity ) Amiws sifasy 3 =iiforg, wdte @3 g -
Sianga BfE 71 AT RFIeT AFCeT T IR AR |

(8) u H FAT Trww I APR wwAtw 3T Are W
T3l !

(6) IS, BT (=T ATT PEITIM @B 729 57 FaY
atfaa o

(v) ASARCa 7T A4 ffata ( Capital ) i sgatd sq
o351 AT |

(@) M@ VIATT ~AfI5ta=i wis%' BF (@t~ onigas FEITAR
'y AT |



8¢ Fifdmy *afs

(b) mMmerdiz fBate 339, Wbl FIANTIZII &f1AS 23 At |
517 (AR R @A @F A A I R Iy g
sifgsifors '3 |

() @iy witazaR ard Awee foauiE  SeRifiziie
( Perpetual Succession ) Sif4i3 fazl 3% | -

(s0) #HowEAT Al WMWBtT WVIAfIF Fiffe WIWI  TUSY
#A5q164 AMAem yita ( Company of limited liability ) I #eJ
oot 7ifieq Mataas], ($SENTE 4139 $31 W ( share ) AR
8RS 31 F-FRITT (atgen I3 7ifieT erejtgfeaatal ( Declaration
of Guarantee ) fAd¥ 331 z¥ | ALY TN w7 ( company
with unlimited liability ) cater &z9 $31 798 187 T 7TT |
are fay 712w 9fs faza |

w3, BF crenifoy awiT
( kinds of Joint Stock Companies )

SIISIT §ED: T (TN TIREA ( saed ) fFraiale awigs
cFi™iifaraes fiee sz | o o— _

(s) wstw 7ifergT 2T (Company of unlimited liability)—
GrATANE FUT TSIAICA AT AFCANANET IATF 49 A @F
e wifgew wfearseiz Iz @ @ity 1 Mmea A=fere 49
sferaty 3T @igtfaa (wéraite w3 Afess Al-rifelqial
GrATAix w9 sfavaty $Ra Aty 1 Swew (SdEiTe W A
wifie P AT AT ATAFOR WA ATF | (SEAITT @]
wiy wified (@w AT w3 T wene fmiee gz
Tql 37 ; Wi VI WAL ASAT Gy F31T 9IZT 5T @3
oefly WifEY ¢I9 (T TE I WAt (@t sites  @fy
e

(x) waraw wifaws (F=if ( Company of limited liabili-
ties )—araAraty (i=ifa sl ghl St fiew 9] (wE |
(WA +—F) Wem@atal ArAtzs wfEeR @ (company



éﬁ%\ 3T (AN 8O

limited by shares) (¥) &®iigfsazial (Guarantee) ANATH
7ifFeq (Fi™ifa ( company limited by Guarantee ) |

(F) weawial Aatew Frenfa s—armats @Fienfar e
(capital ) fogwlq wwr@ (shares) fasE I T enoIF
WA Y AT A4S W AR o@q FeE AR sy
4% AT I Aifim @R @wA AYR AfEY SwEt e
A3 A A% WP 1 AT wmyr ww gFq W HAF
ARTT JaT9 AT o8 WA z@ 1 Bigaq FWH 4A1 TGT
(@ 91 @03 (share ) o0 007 (@ ) B3 1 Ererigwtd (¥CH do,
(72) B e sz wfire; ares (9867 W afe 74yp wifiw
7’7 ( 500 X Y0=13000 WITHIT BFIT |

(@) ereprgferaial TR @S 1—araAiy @t=ifa
AemEcE Ared (@il 9F WOl FE aviige BB afy
wifye oty ForE | @t s ¥ WrARty AeR faw
TR eyl fixl b3t sfaare mex qfeta sivapr a@tfa o
wary «2 WiETT @il ASIAT oI IR @3ITT PrES (49 (2
Tg1 @A Mmeq §fF Al (capital’) WS (share) fEEF
ofeT «ify

(o) forery ot ( Private company )8—=&=139id! M-
7@ WifeR (@ I~fHreis il gotae fiee 321 tgtr | (F) fMuy
cFtifq oF (¥) AE%AF ( Public company) @=ifdt
#9q (company ) w&fagsIaial ( Article of Association )
rifacsis fawr 3 Tidwfas 3 fiale seq sl g (MW
wefAaay gy free wicalsal 931 73) 1 faws @tnfae
frarafs REss UM W' (W0 2—(F) 9O RE AT
AT TN QA &'T A1 T ¢o HHSLT Ffid 23 Fatfora |

(¥) WEIZ &zd P FAAR THAI-(I61 T (Aiaifam, wadte
ey o fFFgaial wiag W (Aigtf<a |

() wAAIgETE Tt Sk fafata wimiq 33 @ik

(7) «9-*r@ ( Debenture ) faaRt of4 7 49 '3 (FizifIa |



88 Ffdey afe

(8) wardi Afufs 36 a1 fafiaz ( Incorporation ) Fatx fPrers
Ul NcatoicicRIcuERTICRAICHl

() wrrarR caienfE sfaseal fEed el i
ai=itfaa wfaviaml TR fAEaERwts e wGiF StEqaatad
foaia Frates 377 |

(v) @CACAtd MAA JAF4 @S ‘fRer’ ( private ) wwebi ol
yifFg a7iee | )

(8) #i¥wfaxm ¢Fr=rifa (Public limited company ) :i—
G cterfa w3 FfRAtE Jwe @ (S ) T AT ATIF
AEI® Aol WANF (FIA! AAMITS TaleF 1 {7 gl HIE
ey YR 4ifes Aeems fRge AT oita | 2atE AfksraA
Ffaatar atwe fefyma =ifastas ( Directors ) aiitsr | 33i® 67
1l frwmals fwa (eifists @e @ft It iF e
I wfir BT getaeas 2R e fofaata gfan fag
PRI G M FTAR FFAIE IR AST AFR ATA-HA
FRT WA | GrAArA (FI wAATEtre I GIIIRS A
AT A1 AT @A @Bl WA HIFIR A I AT MAD
W fee a@F, (o WEF A AEdm wifieR (@l
( Govt. limited company ) (3= |

w3, 8T (Freifaw gfagae
( Advantages of Joint Stock Company )

@¥ meR faaiafye gl ok w3 (@ i—() 8 wfis
AT A% (capital ) @F (% TS ABF IR 1 wHT (AR
AELTITS 9% FAy wfs e £7 o4 |

() wifies Aiwl JoIws Aatrw @t N AT @t
T MUE iy frow oiF qwl Ifae (el fRw serem
faa 39 g =g

() =fsptemts frawcats wigqaatal fdifie ofa fi e
et Ftire cufer ouforr S 7zw 1



B35, 87 I 8¢

(8) wfqafie sirr fifer ey AfE@mI Fow 43 /I
wfew +f{siazasag Azt gl atetfas |

(6) wifire Mwizm cot4l T Afplagrara fiw TS Trs
cryatater Bmifd st |

(¥) F=rifsg arivr R (stability ) 43 FId IR
7fa YT AWwaeq (erieaml Azrata (oIS worg oty 1 gorw
T[T AR WA (INA] FOF I I (AN @A FIA
[ITE 35 FRI@NF AT |

Q) TRT MOT (FATT (A Wb 454 F 7¥ T wfiT
e wai 7 AT Ve Ffkata g oty wiws i
Wzl (zre (@ wigfre ToTy weed afertifrets e wifdate
T Ayl Beortr IR @ifia AR Sestive et
{ Advantages of large scale system of production) wfems
iy Ates ad-tafes 3 Aaifes qu-nife 2fE s oaifa

(b) @ WA ANES 47 ALFY AW (TNF ; AWS
AfPps (7Tt fArts 33T catee Ainifes @ wigT I3 |

w30, 87 (ForifiT ergfaaitaiw
(Disadvantiages of Joint Companies)

&t AT 5%3® faratraiis syt e T

(3) widRent ofy fiwl «sfsstaats Rawicz «fasems
criTeF F1drataq ( Mal practices ) ¥ x| Afkstazwaca
7-3t¢ fafas i sfRata gy =ma )

(R) TTS AT AT AT FIWY IRAAI 9T FACT
02T IS Iy A |

(0) @rArats MET A 1A A7 FF AT FAHAR A WIS
¥ SITTT 5 |

(8) (FI™NfHT WIF *@4"7 (Memorendum of Association)
6t FErw AiF-AaAfR IfAT AR AR TEAES ATEE
( Flexibility ) {4its |



By ALY
2B, 83 (FrfRE Mgt

(Formation of Joint Stock Company)

GTATAIT ALY MR AT SIS G35, BF (Finifa 3w
ab] #5fE 2ifF fire | @3 »rafes oRwi IR o 439 (FHTA
w35 B3 (Ffa e afag @tarfa

% (I 9T g oA IfRAT A eyme fagEts (@
1% Ty Aty IfEale wiv-sia (Initiative) @' afHT 1 3G
B3 (@R 59 FRAA WSt (@NRIRFAT @26F (Promoters)
@Rer | oS (3 WX (gre (e (Private) (FHRT 31 eas
o%q orl@ AiEEHE (Public) (a=rifaa atta a6 AlvH eEIq
i3ge ZH | 9% eRGIAICA (FTNATAIR T IS AQHT B3 |
cedtaizs ARy F1fwaisa (Functions of Promoters) fagry
foree wiranteal 331 g3 1 fraigfis safey gRme w35, o3
Tt gtam af3 onify o—

51 erF$Fx TEN (Selection of Promoters) i—adraniaa
U 'S (FALT T Ay, Oi7 frErn w25 I3 (A
igqgaial fEw AfF el el [i3 1 R wREre A
Ffeq (oiw EniT AFra fowwyl fipier (Privately) a=fq afy
@8reiTT ARRCBIT Fiome ©ix g |

3! #ewx Wy fafst ( Memorendum of Association )
1% AWE 56T ( Article of Association ) %531 I6A1 FA
( Drafting of Memorendum of Association and Article of-
Association ). €% grEtyd #foe ©IVIT GRG, BF (FI™EA
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W3S oIt gev AN erbTATAR IEW | Wy fogaly
farsg &3 ( Recognised persons ) HEHH (&1 Q&ralics Ut
wforel em® fda aiftsr | oW erte feste #qw3F ( Chartered
Accountant ), ¥fede ( Advocate ) ¥ MY AfFia=ty Roy
wfewe! 43 (ais ( Retired and Experienced Managers or
Directors ) ¥32R%ia] €% #forel gaa 261 Ffeata (winfi wni3a
wyel farg |

O | TEFYHIT erTre w7 7earZ (Collection of Certificates) 8
—n2arst Biges F299 ITT fogwiT amiq @ wiTws | @f ey
AT BT pAM QAIIAR oS wifye Ifi ettt ewaw
erta #faq fewew faraitafys (33arad adiq, (qH—

(®) a7 gad A1 o]l TFfeerty @Al ( Recognised
person ) (ATFT emiq o@ | GACART wlwa JUATAE 541 FfArr
gfer il ermte spRER! BIFIE wRTE g9 o3 SRt 16
91 (zre 3 fgtsr T

(%) eTsImTAd ewid o@| @SeTTE @f emid AT
&eGy (giata wifiy aga FR 1

(o fage egdts yIAT cfIstamis ©ir w7 CAhw
co&reitaq et @ ( Declaration of promoters to act as
Directors ) |

81 *etww *¥4 ( Incorporation ) s—-2AGTHGra faw faw
53 fr, Berate vav I wloe gA@ OiF ermiq A@Hyg WPIFH
fBab ( Stamp ) @ME (i~ 2@iwT enfAFNI ( Registrar of
Joint Stock Companies ) Ftdneas wifys sfag aiire | +@ g
atfistdicy  FiverEEy Awe oiF  fifinaests awia A
@i=Nifarsl s1@1g@ 2 19177 emiq #@ (Certificate of Incorpo-
ration ) €d IEIRTALA *BIE frew 1 M (i g A
fygw %21 ( Incorporation of Joint stock Company ) ¢aitet |

W3fafars «bl faony suty af® opwr Ffmia gg 1 @dte
Fom BT (e LA fww Ww (Private company ) A



gt FifEy “iwfe

FHéwfig 7 (Public company ) f fastdy: afr faem s
W, (S8 (FrIfE e et frared wem Trire AR
¢z giy, WiF @I awa @y @A e Ay Wi
o3 orita | wfr @r=iifaest midufye AR 75, (ore wiF fega
fafigs oty sl e Pres @R QR FH A0
freatcafis wrafe eo@a I Aéwfre @t AT A
SIeYF | (qHA—

¢1 oS- feeaw  (Issue of prospectus ) 8—IeEA
emta-o@ (oAt Pres, erbenadta (atwnfsis gy Al
frgeed 3dA IfF @yd 7F FolsT wiwi o@ @ifq ¥w=
Tew RAwaq AT ARG qE e @ RA §fET sl A=
wfte 7293 &2 (Share) ffatsr wqrary IfxT wives 1 wdfafre?
AHwfiE @i g T Rem o @Bl (risk) witRd
wdte «3 Syt @ fead T fTAAel so i o faoer
#fasgteia ( Grace period ) oo 7 ; 74 sx0 frq fowaw wéfaw
77efd ( Minimum subscription ), ¥°07 ®* ( Shares ) faery
7fa, @F 9 @A A { List of subscribers )} S 9@
3t 3971 R 7w etfi iy FifeEs iq Sifag wifie
I AT STy APEd AAT6 T TI L GHIW  GHRAR
7ifae (Risks) 934 sfaata fegaia @ 3 77 o | (e
it pfewtel a1 Bor@mawiel (Under writers) 3 Fires
gfeagl 31 Borew #gl ( Under writting firm ) (3ftet 1

b | WIAT TIY Ffaaca firml eraiq @ ( Commencement
of Business Certificate ) s—a4fy Iqefeq w2 Iy T3 (AT
wifraiad wifaer 17 frre sEa elfdFEang T AoeR
ol (o T WIAE FfANE S e If4 @i ewta-a@
( Commencement of business Certificate) eR6F HF=la
4518 frrw 1 «¥ maw TSR Pres, Aidwfar (et gieE
Iy Tty W, wiw egdIHTra @ N (oI P Ity wiks
33T it |



a%%. 39 (FAAifae ﬁ%% g
FgTATAT TETIE
( Functions of Promoters )
(3) cedtatttr Fiewae AT AfAFT IfR, ate o F1-
e AN eI CTionT |
(R) (S8ANT VAT 7Y oA IS TTry A |
(©) CSITETE AT T FIIR WA AiewdT aniq @y
s 4 GG AIFIT 7w 7 A9 A salw
T A | :
&) (s¥attE ey e wwt 3 FHve A IR Wi Ay
¥77 WS 7G17FT 435 Wifr 359 7 |
(6) ~raTad ara Fores AeAtAcd! Afapiam 319 otz a7 |
(v) TArBle Fraca W, 97 ois APy 37 BRI (FAA
431 AT L
RELE R RE K
{ Memorandum of Association )

 @%4 5w 3 Afead ctrifae wiibiets ewesyd fem 1 ey
%S QFAAR (FINifArBia paw 3 afwrad (Charter of the
company ) fa *ifa 1 «% wfmwmaial (@ierfug Ardeares
a® yE 4B era 1 3AIE (= A TR ( Clauses) AWK
sifgada wfeq (Atatfi | 5aiaT ( Court ) favwy wgafelang 2aia
@Al uF AE-wal T saifq) fraimgfs weiata 8
wfoiee fAfas 4t (e :—

(5) c@=ifag A9 Wiz AEEHF (@R[ T oe AAfe-
MNe ( Limited ) ==ch qifez aifirr 1 e (st=rifraias 9193
s oy «f3Mfe ( Private Limited ) @#r8i oyl «ife3
Fifam 1

() =FEA T eweyNd Aty Srpfys xifer atfiz @l
Yrafis errauAre? (3 (ItfAbia au stites ( Head office
of the company Witg, (13 gy afds wifeg =tfaa

8



¢o 3ifdey Aafe

(©) cat=rifacs Tiom 3313 T%wT (Objects of the company)
fagry adml Afe @tfim 1 Aeaws fs ooy, 5 Semae, &
e 3 (e, ol fags fageq M ot | o419 T9tE Fsre.
wHfow 'Qrﬂ eitd gA1E A FIARA (Auxiliary purposes
fagaa fra =fitar

(8) avawiw faflw (wt=rifacaras [ Non trading concern ]
MAAeT fagree faggq yifes #itfaa o

(6) wiTe™® wifgw (T ANMTE A ~faRfae 7% fagry @By
faif4 {4334 ( Statement that liability of members is limited )
3 aten '

() cwi=rIfacsia Ardiss o{fF, A1 arifigs M3 ( Authorised
capital ) Afar«g fagaq frg amear 1 W2 atfigs e, fenta we
faew =3) '3, Wit fagaq faz atee

(1) @w6THT=R fwrg atwen ( Declarations of promoters )
#fafere %3t ( Association clause ) wfkars f4, areirT 53 i3
anifarg | :

#eqT wafawx ( Article of Association ) s—@tifardia
VI AE Wiwwd  faxmaind Iy wEeTy fAea «¥
afams i witw | «(fasimgreay AfRsiawE FYSI-TRA IO
WfGrea e 21 A7-ov HorEtT FAttale, S ARt 79,
MeT W Rexq w3, *iRstmgwasw vawsl, fo5io-oa T
frrarars, el #faf oroi Auwicats weocd Brats onal I
(13T Fearw 2mls 3071 7721 Aire | 2 erdanarer SRy v
U I/ A (OB SIS @i WiEAR F wifiplr aae
w751 ( Table A, of Schedule I) 997 (model ) fgstror faay
M WA W ST A “of wwfimy (ATES CarEs
W SRR weef etersws emdre 58 #X 3wie e
A3 A =19tes Ff37 atfhr | Baiz wFta17 facas aigaatad
( Special resolution ) ste-wafy 3fig =1ify | .

wFST o ( Prospectus of a company ) s—nifwfHs



26, 8T (FI~NfAT Aol ¢S

AN o T Wizge 37 AT @3 F[PHE, @ I A(TS
frezy fer atfim) «% wEdia seREiEl RIT REITRCA
wANTIE Rarhta e W 9 Al AR wAA gl
frcr | @3 wgHta o@x welala faots fm Sals Raacar
I FQI g cqWA — .

(v) Taw wFq fafym gag "A%e w@w 58 I @A A,
Baal ote wer @y ol At AflkTia Zoyify |

R) SNMIATEAT FEY PIATFT 9%IS 3| AIAIFCBIE Al-
Ffaq ( Assets ) @#2w ¥F] Tl 3] AT |

(©) sfapterawgea ar, o), Wi wavgl wifig fAfay

(s) =ifaptarmara 4139 FRAFTA o™F 7fFAt9 ( Directors

© Qualification )

(6) faster sifamds (Auditor ) AFea AT 1% B |

(v) =R g, frsaas faan wis f5REyee R

(?) w4fq7 2gefie (Minimum Subscription) fasta 3 |

(&) TR T ToFS F9 TR 43677527 S |

(») coiB gl A (@i azq T2 FHI Mgz |

(s0) %fegryy (aF-(rA I TANRIIT {3z A Ai-wA~(fg
w33 w3l wifrs g o

(3y) ~ARGIFTATAT MAULTE HES a‘tﬁﬂqza faga |

(s2) oty fagaratas waes el fagmw wF Afgdac e
T TT AT TS (31 HI9IF |



EEERNENE
G25_ 2% (e e
(Capital of the company)

cwtifangre farswats @ (Share) @Y TR 3 29 =@
( Debenture ) f&@ #f o'f& wiizqa 703 1 wavy fawg cw=iifa-
(Alta ( private company ) #9-9@ A ¥ TAAEIINT TFS
R f37 @ttt 1 2ois Bafee otaais aigAtE Agianey oas
forerl Bertears O AN 47 1739 FRAT AN *TA 5—

(s) 93T w9i cuidl &9 ( Public Deposit ) 33813 7T,

() #fstel @fseSid ( Managing Agent) SIsapiai
43711,

(®) entFEN AEirACd ( Gredit Institutions) frml w39l

(8) e T o gt =rfaadw 731 orafs wafy,

(¢) <rigmw fAswa=9) ( Finance corporation ) corial €3
#a),

(v) 521?151339(31 (#tal «92%1q] ( Loans from Govt. ) !

9% w4TgS W% ( Share ) @is #93 ( Debentures ) faxacy
Ficentsal T4 3’7

wrexr ( share ) s—2 s’f&w ( Capital ) As® 331 @3 @161

JUR ARG | opra-c@a s fide adE 39 56 WAy W
qUAIT  fAT-@n T TR, Wiw fEATSIEAT RAOHiT 8%Ie

3| Atfadiae 2ate faal afrs |

wes &Atq @ ( share certificate ) s—SWNAIFZT TA, Wg
fag, wag ¢z wiwim 33 «Aa ~fawta wify fAgFcare o= o
fy emia =@, t=nfsia RoRmaE (Fife st e



WS, b caiolifiw off ge

aANE AiF 531 4 FANNT fiew, (72 empe-oms W et
G (A1 R TBI®I (FiM (@A ( Negotiable Instrument )
gy ; e AfHTwca wgeatdd ( Endorsement ) @i% emia<alq)
( Delivery ) oitd witas 2T aifaaas fwa »itrg

5ew wfgwa (Share warrent) 3—w 3l “fRAMHS -
faza (Company limited by share) (el ﬁ“q‘f Ptk |
T WA (T wwe A Sy 3Rl oY (w8 @ @3

R f3fg Amere SFT w7 amta fIoirr wd W Sfdem emta
(<, Mg Awa WG fMEea (Article of Association) @zw
wiyrm frater wgafe fcx 1 wfdsr@a wsi ( Particulars) 77g
Aeiq #GTRA Jgre ( Register of the Members) sfs =y w43
if3E |

g% & F19 ( Kinds of shares ) s—ei3Sy (Ft=rifaa sse0
591 W12 A, (Ftiifaraiar g ata goftr fioe sfim
¢qTA :—(s) Wartes ( Preferencial share) 1% () FaAwiws
(Equity share) | &@&®ier (Founder’s share) a1 Sfage aijsien
(Defirred shares) (213 fah} (Issue) 91 @3 SZCA (I-WN1ZF cargel
Ffare |

wariem  ( Preferencial  share ) :—araratd  saglqiATa
(¥) fafr® zive e (divident) (sto 3af® FAqetamyY
ATeelT qartfyFia (preference) oriw ; () cF=rifarsl e (disso-
lution) (Z121T *ree (e €taniaq o fHyq AT (oriate ARSiayid
ATeeF HalfATq 717 | Faeraa FnEkEs sire fise 33
CETE | (A $—

(F) wfefem wEi® w4l wew  (Cumulative preferencial
share ) :—aTRTAR WHYIAAFA  TASIBT  (AfTarial  arSiE
( dividend ) 51 SRgTS et wfEFta oy 1 wdie 7fr cmieonifa-
GBI Tl WwImae e HGA FfRAA AL AW wiE (R
Fiara At i (Araiface, (Srarait aetes A (@il disire
infatia Fres 249 WG 39 MISIAR QAT Ha



¢8 ifaey #iwfS

g4z awd G qifag 1 adi gSies Mz @il Ay
SRAT®S 7137 1309 G| (T 41TF i '

(2) srete gl ¢g 794® waies (Non cumulative Prefern-
cial share) ¢—a37313 TUMWHT SSIes fra (AR atei
SRYTS (1917 QKT AAPTF | ThA (FIeA RIS (Fr=nifeties
ate Swq 3T *fara o1} I%IR ASRN FALT (SEHATF AT}
SrfTTastE Sier Sia #itE | ‘

(%) esfp Fieten WG I Wew (Participating preferen
cial shares ) :—«% Jaf4idY AFCA, AFTAICANT WAL artSte
ft, i wrafars are< B wia, (v8 BaifAf wdtents worafe atstr
fEwiesr cota sRAta affFt orig |

(1) srfag=tg ertew ( Redeemable preference share ) 31—
QAT Ferl, AST W BFRENI Aoty fxw At A
QIR water Afriy ofIaq qta AgA Avete @ (Issue)
33 AR | .

G o4 AT (TR ATTR e eiaie ot
( Vote ) w17 393 (Flatta | wzew 3 (Sdraid aAtster (wt=iif-
(BYTT wrFaitg 3% 359 i3 (AITITT 31 (odreates fares atd A9
fAgar313® AVSRALITHIAR WIIE TGS & &7 #1737 o=
YT 20 (Si6 7T AT #Tg |

(k) #Ttem ( Equity share) :—faraty orewr  warfar w3y
3] fararr |9 Atgigq @9 ( Ordinary share ) fEsicer sfasfas
g, ST AYSIN (Ao | AqSRRNA R ApCHAZ (ore (ARG
e A | (el (FI=AfRBIF AfIsiaT FE fFwe Stw
R AT ST Sigws e f[Aw (oivietal (I 79 Fais
T AN |

w9-or@ (Debenture) :—A14wfT (FI{fArIT 49 7’37 I
QAT W27 IN3HT Mws [AF AT orHI 1 9% 9w
fors friS®, wag «fkmte, T TR, AfRraty o317 fags st Awg

3enifr 56T foryl atF | faraiwiwd ( Craditor ) ead fEsicsr



w337 arifag i ee

AT TH | A-e@ANADCA (@A wfFpieR Fdy fwws ot
'3 (Algitd 3 @7 AWES (FiA ofF fr @i s
(3Baibhe S ReT IRee 1 WA 1—

(¥) WS ¥4-oF ( Mortgaged debenture ) s—ca=farsia
H-arfe 3w fr fata wa-o1@ ) 330 38 T ST 497/

ATA | @} W9-TT BETTR 3FF frai A-A~ifer sifeel
T |

(%) % T wIEF we-on ( Naked debenture ) 3—a¥ fay
49-g ot sfRAta (Fronfar Al-a=ife I3 G Fieion
9% AI-PERIA ALY 4 AfOTy T AqF g Fafiesin
frater afewml 31 281 Wi @F A9-*@OANITE 4T SRS

Ft=fa A-A=ifE (Assets) faateral arfegfs ( Security ) fEstrsr
ikt

() stfeTatewidt wo-ow (Redeemable debenture) $—ars-
@17 H9-94TF 49 (A 97 AATRS Auge fowes »faony sRaa
afsesfs firg 1 (93 Aaw BIfA wTA3 49 T €7 sifaorty 7
GATAIR #-o@ (Fiifary 9 AT Tkt Af{edty we-om
@t |

(7) wAfarriaziat wa-sg (Irredemable debenture ) 8 —
QAT wo-r@eaiel catal AR Afaeiy ¥ agw 0 afem-
(T ifacbites wenE veR Wifes, (efeaitars 4ot 4
Curw wifea | faafasety wita™ o & wifeq @it cat=nifacs
e (TR Prewrg «f 49 sfaeeriy sRI Atz 1 ey sEITIR
(Fr=ifacetts 3ol dfard @rarAT ge-r@ 413 wfaraty #5fe
-G RIB 7T 21171 |

() =1&iew w4-@ ( Registerad debenture ) s—frai
w4 (FINTABITe fares 49-#@ 33 ( Debenture Register )
wfare A& T3 o AAT g9-4w wfFEdEe Jin S
wifi @2 3T T I W, (TRIT 4-@T  AQEAFS T



¢Y Tifiwy oimfe

ARIT H9-oF (A | LA 9@ fRemreHy  fAw  Fiw

9% T & 3791 18 2T qifaFIae AT |
(5) statem q I3 wa->r@ (Bearer debenture ) 3—ag

H9-2(T BT 8’ HHIS Srad 391 49-ATq NS | 9139 ki
(holder) wra%E 8717 niferdiaw #1F | 2wrw fwnats sotes Ffaaz

23tq TifaFIEe Ata-7efq FRT o1

—_X—



oy g
w2% 8% (oA AfTE el

( Management of Joint Stock Companies )

c@i=ifarates gfine (2w wiH1A (Leagal entity) 31 #fasfas
741 37, i3 3xi7 wfwe 3 AeAtEeaiRs ¥ fary sifestan
AT (AEicT ] g ¥ oattey @b ‘Ffew ufE ( Artificial
person ) | SiAgiTef a3 Tgifaid a1 {Hm BT THT TR
Apoq M (FifR SBidray iAoy widARce AfIsiEAi
TRA AR 1 (@I AfETaT F163 A%fecti SISy F35;
7 cot=ifa ot fadifis afy fite 1 @2 smafe wgaidice
T eprid Al et @¥ faErw Afrs fa3ge es’y @ime
T T 9% s i eprinag Tty OF siete i
targ | (Htnifa enitiRT eferdl wwlw Sifgs (R ora-atAs
+3f%7 @S Atz | Mg enfiwia afsfbfds ( delegation of
authorities ) »%f% (attel1 W% srEfetalal 7y affiwiwis
fagifas wife ( Individual ) 9 @5f@3 7@ ( A group of persons )
oteq f4q @t | w2% $7 coiwifag epe wifas Cae
o¥gtqY ( Share holders ) #wa1 | @BAFaA (ENFIT (F=rifFCs
sfEptas] 3317 WiZA Ao GHTIR AT ; f9 AHcal st
B3 Afapiea T AQINR AZH AT, «@dEise fogatE
aifypty - afefafyes arats (FirnfArdlz o= sontg | weWiR-
Aot (sibaial (SdEter THARl (IRFAAN FAFE Avtae
{ Directors ) 3if% aiw | fAdifos @fiad AwtaanzE Pty
@Bl Wea (Board) 1% A1 WSPE AWIFIFT TGABII
( Board of Directors ) @*3% (Fi=ifqrbix =ifaptadis stz 7%
T7 30 | laS] APATAIA CFAfTA AT AwETT It
ARotanl sfRata (SHAFT TGN 9F4F ~IeIFa] wiigo|



et Tfiwy stwfe

swi@F ( Mapnaging Director ) f2oieer qife a9 1 @& qeAThI .
( Board ) Asteifey 33 1

wfirél AB@IAPA AWK ANF AMAES (AiB 418 ARGIAR
w6 ADtaeT Towna MW wiF epaiAAx AW Fiare
@g | AfRptoRl wfkEs! AeiFewcs (vAfwa Tt pEtg 2T
(o3 Fwpta frwis (e ( Policy making) fatwy afe
HiF SAgsH (s wyare? BrEierir e Afias TS
( Execution of policies ) 7t4i% wfiFis aitF | (8 qiF «wa
g3 [ 7iF “Afbr oNiF (FTIe® ( Secretaries and treasurer )
@ ] Agtatar (teerifArBiz ermias senty | S ldASTa AW
R(IFTE] At4139 AS® ( Annual General Meeting ) contBui?
(@teifata Ftdaia witasal ( Review ) 33, oi# farwy
farsg faxarataq (Basic matters) A8 &34 F3 1 wayIAAILA
taAfA HfIstadie ©1d o'a (AR FIC9 I WHEAFT] AL
Toi7 Aies A fooes wibigraty sifin Rxs wicatsa
wfRlar Jfaal (@eeriet AT TS AwATATE Afwaate
afesfe aptata Fa =nm1 (9% FiRead (I emnATe
IS (FIAT (A TIH 1 9BrAtIT @fPFIRT il snad HAS SIS
Fifa witE fiss Aemsteas g SfEFr gia 35,
53T (F~fifa arinme st ar'ale wfisy farg1 @ FidT3
AT SIAN AT AT [A7A® 5IFRT S8 FAE (AT
MF wfizsl Avtagazra 12 A smwe sfiae 3fiq
@RI | ABEIAIA 3 AfpiE TfgpSi AziasATa7 97 A
wfiFtz Ige I IfFwe  oiF el 3637 Wiz Fifas oF
qtFAg LS 3z fufq 3fs sfarg

@ W[13LH, wa-s1@yidY ( Debenture holders) (3. %1q, (Banker)
3l ereigfeaq ( Guaranteers ) AFACF! A0y F1q9 IS |IF
fatmg Awa® ( Certain Occasion ) (Ft=rifaz +if3sta=iz A7.©
ot @Aater wae] firg | (wdmiesd (at=ifa wRkvigmiz afzqa
Out side group of management ) (aft# |



w2, §F (IR oifsrem] >

CMIT (AFFAFT Boifke wix «@we pfemerwq  ( Thrid
parties ) (FtE (Fi=iif ermiATe oty 7A3e wfygtg =113k ;
fF9 ssq0 (1WA WIBY  AWA4F349191 ( Amendment ) B%a
@ (A WRAFIT BT cerinl (@ a&rateE  Cafstan)
fAges” (Managing Ageat) gfaifem 1 aéats caierify wieq

GAAS fAraafe et AwEarg (Frifag eiaae ste srata
o fawiT oy, 9 i—

(3)" S==gtqiagwt ( Share holders ),

() wf§36 netes wea (Board of Directors )

(9) #fq51aat wf§g$! 7*is ( Managing Director )
(8) #iafréel afefa (Outsider groups or creditors),
(6) "f63 &t (A1 ( Secretaries and Treasurers )
(v) 93fa% ( Government )




AF T FLITY
@it rtaafd wi st 3
‘( Winding up of Companies )

FI9T GRS (o A TR (7 (Frfacia (anafE wigas
a3l @ érentFT & firgl a1 3% 31 27 WEAT Gfanee 3iee 1y 7
Atwafy 72l T8 | @RGTR YT FET 31 TAS @A FING
cat=rifa 79efy 791 ( Liquidation or winding up of company )
@ite 1 oas iyl fofa Soitmea (pt=itfag #At9afq aifag =1
(TA—

(s) SeMrigwace 9351t ( Voluntarily liquidation )

(}) wnweee wfewrs ( Liquidation through Court ),

(0) Wtim®d TgigEaT GfIWS ( Subject to Supervision of
Court )

(s) %7 wwefy ) Voluntary Liquidation ) s—savia
AFCA ALY ASTS (Fi=ifarsR Aitwafd 131 Hfigwrs ( resolution )
&z ofs I@ie Atwafa atfag #nra

(k) wnwITed &f9WTS (Through Court) 3— (A WAAFITI
7 4i3 fadeinata (Creditors) T (Fterifardica Hateaaisl 2911
Ay wifRAa wimAey 9pe® wytS wifde sfate wiwiArs
cFi=itfeBl Mreafy 73) Fratfow 9% o191

(9) =rivieeT sgtagiwIgial ( Supervision of Court ) 3—@%
fafiz wfdmre A9l 771 *@fe  wateens 2¥&IT  ~13f%aala
A 7317 AYS W 1 Ttg A @ FHAXIUIT @RS HIFI-
AME 5T WA WF Jgygy A (FieaAl AT Hge @fne
AT PR



cEefifa Awafasal 9 = T4 Y

Borrate anwIdiay Aiwafinal 2afeq Myaws duq F-netag
craen efefagiae wgiaetas ( Liquidator ) Mg@ =fa aieer |
% Q-MF1IF G (Frrifasta At-w=iferaie fae a7 % 7=
giq frdetasan ynaty sfacnty o7 seMBrats SR
Tes fawas % g | Atataers AIxafy @l w=Fa wasais e
f& wafd garaty faitafs werd (Order ) WAl fisaq
Ffaa #tear |

(¥ fratugl afegf «ia fideinee (Secured Creditors),

(¥) warfawiz oong gtz frdein3s ( Preferencial creditors),

() wfFaisrel afegf® 41 fréeinma (Unsecured creditors),

(@) wefrtangaa, g Ao ggtgatat |

—_ X —



g iy
sfefage Fom, e sAfagls geng aAfesi

g4 WHIES L34y AIrAIRT [y awi REew Sy 39 0we |
fawrr aremta 73l, PP AWUE AY WIF IS, BF @FIAE
frry wiaes (1) CEre | AR (F3fay {Ag AT we AfRfAEe
fasm ( Statutory Corporation ), ARI¥ HY ( Co-operative
societies ) wt® 01 g sfamia weny afediay fawn otz
54 wiety el ¥ |

sfyfms 39w ( Statutory Corporation ) s—faze =eiafis
@By Agtz wear watAry 1% N gfacg | fRerals sREiE 3T
woriate, AYL Beertwna ikl oA sfaata 3 farare fafaias
(Investments) #NS (return) IBfFA7 Ja©rE C*fQ A, (ST
IRAIE (Basic Industries, or Heavy goods industries) &f333
30 TS Ao gl 457 90 37 |

arq fasw sdw sfeatsr paFtra Mambia AAntgaid 9y =gq
sitg (pass) ST FAT | IZFYAT GEITAT i wifdws JM
TH WIF FSIGUIAT B &iAR 6raAfel 27 1 3R wfordae Aiyl-
I9TT 5T 757 TC | 1T A0 ANBT, BfPGIAT, FAVIATA
w3, 3oy, $oifrae, WIIAIE, II0ERT, TN (S T
@57 Zeiifr ‘

ity A7 (Co-operative Societies) :—Aqe FaATIa AIfA37
Brmry fEgaia (T Gt A% T FA 1 R0 7T 0K
A QU Bimy TS wE I3 wzw, ¥R LA Gy (a0 AAlER
Fae AtgN P 1 WAt AEAiE vl errafEaE AAAtE A
w137z (Co-operative Societies Act) fq® 7 T3 A |



ARfAas foom, Y sAfiae e afesm oo

- ANTRMAE  FIFIAART ATIT MY AAT @ff fasty @itz 1 @B
e e 3f (w7 AFR Ryatawe amratz 131 AGTEge
I AT ST we qiw GArw ff ARty Fw|I | AtYIATS
stEenE 9180w WrArIiT AAAlF AT AT R ASHTAT T A4S
FINE ALY 0K | QAT ATIE AT T RINT HACEiE]
aﬁméﬁa '3 A, Wifg-3ife Bl EraAFras WAl
AT A M7 T AL BeAtwAT AIANICAR bR awifg |

- & sifawtsT Tawiw ( Joint Hindu Family Business ) :—
Siavs fog sfaataz wemaa (Rarsite Bt sam; 8 g5
[EATT AT 70T w2 WA /A vl g SRatTIee
7T AT ASIICA {ES WITT T A | (FIAT TH @NT
AfRAES o oz AR (38 vIATAHIT Tt Wiz o o
AGRFAT 71w o e FEiT weNvied e wres, afeatare
8 s1fazieg Lol Aey 07 AT | e

IRATRIT sAfeptadl $f3 T wdrAT awd sAfTwtew

e a1 (wdz 36 I TH | W% TEIEE T (FA-(TCAlT
ez 7 3= I oA 39 W wiw (v TR (RS
Aifaeraty cattb? sfimienbity wgn fqa =iy | frotwazatal
(Partition) (Fital 7ot} =frnimz o mifiwwerl & 7 fag
VT 5N AT |



QY WA
afd gfe =%l (Filing System )

erwiFcBl AT AT 3 @ RfFgwcaiz geiswes o=
tawifa =1afera ( Scientific method ) A4 §fE 3fx ¥'7 =i
w9 (a1tE FEiea frl #arata (In ward correspondences) AZITH TR
oA cAtata Arsiel (Out ward correspondences) AT AIHTH
*af® e A% §fE 2fk avta awifEs Em-oms faghs @ |
P AT AACARI &7 fAer™r ( reference ) Mutfaes @w-
(% go1 (FIT1T TiEAl (AR WF ame e quF v@iy 1w
g fafes Aza 1 wyfaw el agard smar A gfe
Fofra oIyl 3T AW A% W WIF FAwpia 3B oy sAfFsreree
fooige woge wiw wfas fiw) @ifq feg 1 wa% w77 f3fes A
T AfIsians & fare Eteta Aeiea) aite | wmeesf afy
gfe 1af® aza sfars afes Al wo'q $317 8afye *FIH1T wrev
( good will ) 7% (ziat® 7oy w1 )

otw #fy gfes 21553 IicT Wran<iw w4 (Essentials of good
Filing System) :—faw %rgfI® @337 (Qualities) wfvars =fy
gfeT ©ael 71 farag 517 337 071 ste AfY gfes wtara o
@AAT FFAEy |

(+) =wwersl (Simplicity ) e—af gfer waferay wfs #Azw
AYF Y7 AT, TICW (IF (TN FI0E AW @R F;Ey 3fAy iwa )
facey wnsigE safs wwaes ofaa, Rorg 75! 4w (@i 3y
ceraratT Ay gfe Tl ot oI el veel wwq ofae-
(| WD AT orAIEA TF | NEE-AIE ~aferd Afy gfe



R gfe Aafe e

Ffaa, srEraiz 3tfx SiHears ofE oM caizle ag a3 ARz alesr |
CR Faca? arsted Aa? fmbte wwas «@ Aughe i
g
(*) WIwel (Safety): =~awata cons, =, g4, e
T TOlY, I IS 7B I AAY, WA faomy oy 2if
AMTA | AN VIS AIYIT FIA TS Haratd cpferral A9
W A @eAflT @ty 1w frate 27 *arsl aghe @b
Bled @1 afrats wezls wgard Afaq aperte fifss wfae
Siea
(8) #wwsl ( Rapiditing of filing ) :—©led ©ies iy
SBIAtE AT A8 ofEq AT el 09 1 A @8 ma orfE
SRy st afugfe 791 w2y cors Ay gfe 3l tas cafin
i@ @I Seifee @At Al sy ahE | (E wiare
Age wafesl @ 4399 27 wAiar, NS a7 or@ s T AFT
fesars afigfe sfa s
(8) ermiest frhwra wzerel ( Rapidity of Reference ) :—oraa
WITE el WANT w7 sfaratag e Ui ( reference )
AWH WiggE T@ Afgle AEfs «m zial Wt it
Slews TET I wNEd fewArs enpm Fyfraty wife Sfrmia
#1f3 |
‘e) wzw @Ay ( Easy accessibility ) s—afigaiz «i Si3s
cutal Bf5 e wingr wad FNiT warw (ISR SfEma sty |
et (ALt ( record room ), #r@ RAfiwy =faiT ( corres-
pondence branch ) \@53% WIfB® '3 Figsr |
(&) AT Fors orwleT Fsraifiret (Suitability) s —arasiE
439, &FfS wiFta wifr ety g wiwis aviag sEfe Hdfs
T | Afghe afs aqaaq TS W3 omfe weAiT TRy
g S et CAta YR A | R AR A % srafegsral
A gl Bf5w |
(a) fasaifesl (Economy in filing ) i—Afugfes wiim
¢



b iz o=l

AT T Y45 BT (3T BT 1 IRFIWBIT WiHtT AT BeoriwA
ane ey Iy Ffughe «mfe apre IRT Ay, WA g
TR T 436 WS 7 77 | Grex JIATACANT LRI I @S
AF JFNH TFI9 331 &fow |

() =feedfimel ( Elasticity ) :—F-#fapifae  I@iaaii
Aty Bafemla ois aice s Tt STl 3% ontE | AT
zfE (otale @y @S e wnwiR-arcal 3 enw o (i e
:{ﬁwr@' oEer5] AT I Fe AlRgw Y I R I
T | AT SR A ey 7l Af¥dw wfrm afigle
*mafea IS 36T FfRTTTM 737 Wi TCT 737 T afear |

(5) ¥ §E (Minimum space ) 3—5%9% ©io| 937 FiCH
fs @fg1 bz afaats @fs a9 wfes @ Afgata =l
el wfs IR (R Tree Afughe oEfs arw Rt B
e wfs I Si3te IgS Ay atfy griwwsr v T sant
17 o1if3 | ‘

afugfra Sty ( Object of filing )

froatgfie Srworais Wi sfeata s@wgy afsfe ze e
(A 2—(s) SRITS (A 7w emesr faed i SR Fttq
@ ARPRE 9 weTeE 1 (}) oA emesR fArh IES FRS
Wigyd T (W —(F) I TWAlY AR NS @FHA T
[ AR I @rFT A 37 7l It i wn cors
WIo1T 2R el fri e Seitews (3 o1t | - Qrate At
Ftare afr caiFqal {3 ANF 77, (WS AR @A vt
©1T HSIS| et AT AT #ifq )

(R) fepala »@ @idg Mmoe FTE foy It W IR
o AT 1

(®) czfemal afemial atzanam wi@ wWiHT %@q QR
frrcfn Brma 32 o5 #1a faree | i sracata Afugfe sfa ataifis,
Preq s@rai37 873 14y a7 ( action ) &'2 ¢Aiaifa |

s



aft gfeg “afs vq

(8) mfugfaaatair sdiea Batrarad fax sfors wifaa
srifi | arataThia seaiAR ~fafafebin aerey sififzfen AT
for sntda abre, o1F famn wifiata e weiey AWIIT AT
g |

() Sfiws sfxwsal 3l IRAEEE PRI fFals TS
oeTes FrifTAita awa (wtal 984 ( Barometer ) R FIH
T3 |

(v) TEAT FECANI eps AU ERES AMAIDCS 5%
oraq wtwld &l | ca AR arwsl s fRfr fadl
Tt eifasterra M wew | o@d St rafed (Follow-
up system ) Ftace emes fHThe TEHATF | «B1T Porzs ot @bl
w78 ( Enquiry ) 313 3g fiqe 139z (Al e FiwiF-2qtal
T C5NF TN | ST emes FURRIT ) e AYCE GrAl
5 SHMiR-emMis FINT ATH |

sfagfes  ~maferai ( Filling systems ) s—atgfad TIAW
woee ARGRE I WS EE WiTE | WIS (T 4143
TR Steia, el B Wi sidea It Afugle AEfe
sitdy cral TE 1 I ATpE, I AN fewWwe FFATCBIT
tRAfTA FTAIT CafaE JoTeat aﬁi—ﬁ@ ofy 77 ol afesita?
i3 qIAE AICBIT FraCd ©id ol | ﬁcmﬁﬁ:@ smferaty
Aatzere epfas ordl a1 (WS —

(s) ceiz fog orfs ( Wire filing system ) :—%® AF [IAA
ARHAI oAt crbyeid 4RT iR @ rES wPIR A |

gt stzTEEIEcAl @Al FNE AT arRrAre orEfe
wiErs Sior Ff7 (WAl T @otE (@R 533 GRS areid
275 et AT R cotel I ISR B oAW1 (S T
wEe-cierl B cefel T s fortE Rrwitite A WY (RS
erantai® 2’7 otfa

(3) W6 caié »fs ( Card board system ) :—a¥ *&feI
Fiard @ud T (R ew so'—sp” e AT AT @A s

-



o Itfdey otafe

Sfats S A3 At 1 16 abyAT Trwlw quEl wHea geled
Tl tE IITST FAGIS R AMET 7 ATy v@rary @
FIT AT SIS U FIFS WAL (A0S 1@ Fifyr 431 &I AF
AT AT | F 7MEECT 3 AT (FRITT oF W | T AT
ARAT AT 31 SR wfeseaie 7 Tifygeyd Frewrar e
#5ferF T |
() TS FTA BT IAIT *w(S (Press letter book system) s—
fegata ey AR *@rataq 799 aifiads araieats ol fomg
I toMT A | @F AFS {B8ra1aT f1wEiT Stz (Alphabeti-
cally) A%e Ffq (Y13 27 WiT wival 91 &% ( Original ) *r@taII
©iS e Afyw 2if% catel Tw 1 Aigisars FiRata sicstal (Out
word ) @ RfATg3 93ey 97 QS 391 73 |
(8) «ter or&fis (Pigeon hole or docket system) :—<B| ©lex
ATz fRes afiqwliz site aiaibile w72 211 et
AToreR a7 REw I AT APAT @t A wAver cAtal gwo
FrANIIT 7317 FUNR TN IF I3 (Wi 1309 A7 =13 @i
(TIT3TRIT ©F AtUhT |
(v) - MigAT *rafs (Flat horizontal system) s—ifasifer
WIS oG AfY-gfes stare ffay gzom afy (File) ¢l Tt
@¥ Afiratay foware sty wifin wgatd fa cytaion o
afaratan fefq fay afg apfae @ Wy Fis'cain’ wi8e, ofiy
TG F2a AT AATY 9, (Arch) TiFeT 1 (Fh ©ler wEAIT
IS ¢5f WAt Tide ql wafs faw 5309 BitAl Ewix A13TiT
faarw wifaw i3
(¢) TdgN (Vertical system) :—ord 439 ARgRE  ~rafs
SFAAT 7T A 2wy euaw fofe ofy 34 201 @@ ga”
@ 7iR@ta 7't Siw 37 7@ (folder) wBi 7 wi=fi=i (Cabinet)d
wizwF 7 | @} (AT S AT BiYe WIS (Vertical
position ) 2477 2191® FiyA ACAtr AYTFRT I TH | @I WA
2RI Wy WA AFARRNEIS 7i°® (drawer ) Tan I (afe



Af% gfe afe N

T M1 (FIAGI ANS (drawer ) (FIAIR BB Wig, e
wifiata facka ~aa guide card W{T9F 3§ 1 fAUfT s>
( guide card ) aftaA ( Alphabetically ) 31 7RAigatH ( num-
erically ) atfyz =ify | (Al @Bl ators =Rarz otz Afawa 2R
AW WiT o191 feaid 2renbra ( folder ) staewz ( size ) F167
T FEAE A6 @BIT A AGA SfArAiIT IR 51F IR ;Y
T |

wfy gfeT ax1324 (Classification of filing) :—afAgfea -
P9 IS (AN (IE0 orafe witg | fnifafis safeim Atgt-
490 q5aglT FAI (7 WA |

Figwfis =o%fe ( Alphabetical method ) s—a% #imferT
ertgratT A% [T 3| AT FiAnacy afugE a3 A [T
518 fagy agratas ad st 3 o fafag 921 UifewaR AT
2w ot afage 33 |

(2) FeAntg@fagw srafe (Numerical method) 3—@3 *afs
Gt AfAraAe (aee caran W fami gm0 mattae G
Ftfiata 4w ¥6Y9 (Index ) enigns 7w 1 favrts @y al
faw® (confidential ) fR¥ga s fafqmwrats atfaags fowy jfay
wRa Myl SIIA At (folder) @faw foffain girwid oy
©31T 37 AT |

39 wnt® WeATt gOI *rafs ( Alphabetical and Numerical
method ) :—a% #afe At Hralz aury Mmangatdl safeca
73] frgta fores caasr 51 ( Index ) 9d asfy afwraiz adgaay
(Alphabetically ) #3t3® ©IZ ' AN |

cS\Tonifas  wwf®  ( Geographical method :—3% «fy
e ©1c3 Afigle TiT [an 1 o3 T Sgad Bl
@TE (ACE St FA1 T W (AAT (AN TIRS I T
[ai @i, AR RA@w (whole seller ) I eFfMIR
| ( publishing house ) =iff FI@Ty AFiralag itz § S|
&l |



9o Fifoey Awfe

frrmgeEs *%f% ( Subject method ) 92 %% WA 7@
faggagrait atfe Al @ g a9 @1 OBl Ry Iws
o) Ay WEIET N I TH 1 (A —BF e @A,
- Bl fra @M@, @yen AR, W, G ¥IAT, ATAE
gurifr fagy YT =S Ater YR AATART AT IY W AfY-
@RT AT @@ P AT IN w1 T W uhy @ 1wl
(i Fia? At sfigfe wafte  (Ffewa g Tw
AGTEA! AP 1 BEIT FHICT ARCH] WD MY |




E‘\gﬁmf SR
F5-gfe (Indexing)

ereid Tex fFerata® o oiTe «fy qot ( Index ) frad
7w «¥ ot feeta fesas witamsal v faas  fasw
( topics ) ¢at< fR93q WitT | (wiACG1 gy (wiarh *Bie wiea-
51 3l (e iR ok frwl wies 1 S[SYEAr ARE IfEE
temiT Tl TH, AT FIAW Wweol Ufe otz o=l Wl
R T2 Brvmg Larr T AfREAce (ISt RIETE T Siears
72l (orm, ©iF ey dife Bfamiy emithit (A% FRCA PR
w4 ¢zE TR fA9¥ 391 ( indicate location of matters ) |

A AT T epiiAiy  FHUEEHCATIS P IR AIW
A afwA Rfmw 33 B swats @ @ $i3e
caN caen wfas 3w gW 1 alal gl e erite filara
atfe Bfrrata gea, ot 5Y I WRYT TW 1 PIS AT
AT qiF @ fAzgq o gm o3 fagaeis gl B @i
sifarez miEern saalk fafmre wiafikl 31wt qif
B oY 1 5T AfXT A A (avews FREF WA AR
sptfer 439 corend a9l (flat filing ) #afee Pleg AR AN
79) 7w ; fow BdadY (vartical ) T *@-fFwisr (Letter book )
s ama) Afvgfe sfea Pt @@ @an 3R
afte, @ feete@ JHred YIS #@-2@3T (Letter book )
awe Ate f7, I W @I THIT *f@-2BF FbT ( Simple
or letter book Index ) Fa1 Ff¥T /T *@%-761 ( Card Index )
@ttt |



43 Fifagr oewfe

A AT IT qﬁ ( Simple or leiter book Indexing ) :—
"a-oEF B A A BT Aafs AT, 997 BreT TS rTIT
adtgard fogata 51 cel w1 SeiTza TF, W (A) 3T
wtara IflaAq g8l A FefRBl =81 @'z atta 1 (eeF ‘T (B)
adq wiae, ¥ (C) ¥4 wtare wizgs wgaidl WeEs B
TR A7 At 1 afeni s@3 fRraeg 31 4@ fafAsg 331 (@ [
S, Aaraly 3T s FEgEi? fafid oie 1 oA @,
wiaraw, @aicaw ( Allowance ) Sifi Fiwy 2l faggags ~@walq
afs (1% ey wHle AR A 3y evaw fefe wfR
walad qer fads sal wracq @Aara gpie adigEtiE e
( Alphabetical Indexing ) ¢afed |

7939-761 ( Vowel Indexing ) s—or@ faffma seysta #ifastq
wlyg e, ereidrsl M9 F33dd AW (& Wi fawe fi
M| (WA s—Aa, Ae, Ai, 2Ifi | AT gate Rew 32 Pie
79ad-Y ( Vowel Indexing ) (Ira1 | &r®Id 3961 6F'S *1aNT
FHTe il I8 T3 T (SrAAtd Q) ISR fHfAta ol
¥1g 1 Z§HF J61-38Y ( Letter book Indexing khata ) (atea |

»ras-75 (Card Indexing) B4y Afygfs Faa ( Vertical
filing system ) *raferz =@ aifa aq o1 aead i T
«? oEfe A B ARAA TA MEF 4T @B TAT
Wz wiafigl atea 1 frgmia 316 31 AaT gaiaq fewes wiqrerife
31T el il w3 afesr 1 2awq faggag 3 =@ fafqwg o
@itFa ( Correspondent ) A% ST Afuglhe a1 afua (fiile )3
fag3s @2 *@3e Ay (atal 37 1 S@TLR 51E ARCE fAfErs
wiafiigeal aifze s wifaa «aifa

FTC% 5FT T o@wyRt ( Visible card Indexing ) :—ag
wig 6 wrFes FEids qifiea, &Itz fapifs Sfeears
wFH AN Al | (RSt eifgstfa, wiéraiz wmw (rails
(339 71 (BFFF IS WA 49 39 2W, IS fapifeweid Anw
wiz 7if3w ofq wifiq ifF 1 @d 353 €aca 341 16 7B 30 saw



24

w513 99

T AWE TS AT uE 61" (Visible card Indexing)

L@ |

sayeed Igfey $uatfawl (Letter book Indexing) 8—
¥ »mafe wgardy gor 2ificer, 3% Awwce Afyrata il SfEare
sfify, tad afatgard fra f3a frgaa o1 af F13 “pitd) sitaR
fafiars fastfy SfawiT #f3 1 ar«a QY Awiw a3gta 37 33
Fa0e 28147 (FIACBI *BrS f5 fawl wite, w3 fraan yax {2
M7 | IR AMT AAE B AR 41 FA 1 gALE FIGa
cutgta wore, (afeatal #16 oM Fa® A77 A W, (SALTR
ot (AT BAIS ASITA AUCF | @ Q) T A WA @
v fare U9etT T A3 oRel WAl Ly e sfews (i
afug feary wifaa fasiface, worw wig atfe Sfemta #nife) o=
w162z Hife 24i FBT MF @I 1IB ©I AT |

s@s oI IFifsl s—Agd Agd atesw Atvs @ fafqwy
91 (1FT NS Aga AgA sty Agrw 767 AT A1 2ja
T16ra1a (dead card ) Bfermi? aras (@ G9IE Afaea qg
F16 At wWifa 7zw 1 @S bfas 163 (Live card ) #2dn I
@lars, F1raR 7ifk BfReats woig I3 | AN VIR IR 4T
Frara T-5@F TN QW AR W AT Pt i w1k
(Al ©F AltF; (% orae T AafeT (WA oF AT AiF
sifxgiz % sAfanifls Fi6rata giwaes AR #ifa

fachs »a3a (Guid card ) wRaCs 4@z 3 TGt 7w Afk
Bt =ifa 1 Sled (IS ~@F PP1T @6 AT-7ITT PP
gARTS WAB I T ; T3 BT Fawtorad AweA cuteni-cram wfeE 3
AELE A% IF T AGH A 32! fFAS 33T 335 37 | AR Wyl 3
TS 3| AT AGA AN (AteNS AT oY ~afery farg Ay I |



BT LI
TiF qU®| (Postal Information)

FifET o® Siaraie ASG| @R I qHiFg fAmm o e faT
famq w3 WIfFFifar wdida =131 =i @it 361 cergq 3333 I
Tz fge R Ataie 1 539137 wggtas ARSife oiea3’
Mty fafy Bericwed @iy WG T Wdt3a I AAHT fSvas

-39 FTA | G (&7 1T Boafae ag-izify, B35 wfoeal
wiF ga 39 Fify FCI Sl 3 1 VIAH FRATI F13C
TIFYeT (9] WgAIT | TIFUAR (AT PR A 38 7037 YR
& fATPE IS 971 (IF AT | QAT (F9R NI AN A
9@ (T TigzT S AEE f6 SRrR—wiway (iary FiAad |
farstiafis F14eatd (functions ) T4 ©iFas 333 @ifire |

() wizwa BR-~aa Blesneiare s 5% Jai 363 Gieena-
@7 e (A fovwal 3132 »R1 g9 33 frasial afersag
93 fif (Aol 4rq ; @ FHY (T fame (R fosars ‘oiEe S
(STA 7ZF, 9AF (R A S G¥F (PN TR (ST A,
3%, B 251X (AN 431 3T |

(x) Gty % GREA7 wfiqes sl faray Iidare
fafigre (439 F3t© 79T I |

(©) BT 25T o A2 *RI A o9 wwd 9iqgs cutaty
=, (A% Fiwq INEIT I¥F FI AT otEI il faden
qatat 51T At | , |

(8) ©z°If TW 7%y IS ©fF w7 AMI-HWT AT CNHT
AYF FI | -



g I ' Y

. (6) wife wifer sagiaa oo fRevy wisfHas3l 61 939
cateer o RAfTats Fats Ty gfae tzre

TE cerad @ ( Mail Service )

wtw 939 &N oiF s ¢l (%' (7 (Inland ) wiF
farqara ( foreign ) IMGITaT (239 311 @F BIFTAT FJN
I, (37, W61 AF (FHA @A SIS ez e e @sigs-
sl ot SiEtar 4 ceRa TR AtiIrs foatmfie et
o forwl F0A 1 '

(s) 68 (Letter ) i—(oneTid oIS ©31E usial IS
RB Qe | wEwFE AR Baw ant? o3 i iR
537 atzes (oeE farak, SiFWT (ARRIT AT, el waw
gas i oitzter | [5B«AT euaq @y fases Ify b #fawiq
g1y a1 g5 TN SN BIb amea Bl wF f3 atea
c&éagl el 3R wivig 331 T3

ot TG s—arRiT 16 ©iT waw AET zmi @i 36
(Ga TN vo %5l) fafwtar o fawa sttty faf, cesa
FRE@NTEI 71w, B, R[S 5i3s ofs ot vrowre BT
AT (Hatl firaR, orewe (AR w1l X fremdw sqs
STl |

wardNw =@ (Inland letter card ) :—«3t3iE TS e
6 I wAGrs ¥ watsers B wizia ! wiéwme fiwa
U oy siw f[uer Sgai Siw Ifag (@eEwlE Hiias
Afqqe T (73 F@a WIT @AY (mEEiy fovaw IR
7ITlq GIR | By W @} iy wfams  eusat AAGiar
Wt #fF3 AR ers AT |

VTNT &FIST %TF (business reply card) :—fagata B
7% aizFIeRl w437 T V@R, aigT BIbI 335 T AT
sSiater WY A QAR AIYIAIA AWAT AR
SIFeRT A CEiAicTie B Wiggs AfRweE w7 wwl fr fek



9% Fifdw; Awfe

@ B P04 A1 GigeeRcEl fofw @g 1 «¥ Fbralae vy
FEeo17 A9 BFal Bl ¥tz 1 atgs Aa fFw sy ol
32w fafy 16y wiaw firad G 7 oiz fasier Aty
AYILBIF CTIANNT 4ralar | ‘ '

feeto@ cbtrsri=l (Book packets) :—¥433 TiF® faety,
T ST Gald FIFSAST  GIeNal s sigs fq@ viFus
FN AI5CS HIANTI GAF WAl F1ow 7 fFrals

sntcéa (parcel) :—wfAfAa @13 (wieAl Rdifas wgqz fowae
Gieeien afy Stgosiy Afaatas BFs a3 oizes fita, oizwg
csTA cBireniaizaty fa fraaMmeaa 13 caforta 403 1

araTata chteortal 31 fofS facerg gt (erma o317 3@ Orawe
wfEz sfamiag ANgA & (ST 3T T FIFS ey 33 cere
FI | 9TF TVIZF AGIT9 (registration ) I (AT |

Fm (Insurance) s—ard %39 #LStal IITS  H@ A G,
GEHAAG] W aGAE SIFITIA AT (eI o7 YT |
f (SARI4 TG ©IF 937 HAZAIS (ZIIT I AD MIT (WS
Giw fasite e ifass fAdifas sfiatm =mfe frats, «%
A @i WAFE 71 G AT ©iFS ATSAi 3@ 3F
Z31F A AD 3A, (@ AN I ARG 5F wiFWI IGI
wifazs frater aiys 4its |

sfiaa zal 5, e fMaaMal a@ad a1 B (value
payable registered letter), #&Iaq ¥ 3Q (Birsial (regis-
tered parcel ), ¥ fazwnial ~@iyw w2t ofese  (value
payable registered parcel ) wifq ®iFraia vz @wI FF-
yentens AW Ffi3 g iz 1 ofzRs GEE AR
yoy d1ai wfadter wawl fom weF 1 fopala Iw QA afes
BIPI 3L F(AA FAPIT JCA 1 (WA =09, I, [N
Ay, @15, @ wifi 1 QARten s TH ST (Biesa
Ff ateg @AniE firens ofg W &g I3 | TRl wiF afe
oiz fasica farss sgiand am 1 ARNS 60 BT gl



1T T qq

ol T2 Fgratd P @S [ et w7 ety Of s
sfaats 78 2ra Aaangl wod fw stawata wife 58 3f¢ (ot
g &' AT |

TI-C7N GF ( value payable post ) 8—3% 135 FA IS
cafeatal awa o cateri qais frewrs fim gfa feratetsta 356!
SIFTATS FSIRA FF WIF T [T TIF WI IGHT (AT 4717
AAge fRate WANE IR GA 4309 TSt AGS YT (TR
wia ( value payable post) (At | faFiata wta faw 2259
FEdl antzata wiFCATy Aoy frew 1 ffdS Si¥e Iws aaia
1@ (atesr (intimation slip ) 733 ity | ffFS #A7gy fowas
stzzEr a7 @atal At 5ai vl T@s wai fr Igs A9
A | T yoo (@ ) B yenteamwd ewidl IwItT fHrawa
qata oof enzaEwE fr g, g wireity =y sfyntag
sttbaraty atms forw ©fF 9ata O wiffe @it 1 ©is 9@
Attbendl atzee frats fies, w9 Tfafa REmagaa afF-
Socenciricatic il

*om 5% ( Lats letter ) s—eners fyqq siwaia obi faffs
ATAS ©IF 938 ATF (Birona 39 331 2Ehes ofF 3| T4
@Mt | AT ©fF 3% I313 Pres 3 (FARIE EUETts sty
B8 12 fie GlaR TS w5tata Rty @, Cors Aiwie B
Tiged Toifde arew f537 AT s ~EGHT srew (Iatc fee ) fir
cora o3 (72 faqta wiars 53 oM

UF i ( Fxpress delivery) :—Ad1ge 331t rata) fHide
aiw T FEAT VT e w3 wA WA A WA AMT W
Atgrae Bada wigas Safxe fom Bed ami sizws fira,
BITWA (SrAAlT B8 Gfeatas w3 adel waw 58 (a1 farew
©1a (2R FLA |

wiaway eoei® i fiaww (Recall of postal article) s—2arae
58, wtx, 1S 6, sfitbs, wNgE B8 wift v frata
5w 1fi eoiwil wifqata w1 9, (B AT GIFY AN



CIE Fifiey tafe

abata gw fr wA AwEm ot faster fagats eses vty
Ffaea coraraln wiw Afh Afeend cegn A @M AE, IR
wify watasidE oowil ity | faorte scdta BB 31 7w Tfw
Bfeed crraeral waiR cial AE, R arw Iy @R oend
SO

wiTreraeq emia @ ( Certificate of posting) $—EHIgeE
agaits swsial AR @ Sias ogstal (FrE o ewly AN
‘GiF (2@ aTi9-of@ ( cetificate of posting ) BB *wStal wAw
firg 1 «@aw fares e it fagwe fr erers fefaea BT
T g5 so «%5l wafe BB A fins, orewes fEm? R
FHeAs 58 IR i (AFE A AEEaT @ewy fy 1w
fraes 43t fofdrate @ ofT cuite sdtal (wwe ofF emq fiey
9% FE-(TIZIYE THUAT | @3 TH S ‘TIF (oY A erte-
* ( certificate of posting ) ¢3TT# |

firm ' srariow (Dead letter office ) s—fiwatsr By =iz
7 (w8 17 Byl 3% A Rtatls 3 gAts fadl 7w, ceta-
@iz 5B fwts sataws {1 g Bty Adws! fAdn w2t 2w
7fy fofSan yfene w1 Beal 3w (TRif, (Sowats o8 oSt
wAter gat} fawl 7w, =g enstaren AN B3 fawl Atew
qg4l (ST 58w 7% 52 T

s=farda ( Redirection ) :—fiwata fofd at snitéer =rcdtal 27,
c®$ 3fy Srgy 9 ST AT, W Si¥6 @ AT, (¥ (FA|
eorafe e fafraitarg o B Al scbenalr w6 Bana
o518 Fra stz eErw (e follrata yfar slea 3t Bieerieng
fpvame 53) faea, 7 sAfArrR 7T o1 @ife |

o8 (BT (Post Restante) :—(Ta1 FIqLZ IfF T Fiow
fRere 7% BF1 FiwtE, (o AT AER GIFAR ST 791 18T
TIFU4R TRATHAT SYIATAS 4317 277 1 (o1 S WHIIT ST
¢*rta1 ( care of post master. ) QIATAIT GIFF (11H @EBM (post
restante ) (ITH | FiLIIMS QAT CF oMMD WiBira @wtE|



i T : 95

szl (Tl IRAl S13w fefy mEters Aty wiwls wfiw
HH T0A (SLAE GIF @ 3T i 33

TI% AT (Post Box) s—(F1A (LAl wasiy 731, FHnew
I EmE 7R IR o wpe emtd I STl ofF
TS5 ( post box ) SiGka o | «E fgw WA il Afiwg
TP (587 FiT® wI%A (allotment T3 TIF AFHS Tl
I LW TIT ITHBIT @Bl "7 fam zw (¥ FEII cafA
ATolTl ATTATAE ©iF, ©iel Mgl GE A TT 1 O 49
fafmy w0 wigaEz »@l SEIEE I FAEEGR AT B
*f357 cortal JiFty

»fa5T *@ ( Identity card ) :—GiF9RT 73| ©iF, =351 *Nrea
wift sater 3 Wi 4393 ©iF AT S @H-E FUT RNEF
FfaqiT Fhea otewr FifT e @ (SRR TR Sie-
wfAra (FT61) 7w #1359 @ ( Identity card ) (2r@9 FI | (STA-
@T 7@ ATAIN® ©Ig9] FIATY (AIY I | [AATE amaty
wfsa®! ( Travelling Agent ) IFMY MFIES Iqe T4 FLINS
T i3w A wtaw@acE wf5-ubia, oita, ety wiff @73
FMEl TW (SRR (@AFT AT arAnId afww o R
SIATRT | (STl (AT FOY, A WiF AN BFAMT (S
ATE FY ATl 5% *@ (2129 I |

faos et ( Air Mail ) s—mygers (AT fowa (el
@5tEzerg I 9iE SIRA ATl SiFri fAEE Aty st
TR | ©iz A3 fawia g 636 (Air Mail label) @913 Ftaies |
farws faatd ot Wi ‘emag ©fFsiRy wigEa B sz
Tfy fao cates emieE (ofosify i 3 I ST At
farratar *TSiR Gig T IFCANCI FATF CqATT TS 77« ANHY
Baal fal Tiog ST eoeE 53 i wig Bab ( Air Mail
@By #td frg apiver 1 faoss wigs fem Rorta sl staratal
YT T T | ‘

(Y T cSfmerts (Telegram) :—GiTws 78 31 (Bfdarty



o Tifdmy otmfe

avms 5T fafy faomm 26 afe 3w AaER fowars «sila #m
otq §1307 o1ty otrd By @ita ) aww BT 17T
Ftary faeag i miga ¢y 731 20 1 wiveits (3fy = fafiea
" arwrd esaf® (additional ) *=7q A LIRS oie wfefaw
g frz a1 @@ Bfagiwatas geher faee v91 w1 @
c2i39 (express delivery ) 3 #AifiRs ©it3 &9 ( ordinary )
Gfaain 1 axy fagg GfAaiv (express telegram ) (IFFF AT
farers atge fra aresr | (ARtaTe wreats @farty wfs erwiTa
Al W1 @A (BfEarty fnl cagq 3 AW BfAat R
A feratiee faraitafys 391 (336 T9e qif@asn |

(%) &9 (short in expression)

) Wﬂf*’i‘f (meaningful)

(@) +ifawts wi% A% (clear and precise)

@ framefrat w51 rgd B30 (full address)

¥3-%ige BATEtT ( telephone ) :—3b44 539 (BIATTFIAT
IFT TH 1 BRTTR @Y 9wA @T 773 W 9wq @71
aas fAfiws s A #ifex At fage Stag wetas G-
(TR AT A AF | BT Friar @B Gfarea
wimBl @RrEHT @ve AUty WwiE vy 7 ww @t Gfa-
(ATt Aty 9513, (wdy (BFRTEiT vias ( operator ) (IITHA |
frgwiq 5z3e (Gl wwataw anfET (automatic ) =%l
(system ) &fte 1 @« *@fE 4% 53T Yl eriferEaw
@EirwR GRTTT A% AW w6iE e slesT Rty
f3z Ftortra 1 e frw? (981 BfETeia< Awate 618 7’7 1 |
BfATER Ay ArStE AGAIT golts frew F21 o7 1

() #FrE (local call) atdy, (3) IFF4R IS (out side
call or trunk call) | wraBi BT FaEy I35 23
(BlrTtAratar avs d Awdtal Grwiaralss Ny GRirwa
atéi (local call) catrar 1 @Bl Bfemwia wiijsizy waaw ¥
BfrEta obtz @3 oty «idr (Bfares IteEr SfRe 33



