
PM-17171717

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 dn`ldn`ldn`ldn`l

Sr.No. Designation Activity Description Required 

Documents 

Applied Rule/Section/ 

Standing Order etc.

Time Required Remarks

1 `nG$l°R=© zc]lI 
à^vH

1. fc© NG$lU YlŠ_l§G$Z`Ul alITl`q mvñUGn$ c fc© 
àG$l`Ln [$l°^©f M=mlA© G$`Tn.
2. ZW.31/3/00 `lnNq `lÌq 12.00 clNUl zd[P= 
}§W G$`Tn c ZW.1/4/00 `lÌq 12.00 Y§U` zd[P= 
Llax G$éY YlG$l ]`Tl LaY G$lSx=Y Zgdln} 
G$`Tn}l}U.$ 
3. àlßU fxLYlYvfl` 1 c 2 }l}U mZ`mÌG$lLl 
^fvWl U_l` G$`Tn.
4. ^fvWl @calnG$YlflQ=q fgl.@l_lUG$` @XqiG$ 
_l§LnG$R=n mlQ=zcTn.

NG$lUG$`lÀ_l 
BIcTqflQ=q 

YlŠ_l§c` alITl`n 
cnIcnIh_l àG$l`n 
[$l°^© @l_lUG$` 

zY_^l§UI©U _nTl`n 
fc© àG$l`Ln [$l°^© 
G$l_l©a_ mZ`mÌG$ 

^v§}A© àl§zUG$ ^glYI`mlzaG$l 
@zXzY_^ 1949

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 …- `nG$l°R=©zc]lI …- `nG$l°R=©zc]lI …- `nG$l°R=©zc]lI …- `nG$l°R=© G$l^lLn Ylc …- mZ`mÌGn$ U_l` G$`Tn.G$l^lLn Ylc …- mZ`mÌGn$ U_l` G$`Tn.G$l^lLn Ylc …- mZ`mÌGn$ U_l` G$`Tn.G$l^lLn Ylc …- mZ`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$ 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 dn`ldn`ldn`ldn`l

Sr.No. Designation Activity Description Required 

Documents 

Applied Rule/Section/ 

Standing Order etc.

Time Required Remarks

2 fgl.@l_lUG$` 
@XqiG$

1. ^fvWl @calnG$Y G$éY Ë_l^Ü_n [n$`[$l` WþéñUq/ 
}Wa G$éY @l_lUG$` à^vH _l§LnG$R=n ñcli`qflQ=q 
mlQ=zcTn.

3 ^l.@l_lUG$` 
à^vH

2. mZ`mÌG$ ^fvWl @canlG$Y G$éY  _ln½_ Uq WþéñUq 
G$éY  ñcli`q G$`Tn.

4 `nG$l°R=© zc]lIà^vH 3. [n$` mZ`mÌG$ U_l` G$éY ñcli`qflQ=q 
fgl.@l_lUG$` @XqiG$ _l§LnG$R=n mlQ=zcTn.

5 ^l.@l_lUG$` 
à^vH

4. mZ`mÌG$lc` ñcli`q G$`Tn.

6 `nG$l°R=© zc]lIà^vH 5. (1) G$l_l©a_qY mZ`mÌGn$ G$l_©zcc`T `zNñP=`q 
Yl{W JncxY Ë_lÀ_l M=l_l§ZG$U àUq fc© NG$lU 
YlŠ_l§c` c Bm zc]lIl§G$R=n zcUZ`U G$`TnflQ=q R=l_`q 
zazmG$lG$R=n zYI©U G$`Tn.
(2) mZ`mÌG$ àlá Olë_lLq mlnglnL àlá G$éY JnTn.
(3) zce_lYvém mZ`mÌG$ [$lA©al DG$ àU alcTn.
(4) DG$zÌU [$lA©aal àU alcTn.

2 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

1 `nG$l°R=© zamqG$ @l_lUWl`/clgUvG$Wl` _l§Ln ^lITqYvfl` mlfl§À_l 
YŠG$al f§W]l©U YŠG$a zc]lIlG$Rx=Y @lanal @N© 
G$l_©zcc`Tq `zNñP=`q Yl{W JnTn.

^v§}A© àl§zUG$ @zXzY_^ 
458(45) Yvfl` 

1 ZWcf

2 `nG$l°R=© zamqG$ ^lITq @Nl©Yvfl` mlfl§À_l YŠG$al f§ITG$lc` U_l` 
G$ê$Y fl§ilpG$U G$ê$Y f§}§zXUlf fvmxU© G$`Tn.Ë_l 
f§W]l©U `nG$l°R=© NUY G$`Tn.

^lITq @N© @N© àlá Olë_lc`
1 ZWcf

3 `nG$l°R=© zamqG$ f§ITG$rG$`T Olanë_l Yl§Š_lG$`qUl }q.@ln.P=q.fna 
@§UI©U f§ITG$ ñP=ndY`q ^lITq G$`Tn. }q.@ln.P=q 
G$Rx=Y @lanaq ñP=ndY`q zczgU Y^vÝ_lUqa `zNñP=`q 
Yl{W JnTn c YlŠ_l§À_l ^lITqYvfl` cnhlncnhq ñP=ndY`q 
mv`zcTn c Ë_l}l}ULq Yl{W JnTn.

^lITq @N© ñP=ndY`q àlá Olë_lc` 
Ë_lL ZWcdq

4 `nG$l°R=© zamqG$ 1. YlŠ_lc` alITl`q M=mlA© (zczcX [$l°^©) 
_l}l}ULq M=mlA© ^Yml ^vÐTla_lG$Rx=Y G$ê$Y JnTn c 
^lITqYvfl` mv`cQ=l G$`Tn c Ë_lf§W]l©Lq `zNñP=`q Yl{W 
JnTn.

f§}§zXU YlŠ_lc`qa M=mlA© 
^lITq 

8 ZWcf 

5 `nG$l°R=© zamqG$ 2. ^Yml ^vÐTla_lG$Rx=Y @lanë_l M=mlA© G$l^lLq 
z}an (@°R=NñP=^{P=) G$l_©zcc`Tq `zNñP=`q Yl{W G$`Tn.

^Yml ^vÐTla_lG$R=qa  
}qan 

2 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$l°R=©zc]lI …- `nG$l°R=©zc]lI …- `nG$l°R=©zc]lI …- `nG$l°R=© G$l^lLn Ylc …- `nG$l°R=©/ñP=ndY`q UW²Yve§zIG$ G$l^n.G$l^lLn Ylc …- `nG$l°R=©/ñP=ndY`q UW²Yve§zIG$ G$l^n.G$l^lLn Ylc …- `nG$l°R=©/ñP=ndY`q UW²Yve§zIG$ G$l^n.G$l^lLn Ylc …- `nG$l°R=©/ñP=ndY`q UW²Yve§zIG$ G$l^n.
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P=ßml P=ßml P=ßml P=ßml 
G«$^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

6 3. ànf M=mlA© G$l^Lq z}an (@°R=NñP=^{P=) U_l` G$ê$Y 
^v»_ G$l_l©a_lG$R=qa BmaãX @fanë_l 
}lnP=HUlcTqU HL© PlG$TnG$`qUl zd`ñUnWl` _l§LnG$R=n 
fvmxU© G$`Tn.

^Yml ^vÐTla_lG$R=qa  
}qan 

7 zd`ñUnWl` 4. N^l/HLl©Lq z}an (@°R=NñP=^{P=) }lnP= HUlcTqU 
HL© P=lGx$Y Yl{W JnÊln.

^Yml ^vÐTla_lG$R=qa  
}qan 

1 Ulf 

8 `nG$l°R=© zamqG$ 5. N^l/HLl©Lq z}an (@°R=NñP=^{P=) UmlfTq G$`qUl 
@U§I©U @Vl©oÝciG$ _l G$l_l©a_l G$Rx=Y UmlfTq 
G$ê$Y JnTn c P=°}andY G$ê$Y f§G$aY zc]lIlG$R=n 
mvS=qa mvU©UnG$`qUl mlQ=zcTn.

^Yml ^vÐTla_lG$R=qa  
}qan 

1 ZWcf

9 `nG$l°R=© zamqG$ YlŠ_lc` clm`Ê_lU @lanaq f§ITG$ ñP=ndY`q c 
AG«$l`mÌ [$l°^©Ll flálzgG$ @gcla ^lIzcTn c 
@lanal @gcla G$l_©zcc`T `zNñP=` Yl{W 
G$`Tn.YlŠ_lc` mv`zcanaq ñP=ndY`q c @lanal 
flálzgG$ @gcla _l}l}ULq HlU` N^l G$`Tn, G$lgq 
@linmlgl© }l} @fë_lf ^l.@l_UG$` à^vH _l§À_l 
zYWd©Ylf Ëc`qU @lTTn.

YlŠ_lG$R=qa flálZgG$ 
@gcla 

1 ZWcf

10  zamqG$ @l_lUWl`, clgUvG$Wl`,  f§ñVl _l§Ln ^lIzTYvfl` 
YlŠ_lc` clm`Ê_lU _nTl`n zczgU [$l°^© zcG«$r G$`Tn, c 
Ë_lf§W]l©Ll W¡Y§zWY ]`Tl G$éY Ë_l}l}ULq `ŠG$^ 
@lG$R=ncl`q zc]lIlf G$hzcTn.

W¡Y§ZWY G$l^G$lNlLn cnhnU 
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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

11  zamqG$ ^l. f§ñVl c f`G$l`q G$l_l©a_n _l§Yl UmlfTqmVG$ 
zc]lIlLn mÌlYvfl` NG$lU ^l[$rLl mvñUG$ BmaãX 
G$éY WnTn, c Ë_l f§W]l©Lq Yl{W f§ITG$lc` JnTn.

W¡Y§ZWY G$l^G$lNlLn cnhnU 
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dn`ldn`ldn`ldn`l

Remarks
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dn`ldn`ldn`ldn`l

Remarks
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dn`ldn`ldn`ldn`l

Remarks
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PM-17171717

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 dn`ldn`ldn`ldn`l

Sr.No. Designation Activity Description Required 

Documents 

Applied Rule/Section/ 

Standing Order etc.

Time Required Remarks

1 `nG$l°R=© zc]lI 
à^vH

YlŠ_lc` clm`Ê_lU @lanan f§ITG$ ñP=ndY`q c AU` 
M=mlA© zcgqU Y^vÝ_lU `nG$l°R=© U_l` G$`Tn (NUY G$`Tn) 
G$l_l©a_lf @lcí_G$ @fë_lf ^lITqYvfl` `nG$l°R=©  
(mlf) BmaãX G$ê$Y WnTn. zczgU G$lalcXq Y§U` 
zY_^lYvfl` `nG$l°R=© zY`ñU G$`Ê_lLq G$l_©clgq G$`Tn.  

clm`Ê_lU @lanaq   
ñP=ndY`q/`nG$l°R=© 

mlf BmaãX G$ê$Y 
WnTnflQ=q 1 ZWcf

`nG$l°R=© zY`ñU G$`TnflQ=q 8 
ZWcf  

Process Manual Format

zc]lI …- `nG$l°R=©zc]lI …- `nG$l°R=©zc]lI …- `nG$l°R=©zc]lI …- `nG$l°R=© G$l^lLn Ylc …- gl_anìga P=±G$ ñcl`InP= G$l^lLn Ylc …- gl_anìga P=±G$ ñcl`InP= G$l^lLn Ylc …- gl_anìga P=±G$ ñcl`InP= G$l^lLn Ylc …- gl_anìga P=±G$ ñcl`InP= 

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_
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