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‡Kv÷ Uªv÷, cÖavb Kvh©vjq, XvKv|  
 
 
welq t j¨vcUc/‡W¯‹U‡ci Data Backup I Internet Security bxwZgvjv|  
 
ms¯’vi Z_¨ msi¶b Ges Z_¨ †hvMv‡hvM e¨e¯’vcbv †K wbqgZvwš¿K Kivi Rb¨ Data Backup I Internet Security 
bxwZgvjv cÖbqb Kiv n‡q‡Q| D³ bxwZgvjvq wbb¥wjwLZ welq¸‡jv Aš—f©~³ Kiv n‡q‡Q hv mKj Kw¤úDUvi 
e¨enviKvix‡`i Rb¨ Aek¨ cvjbxq wnmv‡e we‡ewPZ n‡e| GwU †KD cvjb bv Ki‡j †Kv÷ gvbe m¤ú` bxwZgvjv 
Abyhvqx Misconduct Gi AvIZvq co‡eb| cieZx© eQ‡i G bxwZgvjvwU ms¯’vi evrmwiK WvBix‡Z ms‡hvwRZ 
n‡e|   
 
1.  cÖv_wgK msi¶b t mKj j¨vcUc/‡W¯‹Uc Kw¤úDUvi Gi dvBj mgyn D, E ev cieZx©  †h‡Kvb Drive G 
 mw¾Z K‡i ivL‡Z n‡e| C Drive Z_v Desktop I My document G †Kvb ai‡Yi ¸iZ¡c~Y© File ivLv 
 hv‡e bv |  
 
2.  Anti virus e¨envi t mKj j¨vcUc/†W¯‹Uc Kw¤úDUvi G Licensed Anti Virus I Internet Security 

_vK‡Z n‡e| wbqwgZ fv‡e D³ Internet Security Update Ki‡Z n‡e| D³ Anti Virus Gi †gqv` †kl 
nIqvi 15 w`b c~‡e© bZzb Licensed Anti Virus msMÖn Ki‡Z n‡e †hb †gqv` †kl nIqvi GK mßvn c~‡e©B  
bZzbwU Install Kiv hvq| cÖwZ gv‡m by¨bZg GKevi K‡i Kw¤úDUvi Full Scan Ki‡Z n‡e|   

 
3.  Internet e¨vKAvc t m¤¢e n‡j AwZ¸i“Z¡ c~Y© dvBj ¸‡jv Internet /Cloud backup system e¨envi K‡i  

msi¶b Ki‡Z n‡e| (Google documents: Gmail ID I Google Chrome e¨envi K‡i 
https://docs.google.com  Ges  Box.com : ID e¨envi K‡i https:// www.box.com  gva¨‡g Data 
Backup Kiv m¤¢e ) 

 
4.  †h mKj WKz‡g›U msi¶b Gi AvIZvq Avm‡e t Software data backup, official formats, circular, 

position papers, pre publication draft, publication PDF or Illustrator files, project proposal or 
concept notes, all financial documents, meeting minutes, draft newspaper advertisements, 
member’s financial information of the branch, program photos, case studies, newsletter, 
program videos and other documents.     

 
5.  msi¶b c×wZt †hmKj Kg©KZ©vi Kv‡Q G ai‡b dvBj _vK‡e wZwb wbR `vwq‡Z¡  IT Section ‡K Zvi GB 
 File Backup Gi e¨vcv‡i AewnZ I m‡nv‡hvwMZv Ki‡eb| 
 
6.  msi¶b Gi gva¨g t CD / DVD / USB External HDD / Cloud Backup service (Internet media) hv 
 mswk−ó  AÂ‡ji AvBmwU mgš^qKvixiv Ges cÖavb Kvh©vj‡q mgš^qKvix/cÖavb-AvBwmwU  `vwq‡Z¡ _vK‡eb|  
 
7.  ‡MvcwbqZv I wbivcËv t msiw¶Z dvBjmgyn ïaygvÎ msi¶‡b I Avc` Kvwjb mg‡q e¨env‡ii Rb¨| 

cieZ©x Kv‡j GB dvBj  wb‡Z n‡j h_vh_ KZ…©c‡¶i AbygwZ µ‡g e¨envi Ki‡Z n‡e | 
 
8. mgq I avivevwnKZvt  AvÂwjK I cÖavb Kvh©vjq ch©v‡q cÖwZ gv‡m GKevi I kvLv ch©v‡q kvLv e¨e¯’vcK 
 wbR`vwq‡Z¡ ïaygvÎ Excel application Folder cÖwZgv‡m CD/DVD  †Z GKevi Ges IT wefvM kvLv ch©v‡q 
 cÖwZ 2 gv‡m  GKevi  Data Backup ‡b‡e| cÖwZ eQi ‡k‡l  DVD †Z Final Backup wnmv‡e cÖavb 
 Kvh©vj‡q h_vh_ wbeÜ‡bi gva¨‡g msi¶b Ki‡Z n‡e| G mKj msiw¶Z Document Gi GKUv wj÷ 
 _vK‡e hv cÖwZgv‡m Update K‡i cÖavb Kvh©vj‡q msiw¶Z _vK‡e|  
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9.  B-‡gBj msi¶b t †Kv÷ Gi wb‡R¯^ Email Account G †Kvb File ev Mail Rgv ivLv hv‡ebv| cÖ‡qvRbxq 
 Email mgyn COAST Gmail ID ‡Z msi¶b Ki‡Z n‡e| ïaygvÎ hviv mswk −ó Zv‡`i‡K Kwc †`qv Ges 
 Ab¨‡`i‡K bv †`qv Ges B‡gBj h_v m¤¢e msw¶ß Ges Positive fv‡e wjL‡Z n‡e| GLv‡b D‡j −L¨ †h 
 †Kvb Correspondence hv‡K Address Kiv n‡q‡Q Zv‡K Qvov Ab¨ KvD‡K Kwc w`‡j Zvi ‡gŠwLK AbygwZ 
 ‡bqv|    
 
10. Awdwm‡qj B-‡gBj ID w`‡q e¨w³MZ wel‡q Kiv hv‡e bv Ges Awdwm‡qj ‡gBj cvVv‡bvi Rb¨ 
 e¨w³MZ ID e¨envi Kiv hv‡e bv|    
 
11.  cÖwZwU Kw¤úDUvi/‡gvevBj †mU †Lvjvi Rb¨ Password e¨envi Ki‡Z n‡e|  
 
12.  B-‡gB‡j Download Ki‡Z nq Ggb dvBj w`‡Z n‡j hv‡K cvVv‡bv n‡”Q Zvi Internet access Ae¯’v  
  we‡ePbv Ki‡Z n‡e|   
 
13.  cÖ‡Z¨K wØZxq ZË¡veavq‡Ki Kv‡Q mswk −ó mnKgx©‡`i Awdwm‡qj B-‡gB‡ji Password _vK‡e hv‡Z K‡i 
  wZwb B”Qv Ki‡j ev‡R †gBj, e¨w³MZ †gBj, e¨env‡ii ‡iKW© BZ¨vw` m¤ú‡K© gwbUwis Ki‡Z cv‡ib|    
 
14.  Awdm PjvKvjxb mg‡q cÖwÎKvi Internet version, Face book, You tube BZ¨vw` mvgvwRK Websites  
  mgyn wbe©vnx cwiPjv‡Ki AbygwZ Qvov e¨envi Kiv hv‡e bv|  
 
15.  AvÂwjK ch©v‡q-mgš̂qKvix-AvBwmwU Ges †K› ª̀xq ch©v‡q-Gmwm/cÖavb-AvBwmwU AÎ bxwZgvjvwU  
  gwbUwis Ki‡eb |   
 
ab¨ev` 

 
mbZ Kzgvi †fŠwgK 
cwiPvjK 
ZvwiLt 11 AvM÷, 2012 Bs‡iRx|  
 


