
PM-10101010

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. G{$Ð f`G$l`À_l P=mla HlË_lG$Rx=Y mlnñP=lYn 

@l_lU glnTlè_l ^lalÀ_l f§W]l©U _lWq BmaãX 

G$éY JnÊ_lflQ=q zd`ñUnWl` _l§À_lG$Rx=Y `ŠG$^ 

BmaãX G$éY JnTn. 

2. fW`Lq `ŠG$^ mlnñP=l^Ü_n N^l G$éY _lWq 

BmaãX G$éY JnTn. 

3. mlnñP= zc]lIlG$Rx=Y àlá Olanan z}a zd`ñUnWl` 

_l§À_l fvmxW© G$`Tn.

NG$lU zY_^lcaq 2008 ^Xqa 

zY_^ G«$.17

2 ZWcf

2 mlnñP=mlf©a zazmG$ 1. mlnñP= mlf©a zUZG$P= HLl©Ln N^l/HLl©Ln z}a 

U_l` G$`Tn.

^v}A© àl§zUG$ ^glYI`mlzaG$l 

@zXzY_^, 1949 Ln G$a^ 69 

(1) @Ýc_n ^l.^gl.@l_vŠU 

_l§Yq G$lS=anë_l @zXG$l` fvmxUt 

D^fq/R=qA©Da/1/ 1143, 

ZW.10/7/91

3 ^l.@l_lUG$` 

à^vH/@l_lUG$` 

@XqiG$

2. mlnñP= mlf©a HL© Ufa^lU z}al§c` ñcliè_l 

G$`Tn.

}qb àlßU OlbnmlfxY 

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 …- zd`ñUnWl`zc]lI …- zd`ñUnWl`zc]lI …- zd`ñUnWl`zc]lI …- zd`ñUnWl` G$l^lLn Ylc …- mlnñP= mlf©a Ufa^lUG$l^lLn Ylc …- mlnñP= mlf©a Ufa^lUG$l^lLn Ylc …- mlnñP= mlf©a Ufa^lUG$l^lLn Ylc …- mlnñP= mlf©a Ufa^lU
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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 zd`ñUnWl` 1. mlnñP= mlf©a HL© Ufa^lU z}an @§UI©U 

@Vl©oÝciG$ _l§LnG$R=n UmlfTqflQ=q mlQ=zcTn.  

Ë_lL ZWcdq 

5 @l°ZR=P= zc]lI 

(^v.an.G$l_l©a_)

2. mlnñP= mlf©a HL© Ufa^lU z}al§Lq UmlfTq 

G$éY, P=°ã_vandY zc]lIlG$R=n HLt P=lG$TnflQ=q 

mlQ=zcTn.

6 P=°ã_vandY zc]lI 

(^v.an.G$l_l©a_)

3. mlnñP= mlf©a HL© Ufa^lU z}an P=°ã_vandY 

`zNñP=`q HLt P=lGx$Y `ŠG$^ @lWl G$`Ê_lflQ=q G$lne 

G$l_l©a_lG$R=n mlQ=zcTn.

7 G$lne G$l_l©a_ 

(^v.an.G$l_l©a_)

4. mlnñP= mlf©a HL© Ufa^lU z}al§Lq `ŠG$^ G$lne 

G$l_l©a_lG$Rx=Y JncxY _nTn.

8 zd`ñUnWl` 5. @lanaq mlnñP= mlf©a HL© Ufa^lU `ŠG$^nLq 

mlnñP= mlf©a Ufa^lU `zNñP=`q Yl{W JnTn. 

 

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

1 zd`ñUnWl` àdlfY zc]lIlG$R=qa @lanë_l mZ`mÌG$l§Lq Yl{W 

JncxY f§}§zXU zc]lI à^vH c f§}§zXU fncG$l§f 

f^N WnÊ_lLq ì_cñVl G$`Tn.

mZ`mÌGn$ ^v§}A©© àl§zUG$ ^glYI`mlzaG$l 

@zXzY_^ 1949 Ln G$a^ 99

1 Ulf 

2 zd`ñUnWl` clze©G$ c¥ËUl§U U_l` G$`Tn. @Ý_ HlË_lG$Rx=Y 

@lanan mÌ, 

mZ`mÌGn$ 

^v§}A©© àl§zUG$ ^glYI`mlzaG$l 

@zXzY_^ 1949 Ln G$a^ 99

2 ZWcf 

3 f§U IlR=In}l}l ^gl`lN c `lNqc Il§Xq @z]_lY 

f§W]l©U @§UI©U zc]lIlG$Rx=Y ^lZgUq f§G$aY G$`Tn 

c mlQ=zcTn.

^v§}A©© àl§zUG$ ^glYI`mlzaG$l 

@zXzY_^ 1949 Ln G$a^ 99

2 ZWcf 

4 @§WlNmÌG$lÀ_l U`UxWqà^lTn }lnP=HU U_l` G$`Tn c 

U`UxWqLq `zNñP=`q JnTn. UfnL Olanë_l HLl©Lq 

Yl{Wq JncxY @Ú_lcU HLl©Lq ^lZgUq BmaãX 

G$`Tn.

^v§}A©© àl§zUG$ ^glYI`mlzaG$l 

@zXzY_^ 1949 Ln G$a^ 99

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 …- zd`ñUnWl`zc]lI …- zd`ñUnWl`zc]lI …- zd`ñUnWl`zc]lI …- zd`ñUnWl` G$l^lLn Ylc …- AU` G$l^n.G$l^lLn Ylc …- AU` G$l^n.G$l^lLn Ylc …- AU` G$l^n.G$l^lLn Ylc …- AU` G$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$ @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

5 1. mZ`mÌG$ `zNñP=`al Yl{WcxY mZ`mÌG$ G«$^l§§G$ 

P=lG$Tn.

6 2. mZ`mÌG$lÀ_l M=l_l§ZG$U àUq G$lSx=Y fc© NG$lU 

YlŠ_l§c` c Bm zc]lIl§Yl zcUZ`U G$`Ê_lflQ=q R=l_`q 

zazmG$lG$R=n zYI©U G$`Tn.

7 3. mZ`mÌG$ àlá Olë_lLq mlnglnL àlá G$éY JnTn.

8 4. zce_lYvém mZ`mÌG$ [$lA©al DG$ àU alcTn.

9 5. DG$zÌU [$lA©aal àU alcTn.

3 ZWcf 
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PM-10101010

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 zd`ñUnWl` G$l_l©a_qY G$l^lflQ=q UlUR=qLl HLlªG$Z`Ul  

f§}§zXU zc]lIà^vH/fncG$l§f `ŠG$^ WnTn c 

Ë_l§À_lG$Rx=Y z}an oñcG$l`Tn.

^v}A© àl§zUG$ ^glYI`mlzaG$l 

@zXzY_^, 1949 Ln G$a^ 69 

(1) @Ýc_n ^l.^gl. @l_vŠU 

_l§Yq G$lS=anë_l @zXG$l` fvmxUt 

D^fq/ R=qA©Da/1/1278, 

ZW.26/2/98

@Ë_lcí_G$ Ë_l cnhq

@Xl© ZWcf

2 zd`ñUnWl` UlUR=qLl HL© Ufa^lU z}an U_l` G$`Tn c }lnP=HU 

`zNñP=`q HLl©Lq Yl{W JncxY Ufa^lU z}an 

^l.@l_lUG$` à^vH/@l_lUG$` @XqiG$ _l§LnG$R=n 

ñcli`qflQ=q mlQ=zcTn.

1 ZWcf 

3 ^l.@l_lUG$` 

à^vH/ @l_lUG$` 

@XqiG$

1. UlUR=qLl HL© Ufa^lU z}al§c` ñcliè_l 

G$`Tn.

4 zd`ñUnWl` 2. UlUR=qLl HL© Ufa^lU z}an @§UI©U 

@Vl©oÝciG$ _l§LnG$R=n UmlfTqflQ=q mlQ=zcTn.  

5 @l°ZR=P= zc]lI 

(^v.an.G$l_l©a_)

3. UlUR=qLl HL© Ufa^lU z}al§Lq UmlfTq G$éY, 

P=°ã_vandY zc]lIlG$R=n HLt P=lG$TnflQ=q mlQ=zcTn.

z}a U_l` Gn$ë_lc`   

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 …- zd`ñUnWl`zc]lI …- zd`ñUnWl`zc]lI …- zd`ñUnWl`zc]lI …- zd`ñUnWl` G$l^lLn Ylc …- UlUR=qLl HL© Ufa^lUG$l^lLn Ylc …- UlUR=qLl HL© Ufa^lUG$l^lLn Ylc …- UlUR=qLl HL© Ufa^lUG$l^lLn Ylc …- UlUR=qLl HL© Ufa^lU
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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 P=°ã_vandY zc]lI 

(^v.an.G$l_l©a_)

4. UlUR=qLl HL© Ufa^lU z}an P=°ã_vandY `zNñP=`q 

HLt P=lGx$Y `ŠG$^ @lWl G$`Ê_lflQ=q G$lne 

G$l_l©a_lG$R=n mlQ=zcTn.

7 G$lne G$l_l©a_ 

(^v.an.G$l_l©a_)

5. UlUR=qLl HL© Ufa^lU z}al§Lq `ŠG$^ G$lne 

G$l_l©a_lG$Rx=Y JncxY _nTn.

8 zd`ñUnWl` 6. @lanaq UlUR=qLl HL© Ufa^lU `ŠG$^nLq 

@Ë_lcí_G$ c ZG$`G$lnh H`nWq Ufa^lU `zNñP=`q 

Yl{W 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 zd`ñUnWl` ^l.@l_lUG$` à^vH _l§Ll c Ë_l§À_lG$R=n _nTl`n 

^l.dlfG$r_ @zXG$l`q/ f]lfW/ @zUVq _l§Ll 

LglmlY HL© z}an oñcG$l`Tn.

^v}A© àl§zUG$ ^glYI`mlzaG$l 

@zXzY_^, 1949 Ln G$a^ 69 

(1) @Ýc_n ^l.^gl.@l_vŠU 

_l§Yq G$lS=anë_l @zXG$l` fvmxUt 

D^fq/R=qA©Da/  1288, 

ZW.1/6/98

2 zd`ñUnWl` Lgl= Ufa^lU z}an U_l` G$`Tn c }lnP=HU `zNñP=`q 

HLl©Lq Yl{W JncxY Ufa^lU z}an ^l.@l_lUG$` 

à^vH/ @l_lUG$` @XqiG$ _l§LnG$R=n ñcli`qflQ=q 

mlQ=zcTn.

3 ^l.@l_lUG$` 

à^vH/@l_lUG$` 

@XqiG$

Lgl= Ufa^lU z}al§c` ñcliè_l G$`Tn.

4 zd`ñUnWl` Lgl= Ufa^lU z}an @§UI©U @Vl©oÝciG$ _l§LnG$R=n 

UmlfTqflQ=q 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 …- zd`ñUnWl`zc]lI …- zd`ñUnWl`zc]lI …- zd`ñUnWl`zc]lI …- zd`ñUnWl` G$l^lLn Ylc …- Lgl Ufa^lU ZG$W©G$l^lLn Ylc …- Lgl Ufa^lU ZG$W©G$l^lLn Ylc …- Lgl Ufa^lU ZG$W©G$l^lLn Ylc …- Lgl Ufa^lU ZG$W©

@lcí_G$ cnhq 

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

5 @l°ZR=P= zc]lI 

(^v.an.G$l_l©a_)

1. Lgl= Ufa^lU z}al§Lq UmlfTq G$éY, 

P=°ã_vandY zc]lIlG$R=n HLt P=lG$TnflQ=q mlQ=zcTn.

6 P=°ã_vandY zc]lI 

(^v.an.G$l_l©a_)

2. Lgl= Ufa^lU z}a P=°ã_vandY `zNñP=`q HLt 

P=lGx$Y `ŠG$^ @lWl G$`Ê_lflQ=q G$lne G$l_l©a_lG$R=n 

mlQ=zcTn.

7 G$lne G$l_l©a_ 

(^v.an.G$l_l©a_)

3. z}al§Lq `ŠG$^ G$lne G$l_l©a_lG$Rx=Y JncxY _nTn.

8 zd`ñUnWl` 4. @lanaq Lgl Ufa^lU `ŠG$^nLq Lgl Ufa^lU 

`zNñP=`q N^nLq Yl{W JnTn. 

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

1 @lcG$ }l`zYdq 

zazmG$

1. fc© NG$lU YlŠ_l§c`qa zUZG$P= Ufa^lU ZG$W© c 

HL© z}an G$l_©zcc`T `zNñP=`q Yl{W JncxY zd`ñUnWl` 

zc]lIà^vHlG$R=n mlQ=zcTn.

2 zd`ñUnWl` 2. zUZG$P= Ufa^lU z}an U_l` G$`Tn c }lnP=HU 

`zNñP=`q HLl©Lq Yl{W JncxY Ufa^lU z}an 

^l.@l_lUG$` à^vH/ @l_lUG$` @XqiG$ _l§LnG$R=n 

ñcli`qflQ=q mlQ=zcTn.

3 ^l.@l_lUG$` 

à^vH/@l_lUG$` 

@XqiG$

3. zUZG$P= Ufa^lU z}al§c` ñcliè_l G$`Tn.

4 zd`ñUnWl` 4. zUZG$P= Ufa^lU z}an @§UI©U @Vl©oÝciG$ 

_l§LnG$R=n UmlfTqflQ=q 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 …- zd`ñUnWl`zc]lI …- zd`ñUnWl`zc]lI …- zd`ñUnWl`zc]lI …- zd`ñUnWl` G$l^lLn Ylc …- Ufa^lU ZG$W©G$l^lLn Ylc …- Ufa^lU ZG$W©G$l^lLn Ylc …- Ufa^lU ZG$W©G$l^lLn Ylc …- Ufa^lU ZG$W©

ZG$W© àlá OlanmlfxY  

3 ZWcf 

112 Sheet 5



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

5 @l°ZR=P= zc]lI 

(^v.an.G$l_l©a_)

1. zUZG$P= Ufa^lU z}al§Lq UmlfTq G$éY, 

P=°ã_vandY zc]lIlG$R=n HLt P=lG$TnflQ=q mlQ=zcTn.

6 P=°ã_vandY zc]lI 

(^v.an.G$l_l©a_)

2. zUZG$P= Ufa^lU z}a P=°ã_vandY `zNñP=`q HLt 

P=lGx$Y `ŠG$^ @lWl G$`Ê_lflQ=q G$lne G$l_l©a_lG$R=n 

mlQ=zcTn.

7 G$lne G$l_l©a_ 

(^v.an.G$l_l©a_)

3. z}al§Lq `ŠG$^ G$lne G$l_l©a_lG$Rx=Y JncxY _nTn.

8 zd`ñUnWl` 4. @lanë_l `ŠG$^nLq mlnñP=lLq zUZG$P=n (`nìgnÝ_x 

zUZG$P=) H`nWq G$`Tn c `zNñP=`q N^l G$`Tn.

9 zd`ñUnWl` 5. mlnñP=lLq zUZG$P=n (`nìgnÝ_x zUZG$P=) f§}§zXU NG$lU 

YlŠ_l§c`qa G$^©Llè_lf f^i }lnacxY zcUZ`U 

G$`Tn.

3 ZWcf  

113 Sheet 5



PM-10101010

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. ^v»_anHlmla G$l_l©a_lG$Rx=Y @§WlNmÌG$l}l}U 

@lanan mZ`mÌG$ G$l_©zcc`T `zNñP=` Yl{WzcTn.

2. @lanë_l mZ`mÌG$là^lTn NG$lU zc]lIlG$R=qa 

fc© f§}§zXU zc]lI/zazmG$ _l§À_lG$Rx=Y Olanë_l 

N^l/HLl©Lq c UW²Yve§zIG$ ^lZgUq ^lIzcTn.

3. @lanaq fc© N^l/HLl©Lq c UW²Yve§zIG$ ^lZgUq 

DG$zÌU G$`Tn.

4. DG$zÌU N^l/HLl©Lq mvS=qa cel©À_l 

@§WlNmÌG$ U_l` G$`UlYl Yl{W JnTn. @§WlNmÌG$l 

f§W]l©U ^lZgUq ^l.@l_lUG$` à^vH _l§Yl BmaãX 

G$éY WnTn.

5. mvS=qa cel©flQ=q N^l/HLl©}l}U ^l.@l_lUG$` 

à^vH/^l.@l_lUG$` @XqiG$ _l§Lndq  LLl© G$éY 

@§WlNmÌG$lLl G$ƒl @l`lHR=l U_l` G$`Tn.

fËc` 

1 ZWcf 

1 ZWcf 

1 ZWcf 

2 ZWcf 

6.LL|Y§U` mvS=qa cel©Ln [n$` @§WlNmÌG$ U_l` 

G$`Tn.

7. @§WlNmÌG$lÀ_l àUq ([$lA©a) ^l.^v»_ 

anHlmla _l§LnG$R=n mlQ=zcTn.

1 ZWcf 

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 …- zd`ñUnWl`zc]lI …- zd`ñUnWl`zc]lI …- zd`ñUnWl`zc]lI …- zd`ñUnWl` G$l^lLn Ylc …- @§WlNmÌG$r_ G$l^G$lNG$l^lLn Ylc …- @§WlNmÌG$r_ G$l^G$lNG$l^lLn Ylc …- @§WlNmÌG$r_ G$l^G$lNG$l^lLn Ylc …- @§WlNmÌG$r_ G$l^G$lN

1 zd`ñUnWl` ^v§}A© àl§zUG$ @zXzY_^ 95
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PM-10101010

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 zd`ñUnWl` 1. G$l_l©a_qY G$l^lflQ=q @lcí_G$ @fTl`q 

ZG$`G$lnh H`nWq/On`l°Šf/`}`q zdŠGn$ c AU` 

HLlªG$Z`Ul f§}§zXU zc]lIà^vH/ fncG$l§ G$Rx=Y 

HLl©Lq z}an JncxY Ë_l§Yl `ŠG$^ @lWl G$`Tn.

^v}A© àl§zUG$ ^glYI`mlzaG$l 

@zXzY_^, 1949 Ln G$a^ 69 

(1) @Ýc_n ^l.^gl.@l_vŠU 

_l§Yq G$lS=anë_l @zXG$l` fvmxUt 

D^fq/R=qA©Da/1/ 1141, 

ZW.10/7/91

2 zd`ñUnWl` 2. @Ë_lcí_G$ c ZG$`G$lnh H`nWq Ufa^lU z}an 

U_l` G$`Tn c }lnP=HU `zNñP=`q HLl©Lq Yl{W JncxY 

Ufa^lU z}an ^l.@l_lUG$` à^vH/ @l_lUG$` 

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

3 ^l.@l_lUG$` 

à^vH/@l_lUG$` 

@XqiG$

3. @Ë_lcí_G$ c ZG$`G$lnh H`nWq Ufa^lU 

z}al§c` ñcliè_l G$`Tn.

4 zd`ñUnWl` 4. @Ë_lcí_G$ c ZG$`G$lnh H`nWq Ufa^lU z}an 

@§UI©U @Vl©oÝciG$ _l§LnG$R=n UmlfTqflQ=q 

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 …- zd`ñUnWl`zc]lI …- zd`ñUnWl`zc]lI …- zd`ñUnWl`zc]lI …- zd`ñUnWl` G$l^lLn Ylc …- @Ë_lcí_G$ c ZG$`G$lnh H`nWq Ufa^lUG$l^lLn Ylc …- @Ë_lcí_G$ c ZG$`G$lnh H`nWq Ufa^lUG$l^lLn Ylc …- @Ë_lcí_G$ c ZG$`G$lnh H`nWq Ufa^lUG$l^lLn Ylc …- @Ë_lcí_G$ c ZG$`G$lnh H`nWq Ufa^lU

3 ZWcf

115 Sheet 7



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

5 @l°ZR=P= zc]lI 

(^v.an.G$l_l©a_)

@Ë_lcí_G$ c ZG$`G$lnh H`nWq Ufa^lU z}al§Lq 

UmlfTq G$éY, P=°ã_vandY zc]lIlG$R=n HLt 

P=lG$TnflQ=q mlQ=zcTn.

6 P=°ã_vandY zc]lI 

(^v.an.G$l_l©a_)

@Ë_lcí_G$ c ZG$`G$lnh H`nWq Ufa^lU z}an 

P=°ã_vandY `zNñP=`q HLt P=lGx$Y `ŠG$^ @lWl 

G$`Ê_lflQ=q G$lne G$l_l©a_lG$R=n mlQ=zcTn.

7 G$lne G$l_l©a_ 

(^v.an.G$l_l©a_)

@Ë_lcí_G$ c ZG$`G$lnh H`nWq Ufa^lU z}al§Lq 

`ŠG$^ G$lne G$l_l©a_lG$Rx=Y JncxY _nTn.

8 zd`ñUnWl` @lanaq @Ë_lcí_G$ c ZG$`G$lnh H`nWq Ufa^lU 

`ŠG$^nLq @Ë_lcí_G$ c ZG$`G$lnh H`nWq Ufa^lU 

`zNñP=`q Yl{W JnTn. 

3 ZWcf 

116 Sheet 7


