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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

1 ñP=ndY`q zamqG$ zczcX YlŠ_l§céY fln_q fvzcXl c UG«$l`s}l}U @N© 

àlßU Olë_lf G$l_©zcc`T `zNñP=`bl (cG©$dqP=bl) 

Yl{Wq JnTn UfnL fln_qfvzcXl c UG«$l`szce_q }q @ln P=q 

G$R=n mÌì_cgl` G$éY mlQ=mv`lcl G$`Tn. UfnL 

@lcí_G$ Un Yvfl` inzÌ_ G$l_l©a_ldq mÌì_cgl` 

G$`Tn.

f§}§zXU YlŠ_lLn mÌ 1 ZWcf 

2 ñP=ndY`q zamqG$ YlŠ_lc`qb àË_i G$l^ G$`Tl-_l fncG$l§Yl 

@lnhHmÌn WnÊ_lLq ì_cñVl G$`Tn, IoñUmVG$ 

fncG$l§Yl zf^G$lR=| mv`zcTn zce_q G$l_©clgq G$`Tn

f§}§zXU fncG$lLn 

[$lnP=ln/zf^G$lR=©

1 ZWcf 

3 ñP=ndY`q zamqG$ @l_lUG$` G$l_l©a_lG$R=qa fc© NG$lU YlŠ_lc`qa 

gR=m Gn$anan ^la Yclmxa YlG$l _nVn DG$zÌU G$ê$Y 

fgl.@l_lUG$` @zXiG$ _l§Ln ^l[©$U zaalclYn zcG«$r 

G$`Tn, Ë_lflQ=q @lcí_G$ Uq G$l_©clgq G$`Tn.

Process Manual Format

zc]lI …- ñP=ndY`q zc]lI …- ñP=ndY`q zc]lI …- ñP=ndY`q zc]lI …- ñP=ndY`q G$l^lLn Ylc …- YlŠ_lUqb fln_q / fvzcXl c UG«$l`s}l}U. G$l^lLn Ylc …- YlŠ_lUqb fln_q / fvzcXl c UG«$l`s}l}U. G$l^lLn Ylc …- YlŠ_lUqb fln_q / fvzcXl c UG«$l`s}l}U. G$l^lLn Ylc …- YlŠ_lUqb fln_q / fvzcXl c UG«$l`s}l}U. 

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$ 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 ñP=ndY`q zamqG$ ^lnQ=çl `G$^nLn flzgË_ H`nWq G$l^q ^l.HlUn à^vH 

_l§Lq ^lÝ_Ul JnTn.

HlË_lÀ_l ^lITqLn mÌ @zXG$l` fvmvUt @ljlmÌG$l 

Yvfl` Nl.G«$.3144 

ZW.17/7/2008

2 ZWcf 

2 ñP=ndY`q zamqG$ ^lÝ_Ul z^hlë_l Y§U` ^lnQ=çl `G$^nLn flzgË_ H`nWq 

G$`TnG$l^q @lcí_G$Un Yvfl` G$lnP=ndY G$lS=Tn.

^lÝ_Ul àG$`T 2 ZWcf 

3 ñP=ndY`q zamqG$ @lcG$ zamqG$lG$Rx=Y àlá Olanal @N© àV^ 

G$l_©zcc`T `zNñP=`al Yl{W JnC$Y fW` G$l^lLn 

G$lnP=nílY ^lITzcTn G$l^q 7 zWcfl§Lq G$lnP=ndY YlnP=qf 

àzfÜW G$ê$Y mv`cQ=l Xl`G$lG$Rx=Y }§W mlG$rP=lìWl`n 

G$lnP=nílY ^lIcxY Ë_lc` (@l^À_l f^i BJR==an) gl 

zdŠG$l B^P=cxY Ë_l}l}ULl àñUlc flW` G$`Tn.

^lÝ_Ul àG$`T 1 ZWcf 

Process Manual Format

zc]lI …- ñP=ndY`q zc]lI …- ñP=ndY`q zc]lI …- ñP=ndY`q zc]lI …- ñP=ndY`q G$l^lLn Ylc …- G$lnP=ndYYn flzgË_ H`nWq G$`Tn. G$l^lLn Ylc …- G$lnP=ndYYn flzgË_ H`nWq G$`Tn. G$l^lLn Ylc …- G$lnP=ndYYn flzgË_ H`nWq G$`Tn. G$l^lLn Ylc …- G$lnP=ndYYn flzgË_ H`nWq G$`Tn. 

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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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

4 ñP=ndY`q zamqG$ ^lIzcÊ_lU @lbnnë_l G$l^lLn G$lnP=ndY YlnP=qf à^lTn 

àlßU G$lnP=ndY M=lYYq G$éY G$lnP=ndY ^l. @l_lUG$` 

à^vH _l§Ln f^i BJRx=Y Ë_lc` ^l. @l_lUG$` à^vH 

_l§Lq ñcli`q JnTn c G$lnP=ndYLl UvbYlË^G$ UŠUl c  

G$lnP=ndY }YcxY A. ñcli`q G$l^q Q=ncxY àñUlclf ^l. 

@l_lUG$` à^vH _l§Lq ^§Nv`q JnTn. 

^lÝ_Ul àG$`T c @lanaq 

G$lnP=ndY 

2 ZWcf 

5 ñP=ndY`q zamqG$ ^lÝ_ àñUlclYvfl` f§}§zXU Q=nGn$Wl`lf / mv`clQ=lWl`lf 

G$l^lf§W]l©U cG©$@l°R=©` U_l` G$éY Ë_lc` HlUnà^vH 

_l§Lq ñcli`q JncxY f§}§zXU Q=nGn$Wl`lf/mv`cQ=lWl`lf 

cG©$@l°R=©` WnTn. 

^lÝ_Ul àG$`lÊl 1 ZWcf 

6 ñP=ndY`q zamqG$ cG©$@l°R=©`Yvfl` G$l^/mv`cQ=l mvT© c f^lXlYG$l`G$ 

Gn$bn}l}ULl WlHbl Á_l§Ln  zY_§ÌTlHlbqb 

@fbnë_l f§}§zXU fncG$l§G$Rx=Y WlHbl BmbãX G$éY 

JnTn. 

G$l^/mv`cQ=l mxT© Olë_lLl 

WlHal 

1 ZWcf 

7 ñP=ndY`q zamqG$ Q=nGn$Wl`lf / mv`cQ=lWl` _l§Yq Gn$bnë_l G$l^lLn @lWl 

z}b U_l` G$`Tn (f.fl.41) c Ë_lc` ^l fgl 

@l_lUG$` @zXiG$ c ^l. @l_lUG$` à^vH _l§Lq 

ñcli`q JnTn 

^lÝ_Ul àG$`T 

Q=nGn$Wl`/mv`cQ=lWl` _l§Ln 

^lITq }qalfg 

1 ZWcf 

8 fgl.@l_lUG$` 

@zXiG$ 

@lWl z}blc` ñcli`q G$`Tn ^lÝ_Ul àG$`T 

Q=nGn$Wl`/mv`cQ=lWl` _l§Ln 

^lITq }qalfg 

1 Ulf 

168 Sheet 2



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

9 ñP=ndY`q zamqG$ @lWl z}bn zd`ñUnWl` zc]lIlG$R=qb }lnP=HUlU HL© 

Yl{W JnTn c ^l. @§UI©U @Vl©ÝcqiG$ _l§Ln G$R=n  

UmlfTqG$`qUl mlQ=zcTn. c @linnm @fë_lf Ë_l§Lq 

mxU©Ul G$`Tn

f§}§zXU }qa @Xl© Ulf 

10 ñP=ndY`q zamqG$ ^lÝ_ z}bl§Ln P=°ã_vbndY G$éY LnG$ G$`qUl ^l. 

BmbnHlmlb (G$lne) _l§LnG$R=n mlQ=zcTn

^lÝ_Ul àG$`T c }qa 1 Ulf 
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G«$^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$l^lal alITl`l cnhG$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 ñP=ndY`q zamqG$ 1. G$l_l©a_qY ñP=ndY`q c alITl`n flzgË_ _l§Lq 

zc]lIl§G$R=qa ^lITqà^lTn G$lnP=q G$l_l©a_lG$R=n 

mv`zcÊ_l}l}U G$hzcTn.

2 ñP=ndY`q zamqG$ 2. G$lnQ=q G$l_l©a_lG$Rx=Y mv`zcanaq ñP=ndY`q/ flzgË_ 

_lLq Ë_l Ë_l `zNñP=`al N^l Yl{Wq JnTn. 

3 ñP=ndY`q zamqG$ 3. G$l_l©a_qY fncG$l§Yl Ë_l§Ln ^lITqYvfl` ñP=ndY`q/ 

flzgË_ mv`zcTn c ñP=ndY`q/flzgË_ z^hlë_l}l}U 

f§}§zXU fncG$l§Lq ñcli`q JnTn c Ë_lYvfl` Ë_l Ë_l 

`zNñP=`q HLt P=lG$Tn. 

4 ñP=ndY`q zamqG$ 4. G$lnQ=q G$l_l©a_lG$Rx=Y ñP=ndY`q/flzgË_ 

mv`zcë_l}l}ULq N^l z}an G$l_©zcc`T `zNñP=`q Yl{W 

JnTn.

5 ñP=ndY`q zamqG$ 5. G$lnQ=q G$l_l©a_lG$Rx=Y ñP=ndY`q/flzgË_ 

mv`zcë_l}l}ULq N^l/HL© z}an U_l` G$`Tn c 

^l.fgl.@l_lUG$` @zXiG$ _l§LnG$R=n ñcli`qflQ=q 

flW` G$`Tn.

6 fgl.@l_lUG$` 

@zXiG$ 

6. ñP=ndY`q c N^l HLl©Lq z}alc` ñcli`q G$`Tn.

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_

^lITqmÌG$ 3 ZWcf

Process Manual Format

zc]lI …- ñP=ndY`q zc]lI …- ñP=ndY`q zc]lI …- ñP=ndY`q zc]lI …- ñP=ndY`q G$l^lLn Ylc …- G$l_l©a_qY ñP=ndY`q/flzgË_ ^lIzcTn c mv`zcTn.G$l^lLn Ylc …- G$l_l©a_qY ñP=ndY`q/flzgË_ ^lIzcTn c mv`zcTn.G$l^lLn Ylc …- G$l_l©a_qY ñP=ndY`q/flzgË_ ^lIzcTn c mv`zcTn.G$l^lLn Ylc …- G$l_l©a_qY ñP=ndY`q/flzgË_ ^lIzcTn c mv`zcTn.

170 Sheet 3



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

7 ñP=ndY`q zamqG$ 7. ^l.@§UI©U @Vl©oÝciG$ _l§À_lG$Rx=Y  UmlfTq 

G$ê$T JnTn c P=°=ã_vandY G$ê$Y ^l.Bm anHlmla 

(f§G$aY) _l§LnG$R=n mvS=qa G$l_©clgqflQ=q mlQ=zcÊln.
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dn`ldn`ldn`ldn`l

Remarks
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dn`ldn`ldn`ldn`l

Remarks
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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$l^lal alITl`l cnhG$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 ñP=ndY`q zamqG$ fc© YlŠ_lc`qa c ^v»_ G$l_l©a_lG$R=qa 

fncG$l§Yl ^lÝ_ ITcnd mlcflhq àlc`Tn c }vP= c 

f±R=a _l§Lq fncG$zYgl_ G$lnQ=q G$l_l©a_lG$R=qa 

clze©G$ ^lITq G$`Tn clze©G$ ^lITq mÌG$ $^v»_ 

anHlmla G$l_l©a_lG$R=qa àláq c LlLTqLn 

@Vl©oÝciG$ _l§LnG$Rx=Y UmlfTq G$ê$Y JnTn. 

G$l_l©a_ mZ`mÌG$ àlá 

OlanY§U` 3 ZWcflU

2 àláq c LlLTqLn 

@Vl©oÝciG$ 

HlË_lG$R=qa clze©G$ ^lITq f§W]l©U f§§}§zXU fncG$lf 

f^i }lnalcxY clze©G$ ^lITq UmlfTq G$ê$Y ^lÝ_Ul 

WnTn.

G$l^lLn fln_qYvfl`

3 ñP=ndY`q zamqG$ ^lÝ_ clze©G$ ^lITqmÌG$ G$lnQ=q G$l_l©a_lG$R=n 

mlQ=zcTn. 

àláq c LlLTq 

zc]lIlG$Rx=Y UmlfTq 

Olë_lc` 1 ZWcf

4 G$lnQ=q G$l_l©a_ HlË_lG$R=qa clze©G$ ^lITqà^lTn P={R=` ^lIcxY 

^la/cñUx/flzgË_  H`nWq G$`Tn.

G$l^lÀ_l fln_qYvfl`

5 ñP=ndY`q zamqG$ G$lnQ=q G$l_l©a_lG$R=xY ^lITqà^lTn mv`zcanë_l 

^la/cñUx/flzgË_ _l§Ln Yl{Wq N^l `zNñP=`al JnTn.

6 ñP=ndY`q zamqG$ f§}§zXU fncG$l§Yl ^lÝ_ ITcnd mlcflhq àlc`Tn c 

}vP= c f±R=a clP=m G$`Tn c f§}§zXU fncG$l§À_l føl 

JnTn. 

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 …- ñP=ndY`q zc]lI …- ñP=ndY`q zc]lI …- ñP=ndY`q zc]lI …- ñP=ndY`q G$l^lLn Ylc …- ITcnd,mlcflQ=q àlc`Tn,}vP=,f±R=a A.G$l^lLn Ylc …- ITcnd,mlcflQ=q àlc`Tn,}vP=,f±R=a A.G$l^lLn Ylc …- ITcnd,mlcflQ=q àlc`Tn,}vP=,f±R=a A.G$l^lLn Ylc …- ITcnd,mlcflQ=q àlc`Tn,}vP=,f±R=a A.
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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

7 G$lnQ=q G$l_l©a_ HlË_lf mv`zcanë_l ^la/cñUx/flzgË_ _l§Lq z}an 

mlQ==zcTn.

G$l^lÀ_l fln_qYvfl`

8 ñP=ndY`q zamqG$ 1. G$lnQ=q G$l_l©a_lG$R=x=Y @lanë_l z}alLq Yl{Wq 

G$l_©zcc`T `zNñP=`q JnTn.

9 ñP=ndY`q zamqG$ 2. G$lnQ=q G$l_l©a_lG$Rx=Y @lanë_l z}al§Lq N^l/ 

HLl©Lq (@°R=NñP=^{P=) z}an U_l` G$`Tn (ffl 41) 

10 ñP=ndY`q zamqG$ 3. N^l/HLl©À_l (@°R=NñP=^{P=) z}anlc` 

fgl.@l_lUG$` @zXiG$ _l§LnG$R=n følG$`qUl z}an 

flW` G$`Tn.

11 fgl.@l_lUG$` 

@zXiG$ 

4. N^l/HLl©À_l (@°R=NñP=^{P=) z}al§c` ñcli`q 

G$`Tn. 

12 ñP=ndY`q zamqG$ 5. N^l/HLl©Lq (@°R=NñP=^{P=) z}an ^l.@§UI©U 

@Vl©oÝciG$ _l§LnG$Rx=Y UmlfTq G$ê$Y JnTn.

13 ñP=ndY`q zamqG$ 6. N^l/HLl©Lq (@°R=NñP=^{P=) z}al§Ln P=°ã_vandY 

G$ê$Y Bm anHlmla (f§G$aY zc]lIG$R=n) mvS=qa 

G$l_©clgqflQ=q mlQ=zcTn.  

3 ZWcf

173 Sheet 4



PM- 18181818

dn`ldn`ldn`ldn`l

Remarks

174 Sheet 4



dn`ldn`ldn`ldn`l

Remarks

175 Sheet 4



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 ñP=ndY`q zamqG$ YlG$n G«$. 23 Df P=q mlf©b ñcl`InP=, blngIlc 

Zc^lYUh NG$lUYlG$n, YlG$n G$ 11 `nëcn mlf©b  mvTn 

ñP=ndY, YlG$n G«$ 12 mvTn ^v§}A© `lnR= HR=G$r , YlGn$ G«$ 1 

[$InclR=q NG$lU YlG$ fq D^ A© WlmlnR=q _l 

Zc]lIlG$Rx=Y ]vA© ]lR=nce_q c [v$InclR=q NG$lU YlGn$ G«$ 

1 _nVqb pmm`q pLLcR= ^YmlLn mlTqmP=P=q}l}U 

cnhlncnhq @lbnbq Z}bn G$l_l©b_ `ZNñP=`bl Yl{W G$`Tn 

fW` Z}blLq Wn_ `ŠG$^ @lWl G$`Tnf§W]l©U ^l. @ZU. 

^gl. @l_vŠU (N) _l§LnnG$R=n ^l. @§§UI©U @Vl©ÝcqiG$ 

_l§Ln^l[©$U àG$`Tn ^lÝ_UnflQ=q mlQ=zcTn àG$`Tq G$lgq 

@linm @lë_lf mxU©Ul G$éY àG$`T [n$` flW` G$`Tn. 

}qa àlá OlanYU§` 

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 …- ñP=ndY`q zc]lI …- ñP=ndY`q zc]lI …- ñP=ndY`q zc]lI …- ñP=ndY`q G$l^lLn Ylc …- YlŠ_lLn ]vA©]lR=n c mlTq}qbn @lWl G$`Tn. G$l^lLn Ylc …- YlŠ_lLn ]vA©]lR=n c mlTq}qbn @lWl G$`Tn. G$l^lLn Ylc …- YlŠ_lLn ]vA©]lR=n c mlTq}qbn @lWl G$`Tn. G$l^lLn Ylc …- YlŠ_lLn ]vA©]lR=n c mlTq}qbn @lWl G$`Tn. 

174 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$ 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 ñP=ndY`q zamqG$ ^l. @zU ^gl @l_vŠU (N) _l§Lq ^lÝ_Ul @lbnY§U` 

^lÝ_UnLl Q=`lc P=lGx$Y JnTn UWY§U` f§}§zXU f§ñVnf 

z}b @lWl G$`Tn}l}U z}b [$l°^© U_l` G$`Tn (f fl 

41) Ë_lc` ^l fgl @l_lUG$` @zXiG$ ^l 

@l_lUG$` @zXiG$ _l§Ln ñcli`qflQ=q flW` G$`Tn. 

2 fgl.@l_lUG$` 

@zXiG$ / 

@l_lUG$` @zXiG$

YlŠ_lLq ]vA©]lR=n z}bn UfnL mlTq @Wl z}bn _lc` 

ñcli`q G$`Tn 

3 ñP=ndY`q zamqG$ @lWl z}blc` ñcli-_l Olë_lY§U` zd`ñUnWl` 

zc]lIlG$R=qb }lnP=HUlc` HLt Yl§nW JnTn UWY§U` z}b 

@§UI©U @Vl©ÝcqiG$ (^v»_ bnHlmlb) _l§LnG$R=n 

UmlfTqG$`qUl mlQ=zcTn ^l @§U©IU @Vl©ÝcqiG$ _l§Ln 

UmlfTqY§U` fW` z}bn P=°ã_vbndY G$éY LnG$ 

G$lS=TnG$l^q BmbnHlmlb G$lne _l§NG$R=n mlQ=zcTn.

3 ZWcf 

175 Sheet 5



PM- 18181818

dn`ldn`ldn`ldn`l

Remarks

176 Sheet 5



dn`ldn`ldn`ldn`l

Remarks

177 Sheet 5


