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1.1Aw½Kvi (Commitment): weUwc MÖy‡c wb‡qv‡Mi ev †eZ‡bi ev cÖwk¶‡Yi ev c`bœwZi ev PvKixP ÿwZi †¶‡Î 
ag©,‡MvÎ,eY©,RvZxqZv,cÖwZewÜ,wj½,msMV‡bi m`m¨ A_ev ivRbxwZi mv‡_ m¤c„³Zv †Kvb wel‡qB ˆelg¨ K‡i bv Ges  GB †¶‡Î 
weUwc MÖy‡ci e¨e ’̄vcbv KZ©…c¶ „̀Xfv‡e Aw½Kvi K‡ib Ges AviI wek¦vm K‡i †h wb‡qv‡Mi †¶‡Î mKj cÖKvi ˆelg¨nxbZv 
e¨e ’̄vcbv I Kg©xi g‡a¨ e¨eavb Kwg‡q wb‡q Avm‡e| †h †Kvb e¨w³ †h †Kvb c‡`i Rb¨ Av‡e`b Ki‡Z cv‡ib| mswkøó c‡`i 
Rb¨ cÖ‡hvR¨ †gav I †hvM¨Zvi wfwË‡Z wb‡qvM cÖ̀ vb Kiv nq| weUwc MÖy‡ci e¨e ’̄vcbv KZ©…c¶ GKB mv‡_ AbMÖmi RvwZ Ges 
kvixwiKfv‡e AvswkK A¶g e¨w³‡`i PvKix cÖ̀ v‡bi Rb¨ ¸iyZ¡ cÖ̀ vb K‡i Ges Gi Rb¨ wewfbœ GbwRI Gi mv‡_ cÖZ¨¶fv‡e 
AskMÖnb K‡i _v‡K| 

 
 1.2 †idv‡iÝ (Reference): evsjv‡`k kªg AvBb 2006 (ms‡kvwaZ 2013),‡ecRv wb‡`©wkKv Ges evqv‡ii AvPibMZ 
bxwZgvjv| 
 
1.3 D‡Ïk¨ (Purpose) : KviLvbvq wb‡qv‡Mi e¨cv‡i h_vh_ e¨e ’̄vcbv I wb‡`©kbv cÖ̀ vb| 

 
1.4 j¶¨ (Target): KviLvb¨ wb‡qvM msµvšÍ Dchy³ e¨e¯’v M‡o †Zvjv Ges Zvi gva¨‡g Kg©‡¶‡Î GKwU my›`i cwi‡ek wbwðZ 
Kiv| 
 
1.5 wb‡qv‡Mi bxwZgvjvt 
o weUcx MÖæ‡ci †Kvb KviLvbvq wkï kÖwgK wb‡qvM Kiv nq bv| 
o RvwZ ag© eY© wbwe©‡k‡l wb‡qv‡Mi †¶‡Î †Kvb iKg ˆelg¨ bv Kiv| 
o †hvM¨Zv I †gavi wfwË‡Z mKj cÖKvi wb‡qvM m¤cbœ Kiv| 
o wb‡qv‡Mi †¶‡Î mgAwaKvi eRvq ivLv Ges †Kvb iKg ejc~e©K kªg bv Kiv‡bv| 
o wb‡qv‡Mi †ÿ‡Î kvixwiK mÿgZv Ges eqm wbiæc‡bi Rb¨ KviLvbvi Wv³v‡ii cÖZ¨qb c‡Îi cÖ‡qvRb| 
o gwnjv kªwgK wb‡qv‡Mi mgq gvZ…Z¡Kvjxb welqK cÖkœ bv Kiv Ges gvZ…Z¡Kvjxb Ae ’̄vq wb‡qv‡Mi †¶‡Î wewa wb‡la Av‡ivc 

bv Kiv| 
o kvixwiKfv‡e A¶g, cÖwZeÜx Ges AbMÖmi/Awfevmx kªwgK‡`i Rb¨ †hvM¨Zv I †gavi wfwË‡Z wb‡qv‡Mi †¶‡Î my‡hvM cÖ̀ vb 

Kiv| 
o kvixwiKfv‡e A¶g, cÖwZewÜ Ges AbMÖmi RvwZ‡`i wb‡qv‡Mi †ÿ‡Î AÎ MÖyc ’̄vbxq KwgDwbwU, GbwRI Gi mv‡_ †hvMv‡hvM 

ivLv|  
o G‡R›U ev †eªvKv‡ii gva¨‡g kªwgK wb‡qv‡Mi mgq †`‡ki cÖPwjZ AvBb h_vh_fv‡e AbymiY Kiv| 
o wb‡qv‡Mi †¶‡Î †Kv‡bv kÖwg‡Ki cwiPq ÁvcK KvMRcÎ †`L‡Z PvB‡j †`L‡Z cv‡ib wb‡qvMKZ©v, wKš‘ †m¸‡jv (g~j Kwc) 

wZwb †i‡L w`‡Z cvi‡eb bv|  
o wb‡qvMK…Z kÖwg‡Ki KvQ †_‡K †Kvb A_© RgvbZ bv ivLv| 



 
 

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

 
Page 3 of 10 

 

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 wb‡qvMcÎ cÖ̀ vb bv K‡i †Kvb kªwgK‡K wb‡qvM Kiv hv‡e bv| wb‡qvM cÎ Aek¨B wb‡qv‡Mi cÖ_g w`b cÖ̀ vb Ki‡Z n‡e| 
†Kvb Kvi‡b wej¤ ̂n‡j Aek¨B ‡m‡ÿ‡Î wb‡qv‡Mi cieZ©x wZb w`‡bi g‡a¨ cÖ̀ vb Ki‡Z n‡e| 

o byZb wb‡qvMcÖvß mKj‡K AvBwW KvW© Ges GKwU kÖwgK mnwqKv cÖ̀ vb Ki‡Z n‡e| 
o wb‡qv‡Mi wZb w`‡bi g‡a¨ ev‡qv‡gwUªK WvUv‡e‡R Z_¨ejx wjwce× Kiv| 
o cÖ‡Z¨K kÖwgK‡K Awf‡hvM Rvbv‡bvi c×wZ m¤ú‡K© wjd‡jU weZiY Kiv| 
 
2. bxwZgvjv ev¯Íevqbt 
kªwgK wb‡qv‡Mi e¨cv‡i KviLvbvi wefvMxq cÖavb (gvbe m¤c`), gvbe m¤c` Awdmvi, †gwW‡Kj Awdmvi, ‡gwWK¨vj mnKvix, 
AvB B Kg©KZ©v, Ges wmwKDwiwU Awdmvi/wefv‡Mi mgš̂‡q MwVZ GKwU KwgwUi gva¨‡g kªwgK wb‡qvM Kiv nq| kªwgK wb‡qv‡Mi 
e¨cv‡i gvbe m¤c` wefvM‡K ¶gZv cÖ̀ vb Kiv nj| e¨e ’̄vcbv KZ©…c¶ bxwZgvjv Kvh©Ki I e¨e ’̄vcbv Kivi `vwqZ¡kxj 
Kg©KZ©vM‡bi c`vwaZ ¶gZv e‡j `vwqZ¡ cvjb Ki‡eb|  
 

2.1 Kg©KZ©v‡`i AM©v‡bvMÖvg PvU© 

 
 
 
 
 
 
 
 
 
  
  
 
 
 

 
 
 
 
 
 
 
 
 

cwiPvjK 
(gvbe m¤c`) 

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

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

Kvh©wbe©vnx/wmwbqi Kvh©wbe©vnx 
AvB B  

wmwKDwiwU Awdmvi Ges 
wmwKDwiwU MvW© 

 

‡gwWK¨vj Awdmvi 
Ges mnKvix 

gnve¨e ’̄vcK, Dc/mnKvix 
gnve¨e ’̄vcK (‡cÖvWvKkb) 

 

gnve¨e ’̄vcK, Dc/mnKvix 
gnve¨e ’̄vcK (AvB B) 

e¨e ’̄vcK, Dc/mnKvix e¨e ’̄vcK 
(cÖkvmb/gvbe m¤c`/Kgcøv‡qÝ/AvB B) 
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2.2 wb‡qvM bxwZgvjv ev¯Íevq‡bi Rb¨ wb‡qvwRZ Kg©KZ©v I Kg©xM‡bi `vq-`vwqZ¡ I mxgve×Zvt 
 

cwiPvjK (gvbe m¤c`): wb‡qvM bxwZgvjv ev Í̄evq‡bi Rb¨ Kg©KZ©v‡`i wb‡ ©̀kbv cÖ̀ vb Ges bxwZgvjv cwieZ©b I ms‡hvRb 

Kivi cÖ‡qvRb n‡j Zvnv m¤cbœ Kiv| 
 

gnve¨e ’̄vcK, Dc/mnKvix gnve¨e ’̄vcK (cÖkvmb/gvbe m¤c`/Kgcøv‡qÝ) t gnve¨e ’̄vcK, Dc/mnKvix gnve¨e ’̄vcK Gi cÖavb 
`vwqZ¡ wb‡qvM bxwZgvjv ev Í̄evq‡bi Rb¨ cÖ‡qvRbxq mKj e¨e ’̄v MÖnY Kiv| 
 

gnve¨e ’̄vcK, Dc/mnKvix gnve¨e ’̄vcK (AvB B) t wb‡qvM bxwZgvjv ev Í̄evq‡bi Rb¨ †hvM¨Zv Ges †gavi wfwË‡Z kÖwgK wb‡qv‡M 
mn‡hvMxZv Kiv Ges †Kvb iKg ˆelg¨ bv Kiv| 
 

gnve¨e ’̄vcK, Dc/mnKvix gnve¨e ’̄vcK (†cÖvWvKkb)t wb‡qvM bxwZgvjv ev Í̄evq‡bi Rb¨ †hvM¨Zv Ges †gavi wfwË‡Z kÖwgK 
wb‡qv‡M mn‡hvMxZv Kiv Ges †Kvb iKg ˆelg¨ bv Kiv| 
 

e¨e ’̄vcK, Dc/mnKvix e¨e ’̄vcK (cÖkvmb/gvbe m¤c`/Kgcøv‡qÝ)t wb‡qvM bxwZgvjv ev Í̄evq‡bi Rb¨ †hvM¨Zv Ges †gavi 
wfwË‡Z kÖwgK wb‡qv‡M mn‡hvMxZv Kiv Ges †Kvb iKg ˆelg¨ bv Kiv| 
 
 

Kvh©wbe©vnx/wmwbqi Kvh©wbe©vnx (cÖkvmb/gvbem¤c`/Kgcøv‡qÝ)t 
 

 wb‡qvM bxwZgvjv ev¯Íevq‡bi Rb¨ Rb¨ cÖ‡qvRbxq c`‡¶c MÖnb Kiv| 
 Kg©Pvix/kªwg‡Ki KvQ †_‡K †Kvb g~j mvwU©wd‡KU ev WKz‡g›U MÖnb bv Kiv| 
 ‡Kv¤úvbxi wbqg Kvbyb Ges my‡hvM myweav kªwgK‡`i cÖwkÿ‡Yi gva¨‡g Rvbv‡bv| 
 wbe©vwPZ cªv_©x‡`i wb‡qvMcÎ, kÖwgK mnwqKv, cwiPqcÎ cÖ`vb wbwðZ Ges Iwi‡qb‡Ukb †Uªwbs Gi e¨e¯’v Kiv| 
 kÖwg‡K cÖ‡qvRbxq KvMRc‡Îi d‡UvKwc mn dvBj msi¶Y Kiv| 
 wb‡qv‡Mi wZb w`‡bi g‡a¨ ev‡qv‡gwUªK WvUv‡e‡R Z_¨ejx wjwce× Kiv| 
 cÖ‡Z¨K kÖwgK‡K Awf‡hvM Rvbv‡bvi c×wZ m¤ú‡K© wjd‡jU weZiY Kiv| 
 

wmwKDwiwU Awdmvi/wmwKDwiwU MvW© (wmwKDwiwU) t wmwKDwiwU Awdmvi wbwðZ Ki‡e wb‡qv‡Mi mgq nqivwb bv nq Ges †Kvb 
iKg ˆelg¨ bv Kiv| 

 

‡gwWK¨vj Awdmvi/‡gwWK¨vj mnKvix (‡gwWK¨vj) t ‡g‡WK¨vj Awdmvi/mnKvixi cÖavb `vwqZ¡ I KZ©e¨ nj eqm wbiæcb mn 
kvixwiK wdU‡bm wbwðZ Ges †Kvb iKg ˆelg¨ bv Kiv| gwnjv kªwgK wb‡qv‡Mi mgq gvZ…Z¡Kvjxb welqK cÖkœ bv Kiv Ges 
gvZ…Z¡Kvjxb Ae ’̄vq wb‡qv‡Mi †¶‡Î wewa wb‡la Av‡ivc bv Kiv| 
 

Kvh©wbe©vnx/wmwbqi Kvh©wbe©vnx (AvB B) t AvB B Kg©KZ©vi cÖavb `vwqZ¡ I KZ©e¨ nj wb‡qvM bxwZgvjv ev Í̄evq‡bi Rb¨ †hvM¨Zv 
Ges †gavi wfwË‡Z kÖwgK wb‡qv‡M mn‡hvMxZv Kiv Ges †Kvb iKg ˆelg¨ bv Kiv| 
 
| c×wZ I iywUb (Routines & Procedure) 

 
|bxwZgvjv ev Í̄evqb iywUb (Implementation Routines): 
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Kvh©µg (wK) c×wZ (wKfv‡e) `vwqZ¡cÖvß c`we (‡K) KLb mgq KviY 

(‡Kb) 
3.1 K) Kg© Lvwji 
weÁvcb cÖPvi 

ˆ`wbK cwÎKv,d¨v±ixi †bvwUk †evW©, g~j †M‡Ui 
mvg‡b, ’̄vbxq GjvKvq ev KviLvbvq Kg©iZ‡`i 
gva¨‡g Kg©Lvjxi weÁvcb cÖPvi Kiv nq| 
 
d¨±ixwi †bvwUk †ev‡W© Kg© Lvwji †h weÁvcb 
jvMv‡bv nq Zv‡Z D‡jøL _v‡K †h, AÎ KviLvbvq 
Kg©iZ ‡Kn hw` kyb¨ c‡`i Rb¨ wb‡R‡K  Dchy³ 
g‡b K‡ib †m †ÿ‡Î †m Zvi mswkøó 
mycifvBRv‡ii gva¨‡g GBP Avi wefv‡M 
Av‡e`b Ki‡Z cvi‡e|    
 
A_ev KZ©„cÿ wcG wm‡÷‡gi gva¨‡g 
kÖwgK/Kg©Pvix‡`i DrmvwnZ Ges Rvbv‡Z 
cvi‡e| 
 
Kg© Lvwji weÁvc‡b msL¨vjNy Ges kvixwiK 
cÖwZewÜ‡`i AMÖvwaKv‡ii welqwU ¸iæZ¡ †`qv nq 
Ges G e¨vcv‡i ’̄vbxq KwgDwbwU Ges GbwRI 
Gi mwnZ mve©ÿwYK †hvMv‡hvM iÿv Kiv nq| 

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

Kvh©wbe©vnx/wmwbqi 
Kvh©wbe©vnx (gvbe m¤ú`, 

cÖkvmb, KgcøvBÝ) 

cÖ‡qvRb 
Abymv‡i 

wb‡qv‡Mi 
c~‡e© 

[1.3] 
[1.4] 

3.1 L) wb‡qv‡Mi †¶‡Î 

†Kvb iKg ˆelg¨ bv 

Kiv| 

RvwZ ag© eY© wbwe©‡k‡l wb‡qv‡Mi †¶‡Î †Kvb 
iKg ˆelg¨ bv Kiv| 

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

Kvh©wbe©vnx/wmwbqi 
Kvh©wbe©vnx (gvbe m¤ú`, 

cÖkvmb, KgcøvBÝ) 

cÖ‡qvRb 
Abymv‡i 

wb‡qv‡Mi 
mgq 

[1.3] 
[1.4] 

3.1 M) wkï kÖwgK wb‡qvM 
‡_‡K weiZ _vKv| 

 
 

weUwc MÖ‡ci mKj KviLvbvq †Kvb cÖKvi wkï 
kÖwgK wb‡qvM Kiv nq bv|

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

Kvh©wbe©vnx/wmwbqi 
Kvh©wbe©vnx (gvbe m¤ú`, 

cÖkvmb, KgcøvBÝ) 

cÖ‡qvRb 
Abymv‡i 

wb‡qv‡Mi 
mgq 

[1.3] 
[1.4] 

3.1 N)  wb‡qv‡Mi mgq 
eqm I kvixwiK mÿgZvi 
cÖZ¨vqb cÎ cÖ̀ vb mn 
`ÿZv hvPvB Kiv nq| 
 

wb‡qv‡Mi mgq wk¶v, AwfÁZv, `¶Zv, mvg_© 
cix¶Y eva¨Zvg~jK| GQvov eq‡mi cÖgvbcÎ 
Ges kvixwiK I gvbwmK my¯’Zvi Dci wfwË K‡i 
wb‡qvM cÖ̀ vb Kiv n‡q _v‡K| eqm I kvixwiK 

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

cÖ‡qvRb 
Abymv‡i 

wb‡qv‡Mi 
mgq 

[1.3] 
[1.4] 
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I gvbwmK my ’̄Zvi Rb¨ cÖ‡Z¨KwU kÖwgK‡K 
wb‡qv‡Mi c~‡e© †gwWK¨vj †U÷ Kiv‡bv nq| 

Kvh©wbe©vnx/wmwbqi 
Kvh©wbe©vnx (gvbe m¤ú`, 

cÖkvmb, KgcøvBÝ) 
3.1 O) fzjµ‡g ‡Kvb 
Underage kÖwgK wb‡qvM 
n‡j Kibxq| 

weUwc MÖæ‡c fzjµ‡g ‡Kvb Underage kÖwgK 
wb‡qvM n‡j n‡j evsjv‡`k kªg AvBb 2006 
(ms‡kvwaZ 2013)aviv 34-44 AbymiY Kiv 
n‡e| 

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

Kvh©wbe©vnx/wmwbqi 
Kvh©wbe©vnx (gvbe m¤ú`, 

cÖkvmb, KgcøvBÝ) 

cÖ‡qvRb 
Abymv‡i 

wb‡qv‡Mi 
ci 

[1.3] 
[1.4] 

3.1 P) fzjµ‡g wb‡qv‡Mi 
mgq Forced Labor 
K‡i _vK‡j| 
 

wb‡qv‡Mi mgq hw` Ggb †Kvb KvR Kiv nq Ges 
hv Forced Labor e‡j AvÿvwqZ nq †m‡ÿ‡Î 
ZvrÿwYK fv‡e Zvi weiæ‡× kvw Í̄g~jK e¨e ’̄v 
MÖnb Ki‡Z n‡e| 

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

Kvh©wbe©vnx/wmwbqi 
Kvh©wbe©vnx (gvbe m¤ú`, 

cÖkvmb, KgcøvBÝ) 

cÖ‡qvRb 
Abymv‡i 

wb‡qv‡Mi 
mgq 

[1.3] 
[1.4] 

3.1 Q) wb‡qv‡Mi Z_¨vejx 
dig wjwce× 

 

mKj †¶‡Î, mKj cÖv_©x‡K Aek¨B Wv³v‡ii 
Kv‡Q eqm wbiycY I m¶gZv cÖZ¨q‡bi Rb¨ 
wb‡Z n‡e| 
 
hw` Wv³v‡iiI †Kvb m‡›`‡ni D‡`ªK nq †h, 
‡Kvb kÖwgK Underage ZLb KZ©e¨iZ Wv³vi 
Zv‡K wb‡qv‡M weiZ _vK‡e| †Kvb Ae ’̄v‡ZB 
†Kvb c`exi Rb¨ 14 eQ‡ii bx‡Pi eq‡mi †Kvb 
e¨w³‡K wb‡qv‡Mi cȪ Íve †`qv hv‡e bv| 
 
Wv³vi Øviv eqm wbiycY I m¶gZv cÖZ¨q‡bi 
ci gvbe m¤c` Ges I‡qj‡dqvi Awdmvi 
cÖv_©xi cÖv_wgK B›UviwfD wb‡eb Ges Zv 
wb‡qv‡Mi Z_¨vejx di‡g wjwce× Ki‡Z n‡e| 
 
‡Kvb wkï kÖwgK PvKzixi Rb¨ Av‡e`b cÎ Rgv 
w`‡j Zvi GKwU d‡UvKwc gvbe m¤c` wefv‡M 
msiÿY Ki‡Z n‡e †iK‡W©i Rb¨| 

Kvh©wbe©vnx/wmwbqi 
Kvh©wbe©vnx  

(gvbe m¤ú`, cÖkvmb, 
KgcøvkBÝ) 

cÖ‡qvRb 
Abymv‡i 

wb‡qv‡Mi 
mgq 

[1.3] 
[1.4] 

3.1 R) `¶Zv cix¶v Gici cÖv_©x‡K e¨envwiK `¶Zv cix¶vi Rb¨ 
wbw`©ó †mKk‡b wb‡q †h‡Z n‡e| e¨envwiK 
cix¶vi djvdjI Dc†iv³ di‡g wjwce× 
Ki‡Z n‡e| D³ di‡g mswkøó 
mycvifvBRvi,jvBb Pxd cÖv_©x‡K wb‡qv‡Mi Rb¨ 
mycvwik Ki‡eb| 

gnve¨e ’̄vcK, Dc/mnKvix 
gnve¨e¯’vcK, cÖWvKkb GÛ 

AvB B 

cÖ‡qvRb 
Abymv‡i 

wb‡qv‡Mi 
mgq 

[1.3] 
[1.4] 
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31 S) gRyix avh© KiY PzovšÍfv‡e †eZb avh© Ki‡eb HR & Admin   
wefv‡Mi cÖ`vb Ges d¨v±ix cÖavb Ges me©mvKz‡j¨ 
avh©K…Z gRyix wb‡qvM c‡Î D‡jøL Ki‡Z n‡e| 

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

Kvh©wbe©vnx/wmwbqi 
Kvh©wbe©vnx (gvbe m¤ú`, 

cÖkvmb, KgcøvBÝ) 

cÖ‡qvRb 
Abymv‡i 

wb‡qv‡Mi 
mgq 

[1.3] 
[1.4] 

3.1 T) wb‡qvM cÎ cÖ̀ vb 
 
 
 
 
 

†eZ‡bi wewfbœ As‡k Òwb‡qvMc‡ÎÓ D‡jøL K‡i 
wb‡qvMKZ©v Dnv‡Z ¯̂v¶i Ki‡eb| bZzb wb‡qvMK…Z 
e¨w³‡K wb‡qvM c‡Î D‡jøwLZ mKj kZ©vejx co‡Z 
ej‡Z n‡e A_ev †m co‡Z AcviM n‡j Zv‡K mKj 
kZ©vejx c‡o †kvbv‡Z n‡e| ‡m m¤c~Y©fv‡e †evSvi 
ci wb‡qvM c‡Î ¯̂v¶i Ki‡e| wb‡qvM c‡Îi GK 
Kwc Zv‡K cÖ`vb Ki‡Z n‡e| wb‡qvM cÎ Aek¨B 
wb‡qv‡Mi cÖ_g w`bB cÖ`vb Ki‡Z n‡e Z‡e †Kvb 
Kvi‡b hw` wb‡qv‡Mi cÖ_g w`b wb‡qvM cÎ cÖ̀ vb bv 
Kiv nq †m‡ÿ‡Î Aek¨B †Kvb kÖwgK †hvM`v‡bi 
cieZ©x wZb w`‡bi g‡a¨ cÖ`vb Ki‡Z n‡e| 

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

Kvh©wbe©vnx/wmwbqi 
Kvh©wbe©vnx (gvbe m¤ú`, 

cÖkvmb, KgcøvBÝ) 

cÖ‡qvRb 
Abymv‡i 

wb‡qv‡Mi 
ci 

[1.3] 
[1.4] 

3.1 U) AvB wW KvW© Ges 
kÖwgK mnwqKv cÖ̀ vb 

wb‡qvM P‚ovšÍ nIqvi ci bZzb wb‡qvMK…Z e¨w³‡K 
Zvi wb‡qv‡Mi cÖ_g w`‡bB mvgwqK AvB wW KvW© Ges 
kÖwgK mnwqKv cÖ`vb Ki‡Z n‡e| cieZ©x 3 w`‡bi 
g‡a¨ Zv‡K Qwemn ’̄vqx AvB wW KvW© cÖ`vb Ki‡Z 
n‡e| 

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

Kvh©wbe©vnx/wmwbqi 
Kvh©wbe©vnx (gvbe m¤ú`, 

cÖkvmb, KgcøvBÝ) 

cÖ‡qvRb 
Abymv‡i 

wb‡qv‡Mi 
ci 

[1.3] 
[1.4] 

3.1 V) e¨w³MZ dvBj 
msi¶Y 

wb‡qvM msµvšÍmn cÖ‡Z¨‡Ki e¨w³MZ Z_¨vejx Zvi 
e¨w³MZ dvBj msi¶Y Ki‡Z n‡e| PvKzix mgwßi 
†¶‡Î wb‡qvMc‡Î mv¶iKvix KZ©…c¶B PvKzix 
Aemvb c‡Î ¯̂v¶i Ki‡eb| 

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

Kvh©wbe©vnx/wmwbqi 
Kvh©wbe©vnx (gvbe m¤ú`, 

cÖkvmb, KgcøvBÝ) 

cÖ‡qvRb 
Abymv‡i 

wb‡qv‡Mi 
ci 

[1.3] 
[1.4] 

3.1 W) G‡R›U Gi gva¨‡g 
kªwgK wb‡qvM c×wZ| 
 
 

 AÎ weUwc MÖæ‡ci mKj KviLvbv me©`v mivmwi 
kÖwgK wb‡qvM K‡i _v‡K †Kvb G‡R‡›Ui gva¨‡g 
bq| 

 Z‡e hw` KL‡bv G‡R‡›Ui gva¨‡g kÖwgK 
wb‡qv‡Mi cÖ‡qvRb nq  †m‡ÿ‡Î kªg AvBb 
Abymv‡i kªwgK wb‡qv‡Mi Rb¨ Pzw³ Ki‡Z n‡e| 

 G‡R‡›Ui AvBb Abymv‡i h_vh_ jvB‡mÝ i‡q‡Q 
wKbv Zv cix¶v K‡i †`L‡Z n‡e| 

 G‡R›U kªwgK‡`i KvQ †_‡K A‰bwZK A_ev 
AwZwi³ wb‡qvM wd w`‡”Q wKbv Zv †Lqvj 
ivL‡Z Z‡e|  

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

Kvh©wbe©vnx/wmwbqi 
Kvh©wbe©vnx (gvbe m¤ú`, 

cÖkvmb, KgcøvBÝ) 

cÖ‡qvRb 
Abymv‡i 

wb‡qv‡Mi 
c~‡e© 

[1.3] 
[1.4] 
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 G‡R›U kªwgK‡`i AvBb Abymv‡i mKj cÖKvi 
my‡hvM myweav, wb‡qvMcÎ cÖ`vb Ki‡Q wKbv Zv 
cix¶v K‡i ‡`L‡Z n‡e| cÖ‡Z¨‡Ki wbR¯ ̂
AvB wW KvW© _vK‡e Ges cÖ‡Z¨K kÖwg‡K Zv‡`i 
†iwRóvW© Wv³vi KZ©„K mqm wbiæcb mb‡`i 
cÖgvb cÎ _vK‡Z n‡e| 

 G‡R›U †Kv¤cvbx †hb kªwgK‡`i gva¨‡g 
eva¨Zvg~jK ev ejc~e©K kªg Kiv‡Z bv cv‡i 
Zvi cix¶v K‡i †`L‡Z n‡e|    

 PjvP‡j †Kvb cÖKvi evav †`qv hv‡e bv| 
 
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 

gnve¨e ’̄vcK, 
Kvh©wbe©vnx/wmwbqi 

Kvh©wbe©vnx (gvbe m¤ú`, 
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, e¨e ’̄vcK, 
Dc/mnKvix 

gnve¨e ’̄vcK, 
Kvh©wbe©vnx/wmwbqi 

Kvh©wbe©vnx (gvbe m¤ú`, 
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¶Y 
Kiv,‡bvwU‡ki gva¨‡g) 

gnve¨e ’̄vcK, 
Dc/mnKvix 

gnve¨e ’̄vcK, e¨e ’̄vcK, 
Dc/mnKvix 

gnve¨e ’̄vcK, 
Kvh©wbe©vnx/wmwbqi 

Kvh©wbe©vnx (gvbe m¤ú`, 
cÖkvmb, KgcøvBÝ) 

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

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 
 

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

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

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

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

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

(gvbe m¤ú`, cÖkvmb, 
KgcøvBÝ) 

Af¨šÍixb 
AwWU 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 

(gvbe m¤ú`, cÖkvmb, 
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 

(gvbe m¤ú`, cÖkvmb, 
KgcøvBÝ) 

hLb 
cª‡qvRbxq 

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

 
4| †hvMv‡hvM I ev Í̄evqb ( Communication & Implementation): 
 
4.1 †hvMv‡hvM  iywUb 3.2 AbymiY Kiv 
4.2 ev Í̄evqb  iywUb 3.1 AbymiY Kiv 
 
mshy³ evrmwiK cÖwk¶Y K¨v‡jÛvi 
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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| kÖwgK-Kg©Pvixi e¨w³MZ bw_ 
2| nqivbx I `yb©xwZ gy³ bxwZgvjv 
3| mgAwaKvi bxwZgvjv| 


