
PM -9999

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 G$lnP=© zazmG$ Ý_l_la_lÀ_l zYG$lalLq àU àlá G$éY JnÊ_lflQ=q 
cZG$alÀ_l ñcli`qYn Ý_l_la_lU @N© WlHa G$`Tn.

@N© 1 ZWcf 

2 G$lnP=© zazmG$ zYG$lalLq àU àlá Olë_lY§U` ^n.G$lnP=©  @lWndlYvfl` 
@l_lUWl`lf zczdîP= ^vWUqU `ŠG$^ @lWl 
G$`Ê_lflQ=q ^l.@zU.^gl. @l_vŠU(N) _l§Lq 
^lÝ_Ul JnTnflQ=q zYcnWYlLl ^fvWl U_l` G$éY 
^l.@l_lUG$` à^vH _l§À_lG$R=n ñcli`qflQ=q flW` 
G$`Tn.

zYcnWYlLl ^fvWl 1 ZWcf 

3 ^l.@l_lUG$` 
à^vH

zYcnWYlÀ_l ^fvÚlc` _ln½_ Un }Wa/WþéñUq G$éY 
ñcli`q G$`Tn.

zYcnWYlLl ^fvWl 1 Ulf 

4 G$lnP=© zazmG$ [n$`zYcnWY U_l` G$éY ^l.@l_lUG$` à^vH _l§LnG$R=n 
ñcli`qflQ=q flW` G$`Tn.

[n$` zYcnWY 1 ZWcf 

5 ^l.@l_lUG$` 
à^vH

zYcnWYlc` ñcli`q G$`Tn. zYcnWY 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 …- G$lnP=© zc]lI …- G$lnP=© zc]lI …- G$lnP=© zc]lI …- G$lnP=© G$l^lLn Ylc …- G$l^lLn Ylc …- G$l^lLn Ylc …- G$l^lLn Ylc …- ñ^l°a G$l°N, zNëgl Ý_l_la_, Bƒ Ý_l_la_ _l§Yq ZWanë_l @lWndlYvfl` NG$lU m`Ulì_l}l}ULq G$l_©clgq.
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P=ßml P=ßml P=ßml P=ßml 
G«$^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 G$lnP=© zazmG$ zYcnWYlc` Nl.G«$. P=lGx$Y ^l.@zU.^gl. @l_vŠU(N) 
_l§Lq ^lÝ_Ul JnTnflQ=q @§UI©U @Vl©oÝciG$ 
(^vv.an.) G$l_l©a_ _l§Ln^l[©$U mlQ=zcTn.

zYcnWY 1 ZWcf 

7 G$lnP=© zazmG$ ^lÝ_UnÀ_l zYcnWYlc` @§UI©U @Vl©oÝciG$ (^vv.an.) 
_l§Ll @z]àl_ JnC$Y àG$`T 
^l.@zU.^gl.@l_vŠU(N) _l§LnG$R=n ^lÝ_UnflQ=q 
mlQ=zcTn.

zYcnWY 1 ZWcf 

8 ^l.@zU.^gl. 
@l_vŠU(N)

^lÝ_UnÀ_l zYcnWYlc` ñcli`q G$`Tn. zYcnWY G$l^G$lNlÀ_l fln_qYvfl` 

9 G$lnP=© zazmG$ ^l.@zU.^gl. @l_vŠU(N) _l§À_l ^lÝ_UnÀ_l 
zYcnWYlc` @§UI©U @Vl©oÝciG$ (^vv.an.) _l§À_l 
G$l_l©a_lUxY Q=`lc P=lG$Tn.

zYcnWY @Xl© Ulf

10 G$lnP=© zazmG$ ffl-40 @lWl z}a [$l°^©c` Yl{Wq JncxY Ë_lc` 
^l.@l_lUG$` à^vH _l§Lq ñcli`q JncxY f§mxT© 
àG$`T zd`ñUnWl` _l§LnG$R=n flW` G$`Tn.

f§mxT© àG$`T 1 Ulf 

11 zd`ñUnWl` fW`Ln z}a }lnP=HU `zNñP=`q Yl{W JncxY @§§UI©U 
@Vl©oÝciG$ (^v.an.) G$l_l©a_lG$R=n  cn.G«$. P=lGx$Y 
UmlfTq G$éY P=°ã_vandY `zNñP=`q z}a HLt P=lGx$Y 
LnG$ @lWl G$`Ê_lflQ=q G$lne G$l_l©a_lG$R=n mlQ=zcTn.

z}a 1 Ulf 

12 G$lne G$l_l©a_ fW`À_l z}alà^lTn XYlWnd U_l` G$éY WnTn. z}a 2 ZWcf 
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P=ßml P=ßml P=ßml P=ßml 
G«$^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

13 G$lnP=© zazmG$ G$lne G$l_l©a_lG$Rx=Y XYlWnd àlá G$éY JncxY 
^n.G$lnP=l©U N^l G$`TnflQ=q mÌ U_l` G$éY 
^l.fgl.@l_lUG$` @XqiG$ _l§LnG$R=n ñcli`qflQ=q 
mlQ=zcTn.

XYlWnd 1 ZWcf 

14 ^l.fgl.@l_lUG$` 
@XqiG$

mÌlc` ñcli`q G$`Tn. XYlWnd c mÌ 1 Ulf 

15 G$lnP=© zazmG$ mÌlfg XYlWnd ^n.G$lnP=l©U N^l G$`Tn c Ë_lLq 
mlnglnL JnTn 

XYlWnd c mÌ 1 Ulf 

16 G$lnP=© zazmG$ fW` mÌlLq G$l_©zcc`T `zNñP=`q Yl{W JnTn. mÌ Ëc`qU 

94 Sheet 1



PM -9999

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 ^Yml gÔqU z}I` NG$lU clgY mG$R=ë_lf @dl 
}l}UqU NG$lU ++++ UR=NlnR= dvëG$Lq `ŠG$^ 
]`lc_lLq Yfë_lf @l_lUWl` ^n.Ý_l_la_lU 
@l_lUWl` Wlcl WlHa G$`Uln.

^v§}A© àl§zUG$ @zXzY_^ 1949 
Ln G$a^ 398

2 @lcG$ }l`zYdq 
zazmG$

Wlcn WlHa Gn$ë_lY§U` @l_lUWl` G$lnP=l©^l[©$U 
Wlì_lLq G$lIWmÌ flW` G$`Uln. UfnL zYdlYq 5 Ln 
G$lIWmÌ flW` G$`Uln. @lcG$ }l`zYdq zazmG$ 
G$l_©zcc`T `zNñP=`q Yl{W JncxY Wlì_lÀ_l àUq G$lnP=© 
zc]lI c IñUqmVG$ zc]lIlG$R=n P=mla cgqÛl`n flW` 
G$`Uln.

G$lnP=© @lWndlLq 
àU 

G$lnP=© @lWndlLq àU àlá 
Olë_lc` 1 Ulf 

3 G$lnP=© zazmG$ c
IñUqmVG$ zazmG$

IñUqmVG$lÀ_l fncG$lG$Rx=Y [$l¡NWl`q IvÝgl WlHa 
G$`TnG$l^q ^l.@l_lUG$` à^vH _l§À_l ^lÝ_UnflQ=q 
àñUlc U_l` G$`Tn.

2 Ulf 

4 ^l.@l_lUG$` à^vH ^l.@l_lUG$` à^vH _l§Yq "àñUlc ^lÝ_' ñcli`q 
G$`Tn.

@Xl© Ulf 

5 G$lnP=© zazmG$ ^lÝ_UnÀ_l zYcnWYlc` ^l.@l_lUG$` à^vH _l§Ll 
Q=`lc G«$^l§G$ c ZWYl§G$ P=lG$Tn.

@Xl© Ulf 

6 G$lnP=© zazmG$ [$l¡NWl`q Ý_l_la_lU IvÝgl WlHa G$`TnflQq 
^vÔnnzYgl_ UG«$l` @N© U_l` G$`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 …- G$lnP=© zc]lI …- G$lnP=© zc]lI …- G$lnP=© zc]lI …- G$lnP=© G$l^lLn Ylc …- [$l¡NWl`q Wlcl WlHa G$`Tn.G$l^lLn Ylc …- [$l¡NWl`q Wlcl WlHa G$`Tn.G$l^lLn Ylc …- [$l¡NWl`q Wlcl WlHa G$`Tn.G$l^lLn Ylc …- [$l¡NWl`q Wlcl WlHa G$`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

7 G$lnP=© zazmG$ [$l¡NWl`q IvÝgl WlHa G$`Ê_lflQ=q f§}§XqU 
IñUqmVG$ fncG$lLq cZG$a mÌlc` ñcli`q JnTn.

@Xl© Ulf 

8 G$lnP=© zazmG$ UG«$l` @Nl©fln}U @lcí_G$ Un G$lIWmÌlLn mv`lcn 
NlnRx=Y UG«$l` @Nl©c` cZG$alLq ñcli`q JnTn.

@Xl© Ulf 

9 G$lnP=© zazmG$ mvTn ^Yml Ý_l_la_lU IvÝgl WlHa G$`Tn. @Xl© Ulf 

10 G$lnP=© zazmG$ UG«$l` WlclÀ_l f§W]l©U G$lnP=l©G$Rx=Y cnhlncnhq Ul`Hl 
JnTn, `zNñP=`q Yl{W JnTn c IñUqmVG$lUqa f§}§XqU 
fncG$lal Ul`Hn }l}ULq ^lZgUq WnTn.

@Xl© Ulf 

11 G$lnP=© zazmG$ ^YmlÀ_l }lNxYn/zcéÜW/zYG$lalf fg^U Ylgq 
@dl }l}UqU cZ`îQ= Ý_l_la_lU àG$`T WlHa 
G$`TnflQ=q ^YmlÀ_l zcXq HlË_lLl @z]àl_ 
JnTnflQ=q zYcnWYlLl ^fvWl U_l` G$`Tn c 
^l.fgl.@l_lUG$` @XqiG$ _l§À_l^l[©$U 
^l.@l_lUG$` à^vH _l§Lq ñcli`qG$Z`Ul mlQ=zcTn.

1 ZWcf 

12 ^l.fgl. @l_lUG$` 
@XqiG$

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

@Xl© Ulf 

13 ^l.@l_lUG$` à^vH ^fvÚlc` ñcli`q G$`Tn. @Xl© Ulf 

14 G$lnP=© zazmG$ [n$`zYcnWY U_l` G$éY ^l.fgl.@l_lUG$` @XqiG$ 
_l§À_l^l[©$U ^l.@l_lUG$` à^vH _l§LnG$R=n 
ñcli`qG$Z`Ul flW` G$`Tn.

1 Ulf

15 ^l.@l_lUG$` à^vH ^l.@l_lUG$` à^vH _l§Yq ñcli`q G$`Tn. @Xl© Ulf 

16 NlcG$ }l`zYdq 
zazmG$

zYcnWYlc` Nl.G«$. P=lGx$Y  ^l.@zU.^gl. @l_vŠU(N) 
_l§LnG$R=n mlQ=zcTn.

@Xl© Ulf 
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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 @lcG$ }l`zYdq 
zazmG$

^l.@zU.^gl.@l_vŠU (N) _l§Ln ^lÝ_UnY§U` àG$`T 
@lcG$ G$éY JnTn G$l_©zcc`T `zNñP=`q Yl{WzcTn c 
G$lnP=© zc]lIlG$R=n P=mlacgqUxY mlQ=zcTn.

@Xl© Ulf 

18 G$lnP=© zazmG$ àG$`T `zNñP=`q Yl{W JnC$Y ^l.@zU. ^gl. 
@l_vŠU(N) _l§Ll Q=`lc P=lGx$Y @lTTn. 

@Xl© Ulf 

19 ^lÝ_Unfg f§mxT© àG$`T f§}§zXU cZG$alG$R=n fxmxU© 
G$`Tn.

@Xl© Ulf 

20 G$lnP=© zazmG$ Wlì_lLn àG$`Tq Ý_l_la_lÀ_l Ul`HnLq cnhlncnhq 
Yl{W JnTn.

Ë_l Ë_lcnhq 
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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 G$lnP=© zazmG$ zNëgl Ý_l_la_lU ^YmlÀ_l zcéÜW @Vcl ZWanë_l 
zYG$lalf ^Yml fg^U Yfë_lf @dl }l}UqU 
Bƒ= Ý_l_la_lU àG$`T WlHa G$`TnflQ=q ^YmlÀ_l 
zcXq fëalIl` @z]àl_ JnTnflQ=q zYcnWYlLl ^fvWl 
U_l` G$`Tn c ^l.fgl.@l_lUG$` @XqiG$ 
_l§À_l^l[©$U ^l.@l_lUG$` à^vH _l§Lq 
ñcli`qG$Z`Ul mlQ=zcTn.

2 Ulf

2 ^l.fgl. 
@l_lUG$` 
@XqiG$

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

1 ZWcf 

3 ^l.@l_lUG$` 
à^vH

^fvÚlc` ñcli`q G$`Tn. 1 ZWcf 

4 G$lnP=© zazmG$ [n$`zYcnWY U_l` G$éY ^l.fgl.@l_lUG$` @XqiG$ 
_l§À_l^l[©$U ^l.@l_lUG$` à^vH _l§LnG$R=n 
ñcli`qG$Z`Ul flW` G$`Tn.

Ë_lL ZWcdq 

5 ^l.@l_lUG$` 
à^vH

^l.@l_lUG$` à^vH _l§Yq ñcli`q G$`Tn. Ë_lL ZWcdq 

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 …- G$lnP=© zc]lI …- G$lnP=© zc]lI …- G$lnP=© zc]lI …- G$lnP=© G$l^lLn Ylc …- Bƒ Ý_l_la_lU Wlcl WlHa G$`Tn.G$l^lLn Ylc …- Bƒ Ý_l_la_lU Wlcl WlHa G$`Tn.G$l^lLn Ylc …- Bƒ Ý_l_la_lU Wlcl WlHa G$`Tn.G$l^lLn Ylc …- Bƒ Ý_l_la_lU Wlcl WlHa G$`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

6 NlcG$ }l`zYdq 
zazmG$

zYcnWYlc` Nl.G«$. P=lGx$Y  ^l.@zU.^gl. 
@l_vŠU(N) _l§LnG$R=n mlQ=zcTn.

Ë_lL ZWcdq 

7 @lcG$ }l`zYdq 
zazmG$

^l.@zU.^gl.@l_vŠU(N) _l§Ln ^lÝ_UnY§U` àG$`T 
@lcG$ G$éY JnTn G$l_©zcc`T `zNñP=`q Yl{WzcTn c 
G$lnP=© zc]lIlG$R=n P=mlacgqUxY mlQ=zcTn.

@Xl© Ulf 

8 G$lnP=© zazmG$ àG$`T `zNñP=`q Yl{W JnC$Y ^l.@zU. ^gl. 
@l_vŠU(N) _l§Ll Q=`lc P=lGx$Y @lTTn. 

@Xl© Ulf 

9 ^lÝ_Unfg f§mxT© àG$`T Bƒ Ý_l_la_lÀ_l 
cZG$alG$R=n fxmxU© G$`Tn.

@Xl© Ulf 

10 G$lnP=© zazmG$ Wlì_lLn àG$`Tq Ý_l_la_lÀ_l Ul`HnLq cnhlncnhq 
Yl{W JnTn.

Ë_l Ë_lcnhq 
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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 G$lnP=© zazmG$ ñ^l°a G$l°N G$lnP=l©Yn ^YmlÀ_l  zcéÜW @Vcl 
ZWanë_l zYG$lalf ^Yml fg^U Yfë_lf @dl 
}l}UqU zNëgl= Ý_l_la_lU àG$`T WlHa 
G$`TnflQ=q ^YmlÀ_l zcXq fëalIl` @z]àl_ 
JnTnflQ=q zYcnWYlLl ^fvWl U_l` G$`Tn c 
^l.fgl.@l_lUG$` @XqiG$ _l§À_l^l[©$U 
^l.@l_lUG$` à^vH _l§Lq ñcli`qG$Z`Ul mlQ=zcTn.

f§}§XqU G$lnP=© 
àG$`T 

^v§}A© àl§zUG$ @zXzY_^ 1949Ln 
G$a^ 398

2 Ulf 

2 ^l.fgl.@l_lUG$` 
@XqiG$

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

f§}§XqU G$lnP=© 
àG$`T 

@Xl© Ulf 

3 ^l.@l_lUG$` à^vH ^fvÚlc` ñcli`q G$`Tn. f§}§XqU G$lnP=© 
àG$`T 

@Xl© Ulf 

4 G$lnP=© zazmG$ [n$`zYcnWY U_l` G$éY ^l.fgl.@l_lUG$` @XqiG$ 
_l§À_l^l[©$U ^l.@l_lUG$` à^vH _l§LnG$R=n 
ñcli`qG$Z`Ul flW` G$`Tn.

f§}§XqU G$lnP=© 
àG$`T 

@Xl© Ulf 

5 ^l.@l_lUG$` à^vH ^l.@l_lUG$` à^vH _l§Yq ñcli`q G$`Tn. f§}§XqU G$lnP=© 
àG$`T 

@Xl© Ulf 

6 NlcG$ }l`zYdq 
zazmG$

zYcnWYlc` Nl.G«$. P=lGx$Y  ^l.@zU.^gl. @l_vŠU 
(N) _l§LnG$R=n ^lÝ_UnÀ_l ñcli`qflQ=q mlQ=zcTn.

f§}§XqU G$lnP=© 
àG$`T 

@Xl© 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 …- G$lnP=© zc]lI …- G$lnP=© zc]lI …- G$lnP=© zc]lI …- G$lnP=© G$l^lLn Ylc …- zNëgl Ý_l_la_lU Wlcl WlHa G$`Tn.G$l^lLn Ylc …- zNëgl Ý_l_la_lU Wlcl WlHa G$`Tn.G$l^lLn Ylc …- zNëgl Ý_l_la_lU Wlcl WlHa G$`Tn.G$l^lLn Ylc …- zNëgl Ý_l_la_lU Wlcl WlHa G$`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

7 @lcG$ }l`zYdq 
zazmG$

^l.@zU.^gl.@l_vŠU(N) _l§Ln ^lÝ_UnY§U` àG$`T 
@lcG$ G$éY JnTn G$l_©zcc`T `zNñP=`q Yl{WzcTn c 
G$lnP=© zc]lIlG$R=n P=mlacgqUxY mlQ=zcTn.

f§}§XqU G$lnP=© 
àG$`T 

@Xl© Ulf 

8 G$lnP=© zazmG$ àG$`T `zNñP=`q Yl{W JnC$Y ^l.@zU. ^gl. 
@l_vŠU(N) _l§Ll Q=`lc P=lGx$Y @lTTn. 

f§}§XqU G$lnP=© 
àG$`T 

@Xl© Ulf 

9 ^lÝ_Unfg f§mxT© àG$`T f§}§zXU cZG$alG$R=n fxmxU© 
G$`Tn.

f§}§XqU G$lnP=© 
àG$`T 

@Xl© Ulf 

10 G$lnP=© zazmG$ Wlì_lLn àG$`Tq Ý_l_la_lÀ_l Ul`HnLq cnhlncnhq 
Yl{W JnTn.

f§}§XqU G$lnP=© 
àG$`T 

Ë_l Ë_l cnhq 
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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

Sr.No. Designation Activity Description Required 

Documents 

Applied Rule/Section/ 

Standing Order etc.

Time Required

1 ^Yml gÔqU z}I` NG$lU clgY mG$R=ë_lf 
@dl}l}UqU NG$lU + UR=NlnR= dvëG$Lq `ŠG$^ 
]`lc_lLq Yfë_lf @l_lUWl` ^n.Ý_l_la_lU Wlcl 
WlHa G$`Uln.

^v§}A© àl§zUG$ @zXzY_^ 1949Ln 
G$a^ 398

2 @lcG$ }l`zYdq 
zazmG$

Wlcn WlHa Gn$ë_lY§U` @l_lUWl` G$lnP=l©^l[©$U 
Wlì_lLq G$lIWmÌ flW` G$`Uln. UfnL zYdlYq 5 Ln 
G$lIWmÌ flW` G$`Uln. @lcG$ }l`zYdq zazmG$ 
G$l_©zcc`T `zNñP=`q Yl{W JncxY Wlì_lÀ_l àUq G$lnP=© 
zc]lI c IñUqmVG$ zc]lIlG$R=n P=mla cgqÛl`n flW` 
G$`Uln.

G$lnP=© @lWnd àU G$lnP=© @lWnd àlßU 
Olë_lmlfxY 15 z^zYP= 

3 G$lnP=© zazmG$ WlHa Olanal Wlcl G$l_©zcc`T `zNñP=`q Yl{WzcTn. 
Wlcl LlazcÊ_lflQ=q ^l.@l_lUG$` à^vH _l§Lq 
cZG$amÌlc` ñcli`q JnTn.

1 Ulf 

4 G$lnP=© zazmG$ c 
IñUqmVG$ zazmG$

Wlì_lÀ_l àG$`Tq z}I` NG$lU ^la mG$R=anë_l 
fncG$lf }lnacxY f§}§XqU cZG$al}`ln}` IlQ=]nP= 
JlaxY WnTn. cZG$alf Wlì_l f§}§Xq ^lZgUq WnTn. 
UfnL Wlì_lÀ_l mÌl^Ü_n àË_nG$ mZ`ÀM=nWlLl 
@gcla U_l` 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 …- G$lnP=© zc]lI …- G$lnP=© zc]lI …- G$lnP=© zc]lI …- G$lnP=© G$l^lLn Ylc …- `n.^v. (Wlcn) WlHa àG$`Tn.G$l^lLn Ylc …- `n.^v. (Wlcn) WlHa àG$`Tn.G$l^lLn Ylc …- `n.^v. (Wlcn) WlHa àG$`Tn.G$l^lLn Ylc …- `n.^v. (Wlcn) WlHa àG$`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

Sr.No. Designation Activity Description Required 

Documents 

Applied Rule/Section/ 

Standing Order etc.

Time Required

5 G$lnP=© zazmG$ Wlì_lLn àG$`Tq Ý_l_la_lÀ_l Ul`HnLq cnhlncnhq 
Yl{W JnTn.

1 ZWcf 

6 IñUqmVG$ zazmG$ G$lnP=l©Yn zYdlYq 5 c` ZWanë_l @lWndlYvfl` 
@l_lUWl`/Ë_lLl àzUzYXq/clgYLlaG$ _l§LnG$Rx=Y 
mG$R=anë_l ^lalLq z}NG$ JncxY Ë_lYvfl` NG$lU 
JncxY @l_lUWl`/Ë_lLl àzUzYXq/clgYLlaG$ _l§Yl 
NG$lUG$`lLq mlcUq WncxY clgY ^lalfg flnR=Tn.

G$lnP=© @lWnd àlá 
OlanmlfxY 1 Ulf 
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PM -9999

dn`ldn`ldn`ldn`l

Remarks

104 Sheet 5



dn`ldn`ldn`ldn`l

Remarks
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