
:: qQq51qi :: 

sti4lcfi : ~~~l~ /'$-~ (tjljOlcfi), 

4~1<1~ ~ fff~ql{14, 

~ '1cR', ~-
R-1icfi: 0\9 3iicte.1◄<, ~o~~ 

t (-ljqj;.q S4~11(-1'1 (11TJf. '3tf ~'TTTT\ lTl'lA'n+-n-r= ffiqjq, qJffif-~o~~~.ln.~"'~ .'7=1-=- o~ ~:r.r. ~o~o 

~- (-ljqj;.q S4~1i(i'1 fq\ii•i VfTW{ qR4:4<fi ffiqjq,: ijq,')ut-~o~~~.Sf;.o~~- l.cf.q)J. 0~ ~ 0~ ¼cuu. ~o~~ 
~- (-ljqj;:q w#IH·H (11T.o.'3tf fct\il'I) fflWf qR4:4<fi ffiqjq; : ~ ~o~~~.Sf;.~ ~~-~~ ~-=ticti ~~ Cfiilc'IU. ~o~~ 

't. (-ljqj;.q S4~11,(,1'1 fq\ii•I ~ 4R4:4<fi ffiqjq,: ijq,')ol-~o~~~.Sf;.o~(cfiltrr. l.cf,q;J,o~ f~.:dq; ~\9 ~. ~o~~ 

l\. (-ljqj;.q S4~11,(,1'1 f<Nt•i \'lRR qf<q:4q, ffiqjq;: ijq,')ut-~o~~~.st;.o~~- l.cr.q;J, o~ f~-1i<fi ~l ~ifil<, ~o~~ 

~. ,a1q1;:q Sl~ll,(-1'1 fq\il•I ~ QRq:4q, ffi&ticti : ijq,lUl-~o~~~.Sf;.o~~- l.cf,q;J, o~ f~-1icti ~~ ~. ~o~'t 

aq{1cffl ~ ~ ~li{H ~ amur quq~cfi 31;q4 ~11~cfl14 cfi1qcfi1Jt1a tj, 101cfi1il1 qJtR cfi(<\-1 ~11.act>14 

cfilqcfilJt • 1f<1rtH ~' cfilqcfijJtlH ««~HI fi, <H<11QqJt q q,furu ~'~cf~~~ ((ldi'1 f-10~4 s.fsh41 

~ ~ 41cfiRHI ii~l{14\-1 fqi:tl•llffi{1 ~llftcf>14 cf;lqcfi(JtlH l-6ilNitf S{Oll~~I Sliil<=n cntR cfi¥-1 ~ S{Oll(11 

cfil4i.qlH cfi{041tfio13iiq~4cfi 3iffM~l \-q'1i ~041<1 311~1 ~-

arnu iu. c001il1 ~Nctit:il lfi;:ft' 4-0lfte; fauHii4c6 +1f~c11e;q,fl ri llraiiqu} i-:~fif4itt ~uue1 

cfi1qffctfl cfi:tuq1a11afft f.:14~1 ~ a:rrtr. / ~ 
llf. cila1.fi1-1 ~ "llRt RRry.R&1~1h "lfl flf<1c111'1<11,,;q1 <li1<1R'l<it-1 <lil1-J<liMl<1 f-3l'™lill 

31-· ..... q{1-◄ ..... Jt-lq""'"'0 .... rl cfi(O<.UcfiRHI q1mo1 ct~~I~ "tj=q1{1-1t141cfi-!i-1 ~ 4=:(6Q◄ci5 aq{1d.4 ~ ~041<1 ~ ~ 

~i-clcfi{-1 ~ll, ~o~l\ -a- 311•1R., ~~~jt4T~ rc~~ii41 ctiif1(q~1a cfil~{141ffi{1 'tfct 3ift.cfiR1 ~ cfi~~Rl ~ 
~ ~041<1 3lffi';.~'4T- • "'~~ ~ii41 chlrtchl~lct l-3frr\fift S{Oll(-11~1 cUtR ~ ~ ~­

ftG<\ l-3frr\fitf ~011~-i.ll ~ '4T ftfi4~<-'tlflffi<--t ~ ~ ~l041cfiRHI 1"llf t.W:Uft &l(-11{1 wq1o'i 

rtHcfi cfil~q4£Gffi \ (-Standard cf ating ,. Procedure) o<lR cfi{Uqio m' 3ilff i qHcfi ~ 
(Standard Operatin~cidure ),~11111111 til $: 

f-<111ilf,fl cwig~(l~ ~ ai~iiNll<!Uft: 

~- ~.:,icfi ~~•ctel~<;'~o~~-mit q1tt.:t lff ftfi:4atMQliflM ri ,n&h,1ia 'f(qR' 1lurr-lff ll?.i .:,Pct;, ¾#QI 

lff t-atilf>lfl,uu11~\.:ei:i ~ cfHl&:41ft. 31lf cfifln 3tflftl'11 t-3t1Nfl Slcfi{'qift•ift ~ Slcfi~Olicu 

'ttf+-la' i'(Hic:I~ PtuJ4 'gl'UT,~ am- 31ltn ri ..,~, f-aiiNfl wUllt-)1&1~ ~ cfi,tUQlft Qld4kt. 

<WIN, '"'1 wcfi•Ulict• lff.lis@iill q1.:qft1 / 311~$1 3tlcl$Qcfi aTmf amtri wcfi•ul Physical ... ~ •• ~ fllcH 

cfi.OQlft QICllft. 

~- l-'q;fffl ~qa5 ~ ~ €414¥-1 ~ 'tfct ~ ~ ~ cfiq~l(l ~ f.sf~l{1 ~ 

(E-Sign / Digital Signature) cfi¥-1 ~ cfi<lcSqlH. 

~- i-3iiNi:a co14wo11~ {1◄€4<11-11 cfil41{1<Uct 4011-41 e;q1{11q1~-1 i-3fff4;:aauaff, cfil4€41t%1 ~ mut' 311€4~4cfi am-. 
chl4i{1<-UH ltUT1t ~ ~ 'SJcfiR ~ lfcffil. 

• cfil~H41<1 ~~'1'01R'~ (Physical Dak) 

• ~Mcfi~IT..fcfi q1'4q1q-1 ~~ (Electronic Oak) 

"· ~ ~ m-~ e;q1{11"41 (Physical Dak) ~ ~ ~ ctii:l-€11<1 ('<f;R•I ~ l-3ITN>ft w011M1ct1{wf 

241Hlct cfi{ffiH. 

~- l-3iTNift ~Oll~ct «11°1ct>l<fiH $U#IM ~ (Physical copy) ~ ffl ~ii41cfi~ ~ ~ ~­

~ctJl'R (Physical copy)fcoffi'cfilHl€4~1cfiRHI ~~ 41illi1Hill ~~~~ilctl<--t. 



~- cfilOlffll~l ~ Ucfi{Oiiqvt Physical ffl'fflm' cfH0<m1 ~~- 'cfim ftt~I&! Sfcf,.(OIIH physical ffl'fftn'tlfRl') 
3ilc4ft4cfi 3iij~iij, ;mfr 'fflffi' cfi{U<UC{.cff ~ ~ ~ ijf~q / '3'Cf ijfsqq ft~ q<ciH•n ~­
q<qi-1•n ~16114 ct,)01ffl~ Physical ;mfr 'fflffi' ~ ~-~ Physical ffl 'fflffi' ~~lij ~ ffl 
i-3flNiij;I~ q1afqo41<1 ~ +a~l-41 ct,1{01¥.tlqiijl ~ cfi<lc41 anfur ij<H( 1«11-41 * i-311Niij wo11Jl<1 ~-

\9. MKCL ffi'H'<ITT' cfi{041rl 3ilH~I 311fur cfil4<fl 3iijH~I online 3il~l61~ic5qf<1ficffi ~~~w.f 
q1~ffi pdf format ~'{-a«Niij rcf;cfri-~~~-

l. ~ i-3ITN,ij uo11Jl <i◄fqo41-41 JicsllcslGHl ~ ~ft• ot 41csllcslrli41 ~ Jiill◄~R1 
fiai~o ~ ijf ~c1 / '3'Cf ijf ~61 / 3lcR ijf ~61 / 3'cf{ ijfifc1 (ijf~ffi) ft•· 

~- t-3fTI\hij csllilflifl ~ ff?rrU ~ cfil41<141ffi<1 ~ ~ cfitf tj1~1 ~ Login ID 'fflffi' ~' 
Digital ij~1cfiRfll Digital Signature aq<1af ffl', $2<42. / ffi cti44-~H 3ffiUT ~ '<U csllarf-41 cfii4611~1 
ijl I0lcfi ~ cfi.(0qlfl ~. 

~o. ~q~ 3ilHH ~~ ct,qi.{1~1 ~gffi).f ~ 31{¼ct,l<I ~ ct,qtjj(I ft qj~ffi 
t-aifNiij s.011Jlqut 3itJl61H ao1041-41 ~ JicsllcslGl<I cf;-~ ~1q11 ~ • ot ~-aiffq,ij uo11~qt.4 
41illcslrl-41 fli~cfi wf~41 fi•IOlcfi ~~ cfi{041rl ~- , 

~t U~cfi ~ tjl<10i1{ cfilqcfilJi l-3flNiij uo11Mliil}tj ~mu) 3i161:t4cfi mfr ffll1f?e4 ~ ~ ~ ~-'<Wft ffllcsllcslfl-ii f~<nJi-1 ~- /4 ~ ~ 
r~. ~ 4311<'1411 fq"tl11 ~ m cfil41M4F~ft ~{O?.ffri ~011{1 ~ oqq~I{ cf f1~11t:ifi1cfi cfilqcfijJi 

t-3ITN,ij SIOIIMii41 ~ cfi<loll. 
~~- l-3«Ni-ti uo11MlqfA ~011=41 3i,5tjonat1~a l-3i1Niij ij~ll4HI ~ (E-Office help desk) '<U ijfsq611M41i41 

fi•IOlcfi ~ cfil4<H ~ 3i-stjofl:ii f..tGil{OI cfi{O?.flcfiRdl fcH{ilUH ~qich ~lo~ cR~~-r~. ~ ~~1i:ii cfillct,)<q°' ~ ch<04H1 ~, ~·~~~-

llfir, 
t in. +tiiNt'ft, qtcm6'~~~ 
~- in.~. ittci<l6' f~~~ 
~- lfr. ~ tl\il4M, q(Cl{l5' ~"QHqftq~ ~~~~ Ji•Hi44' 30'.lctii~ 
't. 1'T. ~. q(Ci<l6' ~Htl\il ~~~'ff'fl Ji'1fl4. 3f~ttil{' 
~- 1f&i<l6'~ ttf~qj(-lqlffiM~~~~cfiiqlt-1<1 
G. ~ t qtci<l6' ~ tl~41Hq -ql'f. tltcl'4cti 
\9. ~ ~. q(Cl(l5' ~ ti~41M4 «n'f. tltcl'4cfi 
l. ~ ~. q81<16' ~1'14W ttfl441Mq 4f'tl'. t181utcti 
~. ~ 't, tt81<16' f~~Hli&o tl~cUt-14 ~· ij(Cl<4cfi 
to. q~l{i6' ~ tit¾41M41~M ~ 3tf1'tttiR1, ~U=tit4'1. 111ft ~~ 
tt Xfl(i<15' ~ ttfl441M<mftM ~,nr, f'l14Hitq'1, ljlli 3'1fur=n11v 
t~. ~~ ~. q(Cid6' mHli&ciS tl~41("fq, ~ 
t~. ftXfi~~lcfi .mltctiift, Ji~'l'H ~. lfl(i<I~ f~ ffltfc:UM4, 1i1l't 
t". ftl~"1Plcfi ~cfiiXf m11T, (~IQ<'lf~. ~. ~ 
~~- ftl~"1f-1cfi qNcfii't ~-(~1Qft4~. ~. ~ 
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