
PM-3333

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$ G$lIWmÌn@lcí_G$ G$lIWmÌn@lcí_G$ G$lIWmÌn@lcí_G$ G$lIWmÌn G$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 fl°âP=cn@` 

R=nìgam`

^l.@l_lUG$` à^vH, ^l.@l_lUG$` @zXiG$ 

^l.fgl.@l_lUG$` @zXiG$ _l§Ln ^lITq Yvfl` 

cnhlncnhq f§ITG$ àTlaq^Ü_n fvXl`Tl c YzcY 

_lnNYl G$`Tn D^.@l_.Df.Z`mlnP=© mlQ=zcTn NG$lU 

YlŠ_lUqa f§IG$TG$ àTlaq zce_lÀ_l @R=LTq  Wx` 

G$`Tn.

G$l^G$lNlYvfl` @Xl© 

ZWcf 

Process Manual Format

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_

zc]lI …- ^v»_ @l°z[$f fìg©©ê$^ zc]lI …- ^v»_ @l°z[$f fìg©©ê$^ zc]lI …- ^v»_ @l°z[$f fìg©©ê$^ zc]lI …- ^v»_ @l°z[$f fìg©©ê$^ G$l^lLn Ylc …- fl°âP=cn@` ^nÝP=nYÝf²/glR=©cn@` ^nÝP=nYÝf²/AanŠP´=qG$ A§.G$l^lLn Ylc …- fl°âP=cn@` ^nÝP=nYÝf²/glR=©cn@` ^nÝP=nYÝf²/AanŠP´=qG$ A§.G$l^lLn Ylc …- fl°âP=cn@` ^nÝP=nYÝf²/glR=©cn@` ^nÝP=nYÝf²/AanŠP´=qG$ A§.G$l^lLn Ylc …- fl°âP=cn@` ^nÝP=nYÝf²/glR=©cn@` ^nÝP=nYÝf²/AanŠP´=qG$ A§.
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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$ G$lIWmÌn@lcí_G$ G$lIWmÌn@lcí_G$ G$lIWmÌn@lcí_G$ G$lIWmÌn G$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 glR=©cn@` 

@°R=z^YqñP=nP=`

@l_lUG$` G$l_l©a_lG$R=qa ^v»_ fìg©ê$^ UfnL 

f§ITG$rG$`T Olanaq 27 NG$lU YlG$r UnVn @fanan 

f§ITG$,pm«P=` AU` _l§Lq cnhlncnhq WnH]la G$`Tn. 

UfnL f§ITqG$ àTlaq G$lgq Ul§zÌG$ z}JlR= Olë_lf 

UlËG$lh Wvê$ñUq G$`Tn c YzcY f§ITG$, zà§P=` 

UlUR=qYn BmaãX G$ê$Y WnTn. Á_l YlŠ_l§c` zaN 

alA©Y G$YnŠílY @lgn Ë_lLq G$YnŠP=qìgqP=q LnG$ G$`Tn c 

Ë_lLn ^v»_ fìg©ê$^dq G$YnŠP=qìgqP=q Q=ncTn. UfnL 

f§}§zXU `lBP=`, ^lnR=n^ _l§Lq WnH]la c Wv`ñUq G$`Tn 

f§ITG$r_ }°G$@m UPS c }°P=`q _l§Ln ^nÝP=nYÝf² Q=ncTn 

c Wvê$ñUq G$`Tn. UfnL ^lnQ=çl à^lTlU Ul§zÌG$ z}JlR= 

Olë_lf UlËG$lh YzcY BmaãX G$ê$Y WnTn. }°P=`q 

}°G$@m G$^q mR=ë_lf NY`nP=` clm`Tn c Ë_lflQ=q 

alITl`n A§XY mv`zcTn. UfLn NY`nP=`Ll ^nÝP=nYÝf 

Q=ncnTn.

Ë_l Ë_l YlŠ_lÀ_l UG«$l` 

àlá Olë_lmlfxY @Xl© 

UlflU G$l^G$lN mxc©cU 

fvê$ G$`Tn

3 AanŠP´=qG$ 

A§zNzY@` 

fc© YlŠ_l§^Ü_n z}N Ul§zÌG$ z}JlR= Olë_lf UlËG$lh 

Wvê$ñUq G$`Tn cl_`sI,ñcqL, P=çv}f AË_lWqLn 

^nÝP=nYÝf Q=ncTn c cnhlncnhq ^lITqYvfl` YzcY mv`cQ=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«$^l§G$
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Sr.No. Designation Activity Description Required 

Documents 

Applied Rule/Section/ 

Standing Order etc.

Time Required Remarks

1 f§ITG$ ì_cñVlmG$ 

(zfñP=q^ 

@°R=z^YqñP=nP=`)  

1. 27 NG$lU Yl§Š_lm¡G$r 6 NG$lU YlG$r @l°Y alA©Y 

@lgn Ë_l 6 NG$lU YlŠ_l§Ll `n½_va` R=nP=l W` mlL 

z^YqP=l§Yq fìg©ê$^À_l ^nY fìg©`^Ü_n _nUln BWl- 

}lanclR=q, [v$InclR=q, @l¢X,G$lÌN,]nG$`lA©,`nëcn mlf©a 

Yclmxa NG$lU YlGn$ _l NG$lU YlŠ_l§Ll R=nP=l W` mlL 

z^YqP=l§Yq ^nY fìg©al @lë_lY§U` Ë_l }l}UÀ_l 

D^.@l_.Df.Z`mlnP=© f§W]l©U f§ITG$lc` ^lzgUq 

^l.@l_lUG$` à^vH,@l_lUG$` 

@zXiG$,fgl.@l_lUG$` @zXiG$ _l§Yl mlgTnflQ=q 

BmaãX G$ê$Y WnTn.

G$l^G$lNlYvfl`

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_

zc]lI …- ^v»_ @l°z[$f fìg©©ê$^ zc]lI …- ^v»_ @l°z[$f fìg©©ê$^ zc]lI …- ^v»_ @l°z[$f fìg©©ê$^ zc]lI …- ^v»_ @l°z[$f fìg©©ê$^ 

Process Manual Format

G$l^lLn Ylc …- R=nP=l f§G$aY G$`Tn.G$l^lLn Ylc …- R=nP=l f§G$aY G$`Tn.G$l^lLn Ylc …- R=nP=l f§G$aY G$`Tn.G$l^lLn Ylc …- R=nP=l f§G$aY G$`Tn.
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G«$^l§G$G«$^l§G$G«$^l§G$G«$^l§G$
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@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 2. Bc©`qU 20 YlŠ_l§Ll R=nP=l DG$l zWcfl @lR= 

D[$.R=ãë_v.mq. foìg©f ìWl`n f§G$zaU G$`Tn. àË_nG$ 

^zgÝ_lÀ_l dncP=q R=nP=l ìg°aqR=ndY G$`Tn R=nP=l 

ìg°aqR=ndY Gn$ë_l Y§U` R=n}qP= ^n^ln.Lnn UŠUn BWl- 140 

G§$mÝ_l§Ln R=n.^n^lnLn UŠUn HlUnWl` zc]lIlal pàP= 

G$lSx=Y mv`zcTn.

3 3. Ë_lY§U` ^v»_ fìg©` c AU` YlŠ_l§Ll R=nP=l R=°P= 

R´=l°_^Ü_n f§G$aqU G$`Tn c Ë_lLq zR=ìgqR=q }YcxY 

^l.@l_lUG$` à^vH,^l.@l_lUG$` @zXiG$, 

^l.fgl.@l_lUG$` @zXiG$ _l§Yl WnTn.

G$l^G$lNlYvfl`
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