
PM-2222

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$

^lZgUq @zXG$l`lU zcLl`anë_l ^lZgUqLl @Nl©c` 
@zma @N© @lë_lf G$l_©zcc`T `zNñP=`q Yl{W JncxY 
fgl. dlfG$r_ ^lZgUq @zXG$l`q _l§LnG$R=n mlQ=zcTn.

^lZgUq @zXG$l` @zXzY_^ fY 
2005 Yvfl` 

^lIqUanë_l ^vWUqmxct 1 
ZWcf @lXq mlQ=zcTn

2 fgl. dlfG$r_ 
^lZgUq @zXG$l`q

@zma @Nl©Lq G$l_©zcc`T `zNñP=`q Yl{W JncxY c 
G«$^l§G$ Yl{WcxY @zma `zNñP=`q Yl{W G$`Tn.

3 fgl. dlfG$r_ 
^lZgUq @zXG$l`q

@zma @N© ËcZ`U NY dlfG$r_ ^lZgUq @zXG$l`q 
UVl @l_lUG$` @XqiG$ _l§Ln zYWd©Ylf @lTTn.

fËc` 

4 NY dlfG$r_ 
^lZgUq @zXG$l`q 
UVl @l_lUG$` 

@XqiG$

@zma @Nl©c` dn`l Yl{WcxY fgl.dlfG$r_ ^lZgUq 
@zXG$l`q _l§Yl mvS=qa G$l_©clgqflQ=q mlQ=zcTn.

fËc` 

5 fgl. dlfG$r_ 
^lZgUq @zXG$l`q

@zmaXl`G$lf  fvYlcTqLq Ul`qH c cnh zYoíLU 
G$éY mÌ U_l` G$éY NY dlfG$r_ ^lZgUq @zXG$l`q 
UVl @l_lUG$` @XqiG$ _l§LnG$R=n ñcli`qflQ=q 
mlQ=zcTn.

fËc` 

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

G$l^lLn Ylc …- G$l^lLn Ylc …- G$l^lLn Ylc …- G$l^lLn Ylc …- @zma @N©  zc]lI …- zc]lI …- zc]lI …- zc]lI …- ^lZgUqLl @zXG$l`
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P=ßml P=ßml P=ßml P=ßml 
G«$^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 dn`ldn`ldn`ldn`l

Sr.No. Designation Activity Description Required 

Documents 

Applied Rule/Section/ 

Standing Order etc.

Time Required Remarks

6 NY dlfG$r_ 
^lZgUq @zXG$l`q 
UVl @l_lUG$` 

@XqiG$

@zma mÌlc` ñcli`q G$`Tn. fËc` 

7 NY dlfG$r_ 
^lZgUq @zXG$l`q 
UVl @l_lUG$` 

@XqiG$

@zmal}l}ULq ^lZgUq ^l.@zma àlzXG$l`q UVl 
@l_lUG$` à^vH _l§Ln zYWd©Ylf @lTxY Ë_lc` LLl© 
G$`Tn.

fËc` 

8 NY dlfG$r_ 
^lZgUq @zXG$l`q 
UVl @l_lUG$` 

@XqiG$

^l.@zma àlzXG$l`q _l§LnG$R=n @zmaXl`G$lf 
fvYlcTqflQ=q gN` G$`Tn c fvYlcTqf BmoñVU 
`lZgë_l}l}ULq mÌlc` ñcli`q JnTn.

fËc` 

9 ^l.@zma 
àlzXG$l`q UVl 
@l_lUG$` à^vH

NY dlfG$r_ ^lZgUq @zXG$l`q c @zmalVt _l§Ln 
ågTTn DnGx$Y JnTn c Ë_lc` LLl© G$éY zYT©_ JnTn.

fËc` 

10 NY dlfG$r_ 
^lZgUq @zXG$l`q 
UVl @l_lUG$` 

@XqiG$

^l.@zma àlzXG$l`q _l§Yq fvYlcTqU JnUanë_l 
zYT©_lLq G$l_©clgq G$`Tn. (zYT©_lLq àU mlQ=zcTn, 
^lZgUq BmaãX G$éY WnTn A.) 

fËc` 
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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 fgl. dlfG$r_ 
^lZgUq @zXG$l`q

^lZgUq @zXG$l`lU àlá Olanë_l @Nl©c` G$`Ê_lU 
@lanë_l ^ZgYn^gl G$l_©clgqLq ^lZgUq ^l.Bm 
@l_vŠU (IczY) UVl f^Ýc_ @zXG$l`q _l§LnG$R=n 
zcZgU Y^vÝ_lU mlQ=zcTn. 

fËc` 
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PM-2222

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$

^lZgUq @zXG$l`lU zcLl`anë_l ^lZgUqLl @N© 
G$l_©zcc`T `zNñP=`q Yl{W JncxY fgl. dlfG$r_ 
^lZgUq @zXG$l`q _l§LnG$R=n mlQ=zcTn.

^lZgUq @zXG$l` @zXzY_^ fY 
2005 Yvfl` 

fËc`

2 fgl. dlfG$r_ 
^lZgUq @zXG$l`q

^lZgUqÀ_l @zXG$l`lU zcLl`anë_l @NlªLq 
G$l_©zcc`T `zNñP=`q Yl{W JncxY c G«$^l§G$ Yl{WcxY 
ñcU§Ì [$lA©a U_l` G$`Tn.

fËc`

3 fgl. dlfG$r_ 
^lZgUq @zXG$l`q

@lanë_l @N© ËcZ`U NY dlfG$r_ ^lZgUq 
@zXG$l`q UVl @l_lUG$` @XqiG$ _l§Ln zYWd©Ylf 
@lTTn.

fËc`

4 NY dlfG$r_ 
^lZgUq @zXG$l`q 
UVl @l_lUG$` 

@XqiG$

@Nl©c` dn`l Yl{WcxY fgl.dlfG$r_ ^lZgUq 
@zXG$l`q _l§Yl mvS=qa G$l_©clgqflQ=q mlQ=zcTn.

fËc`

5 fgl. dlfG$r_ 
^lZgUq @zXG$l`q

f§}§zXU zc]lIl§Yl ^lZgUq f§W]l©U mÌ U_l` G$éY 
NY dlfG$r_ ^lZgUq @zXG$l`q UVl @l_lUG$` 
@XqiG$ _l§LnG$R=n ñcli`qflQ=q mlQ=zcTn.

fËc`

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

G$l^lLn Ylc …- G$l^lLn Ylc …- G$l^lLn Ylc …- G$l^lLn Ylc …- ^lZgUq @zXG$l`lU ^lZgUq BmaãX G$éY WnTn.  zc]lI …-zc]lI …-zc]lI …-zc]lI …- ^lZgUqLl @zXG$l`

7 Sheet2



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 NY dlfG$r_ 
^lZgUq @zXG$l`q 
UVl @l_lUG$` 

@XqiG$

mÌlc` ñcli`q G$`Tn. fËc`

7 fgl. dlfG$r_ 
^lZgUq @zXG$l`q

f§}§zXU zc]lIlG$Rx=Y @lanë_l ^lZgUqÀ_l 
@lXl`lcéY, @N©Wl`lf ^lZgUqLn mÌ U_l` G$éY 
NY dlfG$r_ ^lZgUq @zXG$l`q UVl @l_lUG$` 
@XqiG$ _l§LnG$R=n ñcli`qflQ=q flW` G$`Tn.

fËc`

8 NY dlfG$r_ 
^lZgUq @zXG$l`q 
UVl @l_lUG$` 

@XqiG$

mÌlU Né` Uq WþéñUq/}Wa G$éY ^l.@zma 
àlzXG$l`q _l§Lndq LLl© G$éY @§zU^ mÌ U_l` G$`Tn.

fËc`

9 fgl. dlfG$r_ 
^lZgUq @zXG$l`q

^lZgUqLn mÌ f§}§zXU @N©Wl`lf NlcG$ Yl{WcgqU 
Yl{W G$`TnG$Z`Ul NlcG$ }l`zYdq zazmG$lG$R=n 
mlQ=zcTn.

fËc`

10 NlcG$ }l`zYdq 
zazmG$

mÌlc` NlcG$ G«$^l§G$ Yl{WcxY f§}§zXU @N©Wl`lf 
mlnñP=lYn mlQ=zcÊ_lLq ì_cñVl G$`Tn.

fËc`

8 Sheet2



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 fgl. dlfG$r_ 
^lZgUq @zXG$l`q

1. @N©Wl` f^i G$l_l©a_lU @lë_lf Ë_l§Yl 
G$lIWmÌn/fq.R=q./[al°mq A. }l}U$ dvëG$ @lG$l`Tq 
f§W]l©U LaY G$éY WnTn.
2. LaY àlá Olë_lY§U` LaY G«$^l§G$ Yl{WcxY 
f§}§zXU @N©Wl`lf G$lIWmÌn/ fq.R=q./ [al°mq 
(^lZgUq) BmaãX G$éY WnTn c ^lZgUq 
z^hlë_l}l}U ñVhàUqc` ñcli`q JnTn @Vcl 
mlnñP=lYn mlQ=zcTn.

fËc`

9 Sheet2


