
vij futh lfpo] eq[; ijh{kk&2024 ds vUrxZr fgUnh ,oa vaxzsth vk”kqys[ku ijh{kk 

gsrq vH;fFkZ;ksa ds fy;s egRoiw.kZ funsZ”k 

1& vk”kqfyfi ijh{kk vgZdkjh izd̀fr dh gksxhA 

2& vk”kqys[ku ijh{kk fMDVs”ku dh le;kof/k 05 feuV dh gksxh ftleas vgZ xfr fgUnh esa 80 “kCn 
izfrfeuV ,oa vaxzsth esa 100 “kCn izfrfeuV izkIr djus ds fy;s fgUnh vk”kqfyfi gsrq 400 “kCn ,oa 
vaxzsth vk”kqfyfi gsrq 500 “kCnksa dh fo’k;oLrq@x|ka”k ekSf[kd :i ls cksyk tk;sxkA vk”kqys[ku 

ijh{kk gsrq 01 feuV dk Vªk;y fMDVs”ku (Demo Dectation) cksyk tk;sxk] ftlls ijh{kkFkhZ 

mPpkj.k /ofu (Sound) vkfn dks Bhd ls le> ysaA ;fn ijh{kkFkhZ dks fdlh izdkj dh leL;k gks 

rks mldk lek/kku Main Dictation izkjEHk gksus ls iwoZ gh vo”; djok ysaA vk”kqfyfi dk Main 
Dictation izkjEHk gksus ds mijkUr dksbZ Hkh ijh{kkFkhZ chp esa ugha cksysxkA Vªk;y fMDVs”ku dk 
fyI;kUrj.k@izfrys[ku ugha fd;k tk;sxkA 

3& vk;ksx }kjk vk”kqfyfi ijh{kk gsrq miyC/k djkbZ xbZ vk”kqfyfi ^uksViSM^ ij vH;FkhZ }kjk 
fMDVs”ku vk”kqfyfi esa gh fy[kk tkuk vfuok;Z gSA ykWaxgSUM ¼fgUnh@vaxzsth½ esa fy[kus ij vH;FkhZ 
dh ijh{kk fujLr ekuh tk;sxhA 

4& vk”kqys[ku fMDVs”ku esa cksyh x;h fo’k;oLrq@x|ka”k dks dEI;wVj ij fyI;karj.k@izfrys[ku 
djus ds fy, 35 feuV dk le; fn;k tk;sxkA ;g fyI;kUrj.k dEI;wVj lkWWWQ~Vos;j ij gksxk] tks 

35 feuV i”pkr Lor% gh cUn gks tk;sxk vkSj fyI;karj.k fd;s x;s x|ka”k dks Lor% lso (Save) 
Hkh djsxkA  

5& vk”kqfyfi ijh{kk dk fyI;karj.k djus ls iwoZ vH;FkhZ viuk vuqØekad dEI;wVj LØhu ij 

lEcfU/kr ckWDl esa fy[ksaxsA rRi”pkr Submit Button ij click djsaxsA mDr ds i”pkr vH;FkhZ 

vius Details as per record ds vUrZxr viuk fooj.k ns[k ldrs gSa rFkk vH;fFkZ;ksa ds fy;s fn;s 

x;s Instruction ij tick djus ds i”pkr Proceed Further for Transcription ij click 
djds vkxs c<asxsA  

6& ;g lkWQ~Vos;j fgUnh vk”kqfyfi fyI;karj.k ds fy, “Kruti Dev-10” ,oa vaxzssth esa     

“Times New Roman” Font esa jgsxkA  lkWQ~Vos;j esa  Cut, Copy, Paste o Insert }kjk 
flEcy izkIr djus dh lqfo/kk ugha jgsxhA vH;FkhZ flEcy cukus ds fy;s “Shortcut key” dk 

iz;ksx dj ldrs gSa rFkk iSjkxzkQ cukus ds fy;s Enter o  Tab Key dk iz;ksx dj ldrs gSaA 

lkWQ~Vos;j ij dk;Z djrs le; ekml (Mouse) dk;Z ugha djsxkA ;fn dksbZ vH;FkhZ iwoZ esa fy[kk 

x;k “kCn la”kksf/kr djuk pkgrk gS rks og “Arrow Key” ds ek/;e ls ml “kCn rd igqap dj 

la”kksf/kr dj ldrk gS ,oa ^cSdLisl&dh^ (Backspace-key) ;k ^^fMfyV&dh^^(Delete-Key) 
dk iz;ksx Hkh fd;k tk ldrk gSA  

7&  lkWQ~Vos;j ij fuEu dh&dWkEchus”ku (Key Combinations) dk iz;ksx Hkh oftZr gksxk%& 

(i)-Ctrl+F4          (ii)- Alt+F4          (iii)- Ctrl+Esc         (iv)- Ctrl+Alt+Delete 

     (v)- Alt+Tab       (vi)- Alt+Space    (vii)- Alt+Esc         (viii)- Right Click 
Key 



(ix)-Start (Window Key)+ Function Key 

8& ;fn vH;FkhZ oftZr dh (Key) dk iz;ksx djrk gS vFkok tkucw>dj dEI;wVj esa lafpr 
MkVk@lkslZ dksM bR;kfn ds lkFk NsM+NkM+ djrk gS] mls cnyrk gS ;k mls dEI;wVj ls feVk nsrk 
gS rks ,sls vH;FkhZ dk vH;FkZu fujLr dj bl ijh{kk ls ,oa vk;ksx dh vkxkeh ijh{kkvksa ls Hkh izfr 

okfjr (Debar) fd;k tk ldrk gS rFkk lacaf/kr vH;FkhZ@vH;fFkZ;ksa ds fo:) vkbZ0Vh0 ,DV ds 
v/khu Hkh dk;Zokgh dh tk;sxhA 

9& fMDVs”ku esa cksys x;s fgUnh vk”kqfyfi ds 400 “kCn rFkk vaxzsth vk”kqfyfi ds 500 “kCnksa esa 05 
izfr”kr v”kqf);ksa dh NwV nh tk;sxhA 05 izfr”kr ls vf/kd v”kqf) gksus ij ijh{kkFkhZ dks vk”kqfyfi 

ijh{kk esa vugZ (Disqualify) ekuk tk;sxkA 

10& ijh{kk dsUnz ij eksckbZy Qksu] istj ,oa bySDVªkfuDl fMokbZl vkfn fdlh Hkh lapkj ;a= dk 
iz;ksx oftZr gSA 

11& vH;FkhZ nwljs ds dEI;wVj LØhu dks u rks ns[ksaxs vkSj uk gh vkil esa ckrphr djsaxsA ckrphr 
djrs idM+s tkus ;k udy ds iz;kl dks vuqfpr lk/ku dk iz;ksx le>k tk;sxk rFkk 
vH;FkhZ@vH;fFkZ;ksa ds fo:) mfpr oS/kkfud dk;Zokgh dh tk;sxhA 

12& vk”kqfyfi ds fyI;karj.k gsrq vH;FkhZ vkoafVr dEI;wVj flLVe rFkk dh cksMZ dks Hkyh&Hkkafr pSd 
dj larq’V gks tk;sA ;fn dksbZ leL;k gks rks mldk lek/kku iwoZ esa gh vo”; djk ysaA  

13& fgUnh ,oa vaxszth vk”kqys[ku dk dEI;wVj ij fyI;karj.k (Transcription) djrs le; Font 
Size-20 j[kk tk; rFkk Line Spacing 1-5 j[kh tk;A  

14& tgka ij vH;FkhZ }kjk vk”kqfyfi dk fyI;karfjr xa|k”k lekIr fd;k tk;] ogha ij vfUre ì’B 
dh eqgj yxk;h tk;sxh rFkk d{k fujh{kd }kjk gLrk{kj fd;s tk;asxsA 

15& fnO;kaxtu ¼LV, PB, B, OA½ vH;fFkZ;ksa dks fyI;karj.k gsrq 10 feuV dk vfrfjDr le; 
fn;k tk;sxkA ¼vFkkZr fyI;karj.k gsrq 45 feuV dk le; fn;k tk;sxk½ 

16& fnO;kaxtu ¼LV, PB, B, OA½ vH;FkhZ MS Word esa Kruti Dev-010 vFkok Mangal 
Font esa fyI;karj.k djsaxs mudks eSU;wyh (Manualy) VkbZi djk;k tk;sxk ¼vFkkZr ,sls vH;FkhZ 

Software esa fyI;karj.k ugha djsaxs½ rFkk mudks fyI;karj.k ds fy, 45 feuV dk le; iznku 
fd;k tk;sxkA 

17& vk”kqys[ku ijh{kk esa dEI;wVj ij fyI;karj.k gsrq ;fn dksbZ vH;FkhZ viuk dh&cksMZ ykuk pkgrk 

gS rks mls dsoy USB dh&cksMZ ykus dh vuqefr gksxhA rFkk tks vH;FkhZ viuk dh&cksMZ ugha ykuk 
pkgrs mUgsa iwoZ dh Hkkafr vk;ksx }kjk dh&cksMZ miyC/k djk;k tk;sxkA 

          -Sd- 
¼fxj/kkjh flag jkor½  

lfpoA 
 


