
PM-15151515

P=ßml P=ßml P=ßml P=ßml 
G«$^l§G$G«$^l§G$G«$^l§G$G«$^l§G$

mWmWmWmW G$`lc_lLn G$l^G$`lc_lLn G$l^G$`lc_lLn G$l^G$`lc_lLn G$l^ @lcí_G$ @lcí_G$ @lcí_G$ @lcí_G$ 
G$lIWmÌnG$lIWmÌnG$lIWmÌnG$lIWmÌn

G$a^/zY_^/ñVl_q G$a^/zY_^/ñVl_q G$a^/zY_^/ñVl_q G$a^/zY_^/ñVl_q 
@lWnd/mZ`mÌG$ A.@lWnd/mZ`mÌG$ A.@lWnd/mZ`mÌG$ A.@lWnd/mZ`mÌG$ A.

G$l^lal alITl`l cnhG$l^lal alITl`l cnhG$l^lal alITl`l cnhG$l^lal alITl`l cnh dn`ldn`ldn`ldn`l

Sr.No. Designation Activity Description Required 

Documents 

Applied Rule/Section/ 

Standing Order etc.

Time Required Remarks

1 ^lZgUq f§G$zaU 
zazmG$

1. @l_lUG$` G$l_l©a_lUqa cnIcnIù_l 
zc]lIlG$R=qa YlG$l, HlUnWl`, Z`[§$R, IñUqmVG$, 
G$lnP=©, UmlfTqmVG$, @Yl^U, @l_lUWl`l^l[©$U 
]`Ê_lU @lanë_l YlŠ_lYvfl` c @l_P=n^Yvfl` 
]`Ê_lU @lanal ^lzfG$ c clze©G$ @gcla 
f§}§XqUl§G$Rx=Y f§G$zaU G$éY Ë_lLl DG$cP= @gcla 
U_l` G$éY ^l.@l_lUG$` à^vH _l§À_l @calnG$YlV© 
flW` G$`Tn. 

2. @l_lUG$` ì_cñVlmY (MIS) ^lZgUq 
^l.@l_lUG$` à^vH _l§Yq @calnG$Y Gn$ë_lY§U` fW` 
^lZgUqLq DG$ àU ^l.^gl.@l_vŠU c ^l.@zU.^gl. 
@l_vŠU(N) _l§LnG$R=n ^lZgUqflQ=q flW` G$`Tn.
3. ^l.@l_lUG$` à^vH c ^l.@l_lUG$` @XqiG$ 
_l§Yq cnhlncnhq ZWanë_l @lWndlYvfl` G$l^ G$`Tn.

mvTn ^glYI`mlzaG$lmvTn ^glYI`mlzaG$lmvTn ^glYI`mlzaG$lmvTn ^glYI`mlzaG$l
@l_lUG$` G$l_l©a_@l_lUG$` G$l_l©a_@l_lUG$` G$l_l©a_@l_lUG$` G$l_l©a_

Process Manual Format

zc]lI …- f§G$aY zc]lI …- f§G$aY zc]lI …- f§G$aY zc]lI …- f§G$aY G$l^lLn Ylc …- HlË_lLq ^lzfG$ c clze©G$ ì_cñVlmY ^lZgUq U_l` G$`Tn.G$l^lLn Ylc …- HlË_lLq ^lzfG$ c clze©G$ ì_cñVlmY ^lZgUq U_l` G$`Tn.G$l^lLn Ylc …- HlË_lLq ^lzfG$ c clze©G$ ì_cñVlmY ^lZgUq U_l` G$`Tn.G$l^lLn Ylc …- HlË_lLq ^lzfG$ c clze©G$ ì_cñVlmY ^lZgUq U_l` G$`Tn.

mvTn ^glYI`mlzaG$lmvTn ^glYI`mlzaG$lmvTn ^glYI`mlzaG$lmvTn ^glYI`mlzaG$l
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PM-16161616

P=ßml P=ßml P=ßml P=ßml 
G«$^l§G$G«$^l§G$G«$^l§G$G«$^l§G$

mWmWmWmW G$`lc_lLn G$l^G$`lc_lLn G$l^G$`lc_lLn G$l^G$`lc_lLn G$l^ @lcí_G$ @lcí_G$ @lcí_G$ @lcí_G$ 
G$lIWmÌnG$lIWmÌnG$lIWmÌnG$lIWmÌn

G$a^/zY_^/ñVl_q G$a^/zY_^/ñVl_q G$a^/zY_^/ñVl_q G$a^/zY_^/ñVl_q 
@lWnd/mZ`mÌG$ A.@lWnd/mZ`mÌG$ A.@lWnd/mZ`mÌG$ A.@lWnd/mZ`mÌG$ A.

G$l^lal alITl`l cnhG$l^lal alITl`l cnhG$l^lal alITl`l cnhG$l^lal alITl`l cnh dn`ldn`ldn`ldn`l

Sr.No. Designation Activity Description Required 

Documents 

Applied Rule/Section/ 

Standing Order etc.

Time Required Remarks

2 ^lZgUq f§G$zaU 
zazmG$

1. @l_lUG$` G$l_l©a_lUqa cnIcnIù_l 
zc]lIlG$R=qa YlG$l, HlUnWl`, Z`[§$R, IñUqmVG$, 
G$lnP=©, UmlfTqmVG$, @Yl^U, @l_lUWl`l^l[©$U 
]`Ê_lU @lanë_l YlŠ_lYvfl` c @l_P=n^Yvfl` 
]`Ê_lU @lanal ^lzfG$ c clze©G$ @gcla 
f§}§XqUl§G$Rx=Y f§G$zaU G$éY Ë_lLl DG$cP= @gcla 
U_l` G$éY ^l.@l_lUG$` à^vH _l§À_l @calnG$YlV© 
flW` G$`Tn. 

2. @l_lUG$` ì_cñVlmY (MIS) ^lZgUq 
^l.@l_lUG$` à^vH _l§Yq @calnG$Y Gn$ë_lY§U` fW` 
^lZgUqLq DG$ àU ^l.^gl.@l_vŠU c ^l.@zU.^gl. 
@l_vŠU(N) _l§LnG$R=n ^lZgUqflQ=q flW` G$`Tn.
3. ^l.@l_lUG$` à^vH c ^l.@l_lUG$` @XqiG$ 
_l§Yq cnhlncnhq ZWanë_l @lWndlYvfl` G$l^ G$`Tn.

zc]lI …- f§G$aY zc]lI …- f§G$aY zc]lI …- f§G$aY zc]lI …- f§G$aY G$l^lLn Ylc …- HlË_lLq ^lzfG$ c clze©G$ ì_cñVlmY ^lZgUq U_l` G$`Tn.G$l^lLn Ylc …- HlË_lLq ^lzfG$ c clze©G$ ì_cñVlmY ^lZgUq U_l` G$`Tn.G$l^lLn Ylc …- HlË_lLq ^lzfG$ c clze©G$ ì_cñVlmY ^lZgUq U_l` G$`Tn.G$l^lLn Ylc …- HlË_lLq ^lzfG$ c clze©G$ ì_cñVlmY ^lZgUq U_l` G$`Tn.

Process Manual Format
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PM-15151515

P=ßml P=ßml P=ßml P=ßml 
G«$^l§G$G«$^l§G$G«$^l§G$G«$^l§G$

mWmWmWmW G$`lc_lLn G$l^G$`lc_lLn G$l^G$`lc_lLn G$l^G$`lc_lLn G$l^ @lcí_G$ @lcí_G$ @lcí_G$ @lcí_G$ 
G$lIWmÌnG$lIWmÌnG$lIWmÌnG$lIWmÌn

G$a^/zY_^/ñVl_q G$a^/zY_^/ñVl_q G$a^/zY_^/ñVl_q G$a^/zY_^/ñVl_q 
@lWnd/mZ`mÌG$ A.@lWnd/mZ`mÌG$ A.@lWnd/mZ`mÌG$ A.@lWnd/mZ`mÌG$ A.

G$l^lal alITl`l cnhG$l^lal alITl`l cnhG$l^lal alITl`l cnhG$l^lal alITl`l cnh dn`ldn`ldn`ldn`l

Sr.No. Designation Activity Description Required 

Documents 

Applied Rule/Section/ 

Standing Order etc.

Time Required Remarks

1 ^lZgUq f§G$zaU 
zazmG$

1. YlŠ_lcê$Y _nTlè_l ^lzfG$ alA©P= z}alLq mvU©Ul 
G$`Tn. 
2. N` DHlÚl YlŠ_lcéY Bzd`l z}a @lë_lf fW` 
YlŠ_lG$Rx=Y zca§} @lG$l` cfxa G$éY Ë_lLq 
cnIh_l LaYlÛl`n mxU©Ul G$éY zcÚvU G$l_l©a_lG$Rx=Y 
z}alLq mxU©Ul G$éY JnTn.
3. fc© YlŠ_lUqa @lWl Gn$anë_l z}al§Lq `zNñP=`q 
Yl{W JnTn.
4. }q.@ln.P=q.ílq f§}§XqU @fanë_l YlŠ_l§c`qa 
alA©P= z}al§Lq mvU©Ul G$ê$Y fW` z}al§À_l `G$^l 
}q.@ln.P=q. z}alUxY G$mlU G$`Ê_l}l}ULl Umzda 
Q=ncTn.

YlŠ_lcê$Y alA©P= àlá 
OlanY§U` 
2 ZWcf 

mvTn ^glYI`mlzaG$lmvTn ^glYI`mlzaG$lmvTn ^glYI`mlzaG$lmvTn ^glYI`mlzaG$l
@l_lUG$` G$l_l©a_@l_lUG$` G$l_l©a_@l_lUG$` G$l_l©a_@l_lUG$` G$l_l©a_

Process Manual Format

zc]lI …- f§G$aY zc]lI …- f§G$aY zc]lI …- f§G$aY zc]lI …- f§G$aY G$l^lLn Ylc …- YlŠ_lc`qa alA©P= z}al§Lq mxU©Ul G$`Tn.G$l^lLn Ylc …- YlŠ_lc`qa alA©P= z}al§Lq mxU©Ul G$`Tn.G$l^lLn Ylc …- YlŠ_lc`qa alA©P= z}al§Lq mxU©Ul G$`Tn.G$l^lLn Ylc …- YlŠ_lc`qa alA©P= z}al§Lq mxU©Ul G$`Tn.
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PM-15151515

P=ßml P=ßml P=ßml P=ßml 
G«$^l§G$G«$^l§G$G«$^l§G$G«$^l§G$

mWmWmWmW G$`lc_lLn G$l^G$`lc_lLn G$l^G$`lc_lLn G$l^G$`lc_lLn G$l^ @lcí_G$ @lcí_G$ @lcí_G$ @lcí_G$ 
G$lIWmÌnG$lIWmÌnG$lIWmÌnG$lIWmÌn

G$a^/zY_^/ñVl_q G$a^/zY_^/ñVl_q G$a^/zY_^/ñVl_q G$a^/zY_^/ñVl_q 
@lWnd/mZ`mÌG$ A.@lWnd/mZ`mÌG$ A.@lWnd/mZ`mÌG$ A.@lWnd/mZ`mÌG$ A.

G$l^lal alITl`l cnhG$l^lal alITl`l cnhG$l^lal alITl`l cnhG$l^lal alITl`l cnh dn`ldn`ldn`ldn`l

Sr.No. Designation Activity Description Required 

Documents 

Applied Rule/Section/ 

Standing Order etc.

Time Required Remarks

1 ^lZgUq f§G$zaU 
zazmG$

1. YlG$l c ^v»_ G$l_l©a_ _nVn f§ITG$rG$`TlLn 
G$l^ c fvzcXl mv`zcÊ_lLn G$l^ }q@lnP=q UËclc` 
WnÊ_lU @lanë_l f§ñVn^l[©$U (Q=nGn$Wl`l^l[©$U) 
@lanë_l ^lzfG$ @gclalUqa àdlfG$r_ dvëG$l 
}l}U HlË_lU BmaãX @fanë_l ^lZgUqdq éNclU 
JnTn.
2. }q@lnP=q ^l[©$U @lanë_l ^lzfG$ @gclalUqa 
àdlfG$r_ dvëG$lLq `ŠG$^ DL.R=q.D[$.fq. }±G$ c 
G$lne G$l_l©a_lU N^l @fanë_l `ŠG$^l§Lq éNclU 
JnTn c U[$lcU @fë_lf f§}§XqUlG$Rx=Y WþéñUq G$éY 
JnTn.
3. _ln½_ Ë_l WþéñUqY§U` c G$lne G$l_l©a_lG$Rx=Y 
@lanë_l ^lzfG$ N^l WlHë_lYvfl` c 
}q@lnP=q^l[©$U flW` Gn$anë_l z}al§Lq mxU©Ul G$`Tn.
4.  }q@lnP=qLq z}an @lWl G$`Ê_lmxct z}alf§W]l©U 
^l.@l_lUG$` à^vH _l§Ln^l[©$U ^l.^gl.@l_vŠU 
_l§LnG$R=n ^lÝ_UnflQ=q zYcnWY flW` G$`Tn. 

1) ñVl_q fz^Uq Q=.G«$.353 ZW. 
26/4/2005

2) ^l. ^v»_ f]l Q=.G«$.220 
ZW.25/7/2005 @Ýc_n 

^lÝ_Ul 

àË_i G$l^G$lN 
ZW.25/8/2008 mlfxY fvê$  

1 Un 4 }l}U 7 ZWcf 

mvTn ^glYI`mlzaG$lmvTn ^glYI`mlzaG$lmvTn ^glYI`mlzaG$lmvTn ^glYI`mlzaG$l
@l_lUG$` G$l_l©a_@l_lUG$` G$l_l©a_@l_lUG$` G$l_l©a_@l_lUG$` G$l_l©a_

Process Manual Format

zc]lI …- f§G$aY zc]lI …- f§G$aY zc]lI …- f§G$aY zc]lI …- f§G$aY G$l^lLn Ylc …- }q@lnP=q f§W]l©Lq z}an U_l` G$`Tn. G$l^lLn Ylc …- }q@lnP=q f§W]l©Lq z}an U_l` G$`Tn. G$l^lLn Ylc …- }q@lnP=q f§W]l©Lq z}an U_l` G$`Tn. G$l^lLn Ylc …- }q@lnP=q f§W]l©Lq z}an U_l` G$`Tn. 
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P=ßml P=ßml P=ßml P=ßml 
G«$^l§G$G«$^l§G$G«$^l§G$G«$^l§G$

mWmWmWmW G$`lc_lLn G$l^G$`lc_lLn G$l^G$`lc_lLn G$l^G$`lc_lLn G$l^ @lcí_G$ @lcí_G$ @lcí_G$ @lcí_G$ 
G$lIWmÌnG$lIWmÌnG$lIWmÌnG$lIWmÌn

G$a^/zY_^/ñVl_q G$a^/zY_^/ñVl_q G$a^/zY_^/ñVl_q G$a^/zY_^/ñVl_q 
@lWnd/mZ`mÌG$ A.@lWnd/mZ`mÌG$ A.@lWnd/mZ`mÌG$ A.@lWnd/mZ`mÌG$ A.

G$l^lal alITl`l cnhG$l^lal alITl`l cnhG$l^lal alITl`l cnhG$l^lal alITl`l cnh dn`ldn`ldn`ldn`l

Sr.No. Designation Activity Description Required 

Documents 

Applied Rule/Section/ 

Standing Order etc.

Time Required Remarks

5. }q@lnP=q^l[©$U flW` Gn$anë_l z}al§Ln àdlfG$r_ 
dvëG$ UmlfxY HlË_l^l[©$U HlU`N^l Olë_lY§U` 
ffl-40 Ll [$l°^© U_l` G$éY Ë_lc` zd`ñUnWl`, 
^l.fgl.@l_lUG$` @XqiG$ c ^l.@l_lUG$` à^vH 
_l§Lq ñcli`q JnC$Y z}a UmlfTqflQ=q @l°ZR=P= 
zc]lIlG$R=n mlQ=zcTn. 
6. @l°R=qP= zc]lIlG$R=n mlQ=zcÊ_lU @lanë_l @lWl 
z}al f§W]l©U Ì¥P=q/@linm @lë_lf Ë_lLq mxU©Ul 
G$éY JnTn.
7. f§}§XqU f§ñVnf LnG$^l[©$U z}a @lWl G$`Tn c 
@lWl Gn$anë_l z}al§Ll @gcla (`nG$l°R=©) `zNñP=`q 
Yl{W JnTn.
8. cnhlncnhq }q@lnP=q^l[©$U G$`lc_lÀ_l G$l^l§Ll 
@gcla Q=ncTn.

5 Un 7 
3 ZWcf 
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PM-15151515

P=ßml P=ßml P=ßml P=ßml 
G«$^l§G$G«$^l§G$G«$^l§G$G«$^l§G$

mWmWmWmW G$`lc_lLn G$l^G$`lc_lLn G$l^G$`lc_lLn G$l^G$`lc_lLn G$l^ @lcí_G$ @lcí_G$ @lcí_G$ @lcí_G$ 
G$lIWmÌnG$lIWmÌnG$lIWmÌnG$lIWmÌn

G$a^/zY_^/ñVl_q G$a^/zY_^/ñVl_q G$a^/zY_^/ñVl_q G$a^/zY_^/ñVl_q 
@lWnd/mZ`mÌG$ A.@lWnd/mZ`mÌG$ A.@lWnd/mZ`mÌG$ A.@lWnd/mZ`mÌG$ A.

G$l^lal alITl`l cnhG$l^lal alITl`l cnhG$l^lal alITl`l cnhG$l^lal alITl`l cnh dn`ldn`ldn`ldn`l

Sr.No. Designation Activity Description Required 

Documents 

Applied Rule/Section/ 

Standing Order etc.

Time Required Remarks

1 ^lZgUq f§G$zaU 
zazmG$

1. NG$lU YlŠ_lcéY DL.R=q.D[$.fq. }±Gn$al 
WnÊ_lU @lanë_l ]`Tl LaYlLq DG$ àU fgq 
zdŠŠ_lzYdq àlá G$éY JnTn. 
2. ]`Tl LaYlà^lTn `ŠG$^, [$lnYcéY JnUanë_l 
`ŠG$^ndq éNvclU JnTn. 
3. LaYl^Ü_n Y^xW Gn$anaq àdlfG$r_ dvëG$ (^Yml 
c }q@lnP=q) c }q@lnP=qG$Rx=Y àdlfG$r_ dvëG$}l}U 
@lanan UŠUn _l§Lq éNvclU JnTn. 
4. YlŠ_lc`qa LaYlÛl`n DL.R=q.D[$.fq.}±Gn$G$R=n 
N^l @fanaq DGx$T `ŠG$^, (NG$lUG$`lLq 
`ŠG$^+àdlfG$r_ dvëG$) }q@lnP=qG$Rx=Y @lanan 
UŠUn c ^YmlÀ_l G$lne G$l_l©a_lU N^l @fanaq 
`ŠG$^ _l§Lq éNvclU JnTn.
5. YlG$l, }q.@ln.P=q, DL.R=q.D[$.fq. c G$lne 
G$l_l©a_ _l§À_lU U[$lcU @lS=hë_lf 
f§}§XqUlG$Rx=Y _ln½_ Uq WþéñU G$éY JnTn. 
6. àdlfG$r_ dvëG$ }l}U G$lne G$l_l©a_ (^v.an.) 
_l§Yl mÌ mlQ=cxY àdlfG$r_ dvëG$ N^l 
`ŠG$^n}l}ULl ^lzfG$ WlHal àlá G$éY JnTn.

DL.R=q.D[$.fq }±Gn$G$Rx=Y 
LaY àlá OlanY§U` 7 

ZWcf

@.G«$.4 Un 6 
7 ZWcf 

mvTn ^glYI`mlzaG$lmvTn ^glYI`mlzaG$lmvTn ^glYI`mlzaG$lmvTn ^glYI`mlzaG$l
@l_lUG$` G$l_l©a_@l_lUG$` G$l_l©a_@l_lUG$` G$l_l©a_@l_lUG$` G$l_l©a_

Process Manual Format

zc]lI …- f§G$aY zc]lI …- f§G$aY zc]lI …- f§G$aY zc]lI …- f§G$aY G$l^lLn Ylc …- YlG$l, DL.R=q.D[$.fq. c P´=nO`q _l§À_lUqa ]`Tl}l}ULq éNclU JnTn.G$l^lLn Ylc …- YlG$l, DL.R=q.D[$.fq. c P´=nO`q _l§À_lUqa ]`Tl}l}ULq éNclU JnTn.G$l^lLn Ylc …- YlG$l, DL.R=q.D[$.fq. c P´=nO`q _l§À_lUqa ]`Tl}l}ULq éNclU JnTn.G$l^lLn Ylc …- YlG$l, DL.R=q.D[$.fq. c P´=nO`q _l§À_lUqa ]`Tl}l}ULq éNclU JnTn.
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PM-15151515

P=ßml P=ßml P=ßml P=ßml 
G«$^l§G$G«$^l§G$G«$^l§G$G«$^l§G$

mWmWmWmW G$`lc_lLn G$l^G$`lc_lLn G$l^G$`lc_lLn G$l^G$`lc_lLn G$l^ @lcí_G$ @lcí_G$ @lcí_G$ @lcí_G$ 
G$lIWmÌnG$lIWmÌnG$lIWmÌnG$lIWmÌn

G$a^/zY_^/ñVl_q G$a^/zY_^/ñVl_q G$a^/zY_^/ñVl_q G$a^/zY_^/ñVl_q 
@lWnd/mZ`mÌG$ A.@lWnd/mZ`mÌG$ A.@lWnd/mZ`mÌG$ A.@lWnd/mZ`mÌG$ A.

G$l^lal alITl`l cnhG$l^lal alITl`l cnhG$l^lal alITl`l cnhG$l^lal alITl`l cnh dn`ldn`ldn`ldn`l

Sr.No. Designation Activity Description Required 

Documents 

Applied Rule/Section/ 

Standing Order etc.

Time Required Remarks

1 ^lZgUq f§G$zaU 
zazmG$

@l_lUG$` G$l_l©a_lG$R=qa f§ITG$ldq f§}§zXU 
@fanë_l A©.@l`.mq/Nq.@l_.Df. _l f§ITG$ 
fl°[P=cn@` f§}§zXUqa cnhlncnhq glnTlè_l z^P=s½fal 
NlTn c Ë_l}l}ULq ^lZgUq Q=ncTn. UfnL HlË_ldq 
zYIR=qU @fanaq Nq.@l_.Df. }l}ULq ^lZgUq 
fl§o»_G$r zc]lIlG$R=n WnTn. 

fËc`

mvTn ^glYI`mlzaG$lmvTn ^glYI`mlzaG$lmvTn ^glYI`mlzaG$lmvTn ^glYI`mlzaG$l
@l_lUG$` G$l_l©a_@l_lUG$` G$l_l©a_@l_lUG$` G$l_l©a_@l_lUG$` G$l_l©a_

Process Manual Format

zc]lI …- f§G$aY  zc]lI …- f§G$aY  zc]lI …- f§G$aY  zc]lI …- f§G$aY  G$l^lLn Ylc …- A©.@l`.mq./Nq.@l_.Df. f§}§XqUqa ^lZgUq mlgTn.G$l^lLn Ylc …- A©.@l`.mq./Nq.@l_.Df. f§}§XqUqa ^lZgUq mlgTn.G$l^lLn Ylc …- A©.@l`.mq./Nq.@l_.Df. f§}§XqUqa ^lZgUq mlgTn.G$l^lLn Ylc …- A©.@l`.mq./Nq.@l_.Df. f§}§XqUqa ^lZgUq mlgTn.
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PM-15151515

P=ßml P=ßml P=ßml P=ßml 
G«$^l§G$G«$^l§G$G«$^l§G$G«$^l§G$

mWmWmWmW G$`lc_lLn G$l^G$`lc_lLn G$l^G$`lc_lLn G$l^G$`lc_lLn G$l^ @lcí_G$ @lcí_G$ @lcí_G$ @lcí_G$ 
G$lIWmÌnG$lIWmÌnG$lIWmÌnG$lIWmÌn

G$a^/zY_^/ñVl_q G$a^/zY_^/ñVl_q G$a^/zY_^/ñVl_q G$a^/zY_^/ñVl_q 
@lWnd/mZ`mÌG$ A.@lWnd/mZ`mÌG$ A.@lWnd/mZ`mÌG$ A.@lWnd/mZ`mÌG$ A.

G$l^lal alITl`l cnhG$l^lal alITl`l cnhG$l^lal alITl`l cnhG$l^lal alITl`l cnh dn`ldn`ldn`ldn`l

Sr.No. Designation Activity Description Required 

Documents 

Applied Rule/Section/ 

Standing Order etc.

Time Required Remarks

1 ^lZgUq f§G$zaU 
zazmG$

1. fc© NG$lU YlŠ_l§c` [$lnY G$éY YlŠ_l§c`qa 
UqYgq mlh_l§Ll W¡Y§ZWY ]`Tl f§G$zaU G$`Tn.
2. YlŠ_l§c`qa JnUanal ]`Tl c f§ITG$lc`qa 
YlŠ_lLl ]`Tl (}°G$@m @lë_lY§U`) _lLq 
HlU`N^l G$éY W¡Y§ZWY BËmÞlLl UvaYlË^G$ UŠUl 
U_l` G$`Tn.
3. ^l.@l_lUG$` @XqiG$ _l§LnG$R=n UŠUl 
ñcli`qG$Z`Ul mlQ=zcTn.
4. ^l.@l_lUG$` @XqiG$ _l§Lq ñcli`q JncxY 
UŠË_lLq DG$ àU  ^l.^gl.@l_vŠU c 
^l.@zU.^gl.@l_vŠU (N) _l§LnG$R=n ^lZgUqflQ=q 
mlQ=zcTn.

W¡Y§ZWY 4 Ulf 

UŠUl àlá OlanY§U` 
1 Ulf 

mvTn ^glYI`mlzaG$lmvTn ^glYI`mlzaG$lmvTn ^glYI`mlzaG$lmvTn ^glYI`mlzaG$l
@l_lUG$` G$l_l©a_@l_lUG$` G$l_l©a_@l_lUG$` G$l_l©a_@l_lUG$` G$l_l©a_

Process Manual Format

zc]lI …- f§G$aY  zc]lI …- f§G$aY  zc]lI …- f§G$aY  zc]lI …- f§G$aY  G$l^lLn Ylc …- NG$lU YlŠ_l§Lq W¡Y§ZWY BËmÞlLq ^lZgUq f§G$zaU G$`Tn.G$l^lLn Ylc …- NG$lU YlŠ_l§Lq W¡Y§ZWY BËmÞlLq ^lZgUq f§G$zaU G$`Tn.G$l^lLn Ylc …- NG$lU YlŠ_l§Lq W¡Y§ZWY BËmÞlLq ^lZgUq f§G$zaU G$`Tn.G$l^lLn Ylc …- NG$lU YlŠ_l§Lq W¡Y§ZWY BËmÞlLq ^lZgUq f§G$zaU G$`Tn.
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P=ßml P=ßml P=ßml P=ßml 
G«$^l§G$G«$^l§G$G«$^l§G$G«$^l§G$

mWmWmWmW G$`lc_lLn G$l^G$`lc_lLn G$l^G$`lc_lLn G$l^G$`lc_lLn G$l^ @lcí_G$ @lcí_G$ @lcí_G$ @lcí_G$ 
G$lIWmÌnG$lIWmÌnG$lIWmÌnG$lIWmÌn

G$a^/zY_^/ñVl_q G$a^/zY_^/ñVl_q G$a^/zY_^/ñVl_q G$a^/zY_^/ñVl_q 
@lWnd/mZ`mÌG$ A.@lWnd/mZ`mÌG$ A.@lWnd/mZ`mÌG$ A.@lWnd/mZ`mÌG$ A.

G$l^lal alITl`l cnhG$l^lal alITl`l cnhG$l^lal alITl`l cnhG$l^lal alITl`l cnh dn`ldn`ldn`ldn`l

Sr.No. Designation Activity Description Required 

Documents 

Applied Rule/Section/ 

Standing Order etc.

Time Required Remarks

5. W¡Y§ZWY N^nLq àË_nG$r DG$ àU ^l.@l_lUG$` 
à^vH, ^l.@l_lUG$` @XqiG$, ^l.fgl. @l_lUG$` 
@XqiG$ G«$.1, ^l.BmanHlmla _l§Yl ^lZgUqflQ=q 
flW` G$`Tn.
6. W¡Y§ZWY N^nÀ_l àUqcéY NG$lU BËmÞlLq ^lIqa 
^lzfG$ c clze©G$ UvaYlË^G$ UŠUl U_l` G$`Tn c 
cnhlncnhq f§}§XqU @zXG$lè_l§Yl ^lZgUq WnTn.
7. NG$lU BËmÞl}l}U  ^lZgUq @zXG$l` f§W]l©U 
^lZgUq BmaãX G$éY WnTn.

fËc` 

1 Ulf 
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