
PM -12121212

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$

àdlfY zc]lIlG$Rx=Y @lanan mZ`mÌG$ G$l_©zcc`T 

`zNñP=`q Yl{W JncxY zd`ñUnWl` _l§LnG$R=nn P=mlacgqUxY 

mlQ=zcTn.

2 zd`ñUnWl` 1. àlá mZ`mÌG$ G$l_©zcc`T `zNñP=`q Yl{WzcTn.

2. mZ`mÌG$lÀ_l M=l_l§ZG$U àUq G$lSx=Y ^lZgUqflQ=q 

c @lcí_G$ Uq ^lZgUq BmaãX G$éY JnÊ_lflQ=q 

fclªYl zYI©U G$éY Gn$f `zNñP=`al Yl{W G$`Tn.

3. mZ`mÌG$ fclªÀ_l zYWd©Ylf @lTxY ZWë_lLq 

mlnglnL àlá G$éY Un [$l_paI G$`Tn.

4. mZ`mÌG$lYvfl` f§}§zXU ^lZgUq zcZgU Y^vÝ_lU 

mIl` z}a zazmG$ _l§Ln ^WUqYn fncl Yl{W mvñUG$lUxY 

JnTn.

5. fc© ^lZgUq DG$Ì G$`Tn.

6. zd`ñUnWl` _l§LnG$R=n flW` G$`Tn.

3 zd`ñUnWl` DG$zÌU Gn$anaq ^lZgUq fnclmvñUG$lYvfl` UmlfTn c 

àdlfY zc]lIlG$R=n mlQ=zcÊ_lLl àñUlc U_l` G$`Tn.

4 @l_lUG$` à^vH àdlfY zc]lIlG$R=n mlQ=clc_lLn mÌlc` ñcli`q 

G$`Tn.

1 ZWcf 

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 …- @lñVlmYlzc]lI …- @lñVlmYlzc]lI …- @lñVlmYlzc]lI …- @lñVlmYl G$l^lLn Ylc …- mZ`mÌGn$G$l^lLn Ylc …- mZ`mÌGn$G$l^lLn Ylc …- mZ`mÌGn$G$l^lLn Ylc …- mZ`mÌGn$
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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 zd`ñUnWl` zcZgU Y^vÝ_lUqa ^lZgUq ^vWUqU àdlfY 

zc]lIlG$R=n mlQ=zcTn. àG$`T Yl{Wcgqal ^lZgUq 

mlQ=zcë_lLq Yl{W G$`Tn.

1 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

1 @lcG$ }l`zYdq 

zazmG$

 dlfYlG$Rx=Y, àdlfYlG$Rx=Y,@lWnd/zYT©_/Xln`T G{$Ð `lÁ_ f`G$l` 

^l.^.@l.G$l_l©a

_lG$Rx=Y àlá 

glnTl`n @lWnd 

@N©, @lWnd àlá 

Olë_lmlfxY 

2 Ulf 

2 @lcG$ }l`zYdq 

zazmG$

YlIZ`G$l§G$Rx=Y, G$^©Llè_l§G$Rx=Y àlá glnTl`n UG«$l` 

@N©

UG«$l` @N© 1 ZWcf 

3 @lcG$ }l`zYdq 

zazmG$

NG$lU YlŠ_l§c`qa G$^©Llè_l§À_l `NnLn @N© 

G$l_©zcc`T `zNñP=`q Yl{W JncxY zd`ñUnWl` _l§LnG$R=n 

mlQ=zcTn.

YlŠ_lc` G$l^ 

G$`Tl`n 

G$^©Llè_lLn @N© 

1 ZWcf 

4 f`anHzYG$ @lanë_l fc© @Nlªc` Ë_l Ë_l zc]lIlLn/ ì_ŠUqLn 

Yl§cn P=lGx$Y ^l.@l_lUG$` à^vH/ @l_lUG$` 

@XqiG$ _l§LnG$R=n ñcli`qflQ=q mlQ=zcTn.

1 ZWcf 

5 @lcG$ }l`zYdq 

zazmG$

G$l_©zcc`T `zNñP=`q "dn`l' Yl{W JncxY fc© @Nl©§Lq 

P=mlacgqUxY Ë_l Ë_l  zc]lIl§G$R=n/ fncG$l§G$R=n  

mlQ=zcTn.

1 ZWcf 

6 ^l.@l_lUG$` 

à^vH

àdlfY zc]lIlG$R=n mlQ=clc_lLn mÌlc` ñcli`q 

G$`Tn.

1 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 …- @lñVlmYlzc]lI …- @lñVlmYlzc]lI …- @lñVlmYlzc]lI …- @lñVlmYl G$l^lLn Ylc …- dlfY @lWnd/zYT©_G$l^lLn Ylc …- dlfY @lWnd/zYT©_G$l^lLn Ylc …- dlfY @lWnd/zYT©_G$l^lLn Ylc …- dlfY @lWnd/zYT©_

125 Sheet2



PM -12121212

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$lU zc]lIlÀ_l Bm zc]lIlG$Rx=Y G$^©Ll`q ^lITq 

@gcla G$l_©zcc`T `zNñP=`q Yl{W JncxY @lñVlmYl 

zazmG$lG$R=n mlQ=zcTn.

3 ZWcf

2 @lñVlmYl 

zazmG$

G$l_©zcc`T `zNñP=`al Yl{WzcTn, @gclalLn 

DG$zÌG$`T G$`Tn, fÚoñVUqU @fanan G$l^G$lN 

ñcém c NlWl G$^©Ll`q ^lITq f§W]l©Uqa f^V©Y _l 

^vÔ_lLq ^l§R=Tqém mZ`mxT© àñUlc U_l` G$`Tn, 

zd`ñUnWl` _l§LnG$R=n flW`.

3 zd`ñUnWl` ^§Nx` ]`anë_l Z`ŠU mWl§Ll UŠË_l§Ll @ä_lf G$éY 

UfnL AU` ^Yml @lñVlmYlc`qa ñP=l°[$ m°P=Y© @ä_lf 

G$éY ZG$^lY mWl§Lq @lcí_G$Ul UmlfxY ^vÔn Y^xW 

G$`Tn cñUvzYîQ= àñUlc @l_lUG$` @XqiG$ 

_l§Ln^l[©$U @l_lUG$` à^vH _l§LnG$R=n flW`.

Bm`lnŠU à^lTn.

4 @l_lUG$` @XqiG$ àñUlclLq UmlfTq G$éY @z]àl_lfg àñUlc 

^l.@zU.^gl.@l_vŠU (N) _l§Ln^l[©$U 

^l.^gl.@l_vŠU _l§LnG$R=n mlQ=zcTn @Vcl ^l.fg 

^gl.@l_vŠU, fncG$cI© zc]lIlG$R=n mlQ=zcTn.

zc]lI …- @lñVlmYlzc]lI …- @lñVlmYlzc]lI …- @lñVlmYlzc]lI …- @lñVlmYl

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

G$l^lLn Ylc …- G$^©Ll`q ^lITq mÌì_cgl`G$l^lLn Ylc …- G$^©Ll`q ^lITq mÌì_cgl`G$l^lLn Ylc …- G$^©Ll`q ^lITq mÌì_cgl`G$l^lLn Ylc …- G$^©Ll`q ^lITq mÌì_cgl`
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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 ^l.fg ^gl. 

@l_vŠU, fncG$cI© 

zc]lI

@lcí_G$ Un [n$`[$l` G$éY àñUlclf ^lÝ_Ul WnTn.

6 @lñVlmYl zazmG$ ^lÝ_ àñUlclYvfl` àdlfY zc]lIlG$R=n mlQ=clc_lLn 

mÌ U_l` G$`Tn ^lÝ_UnYvfl` àdlfYlf mlQ=zcTn.

^§Nx` ]`anaq Z`ŠU 

mWn UŠUl 

@lcí_G$ mWl§Ln 

àmÌ @lcí_G$ mWn 

@lñVlmYl HL© 

UŠUl

Bm`lnŠU à^lTn 3 Un 4 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

1 @lcG$ }l`zYdq 

zazmG$

àdlfYlG$Rx=Y @lanan G$l_l©a_qY mZ`mÌGn$ 

G$l_©zcc`T `zNñP=`q Yl{W JncxY zd`ñUnWl` 

zc]lIlG$R=n mlQ=zcTn.

2 zd`ñUnWl` zc]lI 1. G$l_l©a_qY mZ`mÌGn$ G$l_©zcc`T `zNñP=`q Yl{W 

JncxY Ë_lÀ_l M=l_l§ZG$U àUq fc© NG$lU YlŠ_l§c` c 

Bm zc]lIl§G$R=n zcUZ`U G$`TnflQ=q R=l_`q 

zazmG$lG$R=n zYI©U G$`Tn.

2. mZ`mÌG$ àlá Olë_lLq mlnglnL àlá G$éY JnTn.

3. zce_lYvém mZ`mÌG$ [$lA©al DG$ àU alcTn.

4. DG$zÌU [$lA©aal àU alcTn.

2 ZWcf 

zc]lI …- @lñVlmYl zc]lI …- @lñVlmYl zc]lI …- @lñVlmYl zc]lI …- @lñVlmYl 

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

G$l^lLn Ylc …- mZ`mÌGn$ G$l^lLn Ylc …- mZ`mÌGn$ G$l^lLn Ylc …- mZ`mÌGn$ G$l^lLn Ylc …- mZ`mÌGn$ 
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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 NlcG$ }l`zYdq 

zazmG$

G$l_l©a_lÀ_l Bm zc]lIlG$Rx=Y mlQ=zcÊ_lU _nTl`n 

mÌ NlcG$ `zNñP=`q Yl{W JncxY dlfY/àdlfY/ 

f§ñVl/zc]lI/YlIZ`G$ _l§LnG$R=n  P=mlacgqUxY/ 

mlnñP=lYn mlQ=zcÊ_lLq ì_cñVl G$`Tn.

1 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 …- @lñVlmYlzc]lI …- @lñVlmYlzc]lI …- @lñVlmYlzc]lI …- @lñVlmYl G$l^lLn Ylc …- NlcG$ }l`zYdqG$l^lLn Ylc …- NlcG$ }l`zYdqG$l^lLn Ylc …- NlcG$ }l`zYdqG$l^lLn Ylc …- NlcG$ }l`zYdq
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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 cnUYz}a anHzYG$ HlË_lG$R=n @fanë_l dnR=_xa ^lÝ_ NlIl,Z`G$lå_l 

NlIl c ]`anë_l NlIl A. }l}ULq @Ú_lcU 

^lZgUq G$l_©zcc`T `zNñP=`q Yl{W JncxY ^lZgUqLn 

DG$zÌG$`T G$`Tn. UfnL HlË_lLn G$l^G$lN ñcém, 

NlWl G$^©Ll`q ^lITq f§W]l©U mZ`mxT© ^lZgUq 

zd`ñUnWl` _l§LnG$R=n mlQ=zcTn.

2 zd`ñUnWl` @lñVlmYl zazmG$lG$Rx=Y @lanaq f§mxT© ^lZgUqÀ_l 

@lXl`n àñUlc U_l` G$éY @l_lUG$` à^vH _l§LnG$R=n 

flW` G$`Tn.

3 @l_lUG$` à^vH @l_lUG$` à^vH _l§Lq àñUlclc` ñcli`q 

Olë_lY§U` fW`Ll àñUlc ^l.fg ^gl. @l_vŠU, 

fncG$cI© zc]lIlG$R=n mlQ=zcTn.

1 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 …- @lñVlmYlzc]lI …- @lñVlmYlzc]lI …- @lñVlmYlzc]lI …- @lñVlmYl G$l^lLn Ylc …- fncG$cI© Z`G$lå_l NlIlf§}§Xq mÌì_cgl` G$`Tn.G$l^lLn Ylc …- fncG$cI© Z`G$lå_l NlIlf§}§Xq mÌì_cgl` G$`Tn.G$l^lLn Ylc …- fncG$cI© Z`G$lå_l NlIlf§}§Xq mÌì_cgl` G$`Tn.G$l^lLn Ylc …- fncG$cI© Z`G$lå_l NlIlf§}§Xq mÌì_cgl` G$`Tn.
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