
PM-8888

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 

zazmG$

1. z}NG$là^lTn NG$lU BIcTq Y G$`Ul ^Yml 

W`là^lTn NG$lU @lG$l`Tq 

2. NG$lU BIcTq G$`UlYl P=ŠGn$cl`q^Ü_n Olanaq 

LxG$

3. ^lalLn cT©Y, ZG¨$^U, cNY A. LxG$r^vhn NlWl 

JnUanaq NG$lU.

@N© c UW²Yve§zIG$ 

G$lIWmÌn

@l_lUG$` zY_^ 16 (1) 

@ Un g Yvvfl`

ñVl_q @lWnd 20

@Xl© zWcf

2 z}a zazmG$ @lanë_l @NlªLq M=lYTq G$éY z}a U_l` G$éY 

cZ`îQ= zazmG$lG$R=n mlQ=zcTn.

15 zWcf f§}§XqU UG«$l`q 

mlflLn YlŠ_lc`qa 

G$lIWmÌn c HlÌqmÌG$ 

BmaãX OlanY§U`

3 cZ`îQ= zazmG$ c`qa @N© c z}al§Lq UmlfTq G$éY c ñcli`q 

G$éY m`Ulcl zc]lIà^vH _l§LnG$R=n   mlQ=zcTn.

1 zWcf

4 m`Ulcl 

zc]lIà^vH

c`qa z}al§c` ñcli`q G$éY fgl.@l_lUG$` 

@XqiG$ _l§LnG$R=n ñcli`qflQ=q mlQ=zcTn.

@Xl© Ulf

5 fgl.@l_lUG$` 

@XqiG$

z}al§c` ñcli`q G$`Tn. @Xl© Ulf

6 @l°ZR=P=` (^v.an. 

G$l_l©a_)

c`qa fc© @NlªLq _lWqYvfl` UmlfTq @§Uq fc© 

z}an LnG$flQ=q G$lne G$l_l©a_lG$R=n mlQ=zcTn. 

1 zWcf

zc]lI …- Z`[§$R=zc]lI …- Z`[§$R=zc]lI …- Z`[§$R=zc]lI …- Z`[§$R= G$l^lLn Ylc …- UG«$l`q NG$lU m`UlclG$l^lLn Ylc …- UG«$l`q NG$lU m`UlclG$l^lLn Ylc …- UG«$l`q NG$lU m`UlclG$l^lLn Ylc …- UG«$l`q NG$lU m`Ulcl

Process Manual Format

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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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

7 G$lne (^v.an. 

G$l_l©a_)

z}alà^lTn LnG$ G$lSx=Y @l_lUWl`lf/@N©Wl`lf 

@lWl G$`Tn.

8 zWcf
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PM-8888

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 

zazmG$

1. NG$lU ^l[$rf mlÌ @fanë_l ^lalÀ_l }l}UqU. 

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

Ln G$a^ 146 (1) c (2) ^Xqa U`UxWqYvfl` @N© 

@lë_lY§U` G$l_©zcc`T `zNñP=`q Yl{W JncxY z}a 

zazmG$lG$R=n mlQ=zcTn.

@N© c UW²Yve§zIG$ 

G$lIWmÌn

@l_lUG$` zY_^lYvvfl` @Xl© Ulf

2 z}a zazmG$ @lanë_l @NlªLq M=lYTq G$éY z}a U_l` G$éY 

cZ`îQ= zazmG$lG$R=n mlQ=zcTn.

@Xl© ZWcf 

3 cZ`îQ= zazmG$ c`qa @N© c z}al§Lq UmlfTq G$éY f§mxT© àG$`T 

m`Ulcl zc]lIà^vH _l§LnG$R=n ñcli`qflQ=q mlQ=zcTn.

@Xl© Ulf

4 m`Ulcl 

zc]lIà^vH

m`Ulì_lLl UŠË_lc` ñcli`q G$éY @§zU^ 

ñcli`qflQ=q fgl.@l_lUG$` @XqiG$ _l§LnG$R=n 

ñcli`qflQ=q mlQ=zcTn.

15 z^zYP=

5 fgl.@l_lUG$` 

@XqiG$

m`Ulì_lLl UŠË_lc` ñcli`q G$`Tn. @Xl© Ulf

6 m`Ulcl 

zc]lIà^vH

fgl.@l_lUG$` @XqiG$ _l§LnG$Rx=Y ñcli`q glncxY 

@lanan fc© UŠUn @l°ZR=P= zc]lIlG$R=n 

(^v.an.G$l_l©a_) mlQ=zcTn.

@Xl© Ulf

zc]lI …- Z`[§$R=zc]lI …- Z`[§$R=zc]lI …- Z`[§$R=zc]lI …- Z`[§$R= G$l^lLn Ylc …- 100% NG$lU m`Ulcl G$l^lLn Ylc …- 100% NG$lU m`Ulcl G$l^lLn Ylc …- 100% NG$lU m`Ulcl G$l^lLn Ylc …- 100% NG$lU m`Ulcl 

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
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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

7 @l°ZR=P=` (^v.an. 

G$l_l©a_)

c`qa fc© @NlªLq _lWqYvfl` UmlfTq G$éY mvÝgl fc© 

@N© c _lWq m`Ulcl= zc]lIlG$R=n mlQ=zcTn.

2 zWcf

8 z}a zazmG$ @l°ZR=P=`Yn G$lS=anë_l @linml§Lq mvU©Ul G$`Ê_lflQ=q 

@N©Wl`lf mÌ mlQ=cxY G$lIWmÌl§Lq ^lITq G$`Tn. 

@linml§Lq mvU©Ul G$éY fc© @N© c _lWq @l°R=qP= 

zc]lIlG$R=n mlQ=zcTn.

1 zWcf

9 @l°ZR=P=` (^v.an. 

G$l_l©a_)

mvU©Ul Gn$anë_l @linml§Lq UmlfTq G$éY m`U m`Ulcl 

zc]lIlG$R=n mvS=qa G$l_©clgqflQ=q mlQ=zcTn.

1 Ulf

10 f`anHzYG$ c`qa @lanë_l z}al§Lq UmlfTq G$éY z}alc` 

ñcli`qflQ=q m`Ulcl zc]lIà^vH _l§LnG$R=n mlQ=zcTn.

@Xl© Ulf

11 m`Ulcl 

zc]lIà^vH

@lanë_l z}al§c` ñcli`q G$éY fgl.@l_lUG$` 

@XqiG$ _l§LnG$R=n mlQ=zcTn.

15 z^zYP=n

12 fgl.@l_lUG$` 

@XqiG$

m`Ulì_lLq z}an c UŠUl _lc` @§zU^ ñcli`q G$`Tn. @Xl© Ulf

13 @l°ZR=P=` (^v.an. 

G$l_l©a_)

@l°ZR=P= zc]lIlG$Rx=Y G$lne zc]lIlG$R=n z}a @lWl 

G$`Ê_lflQ=q mlQ=zcTn.

@Xl© Ulf

14 G$lne (^v.an. 

G$l_l©a_)

z}alà^lTn LnG$ G$lSx=Y @l_lUWl`lf/@N©Wl`lf 

@lWl G$`Tn.

3 zWcf
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PM-8888

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 

zazmG$

@l_lUWl`/zYI©UWl`/Ë_lÀ_lcUqYn DN§P= _l§Yq zYI©U 

Gn$anë_l ^lalLl m`Ulì_lflQ=q @lanë_l @NlªLq 

G$l_©zcc`T `zNñP=`q Yl{W JncxY éNv zazmG$lG$R=n 

mlQ=zcTn.

@N© c UW²Yve§zIG$ 

G$lIWmÌn

@l_lUG$` zY_^ 31 @ Un g 

^Xqa @P=sYvfl`

1 zWcf 

@§WlNn @NlªLq f§»_l 700 

Un 800

2 éNv zazmG$ @lanë_l fc© @NlªLq f§ITG$lc` éNclU JnTn c fc© 

@N© zYI©UWl`l§Yvfl` cI©cl`q G$`TnflQ=q cI©cl`q 

zazmG$lG$R=n mlQ=zcTn.

1 zWcf

c`qa à^lTn

3 cI©cl`q zazmG$ c`qa fc© @NlªLq zYI©UWl`l§À_l YlclYvfl` cI©cl`q 

G$éY _lWq U_l` G$`Ê_lflQ=q UŠUl zazmG$lG$R=n 

mlQ=zcTn. (f§ITG$ @l°m`nP=`)

1 zWcf

c`qa à^lTn

4 UŠUl zazmG$ c`qaà^lTn fc© @NlªLq f§ITG$lc` Yl{W JncxY Ë_lLq 

_lWq U_l` G$éY _lWqfg fc© @N© UmlfTqflQ=q 

cZ`îQ= zazmG$lG$R=n mlQ=zcTn.

2 zWcf

5 cZ`îQ= zazmG$ c`qa fc© @NlªLq _lWqYvfl` UmlfTq G$éY àlVz^G$ 

UmlfTq G$éY ñcli`q G$`Tn c m`Ulcl zc]lIà^vH 

_l§LnG$R=n ñcli`qflQ=q flW` G$`Tn.

@Xl© zWcf

6 m`Ulcl 

zc]lIà^vH

m`Ulì_lLl UŠË_lc` ñcli`q G$éY @§zU^ 

ñcli`qflQ=q fgl.@l_lUG$` @XqiG$ _l§LnG$R=n 

ñcli`qflQ=q mlQ=zcTn.

@Xl© 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 …- Z`[§$R=zc]lI …- Z`[§$R=zc]lI …- Z`[§$R=zc]lI …- Z`[§$R= G$l^lLn Ylc …- 90% NG$lU m`Ulcl G$l^lLn Ylc …- 90% NG$lU m`Ulcl G$l^lLn Ylc …- 90% NG$lU m`Ulcl G$l^lLn Ylc …- 90% NG$lU m`Ulcl 
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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

7 fgl.@l_lUG$` 

@XqiG$

m`Ulì_lLl UŠË_lc` ñcli`q G$`Tn. @Xl© zWcf

8 m`Ulcl 

zc]lIà^vH

fgl.@l_lUG$` @XqiG$ _l§LnG$Rx=Y ñcli`q glncxY 

@lanan fc© UŠUn @l°ZR=P= zc]lIlG$R=n 

(^v.an.G$l_l©a_) mlQ=zcTn.

@Xl© zWcf

9 @l°ZR=P=` (^v.an. 

G$l_l©a_)

c`qa fc© @NlªLq _lWqYvfl` UmlfTq G$éY mvÝgl 

fc© @N© c _lWq m`Ulcl= zc]lIlG$R=n mlQ=zcTn.

2 zWcf

10 UŠUl zazmG$ @l°ZR=P=`Yn G$lS=anë_l @linml§Lq mvU©Ul G$`Ê_lflQ=q 

@N©Wl`lf mÌ mlQ=cxY G$lIWmÌl§Lq ^lITq G$`Tn.

1 zWcf

11 @l°ZR=P=` (^v.an. 

G$l_l©a_)

mvU©Ul Gn$anë_l @linml§Lq UmlfTq G$éY m`U m`Ulcl 

zc]lIlG$R=n mvS=qa G$l_©clgqflQ=q mlQ=zcTn.

Ë_lLzWcdq

12 z}a zazmG$ c`qa fc© @N© c _lWqYvfl` @§zU^ z}a U_l` G$éY 

f`anHzYG$ _l§LnG$R=n UmlfTqflQ=q mlQ=zcTn.

2 zWcf

13 f`anHzYG$ c`qa @lanë_l z}al§Lq UmlfTq G$éY z}alc` 

ñcli`qflQ=q m`Ulcl zc]lIà^vH _l§LnG$R=n mlQ=zcTn.

@Xl© zWcf

14 m`Ulcl 

zc]lIà^vH

@lanë_l z}al§c` ñcli`q G$éY fgl.@l_lUG$` 

@XqiG$ _l§LnG$R=n mlQ=zcTn.

@Xl© zWcf

15 fgl.@l_lUG$` 

@XqiG$

m`Ulì_lLq z}an c UŠUl _lc` @§zU^ ñcli`q G$`Tn. @Xl© zWcf

16 @l°ZR=P=` (^v.an. 

G$l_l©a_)

@l°ZR=P= zc]lIlG$Rx=Y G$lne zc]lIlG$R=n z}a @lWl 

G$`Ê_lflQ=q mlQ=zcTn.

1 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

17 G$lne (^v.an. 

G$l_l©a_)

z}alà^lTn LnG$ G$lSx=Y @l_lUWl`lf/@N©Wl`lf 

@lWl G$`Tn.

8 zWcf
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