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p©~«z v©ļ{Ķz Ľ{¶cap©è¦ſa© ~©ªc ªtrã£t 

{¶ p©~«z v¬ªĔpa© rï ª¥a©Ta¶ Q¢s©|o©z© Rs©ģ|p gÊ {¥a© zò{ r¬T y©c¦ſ gţ:  a¶¤è, | p©~«z ¥©zĸ«¦ſ Ê  

a²ª¦ Rs©|yp ª¥Ť©Ąp | ª¢ªs¦ſ Qvt©[| p{©| v©ģ|[a¶ {¶ v¬ªĔpa© Ľ{¶ca¶ ~©ªc ªtĊt ªtrã£t¦ſ ĽĔp¬p cģ|[a¶ g 

¥©z©Ą{ ¥¬i©¢ 

Í. {¶ v¬ªĔpa©z© ªrT[a¶ £Ĉr yÿm©|z© y[a© £Ĉr, £Ĉr©¢~« pq© ªpt«¦ſa¶ vģ|y©¤© Qă{{t ct¬è¦¶¥̧ Ê 

Î. a¶¤è ¥Ċ¢Ąs« h©ta©|«a¶ ¥zĸ UŤ²Ē{ Qă{{t ct¬è¦¶¥̧ Ê 

Ï. ĽĀ{²a z¶m̧{¬~a¶ p©~«za¶ vª¦~¶ ªrtz³ ¥x³ Ľª£ï©qĨ¦ſ~©T ª¥ñt¬ vtã ¥«v¦ſa¶ ¥f« Ľr©t ct¬è¦¶¥ | ª¥a©Ta¶ 

zĎ{©Oat cģ|t² pģ|a© xp©Ut¬¦¶¥̧ Ê 

Ð. ĽĀ{²a v©la¶ ª¥a©Ta¶ UŤ²Ē{¦ſ |©Ł¶ ¥Nc Qă{{t ct¬è¦¶¥̧ Ê 

Ñ. ĽĀ{²a v©la¶ v©l {¶ht© Qă{{t ct¬è¦¶¥̧ | Ľª£ï©qĨ¦ſa¶ Ĕp| | p©~«z Ľr©{a ¥OĔq©z© Uv~Ĉs Ń¶p xz¶ªhz 

v©l {¶ht© vģ|z©hèt ct¬è¦¶¥̧ Ê 

Ò. v©l {¶ht© pq© {¥z© UĎ~²b y[ xz¶ªhz Ľª£ïo ª¢ªs (¦ſ) gt·k ct¬è¦¶¥̧ Ê 

Ó. ĽĀ{²a v©la¶ Ľª£ïo £¬ſ ct¬è Qc©ªm ¥¶ v©l¥Nc ¥Ċ¢Ąs«p Qă{{t ¥©zĸ« (Hand-outs) Qă{{t ct¬è¦¶¥̧ Ê 

Ô. Ľª£ïoa¶ x²~©z© ¥a²¥Ċz s²|³ žĒ{ ¥©zĸ«¦ſa¶ Ľ{¶c ct¬è¦¶¥̧ Ê a²ª¦ z¬ò{ žĒ{ ¥©zĸ«¦ſ {¶ p©~«z v¬ªĔpa©z© 

vªt ¥z©¢²£ cģ|[a© gţ Ê 

Õ. ĽĀ{²a v©la¶ QĄĀ{z© Ľª£ï©qĨ¦ſa¶ zĎ{©Oat ct¬è¦¶¥̧ Ê {¶ p©~«z v¬ªĔpa©z© ªrT[a¶ Qĉ{©¥ vĻ¦ſ 

(Assignment Sheets) Ľ{¶c ct¬è¦¶¥̧ Ê 

ÍÌ. p©~«za¶ vª¦~¶ ªrtz³ ¢© ĽĀ{²a v©la¶ QĄĀ{z© Qă{{t ¥©zĸ«¦ſ (Hand-outs) ª¢p|o ct¬è¦¶¥̧ Ê 

ÍÍ. z·ªba Ľű, g~w~, QĄp|ªĶ{©, ¥©z¬ª¦a Qĉ{©¥, ªtrãª£p Qĉ{©¥, [a~ Qĉ{©¥, Ľ{¶c©Āza Qĉ{©¥, a©{è 

¢©p©¢|oa¶ Ľ{¶c©Āza ð©t Ľ©ªŬa¶ ~©ªc ¢©Ĕpª¢a a©{èï²Ļa¶ Q¢~¶at ŀzo pq© Ľª£ï©qĨ a²ªĄļp ª¥a©T 

ª¢ªs¦ſ Q¢~Ċxt ct¬è¦¶¥̧ Ê 

ÍÎ. {¶ p©~«z v¬ªĔpa© p{©| ctã ª¢¤{ ª¢ð~² ¥«v | ð©ta¶ ~©ªc R¢Ē{a vtã Qt¬z©ªtp ¥z{ UĎ~²b c|²a© gţ Ê 

pq©v«, ª¥a©Ta¶ UŤ²Ē{ Ľ©ªŬa¶ ¥¬ªtªŰpp©a¶ ~©ªc Ľª£ïa~² Rćt¶ Qt¬y¢ Ľ{¶c ctè ¥ñt²g Ê 

¥«v p©~«z x©|² ¥¬i©¢ 

Í. ĽĀ{²a ¥«va¶ Ľr£èt (Demonstration) ct¬è yĄr© Qc©ªm a©{è ¥Ċv©rt ªtrãª£a© (Performance Guide) 

Qă{{t ct¬è¦¶¥̧ | Ľª£ï©qĨ¦ſ~©T Qă{{t ctè ªrt¬¦¶¥̧ Ê 

Î. ¥©z©Ą{ cªpz© ĽĀ{²a z¶m̧{¬~a¶ ¥«v Ľr£èt c|²| r²b©Ut¬¦¶¥̧ Ê ¥«v Ľr£èt cr©è b¬m̧ªa~©¦ſ xp©UNr³ | ¥ªaĄg yt² 

RxĒ{a ð©t vªt yĄr³ h©t¬¦¶¥̧Ê   

Ï. ¥«v Ľr£èt cr©è  z¦Ā¢voè (ă{©t ªrt¬vtã) | ¥¬|ï© ¥Ċ¢Ąs« b¬m̧ªa~© r¶¦¶Ĵ {©Ur³ ct¬è¦¶¥̧ Ê 

Ð. ¥«vz© rïp© Ľ©Ŭ ctèa¶ ~©ªc R¢Ē{ap© Qt¬¥©| Ľª£ï©qĨ¦ſ~©T r¶¦¶Ĵ {©Ut² | v¬tP r¶¦¶Ĵ {©Ut² Q¢¥| Ľr©t 

ct¬è¦¶¥̧ Ê  

Ñ. Ľª£ï©qĨ¦ſa¶ ªt|Ąp| zĎ{©Oat ct¬è¦¶¥̧Ê 

Ò. ĽĀ{²a z¶m̧{¬~z© Qĉ{©¥ a©{è c|©UNr³ vģ|{¶ht© | ¥Ċ¢Ąs«p ¥zĔ{© (Project and Problem) ªr[| Ľ{©Ŭ 

Qĉ{©¥a¶ x©p©¢|o xt©Ut¬¦¶¥̧Ê  

Ľª£ï©qĨ~² ¥«v h©Ąt² z©Ļ ¦¶St, ĽĀ{²a ¥«v ¥Ċv©rt ctè ¥ïz ¦İt¬ vgè yĄt² t³ Ĕz|o ct¬èvtã ¥x³yĄr© z¦Ā¢voè 

a¬|© ¦¶ Ê Ýh©Ąt¬Þ yĄr© Ýct¬èÞ z© a²ªĄļp ct¬è¦¶¥̧ Ê 
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a¶¤èa¶ h©ta©|« 
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a¶¤è Ľ{¶cap©è¦ſa© ~©ªc z©cèr£èt 

 

t²v©~a© {¬¢© {¬¢p«¦ſ Ĕ¢r²£z³ a©zctè Sög¬a ¢© ª¢r²£ h©t p{©| y[| x¥²a© Ĕ¢r²£z© pq© ª¢ªyĄt ¢³r²ª£a z¬~¬az© |¦²a© 

¦¶k²~ Ċ{©t²hz²Ąk Uũ¶c QĄpcèpa© đ{¢¥©ª{a pq© ¦¶k²~ Ċ{©t²hz²Ąk (¦©U¥ªaªve) a¶ a©z ctã ¥ñt² UŤ²Ē{~² p{©| 

v©ģ|[a¶ {¶ [Uk© Ĉ{©¢¥©{«a p©~«za¶ ~©ªc v²£©cp a¶¤è ¦¶Ê 

{¶ a¶¤è xt©Ut a²ª¦ ¥©z©Ą{ ª¥Ť©Ąp pq© a©{èª¢s«¦ſ Qx~Ċxt cģ|[a¶ gÊ {¶ a¶¤è ¦¶k²~ Ċ{©t²hz²Ąk (¦©U¥ªaªve) ctã 

¥z¦~² a¶¤è Ľ{¶c ctã Ľ{¶cap©è¦ſ~©T ªtĊt z©cèr£èt¦ſ Ľr©t ctè f©¦ĄgÊ 

Í. {¥ a¶¤èz© ¥O~ót £Ĉr/£Ĉr©¢~«¦ſ pq© Ĉ{©ò{© Qă{{t ct¬è¦¶~©Ê 

Î. p©~«za¶ UŤ²Ē{ Qă{{t ct¬è¦¶~©Ê 

Ï. ĽĀ{²a v©la¶ QªĄpz a©{è ¥Ċv©r©t UŪ²Ē{ | R¢Ē{a ð©t |©Ł|« Qă{{t ct¬è¦¶~©Ê 

Ð. Ľª£ï©qĨ¦ſ~©T vª¦~¶ ªrtz³ ¥«v¦ſa¶ ¥f« pq© Ut«¦ſa¶ ª¥a©T~©T a¥|« zĎ{©Oat cģ|Ąg yĄt² a¬|©a¶ 

h©ta©|« c|©Ut¬¦¶¥̧Ê  

Ñ. Ľª£ïa~² Ľª£ï©qĨa¶ a®{©a~©v¦ſ, žĒ{¥©z©ĸ«, Ľª£ï©qĨ~©T ctè ªrSt² a©{è¦ſ x©|²z© a¶¤èz© ªrS[a© ªtĊt 

a¬|©¦ſ ¥z²k²| {¶ht© ct¬èvrèg Ê ¦İtp {¶ ªtrãª£a©z© vªt v©l {¶ht© ªrS[a¶ g p| Ľª£ïa~² Uv~Ĉs Ń¶p ¥©st 

| QĄ{ R¢Ē{ap© Qt¬¥©| UŤ²Ē{ vģ|z©hèt ctè ¥ñt²gţÊ  

¶ Skill/Topic ¥«v/ª£¤èa 

¶ Performance Objective a©{è ¢sèa UŪ²Ē{  

¶  Enabling Objective ð©t¢sèa UŤ²Ē{ 

Ò. ¥Ċitvtã ¥¢³yĄr© z¦Ā¢voè a¬|© p a² ¦¶ yt², Ľª£ï©qĨ~² ĽĀ{²a a©{è (task) a¶ x©|²z©  q©¦© v©[| z©Ļ v¬ór³t, ctè 

h©t²a¶ ¦İt vrègÊ Ā{¥³~² q©¦© v©Ut²z© z©Ļ tyT c|©Tz© a²ªĄļp ¦İt¬¦¶¥̧Ê   

Ó. a¶¤èz© UĎ~²ªbp ¥«v/ð©t¦ſa© ~©ªc ªx¤{¥Nc ¥Ċ¢Ąs«p ª¢ð¦ſ~² z¶k©z¶k« Qt¬z©t c|²| |©b²a¶ ¥z{ y[a¶~² 

Ľª£ïa¦ſ~² Rćt³ ª¦¥©x~² Qc©m« xņt ¥ñt²gţ p| a©{è ¢sèa UŤ²Ē{¦ſ yt² Ľ©Ŭ y[a¶ ¥¬ªtªŰp cģ|t¬vrègÊ  

Ô. Ľª£ïa~² Ľª£ï©qĨ¦ſ~©T vģ|{¶ht© pq© ¥zĔ{©¦ſ (Project and Problem) ªrt ¥Ď~©¦ ªrSĄgÊ  
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p©~«za¶ h©ta©|« 

 

p©~«za¶ ª£¤èa 

 

¦©U¥ªaªve [k²Ąm²Ąk (Housekeeping Attendent)  p©~«z 

UŤ²Ē{ {¶ a©{èĶza¶ z¬ò{ UŤ²Ē{ Ĕ¢r²£ pq© b©m« z¬~¬a (hĔp³ ap©|, ¥O{¬Ň Q|x Tªz|²ķ¥, ¥©Ur« 

Q|x, x¦|©Tt, a¬¢²p, _z©t Rªr) ~c©{pa© ª¢ªyĄt ¢³r²ª£a z¬~¬az© |¦²a© ¦¶k²~ Ċ{©t²hz²Ąk 

Uũ¶c QĄpcèpa© đ{©¢¥©ª{a pq© ¦¶k²~¦ſz© Rs©|yp ¦©U¥ªaªve [k²Ąm²Ąk a©za¶ ¥²¢© Ľr©t 

ctè ¥ñt² ¦©U¥ªaªve [k²Ąm²Ąka¶ (Housekeeping Attendent)  UĀv©rt ctã |¦²a¶ g Ê 

 

v©l{ ¥O|ft© | Q¢ªs {¶ a¶¤èa© ĽĀ{²a ª£¤èaz© rïp© Ĕp| ¦©ª¥~ ctèa© ~©ªc ªxª£Ŵ ª¥a©T Uv~ªĈs¦ſ ¥z©¢²£ 

cģ|[a¶ gÊ {¶ a¶¤è Ð ¦Ŭ©a¶ (ÍÒÒ dÿk© ) ¦İt²g h¥z© ÍÏÐ dÿk© Ľ{¶c©Āza | ÏÎ dÿk© 

¥³Ť©ªĄpa |¦t²gÊ {¥ p©~«zz© Ľª£ï©qĨ¦ſa¶ voè UvªĔqªp | ¥ªĶ{ ¥¦y©ªcp© ¦İt¬ R¢Ē{a 

g Ê  

~ªïp ¥z¦ {¶ p©~«z aªĊpz© ¥©ï| yT ¢³r²ª£a |¶hc©|«z© h©t f©¦t² a©zr©|¦ſa© ~©ªc ~ªïp cģ|[a¶ 

gÊ  

~Ğ{ {¶ p©~«za¶ QĄĀ{z© Ľª£ï©qĨ¦ſ ªtĊt a¬|©¦ſ ctè ¥ïz ¦İt²gţ: 

¶ ¦¶k²~a¶ ¥©¢èhªta Ĕq~a¶  ¥w©T a©{è¦ſ ctã  

¶ v©¦İt© a¶l©a¶ ¥w©T a©{è¦ſ ctã 

¶ ªmv ªñ~ªte a©{è¦ſ ctã 

¶ v©¦İt©~©T ¥²¢© ªrt² a©{è¦ſ ctã 

¶ đ{ªŇcp, Uva|o pq© a©{èĔq~ ¥¬|ï©a© Uv©{¦ſ Q¢~Ċ¢t ctã   

¶ ¦©U¥ªaªve [k²Ąm²Ąk a©{èz© Ľ{¶c ¦İt² £Ĉr pq© £Ĉr©¢~«¦ſ Ľ{¶c ctã 

ª¢ªs 

 

{¶ p©~«zz© ¢{Ĕa ª¥a©T |ot«ªp Qvt©St² g Ê {¶ p©~«zz© Ľr£èt, ªtrãª£p Qĉ{©¥ | [a~ 

Ľ{¶c©Āza Qĉ{©¥ hĔp© ª¢ªs Ľ{¶c cģ|t² g Ê 

¥z¦a¶ Ra©| {¶ p©~«zz© [a ¥z¦z© Qªsapz ÎÌ ht© ¥Ċz |¦t²gţ Ê 

p©~«zz© 

Ľª£ï©qĨ¦ſa¶ 

UvªĔqªp 

Ľª£ï©qĨ¦ſ~² RĄpģ|a zĎ{©Oat | QªĄpz v|«ï©z© ¥ªĊzª~p ¦İta© ~©ªc ¥³Ť©ªĄpa aï©z© 

ÔÌ% | Ľ{¶c©ĀzaB¥Ċv©rt aï©z© ÕÌ% ¦©ªh|« Qªt¢©{è ¦İt¬ vtãg Ê 

a¶¤èa¶ a²Ąļª¢Ąr¬ 

 

{¶ a¶¤è rïp©z© Rs©ģ|p a¶¤è ¦¶ Ê {¥ a¶¤è~² rïp©z© Rs©ģ|p a©{è ¥Ċv©rtz© h¶m ªrt²g, 

h¥z© ¥©~©b©~© ÔÌ% ¥z{ a©{è ¥Ċv©rta¶ ~©ªc | x©NaĪ ÎÌ% ¥z{ R¢Ē{a Ľ©ª¢ªsa 

ð©ta¶ ~©ªc ªts©è|o cģ|[a¶ g Ê 

 

Ľª£ïaa¶ {¶ó{p© | 

Qt¬y¢ 

 

{¶ p©~«z Ľr©t ctèa¶ ~©ªc [aht© zò{ Ľª£ïa | [aht© ¥¦©{a Ľª£ïa ¦İt¬ vtãg Ê z¬ò{ 

Ľª£ïa~² ¦¶k²~ Ċ{©t²hz²Ąkz© Ą{tpz ªmĆ~¶z© ¢© ¥ĊxªĄsp ª¢¤{z© ¥z©t ªmĸ« Ľ©Ŭ c|« [a 

¢¤èa¶ Ľª£ïo Qt¬y¢ ¦©ª¥~ c|²a¶ ¦İt¬ vtãg Ê ¥¦©{a Ľª£ïaa¶ ¦az© a¬t³ vªt b©m« z¬~¬a 

(b©m« ¥zĄ¢{ vģ|¤r) z© z²¥t a©{èz© aªĊpz© Î ¢¤èa¶ a©{è Qt¬y¢ ¦©ª¥~ c|²a¶ ¦İt¬ vtãgÊ 
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z¬ò{ | ¥¦©{a r¬x³ Ľª£ïa~² aªĊpz© [a ¦Ć p©a¶ Ľª£ïa Ľª£ïo (ToT) p©~«z ª~[a¶ ¦İt¬ 

vtãg 

zĎ{©Oat 

 

Ľª£ï©qĨ~² ĽĀ{²a ¥«vz© ªtvoèp© ¦©ª¥~ c|²a¶ pā{ ¥¬ªtªŰp ctè ¥Ċ¢Ąs«p Ľª£ïa~² ªt|Ąp| 

a©{è ¥Ċv©rta¶ zĎ{©Oat ct¬è vtãg Ê 

¶ ¥Ċ¢Ąs«p ¥³Ť©ªĄpa ð©ta¶ zĎ{©Oat z·ªba v|«ï© (y©Ty©) x©k cģ|t² g Ê 

¶ ĽĀ{²a ¥«va¶  | vģ|{¶ht©a¶ zĎ{©Oat ¥z²k²| Ľ{¶c©Āza v|«ï©a¶ QOa ªts©è|o cģ|t² 

gÊ  

¶ Ľª£ï©qĨ¦ſ~² ¥³Ť©ªĄpa v|«ï©z© ÒÌ% | Ľ{¶c©Āza v|«ï©z© ÔÌ% QOa Qªt¢©{è 

Ľ©Ŭ ct¬è vtãg Ê 

¶ ¢³r²ª£a |¶hc©|« ¥Ċ¢Ąs« a©z ctã y©¢t© | f©¦t©~©T ă{©tz© |©b²| ¥Ċ¢Ąs«p p©~«z 

Ľr©{a ¥OĔq©~² Ľ¢²£ v|«ï© ¥Of©~t ctãg Ê 

Ľª£ïa/Ľª£ï©qĨ 

Qt¬v©p 

Í:ÍÌ ht© 

p©~«za¶ 

Ľz©o«a|o  

a¶¤è~² ªtªrèŴ c|²a© ¥Ċvoè R¢Ē{ap©¦ſ ¥w~p© v¢èa ¥ĊvĄt ctã Ľª£ï©qĨ¦ſ~©T ¥Ċ¢Ąs«p 

p©~«z Ľr©{a ¥OĔq©~² Ý¦©U¥ªaªve [k²Ąm²Ąk(Housekeeping Attendant)Þ a¶ Ľz©oÙvĻ 

Ľr©t ctãg Ê 
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a¶¤è ¥O|ft©  

p~a¶ vģ|ög²rz© p©~«za¶ ¥O|ft© | a¶¤èa¶ ªtªrèŴ ¥f«~©T ªtĊt©t¬¥©| n©Nf©z© ĽĔp¬p cģ|[a¶ gÊ Ľª£ïa~² {¶ ¥f«~©T 

R¢Ē{ap© Qt¬¥©| Qc©ªm vg©ªm c|²| ª¥a©Ut ¥ñt²gţ Ê  

ª¥.tO. ª£¤èa/¥«v ¥z{ )dÿk©(  

¥³Ť©ªĄpa Ľ{¶c©Āza hĊz© 

Rs©|yp ¥«v¦ſ    

Í.  ¦©U¥ªaªvm [k²Ąm²Ąka¶ a©z )housekeeping (a¶ x©|² 

Ĉ{©ò{© ctã   

Ñ.Ì Ì Ñ.Ì 

Î.  Ĉ{ªŇcp ¥¬|ï©x©|² Ĉ{©ò{© ctã   Ò.Ì Ì Ò.Ì 

Ï.  ¦©U¥ªaªvmz© Ľ{¶c¦İt² ¥©z©Ą{ Ľ©ª¢ªsa £Ĉr©¢ª~¦ſa¶ 

vģ|f{ ªrt² 

Ï.Ì Ì Ï.Ì 

Ð.  ¢aè ª¥k (Work sheet)  ytã Í.Ì Î.Ì Ï.Ì 

Ñ.  ¥©Nf¶  ¦©Ąmª~e )handling (ctã Í.Ì Î.Ì Ï.Ì 

Ò.  a¶l© | x©qſz [ªzªtªkh )amenities( x©|² h©ta©|« ªrt² Ï.Ì Ì Ï.Ì 

Ó.  ƭ~«)trolley) p{©| ctã  Í.Ì Ò.Ì  Ó.Ì 

Ô.  ¥©¢èhªta Ĕq~a¶ ¥w©T x©|² vģ|f{ ªrt²  Í.Ì Ì Í.Ì 

a¶l©a¶ ¥w©S    

Õ.  v©¦İt© )guest  (a¶ a¶l© b¶Ďt²  Ì.Ñ Ð.Ì Ð.Ñ 

ÍÌ.  a¶l©a¶ _÷{©t xt©Ut² Ì.Ñ ÍÌ ÍÌ.Ñ 

ÍÍ.  £·f©~{ ¥w© ctã Ì.Ñ ÍÌ ÍÌ.Ñ 

ÍÎ.  t¬¦©Ut² aï ¥w© ctã Ì.Ñ ÍÌ ÍÌ.Ñ 

ÍÏ.  ù{©~ ¥w© ctã Ì.Ñ Ô.Ì Ô.Ñ 

ÍÐ.  mªĔke )Dusting( ctã Ì.Ñ Ñ.Ì Ñ.Ñ 

ÍÑ.  y¬NT ¥w© ctã  Ì.Ñ ÍÌ ÍÌ.Ñ 

ÍÒ.  ĉ{©a¬z )vacuum) ctã  Ì.Ñ ÍÌ ÍÌ.Ñ 

ÍÓ.  ĉ{©a¬z ªñ~t| )vacuum cleaner) ¥w© ctã  Ì.Ñ Ð.Ì Ð.Ñ 

ªmv ªñ~ªte )Deep Cleaning(    

ÍÔ.  Ĕ{©Ċv¬)shampoo) ctã Ì.Ñ ÍÌ.Ñ ÍÍ 

ÍÕ.  Ȋax )Scrub (ctã  Ì.Ñ ÍÌ.Ñ ÍÍ 

ÎÌ.  xwģ|e )Buffering (ctã Ì.Ñ ÍÌ.Ñ ÍÍ 

ÎÍ.  v©ª~¥ )Polish (ctã  Ì.Ñ ÍÌ.Ñ ÍÍ 

v©¦İt©~©T ¥²¢© ªrt²     

ÎÎ.  v©¦İt©~©T ~ĄƯ« (guest laundry) a¶ h©ta©|« ªrt² Ì.Ñ Ì Ì.Ñ 

ÎÏ.  y²ªk[a© | ¦|©[a© ¢Ĕp¬¦ſ ¥ĊxªĄsp lÊUz© x¬i©Ut² Í.Ì Ì Í.Ì 

ÎÐ.  v©¦İt©a¶ Qt¬|¶sz© ¥²¢© ªrt²  Í.Ì Ì Í.Ì 

ÎÑ.  v©¦İt©a¶ c¬t©¥¶ ¥¬Ąt² Í.Ì Ì Í.Ì 
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ÎÒ.  ª¥ćk ¦Ĕp©Ąp|o ctã Í.Ì Ñ.Ì Ò.Ì 

vģ|{¶ht© a©{è    

ÎÓ.  vģ|{¶ht© a©{è Í   Ï.Ì Ï.Ì 

ÎÔ.  vģ|{¶ht© a©{è Î  Ï.Ì Ï.Ì 

hĊz© ÏÎ.Ì ÍÏÐ.Ì ÍÒÒ.Ì 
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ª¢¤{ xĔp¬ 

 

¥«v ª£¤èa 

(Skill/Topic)  

a©{è ¢sèa UŪ²Ē{  

(Performance Objective) 

ð©t ¢sèa UŤ²Ē{  

(Enabling Objective) 

¥z{ (dÿk©) 

¥³Ť©

ªĄpa 

(Th.) 

đ{©¢¦©

ģ|a 

(Pr.) 

Rs©|yp ¥«v¦ſ 

¦©U¥ªaªvm 

[k²Ąm²Ąka¶ a©z 

a¶ x©|² Ĉ{©ò{© 

ctã   

 

 

 

 

 

¶ ¦©U¥ªaªvm [k²Ąm²Ąka¶ vģ|f{  ªrt² 

¶ ¦©U¥ªaªvm [k²Ąm²Ąka¶ ¥OĔq©a¶ 

ªfĻ(organizational chart) a¶ 

Ĉ{©ò{© ctã  

¶ ¦¶k²~z© ¦©U¥ªaªvm [k²Ąm²Ąka¶ 

z¦Ā¢ xp©Ut² 

¶ y¬ªza© | ªhĊz²¢©|« x©|² ¥¬f« ¢t©Ut²  

¶ ¦©U¥ªaªvm cr©è Ĕ¢©Ĕā{ | ĸ¬ªzea¶ 
z¦Āfx©|² g~w~ ctã 

Ñ.Ì 

 

 

Ì 

Ĉ{ªŇcp 

¥¬|ï©x©|² 

Ĉ{©ò{© ctã   

 ¶ Ĉ{ªŇcp ¥¬|ï©a¶ vģ|y©¤© ªrtá² 

¶ Uva|o`h©| | a²ªza~a¶ 
Ĉ{©ò{© ctã  

¶ Rc~©c« | ¥¬|ï© x©|² g~w~ ctã 

¶ Ľ©qªza Uvf©|x©|²  Ĉ{©ò{© ctã  

Ò.Ì Ì 

¦©U¥ªaªvez© 

Ľ{¶c¦İt² 

¥©z©Ą{ 

Ľ©ª¢ªsa 

£Ĉr©¢ª~¦ſa¶ 

vģ|f{ ªrt² 

 ¶ r³ªta Ľ{¶c ¦İt² £đr©¢~«¦ſ xp©Ut² 

¶ `h©| pq© Uva|o¦ſ a¶ 
£đr©¢~«a¶ x©|²z© h©ta©|« ªrt²  

¶ ¥©z©Ą{ Ľ{¶c ¦İt² ¥©zĸ«¦ſa¶ 
£đr©¢~« x©|² ¢oèt ctã 

¶ Ľ©ª¢ªsa £Ĉr©¢ª~¦ſa¶ z¦Āfx©|² 
h©ta©|« ªrt² 

Ï.Ì Ì 

¢aè ª¥k 

(Work sheet)  

ytãÊ 

Q¢Ĕq© : a©za¶ x²~© (Duty hour) 

a² a©z : ¢aè ª¥k ytã 

aªp |©Ł¶: R[a¶,c[a¶ ¥z{ 

UĎ~²b c|²a¶ g, a¶l©a¶ Q¢Ĕq© 

~²b²a¶ g, y|²a¶ w|Ċ{©k c¶vªt{p© 

|©b²a¶ gÊ 

¶ a¶l©a¶  Ľa©| x©|² g~w~ ctã 

¶ w|a w|Ċ{©ka© Ľa©| g~w~ ctã 

¶ wzè, w|Ċ{©k a¶ z¦Āfx©|² h©ta©|« 

ªrt²  

 

Í.Ì Î.Ì 

¥©Nf¶ ¦©Ąmª~e 

(handling) 

ctã 

Q¢Ĕq© : a©za¶ x²~© (Duty hour) 

a² a©z : ¥©Nf¶ ¦©Ąmª~e ctã 

¶ ¥©Nf¶a¶ Ľa©|x©|² g~w~ ctã  

¶ ¥©Nf¶a¶ z¦Āfx©|²  ¢oèt ctã 

¶ ¥©Nf¶ Ľ{¶c ctã pģ|a© x©|²  ¢oèt ctã  

Í.Ì Î.Ì 
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¥«v ª£¤èa 

(Skill/Topic)  

a©{è ¢sèa UŪ²Ē{  

(Performance Objective) 

ð©t ¢sèa UŤ²Ē{  

(Enabling Objective) 

¥z{ (dÿk©) 

¥³Ť©

ªĄpa 

(Th.) 

đ{©¢¦©

ģ|a 

(Pr.) 

aªp |©Ł¶: ¥©Nf¶ ªyĻ/x©ª¦| ctã 

|ªhŴ| y|²a¶ g, ¥©Nf¶ Rw²¥Nc 

¥¬|ªïp |©b²a¶ Ê 

 

¶  ¥©Nf¶ Ľ{¶c cr©è ă{©t ªrt¬ vtã pģ|a© 

x©|²  g~w~ ctã 

ƭ~«(trolley) 

p{©| ctã Ê 

Q¢Ĕq© : a©za¶ x²~© (Duty hour) 

a² a©z : ƭ~« p{©| ctã  

aªp |©Ł¶: f©ª¦t² ¥©z©t ¥x³ ªz~©[| 

|©b²a¶ g,ƭ~« ¥w© g ƭ~« a©z ctã 

Q¢Ĕq©z© gÊ 

¶ ƭ~« [ªzªtk«h (amenities)  x©|² 

h©ta©|« ªrt² 

¶ ƭ~« p{©| ctã ctãx©|² h©ta©|« ªrt² 

¶ ƭ~« p{©| v©r©è ă{©t ªrt¬ vtã 
a¬|©¦ſa¶ h©ta©|« ªrt²  

Í.Ì Ò.Ì 

¥©¢èhªta 

Ĕq~a¶ ¥w©T 

x©|² vģ|f{ ªrt²  

 ¶ ¥©¢èhªta Ĕq~a¶ vģ|y©¤© ªrt² 

¶ ¥©¢èhªta Ĕq~ ¥w© ctã l©NU¦ſ 
g~w~ ctã 

¶  ¥©¢èhªta Ĕq~ ¥w©T ctã l©NV¦ſa¶ 
¥¬f« xt©Ut² 

¶ ¥©¢èhªta Ĕq~¦ſ ¥w©T ctã 
pģ|a©¦ſa¶ ¥¬f« xt©Ut²  

¶ ¥©¢èhªta Ĕq~ ¥w© cr©è ¥©¢s©t« 

Qvt©Ut¬ vtã a¬|©¦ſa¶ Ĉ{©ò{©  ctã  

Í.Ì Ì 

a¶l©a¶ ¥w©S 

v©¦İt© (guest) 

a¶ a¶l© b¶Ďt² 

Ê 

Q¢Ĕq© : a©za¶ x²~© (Duty hour) 

a² a©z : v©¦İt©a¶ a¶l© b¶Ďt²Ê 

aªp |©Ł¶:  ªrSSa¶ guideline 

Qt¬¥©| c|²a¶  gÊ 

¶ a¶l©a¶ Ľa©| x©|² ¥¬f« xt©Ut²  

¶ n¶a©z© Ľ{¶c ¦İt² ªfĄ¦¦ſ | Ľa©|  

x©|²z© g~w~ ctã 

¶ n¶a© b¶Ďr© ¥©¢s©t« Qvt©Ut¬ vtã 

a¬|©¦ſ Ĉ{©ò{© ctã 

Ì.Ñ Ð.Ì 

a¶l©a¶ 

_÷{©t 

xt©Ut²Ê 

Q¢Ĕq© : a©za¶ x²~© (Duty hour) 

a² a©z : a¶l©a¶ _÷{©t xt©Ut²Ê 

aªp |©Ł¶:  pĄt© pªĄa[a¶ g ,pĄt© 

r©c |ª¦p,¥w© | ¥¬òa© g Ê 

¶ ª~t²ta¶ Ľa©|a¶ x©|²z© ¢oèt ctã  

¶ b©ka© Ľa©|a© x©|²z© ¢oèt ctã 

¶ v©¦İt©a¶ ¥©z©t a¥|« ªz~©[| |©òt² 
x©|² g~w~ ctã 

Ì.Ñ ÍÌ.Ñ 

£·f©~{ ¥w© 

ctã 

 

Q¢Ĕq© : a©za¶ x²~© (Duty hour) 

a² a©z : £·f©~{ ¥w© ctã 

aªp |©Ł¶:  £·f©~{ ¥¬òb©, r©c 

|ª¦p, av©~ |ª¦p g, £·f©~{ cĄs 

|ª¦p gÊ 

¶ £·f©~{ ¥w© ctã Uva|o, ¥wè | 

a²ªza~a¶ x©|² Ĉ{©ò{© ctã 

¶ [ªzªtªkh(Amenities) x©|² g~w~ 

ctã 

¶ £·f©~{ ¥w© ctã pģ|a© x©|² g~w~ 
ctã 

Ì.Ñ ÍÌ 
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¥«v ª£¤èa 

(Skill/Topic)  

a©{è ¢sèa UŪ²Ē{  

(Performance Objective) 

ð©t ¢sèa UŤ²Ē{  

(Enabling Objective) 

¥z{ (dÿk©) 

¥³Ť©

ªĄpa 

(Th.) 

đ{©¢¦©

ģ|a 

(Pr.) 

t¬¦©Ut² aï 

¥w© ctãÊ 

Q¢Ĕq© : a©za¶ x²~© (Duty hour) 

a² a©z : t¬¦©Ut² aï ¥w© ctãÊ 

aªp |©Ł¶:  t¬¦©Ut² aï ¥¬òb©, r©c 

|ª¦p, av©~ |ª¦p g, t¬¦©Ut² aï 

¦©p~² g©Ċr© ªhUa¶ ªfĎ~¶(body 

fat ) g³t, t¬¦©Ut² aï cĄs |ª¦p gÊ 

¶ t¬¦©Ut² aï  ¥w© ctã Uva|o, ¥wè | 

a²ªza~a¶ x©|² Ĉ{©ò{© ctã 

¶ [ªzªtªkh x©|² h©ta©|« ªrt g~w~ 

ctã   

¶ t¬¦©Ut² aï  ¥w© ctã pģ|a© x©|² 
g~w~ ctã 

 

Ì.Ñ ÍÌ 

ù{©~ ¥w© ctãÊ Q¢Ĕq© : ſz ¥ªyè¥ ªrt² x²~© 

a² a©z : ù{©~ ¥w© ctãÊ 

aªp |©Ł¶: ù{©~a¶ ª££© ¥¬òb©, 

r©c |ª¦p g ,ù{©~a¶ a¬t© (steel) 

¥w© g,¥w© cr©è ¥©¢s©t« 

Qvt©[a¶ gÊ  

¶ ù{©~ ¥w© ctã Uva|o, ¥wè | 

a²ªza~a¶ x©|² Ĉ{©ò{© ctã 

¶ ù{©~ ¥w© cr©è ă{©t ªrt¬ vtã x©|²z© 
g~w~ ctã 

¶ ù{©~ ¥w© cr©è ¥©¢s©t« Qvt©Ut¬ 
vtã x©|²z© g~w~ ctã 

Ì.Ñ Ô.Ì 

mªĔke 

(Dusting)  ctãÊ 

 

Q¢Ĕq© : ſz ¥yè¥ ªrt² x²~© 

a² a©z : mªĔke ctãÊ 

aªp |©Ł¶: dm«a¶ ªr£© | ª¢vģ|p 

ªr£©Qt¬ſv c|²a¶ g,z©ªq/p~ 

mªĔke c|²a¶ g,_ª¥~¶(Damp) 

mªĔke c|²a¶ g .      

¶ mªĔke ctã Uva|o, ¥wè | a²ªza~a¶ 
x©|² Ĉ{©ò{© ctã 

¶ mªĔke cr©è ă{©t ªrt¬ vtã x©|²z© 
g~w~ ctã  

¶ mªĔke cr©è ¥©¢s©t« Qvt©Ut¬ vtã 

x©|²z© g~w~ ctã  

Ì.Ñ Ñ.Ì 

y¬NT ¥w© ctã Ê Q¢Ĕq© :  ĽĀ{a sÿk© 

a² a©z : y¬NT ¥w© ctã Ê 

aªp |©Ł¶: y¬NT ¥¬òb©, r©c |ª¦p g, 

y¬NT ¥w© ctã a²ªza~ Ľ{¶c c|²a¶ 

gÊ 

¶ y¬NT ¥w© ctã Uva|o, ¥wè | 

a²ªza~a¶ x©|² Ĉ{©ò{© ctã 

¶ y¬NT ¥w© ctã pģ|a© x©|²z© g~w~ 
ctã 

¶ y¬NT ¥w© cr©è ¥©¢s©t« Qvt©Ut¬ vtã 
x©|²z© g~w~ ctã 

Ì.Ñ ÍÌ 

ĉ{©a¬z 

(vacuum) ctã  

Q¢Ĕq© : a©za¶ x²~© (Duty hour) 

a² a©z   : ĉ{©a¬z ctã Ê 

aªp |©Ł¶:  l©NU ªts©è|o c|²a¶ 

Qt¬¥©| c|²a¶ g, l©NU Qt¬¥©| t¶h~ 

Ľ{¶c c|²a¶ g,ĉ{©a¬z c|²a¶ l©NU 

¥w© g Ê 

¶ ĉ{©a¬za¶ Ľa©| x©|² Ĉ{©ò{© ctã 
t¶h~a© Ľa©| x©|² g~w~ ctã 

¶ ªyĎk²h | RUk~²k x©|² Ĉ{©ò{© ctã 

Ì.Ñ ÍÌ 

ĉ{©a¬z ªñ~t| 

(vacuum 

cleaner) ¥w© 

ctã  

Q¢Ĕq© : yģ|[a¶ ĉ{©a¬z Ĉ{©c 

a² a©z : ĉ{©a¬z ªñ~t|  ¥w© ctã  

aªp |©Ł¶: ĉ{©a¬z Ĉ{©c ¥w© g, 

ĉ{©a¬z ªñ~t| a©z ctã Q¢Ĕq©z© 

g Ê 

¶ ĉ{©a¬z ªñ~t| a¶ v©kèa¶  x©|² 

Ĉ{©ò{© ctã 

¶ ĉ{©a¬z ªñ~t| ¥w© cr©è ¥©¢s©t« 
Qvt©Ut¬ vtã x©|²z© g~w~ ctã Ê 

 

 

Ì.Ñ 

 

Ð.Ì 
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¥«v ª£¤èa 

(Skill/Topic)  

a©{è ¢sèa UŪ²Ē{  

(Performance Objective) 

ð©t ¢sèa UŤ²Ē{  

(Enabling Objective) 

¥z{ (dÿk©) 

¥³Ť©

ªĄpa 

(Th.) 

đ{©¢¦©

ģ|a 

(Pr.) 

ªmv ªñ~ªte (Deep Cleaning) 

Ĕ{©Ċv¬ 

(shampoo) 

ctã 

Q¢Ĕq© : a©za¶ x²~© (Duty hour) 

a² a©z : Ĕ{©Ċv¬ ctã 

aªp |©Ł¶:   Ĕ{©Ċv¬  ¥¬òb©, r©c 

|ª¦p g, ¥w© cr©è ¥¬|ï©a¶ ªfĄ¦ 

|©b²a¶ gÊ 

¶ z²ª£ta¶ x©|²z© Ĉ{©ò{© ctã 

¶  ¥w© ctã Uva|o | a²ªza~a¶ x©|² 

Ĉ{©ò{© ctã 

¶ z²ª£t h©ta©|« ªrt f~©Ut² pģ|a© 

x©|²z© Ĉ{©ò{© ctã 

¶ ¥w© cr©è ¥©¢s©t« Qvt©Ut¬ vtã 
x©|²z© g~w~ ctã 

Ì.Ñ ÍÌ.Ñ 

Ȋax (Scrub) 

ctã  

Q¢Ĕq© : a©za¶ x²~© (Duty hour) 

a² a©z : Ȋax ctã 

aªp |©Ł¶  :  Ȋax c|²a¶ l©NU  

¥¬òb©, r©c |ª¦p g, ¥w© cr©è 

¥¬|ï©a¶ ªfĄ¦ |©b²a¶ gÊ 

¶ z²ª£ta¶ x©|²z© Ĉ{©ò{© ctã 

¶  ¥w© ctã Uva|o | a²ªza~a¶ x©|² 

Ĉ{©ò{© ctã 

¶ z²ª£t f~©Ut² pģ|a© x©|²z© Ĉ{©ò{© 

ctã 

¶ ¥w© cr©è ¥©¢s©t« Qvt©Ut¬ vtã 
x©|²z© g~w~ ctã 

Ì.Ñ ÍÌ.Ñ 

xwģ|e 

(Buffering) 

ctã  

Q¢Ĕq© : a©za¶ x²~© (Duty hour) 

a² a©z : xwģ|e ctã 

aªp |©Ł¶ :   xwģ|e c|²a¶ l©NU  

¥¬òb© r©c |ª¦p g, ¥w© cr©è 

¥¬|ï©a¶ ªfĄ¦ |©b²a¶ g gÊ 

¶ z²ª£ta¶ x©|²z© Ĉ{©ò{© ctã 

¶  ¥w© ctã Uva|o | a²ªza~a¶ x©|² 

Ĉ{©ò{© ctã 

¶ z²ª£t f~©Ut² pģ|a© x©|² Ĉ{©ò{© 

ctã  

¶ ¥w© cr©è ¥©¢s©t« Qvt©Ut¬ vtã 
x©|²z© g~w~ ctã 

Ì.Ñ ÍÌ.Ñ 

v¶ª~¥ 

(Polish) ctã  

Q¢Ĕq© : a©za¶ x²~© (Duty hour) 

a² a©z   : v¶ª~¥ ctã 

aªp |©Ł¶:   v¶ª~¥ c|²a¶ l©NU  

¥¬òb©, r©c |ª¦p g,¥w© cr©è 

¥¬|ï©a¶ ªfĄ¦ |©b²a¶ gÊ 

¶ z²ª£ta¶ x©|²z© Ĉ{©ò{© ctã 

¶  ¥w© ctã Uva|o | a²ªza~a¶ x©|² 

Ĉ{©ò{© ctã 

¶ z²ª£t f~©Ut² pģ|a© x©|²z© Ĉ{©ò{© 

ctã 

¶ ¥w© cr©è ¥©¢s©t« Qvt©Ut¬ vtã 
x©|²z© g~w~ ctã  

Ì.Ñ ÍÌ.Ñ 

v©¦İt©~©T ¥²¢© ªrt² 

v©¦İt©a¶ 

~ĄƯ« (guest 

 ¶ ~ĄƯ« Ĕ~«v x©|² Ĉ{©ò{© ctã Ì.Ñ Ì 
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¥«v ª£¤èa 

(Skill/Topic)  

a©{è ¢sèa UŪ²Ē{  

(Performance Objective) 

ð©t ¢sèa UŤ²Ē{  

(Enabling Objective) 

¥z{ (dÿk©) 

¥³Ť©

ªĄpa 

(Th.) 

đ{©¢¦©

ģ|a 

(Pr.) 

laundry) a¶ 

h©ta©|« ªrt² 

y²ªk[a© | 

¦|©[a© ¢Ĕp¬¦ſ 

¥ĊxªĄsp 

lÊUNz© x¬i©Ut² 

 ¶ y²ªk[a© | ¦|©[a© £©b© a¶ Ĉ{©ò{© 
ctã 

¶ y²ªk[a© | ¦|©[a© ¢Ĕp¬¦ſa¶ 
a©{©èª¢ªsx©|² g~w~ ctã  

Í.Ì Ì 

a¶l© | 

x©qſza¶ 

[ªzªtªkh 

(amenities) 

x©|² h©ta©|« 

 ¶ a¶l© | x©qſz [ªzªtªkh a© ªyĄtp© 

x©|² g~w~ ctã  

¶ a¶l© | x©qſz [ªzªtªkh |©òt² 

pģ|a© x©|² g~w~ ctã  

Ï.Ì Ì 

v©¦İt©a¶ 

Qt¬|¶sz© ¥²¢© 

ªrt² Ê 

 

¶ ¥¬t©Ta© ¥«v¦ſ (Listening skills) 

x©|² vģ|y©¤© ªrt² 

¶ v©¦İt©a¶ Qt¬|¶s~©T a¥|« ă{©t ªrT 
¥¬Ąt² ¥¶ a¶ ¢oèt ctã  

¶ ¥²¢© ªrt² p|«a© x©|² g~w~ ctã 

¶ ¥²¢© ªrS¥a²vªg w©Sª~e ctã  p|«a© 
x©|² ¢oèt ctã  

Í.Ì Ì 

v©¦İt©a¶ 

c¬t©¥¶ ¥¬Ąt² 

 ¶ ¥¬t©Ta© ¥«v¦ſ (Listening skills) 

x©|² g~w~ ctã  

¶ ¥Ċxªsp vï~©T a¥|« h©ta©|« ªrt² 

g~w~ ctã 

¶ v©¦İt©a¶ c¬t©¥¶~©T a¥|« 
¦©Ąm~(handle) ctã  ¥¶ a¶ g~w~ 

ctã 

¶ v©¦İt©a¶ c¬t©¥¶~©T  |²amè ctã 
pģ|a©a¶ g~w~ ctã  

Í.Ì Ì 

ª¥ćk 

¦Ĕp©Ąp|o ctãÊ  

Q¢Ĕq© : a©za¶ x²~© (Duty hour) 

a² a©z : ª¥ćk ¦Ĕp©Ąp|o ctã 

aªp |©Ł¶:  ªrSSa¶ c©Tm~©St 

guideline Qt¬¥©| c|²a¶  gÊ 

¶ ª¥ćk ¦Ĕp©Ąp|o x©|² g~w~ ctã 

¶ ª¥ćk ¦Ĕp©Ąp|oa¶ z¦Ā¢ x©|² g~w~ 

ctã 

¶ ª¥ćk ¦Ĕp©Ąp|o ctã pģ|a© x©|² 

g~w~ ctã  

Í.Ì Ñ.Ì 
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vģ|{¶ht© a©{è (Project Work) 

vģ|{¶ht© a©{è 

Í 

  - Ô.Ì 

vģ|{¶ht© a©{è 

Î 

  - Ô.Ì 
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p©~«za¶ zĎ{©Oat ª¢ªs 

 

{¶ p©~«za© Ľª£ï©qĨ¦|á¬a¶ zĎ{©Oat ¥©s©|o ¦İt²gÊ {¦©N ªrT[a¶ zĎ{©Oat ª¢s«z© ð©t, ¥«v | zt¶¢®ªî~©T Rs©| 

z©ªt[a¶ gÊ {¥z© ð©ta¶ y©c ¥«vz³ zĎ{©Oat ¦İt² y[a¶~² ª~ªbp v|«ï© yt² ¦İt² g³tÊ ¥¦y©c«¦|á¬a¶ zĎ{©Oata© 

Rs©|¦|á¬ ªtĊt xz¶ªhz gţP 

ð©t 

z·ªba v|«ï©  (y©Ty©) ÍÌÌ 

¥«v¦ſ 

 ªt|Ąp| a©{è ¥Ċv©rt zĎ{©Oat  ÐÌÌ 

 vģ|{¶ht© a©{è Í  ÍÌÌ 

 vģ|{¶ht© a©{è Î ÍÌÌ 

zt¶¢®ªî 

v²£©cp rïp© (Ľª£ïa zĎ{©Oat) ÍÌÌ 

 ¦©ªh|« *(-Ñ QOa dķt² [a ªrt aï© tR[z©) 

 ¥z{a¶ v©~t© (-Ñ QOa dķt² aï© ªn~© R[z©) 

 [a Qa©èz© ¥¦{¶c 

 ¥Of©|a© ¥«v¦|á¬ 

 p©~«zz© ªr[a¶ {¶cr©t   

 ª¥ñt² Ľ{©¥   

hĊz© QOa  ÔÌÌ 

Ľz©o«a|oa© ~©ªc QOay©| 

Ą{tpt Ľªp£p a¶¥è QOa Ľr©t cģ|t² 

Ĕp|  

a©{èïzp©a¶ 

Ĕp| 

Ľr©t cģ|t² 

ĸ²m Ć¢©SĄk  

Ľz©ovĻ v©Ut² tv©Ut² 

Q¢Ĕq© 

ÕÌ ÓÌÎ-ÔÌÌ A QĀ{¬îz Ð v©Ut²  

ÔÌ ÒÐÌ-ÓÍÕ B |©Ł¶ Ï v©Ut²  

ÓÌ ÑÒÌ-ÒÏÕ C ¥Op¶¤hta Î v©Ut²  

      

ÒÌ ÐÔÌ-ÑÑÕ D t|©Ł¶ QĔ¢«a©{è Í UvªĔqªpa¶ Ľz©ovĻ z©Ļ 

v©Ut² 

v¬tŰ:  

¶ Ľª£ï©qĨ aï©z© [a ªrt yĄr© xn« Qt¬vªĔqp y[z© Ľz©oÙvĻ Ľr©t cģ|t² g³t (Ą{¬tpz ÕÌ% ¦©ªh|« ¦İt¬vtã) Ê 

¶ Ľª£ï©qĨ~² ÑÒÌ yĄr© az QOa Ľ©Ŭ c|²z© ¥¦y©ªcp©a¶ Ľz©oÙvĻ z©Ļ Ľr©t cģ|t² g Ê 
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p©~«z ¥úf©~t~©T R¢Ē{a vtã ¥©z©t¦ſ 

`h©|/{ĄĻ¦ſ Tools/Equipment (ÎÌ ht©a¶ ¥z¦a¶ ~©ªc) 

Ķz 

¥Oò{© 

xĔp¬ 

Item 

vģ|z©o 

Quantity 

 
 

Bed Content 
 

1  x²m Ċ{©ƭ²¥ (Bed mattress) Ñ ¢k©  

2  x²m ª¥k (Bed Sheet) Ñ ¢k©  

3  Ĉ~©ea²k (Blanket) Ñ ¢k©  

4    pªa{© | pªa{©a¶ b¶~ (Pillow / Pillow case) Ñ ¢k©  

5  ª¥ȩc~ b©k  (Single Bed) Ñ ¢k©  

6  mx~ b©k( Double Bed) Ñ ¢k©  

7  x²m ay| (Bed (Cover / Night Spread) Ñ ¢k©  

8   |t| (Runner) Ñ ¢k©  

 Night Table Ñ ¢k©  

9   RĔƭ² | ¥~©T (Ashtray with match box) Ñ ¢k©  

10   k²ª~w¶t m©T|²ñk|« (City telephone directory) Ñ ¢k©  

11  k²ª~w¶t ¥²k (Telephone set) Ñ ¢k©  

12  t¶k Ć{©m | a~z (Note pad with pencil / pen) Ñ ¢k©  

13  t©Sk k²x~ (Night Table) Ñ ¢k©  

14   ~²òt² k²x~ (Writing Table) Ñ ¢k©  

 On top Ñ ¢k©  

15  Ashtray with match box Ñ ¢k©  

16  ¥ªyè¥ m©T|²ñk|« (Service directory) Ñ ¢k©  

17  ſz ¥ªyè¥  z²t¬(Room service menu) Ñ ¢k©  

 Inside Drawer Ñ ¢k©  

18   ¥©r© a©ch (Plain paper / sheets) Ñ ¢k©  

19  b©z (Envelope) Ñ ¢k©  

20   v¶Ŵa©mè (Post cards) Ñ ¢k©  

21  a~z ( Pen / pencil) Ñ ¢k©  

22  a²x~ m©T|²ñk|« (Cable directory) Ñ ¢k©  

23  v©¦İt©a¶ az²Ąk a©| (Guest comment card) Ñ ¢k©  

24   z³txªî | ¦¶Ďm| (Candle with holder) Ñ ¢k©  

25   Ĉ{©c²h ªĔka| (Baggage sticker) Ñ ¢k©  

 Dressing Table (On Top)  

26  q|z¥ (Thermos) Ñ ¢k©  

27   ªc~©¥ (Glasses) Ñ ¢k©  
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Ķz 

¥Oò{© 

xĔp¬ 

Item 

vģ|z©o 

Quantity 

28   Table by Lounge / Chair Ñ ¢k©  

29   RĔƭ² | ¥~©T (Ashtray with match box) Ñ ¢k©  

30  vªĻa©¦ſ (Magazines) Ñ ¢k©  

31  Closet / Wardrobe Ñ ¢k©  

32  ¦©ȩc|( Hangers) Ñ ¢k©  

33  ~ĄƯ« ª~Ŵ (Laundry list) Ñ ¢k©  

34   ~ĄƯ« Ĉ{©c (Laundry bag) Ñ ¢k©  

35  qv pªa{© (Extra Pillow) Ñ ¢k©  

36  qv Ĉ~©ȩa²k(Extra Blanket) Ñ ¢k©  

37  Shoe Mitt Ñ ¢k©  

38   ¥²ćk« ªmv¶h¶k xñ¥ (Safety deposit box) Ñ ¢k©  

39  fĆv~ (Slippers) Ñ ¢k©  

 Bath room  

40   t¬¦©Ut² ſz©~  (Bath towel) Ñ ¢k©  

41   z¬b v¬÷t² ſz©~ (Face towel) Ñ ¢k©  

42   ¦©p v¬÷t² ſz©~ (Hand towel) Ñ ¢k©  

 Mirror Side / Wash Basin Ñ ¢k©  

43   t¬¦©Ut² vr©è  (Shower curtain) Ñ ¢k©  

44   RĔƭ² | ¥~©T (Ashtray with match box) Ñ ¢k©  

45   z³txªî | ¦¶Ďm| (Candle with holder) Ñ ¢k©  

46   ªc~©¥ (Water glass) Ñ ¢k©  

47   ¦²{| Ư©{| (Hair Dryer) Ñ ¢k©  

48   mĔkªxt (Dust bin) Ñ ¢k©  

49   ¥©¢| ñ{©v (Shower cap) Ñ ¢k©  

50   x©q Ċ{©k (Bath mat) Ñ ¢k©  

 Entrance Door Knob  

51  m¬ tk ªmĔkx a©mè DND Card (Do Not Disturb) Ñ ¢k©  

52   Ŀ²aw©Ĕk Qm| a©mè (Breakfast Order Card) Ñ ¢k©  

53  a¶l© ¥w© ctã a©mè (Please clean my room card) Ñ ¢k©  

54   ~ǿm« a©mè (Please collect my laundry card) Ñ ¢k©  

55   ƭ~« (Trolley) Ñ ¢k©  

56  ¥©Nf¶  (Key) Ñ ¢k©  

 

Ľ{¶c y[| h©t² Consumable (ÎÌ ht©a¶ ¥z¦a¶ ~©ªc) 



 

 17  

 

Ķz 

¥Oò{© 

xĔp¬ 

Item 

vģ|z©o 

Quantity 

 Mirror Side / Wash Basin  

1  t¬¦©Ut² ¥©x¬t (Bath soap) Ñ ¢k©  

2  ¦©p s¬t² ¥©x¬t (Hand soap) Ñ ¢k©  

3  Ĕ{©Ċv¬ (Shampoo) Ñ ¢k©  

4   aªĄm¥t| (Conditioner) Ñ ¢k©  

5  z¶S¥|©Th| (Moisturizer) Ñ ¢k©  

6  ķ¢©S~²k v²v| (Toilet paper) Ñ ¢k©  

7  a©vãk Ĕ{©Ċv¬ (Carpet sampoo) Ñ ¢k©  

8   ¦ªvèa (Herpic) Î ¢k©  

9   a¶ª~t (Collin) Î ¢k©  

10   vĄh© (Gloves) Ñ ¢k©  

11  Condinar Ñ ¢k©  

12  wªtèf| v©ª~¥ (Furniture polish) Î ¢k©  

13  ĉ{©a¬z ªñ~t| (Vacuum cleaner) Î ¢k©  

14   [{| ľ²¥t|,(Air freshener) Î ¢k©  

15  Ŀ¥ (Brush) Î ¢k©  

16  z¶v (Mop) Î ¢k©  

17  a¬f¶ (Broom) Î ¢k© 

18   t|z x¬ſ¥m(Soft rush) Î ¢k©  

19  am© x¬ſ¥ (Hard brush) Î ¢k©  

20   |©p¶ mĔa (Red dusk) Î ¢k©  

21  ¥²p¶ mĔa (White dusk) Î ¢k©  

22  ªmĔv¶h²x~ y¶~© (Disposable bag) Ñ ¢k©  

 

v¬tŰ: Qĉ{©¥a¶ ~©ªc Qt¬z©ªtp ¥z{ ĽĔp©ª¢p Ľª£ïa/Ľª£ï©qĨ Qt¬v©p, | Ą{¬tpz R¢Ē{a vtã ̀h©|/{ĄĻ¦ſz© Rs©ģ|p gÊ hx Qt¬v©p 

vģ|¢pèt ¦İĄg ¢© az/¢n« ̀h©|/{ĄĻ¦ſ Uv~Ĉs ¦İĄgţ, Qĉ{©¥a¶ ¥z{vªt dk¢n cģ|tvtã¦İĄgÊ Ā{¥³c|« p©~«za¶~©ªc R¢Ē{a vtã 

aï©a¶l©, a©{è£©~© ¢© ¦©U¥ v²ĄkĔq~z© R¢Ē{a wªtèf|¦ſ, p©~«z ¥©z©ĸ«¦ſ, w©{| [ªĔkOc¬T¥| | QĄ{ Rs©|y¬p pq© ¥¬|ï©a© ¥©z©ĸ«¦ſ 

¥x³ Uv~Ĉs ¦İt vtãgÊ  
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z¶m̧{¬~ Í: Rs©|y¬p ¥«v¦ſ 
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¦©U¥ªaªve [k²Ąm²Ąka¶ a©za¶ x©|² Ĉ{©ò{© ctãÊ 

v©l {¶ht©  :¦©U¥ªaªve [k²Ąm²Ąka¶ a©za¶ x©|² Ĉ{©ò{© ctã   

ªx¤{ (¥«v/Q¢s©|o©):   :¦©U¥ªaªve [k²Ąm²Ąka¶ a©za¶ x©|² Ĉ{©ò{© ctã 

a©{è ¢sèa UŤ²Ē{ Performance Objective:  

ð©t ¢sèa UŤ²Ē{¦ſ Enabling Objectives: 

¶ ¦©U¥ªaªve [k²Ąm²Ąka¶ vģ|f{  ªrt² Ê 

¶ ¦©U¥ªaªve [k²Ąm²Ąka¶ ¥OĔq©cp ¥Łft© (organizational chart) a¶ Ĉ{©ò{© ctã Ê 

¶ ¦¶k²~z© ¦©U¥ªaªve [k²Ąm²Ąka¶ z¦Ā¢ xp©Ut² Ê 

¶ y¬ªza© | ªhĊz²¢©|« x©|² ¥f« ¢t©Ut² Ê 

¶ ¦©U¥ªaªve cr©è Ĕ¢©Ĕā{ | ĸ¬ªzea¶ z¦Āfx©|² g~w~ ctã Ê 

pģ|a©¦ſ 

Methods 

z¬ò{ x¬Or©¦ſ 

Key notes 

z©ă{z 

Media 

¥z{ 

Time 

vģ|f{ Introduction: 

z·ªba Ľű | g~w~ 

 
¶ ª¢ªyĄt ¥|¥w©T cģ||¦²a© ªfĻ¦ſ r²b©T  a² crægţ 

yt²| ¥¶ăt²Ê 

¶ ¦¶k²~z© ¥|¥w©T aĔ~² cgè yt²| ¥¶ăt²Ê 

¶ ¦©U¥ªaªve yt²a¶ a² ¦¶ yt²| ¥¶ăt²Ê 

¶ ¥x³ g~w~~©T ¥z²ªk v©la¶ vģ|f{ ªrt²Ê 

ªfĻ¦ſ ÍÌÜ 

z¬ò{ QO£ Main Body: 

đ{©ò{© pq© g~w~ 

 

¶ ¦©U¥ªaªvea¶ vģ|y©¤© ªrt² Ê 

¶ ¦©U¥ªaªve [k²Ąm²Ąka¶x©|²z© g~w~ ctãÊ 

¶ ¦©U¥ªaªvea¶ Qcèt©Th²¥t f©kèa¶ ¢oèt ctã Ê 

¶ Ā{¥z© |¦²a© ª¢ªyĄt vra© đ{ªŇ¦ſa¶ ¢©|² g~v~ 
ctãÊ 

¶ ¦¶k²~z© ¦©U¥ªaªvea¶ z¦Ā¢x©|² đ{©ò{© ctãÊ  

¶ ¦¶k²~z© ¦©U¥ªaªve~² v©tã Ľy©¢¦ſ g~w~ ctãÊ 

¶ ¦©U¥ªaªve [k²Ąm²Ąka¶ y¬ªza© | ªhĊz²¢©|« x©|² ¥¬f« 

¢t©Ut² Ê 

¶ ¦¶k~ ï²Ļz© ¦İt² {¥a¶ ª¢£²¤ z¦Ā¢ iĎa©Ut² Ê 

¶ đ{ªŇcp ¥|¥w©T (Personal Hygiene Grooming) 

a² ~©T yªtĄg ¥¶ăt²Ê 

¥OĔq©cp 

¥Łft© 

 

 

 

 

¥²p¶v©k« 

 

 

ªć~v f©kè 

 

 

 

 

 

ÍÎÌÜ 

 

 

 

 

 

ÒÌÜ 

 

 

 

 

 

 

 

ÒÌÜ 
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¶ ¦©U¥ªaªve [k²Ąm²Ąkz© ¦İt¬ vtã đ{ªŇcp ¥|¥w©T x©|² 

g~w~ ctã Ê 

¶ ¥z¬¦z© z©ªq g~w~ cģ|[a¶ Rs©|z© ¥z¬¦ a©{è ªrt² 

Ê 

 

 

ÐÌÜ 

¥©|©O¥ Summary: 

Ľű¶î| ¶ ¦©U¥ªaªve  Qcèt©Th²¥t~ f©kè yt²a¶ a² ¦¶? 

¶ ¦©U¥ªaªvea¶ ¦¶k~ ï²Ļz© ¦İt² ª¢£²¤ a² ¦İt? 
 

 ÍÌÜ 

hĊz© ¥z{:  ÏÌÌ ªzt²k 
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Qăs{t ¥©z©ĸ«¦ſ: ¦©U¥ªaªve [k²Ąm²Ąka¶ a©za¶ x©|² Ĉ{©ò{© ctã   

 

¦©U¥ªaªve [k²Ąm²Ąka¶ a©za¶ vģ|f{ pq© z¦Ā¢P 

ª¢ªyĄt ï²Ļ hĔp³ d|, ¦¶k~, aĊvt«¦ſa¶ ¥¬|ªïp pq© ªgk¶ gģ|p¶ nOc~² cģ|t² ¥|¥w©T ~©T ¦©U¥ªaªve yªtĄg Ê {¥ a©{è 

ctã ¥Ċ¢Ąs«p đ{ªŇ~©T ¦©U¥ªaªve [k²Ąm²Ąk yªtĄgÊ ¦©U¥ªaªve [k²Ąm²Ąk~©T ª¢ªyĄt ï²Ļ Qt¬¥©| w|a w|a t©z¦ſ hĔp³  

¦©U¥ ªav|, ªñ~t|, ¦©U¥Ċ{©t, ſz [k²Ąm²Ąk Rªr  

|©ªb[a¶ ¦İĄgÊ 

¦©U¥ªaªve [k²Ąm²Ąka© ª¢ªyĄt y¬ªza© | ªhĊz²¢©|«¦ſ 

¦İĄgţ, h¬t ªhĊz²¢©|« v¬¢èa ªty©Ut¬ vtã ¦İĄgÊ ¦©U¥ªaªve 

[k²Ąm²Ąka©  z¬ò{ a©z¦ſz© v©¦İt©a¶l© ¥w© ctã, ¢²m 

z²~©Ut²,  ¢©qſz pq© ù{©~n¶a©¦ſ ¥w© ctã z²ª£t 

~c©Ut²,  v©ªaèȩc ¥w© ctã ,v©¦İt©a¶ ¥²¢© ctã Rªr 

TĀ{©ªr  vrègţ Ê ¦¶k²~a¶ ªt{zªtªp Qt¬¥©| ªts©èģ|p 

¥z{z© ¢w©r©|« y[| Rw~©T ªrT[a¶ a©z | ªhĊz²r©|«  

voè ſvz© ct¬è vtã ¦İĄgÊ 

¦¶k²~z© v©¦İt©¦ſ RUt² | h©t² a©{è  ªt|Ąp|p© ¦İt² ¦İNr©  ªt{ªzp ¥|¥w©T ct¬è R¢Ē{a g h¬t a©z z¬ò{p ¦©U¥ªaªve 

[k²Ąm²Ąk~² crègÊ ÊUr©¦|oa¶ ~©ªc a¬t³ đ{ªŇ a¬t³ vªt ï²Ļ ¦¶k~, aĊvt«z© Ľ¢²£ cr©è U¥a¶ vª¦~¶ th| t³ ¥|¥w©Tz© 

c[a¶ ¦İĄgÊ Ľ¢²£Ť©| r²ªb t³ w¶¦| y²ªk[z© ªyĻ y²ªkt² đ{ªŇ ¢© b©Tt² b©t© hĔp¶¥¬a³ ¥w© y[vªt  £¬ſz© t³ w¶¦| y[a¶~² 

¥¶ đ{ªŇa¶ zt Ā{¦©N t~©ót² ¦İĄgÊ vª¦~¶ Ľy©x t³ QªĄpz Ľy©¢ (first impression is last impression) yt² i³  Ľ¢²£Ť©| 

r²ªb ¦¶k²~a¶ a¬t© a©Ćf© ¥x³ ¥w© |©òt¬ hſ|« g Ê £¬ſz© t³ ¦©U¥ªaªve Qc©ªm RUt² ¦İt©~² {¥a¶ s²|³ t³ z¦Ā¢ ¦İĄgÊ it 

¦¶k~ ï²Ļz© p ¦©U¥ªaªve~©T ¦¶k~a¶ z¬k¬ t³ z©ªtĄgÊ Ā{Ĕa©|o ¦©U¥ªaªve [k²Ąm²Ąka¶ z¦Ā¢ Qſ a¬t³ vªt a©{è ctã 

yĄr© az ¦İĄtÊ ¦©U¥ªaªve [k²Ąm²Ąk~² Rćt¶ z¦Ā¢ a©{z |©òt đ{ªŇcp ¥|¥w©T(personal hygiene grooming) z© 

[arz³ ă{©tªrt¬ vgèÊ  

¦©U¥ªaªve [k²Ąm²Ąka¶ đ{ªŇcp ¥|¥w©Tz© vªt Uªîa³ ă{©t ªrt¬ R¢Ē{a gÊ [k²Ąm²Ąka¶ đ{ªŇcp ¥|¥w©Tz© yĄt©~² 

¥w© ~¬c©, ¥w© h¬î©, te a©k²a¶, ªt{ªzp t¬¦©[a¶,  v¬ſ¤~² av©~ a©k²a¶ | zª¦~©~² av©~ x©Ns²a¶ ¦İt¬vgèÊÊ{¥³cģ| a©z 

cr©è vĄh©,¦¶k²~a¶ v¶£©a ªt{ªzp ſvz© ~c©Ut¬ vgè Ê đ{ªŇcp ¥|¥w©T~² Rw³z© [Uk© RĀz¢~ Ľr©t ct¬èa¶ ¥©q³ Rćt¶ 

đ{ªŇcp Ĕ¢©Ēā{ ~©T vªt w©Tr© v¬ót² ¦İĄgÊ QpP ¦©U¥ªaªve [k²Ąm²Ąk~² Rćt¶ a©{è ï²Ļ z©Ļ tyT Rw~©T vªt ¥r© ¥w© 

|©òt¬ vtã ¦İĄgÊ  
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¦©U¥ªaªve [k²Ąm²Ąka¶ ~©ªc Rćt¶ g¬Ŗ³ Qct©Th²¥t~ f©kè (organizational chart) ¦İĄg Ê p~  UĎ~²ªbp k²¢~z© 

[k²Ąm²Ąka¶ Qcèt©Th²¥t~ f©kè ªrT[a¶ gÊ Rćt¶ a©{è cr©è a¶ a¥~©T ªkv¶k ctã yĄt² pq© a²- aĔp© vr¦ſ |¦²a© ¦İĄgt 

yĄt² h©ta©|« |©òt Qcèt©Th²¥t~ f©kè x©|² h©Ąt¬ hſ|« ¦İĄgÊ 

 

 

¦©U¥ªaªvea¶ ¥Ĕq©cp ¥OŁft© 

'Housekeeping Organizational Chart( 

   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

ſz ªmªyht Ċ{©t²h| 

 

[ªñhñ{¬ªky ¦©U¥ªav|  

[ª¥Ĕk²Ąk [ªñhñ{¬ªky 

¦©U¥ªav|  

ª~t²t/{¬ªtw¶zè 

¥¬v|y©Th| 

ª¥ªt{| vªĈ~a [ģ|{©   

¥¬v|y©Th| 

ª¥ªt{| vªĈ~a [ģ|{©   

[k²Ąm²Ąk 

 

ª¥ªt{| ć~¶|   

¥¬v|y©Th| 

ć~¶|   ¥¬v|y©Th| 

vªĈ~a [ģ|{©   

¥¬v|y©Th| 
ª¥ªt{| ſz [k²Ąm²Ąk 

ª~t²t/{¬ªtw¶zè ª¥ªt{| 

[k²Ąm²Ąk 

 

ª~t²t/{¬ªtw¶zè 

[k²Ąm²Ąk 

ƭ²ªth ſz [k²Ąm²Ąk 
ƭ²ªth 

 

ƭ²ªth 
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Qĉ{©¥ Í: ¦©U¥ªaªve [k²Ąm²Ąka¶ a©za¶ x©|² Ĉ{©ò{© ctã  Ê 

Date (ªzªp) : ßßßß. 

To (~©T) : Ľª£ï©qĨ¦ſ 

From (x©k) : Ľª£ïa 

Subject (ªx¤{) : ¦©U¥ªaªve [k²Ąm²Ąka¶ a©za¶ x©|² Ĉ{©ò{© ctã   

 

 

WHAT a² ¦©U¥ªaªve [k²Ąm²Ąka¶ a©za¶ x©|² Ĉ{©ò{© ctã   

 

HOW a¥|« ¥©z¬ª¦a Ľű¶î|P 

¶ ¥©t¶ ¥©t¶ ¥z¬¦ xt©S [a ¥z¬¦~² QaƋ ¥z¬¦~©T Ľű¶î| ctè ~c©Ut²Ê 

¶ Ľª£ïa~² ªtģ|ïo cræ ¥ª¦ Uî| ªrt² ~©T Ľ¶Ā¥©¦t ªrr³ đ{©ò{© ctãÊ 

vª¦~¶ ¥z¬¦P 

¶ ¦©U¥ªaªve [k²Ąm²Ąk yt²a¶ a² ¦¶? 

¶ ¦©U¥ªaªve [k²Ąm²Ąka¶ ªat z¦Ā¢ ¦İĄg? 
r¶Ń¶ ¥z¬¦P 

¶ đ{ªŇcp ¥|¥w©T( personal Hygiene and Grooming) a¶ z¦Ā¢ yĄt¬¦¶¥Ê 

¶ ¦©U¥ªaªve Qcèt©Th²¥t~ f©kèa¶ ¢©|²z© ¢p©Ut¬¦¶¥ Ê 

 

TIME ¥z{ ÐÌÜ 

 

RESOURCES 

NEEDED R¢Ē{a 

ì¶p/¥©z©ĸ«¦ſ 

 

 

 

 

sĄ{x©r Thank you 
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Ľű¦ſ :¦©U¥ªaªve [k²Ąm²Ąka¶ a©za¶ x©|² Ĉ{©ò{© ctã   

 

Í. ªla ¢²ªlaz© ªfĄ¦ ~c©Ut¬¦¶¥̧Ê 

a. ¦©U¥ªaªve a©{è [arz³ z¦Ā¢voè a©{è ¦¶Ê(ã) 

b. ¦©U¥ªaªve [k²Ąm²Ąka¶ a¬t³ Qcèt©Th²¥t~ f©kè ¦İNr³tÊ(X)  

c. ¦©U¥ªaªve a©{è cr©è a¬t³ ¥¬|ï© Ľo©~« Qvt©Ut¬ vrætÊ(X) 

 

Î. b©~« l©NU y|Ê  

a. ¦©U¥ªaªve a©{è ctã ~©T....... yªtĄgÊ  (¦©U¥ªaªve [k²Ąm²Ąk) 

b. ¦©U¥ªaªve a©{è cr©è Rćt¶ đ{ªpcpßßßßß. |ßßßß.. z© ă{©t ªrt¬ vrègÊ (Ĕ¢©Ĕq, ĸ¬ªze) 

 

Ï. Ľű 

a. ¦©U¥ªaªve a©{è ctã ~©T a² a¬|©a¶ h©ta©|« ¦İt¬ vgè? 

Uî|: 

¶ a²ªza~a¶ h©ta©|«  

¶ ¥¬|ï© ¥Ċ¢Ąs« h©ta©|«  

¶ ¦©U¥ªaªve a©{è ¥Ċ¢Ąs« h©ta©|« 
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đ{ªŇcp ¥¬|ï©a¶ Ĉ{©ò{© ctãÊ Ê 

v©l {¶ht©  :đ{ªŇcp ¥¬|ï©a¶ Ĉ{©ò{© ctãÊ 

ªx¤{ (¥«v/Q¢s©|o©): đ{ªŇcp ¥¬|ï©a¶ Ĉ{©ò{© ctãÊ 

a©{è ¢sèa UŤ²Ē{ Performance Objective:  

ð©t ¢sèa UŤ²Ē{¦ſ Enabling Objectives: 

¶ đ{ªŇcp ¥¬|ï©a¶ vģ|y©¤© ªrtá² 

¶ Uva|o`h©| | a²ªza~a¶ Ĉ{©ò{© ctã  

¶ Rc~©c« | ¥¬|ï© x©|² g~w~ ctã 

¶ Ľ©qªza Uvf©|x©|²  Ĉ{©ò{© ctã 

pģ|a©¦ſ 

Methods 

z¬ò{ x¬Or©¦ſ 

Key notes 

z©ă{z 

Media 

¥z{ 

Time 

vģ|f{ Introduction: 

z·ªba  g~w~ 

ªfĻ Ľr£èt 

¶ ¥¬|ï© yt²a¶ a² ¦¶ yt²| Ľű |©òt²Ê 

¶ a©z cr©è a¬t³ r¬dèkt© yT¦©~²z© a² ct¬è ¦İĄg yªt Ľű 

|©òt²Ê  

¶ g~w~~©T ªtĒa¤èz© v¬{©èT đ{ªŇcp ¥¬|ï©a¶ vģ|f{ 

ªrt²Ü 

¥¬|ï© Qvt©[| 

a©{è cræ c|²a© 

ªfĻ¦ſ 

 

ÍÌÜ 

z¬ò{ QO£ Main Body: 

Ĉ{©ò{© pq© g~w~ 

¥©z¬ª¦a ĽĔt¶î| 
¶ đ{ªŇcp ¥¬|ï©x©|² g~w~ ctã Ê 

¶ a©z cr©è đ{ªŇcp ¥¬|ï©x©|² ¥©z¬ª¦a g~w~  ¥¦y©c« 

ªxf c|©Ut² Ê 

¶ ªfĻz© r²b©UNr³  Uva|o, ̀ h©| | a²ªza~a¶ ~©T a² 

yªtĄg ¥¶ăt² | Ĉ{©ò{© ctãÊ 

¶ Uva|o `h©| | a²ªza~a¶ a² a©za¶  ~©ªc a¦©N 

Ľ{¶c ¦İĄg ¥¶ăr³ Ĉ{©ò{© ctã Ê 

¶ ª{ Uva|o\a²ªza~ Ľ{¶c cr©è  ¥¬|ï© | ¥©¢s©t« 

Qvt©Ut¬ vtã x©|² g~w~  ctãÊ 

¶ a²ªza~ Ľ{¶c cr©è ¢© a©z cr©è Rc~©c« y[z© a² ct¬è 

vgè ¥¦y©c«a¶  |©{ ª~t² Ê 

¶ g~w~ | |©{~©T ¥z²ªk đ{©ò{© ctãÊ 

¶ ªfĻ ¢© ¢©Ĕpª¢a  Uva|o, `h©| | a²ªza~¦ſ 

r²b©UNr³  ¥¦y©c«~©T ªfĄt ~c©Ut² Ê 

ªć~v f©kè 

 

 

 

ªfĻ Ľr£èt 

 

 

 

 

 

 

ªfĻ Ľr£èt 

 

 

 

 

ÒÌÜ 

 

 

ÒÌÜ 

 

 

 

ÒÌÜ 

 

ÒÌÜ 

 

 

ÒÌÜ 

 

 

ÏÌÜ 
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¶ ¦©p² v¬Ĕpa vņt ªrt²Ê ¦©p² v¬Ĕpa 

¥©|©O¥ Summary: 

Ľű¶î|  
¶ a©z a©h cr©è Qvt©Ut ¥ªat² ¥¬|ï© Ľo©~« a² a² ¦İt? 

¶ Ľ©qªza Uvf©| yt²a¶ a² ¦¶? 

 ÍÌÜ 

hĊz© ¥z{:  ÏÒÌÜªzt²

k 
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Qăs{t ¥©z©ĸ«¦ſ: đ{ªŇcp ¥¬|ï©a¶ Ĉ{©ò{© ctãÊ 

vģ|f{: 

Ĉ{ªŇcp ¥¬|ï© pq© Uv©{ Q¢~Ċ¢t x©|² đ{©ò{©P 

đ{ªŇa¶ Rćt¶ ¥¬|ï©~©T Ĉ{ªŇcp ¥¬|ï© yªtĄgÊ a©z cr©è ¥¬|ï©a¶ ~©ªc Ľ{¶c ¦İt² ¥©z©ĸ«¦ſ ~©T đ{ªŇcp ¥¬|ï© 

¥©z©ĸ«(personal protective equipment) yªtĄgÊ hĔp³P fĒz©, vNĄh©, |¢| ¢¬k, ¦²~z²k, z©Ĕa,[Ľ¶t Rćt¶ ¥¬|ï©a¶ 

~©ªc a©za¶ Q¢Ĕq© | l©NU Qt¬¥©|  Qªt¢©{è ſv~² ~c©Ut¬ vgè Ê 

¥¬|ï©a¶ ~©ªc Ľ{¶c ¦İt² 

¥©z©ĸ«¦ſ 

ªat ªfĻ¦ſ 

 

fĒz© a©z cr©è a²ªza~¦ſ  | QĄ{ w¶¦|¦ſ 

Rb©Nz© tv|¶¥̧ yĄt©a© ~©ªc Ê 

  

vNĄh© a©z cr©è a²ªza~¦ſ, ª££©¦ſ | 

¥·f©~{ t¬¦©Ut² aïa© | QĄ{ l©UNa©  

w¶¦|¦ſ ¦©p~² ª¥s³ g¬r©N ¦©pz© w¶¦| | 

d©Uf¶k ~©ótx©k xf©Ut Ê  

 

|¢| ¢¬k a©z cr©è a²ªza~¦ſ ª££©¦ſ | ¥·f©~{ 

t¬¦©Ut² aïa© | QĄ{ l©UNa© w¶¦|¦ſ 

b¬Ŗ©z©  d©Uf¶k ~©ótx©k xf©Ut Ê  

 

¦²~z²k Qó~¶ l©NUz© a©z cr©è ¢© a²ª¦ ¥©z©t¦ſ 

z©ªqx©k b¥²z© k©Ua¶ xf©Ut Ê 

 

z©Ĕa a©z cr©è a²ªza~¦ſ, ¥·f©~{, t¬¦©Ut² 

aï | QĄ{ l©UNa©  cĄs¦ſ~² ª¥s³ 

ų©¥Ľų©¥z© Q¥| tc|¶¥ yĄt©a© ~©ªc 

Ê 

 

[Ľ¶t a©z cr©è a²ªza~¦ſ, ¥·f©~{, t¬¦©Ut² 

aïa©  | QĄ{ l©UNa©  w¶¦|¦ſ~² ~¬c© ¢© 

£ģ||z© Q¥| tc|¶¥ yĄt©a© ~©ªc Ê 

 



 

 28   

 

 

 ¦©U¥ªaªve [k²Ąm²Ąk~² Rćt¶ a©{è ¥Ċv©rt ct¬è vr©è ª¢ªyĄt a²ªza~ pq© z²ª£t|« ̀h©|¦ſ Ľ{¶c ct¬è vtã ¦İt©~² Rćt¶ 

¥¬|ï©a¶ Uv©{ Q¢~Ċ¢t ct¬èvtã ¦İĄgÊ h¥a¶ ~©c« U¥~² a²ªza~ pq© Uva|o¦ſa¶ h©ta©|« |©òt¬ vtã ¦İĄgÊ p~ f©kèz© 

a²ªza~a¶ vģ|f{ Ľ{¶c pq© đ{ªŇcp ¥¬|ï© Uva|oa¶ x©|²z© ¢oèt ¦²|·Ê 

a²ªza~a¶ 

t©z(Chemical 

Name) 

ªfĻ 

(Visuals) 

Ľ{¶c ct¬èa¶ 

UŤ²Ē{(Purpose 

of using) 

¥¬|ï© ¥©z©ĸ« 

(Protective  

Equipment) 

a¬t³ SzhãĄ¥« 

y[z© 

(In case of 

Emergency) 

a³ªw{p 

(Remarks) 

Q~ Ľv¶h 

ªñ~t|(All-

purpose 

cleaner) R-2  

 

 

¥©z©Ą{ ¥¢³ 

¥|¥w©Ta¶ ~©ªc 

ª~ªñ¢m ¥©x¬t hĔp³ 

¦İt² 

¦©p² vOh© v©t« ¥Oc 

ªz¥©Ut² ÍBÍÌ 

¥w© ªf¥¶ 

v©t«~² ¥w© ctã 

wĔk [m ¢ñ¥ 

Ľ{¶c ctãÊ hſ|p 

y[z© m©ñk| ~©T 

¢¶~©Ut²Ê 

bp|© ty[a¶ 

 ñ~¶|ñ¥ 

(Clorox) 

 

c©n© w¶¦| ¥|-

¥w©Ta¶ 

~©ªc(k©{~, 

¢©qſz, ć~¶|) 

¦©p² vOh©, z©Ĕa, 

fĔz© | |¢| ¢¬k 

¥w© ªf¥¶ 

v©t«~² ¥w© ctã 

wĔk [m ¢ñ¥ 

Ľ{¶c ctãÊ hſ|p 

y[z© m©ñk| ~©T 

¢¶~©Ut²Ê 

Ľ{¶c ct¬è Qc©m« 

¥¬v|y©Th| ~©T 

h©ta©|« ªrt² 

pq© Ľ{¶c ctã 

pģ|a© vņt²Ê 

R| ¢©t R-1 

 

ªrt¦İ ¢©qſz, ª¢m²k, 

{¬ģ|t~ ¥|¥w©Ta¶ 

~©ªc 

¦©p² vOh© ¥w© ªf¥¶ 

v©t«~² ¥w© ctã 

wĔk [m ¢ñ¥ 

Ľ{¶c ctãÊ hſ|p 

y[z© m©ñk| ~©T 

¢¶~©Ut²Ê 

Ľ{¶c ct¬è Qc©m« 

ªrT[a¶ h©ta©|« 

vņt²Ê 

R| ƅ« ó~©¥ 

ªñ~t| (glass 

cleaner) 

R- 3 

 

¥¢³ ªaª¥za© ª¥¥© 

¥w©T ctè  

¦©p² vNh©, fĔz©, | 

z©Ĕa 

v©t« ¥Oc ªz¥©Ut² 

ÍBÎÌ 

¥w© ªf¥¶ 

v©t«~² ¥w© ctã 

wĔk [m ¢ñ¥ 

Ľ{¶c ctãÊ hſ|p 

y[z© m©ñk| ~©T 

¢¶~©Ut²Ê 

bp|© ty[a¶Ê 
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R| w¶ wªtèf| 

v¶ª~¥  

R- 4 

 

¥¢³ ªaª¥za© 

wªtèf| pq© ~²m|a© 

¥¶w© v¶ª~¥ ctè 

mĔk|, ¦©p² vOh© ¥w© ªf¥¶ 

v©t«~² ¥w© ctã 

wĔk [m ¢ñ¥ 

Ľ{¶c ctãÊ hſ|p 

y[z© m©ñk| ~©T 

¢¶~©Ut²Ê 

Ľ{¶c ct¬è Qc©m« 

ªrT[a¶ h©ta©|« 

vņt² 

R| w©Ty 

ª~ªñ¢m vć{èz  

R- 5 

 

y¬TO ¥w© ctè (¦©T 

~²y~ v|ć{z) 

¦©p² vOh©, |¢| ¢¬k, 

¢²k ć~¶| ¥©Tt 

¥w© ªf¥¶ 

v©t«~² ¥w© ctã 

wĔk [m ¢ñ¥ 

Ľ{¶c ctãÊ hſ|p 

y[z© m©ñk| ~©T 

¢¶~©Ut²Ê 

Ľ{¶c ct¬è ¦c©m« 

ªrT[a¶ h©ta©|« 

vņt² 

R| ª¥ñ¥  

R- 6 

 

c©n© w¶¦| ¥w© ctã 

(ª¢m²k | {¬ģ|t~) 

¦©p² vOh© | z©Ĕa ¥w© ªf¥¶ 

v©t«~² ¥w© ctã 

wĔk [m ¢ñ¥ 

Ľ{¶c ctãÊ hſ|p 

y[z© m©ñk| ~©T 

¢¶~©Ut²Ê 

Ľ{¶c ct¬è Qc©m« 

¥¬v|y©Th| ~©T 

h©ta©|« ªrt² 

pq© ªrT[a¶ 

h©ta©|« vņt²Ê 

ć~¶| v¶ª~¥  

Floor polish 

 

z©¢è~ v¶ª~¥ 

fĊa©Ut 

¦©p² vNh©, fĒz©, |¢| 

x¬k, | ¢²k ć~¶| 

¥©Tt 

¥w© ªf¥¶ 

v©t«~² ¥w© ctã 

wĔk [m ¢ñ¥ 

Ľ{¶c ctãÊ hſ|p 

y[z© m©ñk| ~©T 

¢¶~©Ut²Ê 

Ľ{¶c ct¬è Qc©m« 

¥¬v|y©Th| ~©T 

h©ta©|« ªrt² 

pq© ªrT[a¶ 

h©ta©|« vņt²Ê 

a©vãk Ĕ{©Ċv  

 

a©vãk, Qv¶~Ĕk« 

¥¶w© Ĕ{©Ċv¬ ctã 

¦©p² vOh©, fĒz©, |¢| 

x¬k, v©Ot« ¥Oc 

ªz¥©Ut² ÍBÍÌ  ¢²k 

ć~¶| ¥©Tt 

¥w© ªf¥¶ 

v©t«~² ¥w© ctã 

wĔk [m ¢ñ¥ 

Ľ{¶c ctãÊ hſ|p 

y[z© m©ñk| ~©T 

¢¶~©Ut²Ê 

Ľ{¶c ct¬è Qc©m« 

¥¬v|y©Th| ~©T 

h©ta©|« ªrt² 

pq© ªrT[a¶ 

h©ta©|« vņt²Ê 

ć~¶| ªĔƭv|  

Floor striper  

 

z©¢è~ ć~¶| ĔĶx 

ctã 

¦©p² vOh©, fĒz©, |¢| 

x¬k,  ¢²k ć~¶| ¥©Tt 

¥w© ªf¥¶ 

v©t«~² ¥w© ctã 

wĔk [m ¢ñ¥ 

Ľ{¶c ctãÊ hſ|p 

y[z© m©ñk| ~©T 

¢¶~©Ut²Ê 

Ľ{¶c ct¬è Qc©m« 

¥¬v|y©Th| ~©T 

h©ta©|« ªrt² 

pq© ªrT[a¶ 

h©ta©|« vņt²Ê 
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h̀©|¦ſz© ¥©z©Ą{p{© y{©a¬z ªñ~t|, zv, Ĕ{©Ċv ctã z²ª£t, v©ªaèe i©m¬ b|²k¶, Ź©Ąm Ŀ¥, ķ¢©T~²k ł¥, ª¥ª~e Ŀ¥ 

Ľ{¶c ¦İĄgtÊ h¥z© ĉ{©a¬z ªñ~t| | Ĕ{©Ċv¬ ctã z²ª¥t f~©UNr© ¥¬|ï©~©T ª¢£²¤ ă{©t ªrt¬ vgèÊ z²ª£t¦ſ a©zctã ªĔqªpz© 

g g³t f²a cģ| ¥¬v|y©Th|~©T h©ta©|« c|©T Ľ{¶c ct¬è vgèÊ 

¥¬|ï©a¶ a¬|© cr©è Rc~©c« vªt [a ª¢£²¤ ¥¬|ï© f¬t·p« ¦¶ h¥~² cr©è ¦©U¥ªaªve [k²Ąm²Ąk~² Rc~©c« ªt{ĄĻoa© ª¢¤{z© 

¥©s©|o h©ta©|« |©òt¬ vtã ¦İĄgÊ ¥¬|ï©a¶ ~©ªc w©{| [ªñĔötªch| (fire extinguisher) Ľ{¶c ctã ƭ²ªte ª~t¬ vtã ¦İĄgÊ 

 

 s]lx dxTjk"0f{ ;'/Iff lrGx / ;'rgf 

 
¦©U¥ªaªve [k²Ąm²Ąk~² ª¢ªyĄt l©NUz© ¥|¥w©Ta© a©z ct¬è vtã ¦İt©~² z¦Āfv¬oè ¥¬|ï©a© ªfĄ¦ | ¥¬ft© q©¦ v©Ut¬ hſģ| gÊ 

p~ a²ª¦ ¥¬|ï©a© ªfĄ¦¦ſ ªrT[a¶ g, h¬t Rwt¶ a©z cr©è ¥¬|ï©a© ~©ªc ~©c©Ut² ¢© ¥Oa²p ¦²|²| a© ctè zţp v¬{©èUg Ê 

 

vt/f  

 

pRr ef]N6]h k|Hjf]nglzn kbfy{ 

8:6 df:s 

 

;]¢6L h'Qf ;]¢6L k~hf 

;]¢6L uuN; 

 

;]¢6L Pc/ Knu ;]¢6L x]Nd]6 

k|j]z lgif]w 

 

r'/f]6 lkpg lgif]w /f]Sg'xf]; 

kfgL lkpg lgif]w 

 

dflg; sfd ub}{ aflx/ 

 

 

¥©s©|o Ľ©qªza Uvf©|x©|² h©ta©|«  

a¬t³ vªt a©{è cr©è r¬dèkt©¢¥ a²ª¦ yT ¦©~²z© QĔvp©~ ~ót¬ ¢© m©ñk| RUt¬ yĄr© Qc©m« a²¦« t|©Ł¶ yT t¦©~¶¥ yt²| 

cģ|t² vª¦~¶ Uvf©| ~©T t³ Ľ©qªza Ľ©qªza Uvf©| yªtĄgÊ Ľ©qªza Uvf©| yt²a¶ £¬ſz© cģ|t² Uvf©| ¦¶Ê r¬sèkt©z© v|« 

d©Tp²a¶ Q¢Ĕq© Qi tªxªĸ{¶¥ yt²| d©Tp²~©T ªfªaĀ¥aa¦©N v¬ót¬ Qªd ªrSt² ¥©z©Ą{ Ľ©qªza  ¦¶Ê Ľ©qªza Ľ©qªza a² 

d©Tp²~©T pĀa©~ |©¦p ªrt¬a© ¥©q³ z©tª¥a ſvz© bp|©z¬Ň y[a¶ z¦£¬¥ ctè zţp cgèÊ Ľ©qªza Uvf©| ctèa¶ ~©ªc ¦|²a 

ï²Ļz© wĔk [m xñ¥ |©ªb[a¶ ¦İĄgÊ a¬t³ a©{è cr©è a¬t³ d©U f¶k ~©ªc ¦©~²z©  d©Tp²~©T Ľ©qªza Uvf©|   ctè  Ľ{¶c cģ|t² 

x©a¥ ~©T wĔk [m ¢ñ¥ yªtĄgÊ h¥z© k²v d©Uz© ~c©Ut² k²v | b©t² ¤̀s« |©ªb[a¶ ¦İĄg Ê {¶ wĔk [m xñ¥ a¦©O 
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|©ªb[a¶ ¦İĄg  ¢© a¦©O x©k Ľ©Ŭ ctè ¥ªaĄg yĄt² a¬|©a¶ vª¦~² t³ h©ta©|« |©òt¬vtã ¦İĄg p©ªa a²ª¦ yT ¦©~²z© p¬ſĄp Ā{¶ 

xñ¥ Ď{©[| Rćt¶ ¢© Qſa¶ Uvf©| ctè ¥ªaĄgÊ 
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Qĉ{©¥ Í: đ{ªŇcp ¥¬|ï©a¶ Ĉ{©ò{© ctãÊ 

Date (ªzªp) : ßßßß. 

To (~©T) : Ľª£ï©qĨ¦ſ 

From (x©k) : Ľª£ïa 

Subject (ªx¤{) : đ{ªŇcp ¥¬|ï©a¶ Ĉ{©ò{© ctãÊ 

 

 

WHAT a² đ{ªŇcp ¥¬|ï©a¶ Ĉ{©ò{© ctãÊ  

 

HOW a¥|« ¥©z¬ª¦a g~w~P 

¥©t¶ ¥©t¶ ¥z¬¦ xt©T [a ¥z¬¦~² QaƋ ¥z¬¦~©T Ľű¶î| ctè ~c©Ut²Ê 

¶ a¬t³ vªt a©{è cr©è ¥©¢s©t« ªat Qvt©TĄg? 

¶ a©z a©hz© a¬t³ r¬dèkt© y[z© a² ct¬è vgè? 

¶ ªfĻ¦ſ r²b©T ªfĻz© ªfªĻp Uva|o a² ¦¶ ¥¶ăt²Ê 

¶ ª{ Uva|o¦ſ Ľ{¶c cr©è Qvt©Ut¬ vtã ¥¬|ï© Ľo©~« a² ¦¶? 

¶ ¥¬|ï© Qvt©Ut¬ vtã a©|o a² ¦¶? 

¥x³a¶ Ľű¶î|~©T ztt cģ| ¥zĸz© Ľª£ïa~² ¢oèt ctãÊ 

 

 

TIME ¥z{ ÒÌÜ 

 

RESOURCES 

NEEDED R¢Ē{a 

ì¶p/¥©z©ĸ«¦ſ 

ªfĻ¦ſ, ¦©p² v¬Ĕpa 

 

 

 

 

 

sĄ{x©r Thank you 
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Ľű¦ſ: đ{ªŇcp ¥¬|ï©a¶ Ĉ{©ò{© ctãÊ 

 

Í. Ľű¦ſ: 

 

a. p~ r²b©S[a¶ a² a¶ ¥Oa²p ¦¶? 

 

 

Uî|: k|Hjf]nglzn kbfy  

b. Ľ©qªza Uvf©| yt²a¶ a² ¦¶? 

r¬dèkt©¢¥ a²ª¦ yT ¦©~²z© QĔvp©~ ~ót¬ ¢© m©ñk| RUt¬ yĄr© Qc©m« a²¦« t|©Ł¶ yT t¦©~¶¥ yt²| cģ|t² 

vª¦~¶ Uvf©| 

Î. R| ª¥ñ¥ (R- 6) a² a¶ ~©ªc Ľ{¶c ¦İĄg? 

a.  k©T~ ¥w© ctè 

b.  y¬TO ¥w© ctè 

c. a©vãk ¥w© ctè 

d. a©l ¥w© ctè 

 

Ï. b©~« l©UN yt¬è¦¶¥Ê 

e.  ¥w©T cr©è Ā{¥ ï²Ļz© ........... |©òt¬vtã ¦İĄgÊ(¥©ea²ªpa x¶mè)  

f. R| ªƅ (R- 3) ......... ¥w© ctè Ľ{¶c cģ|ĄgÊ (ª¥¥©) 

g. c R| w©Ty (R- 5) ........¥w© ctè Ľ{¶c cģ|ĄgÊ(y¬TO ) 
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 ¦©U¥ªaªvez© Ľ{¶c ¦İt² ¥©z©Ą{ Ľ©ª¢ªsa £đr©¢~«¦ſa¶ vģ|f{  

v©l {¶ht©  :¦©U¥ªaªvez© Ľ{¶c ¦İt² ¥©z©Ą{ Ľ©ª¢ªsa £đr©¢~«¦ſa¶ vģ|f{ 

ªx¤{ (¥«v/Q¢s©|o©): ¦©U¥ªaªvez© Ľ{¶c ¦İt² ¥©z©Ą{ Ľ©ª¢ªsa £đr©¢~«¦ſa¶ vģ|f{ 

a©{è ¢sèa UŤ²Ē{ Performance Objective:  

ð©t ¢sèa UŤ²Ē{¦ſ Enabling Objectives: 

¶ r³ªta Ľ{¶c ¦İt² £đr©¢~«¦ſ xp©Ut² Ê 

¶ `h©| pq© Uva|o¦ſ a¶ £đr©¢~« Ê 

¶ ¥©z©Ą{ Ľ{¶c ¦İt² ¥©zĸ«¦ſa¶ £đr©¢~« Ê 

¶ Ľ©ª¢ªsa £Ĉr©¢ª~¦ſa¶ z¦Āfx©|² h©ta©ģ| ªrt² Ê 

pģ|a©¦ſ 

Methods 

z¬ò{ x¬Or©¦ſ 

Key notes 

z©ă{z 

Media 

¥z{ 

Time 

vģ|f{ Introduction: 

z·ªba Ľű | g~w~ 
¶ ¦©U¥ªaªvez© Ľ{¶c ¦İt² ¥©z©Ą{ Ľ©ª¢ªsa £đr©¢~«¦ſ 

a² a² ¦İt ¥ñgt ¥¶ăt²P 

¶ ¦©U¥ªaªvez© Ľ{¶c ¦İt² ¥©z©ĸ«¦ſa¶ ªfĻ r²b©T a² 

~©T a² yªtĄg ¥¶ăt²Ê 

¶ Ľª£ïa~² ¥zĸz© ¢p©Ut² | v©la¶ vģ|f{ ªrt² Ê 

ªfĻ¦ſ ÍÌÜ 

z¬ò{ QO£ Main Body: 

đ{©ò{© pq© g~w~ 

ªfĻ Ľr£èt 

Ľ©ª¢ªsa £đr©¢~«¦ſa¶ Ĉ{©ò{© ctãP 

¶ ¦©U¥ªaªvez© r³ªta Ľ{¶c ¦İt² £đr©¢~«¦ſ g~w~ 

ctã Ê 

¶ `h©| pq© Uva|o¦ſ ªfĻ ¢© ¢©Ĕpª¢a ¢Ĕp¬ r²b©T  

£đr©¢~«¦ſ g~w~ ctã Ê 

¶ Ľ©ª¢ªsa £Ĉr©¢ª~¦ſa¶ z¦Āfx©|² h©ta©ģ| ªrt² Ê 

¶ ¦©p² v¬Ĕpaa¶ ¥¦{¶c ª~T ĽĀ{²a £đra¶ Ĉ{©ò{© ctãÊ 

¶ ªxă{©qĨ~©T g~w~ cģ|[a© ªx¤{z© Qĉ{©¥ ctã 

~c©Ut²  

 ÍÎÌÜ 

 

 

 

 

 

 

 

ÐÌÜ 

¥©|©O¥ Summary: 

Ľű 
¶ ¦©U¥ªaªvez© Ľ{¶c ¦İt² Tñ{¬vz²Ąk ¦ſa¶ ªfĻ r²b©T 

Ā{¥a© a©z¦ſ ¥¶ăt² Ê 

 ÍÌÜ 

hĊz© ¥z{:  ÍÔÌ ªzt²k 
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Qăs{t ¥©z©ĸ«¦ſ: ¦©U¥ªaªvez© Ľ{¶c ¦İt² ¥©z©Ą{ Ľ©ª¢ªsa £đr©¢~«¦ſa¶ vģ|f{ 

 

¦©U¥ªaªvez© Ľ{¶c ¦İt² £Ĉr©¢~«¦ſa¶ vģ|f{ pq© z¦Ā¢P 

¦©U¥ªaªve a©{è cr©è Ľ{¶cz© RUt² ª¢ªyĄt £Ĉr©¢~«¦ſ~©T t³ Ľª¢ªsa £Ĉr©¢~« yªtĄgÊ ª{ £Ĉr¦ſ QOĸh«z© ¦İt² pq© 

¥¶¦« £Ĉr t³ a©za©hz© Ľ{¶cz© RUt² ¦İt©~² {¥~©T h©Ąt¬vtã QĀ{Ąp hſ|« gÊ 

{¦©N ¦©z« ¦©U¥ªaªvez© Ľ{¶cz© RT|¦t² £Ĉr©¢~«¦ſa¶ vģ|f{ ªrĄg·Ê 

ÌÍ. z²a Qv ſz a©mè (Make up Room Card) : v©¦İt©~² a¶l© ¥w© cģ|ªrt¬ yªt Qt¬|¶s ctã a©mèÊ 

ÌÎ. m¬ tk ªmĔk¢è a©mè (D.N.D. Do not Disturb Card) : v©¦İt©~² a¶l©z© a¬t³ vªt ªmĔk¢ (Q¢|¶s) tc|¶¥ yªt Qt¬|¶s 

ctã a©mèÊ 

ÌÏ. Ŀ²a w©Ĕk a©mè (Breakfast Card) : v©¦İt©~² Rw~©T zc©Ut¬ vtã b©t©a¶ ~©ªc Qt¬|¶s ctã a©mèÊ 

ÌÐ. ~ĄƯ« a©mè (Laundry Card) : v©¦İt©a¶ ~¬c© s¶Tªrt Qt¬|¶s ctã a©mèÊ 

ÌÑ. c²Ŵ az²Ąk a©mè (Guest Comment Card) : v©¦İt©~² Rćt¶ ¥¬i©¢ pq© c¬t©¥¶ ctã a©mèÊ 

ÌÒ. [|©Ty~ ª~Ĕk (Arrival list) : v©¦İt© RUt² ª¢¢|o Ê 

ÌÓ. ªmv©fè| ª~Ĕk (Departure list) : v©¦İt©~² a¶l© g¶m²| h©t² ª¢¢|o Ê 

ÌÔ. ªy. RT. v«. c²Ĕk (V.I.P. guest) : z¦Ā¢voè v©¦İt© Ê 

ÌÕ z²m̧¥ a©kè Q| ƭ~«. (Maids Cart or Trolley) : ¦©U¥ªaªve [k²Ąm²Ąk~² Rw~©T f©ª¦t² ¥Ċvoè ¥©z©ĸ« |©òt² [Uk© 

ƭ~« 

ÍÌ. ª~t²t (Linen) : a©za©hz© Ľ{¶cz© RUt² ¥Ċvoè avm© ſz©~¦ſ Ê 

ÍÍ. v²Ŵ aĄƭ¶~ (Pest Control) : ª¢ªyĄt ªa|©¦ſ z©tè pq© z¬¥© ª¢|©~¶ ¦k©Ut Ľ{¶c cģ|t² ª¢ªsÊ 

ÍÎ. ĉ{©a¬z ªñ~t| (Vacuum Cleaner) : y¬TO ¥w© ctè Ľ{¶c cģ|t² z²ª£t Ê 

ÍÏ. Ĕ{©Ċv z²ª£t (Shampoo Machine) : a©vãk, ¥¶w© | QĄ{ y©c¦ſ ¥w© ctã z²ª£tÊ 

ÍÐ. ¢©q k¢ (Bath Tub) :  t¬¦©Ut² l©UNÊ 

ÍÑ. ¢©¥ ¢²ª¥t (Wash Basin); z¬b s¬t² l©UN Ê 

ÍÒ. ª¢m²k (Bidet) ; ªr£© v¬÷t² l©UN 
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ÍÓ. ktè m©Ut ¥ªyè¥ (Turn Down Service) : ¦©U¥ªaªve [k²Ąm²Ąk~² ¥©Oi v©¦İt© ~©T ªrt² [Uk© ¥²¢©Ê 

ÍÔ. [ªzªtk« (Amenity) : ¦©U¥ªaªve [k²Ąm²Ąk~² Ľ{¶c ctã ¥©z©ĸ«¦ſ 

ÍÕ. mªĔke (Dusting) : a¬t³ vªt ï²Ļa¶ s¬~¶ ¥w© ctã Ê 

ÎÌ. ¥²ªćk ªmv¶ªhk xñ¥ (Safety Deposit Box) : v©¦İt©a¶ z¦Ā¢voè ¥|¥©z©t |©òt xt©T[a¶ ¥¬|ªïp x©a¥Ê 

ÎÍ. zv (Mop) : yT ¥w© ctã avm© Ê 

ÎÎ. ª¥ª~e Ŀ¥ (Ceiling Brush) : ªyî©¦ſz© y[a¶ z©a¬|©a¶ h©~¶¦ſ ¦k©Ut Ľ{¶c ¦İt² Ŀ¥ h¶ªm[a¶ ~Ś« Ê 

ÎÏ. Ŀ¬z (Broom) :y¬TO xn©tè Ľ{¶c ¦İt² a¬öf¶ Ê 

ÎÐ. ķ¢©~²k Ŀ¥ (Toilet Brush) : ķ¢©T~²k ¥w© ctè Ľ{¶c ¦İt² Ŀ¥ Ê 

ÎÑ. ć~¶| mĔk| (Floor Duster) :  y¬TOz© Ľ{¶c /y¬TO v¬÷t Ľ{¶c cģ|t² avm©Ê 

ÎÒ. zv xa²k (Mop Bucket)  : zv Ľ{¶c ctè ¥ªh~¶ ¦¶¥ yĄt² ¦²p¬~² xt©T[a¶ xa²k Ê 

 

t¶k: z©ªq UĎ~²ªbp  £đr©¢~«¦ſ ,¢³r²ª£a z¬~¬az© Ľ{¶c ¦İt² ¥©z©Ą{ Ľ©ª¢ªsa £đr©¢~«¦ſ  QĄp|cp vªt  ªfĻ ¥ª¦p 

¢oèt cģ|[a¶ gÊ  
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Qĉ{©¥ Í: ¦©U¥ªaªvez© Ľ{¶c ¦İt² ¥©z©Ą{ Ľ©ª¢ªsa £đr©¢~«¦ſa¶ vģ|f{ 

Date (ªzªp) : ßßßß. 

To (~©T) : Ľª£ï©qĨ¦ſ 

From (x©k) : Ľª£ïa 

Subject (ªx¤{) : Ľ©ª¢ªsa £đr©¢~«¦ſ Ĉ{©ò{© ctãÊ 

 

 

WHAT a² Ľ©ª¢ªsa £đr©¢~«¦ſ Ĉ{©ò{© ctãÊ  

 

HOW a¥|« ¥©z¬ª¦a g~w~ pq© Ľű¶î| (¥©t¶ ¥©t¶ ¥z¬¦ xt©Ut²)  

¶ ¥©z©Ą{ Ľ{¶cz© RUt² ¦©U¥ªaªvea© £đr©¢~« [a ¥z¬¦~©T ¥¶ăt²Ê 

¶ QaƋ ¥z¬¦~©T Ā{¥ £đr©¢~«a¶ z¦Ā¢ ¥¶ăt²Ê 

¶ £đr©¢~«a¶ z¦Ā¢ ¥¶ªs[a¶ ¥z¬¦~©T ¦©U¥ªaªvea¶ Tñ{¬z²Ąk¦ſa¶ vģ|f{ 

ªrt ~c©Ut²Ê 

¶ £đr©¢~« ¢p©Ut² ¥z¬¦~©S Tñ{¬z²Ąka¶ a©{è ¢oèt ctè ~c©Ut²Ê 

¶ ªtĒa¤èz© Ľª£ïa~² ¥zĸz© ¢p©Ut²Ê 

TIME ¥z{ ÐÌÜ 

 

RESOURCES 

NEEDED R¢Ē{a 

ì¶p/¥©z©ĸ«¦ſ 

ªfĻ¦ſ, ¦©p² v¬Ĕpa 

 

sĄ{x©r Thank you 
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:  

Ľű¦ſ: ¦©U¥ªaªvez© Ľ{¶c ¦İt² ¥©z©Ą{ Ľ©ª¢ªsa £đr©¢~«¦ſa¶ vģ|f{ ªrt² Ê 

 

Í. ªla Uî|z© ªfĄ¦ ~c©Ut¬¦¶¥ Ê 

Ŀ²a w©Ĕk a©mè(Breakfast Card) yt²a¶ a² ¦¶? 

a.   a¶l© ¥w© ctã ¦t¬|¶s  

b. a¶l© g¶m²| h©t² Qt¬|¶s  

c.  b©t© zc©Ut² Qt¬|¶s  

d. b©t© xt©Ut² Qt¬|¶s 

 

Î. ª~~²t yt²a¶ a² ¦¶ ? 

a. x©qſzz© Ľ{¶c ¦İt² Ĕ{©Ċv¬¦ſ  

b. x©qſzz© Ľ{¶c ¦İt² Ŀ¥¦ſ  

c. a©za©hz© Ľ{¶c ¦İt² avm© 

d. a©za©hz© Ľ{¶c ¦İt² a²ªza~  

 

Ï. b©~« l©UN y| Ê 

a.  ĉ{©a¬z ªñ~t| ............... Ľ{¶c cģ|t² z²ª£t ¦¶Ê (y¬TO ¥w© ctã ) 

b.  ......................¦©U¥ªaªve [k²Ąm²Ąk~² ¥©iN v©¦İt© ~©T ªrt² [Uk© ¥²¢© ¦¶Ê (ktè m©Ut ¥ªyè¥) 

c. ª¢m²k ...... ßßl©UN ¦¶ Ê (r«£© v¬÷t²) 

 

Ð. ªla ¢²ªla ªfĄ¦ ~c©U Ê 

a. ¥²w ªmv¶ªhk xñ¥ (safe deposit box) ~î© avm© |©òt xt©T[a¶ x©a¥ ¦¶ Ê  ʇ  

b.  v²Ŵ aĄƭ¶~(pest control) ª¢ªyĄt ªa|©¦ſ z©tè pq© z¬¥©, ª¢|©~¶ ¦k©Ut Ľ{¶c cģ|t² ª¢ªs ¦¶ Êã 

c.  ªmÊ [t. ªm. (D.N.D.) a©mèa¶ a¬t³ z¦Ā¢ ¦İNr³tÊ ʇ 
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¢aè ª¥k (Work sheet)  ytã  

v©l {¶ht©  :¢aè ª¥k (Work sheet ) ytã 

ªx¤{ (¥«v/Q¢s©|o©): ¢aè ª¥k (Work sheet)  ytã 

a©{è ¢sèa UŤ²Ē{ Performance Objective:  

Q¢Ĕq© : a©za¶ x²~© (Duty hour) 

a² a©z : ¢aè ª¥k (Work sheet)  ytã  

aªp |©Ł¶: R[a¶,c[a¶ ¥z{ UĎ~²b c|²a¶ g, a¶l©a¶ Q¢Ĕq© ~²b²a¶ g, y|²a¶  w|Ċ{©k(format) c¶vªt{p© 

|©b²a¶ gÊ  

ð©t ¢sèa UŤ²Ē{¦ſ Enabling Objectives: 

¶ a¶l©a¶  Ľa©| x©|² g~w~ ctã Ê 

¶ w|a w|Ċ{©k(format) a© Ľa©| g~w~ ctã Ê 

¶ wzè, |Ċ{©k(Form format) a¶ z¦Āfx©|² h©ta©ģ| ªrt² Ê 

pģ|a©¦ſ 

Methods 

z¬ò{ x¬Or©¦ſ 

Key notes 

z©ă{z 

Media 

¥z{ 

Time 

vģ|f{ Introduction: 

z·ªba Ľű | g~w~ ¶ ¢aè ª¥k (work sheet) ¥¢³ ~©T r²b©T a² ¦¶~© {¶ 

yªt ¥¶ăt²Ê 

¶ ¢aè ª¥kz© a¶l©a¶ Q¢Ĕq© (status) yt²a¶  a² ¦¶ 

yªt ¥¶ăt²Ê 

¶ ¥x³ g~w~ ~©T ¥z²ªk ¢aè ª¥ka¶ vģ|f{ ªrt²Ê 

¢aè ª¥k  Í0Ü 

z¬ò{ QO£ Main Body: 

z·ªba ¢oèt  

¢aè ª¥k Ľr£èt 

[a~ Qĉ{©¥ 

a¶l©a¶ Q¢Ĕq© (status)  ¢oèt ctãP 

¶ a¶l©a¶ Q¢Ĕq© (status)   a© Ľa©| ¢©|² xp©Ut²Ê 

¶ ¢aè ª¥ka¶ ¢oèt ctã Ê 

¶ ¢aè ª¥k yt¬èa¶ a©|o xp©Ut² Ê 

¶ ¢aè ª¥k ¥¬|ªïp |©b« c¶vªt{p© a©{z |©òt¬ vtã 

h©ta©|« c|©Ut²Ê 

¶ ¢aè ª¥kz© yt¬è vtã ¥z{ ¥¦« ¦İt¬vtã h©ta©|« c|©Ut²Ê 

¶ ¢aè ª¥k Ľª£ïa Rw³~² ªć~v f©kèz© y|²| r²b©Ut²Ê 

¶ [ñ~© [ñ~³ ¢aè ª¥k ytè ~c©Ut²Ê 

 

¥zĸz© ¢oèt ctãÊ 

 

 

 

 

 

 

 

 

 

ªć~v f©kè 

¢aè ª¥k 

 

 

ÒÌÜ 

 

 

 

 

 

 

ÒÌÜ 

 

 

ÐÑÜ 
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¥©|©O¥ Summary: 

¥©z¬ª¦a Ľű¶î| ¶ ¢aè ª¥k (work sheet) yt¬èa¶ a©|o xp©Ut¬¦¶¥ Ê 

¶ a¶l©a¶ Q¢Ĕq© (status)   a© Ľa©| ¢©|² xp©Ut¬¦¶¥Ê 

 

 ÑÜ 

hĊz© ¥z{:  ÍÔÌªzt²k 
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Qăs{t ¥©z©ĸ«¦ſ:  ¢aè ª¥k ytã  

 

¢aè ª¥ka¶ vģ|f{ pq© z¦Ā¢P 

a©{è ¥Ċv©rt ctè xt©T[a¶ [a ªaª¥za¶ w©|z ~©T ¢aè ª¥k (work sheet)yªtĄgÊ ¢aè ª¥k (work sheet) ª¢ªyĄt 

ªaª¥za© ¦İĄgtÊ {¦©N ¦©z« ¦©U¥ªaªve [k²Ąm²Ąka¶ ¢aè ª¥k (work sheet) x©|² UĎ~²b cgƎÊ h¥z© v©¦İt©¦ſa¶ ª¢¢|oa© 

¥©q³ a¶l©a© Ľa©|¦ſ | Ĕk©k¥ UĎ~²b cģ|[a¶ ¦İĄgÊ v©¦İt©¦ſa¶ ª¢¢|o ¢aè ª¥k (work sheet) z© UĎ~²b y[a¶ ¦İt©~² 

Ut«¦ſa¶ ¥¬|ï© ~©T ă{©tz© |©òt¬ vtã ¦İr©N c¶vªt{p© a©{z |©òt¬ vtã ¦İĄgÊ ¢aè ª¥kz© a¶l©a¶ ª¢¢|o(status) vªt ¦İt² | 

¦|²a a¶l© ¥w© ctã Ķzz© Rw~² a¶l©a¶ ª¢¢|o  hĔp³ v©¦İt© ¦¶k²~a¶ a¶l©z©  x¥²a¶, b©~« a¶l© ,v©¦İt© ¦¶k²~z©  

R[a¶, v©¦İt©~² ¦¶k²~ g¶m²a¶ (occupied, vacant, arrival, checked out) aĔp¶ y²ķ{¶ ¥¶ª¦ Qt¬¥©| ¢aè ª¥k yt¬è vtã 

¦İĄg Ê ¢aè ª¥k (work sheet) z© y[a¶ ª¢¢|o w|a y[z© Rćt¶ ¥¬v|y©Th| ~©Tp¬ſĄp h©ta|« c|©T ¦©Ďt¬ vgèÊ h¬t 

h©ta©|« ľĄk Qªw¥a¶ ~©ªc z¦Ā¢voè ¦İĄgÊ Ut«¦ſa¶ a©{è Qc©m« xn©Ut ¢aè ª¥k w©|©z ªla nOc~² ¥¦« ¥z{z© yģ|[t 

yt² ¥¢³ a©{èz© Q¥| v¬{©èUt² ¦İt©~² {¥a¶ [arz³ z¦Ā¢ ¦İĄgÊ ¦©U¥ªaªve [k²Ąm²Ąka¶ ¢aè ª¥k (work sheet) w©|©z ªtĊt 

xz¶ªhza¶ ¦İĄgÊ ¦¶k~ Qt¬¥©| ¢aè ª¥kz© a²ª¦ w|a vt ¦İt ¥ñgt p| ¥©z©Ą{ p{© p~ r²b©S[ xz¶ªhz t³  ¦İĄgÊ 

¢aè ª¥k(work sheet): 

¦©U¥ªaªve [k²Ąm²Ąk .................................................     ªzªpP 

................................................... 

Room 

no.(a¶l© 

tO.) 

Room 

status 

(a¶l©a¶ 

ª¢¢|o)  

Guest 

name 

(v©¦İt©a¶ 

t©z) 

Guest status 

(v©¦İt©a¶ p¦) 

Room 

status 

(a¶l©a¶ 

ª¢¢|o) 

Time in 

(a¶l© 

ªyĻ²a¶ 

¥z{) 

Time out 

(a¶l© 

x©ª¦|²a¶ 

¥z{) 

Remarks 

(a³ªv{p) 

ÐÌÍ 

ÑÌÌ 

ÒÌÑ 

ÓÍÌ 

ÎÌÍ 

 

O\C 

C\O 

V 

O\C 

A 

az~ 

ģ|p© 

t{t 

az~© 

 

ªy.RT.v«. Ï  

ªy.RT.v«. Í 

ªy.RT.v«.Î 

ªy.RT. v«. Ð 

    

¢aè ª¥kz© a¶l©a¶ ª¢¢|o z¦Ā¢voè ¦İĄgÊ a¶l©a¶ status ¦©U¥ªaªve [kĄm²Ąk~² h©Ąt³ vtã z¦Ā¢voè a©z ¦¶Ê a¶l©a¶ 

status ¦ſ ªtĊt xz¶ªhza© |¦²a© gtÊ 

ÌÍ. ªñ~t ĉ{©a²Ąk ſz (clean vacant room): ¥w© pq© v©¦İt© a¶l©z© t|¦²a¶ Q¢Ĕq© 



 

 42   

 

ÌÎ.  mªkè ĉ{©a²Ąk ſz (dirty vacant room): w¶¦| p| v©¦İt© a¶l©z© t|¦²a¶ Q¢Ĕq© Ê 

ÌÏ. ªñ~t Q|©èTy~ ſz (clean arrival room): v©¦İt© RUt² ¥w© a¶l©a¶ Q¢Ĕq© Ê 

ÌÐ. mªkè Q|©èTy~ ſz (dirty arrival room): v©¦İt© RUt² w¶¦| a¶l©a¶ Q¢Ĕq© Ê 

ÌÑ. [ñ¥v²ñk²m ªñ~t  Q|©èTy~ ſz (expected clean arrival room): v©¦İt© RUt ¥ñt² ¥w© a¶l©a¶ Q¢Ĕq© Ê 

ÌÒ. [ñ¥v²ñk²m mªkè  Q|©èTy~ ſz (expected dirty arrival room): v©¦İt© RUt ¥ñt² w¶¦| a¶l©a¶ Q¢Ĕq© Ê 

ÌÓ. Qa¬v©Sm ſz(occupied room): v©¦İt© a¶l© ªyĻ y[a¶ Q¢Ĕq© Ê 

ÌÔ. f²a RUk ſz (check out room): v©¦İt© a¶l© g¶m²| c[a¶ Q¢Ĕq©Ê  

ÌÕ. ªĔ~v RUk ſz (sleep out room): v©¦İt© a¶l©z© |¦²a¶ p| a¶l© Ľ{¶c ty[a¶ Q¢Ĕq©Ê 

¢aè ª¥kz© v©¦İta¶ vªt p¦ g¬ķ{©S[a¶ ¦İĄgÊ ¦©U¥ªaªve [k²Ąm²Ąk~² Rćt¶ ¥²¢© (¥|¥w©T) v©¦İt©a¶ p¦ ¦²|²| ct¬è vtã ¦İĄgÊ 

v©¦İt©a© p¦ ¥©z©Ą{p{© {¥ Ľa©| |¦²a© ¦İĄgtP 

- ªy.RS.v«. ¢©t (V.I.P. 1) 

- ªy.RS.v«. k¬ (V.I.P. 2) 

- ªy.RS.v«. ƅ« (V.I.P. 3) 

- ªy.RS.v«. w¶ (V.I.P. 4) 

- ªy ªy.RS.v«. v«(V.V.I.P.) 
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a©{è-¥Ċv©rt ªtrãª£a©: ¢aè ª¥k ytã 

ªx¤{/Sa©T ¢aè ª¥k ytã 

¥«v/Q¢s©|o© ¢aè ª¥k ytã  

a©{è ¢sèa UŤ²Ē{: Q¢Ĕq© : a©za¶ x²~© (Duty hour) 

a² a©z : ¢aè ª¥k ytã  

aªp |©Ł¶: R[a¶,c[a¶ ¥z{ UĎ~²b c|²a¶ g, a¶l©a¶ Q¢Ĕq© ~²b²a¶ g, y|²a¶ wĊ{©èk 

c¶vªt{p© |©b²a¶ gÊ  

 

R¢Ē{a ¥©z©ĸ«, 

`h©| pq© {ĄĻ¦ſ  

¢aè ª¥k w©|z, v²t, ¦©p² v¬Ĕpa 

a©{è-¥Ċv©rt ªtrãª£a© 

# b¬m̧ªa~©¦ſ ¦¶/g  ¦¶St/ 

g³t 

Í.  ¢aè ª¥k ¦©U¥ªaªve ¦ªw¥ x©k ª~t² Ê    

Î. * RĆt¶ ƭ~«z© c¶vªt{p© a©{z |©òr³ ¥¬|ªïp |©òt²Ê    

Ï.  ¢aè ª¥k z© Rćt¶ t©z | ªzªp ~²òt² Ê    

Ð.  ¦|²a a¶l© ªgr©è ¥¶ª¦ ¢²~© ¢aè ª¥kz© ¥z{ ~²òt² Ê    

Ñ.  a¶l©z© ªgr©è a¶l©a¶ Ĕk©k¥ ¢aè ª¥kz© ªrT[a¶ Ĕk©k¥ ¥Oc ¥ª¦ f g³t  f²a ctã Ê    

Ò.  a¶l©a¶ Ĕk©k¥ w|a v|²z© ¢aè ª¥kz© ~²b« ¥¬v|y©Th|~©T h©ta©|« c|©Ut² Ê    

Ó.  a¶l© ¥w© cģ| x©ª¦|«r© ªtĔa²a¶ ¥z{ ¢aè ª¥kz© ~²òt² Ê    

Ô.  a¶l©z© a¬t³ vªt a©{è x©aĪ y[z© a³ªw{pz© ~²òt² Ê    

Õ.  QĄĀ{z© ¦©U¥ªaªvez© ¥ĊxªĄsp vï ~©T ¢aè ª¥k x¬i©Ut² Ê    

ÍÌ.  ¥Ċ¢Ąs«p ¥¬|ï©~©T ă{©t ªrt² Ê    

ÍÍ.  a©{è voè y[vªg a©{èĔq~ ¥w© |©ò t² Ê    

¥w~p©v¢èa ¥ĊvĄt¦İta¶ ªtªĊp Rs©|: ¥¢³ b¬m̧ªa~©¦ſ v©| c|²a¶ ¦İt¬vgèÊ 

 

¥¬|ï©/¥O¢²rt£«~ b¬m̧ªa~©¦ſ:- Î 
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Qĉ{©¥ Í: ¢aè ª¥k ytã 

Date (ªzªp) : ßßßß. 

To (~©T) : Ľª£ï©qĨ¦ſ 

From (x©k) : Ľª£ïa 

Subject (ªx¤{) : ¢aè ª¥k ytãÊ  

 

 

WHAT a² ªrS[a¶ wĊ{©èkz© ¢aè ª¥k ytã Ê   

 

HOW a¥|« a¶l©a¶ Ĕk©k¥ ¥¶ăt² ( ¥©z¬ª¦a Ľű ctã) 

¶ a¬t³ a¶l©a¶ Ur©¦|o ªrT Ā{¥ a¶l©a¶ Ĕk©k¥ ¥¶ăt²Ê 

[a~ Qĉ{©¥ (individual assignment) c|©Ut²P 

¶ ªć~v f©kèz© ¢aè ª¥k (work sheet) ytã ªrt²Ê 

¶ x©NaĪ |¦²a© ª¢ũ©qĨ¦ſ~©T ¦©p² v¬ĔpaBa©{è ¥Ċv©rt ªtrãª£a© ªrS ªtģ|ïo ctè 

~c©Ut²Ê 

¶ ¢aè ª¥k ytã Ķzz³ ªtģ|ïo ctè x¥²a© ªxũ©qĨ¦ſ~©T ¢«f ¢«f z© yģ|[a¶ ªla g 

g³t ¥¶ăt²Ê 

¶ ¢aè ª¥k yģ||¦²a¶ ª¢ũ©qĨ~©T Ľ¶p¥©¦t  cræ Qc©m« xnt (v¬|³ ytè ) ~c©Ut²Ê 

 

TIME ¥z{ ÐÌÜ 

 

RESOURCES 

NEEDED R¢Ē{a 

ì¶p/¥©z©ĸ«¦ſ 

¢aè ª¥k, v²t 

 

 

 

sĄ{x©r Thank you 
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Ľű¦ſ :¢aè ª¥k ytã 

 

1 ªla Uî|z© ªfĄ¦ ~c©Ut¬ ¦¶¥̧Ê 

¢aè ª¥k (work sheet) z© y[a¶ a¶l©a¶ Ĕk©k¥ | a¶l© ¥w© ctè h©r©O y²ªk[a¶ Ĕk©k¥ w|a y[z© a² ct¬è vgè? 

Uî|: ¢aè ª¥kz© t¶k cģ| ¥¬v|y©Sh| ~©T b¢| ct¬è vgèÊ  

 

2 b©~« l©NU yt¬è¦¶¥ Ê 

a  w¶¦| p| v©¦İt© a¶l©z© t|¦²a¶ Q¢Ĕq© ~©T ......................... yªtĄg Ê (mªkè ĉ{©a²Ąk ſz) 

b  v©¦İt© RUt ¥ñt² ¥w© a¶l©a¶ Q¢Ĕq© ~©T ................. yªtĄg Ê(ªñ~t [|©èTy| ſz) 

c  v©¦İt© a¶l© ªyĻ |¦²a¶ Q¢Ĕq© ~©T ................. yªtĄg Ê (Qa¬v©Sm ſz) 

d  v©¦İt© a¶l© g¶m²|  c[a¶ Q¢Ĕq© ~©T ..................yªtĄg Ê (f²a RUk ſz)  

 

3 ªla x²ªla ªfĄ¦ ~c©Ut¬ a¶¥ Ê 

a  a¶l©a¶ Ĕk©k¥ y[ hĔp³ v©¦İt©a¶ vªt Ĕk©k¥ (p¦) ¦İĄg Ê ã  

b  v©¦İt© a¶l©z© |¦²a¶ Q¢Ĕq© ~©T ĉ{©a²Ąk ſz yªtĄg Ê ʇ  

c  ¢aè ª¥k ¥¢³~² r²òt²cģ| ƭ~« z©q« |©òt¬ vgè Ê ʇ  

d  v©¦İt© ~©T ªrt² ¥²¢©z© v©¦İt©a¶ p¦ ~² a¬t³ w|a vræt Ê ʇ 
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¥©Nf¶ Ź©Ąmª~e (handling) ctãÊ  

v©l {¶ht©  :¥©Nf¶ Ź©Ąmª~e ctãÊ 

ªx¤{ (¥«v/Q¢s©|o©): ¥©Nf¶ Ź©Ąmª~e  ctãÊ 

a©{è ¢sèa UŤ²Ē{ Performance Objective:  

Q¢Ĕq© : a©za¶ x²~© (Duty hour) 

a² a©z : ¥©Nf¶ Ź©Ąmª~e ctã 

aªp |©Ł¶: ¥©Nf¶ ªyĻ/ x©ª¦| (in/out) ctã |ªhŴ| y|²a¶ g, ¥©Nf¶ Rw³¥Nc ¥¬|ªïp |©b²a¶g Ê 
ð©t ¢sèa UŤ²Ē{¦ſ Enabling Objectives: 

¶ ¥©Nf¶a¶ Ľa©|x©|² g~w~ ctã Ê 

¶ ¥©Nf¶a¶ z¦Āfx©|²  ¢oèt ctã Ê 

¶ ¥©Nf¶a¶ Ľ{¶c ctã pģ|a© x©|²  ¢oèt ctã Ê 

¶  ¥©Nf¶a¶ Ľ{¶c cr©è ă{©t ªrt¬ vtã pģ|a© x©|²  g~w~ ctã Ê 

pģ|a©¦ſ 

Methods 

z¬ò{ x¬Or©¦ſ 

Key notes 

z©ă{z 

Media 

¥z{ 

Time 

vģ|f{ Introduction: 

z·ªba Ľű | g~w~  
¶ ¥©Nf¶ yt²a¶ a² ¦¶ yt« ¥¶ăt² ? 

¶ ¥©Nf¶ ¦©z« ªat Ľ{¶c cgƎ ¥¶ăt² ? 

¶ ¥¢³a¶ g~w~ ~©T ¥z²ªk ¥©Nf¶a¶ vģ|f{ ªrt², 

Ľa©| xp©Ut²Ê  

 ÑÜ 

z¬ò{ QO£ Main Body: 

z·ªba Ľű | g~w~ 

 

 

ªfĻ Ľr£èt  

 

 

 

[a~ Qĉ{©¥ 

 

 

 

 

 

 

¶ ¦©U¥ªaªvez© ¥©Nf¶a¶ z¦Ā¢ ¢oèt ctãP 

¶ ¥©Nf¶ h¶ a¥³ ~©T ªhĊz© ~c©UNr© a² ¦İt ¥ñg ¥¶ăt² Ê 

¶ ¥©Nf¶ hq©y©¢« Ľ{¶c cr©è a² ¦İt ¥ñg yªt ¥¶ăt² Ê 

¶ ª{ Ľű¦ſ ¥©z¬ª¦a ſvz© |©òr³ |©Ł¶ Uî| ªrt² ~©T 

Ľ¶Ā¥©¦t ªrr³ Rw~² z¦Ā¢ ¢p©Ut²Ê 

¶ ¥©Nf¶a© Ľa©| xp©Ut²Ê  

¶ ¥©Nf¶ ¥©z©Ą{p{© r¬T ªaª¥za¶ ¦İt² a¬|© xp©Ut²Ê 

- z²k~ ¥©Nf¶  

- T~²ñƭ¶ªta ¥©Nf¶ 

¶ z²k~ ªa ¥¢³a¶ r³ªta h«¢tz© Ľ{¶c ¦İt² ¦İNr© 

T~²ñƭ¶ªta ªa a©mèa¶ vģ|f{ ªrt²Ê 

¶  ¥©Nf¶ Ľ{¶c ctã pģ|a© ¢oèt ctãP 

g~w~  

ªfĻ 

/¢©Ĕpª¢a 

¢Ĕp¬ 

 

 

 

¢©Ĕpª¢a 

¢Ĕp¬ 

 

 

 

 

 

ÒÌÜ 
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¥«v Ľr£èt 

 

¶ ¥©Nf¶ Ľ{¶c ctè a©{è-¥Ċv©rt ªtrãª£a© ¢oèt ctãP 

¶ ¥©Nf¶ Ľ{¶c ctã ¥«v Ľr£èt ctã 

¶ ĽĀ{²a b¬m̧ªa~© |©Ł¶¥Nc ¢oèt ctã Ê 

¶ ¥©¢s©t« Qvt©Ut¬ vtã b¬m̧ªa~© ¦ſ ¢oèt ctãPÊ 

¶ ¥©z¬ª¦a ſvz© |©b« [a [a~©T ¥©Nf¶ Ľ{¶c ctèªrt² 

¶ ¦|²a ~©T v©~³ v©~¶ Ľ{¶c ctè ~©c©Ut²Ê 

a©{è-¥Ċv©rt 

ªtrãª£a© 

 

 

 

 

 

 

ÏÌÜ 

 

 

 

 

ÍÍÌÜ 

 

 

¥©|©O¥ Summary: 

 ¶ S~²ñƭ¶ªta ªa a©mè yt²a¶ a² ¦¶? 

¶ ¥©Nf¶ Ľ{¶c cr©è ă{©t ªrt¬ vtã a¬|© a² ¦İt ? 

 ÑÜ 

hĊz© ¥z{:  ÍÔÌ ªzt²k 
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Qăs{t ¥©z©ĸ«¦ſ: ¥©Nf¶ Ź©Ąmª~e ctã 

vģ|f{: ¥©Nf¶ Ź©Ąmª~e (key handling): 

 

a¬t³ vªt n¶a© b¶Ďt Ľ{¶c cģ|t² ¥©st~©T ¥©Nf¶ (key) yªtĄgÊ ¥©Nf¶ ª¢ªyĄt qģ|a©  ¦İĄgt, p| ¦¶k²~z© z¬ò{p: r¬T ªaª¥z 

a© ¥©Nf¶ Ľ{¶c cģ|[a¶ v©T[a¶ g Ê 

Í.  z²k~ ªa (metal key)  

 Î. T~²ñƭªta ªa a©mè (electronic key card) 

 

z²k~ ¥©Nf¶ (metal key):  

w~©z, p©z©, ªĔk~ Rªra¶ Ľ{¶c cģ| xt©T[a¶ ¥©Nf¶~©T z²k~ ¥©Nf¶ yªtĄg, h¬t ¥©Nf¶ 

¦©z«~² Rćt¶ r³ªta h«¢tz© Ľ{¶c c|²a© ¦İĄg· Ê {¶ ¥©Nf¶ r³ªta h«¢tz©  Ľ{¶c cģ||¦²a¶~² 

Ľ{¶c ctè ¥ªh~¶ ¦İĄg Ê 

T~²ñƭ¶ªta ¥©Nf¶ a©mè (Electronic Key Card):  

aĊĆ{¬k|©Th Ľª¢ªsx©k xt©T[a¶ a©mè hĔp¶ ¥©Nf¶~©T T~¶ñƭ¶ªta ªa a©mè yªtĄgÊ {¶ a©mèa¶ 

Ľ{¶c cr©è s²|³ a¬|©z© ă{©t v¬{©èUt¬ vtã ¦İĄgÊ {¶ a©mè~©T ¦©z«~² Rćt¶ z¶x©T~ ¥Oc³ |©b²z© a©mè~² 

a©z tctã y[| h©ĄgÊ {¶ a©mè Ľ{¶c ct¬è yĄr©  Qc©m« Rćt¶ ¥¬v|y©Th|¥Oc |©Ł¶¥Oc ª¥ñt¬ vgèÊ 

¥©Nf¶ ¦©Ąmª~e ¦©U¥ªaªve [k²Ąm²Ąka¶ ~©ªc [Uk© z¦Ā¢voè a©z ¦¶ Êv©¦İt©a¶ a¶l© ¥w© cr©è 

¥©Nf¶a¶ ªhĊz© ¦©U¥ªaªve [k²Ąm²Ąk~² t³ ª~[a¶ ¦İĄg  | UĔa³ ªxų©¥z© v©¦İt©~² a¶l© g©m²a¶ ¦İĄg 

Ê ¦©U¥ªaªve [k²Ąm²Ąk~² Rw~² Ľ{¶c ctã a¶l©a¶ ¥©Nf¶ ¢©  QĄ{ ¥©Nf¶ ( [Uk© v¬|© pĎ~©a¶ n¶a© 

b¶Ďt ªzĎt²)ap³ ¦|©[z©Rćt¶ ¥¬v|y©Th|~©T p¬|Ąp bx| ct¬è vrègÊ  | ¥¶ ¥©Nf¶ QĄ{ đ{ªŇ~² w²~© 

v©|« a¬t² vªt v©¦İt©a¶ a¶l© b¶ª~ a²ª¦ ¥©z©t  ~c²z© {¥~² aĊvt«a¶ ¥©b ªct¬èa¶ ¥©q³ l~³ ¥zĔ{© UĀvĄt c|©UgÊ Ā{¥³~² 

¦©U¥ªaªve [k²Ąm²Ąk~² Rćt¶ ¥©Nf¶ ¥¬|ªïp ¥©q |©òt¬a¶ ¥©q³ QĄ{ a¥³~©T vªt a¬t² vªt a¶l© b¶Ďt  Rćt¶ ¥©Nf¶ ªrt¬ 

¦İĄt Ê ¥©Nf¶ a¬t³ vªt a¶l© b¶Ďt Ľ{¶c cr©è (ªyĻ \ ¢©ª¦| c|²a¶) ¥z{ Rćt¶ ¢aè ª¥k (work sheet) z© ~²òt¬vgè {Ĕp¶ 

ct©è~² a©za¶ r·|©tz© a²ª¦ yT¦©~² Rćt¶ ¥¬|ï©a¶ ~©ªc ¥¶ a¶l© b¶~²a¶ ¥z{~² ¥d©U v¬{©èUNgÊ 

¦©U¥ªaªve [k²Ąm²Ąka¶ ¥©Nf¶ [arz³ z¦Ā¢voè y[a¶ ¦İt©~² cr©è aqz ar©ªfp ¦|©[z© p¬ſĄp Rćt¶ ¥¬v|y©Th| ~©T b¢| 

c|²z© , Ut«¦ſ~² Ā{¶ ¥©Nf¶~©T Ĉ~a cģ|ªrĄgţ | a¬t³ QªĽ{ dķt© dķt v©UNr³tÊ {¶ T~²ñƭ¶ªta ªa a©mèa¶ ¥Ąryèz© ~©c¬ 

¦İĄg yt² z²k~ ªa z© Ĉ~a ctè tªzĎt² ¦İt©~² n¶a©a¶ ~a t³ vģ|¢pèt ct¬è vtã ¦İĄgÊ h¬t [arz z¦Nc¶ vtè h©t² ¦İĄgÊ h¥~² 

cr©è a©zr©|~² Rćt¶ h©c«| c¬z©Ut vªt ¥ñt² ¦İĄgÊ  
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a©{è-¥Ċv©rt ªtrãª£a©: ¥©Nf¶ Ź©Ąmª~e  ctã 

 

ªx¤{/Sa©T ¥©Nf¶ Ź©Ąmª~e  ctã 

¥«v/Q¢s©|o©  ¥©Nf¶ Ź©Ąmª~e ctã 

 

a©{è ¢sèa UŤ²Ē{: Q¢Ĕq© : a©za¶ x²~© (Duty hour) 

a² a©z : ¥©Nf¶ Ź©Ąmª~e  ctã 

aªp |©Ł¶: ¥©Nf¶ ªyĻ/ x©ª¦| (in/out) ctã |ªhŴ| y|²a¶ g, ¥©Nf¶ Rw³¥Nc ¥¬|ªïp |©b²a¶g Ê 
 

R¢Ē{a ¥©z©ĸ«, 

`h©| pq© {ĄĻ¦ſ  

z²k~ ¥©Nf¶(Metal key) | T~²ñƭ¶ªta ªa a©mè (Electronic key card) 

a©{è-¥Ċv©rt ªtrãª£a© 

# b¬m̧ªa~©¦ſ ¦¶/g  ¦¶St/ 

g³t 

Í.  ¥ĊxªĄsp ï²Ļ x©k ¥©Nf¶ ª~T ¥©Nf¶ rp©è ªap©xz© ¥©Nf¶ tOĊx|. Rćt¶ t©z, ªzªp ~²òt² Ê    

Î.  T~²ªñƭa ªa a©mè | z²k~ ªa a©mè Q~c Q~c |©òt² Ê    

Ï.  z²k~ ªa a©mè z¶¢©T~ ¥Oc³ t|©òt² (ª¢ĸt ¥ñg) Ê    

Ð.  z²k~ ªa a©mè (¥©Nf¶ ) n¶a©z© |©òta¶ ~©ªc   ¥aâp f²a ctã Ê    

Ñ. # ¥aâp Qt¬¥©| n¶a©z© y[a¶ a©mè d¬¥©Ut² Ć¢©~z©  z²k~ ªa a©mè d¬¥©NUt² Ê    

Ò.  n¶a©z© y[a¶ z²ª¥t~² a©mè~©T ģ|m(read) c|²vªg z²k~ ªa a©mè Rw³ x©ª¦| ªtĔaĄg Ê    

Ó.  a©mè x©ª¦| ªtĔa²vªg a©mè n¶a©x©k ªta©Ďt² Ê    

Ô.  n¶a© ¦©pa¶ ¥¦©{p©~² ª¢Ĕp©|³ n¶a© b¶Ďt² Ê    

Õ. # z²k~ ªa a©mè ¥¬|ªïp Ĕq©tz© |©òt² Ê    

¥w~p©v¢èa ¥ĊvĄt¦İta¶ ªtªĊp Rs©|: ¥¢³ b¬m̧ªa~©¦ſ v©| c|²a¶ ¦İt¬vgèÊ 

¥¬|ï©/¥O¢²rt£«~ b¬m̧ªa~©¦ſ:-Ñ,Õ 
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Qĉ{©¥ Í: ¥©Nf¶ Ź©Ąmª~e  ctã 

Date (ªzªp) : ßßßß. 

To (~©T) : Ľª£ï©qĨ¦ſ 

From (x©k) : Ľª£ïa 

Subject (ªx¤{) : ¥©Nf¶ Ź©Ąmª~e ctã 

 

 

WHAT a² ¥©Nf¶ Ź©Ąmª~e (key handling) ctã Ê   

 

HOW a¥|« [a~ Qĉ{©¥ ctè ~c©Ut²P 

¶ Ľª£ïa x©k ¢oèt pq© Ľª£ïo c|©Ut² Ê 

¶ S~²ñƭ¶ªta ªa a©mè Ľ{¶c ctè ªzĎt² a¶l©z© ~³h©t²Ê 

¶ [a ª¢ũ©qĨ ~©T v©¦İt© xt©[| a¶l© ªyĻ |©òt² Ê 

¶ x©NaĪ ª¢ũ©qĨ¦ſ ~©T x©ª¦| |©b« [a ª¢ũ©qĨ~©T ¥©Nf¶ Ľ{¶c cģ| a¶l© b¶Ďt 

~c©Ut² Ê 

¶ a¶l© b¶Ďr© ¥©Nf¶ ¥ª¦ nOc~² Ľ{¶c y[ ty[a¶ ¦²tè x©NaĪ x©ªa ª¢ũ©qĨ¦ſ~©T 

hand out ªrT ªtģ|ïo ctè ~c©Ut² Ê 

¶ ¥ª¦ nOc~² y[ ty[a¶ ¥¶ăt² Ê 

¶ ¦|²a ª¢ũ©qĨ~©T v©~³ v©~¶ ¥©Nf¶ Ľ{¶c ctè ~c©Ut² ( ¥©Nf¶ Ľ{¶c c|²| a¶l© 

b¶ª~¥a²a© ª¢ũ©qĨ¦ſ~©T v©¦İt©a¶ ſvz© a¶l© ªyĻ xĔt ~c©Ut²) Ê 

 

TIME ¥z{ ÍÍÌÜ 

 

RESOURCES 

NEEDED R¢Ē{a 

ì¶p/¥©z©ĸ«¦ſ 

z²k~ ªa , T~²ñƭ¶ªta ªa a©mè 

 

sĄ{x©r Thank you 
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Ľű¦ſ :¥©Nf¶ Ź©Ąmª~e  ctã 

ªla Uî|z© ªfĄ¦ ~c©Ut¬ ¦¶¥̧ Ê 

Í. ¦©U¥ªaªvez© ¥©Nf¶ aªp ªaª¥za¶ Ľ{¶c  ¦İĄg ? 

a. f©| 

b. v©Nf 

c. ªpt 

d. r¬T  

 

Î. Rw~©T ªrT[a¶ ¥©Nf¶ ¦|©[z©  vª¦~² a¥~©T bx| ct¬è vgè ?  

a.  ¥©q«~©T 

b.  v©¦İt©~©T 

c. Ċ{©t²h|~©T  

d. ¥¬v|y©Th|~©T 

 

Ï. b©~« l©UN yt¬è¦¶¥̧ Ê 

a. a. T~²ñƭ¶ªta ªa a©mè ................... ¥Oc³ |©òt¬ ¦İNr³t Ê( z¶¢©T~)  

b.  T~²ñƭªta ªa a©mè | ..................... cģ| r¬T q|« ¥©Nf¶ ¦İĄg Ê (z²k~ ªa)  

 

Ð. ªla B ¢²ªla ªfĄ¦ ~c©UP 

c.  ¥©Nf¶ ¦|©T ¦©~²z© QaƋ xt©Ut ªzĎt² ¦İNr© {¥a¶ b©¥³ z¦Ā¢ ¦İĄt Ê ʇ 

d. ¥©Nf¶ Ľ{¶c c|²a¶ ¦|²a ¥z{ Rćt¶ ¢aè ª¥k (work sheet) z© ~²òt¬ vgè Ê ã  

e. ¥©Nf¶ ¢¬i©UNr© Qªw¥z© ~c« h¶ a¥³~©T x¬i©UNr© ¦İĄg Ê ʇ  
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a¶l© pq© ¢©qſz [z²ªtªkh x©|² h©ta©|« ªrt² 

v©l {¶ht©:   a¶l© pq© ¢©qſz [z²ªtªkh x©|² h©ta©|« 

ªx¤{ (¥«v/Q¢s©|o©): a¶l© pq© ¢©qſz [z²ªtªkh x©|² h©ta©|« 

a©{è ¢sèa UŤ²Ē{ Performance Objective:  

ð©t ¢sèa UŤ²Ē{¦ſ Enabling Objectives: 

¶ a¶l© | x©qſz [z²ªtªkha© ªyĄtp© x©|² g~w~ ctã  

¶ a¶l© | x©qſz [z²ªtªkh |©òt² pģ|a© x©|² g~w~ ctã 

pģ|a©¦ſ 

Methods 

z¬ò{ x¬Or©¦ſ 

Key notes 

z©ă{z 

Media 

¥z{ 

Time 

 

 z·ªba g~w~  

žē{©Āza g~w~ 
¶ pv©TO a¶l©z© a² aĔp© ¥©z©t |©òt¬ ¦İĄg ? pq© pv©TO 

¢©qſzz© a² a² ¦¶¥ yĄt² ¥¶öt¬ ¦İĄg? Ľű ¥¶ăt²Ê 

¶ Uî|~©T ªć~v f©kèz© ~²òt²Ê 

¶ ªtªĒa[a© Uî|z© g~w~ cræ ªrr³ a¶l©z© pq© 

¢©qſzz© Ľ{¶c ¦İt² Ñ ¢k© ¥©z©t Ď{©T Ľr£èt ctãÊ 

¶ a¶l©z© pq© ¢©qſzz© {Ĕp© ¥©z©t ¦İNr© Ĉ{ªŇ~©T 

¥¦h ¦İt², ¥¬ª¢s© ¦İt² ¦İNr© {Ĕp© ¥©z©t¦ſ a¶l©z©| 

¢©qſzz© ¦İNr©a¶ w©Tr©¦ſ xp©Ut²Ê  

 

ªć~v f©kè  

[z²ªtªkh¦ſ  

 

 

ÍÌÜ 

z¬ò{ QO£ Main Body: 

žē{©Āza  g~w~ 

¥©z¬ª¦a a©{è  

 

 

 

¥©z¬ª¦a a©{è 

 

 

  

Ľr£èt ctã 

 

 

 

¶ a¶l©z© Ľ{¶c ¦İt ¥ñt² ¥¢³ [z²ªtªkh¦ſa¶ ªfĻ  ¢© 

ªyªm{¶ r²b©Ut² | g~w~ ctãÊ 

¶ a¶l©a¶ [z²ªtªkh¦ſ~©T a¥|« |©òt¬ vrèg pq© ă{©t 

ªrt² a¬|©¦ſ Ĉ{©ò{© ctãÊ 

¶ ¢©qſza¶ [z²ªtªkh¦ſ a¶ ªfĻ ¢© ªyªm{¶ r²b©Ut² 

r²b©T a¥|« |©òt² pģ|a©a¶ Ĉ{©ò{© ctã Ê 

¶ ¢©qſza¶ [z²ªtªkh¦ſ~©T a¥|« |©òt¬ vrèg pq© ă{©t 

ªrt² a¬|©¦ſ Ĉ{©ò{© ctãÊ 

¶ a¶l© | ¢©qſza¶ [z²ªtªkh a¥|« a¥|« |©òt² x©|² 

p©ª~z a²Ąļ ¢© ¦¶k²~a¶ a¶l© | ¢©qſza¶ ŀzo 

c|©Ut²Ê 

[z²ªtªkh 

ªfĻ¦ſ  

 

 

 

[z²ªtªkh 

ªfĻ¦ſ  

 

ÒÌÜ 

 

 

 

 

ÒÌÜ 

 

 

 

ÐÌÜ 
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1. ¥©|©O¥ Summary: 

p©ª~a© ĽĔp¬p« ¶ ŀzo ¢©k p{©| v©ģ|[a¶ [z²ªtªkh vn²| ¥¬t©Ut² Ê 

qvdk  y[ v®ŵv¶¤o ªrt²Ê 

 ÍÌÜ 

hĊz© ¥z{:  ÍÔÌ ªzt²k 
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Qăs{t ¥©z©ĸ«¦ſ: a¶l© pq© ¢©qſz [z²ªtªkh ¢©|² h©ta©|« 

vģ|f{: 

[z²ªtªkh¦ſP¦¶k²~z© v©¦İt©a¶ ¥²¢© | ¥¬ªxs©a¶ ~©ªc f©ª¦t² z©~¥©z©t~©T [z²ªtªkh yªtĄgÊ p~  v©¦İt©a¶ ~©ªc | 

¦¶k²~z© f©ª¦t² a¶l©a¶ [z²ªtªkh¦ſ |  ¢©qſza¶ [z²ªtªkh¦ſa¶ ¥f« xt©S[a¶ gÊ 

a¶l©a¶ [z²ªtªkh¦ſ  ¢©qſza¶ [z²ªtªkh¦ſ  

¢²m Ċ{©ƭ²¥ (bed mattress) t¬¦©Ut² ſz©~ (bath towel) 

¢²m ª¥k (bed sheet)  z¬b v¬÷t² ſz©~(face towel) 

¢Ď{©Oa²k (blanket) ¦©p v¬÷t² ſz©~ (hand towel) 

pªa{© | pªa{©a¶ b¶~ (pillow\case) t¬ªp¦©Ut² vr©è(shower curtain) 

|t| (runner) ªc~©¥( water glass) 

RĔƭ² | ¥~©T  ªkĔ{¬ |¶~ (toilet paper) 

k²ª~w¶t m©T|²ñk|« Ĕ{©Ċv¬ , aªĄm¥t|  

k²ª~w¶t ¥²k mĔk ª¢t 

t¶k Ć{©m | a~z  ¢©q ¥Ďk 

¥ªyè¥ m©T|²ñk|«  ~¶w©(Loofah ) 

ſz ¥ªyè¥ z²t¬ ¢©q Ċ{©k 

¥©r© ¦¶k~a¶ ~²k| Ć{©m ¦²{| Ư©{| 

b©z v¶Ŵa©mè a~z ¦©p s¬t² ¥©x¬t 

v©¦İt©a¶ az²Ąk a©mè t¬¦©Ut² ¥©x¬t  

TzhãĄ¥« ~©Tk  xöf©a¶ ~¶¥t 

vªĻa©¦ſ  zĄht Ŀ¥  

r|©h  a©T{¶  

Ź©ec| t²~ w©T~  

~ĄƯ« ª~Ĕk w¶¦| w©Ďt²  

~ĄƯ« Ĉ{©c  a©t ¥w© ctã  

qv pªa{©  cz~©  

qv Ĉ~©ea²k  l¬~¶ \t©  

h¬î© x©a¥   

¥²ªćk ªmv¶ªhk xñ¥   

fĆv~   

ªk.ªy. |   ģ|z¶k   

m¬ tk ªmĔkx a©mè(DND card)  

b©t© z²t¬ a©mè   

x©Sx~ \ă{©t ctã Ċ{©k   

mĔkªxt  
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ñ{©ª¥ Ĕk²¥t (Cassee station -coffee, milk, sugar, 

water) 

 

{Ĕp© [z²ªtªkh¦ſ |©òt² pģ|a© ¦¶k~a¶ Ĉ{¢Ĕq©vt Qt¬¥©| w|a vrègÊ 

¶ a¶l©a¶ ¥©z©t |©òr© Ā{¥a¶ Ra©| Ľa©| Qt¬¥©| ªz~©[| ¥w© r²ªbt² cģ| |©òt¬ vrègÊ r|©h ªyĻ Ź©ȩc|¦ſ 

ªz~©[| |©òt¬ vgèÊ r¬T ¢k© fĆv~ Qªt¢©{è ¦İt¬ vgèÊ a¬|©t, x©T¢~ pq© Ľ²{| Ċ{©k ¥¬Ďk¶ ªz~©T |©òt¬ vgèÊ ~ªĄƯ 

Ĉ{©cz© ~ĄƯ« ª~Ĕk ¦İt³ vgèÊ aªw Ĕk²£t g yt² ªzªp ¥z©Ŭ ty[a¶ r¬s, aªw, v©t«,| ªft« |©òt¬ vrègÊ k²ª~w¶t 

Qc©m« t¶k Ć{©m | a~z Qªt¢©{è ¦İt¬ vgèÊ xî«¦ſ v¬|© x~²a¶ ¦İt¬ vgèÊv©¦İt© m©T|²ñk|«z© ¥¢³ a©ch vĻ 

tö{©ªp[a¶, ta¶ģ|[a¶ ¥w© ¦İt¬ vrègÊ ªk.ªy. a¶ z¬t« ªk.ªy. ģ|z¶k ¦İt¬ vrègÊ 

¶ ¢©qſza¶ ¥©z©t |©òr© ſz©~¦ſ ªz~©[| |©òt¬ vrègÊ a¬t© a¬t©a¶ y©c g¶ªv[a¶ pq© v©¦İt©~² tr²òt² cģ| |©òt¬ 

vrègÊ ö{©ªp[a¶ r©c ~©c²a¶ ſz©~ pq© Qſ~² Ľ{¶c c|²a¶ a¬t³ ¥©z©t vªt t{©N v©¦İt©a¶ ~©ªc |©òt¬ ¦İNr³t Ê v©t« 

ªvUt² ªc~©¥ ¥w© ¦İt¬ vrègÊh¦©O |©òt¬ vtã ¦¶ ¥¢³ ¥©z©t ªz~©[| |©òt¬ vrègÊhĔp³; Ĕ{©Ċv¬, aªĄm¥t|, ¢©q h²~, 

¢©q ¥©Ďk, ~¬w©ź ~©T t¬¦©Ut² aïz© |©òt¬ vrègÊ ªz||a¶ Qc©m« av©~ ¥¬òb© ctã z²ª¥t pq© m²Ąk~ ¥²k, a©S{¶, 

teak|,y¶ªtªk ¥²k , ¥©ªtk|« Ć{©m pq© Ź©Ąm [Ąm ¢ªm ~¶¥t |©òt¬ vrègÊ ¢©qſzz© |©ªb[a¶ w¬~ t¥¬a²a¶ ¦İt¬ 

vrègÊ    
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ƭ~« (Trolley) Qq¢© z²m̧¥ a©kè (MaidÜs cart) p{©| ctã Ê  

v©l {¶ht©  :ƭ~« (Trolley)  p{©| ctã 

ªx¤{ (¥«v/Q¢s©|o©): ƭ~« (Trolley)  p{©| ctã 

a©{è ¢sèa UŤ²Ē{ Performance Objective:  

Q¢Ĕq© : a©za¶ x²~© (Duty hour) 

a² a©z : ƭ~« p{©| ctã  

aªp |©Ł¶: f©ª¦t² ¥©z©t ¥x³ ªz~©[| |©b²a¶ g,ƭ~« ¥w© g ƭ~« a©z ctã Q¢Ĕq©z© gÊ 

ð©t ¢sèa UŤ²Ē{¦ſ Enabling Objectives: 

¶ ƭ~« [ªzªtªkh (amenities)  x©|² h©ta©ģ| ªrt² 

¶ ƭ~« p{©| ctã ctãx©|² h©ta©ģ| ªrt² 

¶ ƭ~« p{©| v©r©è ă{©t ªrt¬ vtã a¬|©¦ſa¶ h©ta©ģ| ªrt² 

pģ|a©¦ſ 

Methods 

z¬ò{ x¬Or©¦ſ 

Key notes 

z©ă{z 

Media 

¥z{ 

Time 

vģ|f{ Introduction: 

z·ªba Ľű ¶ ¦©U¥ªaªve a©{è cr©è a² a² [ªzªtªkh Ľ{¶c ¦İt 

¥ªaĄg yt²| ¥¶ăt² 

¶ [ªzªtªkh¦ſ s²|³ ¦İt² ¦İt©~² Rćt¶ a©{è cr©è a¥|« ~ót¬ 

¦İĄg yt« ¥¶ăt² 

¶ ¥x³ g~w~ ~©T ¥z²k« ƭ~« [z²ªtªkha¶  vģ|f{ ªrt²  

¶ ƭ~«a¶ vģ|f{ ªrt² 

 ÑÜ 

z¬ò{ QO£ Main Body: 

ªfĻ Ľr£èt«  

 

 

 

 

 

 

 

¥«v Ľr£èt 

 

 

¥©z¬ª¦a a©{è 

¶ ƭ~«a¶ vģ|f{ ªrt² Ê 

¶ ƭ~«z© Ľ{¶c ctã [ªzªtªkh¦ſa¶ Ĉ{©ò{© ctãP 

¶ [ªzªtªkh¦ſa¶ ªfĻ Ľr£èt ctã | Ā{¥a© a©{è¦ſ 

¢p©Ut² Ê 

¶ [ªzªtªkh¦ſ Ľ{¶c ¦İt² ï²Ļa¶ ¢©|²z© ¢p©Ut² 

¶ ƭ~« p{©| ctè a©{è-¥Ċv©rt ªtrãª£a© ¢oèt ctãP 

¶ ƭ~« p{©| ctã ¥«v Ľr£èt ctã Ê 

¶ ĽĀ{²a b¬m̧ªa~©  |©Ł¶¥Nc ¢tèt ctã Ê 

¶ ¥©¢s©t« vt©Ut¬ vtã b¬m̧ªa~© ¦ſ ¢oèt ctã Ê 

¶ ¥©z¬ª¦a ſvz© |©b« [a [a~©T ƭ~« p{©| ctè ªrt² Ê 

ªfĻ/¢©Ĕpª¢a 

¢Ĕp¬ 

 

 

 

 

 

a©{è-¥Ċv©rt 

ªtrãª£a© 

¢©Ĕpª¢a ¢Ĕp¬ 

ÒÌÜ 

 

 

 

 

 

ÒÌÜ 

 

 

 

 

ÎÌÌÜ 
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¶ ƭ~« p{©| ctã ~©T ¦©p² ªap©¢ ªrT ªtģ|ïo ctè ~c©Ut² 

Ê 

¶ ¥¢³ ~©T ¥¶¦« ĽªĶ{© Qt¬ſv cræ ~³h©t² Ê 

¶ Ľª£ïa~² ¥¢³ a¬|© ~©T ¥z²k« ƭ~« p{©| cr©è ă{©t ªrt¬ 

vtã a¬|© ¢oèt ctã Ê 

¶ Ľª£ïa~² aªzazh¶|« ̀Ď{©T v®ŵv¶¤o ctã Ê 

¶ [a~ Qĉ{©¥ c|©Ut² Ê 

 

 

 

 

 

 

 

ÕÌÜ 

¥©|©O¥ Summary: 

¥©z¬ª¦a Ľű¶î|  ¶ ƭ~« [z¶ªtªkh¦ſa¶ x©|²z© xp©Ut¬¦¶¥̧ Ê 

¶ ƭ~« p{©| cr©è ă{©t ªrt¬ vtã a¬|© xp©Ut¬¦¶¥̧ Ê 

 ÑÜ 

hĊz© ¥z{:  ÐÎÌ ªzt²k 
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Qăs{t ¥©z©ĸ«¦ſ: ƭ~«  p{©| ctã 

 

vģ|f{:  

ƭ~« p{©| ctã x©|² Ĉ{©ò{©P 

¦©U¥ªaªve [k²Ąm²Ąk~©T Rćt¶ a©{è ¥ĊvĄt ctã ¥ªh~¶ ¦¶¥ yĄt² ¦²p¬~² ¥Ċvoè ¥©z©ĸ«¦ſ |©òt ªzĎt² cģ| xt©T[a¶ [Uk© 

¥©st~©T ƭ~« yªtĄgÊ ¦©U¥ªaªve [k²Ąm²Ąk~² Rćt¶ a©{è ¥¬ſ ct¬è yĄr© vª¦~² {¥ ƭ~«~©T p{©| c|²| z©Ļ ¥¬ſ ct¬è vtã ¦İĄgÊ 

QpP U¥~² [ªzªtªkh¦ſ  ƭ~«z© ªz~©UNr© [Uk³ ¥©z©t s²|³ t|©b« ¥Ċvoè [ªzªtªkh¦ſ f©ª¦t² z©Ļ©z© Ĕk¶| ſz (pantry \ 

store room) x©k ª~T ªz~©Ut¬vgèÊ ¥©z©t ƭ~«z© ªz~©UNr© Rw~² aªp  a¶l© ¥w© ctã ¦¶ ¥¶¦« Qt¬¥©| ª~t²t a²ªza~ 

pq© QĄ{ ¥©z©ĸ« ƭ~«z© |©òt¬vtã ¦İĄgÊ ƭ~«z© ¥©z©t ªz~©UOr© ¥¢³ªp| ªz~²a¶ (aö{©a a¬f¬a tr²ªb[a¶), ¥©z©t¦ſ [a 

Qa©èz© tªzª¥[a¶ ¦İt¬ vgèÊ ƭ~« hªp Ĉ{¢ªĔqp y{¶ ¦©U¥ªaªve [k²Ąm²Ąk~©T a©z ctè Uªîa³ ¥ªh~¶ ¦İĄgÊ 

ƭ~«z© |©ªbt² ¥©z©ĸ«¦ſ p~ UĎ~²ªbp xz¶ªhz |¦²a© gtP 

ÌÍ. ¢²m ª~t²tP 

aP Bed sheet king (l~¶ pĄt©) ,bed sheet queen (¥©t¶ pĄt©) 

bP Pillow case king (l~¶ pªa{©a¶ b¶~), pillow case queen (¥©t¶ pªa{©a¶ b¶~) 

ÌÎ. ¢©qſz ª~t²tP 

aP Bath towel (t¬¦©Ut² ſz©~) 

bP Hand towel (¦©p v¬÷t² ſz©~) 

cP Face towel (z¬b v¬÷t² ſz©~) 

dP Bidet towel (f©a v¬gt² ſz©~) 

eP Bath mat (t¬¦©[vªg b¬Ŗ© |©òt²Bv¬gt² ſz©~) 

fP Shower curtain ( t¬¦©Ut² vr©è) 

ÌÏ. ¢©qſza© QĄ{ ¥©z©ĸ«¦ſP 

a. Ĕ{©Ċv¬ (Shampoo) 

b. aªĄm¥t| (Conditioner) 

c. ¢m« ~¶¥t (Body lotion) 

d. t¬¦©Ut² ¥©x¬t (Bath soap) 

e. ¦©p s¬t² ¥©x¬t (Hand soap)  

f. fĆv~ (Slipper) 

g. ªmĔv¶ªh¢~ i¶~© (Disposable bag) 

h. h¬î© v¬÷t² avm© (Shoe mitt) 

i. ¥©¢| ñ{©v (Shower cap) 

Q. k¬q  Ŀ¥ (Tooth brush) 

k. ¥²ªye ªak (Shaving kit) 

l. ªkĔ{¬ v²v| (Tissue paper) 

m. ķ¢©T~²k |¶~ (Toilet roll) 



 

 59   

 

n. ¥~©T (Match box) 

a²ªza~P 

a R-1 (Harpic) 

b R-2 (All purpose cleaning) 

c R-3 (Glass cleaner) 

d R-4 (Furniture polish) 

e R-5 (Perfume for moping) 

ÌÐ. a¶l© ªyĻa© QĄ{ ¥©z©ªĸ¦ſP  

a. k²ª~w¶t Ć{©m (Telephone pad) 

b. v²t (Pen) 

c. ¥©r© a©ch (Plain paper\ sheet) 

d. b©z (Envolipe) 

e. ªc~©¥ ay| (Glass cover) 

f. ~ĄƯ« ª~Ĕk (Laundry list) 

g. ~ĄƯ« đ{©c  (Laundry bag) 

z©q« UĎ~²ªbp ¥Ċvoè [ªzªtªkh¦ſ đ{¢ªĔqp nOc~² ƭ~«z© f©ª¦t² z©Ļ©z© ªz~©[| |©òt¬vtã ¦İĄgÊ 
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a©{è-¥Ċv©rt ªtrãª£a©: ƭ~«  p{©| ctã 

ªx¤{/Sa©T ƭ~« p{©| ctã 

¥«v/Q¢s©|o© ƭ~« p{©| ctã  

a©{è ¢sèa UŤ²Ē{: Q¢Ĕq© : a©za¶ x²~© (Duty hour) 

a² a©z : ƭ~« p{©| ctã  

aªp |©Ł¶: f©ª¦t² ¥©z©t ¥x³ ªz~©[| |©b²a¶ g,ƭ~« ¥w© g ƭ~« a©z ctã Q¢Ĕq©z© gÊ 

 

R¢Ē{a ¥©z©ĸ«, 

`h©| pq© {ĄĻ¦ſ  

ƭ~«, ¢©qſz | a¶l©a¶ ª~t²t, a²ªza~, [z²t²ªkh¦ſ 

a©{è-¥Ċv©rt ªtrãª£a© 

# b¬m̧ªa~©¦ſ ¦¶/g  ¦¶St/ 

g³t 

Í.  ƭ~« a©z ~©ót² ªĔqªpz© g g³t f²a ctã     

Î.  Rćt¶ m̧{¬k« aªp¢k© ſzg ¥¶ a¶ h©ta©ģ| ª~t² Ê    

Ï.  R¢Ē{a ¥©z©ĸ« ¥a~t ctã Ê    

Ð.  Rw~©T f©ª¦t² ¢²m ª~t²t ¥¦« z©Ļ©z© ƭ~«a¶ ª¢fa¶ [a y©cz© |©òt² Ê    

Ñ.  x©qſzz© Ľ{¶c ¦İt² [z²t²ªkh¦ſ  ƭ~«a¶ z©ªqĎ~¶ [a y©cz© ªz~©[| |©òt² Ê    

Ò.  a¶l© ªyĻ |©ªbt² x²m ª~t²t x©¦²aa© [z²t²ªkh ƭ~«a¶ z©ªqĎ~¶ QaƋ y©cz© ªz~©[| 

|©òt² Ê 

   

Ó.  x©qſzz© Ľ{¶c ¦İt² ª~t²t ƭ~«a¶ pĎ~¶ y©cz© ªz~©[| |©òt² Ê    

Ô.  a²ªza~¦ſ R¢Ē{a z©Ļ©z© ƭ~«a¶ pĎ~¶ p| g²Uz© ªz~©[| |©òt² Ê    

Õ.  ƭ~« p{©| y[vg« Rćt¶ a©{èz© h©t² Ê    

¥w~p©v¢èa ¥ĊvĄt¦İta¶ ªtªĊp Rs©|: ¥¢³ b¬m̧ªa~©¦ſ v©| c|²a¶ ¦İt¬vgèÊ 

¥¬|ï©/¥O¢²rt£«~ b¬m̧ªa~©¦ſ:- 
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Qĉ{©¥ Í: ƭ~« p{©| ctã 

Date (ªzªp) : ßßßß. 

To (~©T) : Ľª£ï©qĨ¦ſ 

From (x©k) : Ľª£ïa 

Subject (ªx¤{) : ƭ~« p{©| ctã 

 

 

WHAT a² ƭ~« p{©| ctã  

 

HOW a¥|« ¥©z¬ª¦a Qĉ{©¥ ctã Ê 

¶ v©Nf ht©a¶ [a ¥z¬¦ xt©Ut² Ê 

¶ a©{è a©{è-¥Ċv©rt ªtrãª£a© vņt ~c©Ut² 

¶ ¥z¬¦z© |©ªb c|« [a~ Qĉ{©¥ c|©Ut² Ê 

¶ Qĉ{©¥ tctã¦ſ~©T ¦©p² v¬Ĕpa ªrT ƭ~« đ{¢ªĒqp nOc~² p{©| cģ|[a¶ g g³t 

ªtģ|ïo ctè ~c©Ut² Ê 

¶ ¦|²a ª¢ũ©qĨ~©T v©~³ v©~¶  ƭ~« (trolley) p{©| ctã ~c©Ut² 

¶ ªtrã£t z¬Ď{©ȩat pq© v®ŵv¶¤o ªrt² Ê 

[a~  Qĉ{©¥ ctã 

 

 

 

TIME ¥z{ ¥©z¬ª¦a Qĉ{©¥ :ÎÌÌÜ  

[a~  Qĉ{©¥ :ÕÌÜ 

 

 

RESOURCES 

NEEDED R¢Ē{a 

ì¶p/¥©z©ĸ«¦ſ 

ķ~« | {¥z© Ľ{¶c ¦İt² [ªzªtªkh¦ſ (¦©p² v¬Ĕpa Qt¬ſv) 

 

 

 

sĄ{x©r Thank you 
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Ľű¦ſ :ƭ~« p{©| ctã  

 

Í. b©~« l©UN y| Ê 

a.  ƭ~«z© ¥Ċvoè ... ... |©b²| ªz~©Ut¬ vgèÊ ([ªzªtªkh)  

b.  ¢©qſzz© t¬¦©Ur©|©ªbt² vr©è ~©T ...... yªtĄgÊ (¥©¢| akèt)  

  

Î. Ľű¦ſ 

a. ƭ~« yt²a¶ a² ¦¶?  

Uî|: ¦©U¥ªaªve [k²Ąm²Ąk~©T Rćt¶ a©{è ¥ĊvĄt ctã ¥ªh~¶ ¦¶¥ yĄt² ¦²p¬~² ¥Ċvoè ¥©z©ĸ«¦ſ |©òt 

ªzĎt² cģ| xt©T[a¶ [Uk© ¥©st Ê 

b. ƭ~« a² a¶ ~©c« Ľ{¶c ¦İĄg ? 

 Uî|: ¦©U¥ªaªve [k²Ąm²Ąk~² Rćt¶ a©{è ¥¬ſ ct¬è yĄr© vª¦~²  R¢Ēa vtã R¢Ē{a Sªzªth¦ſ 

ªz~©[|  |©òt | a©z ctè ¥ªh~¶ a© ~©ªc  ƭ~«a¶ Ľ{¶c ¦İĄg Ê 
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¥©¢èhªta Ĕq~a¶ ¥w©Tx©|² vģ|f{ 

v©l {¶ht©  :¥©¢èhªta Ĕq~a¶ ¥w©T x©|² vģ|f{ 

ªx¤{ (¥«v/Q¢s©|o©): ¥©¢èhªta Ĕq~a¶ ¥w©T x©|² vģ|f{ 

a©{è ¢sèa UŤ²Ē{ Performance Objective:  

 

ð©t ¢sèa UŤ²Ē{¦ſ Enabling Objectives: 

¶ ¥©¢èhªta Ĕq~a¶ vģ|y©¤© ªrt² Ê 

¶ ¥©¢èhªta Ĕq~ ¥w© ctã l©NU¦ſ g~w~ ctã Ê 

¶ ¥©¢èhªta Ĕq~ ¥w©T ctã l©NV¦ſa¶ ¥¬f« xt©Ut² Ê 

¶ ¥©¢èhªta Ĕq~¦ſ ¥w©T ctã pģ|a©¦ſa¶ ¥¬f« xt©Ut² Ê  

¶ ¥©¢èhªta Ĕq~ ¥w© cr©è ¥©¢s©t« Qvt©Ut¬ vtã a¬|©¦ſa¶ Ĉ{©ò{©  ctã Ê 

pģ|a©¦ſ 

Methods 

z¬ò{ x¬Or©¦ſ 

Key notes 

z©ă{z 

Media 

¥z{ 

Time 

vģ|f{ Introduction: 

ªfĻ Ľr£èt« | z·ªba 

vűè 

¥©¢èhªta Ĕq~ (Public area) a¶ ªfĻ r²b©T {¶ ï²Ļ ~©T a¬t 

Ĕq~ yªtĄg ¥¶ăt²Ê 

¦¶k²~z© ¦İt ¥ñt² ¥©¢èhªta Ĕq~ a¬t a¬t ¦İt ¥ñgt yªt ¥¶ăt² 

Ê 

¥¢³a¶ g~w~~©T ¥z²ªk ªfĻa¶ ¥¦©{p© ª~S  v©la¶ vģ|f{ 

ªrt² Ê 

ªfĻ  

 

 

ÑÜ 

z¬ò{ QO£ Main Body: 

ªfĻ Ľr£èt | Ľ¢ft  
¶ ¥©¢èhªta Ĕq~a¶ vģ|y©¤© ªrt² Ê 

¶ ¦¶k²~z© ¥©¢èhªta Ĕq~ ¥w© ctã l©NU¦ſa¶ ¢oèt ctã Ê 

¶ ¥©¢èhªta Ĕq~ ¥w© cr©è a² a² a¬|©¦ſz© ă{©t ªrt¬vgè  

x¬Nr©¦ſ f©kèz© ªkĆr³  g~w~ ctã Ê 

¶ ¥©¢èhªta Ĕq~a¶ ¥w©T ctã pģ|a©¦ſa¶ Ĉ{©ò{© ctã 

Ê ¥©q³ ª¢Ĕpp ¥w©Ta¶  ª¥a©T vªga¶ aï©z© ¦İt² 

h©ta©ģ| c|©Ut² Ê 

¶  ¥©¢èhªta Ĕq~ ¥w© cr©è ¥©¢s©t« Qvt©Ut¬ vtã 

a¬|©¦ſ  Ĉ{©ò{©  ctã đ{ªŇcp ¥¬|ï©a¶ aï©a¶ 

v¬t|©¢~¶at ctã Ê 

 

ªfĻ 

 

 

ªć~v f©kè 

 

ªć~v f©kè 

 

 

 

z·ªba 

ÐÑÜ 

 

 

 

 

 

 

 

ÍÑÜ 

¥©|©O¥ Summary: 



 

 64   

 

Ľű¶î| - ¥©¢èhªta Ĕq~ (public area) yt²a¶ a| ¦¶ ? 

- ¥©¢èhªta Ĕq~ (public area) a¶ ¥w©T cr©è ă{©t 

ªrt¬vtã a¬|© yĄt¬¦¶¥ ? 

 ÑÜ 

hĊz© ¥z{:  ÒÌ ªzt²k 
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Qăs{t ¥©z©ĸ«¦ſ: ¥©¢èhªta Ĕq~a¶ ¥w©T x©|² vģ|f{ 

vģ|f{: 

¥©¢èhªta Ĕq~a¶ ¥w©T ctè h©t¬ yĄr© vª¦~² vªđ~a [ģ|{© a¬t ï²Ļ ~©T yªtĄg ¥¶ a¬|© h©Ąt¬ z¦Ā¢voè ¦İĄg Ê 

a¬t³  d| , ¦¶k~, z~a¶ ªyĻ« ï²Ļ x©¦²aa© y©c ¢©  x©ª¦|« y©c¦ſ~©T ¥©¢èhªta Ĕq~ yªtĄgÊ hĔp³P ¦¶k²~a¶ 

ROct,ģ|¥²Ć¥t, ¢c³f© |¦²a¶ y©c, ~¢«, v©ªaèe ï²Ļ RªrÊ ¦©U¥ªaªve [k²Ąm²Ąk~² Rćt¶ m̧{¬ªk Qt¬£©| ¥©¢èhªta Ĕq~a¶ 

vªt ¥w©T ct¬è vrèg Ê  

¥©¢èhªta Ĕq~a¶ ¥w©T ctã pģ|a©¦ſ: 

mªĔke ctã 

y¬OT v¬÷t² 

z¶v ctã 

ĉ{©a¬z ctã 

Ĕ{©Ċv¬ ctã 

Ĕñx ctã 

xwģ|e ctã 

v©ª~¥ ctã 

{« ¥w© ctã pģ|a©¦ſ vªga© aï©z©  g~w~  cģ|t² gÊ 

 

¦©U¥ªaªve [k²Ąm²Ąk~² ¥©¢èhªta Ĕq~z© a©z cr©è ªyĻ« ï²Ļz© i³ s²|³ a¬|©z© ¥©¢s©t« Qvt©Ut¬ vtã ¦İĄgÊ ¥©¢èhªta Ĕq~z© 

đ{ªŇ¦ſa¶ R¢p h©¢p xªn ¦İt² ¦İt©~² a©z cr©è Ā{¥ ï²Ļz© ¥©Oa²ªpa ¢¶mè (Caution Signal Board) |©òt¬ vtã ¦İĄgÊ 

h¥~² cr©è QĄ{ đ{ªŇ~©T Ā{¶ ï²Ļz© a©z yS|¦²a¶  g | r¬sèkt© ¦İt ¥ñt² ¥Ċy©¢t© ¦İĄg yĄt² h©ta©|« ¦İĄgÊ p| a©z 

Qt¬£©|a¶ w|a w|a ¥©Oa²ªpa ¢¶mè  |©b²| ¥w©T~a¶ a©z ct¬è vrèg hĔp³ y¬NT v¬÷r©,y¬NT ªf¥¶a¶ ¥Oa²p( Caution Wet 

Floor), v¬÷r©, ¥| ¥w©Ta¶ ¥Oa²p  (Cleaning in Progress) Rªra© ¥©Oa²ªpa x¶mè¦ſ (Caution Signal Board) |©òt¬ 

vgè Ê  {Ĕp© ¥©Oa²ªpa x¶mè¦ſ~² r¬dèkt© ¦İt x©k xf©Ut¬a¶ ¥©q³ Rćt¶ yT|¦²a¶ a©{èz© ¢©s© v¬{©èUr³t Ê h¥~² cr©è Rćt¶ 

a©{è ¥z{ vªt xöt h©Ąg Ê ¥©¢èhªta Ĕq~z© s²|³ z©ªt¥¦ſa¶ R¢p h©¢p ¦İt² ¦İr©O Rw~² Ľ{¶c ctã Tñ{¬vz²Ąk pq© 

a²ªzaĎ¥¦ſ [a g²Uz© |©òt¬ vgèÊ h¥~² Qſ~©T ª¦m̧t Ā{¦©Ox©k a²ª¦ ¥z©t Ď{©Ut QĆļ{©|¶ ¦İNr³t Ê 
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Ľű¦ſ: ¥©¢èhªta Ĕq~a¶ ¥w©T 

 

Í. ¥©¢èhªta Ĕq~ yĄt©~² a¬t y©c~©T ht©UOg ? 

a £·f©~{ 

b a¶l©  

c ~x« 

d y©Ąg© 

 

Î. ¥©¢èhªta Ĕq~z© a©{è cr©è Rćt¶ ƭ~« a¦©N |©òt²? 

a a©z ctã ï²Ļa¶ ª¢fz©  

b h¦©O |©òr© vªt ¦İĄg 

c a©z ctã ï²Ļ yĄr© ¢©ª¦| 

d a©z ctã ï²Ļa¶ [a g²Uz©  

 

Ï. b©~« l©UN y|P 

a. ....... ~²ªb[a¶ ¥©Oa²ªpa x¶mè a¬t³ vªt a©{è cr©è |©òt¬ vtã ¦İĄg Êa©z ¦İr³g  (Working in Progress) 

b. .... ß ~²ªb[a¶ ¥©Oa²ªpa x¶mè a¬t³ vªt p|~ vr©qè v¶ªb[a¶ ¢© ªyh²a¶ ï²Ļz©  |©ªbĄg Êªf¥¶ yTN (Wet 

Floor) 

 

Ð. ªla ¢²ªla g¬ķ{©UP 

a. ¥©¢èhªta Ĕq~z© a©{è cr©è Ā{Ĕp¶ ¥©¢s©t« Qvt©Ut vræt Ê ʇ 

b. ¥©Oa²ªpa ¢¶mè~² ¥©¢èhªta Ĕq~z© a©{è cr©è l~¶ z¦Ā¢ |©b²a¶ ¦İĄg Êã 
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 z¶m̧{¬~ Î: a¶l©a¶ ¥w©S 
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v©¦İt© (Guest) a¶ a¶l© b¶Ďt² 

v©l {¶ht©  :v©¦İt© a¶ a¶l© b¶Ďt² 

ªx¤{ (¥«v/Q¢s©|o©): v©¦İt©a¶ a¶l© b¶Ďt² 

a©{è ¢sèa UŤ²Ē{ Performance Objective:  

Q¢Ĕq© : a©za¶ x²~© (Duty hour) 

a² a©z : v©¦İt©a¶ a¶l© b¶Ďt²Ê 

aªp |©Ł¶:  ªrSSa¶ ªtrã£t (guideline) Qt¬¥©| c|²a¶  gÊ 

ð©t ¢sèa UŤ²Ē{¦ſ Enabling Objectives: 

¶ a¶l©a¶ Ľa©| x©|² ¥¬f« xt©Ut² Ê 

¶ n¶a©z© Ľ{¶c ¦İt² ªfĄ¦¦ſ | Ľa©|  x©|²z© g~w~ ctã Ê 

¶ n¶a© b¶Ďr© ¥©¢s©t« Qvt©Ut¬ vtã a¬|©¦ſ Ĉ{©ò{© ctã Ê 

pģ|a©¦ſ 

Methods 

z¬ò{ x¬Or©¦ſ 

Key notes 

z©ă{z 

Media 

¥z{ 

Time 

vģ|f{ Introduction: 

z·ªba Ľű | g~w~  

 

 

 

ªfĻ Ľr£èt« 

¦¶k²~z© v©¦İt©a¶  a¶l©a¶ n¶a© a¥|« b¶Ďt² cģ|Ąg  ? 

v©¦İt©a¶ a¶l©a¶ n¶a©z© Ľ{¶c ¦İt² ªfĄ¦ ză{² [a ªfĄ¦  

|©ªb[a¶ ªfĻ r²b©T {¶ ªat | a²a© ~©ªc |©ªb[a¶ ¦¶~© yªt 

Ľű |©òt² Ê 

¥¢³ g~w~~©T ¥z²ªk v©la¶ vģ|f{ ªrt² Ê 

 

ªfĻ 

ÍÌÜ 

z¬ò{ QO£ Main Body: 

g~w~  

 

 

z·ªba Ľű 

 

 

 

 

 

 

 

 

¥«v Ľr£èt 

¶ v©¦İt©a¶ a¶l© (Guest Room)a¶ n¶a©a¶ Ľa©|a© 

ªfĻ r²b©[| g~w~ ctã Ê 

¶ n¶a©z© Ľ{¶c ¦İt²  ªxªyĄt ªfĄ¦¦ſa¶ a©mè r²b©[| 
g~w~ ctã ¥©q³ a¬t a©mè aªp x²~© Ľ{¶c cģ|Ąg  

g~w~ ctã Ê  

¶ a©mèa© Ľa©|a© Qt¬¥©| v©¦İt©a¶ a¶l©z© h©t ¦İt² 

t¦İt² đ{©ò{© ctã Ê 

¶ g~w~ ~©T ¥z²ªk Ľª£ïa~² v©¦İt©a¶ a¶l© b¶Ďr© 
Q~« ¢n« ¥paè ¦İt¬ vgè yĄr³ ª¢Ĕp®p ¢oèt ctãÊ  

¶ v©¦İt© a¶l© b¶Ďt a©{è-¥Ċv©rt ªtrãª£a© ¢oèt ctãP 

¶ Ľª£ïa~² v©¦İt© a¶l©z© ~©ªc a¶l© b¶Ďt ª¥a©Ut²Ê 

¶ ĽĀ{²a b¬m̧ªa~©  |©Ł¶¥Nc ¢oèt ctã Ê 

¶ ¥©¢s©t« vt©Ut¬ vtã b¬m̧ªa~© ¦ſ ¢oèt ctãPÊ 

¶ ¥z¬¦z© ¦|²a ª¢ũ©qĨ ~©T [a~ Qĉ{©¥ ctè ~c©Ut²Ê 

¶ w|a w|a ªfĻ¦ſ y[a¶ a©mè n¶a©z© |©b« Qĉ{©¥ 
ctè ~c©Ut² Ê 

ªfĻ 

 

 

a©mè 

 

 

 

 

 

 

a©{è-¥Ċv©rt 

ªtrãª£a© 

 

ÏÌÜ 

 

 

 

 

 

 

 

 

 

 

ÒÌÜ 

 

 

 

ÍÒÌÜ 
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¶ Qĉ{©¥ ¥a²vªg g~w~ ctã Ê 

¥©|©O¥ Summary: 

Ľű¶î|  
¶ n¶a©z© Ľ{¶c ¦İt² ¥Oa²p a©mè¦ſ a² a² ¦İţ ? 

¶ n¶a© b¶Ďr© ă{©t ªrt¬vtã a¬|©¦ſ a² a² ¦İţ ? 

 ÍÌÜ 

hĊz© ¥z{:  ÎÓÌ ªzt²k 
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Qă{{t ¥©z©ĸ«¦ſ: v©¦İt© (Guest) a¶ a¶l© b¶Ďt² 

vģ|f{: 

a¬t³ vªt v©¦İt© ¦¶k~a¶ ~©ªc [arz³  z¦Ā¢voè |¦²a¶ ¦İĄgÊ ¦¶k²~z© RUt² v©¦İt© ªxªyĄt Ľa©|a©  ¦İĄgtÊ  v©¦İt© Qt¬¥©| 

¦¶k²~a¶ a¶l©~©T vªt  Ľa©| (p¦) ªrT[a© ¦İĄgţ , hĔp³ ªy.RT.ªv. ſz,tzè~ ſz , ª¥ȩc~ ſz,mx~ ſz Rªr Ê 

v©¦İt©~©T Rćt¶ ¢¥©T ¦¶k~z© |¦İĄh²~  s²|³ ¥ªh~¶ | ¥¬~y ¥¬|ªïp ¦¶¥  yĄt² Ur²Ē{~²   ¦¶k~~² a²ª¦ a©mè¦ſ xt©[a© 

¦İĄgt h¥~©T v©¦İt©a¶ n¶a©z© Ľ{¶c cgèt Ê ¥¶ a©mèa¶ ¥a²p Qt¬¥©| (¦¶k~a© azèf©|«¦ſ) ¢© QĄ{ đ{ªŇ¦ſ~² a©{è 

ctã crègţÊ  {¦©N ¦©z« v©¦İt©~² n¶a©z© Ľ{¶c ctè ¥ñt² a©mè¦ſa¶ vģ|f{ ªrĄg·Ê 

    

ÌÍ z²a Qv ſz 

a©mè.( Make up 

Room Card );  

v©¦İt©~² Rćt¶ a¶l© 

¥w© cģ|ªrt¬ yt« 

Qt¬|¶s ctã a©mè 

 r¶a© nana a©mè 

(Knock the Door) 

 

. m¬ tk ªmĔk¢è a©mè; 

D.N.D. (Do not 

Disturb Card): 

 v©¦İt©~² a¶l©z© a¬t³ 

vªt ªmĔk¢è (Q¢|¶s) 

tctè yªt Qt¬|¶s ctã 

a©mè (Tz|h²Ą¥« 

x²~©z© x©¦²a) 
 

¥©z©t tf~©Ut² a©mè 

(Do not 

Change/Touch  

Cloths /Bathroom 

Amenities)  

 

ÌÏ. Laundry Card 

(~ĄƯ« a©mè);  

v©¦İt©a¶ ~¬c© s¶Tªrt 

Qt¬|¶s ctã a©mè 

  

Breakfast Card 

(ł²aw©Ĕk a©mè); 

v©¦İt©~² Rw~©T 

zc©Ut¬ vtã b©t©a¶ 

~©c« Qt¬|¶s ctã l©NU 

 

n¶a©z© |¦²a© ª{ a©mè¦ſa¶ [arz³ Rr| ct¬èvtã ¦İĄg ¥©q³ f©Nm¶ yĄr© f©m¶ Ā{¥a¶ v©~t© ct¬è vtã ¦İĄgÊ n¶a©z© |¦²a© 

a©mè¦ſa¶ x²¢©Ĕp© c|« a©{è c|²z© azèf©|« z©q« p¬ſĄp³ a©¢©è¦« ¦İt² ¦İt©~² {¥a¶ s²|³ t³ z¦Ā¢ ¦İĄgÊ   n¶a©b¶Ďt² Qt¬zªp 

v©[ vªg vªt  n¶a©  b¶Ďr© ªxĔp©|³ b¶Ďt² | xĄr ctã ct¬è vrèg Ê 
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a©{è-¥Ċv©rt ªtrãª£a©: v©¦İt©a¶ a¶l© b¶Ďt² 

ªx¤{/Sa©T v©¦İt©a¶ a¶l© b¶Ďt² 

¥«v/Q¢s©|o© v©¦İt©a¶ a¶l© b¶Ďt²  

a©{è ¢sèa UŤ²Ē{: Q¢Ĕq© : a©za¶ x²~© (Duty hour) 

a² a©z : v©¦İt©a¶ a¶l© b¶Ďt²Ê 

aªp |©Ł¶:  ªrSSa¶ guidelineQt¬¥©| c|²a¶  gÊ 

 

R¢Ē{a ¥©z©ĸ«, 

`h©| pq© {ĄĻ¦ſ  

¥©Nf¶ 

a©{è-¥Ċv©rt ªtrãª£a© 

# b¬m̧ªa~©¦ſ ¦¶/g  ¦¶St/ 

g³t 

Í.  ¦©U¥ªaªve ƭ~« b¶Ďt¬ vtã n¶a©a¶ Qc©m« v©aè ctã Ê    

Î.  b¶Ďt¬ vtã n¶a©z© a¬t³ ¥Oa²p a©mè y[ ty[a¶ f²a ctã Ê    

Ï.  ¥Oa²p a©mèz© n¶a© b¶Ďt ªzĎt² y[ ª¢Ĕp©|³ dĄk« (n¶a©z© y[a¶) xh©T Qªy¢©rt ¥ª¦p 

Rćt¶ ª¢y©c xp©Ut² Ù Good Morning Housekeeping Ê 

   

Ð.  a¶l© ªyĻx©k v©¦İt© (guest)a¶ a² ĽªpªĶ{© (response) RUg ă{©t v¢èa ¥¬Ąt² Ê    

Ñ.  v©¦İt©a¶ h² ĽªpªĶ{© RUg ¥¶ª¦ Qt¬¥©| Rw Qªd xņt² Ê    

Ò.  v©¦İt©a¶ a¬t³ ĽªpªĶ{© tR[z© ªpt vka ¥Ċz ÍÑ ¥²a²Ąma¶ w|a v©|« tO. Ñ Qt¬¥©| ctã 

Ê 

   

Ó.  {ªr n¶a© b¶Ďt² Qt¬zªp tªr[ waã| h©t², {ªr b¶Ďt² Qt¬zªp ªr[ n¶a© b¶Ďr³g¬ yĄt² 

h©ta©ģ| ªrt² Ê 

   

Ô.  ª¢Ĕp©|³ ¥©Nf¶ Ľ{¶c cģ| n¶a© b¶Ďt² Ê    

Õ.  n¶a© b¶~²| n¶a©z© m¶| Ĕkv| (door stopper)|©òt² Ê    

ÍÌ.  n¶a© b¶ª~¥a²vªg Rćt¶ a©z £¬ſ ctã Ê    

¥w~p©v¢èa ¥ĊvĄt¦İta¶ ªtªĊp Rs©|: ¥¢³ b¬m̧ªa~©¦ſ v©| c|²a¶ ¦İt¬vgèÊ 

 

¥¬|ï©/¥O¢²rt£«~ b¬m̧ªa~©¦ſ:- Î,Ò 

Í. Í-QaƋ v©¦İt©a¶ a¶l© ~©T Q¥| tvtã c|« ƭ~« Rw~² b¶Ďt² v©¦İt©a¶ a¶l©a¶ Qc©m« v©aè ctã Ê 
Î. Î-n¶a©z© Ľ{¶c y[a¶ ªfĄ¦~©T z¦Ā¢ ªrt² 
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Qĉ{©¥ Í: v©¦İt©a¶ a¶l© b¶Ďt² 

Date (ªzªp) : ßßßß. 

To (~©T) : Ľª£ï©qĨ¦ſ 

From (x©k) : Ľª£ïa 

Subject (ªx¤{) :  

 

 

WHAT a² v©¦İt©a¶ a¶l© b¶Ďt² 

 

HOW a¥|« [a~ Qĉ{©¥P 

¶ ¥©t¶ ¥©t¶ ¥z¬¦ ¢t©T a¶l©¦ſz© ª¢ªyĄt a©mè¦ſa¶ Ľ{¶c cģ| a¶l© b¶Ďt ~c©Ut² 

¶ a¶l© ªyĻ a²ª¦ ª¢ũ©qĨ |©b« x©ª¦| n¶a©z© a¬t³ [Uk© a©mè |©òt ~c©T [a 

ª¢ũ©qĨ ~©T n¶a© b¶Ďt ~c©Ut² 

¶ x©ª¦| |¦²a© ª¢ũ©qĨ¦ſ~² a©{è ¥Ċv©rt ªtrãª£a© ¦²|« ¥ª¦ nOc~² a¶l© b¶Ďt 
~©c²a¶ g g³t ªtģ|ïo ctã 

¶ a©{è ¥ĊvĄt y[vªg az« azh¶|«a¶ x©|²z© g~w~ ctã 

¶ vtP ªyĻ v©¦İt©a¶ ſvz© a¶l© ªyĻ |¦²a© ª¢ũ©qĨ ~©T x©ª¦| |©b«, x©ª¦| |¦²a© 
ză{² a¶¦« ~©T v©¦İt©a¶  ſvz© ªyĻ a¶l©z© xĔt ~c©Ut² 

¶ z©ªqa© Ľa®{© ¥x³ ª¢ũ©qĨ¦ſz© Qvt©Ur³ h©t² 

¶ QĄĀ{z© ¥¢³ a©{è cr©èa¶ ªtģ|ïo~©T ¥z²k« Ľª£ïa~² ¢oèt ctã  

TIME ¥z{ ÍÒÌÜ 

 

RESOURCES 

NEEDED R¢Ē{a 

ì¶p/¥©z©ĸ«¦ſ 

¥©Nf¶ (key) , a©{è ¥Ċv©rt ªtrãª£a© 

sĄ{x©r Thank you 
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Ľű¦ſ: v©¦İt©a¶ a¶l© b¶Ďt² 

 ªla Uî|z© ªfĄ¦ ~c©Ut¬¦¶¥? 

Í. n¶a©z© Ľ{¶c ¦İt² ªfĄ¦ a² a¶ ~©c« Ľ{¶c ¦İĄg ? 

a. v©¦İt©a¶ ¥ªh~¶ ~©c« 

b. azèf©|«a¶ a©z ¥ªh~¶ ¢t©Uta¶ ~©c« 

c. ¦¶k~a¶ ªt{z y[a¶ ¦İt©~² 

 

Î.  z²a Qv ſz (Make Up Room) a©mèa¶ Qqè a² ¦¶ ? 

a. v©¦İt©~² a¶l©z© Q¢|¶s tctè ctã Qt¬|¶s a©mè 

b. v©¦İt©~² a¶l©z© ~ĄƯ« y[a¶ ¥Oa²p ctã a©mè 

c. v©¦İt©~² a¶l© ¥w© ctã Qt¬|¶s a©mè 

d.  v¦İt©~²  b©t© Qt¬|¶s ctã a©mè 

 

Ï. b©~« l©UN y|P 

a. v©¦İt©~² b©t© Qt¬|¶s ctã a©mè ~©T......... ß yªtĄg Ê Ŀ²aw©Ĕk  (Breakfast card) 

b. v©¦İt©~² a¶l©z© Rw~©T a¬t³ vªt ªaª¥za¶ Q¢|¶s tv¬{©èUt Qt¬|¶s ctã a©mè~©T ßßßßß..yªtĄg Ê 

ªm [t ªm a©mè ( D.N.D. Card) 

 

Ð. ªla ¢²ªla g¬ķ{©UP 

a. a¶l© b¶Ďr© ƭ~« a¶l©a¶ n¶a©a¶ ªla Qc©m« QĄ{ a¶l© ~©T ¢©s© tv¬ót² c|« |©òt¬ vgè  Êã 

b. ~ĄƯ« a©mè (Laundry Card) s¶[a¶ ~¬c© ªwp©è Ď{©Ut Ľ{¶c ctã a©mè ¦¶ Ê ʇ 

c.  n¶a©z© |¦²a© ¥Oa²p a©mè¦ſa¶ p¬ſĄp v©~t© ¦İt¬ vgè Ê ã  

d. a¬t³ l¬~³ Sz|h²Ą¥« R[a¶ ¦¢Ēq©z© D.N.D. ¥Oa²p a©mè |©b²a¶ x[p© vªt v©¦İt© ~©TB v©¦İt© ¥Oc a¬|© |©òt 

¥ªaĄg Êã 
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a¶l©a¶ _ö÷{©t xt©Ut² (Bed Making) 

v©l {¶ht©  : a¶l©a¶ _ö÷{©t xt©Ut²  

ªx¤{ (¥«v/Q¢s©|o©): a¶l©a¶ _ö÷{©t xt©Ut²  

a©{è ¢sèa UŤ²Ē{ Performance Objective:  

Q¢Ĕq© : a©za¶ x²~© (Duty hour) 

a² a©z : a¶l©a¶ _÷{©t xt©Ut²Ê 

aªp |©Ł¶:  pĄt© pªĄa[a¶ ¦İt¬vgè,pĄt© r©c |ª¦p,¥w© | ¥¬òa© g Ê 

ð©t ¢sèa UŤ²Ē{¦ſ Enabling Objectives: 

¶ ª~t²ta¶ Ľa©|a¶ x©|²z© ¢oèt ctã Ê 

¶ b©ka© Ľa©|a© x©|²z© ¢oèt ctã Ê 

¶ v©¦İt©a¶ ¥©z©t a¥|« ªz~©[| |©òt² x©|² g~w~ ctã Ê 

pģ|a©¦ſ 

Methods 

z¬ò{ x¬Or©¦ſ 

Key notes 

z©ă{z 

Media 

¥z{ 

Time 

vģ|f{ Introduction: 

z·ªba  g~w~ ¶ Rćt¶ b©kz© a² a² Ľ{¶c ct¬è ¦İĄg yt« ¥¶ăt²P 

¶ b©k aªp ªaª¥za© ¦İĄgt ¥¶ăt² Ê 

¶ ¦¶k²~a¶ a¶l©a¶ b©ka¶ ªfĻ r²b©[| v©la¶ vģ|f{ ªrt² Ê 

z·ªba 

 

ªć~v f©kè 

ÍÌÜ 

z¬ò{ QO£ Main Body: 

z·ªba Ľű¶î| pq© 

đ{©ò{©  
¶ ª~t²t yt²a¶ a² ¦¶ ?  

¶ ¦¶k~a¶ b©kz© a² a² ª~t²t Ľ{¶c ¦İĄg ¢oèt ctã Ê 

¶ b©ka© Ľa©|¦ſ aªp Ľa©|a© ¦İĄgţ ?  

¶ b©ka© Ľa©|¦ſ ªfĻ r²b©UNr³ ¢oèt ctã Ê 

¶ a¶l©a¶ _ö÷{©t ¢t©Ut² ¢oèt ctã Ê 

¶ pv©TO¦ſ ¥¬Āt² ¢²~©a¶ ~¬c© Ul²vªg a¦©N |©òt¬ ¦İĄg 

¥¶ăt² Ê 

¶ g~w~ x©k Ľ©Ŭ Uî|¦ſ~©T Rs©| ª~T v©¦İt©~² 
g¶m²a© avm©¦ſ ªz~©[| b©k pq© ¥¶w©z© |©òt¬ vtã  | 

QĄ{ tªz~²a©  ªz~©[| |©òt¬ vtã ¢p©Ut² Ê 

¶ b©kz© Ľ{¶c ¦İt² ª~t²t¦ſĎ{©T ¦|²aa¶ a©{è pq© 

vģ|f{ ªrt² Ê 

¶ _ö÷{©t  p{©| ctè a©{è-¥Ċv©rt ªtrãª£a© ¢oèt ctã 

Ê 

¶ ª£ïa~² ª¢ũ©qĨa¶ ¥©q ª~T b©kz© _ö÷{©t 
~c©Ut ª¥a©Ut² Ê 

z·ªba  

 

 

ªfĻ 

 

 

 

 

 

 

 

 

ª~t²t 

ÏÌÜ 

 

 

 

 

 

 

ÕÌÜ 

 

 

 

 

 

 

ÍÎÌÜ 
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¶ v©¦İt©~² g¶m²a© avm©¦ſ ªz~©[| a¥|« b©k pq© 

¥¶w©z© |©òt² vtã  | QĄ{ tªz~²a© ¥©z©t ªz~©[| 

|©òt¬ ª¥a©Ut²Ê 

¶ ĽĀ{²a b¬m̧ªa~©  |©Ł¶¥Nc ¢oèt ctã Ê 

¶ ¥©¢s©t« Qvt©Ut¬ vtã b¬m̧ªa~© ¦ſ ¢oèt ctãÊ 

¶ ¥z¬¦z© ª~t²t ªfĄt ~c©Ut²Ê 

¶ r¬T r¬T ht©a¶ ¥z¬¦ ¢t©T ¥¢³~©T a¶l©z© _ö÷{©t 
~c©Ut ~c©Ut²Ê 

¶ Qĉ{©¥ ¥a²vªg v¬t g~w~ ctãÊ 

¶ [a~ Qy{©¥ c|©Ut² Ê 

 

 

 

 

 

 

ÏÌÌÜ 

 

 

 

ÍÌÌÜ 

¥©|©O¥ Summary: 

Ľű¶î| 
¶ b©kz© Ľ{¶c ¦İt² ª~t²t¦ſ a² a² ¦İt ? 

¶ v©¦İt©~² a¶l©z© g¶m²| (ªpp| ª¢p|) |©b²a© ¥©z©t 
ªz~©[| |©òt¬vtã a©|o a² ¦¶ ? 

 ÍÌÜ 

hĊz© ¥z{:  ÒÒÌ ªzt²k 
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Qăs{t ¥©z©ĸ«¦ſ: a¶l©a¶ _ö÷{©t xt©Ut²  
vģ|f{: 

v©¦İt©a¶ a¶l©a¶ _÷{©t xt©Ut² ª¢ªyĄt ï²Ļz© ª¢ªyĄt pģ|a©~² ctã crègţÊ ¦¶k~z© ¦¶k~z© ¢²m xt©Ut² a©{è [Uk© 

z¦Ā¢voè a©{è ¦¶ Ê ¢²m~² v¬|© a¶l©a¶ £¶y© xn©Ut² a©{è crèg Ā{¥³~² ¢²m xt©UNr© ă{©t xn« t³ ªrt¬ vtã ¦İĄgÊ 

x²m xt©Ut¬ yĄr© vª¦~² x²mz© Ľ{¶c ¦İt² ª~t²t¦ſa¶ x©|²z© h©Ąt¬ hſ|« ¦İĄgÊ 

h¬t {¥ Ľa©| gtP 

Í. pĄt© 

Î. l~¶ pĄt© (Bed sheet king)  

¥©t¶ pĄt© (Bed sheet queen)  

Ï. pªa{©a¶ b¶~ 

l~¶ pªa{©a¶ b¶~ (Pillow case king) 

pªa{©a¶ b¶~ ¥©t¶ (Pillow case queen) 

l~¶ mĔt© w¶¦| ¦İt x©k xf©Ut mĔt© z©q« |©ªbt² ª~t²t (Mattress protector king ) 

ª~t²t ¥©t¶ (Queen ) 

Ð. ª¥|aa¶ b¶~ 

ª¥|aa¶ b¶~ l~¶ (Duvet cover king) 

ª¥|aa¶ b¶~ ¥©t¶ (Duvet cover queen) 

Ñ.  ¢²m xªt¥a²vªg x²ma¶ pĎ~¶ y©cz© ¥h©¢ka¶ ~©c« |©ªbt² 

[a ª~t²t (Bed runner) 

Ò. a¬£ta¶ ay| 

l~¶ a¬£ta¶ ay| (Cushion cover king) 

 ¥©t¶ a¬£ta¶ ax| ( Cushion cover queen) 

x²m vªt r¬T ªaª¥za¶ ¦İĄgP 

Í. l~¶ ¢²m (King bed) 

Î. ¥©t¶ ¢²m (Queen bed) 

¢²m x©k ª~t²t ªta©Ďr© ¥¢³yĄr© xn« ă{©t ªrt¬ vtã ¦İĄgÊv©¦İt©~² x²mz© Rćt¶ ªyªĻ ¢ż {ªîa³ g¶m²a¶ ¦İt ¥ñg, ̀l« 

ª¥ªĶ¦ſ hĔp© x¦İz¬Ď{ ¥©z©t¦ſ  vªt  ¢²mz³ ¦İt ¥ñt² ¥Ċy©¢t© xn« t³ |¦ĄgÊ Ā{¥³~² ¢²ma¶ ª~t²t ªta©Ďr© ă{©t v¬{©è[t 

yt² ªp ¥©z©t¦ſ ª~t²t z³ ªzª¥t RT ¦|©Ut ¥ñgÊ Ā{¥a©|o ª~t²t [a [a cģ| ª¢Ĕp©|³ ªta©Ďt¬ vgèÊ a¶l©z© v©¦İt©~² 

Rćt¶ avm© ªpp| ª¢p|  c|²| |©b²a¶ ¦İt ¥ñg Ā{Ĕp¶ y[a¶ bÿmz© avm© ~©T vķ{©[| b©ka¶ [a ¥©Tmz© |©òt¬ vgè 

¥©q³ ¥¶w©z© vªt vķ{©[| |©òt ¥ªaĄg h¥~² v©¦İt©~©T b¬¥« vªt  l~¶ ¥¦{¶c v¬{©èUgÊ hx v©¦İt© Rćt¶ a¶l©z© ªggèt 

Rćt¶ ¥¢³ gģ|[a© avm©¦ſ đ{¢ªĔqp pģ|a©~² ªz~©[| |©b²a¶ r²òr© V ¥©ń³ b¬¥« ¦İĄgÊ 

  



 

 77  

 

a©{è-¥Ċv©rt ªtrãª£a©: a¶l©a¶ _ö÷{©t xt©Ut²  

ªx¤{/Sa©T a¶l©a¶ _ö÷{©t xt©Ut² 

¥«v/Q¢s©|o© a¶l©a¶ _ö÷{©t xt©Ut²  
a©{è ¢sèa UŤ²Ē{: Q¢Ĕq© : a©za¶ x²~© (Duty hour) 

a² a©z : a¶l©a¶ _÷{©t xt©Ut²Ê 

aªp |©Ł¶:  pĄt© pªĄa[a¶ ¦İt¬vgè,pĄt© r©c |ª¦p,¥w© | ¥¬òa© g Ê 

R¢Ē{a ¥©z©ĸ«, 

`h©| pq© {ĄĻ¦ſ  

pĄt©, pªa{©a¶ b¶~, m¬y²k ay|(duvet cover\blanket cover), a¬¥ta¶ b¶~, Ċ{©ƭ²¥ 

Ľ¶k²ñk|, ¢²m |t| 

a©{è-¥Ċv©rt ªtrãª£a© 

# b¬m̧ªa~©¦ſ ¦¶/g  ¦¶St/ 

g³t 

1=  ķª~~©T b©k tªha |©òt² Ê    

2=  ¥©¢s©t« v¢èa pªa{©a¶ b¶~¦ſ ªta©Ďt² Ê    

3=  m¬[k (Duvet\ Blanket )a¶ b¶~ ª¢Ĕp©|³ ªta©Ďt² (v©¦İt©a¶ ªyĻ« ¢ż Bc¦t© Ā{¥z³ 

ªzª¥[| RUt ¥ñg ă{©t ªrt²) Ê 

   

4=  pĄt© vªt ª¢Ĕp©|³ b©kx©k ªta©Ďt²     

5=  Ċ{©ƭ²¥ Ľ¶k²ñk| r©c |ª¦p, ªyh²a¶ g g³t f²a ctã Ê    

6=  ªta©ª~[a© ª~t²t¦ſ  ª~t²t Ĉ{©cz© |©òt² Ê    

Ñ.  ƭ~«x©k Rw~©T f©ª¦t² pĄt©, m¬[ka¶ b¶~, ª¥|©t«a¶ b¶~, w¶¦| y[a¶ Ċ{©ƭ²¥ 

Ľ¶k²ñk| vªt [a³ ¥©q ķª~x©k ªta©Ďt² Ê 

   

Ò.  Ċ{©ƭ²¥ (mĔt© ) Ľ¶k²ñk| vģ|¢pèt ctã Ê    

Ó.  pĄt© f©|³ªp| w³ª~t² c|« b©kz© _ög{©Ut² Ê    

Ô.  pĄt©~©T f©|³a¬t© ªĻa¶o xĄt² c|« pĄt©~©T Ċ{©ƭ²¥ z¬t« 

d¬¥©Ut² Ê 

   

Õ.  m¬[kz© b¶~¦©~« f©|³ªp| w³ª~t² cģ| _ö÷{©Ut² Ê    

ÍÌ.  m¬[k ~©T ª¥|©t« vŖ« a²¦« y©c r¶¢tã(ª¥|©t« |©òt ªzĎt² y©c g¶m«)Ê    

ÍÍ.  ª¥|©t«a¶ b¶~ ¦©~²| b©ka¶ ª£| y©cz© |©òt² Ê    

ÍÎ.  a¬£t¦ſ y[z© Ā{¥a¶ ax| ¦©~²| ª¥|©t« ¥Oc³ ¥h©[| |©òt² Ê    

ÍÏ.  b©ka¶ pĎ~¶ y©cz© ¢²m |t| ªz~©[| |©òt² Ê    

ÍÐ.  v¬t _ö÷{©t ªz~²a¶ g g³t f²a ctã Ê    

¥w~p©v¢èa ¥ĊvĄt¦İta¶ ªtªĊp Rs©|: ¥¢³ b¬m̧ªa~©¦ſ v©| c|²a¶ ¦İt¬vgèÊ 

¥¬|ï©/¥O¢²rt£«~ b¬m̧ªa~©¦ſ:- Ľ{¶c cģ|[a© ª~t²t¦ſ r©c |ª¦p, tªyh²a¶ pq© pĄt© pªĄa[a¶ | RT|t y[a¶ ¦İt¬vgè Ê 

 










































































































































































































