
PM-5555

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 HlUnWl` 
zc]lIà^vH

(1) 1. àdlfYlG$Rx=Y @lanan fc© G$l_l©a_ 
mZ`mÌG$l§Lq G$l_©zcc`T `zNñP=`q Yl{W JncxY 
zce_lYvém mZ`mÌG$ [$lA©aal DG$ àU alcTn.
2. DG$zÌU [$lA©aal mZ`mÌG$ àU alcTn.
3. YcqY @lanë_l HlUnWl`l§À_l f§W]l©U zYcnWY c 
mZ`mÌG$lLl ^fvWl U_l` G$`Tn.
4. HlUnWl`lLn Llax HlUn }§W G$`Ê_lflQ=q zYcnWY c 
mZ`mÌG$lLl ^fvWl U_l` G$`Tn.
5. ^fvWl @l_lUG$` @XqiG$ _l§LnG$R=n WéñUqflQ=q 
flW` G$`Tn.

2 @l_lUG$` 
@XqiG$

(2) ^fvWl @calnG$Y G$éY Ë_l^Ü_n [n$`[$l` 
WþéñUq/}Wa G$éY @l_lUG$` à^vH _l§LnG$R=n 
ñcli`qflQ=q mlQ=zcTn.

3 ^l.@l_lUG$` 
à^vH

(3) zYcnWY c mZ`mÌG$ ^fvWl @canlG$Y G$éY  
_ln½_ Uq WþéñUq G$éY ñcli`q G$`Tn.

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 …- HlUnWl`zc]lI …- HlUnWl`zc]lI …- HlUnWl`zc]lI …- HlUnWl`   zc]lI, mZ`mÌGn$ U_l` G$`Tn.  zc]lI, mZ`mÌGn$ U_l` G$`Tn.  zc]lI, mZ`mÌGn$ U_l` G$`Tn.  zc]lI, mZ`mÌGn$ U_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$

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$zYîQ= zazmG$ 1.G§$mYq/P´=nR=f© _l§LnG$Rx=Y àlá Olanan LnG$ ^lITq 
`zNñP=`q (ZR=^l§R= `zNñP=`) Yl{W JnTn.
(BWl. }±Gn$Ln Ylc, LnG$ G«$^l§G$, ZWYl§G$ c LnG$Lq 
`ŠG$^)  
2. }±Gn$U ]`Tl G$`TnflQ=q LaY G$`Tn, LaYlLq 
Yl{W LnG$ `zNñP=`q JnTn c LaYlc` cZ`îQ= zazmG$lLq 
ñcli`q JnTn.

LnG$ 

LaY 

1 ZWcf 

2 HlUnWl` 
zc]lIà^vH

f§mxT© HlUnWl` zc]lIlLn LaYlfg LnG$ DG$zÌU 
Ilnhl G$éY }±Gn$À_l àzUzYXqÀ_l Ulã_lU WnTn c LnG$ 
`zNñP=`q ñcli`q JnTn.

LaY c LnG$ }±Gn$Ln àzUzYXq @lanY§U` 
1 Ulf 

3 G$zYîQ= zazmG$ 1.G§$mYq/P´=nR=f© _l§À_lG$Rx=Y @lanë_l [$lA©a 
UmlfTq Olë_lc` G§$mYq/P´=nR=f© _l§Yl m`U G$`Tn.
2. G§$mYq/P´=nR=f© _l§LnG$Rx=Y LnG$ àlá OlanY§U` 
z}alÀ_l ñVhàUqfgqU ZP=mTmÌlÀ_l DG$cP= 
UŠË_lfln}U UW²Yve§zIG$ G$lIWmÌn R=q `zNñP=`al Yln§W 
JnC$Y G§$mYq/P´=nR=f©zYgl_ G$lIWmÌn `zNñP=`q alcxY 
Q=ncTn.

[$lA©a 

R=q `zNñP=` 

àË_nG$ G§$mYqÀ_l G$l^lÀ_l 
ì_láqYvfl` 1 Un 3 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 …- HlUnWl`zc]lI …- HlUnWl`zc]lI …- HlUnWl`zc]lI …- HlUnWl` G$l^lLn Ylc …- HlUnWl`l§Ln LnG$ ^lITq `zNñP=`q Yl{WzcTn c }±Gn$U N^l G$`Tn.G$l^lLn Ylc …- HlUnWl`l§Ln LnG$ ^lITq `zNñP=`q Yl{WzcTn c }±Gn$U N^l G$`Tn.G$l^lLn Ylc …- HlUnWl`l§Ln LnG$ ^lITq `zNñP=`q Yl{WzcTn c }±Gn$U N^l G$`Tn.G$l^lLn Ylc …- HlUnWl`l§Ln LnG$ ^lITq `zNñP=`q Yl{WzcTn c }±Gn$U N^l G$`Tn.
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P=ßml P=ßml P=ßml P=ßml 
G«$^l§G$G«$^l§G$G«$^l§G$G«$^l§G$

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§$mYq/P´=nR=f© G§$mYq/P´=nR=f© _l§LnG$Rx=Y z}al§Lq UmlfTq Olë_lY§U` 
z}al^Ü_n G$lgq Ì¥P=q @lS=hë_lf fËc` HlUnWl` 
zc]lIldq f§mG©$ flXxY _ln½_ Ë_l Ì¥P=q zYWd©Ylf 
@lTxY WnnTn.

z}an 

2 zfzY.I«nR= zazmG$ 
c G$zYîQ= zazmG$

zYWd©Ylf @lTxY ZWanë_l Ì¥Pq zcLl`lU JnC$Y 
YlŠ_l§céY mlQ=zcÊ_lU @lanan R=n}qP= ^n^ln c 
G$lIWmÌl§Lq UmlfTq G$éY éNclU JnUaq NlUn.   

R=nz}P== ^n^ln

3 G$zYîQ= zazmG$ G§$mYq/P´=nR=f©zYgl_ R=n}qP= ^n^ln cI© G$éY z}al§^Ü_n 
_ln½_ Uq WþéñUq Gn$aq NlUn c Ë_lYvfl` LnG$Lq ^lITq 
Gn$aq NlUn.

R=nz}P== ^n^ln c z}an 2 ZWcf 

4 G§$mYq/P´=nR=f© G§$mYq/P´=nR=f© _l§Ln àzUzYXqG$Rx=Y LnG$ flW` Gn$aq 
NlUlU.

LnG$ 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 …- HlUnWl`zc]lI …- HlUnWl`zc]lI …- HlUnWl`zc]lI …- HlUnWl` G$l^lLn Ylc …-HlUnWl`l§Ln LnG$ oñcG$l`Tn c }±Gn$U N^l G$`Tn.G$l^lLn Ylc …-HlUnWl`l§Ln LnG$ oñcG$l`Tn c }±Gn$U N^l G$`Tn.G$l^lLn Ylc …-HlUnWl`l§Ln LnG$ oñcG$l`Tn c }±Gn$U N^l G$`Tn.G$l^lLn Ylc …-HlUnWl`l§Ln LnG$ oñcG$l`Tn c }±Gn$U N^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$

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 NG$lU YlG$r R=n}qP= ^n^lnLn ñVhàU UfnL @l_lU Olanë_l 
^lal§À_l z}al§À_l M=l_l§ZG$U àUq, HlÌqmÌG$, 
G$lP=lñaqm A. G$lIWmÌn G§$mYq/P´=nR=f©zYgl_ W` 
^ZgÝ_lÀ_l 1 c 16 Ul`Hnal HlUnWl` zc]lIlG$R=n 
mlQ=zcTn.

ñVl_q @lWnd G«$.33(3) 

2 fìg©`é^ W` ^ZgÝ_lÀ_l 5 Ul`Hnnm_ªU UËmxctÀ_l ^ZgÝ_lLn 
fc© NG$lU YlŠ_l§c` HlUnWl`l§À_l Yl§cn Olanë_l 
R=n}qP= ^n^lnLn G§$mYq/ P´=nR=f©zYgl_ UŠUn U_l` G$éY 
HlUnWl` zc]lIlG$R=n mlQ=zcTn.

G$§mYqzYgl_ UŠUn 

3 G$zYîQ= zazmG$ G§$mYq/P´=nR=f©zYgl_ UŠUn f^`qZ`mlnP=©fg zc]lITq 
G$`Tn.

G$§mYqzYgl_ UŠUn 

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 …- HlUnWl`zc]lI …- HlUnWl`zc]lI …- HlUnWl`zc]lI …- HlUnWl` G$l^lLn Ylc …- HlUnWl`lLn z}a U_l` G$`Tn.G$l^lLn Ylc …- HlUnWl`lLn z}a U_l` G$`Tn.G$l^lLn Ylc …- HlUnWl`lLn z}a U_l` G$`Tn.G$l^lLn Ylc …- HlUnWl`lLn z}a U_l` G$`Tn.

àË_nG$r 2 ZWcf 
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P=ßml P=ßml P=ßml P=ßml 
G«$^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

4 zfzY.I«nR= zazmG$ 1. G§$mYq/P´=nR=f©zYgl_ UŠUn UmlfxY ZP=mTmÌlU 
@l_lU Olanal ^la gl G§$mYqÀ_l Ylcn Olal @lgn 
_lLq UmlfTq G$`Tn.
2. ZP=mTmÌlLq Wþ}l`Yl{W Olaq @lgn @I` G$fn 
_lLq UmlfTq G$`Tn.
3. dnR=_xa "@ln' à^lTn W` UmlfTq G$`Tn.
4. G§$mYq/P´=nR=f©G$Rx=Y @lanaq ZP=mTmÌ UËf§}§Xq 
^lalLq  z}an c ^lzfG$ DG$cP= UŠUl A. 
G$lIWmÌl§Lq UmlfTq G$`Tn.
5. c`qaà^lTn UmlfTq Gn$ë_lY§U` _ln½_ Uq WþéñUq 
G$éY f§mxT© àG$`T G$zYîQ= zazmG$lG$R=n z}a U_l` 
G$`TnflQ=q WnTn.

@l_lUG$` zY_^ 36

5 G$zYîQ= zazmG$ G§$mYq/P´=nR=f©zYgl_ z}alLl ^fvWl U_l` G$`Tn c 
f§ITG$ @l°m`nP=`G$R=n z}a U_l` G$`TnflQ=q WnTn.

6 f§ITG$ @l°m`nP=` G§$mYq/P´=nR=f©zYgl_ ^fvÚlà^lTn z}a U_l` G$`Tn.

7 G$zYîQ= zazmG$ f§ITG$lc` U_l` Olanë_l z}al§Lq UmlfTq G$éY 
G§$mYq/P´=nR=f© _l§Ln ^lITq `zNñP=`q (ZR=^l§R= 
`zNñP=`q) (BWl. ^ZgYl, `ŠG$^ A.) Yl{W JnC$Y  
ñcli`q G$`Tn c zfzY.I«nR= zazmG$lG$R=n 
ñcli`qG$Z`Ul mlQ=zcTn.

8 zfzY.I«nR= zazmG$ z}alLq UmlfTq G$éY ñcli`q G$éY zc]lI 
à^vHlG$R=n z}alc` ñcli`q G$`TnG$Z`Ul mlQ=zcTn.

^lzfG$ ZP=mTmÌ mnP´=lnazYgl_ 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 dn`ldn`ldn`ldn`l

Sr.No. Designation Activity Description Required 

Documents 

Applied Rule/Section/ 

Standing Order etc.

Time Required Remarks

9 HlUnWl` 
zc]lIà^vH

z}al§c` ñcli`q G$`Tn.

10 zfzY.I«nR= zazmG$ 
c G$zYîQ= zazmG$

z}a OlanY§U` G§$mYq/P´=nR=f© _l§Yl Wÿ`ÜcYqÛl`n f§mG$ 
flXxY z}a JnC$Y NlTn c LnG$ JnC$Y _nTn zce_q 
fxLYl WnTn.

11 G$§mYq/P´=nR=f© G§$mYq/P´=nR=f© _l§Yq zY_vŠU Gn$anal àzUzYXq 
z}alÀ_l ñVhàUqc` ñcli`q G$éY z}alLq ^xh 
àU JnC$Y NlTn.
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P=ßml P=ßml P=ßml P=ßml 
G«$^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 zfzY.I«nR= zazmG$ 1. G§$mYq/P´=nR=f©zYgl_ R=n}qP= ^n^lnLl ^lzfG$ DG$cP= 
UŠUl c G§$mYq/P´=nR=f© _l§Yq flW` Gn$anaq G$lIWmÌn 
_l§Lq éNclU JnUaq NlUn.
2. YlŠ_l§c` Olanë_l ZP=mTmÌlU G$lgq 
LxG$l/Wþ}l`Yl{W G§$mYq/P´=nR=f© _l§À_l zYWd©Ylf 
@lë_lf ZP=mTmÌlÀ_l WþéñUq}l}U mÌlfln}U 
@l_lU ^lalLq G$lIWmÌn (z}a, ZP=mTmÌ A.) 
HlUnWl` zc]lIlG$R=n flW` Gn$aq NlUlU. 

R=nz}P= ^n^lnLl 
^lzfG$ DG$cP= 

UŠUl c G$lIW mÌn
z}a, ZP=mTmÌ 

3 ZWcf 

2 zfzY.I«nR= zazmG$ G§$mYq/P´=nR=f© _l§Yq flW` Gn$anan G$lIWmÌn UfnL 
YlŠ_l§c` Olanan ZP=mTmÌ, AG$`l`mÌ, z}al§Lq 
M=l_l§ZG$U A. G$lIWmÌl§Lq UmlfTq G$éY éNclU 
G$éY JnUaq NlUn c Ë_lYvfl` f§}§zXU YlŠ_lUqa 
YlG$lzXG$l`q _l§Yl WþéñUqflQ=q HlUnWl` zc]lIlG$R=n 
}lnazcan NlUn.

ZP=mTmÌ, AG«$l`mÌ 
z}al§Lq M=l_l§ZG$U 

àU 

2 ZWcf 

3 YlG$lzXG$l`q G$lIWmÌl§Lq HlU`N^l G$éY ZP=mTmÌlc` _ln½_ Uln 
WþéñUqLl dn`l zagÿY ñcli`q G$éY G$lIWmÌn HlUnWl` 
zc]lIlG$R=qa zfzY.I«nR= zazmG$lG$R=n flW` Gn$aq 
NlUlU.

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 …- HlUnWl`zc]lI …- HlUnWl`zc]lI …- HlUnWl`zc]lI …- HlUnWl` G$l^lLn Ylc …- HlUnWl`l§Ln R=n}qP= ^n^ln `Ô G$`Tn c WþéñU G$`Tn.G$l^lLn Ylc …- HlUnWl`l§Ln R=n}qP= ^n^ln `Ô G$`Tn c WþéñU G$`Tn.G$l^lLn Ylc …- HlUnWl`l§Ln R=n}qP= ^n^ln `Ô G$`Tn c WþéñU G$`Tn.G$l^lLn Ylc …- HlUnWl`l§Ln R=n}qP= ^n^ln `Ô G$`Tn c WþéñU G$`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

4 zfzY.I«nR= zazmG$ WþéñUq}l}U zYcnWY U_l` G$éY zc]lI à^vH c 
^l.@l_lUG$` @XqiG$ _l§Ln^l[©$U ^l.@l_lUG$` 
à^vH _l§LnG$R=n ^lÝ_UnflQ=q mlQ=zcTn.

zYcnWY 1 ZWcf 

5 ^l.@l_lUG$` 
à^vH

1. ^l.@l_lUG$` à^vH _l§Yq ^lÝ_UnLn zYcnWYlc` 
ñcli`q G$`Tn.

zYcnWY 

6 @lcG$ }l`zYdq 
zazmG$

2. ^lÝ_UnÀ_l zYcnWYlc` ^l.@l_lUG$` à^vH _l§Ll 
Q=`lc P=lG$Tn.

zYcnWY 

7 G$zYîQ= zazmG$ 3. ^lÝ_UnYvfl` z}alU WþéñUq G$`Tn. z}a 

8 zfzY.I«nR= zazmG$ 4. DG$lL ^lalLn WlnY ZP=mTmÌ YlŠ_lc` Olë_lf 
Ë_lm¡G$r DG$ ZP=mTmÌ `Ô G$`TnflQ=q YlG$lzXG$l`q 
_l§Yl }lnacxY Ë_l§Lq zd[$l`f ZP=mTmÌlc` c R=n}qP= 
^n^lnÀ_l DG$cP= UŠË_lc` (fìg©`é^G$Rx=Y @lanë_l) 
JnUaq NlUn.

ZP=mTmÌ c R=nz}P= 
^n^ln DG$cP= UŠUl 

3 ZWcf 
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PM-5555

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 zfzY.I«nR= zazmG$ 1. G§$mYq/P´=nR=f© _l§Lq ^lIqa 12 ^ZgÝ_l§Lq 
NG$lUG$`lLq ^lITq zcLl`lU JnC$Y f`lf`q 
NG$lUG$`lLq ^lITqUxY mxctLq N^l @Yl^U `ŠG$^ 
cNl NlUl clS=qc @Yl^U `ŠG$^nLq ^lITq G$`Tn.
2. G$§$mYq/P´=nR=f© _l§Yl mlQ=clc_lLn clS=qc @Yl^U 
`ŠG$^nLq ^lITq mÌlLl ^fvWl U_l` G$éY 
^l.@l_lUG$` @XqiG$ _l§LnG$R=n mlQ=zcTn. 

^fvWl 

ñVl_q @lWnd G«$.33(4) 1 ZWcf 

1 Ulf 

2 ^l.@l_lUG$` 
@XqiG$

1. ^fvÚlU _ln½_ Un }Wa/WþéñU G$éY HlUnWl` 
zc]lIlG$R=n mlQ=zcTn.

^fvWl 

3 zfzY.I«nR= zazmG$ 2. [n$` mÌ U_l` G$éY Ë_lc` zc]lI à^vH _l§Lq 
ñcli`q JnC$Y ^l.@l_lUG$` @XqiG$ _l§LnG$R=n 
ñcli`qG$Z`Ul mlQ=zcTn.

[n$`mÌ 

4 ^l.@l_lUG$` 
@XqiG$

3. mÌlc` ñcli`q G$éY ^l.@l_lUG$` à^vH 
_l§LnG$R=n ñcli`qG$Z`Ul mlQ=zcTn.

[n$`mÌ 

5 ^l.@l_lUG$` 
à^vH

4. ^l.@l_lUG$` à^vH _l§Yq mÌlc` ñcli`q G$`Tn. [n$`mÌ 

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 …- HlUnWl`zc]lI …- HlUnWl`zc]lI …- HlUnWl`zc]lI …- HlUnWl` G$l^lLn Ylc …- G§$mYq/P´=nR=f© _l§LnG$Rx=Y clS=qc @Yl^U `ŠG$^nLq ^lITq G$`Tn.G$l^lLn Ylc …- G§$mYq/P´=nR=f© _l§LnG$Rx=Y clS=qc @Yl^U `ŠG$^nLq ^lITq G$`Tn.G$l^lLn Ylc …- G§$mYq/P´=nR=f© _l§LnG$Rx=Y clS=qc @Yl^U `ŠG$^nLq ^lITq G$`Tn.G$l^lLn Ylc …- G§$mYq/P´=nR=f© _l§LnG$Rx=Y clS=qc @Yl^U `ŠG$^nLq ^lITq G$`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$

5. mÌlc` NlcG$ G«$^l§G$ P=lGx$Y mÌ mlZG$P=lU ]éY 
mlZG$P=lc` G§$mYq/P´=nR=f© _l§Ln Ylc c mËUl P=lGx$Y 
UfnL NlcG$ G«$^l§G$ P=lGx$Y c mlnñP=lLn zUZG$P= alcxY 
mÌ zdmlA©^l[©$U P=mla mnP=qU P=lG$Tn.

[n$`mÌ 

7 zfzY.I«nR= zazmG$ 6. (1) G§$mYq/P´=nR=f© _l§À_l àzUzYXsYl }lnalcxY 
mÌlLq 1 àU WnTn c ñVhàUqc` ñcli`q JnTnn.
(2) @Yl^U `ŠG$^nLl LnG$ _nA©m_ªU mlQ==mv`lcl 
G$`Tn.

mÌ 
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PM-5555

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$zYîQ= zazmG$ 1. ^v»_ anHlmZ`iG$ G$l_l©a_lG$R=qa @l°ZR=P=`À_l 
^lITqYvfl` G§$mYq/P´=nR=f© _l§Lq f§mxT© cel©Lq 
G$lIWmÌn UmlfTqflQ=q BmaãX G$éY WnTn.
2. G$lIWmÌn BmaãX G$éY ZWë_lLq @l°ZR=P=`G$Rx=Y 
mlnglnL JnTn.

^v§}A© àl§zUG$ @zXzY_^ 1949 
Ln G$a^ 105(2) 

3 ZWcf 

2 @lcG$ }l`zYdq 
zazmG$

@l°ZR=P=`G$Rx=Y @gcla àlá OlanY§U` G$l_©zcc`T 
`zNñP=`q Yl{W JnC$Y f§}§zXU zc]lIlG$R=n 
P=mlacgqUxY G$lIWmÌn mlQ=zcTn.

@l°ZR=P= @gcla 1 ZWcf

3 zfzY.I«nR= zazmG$ 1. G$§mYqzYgl_ @gcla f§}§zXU fncG$lÀ_l 
G$l_©zcc`T `zNñP=`q Yl{W JnC$Y G$lS=anë_l 
@linmlÀ_l @Yve§IlYn f§}§zXU G§$mYq/P´=nR=f© _l§Yl 
@l°ZR=P= @linml f§W]l©U mÌlLl ^fvWl U_l` G$éY 
^l.@l_lUG$` @XqiG$ _l§LnG$R=n UmlfTqflQ=q 
mlQ=zcTn.

4 ^l.@l_lUG$` 
@XqiG$

2. Né` Un }Wa/WþéñUq G$éY [n$`mÌ U_l` 
G$`Ê_lflQ=q HlUnWl` zc]lIlG$R=n mlQ=zcTn.

3 ZWcf@linmlf§W]l©U 
mÌlLl ^fvWl

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 …- HlUnWl`zc]lI …- HlUnWl`zc]lI …- HlUnWl`zc]lI …- HlUnWl` G$l^lLn Ylc …- @l°ZR=P= @linnml§Lq mxU©Ul G$`Tn.G$l^lLn Ylc …- @l°ZR=P= @linnml§Lq mxU©Ul G$`Tn.G$l^lLn Ylc …- @l°ZR=P= @linnml§Lq mxU©Ul G$`Tn.G$l^lLn Ylc …- @l°ZR=P= @linnml§Lq mxU©Ul G$`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

5 zfzY.I«nR= zazmG$ 3. [n$`mÌ U_l` G$éY c fln}U @l°ZR=P= @gclalLq 
On`l°Šf àU NlnRx=Y mÌ ^l.@l_lUG$` @XqiG$ 
_l§Ln^l[©$U ^l.@l_lUG$` à^vH _l§LnG$R=n 
ñcli`qflQ=q mlQ=zcTn.

[n$`mÌ c @l°ZR=P= 
@gclalLq 
On`l°Šf àU 

6 ^l.@l_lUG$` 
@XqiG$

4. mÌlc` G$lC§$P=`fgq G$éY f§mxT© àG$`T 
^l.@l_lUG$` à^vH _l§LnG$R=n ñcli`qflQ=q mlQ=zcTn.

f§mxT© àG$`T 

7 ^l.@l_lUG$` 
à^vH

5. mÌlc` ñcli`q G$`Tn. f§mxT© àG$`T 
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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

8 zfzY.I«nR= zazmG$ 1. G§$mYqLn mÌ c Ë_lfln}U @fanan @l°ZR=P= 
@linml§Ln M=l_l§ZG$U àUq NlcG$ }l`zYdq 
zazmG$lG$R=n NlcG$ G«$^l§G$ P=lG$TnflQ=q mlQ=zcTn.
2. G§$mYqÀ_l àzUzYXqdq f§mG©$ flXxY, f§mxT© 
àG$`T glUlnglU WncxY Ë_l§Lq ñVhàUqc` ñcli`q 
JnTn.
3. @l°ZR=P= @linml§Lq mxU©Ul G$`TnflQ=q G§$mYq/P´=nR=f© 
_l§Yl cnhlncnhq ñ^`TmÌ mlQ=zcTn.
4. @l°ZR=P= @linml f§W]l©U G§$mYq/P´=nR=f© _l§LnG$Rx=Y 
LnG$ àlá Olë_lf ^lITq `zNñP=`/LnG$ `zNñP=`al 
Yl{W JnTn, LaY G$`Tn c }±Gn$U N^l G$`Tn.
5. G§$mYq/P´=nR=f©G$Rx=Y àlá Olanë_l G$lIWmÌlÀ_l 
@lXl`n "@' [$l°^©^Ü_n @linml§Lq BËU`n Ll` àUs^Ü_n 
U_l` G$`Tn. 
6. BËU`l§À_l àUqc` f§}§zXU zfzY.I«nR= zazmG$, 
HlUnWl` zc]lIà^vH, ^l.@l_lUG$` @XqiG$ c 
^l.@l_lUG$` à^vH _l§À_l ñcli`q JnTn.
7. Ll` àUsm¡G$r DG$ àU ^l.àláq c LlLTqLn 
@Vl©oÝciG$, DG$ àU ^l.^v»_ anHlmZ`iG$ 
_l§LnG$R=n G$ìg`sI mÌ U_l` G$éY f§mxT© àG$`T 
NlcG$ zazmG$lG$R=n mlQ=zcTn. 

G$§mYqLn mÌ c  
@l°R=qP= @linmlLq 
M=l_l§ZG$U àU 
f§mxT© àG$`T

1 Ulf 

1 ZWcf

8/8 ZWcfl§Yq ñ^`TmÌ 
mlQ=zcTn 
1 Ulf 

1 Ulf

 
1 Ulf 

2 ZWcf 

9 NlcG$ }l`zYdq 
zazmG$

G$ìg`sI mÌlal NlcG$ G«$^l§G$ P=lGx$Y f§mxT© àG$`T 
Ë_l Ë_l G$l_l©a_lG$R=n P=mlacgqU Yl{WcxY mlQ=zcTn 
c Ë_lLq mlnglnL JnTn.

2 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

Sr.No. Designation Activity Description Required 

Documents 

Applied Rule/Section/ 

Standing Order etc.

Time Required

1 zfzY.I«nR= zazmG$ 1. @gclalÀ_l ZWanë_l BËU`l§À_l @Yve§IlYn 
G$lIWmÌn WlHcxY @l°ZR=P=`}`ln}` LLl© G$`Tn.
2. mxU©Ul Olanë_l c d§G$l zY`fY Olanë_l @l°ZR=P= 
@linml f§W]l©U "dG$ zYG$laq'@fl dn`l JnTn. UfnL 
Á_l @linml§À_l f§W]l©U G§$mYqG$Rx=Y LnG$Yn `ŠG$^ 
cfxa G$`Ê_lU @laq Ë_lLq Yl{W "@' [$l°^©^Ü_n JnTn.

@gcla 

"@' [$l°^© 

@l°R=qP= @gcla àlá 
OlanY§U` 8 ZWcf 

2 zfzY.I«nR= zazmG$ @l°ZR=P= @gclalUqa fc© @linml§À_l mxU©UnLq Yl{W 
JnUë_lY§U` fW`Ll @l°ZR=P= @gcla "}' [$l°^©c` 
P=lA©m G$éY JnTn.

@gcla 3 ZWcf 

3 zfzY.I«nR= zazmG$ "}' [$l°^©À_l BËU`l§À_l àUqc` f§}§zXU zfzY.I«nR= 
zazmG$, HlUnWl` zc]lIà^vH, ^l.@l_lUG$` 
@XqiG$ c ^l.@l_lUG$` à^vH _l§À_l ñcli`q JnTn.
Ll` àUsm¡G$r DG$ àU ^l.àláq c LlLTqLn 
@Vl©oÝciG$, DG$ àU ^l.^v»_ anHlmZ`iG$ _l§LnG$R=n 
G$ìg`sI mÌ U_l` G$éY f§mxT© àG$`T NlcG$ 
zazmG$lG$R=n mlQ=zcTn. 

"}' [$l°^© 

mÌ 

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 …- HlUnWl`zc]lI …- HlUnWl`zc]lI …- HlUnWl`zc]lI …- HlUnWl` G$l^lLn Ylc …- @l°ZR=P= @gclalf§}§Xq @l°ZR=P=`}`ln}` LLl© G$`Tn.G$l^lLn Ylc …- @l°ZR=P= @gclalf§}§Xq @l°ZR=P=`}`ln}` LLl© G$`Tn.G$l^lLn Ylc …- @l°ZR=P= @gclalf§}§Xq @l°ZR=P=`}`ln}` LLl© G$`Tn.G$l^lLn Ylc …- @l°ZR=P= @gclalf§}§Xq @l°ZR=P=`}`ln}` LLl© G$`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

Sr.No. Designation Activity Description Required 

Documents 

Applied Rule/Section/ 

Standing Order etc.

Time Required

4 NlcG$ }l`zYdq 
zazmG$

G$ìg`sI mÌlal NlcG$ G«$^l§G$ P=lGx$Y f§mxT© àG$`T 
Ë_l Ë_l G$l_l©a_lG$R=n P=mlacgqU Yl{WcxY mlQ=zcTn c 
Ë_lLq mlnglnL JnTn.

mÌ 1 ZWcf 

5 @l°R=qP= @linmlYvfl` cfxamlÌ `G$^nf§}§Xq 
G§$mYq/f§ñVl _l§Yl mÌ mlQ=cxY cfxamlÌ `ŠG$^ 
cfxa G$`Tn. fW` `G$^nLl "@' [$l°^©^Ü_n `lnH JncxY 
@l°R=qP=` _l§Yl WlHcxY HlU`N^l G$éY JnC$Y @linm 
dG$ zYG$laq G$lS=Tn

f§ñVnal mÌ 
mlQ=cxY cfxamlÌ 
`G$^nLl LnG$ àlá 

G$éY JnTn

3 ZWcf 
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PM-5555

dn`ldn`ldn`ldn`l

Remarks
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dn`ldn`ldn`ldn`l

Remarks
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PM-5555

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 @l°ZR=P= G$z^P=q cnhlncnhq glnTlè_l @l°ZR=P= Bmfz^UqÀ_l }¡Q=G$ral 
BmoñVU `lgÿY @l°ZR=P= @gclalc` LLl© G$éY 
@gcla zY`ñU G$éY JnTn.

@l°ZR=P= @gcla @l°ZR=P= Bmfz^UqÀ_l 
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_

Process Manual Format

zc]lI …- HlUnWl`zc]lI …- HlUnWl`zc]lI …- HlUnWl`zc]lI …- HlUnWl` G$l^lLn Ylc …- @l°ZR=P= Bmfz^UqmvS=nn LL|Ûl`n @gcla zYG$laq G$lS=Tn.G$l^lLn Ylc …- @l°ZR=P= Bmfz^UqmvS=nn LL|Ûl`n @gcla zYG$laq G$lS=Tn.G$l^lLn Ylc …- @l°ZR=P= Bmfz^UqmvS=nn LL|Ûl`n @gcla zYG$laq G$lS=Tn.G$l^lLn Ylc …- @l°ZR=P= Bmfz^UqmvS=nn LL|Ûl`n @gcla zYG$laq G$lS=Tn.
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PM-5555

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$

mnP´=lna G§$mÝ_lG$Rx=Y @lanan @N© G$l_©zcc`T 
`zNñP=`q Yl{W JnTn c HlUnWl` zc]lIlG$R=n mvS=qa 
G$l_©clgqflQ=q mlQ=zcTn.

@N© c @Ý_ 
@lcí_G$ 
G$lIWmÌn

@l_lUG$` zY_^ 36 Yvfl` 1 ZWcf 

2 HlUnWl` 
zc]lIà^vH

HlË_lYn zcZgU Gn$anal Y^vYl [$l°^© @N©Wl`lG$Rx=Y 
]éY JnTn c @lcí_G$ Uq G$lIWmÌ UmlfxY JnTn.

Y^xYl [$l°^© c 
@lcí_G$Uq 
G$lIWmÌn

@l_lUG$` zY_^ 36 Yvfl` 2 ZWcf 

3 HlUnWl` 
zc]lIà^vH

àlá Olanan @N© G$l_©zcc`T `zNñP=`q Yl{W JncxY 
Llax HlUn fvé G$`TnflQ=q ^l.ñVl_q fz^UqLq  
^lÝ_Ul JnTn f§W]l©U zYcnWY c zce_mÌlLl àñUlc 
U_l` G$`Tn c ^l.@l_lUG$` @XqiG$ _l§Ln^l[©$U 
^l.@l_lUG$` à^vH _l§LnG$R=n ñcli`qflQ=q mlQ=zcTn. 

@N© 
zYcnWY c 
zce_mÌ 

@l_lUG$` zY_^ 36 Yvfl` 2 ZWcf 

4 ^l.@l_lUG$` 
@XqiG$

zYcnWY c zce_mÌlLl àñUlc UmlfTq G$éY  
Ë_l^Ü_n WþéñUq c [n$`[$l` G$éY ^l.@l_lUG$` à^vH 
_l§LnG$R=n ñcli`q G$Z`Ul mlQ=zcTn.

zYcnWY c 
zce_mÌ 

@l_lUG$` zY_^ 36 Yvfl`

5 ^l.@l_lUG$` 
à^vH

zYcnWY c zce_mÌlLl àñUlclc` ñcli`q G$`Tn.  zYcnWY c 
zce_mÌ 

@l_lUG$` zY_^ 36 Yvfl`

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 …- HlUnWl`zc]lI …- HlUnWl`zc]lI …- HlUnWl`zc]lI …- HlUnWl` G$l^lLn Ylc …- mnP´=lna G§$mYqG$l^lLn Ylc …- mnP´=lna G§$mYqG$l^lLn Ylc …- mnP´=lna G§$mYqG$l^lLn Ylc …- mnP´=lna G§$mYq

1 ZWcf

53 Sheet 10



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 HlUnWl` 
zc]lIà^vH

[n$` zYcnWY c zce_mÌ U_l` G$éY ^l.@l_lUG$` 
@XqiG$ _l§Ln^l[©$U ^l.@l_lUG$` à^vH _l§Lq 
ñcli`q JnTn.

[n$` zYcnWY c 
zce_mÌ 

@l_lUG$` zY_^ 36 Yvfl`

7 ^l.@l_lUG$` 
@XqiG$

zYcnWYlc` G$lC§$P=` fgq G$`Tn. zYcnWY @l_lUG$` zY_^ 36 Yvfl`

8 ^l.@l_lUG$` 
à^vH

zYcnWYlc` ñcli`q G$`Tn c zce_mÌlc` G$lC§$P=` 
fgq G$`Tn.

zYcnWY c 
zce_mÌ 

@l_lUG$` zY_^ 36 Yvfl`

9 NlcG$ }l`zYdq 
zazmG$

zYcnWY c zce_mÌlfg f§mxT© àG$`T 
^l.^gl.@l_vŠU _l§Lq ñcli`q JnTnflQ=q, 
^l.@zU.^gl.@l_vŠU(N) _l§Ln^l[©$U mlQ=zcTn.

f§mxT© àG$`T @l_lUG$` zY_^ 36 Yvfl` àG$`T àlßU Olë_lc`
@Xl© Ulf

10 ^l.@zU.^gl. 
@l_vŠU(N)

 ñcli`q G$éY àG$`T ^l.^gl.@l_vŠU _l§LnG$R=n 
ñcli`q JnTnflQ=q mlQ=zcTn.

f§mxT© àG$`T G$l^G$lNlÀ_l fln_qYvfl` 

11 ^l.^gl.@l_vŠU zce_mÌlc` ñcli`q G$`Tn. f§mxT© àG$`T G$l^G$lNlÀ_l fln_qYvfl` 

12 NlcG$ }l`zYdq 
zazmG$ 

(^gl.@l_vŠU 
G$l_l©a_)

f§mxT© àG$`T ^l.YI` fzLc G$l_l©a_lG$R=n mlQ=zcTn. f§mxT© àG$`T 1 ZWcf

13 ^l.YI` fzLc àG$`T f§}§zXU fz^UqG$R=n ^lÝ_UnflQ=q mlQ=zcTn. f§mxT© àG$`T G$z^P=qÀ_l G$l^G$lN 
fln_qYvfl` 

14 fz^Uq àG$`Tlf ^lÝ_Ul WnTn. f§mxT© àG$`T G$z^P=qÀ_l G$l^G$lN 
fln_qYvfl` 

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

15 ^l.YI` fzLc fz^UqÀ_l ^lÝ_UnY§U` Q=`lclÀ_l àUq U_l` G$éY 
Ë_lc` ñcli`q G$`Tn c Q=`lclÀ_l àUq 
^l.^gl.@l_vŠU _l§LnG$R=n mvS=qa G$l_©clgqflQ=q 
mlQ=zcTn.

f§mxT© àG$`T c 
Q=`lclÀ_l àzU 

G$l^G$lNlÀ_l fln_qYvfl` 

16 ^glmlzaG$l 
@l_vŠU G$l_l©a_

Q=`lclÀ_l àUq§c` ^l.^gl.@l_vŠU _l§Ll ñcli`qLl 
zdŠG$l ^léY Q=`lclLq àU mvS=qa G$l_©clgqflQ=q 
f§}§zXU HlË_lG$R=n mlQ=zcTn.

f§mxT© àG$`T c 
Q=`lclÀ_l àzU 

2 ZWcf 

17 @lcG$ }l`zYdq 
zazmG$

^l.^gl.@l_vŠU _l§LnG$Rx=Y @lanaq Q=`lclLq àU 
G$l_©zcc`T `zNñP=`q Yl{W JncxY mvS=qa G$l_©clgqflQ=q 
HlUnWl` zc]lIlG$R=n mlQ=zcTn.

Q=`lclLq àU Q=`lc àlá Olë_lY§U` Ë_lL 
ZWcdq 

18 HlUnWl` 
zc]lIà^vH

Q=`lclLq àU G$l_©zcc`T `zNñP=`q Yl{W JncxY 
àG$`TlU f^lzcîP= G$`Tn. 

19 HlUnWl` 
zc]lIà^vH

f§}§zXU G§$mYqf Llax HlUn fvzcXl fvé G$`TnflQ=q 
@lcí_G$ Ë_l @Yl^U `ŠG$^nLl LnG$ flW` 
G$`TnflQ=q mÌlÛl`n/Wÿ`ÜcYqÛl`n G$hzcTn.

20 HlUnWl` 
zc]lIà^vH

mnP´=lna G§$mYqLl LnG$ àlá Olë_lY§U` @Yl^U 
LaYlÛl`n LnG$ }±Gn$U N^l G$`Tn. 

LnG$ c @Yl^U 
LaY 

21 HlUnWl` 
zc]lIà^vH

mnP´=lna G§$mYqdq G$`l`Yl^l G$`TnG$l^q zcXq HlË_lf 
^fvWl [$rLn LaY G$éY WnTn}l}U mÌ mlQ=zcTn.

^fvWl [$rÀ_l 
LaYl }l}ULn mÌ 

Q=`lclLq mÌ c 
àG$`T 

Q=`lc àlá Olë_lY§U` 
1 ZWcf

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

22 HlUnWl` 
zc]lIà^vH

LaYlÛl`n ^fvWl [$r `ŠG$^ }±Gn$U ]`ë_lY§U` 
LaYlLq ^xh àU Llax HlUn fvzcXl àG$`Tq 
f^lzcîP= G$`Tn. 

2 ZWcf

23 HlUnWl` 
zc]lIà^vH

HlUnWl`lf G$`l`Ylå_lLl ^fvWl U_l` G$éY WnTn. 
fW`Ll ^fvWl é.100/- Ln ñP=°åm mnm`c` G$éY 
@lTÊ_lf fl§ITn. 

G$`l`Ylå_lLl 
^fvWl

3 ZWcf

24 HlUnWl` 
zc]lIà^vH

mnP´=lna G§$mYqYn é.100/- Ln ñP=°åm mnm`c` G$`l`Yl^l 
U_l` G$éY @lTë_lY§U` @l_lUG$` G$l_l©a_lG$R=qa 
WlnY fliqWl`l§f^ln` G§$mYqLl zdŠG$l c G§$mYqYn 
zY_vŠU Gn$anë_l @zXG¥$U ì_ŠUqLq ñcli`q JnTn. 

25 HlUnWl` 
zc]lIà^vH

G$`l`Yl^l ^l.@l_lUG$` à^vH _l§Ln ñcli`qflQ=q 
mlQ=zcTn

26 ^l.@l_lUG$` 
à^vH

G$`l`Ylå_lc` ñcli`q G$`Tn.

27 HlUnWl` 
zc]lIà^vH

G$`l`Yl^l ^l.YI` fzLc _l§LnG$R=n WlnY ñVl_q fz^Uq 
fWñ_l§Lq ñcli`q JncxY ^YmlLn zfa G$`TnflQ=q 
mlQ=zcTn.

G$`l`Yl^l G$l_l©a_qY G$l^G$lNlYvfl`

28 ^l.YI` fzLc G$`l`Ylå_lc` WlnY ñVl_q fz^Uq fWñ_l§Lq ñcli`q 
JncxY Ë_lc` ^YmlLn zfa ^léY àG$`T @l_lUG$` 
G$l_l©a_lG$R=n mlQ=zcTn. 

G$`l`Yl^l c 
àG$`T 

G$`l`Yl^l àlá Olë_lY§U`
1 ZWcf

G$`l`Yl^l 1 ZWcf

56 Sheet 10



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

29 @lcG$ }l`zYdq 
zazmG$

àG$`T G$l_©zcc`T `zNñP=`q Yl{WcxY mvS=qa 
G$l_©clgqflQ=q HlUnWl` zc]lIlG$R=n mlQ=zcTn.

30 HlUnWl` 
zc]lIà^vH

G$`l`Yl^l G$l_©zcc`T `zNñP=`q Yl{W JncxY àG$`Tq 
f^lzcîP= G$`Tn.

31 HlUnWl` 
zc]lIà^vH

1. HlUnWl`lLn Llax HlUn fvé G$`Tn}l}U G$l_l©a_ 
mZ`mÌG$ U_l` G$éY  ^l.@l_lUG$` @XqiG$ 
_l§Ln^l[©$U ^l.@l_lUG$` à^vH _l§Lq ñcli`q JnTn.

32 ^l.@l_lUG$` 
à^vH

2. G$l_l©a_ mZ`mÌG$lc` ñcli`q G$`Tn.

33 NlcG$ }l`zYdq 
zazmG$

3. G$l_l©a_ mZ`mÌG$lc` NlcG$ G«$. c ZWYl§G$ 
P=lG$Tn.

34 HlUnWl` 
zc]lIà^vH

1. G$l_l©a_ mZ`mÌG$lÀ_l M=l_l§ZG$U àUq G$lSx=Y 
R=l_`q zc]lIlG$R=n zcUZ`U G$`TnflQq mlQ=zcTn.
2. fc© f§}§zXU @zXG$l`q, fc© NG$lU YlG$r UfnL 
Bmzc]lI c f§ITG$ fìg©`é^ _l§LnG$R=n mvS=qa 
G$l_©clgqflQ=q mlQ=zcTn.

G$l_l©a_ mZ`mÌG$ 
àzU 

35 f§ITG$ fìg©`é^ HlUnWl`lLn Yl§c c G«$^l§G$ WncxY f§ITG$ àTlaq 
zcG$zfU G$éY fc© NG$lU YlŠ_l§c`qa f§ITG$lc` 
alnR= G$`Tn.

G$l_l©a_ mZ`mÌG$ 2 ZWcf

3 ZWcf

G$`l`Yl^l c 
àG$`T 

àlá Olë_lc` 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 NG$lU YlG$r R=n}qP= ^n^lnLn ñVhàU UfnL @l_lU Olanë_l 
^lal§À_l z}al§À_l M=l_l§ZG$U àUq, HlÌqmÌG$, 
G$lP=lñaqm A. G$lIWmÌn mnP´=lna G§$mYqzYgl_ W` 
^ZgÝ_lÀ_l 1 c 16 Ul`Hnal HlUnWl` zc]lIlG$R=n 
mlQ=zcTn.

^lalLq z}an, 
HlÌqmÌG$, G$lP=l 
oñam A. NG$lU 
mlflLq ñVh àU

ñVl_q @lWnd 33 (3) àË_nG$r 2 ZWcf 

2 fìg©`é^ W` ^ZgÝ_lÀ_l 5 Ul`Hnnm_ªU UËmxctÀ_l ^ZgÝ_lLn 
fc© NG$lU YlŠ_l§c` HlUnWl`l§À_l Yl§cn Olanë_l 
R=n}qP= ^n^lnLn mnP´=lna G§$mYqzYgl_ UŠUn U_l` G$éY 
HlUnWl` zc]lIlG$R=n mlQ=zcTn.

R=nz}P= ^n^ln UŠUl 3 ZWcf 

3 G$zYîQ= zazmG$ mnP´=lna G§$mYqzYgl_ UŠUn f^`qZ`mlnP=©fg zc]lITq 
G$`Tn.

G$§mYqzYgl_ UŠUn 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 …- HlUnWl`zc]lI …- HlUnWl`zc]lI …- HlUnWl`zc]lI …- HlUnWl` G$l^lLn Ylc …- mnP´=lna G§$mYqLn z}a U_l` G$`Tn.G$l^lLn Ylc …- mnP´=lna G§$mYqLn z}a U_l` G$`Tn.G$l^lLn Ylc …- mnP´=lna G§$mYqLn z}a U_l` G$`Tn.G$l^lLn Ylc …- mnP´=lna G§$mYqLn z}a U_l` G$`Tn.
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P=ßml P=ßml P=ßml P=ßml 
G«$^l§G$G«$^l§G$G«$^l§G$G«$^l§G$

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. mnP´=lna G§$mÝ_l, mnP´=lnza_^ Ðì_lLl JlC$G$ clP=m 
G$`UlU Ë_l§Yl ^lnQ=^lnQ=_l P=lŠ_lUxY ^lnQ=_là^lTlU 
flQ=l G$`lcl alIUln. UfnL Uln ^la zYI©Ugq G$`lcl 
alIUln Ë_l^vhn zYI©UqLq ^lzfG$ ZP=mTmÌn flW` 
G$`Tn @lcí_G$ @lgn. _l^Ü_n Zgdln} zYoíLU 
G$`Uncnhq zY_^là^lTn ^lalÀ_l zYI©Uqc` Úlcl 
alITlè_l m`Ulì_lÀ_l `ŠG$^nLl zcLl` Gn$al 
NlA©a.
2. ^l.@l_lUG$` à^vH _l§Yl @lcí_G$ @fna @dq 
^lZgUq ZG¨$cl Umdqa G§$mYqG$Rx=Y mv`zcaq Inaq 
mlZgNn. mnP´=lna G§$mÝ_lG$Rx=Y G$lnTË_lgq cnhq _nTn 
@fanë_l `ŠG$^nLl zcLl` G$éY _nTn @fanaq 
`ŠG$^n AUG$r `ŠG$^ mnP´=lna G§$mÝ_l§Yq @Yl^U `ŠG$^ 
ågTxY ]`aq mlZgNn.

^lzfG$ ZP=mTmÌ @l_lUG$` zY_^ 36(1)

@l_lUG$` zY_^ 36(2)

àË_nG$  ^ZgÝ_lÀ_l 10 
Ul`Hnm_ªU 

3. mlnP=zY_^ 1 ^Ü_n Q=`cxY ZWë_là^lTn Nq `ŠG$^ 
^glYI`mlzaGn$Yn _nTn @lgn @fn @lS=hxY _nA©a Uq 
`ŠG$^ ^lITq Gn$aq @fUl Y ZWaq Inë_lf @Yl^U 
`ŠG$^nUxY ZG¨$cl _nTn @fanaq `ŠG$^ z^hG$Uqc`qa 
G$`lLnL _nTn @lgn @fn f^NxY N§I^ z^hG$Uq Ul}l 
JncxY c UqLq zcG«$r G$éY ZG¨$cl ñVlc` z^hG$UqLq 
Náq G$éY c zcG«$r G$éY ZG¨$cl ZWclTq 
Ý_l_la_l^l[©$U cfxaq G$`Tn.  

@l_lUG$` zY_^ 36(3)
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P=ßml P=ßml P=ßml P=ßml 
G«$^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

4 zfzY.I«nR= zazmG$ 1. mnP´=lna G§$mYqzYgl_UŠUn UmlfxY ZP=mTmÌlU 
@l_lU Olanal ^la gl G§$mYqÀ_l Ylcn Olal @lgn 
_lLq UmlfTq G$`Tn.
2. ZP=mTmÌlLq Wþ}l`Yl{W Olaq @lgn @I` G$fn 
_lLq UmlfTq G$`Tn.
3. dnR=_xa "@ln' à^lTn W` UmlfTq G$`Tn.
4. mnP´=lna G§$mYqG$Rx=Y @lanaq ZP=mTmÌ UËf§}§Xq 
^lalLq  z}an c ^lzfG$ DG$cP= UŠUl A. 
G$lIWmÌl§Lq UmlfTq G$`Tn.
5. c`qaà^lTn UmlfTq Gn$ë_lY§U` _ln½_ Uq WþéñUq 
G$éY f§mxT© àG$`T G$zYîQ= zazmG$lG$R=n z}a U_l` 
G$`TnflQ=q WnTn.

G§$mYqzYgl_ UŠUn 
c ZP=mTmÌn

ZP=mTmÌ 

ZP=mTmÌn, ^lalLq 
z}an, ^lzfG$ 
DG$cP= UŠUn  

3 ZWcf 

1 ZWcf 

5 G$zYîQ= zazmG$ mnP´=lna G§$mYqzYgl_ z}alLl ^fvWl U_l` G$`Tn c 
f§ITG$ @l°m`nP=`G$R=n z}a U_l` G$`TnflQ=q WnTn.

6 f§ITG$ @l°m`nP=` mnP´=lna G§$mYqzYgl_ ^fvÚlà^lTn z}a U_l` G$`Tn.

7 G$zYîQ= zazmG$ f§ITG$lc` U_l` Olanë_l z}al§Lq UmlfTq G$éY 
mnP´=lna G§$mYq _l§Ln ^lITq `zNñP=`q (ZR=^l§R= 
`zNñP=`q) (BWl. ^ZgYl, `ŠG$^ A.) Yl{W JnC$Y  
ñcli`q G$`Tn c zfzY.I«nR= zazmG$lG$R=n 
ñcli`qG$Z`Ul mlQ=zcTn.

G§$mYqzYgl_ z}an 2 ZWcf 
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P=ßml P=ßml P=ßml P=ßml 
G«$^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

8 zfzY.I«nR= zazmG$ z}alLq UmlfTq G$éY ñcli`q G$éY zc]lI 
à^vHlG$R=n z}alc` ñcli`q G$`TnG$Z`Ul mlQ=zcTn.

9 HlUnWl` 
zc]lIà^vH

z}al§c` ñcli`q G$`Tn.

10 zfzY.I«nR= zazmG$ 
c G$zYîQ= zazmG$

z}a OlanY§U` mnP´=lna G§$mYq _l§Yl Wÿ`ÜcYqÛl`n f§mG©$ 
flXxY z}a JnC$Y NlTn c LnG$ JnC$Y _nTn zce_q 
fxLYl WnTn.

11 mnP´=lna G§$mYq mnP´=lna G§$mYqYn zY_vŠU Gn$anal àzUzYXq z}alÀ_l 
ñVhàUqc` ñcli`q G$éY z}alLq ^xh àU JnC$Y 
NlTn.

àzUzYXq @lë_lY§U` 
UlËG$lh 

z}an 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 dn`ldn`ldn`ldn`l

Sr.No. Designation Activity Description Required 

Documents 

Applied Rule/Section/ 

Standing Order etc.

Time Required Remarks

1 HlUnWl` zc]lIà^vH 1. G$§mYq/P´=nR=f©, aJvBÚlnI c mnP´=lna G§$mYq 
_l§LnG$Rx=Y ^vWUqU z}alLq `ŠG$^ Y @lë_lf 
^l.@l_lUG$` à^vH _l§Ln @lWndlYvfl` Ë_l§Ln HlUn 
UlËmv`Un ñVzIU G$`Tn.
2. G$§mYq/P´=nR=f©, aJvBÚlnI c mnP´=lna G§$mYq 
_l§LnG$Rx=Y LnG$ àlá Olë_lY§U` UlËmv`Un ñVzIU 
Gn$anan HlUn mvÝgl Llax G$`Tn}l}U ^l.@l_lUG$` 
à^vH _l§Ln @lWnd JnC$Y fc© NG$lU YlŠ_l§c` fxLYl 
WnTn.

zY_^ 33(5)

 
ñVl_q @lWnd 33 mlnP=G$a^ 

1,2,3

3 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 …- HlUnWl`zc]lI …- HlUnWl`zc]lI …- HlUnWl`zc]lI …- HlUnWl` G$l^lLn Ylc …- Llax HlUnXl`G$ c mnP´=lna G§$mÝ_l _l§Ln HlUn UlËmv`Un ñVzIU G$`Tn.G$l^lLn Ylc …- Llax HlUnXl`G$ c mnP´=lna G§$mÝ_l _l§Ln HlUn UlËmv`Un ñVzIU G$`Tn.G$l^lLn Ylc …- Llax HlUnXl`G$ c mnP´=lna G§$mÝ_l _l§Ln HlUn UlËmv`Un ñVzIU G$`Tn.G$l^lLn Ylc …- Llax HlUnXl`G$ c mnP´=lna G§$mÝ_l _l§Ln HlUn UlËmv`Un ñVzIU G$`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

1 @lcG$ }l`zYdq 
zazmG$

G$§mYq/P´=nR=f©, aJvBÚlnI c mnP´=lna G§$mYq _l§LnG$Rx=Y 
HlUn }§W G$`Tn f§W]l©U @N© àlá Olë_lf 
G$l_©zcc`T `zNñP=`q Yl{WcxY mvS=qa G$l_©clgqflQ=q 
HlUnWl` zc]lIlG$R=n mlQ=zcTn.

@N© NG$lUG$` zY_^ 34 @N© àlá OlanY§U` 
1 ZWcf 

2 HlUnWl` zc]lI 
à^vH

G$§mYq/P´=nR=f©, aJvBÚlnI c mnP´=lna G§$mYq _l§LnG$Rx=Y 
HlUn }§W G$`Tn f§W]l©U @N© G$l_©zcc`T `zNñP=`q 
Yl{WcxY mvS=qa G$l_©clgqflQ=q f§}§zXU zfzY.I«nR= 
zazmG$lG$R=n mlQ=zcTn.

@N© ñVl_q @lWnd 34 1 ZWcf 

3 zfzY.I«nR= zazmG$ 1. HlUn }§W G$`Tn f§W]l©U ^l.@zU. ^gl. @l_vŠU 
(N) _l§Lq ^lÝ_Ul JnÊ_lflQ=q àñUlc U_l` G$éY 
zc]lIà^vHl^l[©$U ^l.@l_lUG$` @XqiG$ 
_l§Ln^l[©$U ^l.@l_lUG$` à^vH _l§LnG$R=n 
ñcli`qG$Z`Ul mlQ=zcTn. 

4 ^l.@l_lUG$` 
@XqiG$

2. àñUlclc` G$lC§$P=`fgq G$`Tn.

5 ^l.@l_lUG$` 
à^vH

3. àñUlclc` ñcli`q G$`Tn.

6 NlcG$ }l`zYdq 
zazmG$

4. àñUlclc` NlcG$ G«$^l§G$ Yl{WcxY àñUlc 
^l.@zU.^gl.@l_vŠU(N) _l§LnG$R=n ^lÝ_UnflQ=q c 
ñcli`qflQ=q flW` G$`Tn.

àñUlc Ë_lL ZWcdq 

àñUlc 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 …- HlUnWl` zc]lI …- HlUnWl` zc]lI …- HlUnWl` zc]lI …- HlUnWl` G$l^lLn Ylc …- Llax HlUn }§W G$`Tn.G$l^lLn Ylc …- Llax HlUn }§W G$`Tn.G$l^lLn Ylc …- Llax HlUn }§W G$`Tn.G$l^lLn Ylc …- Llax HlUn }§W G$`Tn.
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PM-5555

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 zfzY.I«nR= zazmG$ HlUn }§W G$`Tn f§W]l©U ^l.@zU.^gl. @l_vŠU (N) 
_l§Lq ^lÝ_Ul z^hlë_lY§U` ^l.@zU.^gl. 
@l_vŠU(N) _l§Ll ^lÝ_UnLl Q=`lc ^v»_anHlmla 
G$l_l©a_lG$Rx=Y Yl{WcxY JnTn.

^lÝ_Ul 1 ZWcf 

2 zfzY.I«nR= zazmG$ ^l.BmanHlmla (G$lne) _l§Yl mÌ mlQ=cxY f§}§zXU 
G§$mYqLl ^YmlG$R=n N^l @fanë_l @Yl^U `ŠG$^nLl 
WlHal JnTn.

mÌ 3 ZWcf 

3 zfzY.I«nR= zazmG$ 1. ^l.BmanHlmla (G$lne) _l§LnG$Rx=Y @Yl^U 
`ŠG$^nLl WlHal àlá Olë_lc` f§}§zXU G§$mYqf 
@Yl^U `ŠG$^ m`U G$`TnflQ=q ^fvWl U_l` G$éY 
^l.@l_lUG$` @XqiG$ _l§LnG$R=n mlQ=zcTn.

@Yl^U `G$^nLl 
WlHal c ^fvWl

4 ^l.@l_lUG$` 
@XqiG$

2. zYcnWYlLl àñUlc UmlfTq G$éY  Ë_l^Ü_n 
WþéñUq c [n$`[$l` G$éY ^l.@l_lUG$` à^vH _l§LnG$R=n 
ñcli`q G$Z`Ul mlQ=zcTn.

zYcnWYlLl àñUlc

5 ^l.@l_lUG$` 
à^vH

3. zYcnWYlÀ_l àñUlclc` ñcli`q G$`Tn.  zYcnWYlLl àñUlc

6 zfzY.I«nR= zazmG$ 4. [n$` zYcnWY U_l` G$éY zc]lIlà^vH ^l[©$U 
^l.@l_lUG$` @XqiG$ _l§Ln^l[©$U ^l.@l_lUG$` 
à^vH _l§Lq ñcli`q JnTn.

[n$` zYcnWY 

3 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 …- HlUnWl` zc]lI …- HlUnWl` zc]lI …- HlUnWl` zc]lI …- HlUnWl` G$l^lLn Ylc …- @Yl^U `ŠG$^ m`U G$`Tn.G$l^lLn Ylc …- @Yl^U `ŠG$^ m`U G$`Tn.G$l^lLn Ylc …- @Yl^U `ŠG$^ m`U G$`Tn.G$l^lLn Ylc …- @Yl^U `ŠG$^ m`U G$`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 ^l.@l_lUG$` 
@XqiG$

5. zYcnWYlc` G$lC§$P=` fgq G$`Tn. [n$` zYcnWY @Xl© Ulf 

8 ^l.@l_lUG$` 
à^vH

6. zYcnWYlc` ñcli`q G$`Tn. [n$` zYcnWY @Xl© Ulf 

9 NlcG$ }l`zYdq 
zazmG$

zYcnWYlfgqU f§mxT© àG$`T ^l.@zU.^gl. 
@l_vŠU(N) _l§Ln ^lÝ_UnflQ=q ^l.@§§UI©U 
@Vl©oÝciG$ c ^l.zcXq fëalIl` _l§Ln^l[©$U 
mlQ=zcTn.

f§mxT© àG$`T Ë_l Ë_l HlË_lÀ_l 
G$l^G$lNlYvfl` 

10 @lcG$ }l`zYdq 
zazmG$

àG$`T ^lÝ_ glnC$Y @lë_lc` G$l_©zcc`T `zNñP=`q 
Yl{W JnC$Y àG$`T HlUnWl` zc]lIlG$R=n mlQ=zcTn.

f§mxT© àG$`T àG$`T àlá Olë_lY§U` 
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

11 zfzY.I«nR= zazmG$ 1. f§mxT© àG$`TlLq G$l_©zcc`T `zNñP=`q Yl{W JnC$Y 
^l.@zU.^gl.@l_vŠU(N) _l§Ln ^lÝ_UnLl Q=`lc 
^v»_anHlmla G$l_l©a_lG$Rx=Y Yl{WcxY JnTn.
2. f§}§zXU G§$mYqf Wn_ @Yl^U `ŠG$^nÀ_l à^lTlU 
ñP=°åm mnm`c` g^qmÌ ]éY JnTn.
3. G§$mYqYn g^qmÌ ]éY ZWë_lc` Wn_ @Yl^U 
`ŠG$^nLl @lWl [$l°^© ]éY Ë_lc` zc]lI à^vH, 
^l.@l_lUG$` @XqiG$ c ^l.@l_lUG$` à^vH _l§Lq 
ñcli`q JnC$Y f§mxT© àG$`T ^l.BmanHlmla 
(^v.an.) G$l_l©a_lG$R=n mlQ=zcTn. 
4. @Yl^U `ŠG$^nLl LnG$ f§}§zXU G§$mYqf 
^l.BmanHlmla (G$lne) G$l_l©a_ _l§Ln^l[©$U ZWal 
NlUln.

f§mxT© àG$`T 

g^qmÌ 

@lWl [$l°^© 

8 ZWcf 
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PM-5555

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$

G§$mYq, P´=nR=f©, aJvBÚlnI _l§LnG$Rx=Y @lanan @N© 
G$l_©zcc`T `zNñP=`q Yl{W JnTn c HlUnWl` zc]lIlG$R=n 
mvS=qa G$l_©clgqflQ=q mlQ=zcTn.

@N© c @Ý_ 
@lcí_G$ 
G$lIWmÌn

@l_lUG$` zY_^ 33 Yvfl` @Xl© ZWcf 

2 HlUnWl` 
zc]lIà^vH

HlË_lYn zcZgU Gn$anal Y^vYl [$l°^© @N©Wl`lG$Rx=Y 
]éY JnTn c @lcí_G$ Uq G$lIWmÌ UmlfxY JnTn.

3 HlUnWl` 
zc]lIà^vH

àlá Olanan @N© G$l_©zcc`T `zNñP=`q Yl{W JncxY 
Llax HlUn fvé G$`TnflQ=q ^l.ñVl_q fz^UqLq  
^lÝ_Ul JnTn f§W]l©U zYcnWY c zce_mÌlLl àñUlc 
U_l` G$`Tn c ^l.@l_lUG$` @XqiG$ _l§Ln^l[©$U 
^l.@l_lUG$` à^vH _l§LnG$R=n ñcli`qflQ=q mlQ=zcTn. 

@l_lUG$` zY_^ 33 Yvfl`

4 ^l.@l_lUG$` 
@XqiG$

zYcnWY c zce_mÌlLl àñUlc UmlfTq G$éY  
Ë_l^Ü_n WþéñUq c [n$`[$l` G$éY ^l.@l_lUG$` à^vH 
_l§LnG$R=n ñcli`q G$Z`Ul mlQ=zcTn.

@l_lUG$` zY_^ 33 Yvfl`

5 ^l.@l_lUG$` 
à^vH

zYcnWY c zce_mÌlLl àñUlclc` ñcli`q G$`Tn.  @l_lUG$` zY_^ 33 Yvfl`

6 HlUnWl` 
zc]lIà^vH

[n$` zYcnWY c zce_mÌ U_l` G$éY ^l.@l_lUG$` 
@XqiG$ _l§Ln^l[©$U ^l.@l_lUG$` à^vH _l§Lq 
ñcli`q JnTn.

@Xl© ZWcf 

3 ZWcf 

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 …- HlUnWl`zc]lI …- HlUnWl`zc]lI …- HlUnWl`zc]lI …- HlUnWl` G$l^lLn Ylc …- HlUn Llax G$`Tn.G$l^lLn Ylc …- HlUn Llax G$`Tn.G$l^lLn Ylc …- HlUn Llax G$`Tn.G$l^lLn Ylc …- HlUn Llax G$`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 ^l.@l_lUG$` 
@XqiG$

zYcnWYlc` G$lC§$P=` fgq G$`Tn.

8 ^l.@l_lUG$` 
à^vH

zYcnWYlc` ñcli`q G$`Tn c zce_mÌlc` G$lC§$P=` 
fgq G$`Tn.

9 NlcG$ }l`zYdq 
zazmG$

zYcnWY c zce_mÌlfg f§mxT© àG$`T 
^l.^gl.@l_vŠU _l§Lq ñcli`q JnTnflQ=q, 
^l.@zU.^gl.@l_vŠU(N) _l§Ln^l[©$U mlQ=zcTn.

@Xl© ZWcf 

10 ^l.@zU.^gl. 
@l_vŠU(N)

 ñcli`q G$éY àG$`T ^l.^gl.@l_vŠU _l§LnG$R=n 
ñcli`q JnTnflQ=q mlQ=zcTn.

G$l^G$lNlYvfl` 

11 ^l.^gl.@l_vŠU zce_mÌlc` ñcli`q G$`Tn. G$l^G$lNlYvfl` 

12 NlcG$ }l`zYdq 
zazmG$ 

(^gl. @l_vŠU 
G$l_l©a_)

f§mxT© àG$`T ^l.YI` fzLc G$l_l©a_lG$R=n mlQ=zcTn. ^l.^gl.@l_vŠU _l§Lq 
ñcli`q Olë_lY§U` 

1 ZWcf 

13 ^l.YI` fzLc àG$`T f§}§zXU fz^UqG$R=n ^lÝ_UnflQ=q mlQ=zcTn. G$l^G$lNlYvfl` 

14 fz^Uq àG$`Tlf ^lÝ_Ul WnTn. G$l^G$lNlYvfl` 

15 ^l.YI` fzLc fz^UqÀ_l ^lÝ_UnY§U` Q=`lclÀ_l àUq U_l` G$éY 
Ë_lc` ñcli`q G$`Tn c Q=`lclÀ_l àUq 
^l.^gl.@l_vŠU _l§LnG$R=n mvS=qa G$l_©clgqflQ=q 
mlQ=zcTn.

G$l^G$lNlYvfl` 

^l.^.@l. 
_l§LnG$R=n 

ñcli`qflQ=q 
mlQ=clc_lLn 
zYcnWY c 
zce_mÌ

@Xl© ZWcf 

^l.^.@l. 
zYcnWY c 
zce_mÌ
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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

16 ^glmlzaG$l 
@l_vŠU G$l_l©a_

Q=`lclÀ_l àUq§c` ^l.^gl.@l_vŠU _l§Ll ñcli`qLl 
zdŠG$l ^léY Q=`lclLq àU mvS=qa G$l_©clgqflQ=q 
f§}§zXU HlË_lG$R=n mlQ=zcTn.

Q=`lc àlá Olë_lY§U` 1 
ZWcf 

17 @lcG$ }l`zYdq 
zazmG$

^l.^gl.@l_vŠU _l§LnG$Rx=Y @lanaq Q=`lclLq àU 
G$l_©zcc`T `zNñP=`q Yl{W JncxY mvS=qa G$l_©clgqflQ=q 
HlUnWl` zc]lIlG$R=n mlQ=zcTn.

1 ZWcf 

18 HlUnWl` 
zc]lIà^vH

Q=`lclLq àU G$l_©zcc`T `zNñP=`q Yl{W JncxY 
àG$`TlU f^lzcîP= G$`Tn. 

Q=`lc àlá Olë_lY§U` Ë_lL 
ZWcdq

19 HlUnWl` 
zc]lIà^vH

f§}§zXU G§$mYqf Llax HlUn fvzcXl fvé G$`TnflQ=q 
@lcí_G$ Ë_l @Yl^U `ŠG$^nLl LnG$ flW` 
G$`TnflQ=q mÌlÛl`n/Wÿ`ÜcYqÛl`n G$hzcTn.

2 ZWcf 

20 HlUnWl` 
zc]lIà^vH

G§$mYqLl LnG$ àlá Olë_lY§U` @Yl^U LaYlÛl`n 
LnG$ }±Gn$U N^l G$`Tn. 

2 ZWcf 

21 HlUnWl` 
zc]lIà^vH

G§$mYqdq G$`l`Yl^l G$`TnG$l^q zcXq HlË_lf ^fvWl 
[$rLn LaY G$éY WnTn}l}U mÌ mlQ=zcTn.

1 ZWcf 

22 HlUnWl` 
zc]lIà^vH

LaYÛl`n ^fvWl [$r `ŠG$^ }±Gn$U ]`ë_lY§U` 
LaYlLq ^xh àU Llax HlUn fvzcXl àG$`Tq 
f^lzcîP= G$`Tn. 

23 HlUnWl` 
zc]lIà^vH

HlUnWl`lf G$`l`Ylå_lLl ^fvWl U_l` G$éY WnTn. 
fW`Ll ^fvWl é.100/- Ln ñP=°åm mnm`c` G$éY 
@lTÊ_lf fl§ITn. 

LaY àlá Olë_lY§U` 
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 dn`ldn`ldn`ldn`l

Sr.No. Designation Activity Description Required 

Documents 

Applied Rule/Section/ 

Standing Order etc.

Time Required Remarks

24 HlUnWl` 
zc]lIà^vH

G§$mYqYn  é.100/- Ln ñP=°åm mnm`c` G$`l`Yl^l U_l` 
G$éY @lTë_lY§U` @l_lUG$` G$l_l©a_lG$R=qa WlnY 
fliqWl`l§f^ln` G§$mYqLl zdŠG$l c G§$mYqYn zY_vŠU 
Gn$anë_l @zXG¥$U ì_ŠUqLq ñcli`q JnTn. 

25 HlUnWl` 
zc]lIà^vH

G$`l`Yl^l ^l.@l_lUG$` à^vH _l§Ln ñcli`qflQ=q 
mlQ=zcTn

26 ^l.@l_lUG$` 
à^vH

G$`l`Ylå_lc` ñcli`q G$`Tn.

27 HlUnWl` 
zc]lIà^vH

G$`l`Yl^l ^l.YI` fzLc _l§LnG$R=n WlnY ñVl_q fz^Uq 
fWñ_l§Lq ñcli`q JncxY ^YmlLn zfa G$`TnflQ=q 
mlQ=zcTn.

8 ZWcf 

28 ^l.YI` fzLc  G$`l`Ylå_lc` WlnY ñVl_q fz^Uq fWñ_l§Lq ñcli`q 
JncxY Ë_lc` ^YmlLn zfa ^léY àG$`T @l_lUG$` 
G$l_l©a_lG$R=n mlQ=zcTn. 

fqa c ñcli`q Olë_lY§U` 
1 ZWcf  

29 @lcG$ }l`zYdq 
zazmG$

àG$`T G$l_©zcc`T `zNñP=`q Yl{WcxY mvS=qa 
G$l_©clgqflQ=q HlUnWl` zc]lIlG$R=n mlQ=zcTn.

G$`l` àlá Olë_lY§U` Ë_lL 
ZWcdq 

30 HlUnWl` 
zc]lIà^vH

G$`l`Yl^l G$l_©zcc`T `zNñP=`q Yl{W JncxY àG$`Tq 
f^lzcîP= G$`Tn.

31 HlUnWl` 
zc]lIà^vH

HlUnWl`lLn Llax HlUn fvé G$`Tn}l}U G$l_l©a_ 
mZ`mÌG$ U_l` G$éY  ^l.@l_lUG$` @XqiG$ 
_l§Ln^l[©$U ^l.@l_lUG$` à^vH _l§Lq ñcli`q JnTn.

G$`l` àlá Olë_lY§U` 
2 ZWcf 

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

32 ^l.@l_lUG$` 
à^vH

G$l_l©a_ mZ`mÌG$lc` ñcli`q G$`Tn.

33 NlcG$ }l`zYdq 
zazmG$

G$l_l©a_ mZ`mÌG$lc` NlcG$ G«$. c ZWYl§G$ P=lG$Tn.

34 HlUnWl` 
zc]lIà^vH

1. G$l_l©a_ mZ`mÌG$lÀ_l M=l_l§ZG$U àUq G$lSx=Y 
R=l_`q zc]lIlG$R=n zcUZ`U G$`TnflQq mlQ=zcTn.
2. fc© f§}§zXU @zXG$l`q, fc© NG$lU YlG$r UfnL 
Bmzc]lI c f§ITG$ fìg©`é^ _l§LnG$R=n mvS=qa 
G$l_©clgqflQ=q mlQ=zcTn.

35 f§ITG$ fìg©`é^ HlUnWl`lLn Yl§c c G«$^l§G$ WncxY f§ITG$àTlaq 
zcG$zfU G$éY fc© NG$lU YlŠ_l§c`qa f§ITG$lc` 
alnR= G$`Tn.

1 ZWcf 

2 ZWcf 
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PM-5555

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$zYîQ= zazmG$ (1) 1. G§$mYq/P´=nR=f© _l§LnG$Rx=Y àlá Olanan clS=qc 
@Yl^U `ŠG$^nLl LnG$ ^lITq `zNñP=`q (ZR=^l§R= 
`zNñP=`) Yl{W JnTn.
(BWl. }±Gn$Ln Ylc, LnG$ G«$^l§G$, ZWYl§G$ c LnG$Lq 
`ŠG$^)  
2. }±Gn$U ]`Tl G$`TnflQ=q LaY G$`Tn, LaYlLq 
Yl{W LnG$ `zNñP=`q JnTn c LaYlc` cZ`îQ= zazmG$lLq 
ñcli`q JnTn.

^lITq `zNñP=`

LaY c LnG$ 
`zNñP=`   

2 HlUnWl` zc]lIà^vH (2) 1. f§mxT© HlUnWl` zc]lIlLn LaYlfg LnG$ 
DG$zÌU Ilnhl G$éY }±Gn$À_l àzUzYXqÀ_l Ulã_lU 
WnTn c LnG$ `zNñP=`q ñcli`q JnTn.
2. W``lnN N^l glnTlè_l LnG$À_l `ŠG$^nLq DG$cP= 
f§G$aY zc]lIlal G$hzcTn.

LnG$ c LaY 

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 …- HlUnWl`zc]lI …- HlUnWl`zc]lI …- HlUnWl`zc]lI …- HlUnWl` G$l^lLn Ylc …- clS=qc @Yl^U `ŠG$^}l}UG$l^lLn Ylc …- clS=qc @Yl^U `ŠG$^}l}UG$l^lLn Ylc …- clS=qc @Yl^U `ŠG$^}l}UG$l^lLn Ylc …- clS=qc @Yl^U `ŠG$^}l}U
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