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DISTRIBUTION 

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 

5 GM, Marketing, Merchandising & 
Finance 

Internet 14 All Factory IE In-charge Internet 

6 General Manager SCM Internet 15 All Factory Training and Recruitment Team Hard 
Copy 

7 Head of Tarasima Internet    

8 Head of Misami Internet    

9 Head of Remi Internet    

 
CHANGE HISTORY 

Date Issue  Description of Changes 
01-08-2011 01 New Issue 

02-01-2016 02 Due to change Bangladesh Labor Law & New Labor Rules 2015 

16-07-2017 03 Alliance with all brands requirements 
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1. f~wgKv (General Information) t weUwc MÖæc memgq cÖPwjZ evsjv‡`k kÖg AvBb Abymv‡i kÖwg‡Ki Kg©N›Uv 
wbwðZ Kivi Rb¨ e×cwiKi| G j‡ÿ¨ weUwc MÖæc GKwU Kg©N›Uv msµvšÍ bxwZgvjv cÖYqb Ges Zv Kvh©Ki Kivi †Kvb 
weKí bvB | 

1.1 A½xKvi (Commitment) t weUwc MÖæ‡ci e¨e ’̄vcbv KZ…©cÿ KviLvbvq Z_v Kg©iZ kÖwgK I Kg©Pvix‡`i Kg©N›Uv 

wbwðZ Kivi ‡ÿ‡Î evsjv‡`k kÖg AvBb 2006 Ges ms‡kvwaZ kÖg AvBb 2013 mwVKfv‡e Abymi‡Y e×cwiKi | 

1.2 ‡idv‡iÝ (Reference)  t  evsjv‡`k kÖg AvBb 2006 Ges ms‡kvwaZ evsjv‡`k kÖg AvBb 2013, ‡ecRv 

wb‡ ©̀wkKv, evqv‡ii AvPiYMZ bxwZgvjv| 

1.3 D‡Ïk¨ (Purpose) t kÖwgK I Kg©PvixM‡bi mwVK wbq‡g cwi‡kva wbwðZ mn myôz, myk„s•Lj I wbqgZvwš¿Kfv‡e 

KviLvbv cwiPvjbv Kiv| 

1.4 j¶¨ (Target) : evsjv‡`k kÖg AvBb Abymv‡i kÖwgK‡`i Kg©N›Uv wba©viY mn kÖg AvBb Abymv‡i Kg© N›Uv †g‡b 

Pjv|  

1.5 Kg©N›Uvi bxwZgvjv t weUzc MÖæc Kg©iZ mg Í̄ kÖwg‡Ki Kg©N›Uvi gRyix cwi‡kv‡ai ch©‡eÿY bxwZ gvjv AbymiY K‡i 

_v‡K hv wb¤œiæc| 

Kg©N›Uv msµšÍ msÁv I AvBb mg~n 

w`b : w`b ej‡Z, †fvi Qq NwUKv n‡Z ïiæ K‡i †Kvb PweŸk N›Uv mgq †K †evSvq| 

ˆ`wbK Kg©N›Uv : Kg©N›Uv ej‡Z, Avnvi Ges wekÖv‡gi Rb¨ weiwZ e¨ZxZ †h mg‡q †Kvb kÖwgK KvR Kivi Rb¨ gvwj‡Ki 
GLwZqviaxb _v‡Kb Zv‡K †evSvq| 

o cÖvßeq¯‹ †Kvb kªwg‡Ki ˆ`wbK Kg©N›Uv n‡e Avnvi Ges wekÖv‡gi weiwZ e¨ZxZ 8 (AvU) N›Uv| 

evi Kv‡Ri mgq I ga¨vý †fvR‡bi weiwZ 
kwbevi ‡_‡K e„n®úwZevi mKvj 8:00 †_‡K weKvj 4:30 wgwbU 

                              [ ỳcyi 12:30 wgwbU- ỳcyi 1:00] 
ga¨vý †fvR‡bi weiwZ    [ ỳcyi 1:00 wgwbU- ỳcyi 1:30]  
                              [ ỳcyi 1:30 wgwbU- ỳcyi 2:00] 

ïK&ªevi mvßvwnK QzwU 
 

o Z‡e kZ© _v‡K †h, aviv 108 Gi weavb †gvZv‡eK AwaKvj fvZv cÖ̀ vb mv‡c‡¶ kªwgK‡K w`‡b 10 (`k) N›Uv ch©šÍ 
KvR Kiv‡bv hv‡e | 

o ‡Kvb kÖwgK hw` GKw`‡b 2 N›Uvi †ekx IfviUvBg K‡ib †m‡ÿ‡Î KZ©„cÿ KZ©„K `vwqZ¡cÖvß e¨w³‡`i wbKU A‡Uv 
B‡gBj hv‡e Ges wZwb Z`vbymv‡i mswkøó wefv‡Mi mwnZ †hvMv‡hvM Ki‡eb| 

o AviI kZ© _v‡K †h, †mB ‡¶‡Î D³ kªwg‡Ki m¤§wZ _vK‡Z n‡e Ges AwaKvj KvR Avi¤¢ nevi Kgc‡¶ ỳB N›Uv 
c~‡e© Zvnv‡K AewnZ Ki‡Z n‡e| 

 

wK‡kv‡ii Rb¨ Kv‡Ri NÈv t 
- wK‡kvi wbhy³ i‡q‡Q weUwc MÖæ‡ci Ggb cÖ‡Z¨K KviLvbvq [ kªg AvBb 2006 aviv 41] G ewY©Z c×wZ †gvZv‡eK 
wkï‡`i Kv‡Ri mgq m¤̂wjZ †bvwUm Szwj‡q ivL‡Z n‡e Ges wkïiv †Kvb mgq KvR Ki‡e Zv D³ †bvwU‡k ¯có K‡i 
cÖ̀ k©b Ki‡Z n‡e| 
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- KviLvbvq ˆ`wbK 5 (cvuP) NÈvi AwaK Ges mßv‡n 30 (wÎk) N›Uvi AwaK KvR Ki‡e bv| 
- kªwgK‡K mÜ¨v 7t00 NwUKv n‡Z mKvj 7t00 NwUKvi ga¨eZ©x mg‡q †Kvb KvR Ki‡Z †`qv n‡e bv| 
- hw` wK‡kvi kªwgK‡K AwaKKvj Kv‡Ri cÖ‡qvRb nq ZeyI †gvU Kv‡Ri mgq mßv‡n 36 (QwÎk) N›Uvi †ewk n‡e bv| 
- kªwgK‡K †KejgvÎ GKwU wi‡j‡Z wb‡qvM †`qv n‡e| 
- evsjv‡`k kªg AvB‡bi mvßwnK QzwU msµvšÍ weavb cÖ‡hvR¨ n‡e| 
- Kg©N›Uvi †bvwUk wewa Øviv wba©vwiZ c×wZ‡Z †bvwUk †ev‡W©  cÖ`k©b Kiv n‡e| 
 

gwnjv kÖwg‡Ki Rb¨ mxwgZ Kg©NÈv t  
 

(K) †Kvb gwnjv kÖwgK‡K Zvnvi webv AbygwZ‡Z ivZ `k NwUKv nB‡Z †fvi Qq NwUKv ch©šÍ mg‡qi g‡a¨ †Kvb KvR 
Kwi‡Z †`Iqv hvB‡e b\ 
(L) †Kvb gwnjv kÖwgK ivZ `k NwUKv nB‡Z †fvi Qq NwUKv ch©šÍ KvR KivB‡Z nB‡j evsjv‡`k kÖg wewagvjv 2015 
Gi 35 bs dig Abyhvqx D³ kÖwg‡Ki wjwLZ m¤§wZ MÖnb Kwi‡Z nB‡e| 
(M) D³ m¤§wZ D³ kÖwnjv ¤ªwgK KZ…©K cÖZ¨vnvi bv nB‡j 12 gvm ch©šÍ Kvh©Ki _vwK‡e| 
(N) gwnjv kÖwgK KZ©©„K ˆbk cvjvq KvR KivBevi m¤§wZ‡Z Z_¨ evsjv‡`k kÖg wewagvjv 2015 Gi dig 36 Abyhvqx 
†iwR÷v‡i msiÿY Kwi‡Z nB‡e|  
(O) Mf©eZx gwnjv kÖwgK‡`i Mf©avi‡bi 6 gv‡mi ci †_‡K †Kvb AwZwi³ KvR (8 N›Uvi †ekx) Kiv‡bv hv‡e bv| 
 

mßvn : mvZ w`‡bi †gqv` hv ïµevi mKvj Qq NwUKv n‡Z A_ev †Kvb GjvKvi †Kvb cÖwZôv‡bi Rb¨ miKvb KZ©„K 
w ’̄iK„Z Ab¨ †Kvb w`b n‡Z ïiæ nq| 
mvßvwnK Kg©NÈv : †Kvb cÖvß eq¯‹ kªwgK †Kvb cÖwZôv‡b mvaviYZ mßv‡n 48 NÈvi †ekx KvR Ki‡eb bv ev Zv‡K w`‡q 
Kiv‡bv hv‡e bv| AwZwi³ Kg©NÈv mn †Kvb cÖvß eq¯‹ kªwgK mßv‡n 48 NÈvi †ekx KvR Ki‡eb ‡m‡ÿ‡Î wb¤§‡³v kZ© 
cvjb Ki‡Z n‡e|  
o mßv‡n 60 NÈvi †ekx n‡e bv Ges eQ‡i M‡o cÖwZ mßv‡n 56 NÈvi †ekx n‡e bv|  
o †Kvb gwnjv kªwgK‡K w`‡q Zvi webv AbygwZ‡Z ivZ 10 Uv n‡Z †fvi 6 Uvi g‡a¨ KvR Kiv‡bv hv‡e bv|  
o †Kvb  kªwgK‡K Zvi cÖvc¨ mvßvwnK QzwU cÖ̀ vb m¤¢e bv n‡j D³ kªwgK‡K Zvi D³iƒc QzwU cÖvc¨ nevi cieZ©x 3 

(wZb) Kg©w`e‡mi g‡a¨ cÖ̀ vb Ki‡Z n‡e| 
o mvßvwnK QzwU cÖ̀ vb bv K‡i †Kvb kªwgK‡K GKvav‡i 10(`k) w`‡bi AwaK KvR Kiv‡bv hv‡e bv| 

 

Ifvi UvBg ev AwZwi³ Kg©N›Uv:  
o †Kvb kÖwgK †Kvb cªwZôv‡b †Kvb w`b ev mßv‡n AvBbvbyhvqx wbw ©̀ó Kg©N›Uvi AwaK AwZwi³ mgq KvR K‡i, Zv‡K Ifvi 

UvBg ev AwZwi³ Kg©N›Uv e‡j| †Kvb kªwgK GB AvB‡bi Aaxb wbw ©̀ó mg‡qi AwZwi³ mgq KvR K‡ib Z‡e AwaKvj Kv‡Ri 
Rb¨ Zvi g~j gRyix I gnvN©fvZ Ges AšÍe©Z©x gRyix, hw` _v‡K Zvi mvaviY nv‡ii wØ¸b nv‡i fvZv cv‡eb|  

 

o weUcx MÖæ‡ci †Kvb g¨vbR‡g›U ÷vd, bb-g¨v‡bR‡g›U ÷vd hw` KL‡bv ‡Kv¤úvbxi ‡cÖ‡qvR‡b AwZwi³ mgq KvR K‡ib 
†m‡ÿ‡Î AwZwi³ mgq Kv‡Ri Rb¨ Dc‡iv³ wØ¸b nv‡i fvZv cv‡eb bv| Z‡e MÖæ‡ci wbqg Abymv‡i Ab¨vb¨ my‡hvM myweav 
cv‡eb| 

 

weUzc MÖæ‡ci Kg©N›Uv I Dcw ’̄wZ wnmv‡ei c×wZ :- weUwc MÖæ‡c Kg©iZ mKj kÖwg‡Ki Kg©N›Uv I Dcw ’̄wZ wnmve ev 
Mbbv Kivi Rb¨ ‡c †ivj kvLv †K ØvwqZ¡ cÖ̀ vb Kiv n‡q‡Q Ges †c †ivj kvLv wb¤œwjwLZ ỳB c×wZ e¨envi K‡i|  

1. B‡j±ªwbK c×wZ 2. g¨vbyqvj c×wZ 

1. B‡j±ªwbK c×wZ t- weUwc MÖæc †hvM`vb Kg©iZ mg Í̄ kÖwgK, Kg©Pvix Ges Kg©K©Zv‡`i ‡K AvBwW KvW mn cvÂ KvW© 
cÖ̀ vb K‡i| cÖwZwU Kg© w`e‡m ïiæ‡Z A_v©r mKvj 08 ev AvU NwUKvi c~‡e© wbw`ó †gwk‡b KvW© cvÂ Ki‡Z ejv nq| 
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G‡Z K‡i mKv‡ji cÖe‡ki mgq ‡m›Uªvj WvUv e¨vs‡K Rgv nq| GKBfv‡e, QzwUi mg‡q cÖ‡Z¨‡K wbR wbR KvW© cvÂ K‡i 
KviLvbv Z¨vM K‡i| GZ K‡i KviLvbv Z¨vM Kivi mgq ‡m›Uªvj WvUv e¨vs‡K Rgv nq| Gic‡i, †c †iv‡ji Kg©KZ©vMb 
kÖwg‡Ki †gvU Kg©N›Uv wnmve K‡i Ges †gvU Kg©N›Uv n‡Z mvaviY Kg©N›Uv ev 8 N›Uv we‡qvM K‡i kªwg‡Ki AwZwi³ 
Kg©N›Uv †ei Kiv nq| GB fv‡e cÖwZwU kÖwg‡Ki Kg© w`e‡mi Kg©N›Uv I †gvU AwZwi³ Kg©N›Uv wnmve Kiv nq Ges 
wb‡qvM c‡Î D‡jøwLZ gRyixi wnmve e¨envi K‡i, Zv‡`i †gvU gRyix †ei Kiv nq|  

2. g¨vbyqvj c×wZ t- weUwc MÖæc Kg©iZ mKj kÖwgK, Kg©Pvix I Kg©KZ©v‡`i Dcw¯’wZ B‡jKUªwb· c×wZ‡Z ivLv nq 
wKš‘ hw` †Kn fz‡j cvÂ bv K‡i _v‡Kb †m‡ÿ‡Î wb¤§wjwLZ g¨vbyqvj c×wZ‡Z MÖnb Kiv nq|  

1. cª‡ek I evwni cvÂ bv Kiv wmU 

2. Abycw ’̄wZ wmU 

cª‡ek I evwni cvÂ bv Kiv wmU 

weUwc MÖæ‡c Kg©iZ †Kvb kÖwgK, Kg©Pvix ev Kg©KZ©v hw` fyjekZ cÖ‡ek I evwni nIqvi mgq KvW© cvÂ bv K‡i, ‡mB 
†ÿ‡Î wb¤§wjwLZ Dcv‡q Zv wjwce× Ki‡Z cv‡i| 

 weUwc MÖæc Gi †c-†ivj †mKkb cÖwZw`b GKwU wi‡cvU© ˆZix K‡i hvi bvg cª‡ek I evwni cvÂ bv Kiv wmU| 

 GB wmUwU cÖwZwU †døv‡ii AvBAvi Kg©KZ©v‡K cÖ̀ vb Kiv nq| hviv cvÂ K‡iwb Zv‡`i †Lv‡Rb Ges ¯̂vÿi †bb| 

Abycw ’̄wZ wmU t ‡c †ivj †mKkb cÖwZw`b BDwbU Abyhvqx Abycw ’̄wZ wmU ˆZix K‡i Ges cÖwZwU †døv‡ii AvBAvi 
Kg©KZ©v‡K nq| Gic‡i, Zviv ‡PK K‡ib †h wm‡U wjwce× kÖwgKiv wK Dcw ’̄Z bv Abycw ’̄wZ| hw` Dcw ’̄Z nq, Z‡e 
Zv‡`i ¯̂vÿi †bb Ges hw` bv nq Zvn‡j Abycw ’̄wZ wj‡Lb| Ae‡k‡l †mB wmUwU †c †ivj †diZ †`Iqv nq Ges Zviv 
†mB †gvZv‡eK Z_¨ wjwce× K‡ib| 

2. bxwZgvjv ev Í̄evqbt  KviLvbvi cÖkvmb/gvbe m¤c`/Kgcøv‡qÝ GB bxwZgvjv Kvh©Ki Gi `vwq‡Z¡ wb‡qvwRZ _vK‡e| 
GB bxwZgvjv ev¯Íevq‡bi e¨e ’̄vi  Rb¨ wb¤œwjøwLZ Kg©KZ©v‡`i ¶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

 
 
 
 
 

 
 
 
 

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

gnve¨e ’̄vcK, Dc/mnt gnve¨e¯’vcK 
‡cÖvWvKkb 

cwiPvjK (gvbe m¤c`) 

Kvh©wbe©vnx/wmwbqi Kvh©wbe©vnx 
 cÖkvmb/gvbem¤c`/Kgcøv‡qÝ/I‡qj‡dqvi 

‡nW Ad cøvwbs 

wmBI 

‡nW Ad AvB B 
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2.2  Kg©N›Uv bxwZgvjv ev Í̄evq‡bi Rb¨ wb‡qvwRZ Kg©KZ©v I Kg©xM‡bi `vq-`vwqZ¡ I mxgve×Zvt 
 

cwiPvjK (gvbe m¤c`) t 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| 
 

wmBI t Drcv`b ÿgZv/cøvwbs wiwfI Kivi †ÿ‡Î GBP Avi, ‡cªvWvKkb mycvifvBRi, g¨v‡bRvi, gnve¨e ’̄vcK, 
Dc/mnKvix gnve¨e¯’vcK, cv‡m©wRs ÷vd, cøvwbs, GKvD›Um Ges AvB wefv‡Mi cÖavb‡K wb‡q Kg©N›Uvi cøvb ˆZix 
Ki‡eb Ges AwZwi³ Kg©N›Uv mn mKj Kg©N›Uv gwbUwis Gi Kv‡R wb‡qvwRZ _vK‡eb| 
 

gnve¨e ’̄vcK, Dc/mnKvix gnve¨e ’̄vcK (cÖkvmb/gvbem¤c`/Kgcøv‡qÝ) t Dc gnve¨e ’̄vcK/mnKvix gnve¨e ’̄vcK Gi 
cÖavb `vwqZ¡ bxwZgvjv ev Í̄evq‡bi Rb¨ cÖ‡qvRbxq mKj e¨e ’̄v MÖnY Kiv mn Dc‡iv³ Kg©N›Uvi mwnZ RwoZ mKj‡K 
cÖ‡qvRbxq cÖwkÿ‡Yi e¨e ’̄v Kiv| 
 
gnve¨e ’̄vcK,Dc/mnKvix gnve¨e ’̄vcK (‡cÖvWvKkb) t Dc gnve¨e ’̄vcK/mnKvix gnve¨e ’̄vcK Gi cÖavb `vwqZ¡ 
bxwZgvjv ev¯Íevq‡bi Rb¨ cÖ‡qvRbxq mKj e¨e ’̄v MÖnY Ges †mB Abymv‡i Drcv`b KvR cwiPvjbv Kiv| 
 
‡nW Ae cøvwbs (cøvwbs) t cøvwbs Gi cÖavb `vwqZ¡ bxwZgvjv ev Í̄evq‡bi Rb¨ cÖ‡qvRbxq mKj e¨e ’̄v mn cÖPwjZ 
evsjv‡`k kÖg AvBb AbymiY K‡i cøvb Kiv| 
 
‡nW Ae cøvwbs (AvB B) t AvB B Gi cÖavb `vwqZ¡ bxwZgvjv ev Í̄evq‡bi Rb¨ cÖ‡qvRbxq mKj cÖKvi mn‡hvMxZv Kiv| 
 
Kvh©wbe©vnx/wmwbqi Kvh©wbe©vnx (cÖkvmb/gvbem¤c`/Kgcøv‡qÝ/I‡qj‡dqvi): Kvh©wbev©nx/wmwbqi Kvh©wbe©vnxi cÖavb `vwqZ¡ 
I KZ©e¨ nj GB bxwZgvjv Gi Aaxb †Kvb wmÜvšÍ ev¯Íevq‡bi Rb¨ cÖ‡qvRbxq c`‡¶c MÖnY Kiv Ges Kg©N›Uvi Dci 
mKj‡K wbqwgZ cÖwkÿ‡Yi 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) ‰`wbK Kg©N›Uv  GKRb cÖvßeq¯‹ kÖwgK‡K ˆ`wbK 8 N›Uvi †ekx KvR 
Kiv‡bv hv‡e bv| 

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

cÖkvmb/gvbem¤c`/ 
Kgcøv‡qÝ 

Kg©‡ÿ‡Î cÖwZwbqZ [1.3] 
[1.4] 

3.1 L) mvßvwnK Kg©N›Uv †Kvb cÖvß eq¯‹ kªwgK †Kvb cÖwZôv‡b mvaviYZ 
mßv‡n 48 NÈvi †ekx KvR Ki‡eb bv ev Zv‡K 
w`‡q Kiv‡bv hv‡e bv| AwZwi³ Kg©NÈv mn †Kvb 
cÖvß eq¯‹ kªwgK mßv‡n 48 NÈvi †ekx KvR 
Ki‡eb Z‡e mßv‡n 60 NÈvi †ekx n‡e bv Ges 

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

cÖkvmb/gvbem¤c`/ 
Kgcøv‡qÝ 

Kg©‡ÿ‡Î cÖwZwbqZ [1.3] 
[1.4] 
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eQ‡i M‡o cÖwZ mßv‡n 56 NÈvi †ekx n‡e bv| 

3.1 M) AwaKKvj Kg© 
mgq 

†Kvb kÖwgK †Kvb cªwZôv‡b †Kvb w`b ev mßv‡n 
AvBbvbyhvqx wbw ©̀ó Kg©N›Uvi AwaK AwZwi³ 
mgq KvR K‡i, Zv‡K Ifvi UvBg ev AwZwi³ 
Kg©N›Uv e‡j| †Kvb kªwgK GB AvB‡bi Aaxb 
wbw`©ó mg‡qi AwZwi³ mgq KvR K‡ib Z‡e 
AwaKvj Kv‡Ri Rb¨ Zvi g~j gRyix I gnvN©fvZ 
Ges AšÍe©Z©x gRyix, hw` _v‡K Zvi mvaviY 
nv‡ii wØ¸b nv‡i fvZv cv‡eb|  

AwZwi³ mgq Kv‡Ri Rb¨ KvD‡K eva¨ Kiv 
hv‡e bv| Z‡e AwZwi³ KvR †q kÖwg‡Ki 
B”Qvaxb Zv cÖgv‡bi Rb¨ cÖ‡qvRbxq †iKW© 
msiÿY Ki‡Z n‡e|  

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

cÖkvmb/gvbem¤c`/ 
Kgcøv‡qÝ 

Kg©‡ÿ‡Î cÖwZwbqZ [1.3] 
[1.4] 

3.1 N) gwnjv kÖwg‡Ki 
Rb¨ mxwgZ Kg©N›Uv 
 

†Kvb gwnjv kªwgK‡K w`‡q Zvi webv AbygwZ‡Z 
ivZ 10 Uv n‡Z †fvi 6 Uvi g‡a¨ KvR Kiv‡bv 
hv‡e bv|  
 

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

cÖkvmb/gvbem¤c`/ 
Kgcøv‡qÝ 

Kg©‡ÿ‡Î cÖwZwbqZ [1.3] 
[1.4] 

3.1 O) mvßvwnK QzwU  cÖwZ 7 w`‡b 1 w`b mvßvwnK QzwU wnmv‡e Dc‡fvM 
Ki‡e| 
 

 

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

cÖkvmb/gvbem¤c`/ 
Kgcøv‡qÝ

Kg©‡ÿ‡Î cÖ‡qvRb 
Abymv‡i 

[1.3] 
[1.4] 

3.1 P) Ab¨vb¨ QzwU   kÖwgKiv weUwc MÖæ‡ci wbR¯̂ bxwZgvjv Abymv‡i mKj 
cÖKvi QzwU Dc‡fvM Ki‡eb| 

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

cÖkvmb/gvbem¤c`/ 
Kgcøv‡qÝ 

Kg©‡ÿ‡Î cÖ‡qvRb 
Abymv‡i 
 
 

[1.3] 
[1.4] 

3.1 Q) Urgent 
Business Needs 

Urgent Business Needs Gi AvIZvq 
weUwc MÖæc wb¤œwjwLZ Ae ’̄vi cwi‡cw¶‡Z e‡Üi 
w`b Drcv`b KvR Ae¨vnZ ivL‡Z cv‡i| 

 

 niZvj/ Ae‡iv‡ai Kvi‡b Drcv`b Kv‡Ri w`b 
e¨nZ n‡j| 

 ‡Kvb ag©xq ev Ab¨‡Kvb Drme, ivR‰bwZK †Kvb 
Kvi‡b kÖwg‡Ki Dcw ’̄wZ K‡gi d‡j Drcv`b 
jÿ¨gvÎv gvivZœKfv‡e ÿwZMȪ ’ n‡j| 

 AvKw œ̄K †Kvb Af¨šÍixb ev ewntwe‡k¦i NUbvi 
†Ri wnmv‡e Drcv`b Kg©N›Uv 6 N›Uvi †ekx eÜ 
_vK‡j| 

 cÖvK…wZK ~̀‡hvM †hgb eb¨v, f’wgK¤ú, So, 
U‡b©‡Wv, AwZe„wói Kvi‡b Drcv`b Kv‡R e¨NvZ 
NU‡j| 

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

cÖkvmb/gvbem¤c`/ 
Kgcøv‡qÝ

cÖ‡qvRb 
Abymv‡i 

cÖ‡qvRb 
Abymv‡i 

[1.3] 
[1.4] 
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 AwZ Riæix †Kvb wkc‡g›U Gi Kvi‡b| 
3.1 R) weR‡bm 
KbwUb‡RwÝ  cøvb 

weR‡bm KbwUb‡RwÝ cøv‡bi D‡Ïk¨ n‡jv †h †Kvb 
Kvi‡Y †cÖvWvKkb cÖ‡mm evavcÖvß n‡j A_ev wbw ©̀ó 
mg‡q wkc‡g›U bv nIqvi d‡j AwZwi³ Kg©N›Uv 
Gov‡Z weKí cøvb Abymib Kiv| weUwc MÖæc 
wb¤œwjwLZ c×wZ Abymib K‡i weR‡bm KbwUb‡RwÝ 
cøvb ev¯Zevqb K‡i| 
 

1.wi¯‹ wPwýZ Kiv- weUwc MÖæ‡ci mKj KviLvbv †h 
me Kvi‡Y wkc‡g›U wW‡j n‡Z cv‡i Zv cÖ_‡g wPwýZ 
K‡i| G¸‡jvi g‡a¨ †cÖvWvKkb c×wZi ÎywU, i- 
g¨vUvwiqv‡ji ỳlcÖvc¨Zv, KvwiMwi mgm¨v, cÖvK…wZK 
ỳ‡h©vM BZ¨vw`| 

 

2.wi¯‹ wPwýZ Kivi ci ¯̂í Ges `xN© †gqv`x 
c`‡¶c †bqv|  
 

`xN© †gqv`x c`‡¶c t - 
 

-BbUvBg cÖWvKkb Uv‡M©U cyib Kivi Rb¨ `¶ 
kªgkw³ M‡o †Zvjv| 
-wUªgm,GK‡mmwiR BZ¨vw` mgqgZ mieivn wbwðZ 
Kiv| 
-i-g¨Uvwiqvjm Gi NvUwZ bv _vKv| 
-hvwš¿K mgm¨v n‡j ª̀yZ mgavb Kiv|   
-GQvov AwMœKvÛ Ges Ab¨vb¨ ˆ`e NUbv NU‡j ª̀yZ 
Ges Kvh©Kifv‡e †gvKv‡ejv Kiv| 
 

¯̂í †gqv`x c`‡¶c t -  
 

-mve KbUªvKU  
-Gqvi wkc‡g›U 

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

cÖkvmb/gvbem¤c`/ 
Kgcøv‡qÝ 

cÖ‡qvRb 
Abymv‡i 

cÖ‡qvRb 
Abymv‡i 

[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 
(wgwUs Gi †iKW© msi¶Y 

Kiv) 

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

cÖkvmb/gvbem¤c`/ 
Kgcøv‡qÝ 

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¶Y  

Kiv) 

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

cÖkvmb/gvbem¤c`/ 
Kgcøv‡qÝ 

cwjwmi 
cÖwZôv/ms‡kvab 
Kivi ci 

Kvh©Ki 
nIqvi 
ci/ms‡kvab 
Kivi ci 

[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)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 

cÖkvmb/gvbem¤c`/ 
Kgcøv‡qÝ 

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 

cÖkvmb/gvbem¤c`/ 
Kgcøv‡qÝ 

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 

cÖkvmb/gvbem¤c`/ 
Kgcøv‡qÝ 

hZ m¤¢e (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¯Íevqb  iywUb 3.1 Abymib Kiv 
 
mshy³ evrmwiK cÖwk¶Y K¨v‡jÛvi 
 

  

(15 w`b) 
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 

cÖkvmb/gvbem¤c`/ 
Kgcøv‡qÝ 

cwjwmi 
cÖwZôv/ms‡kvab 
Kivi ci 

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

[1.3] 
[1.4] 

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

wgwUs/m‡PZbZvg~jK/cÖwk
¶Y/wcG/‡bvwUk †evW© 

(wgwUs Gi †iKW© msi¶Y 
Kiv) 

Kvh©wbe©vnx/wmwbqi Kvh©wbe©vnx 
cÖkvmb/gvbem¤c`/ 

Kgcøv‡qÝ 

†hvM`v‡bi ciciB Awi‡q‡›Ukb 
mgqm~wP 

[1.3] 
[1.4] 
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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| nvwRiv †iKW©| 
2| QzwUi †iKW©|  
3| Kg© N›Uvi †bvwUk| 
 


