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j¶¨ Ges D‡Ïk¨ t †Kv¤úvbx‡Z †Kvbfv‡eB wkï kªwgK wb‡qvM bv †`Iqv| 

 

‡idv‡iÝ t kªg AvBb 2006 

 

mÁv t 

 

wkï - (aviv- 2(63) evsjv‡`k kªg AvBb 2006) 

 

14 ermi eqm c~b© K‡ib bvB Ggb †Kvb e¨w³| 

 

wK‡kvi kªwgK - (avivv- 2(8) evsjv‡`k kªg AvBb 2006) 

 

14 ermi eqm c~b© K‡i‡Qb wKšZz 18 ermi eqm c~b© K‡ib bvB Ggb †Kvb e¨w³| 

 

cÖvß eq¯‹ kªwgK - (aviv- 2(36) evsjv‡`k kªg AvBb 2006) 

 

18 ermi eqm c~b© K‡i‡Qb Ggb †Kvb e¨w³| 

 

evsjv‡`k kªg AvBb Abyhvqx, 14 ermi †_‡K 18 erm‡ii bxP ch©šÍ wK‡kvi kªwgK e‡j| hw`I d¨±ix‡Z Kv‡Ri aib Abyhvqx 

wK‡kvi kªwgK‡`i Kg©c‡hvMx KvR †bB Z_vwcI cÖ‡qvR‡b G‡`i‡K PvKzix‡Z wb‡qvM †`Iqv †h‡Z cv‡i| Ges 14 erm‡ii 

bx‡P wkï e‡j Ges G‡`i‡K Avgiv †Kvbg‡ZB wb‡qvM †`B bv| 

hw` Avgiv wK‡kvi kªwgK A_©vr 14 †_‡K 18 erm‡ii bx‡P kªwgK wb‡qvM Kwi Zvn‡j wbb¥wjwLZ c×wZ Abymib K‡i _vwK| 

 

- kªgN›Uv w`‡b 5 N›Uvi †ekx n‡e bv| 

- mÜ¨v 7Uv †_‡K mKvj 7Uv mg‡qi g‡a¨ KvR Kiv‡bv n‡e bv| 

- wmwfj mvR©‡bi KvQ †_‡K wdU‡bm mvwU©wd‡KU PvIqv nq| 

- Zvi wcZv gvZvi KvQ †_‡K wjwLZ AbygwZ PvIqv nq| 

- Zv‡`i Rb¨ Avjv`v †iwRóvi ivLv nq Ges Zv‡`i‡K †Uv‡Kb ‡`Iqv nq| 

- Zviv †Kvb NyišZ †gwk‡b KvR Ki‡e bv, nvjKv ai‡bi KvR,†`Iqv nq| 

- kªg AvBb Abyhvq Zviv Zv‡`i cÖvc¨ cv‡e| 

 

fyjekZt hw` 14 erm‡ii bx‡P †Kvb kªwgK wb‡qvM †`Iqv nq Zv‡nj †Kv¤úvbx Zr¶bvr Zvi PvKzix ¯’wMZ Ki‡e Ges Zvi 18 

ermi eqm nIqv ch©šZ Zvi wk¶vi mKj e¨vqfvi †Kv¤úvbx enb Ki‡e GKBmv‡_ 18 ermi c~b© n‡j Zvi †hvM¨Zv Abyhvqx 

PvKzixi cÖ¯Zve †`‡e| 
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cwjwm Kvh©Ki Ki‡Z `vwqZ¡cÖvß e¨w³ Mb t 

 

1| cÖkvmb wefvM 

2| I‡qj‡dqvi wefvM 

3| †gwW‡Kj wefvM 

4| GBP Avi wefvM 

5| Kgc­v‡qÝ wefvM 

 

 

 

`vwqZ¡cÖvß e¨w³e†M©i AM©v‡bvMÖvg t 

 

 

D³ cwjwm Kvh©Ki Ki‡Z wbb¥wjwLZ `vwqZ¡cÖvß e¨w³eM©/wefvM i‡q‡Q| 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Director  
cwiPvjK 

GM  (Social 
Compliance)  

gnv-e¨e¯’vcK (K¤úøv‡qÝ) 

Manager (HR) 
e¨e¯’vcK (GBP Avi) 

 

General Manager (Admin) 

gnv-e¨e¯’vcK (cÖmvkb) 

Manager (Social 
Compliance) 

e¨e¯’vcK (K¤úøv‡qÝ) 

 Manager (Admin) 
e¨e¯’vcK (cÖmvkb) 

Executive (HR) 
Gw·wKDwUf (GBP Avi) 

Executive (Social 
Compliance) 

Gw·wKDwUf (K¤úøv‡qÝ) 

Executive (Admin) 
Gw·wKDwUf (cÖmvkb) 

Dpty. Manager 
(Welfare) 

Dct e¨e¯’vcK 

(I‡qj‡dqvi) 

 Executive (Welfare) 
Gw·wKDwUf (I‡qj‡dqvi) 

Doctor (Medical) 

W±i (‡gwW‡Kj) 

Nurse (Medical) 

bvm© (‡gwW‡Kj) 
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`vwqZ¡ t 

 

cÖkvmb 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

GBP Avi 

 

 

 

 

 

 

 

 

 

General Manager (Admin) 
gnv-e¨e ’̄vcK (cÖmvkb) 

 Manager (Admin) 
e¨e ’̄vcK (cÖmvkb) 

G cwjwmi kZ© f‡½i kvw¯Íg~jK e¨e¯’v ‡b‡eb| wb‡qvM, gRyix, cÖ‡gvkb, myweav`x, PvKzix, 

QzwU, kvw¯Í, PvKzixi Aemvb, wej, fvDPvi, IfviUvBg Ges G msµvšÍ cÖv_wgK Aby‡gv`b 

†`‡eb| gnvt-e¨e¯’vcK (cÖkvmb) †K mn‡hvMxZv Ki‡eb Ges Zvi wb‡ ©̀kbv †g‡b 

Pj‡eb| 

kÖwgKt 

kÖwg‡Ki wb‡qvM, gRyix, cÖ‡gvkb, myweav`x, PvKzix, QzwU, kvw¯Í, PvKzixi Aemvb BZ¨vw` 

mKj †ÿ‡Î my›`i Kg©cwi‡ek wbwðZ Ki‡e| I‡j‡dqvi, Kgcøv‡qÝ Ges †d¬vi G¨Wwgb 

Awdmvi †_‡K cÖvß wdWe¨v‡Ki Dci wfwË K‡i wm×všÍ †b‡eb| cÖ‡qvR‡b D×©Zb 

KZ…©c‡ÿi mvnvh¨ †b‡eb| G cwjwmi kZ© f‡½i kvw¯Íg~jK e¨e¯’v ‡b‡eb| wb‡qvM, 

gRyix, cÖ‡gvkb, myweav`x, PvKzix, QzwU, kvw¯Í, PvKzixi Aemvb, wej, fvDPvi, IfviUvBg, 

‡jvb, G¨WfvÝ Ges G msµvšÍ PzovšÍ Aby‡gv`b †`‡eb|  

Executive (Admin) 
Gw·wKDwUf (cÖmvkb) 

 

G cwjwmi kZ© f‡½i kvw¯Íg~jK e¨e¯’v ‡bIqvi Rb¨ mn‡hvMxZv Ki‡eb| †d¬vi ch©v‡q 

wb‡qvM, gRyix, cÖ‡gvkb, myweav`x, PvKzix, QzwU, kvw¯Í, PvKzixi Aemvb, wej, fvDPvi, 

IfviUvBg Ges G msµvšÍ cÖv_wgK Aby‡gv`b †`‡eb| e¨e¯’vcK (cÖkvmb) †K mn‡hvMxZv 

Ki‡eb Ges Zvi wb‡ ©̀kbv †g‡b Pj‡eb| 

Manager (HR) 
e¨e ’̄vcK (GBP Avi) 

óvdt 

óv‡di wb‡qvM, gRyix, cÖ‡gvkb, myweav`x, PvKzix, QzwU, kvw¯Í, PvKzixi Aemvb BZ¨vw` mKj 

†ÿ‡Î †Rvic~e©K kÖg gy³ Kg©cwi‡ek wbwðZ Ki‡e| I‡j‡dqvi, Kgcøv‡qÝ Ges †d¬vi 

G¨Wwgb Awdmvi †_‡K cÖvß wdWe¨v‡Ki Dci wfwË K‡i wm×všÍ †b‡eb| cÖ‡qvR‡b D×©Zb 

KZ…©c‡ÿi mvnvh¨ †b‡eb| G cwjwmi kZ© f‡½i kvw¯Íg~jK e¨e¯’v ‡b‡eb| wb‡qvM, gRyix, 

cÖ‡gvkb, myweav`x, PvKzix, QzwU, kvw¯Í, PvKzixi Aemvb, wej, fvDPvi, ‡jvb, G¨WfvÝ Ges 

G msµvšÍ PzovšÍ Aby‡gv`b †`‡eb|  
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I‡qj‡dqvi 

 

 

 

 

 

 

 

 

 

 

 

 

 

Kgcøv‡qÝ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Executive (HR) 
Gw·wKDwUf (GBP Avi) 

G cwjwmi kZ© f‡½i kvw Í̄g~jK e¨e¯’v ‡b‡eb| wb‡qvM, gRyix, cÖ‡gvkb, myweav`x, PvKzix, 

QzwU, kvw Í̄, PvKzixi Aemvb, wej, fvDPvi, ‡jvb, G¨WfvÝ Ges G msµvšÍ cÖv_wgK 

Aby‡gv`b †`‡eb| e¨e¯’vcK (GBP Avi) †K mn‡hvMxZv Ki‡eb Ges Zvi wb‡`©kbv †g‡b 

Pj‡eb| 

Dpty. Manager (Welfare) 
Dct e¨e¯’vcK (I‡qj‡dqvi) 

 

 Executive (Welfare) 
Gw·wKDwUf (I‡qj‡dqvi) 

 

G msµvšÍ †h †Kvb Awf‡hvM cÖkvmb, GBP Avi Ges Kgcøv‡qÝ Gi †MvPixf’Z Ki‡eb 

Ges mgvav‡bi mn‡hvMxZv Ki‡eb| G msµvšÍ wdWe¨vKI wZwb †`‡eb Ges B›Uvibvj 

AwW‡U mn‡hvMxZv Ki‡eb| 

G msµvšÍ †h †Kvb Awf‡hvM Zvi e¨e¯’vcK‡K Rvbv‡eb Ges mgvav‡bi mn‡hvMxZv 

Ki‡eb| G msµvšÍ wdWe¨vK †`‡eb Ges B›Uvibvj AwWU mn wdì †j‡f‡j KvR 

Ki‡eb| 

GM  (Compliance) 
gnv-e¨e ’̄vcK (K¤úøv‡qÝ) 

 

Manager (Compliance) 
e¨e ’̄vcK (K¤úøv‡qÝ) 

Executive (Compliance) 
Gw·wKDwUf (K¤úøv‡qÝ) 

G msµvšÍ wdWe¨vK Gi Rb¨ B›Uvibvj AwWU Kiv‡eb| G msµvšÍ cwjwm cwigvR©b, 

cwee×©‡bi cÖ‡qvRb n‡j wZwb Ki‡eb| G msµvšÍ wMÖfvÝ n¨ÛwjsG cÖkvmb Ges GBP 

Avi‡K mn‡hvMxZv Ki‡eb cÖ‡qvR‡b DaŸ©Zb KZ…©c‡ÿi mv‡_ †hvMv‡hvM Ki‡eb| 

G msµvšÍ wdWe¨vK Gi Rb¨ B›Uvibvj AwWU Ki‡eb Ges Kiv‡eb| G msµvšÍ wdWe¨vK 

Dct-gnv-e¨e¯’vcK‡K †`‡eb Ges Zvi wb‡`©kbv †g‡b Pj‡eb| 

G msµvšÍ wdWe¨vK Gi Rb¨ wdì †j‡f‡j B›Uvibvj AwWU Ki‡eb| G msµvšÍ wdWe¨vK 

e¨e¯’vcK‡K †`‡eb Ges Zvi wb‡ ©̀kbv †g‡b Pj‡eb| 
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Routines& Procedures 
3.1 Implementation routine (ev¯Íevq‡bi mgqm~Px): 

 
       

Activities (What)       
Kvh©Kjvc (wK) 

Procedure (How)          
c×wZ (wKfv‡e) 

Who/Designation       
‡K/c`ex 

When          
KLb 

Time Line 

3.1.a   ‡Rvic~e©K/ e›`x/ 

Pzw³e× kÖg Kv‡R jvMv‡bv 

MÖnb‡hvM¨ ev mg_©b‡hvM¨ bq  

wb‡qvM c×wZ Abymib  wb‡qvM `j (GWwgb, 

I‡qj‡dqvi, GBP Avi) 

wb‡qv‡Mi mgq wba©vwiZ mgq †_‡K 

NUbv mgvavb Kiv 

ch©šÍ mgq 2 mßvn 

3.1.b  d¨v±ix‡Z cÖ‡e‡ki 

mgq Kg©Pvix‡`i †Kvb cÖKvi 

g~j cwiPq mb`cÎ, RvZxq 

mb`cÎ ev ‡Kvb UvKvi 

cÖ‡qvRb nq bv | 

wb‡qvM c×wZ Abymib Kiæb wb‡qvM `j (GWwgb, 

I‡qj‡dqvi, GBP Avi) 

wb‡qv‡Mi mgq wba©vwiZ mgq †_‡K 

NUbv mgvavb Kiv 

ch©šÍ mgq 4 mßvn 

3.1.c   cÖwZwbwa KZ…©K 

e¨eüZ kÖg/ wVKv`vi A‰ea 

e¨emvi mv‡_ RwoZ  

 

cÖ_‡g †`L‡Z n‡e ‡h 

cÖwZwbwa AšÍiv‡j A‰ea 

e¨emvi mv‡_ RwoZ wK bv 

cÖwZwbwa/ wVKv`v‡ii mv‡_ 

kÖg AvB‡bi 3.1.G Ges 

3.1.we aviv Abyhvqx Pzw³ 

m¤úv`b Ki‡Z n‡e| 

wb‡qvM `j (GWwgb, 

I‡qj‡dqvi, GBP Avi) 

wb‡qv‡Mi mgq cÖ‡hvR¨ bq 

3.1.d   Kg©Pvixiv Zv‡`i 

wbR¯ ̂B”Qv Abyhvqx Kg©iZ 

Pzw³I kZ© Abyhvqx KvR n‡Z 

c`Z¨vM Ki‡Z cvi‡e| 

  

Abycw¯’Z, cwieZ©b, AwZwi³ 

Drcv`‡bi Pvc Gi Kvi‡b 

Zvi ‡eZb ¯’wMZ Kiv hv‡e 

bv| 

NUbvP‡µ Kg©Pvix KZ„©K 

c`Z¨vMcÎ cÖ`vb 

mswkøó wmwbqi/wefvMxq 

e¨e¯’vcK‡K Rvbv‡Z n‡e 

wmwbqi/ wefvMxq e¨e¯’vcK 

mswkøó e¨w³i mv‡_ Kvib 

mg~n wb‡q ¯^í mg‡qi g‡a¨ 

Av‡jvPbv Ki‡e| 

hw` Zvnviv m¤§Z nq D³ 

e¨w³i cieZx© av‡ci Rb¨, 

Zvn‡j Zvnviv c`Z¨vMcÎ 

gvbem¤ú`/ cÖkvmb wefv‡Mi 

Kv‡Q Kvh©Ki nevi ZvwiL 

D‡jøL K‡i cvwV‡q w`‡e|  

GBP Avi Ges GWwgb 

`j 

Acmvib/ 

c`Z¨v‡Mi mgq 

wbav©wiZ mgq †_‡K 

NUbvi mgvavb 

ch©šÍ 2mßvn 
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gvbem¤ú`/ cÖkvmb wefvM 

Zvnvi e¨w³MZ bw_ cixÿv 

Ki‡e| †mB mv‡_ 

gvbem¤ú`/ cÖkvmb `j 

wnmve wefvM ‡_‡K 

wbwðZKib cÎ MÖnb Ki‡e|  

mswkøó e¨w³i c`Z¨vM MÖnb 

Kivi ZvwiL n‡Z kÖg AvBb 

Abyhvqx D³ e¨w³i m¤ú~Y© 

Ges PzovšÍ cvIbvw` 

gvbem¤ú`/ cÖkvmb wefvM 

cwi‡kva Ki‡e| 

NUbvµ‡g Acmvib, 

†Kv¤úvbx Pzw³ Abyhvqx 

Acmvi‡bi kZ© Abymib 

Ki‡e| 

3.1.e    Kg©iZ Ae¯’vq KR© 

ev gRyixi AMÖxg Ges 

RvgvbZ MÖnb                   

‡Kv¤úvbxi KR© c×wZ 

Abymib  

gvbem¤ú`, cÖkvmb 

Ges wnmve wefvM 

hLb †Kn K‡R©i 

Rb¨ Av‡e`b 

Ki‡e 

wbw`©ó mgq †_‡K 

mgvav‡bi mgq 

ch©šÍ 

3.1.f   Hw”QK AwZwi³ 

Kg©N›Uv 

cÖkvmb/ Drcv`b `j 

Drcv`‡bi Pvwn`vi Dci 

wfwË K‡i AwZmËi Hw”QK 

Kg©N›Uvi †Nvlbv w`‡e|  

hLb †Kvb kÖwg‡Ki AwZwi³ 

Kg©N›Uv m¤úv`b Ki‡Z 

mgm¨v nq| ZLb †m ª̀æZZvi 

mwnZ mswkøó Drcv`b 

D×©Z‡bi mwnZ †hvMv‡hvM 

Ki‡e| 

hw` Drcv`b `j Zvi QzwUi 

AbygwZ w`‡Z AcviM nq, 

Zvn‡j Drcv`b `j A_ev 

mswkøó e¨w³ gvbem¤ú`/ 

cÖkvmb wefvM‡K Rvbv‡e| 

gvbem¤ú`/ cÖkvmb `j 

Drcv`‡bi Pvc Ges D³ 

kÖwg‡Ki Awb”Qvi Kvib, ZLb 

Dfq w`K we‡ePbv K‡i 

gvbem¤ú` I cÖkvmb 

`j, I‡qj‡dqvi 

hLb †hgb 

AwZwi³ Kg©N›Uv 

nq| 

wbav©vwiZ mgq 

†_‡K mgvavb Kiv 

ch©šÍ 
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wb®úwË‡Z m¤§Z nIqv|   

 

 

 

3.2 Communication routines: (‡hvMv‡hv‡Mi mgqm~Px) 

 

Activities (What)       

Kvh©Kjvc (wK)    

Procedure (How)/types 

of communication tools    
c×wZ (wKfv‡e)/‡hvMv‡hv‡Mi 

wewfbœ gva¨g 

Who  

‡K 

When 

KLb 

Time Line 

3.2.a `‡ji g‡a¨ †hvMv‡hvM  mfv 

(mfvi Kvh© weeibx msiÿb Kiv) 

gvbem¤ú` Ges 

cÖkvmb `j, 

K¤úøv‡qÝ Ges 

I‡qj‡dqvi `j 

gvwmK cÖwZ gv‡mi †kl 

mßv‡n 

3.2.b   Uc g¨v‡bR‡g‡›Ui 

g‡a¨ †hvMv‡hvM (gvwjK/ 

wm×všÍ MÖnbKvix)             

mfv 

(mfvi Kvh© weeibx msiÿb Kiv) 

gvbem¤ú` Ges 

K¤úøv‡qÝ  

‰ÎgvwmK myweavgZ mg‡q 

3.2.c   wgW g¨v‡bR‡g‡›Ui 

g‡a¨ †hvMv‡hvM 

wgwUs/‡Uªwbs (wgwUs/ ‡Uªwbs Gi c~‡e© 

mswkøó e¨w³‡K cÖ_‡g ‡bvwUk 

cÖ`vb Ges wgwUs-Gi wm×v‡šÍi 

†iKW© msiÿb Kiv) 

GBP Avi GÛ 

G¨Wwgb wUg, 

K¤úøv‡qÝ GÛ 

I‡qj‡dqvi wUg 

cÖwZ gv‡m cÖwZ gv‡mi †kl 

mßv‡n 

3.2.d   we`¨gvb kÖwg‡Ki 

g‡a¨ †hvMv‡hvM 

wgwUs/ ‡Uªwbs/ wcG wm‡÷g/ 

‡bvwUk †evW© 

 (wgwUs/ ‡Uªwbs Gi c~‡e© mswkøó 

e¨w³‡K cÖ_‡g ‡bvwUk cÖ`vb Ges 

wgwUs-Gi wm×v‡šÍi †iKW© msiÿb 

Kiv ) 

GBP. Avi GÛ 

GWwgb wUg, 

K¤úøv‡qÝ GÛ 

I‡qj‡dqvi wUg 

hZ ZvovZvwo 

m¤¢e we`¨gvb 

mKj kÖwgKMb 

(cÖwZ Awa‡ek‡b 

40 R‡bi †ewk 

AskMÖnbKvix 

_vK‡Z cvi‡e bv) 

‡Uªwbs mgqm~Px 

Abymib Kiæb 

 

3.2.e    bZzb kÖwg‡Ki g‡a¨ 

†hvMv‡hvM 

wgwUs/ ‡Uªwbs/ wcG wm‡÷g/ 

‡bvwUk †evW© 

(wgwUs/ ‡Uªwbs Gi c~‡e© mswkøó 

e¨w³‡K cÖ_‡g ‡bvwUk cÖ`vb Ges 

wgwUs-Gi wm×v‡šÍi †iKW© msiÿb 

Kiv ) 

bZzb/ Awf‡lK 

`vwqZ¡cÖvß e¨w³/ 

I‡qj‡dqvi 

‡hvM`v‡bi ci 

†hvMv‡hvM (cÖwZ 

Awa‡ek‡b 40 

R‡bi †ewk 

AskMÖnbKvix 

_vK‡Z cvi‡e bv) 

cwiwPZ nIqvi 

mgqm~Px e¨envi 

 

*Prepare Training module & Schedule and follow accordingly 

‡Uªwbs Dcv`vb I mgqm~Px ˆZix Ges Zv h_vh_fv‡e Abymib Kiv 
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3.3 Feedback & Control routine: (wdWe¨vK Ges wbqš¿b mgqm~Px) 

 

Activities (What)             
Kvh©Kjvc (wK)    

Procedure (How)          
c×wZ (wKfv‡e) 

Who                  
‡K 

When               

KLb 

3.3.a Avf¨šÍixb wbixÿv  

‡h mKj welq e¨eüZ n‡e - 

1) †PKwj‡÷i gva¨‡g 

hvPvB Kiv †h †Rvoc~e©K 

kÖg 3.1 Ges 3.2 G 

D‡jøwLZ iæwUb Ges 

c×wZ iÿbv‡eÿb n‡”Q 

wKbv 
 

2)  G msµvšÍ cÖkœgvjv 

ˆZix Kiv Ges kÖwgK/ 

†cÖvWvKkb wgW 

g¨v‡bR‡g›U/ †cÖvWvKkb 

g¨v‡bR‡g›U/ gvbem¤ú` 

Ges cÖkvmb †_‡K 

wdWe¨vK †bIqv| 

 

Avf¨šÍixb wbixÿvi gva¨‡g 

m¤úv`b 

1. IqvK©vi B›Uvwf©D 

2. g¨v‡bR‡g›U B›Uvwf©D 

3. WKz‡g‡›Ukb †PwKs 

4. mivmwi cwi`k©b Ki‡Z n‡e 

Ges 3.1 Ges 3.2 c‡q›U¸wj 

h_vh_fv‡e Kvh©Ki n‡”Q wKbv Zv 

wbwðZ Kiv  

wb‡qvM c×wZ mwVKfv‡e n‡”Q wK 

bv Zv cwiÿv Kiv (3.1.a, 

3.1.b, 3.1.c)           

c`Z¨vM/ Acmvib c×wZ 

mwVKfv‡e n‡”Q wK bv Zv cwiÿv 

Kiv (3.1.d)                 

KR© c×wZ cixÿv Kiv (3.1.e)                                

AwZwi³ Kg©N›Uv iæwUb Abymv‡i 

Pj‡Q wK bv (3.1.f)                              

cÖwkÿ‡bi iæwUb Ges mgqm~Px 

h_vh_fv‡e Abymib Kiv (3.2)        

 Avf¨šÍixb wbixÿv `j 

 

cÖwZôv‡bi ¸iæ‡Z¡i 

Dci wfwË K‡i wKš‘ 

mgqm~Px  wbw`©óKib/ 

mywbw`©ófv‡e ‡Nvlbv 

Kiv| 

 

** For the feedback and 

control routine “when & 

Time line” columns are 

integrated together. 

3.3.b      cÖwZ‡e`b djvd‡ji Dci wfwË K‡i 

cÖwZ‡e`b ˆZix Kiv          

`j/ Uc g¨v‡bR‡g‡›Ui mv‡_ wgwUs 

wkï kÖg c×wZi mv‡_ 

mswkøó `j ev 

†Kv¤úvbxi cQ›` 

Abyhvqx †h †Kvb 

e¨w³|     

hZ ZvovZvwo m¤¢e 

c‡I e¨eüZ wdWe¨vK 

wbqg wKš‘ mgqm~Px 

wbw`©óKib/ 

mywbw`©ófv‡e ‡Nvlbv 
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g~j Kvib we‡kølb/ ‡Kb mgm¨v 

n‡jv? 

mwVK Kvib wbb©q   

Kiv| 

3.3.c    wbqš¿b `~N©Ubv NUvi m¤¢ve¨ SuzwK we‡kølY 

Kiv     

cÖwZ‡iva e¨e¯’v : GKB welq evi 

evi bv NUvi Rb¨ wK cÖwZ‡iva 

e¨e¯’v MÖnb Kiv n‡q‡Q? 

d‡jv Avc : cwiw¯’wZ Abyhvqx 

cÖwZ‡iva e¨e¯’v MÖnb| 

wkï kÖg c×wZi mv‡_ 

mswkøó `j ev 

†Kv¤úvbxi cQ›` 

Abyhvqx †h †Kvb 

e¨w³| 

cÖwZôv‡bi ¸iæ‡Z¡i 

Dci wfwË K‡i wKš‘ 

mgqm~Px wbw`©óKib/ 

‡Nvlbv Kiv 

3.3.d   cÖwZKvh©/ ms‡kvabg~jK hw` wdWe¨v‡Ki djvd‡j †Kvb 

c×wZi cwieZ©b Kiv `iKvi n‡j 

Z`vbyiæc fv‡e cwieZ©b Kiv 

hv‡e| 

m‡e©vcwi wkï kÖg 

e¨e¯’vi mv‡_ mswkøó 

`vwq‡Z¡ _vK‡e Uc 

g¨v‡bR‡g›U| 

wb‡qv‡Mi Dci wfwË 

K‡i 

 

 

 

4. Communication & Implementation: 
‡hvMv‡hvM Ges ev Í̄evqb t  

 

4.1 Communication: Follow the Communication routine (3.2) 

†hvMv‡hvM t †hvMv‡hv‡Mi mgqm~Px AbymiY Kiæb (3.2) 
 

4.2 Implementation: Follow the Implementation routine (3.1) 

ev Í̄evqb t ev¯Íevq‡bi mgqm~Px AbymiY Kiæb (3.1) 
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Monthly training schedule (gvwmK cÖwkÿb mgqm~Px) 
 

Sl

. 

Topics                          
welq 

Target 

Group 

(Participant

s)                 
`‡ji jÿ 

(AskMÖnbKvix) 

Trainer      
cÖwkÿK 

Responsibl

e 

Departme

nt       
`vwqZ¡cÖvß 

wefvM 

Training 

Period 

Frequency    
cybt cybt msMwVZ    Date    

ZvwiL 
Time   
mgq 

1 

Induction/Orientation for newly 

recruited Workers/ Employees, 

Appointment letter.             
bZzb kÖwgK/ Kg©Pvixi cwiwPwZ, 

wb‡qvMcÎ cÖ`vb 

Newly 

Recruited 

Workers 
bZzb kÖwgK wb‡qvM 

Respective 

Welfare & HR 

Officer 
wbR wbR Kj¨vb Ges 

gvbem¤ú` Kg©KZv© 

HRD 
gvbem¤ú` wefvM 

After 

Recruitment 
wb‡qv‡Mi c‡i 

Continuous 
Pjgvb 

2 

Working Hours, Overtime, 

Calculation of Wages & OT, 

and Company Code of Conduct. 
Kg©N›Uv, AwZwi³ Kg©N›Uv, gRyix Ges 

AwZwi³ Kg©N›Uvi wnmve, †Kv¤úvbxi 

bxwZgvjv 

Workers 
kÖwgKMb 

 Sr. Executive-HR 
wmt Gw·wKDwUf - GBP 

Avi 

HRD 
gvbem¤ú` wefvM   

Continuous 
Pjgvb 

3 
Buyer's Code Of Conduct.  
evqv‡ii bxwZgvjv 

Workers 
kÖwgKMb 

 Executive 

Compliance 
Gw·wKDwUf K¤úøv‡qÝ 

Compliance/

HRD   

Continuous 
Pjgvb 

4 

Disciplinary Procedure, 

Compensation & Benefit 

(Including Leave facilities). 
kvw¯Íg~jK e¨e¯’v, ÿwZc~ib I myweavmg~n 

(QzwUi myweavmg~n) 

Workers 
kÖwgKMb 

 Sr. Executive-HR 
wmt Gw·wKDwUf - GBP 

Avi 

HRD 
gvbem¤ú` wefvM   

Continuous 
Pjgvb 

5 

Child Labor, Forced Labor, 

Discrimination, Harassment & 

abusive behavior. 
wkïkÖg, †Rvic~e©K kÖg, ˆelg¨, nqivwb 

Gesnqivbx Ges Lvivc AvPib 

Concerned team 

for forced labor 
‡Rvic~e©K kÖ‡gi 

Rb¨ mswkøó `j  

DGM, HR 

compliance  
wWwRGg, GBP Avi 

K¤úøv‡qÝ 

HR & 

Compliance 
gvbem¤ú` Ges  

K¤úøv‡qÝ 

  

Once in 6 

months 
6 gv‡m GKevi 

6 

Child Labor, Forced Labor, 

Discrimination, Harassment & 

abusive behavior. 
wkïkÖg, †Rvic~e©K kÖg, ˆelg¨, nqivwb 

Gesnqivbx Ges Lvivc AvPib 

Top 

management 
Uc g¨v‡bR‡g‡›U 

DGM, HR 

compliance 
wWwRGg, GBP Avi 

K¤úøv‡qÝ 

HR & 

Compliance 
gvbem¤ú` Ges  

K¤úøv‡qÝ 

  

After develop 

policy or after 

any revision 
bxwZgvjv Dbœq‡bi 

c‡i A_ev cÖKvwkZ 

nIqvi c‡i 

7 

Child Labor, Forced Labor, 

Discrimination, Harassment & 

abusive behavior. 
wkïkÖg, †Rvic~e©K kÖg, ˆelg¨, nqivwb 

Gesnqivbx Ges Lvivc AvPib 

Mid-Level 

Management 
wgW-‡j‡fj 

g¨v‡bR‡g‡›U 

Manager-HR 
e¨e¯’vcK-GBP Avi 

HRD 
gvbem¤ú` wefvM   

Continuous 
Pjgvb 

8 
Child Labor, Forced Labor, 

Discrimination, Harassment & 

 Workers 
kÖwgKMb 

Sr. Executive-HR 
wmt Gw·wKDwUf - GBP 

HRD 
gvbem¤ú` wefvM   

Continuous 
Pjgvb 
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abusive behavior. 
wkïkÖg, †Rvic~e©K kÖg, ˆelg¨, nqivwb 

Gesnqivbx Ges Lvivc AvPib 

Avi 

 

5. Feedback & Control: Follow the Feedback & Control routine (3.3). 

wdWe¨vK Ges wbqš¿b : wdWe¨vK Ges wbqš¿‡bi mgqm~Px Abymib Kiv (3.3)| 

 

Example of reporting: (wi‡cvU© Gi D`vnib) 

Internal Audit Findings & Correction Plan 

AvšÍ ch©‡eÿb mgm¨vmg~n Ges mgvavb cwiKíbv 

Date:  

ZvwiL: 

Company Name:  cÖwZôv‡bi bvg  

Unit name:   BDwb‡Ui bvg  

Internal Auditor:  AvšÍ ch©‡eÿK  

Team:  `j  

Audit Number  ch©‡eÿb bv¤^vi  

Audit Report Submission date                    
ch©‡eÿb ZvwjKv cÖ`v‡bi ZvwiL 

 

 

 

Audit 

Findings    
mgm¨vmg~n 

ch©‡eÿb 

Root cause 

analysis         
g~j Kvib we‡kølb 

Corrective 

actions            
mwVK Kvib wbb©q 

Responsible 

person             
`vwqZ¡cÖvß e¨w³ 

Proposed 

completion date             
KvR© m¤úv`‡bi m¤¢ve¨ 

ZvwiL 

Remarks           
gšÍe¨ 

      

 

Controlling activities:  
 

Risk analysis: At first analyze the risk, who, why and how break the rule and assess the impact.  
SzuwK we‡kølb : cÖ_‡g SzuwK we‡kølb Ki‡Z n‡e, †K, †Kb Ges wKfv‡e wbqg f½ K‡i‡Q Ges msNv‡Zi cwigvb wba©vib Ki‡Z 

n‡e| 

 

Preventive action: Take preventive action based on risk analysis. 
cÖwZ‡iva e¨e¯’v : SzuwK we‡køl‡bi wfwË‡Z cÖwZ‡iva e¨e¯’v wb‡Z n‡e| 

  

Follow up: Follow up the routine that, is it working! 
Abymib Kiv: iæwU‡bi gva¨‡g Abymib Ki‡Z n‡e †h, GUv KvR Ki‡Q wK bv! 

 

Remediation: To resolve the raised issue.  

   mgvavb    : DØy× mgm¨v mgvav‡bi wm×všÍ MÖnb Kiv| 
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cwjwm Kvh©Ki‡bi `vwqZ¡cÖvß e¨w³ t 

Avwid Avn‡¤§` Lvb – wmwbt wR.Gg (Kgcøv‡qÝ) 

 

 

 

cwjwmi ch©v‡jvPbv, ms‡kvab, cwigvR©b t  

 

mK‡ji wdWe¨v‡Ki djvd‡ji Dci wfwË K‡i cÖ‡qvR‡b D³ cwjwm †Kv¤úvbx, kªg AvBb Abyhvqx †h †Kvb wbqg Kvbyb 

cwigvR©b, ms‡hvRb, we‡hvRb Kivi ¶gZv msi¶b K‡i|  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

cwjwm Kvh©K‡ii ZvwiL  t AvMó 2013 

2q wiwfD ZvwiL   t AvMó 2014 

3q wiwfD ZvwiL   t AvMó 2015 

4_© wiwfD ZvwiL   t AvMó 2016 

5g wiwfD ZvwiL   t Rvbyqvix 2018 

6ô wiwfD ZvwiL   t Rvbyqvix 2019 
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