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Documents 

Applied Rule/Section/ 

Standing Order etc.
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1 @lcG$ }l`zYdq 
zazmG$

^`lQ=l L{}f© @l°[$ G$l°^f©, ì_lml`q @flnzfDdY, 
YlIZ`G$, cnIcnIhn ì_cfl_lLn ì_lml`q AË_l§WqLn 
NG$lUW` c zY_^}l}U zYcnWYn, @N© Yl{WcxY 
UmlfTqmVG$ zc]lIà^vHlG$R=n WnTn.

zYcnWYn, @N©, 
àñUlc

àlá OlanY§U` 1 ZWcf

2 UmlfTqmVG$ 
zc]lI à^vH

@N©, zYcnWYn A. G$l_©zcc`T  `zNñP=`al Yl{WzcTn 
@lzT àñUlc U_l` G$`TnflQ=q NG$lU zY_^lcaq 
zazmG$lf f§mxT© àG$`T WnTn.

3 UmlfTqmVG$ 
zazmG$

UmlfTqmVG$ zc]lI à^vH _l§LnG$Rx=Y @lanann fc© 
G$lIWmÌl§Lq [$lA©a G$éY zY_^lcaqLl àñUlc U_l` 
G$`Tn c UmlfTqmVG$ zc]lI à^vH _l§Ln^l[©$U 
^l.@l_lUG$` à^vH _l§LnG$R=n ñcli`qflQ=q flW` 
G$`Tn.

4 ^l.zcXq fëalIl` 
G$l_l©a_ 

^l.@l_lUG$` à^vH _l§Ln zYcnWYlc` c zce_mÌlc` 
ñcli`qY§U` ^l.zcXq fëalIl` _l§LnG$R=n G$l_Wndq` 
}l}q UmlfTqflQ=q fW`Ll àñUlc mlQ=zcal NlUln c 
zcXq fëalIl` G$l_l©a_ _l§LnG$Rx=Y _ln½_ Ë_l 
WþéñË_lfg @l_lUG$` à^vH _l§LnG$R=n mlQ=zcal 
NlUln.

zcXq HlË_lÀ_l G$l^lÀ_l 
ì_lßUqYvfl` 

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 …- UmlfTqmVG$zc]lI …- UmlfTqmVG$zc]lI …- UmlfTqmVG$zc]lI …- UmlfTqmVG$ G$l^lLn Ylc …- NG$lU zY_^lcaq c W`l}l}U.G$l^lLn Ylc …- NG$lU zY_^lcaq c W`l}l}U.G$l^lLn Ylc …- NG$lU zY_^lcaq c W`l}l}U.G$l^lLn Ylc …- NG$lU zY_^lcaq c W`l}l}U.

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

127, 149, 454, 455, 457 
à^lTn @zXzY_^lUqa U`UxWqdq 
fv§fIU @fn NG$lU zY_^ U_l` 

G$`Tn.

zY_^lLn f§»_nc` c 
G$l^G$lNlLn ì_láqYvfl` 

15 ZWcflLn @lU
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5 @lcG$ }l`zYdq 
zazmG$

zcXq fëalIl` _l§LnG$Rx=Y NG$lU zY_^lcaq f§W]l©U 
@lanal @z]àl_lfg àñUlc UmlfTqmVG$ zc]lI 
à^vHlG$R=n WnTn.

1 zWcf

6 UmlfTqmVG$ 
zc]lI à^vH

zcXq fëalIl` _l§Yq ZWanal @z]àl_ c WþéñË_l 
zcLl`lU JnC$Y [n$` zY_^lcaqLl àñUlc U_l` 
G$`TnflQ=q UmlfTqmVG$ zazmG$lG$R=n flW` G$`Tn.

7 UmlfTqmVG$ 
zazmG$

UmlfTqmVG$ zc]lI à^vH _l§LnG$Rx=Y @lanan c`qa 
àG$`T WþéñUqfg [n$` àñUlc U_l` G$éY Ë_lc` 
@l_lUG$` à^vH _l§Lq ñcli`q JncxY fW`Ll àñUlc 
@zU.^gl.@l_vŠU (N) _l§Ln^l[©$U ^gl.@l_vŠU 
_l§LnG$R=n zce_mÌlc` ñcli`qflQ=q mlQ=zcTn.

8 ^l.@zU.^gl. 
@l_vŠU (N) 
G$l_l©a_ 

^l.@zU.^gl.@l_vŠU (N) _l§À_l zd[$l`dqfg 
fW`Ll àñUlc ^l.^gl.@l_vŠU _l§LnG$R=n zYcnWYlc` 
c zce_mÌlc` ñcli`qflQ=q mlQ=zcal NlA©a.

G$l^lÀ_l ì_lßUqYvfl`

9 ^l.^gl.@l_vŠU ^l.^gl.@l_vŠU _l§Lq fW`  zYcnWYlc` c 
zce_mÌlc` ñcli`q Olë_lY§U` fW`Ll àñUlc 
^l.zcXq fz^Uq/ñVl_q fz^Uq _l§LnG$R=n 
zd[$l`dqflQ=q YI` fzLc G$l_l©a_lG$R=n mlQ=zcal 
NlA©a.

G$l^lÀ_l ì_lßUqYvfl`

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

127, 149,454, 455, 457 
(7) c (17) à^lTn 

@zXzY_^lUqa U`UxWqdq fv§fIU 
@fn NG$lU zY_^ U_l` G$`Tn.

zY_^lLn f§»_nc` c 
G$l^G$lNlLn ì_láqYvfl` 

15 ZWcflLn @lU
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10 ^l.YI` fzLc ^l.YI` fzLc _l§LnG$Rx=Y fW`Ll àñUlc 
zd[$l`dqflQ=q flW` Gn$al NlA©a.

G$l^lÀ_l ì_lßUqYvfl`

11 ^l.zcXq fz^Uq/ 
ñVl_q fz^Uq

^l.YI` fzLc _l§Yq flW` Gn$anë_l àñUlclf 
zd[$l`f G$éY ^l.^v»_ f]nÀ_l ^lÝ_UnflQ=q 
mlQ=zcal NlA©a.

G$l^lÀ_l ì_lßUqYvfl`

12 ^l.^v»_ f]l ^l.zcXq fz^Uq/ñVl_q fz^Uq _l§Yq zd[$l`f 
Gn$anë_l àñUlclf ^lÝ_Ul WnÊ_lU _nUn.

zcXq fz^Uq / 
ñVl_q fz^Uq 

Q=`lc

G$l^lÀ_l ì_lßUqYvfl`

13 ^l.YI` fzLc àñUlc ^lÝ_ Olë_lY§U` ^l.^glml¡¡`l§À_l ñcli`qY§U` 
fW`Ll Q=`lc ^l.^gl.@l_vŠU _l§À_lG$R=n 
G$l_©clgqflQ=q mlQ=zcal NlA©a.

^v»_ f]l Q=`lc G$l^lÀ_l ì_lßUqYvfl`

14 ^l.^gl.@l_vŠU ^l.YI` fzLc _l§Yq mlQ=zcanë_l Q=`lclc` ñcli`q 
G$éY G$l_©clgqflQ=q fW`Ll Q=`lc @l_lUG$` 
G$l_l©a_lG$R=n mlQ=zcal NlUln.

^v»_ f]l Q=`lc Q=`lc àlá Olë_lmlfxY 
2 ZWcf

15 @l_lUG$` G$l_l©a_ fW`Ll àñUlc @l_lUG$` G$l_l©a_lG$R=n àlá 
Olë_lY§U` UmlfTqmVG$ zc]lIà^vHlG$R=n mlQ=zcal 
NlUln.

@Xl© ZWcf

16 UmlfTqmVG$ 
zc]lIà^vH

^v»_ f]nÀ_l Q=`lclà^lTn ^l.^gl.@l_vŠU _l§À_l 
Yl§cn c ñcli`qYn YlIZ`G$l§À_l g`G$Uq c fxLYl 
^lIzcTnG$l^q cU©^lYmÌ c I°OnP=^Ü_n àzfÜWq G$`Tn.

^v§}A© àl§zUG$ ^glYI`mlzaG$l 
@zXzY_^ 1949 Ln G$a^ 460

8 zWcf
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17 UmlfTqmVG$ 
zc]lIà^vH

YlIZ`G$l§À_l g`G$Uq c fxLYl§Lq fvYlcTq 
^l.@l_lUG$` à^vH _l§Ln f^ln` G$`TnG$l^q ^lZgUq 
U_l` G$`Tn.

g`G$Uq c fxLYl ^v§}A© àl§zUG$ ^glYI`mlzaG$l 
@zXzY_^ 1949 Ln G$a^ 460

30 zWcf

18 ^l.@l_lUG$` à^vH ^l.@l_lUG$` à^vH _l§À_lG$R=n g`G$Uq c fxLYl§Lq 
fvYlcTq

4 zWcf

19 UmlfTqmVG$ 
zc]lIà^vH

@lanë_l g`G$Uq c fxLYl ^lÝ_/@^lÝ_ zcLl`lU 
JnC$Y _ln½_ Un fG$l`T WncxY [n$` zce_mÌ 
^l.@zU.^gl.@l_vŠU (N) _l§Ln^l[©$U 
^l.^gl.@l_vŠU _l§LnG$R=n ñcli`qflQ=q `clYl

3 zWcf

20 ^l.@zU.^gl. 
@l_vŠU (N) 
G$l_l©a_ 

^l.@zU.^gl.@l_vŠU (N) _l§À_l zd[$l`dqfg 
fW`Ll àñUlc ^l.^gl.@l_vŠU _l§LnG$R=n zYcnWYlc` 
c zce_mÌlc` ñcli`qflQ=q mlQ=zcTn.

21 ^l.^gl.@l_vŠU ^l.^gl.@l_vŠU _l§Lq fW`  zYcnWYlc` c 
zce_mÌlc` ñcli`q Olë_lY§U` fW`Ll àñUlc 
^l.zcXq fz^Uq/ñVl_q fz^UqG$R=n zd[$l`dqflQ=q 
YI` fzLc G$l_l©a_lG$R=n mlQ=zcTn.

^v§}A© àl§zUG$ ^glYI`mlzaG$l 
@zXzY_^ 1949 Ln G$a^ 
149,454,455,457 (7) c 
(17)

G$l^lÀ_l ì_láqYvfl`

22 ^l.YI` fzLc ^l.YI` fzLc _l§LnG$Rx=Y fW`Ll àñUlc 
zd[$l`dqflQ=q ^l.zcXq fz^Uq/ñVl_q fz^UqG$R=n 
mlQ=zcTn.

zcXq fz^Uq / 
ñVl_q fz^Uq 

Q=`lc

G$l^lÀ_l ì_láqYvfl`

23 ^l.zcXq fz^Uq/ 
ñVl_q fz^Uq

^l.YI` fzLc _l§Yq flW` Gn$anë_l àñUlclf 
zd[$l`f G$éY ^l.^v»_ f]nÀ_l ^lÝ_UnflQ=q 
mlQ=zcTn.

^v»_ f]l Q=`lc
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24 ^l.^v»_ f]l ^l.zcXq fz^Uq/ñVl_q fz^Uq _l§Yq zd[$l`f 
Gn$anë_l àñUlclf ^lÝ_Ul

25 ^l.YI` fzLc àñUlc ^lÝ_ Olë_lY§U` ^l.^glml¡¡`l§À_l ñcli`qY§U` 
fW`Ll Q=`lc ^l.^gl.@l_vŠU _l§À_lG$R=n 
G$l_©clgqflQ=q mlQ=zcTn.

26 ^l.^gl.@l_vŠU ^l.YI` fzLc _l§Yq mlQ=zcanë_l Q=`lclc` ñcli`q 
G$éY G$l_©clgqflQ=q fW`Ll Q=`lc @l_lUG$` 
G$l_l©a_lG$R=n mlQ=zcTn.

Q=`lc àlá Olë_lmlfxY 
2 ZWcf

27 @l_lUG$` G$l_l©a_ fW`Ll àñUlc @l_lUG$` G$l_l©a_lG$R=n àlá 
Olë_lY§U` UmlfTqmVG$ zc]lIà^vHlG$R=n mlQ=zcTn.

1 ZWcf

28 UmlfTqmVG$ 
zc]lI à^vH

NG$lU zY_^ c W`lf c`qa Q=`lclfg àñUlc 
^l.`lÁ_ dlfYlÀ_l @§zU^ ^lÝ_UnflQ=q mlQ=zcTn.

^v§}A© àl§zUG$ ^glYI`mlzbG$l 
@zXzY_^ 1949 Ln G$b^ 475

3 zWcf

29 UmlfTqmVG$ 
zc]lI à^vH

^l.`lÁ_ dlfYlLq @§zU^ ^lÝ_Ul z^hlë_lY§U` 
Ë_lLq f`G$l`q I°OnP=^Ü_n àzfÜWqf WnTn. 

dlfY `lNmÌ ^v§}A© àl§zUG$ ^glYI`mlzbG$l 
@zXzY_^ 1949 Ln G$b^ 149 
c 455

3 zWcf

30 UmlfTqmVG$ 
zc]lIà^vH

f`G$l`q I°OnP=^Ü_n àzfÜWq Olë_lY§U` dlfYlYn 
zYoíLU Gn$anë_l ZWYl§G$lmlfxY @§^a}NlcTq 
G$`TnG$l^q @l_lUG$` à^vH _l§À_l ñcli`qYn 
G$l_l©a_qY mZ`mÌG$ àf¥U G$`Tn.

G$l_l©a_ mZ`mÌG$ ^v§}A© àl§zUG$ ^glYI`mlzbG$l 
@zXzY_^ 1949 Ln G$b^ 149 
c 455

`lNmÌlU àzfÕq 
OlbnmlfxY 30 zWcf Y§U` 
@Vcl dlfYlYn zYoíLU 
Gn$bnë_l zWYl§G$lmlfxY 

18 Sheet 1
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1 @lcG$ }l`zYdq 
zazmG$

NG$lU ^l[$r, NG$lUqLn W`, }lNl`^xë_, cG©$dl°m 
R=n^lnñP´=ndY, 1/10 NG$lU, àWd©YlflQ=q @lanal 
^la A.}l}U @lanan @N© G$l_©zcc`T `zNñP=`q Yl{W 
JncxY UmlfTqmVG$ zc]lIà^vHlG$R=n mlQ=zcTn.

@N© c UËf§}§Xq 
@Ý_ G$lIWmÌn

ñVl_q @lWnd 4,11,23,25 1 zWcf

2 UmlfTqmVG$ 
zc]lI à^vH

@lanë_l @NlªLq UmlfTq G$éY àlá fxLYlYvfl` 
mZ`mÌG$lLl ^fvWl U_l` G$`Tn c zYcnWY U_l` G$éY 
@l_lUG$` à^vH _l§LnG$R=n flW` G$`Tn.

@N© c UWYve§zIG$ 
G$lIWmÌn

3 ^l.@l_lUG$` 
à^vH

zYcnWY c mZ`mÌG$ ^fvWl @calnG$Y G$éY [n$`[$l` 
WþéñË_l G$éY ñcli`q G$`Tn.

4 UmlfTqmVG$ 
zc]lI à^vH

c`qa WþéñUq G$éY zYcnWY c mZ`mÌG$ ^fvWl 
ñcli`qflQ=q @l_lUG$` à^vH _l§LnG$R=n mlQ=zcTn.

5 ^l.@l_lUG$` 
à^vH

[n$` zYcnWY c G$l_l©a_ mZ`mÌG$lc` ñcli`q G$`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_

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.

Process Manual Format

zYcnWY c 
UWYve§zIG$ 
G$lIWmÌn

4 zWcf

zc]lI …-UmlfTqmVG$zc]lI …-UmlfTqmVG$zc]lI …-UmlfTqmVG$zc]lI …-UmlfTqmVG$
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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 UmlfTqmVG$ 
zazmG$

1. mZ`mÌG$ `zNñP=`al Yl{WcxY mZ`mÌG$ G«$^l§§G$ 
P=lG$Tn.
2. mZ`mÌG$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$`Tn.
3. mZ`mÌG$ àlá Olë_lLq mlnglnL àlá G$éY JnTn.
4. zce_lYvém mZ`mÌG$ [$lA©al DG$ àU alcTn.
5. DG$zÌU [$lA©aal àU alcTn.

f§}§zXU G$lIWmÌn 1 zWcf
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P=ßml P=ßml P=ßml P=ßml 
G«$^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

1 @lcG$ }l`zYdq 
zazmG$

@l_lUG$` zY_^ G«$.5 ^Ü_n Y^xW Gn$anë_l f§ñVl§Yq 
NG$lU ^l[$rflQ=q @N© flW` G$`Tn. fW`Ll @N© 
G$l_©zcc`T `zNñP=`al Yl{WcxY mvS=qa G$l_©clgqflQ=q 
UmlfTqmVG$ zc]lIà^vHlG$R=n mlQ=zcTn.

@N© c UW²Yve§zIG$ 
G$lIWmÌ

@l_lUG$` zY_^ G«$ 25 
@YvfxLq 3

1 zWcf

2 UmlfTqmVG$ 
zc]lIà^vH

fW`À_l @Nl©Lq M=lYTq G$éY f§}§zXU f§ñVl§Yl/ 
G$l_l©a_l§Yl Ë_l§À_l ^lITqYvfl` _ln½_ Un dvëG$ 
@lG$léY NG$lU ^l[$rLn mvñUG$ WnÊ_lU _nUn. 

1 zWcf

3 @l_lUG$` zY_^ 
G«$.25 @YvfxLq 3

f§}§zXU f§ñVl§Yl ZWanan NG$lU ^l[$rLn mvñUG$ 
f§më_lY§U` clm`Ê_lU @lanë_l NG$lU ^l[$rÀ_l 
WlHë_l§Ln zcc`TmÌ U_l` G$éY @l_lUG$` 
G$l_l©a_lG$R=n flW` G$`Tn. 

f§ñVnÀ_l fln_qYvfl`

4 @lcG$ }l`zYdq 
zazmG$

f§}§zXU f§ñVl§Ln zcc`TmÌ G$l_©zcc`T `zNñP=`q Yl{W 
JncxY UmlfTqmVG$ zc]lIlG$R=n mlQ=zcTn. 

f§ñVnLn zcc`TmÌ àlßU 
OlbnY§U` 1 ZWcf

5 zf.I«n.anHzYG$ @lanë_l zcc`TmÌlLq M=lYTq G$éY M=lYTq^Ü_n 
mvTn ^YmlÀ_l NG$lU zf^nU ^la H`nWq Gn$ë_lLn 
@lS=hxY @lë_lf f§}§zXU f§ñVnG$Rx=Y NG$lUqLq 
zY_^lYvfl` `ŠG$^ cfxa Gn$aq NlUn.  

MlYYq @Xl© zWcf

NG$lU ^l[$rLn 
mvñUG$ c 
zcc`TmÌ

zc]lI …- UmlfTqmVG$zc]lI …- UmlfTqmVG$zc]lI …- UmlfTqmVG$zc]lI …- UmlfTqmVG$

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_

G$l^lLn Ylc …- NG$lU ^l[$r WnTn.G$l^lLn Ylc …- NG$lU ^l[$r WnTn.G$l^lLn Ylc …- NG$lU ^l[$r WnTn.G$l^lLn Ylc …- NG$lU ^l[$r WnTn.

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

6 UmlfTqmVG$ 
zc]lIà^vH

f§}§zXU f§ñVl§À_l anHq ^lITqYvfl` _ln½_ Un dvëG$ 
@lG$léY Wþ}l` NG$lU ^l[$rLn mvñUG$ WnÊ_lU _nUn.

1 zWcf

22 Sheet 3



PM-4444

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 UmlfTqmVG$ 
zc]lIà^vH

àLzaU }lNl`]lc _lWqU WþéñUq G$`TnG$l^q 
G$l_l©a_ mZ`mÌG$ àf¥U G$éY fc© NG$lU YlŠ_l§c` 
mlQ=zcTn.

NG$lU YlŠ_lc` 
mZ`mÌG$ mlQ=zcTn

ñVl_q @lWnd 15 1 zWcf

2 fc© NG$lU YlG$r G$l_l©a_ mZ`mÌG$lYvfl` NG$lU YlŠ_l§céY @lanë_l 
M=l_l§ZG$U z}alà^lTn UfnL àË_i }lNl`lU NlC$Y 
cñUx§Ln àLzaU }lNl`]lc f§G$zaU G$éY Ë_lYvfl` 
_lWq U_l` G$`Tn.

G$l_l©b_ mZ`mÌG$ G$l_l©b_ mZ`mÌG$l^Ü_n 
Y^xW Gn$bnë_l ^vWUqm_ªU

3 UmlfTqmVG$ 
zc]lIà^vH

àñUvULq _lWq ^l.@l_lUG$` à^vH _l§Ln^l[©$U 
^l.@zU.^gl.@l_vŠU (N) _l§À_l zd[$l`dqfg 
^l.^gl.@l_vŠU _l§À_lG$R=n ^lÝ_UnflQ=q mlQ=zcTn.

z}bn 3 zWcf

4 @lcG$ }l`zYdq 
zazmG$

^l.^gl.@l_vŠU _l§À_l ^lÝ_ULn àG$`T 
UmlfTqmVG$ zc]lIà^vHlG$R=n mlQ=zcTn. 

àG$`T G$l^lÀ_l ì_láqYvfl`

5 UmlfTqmVG$ 
zc]lIà^vH

fW`À_l ^lÝ_Unf glUlnglU @§UI©U @Vl©oÝciG$ 
G$l_l©a_lG$Rx=Y ^l.^gl.@l_vŠU _l§Ll Q=`lc P=lGx$Y 
JnTn.

àG$`T 1 ZWcf

6 zf.I«n.anHzYG$ }lNl`lU NlC$Y cñUx§Ln àLzaU }lNl`]lc f§G$zaU 
G$`Tn.

zc]lI …- UmlfTqmVG$zc]lI …- UmlfTqmVG$zc]lI …- UmlfTqmVG$zc]lI …- UmlfTqmVG$

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_

G$l^lLn Ylc …- }lNl`]lc _lWq U_l` G$`Tn.G$l^lLn Ylc …- }lNl`]lc _lWq U_l` G$`Tn.G$l^lLn Ylc …- }lNl`]lc _lWq U_l` G$`Tn.G$l^lLn Ylc …- }lNl`]lc _lWq U_l` G$`Tn.

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 UmlfTqmVG$ 
zc]lIà^vH

^lÝ_UnÀ_l Q=`lclYvfl` fvXlZ`U }lNl`]lc _lWq§Ln 
G$l_l©a_ mZ`mÌG$ àf¥U G$éY Ë_lLq @§^a}NlcTq 
G$`Ê_lG$Z`Ul fc© NG$lU YlG$r,  IñUqmVG$, fc© 
@zXG$l`q c ^v»_ G$l_l©a_lG$R=qa @§UI©U zc]lI 
_l§LnG$R=n mvS=qa G$l_©clgqflQ=q àUq mlQ=zcTn.

fvXlZ`U }lNl` 
]lc _lWq 

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

1 @lcG$ }l`zYdq 
zazmG$

@l_lUWl`lLl @N© G$l_©zcc`T `zNñP=`q Yl{W JncxY 
mvS=qa G$l_©clgqflQ=q UmlfTqmVG$ zc]lIà^vH 
_l§LnG$R=n mlQ=zcTn.

2 UmlfTqmVG$ 
zc]lIà^vH

fW` @Nl©Lq M=lYTq G$éY zf.In««.anHzYG$ _l§LnG$R=n 
^lÝ_UnÀ_l ^fvWl U_l` G$`TnG$l^q @N© mlQ=zcTn.

3 zfzY.I«nR= zazmG$ àñUvUÀ_l @Nl©Lq M=lYTq G$éY ^l.@l_lUG$` à^vH 
_l§À_l ^lÝ_UnflQ=q ^fvWl U_l` G$éY UmlfTqmVG$ 
zc]lIà^vH _l§À_l ñcli`qfg flW` G$`Tn.

4 ^l.@l_lUG$` à^vH @lanal àñUlc ^lÝ_/@^lÝ_ G$`Tn. zYcnWY

5 UmlfTqmVG$ 
zc]lIà^vH

^l.@l_lUG$` à^vH _l§À_l ^lÝ_/@^lÝ_ 
àñUlcl}l}U mvS=qa G$l_©clgq G$`TnG$l^q 
zf.I«n.zazmG$ _l§LnG$R=n àG$`T mlQ=zcTn.

zYcnWY

6 zfzY.I«nR= zazmG$ àñUlzcU àG$`Tq ^lÝ_/@^lÝ_ }l}U ^l.@l_lUG$` 
à^vH _l§Ll Q=`lc Yl{WcxY NlcG$ `zNñP=`q Yl{WcxY 
Ë_lÀ_l àUq YlŠ_lc` zcUZ`U G$`TnG$l^q 
Á_v.I«n.zazmG$lG$R=n mlQ=zcTn.

3 ZWcf

ñVl_q @lWnd G«$.23

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 …-UmlfTqmVG$zc]lI …-UmlfTqmVG$zc]lI …-UmlfTqmVG$zc]lI …-UmlfTqmVG$ G$l^lLn Ylc …- àWd©Y/cG©$dl°m R=n^lnÝP´=ndY AË_lWsflQ=q @l_lU glnTlè_l ^lalÀ_l NG$lUq}l}U.G$l^lLn Ylc …- àWd©Y/cG©$dl°m R=n^lnÝP´=ndY AË_lWsflQ=q @l_lU glnTlè_l ^lalÀ_l NG$lUq}l}U.G$l^lLn Ylc …- àWd©Y/cG©$dl°m R=n^lnÝP´=ndY AË_lWsflQ=q @l_lU glnTlè_l ^lalÀ_l NG$lUq}l}U.G$l^lLn Ylc …- àWd©Y/cG©$dl°m R=n^lnÝP´=ndY AË_lWsflQ=q @l_lU glnTlè_l ^lalÀ_l NG$lUq}l}U.

@N© c UWYve§IqG$ 
G$lIWmÌn

3 zWcf

àUq
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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 Á_vzY.I«nR= zazmG$ fW`Lq àU àG$`Tq f^lzcîP= G$éY Bc©Z`U àUq 
YlŠ_lc` mlQ=zcTnG$l^q P=mlacgqU Yl{W G$éY R=l_`q 
zc]lIlG$R=n àUq mlQ=zcTn.

8 R=l_`q zc]lI UmlfTqmVG$ zc]lIlG$Rx=Y @lanan mZ`mÌGn$ 
P=mlacgqUqa Yl{Wqà^lTn YlŠ_l§c` 
mlnglnLzcÊ_lflQ=q P=mlacgqfgqU zdmlA©G$R=n WnTn.

9 zdmlA© P=mlacgqUqa Yl{Wqà^lTn Y^xW Gn$anë_l YlŠ_l§c` 
YlG$lzXG$lè_l§À_l Ulã_lU fW`Ln G$l_l©a_ mZ`mÌG$ 
WncxY mlglnL z^hlë_l}ÔaLq ñcli`q JncxY fW`Lq 
cgq R=l_`q zc]lIlG$R=n WnTn.
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P=ßml P=ßml P=ßml P=ßml 
G«$^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 UmlfTqmVG$ 
zc]lIà^vH

NG$lU zY_^lcaqUqa zY_^l§Lq G$l_©mÜWUq 
Q=`zcTn}l}U ñVl_q @lWndlLn àlém àñUlc U_l` 
G$`Tn, ^l.ñVl_q fz^UqÀ_l ^lÝ_UnG$l^q zce_mÌ 
U_l` G$`Tn.

àñUlc c zce_mÌ ^v§}A© àl§zUG$ ^glYI`mlzaG$l 
@zXzY_^ 1949 Ln G$a^ 466  

(1) {A(@) Un I)} à^lTn.

ñVl_q @lWnd àlém àñUlc 
U_l` Olë_lY§U`
2 ZWcf

2 UmlfTqmVG$ 
zc]lIà^vH

c`qa zYcnWYlc` c zce_mÌlc` ^l.@l_lUG$` à^vH 
_l§Lq ñcli`q JncxY àñUlc ^l.@zU. ^gl.@l_vŠU 
(N) _l§LnG$R=n zd[$l`dqflQ=q mlQ=zcTn.

2 ZWcf

3 ^l.@zU.^gl. 
@l_vŠU (N) 
G$l_l©a_

c`qa àñUlclc` ^l.@zU.^gl.@l_vŠU (N) _l§Lq 
ñcli`qfg fW`Ll àñUlc ^l.^gl.@l_vŠU 
_l§À_lG$R=n ñcli`qflQ=q mlQ=zcTn.

àñUlc c zce_mÌ G$l^lÀ_l ì_láqYvfl`

4 ^l.^gl. @l_vŠU ^l.^gl.@l_vŠU _l§Lq zYcnWYlc` c zce_mÌlc` 
ñcli`qY§U` àñU¥ULl àñUlc ^l.ñVl_q fz^UqÀ_l 
^lÝ_UnG$l^q ^l.YI` fzLc G$l_l©a_lG$R=n mlQ=zcTn.

àñUlc c zce_mÌ ^v§}A© àl§zUG$ ^glYI`mlzaG$l 
@zXzY_^ 1949 Ln G$a^ 466 
(2) 

G$l^lÀ_l ì_láqYvfl`

zc]lI …- UmlfTqmVG$zc]lI …- UmlfTqmVG$zc]lI …- UmlfTqmVG$zc]lI …- UmlfTqmVG$

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

G$l^lLn Ylc …- NG$lU ñVl_q @lWnd U_l` G$`Tn.G$l^lLn Ylc …- NG$lU ñVl_q @lWnd U_l` G$`Tn.G$l^lLn Ylc …- NG$lU ñVl_q @lWnd U_l` G$`Tn.G$l^lLn Ylc …- NG$lU ñVl_q @lWnd U_l` G$`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$ @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.YI` fzLc c`qa zce_mÌ ^l.ñVl_q fz^UqÀ_l ^lÝ_UnG$l^q 
Q=ncTn.

zce_mÌ G$l^lÀ_l ì_láqYvfl`

6 ^l.ñVl_q fz^Uq fW` àñUlclal ^lÝ_Ul WnTn. zce_mÌ G$l^lÀ_l ì_láqYvfl`

7 ^l.@Ü_i, ñVl_q 
fz^Uq

^l.ñVl_q fz^UqÀ_l àñUlclc` ñcli`q G$`Tn. Q=`lc G$l^lÀ_l ì_láqYvfl`

8 ^l.YI` fzLc ^lÝ_ zce_lc` ^l.@Ü_i, ñVl_q fz^Uq _l§Lq 
ñcli`qY§U` fW`Ll Q=`lc ^l.^gl.@l_vŠU _l§À_lG$R=n 
mlQ=zcTn.

G$l^lÀ_l ì_láqYvfl`

9 ^l.^gl. @l_vŠU fW`Ll Q=`lclc`Uq ñcli`q G$éY fW`Ll Q=`lc 
@l_lUG$` G$l_l©a_lG$R=n mlQ=zcTn.

Q=`lc àlá Olë_lY§U`
2 ZWcf

10 @lcG$ }l`zYdq 
zazmG$

^l.^gl.@l_vŠU _l§À_lG$Rx=Y @lanë_l Q=`lclLq 
G$l_©zcc`T `zNñP=`al Yl{W JncxY àñUULl Q=`lc 
UmlfTqmVG$ zc]lIà^vH _l§LnG$R=n mlQ=zcTn.

Q=`lc àlá Olë_lc` 
1 ZWcf

11 UmlfTqmVG$ 
zc]lIà^vH

^l.^gl.@l_vŠU _l§À_l ñcli`qYn zYcnWY, ñVl_q 
@lWnd c Q=`lc `lÁ_ dlfYlÀ_l ^lÝ_UnflQ=q 
mlQ=zcTn.

2 ZWcf

12 UmlfTqmVG$ 
zc]lIà^vH

`lÁ_ dlfYlLq ^§Nv`q @lë_lY§U` ñVl_q @lWndlLq 
M=mlA© G$éY JnTn @lzT @§^a}NlcTq G$`Tn.

G$l^lÀ_l ì_láqYvfl`
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PM-4444

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 NG$lU YlG$l NG$lUG$` zY_^ 39 c G$l_l©a_ mZ`mÌG$ G«$.56, 
ZW.7/10/1968 Yvfl` NG$lU gÔqUqa Nln ^la 
m`U @lTÊ_lÀ_l BÔndlYn }lgn` Ynal NlUln c G$lgq 
G$lhlYn m`U gÔq^Ü_n @lTal NlUln @dl àUqÀ_l 
^lal§c` _l mZ`mÌG$lUqa @P=q  mxT© glnU @fë_lf 
fW` ^la gÔq}lgn` NlC$Y m`U _nTl` @fë_lYn 
@l_lUWl`lG$Rx=Y DŠf [$l°^© ]éY JncxY Ë_l zàË_V© 
_ln½_ Un dvëG$ @lG$léY NG$lU YlŠ_lc` cl_ [$l°^©  
ZWal NlUln. Ë_lLq ^vWU 2 ^ZgÝ_lm_©U YlŠ_lc` 
ZWaq NlUn. 

NG$lU YlŠ_lc` 
^lalLn z}a c 

DŠf [$l°^© 

G$l_l©a_ mZ`mÌG$ G«$.56 
ZW.7/10/1968 
G$l_l©a_ mZ`mÌG«$ G«$.80 
ZW.16/1/1969
@l_lUG$` zY_^ 39

NG$lU YlŠ_lc` 10 z^YqP=n 

2 @lcG$ }l`zYdq 
zazmG$

@l_lUWl`lf cl_ mlflYvfl` ZWanë_l ^vWUqU ^la 
_nTl` Yfë_lf @dl mlflLq ^vWUclS= gcq 
@fë_lf 2 ^ZgYl ^vWUclS= f§mÊ_lmxct 
@l_lUWl`lYn anHq @Nl©Ûl`n ^vWUclS=qLq ^lITq 
G$`na. fW`Lq ^lITq @N© UmlfTqmVG$ 
zc]lIà^vHlG$R=n mlQ=zcal NlUln.

@Nl©fln}U cl_ mlf 
WlHa Gn$ë_lY§U` 
1 ZWcf

3 UmlfTqmVG$ 
zc]lIà^vH

^vWUclS=qLl @N© zcZgU ^vWUqU @lë_lf 
@l_lUWl`lÀ_l ^lITqYvfl` _ln½_ Un dvëG$ @lG$léY 
1 ZG¨$cl 2 ^ZgÝ_l§Lq ^vWUclS= ZWaq NlUn c fW`Ll 
mlf @l_lUWl`lf ZWal NlUln.

cl_ [$l°^© 
^vWUclS= mlf

zc]lI …- UmlfTqmVG$zc]lI …- UmlfTqmVG$zc]lI …- UmlfTqmVG$zc]lI …- UmlfTqmVG$

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

G$l^lLn Ylc …- anHzYG$r mlflLq ^vWUclS= WnTn.G$l^lLn Ylc …- anHzYG$r mlflLq ^vWUclS= WnTn.G$l^lLn Ylc …- anHzYG$r mlflLq ^vWUclS= WnTn.G$l^lLn Ylc …- anHzYG$r mlflLq ^vWUclS= WnTn.
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PM-4444

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$

@lcG$ Olanë_l @N© G$l_©zcc`T `zNñP=`al Yl{WcxY 
UmlfTqmVG$ zc]lIà^vHlG$R=n mlQ=zcTn.

@l_lUG$` zY_^ 25 
@YvfxLq 3

1 ZWcf 

2 UmlfTqmVG$ 
zc]lIà^vH

@l_lUG$` zY_^ G«$.25 @YvfxLq 3 à^lTn àñUlc c 
zce_mÌ U_l` G$éY ^l.@l_lUG$` à^vH _l§LnG$R=n 
flW` G$éY àñUlc ^l.@zU.^gl. @l_vŠU (N) 
_l§LnG$R=n HlË_lLn  zYcnWY c zce_mÌ zd[$l`fqflQ=q 
mlQ=zcTn.

1 ZWcf 

3 ^l.@zU.^gl. 
@l_vŠU (N)

c`qa àñUlc c zce_mÌlc` ^l.@zU.^gl. @l_vvŠU 
(N ) _l§Lq zd[$l`f JncxY ^l.^gl.@l_vŠU 
_l§À_lG$R=n àñUlc c zce_mÌ _lc` ñcli`qG$l^q 
mlQ=zcTn.

HlË_lÀ_l G$l^G$lN 
fln_qYvfl` 

4 ^l.^gl.@l_vŠU fW` àñUlclLq ^l.@zU.^gl.@l_vŠU (N) _l§Lq 
zd[$l`f zcLl`lU JncxY zYcnWYlc` c zce_mÌlc` 
ñcli`q G$éY ^l.YI` fzLc G$l_l©a_lG$R=n 
mlQ=zcTn.

HlË_lÀ_l G$l^G$lN 
fln_qYvfl` 

5 ^l.YI` fzLc ^l.^gl.@l_vŠU _l§Ll àñUlc ^l.zcXq 
fz^Uq/ñVl_q fz^Uq _l§À_lG$R=n zd[$l`dqflQ=q 
mlQ=zcTn.

àñUlc àlá OlanY§U` 
f§}§XqU fz^Uq anHzYG$ 

@N© c UW²Yve§zIG$ 
G$lIWmÌn  

zc]lI …- UmlfTqmVG$zc]lI …- UmlfTqmVG$zc]lI …- UmlfTqmVG$zc]lI …- UmlfTqmVG$

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

G$l^lLn Ylc …- NG$lU ^l[$r WnTn.G$l^lLn Ylc …- NG$lU ^l[$r WnTn.G$l^lLn Ylc …- NG$lU ^l[$r WnTn.G$l^lLn Ylc …- NG$lU ^l[$r WnTn.
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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 ^l.zcXq fz^Uq / 
ñVl_q fz^Uq

^l.YI` fzLc _l§Yq ^l.^gl.@l_vŠU _l§Ll Q=ncanal 
àñUlclf zd[$l`f G$éY/^lÝ_ G$éY ^l.^v»_ 
f]nG$R=n mlQ=zcTn.

ZcXq fz^Uq/ 
ñVl_q fz^Uq 

Q=`lc

fz^Uq G$l^G$lNlYvfl` 

7 ^l.^v»_ f]l ^l.zcXq fz^Uq/ñVl_q fz^Uq _l§Yq zd[$l`f 
Gn$anë_l/^lÝ_ Gn$anë_l àñUlclf ^lÝ_Ul WnTn.

^v»f f]l Q=`lc fz^Uq G$l^G$lNlYvfl` 

8 ^l.YI` fzLc ^v»_ f]nYn ^lÝ_Ul ZWanë_l Q=`lclc` ^l.^glml¡`lLq 
ñcli`q àlá G$éY ^l.^gl.@l_vŠU _l§À_lG$R=n mvS=qa 
G$l_©clgqflQ=q mlQ=zcTn.

^v»f f]l Q=`lc G$l^lÀ_l ì_láqYvfl`

9 ^l.^gl.@l_vŠU ^l.^v»_ f]nÀ_l Q=`lclc` ñcli`q G$éY mvS=qa 
G$l_©clgqflQ=q @l_lUG$` G$l_l©a_lG$R=n mlQ=zcTn.

Q=`lc àlá OlanY§U`
1 ZWcf 

10 @lcG$ }l`zYdq 
zazmG$

^l.^gl.@l_vŠU _l§À_lG$Rx=Y @lanë_l Q=`lclLq 
G$l_©zcc`T `zNñP=`q Yl{W JncxY UmlfTqmVG$ 
zc]lIà^vHlG$R=n mlQ=zcTn.

Q=`lc àlá OlanY§U`
1 Ulf 

11 UmlfTqmVG$ 
zc]lIà^vH

àñUvUÀ_l Q=`lclYvfl` ^l.^gl.@l_vŠU _l§À_l 
ñcli`qYn f`G$l`q I°OnP=^Ü_n c ñVlzYG$ 
cU©^lYmÌl^Ü_n NlZg` àG$P=Y G$éY YlIZ`G$l§À_l 
gG$`Uq c fxLYl ^lIzcTn.

g`G$Uq c fxLYl ^v§}A© àl§zUG$ ^glYI`mlzaG$l 
@zXzY_^, 1949 Ln G$a^ 
460

NYUl f§mG©$ @zXG$l`q 
_l§LnG$R=n àG$P=YlflQ=q 
àñUlcl 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

12 UmlfTqmVG$ 
zc]lIà^vH

zcZgU ^vWUqU YlIZ`G$l§G$Rx=Y @lanë_l g`G$Uq c 
fxLYl ^lZgUq DG$zÌU G$éY ^l.@l_lUG$` à^vH 
_l§LnG$R=n fvYlcTq JnTn c fvYlcTqU g`G$Uq c 
fxLYl§fgqU [n$` àñUlc c zYcnWYlfg zce_mÌ 
^l.@l_lUG$` à^vH _l§À_l ñcli`qYn 
@zU.^gl.@l_vvŠU (N) _l§À_lG$R=n zd[$l`dqflQ=q 
mlQ=zcTn.

g`G$Uq/fxLYl 
1 ^ZgYl

7 ZWcfl§À_l @lU 
fvYlcTq Ë_lY§U` 1 

ZWcflU zce_ mÌ U_l` 
G$`Tn 

13 ^l.@zU.^gl. 
@l_vŠU (N)

^l.@l_lUG$` à^vH _l§Yq flW` Gn$anan [n$` zce_mÌ 
c zYcnWY @calnG$Y G$éY zd[$l`f G$éY 
^l.^gl.@l_vŠU _l§À_lG$R=n zYcnWY c zce_mÌ  
ñcli`qflQ=q mlQ=zcTn.

G$l^G$lN fln_qYvfl` 

14 ^l.^gl.@l_vŠU ^l.@zU.^gl.@l_vŠU (N) _l§À_lG$Rx=Y @lanan [n$` 
zce_mÌlc` ñcli`q G$éY ^l.YI` fzLc _l§À_lG$R=n 
mlQ=zcTn.

G$l^G$lN fln_qYvfl` 

15 ^l.YI` fzLc ^l.^gl.@l_vŠU _l§Yq flW` Gn$anan [n$` zce_mÌ 
^l.zcXq fz^Uq/ñVl_q fz^Uq _l§À_lG$R=n 
zd[$l`dqflQ=q/^lÝ_UlflQ=q mlQ=zcTn.

zcXq fz^Uq/ 
ñVl_q fz^Uq 

àñUlc àlá Olë_l§Y§U` 
f§}§zXU fz^Uq anHzYG$ 

16 ^l.zcXq fz^Uq / 
ñVl_q fz^Uq

^l.YI` fzLc _l§Yq ^l.^gl.@l_vŠU _l§Ll Q=ncanal 
àñUlclf zd[$l`f G$éY/^lÝ_ G$éY ^l.^v»_ 
f]nG$R=n mlQ=zcTn.

zcXq fz^Uq/ 
ñVl_q fz^Uq  

Q=`lc

fz^Uq G$l^G$lNlYvfl` 

17 ^l.^v»_ f]l ^l.zcXq fz^Uq/ñVl_q fz^Uq _l§Yq zd[$l`f 
Gn$anë_l/^lÝ_ Gn$anë_l àñUlclf ^lÝ_Ul WnTn.

^v»f f]nG$R=n 
zce_ 

^v»_ f]l G$l^G$lNl Yvfl` 
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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

18 ^l.YI` fzLc ^l.^v»_ f]nYn ^lÝ_Ul ZWë_lY§U` ^l.^glml¡`lLq 
ñcli`q àlá G$éY ^l.^gl.@l_vŠU _l§À_lG$R= mvS=qa 
G$l_©clgqflQ=q mlQ=zcTn.

^v»_ f]l Q=`lc G$l^G$lN fln_qYvfl` 

19 ^l.^gl.@l_vŠU ^l.^v»_ f]nÀ_l Q=`lclc` ñcli`q G$éY mvS=qa 
G$l_©clgqflQ=q @l_lUG$` G$l_l©a_lG$R=n mlQ=zcTn.

^v»_ f]l Q=`lc Q=`lc àlá Olë_lmlfxY
 1 ZWcf 

20 @lcG$ }l`zYdq 
zazmG$

^l.^gl.@l_vŠU _l§À_lG$Rx=Y @lanë_l Q=`lclLq 
G$l_©zcc`T `zNñP=`q Yl{W JncxY UmlfTqmVG$ 
zc]lIà^vHlG$R=n mlQ=zcTn.

Q=`lc àlßU OlanY§U` 
@Xl© ZWcf

21 UmlfTqmVG$ 
zc]lIà^vH

^l.^v»_ f]nYn ^lÝ_ Gn$anal Q=`lc c fvXlZ`U àñUlc 
c zYcnWY  ^l.^gl.@l_vŠU _l§À_l ñcli`qYn `lÁ_ 
dlfYlG$R=n mlQ=zcTn.

2 ZWcf 

22 @l_lUG$` 
G$l_l©a_

^l.`lÁ_ dlfYlG$Rx=Y ^lÝ_Ul àlá Olë_lY§U` 
G$l_l©a_qY mZ`mÌG$ G$lSx=Y fc© NG$lU YlG$r, fc© 
@zXG$l`q, IñUqmVG$ c ^v»_ G$l_l©a_lG$R=qa 
zczcX zc]lIlG$R=n G$l_©clgqflQ=q mlQ=zcTn.

1. `lÁ_ dlfYlÀ_l 
G$l^G$lN fln_qYvfl` 
2. dlfY ^lÝ_Ul àlá 

OlanY§U` 
3 ZWcf 
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PM-4444

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$

mvTn ^glYI`mlzaGn$À_l gÔqU ^lZgUq U§ÌjlY/ 
^lZgUq U§ÌjlY fgl_]xU fncl Xln`T 2003 @§UI©U 
NG$lU ^l[$rflQ=q @N© G$l_©zcc`T `zNñP=`q Yl{W 
JncxY UmlfTqmVG$ zc]lIà^vHlG$R=n mlQ=zcTn.

@N©, 
R=q.@l_.fq. 

à^lTmÌ c @Ý_ 
UW²Yve§zIG$ 
G$lIWmÌ

^lZgUq U§ÌjlY/ ^lZgUq U§ÌjlY 
fgl_]xU fncl Xln`T 2003 
@§UI©U NG$lU ^l[$r dlfY zYT©_ 
…-

1 ZWcf

2 UmlfTqmVG$ 
zc]lIà^vH

àlá Olanë_l @N© c Ë_l fln}U @lcí_G$ G$lIWmÌn 
_l§Lq M=lYTq G$éY c NlInc`Uq f^i ]nP= WncxY 
m`Wndq c Wndq ^lalLq UmlfTq G$éY NG$lU mlÌ 
^lalc` NG$lU ]`aq @I` G$dq _lLq HlU`N^l 
G$éY ^l.@l_lUG$` à^vH _l§Yl @gcla flW` G$`Tn 
c @N© c AU` G$lIWmÌn  UmlfTqmVG$ zazmG$lG$R=n 
NG$lU ^l[$rLl àñUlc U_l` G$`TnflQ=q mlQ=zcTn.

1) BÚlnI, BNl© c G$l^Il` 
zc]lI dlfY Q=`lc G«$. 
@l_.P=q.mq./2003 fq.@l`. 
3311/@l_.Df.R=q. @ 7/ 
^§Ìla_, ^v§}A©-32 
zW.12/7/2003 Ln Xln`T 

3 UmlfTqmVG$ 
zazmG$

@Nl© fln}U @fanan G$lIWmÌn dlfY zYT©_ @§UI©U 
@fë_l}l}ULn HlU`N^l G$éY NG$lU ^l[$rLl 
àñUlc U_l` G$éY UmlfTqmVG$ zc]lIà^vHlG$R=n 
flW` G$`Tn.

2) ^l.^glYI`mlzaG$l f]l 
Q=`lc G«$.474 
zW.27/11/2003 

5 ZWcf

zc]lI …-UmlfTqmVG$zc]lI …-UmlfTqmVG$zc]lI …-UmlfTqmVG$zc]lI …-UmlfTqmVG$

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_

G$l^lLn Ylc …- NG$lU ^l[$r WnTn.G$l^lLn Ylc …- NG$lU ^l[$r WnTn.G$l^lLn Ylc …- NG$lU ^l[$r WnTn.G$l^lLn Ylc …- NG$lU ^l[$r WnTn.

Process Manual Format

35 Sheet 9



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 UmlfTqmVG$ 
zc]lIà^vH

 NG$lU ^l[$rLl àñUlc UmlfTq G$éY Ë_l fln}ULn 
G$l_l©a_ mZ`mÌG$ NlnRx=Y ^l.@l_lUG$` à^vH 
_l§À_lG$R=n flW` G$`Tn.

3) ^l.^glmlzaG$l @l_vŠU Q=`lc 
G«$.6/377 zW.9/1/2004

5 UmlfTqmVG$ 
zc]lIà^vH

^l.@l_lUG$` à^vH _l§Lq àñUlclc` G$l_l©a_ 
mZ`mÌG$lc` ñcli`q Olë_lY§U` àñUvULn G$l_l©a_ 
mZ`mÌG$ fc© NG$lU YlŠ_l§c` c f§}§zXU @zXG$l`q 
_l§Yl Ë_lÀ_l àUq mlQ=zcTnflQ=q NlcG$ zazmG$lG$R=n 
mlQ=zcTn.

4) ^l.^gl`lîP´= dlfY - dlfY 
zYT©_ G«$.mq.D^.fq. 3005/ 
374/  à.G«$.62/06 Yzc 32 
^§Ìla_, ^v§}A©-400033 
zW.24/1/2007

6 NlcG$ }l`zYdq 
zazmG$

G$l_l©a_ mZ`mÌG$lLq NlcG$ G$l_©zcc`T `zNñP=`q 
Yl{W JncxY, NlcG$ G«$^l§G$ Yl{WcxY Ë_lÀ_l M=l_l§ZG$U 
àUq NG$lU YlŠ_l§c` zcUZ`U G$`Ê_lflQ=q R==l_`q 
anHzYG$lG$R=n mlQ=zcTn.

7 R=l_`q zazmG$ R=l_`q zdml_l§^l[©$U G$l_l©a_ mZ`mÌG$  
@§^a}NlcTqflQ=q fc© NG$lU YlŠ_l§c` mlQ=zcTn.

3 ZWcf
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