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@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 YlG$lfvm`cl_O` YlŠ_lUqa f§mxT© fncG$l§c` zY_§ÌT c WnH`nH Q=ncxY 
@l_lUG$` BIcTq zce_q Ë_l§LnG$Rx=Y fc© G$l^G$lN 
G$éY JnTn. UfnL @l_lUG$` BIcTq }l}U 
@l_lUWl`l§À_l YlŠ_lU _nTlè_l G$lgq UG«$l`q 
BW²]cë_lf ^v»_ G$l_l©a_lUqa cZ`îQ= 
@XqG$lè_l§dq f§mG©$ flXxY fW` UG«$l`qLn _ln½_ 
zY`lG$`T G$`Tn. UG«$l`qLn zYcl`T G$`Tn. YlŠ_lUqa 
fncG$l§Lq ^lzfG$ gNn`q ^v»_ G$l_l©a_lG$R=n 
mlQ=zcTn. YlŠ_lU clm`anë_l fc© àG$l`À_l 
ñP=ndY`q, HlÌqmÌGn$ `zNñP=`q Yl{W Q=ncxY ^v»_ 
G$l_l©a_lG$R=n @lQ=cR=_lal Umdqa mlQ=zcTn.

^lzfG$ gNn`q, 
clm`anaq 
ñP=ndY`q 

W¡Y§ZWY G$l^G$lNlLn cnhnU 
G$l^n mxT© G$`Tn 

8 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 …- NG$lU YlG$rzc]lI …- NG$lU YlG$rzc]lI …- NG$lU YlG$rzc]lI …- NG$lU YlG$r G$l^lLn Ylc …- NG$lU YlŠ_l§Lq W¡Y§ZWY G$l^G$lN mÜWUqG$l^lLn Ylc …- NG$lU YlŠ_l§Lq W¡Y§ZWY G$l^G$lN mÜWUqG$l^lLn Ylc …- NG$lU YlŠ_l§Lq W¡Y§ZWY G$l^G$lN mÜWUqG$l^lLn Ylc …- NG$lU YlŠ_l§Lq W¡Y§ZWY G$l^G$lN mÜWUq

154



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

2 YlG$lzXG$l`q/ 
YlG$lzYZ`iG$

YlŠ_lc` _nTlè_l @l_lUWl`l§Yq ^lal}l}U ]éY 
ZWanë_l AG$`l`mÌlUqa zagÿY ZWanë_l ^NGv$`lYvfl` 
flW` Gn$anë_l z}alLq/ ^lalLq UmlfTq G$éY Uq 
_ln½_ @fan}l}U HlU`N^l Gn$ë_lY§U` Ë_lc` c 
z}alc` ñcli`q G$éY ñcU…À_l YlclLl c gþÚlLl 
zdŠG$l z}alc` ^léY AG$`l`mÌlUqa `ŠG$^nc` 
NG$lUqLl mlf }YzcTnflQ=q YlŠ_lUqa `lnHmla 
_l§LnG$R=n mlQ=zcTn c Ë_là^lTn NG$lUqLn BIcTq 
Gn$aq @I` G$fn> _lLq Ë_lL iTq HlU`N^l G$éY 
`lnHmla _l§LnG$R=n WnTn. (N` DHlÚl @l_lUWl`lYn 
flW` Gn$anan z}a gn G$^q `ŠG$^nLn z}a @lgn @fn 
clP=ë_lf ^YmlUqa W`mÌG$là^lTn ågTNnL 
W`là^lTn @I` àLzaU }lNl`]lcldq fvf§IU @lgn 
@I` G$fn _lLl @§WlN JncxY _ln½_ NG$lU BIcTq 
G$`Tn.) 

AG«$l`mÌ, f§}§zXU 
}qan 

W¡Y§ZWY G$l^G$lNlLn cnhnU 
Ul}lnR=Uln} mxU©Ul G$`Tn 

Nln ^la ^Yml zf^n}lgn` JncxY NlÊ_lÀ_l BÔndlYn 
YlŠ_lc` @l_lUWl` JncxY @lal @fna @fn z}a 
UmlfxY Un z}a NG$lU zf^n }lgn`qa ZQ=G$lTLnL 
@lgn @I` G$fn _lLq HlU`N^l G$éY Ë_lf `gWl`q  
mlf WnÊ_lflQ=q `lnHmla _l§LnG$R=n mlQ=zcTn.
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Sr.No. Designation Activity Description Required 

Documents 

Applied Rule/Section/ 

Standing Order etc.

Time Required Remarks

3 mŠG$r `lnHmla YlG$lzXG$lè_l§Yq AG$`l`mÌ ñcli`q G$éY ZWë_lc` 
Ë_lUqa ZG¨$^Uqc` ^YmlYn ^lÝ_ Gn$anan Ë_l ^lalÀ_l 
P=ŠGn$cl`qYvfl` NG$lU mlf U_l` G$`Tn c Ë_là^lTn 
f§}§XqU @l_lUWl`lG$Rx=Y mlflU Y^xW Gn$ë_là^lTn 
`ŠG$^ oñcG$léY fW` mlf c Ë_l f§}§Xq flW` 
Gn$anan G$lIWmÌ, AG$`l`mÌ Ë_l @Yve§IlYn flW` 
G$`Ê_lU @lanaq AU` G$lIWmÌn _lLq M=l_l§ZG$U àUq 
Q=ncxY ^xh G$lIWmÌn f§}§XqU @l_lUWl`lf m`U WnTn.

AG«$l`mÌ, f§}§zXU 
}qan 

Ul}lnR=Uln} 

156



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
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Documents 

Applied Rule/Section/ 

Standing Order etc.

Time Required Remarks

4 `gWl`q `lnHlmla Nln ^la ^Yml zf^n}lgn` JncxY NlÊ_lÀ_l BÔndlYn 
YlŠ_lc` @l_lUWl` JncxY @lal @fna @fn z}a 
YlG$lzXG$l`q/ YlG$lzYZ`iG$ _l§Yq UmlfxY Ë_lc` 
ñcli`q G$éY ZWanan G$lIWmÌlYvfl` `gWl`q mlflLq 
`ŠG$^ oñcG$léY `gWl`q mlf WnTn. UfnL Á_l 
@l_lUWl`l§Yl (G§$mYq, f§ñVl A.) ^YmlYn Llax 
HlUnWl` (G$`§P= @G$lC§$P=) G$éY JnUan @lgn Ë_l§Yq 
YlŠ_lc` HlUnWl` @fana Ë_l f§ñVl @Vcl G§$mYqYn 
AG$`l`mÌ @l_lU Olanë_l ^lalLn z}a c 
Ë_l@Yve§IlYn G$lIWmÌn flW` Gn$anan @fUqa U` Ë_l 
à^lTn Ë_lLq HlU`N^l G$éY Ë_l§Yl R=n}qP= ^n^ln 
(ZP=mTmÌ) WnTn. UfnL G$lgq ^la gl 
zY^f`G$l`q/f`G$l`q ^laG$rÀ_l @fë_lYn Ë_l§Yq 
flW` Gn$anë_l NG$lU fcaUqÀ_l WlHë_lYvfl` 
Ë_l§Yl [«$r mlf WnTn.

`gWl`qmlf, R=nz}R= 
^n^ln, [«$r mlf 

Ul}lnR=Uln} 
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Sr.No. Designation Activity Description Required 

Documents 

Applied Rule/Section/ 

Standing Order etc.

Time Required Remarks

DHlÚl @l_lUWl`Yn flW` Gn$anaq G$lIWmÌn 
f§d_lñmW YlG$lzXG$l`q _l§Yl clP=ë_lf Ë_l§Yq 
ZWanë_l @lWndlYvfl` @l_lUWl`l§G$Rx=Y NG$lUq DcS=q 
@Yl^U `ŠG$^ oñcG$léY Ë_là^lTn @Yl^U mlf 
@l_lUWl`lf WnTn. ^v»_ G$l_l©a_lG$R=°Y YlŠ_lUqa 
G$l^lÀ_l clm`lflQ=q Nq ñP=ndY`q mlQ=zcaq @fna 
Uq ñP=ndY`q Ulã_lU JnC$Y (zczcX AG$`l`mÌ, G$lP=l 
mlcUq, `gWl`q mlf c [«$r mlflLq ñP=ndY`q) Ë_l§Ll 
W¡Y§ZWY HLl©Ll mlhqà^lTn Zgdln} Yl{W `zNñP=`^Ü_n 
Yl{Wq G$éY Á_l ñP=ndY`qLn @l_lUWl`lG$Rx=Y dvëG$ 
cfxa Olaq @fna @dl [$l°^© zcG«$rLl N^l/HL© 
Q=ncTn.
mlhqLn f§mxT© G$l^G$lN f§më_lY§U` N^l Olanan 
NG$lU BIcTq `ŠG$^ ^lnNTq G$éY LaYlÛl`n G$lne 
G$l_l©a_lG$R=n N^l G$`Tn. 

W¡Y§ZWY G$l^G$lNÀ_l cnh¡U 
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Documents 

Applied Rule/Section/ 

Standing Order etc.

Time Required Remarks

5 G$lP=l zazmG$ NG$lU zf^n^Ü_n Hm, clm` c zcG«$r glnÊ_lÀ_l 
BÔndlYn _nUln Nln ^la @l_lU YlŠ_lc` _nUln Á_l 
^lalLn clgY G$lP=_lc` JnC$Y glnTlè_l ^lalLn c 
clgYlLn cNY G$lP=l mlcUqc` Yl{W G$éY c Uq Yl{W 
Yl{W `zNñP=`^Ü_n G$éY G$lP=l mlcUq f§}§XqU 
@l_lUWl`lf WnTn.G$lP=l mlcUq à^lTn NG$lU mlflLq 
G$lP=l `zNñP=`c` Yl{W JnTn.

Ul}R==Uln} 

6 YlG$lzdmlA© YlŠ_l^Ü_n @l_lU c zY_l©U glnTlè_l ^lal§À_l c 
mlfl§À_l M=l_l§ZG$U àUq mlhqà^lTn BWl. R=n}qP= 
^n^ln, [«$r mlf, `gWl`q mlf, A. cnIcnIhn IÇ=n }l§XTn 
c YlŠ_l^Ü_n ì_cñVqU Q=ncTn c YlŠ_lUqa 
fl[$f[$lA© G$`Tn. UfnL YlŠ_lUqa cZ`îQ=l§À_l 
@lWndlYvfl` G$l^G$lN G$`Tn. @lcl`lUqa @l_lU 
zY_l©UqÀ_l clgYl§Yl ^lI©ñV glnTnflQ=q `HclaWl`lf 
^WU G$`Tn.

W¡Y§ZWY G$l^G$lNlLn cnhnU 

7 `HclaWl` AYInP= c @lC$P=InP= _l ZQ=G$lTq Vl§}xY @l_lU c 
zY_l©U glnTlè_l clgYl§Uqa ^lalLq NG$lUmlf 
Gn$an}l}ULq HlU`N^l N^l Olë_lY§U` clgYn 
^lI©ñV G$`Tn.

Ul}R==Uln} 
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