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!=k[i7e"ldM 

cf=a= @)&!÷)&@ sf] aflif{s k|utL ;ldIffsf] 

 

k|ltj]bg @)&@ 

 

lhNnfdf ljsf; lgdf{0fsf] If]qdf ;]jf k|jfx ug{sf] nflu ljleGg ;/sf/L tyf u}/ ;/sf/L 

;+3 ;+:yfx? pkl:ylt /x]sf cj:yf xf] . ljutsf jif{x?df of]hgfx? 5gf}6 ty sfof{Gjog 

ubf{ of]hgf;+u ;DjGwLt ;/f]sf/jfnf kIfx?;+u cfjZos ;dGjo 5nkmn gul/ sfd 

sjf{xLx? cufl8 j9fpbf PsftL/ s'g 7fpFdf s ePsf] xf] eGg] ;f]sf] hfgsf/L gx'g' csf{ 

tk{m Pp6 sfdnfO ljleGg ;]jf k|bfos lgsfox?n] b]vfP/ /sd vr ug]{ cj:yf /xof] 

h;n ubf[ ;]jfk|jfxdf bf]xf]/f]kgf x'g uPsf] cj:yf xf] . jflif{s k|ult ;ldIff sfo{qmd 

dfkm{t ljutdf ePsf] sfo{{ s] lyP s;/L ;+rfng ul/of] / s] pknlAw /Xof] Oltxf;sf] 

;ldIff u/L To;df ePsf sdhf]/L kIfx?sf] ;'wf/ / /fd|f kIfx?sf] cg';/0f ug kg]{ x'G5 .  

clxn]sf jt{dfg cj:yfdf ;fj{hgLs ;'g'jfO{, ;fj{hgLs kl/If0f tyf ;fdflhs kl/If0f tyf  

aflif{s ;ldIff h:tf lqmofsnfkx?sf dfWodjf6 sfd ug]{ k|lqmof tyf ;Dkflbt 

lqmofsnfkx?sf kf/blz{tf sfoo ug'{ cfjZos /x]sf]5 . 

 

:yfgLo :jfoQ zf;g P]g @)%% df Joj:yf eP jdf]lhd lhNnf ljsf; ;ldltsf cfof]hgf 

tyf g]kfn hnafo' kl/at{g ;xof]u sfo{qmdsf]  cfly{s ;xof]udf ?s'd lhNnfdf sfo{/t 

;/sf/L, u}/ ;/sf/L ;+:yf, ufpF ljsf; ;ldltx? Tyf gu/kflnsfn] u/]sf ljleGg sfo{x? -

ef}lts k"j{wf/ ljsf;, ;fdflhs z;lQms/0f, cfocfh{g tyf ul/lj lgjf/0f, r]tgfd'ns 

sfo{qmd, cflb_ sf] k|ult ;ldIff ;DkGg ePsf] 5 . lhNnf ljsf; ;ldlts ?s'dsf :yfgLo 

ljsf; clwsf/L e/t s'df/ zdf{sf] cWoIftf ;+DkGg pQm sfo{qmddf ?s'd lhNnfdf sfo{/t 

ljleGg $( ;/sf/L tyf u}/;/sf/L ;+:yfx? Tfyf $! j6} ufpF ljsf; ;ldlt tyf ! 

gu/kflnsf ;xefuL ePsf lyP . pQm sfo{qmd @)&@÷)$÷)^, b]lv )* ut] ;Dd tLg 

lbg ;Dd ;~rfng ePsf] sfo{qmddf /fhg}lts bnsf k|d'v tyf k|ltlglwx?n] ;lqmo ?kdf 

;xeflu eO{ dxTjk'0f{ ;Nnfx tyf ;'emfjx? lbPsf lyP . 

 

@= p2]ZoM 

 

o; sfo{qmdsf] d'Vo p2]Zo lhNnfdf sfo{/t ;/sf/L tyf u}/;/sf/L ;+:yfx? dfkm{t 

lhNnfdf eP u/]sf sfo{qmdx?sf] k|s[lt, nfefGjLt ;d'bfo, s'n nfut,  To;sf pknAwL / 

sfo{qmd ;+rfngdf b]lvPsf l;sfO{, ;kmntfsf syfx?, ;d:of ;fdfwfgsf pkfo tyf 

cfufdL lbgx?sf sfo{qmd ;+rfngsf] nflu k[i7kf]if0f lng cflb af/]df ;/f]sf/jfnfx? ljr 

Aofks 5nkmn ul/ cfufdL lbgx?df ;'wf/sf nflu ;'emfj lbg /x]sf lyof] . 



 

 

# ;ldIff uf]i7L ;+rfng ljlwM 

 

k|:t'tLs/0f tyf 5nkmn / cGt/lqmof tyf 5nkmn . 
 

 

$= ;ldIff uf]i7L ;+rfng ul/Psf] ldlt M– 

 

ldlt @)&@ >fj0f ^, & / * ut]  # lbg;Dd . 
 

 

%=jflif{s k|ult ;ldIff sfo{qmddf k|ult k]z ug]{ ;/sf/L tyf u}/;/sf/L, uflj; tyf 

gu/kflnsf sfof{nosf] gfdfjnL 

 

!= lhNnf ljsf; ;ldltsf] sfof{no, ?s'd 

@= lhNnf k|fljlws sfof{no, ?s'd 

#= lhNnf :jf:Yo sfof{no, ?s'd 

$= lhNnf s[lif ljsf; sfof{no, ?s'd 

%= dWoklZrdf~rn l;+rfO ;j l8lehg sfof{no, ?s'd 

^= 3/]n' tyf ;fgf pBf]u ljsf; ;ldltsf sfof{no, ?s'd 

&= lhNnf jg sfof{no, ?s'd 

*= vfg]kfgL tyf ;/;kmfO l8lehg sfof{no, ?s'd 

(= lhNnf kz ;]jf sfof{no, ?s'd 

!)= lhNnf e";+/If0f sfof{no, ?s'd 

!!= dlxnf tyf jfnjfnLsf sfof{no, ?s'd 

!@= lhNnf lzIff sfof{no, ?s'd 

!#= ;dlztf]i0f t/sf/L jLp pTkfbg s]Gb|, rf+kf ?s'd 

!$=:yfgLo ljsf; sf]if, ?s'd 

!%=klZrd pRr kxf8L ul/jL lgjf/0f cfof]hgf, ?s'd 

!^= ?s'd]nL ljB't phf ;ldlt 

!&= s[lif ljsf; j}+s 

!*= g]kfn 6]lnsd 

!(= cf/l;cfO{ 8Jn' 

@)=lhNnf phf{ tyf jftfj/0f zfvf,  

@!=ko{6g k|a4g tyf jftfa/0f ;+/If0f s]Gb|, ?s'd 

@@= g]kfn vfB ;+:yfg 

@#= o'gfO6]8 ld;g 6' g]kfn, ?s'd sni6 

@$= l;k|]8 ?s'd 

@%= j]; ?s'd 

@^= dfgj clwsf/sf nflu Psn dlxnf Psn dlxnf lhNnf ;+hfn, ?s'd 

@&= ?kfGt/0f g]kfn, jx';/f]sf/jnf jg sfo{qmd 

@*= /f8f/ ?s'd 

@(= l;:g o'jf Snj ?s'd 

#)= l8k|f]S; g]kfn 
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#!= ;fd'bflos jg pkef]Qmf dxf;+3 lhNnf zfvf ?s'd 

#@= x'/]8 sf;{ ?s'd 

##= lds g]kfn 

#$= jfn ;/f]sf/ s]Gb| 

#%= ?s'd]nL ;dfh ljsf; s]Gb| 

#^= u|fdL0f cfwf/e't ljsf; kl/of]hgf 

#&= g]kfn hghfu/0f d~r 

#*= ckfË ;+/If0f d~r 

#(= pTk]l8t ;fd'bflos ljsf; s]Gb| 

$)= x/Kn]; 

$!= ckf+u jx'pb]ZoLo k'g{:kgf s]Gb| 

$@= g]kfn /]8qm; ;f];fOl6 ?s'd 

$#= ls;fg ?s'd 

$$=lhNnf n3' pBdL ;d'x ;+3 

$%=blnt ;]jf ;+3, ?s'd 

$^=;fgf]e]/L Pkm=Pd= 

$& ljsf;sf nflu ;+o'Qm cleofg g]kfn zfvf sfof{no, ?s'd 

$* lv|li6og ;dfh ljsf; s]Gb| cleofg, ?s'd 

 g]kfn hnafo' kl/at{g ;xof]u sfo{qmd 

$( ;a}  $! ufpF ljsf; ;ldlt sfof{nox? 

%)  d'l;sf]6 gu/kflnsf sfof{no, vn+uf ?sd' 

 

 

 

^= jflif{s ;ldIff sfo{qmdf p7fg ul/Psf ;'emfjx? 

 

 

 

s_ lhNnf ag sfo{fno, ?s'd 

 

cfufld ah]6df gf+uf le/kfvfx?df xl/ofnL agfpg cfaZos ah]6sf] Joa:yf ug'{ kg]{ . 

lhNnfdf /x]sf h+unL lhahGt' rf]/L lgsf;L sd ug{ cfaZos kxn ug'{ kg]{ . pGgt r 'Nff]sf] 

k|a4g u/L ag ljgf;sf] qmdnfO{ x6fpg kg]{ . ufpF ljsf; ;ldltx? ;+u ;xsfo{ u/]/ sfo{qmd 

;+rfng ug'{ kg]{ . ;fd'bflos ag tyf xl/ofnL jgdf xl/ofnL sfod ug{ cfa:os Wofg lbg 

kg]{ .  

v_ dWo klZrdf~rn l;+rfO{ ljsf; ;j l8lehg sfof{no . 

 

%! k|ltzt dfq ljlQo k|ult b]lvPsf] . /fggLlts bn, lhNnf ljsf; ;ldlt;+u cfaZos 

;dGjo u/]/ pkef]Qf ;ldlt u7g u/L sfo{qmd ;+rfng ug{ kg]{ . /sd lkm|hx'g glbg ;Dks[ 

tyf ;dGjo a9fO{ sfo{ug{ cfaZos Wofg lbg kg]{ .  

 

u_ lhNnf s[lif ljsf; sfof{no ?s'd 



 

 

sfo{qmd ;+rfng kfPs kg]{ :yfgdf dfq ;+rfng ul/Psf] b]lvPsf]n] b'u{d If]qdf ;d]t sfo{qmd 

;+rfng ug{ kg]{ . ds}df nfUf]sf] /f]u lgoGq0f ug{ g;Sbf ds}sf] pTkfbgdf sldx'g] b]lvPsf] .  

 

3_ lhNnf afnsNof0f ;ldlt ?s'd 

 

lhNnfdf Jffnu[x ;+rfng ug{sf nflu lhNnf afnsNof0f ;ldltn] cfaZos lhDd]jf/L lng kg]{ 

. 

 

ª_ ;+3 ;+:yftkm{ 
 

  jflif{s k|ult ;ldIff j}7sdf sfo{qmd k|:t't ug]{ ;+3;+:yfx?sf] ;+Vof pNn]vgLo ?kdf 
j9]sf] kfOof] 

  hjfkmb]xLtfsf] ljsf; ePsf] . 

  ;ldIff sfo{qmddf k|:t'tLs/0f gug]{ ;+3 ;+:yfnfO lnlvt ?kdf ;r]t u/fpg] / cfufdL 
lbgdf To:tf ;+3 ;+:yfx? ;+u ;xsfo{ gug{ klg ;lsg . 

 

 

r_ g]skf Pdfn] ;lrj xl/k|zfb zdf{ 

 

ljleGg sfo{qmddf b]lvg] bf]xf]/f]kgf sd ug{ lhNnf ljsf; ;ldltn] cfj:os ;dGjo u/]/ 

u}/ ;/sf/L sfof{no tyf cGo ljifout sfof{nosf sfo{qmddf bf]xf]/f kg cfpg glbg tyf 

cfj:os If]qdf sfo{qmd ;+rfng ug{sf nflu cfj:os ;'emfj tyf lgb]{zg lbg kg]{ .  

;/sf/L sfof{nosf] k|:tfljt /sd lk|mh ePsf] b]lvPsf] o;nfO{ sd ug{ ;dGjo cfaZos 

ePsf] tyf sd{rf/Ln] ;lx?kdf sfo{ ug{ kg]{ . sfo{qmd ;+rfng ubf{ kfPs kg]{ :yfgdf dfq 

;+rfng ul/Psf] b]lvof] . lhNnfsf] ljsf;nfO{ ult lbg /fhgLlts bnx? ;xsfo{ ug{ tof/ 

ePsf] . >dbfg ePsf] b]lvb}g . nlIft au{sf] ah]6 sfof{Gjogdf ;DalGwt ;dGjo ;ldltn] 

cfaZos kxn ug'{ kg]{ .  

 

5_ /fd;'/ a'9f -P=g]=kf= dfcf]afbL_ 

 

glthf lgSng] lsl;dsf sfo{qmdx? Dfq ;+rfng ug'{ kg]{ . ko{6gsf] If]qsf sfo{qmd sd 

b]lvPsf]n] o; tkm{ cfaZos Wofg lbg kg]{ . u}/ ;/sf/L ;+:yfsf] sfo{qmdnfO{ k|efasf/L u/fpg 

kf/blz{tfnfO{ Wofg lbg kg]{ . ufpF ljsf; ;ldltx?n] ;d]t cg'udg ug]{ sfo{nfO{ ;d]6g kg]{ . 

uflj;n] ug]{ sfo{ lhNnf:t/jf6 ;+rfng ug]{ sfo{df bf]xf]/f]kgf b]lvPsf]n] o;nfO{ ;'wf/ ug'{ kg]{ .  

 

 

 

 



 

 

h_ :yfgLo ljsf; clwsf/L >L e/ts'df/ zdf{, lhNnf ljsf; ;ldltsf] sfof{no ?s'd . 

 

 

  sfo{qmd ;kmn kfg pkl:yt ;j}nfO ;lqmo ;xeflutfsf nflu wGojfb 1fkg . 

  sfo{qmddf lh1f;f ;lxt k|i6 kfg]{ k|of; ePsf] 5 . cfkmgf sfo{qmd k|lt ;j}sf] 

hjfkmb]lxtf j9]sf] b]lvof] . 

  hgtf k|lt sfof{no ;w} pQ/bflo /xg] 5 . cfkmgf sfo{qmdsf] hjfkmb]lxtf lng ;j} 

sfof{no tof/ /xg] 5g . 

  lhNnfn kf/blz{tfsf] gd'gf k]z u/]sf] 5 . sld sdhf]/LnfO ;'wf/ ub}{ n}hfg] k|ltj4tf 

;d]t JoQm . 

  sfo{qmdnfO{ k|efjsf/L jgfpg ;+o'Qm cg'udg sfo{nfO k|efjsf/L jgfO{g] 5 . o;af6 

;'zf;gsf] k|Tofe'lt ;d]t x'g] 5 . 

  kf/blz{ ?kdf ljleGg nlIft ju{sf] ;d]t ;xeflutfdf sfo{qmd ;Dkfbg ul/Psf] 5 . 

cfufld aif{df klg o; sfo{nfO lg/Gt/tf ;lxt ;/f]sf/jfnfx?sf] e'ldsfnfO cem 

k|efjsf/L jgfO nlIft ju{sf ;lqmo ;xeflutfdf sfo{qmd ;+rfng ul/g] 5 . 

 

  cfufld lbgx?df lhNnfsf] ljsf;sf lqmofsnfkx?nfO{ cem al9 kmnbflo agfpg !^ a'w] 

3f]if0f kq ;a}sf] ;Nnfx / ;'emfadf tof/ ul/Psf] / o;} cg'?k ;j} sfof{nox?n] 

cfkm\gf gLlt tyf sfo{qmd ;+rfng ug{kg]{ 5 .  

 

 

 

em_ lg0f{ox? 

 

    o; jflif{s k|ult ;ldIffsf] uf]li7df 5nkmnsf qmddf p7]sf ljifo j:t'nfO cfufdL jif{df 

;'wf/ ug{sf nflu !^ a'w] 3f]if0f kq hf/L u/L sfof{Gjog ug]{ k|lta4tf cg';f/sf gLlt 

tyf sfo{qmdx? cjnDjg ul/ hfg] lg0f{o ul/of] . 

 

^_ ;f/f+;  

 

cfly{s jif @)&!÷)&@ df ;Dkfbg ul/Psf cfof]hgfx¿sf] jflif{s ;ldIff uf]i7L lhNnf 

ljsf; ;ldlt ¿s'dsf cfof]hgfdf ;DkGg ul/Psf 5 . tLg lbg;Dd ;~rflnt 

jflif{s ;ldIff sfo{qmddf lhNnf ljsf; ;ldltsf sfof{no, ljifout sfof{nox¿, 

lhNnfdf sfo{/t bft[ lgsfo, :yfgLo u}/;/sf/L ;+3;+:yf tyf ufpF ljsf; ;ldlt / 

gu/kflnsfn] jflif{s k|ult k|:t't u/]sf lyP . k|ult k|ltj]bgdf ljz]if u/L ;8s, l;+rfO{, 

vfg]kfgL, e';+/If0f, s[lif, nlIft ;d'xsf z;lQms/0f tyf ;fdflhskl/rfng 

nufPtsf If]qdf  d'Vo pknAwLx? /xsf] 5 . cfufdL jif{df cg'udgsf] If]qnfO emg} 



 

dha't agfpFb} hf/L ul/Psf] 3f]if0ff kq cg';f/  of]hgf / ;+/rgf tof/ u/L cuf8L 

a9g''kg]{ cfjZostf /x]sf] 5 . 

 ;'zf;gnfO j9fjf lbg tyf kf/blz{tf Pj+ cfly{s cg'zf;g sfod ug{sf] nflu 

;fj{hgLs ;'g'jfO{, hgn]vf kl/If0f tyf ;fdflhs kl/If0fsf sfo{df ljz]if hf]8 lbg 

kg]{ cfjZostf dx;'; ul/Psf] 5 . nlIft ju{sf] of]hgf th'{df k|lqmof jl9 eGbf j9L 

;xeflutf ;'lglZr ug{ of]hgf th'{df k|lqmof b]lv sfof{Gjog r/0f;Dd ;fdflhs kl/rfng 

sfo{nfO ;zQm jgfpg] sfo{sf] hf]8 lbg kg]{ cfjZostf dx;'; ul/Psf] 5 . sfo{qmddf 

;xefuLx¿åf/f ;f}xf4{k"0f  

 

jftfj/0fdf la:t[t ?kdf 5nkmn ul/ jflif{s ;ldIff sfo{qmdnfO{ ;dfkg ul/Psf lyof] . 

 

 

 

 

cf=a= @)&!.)&@ sf] lhNnf :t/Lo aflif{s k|ult ;ldIff 

uf]li7df ul/Psf] k|lta4tf 

cf=a= @)&!.)&@ df lhNnf :t/Lo aflif{s ;ldIff uf]li7 lhNnf ljsf; ;ldltsf] 

sfof{no ?s'dsf] cfof]hgfdf lhNnfl:yt ljleGg ;/sf/L sfof{nox?, u}/ ;/sf/L 

;+3;+:yfx?, gu/kflnsf, ufpF ljsf; ;ldltx? tyf /fhgLlts bn tyf 

;+rf/sld{x?sf] pkl:yltdf k|ult ;ldIff ub}{ k|fKt k|ult k|lta]bg, sfo{ cEof;, l;sfO{ 

/ r'gf}lt ;d]tnfO{ Wofgdf /flv ljsf; lgdf{0f sfo{ cem kf/blz{, hg pQ/bflo tyf 

hg;xeflutd'ns ;'zf;go'Qm, u'0f:t/Lo / hgd'lv agfpb} cfly{s tyf ;fdflhs 

?kdf ;d'Ggt lhNnf lgdf{0f ug{ tklzn adf]lhdsf d'No dfGotf canDag u/L 

k|efasf/L sfof{Gjog ug]{ ;fd'lxs k|lta4tf ul/of] 

!_ lhNnfsf ;a} lgsfox?n] of]hgf tyf sfo{qmd sfof{Gjog ubf{ bf]xf]/f]kgf x6fpg 

;DalGwt lh=lj=;, uf=lj=;= tyf g=kf= ;+u clgafo{ ?kdf ;dGjo ul/g]5 . 

@_ cfde]nfaf6 ;DalGwt sfof{nosf] k|ltlglwsf] pkl:yltdf cg'udg ;ldlt ;lxtsf]  

pkef]Qmf ;ldlt u7g u/L %) k|ltzt dlxnf / %) k|ltzt o"jfx?sf] ;xeflutf 

;'lglZrt ug{ >dbfgdf % k|ltzt /sd ;x'lnot k|bfg ul/g] 5 .  

$_ ? %) xhf/ eGbf al9 nfut ePsf cfof]hgfdf clgafo{ ?kdf  xf]l8{ª af]8{ /fVg] / 

pkef]Qmf ;ldltn] /sd e'Qmflg dfu ubf{ sfo{ ;'? ug'{ eGbf cufl8sf] kmf]6f] / ;DkGg 

eP kl5sf] kmf]6f] /fVg] Joa:yf ul/g] 5 . 



 

%_  lh=lj=;, uf=lj=;=, ljifout sfof{no tyf ;+3;+:yfx? ;a}n]  cfof]hgf tyf 

sfo{qmd ;DkGg eO{ clGtd e'QmfgL ug'{ eGbf klxn] clgjfo{ ?kdf ;fa{hlgs n]vf 

kl/If0f ug]{ Joa:yf ul/g]5 . 

^_ laifout sfof{no, g=kf tyf uf=lj=;=x?sf] sfdsfjf{xLnfO{ cem al9 kf/blz{ / 

hgpQ/bflo agfpg aif{df slDtdf @ k6s ;fa{hlgs ;'g'jfO{ ul/g]5 . 

&_ ;a} laifout sfof{nox?, ;+3 ;+:yfx?n] d'Vo cfof]hgf tyf sfo{qmdx? ;DkGg 

ePkl5 lhNnf cg'udg tyf ;'kl/a]If0f ;ldltaf6 cg'udg u/fpg] Aoa:yf ul/g] 5 . 

*_ ufpF ljsf; ;ldlt cGtu{t ;+rflnt cfof]hgfx? ;DkGg ePkl5 ufpF cg'udg tyf 

;'kl/a]If0f ;ldltaf6 cg'udg u/fpg] Aoa:yf ul/g] 5 . 

(_ lh=lj=;=, g=kf=, uf=lj=;= tyf ljifout sfof{no / ;+3 ;+:yfn] ;DkGg cfof]hgf 

tyf sfo{qmdx?sf] ljj/0f sfof{nodf ;a}n] b]Vg] :yfgdf slDtdf ^ dlxgf ;Dd /xg] 

u/L ;fa{hlgs ug]{ .  

!)_ ;a} ufpF ljsf; ;ldltx?af6 ufpF kfZj{lrq / ufpF kl/ifb\sf] lg0f{o k'l:tsf 5kfO{  

lat/0f  ul/g]5 . 

!!_ lhNnf ljsf; ;ldlt, gu/kflnsf tyf ;a} ufpF ljsf; ;ldltx?df Account 

Software dfkm{t n]vf k|0ffln sfof{Gjog u/Lg] 5 . 

!@_ g=kf= / uf=lj=;=x?n] ;fdflhs ;'/Iff eQfsf] nut cBfalws u/L kf}if d;fGt 

;Dd lh=lj=;=df k7fpg] tyf ;fdflhs ;'/Iff eQf #% lbg leq lat/0f u/L clgafo{ 

?kdf k]lZs km5\of}{6 ul/g]5 . 

!#_ lh=lj=;=, g=kf= tyf ufpF ljsf; ;ldltx?sf] cfGtl/s >f]t a9fpg pRr 

k|fyldstf lbO{g]5  .  

!$_ nlIft au{sf sfo{qmd 5gf}6 ubf{ :yfgLo lgsfo >f]t kl/rfng tyf Aoa:yfkg 

sfo{lalw @)^( adf]lhd  r]tgfd'ns tyf ;zlQms/0f, cfly{s tyf ;fdflhs 

ljsf;nfO{ k|fyldstf lbO{g]5  . 

!%_ :yfgLo lgsfo tyf cGo ;/f]sf/jfnfx?jf6 ;+rfng x'g] ljsf; lgdf{0fsf 

sfo{qmdx?df jftfj/0f tyf hnjfo' kl/at{g cg's'ng d}qL k4ltsf] ;'lglZrt ul/g]5 

.  

!^_ /fli6«o cleofgsf sfo{qmdx? nfO{ k|fyldstfsf cfwf/df ;+rfng ul/g]5 .  



 

&= sfo{qmdsf s]lx emnsx? 

 

 

 



 

 
 


