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ikaksfõokh 
 
tla md¾Yajhlska ;j;a md¾Yajhlg fyda md¾Yaj 

lsysmhlg f;dr;=re heùu" ,eîu" f;dr;=re f;areï 

.ekSu yd fnod .ekSu ikaksfõokh f,i ye¢kaúh 

yels h' 

 

ikaksfõokh jHdmdßl lghq;= i|yd fuka u 

idudchSh lghq;= i|yd o jeo.;a fõ' 

 

jHdmdßl lghq;= i|yd ikaksfõokfha 
we;s jeo.;alu 
 

fjf<| .kqfokqj, § wod< md¾Yaj w;r 

woyia yqjudre lr .ekSu i|yd 

 

fiajH fiajl iïnkaO;d mj;ajd .ekSu i|yd 

 

udkj yd fN!;sl iïm;a ukdj 

l<ukdlrKh lsÍu i|yd 

 

wf,ú m%j¾Ok lghq;= i|yd



  



 

 

idudchSh lghq;= i|yd ikaksfõokfha 
jeo.;alu 
 

idudchSh jYfhka woyia yd mKsjqv yqjudre 

lr .ekSu i|yd 

 

cd;Hka;r jYfhka isÿ jk isÿ ùï ms<sn| j 

laIKsl j ±k .ekSu i|yd 

 

wOHdmksl lghq;= i|yd wjYH f;dr;=re ,nd 

.ekSu i|yd 

 

;dlaIKfha ÈhqKqj;a iu. we;s jk kj 

fidhd.ekSï ±k.ekSu i|yd 

 

foaYSh yd úfoaYSh jYfhka iudc iïnkaO;d 

f.dvk.d .ekSu i|yd



  



 

 

ikaksfõok ls%hdj,sh  


 

 

 

 

 

 

  

hjkakd mKsjqvh mKsjqvh ,nkakd 

m%;spdrh m%;sfmdaIKh 



 

 

ikaksfõok ls%hdj,sfha uQ,sldx. 
 

hjkakd  (Sender) 
 

mKsjqvh hjk md¾Yajh fõ' jdÑl j kï l:lhd" 

foaYlhd wd§ jYfhka o ,sÅ; j kï tys w;aik 

fhdokakd fyda wdh;kh ye|skaúh yels h' 

 

mKsjqvh ^Message& 
 

mKsjqvh hjkakd" mKasjqvh ,nkakdg imhk 

f;dr;=re fõ' 

 

udOHh ^Media& 
 

f;dr;=re ,nd fokafka flfia o @ f;dr;=re ,nd §u 

i|yd fhdod .kakd ikaksfõok udOH ñka woyia fõ' 
 

ksoiqka (  

jdÑl udOH" ,sÅ; udOH 



  



 

 

,nkakd ^Receiver& 
 

mKsjqvh .%yKh lr .kakd mqoa.,hd fõ' Tyq 

mdGlfhla" Y%djlfhla" fm%alaIlfhka úh yels h' 



m%;spdrh ^ Response& 
 

mKsjqvh ,nkakd úiska weiqK fyda lsh jQ mKsjqvh 

ms<sn| j ls%hd lrk wdldrh 

 

m%;sfmdaIKh ^Feedback& 
 

mKsjqvh ,enqK nj" th f;areï .;a nj ;yjqre 

lrñka mKsjqvh ,nkakdf.ka mKsjqvh hjkakdg 

,efnk m%;spdrhhs' 
 

 

  



 

 

iM,odhS ikaksfõokhl ;sìh hq;= 
.=Kdx. 
 

ksjerÈ nj 

ixlaIsma; nj 

mQ¾K nj 

meyeÈ,s nj 

wdpdrYS,S nj 

ksYaÑ; nj 

ie,ls,su;a nj 

msßjeh wju nj 

fõ.j;a nj 

  



 

 

mKsjqvhla ilia lsÍfï § ie,ls,su;a 
úh hq;= lreKq  
 

mKsjqvfha iajNdjh 

mQ¾K;ajh 

ksjerÈ nj 

wdpdrYS,S nj 

.%dylhdg f;areï .ekSfï yelshdj 

ixlaIsma; nj 

ksYaÑ; nj 
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ikaksfõok udOHhka 
 

jdÑl udOHh 

 

,sÅ; udOHh 

 

ix{d yd ixfla; udOH 

 

jHdmdr wdh;khl ikaksfõokh isÿ 
jk wdldrh  
 

wNHka;r ikaksfõokh 

 

ndysr ikaksfõokh 

 



  



 

 

wNHka;r ikaksfõokh 
 

wNHka;r ikaksfõokh hkq jHdmdr wdh;kh ;=< 

úúO md¾Yaj w;r f;dr;=re yqjudre lr .ekSuh' 

 

wNHka;r ikaksfõokfha §" 

 

whs;slrejka - l<ukdlrejka w;r 

 

fiajlhska - fiajlhska w;r 

 

fomd¾;fïka;= - fomd¾;fïka;= w;r úúO 

f;dr;=re yqjudre ùu isÿ fõ' 

 

 

  



 

 

ndysr ikaksfõokh 
 

ndysr ikaksfõokh hkafkka woyia jkafka jHdmdr 

wdh;khla jHdmdr wdh;kfhka ndysr md¾Yaj yd 

wdh;k iu. f;dr;=re yqjudre lr .ekSuhs' 

 

ndysr ikaksfõokfha §" 

 

jHdmdrh - .kqfokqlrejka iu. 

 

jHdmdrh - fjk;a jHdmdr" iemhqïlrejka 

w;r f;dr;=re yqjudre ùu isÿ fõ' 

 

 

 

 

 

 

 

 

 

 

 

 

  



 

 

úúO ikakfõok udOHh u.ska 

ikaksfõokh isÿ lrk wdldr 


jdÑl 
udOH

wNHka;r

úoHq;a bkag¾fldï

úoHq;a fkdjk
iïuqL idlÉPd" iïuka;%K" 

wNHka;r /iaùï

ndysr
úoHq;a ÿrl:k" cx.u ÿrl:k" Yío 

úldY hka;% yv ;emE,

úoHq;a fkdjk wvfnrh" uyck /iaùï

,sÅs; 
udOH

wNHka;r

úoHq;a úoHq;a ±kaùï mqjre" E-mail

úoHq;a fkdjk
fufuda m;%" ksfõok" ±kaùï 

mqjre" jd¾;d

ndysr

úoHq;a
Fax" E-mail ,úoHq;a ±kaùï mqjre" 

SMS fiajdj

úoHq;a fkdjk
,smsh" mqj;am;a" iÕrd" nek¾" 

fmdaiag¾" .eiÜ m;%

ix{d 
yd 
ixfla;

wNHka;r

úoHq;a
úÿ,s iSkqj" wNHka;r wk;=re 

weÕùfï ix{d

úoHq;a fkdjk

iSkqj" uÕ i,l=Kq " wdh;kfha 
msysàu ±lafjk ie,eiau" ju 
ol=K y|qkd .ekSfï md i,l=Kq

ndysr

úoHq;a wk;=re y.jk k,d" úÿ,s ix{d 
^colour light & .s,ka r: ix{d

úoHq;a fkdjk

weiqreï ixfla;" ÿïßh yd 
uydud¾. ix{d" ìysß wh i|yd 
Ndú; jk ix{d" lS%vd 
úksiqrejdf.a ;SrK ,nd §u" r: 
jdyk yiqrjkakkaf.a wx. p,k







 

 



úoHq;a ikaksfõokh 
 

f;dr;=re yd ikaksfõok ;dlaIKfha ixj¾Okh 

iuÕ ìys jQ ikaksfõokh úoHq;a ikaksfõokh fõ' 

 

kùk úoHq;a ikaksfõok l%u lsysmhla my; 

oelafjk whqrska meyeÈ,s l< yels h' 

 

wka;¾cd,h - (Internet) 
 

mq¿,a mrdihla wdjrKh lrk mß.Kl cd,hla 

fyj;a wka;¾cd;sl jYfhka we;s mß.Kl cd,hls' 

cd,hkaf.a cd,h f,i o wka;¾cd,h úia;r l< 

yels h' 

fuys § úúO ia:dkj,ska we;=<;a flfrk f;dr;=re 

fm!oa.,sl mß.Kl wdY%fhka ,nd .; yels h' 

 

úoHq;a ;emE, - (E- Mail ) 
 

mß.Klhlks mß.Klhlg wka;¾cd,h u.ska 

mKsjqv yqjudre lsrSu úoHq;a ;emE, f,i y÷kajhs' 

úoHq;a j ilik ,o mKsjqvh fjk;a whl=g heùug 

kï hjkakdg yd ,nkakdg wka;¾cd, myiqlï fuka 

u E- Mail ,smsk o ;sìh hq;= h'
 



 

 

bkag%dfkÜ (Intranet) 
 

wka;¾cd,h mokï lr .ksñka jHdmdr wdh;kh ;=< 

we;s o;a;j,g <.dùug i,id we;s wdh;kuh 

cd,hls' fuh mqoa.,fhl= fyda wdh;khl md,kh 

hgf;a mj;sk cd,hla jk w;r fu u.ska imhk 

fiajd wjir,;a whg muKla ,nd Èh yels h' 

 

yv ;emE, (Voice mail) 
 

hjkakd úiska ÿrl:k ud¾.fhka jdÑl j fokq 

,nk mKsjqvh" cd, ud¾.fhka mrdj¾:kh ù miq j 

,nd .ekSu msKsi ;eáhl .nvd lsÍfï fyj;a má.; 

lsÍfï ls%hd moaO;shls' 

 

*elaia hka;% (Fax) 
 

idudkH ÿrl:k moaO;shla u.ska ,sms yd Ñ;% wvx.= 

,shú,s laIKsl j heùug yelshdj we;s úoHq;a 

WmlrKh *elaia hka;%h fõ' *elaia l%ufha § 

mKsjqvh hjkq ,nk *elaia hka;%h u.ska wod< 

,shú,sj, Pdhd msgm;a äcsg,a ;dlaIKh u.ska ,nd 

f.k tajd ,nd .kakd *elaia hka;%h fj; mßj¾;kh 

lrhs' 

 

 



 

 

cx.u ÿrl:k (Mobile phones) 
 

j¾;udkfha ikaksfõok ;dlaIKfha ÈhqKqj ksid 

pkaÈ%ld ;dlaIKh weiqfrka úúO jHdmdr lghq;= isÿ 

lSÍu i|yd cx.u ÿrl:k Wmfhda.S lr .efka' 

 

 

bkag¾fldï - (Intercom) 
 

ÿrl:k cd,hla wdY%fhka wdh;kh ;=< f;dr;=re 

yqjudre lr .ekSug fm!oa.,sl jYfhka ia:dmkh 

lr .kq ,nk ÿrl:k cd,hls'



  



 

 

iM,odhS ikaksfõokhg we;s ndOd 
 

kj ;dlaIK l%u Ndú;h ms<sn| we;s ±kqu 

ÿ¾j, ùu 

 

ikaksfõok WmlrK Ndú;fha § isÿ jk 

ndysr ndOd 

 

merKs ikaksfõok l%u Ndú;hg .ekSu 

 

ikaksfõok .,dhdfï ud¾.fha § we;s jk 

ndOd 

 

ikaksfõok ie,iqïj, we;s ÿ¾j,;d 

 

NdId m%Yak" ±kqu" wdl,am jeks oE 

 

ndysr mßirfha we;s jk ndOd 

 

  



 

 

ikaksfõokhg we;s jk ndOd msgq 

±lSug .; yels úúO l%u Wmdhka 
 

kj ikaksfõok WmlrK Ndú; lsÍu 

 

ikaksfõokh ms<sn| úúO kS;s Í;s mekùu 

 

ikaksfõok l=¿Kq msysgqùfï lghq;= jHdma; 

lsÍu 

 

äcsg,a ;dlaIKh Ndú; lsÍu 

 

ikaksfõok l%u wjNdú;h ms<sn| kj kS;s 

Í;s iïmdokh lsÍu 

 

 

 

 

 

  



 

 

úúO ikaksfõok udOHj, jdis yd wjdis  


jdÑl ikaksfõok udOHfha jdis ( 
 

.eg¨jla jvd;a úia;rd;aul j bÈßm;a fldg" 

idlÉPd fldg bÈßm;a l< yels ùu 

 

f;dr;=re fokakd yd ,nkakd iïuqL ùu 

 

f;dr;=re b;d blauKska yd ryis.; j bÈßm;a 

l< yels ùu 

 

jdÑl ikaksfõok udOHfha wjdis ( 
 
NdIduh .eg¨ we;s ùu 

 

jdÑluh ÿ¾j,;d we;s md¾Yaj iu. f;dr;=re 

yqjudre lr .ekSfï .eg¨ we;s ùu 

 

f;dr;=re ikaksfõokh l< njg idlaIshla fkd 

ue;s ùu 

 

 

 

 

 



 

 

,sÅ; ikaksfõok udOHfha jdis ( 
 

jvd;a úia;rd;aul j f;dr;=re bÈßm;a l< yels 

ùu 

 

f;dr;=re ikaksfõokh l< njg;a" ,enqKq njg;a 

idlaIshla f,i Ndú; l< yels ùu 

 

o;a;" igyka" j.= hkdÈh myiqfjka ikaksfõokh 

l< yels ùu 

 

 

,sÅ; ikaksfõok udOHfha wjdis ( 
 

f;dr;=re wjfndaO lr .ekSfï § .eg¨ we;s ùu 

 

lshùfï yelshdj fkd ue;s kï f;dr;=re 

ikaksfõokh lsÍu wmyiq ùu 

 

f;dr;=re ikaksfõokh lsÍfï § úlD;s ùu 

 

 

 

 

 

 



 

 

ix{d yd ixfla; udOHfha jdis ( 
 

f;dr;=re fláfhka meyeÈ,s j bÈßm;a l< yels 

ùu 

 

f;dr;=rej, ksrjoH;dj by< uÜgul mej;Su 

 

f;dr;=re myiqfjka wjfndaO lr .; yels ùu 

 

 

ix{d yd ixfla; udOHfha wjdis ( 
 

oDIaÀ .eg¨ yd W!K;d we;s md¾Yaj iu. 

f;dr;=re yqjudre lr .ekSfï .eg¨ we;s ùu 

 

ix{d yd ixfla; úlD;s ù hdfuka f;dr;=re 

ikaksfõokhg ndOd we;s ùu 

 

iuyr ix{d yd ixfla; wjfndaO lr .ekSug 

wmyiq ùu 

 

ix{d yd ixfla; wjfndaO lr .ekSug tajd 

ms<sn| fmr oekqu wjYH ùu 
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