
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 R=l_`q zazmG$ 1. @lcG$ }l`zYdqUxY YlŠ_l§c`qa fncG$l§Lq @lanan 

`NnLn @N© `zNñP=`al Yl{WzcTnn.

2. `NnÀ_l @Nl©c` mIl`z}a zazmG$lG$Rx=Y zdëaG$ 

`NnLl dn`l JnTn.

3. ^l.@l_lUG$` à^vH/@l_lUG$` @XqiG$ _l§Lq 

@Nlªc` ^lÝ_/@^lÝ_ ñcli`q JnTn. 

4. fc© @N© mIl`z}a zazmG$lG$R=n mvS=qa 

G$l_©clgqflQ=q mlQ=zcTn.

5. ^l.@l_lUG$` à^vH/@l_lUG$` @XqiG$ _l§Lndq 

LLl© G$éY m_l©_q fncG$l§Lq ì_cñVl G$`Tn.

6. ^l.@l_lUG$` à^vH _l§À_l @lWndlYvfl` 

YlŠ_l§c`qa G$^©Llè_l§À_l }Wë_l§Ln @ljlmÌG$ 

(UŠUl) f§ITG$lc` U_l` G$`Tn.

7. fc© NG$lU YlŠ_l§c` }Wë_l§Ln @ljlmÌG$ 

(UŠUl) zdml_l^l[©$U mlQ=zcTn.

1 Un 5 W¡Y§ZWY 

3 ZWcf 

3ZWcf 

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 …- R=l_`qzc]lI …- R=l_`qzc]lI …- R=l_`qzc]lI …- R=l_`q G$l^lLn Ylc …- NG$lU YlŠ_lc` fncG$l§À_l Yn^TxG$l.G$l^lLn Ylc …- NG$lU YlŠ_lc` fncG$l§À_l Yn^TxG$l.G$l^lLn Ylc …- NG$lU YlŠ_lc` fncG$l§À_l Yn^TxG$l.G$l^lLn Ylc …- NG$lU YlŠ_lc` fncG$l§À_l Yn^TxG$l.
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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

8. fUU I¡`gN` `lgTlè_l fncG$l§À_l f§W]l©U 

cZ`îQ=l§dq LLl© G$éY ^n^ln U_l` G$`Tn. 

9. cZ`îQ=l§Lq ñcli`q JncxY f§}§zXU fncG$lf ^n^ln 

zdmlA©^l[©$U }NlzcTn.   

10. YlŠ_l§c`qa fncG$l§Ln ^lzfG$ gNn`qmÌG$ 

^lIzcTn c mIl`z}a zazmG$lG$R=n fxmxU© G$`Tn.

11. @l_lUG$` G$l_l©a_lG$R=n G$l^lf @fanan c 

mIl`lf AU` HlË_lU @fTl`n fncG$l§Lq ^lzfG$ 

gNn`q, `Nl àG$`Tn f§}§zXU HlË_lG$R=n mlQ=zcTn.

12. ^l.@l_lUG$` à^vH _l§Yq YlŠ_l§c`  ]nP= ZWaq 

@fUl Ë_l§Yq ZWanë_l @lWndlYvfl` f§}§zXU 

fncG$l§G$Rx=Y Hvalfn ^lIcxY JnTn.

13. f§}§zXU fncG$l§Ln Hvalfn ^l.@l_lUG$` à^vH 

_l§Yl flW` G$`Tn c mvS=qa @lWnd JnTn c Ë_lYvfl` 

mvS=qa G$l_©clgq G$`Tn.

14. Bm zc]lIlG$Rx=Y @lanan mZ`mÌGn$ fc© YlŠ_l§c` 

zdmlA©^l[©$U zcUZ`U G$`Tn.

8 Un 12 W¡Y§ZWY 

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

Sr.No. Designation Activity Description Required 

Documents 

Applied Rule/Section/ 

Standing Order etc.

Time Required

15. Bmzc]lIlG$Rx=Y àlá Olanan mZ`mÌG$ `zNñP=`al 

Yl{WcxY mZ`mÌG$ G«$^l§§G$ P=lG$Tn.

16. mZ`mÌG$lÀ_l M=l_l§ZG$U àUq G$lSx=Y fc© NG$lU 

YlŠ_l§c` c Bm zc]lIl§Yl zcUZ`U G$`Ê_lflQ=q R=l_`q 

zazmG$lG$R=n zYI©U G$`Tn.

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

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

19. DG$zÌU [$lA©aal àU alcTn.

20. }S=Uq c }Waq f§W]l©U fncG$l§Ln zc^vŠUq 

@lWnd U_l` G$`Tn/éNx G$éY JnTn AË_lWsc` 

^l.@l_lUG$` à^vH/@l_lUG$` @XqiG$ _l§Lq 

ñcli`q JnTn.

3 ZWcf 

@Xl© Ulf 

Ë_l Ë_l cnhq 

@Xl© Ulf 

21. mvTn ^glYI`mlzaGn$Uqa AU` HlË_lYn 

@l_lUG$` G$l_l©a_lG$R=qa G$l_©`U @fTlè_l 

fncG$l§}l}U ^lzIUanaq ^lZgUq f§}§zXU HlË_l§Yl 

cnhlncnhq WnÊ_lLq ì_cñVl G$`Tn.

22. cZ`îQ= @zXG$l`q UfnL àË_i YlŠ_l§c` G$l^ 

G$`Tl`n G$^©Ll`q _l§Ln G$lR=© U_l` G$`Tn c Un 

@Ú_lcU G$`Tn.

1 ZWcf 
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PM-14141414

dn`ldn`ldn`ldn`l

Remarks
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dn`ldn`ldn`ldn`l

Remarks
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dn`ldn`ldn`ldn`l

Remarks
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