
PM-7777

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 @lcG$ }l`zYdq 
zazmG$

NG$lU YlŠ_l§c` NG$lUG$`lLq BIcTq G$Z`U 
@fUlYl fncG$l§G$Rx=Y G$^q NG$lU (P=ŠGn$cl`q @Vcl 
^lalLq G$^q ZG¨$^U alcë_lYn)JnUë_lYn Ë_l§À_l 
Ylcn NG$lUqÀ_l `ŠG$^nLq mv`cTqLn @lanan UŠUn 
G$l_©zcc`T `zNñP=`q Yl{WcxY @Yl^U zazmG$lG$R=n 
mlQ=zcTn. 

2 @Yl^U zazmG$ 1. @lanë_l UŠË_l§céY fncG$l§Ln Ylcn ZR=^l§R= 
(^lITq) `zNñP=`q Yl{W JnTn. (BWl. fncG$lLn Ylc, 
YlŠ_lLn Ylc, mlf G«$^l§G$, ZWYl§G$, ^lalLn cT©Y c 
`ŠG$^ A.)
2. f§}§zXU fncG$lÀ_l Yl§cn G$^q NG$lUG$`lÀ_l 
`ŠG$^nÀ_l ^lITqLn mÌ U_l` G$éY fgl.@l_lUG$` 
@XqiG$ _l§Ln ñcli`qflQ=q mlQ=zcTn.

3 fgl.@l_lUG$` 
@XqiG$

mÌlc` ñcli`q G$`Tn.

4 @Yl^U zazmG$ f§}§zXU cnnUYz}a zazmG$$ _l§LnG$R=n ^lITqLn mÌ 
mlQ=zcTn.

5 cnUYz}a zazmG$ ^lITq mÌlÀ_l @lXl`n f§}§zXU fncG$lÀ_l cnUYlUxY 
`ŠG$^ cfxa 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 …- @Yl^Uzc]lI …- @Yl^Uzc]lI …- @Yl^Uzc]lI …- @Yl^U G$l^lLn Ylc …-  fncG$l§G$Rx=Y NG$lUG$`lmlnP=q G$^q cfxa Gn$anë_l NG$lUG$`lLq ^lITq G$`Tn. G$l^lLn Ylc …-  fncG$l§G$Rx=Y NG$lUG$`lmlnP=q G$^q cfxa Gn$anë_l NG$lUG$`lLq ^lITq G$`Tn. G$l^lLn Ylc …-  fncG$l§G$Rx=Y NG$lUG$`lmlnP=q G$^q cfxa Gn$anë_l NG$lUG$`lLq ^lITq G$`Tn. G$l^lLn Ylc …-  fncG$l§G$Rx=Y NG$lUG$`lmlnP=q G$^q cfxa Gn$anë_l NG$lUG$`lLq ^lITq G$`Tn. 

UŠUn àlá Olë_lc`
3 ZWcf
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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

6 @Yl^U zazmG$ ^lITq `zNñP=`q cfxa Olanë_l `ŠG$^nLq Yl{W JnTn. 
(BWl.cn.G«$., ZWYl§G$ c `ŠG$^ A.)

7 @Yl^U zazmG$ @l_lUG$` G$l_l©a_lG$Rx=Y }Waq Olanë_l fncG$l§ 
f§W]l©U f§}§zXU HlË_lf ^lITq `ŠG$^n}l}ULn mÌ 
U_l` G$éY fgl.@l_lUG$` @XqiG$ _l§Ln ñcli`qYn 
f§}§zXU HlË_lf mÌ mlQ=zcTn.

8 @Yl^U zazmG$ 1. }Waq Olanë_l fncG$l§ f§W]l©U ^lITq 
`ŠG$^n}l}U mlQ=mv`lcl G$`Tn. (ñ^`TmÌ mlQ=zcTn)
2. }Waq fncG$lÀ_l cnUYlUxY cfxa Olanë_l 
`ŠG$^nLq ^lITq `zNñP=`q Yl{W JnTn.
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P=ßml P=ßml P=ßml P=ßml 
G«$^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

1 @Yl^U zazmG$ N^l @fannë_l @Yl^U `ŠG$å_l§}l}U @N©Wl`l§Lq 
^lITq Ylgq @dq ^lIqa 3 cel©Lq `ŠG$^ mŠG$r 
N^l G$`Tn f§W]l©U f§ITG$lc` _lWq U_l` G$`Tn.  

2 @Yl^U zazmG$ _lWq fln}U @Yl^U `ŠG$^ mŠG$r N^l G$`Tn}l}U 
^l.^gl.@l_vŠU _l§LnG$R=n àñUlc flW` G$`TnG$Z`Ul 
^fvWl U_l` G$`Tn c fgl.@l_lUG$` @XqiG$ 
_l§LnG$R=n mlQ=zcTn.

3 fgl.@l_lUG$` 
@XqiG$

fW`Ll ^fvWl UmlfxY }Wa/WþéñUq G$éY mf§UqflQ=q 
^l.@l_lUG$` à^vH _l§LnG$R=n ñcli`qflQ=q mlQ=zcTn.

4 ^l.@l_lUG$` 
à^vH

^fvÚl^Ü_n _ln½_ Un }Wa/WþéñUq G$éY ñcli`q 
G$`Tn.

5 @Yl^U zazmG$ [n$` ^fvWl U_l` G$éY fgl.@l_lUG$` @XqiG$ 
_l§LnG$R=n ñcli`qflQ=q mlQ=zcTn.

6 fgl.@l_lUG$` 
@XqiG$

àñUlclc` ñcli`q G$éY ^l.@l_lUG$` à^vH 
_l§LnG$R=n ñcli`qflQ=q flW`.

7 ^l.@l_lUG$` 
à^vH

àñUlclc` ñcli`q 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 …- @Yl^Uzc]lI …- @Yl^Uzc]lI …- @Yl^Uzc]lI …- @Yl^U G$l^lLn Ylc …-  @Yl^U `ŠG$^ mŠG$r N^l G$`Tn}l}U. G$l^lLn Ylc …-  @Yl^U `ŠG$^ mŠG$r N^l G$`Tn}l}U. G$l^lLn Ylc …-  @Yl^U `ŠG$^ mŠG$r N^l G$`Tn}l}U. G$l^lLn Ylc …-  @Yl^U `ŠG$^ mŠG$r N^l G$`Tn}l}U. 
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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

8 @Yl^U zazmG$ àñUlc ^l.@zU.^gl.@l_vŠU (N) _l§Ln^l[©$U 
^l.^gl.@l_vŠU _l§LnG$R=n ^lÝ_UnflQ=q mlQ=zcTn.

9 ^l.^gl.@l_vŠU àñUlc ^lÝ_ ñcli`q

10 @Yl^U zazmG$ ^v.an. G$l_l©a_lU NlC$Y ^lÝ_ àñUlclc` 
^l.^gl.@l_vŠU Q=`lc G«$^l§G$ P=lGx$Y JnTn.

11 @Yl^U zazmG$ ^l.^v»_ anHlmla _l§LnG$R=n @Yl^U `ŠG$^ mŠG$r 
N^l G$`Tn}l}U mlQ=clc_lLl mÌlLl ^fvWl U_l` 
G$éY fgl.@l_lUG$` @XqiG$ _l§LnG$R=n ñcli`qflQ=q 
mlQ=zcTn.

12 fgl.@l_lUG$` 
@XqiG$

^fvÚl^Ü_n _ln½_ Un }Wa/WþéñUq G$éY ñcli`q G$`Tn 
c ^l.@l_lUG$` à^vH _l§LnG$R=n ñcli`qG$Z`Ul 
mlQ=zcTn.

13 ^l.@l_lUG$` 
à^vH

^fvÚl^Ü_n _ln½_ Un }Wa/WþéñUq G$éY ñcli`q 
G$`Tn.

14 @Yl^U zazmG$ [n$` àñUlc U_l` G$éY ñcli`qflQ=q fgl.@l_lUG$` 
@XqiG$ _l§LnG$R=n mlQ=zcTn.

15 fgl.@l_lUG$` 
@XqiG$

àñUlclc` ñcli`q G$éY ^l.@l_lUG$` à^vH 
_l§LnG$R=n ñcli`qG$Z`Ul mlQ=zcTn.

16 ^l.@l_lUG$` 
à^vH

àñUlclc` ñcli`q 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

17 @Yl^U zazmG$ c`qa àñUlc, @Yl^U _lWq ^l.^gl.@l_vŠU _l§Ln 
Q=`lclLn zYcnWY A. fln}U @Yl^U `ŠG$^ cI© 
G$`TnLl [$l°^© (N^lHL© z}a) ]éY @§UI©U 
@Vl©oÝciG$ (^v.an.) G$l_l©a_lG$R=n mŠG$r N^l 
G$`TnflQ=q mlQ=zcTn.
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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

1 @Yl^U zazmG$ 1. NG$lU YlŠ_l§céY _nTl`q @Yl^U ZG$W© c 
YlTncl`qfg G°$d Ulã_lU JnTn.
2. àË_nG$ YlŠ_lÀ_l ñcU§Ì ZG$Wtà^lTn LaY G$éY 
YlTncl`qfg `ŠG$^ DL.R=q.D[$.fq. }±Gn$U ]`Tl 
G$`Tn.
3.@Yl^U ZG$Wtà^lTn fc© Yl{WqLq @Yl^U `zNñP=`q 
Yl{W JnTn. UfnL }±Gn$U ]`Tl Gn$anë_l LaYlLq Yl{W 
JnTn.
4. @Yl^U ZG$WtÀ_l fc© àUsc` `ŠG$^ ém_n ----- 
LaY G«$. ----- ZW. --- @fl dn`l JnTn.
5. @Yl^U ZG$WtLq DG$ àU f§}§zXU YlŠ_lc` 
^lZgUqflQ=q mlQ=zcTn.
6 @Yl^U ZG$WtLq DG$ àU G$lne (^vv.an.) 
G$l_l©a_lG$R=n mlQ=zcTn.

`ŠG$^ àlá OlanY§U`
1 ZWcf

2 @lcG$ }l`zYdq 
zazmG$

1. @l_lUWl`lG$Rx=Y NG$lUqmlnP=q @Yl^U `ŠG$^nLq 
^lITq @N© G$l_©zcc`T `zNñP=`q Yl{W JncxY @Yl^U 
zazmG$lG$R=n mlQ=zcTn.

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 …- @Yl^Uzc]lI …- @Yl^Uzc]lI …- @Yl^Uzc]lI …- @Yl^U G$l^lLn Ylc …- G$l^lLn Ylc …- G$l^lLn Ylc …- G$l^lLn Ylc …- NG$lU YlŠ_lc`qa fncG$l§À_l mIl`lUxY G$^q cfxa Gn$anaq NG$lUG$`lLq `ŠG$^ (mv`cTq) cfxa G$`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

3 @Yl^U zazmG$ 2. @Yl^U ^lITq @N© G$l_©zcc`T `zNñP=`q Yl{W 
JncxY @N©Wl`lÀ_l @Yl^U mlcUqc` @Yl^U `zNñP=` 
mlY G«$^l§G$, @YvG«$^l§G$ c ZWYl§G$l§Lq Yl{W JnTn.

4 @Yl^U zazmG$ 3. àlá Olanë_l @Yl^U @NlªLq M=lYTq G$`Tn 
Ë_l^Ü_n G$lgq Ì¥P=q @lS=hxY @lë_lf f§}§zXU 
YlŠ_lc` @N© mlQ=cxY Ì¥P=qLq mxU©Ul G$éY JnTn. (BWl. 
YlclU c `ŠG$^nU U[$lcU @fë_lf YlG$lzYZ`iG$ 
_l§Ll @z]àl_ JnTn.)

5 @Yl^U zazmG$ 4. @N©Wl`lG$Rx=Y @lanë_l @Yl^U ^lITq @Nl©U 
Ì¥P=q @lS=hxY @lë_lf f§}§zXU @N©Wl`lf mÌ 
ì_cgl` G$éY Ì¥¥P=q§}l}U mxU©Ul G$éY JnTn.

6 @Yl^U zazmG$ 5. @Nl©Lq M=lYTq G$éY HlU`N^l Olë_lY§U` 
f§}§zXUlf @Yl^U `ŠG$^ m`U G$`Tn fW§]l©U 
fgl.@l_lUG$` @XqiG$ _l§LnG$R=n àñUlc flW` 
G$éY ñcli`qflQ=q mlQ=zcTn.

7 fgl.@l_lUG$` 
@XqiG$

6. @Yl^U `ŠG$^ @lWl G$`TnLn àñUlc @calnG$Y 
glncxY ñcli`q G$éY ^l.@l_lUG$` à^vH _l§LnG$R=n 
^lÝ_UnflQ=q flW` G$`Tn. 

8 ^l.@l_lUG$` à^vH 7. àñUlclc` ñcli`q G$`Tn.

9 @Yl^U zazmG$ 8. ^lÝ_ àñUlclc` ^l.@l_lUG$` à^vH _l§Ll Q=`lc 
G«$^l§G$ P=lG$Tn

7 ZWcf
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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

10 @Yl^U zazmG$ 1. @Yl^U `ŠG$^ @N©Wl`lf m`U G$`TnG$l^q  z}a 
U_l` G$éY fgl.@l_lUG$` @XqiG$ _l§LnG$R=n 
ñcli`qflQ=q mlQ=zcTn.

11 fgl.@l_lUG$` 
@XqiG$

2. @Yl^U z}al§c` ñcli`q G$éY ^l.@l_lUG$` 
à^vH _l§LnG$R=n ñcli`qflQ=q mlQ=zcTn.

12 ^l.@l_lUG$` à^vH 3. @Yl^U z}al§c` ñcli`q G$`Tn.

13 @Yl^U zazmG$ 4. ^l.@l_lUG$` à^vH _l§Lq ñcli`q Olë_lY§U` 
@lWl z}a `zNñP=`q fc© @N©Wl`l§Lq Yl{W JnTn.

14 @Yl^U zazmG$ 5. @§UI©U @Vl©oÝciG$ (^v.an.) G$l_l©a_ 
Ë_l§LnG$R=qa  `zNñP`Ll f Y§}` =@Yl^U  z}alc` 
Yl{WcxY UmlfTqflQ=q mlQ=zcTn.

15 @l°ZR=P= (^v.an.) 
G$l_l©a_

6. UmlfTq Olanaq z}an G$lne (^v.an.) 
G$l_l©a_lG$R=n LnG$flQ=q mlQ=zcTn.

16 G$lne (^v.an.) 
G$l_l©a_

7. f§}§zXU @N©Wl`lf G$lne (^v.an.) G$l_l©a_lG$Rx=Y 
LnG$ @lWl Gn$an NlUlU.

5 ZWcf
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