
;'/lIft lgIf]k ns/sf] nflu cfj]bg

ldltM
;Demf}tf g++M  
ns/ g+=
rfjL g+=
kf;j8{M>Ldfg\ zfvf k|aGws Ho",

sfdgf ;]jf ljsf; a}+s ln,

cz'n ul/Psf] ns/ z'NsM ? 
dflh{g /sd ?

ejbLo,

ns/ cfj]bg :jLs[t ug]{ns/ cfj]bg sfo{jfxL ug]{

a}+s k|of]hgsf] nflu dfq

zfvf .

dxf]bo,

tkfO{sf] a}+sdf     cfsf/sf] Pp6f ns/ dnfO{÷xfdLnfO{ pknAw u/fpgsf] nflu d÷xfdL cg'/f]w ub{5'÷5f}+ . d÷xfdLnfO{ 
ns/sf] jflif{s z'Ns clu|d ?kdf e'QmfgL ug'{kg]{{ / s'g} klg xfntdf pNn]lvt z'Ns lkmtf{ x'g] 5}g elg yfxf 5 / pNn]lvt jflif{s z'Ns tyf dflh{g /sdnfO{ 
d]/f]÷xfd|f] lqmoflzn vftf g+=    af6 8]la6 ul/lng a}+snfO{ cVtLof/L lbPsf] 5'÷5f}+ . cfj]bgsf] k5f8L kl6\6sf] efudf pNn]
v ul/P adf]lhdsf zt{ tyf aGb]h x? d}+n]÷xfdLn] k"0f{?kdf cWoog ul/ a'‰of}+ / xfdL /Ltk"j{s kfngf ug]{5f}+ .

;f] ns/       åf/f ;+rfng ul/g]5 .

O{hfhtkq jfxssf] ljj/0f x:tfIf/

gfdM

k]zfM

7]ufgfM

kmf]g g+=M

gfdM

k]zfM

7]ufgfM

kmf]g g+=M

kmf]6f]

kmf]6f]



sfdgf  ;]jf ljsf; a}+s lnld6]8 -o;kl5 o;nfO{ Ohfhtkq bftf eg]/ elgg]5_ åf/f Ohfhtkq
jfxsnfO{ Ohfht kq lb+bf lgodg ul/g] zt{x?

!= pNn]lvt kIfx?sf] ;DaGw Ohfhtkq bftf / Ohfhtkq jfxssf] ?kdf /xg] 5 .
@= sfdgf  ;]jf ljsf; a}+s lnld6]8 -;'/lIft lgIf]k ns/ ljefu_ ;a} sfo{ lbgx?df a}+lsË ;doe/ ;fwf/0ftof v'Nnf /xg]5 / ;a} zlgjf/ tyf ;fj{hlgs 

ljbfsf lbgx?df k"0f{tof aGb /xg]5 .
#= ns/sf nflu ;a} z'Nsx? s8fO{k"j{s clu|d ?kdf e'QmfgL ul/g' kg]{5 / dfu u/] jf gu/] klg afFsL z'Ns glt/]sf] cj:yfdf ns/;Dd hfgsf] nflu 

cg'dlt c:jLsf/ ug]{ clwsf/ a}s ;+u /xg]5 .  
$= Ohfhtkq jfxsåf/f Ohfhtkq bftfnfO{ ltg'{ kg]{ cfjZos z'Nsx? Ohfhtkq bftfdf /x]sf] Ohfhtkq jfxssf] a}+s vftfaf6 l;w} 8]la6 ul/g]5 . 
%= Ohfhtkq jfxs;Fu ns/ dfly s'g} clwsf/ x'g] 5}g t/ k|of]u ug]{ / oxfF pNn]lvt zt{x? adf]lhd ;Demf}tfsf] cl:tTj cjlwe/ ToxfF;Dd k'Ug] dfq 

clwsf/ x'g]5 . ;f]lx adf]lhd ns/ jf o;sf] s'g} efu ;'lDkg] jf k'gM ef8fdf lbg] clwsf/ Ohfhtkq jfxs;Fu x'g] 5}g / ;fy} Ohfhtkq jfxssf] d[To' 
jf lbjfnLof ePsf] cj:yfdf Ohfhtkq ;dfKt x'g]5 . sfuhft, uxgf jf cGo d"Nojfg ;fdfg jfx]s cGo p2]Zosf] nflu ns/ k|of]u ug{ Ohfhtkq 
jfxsnfO{ cg'dlt lbO{g]5}g / Ohfhkqjfxsn] s'g} klg ljikmf]6s, xflgsf/s jf 3fts k|s[ltsf j:t'x? /fVgsf] nflu ns/ k|of]u ul/g] 5}g .   

^= rf]/L, cfuhgL, b'3{6gf, OTofbL h:tf tyf cGo s'g} klg sf/0fn] ns/df /x]sf s'g} j:t', sfuhft, ;'/If0f jf d"Nojfg ;fdfgx?sf] cf+lzs jf k"0f{  
gf]S;fg, Iflt jf xfgL gf]S;fgL ePsf] v08df Ohfhtkq bftfn] s'g} klg bfloTj jf lhDd]jf/L Joxf]g]{ 5}g .  

&= Ohfhtkqsf] Dofb ;dfKt x'g] ldlteGbf cuf8L & lbgsf] lnlvt Dofb lbO{ s'g} klg kIfn] Ohfhtkq ;Demf}tfsf] cGt ug{ ;Sg]5 / o:tf] cj:yfdf ns/
sf] rfjL Ohfhtkq jfxsn] Ohfhtkq bftfnfO{ Ohfhtkq ;dfKt ePsf] lbgsf] sfof{no ;doleq x:tfGt/0f ug'{ kg]{5 . 

*= ns/ ;DaGwdf Ohfhtkq ;Demf}tfnfO{ pk/f]Qm adf]lhdsf] s'g} klg ;"rgf glbPsf] v08df ;Demf}tf Dofb ;dfKt eP kl5 ns/ yk Ps jif{sf] nflu 
gljs/0f ePsf] dflgg]5 / Ohfhtkq jfxsn] Ohfhtkq bftfnfO{ Ohfhtkq glas/0f tyf cGo z¬Ns cljnDj ltg'{ kg]{5 . t/ ;f]lx ;dodf pkflh{t 
Ohfhtkq bftfsf] clwsf/k|lt k"jf{u|xL geO{ of] zt{ nfu' ePsf] dflgg]5] .   

(= Ohfhtkq jfxs lj?4 Ohfhtkq bftf;Fu x'g] cGo pkrf/x?k|lt k'jf{u|xL g/xL dfu ul/P jf gul/Pklg jflif{s z'Ns glt/]sf] cj:yfdf jf Ohfhtkq 
jfxsåf/f s'g} klg zt{ e+u u/]sf] cj:yfdf jf nuftf/ b'O{ jif{;Dd ns/sf] ;+rfng gu/]df ns/ k|of]usf] ;a} clwsf/ Ohfhtkq bftfdf x'g]5 / ;f] 
ns/ kmf]g]{, jf a}+sn] plrt ;Dem] adf]lhd pQm ns/sf] nflu a}+såf/f lgwf{l/t z"Nsdf ns/df /x]sf ;fdfgx? k7fpg] -Ohfhtkq jfxssf] hf]lvddf 
kf;{n 8fFs jf cGo s'g} dfWodaf6_ jf ;f]lx 7fpFdf /fVg], Ohfhtkq jfxsnfO{ s'g} ;"rgf jf ;+s]t glbO{ j:t'x? ljqmL ug]{ tyf yk ef8f tyf cGo 
Zf'Nsx?sf] e'QmfgLsf] nflu plrt ljqmL sf/jfxL cuf8L a9fpg] clwsf/ Ohfhtkq bftf;Fu x'g]5 .       

!)=olb Ohfhtkq jfxsn] ns/sf] rfjL x/fPdf Ohfhtkq bftfnfO{ clanDa ;'lrt ug'{ kg]{5 . ns/ km]l/ vf]Nbf tyf tfnf jf rfjL km]bf{ nfUg] ;a} 
vr{x? Ohfhtkq jfxsn] Joxf]g'{ kg]{ 5 . ns/ tyf ns/ 9f]sfdf ul/g' kg]{ ;a} dd{t sfo{x? Ohfhtkq bftfåf/f lgo'Qm sfdbf/åf/f dfq ul/g] 5 .  

!!=Ohfhtkq jfxssf] 7]ufgf kl/jt{g af/] Ohfhtkq bftfnfO{ ;'lrt ul/g' k5{ / Ohfhtkq jfxssf] btf{jfn 7]ufgfdf 8fFsåf/f k7fO{g] s'g} ;"rgf jf s'g} 
klg cj:yfdf lghsf] 7]ufgfdf k'u] adf]lhd l/tk"j{s tfd]n ePsf] dflgg]5 .  

!@=hfhtkq bftfsf] OR5fsf] sf/0fn] geO{ ulDe/ jf cTofjZos sf/0fx? jf cGo sf/0fx?n] ubf{ a}+ssf] ns/ ljefunfO{ ns/ vf]Ng c;'/lIft 
÷cg'ko'Qm nfu]]df jf ns/ ljefun] cfjZos ;Dem] adf]lhdsf] cjlw;Ddsf] nflu aGb ug]{ clwsf/ Ohfhtkq bftf;Fu ;'/lIft /xg]5 . ljgf k'j{ ;"rgf 
ljefusf] z'? jf clGtd sfof{no ;do kl/jt{g ug]{ clwsf/ Ohfhtkq bftf;Fu ;'/lIft /xg]5 . 

!#=ns/sf] rfjL ;'/lIft /fVg tyf ns/x?sf] sf]8 gDa/ af/] slx s;}nfO{ s'g} tl/sfaf6 hfgsf/L glbg  Ohfhtkq jfxsx?nfO{ r]tfjgL lbO{Psf] 5  . 
!$=jflif{s ef8f z'Nsdf kl/jt{g ;lxt ;do ;dodf Ohfhtkq bftfåf/f ckgfO{g] lgod sfg"gnfO{ kfngf ug{ Ohfhtkq jfxs k"0f{ ?kdf ;xdt 5 . 
!%=;'/lIft lgIf]k ns/ leq ;+u|lxt ;fdfgx? j}w >f]t dfkm{t sdfO{Psf]÷:jfldTj u|x0f ul/Psf] / cft+sjfbdf nufgL h:tf u}/sfg"gL p2]Zosf] nflu k|of]u 

ul/g]5}gg\ elg Ohfhtkq jfxs k'i6L ub{5 . 
!^=;'/lIft lgIf]k ns/ leq ;+u|lxt ;fdfgx?sf] ljdfsf] nflu Ohfhtkq bftf lhDd]jf/ x'g] 5}g . cfjZos ;Dem] adf]lhd Ohfhtkq jfxsn] cfˆg} vr{df 

ljdf kf]lnl; vl/b ug{ ;lsg]5 .
!&=Ohfhtkq jfxsn] lbPsf ;a} hfgsf/L ;To tYo 5g\ . s'g} unt hfgsf/L lbO{Psf]df ;Demf}tf :jtM cGt x'g]5 elg Ohfhtkq jfxs :j3f]if0ff ub{5 

;fy} cfjZos ePdf ;'/lIft lgIf]k ns/x? kmf]g{÷vf]Ng Ohfhtkq jfxs Ohfhtkq bftfnfO{ cfjZos clwsf/ k|bfg ub{5 .

cfj]bssf] x:tfIf/÷5fk



clVtof/L kq

kmf]6f]
>Ldfg\ zfvf k|aGws Ho", 
sfdgf  ;]jf ljsf; a}+s ln=,

cflwsfl/s Ph]06sf] x:tfIf/

cflwsfl/s Ph]06sf] gfd

cflwsfl/s x:tfIf/÷x?

Ohfhtkq jfxssf] gfd

cflwsfl/s Ph]06;Fusf] ;DaGwM

ldltM

zfvf .

dxf]bo,

  ljifoM d}+n]÷xfdLn] Ohfhtkq u|x0f u/]sf] ns/ g+=         ;+rfng ug]{ clVtof/L ;DaGwdf .

pk/f]Qm adf]lhdsf] ns/sf] ;Gbe{df pk/f]Qm ns/ ;+rfng ug{ d÷xfdLn] d]/f]÷xfd|f] cflwsfl/s Ph]06 lgo'lQm u/]sf 5f}+ / pQm cflwsfl/s Ph]06åf/f 
cfjZos k/]sf] a]nf d]/f]÷xfd|f] tkm{af6 pQm ns/ x:tfGt/0f ug]{ sfo{ ;lxt ;f] ;DaGwL ;Dk"0f{ ljifox?df pQm cflwl/s Ph]06nfO ;Dk'0f{ clVtof/L k|bfg 
u/]sf] hfgsf/L lbG5f}+ . 

ejbLo,
 



d]/f]÷xfd|f] x:tfGtl/t ns/sf] tfnfsf] k|lt:yfkgsf] nflu d]/f]÷xfd|f] vftf g+     df 8]la6 ug{ jf d]/f] ;'/Iff 
lgIf]k /sdaf6 s§L ug{ tkfO{nfO{ clwsf/ k|bfg ul/G5 / olb s'g} e'QmfgL tyf jflif{s z'Ns afFls ePdf ;f] ;d]t c;'n pk/ ug'{ o;} lgj]bg dfkm{t pxfFnfO{ 
k"0f{ clVtof/L lbOPsf] 5 .

ejlbo,

jflif{s e'QmfgL afFls z"Ns ?
tfnfsf] k|lt:yfkgsf] nflu c;'n ul/Psf] ?

>Ldfg\ zfvf k|aGws Ho", 
sfdgf  ;]jf ljsf; a}+s ln=,

ljifoM ns/ x:tfGt/0f ;DaGwdf

a}+s k|of]hgsf] nflu dfq

cflwsf/Ls x:tfIf/

ldltM

zfvf .

b]xfo adf]lhdsf] ljj/0f ePsf] d]/f]÷xfd|f] ns/ aGb ug{ d÷xfdL cg'/f]w ub{5f}+ .

Ohfhtkq jfxssf] gfdM

ns/ g+=

lkmtf{ ul/Psf] rfjL g+=

:jLs[t ug]{hfFr ug]{

ns/ x:tfGt/0f lgj]bg



d}n]÷ xfdLn] ns/df hfbfF sfg'gn] lgif]w u/]sf j:t'x? h:t} M ljikmf]6s kbfy{, xft xltof/, cft+sjfbL lqmofsnfkdf k|of]u x'g] ;fdfu|Lx?, nfu" kbfy{ cflb 
nufptsf j:t'x? sbfkL /fVg] / af]Sg] 5}g .

>Ldfg\ zfvf k|aGws Ho", 
sfdgf  ;]jf ljsf; a}+s ln=,

cflwsf/Ls x:tfIf/

ldltM

zfvf .

d÷xfdL b]xfo adf]lhdsf] d]/f]÷xfd|f] ;'/lIft lgIf]k ns/df k|j]z ug{ rfxG5f}+M

u|fxssf] gfdM

ns/ k|j]z lgj]bg



ns/ ljefu  
gd"gf x:tfIf/ sf8{

>Ldfg\ zfvf k|aGws Ho", 
sfdgf  ;]jf ljsf; a}+s ln=,

ldltM

;Demf}tf g+=

zfvf .

s'g} Ps         ;+o"Qm?kdf

kf;j8{M

ns/ g+=

Ohfhtkq jfxs -x?_sf] gfdM

ljz]if lgb]{zgx?M s[kof-√_lrGx nufpg'xf];\        

kmf]6f]

Ohfhtkq jfxssf] x:tfIf/

Ohfhtkq jfxssf] x:tfIf/ k|dfl0ft ug]{ :jLs[t ug]{



dnfO{÷xfdLnfO{ ;'lDkPsf] ns/ g+=                   sf] ns/  
rfjL g+=         d÷xfdLn] a'lemlnPsf] 5'÷ 5f}+ .

ns/ ljefu

>Ldfg\ zfvf k|aGws Ho", 
sfdgf  ;]jf ljsf; a}+s ln=,

ldltM

;Demf}tf g+=

zfvf .

Ohfhtkq jfxs -x?_sf] gfdM

7]ufgfM

Ohfhtkq jfxssf] x:tfIf/



Record of Visit

Date of In time Signature Out time Signature Signature of 
Access     Custodian/s

Name of Customer:  

Name of authorized user: 

Locker No:
Please put 
your photo 

here

Please put 
your photo 

here



SDL Key Transfer Register

S.N Date Handover By Signature Takeover By Signature Time Witness


