
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$ G$lIWmÌn@lcí_G$ G$lIWmÌn@lcí_G$ G$lIWmÌn@lcí_G$ G$lIWmÌn G$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 mnÝdY zc]lI 
à^vH 

1. fncG$ fnclzYc¥ËU, DnoÀM=G$ fnclzYc¥ËU f§W]l©U 
f§}§zXU fncG$lf f^i G$l_l©a_lU }lnalcxY mnÝdY 
àG$`Tq zcZgU Y^vÝ_lU 3 ^ZgYn @IlnW` [$l°^© ]ê$Y 
JnnTn, fnclmvñUG$ c f§ITG$ zà§P=fg àG$`T U_l` 
G$ê$Y mnÝdY zc]lIlG$R=n mlQ=zcTn, ^_U fncG$ 
@fë_lf f§}§zXU cl`flf G$l_l©a_lU f^i 
}lnalcxY [°$z^aq mnÝdY f§W]l©U cl`flf 12 Y§. [$l°^© 
]ê$Y JnTn.

^Yml f§}§zXU }±Gn$Ln 
Ylg`G$U WlHan, 
LlhHlË_lLl Ylg`G$U 
WlHal, `ndYG$lR=© 

àlá Olë_lc` 
1 ZWcf

2 ^v»_ anHmla 
(mnÝdY zc]lI) 

2. mnÝdY àG$`Tq UmlfTq G$ê$Y ^v»_anHl mZ`iG$ 
_l G$l_l©a_lG$R=n mlQ=zcTn.

1 ZWcf 

3 ^v»_ anHlmZ`iG$ 
G$l_l©a_ 

3. mnÝdY àG$`Tq fHlna UmlfTq G$ê$Y @linmlLq 
mxU©Ul G$`Ê_lf§W]l©U mnÝdY zc]lIlG$R=n mlQ=zcTn.

2 ZWcf 

4 ^v»_ anHlmla 
(mnÝdY zc]lI) 

4. ^v»_ anHlmZ`iG$ _l§À_lG$Rx=Y @lanë_l 
@linmlLq mvU©Ul G$`Ê_lf§W]l©U f§}§zXU HlË_lf 
G$hzcTn.

@.G«$. 4 Un 7 flQ=q 
8 ZWcf 

5 mnÝdY zc]lI 
à^vH 

5. mnÝdY àG$`Tq f§mxT© @linml§Lq mvU©Ul G$ê$Y JnC$Y 
àG$`T m`U ^v»_ anHlmla (mnÝdY zc]lI) _l§LnG$R=n 
mlQ=zcTn.  

f§mxT© mnÝdY àG$`T 

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 …- mnÝdYzc]lI …- mnÝdYzc]lI …- mnÝdYzc]lI …- mnÝdY G$l^lLn Ylc …- zYc¥ËU cnUY àG$`Tn.G$l^lLn Ylc …- zYc¥ËU cnUY àG$`Tn.G$l^lLn Ylc …- zYc¥ËU cnUY àG$`Tn.G$l^lLn Ylc …- zYc¥ËU cnUY àG$`Tn.

131 Sheet 1



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$ G$lIWmÌn@lcí_G$ G$lIWmÌn@lcí_G$ G$lIWmÌn@lcí_G$ G$lIWmÌn G$a^/zY_^/ñVl_q G$a^/zY_^/ñVl_q G$a^/zY_^/ñVl_q G$a^/zY_^/ñVl_q 
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G$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

6 ^v»_ anHlmZ`iG$ 
G$l_l©a_ 

6. mnÝdY àG$`Tq f§mxT© @linml§Lq mvU©Ul Olë_lY§U` 
mnÝdY àG$`Tq ^lÝ_Ul WnC$Y mnÝdY zc]lIlG$R=n 
mlQ=zcT. 

7 ^v»_ anHlmla 
(mnÝdY zc]lI) 

7. mnÝdY àG$`Tq ^lÝ_Ul z^hlë_lY§U` fW` 
àG$`Tlf mq.mq.@ln.G«$. WnTn, f§}§zXulf mnÝdY @lWl 
G$`Ê_lLq àG«$r_l fvê$ G$`Tn.
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Remarks
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mWmWmWmW G$`lc_lLn G$l^G$`lc_lLn G$l^G$`lc_lLn G$l^G$`lc_lLn G$l^ @lcí_G$ G$lIWmÌn@lcí_G$ G$lIWmÌn@lcí_G$ G$lIWmÌn@lcí_G$ G$lIWmÌn G$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 @lcG$ }l`zYdq 
zazmG$

cl`flYn Wn_ `ŠG$^l z^hTn}l}U Gn$anal 
@N©G$l_©zcc`T `zNñP=`q Yl{WcxY mnÝdY zc]lI à^vH 
_l§Ln G$R=n mlQ=zcTn.

^Yml f§}§XqU }±Gn$Ln 
Ylg`G$U WlHan, 
LlhHlË_lLl Ylg`G$U 
WlHal, `ndYG$lR=©

1 ZWcf 

2  mnÝdY zc]lI 
à^vH

f§}§XqU cl`flG$Rx=Y A§R=noåYP=q [$l°^© f§W]l©U ^_U 
WlHal, }±G$ Ylg`G$U WlHan,c AU` UW@Yve§zIG$ 
G$lIWmÌn ^lIzcTn.

@N© àlá OlanY§U` 
cl`fWl`lf fËc` BËU` 

mlQ=zcTn

3  mnÝdY zc]lI 
à^vH

^_U fncG$lf ^Yml G$Rx=Y Wn_ `G$^nLl WlHal U_l` 
G$`Tn fW`Ll WlHal ^l.@§U©IU @Vl©zÝciG$ 
_l§À_lG$Rx=Y UmlfTq G$éY JnTn.(UlnneWlY `ŠG$^ 
WlHal ^l. Bm ^v»_anHlmla (@zUZ`ŠU) _l 
G$l_l©a_lG$Rx=Y JnTn.)

2 ZWcf 

4 @§U©IU 
@Vl©zÝciG$

@YmnR= ]`anë_l LaYlcéY Wn_ `ŠG$^l N^l 
@fë_l}l}ULq HlU` N^l G$éY WlHal UmlfTn.

@.G«$.4 Un 20 flQ=q 
20 ZWcf 

5 mnÝdY zc]lI 
à^vH

^_U fncG$lÀ_l cl`flf§}§Xq HlÌq G$`Ê_l G$`qUl 
HlË_l^l°[©$U G$`lc_lLl Ll¡G$dq Ll [$l°^© f§}§nXqU 
fncG$lÀ_l `lgÊ_lLl  mËUl  Á_l inÌq_ G$l_l©aÀ_l 
G$l_©inÌlU @fna Ë_l inÌq_ G$l_l©a_lG$R=n mlQ=zcTn.

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 …- mnÝdY zc]lI …- mnÝdY zc]lI …- mnÝdY zc]lI …- mnÝdY G$l^lLn Ylc …- A§RnzåYP=q }l°ÝR= àG$`T (^_U fncG$lÀ_l cl`flf Wn_ `ŠG$^l WnTn}l}U.)G$l^lLn Ylc …- A§RnzåYP=q }l°ÝR= àG$`T (^_U fncG$lÀ_l cl`flf Wn_ `ŠG$^l WnTn}l}U.)G$l^lLn Ylc …- A§RnzåYP=q }l°ÝR= àG$`T (^_U fncG$lÀ_l cl`flf Wn_ `ŠG$^l WnTn}l}U.)G$l^lLn Ylc …- A§RnzåYP=q }l°ÝR= àG$`T (^_U fncG$lÀ_l cl`flf Wn_ `ŠG$^l WnTn}l}U.)
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Sr.No. Designation Activity Description Required 

Documents 

Applied Rule/Section/ 

Standing Order etc.

Time Required

6 @l`ln½_ zYZ`iG$$ 
inÌq_$ G$l_l©a_

^_U fncG$lÀ_l `lgË_l mËË_lc` f^i NlC$Y 
cl`flf§}§XlU HlU` N^l G$éY [$l°^© ]éY JnTn cl`f 
HlÌq [$l°^©c` inÌq_ @zXG$`q, @l`ln½_ zYZ`iG$ 
_l§À_l fg_l JnC$Y [$l°^© f§}§XqU HlË_lG$R=n mlQ=zcTn.

7 mnÝdY zc]lI 
à^vH

@lcí_G$ G$lIWmÌn f^lzcîP= G$éY ^l. fëalIl` 
G$l^Il`  _l§À_l ^l[©$U ^l.Bm @l_vŠU (zcdne) 
_l§À_lG$R=n A§R=noåYP=q c Nlz^Y G$W}l zagÿY JnC$Y 
`ŠG$^l @Wl G$`Ê_lf§W]l©U ^lÝ_Ul z^hTn}l}U 
àñUlc flW` G$`Ê_lU _lcl.

8 ^l. fëalIl` 
G$l^Il` 

Wn_ `ŠG$^l}l}U G$lIWmÌl§Lq HlU` N^l G$éY ^l. 
Bm@l_vŠU (zcdne) _l§À_lG$R=n zd[$l`f G$éY àG$`Tn 
mlQ=zcTn. (àG$`Tq @linm @fë_lf Ë_l}l}ULq 
mxU©Ul HlË_lG$R=xY G$éY JnTn.)

9 ^l. Bm@l_vŠU 
zcdne

^l. fëalIl`(G$l^Il`) _l§À_l zd[$l`dq Yvfl` Wn_ 
`ŠG$^l§}l}U ^lÝ_Ul WnTn.

10 ^l. fëalIl` 
G$l^Il` 

^lÝ_ àG$`T f§}§XqU HlË_lG$R=n mvS=qa mvU©UnnflQ=q 
mlQ=zcTn.

11 mnÝdY zc]lI 
à^vH

1. ^l. zcXq fëalIl` _l§À_lG$R=n ^fvWl [$r c ^fvWl 
z^hTn}l}U G$hzcTn.

G$l^G$lNlYvfl`
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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

Sr.No. Designation Activity Description Required 

Documents 

Applied Rule/Section/ 

Standing Order etc.

Time Required

12 zcXq fëalIl` 
G$l_l©a_ 

2. f§}§XqU HlË_lG$R=xY ^fvWl [$rLn  LaYlLl ]`Tl 
G$éY fW` LaYlLq àU  àlá Olë_lY§U` ^fvWl 
HlË_lf BmaãX G$éY WnTn.

13 mnÝdY zc]lI 
à^vH

3. ^fvWl BmaãX Olë_lY§U` Uln ]ê$Y zcXq 
fëalIl` G$l_l©a_lG$Rx=Y UmlfxY JnTn.

14 zcXq fëalIl` 
G$l_l©a_ 

4. ^fvWl UmlfxY WnTn.

15 mnÝdY zc]lI 
à^vH

5. cl`fl§G$Rx=Y ^fvWl ñP°=åm mnm`c` (ê$.200 À_l 
ñP=°åmc`) P=lA©m G$ê$Y JnTn.

16 mnÝdY zc]lI 
à^vH

6. f§}§zXU cl`fl§Yl c Nl^qYWl`l§Yl Bm@l_vŠU 
(zcdne) G$l_l©a_lU fgqflQ=q f^i JnC$Y NlTn.

17 Bm @l_vŠU 
(zcdne) G$l_l©a_ 

7. f§}§XqU cl`fl§À_l c Nl^qYWl`l§À_l HlU` N^l 
G$ê$Y A§ÊR=no½YP=q }l°ÊR=c` fgq JnC$Y àG$`T f§}§XqU 
HlË_lG$R=n fvm©U G$`Tn. 

18 mnÝdY zc]lI 
à^vH

8. HlË_lG$R=qa f§}§XqU `ŠG$^l @lWl G$`Tn f§W]l©U 
z}an U_l` G$`Tn,@§UI©U @Vl©ÝcqiG$  _l§LnG$Rx=Y 
UmlfÊlq G$ê$Y JnC$Y f§}§zXU cl`fl§Yl `ŠG$^l @lWl 
G$`Tn

19 mnÝdY zc]lI 
à^vH

9. UlneWlY `ŠG$^ @lWl G$`Tn f§W]l©U A§ÊR=no½YP=q 
}l°ÊR= c Nl^qY G$W}l àG$`T Bm anHlmla (@zU) 
_l§LnG$R=n mlQ=zcTn
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G$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

20 Bm anHlmla 
(@zU) 

10. UlneWlY `ŠG$^ @lWl G$`Tn .
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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$ G$lIWmÌn@lcí_G$ G$lIWmÌn@lcí_G$ G$lIWmÌn@lcí_G$ G$lIWmÌn G$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$l^lal alITl`l G$l^lal alITl`l G$l^lal alITl`l G$l^lal alITl`l 
cnhcnhcnhcnh

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 1. YlnG$`q f§W]l©U cl`flLl @N© G$l_©zcc`T `zNñP=` 
Yl{WcxY mnÝdY zc]lI à^vH _l§LnG$R=n WnTn.

@.G«$.1 Un 9 flQ=q 
1 ^ZgYl  

2 mnÝdY zc]lI 
à^vH 

2. @N© àlá Olë_lc` fëalIl` G$l^Il` 
_l§À_lG$R=qa mZ`zdîP= @ à^lTn fncG$l§G$Rx=Y/ 
cl`fl§G$Rx=Y G$lIWmÌn BmaãX G$ê$Y JnTn. 

3 mnÝdY zc]lI 
à^vH 

3. f§}§zXU cl`f ^Yml fncnU Yfë_l}l}Ll WlHal 
@l`ln½_ G$l_l©a c YI` @z]_§Ul G$l_l©a_ _l§LnG$Rx=Y 
mÌ ì_cgl` G$ê$Y D.P=q.mq WlHal ^lIzcTn 

4 @l`ln½_ c YI` 
@z]_§Ul G$l_l©a_

f§}§zXU HlË_lf D.P=q.mq.WlHal BmaãX G$ê$Y WnTn. 

5 mnÝdY zc]lI 
à^vH 

f§}§zXU cl`flLq ^lzgUq JnTn f§W]l©U cl`flÀ_l 
`lgË_l mË_lc` f^i NlC$Y ^lzgUq (zcgqU Y^vYl) 
JnTn }l}U f§}§zXU inzÌ_ G$l_l©a_lG$R=qa zc]lIq_ 
@l`ln½_ zY`qiG$ _l§Yl mÌ WnTn.

6 zc]lIq_ @l`ln½_ 
zY`qiG /@l`ln½_ 

zY`qiG$ $

f§}zXU cl`fl§À_l `lgË_l mË_lc` f^i NlC$Y 
cl`fl§Lq ^lzgUq JnTn c f§W]q©U [$l°^©c` ñcli`q G$ê$Y 
f§}§zXU HlË_lG$R=n mlQ=zcTn.

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 …- mnÝdY zc]lI …- mnÝdY zc]lI …- mnÝdY zc]lI …- mnÝdY G$l^lLn Ylc …- @YvG§$ml Yn^TxG$ c 1985 cl`f G$`l` G$l^lLn Ylc …- @YvG§$ml Yn^TxG$ c 1985 cl`f G$`l` G$l^lLn Ylc …- @YvG§$ml Yn^TxG$ c 1985 cl`f G$`l` G$l^lLn Ylc …- @YvG§$ml Yn^TxG$ c 1985 cl`f G$`l` 
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P=ßml P=ßml P=ßml P=ßml 
G«$^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$ G$lIWmÌn@lcí_G$ G$lIWmÌn@lcí_G$ G$lIWmÌn@lcí_G$ G$lIWmÌn G$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$l^lal alITl`l G$l^lal alITl`l G$l^lal alITl`l G$l^lal alITl`l 
cnhcnhcnhcnh

dn`ldn`ldn`ldn`l

Sr.No. Designation Activity Description Required 

Documents 

Applied Rule/Section/ 

Standing Order etc.

Time Required Remarks

7 mnÝdY zc]lI 
à^vH 

zc]lIq_ @l`ln½_ zY`qiG$ _l§LnG$Rx=Y cl`fl§Lq HlÌq 
Olë_l}l}ULl zczgU Y^xÝ_lUqa [$l°^© fg f§}§zXU 
àG$`T fc© G$lIW mÌlfg mnpNI G$ê$Y Yn^TxG$ 
^lÝ_UnflQ=q ^l.fg.^gl.@l_vŠU (pNJ), fncG$ cI© 
zc]lI _l§LnG$R=n mlQ=zcTn. 

8 fg.^gl.@l_vŠU 
(pNJ), fncG$ cI© 

zc]lI 

àG$`Tq UmlfTq G$ê$Y @linm Yfë_lf Yn^TxG$r 
}l}U G$l_©clgq G$`Tn, @linm @fë_lf HlË_lG$R=n 
G$hzcTn.

9 mnÝdY zc]lI 
à^vH 

àG$`Tq ^l.fg.^gl.@l_vŠU (pNJ), fncG$ cI© 
zc]lI _l§LnG$Rx=Y @lanë_l @linmlLq mvU©Ul G$ê$Y 
m`U mlQ=zcTn.
W`^glÀ_l ^l.fëalIl` G$l^Il` _l§À_lG$R=n glnTlè_l 
m§X`l zWcfl§À_l z^P=sI^Ü_n àG$`Tl}l}U mvU©Ul 
@gcla flW` 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$ G$lIWmÌn@lcí_G$ G$lIWmÌn@lcí_G$ G$lIWmÌn@lcí_G$ G$lIWmÌn G$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 @lcG$ }l`zYdq fncG$cI© zc]lIlG$Rx=Y G$hzcTnU @lanaq fnclzYc¥ËU 
fncG$l§Lq _lWq f§}§zXU z}a anHzYG$ _l§LnG$R=n 
cZ`îQ=l§À_l ñcli`qYn mlQ=zcTn

fnclzYc¥ËU fncG$l§Lq _lWq Ul}R=Uln} 

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 …- mnÝdY zc]lI …- mnÝdY zc]lI …- mnÝdY zc]lI …- mnÝdY G$l^lLn Ylc …- G$l^lLn Ylc …- G$l^lLn Ylc …- G$l^lLn Ylc …- 
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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$ G$lIWmÌn@lcí_G$ G$lIWmÌn@lcí_G$ G$lIWmÌn@lcí_G$ G$lIWmÌn G$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

2 mIl` z}a 
anHzYG$  

fnclzYc¥ËU fncG$l§Lq _lWq àlá Olë_lY§U` Ë_lLq Yl{W 
G$l_©zczc`T `zNñP=`al JnTn c f§}§zXU fnclzYc¥ËU 
glnTlè_l fncG$lf zG$^lY 3 ^zgYn @IlnW` Ufn mÌlYn 
G$hzcTn.
fnclzYc¥ËU glnTlè_l fncG$lLl NY`a àl°. [§$R=lÀ_l 
@l§zU^ zgdln} UmlfTq }l}ULl [$l°^© U_l` G$ê$Y 2 
^zgYn @IlnW` Uln @§UI©U @Vl©oÝciG$-àl°.[§$R= zc]lI 
_l§À_lG$R=n mlQ=zcTn. fncl zYc¥ËU glnTlè_l fncG$lLl 
@§zU^ `Nl zgdln} (@mxTl©G$l§Uqa) U_l` G$ê$Y Uln 
@§UI©U @Vl©oÝciG$ _l§LnG$Rx=Y UmlfxY JnTn.fncG$lÀ_l 
fnclzYc¥ËU zWYl§G$lU zdëaG$ @fanë_l gŠG$lÀ_l 
`NnLn cnUY @lWl G$`TnflQ=q fncG$lLq ^lITq @Nl©c` 
ñcli`q JnC$Y NlñUqU NlñU UqYdn zWcfl§Ln @Vcl 
NncS=q `Nl zdëaG$ @fna Ë_l `NnLn cnUY z}a U_l` 
G$ê$Y Un @§UI©U @Vl©oÝciG$ _l§LnG$Rx=Y UmlfxY 
@lTxY fnclzYc¥ËU zWYl§G$lf fncG$lf àl°.[§$R= c 
zdëaG$ `NnLn cnUY @lWl G$`lcn. 
c`qa G$l_©clgq mxT© Olë_lY§U` fncG$l§Ln fnclmvñUG$ 
mnÝdY zc]lI à^vH _lLnG$R=n mlQ=zcTn.

fnclzYc¥ËU fncG$l§Lq _lWq, 

fncl mvñUG$, fncG$lLl 
zdëaG$ `NnLn cnUY ^lITq 
@N© 

Ul}R=Uln} 

DG$ 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$ G$lIWmÌn@lcí_G$ G$lIWmÌn@lcí_G$ G$lIWmÌn@lcí_G$ G$lIWmÌn G$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

3 mnÝdY zc]lI 
à^vH

fncG$  fnclzYc¥ËU, D¡oÀM=G$ fnclzYc¥ËU  f§W]l©U 
f§}§XqU fncG$lf f^úl G$l_l©a_lU }lnalcxY mnÝdY 
àG$`Tq zczgU Y^vÝ_lU 3^zgYn @IlnW` [$l°^© ]éY 
JnTn.  fnclmvñUG$ c f§ITG$ pàP=fg àG$`T U_l` G$éY 
mnÝdY zc]lIlG$R=n mlQ=zcTn. ^_U fncG$ @fë_lf 
f§}§XqU cl`flf G$l_l©a_lU f^i }lnacxY [°$z^aq 
mnÝdY f§W]l©U cl`flf 12 Y§}`Ll [$l°^© ]éY JnTn.

^Yml f§}§XqUzUÝgq }±Gn$Ln 
Ylg`G$U 

WlHan,LlhHlË_lLl 
Ylg`G$U WlHal,`ndYG$lR=©

àlá Olë_lY§U` 1 ZWcf

4 ^v»_ anHlmla 
(mnÝdY zc]lI)

mnÝdY àG$`Tq UmlfTq G$éY ^v»_anHl mZ`iG$ _l 
G$l_l©a_lG$R=n mlQ=zcTn.

f§mxT© mnÝdY àG$`T DG$ zWcf 

5 ^v»_ anHlmZ`iG$ 
G$l_l©a_

mnÝdY àG$`Tq fHlna UmlfTq G$éY @linmlLq 
(@fë_lf)mvU©Ul G$`Ê_lf§W]l©U mnÝdY zc]lIlG$R=n 
mlQ=zcTn.

f§mxT© mnÝdY àG$`T DG$ zWcf 

6 ^v»_ anHlmla 
(mnÝdY zc]lI)

^v»_anHlmZ`iG$ _l§À_lG$Rv=Y @lanë_l @linml§Lq 
mvU©Ul G$`Ê_lf§W]l©U f§}§XqU HlË_lf G$hzcTn.

f§mxT© mnÝdY àG$`T DG$ zWcf 

7 mnÝdY zc]lI 
à^vH

mnÝdY àG$`Tq @linmlLq mvU©Ul G$éY JnC$Y àG$`T 
m`U ^v»_ anHlmla (mnÝdY zc]lI) _l§LnG$R=n 
mlQ=zcTn.

f§mxT© mnÝdY àG$`T DG$ zWcf 

8 ^v»_ anHlmZ`iG$ 
G$l_l©a_

mnÝdY àG$`Tq f§mxT© @linml§Lq mxU©Ul Olë_lY§U` 
mnÝdY àG$`Tq ^lÝ_Ul WnC$Y mnÝdY zc]lIlG$R=n 
mlQ=zcTn.

f§mxT© mnÝdY àG$`T DG$ zWcf 

9 ^v»_ anHlmla 
mnÝdY zc]lI 

à^vH

mnÝdY àG$`Tq ^lÝ_Ul z^hlë_lY§U` fW` àG$`Tlf 
mq.mq.@ln.G«$. WnTn, f§}§XqUlf mnÝdY @Wl G$`Ê_lLq 
àG$r_l fvé G$`Tn.

f§mxT© mnÝdY àG$`T DG$ zWcf 
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