
1 E-Post Sanctioning Manual|                                                                       Prepared by SUNIL BAHAL 

  

 

E-Post Sanctioning System 

foRr foHkkx }kjk E-Post Sanctioning system “kq: fd;k tk jgk gSA blesa gfj;k.kk 

ljdkj ds lHkh foHkkxksa esa inksa ls lEcfU/kr fLFkfr dks online fd;k tk;sxkA blesa 

lEcfU/kr foHkkx esa dkSu&dkSu lh post sanctioned gS] fdruh posts ij 

deZpkjh@vf/kdkjh dk;Z dj jgs gS vkSj fdrus post [kkyh gS bR;kfn dh tkudkjh 

jgsxhA 

blds vfrfjDr ;fn fdlh foHkkx dks dksbZ ubZ post create djuh gS 

ftldh Lohd`fr mls foRr foHkkx ls ysuh gksrh gS] rks ;g izfdz;k Hkh vc online 

gksxhA ftl Hkh foHkkx dks tks post sanction djokuh gS] ftl dk;kZy;@ DDO dks 

ml post dh vko”;drk gS og mldks online gh vius foHkkx ds ek/;e ls foRr 

foHkkx ds ikl Hkstsxk vkSj foRr foHkkx ml lEcfU/kr post dks online sanction 

djsxkA 

  E-Post sanctioning system esa rhu izdkj ls MkVk ,UVj fd;k tk 

ldrk gS foHkkx buesa ls fdlh mode ds }kjk post sanctioning data ,UVj djok 

ldrk gS %&  

1- Centralized Mode :- bl mode esa foHkkx ds lHkh DDOs dk post 

sanctioning data, Head Quarter level ij BCA }kjk ,UVj fd;k tkrk gSA 
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ftlesa foHkkx dk BCA vius User ID & Password (i.e. bcataa) ls yksfxau 

djds foHkkx ds lHkh DDOs ds dk;kZy; vkSj iksLV dk MkVk ,UVj djsxkA 

ftls fQj verify ds fy;s BCOs/DDOs ds ikl ,d fu/kkZfjr fnukad ds lkFk 

Hkst fn;k tkrk gSA blesa BCOs/DDOs ,UVj MkVk dks dsoy read dj ldrs 

gSA ;fn os ,UVj MkVk ls vlger gS rks dsoy viuh vkifRr gh fjekdZl 

dkWye esa ,UVj dj ldrs gSA BCO/DDO Loa; dksbZ editing ugh dj ldrkA 

fjekdZl ls ;fn BCA Hkh lger gS rks iksLV ls lEcfU/kr ,UVj MkVk dks edit 

djsxk vkSj vUr esa FD dks foHkkx dk final post sanctioning data Hkst nsxkA 

;g rjhdk lcls ljy vkSj lqxe gS D;ksafd BCA ds ikl lkjs foHkkx dk 

authenticated data jgrk gSA  

2- Partially Centralized Mode :-  bl mode esa foHkkx ds DDOs dk post 

sanctioning data, District level ij BCO }kjk ,UVj fd;k tkrk gSA ftlesa 

foHkkx ds BCOs vius User ID & Password (i.e. bcotaa1) ls yksfxau djds 

vius ls lEcfU/kr foHkkx ds DDOs ds dk;kZy; vkSj iksLV dk MkVk ,UVj 

djsxkA ftls fQj verify ds fy;s lEcfU/kr DDOs ds ikl ,d fu/kkZfjr 

fnukad ds lkFk Hkst fn;k tkrk gSA blesa DDOs ,UVj MkVk dks dsoy read 

dj ldrs gSA ;fn os ,UVj MkVk ls vlger gS rks dsoy viuh vkifRr gh 

fjekdZl dkWye esa ,UVj dj ldrs gSA lEcfU/kr DDOs Loa; dksbZ editing 
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ugh dj ldrkA ,UVj MkVk DDOs ls oSjhQkbZ djokus ds ckn BCOs MkVk 

dks finalise djrk gS vkSj foHkkx ds BCA ds ikl Hkst nsrk gSA ftlds ckn 

,UVj MkVk check and necessary amendment in post data djds FD dks Hkst 

nsrk gSA 

3- Decentralized Mode :-   bl mode esa foHkkx ds DDOs }kjk post 

sanctioning data ,UVj fd;k tkrk gSA ftlesa foHkkx ds DDOs vius User 

ID & Password (i.e. ddotaa1) ls yksfxau djds vius dk;kZy; ls lEcfU/kr  

iksLV dk MkVk ,UVj djsxk vkSj finalise dj nsxkA ftlls og MkVk mlls 

lEcfU/kr BCO ds ikl show djsxkA fQj lEcfU/kr BCO ,UVj MkVk dks 

pSd vkSj necessary amendment djsxkA fQj tc BCO dks yxs fd mldk 

,UVj MkVk lgh gS rks mls finalise dj nsxkA ftlls og MkVk mlls lEcfU/kr 

BCA ds ikl show djsxkA fQj foHkkx dk BCA ,UVj MkVk dks pSd vkSj 

necessary amendment djsxkA fQj tc BCA dks yxs fd mldk ,UVj MkVk 

lgh gS rks mls finalise dj nsxkA ftlls ml foHkkx dk ,UVj MkVk FD ds 

ikl show djsxkA ;g mlh izdkj gksxk tSls budget preparation ds le; 

ctV dh dh demand dh tkrh gSA tSls fd DDOs         BCOs          Head 

of Department (BCA)         FD 
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Post sanctioning system vkidks [ktkuk ,ao ys[kk foHkkx dh website 

www.hrtreasuries.gov.in ij “Budget Allocation” link ij available gksxkA bldk 

user manual bl izdkj ls gSA 

 ;fn DDO vius User-ID & Password (i.e. ddotaa1) ls mijksDr of.kZr option ij 

login djrk gSA  

 

 mlds ckn DDO, Other Operation menu  ds ”Add/Edit Workstrength” option 

use / click  djsxkA 
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 ftlls Add / Edit Workstrength Form open gks tk;sxkA ;gka ij ;wtj dks 

Department column esa vius foHkkx dk uke by default show gksxkA mlds ckn 

;wtj lcls igys vius dk;kZy; ls lEcfU/kr information enter djsxkA blds fy;s 

ist ij nkbZ vksj cus gq;s Add New Office button click djsxkA ;gka ij ;wtj ,d 

;k ,d ls vf/kd office add dj ldrk gSA   
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 ftlls Office Master Entry Form dk page open gks tk;sxkA ;gka ij ;wtj }kjk 

Office Name, Urban / Rural, Town Name, Village, Panchayat, Address, Contact 

No column esa vius dk;kZy; ls lEcfU/kr information nsuh gksxh vkSj save button 

ij fDyd djuk gksxkA  
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 ;wtj }kjk vius dk;kZy; dh information add / save djus ds ckn vius dk;kZy; 

ls lEcfU/kr post dh information add djuh gSA blds fy;s ist ij nkbZ vksj cus 

gq;s Add New Post button click djsxkA    
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 ftlls Post Master Entry Form dk page open gks tk;sxkA ;gka ij ;wtj drop 

down box ls Post Name, Pay Scale, Group select djsxk vkSj save button ij 

fDyd djuk gksxkA ;gka ij ;wtj ogh post add / save djsxk tks fd mlds 

dk;kZy; ds fy;s sanctioned gks vkSj mldk initial pay scale gh select djsxkA 

mnkgj.k ds fy;s ;fn ;wtj assistant dh post select djrk gS rks mlds pay 

scale column esa initial pay scale i.e. 9300-34800 + 3200 GP select fd;k tk;sA 

;fn mlls lEcfU/kr assistant dks 1st / 2nd ACP fey pqdk gS rks Hkh ;wtj pay 

scale column esa initial pay scale i.e. 9300-34800 + 3200 GP  gh LySDV djsxkA         
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 ;wtj }kjk vius dk;kZy; ls lEcfU/kr office and posts information add / save 

djus ds ckn og Add / Edit Work strength Form page ij post name column esa 

post name select djsxk] ftldk MkVk ,UVj djuk gSA ;gka ij ogh post name 

drop down box esa fn[kkbZ nsaxs tks fd lEcfU/kr foHkkx ds fdlh Hkh ;wtj }kjk add 

new post fd;s gq;s gksxsaA Post Name select djus ds ckn ;wtj uhps dh vksj ,d 

table form esa dk;kZy; ls lEcfU/kr sanctioned Post (Regular), Sanctioned Post 

(Others), Filled Post (Regular), Filled Post (Others), Diminishing Cadre Post 

column esa MkVk ,UVj djsxkA  

Sanction Post (Regular)  Those posts which have been sanctioned by the Government and are to 
be filled up on regular basis through normal means of recruitment e.g. 
through HPSC, HSSC, Police Recruitment Board etc. 

Sanction Post (Others) 
 
 
Diminishing Cadre Post 

Those posts which have been sanctioned by Government with specific 
direction that the post should be filled up on contractual basis. 
 
Those posts which will no longer be required in future and will get 
abolished once the post is vacated by present incumbent due to 
retirement / death etc. 

 Note: If any sanctioned post (regular) has been filled up by adopting 
outsourcing policy of the Government i.e. on temporary basis till regular 
recruitment is done, then such post should be shown vacant and not 
included under working strength of such post. 
 
In case of sanctioned post (other), if same has been filled up by taking 
contractual person, it should be reflected in working strength. 
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 ;wtj }kjk selected post dk MkVk ,UVj djus ds ckn og save button ij fDyd 

djsxkA ftlls lEcfU/kr dk;kZy; dk ,UVj MkVk save gks tk;sxkA  

 

 ;wtj }kjk vius dk;kZy; ls lEcfU/kr lHkh posts dk MkVk ,UVj vkSj save djus 

ds ckn ;wtj view staff strength report button ij fDyd djsxkA ftlls ,d fjiksZV 

tujsV gksxhA ftlls dk;kZy; dk vf/kdkjh pSd djsxk fd ,UVj MkVk Bhd gS ;k 

ughaA ;fn fdlh post dk MkVk xYr ,UVj gqvk gS rks ;wtj mls Bhd dj ldrk 

gSA 
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 lHkh posts dk lgh MkVk ,UVj djus ds ckn og lHkh posts dks ckjh&ckjh LySDV 

djds Finalise button click djsxkA ftlls mlls lEcfU/kr dk;kZy; dh lHkh posts 

dk MkVk next level ij vFkkZr mlds BCO/BCA level ij pyk tk;sxkA blds ckn 

;wtj fdlh izdkj dh dksbZ correction ugha dj ldsxkA ;fn fdlh izdkj dh dksbZ 

deh ;k xYrh jgrh gS rks og vius ls lEcfU/kr BCO / BCA ls fyf[kr vuqjks/k 

djsxk fd mlds dk;kZy; ls lEcfU/kr post ds MkVk esa dksbZ deh ;k xYrh jg xbZ 

gS d`I;k mls lgh djus dk d’V djsaA  
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 DDO }kjk vius dk;kZy; dk posts ls lEcfU/kr MkVk ,UVj vkSj finalise djus ds 

ckn next level ij foHkkx dk BCO (Budget Controlling Officer) / BCA vius User 

ID & Password ls yksafxu djsxkA  

 

 mlds ckn BCO / BCA, Other Operation menu  ds ”Edit / Finalise 

Workstrength” option use / click  djsxkA 
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 ;wtj }kjk fDyd djus ij Edit / Finalise WorkStrength page open gksxkA ftl 

ij ;wtj Post Name select djsxkA ;gka ij mls ogh Post Name show gksaxsa tks 

fd mlds v/khu vkus okys DDOs }kjk add new post fd;s gq;s gksxsaA    

 

 ;wtj }kjk Post Name select djus ij mlls lEcfU/kr DDOs vuqlkj sanctioned 

Post (Regular), Sanctioned Post (Others), Filled Post (Regular), Filled Post 

(Others), Diminishing Cadre Post column esa MkVk show gksxkA izR;sd DDO’s line 

ds vUr esa View vkSj edit uke ds nks button available gksxsaA   
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 ;fn ;wtj dks fdlh DDO dk selected post ls lEcfU/kr MkVk esa dksbZ deh ;k 

xYrh yxrh gS rks og edit button use djds mls Bhd dj ldrk gSA 

 

 ;fn ;wtj @ BCO vius Lrj ij vius v/khu vkus okys lHkh ;k fdlh Hkh DDOs 

dk MkVk ,UVj djuk pkgrk gS rks blds fy;s ;wtj dks other opertions dh Add / 

Edit Workstrength for DDO option use djsxkA 
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 ftlls Add / Edit Workstrength for DDO page open gks tk;sxkA ;gka ij ;wtj dks 

Department column esa vius foHkkx dks uke by default show gksxkA mlds ckn 

;wtj select user column esa ftl DDO dk MkVk ,UVj djuk pkgrk gS mldh 

user id LySDV djsxkA bl drop down box esa ;wtj dks mlds v/khu vkus okys 

lHkh DDOs dh User IDs show gksxhA mlds ckn ;wtj select user ds dk;kZy; 

ls lEcfU/kr information enter djsxkA blds fy;s ist ij nkbZ vksj cus gq;s Add 

New Office button click djsxkA ;gka ij ;wtj ,d ;k ,d ls vf/kd office add 

dj ldrk gSA 
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 ftlls Office Master Entry Form dk page open gks tk;sxkA ;gka ij ;wtj select 

user dk Office Name, Urban / Rural, Town Name, Village, Panchayat, Address, 

Contact No column esa mlds dk;kZy; ls lEcfU/kr information enter djuh gksxh 

vkSj save button ij fDyd djuk gksxkA 

 

 ;wtj }kjk selected user (DDO) ds dk;kZy; dh information add / save djus ds 

ckn mlds dk;kZy; ls lEcfU/kr post dh information add djuh gSA blds fy;s 

ist ij nkbZ vksj cus gq;s Add New Post button click djsxkA 
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 ftlls Post Master Entry Form dk page open gks tk;sxkA ;gka ij ;wtj drop 

down box ls Post Name, Pay Scale, Group select djsxk vkSj save button ij 

fDyd djuk gksxkA ;gka ij ;wtj ogh post add / save djsxk tks fd selected 

user (DDO) ds dk;kZy; ds fy;s sanctioned gks vkSj mldk initial pay scale gh 

select djsxkA mnkgj.k ds fy;s ;fn ;wtj assistant dh post select djrk gS rks 

mlds pay scale column esa initial pay scale i.e. 9300-34800 + 3200 GP select 

fd;k tk;sA ;fn mlls lEcfU/kr assistant dks 1st / 2nd ACP fey pqdk gS rks Hkh 

;wtj pay scale column esa initial pay scale i.e. 9300-34800 + 3200 GP  gh LySDV 

djsxkA 
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 ;wtj }kjk selected user (DDO) ds dk;kZy; ls lEcfU/kr office and posts 

information add / save djus ds ckn og Add / Edit Work strength Form page ij 

post name column esa post name select djsxk] ftldk MkVk ,UVj djuk gSA ;gka 

ij ogh post name drop down box esa fn[kkbZ nsaxs tks fd lEcfU/kr foHkkx ds fdlh 

Hkh ;wtj }kjk add new post fd;s gq;s gksxsaA Post Name select djus ds ckn ;wtj 

uhps dh vksj ,d table form esa selected user (DDO) ds dk;kZy; ls lEcfU/kr 

sanctioned Post (Regular), Sanctioned Post (Others), Filled Post (Regular), Filled 

Post (Others), Diminishing Cadre Post column esa MkVk ,UVj djsxkA 

Sanction Post (Regular)  Those posts which have been sanctioned by the Government and are to 
be filled up on regular basis through normal means of recruitment e.g. 
through HPSC, HSSC, Police Recruitment Board etc. 

Sanction Post (Others) 
 
 
Diminishing Cadre Post 

Those posts which have been sanctioned by Government with specific 
direction that the post should be filled up on contractual basis. 
 
Those posts which will no longer be required in future and will get 
abolished once the post is vacated by present incumbent due to 
retirement / death etc. 

 Note: If any sanctioned post (regular) has been filled up by adopting 
outsourcing policy of the Government i.e. on temporary basis till regular 
recruitment is done, then such post should be shown vacant and not 
included under working strength of such post. 
 
In case of sanctioned post (other), if same has been filled up by taking 
contractual person, it should be reflected in working strength. 
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 ;wtj }kjk selected user (DDO) ds dk;kZy; ls lEcfU/kr selected post name dk 

MkVk ,UVj djus ds ckn og save button ij fDyd djsxkA ftlls lEcfU/kr 

dk;kZy; dk ,UVj MkVk save gks tk;sxkA  

 

 blds ckn BCO / ;wtj other operations dh Edit / Finalise Workstrength option 

use / click djsxkA   
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 mlds ckn ;wtj View Staff Strength Report button click djsxkA ftlls ,d fjiksZV 

tujsV gksxhA  

 

 blls ;wtj vius ls lEcfU/kr DDOs ds dk;kZy;ksa dh posts detail pSd dj ldrk 

gS fd  ,UVj MkVk Bhd gS ;k ughaA ;fn fdlh post dk MkVk xYr ,UVj gqvk gS 

rks ;wtj mls Bhd dj ldrk gSA 
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 blds ckn ;wtj ;g pkgrk gS fd posts ls lEcfU/kr ,UVj MkVk dks og ,d ckj 

vius ls lEcfU/kr DDOs ls verify djokuk pkgrk gS rks ;wtj blh ist ij cus 

gq;s white box esas ,d date set dj nsxkA ;g fnukad ;g show djsxh fd ;wtj @ 

BCO  dc rd vius DDOs ls ;g MkVk oSjhQkbZ djokuk pkgrk gSA   

 lHkh posts dk lgh MkVk ,UVj djus ds ckn og lHkh posts dks ckjh&ckjh LySDV 

djds Finalise button click djsxkA ftlls mlls vius ls lEcfU/kr DDOs ds 

dk;kZy;ksa dh lHkh posts dk MkVk next level ij vFkkZr mlds BCA level ij pyk 

tk;sxkA blds ckn ;wtj fdlh izdkj dh dksbZ correction ugha dj ldsxkA ;fn 

fdlh izdkj dh dksbZ deh ;k xYrh jgrh gS rks og vius ls lEcfU/kr BCA ls 

fyf[kr vuqjks/k djsxk fd mlls lEcfU/kr DDOs ds dk;kZy;ksa dh posts ds MkVk 

esa dksbZ deh ;k xYrh jg xbZ gS d`I;k mls lgh djus dk d’V djsaA 
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 ;wtj (BCO/BCA) }kjk vius ls lEcfU/kr DDOs ls post wise MkVk oSjhQkbZ 

djokus ds fy;s date set djus ds ckn lEcfU/kr DDO vius User-ID & Password 

(i.e. ddotaa1) ls login djsxkA 

 

 mlds ckn DDO, Other Operation menu  ds ”Add/Edit Workstrength” option 

use / click  djsxkA 
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 ftlls Add / Edit Workstrength Form open gks tk;sxkA ;gka ij ;wtj dks 

Department column esa vius foHkkx dk uke by default show gksxkA fQj ;wtj 

Post Name select djsxkA ;gka ij ;wtj @ DDO dks mlds BCO/BCA }kjk set 

date dk eSlst show djsxkA ;fn ;wtj LySfDVM iksLV ds MkVk ls lger gS rks I 

Agree dk jsfM;ks cVu fDyd djsxkA ;fn ;wtj dks LySfDVM iksLV ds MkVk esa 

,rjkt gS rks I Disagree dk jsfM;ks cVu fDyd djsxkA D;ksafd ;gka ij ;wtj 

LySfDVM iksLV ds MkVk dks edit djds Bhd ugha dj ldrkA     
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 ;fn ;wtj I Disagree dk jsfM;ks cVu fDyd djrk gS rks flLVe ;wtj ls Reason 

of Objection box esa iwNsxkA ftlesa ;wtj vius disagree dk dkj.k VkbZi djsxk 

vkSj Save button click djsxkA  

 

 

 

 



25 E-Post Sanctioning Manual|                                                                       Prepared by SUNIL BAHAL 

  

 

 ;fn dksbZ BCO/BCA vius ls lEcfU/kr DDOs ls muds dk;kZy; dh posts dk 

MkVk oSjhQkbZ djokus ds ckn og vius User ID & Password ls yksfxau djsxkA  

 

 mlds ckn BCO / BCA, Other Operation menu  ds ”Edit / Finalise 

Workstrength” option use / click  djsxkA 
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 ftlls Add / Edit Workstrength Form open gks tk;sxkA ;gka ij ;wtj dks 

Department column esa vius foHkkx dk uke by default show gksxkA fQj ;wtj 

Post Name select djsxkA ;gka ij ;wtj (BCO/BCA) dks Vscy esa lEcfU/kr 

DDOs/BCOs dh LySfDVM iksLV dk MkVk show gksxkA bl Vscy ds vUr esa ,d 

dkWye Is Agreed uke ls gksxkA ftlesa ;wtj Yes / No show gksxkA ;fn Yes gS 

rks vkids DDO us oSjhQkbZ eSlst esa LySfDVM iksLV ds ,UVj MkVk ls viuh lgerh 

trkbZ gS vkSj ;fn No gS rks DDO us oSjhQkbZ eSlst esa LySfDVM iksLV ds ,UVj 

MkVk ls viuh lgerh ugha trkbZ gSA bldk dkj.k D;k gS tkuus vkSj mlds 

vuqlkj MkVk Bhd djus ds fy;s ;wtj edit button ij fDyd djsxkA 
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 tc ;wtj edit button click djsxk rks ml lEcfU/kr DDO dh LySfDVM iksLV dk 

,UVj MkVk editable gksxkA ;gka ij ;wtj dks lEcfU/kr DDO dk reason of 

objection Hkh show gksxkA mlds vuqlkj ;fn ;wtj dks vius lEcfU/kr DDO dk 

objection lgh yxs rks mls og Bhd dj ldrk gS vkSj save button click djsxkA  
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 lHkh IkksLV dk MkVk check] edit o save djus ds ckn ;wtj (BCO/BCA), Post 

Name column esa ckjh&2 iksLV LySDV djsxk vkSj finalise button ij fDyd djsxkA   

 ftlls vius foHkkx ls lEcfU/kr DDOs / BCOs ds dk;kZy;ksa dh lHkh posts dk 

MkVk next level ij vFkkZr mlds FD level ij pyk tk;sxkA blds ckn foHkkx dk 

dksbZ Hkh ;wtj fdlh izdkj dh dksbZ correction ugha dj ldsxkA ;fn fdlh izdkj 

dh dksbZ deh ;k xYrh jgrh gS rks og FD ls fyf[kr vuqjks/k djsxk fd mlls 

lEcfU/kr DDOs ds dk;kZy;ksa dh posts ds MkVk esa dksbZ deh ;k xYrh jg xbZ gS 

d`I;k mls lgh djus dk d’V djsaA 

 

 


