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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 
zamqG$ 

fc© YlG$r/gl_anìga P=±G$/]`l`q mVG$ _l§Lq 
W`^glLq gNn`q Wd©zcTl`n àmÌ c `Nl àG$`Tq 
@lcG$ G$`Tn. 

2 R=l_`q 
anHzYG$ 

fc© gNn`q mÌGn$ c `Nl àG$`Tn G$l_©zcc`Tq 
`zNñP=`c` Yl{W JnC$Y f§}nzXU cnUY z}a anHzYG$ 
_l§À_lG$R=n mlQ=zcTn. 

3 mIl` z}a 
anHzYG$ 

gNn`q mÌGn$, `Nl @N© _lYvfl` `Nl àG$`Tq U_l` 
G$`Tn.

gNn`q ^ñP=` 

4 mIl` z}a 
anHzYG$ 

cnUY clS= `zNñP=`cê$Y f§}§zXU 
G$^©Ll-_lLn cnUY clS= UŠUl U_l`n G$`Tn.

cnUY clS= `zNñP=` 
c fnclYl{W 

5 mIl` z}a 
anHzYG$ 

`Nl àG$`Tn cnUYclS=q ^lÝ_ @§UI©U @Vl©ÝcqiG$ _l§Ln 
G$Rx=Y UmlfTq G$ê$Y JnTn

6 mIl` z}a 
anHzYG$ 

G$^©Ll-_lYn G$lnTË_lgq G$N© Yì_lYn JnUë_l 
@fë_lf Ë_lLq cfxaq G$`Tn.

G$N© cfxaq @lWnd

7 mIl` z}a 
anHzYG$ 

AU` G$l_l©a_qY zc]lIlG$Rx=Y G$lgq cnUYlUxY cfxaq 
}l}U mZ`mÌGn$/@lWnd àlá Olë_lc` Ë_lU Y^xW 
Gn$ë_l à^lTn G$l_©clgq G$`Tn. BWl. BWl. BWl. BWl. anHlmZ`iT 
@lWnd, cfxaq ÜcNZWYq zYXq, ^v»_^§Ìq zYXq, 

@lWnd, mZ`mÌGn$, 
dlfYzYT©_ 

G$l^lÀ_l ñcémlYvfl`

ZG$^lY 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 …- mIl`z}azc]lI …- mIl`z}azc]lI …- mIl`z}azc]lI …- mIl`z}a G$l^lLn Ylc …- mIl` mÌGn$ U_l` G$`Tn.G$l^lLn Ylc …- mIl` mÌGn$ U_l` G$`Tn.G$l^lLn Ylc …- mIl` mÌGn$ U_l` G$`Tn.G$l^lLn Ylc …- mIl` 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

8 mIl` z}a 
anHzYG$ 

Wn_G$ cnUYlU G$lgq [$`G$ Olë_lf Ë_lLq Yl{W JnTn. 
BWl.BWl.BWl.BWl. zcend cnUY clS= Da.Df.Nq.R=q/ Da.Nq.Df 
cnUY clS=q ^glIlA© ]ËUl [$`G$. 

@lWnd @lzT 
^v»_anHlmla 
zc]lIlG$R=qa 

mZ`mÌGn$

9 mIl` z}a 
anHzYG$ 

}Waq Olanan ZG¨$cl }Waq glnC$Y Yì_lYn @lë_lYn 
G$^©Ll`q _l§À_l }l}UqU cnUY z}alcê$Y Ylc G$^q 
G$`Tn, clS=zcTn,}Waq glnC$Y G$^©-_lLq }l}UqU 
@lman G$R=qa cnUY z}alU cNlcP= f§W]l©U Yl{Wq 
JnTn.  

Da.m=q.fq 
fnclYl{W 
mvñUG$ 

10 mIl` z}a 
anHzYG$ 

gNn`q mÌGn$ ,`Nl àG$`Tn,cnUYclS=q,fc© àG$`lLq 
cNlcP=q _l§À_l fzcñU` Yln§Wq f§}§zXU fncG$l§À_l 
f§ITG$ G«$^l§G$lYvfl` JnTnn. 

11 mIl` z}a 
anHzYG$ 

f§ITG$lc` U_l` Olanan Wn_G$/z}a c Ë_lLn f§a½Y 
cNlUq UŠUn m¥îQ= cl` alcxY JnUë_lc` z}a ^l 
@§UI©U @Vl©ÝcqiG$ UmlfxY JnTn. 
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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 cnIcnIù_l NG$lU YlŠ_lc` G$l^ G$`Tlè_l fncG$l§Ln 
`NnLn @N©, gNn`q, }±Gn$G$Rx=Y _nTl`n cfxaqLn UŠUn 
@lcG$ G$ê$Y zc]lI à^vHl§À_l ñcli`qYn f§}§zXU 
mIl` z}a zamqG$lG$R=n mlQ=zcTn.

`NnLn @N©, gNn`q, 
}±Gn$Ln UŠUn 

àlá Olë_lY§U` 1 ZWcf

2 mIl` z}a zazmG$ 1. fncG$l§Ln `NnLn @N© gNn`q, }±G$l§G$Rx=Y _nTl`n 
cfxaqLn UŠUn, G$l_©zcc`T `zNñP=`al Yl{W G$ê$Y 
JnTn c Ë_là^lTn ^v»_ G$l_l©a_ c YlŠ_l§c`qa 
fncG$l§Lq gNn`q mlgÿY ^ZgÝ_lUqa fncG$l§Lq cnUY 
clS=qLn [$l°^© U_l` G$`Tn Ë_lc` z}a anHzYG$ ågTxY 
fgq G$`Tn, G$l_l©a_ @XqiG$ _l§Lq ñcli`q JnTn, c 
^l.@§UI©U @VlÝcqiG$ _l§LnG$Rx=Y cnUY clS= UmlfxY 
@lTTn ^l. @l_lUG$` à^vH @Vcl @l_lUG$` 
@XqiG$ _l§Lq ^lÝ_Ul JnTn c Ë_lc` Q=`lc P=lGx$Y 
Ë_lLq YlnW fncl mvñUG$lU G$`Tn c Ë_lYvfl` mIl` 
G$lS=Tn, fncG$l§À_l `Nl, gNn`q à^lTn zcYl m`clYl 
I¡`gN`, z}Y mIl`q `Nl _lLq Yl{W fnclmvñUG$lU `Nl 
Zgdln} JnC$Y `Nl àG$`T mxT© G$`Tn.

`NnLn @N©, gNn`q, 
}±Gn$Ln UŠUn, 
cnUYclS= UŠUn

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 …- mIl`z}azc]lI …- mIl`z}azc]lI …- mIl`z}azc]lI …- mIl`z}a G$l^lLn Ylc …- mIl`z}an c UW²Yve§IqG$ G$l^n G$`Tn.G$l^lLn Ylc …- mIl`z}an c UW²Yve§IqG$ G$l^n G$`Tn.G$l^lLn Ylc …- mIl`z}an c UW²Yve§IqG$ G$l^n G$`Tn.G$l^lLn Ylc …- mIl`z}an c UW²Yve§IqG$ G$l^n G$`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

2 mIl` z}a zazmG$ mIl` @lG$l`UlYl fncG$l§À_l cNlcP=q zcLl`lU 
¿_lì_lU @lñVlmYl zc]lIlG$Rx=Y W§R=lË^G$ G$l_©clgq 
Olaq @fë_lf, I¡`gNn`q, @l_lG$` A. cNlcQ=q 
G$ê$Y JnTn. UfnL YlŠ_lc` G$^q cfxa G$`TnU 
@lanë_l NG$lUG$`l mlnP=q _nTn @fanaq mv`cTq 
`ŠG$^ mIl` z}alUxY cfxa G$`Tn. 
f§mxT© mIl` z}a mxT© U_l` Olë_lc` zd`ñUnnWl` 
@Vcl fgl.@l_lUG$` @zXiG$ _l§Lq ñcli`q JnTn. 
mIl` z}a c cNlcP=qLn UŠUn ^l.@§UI©U @Vl©ÝcqiG$ 
_l§LnG$R=n UmlfTqflQ=q JnC$Y NlTn. _l§LnG$Rx=Y 
UmlfTq G$ê$Y JnC$Y P=°ã_vandY G$ê$Y BmanHlmla 
G$lne _l§LnG$R=n fvmxU© G$`Tn.

3 @l°ZR=P=` 
(^v»_ anHlmla 

G$l_l©a_) 

2.mIl` z}a zazmG$lYn U_l` G$ê$Y @lTanan mIl` 
z}a Ë_lUqa gNn`q, cnUYclS=, cNlcP=q @lG$l` 
UmlfxY WnTn, Ë_lL}`ln}` fncl mvñUG$lU cnNYclS=q, 
`Nl Zgdln}, W§R=lË^G$ G$l_©clgqLq Yl{W fncl 
mvñUG$lU UmlfTn, @linm @fë_lf f§}§zXU mIl` 
z}a zazmG$lG$Rx=Y mxU©Ul G$ê$Y JnTn, mIl` z}a 
UmlfxY Olë_lY§U` @§UI©©U @Vl©ÝcqiG$ _l§Ln 
ñcli`qYn @§WlNmÌG$r_ @V©zde©G$lc` z}a HLt 
P=lG$TnflQ=q mlQ=zcTn.

`NnLn @N©, gNn`q, 
}±Gn$Ln UŠUn, 
cnUYclS= UŠUn

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

4 HUlcTq zc]lI 
(P=°ã_vandY ^v»_ 

anHlmla 
G$l_l©a_) 

3. f§}§zXU HlË_lYn ZWanan @V©zde©G$ gn Ë_lL 
HlË_lLn @lgn G$l> `ŠG$^ mv`ndq BmaãX @lgn _lLq 
HlÌq G$`Tn UW²Y§U` z}a HLt P=lG$Tn c @§zU^ 
zd`ñUnWl` @Vcl fgl.@l_lUG$` @zXiG$ _l§Lq 
ñcli`q JnC$Y z}a c cNlcP=qflQ=q mlQ=zcTn.

@Xl© Ulf

5 G$lne zc]lI 
(^v»_ anHlmla 

G$l_l©a_) 

mIl` z}a c Ë_lfln}U @lanan cNlcP=qLn UŠUn cnIhn 
G$ê$Y mIl` z}an XYlWnd G$lS=TnflQ=q mlQ=zcTn.

Ëc`qU 

6 mIl` z}a 
anHzYG$ 

mIl` z}alLn G$l^ f§më_lY§U` mvS=qa ^ZgÝ_lÀ_l 
cnUYclS=q ^l. @§UI©U @Vl©ÝcqiG$ _l§LnG$Rx=Y UmlfxY 
JnTn, `Nl Zgdln} UmlfxY JnTn, zYa§z}U fncG$l§Ln 
^lzfG$ zYcl©g ]ËUl z}an U_l` G$ê$Y UmlfxY JnT, 
àclf ]ËUl z}an U_l` G$ê$Y UmlfxY JnTn, }lnYf, 
flYvI«g @YvWl`, ^glIlA© ]ËUl z}a U_l` 
G$`Tn/UmlfxY JnTn c c`qaà^lTn mxU©Ul G$ê$Y 
f§}§zXU fncG$l§À_l }±G$HlUq `ŠG$^ N^l G$`TnflQ=q 
c`qaà^lTn mxU©Ul G$`Tn.

G$l^lLn ñcê$mlYvfl` 
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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 mIl` z}a 
anHzYG$ 

UmlfTq mVG$ c IñUqmVG$ _l§Yq NG$lU LxG$cxY 
@lTanë_l ^lalc` NG$lU c W§R= @lG$l`Ê_lU 
@lë_lc` ^l.@l_lUG$` à^vH _l§Ln ^lÝ_UnYn f§}§zXU 
G$^©Llè_l§Yl 20% ^vdlZg`l WnTn}l}U @ljl 
Olë_lf Ë_l§Lq 20% ^vdlZg`lLn z}an U_l` G$ê$Y 
c Ë_l^XxY ì_cfl_G$`/@l_lG$` `G$^nLq cfxaq 
G$ê$Y f§}§zXU z}an c`qaà^lTn UmlfxY JnC$Y Uq 
f§}§zXU fncG$lf XlYlìWnndlìWl`n @lWl G$`TnLq 
G$l_©clgq G$`cq. 

^vdlZg`l ^lÝ_Ul 
àG$`T 

G$l^lLn ñcê$mlYvfl` 
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