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Sr.No. Designation Activity Description Required 

Documents 

Applied Rule/Section/ 

Standing Order etc.

Time Required

1 f^Ýc_G$ @zXG$l`q cnIcnIù_l IñUqmVG$/]`l`qmVG$ fncG$l§À_l Yn^TxG$l 
G$ê$Y ^l.@l_lUG$` à^vH _l§Ln ^lÝ_UnYn Ë_l Ë_l 
fncG$l§Yl }Waq @lWnd mlnLzcTn.

2 ]`l`q AÝñmnŠP=` ]`l`q AÝñmnŠP=` _l§Yq Ë_l§Yl Yn^xT zWanë_l NlIq, Yn^xT 
zWanë_l cnhnU @lmë_l }`ln}` @fTlè_l fg 
G$^©Ll`q (Á_v.I«n.anHzYG$) c ^lnP=l` LlaG$ _l§À_l 
}`ln}` G$lP=nG$ln`mTn gN` `lgÿY @lmë_l G$l_©inÌlU 
_nTlè_l z}I` NG$lU ^lalc` ai Q=ncTn. z}I` NG$lU 
^la @lë_lLn @lS=hxY @lë_lf f§}§XqU ^lalLq 
G$lIWmÌn @l_lUWl` @Vcl ^lnP=l` clgG$ _l§LnG$Rx=Y 
àlá G$ê$Y JnTn c fW` ^la IlR=qfg ^Ü_cUt 
G$l_l©a_ (Yclmxa YlG$l) _nVn f^Ýc_ @zXG$l`q _l§Yl 
fzcñU` ^lzgUqfg Ulã_lU W_lcn.
@l_lUWl` @Vcl clgY LlaG$ _l§Yq G$lIWmÌ WnTnf 
YG$l` zWal @Vcl zdzcIlh,XŠG$l}vŠG$r, W^WlP=q 
Gn$ë_lf mlnaqf zY_ÌG$ G$ilf G«$.100c` [$lnY 
G$ê$Y mlnaqf f§`iT ^lIcxY JnTn @Vcl f§}§zXU 
G$l_©inÌlUqa YzNG$À_l mlnaqf Ll¡G$r^Ü_n UG«$l` 

Yl{WcxY F.I.R WlHa G$`lcl.

Process Manual Format
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Time Required

3 f^Ýc_c @zXG$l`q IñUqmVG$/]`l`qmVG$ _l§Yq mG$R=anan z}I`NG$lU 
^lalLn clgY c G$lIWmÌn Ulã_lU JnC$Y Ë_lLq Yl{W 
@lmanG$R=qa G$l_©zcc`T `zNñP=`al Yl{WcxY JnTn. 
^lalLq z}an mlgÿY Ë_là^lTn glnTl`q NG$lU c 
@G$`lmP= UR=NlnR= [$rLl [$l°^© ]ê$Y ^l.@l_lUG$` 
à^vH _l§Ln ^lÝ_UnYn `ŠG$^ ]ê$Y JnTn c IlR=q c ^la 
@l_lUWl` _l§Ln Ulã_lU WnTn. 
@l_lUWl`lf NG$lU c @G$`lmP= UR=NlnR= [$r ^lÝ_ 
Yfë_lf Uln ^n.Á_vzR=fq_a ^°zNñP´=nP= (mvTn ^Yml  
G$lnP=©) _l§LnG$R=n Wlcl WlHa G$ê$Y zY/5 Yvfl` @lWnd 
JnC$Y ^la c clgY flnR=Tn }l}U ^lITq G$`Uln @íll 
cnhq ^n.G$lnP=© @l°R=©` à^lTn clgYlUqa f§mxT© ^lalLq 
UmlfTq (@fnf^{P=) G$ê$Y glnTl`q NG$lUqLq `ŠG$^ 
cfxa G$ê$Y ^la c clgY @l_lUWl` _l§À_l Ulã_lU 
WnC$Y Uq z^hlë_lLq   mlnL JnTn.
fW` G$lnP=© @l°R=©` zcê$ÜW [$l¡NWl`q Wlcl WlHa 
G$`TnflQ=q ^la mG$Rx=Y @lTanë_l f§}§zXU AÝñmnŠP=` 
G$Rx=Y fW` ^lal}l}UÀ_l JP=Êln}l}U f§mxT© ^lzgUq 
JnC$Y @Yve§IqG$ G$lIWmÌlfg ^l. @l_lUG$` à^vH 
_l§Ln ^lÝ_UnYn [$l¡NWl`q HP=al WlHa G$`Tn.

4 @lcG$ }l`zYdq [$l¡NWl`q HP=al WlHa G$`Tn }l}U ^l.@l_lUG$` 
à^vH _l§Ln ^lÝ_UnLq G$lIWmÌn @lcG$ G$ê$Y G$lnP=© 
zc]lIlG$R=n mlQ=zcTn. 
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5 G$lnP=© zc]lI zY/5 à^lTn Olanë_l HP=ë_l zcê$ÜW f§}§zXU 
@l_lUWl`, clgY LlaG$ c ^n G$lnP=l©Yn zYG$la zWanë_l 
mlP=t zcê$ÜW ^n.Á_vzR=zf_a G$lnP=©, zdclNqYI`, mvTnn 
_nVn [$l¡NWl`q Wlcl G$`TnflQ=q ^YmlÀ_l m°Yna c`qa 
cG$ra _l§Lq cG$ra mÌlc` ñcli`q JnC$Y f§mxT© G$lIW 
mÌl§fg HP=al WlHa G$`lcl c Ë_lLq Yl{W @lmë_l 
`zNñP=`al G$ê$Y JnTn.fW` Wlì_l}l}U cnhlncnhq ^n 
G$lnP=l©G$Rx=Y Yn^xT WnÊ_lU _nTlè_l Ul`Hl§Lq Yl{W JnTn. 
fW` }l}U fliq mv`lì_lflQ=q f§}§zXU z[$_l©Wq 
G$^©Ll`q _l§Yl ^n G$lnP=l©À_l @lWndlà^lTn fliqflQ=q 
mÌ WnC$Y/[$lnY G$ê$Y ^.G$lnP=l©U gN` `lgTn }l}U 
G$hzcTn.
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