
PM-6666

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 mlnñP= mlf©a 
zazmG$

1. mlnñP= HlË_lUxY àlá G$éY JnUanë_l UŠË_lÀ_l 
^lZgUqcéY f}§zXUl§Yl YlnP=qfl G$lS=Tn.
2. G$lS=anë_l YlnP=qfl§c` NlcG$ G«$^l§G$ Yln§WcxY 
P=mlacgqU Yl{WzcTn.  
3. YlnP=qfl mlZG$P=lU ]`Tn c mlZG$P=lc` Ylc c mËUl 
Yl{WzcTn c Ë_lc` mlnñP=lLn zUZG$P= alcTn.
4. ^xh àUqc` P=mla HlË_lLl zdŠG$l ^léY mlnñP= 
mlf©a Ufa^lU HLl©Ln z}a U_l` G$éY @§UI©U 
@Vl©oÝciG$ zc]lIlG$Rx=Y UmlfTq G$éY JncxY 
z}alLq `ŠG$^ G$lne G$l_l©a_lG$Rx=Y @lTTn. mlnñP= 
mlf©a `ŠG$^nLq mlnñP= mlf©a Ufa^lU ZG$W©c` 
N^nLq Yl{W JnTn.
5. YlnP=qflà^lTn @l_lUWl`l§Lq NG$lU cfxa G$`Tn.
6. G°$d ZG$Wtal N^l `ŠG$^nLq Yl{W JnTn.
7. N^l `ŠG$^nLl LaY G$éY ]`Tl G$`Tn.

@l_lUG$` zY_^ 21 (A) 7 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 …- mlnñP= mlf©azc]lI …- mlnñP= mlf©azc]lI …- mlnñP= mlf©azc]lI …- mlnñP= mlf©a G$l^lLn Ylc …- G$l^lLn Ylc …- G$l^lLn Ylc …- G$l^lLn Ylc …- mlnñP=l^l[©$U YlIZ`G$l§Yq ^lIzcanë_l mlf©a}l}U mlnñP= HlË_lUxY UŠUn àlá G$ê$Y JnTn c Ë_l @lXl`n YlIZ`G$l§Yl 
YlnP=qfl G$lS=Tn c NG$lUG$` cfxa G$`Tn.  
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Sr.No. Designation Activity Description Required 

Documents 

Applied Rule/Section/ 

Standing Order etc.

Time Required Remarks

1 mlnñP= mlf©a 
zazmG$

1. mvTn `nëcn ñP=ndY _nVxY  @l`.D^.Df. _nVn NlcxY 
ñmqR= mlnñP= mlf©aLn UŠUn zcG$U JnTn zce_q _ln½_ 
Ë_l `ŠG$^nLn mÌ U_l` G$éY JnTn c mvTn `nëcn ñP=ndY 
_nVqa ^lnanZWYl mlnñP= @l°z[$f^Ü_n fW`Ln mÌ c 
`lnH `ŠG$^ WncxY Ë_lLq mlcUq JnTn. fW`Lq mlcUq 
@l`.D^.Df. _nVn WlHcxY 1 ^ZgÝ_lLn UŠUn JnTn.

---- 1 ^ZgYl

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 …- mlnñP= mlf©azc]lI …- mlnñP= mlf©azc]lI …- mlnñP= mlf©azc]lI …- mlnñP= mlf©a G$l^lLn Ylc …- NG$lUG$`lLq ^lITq. G$l^lLn Ylc …- NG$lUG$`lLq ^lITq. G$l^lLn Ylc …- NG$lUG$`lLq ^lITq. G$l^lLn Ylc …- NG$lUG$`lLq ^lITq. 
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Sr.No. Designation Activity Description Required 

Documents 

Applied Rule/Section/ 

Standing Order etc.

Time Required Remarks

1 mlnñP= mlf©a 
zazmG$

2. @l`.D^.Df.G$Rx=Y @lTanë_l _lWqLq M=lYTq 
G$`Tn. fW`qa _lÚl§^XxY `lÁ_ f`G$l`q @l°z[$fnf, 
f`G$l`q gl°ñmqP=an, z^zaP=`q gl°ñmqP=an,  D.D[$. 
D^.fq. (@l^© [$lnf|f ^nZR=G$a G$l°anN) D@` [$lnf© 
alngIl§c _l§Yl cIhxY YlIZ`G$/ì_lml`q/ 
f§ñVl/G§$mÝ_l _l§Yl NG$lU zY_^ G«$.21 mZ`zdîP= 
"A' ^lITqmÌG$ U_l` G$éY mlQ=zcTn. àË_nG$ 
^lITqmÌG$lc` mlnñP= mlf©a zc]lI à^vH ågTxY 
ñcli`q G$`Tn. U_l` Olanaq ^lITqmÌGn$ @.G«$. 
WncxY NlcG$ }l`zYdq^Ü_n BU`zcTn c U_l` Olanaq 
^lITqmÌGn$ mvÝgl mlnñP= mlf©a Ufa^lU ZG$Wt^Ü_n 
BU`zcTn. ^lITqmÌG$l§Yl (YlnP=qfl) alcÊ_lU 
_nTlè_l mlnñP= zUZG$P=l§Ll Zgdln} Q=ncTn c Olanë_l 
HLl©Lq z}an U_l` G$éY @l°ZR=P= zc]lIlG$Rx=Y 
UmlfxY JnTn. z}an P=°ã_xandY G$éY ^§Nx` G$éY 
JnTn.fW` z}a UmlfxY Olë_lY§U` Ë_lLn m¡fn @lTTn 
c Ë_lLq zUZG$P=n zfP=q mlnñP=lUxY @lTTn.

@l_lUG$` zY_^ 21 (A) 1 ZWcf 

YlnP=qfl 7 ZWcf

}qa U_l` G$`Tn 3 ZWcf  
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Sr.No. Designation Activity Description Required 

Documents 

Applied Rule/Section/ 

Standing Order etc.

Time Required Remarks

1 mlnñP= mlf©a 
zazmG$

3. U_l` Olanaq ^lITqmÌGnn$ (YlnP=qfl) mvñUG$lUxY 
[$lRx=Y Ë_lÀ_l JR=_l JlaxY Ë_lc` mlnñP=lLn zUZG$P=n 
R=G$zcTn. (1 al°P=-200 YlnP=qfl) U_l` Olanaq 
^lITqmÌGn$ (YlnP=qfl) mlnñP=lU WncxY mlnñP=lLn mlnglnL 
ågTxY zdŠGn$ JnTn.

2 ZWcf

1 mlnñP= mlf©a 
zazmG$

4. NG$lU ]`TnflQ=q @lanë_l ì_ŠUqf "D' [$l°^© 
(HlÌqmÌG$) mxT© ^lZgUq WnTn. Ë_l§À_lG$Rx=Y 
@l_lUG$`lLq àLzaU W`lYvfl` _ln½_ Uq `ŠG$^ 
cfxa G$éY `lnH `ŠG$^nLq mlcUq WnTn c m¡fn JnTn. 
ZWcf]`lU Olanë_l mŠŠ_l mlcUqLq `lnN ZG$W© c 
G°$d}vG$^Ü_n Yl{WzcTn. }±Gn$U `lnH `ŠG$^nLl ]`Tl 
G$`TnflQ=q LaY U_l` G$`Tn. N^l Olanaq G°$d 
DG$cP= G$éY V¡aq zfa}§W G$éY zd`ñUnWl` _l§À_l 
Ulã_lU WnTn.
5. Wþfè_l ZWcdq fG$lhq DL.R=q.D[$.fq. }±Gn$Uqa 
fncG$ @lë_lc` G°$d Ë_l§À_lG$R=n N^l G$éY LaY c 
G°$d}vG$lc` mlnglnL JnTn. `lnNÀ_l ]`Ê_lLq ]`Tl 
`zNñP=`al Yl{W JnTn.

4 ZWcf 
W¡Y§ZWY G$l^G$lN 

76


