


STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa 
{Oëhm{YH$mar H$m`m©c`mVrc H$m_H$mOmMr AmXe© H$m`©nÜXVr - (gwemgZ)

 {Oëhm{YH$mar H$m`m©c`m‘Ü¶o {d{dY {df` hmVmiUmè`m AZoH$ emIm AmhoV. gd© emIm§‘YyZ {d{dY àH$maMo 

H$m_H$mO Ho$co OmVo. ZmJ[aH$m§Zm VËnaVoZo godm XoÊ`mgmR>r _hgyc àemgZ gX¡d V`ma AgVo. cmoH$m{^_wI godm 

XoÊ`mMr h_r _hgyc {d^mJ A{daVnUo d {dídmgnyd©H$ gm§^miV Amho. Ë`m_wioM _hgyc {d^mJmg emgZmMm H$Um 

åhUyZ g§~moYco OmVo. `mMoM nwT>Mo nmD$c åhUOo ZmJ[aH$m§Zm {Oëhm{YH$mar H$m`m©c`mV H$moUË`m emIo_Ü`o 

H$moUH$moUË`m {df`m§da H$go H$m_H$mO MmcVo ̀ mMo àmW{_H$ kmZ ìhmdo, åhUyZ gXaMo nwñVH$ V`ma H$aÊ`mV Amcoco 

Amho. ̀ m nwñVH$mMo \$m`Xo Imcrcà_mUo AmhoV - 

 1) _hgyc A{YH$mar d H$_©Mmar ̀ m§Mo H$m_H$mOmV H$m`©VËnaVm, CËnmXH$Vm, H$m¡eë`d¥ÜXr, AMyH$Vm, 

  gwgyÌVm B. _Ü`o à^mdrnUo gwYmaUm hmoVrc. 

 2) H$m_H$mOmVrc {ZU©` OcXJVrZo hmoVrc.

 3) ZmJ[aH$m§Zm gwc^ d VËna godm {_iVrc. 

 4) {ZYm©[aV H$mc_`m©XoV H$m¶m©c¶rZ H$m‘H$mO nyU© hmoB©c. 

 5) H$m_H$mOmV nmaXe©H$Vm ̀ oB©c. 

 6) cmoH$m{^_yI _hgyc àemgZmMr AmoiI {Z_m©U hmoB©c. 

 7) hr nwpñVH$m A{YH$mar d H$‘©Mmar ¶m§Zm ‘mJ©Xe©H$ R>aUma AgyZ Ë¶m‘wio H$m_mV gwc^Vm {Z_m©U hmoB©c. 

Ü`o` - (Mission)

_hgyc {d^mJ hm amÁ` emgZmMm à_wI {d^mJ Amho. J«m_rU d ehar ^mJmVrc gd© ZmJ[aH$m§À`m AË`§V OdiMm d 

nmdcmonmdcr _XV H$aUmam, ZmJ[aH$m§Mm n{hë`m hmHo$cm YmdyZ OmUmam {d^mJ Amho. VimJmimVë`m d ehar ̂ mJmVë`m 

gd© ZmJ[aH$m§Zm {Oëhm{YH$mar H$m`m©c`mVrc H$m`©nÜXVrMr BÏ`§^yV _m{hVr ìhmdr hoM Ü`o` (Mission) {ZpíMV Ho$co 

Amho. 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

A^` ccdmUr, 
ñdH$ÝgoßQ> Ah_XZJa

XrnH$ gmir,
{dZm`H$ E§Q>aàm`Oog², nwUo - 30
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S TA N D A R D   O P E R AT I N G   PR O C E D U R E gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ew^oÀN>m ...

 Ah_XZJa {Oëhm{YH$mar H$m`m©c`mV\}$ V`ma H$aÊ`mV Amcoë`m "gwemgZ' ̀ m nwpñVHo$Mo àH$meZ H$aÊ`mV 

`oUma Amho, ho g_OyZ A{Ve` AmZ§X dmQ>cm. 

 _hgyc {d^mJ hm amÁ`mÀ`m àemgZmMm H$Um Amho. Jmd, _§S>i, VmcwH$m, Cn{d^mJ, {Oëhm Aem gd© 

nmVirda gd©gm_mÝ` OZVoMm OmñVrV OmñV g§nH©$ `m {d^mJmer `oV AgVmo. ‘hgyc {d^mJmÀ¶m H$m`©VËnaVo_wio 

emgZmMr OZ_mZgmVrc à{V_m V`ma hmoV AgVo. `m nmíd©^y_rda emgZmMo à{V{Z{YËd H$aUmè`m `m {d^mJmV 

cmoH$m{^_wI àemgZmgmR>r {dYm`H$ d gH$mamË_H$ à`moJ am~{dUo AË¶§V JaOoMo Amho. 

 {Oëhm{YH$mar H$m`m©c`mVrc gd© emIm§Mo {Z`{_V H$m_H$mO, Ë`mMr H$m`©nÜXVr, {d{dY H$m_m§gmR>r cmJUmam 

H$mcmdYr Am{U BVa AZwf§{JH$ ~m~tMr _m{hVr g_m{dï> AgUmao nwñVH$ Ah_XZJa {Oëhm{YH$mar H$m`m©c`mZo V`ma 

Ho$co Amho. "gwemgZ' ̀ m ZmdmZo àH$m{eV hmoUmao ho nwñVH$ Iè`m AWm©Zo ZmJ[aH$m§Mr gZX R>é eHo$c. Aem àH$maÀ`m 

CnH«$_mVyZ _hgyc {d^mJ A{YH$m{YH$ cmoH$m{^_wI hmoÊ`mg {ZpíMVM _XV hmoB©c. ho nwñVH$ BVa {Oëøm§Zmhr 

_mJ©Xe©H$ R>aoc, Agm {dídmg dmQ>Vmo. 

 _mÂ`m _Z:nyd©H$ ew^oÀN>m ! 

{X. 4 \o$~«wdmar 2015        Xod|Ð \$S>Udrg

_w»`_§Ìr 
_hmamï´> amÁ`
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

_ZmoJV ...

 _hmamï´> emgZ ho gwemgZmÀ`m {XeoZo {Za§Va dmQ>Mmc H$aV Amho. amÁ` emgZmMo gd© {d^mJ ZdZdrZ 
g§H$ënZm am~{dV AgVmV. `m g§H$ënZm§VyZ emgZ OmñVrV OmñV cmoH$m{^_wI hmoV Amho. `m_wio emgH$s` 
H$m_H$mOmV nmaXe©H$Vm, CÎmaXm{`Ëd d cmoH$gh^mJ {XgyZ ̀ oVmo. 
 ZmJ[aH$m§À`m emgZmàVr Iwn Amem AmhoV. Ë`m§Zm emgH$s` godm OcXJVrZo, {ZYm©[aV H$mcmdYr_Ü`o {‘iUo 
Ano{jV AgVo. ZmJ[aH$m§À`m JaOm emgZmZo AmoiIë`m AmhoV. Ë`m {XeoZo emgZ _m{hVr d V§ÌkmZmMm nwaonya dmna 
H$arV Amho. emgZ B©-àemgZmÀ`m {d{dY àUmctÛmao ZmJ[aH$m§n`ªV nmohMco Amho. 
 gwàemgZmÀ`m {XeoZo dmQ>Mmc H$aÊ`mgmR>r _hgyc {d^mJmZo AmVmn`ªV AZoH$ cmoH$m{^_wI CnH«$_ am~{dco 
AmhoV. Ë`m_Ü`o 7/12 g§JUH$sH$aU, B©-å`wQ>oeZ, gwdU© O`§Vr amOñd A{^`mZ, A{^coIm§Mo ñH°$qZJ, {d{dY àH$maMo 
Am°ZcmB©Z XmIco ̀ mMm g_mdoe Amho. 
 {Oëhm{YH$mar H$m`m©c`m_Ü`o _hgyc A{YH$mar d H$_©Mmar `m§Zm {d{dY {df`m§da H$m_H$mO H$amdo cmJVo. 
Vhgrc d Cn{d^mJr` H$m`m©c`m§_YyZ àH$aUo/Ahdmc emgZmn`ªV nmohM{dÊ`mMo H$m_H$mO {Oëhm{YH$mar 
H$m`m©c`mV MmcVo. gXa H$m_H$mO H$aVm§Zm d {ZU©` KoVmZm H$mhr doim {dc§~ hmoVmo. VgoM Zm§Ja[H§$Zm OcXJVrZo godm 
XoUo eŠ` hmoV Zmhr. 
 ZmJ[aH$m§Zm VËna godm XoVm ̀ mdr, H$m_H$mOmV nmaXe©H$Vm, AmídmgH$Vm ̀ mdr, EH$gwÌrnUm, gwc^Vm ̀ mdr, 
A{YH$mar d H$_©Mmar `m§À`m H$m`©j_VoV d {ZU©` à{H«$`oV dmT> ìhmdr, {Z{üV H$mcmdYr_Ü`o H$m_H$mO ìhmdo, 
ZmJ[aH$m§Zm Ë`m§Zm emgZmH$Sy>Z {_iUmè`m `moOZm, Ë`m§Mo h¸$, Ë`m§À`m {d{dY JaOm, _mJÊ`m B. ~m~r cjmV KoVm, 
{Oëhm{YH$mar Ah_XZJa `m§Zr {Oëhm[YH$mar H$m`m©c`mVrc H$m_H$mOmMr AmXe© H$m`©nÜXVr Standard 
Operating Procedure (S.O.P.) "gwemgZ' ̀ m ZmdmZo g§X^©nwpñVH$m V`ma Ho$cr Amho. gXaMr nwpñVH$m ZmJ[aH$m§Zm 
d emgH$s` ̀ §ÌUocm AË`§V _mJ©Xe©H$ R>aUma Amho. gd© {df`m§À`m H$m`©nÜXVr~m~VMo gd©g_mdoeH$ nwñVH$ gwc^ d 
gmoß`m ̂ mfoV V`ma H$aÊ`mV Amcoco Amho. 
 `m g§X^© nwpñVHo$Mo {X. 04 \o$~«wdmar 2015 amoOr _m._w»`_§Ìr _hmoX`m§À`m hñVo àH$meZ H$aÊ`mMm _mZg 
Amho. hr ~m~ _hgyc {d^mJmgmR>r A{^_mZmñnX Amho. ho _mJ©Xe©H$ nwñVH$ ZmJ[aH$m§À`m hmVr XoVm§Zm _cm AË`§V AmZ§X 
hmoV Amho. {Oëhm{YH$mar Ah_XZJa `m§Mo XoIrc `m Zm{dÝ`nyU© d ZmJ[aH$m{^_wI CnH«$_m~Ôc hm{X©H$ A{^Z§XZ 
H$aVmo. amÁ`mVrc BVa gd© {Oëhm{YH$mar H$m`m©c`m§ZmXoIrc ho nwñVH$ Cn`moJr R>aoc, Agm _cm {dídmg dmQ>Vmo. 
 {Oëhm{YH$mar H$m`m©c`mÀ`m H$m_H$mOmÀ`m H$m`©nÜXVr_Ü`o {ZIi nmaXe©H$Vm, CÎm_ H$m`m©À`m 
CÎmaXm{`ËdmÀ`m g§ñH¥$VrMr hr Zdr nm`dmQ> éO{dÊ`mgmR>rÀ`m à`ËZm§Zm _mÂ`m _Z:nyd©H$ ew^oÀN>m ! 

{X. 4 \o$~«wdmar 2015        EH$ZmW IS>go

_§Ìr 
_hgyc
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

_ZmoJV ...

 {Oëhm{YH$mar Ah_XZJa d Ë`m§À`m H$m`m©c`mVrc gd© A{YH$mar d H$_©Mmar `m§Zr gdmªZr {_iyZ, AmnU 

g_mOmMo, OZVoMo H$mhr XoUo cmJVmo. gm_mÝ` OZVoÀ`m emgZmàVr H$mhr Anojm AgVmV. ̀ m ̂ mdZoZo ñd`§àoarV hmoD$Z, 

{Oëhm{YH$mar H$m`m©c`mVrc H$m_H$mOmMr AmXe© H$m`©nÜXVr H$er Amho. ZmJ[aH$m§Zm emgZ godoMm, emgH$s` 

`moOZm§Mm H$gm cm^ KoVm `oB©c emgH$s` H$m_H$mO OmñVrV OmñV cmoH$m{^_yI H$go H$aVm `oB©c. `m hoVyZo 

{Oëhm{YH$mar H$m`m©c`mVrc H$m_H$mOmMr AmXe© H$m`©nÜXVrMo nwñVH$ Standard Operating Procedure 

(S.O.P.) "gwemgZ' ̀ m ZmdmZo àH$m{eV Ho$co Amho. 

 nwñVH$ åhUÊ`mnojm _m{hVrMm dñVwnmR>M V`ma Pmcocm Amho. gXaMo nwñVH$ {OëømMm nmcH$_§Ìr ̀ m ZmË`mZo 

ZmJ[aH$m§Zm gmXa H$aVm§Zm _cm A{Ve` AmZ§X hmoV Amho. ZmJ[aH$m§Zm Ano{jV Agcocr gd© àmW{_H$ _m{hVr AË`§V 

gmoß`m eãXm§V d EH$mM {R>H$mUr CncãY hmoV Zmhr. Ë`m_wio emgZmÀ`m H$m_H$mOm~m~V ZmJ[aH$m§_Ü`o AZmñWm {Z_m©U 

hmoVo. `m nwñVH$m_wio Vr AZmñWm {ZpíMVM Xÿa hmoB©c. VgoM H$m`m©c`rZ H$m`©j_Vm d doJ dmT>oc. {Oëhm{YH$mar 

Ah_XZJa d Ë`m§À`m gd© A{YH$mar, H$_©Mmar dJm©Mo _r A{^Z§XZ H$aVmo. AgoM ZmdrÝ`nyU© d cmoH$m{^_yI CnH«$_ 

Ë`m§Zr ̂ {dî`mV am~dmdoV Aer Anojm ì`º$ H$aVmo. ZmJ[aH$m§Zm ̀ m nwñVH$m_wio A{YH$ Mm§Jcr godm {_ioc, Aer _mPr 

ImÌr Amho. 

 ¶mgmR>r ‘mÂ¶m ‘Z:nwd©H$ ew^oÀN>m ...! 

{X. 4 \o$~«wdmar 2015        àm. am_ qeXo

amÁ`_§Ìr J¥h (J«m_rU) 
VWm nmcH$_§Ìr Ah_XZJa 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ew^oÀN>m g§Xoe ...

 {Oëhm{YH$mar, Ah_XZJa `m§Zr {Oëhm{YH$mar H$m`m©c`mVrc gd© emIm{Zhm` H$m_H$mOmMr H$m`©nÜXVr              

Standard Operating Procedure (S.O.P.)   "gwemgZ' ̀ m ZmdmZo ZmJ[aH$m§Zm g_Ooc Aem AË`§V gmoß`m ̂ mfoV 

nwñVH$ V`ma Ho$co Amho. amÁ`mV _hgyc {d^mJmMm àW_M Agm CnH«$_ am~{dÊ`mV Amcocm {XgyZ `oV Amho. `m 

Zm{dÝ`nyU© CnH«$_m~m~V _r Ë`m§Zm hm{X©H$ ew^oÀN>m XoVmo. ho nwñVH$ ZmJ[aH$m§Zm gmXa H$aVm§Zm _cm Iwn AmZ§X hmoV 

Amho. 

 `m nwñVH$m_wio _hgyc àemgZ d ZmJ[aH$ `m§À`m_Ü`o EH$ àH$maMm nmaXe©H$ gwg§dmX KS>oc. `m _m{hVrMm 

Cn`moJ ZmJ[aH$m§Zm {ZpíMVnUo hmoB©c. _hgyc {d^mJm~m~V AmnwcH$s {Z_m©U hmoB©c. Agm {dídmg _r ì`º$ H$aVmo. 

H$m`m©c`rZ H$m_H$mOmMr _m{hVr ZmJ[aH$m§À`m godogmR>r EH${ÌV H$éZ, EH$àH$mao gwemgZmMo CXmhaU XmIdÊ¶mMm 

Mm§Jcm à`ËZ Pmcocm Amho. AgoM ZdZdrZ CnH«$_ _hgyc {d^mJmV am~{dÊ`mV ̀ oVrc Aer ‘cm ImÌr Amho.

{X. 4 \o$~«wdmar 2015        g§O` amR>moS> 

amÁ`_§Ìr 
_hgyc
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ew^ g§Xoe...

 {Oëhm{YH$mar Ah_XZJa `m§Zr {Oëhm{YH$mar H$m`m©c`mVrc gd© emIm{Zhm` H$m_H$mOmMr H$m`©nÜXVr               

Standard Operating Procedure (S.O.P.) {deX H$aUmao nwñVH$ "gwemgZ' `m ZmdmZo V`ma Ho$co Amho. `m 

nwñVH$mMo àH$meZ _m._w»`_§Ìr, _hmamï´> amÁ` ̀ m§À`m hñVo hmoV Amho. ho EoHy$Z A{Ve` AmZ§X Pmcm. 

 _hmamï´> emgZmMo H$m_H$mO gwemgZmÀ`m {XeoZo hmoV AgyZ, ZmJ[aH$m§Zm cmoH$m{^_wI godm XoÊ`mgmR>r emgZ 

gX¡d VËna Amho. emgZ B©-JìhZªgÀ`m _mÜ`_mVyZ ZmJ[aH$m§n`ªV nmohmoMco AgyZ ZmJ[aH$m§Zm Mm§Jë`m gw{dYm, 

emgH$s` `moOZm§Mo \$m`Xo, {d{dY XmIco, _hËdmMo XñVEodO {dZm{dc§~ {_imdoV åhUyZ A{YH$mar d H$_©Mmè`m§À`m 

H$m_H$mOmV H$m¡eë`d¥ÜXr d H$m_H$mOmVrc CËnmXH$Vm dmT>{dÊ`mgmR>r "amÁ` à{ejU YmoaU' emgZmZo V`ma Ho$co 

Amho. 

 gXahÿ nwñVH$mV {Oëhm{YH$mar H$m`m©c`mV H$em àH$mao H$m_H$mO MmcVo ̀ mMo g{dñVa dU©Z H$aÊ`mV Amco 

AgyZ Ë`mMm ZmJ[aH$m§Zm Z¸$sM \$m`Xm hmoB©c Agm _cm {dídmg Amho. `m ñVwË` CnH«$_m~Ôc {Oëhm{YH$mar 

Ah_XZJa d Ë`m§À`m gd© A{YH$mar d H$_©Mmè`m§Mo _Z:nyd©H$ A{^Z§XZ H$aVmo Am{U ¶m neX{e©¶ CnH«$‘mg ew^oÀN>m 

XoVmo.

{X. 4 \o$~«wdmar 2015        (ñdm.{e.j{Ì`) 

_w»` g{Md 
_hmamï´> amÁ` 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ew^oÀN>m g§Xoe ...

 ZmJ[aH$m§Zm Ë`m§À`m _hgyc {d^mJmer {ZJ{S>V gd© H$m_H$mOm{df`r Amdí`H$ _m{hVr OcXJVrZo {_imdr. 

OZVon`ªV {d{dY H$ë`mUH$mar ̀ moOZm ghOJË`m nmohMmì`mV d _hgyc {d^mJmVrc H$m_H$mO OmñVrV OmñV gwc^ 

ìhmdo. ̀ m hoVyZo ào[aV hmoD$Z {Oëhm{YH$mar Ah_XZJa ̀ m§Zr {Oëhm{YH$mar H$m`m©c`mVrc gd© emIm{Zhm` H$m‘H$mOmMr 

H$m`©nÜXVr Standard Operating Procedure (S.O.P.) "gwemgZ' ̀ m _m{hVr nwpñVHo$À`m ñdénmV V`ma Ho$cr 

Amho Am{U amÁ`mVrc EH$ A{^Zd CnH«$_ am~dyZ gwemgZmÀ`m {XeoZo EH$ nmD$c R>odco Amho. {Oëhm{YH$mar 

Ah_XZJa `m§À`m `m ñVwË` à`ËZmg _r hm{X©H$ ew^oÀN>m XoVmo. _hgyc àemgZmZo AemM àH$mao cmoH$m{^_wI hmoD$Z 

CËH¥$ï> godm OZVog Úmì`mV. VgoM amÁ`mVrc BVa {Oëøm§Zrhr `m nwñVH$mMr _XV KodyZ ZmJ[aH$m§Zm VËna godm 

Úmì`mV, hrM Anojm ì`º$ H$aVmo. 

{X. 4 \o$~«wdmar 2015        _ZwHw$_ma lrdmñVd 

àYmZ g{Md
_hgyc
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

_ZmoJV ...

 {Oëhm{YH$mar H$m`m©c`mVrc H$m_H$mOmMr H$m`©nÜXVr  Standard Operating Procedure (S.O.P.) 

"gwemgZ' ̀ m ZmdmZo {Oëhm{YH$mar Ah_XZJa d Ë`m§Mo A{YH$mar d H$_©Mmar ̀ m§À`m AWH$ n[al_mVyZ {Z{_©Vr Pmcoco 

nwñVH$, AmO _hmamï´> amÁ`mMo _w»`_§Ìr _m.lr. Xod§oÐ \$S>Udrg `m§À`m hñVo àH$m{eV hmoV Amho. _mÂ`m {d^mJmVrc 

{OëømZo amÁ`mV àW_M hm CnH«$_ am~dwZ EH$ ZdrZ AmXe© {Z_m©U Ho$cm Amho. 

 gdm©V àW_ {d^mJr` Am`wº$ ̀ m ZmË`mZo {Oëhm{YH$mar Ah_XZJa d Ë`m§Mr gd© Q>r_ ̀ m§Mo hm{X©H$ A{^Z§XZ 

H$aVmo. Á`m§Zr _mÂ`m {d^mJmV EH$ Zm{dÝ`nyU© d ZmJ[aH$m§Zm H|$Ðq~Xÿ _mZyZ ¶mìXmao _m{hVr àmá H$éZ XoÊ`mMm ñVwË` 

à`ËZ Ho$cm Amho. _mÂ`m {d^mJmVrc d amÁ`mVrc BVa {Oëhm{YH$mar H$m`m©c`m§ZmXoIrc {XemXe©H$ R>aUmè`m ¶m 

nwñVH$mMr {Z{_©Vr Pmcr Amho. 

 ZmJ[aH$m§Zm hr g_ñ`m Zoh_r ̂ oS>gmdV AgVo H$s, _r AO© H$gm d H$moUmcm H$amdm, gmo~V H$moUVr H$mJXnÌ§ 

OmoS>mdrV, _mP§ H$m_ {H$Vr {Xdgm§V nyU© hmoB©c, H$moUË`m emgZ {Z`_m§Zygma H$m_H$mO MmcUma Amho, H$m`m©c`mMm nÎmm 

XÿaÜdZr H«$_m§H$ H$m` Amho, Aem àH$maMr Amdí`H$ Agcocr ‘m{hVr EH$X‘ gmoß¶m ^mfoV `m nwñVH$mX²dmao CncãY 

Pmcocr Amho. {Oëhm{YH$mar Ah_XZJa ̀ m§Zr ZmJ[aH$m§Mr Iar JaO emoYcr Amho Am{U Ë`m JaOoMr nyV©Vm Ë`m§Zr ̀ m 

nwñVH$mÀ`m _mÜ`_mVyZ Ho$cr Amho. 

 ZmJ[aH$m§Mm doi `m_wio {ZpíMVM dmMUma Amho. Ë`m§Zm {Oëhm{YH$mar H$m`m©c`mVrc emIm{Zhm` MmcUmar 

à{H«$`m gwc^VoZo g‘OUma Amho. ZmJ[aH$m§Zm Ë`m§À`m H$m_m§gmR>r gwc^Vm ̀ oUma Amho. {Oëhm{YH$mar H$m`m©c`mVrc gd© 

godm ZmJ[aH$m§Zm ̀ m nwñVH$mÀ`m _mÜ`_mVyZ CncãY hmoD$Z, Ë`m§À`m e§H$m§Mo {ZagZ hmoB©c, Agm _cm {dídmg dmQ>Vmo. 

{X. 4 \o$~«wdmar 2015        EH$ZmW S>dco 

{d^mJr` Am`wŠV
Zm{eH$ {d^mJ 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

_ZmoJV ...

 H$mi doJmZo 21 ì`m eVH$mH$S>o dmQ>Mmc H$aV Amho. `m OcXJVrZo ~XcË`m H$mim_Ü`o J«m_rU d ehar 
ZmJ[aH$m§À`m emgZmàVr Anojm Iyn dmT>coë`m AmhoV. Ë`m§Zm Ë`m§Mo emgH$s` H$m_H$mO VËnaVoZo, {dZm{dc§~ Ano{jV 
Amho. gdmªZm emgH$s` H$m_H$mO eŠ`Vmoda Online hdo Amho. Am{U Ë`m_wioM emgZ B©-JìhZ©ÝgÀ`m {d{dY 
àUmct_m\©$V WoQ> ZmJ[aH$m§er OwiV Amho. _m{hVr d V§ÌkmZmMo AmYmao àemgZ OmñVrV OmñV cmoH$m{^_wI d 
nmaXe©H$ hmoV Amho. 
 hmM aoe_r YmJm hmVr YéZ, _hgyc {d^mJmZo _hm B©-goVy, gwdU© O`§Vr amOñd A{^`mZ, A{^coIm§Mo 
ñH°$qZJ, 7/12 g§JUH$sH$aU, B©-å`wQ>oeZ Ago AZoH$ g§JUrH$aUmMo àH$ën hmVr KoVcoco AmhoV. _hgyc {d^mJmer 
J«m_rU d ehar ZmJ[aH$m§Mm WoQ> g§nH©$ ̀ oVmo. emgZm_Yrc àemgZmMm H$Um Aer _hgyc {d^mJmMr AmoiI Amho. ̀ m_wio 
{Oëhm{YH$mar Ah_XZJa H$m`m©c`mZo ̀ m Ñï>rZo EH$ nwT>Mo nmD$c Q>mH$co Amho. 
 {Oëhm{YH$mar H$m`m©c`mVrc gd© emIm{Zhm`, g§H$cZ{Zhm`, {df`{Zhm` AmXe© H$m`©nÜXVrMo nwñVH$ 
(gwemgZ) Standard Operating Procedure (S.O.P.) OZVoÀ`m hmVr XoVm§Zm _cm A{Ve` AmZ§X hmoV Amho. gd© 
ZmJ[aH$m§Zm Ë`m§Zm Amdí`H$ Agcoë`m H$m_mMr _m{hVr, H$m`©nÜXVr, Amdí`H$ H$mJXnÌo, Ë`m H$m_mg cmJUmam 
H$mcmdYr Aem gd© àH$maMr àmW{_H$ _m{hVr `mÛmao àmá hmoB©c. Ë`m§Mm A_yë` doi dm`m OmUma Zmhr. H$m_H$mOmV 
J{V‘mZVm d nmaXe©H$Vm `oB©c.gXaMo nwñVH$ Ah_XZJa {OëømMo g§Ho$VñWi www.ahmednagar.nic.in                    
da ZmJ[aH$m§gmR>r CncãY H$éZ XoÊ`mV Amco Amho.
 nwpñVH$m$ {Z{_©VrgmR>r {Oëhm{YH$mar H$m`m©c`mVrc gd© Cn{Oëhm{YH$mar, VhgrcXma, Zm`~ VhgrcXma, 
Aìdc H$maHy$Z, {c{nH$ d AÝ` gd© g§~§{YV g§dJm©Mo AË`§V _mocmMo ̀ moJXmZ cm^co Amho. nwñVH$mVrc _m{hVr AMyH$, 
gd©g_mdoeH$ d à_m{UV H$aUogmR>r g{_Vr JR>rV H$aÊ`mV Amcr hmoVr. Ë`m§Zr H$_rV H$_r doioV AWH$ n[al_ KoD$Z 
gXaMo nwñVH$ V`ma Ho$co. Ë`m gdmªMo _r _Z:nyd©H$ Am^ma ì`º$ H$aVmo.
 {Oëhm{YH$mar H$m`m©c`mVrc AmXe© H$m`©nÜXVr (gwemgZ) ̀ m nwñVH$mMo àH$meZ _hmamï´> amÁ`mMo _w»`_§Ìr 
_m.lr.Xod|Ð \$S>Udrg `m§À`m hñVo hmoV Amho. ho \$ma _moR>o ^m½` {Oëømcm cm^co Amho. amÁ`mVrc BVa gd© 
{Oëøm§ZmXoIrc _mJ©Xe©H$ R>aoc Ago ho nwñVH$ Amho. 
 gXaÀ`m CnH«$‘mìXmao emgZ d ZmJ[aH$ `m‘Yrc Xar Z¸$sM H$_r hmoÊ¶mg ‘XV hmoB©c. Agm ‘cm {dídmg 
dmQ>Vmo.

{X. 4 \o$~«wdmar 2015        A{Zc H$dS>o 

{Oëhm{YH$mar, Ah_XZJa
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S TA N D A R D   O P E R AT I N G   PR O C E D U R E gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

* AZwH«$‘m{UH$m *
A.Z§. {df¶ n¥.H«$.

1. ‘hgyc emIm 

1. emgH$s` nS> d Jm`amZ O{_Zrdarc eoVr à`moOZmgmR>r A{VH«$_U {Z`{_V H$éZ XoUo.       10        

2. emgH$s` nS> d Jm`amZ O{_Zrdarc a{hdmg/dm{UÁ` H$maUmgmR>r A{VH«$_U {Z`{_V H$aUo.       13

3. _hmZJanm{cH$m/ZJanm{cH$m hÔrVrc eoV O{_Zrg a{hdmg, Am¡Úmo{JH$ d dm{UÁ`                16

 dmnamgmR>r AH¥${fH$ nadmZJr XoUo. 

4. AH¥${fH$ dmnamg EH$m à`moOZmVwZ Xþgè`m à`moOZmV ~Xc H$aUog nadmZJr XoUo.                   18

5. gwYm[aV aoIm§H$Zmg nadmZJr XoUo.                                                                     20

6. _hmZJanm{cH$m/ZJanm{cH$m hÔrVrc eoV O{_ZrÀ`m {dH$mg nadmZJr g§X^m©V Zm-haH$V         21

 à_mUnÌ XoUo.   

7. Z{dZ eV© O‘rZ {dH«$s nadmZJr àñVmd ‘m.{d^mJr` Am`wº$ `m§Zm gmXa H$aUo.                      23

8. Z{dZ eV© O{_ZrMm eV©^§J {Z`{_V H$aUo.                                                           25

9. ^moJdQ>mXma dJ© -2 åhUyZ YmaU Ho$coë`m AH¥${fH$ ^yI§S>mMr AZ{YH¥$V {dH«$s {Z`_mYrZ H$aUo.      27

10. "~' gÎmm àH$ma åhUyZ YmaU Ho$coë`m AH¥${fH$ ^yI§S> {dH«$sg nadmZJr XoUo.                          29

11. gmd©O{ZH$ à`moOZmH$arVm emgH$s` O{_ZrMo {dVaU H$aUo.                                          31

12. dmS>çm§Mo _hgycr JmdmV énm§VaU H$aUo.                                                               34

13. A{^coIm§Vrc Zm|XrÀ`m à_m{UV àVr nwa{dUo.                                                         36

14. AZwgy{MV O_mVr d BVa nma§nm[aH$ dZ{Zdmgr (dZh¸$mMr _mÝ`Vm) A{Y{Z`_                             37
 2006, {Z`_ 2008 d gwYmaUm {Z`_ 2012.                     

2. J¥h emIm

1. _hmamï´> PmonS>nÅ>rJw§S>, hmV^Å>rdmco, Am¡fYrÐì`o {df`H$ JwÝhoJma d YmoH$mXm`H$ ì`º$s,                  41

 ÑH$lmì` H$cmH¥$VtMo {dZmnadmZm àXe©Z H$aUmè`m ì`º$s (pìhS>rAmo nm`aoQ>) ̀ m§Mo {dKmVH$    

 H¥$Ë`m§Zm Amim KmcUo~m~VMm H$m`Xm gZ 1981 (gwYm[aV 1996) AÝd`o ñWmZ~ÜX H$aUo~m~V. 

2. amOH$s` d gm_m{OH$ Am§XmocZmVrc IQ>co _mJo KoUo~m~V.                                              43
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SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

A.Z§. {df¶ n¥.H«$.

3. ^maVr` eó A{Y{Z¶‘ 1959 Mo H$c_ 39 AÝd`o _m.Ý`m`mc`mV A{^`moJ                          46

 XmIc H$aÊ`mg nadmZJr XoUo.

4. nmobrg H$moR>S>r / Ý¶m¶mb¶rZ H$moR>S>rVrb AmamonrMm ‘¥Ë¶w Pmë¶mg ‘¥Ë¶wÀ¶m                           47

 H$maUm§Mr X§S>m{YH$mar Mm¡H$er H$aUo.

5. {X ~m°å~o JìhZ©_§oQ> {à_m`gog (BpìhŠeZ) A°³Q> 1955 Mr A§‘c~OmdUr H$aUo.                   48

6. {deof H$m`©H$mar A{YH$mar ̀ m§À`m Zo‘UwH$m H$aUo.                                                      50

7. Z{dZ eó nadmZm ‘§Owa H$aUo.                                                                       52

8. eó nadmZm ZwVZrH$aU.                                                                             54

9. ñ\$moQ>H$ _°J{PZ/A_mo{Z`_ Zm`Q´>oQ> nadmÝ`mgmR>r ZmhaH$V XmIcm XoUo~m~V.                       55

10. \$Q>mH$m d ñ\$moQ>H$ nadmZm ZwVZrH$aU H$aUo.                                                          57

11. noQ´>mo{c`_ nXmWm©Mm (noQ´>mocn§n) gmR>m H$aUoH$m_r ZmhaH$V à_mUnÌ.                                 58

12. Ho$amogrZ ñQ>moAaoO nadmZm (Oo nadmZm)                                                              60

13. cH$s S´>m° àñVmdmg _mÝ`Vm XoUo~m~V.                                                                 62

14. Z{dZ pìhS>rAmo nadmZm AXm H$aUo.                                                                    64

15. pìh.S>r.Amo.Jo_ nmc©a/gm`~a H°$\o$ nadmZm XoUo ~m~V.                                                 66

16. Z{dZ {MÌnQ>J¥h nadmZm XoUo.                                                                         68

17. {MÌnQ>J¥h nadmZm ZwVZrH$aU.                                                                        71

18. ImÚJ¥h (‘.Z.nm. hÔ) d bm°OtJ nadmZm.                                                             73

19. ImÚJ¥h (‘.Z.nm. hÔ) d bm°OtJ nadmZm ZwVUrH$aU.                                                 76

20. gm§ñH¥${VH$ H$cm H|$Ð nadmZm/H$mS>© é_ _Zmoa§OZmMm nadmZm XoUo.                                     78

21. {gZo_m ì`{V[aº$ _Zmoa§OZmÀ`m H$m`©H«$_mg nadmZJr XoUo~m~V.                                       81

22. amoIrH$aU d {dÎmr` _ÎmoMr nwZa©MZm Am{U à{V^yVr {hVg§~§YmMr A§_c~OmdUr                       83

 A{Y{Z`_, 2002 _Yrc H$c_ 14 à_mUo VmaU _mc_ÎmoMm Vm~m XoUo~m~V ....                        

23. EonV à_mUnÌ (Solvency Certificate) XoUo.                                                          85
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A.Z§. {df¶ n¥.H«$.

24. Vma A{Y{Z`_ 1885 / drO A{Y{Z`_ 2003 AÝd`o drO dm{hZr _mJm©Vrb                         87

 AS>Wim Xÿa H$aUo.

25. j{VnwVu ̀ moOZo A§VJ©V ZwH$gmZ ̂ anmB© {_iUo~m~V.                                                 88

26. amï´>nwéf/Wmoa ì`º$s ̀ m§Mm nwVim C^maÊ`mg nadmZJr XoUo~m~V.                                     90

3. Hw$iH$m¶Xm emIm

1. _hma BZm_ - dJ© 6 ~ O{_Z {dH«$sg nadmZJr XoUo.                                                   94

2. _hmamï´> eoVO_rZ (O.Ym.H$._.) A{Y{Z`_ 1961 _Yrb VaVyXrZwgma {gbtJ dmQ>nm_Ü`o            97

 {_imboë`m O_rZtMo {dH«$sg nadmZJr XoUo.

3. Am{XdmgrZo YmaU Ho$bobr O‘rZ Xþgè¶m Am{Xdmgrbm H¥${fH$ à¶moOZmgmR>r {dH«$sg nadmZJr XoUo.     100

4. Am{XdmgrZo YmaU Ho$bobr O‘rZ {~Ja Am{Xdmgrbm AH¥${fH$ H$maUmgmR>r {dH«$sg nadmZJr           103

 XoUo~m~VMm àñVmd ‘m.{d^mJr¶ Am¶wº$ ¶m§Mo H$S>og gmXa H$aUo.

5. Am¡Úmo{JH$ à¶moOZmgmR>r IaoXr Ho$boë¶m "^moJdQ>m dJ© 2' O{‘ZrMo ‘wë¶m§H$ZmMo 2% ZOamUm          106

 a¸$‘ dgwb H$aUo.

6. _w§~B©Mm O{_ZrMo VwH$S>o nmS>Ê`mg à{V~§Y H$aUo d Ë`m§Mo EH$ÌrH$aU H$aÊ`m~m~V                      108

 A{Y{Z`_ 1947 AÝd`o {d{hV Ho$boë`m à_mU^yV joÌmnojm H$_r joÌ Agboë`m O{_ZrMr 

 IaoXr {dH«$s H$aUog nadmZJr XoUo.

7. {_iH$V n{ÌHo$da MwHy$Z bmJbobm "gÎmm àH$ma ~' eoam H$_r H$aUo.                                    110

8. _w§~B© Hw$i d{hdmQ> d eoVO_rZ A{Y{Z`_ 1948 Mo H$b_ 63 d _w§~B© Hw$i d{hdmQ> d eoVO_rZ        111

 {Z`_ 1956 Mm {Z`_ 36 A§VJ©V eoVH$ar Zgboë`m ì`º$s/H§$nZr/Y_©Xm` /

 e¡j{UH$ g§ñWm/ghH$mar g§ñWm ̀ m§Zm O_rZ IaoXr~m~V nwd© AWdm H$m`m}Îma nadmZJr XoUo.

4. gm‘mÝ¶ àemgZ emIm 

1. Z°eZb Adm°S>© (~«oìhar) ~mbem¡¶© nwañH$mam H$[aVm Zm_{ZX©oeZ nmR>{dUo.                              115

2. OrdZ Jm¡ad nwañH$mamH$[aVm Zm_{ZX}eZ nmR>{dUo.                                                    116
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3.  H|$ÐemgZmÀ¶m AZwgy{MV O‘mVrÀ¶m H$ë¶mUH$mar ¶moOZm am~{dÊ¶mgmR>r gwé                        117

 Agcoë¶m d Z{dZ ¶moOZm§À¶m  AW© ghmæ¶m gmR>rMo àñVmd Am{Xdmgr Am¶wº$ ¶m§Zm gmXa H$aUo. 

4.  ñdmV§Í` g¡{ZH$ ̀ m§Mo {Zd¥ÎmrdoVZ àH$aUo _§OwargmR>r emgZmg nmR>dUo.                               118

5.  ñdmV§Í` g¡{ZH$ / {dYdm nËZr ̀ m§Zm EgQ>r nmg gdbV XoUo.                                         120

6.  ñdmV§Í` g¡{ZH$ / ñdm. g¡. {dYdm nËZr A§Ë`{dYrgmR>r Am{W©H$ _XV (é. 5,000/-) XoUo.          121

7.  ñdmV§Í` g¡{ZH$ / ñdm. g¡. {dYdm nËZr ̀ m§Zm d¡ÚH$s` gdbV XoUo.                                    123

8.  ñdmV§Í` g¡{ZH$ {dYdm nËZr ̀ m§Mo {Zd¥ÎmrdoVZ àH$aUo _§Owa H$aUo.                                     125

9.  ñdmV§Í` g¡{ZH$ /{dYdm nËZr ̀ m§Zr Ë`m§À`m dmagmgmR>r ZmoH$argmR>r Zm_{ZX}eZ H$aUo.               127

10.  Aëng§»`m§H$mgmR>r nmo{bg ̂ aVr nyd© à{ejU am~{dUo, _amR>r ̂ mfm \$m¡S>oeZ                          129

 dJ© H$m`©H«$_ ̀ moOZm am~{dUo. 

5. nwadR>m emIm

1. Z{dZ {H$aH$moi Ho$amogrZ nadmZm _§Oya H$aUo.                                                         132

2. {H$aH$moi Ho$amogrZ XþH$mZmMm nadmZm dmagmMo Zm§do H$aUo~m~V (_`V nadmZmYmaH$m§~m~V)            134

3. {H$aH$moi Ho$amogrZ XþH$mZmMm nadmZm dmagmMo Zm§do H$aUo~m~V (h`mV nadmZmYmaH$m§~m~V)           136

4. {H$aH$moi Ho$amogrZ XþH$mZmMm nadmZm ZwVZrH$aU H$aUo.                                               138

5. {H$aH$moi Ho$amogrZ {dH«$s H|$ÐmMm nadmZm Xþ~ma XoUo (Jhmi nadmÝ`m~m~V)                             139

6. AY©KmD$H$ am°Ho$b {dVaH$mMm nadmZm ZwVZrH$aU H$aUo~m~V.                                         141

7. KmD$H$ am°Ho$b {dVaH$mMm nadmZm ZwVZrH$aU H$aUo~m~V.                                             142

8. Z{dZ ñdñV YmÝ` XþH$mZ _§Oya H$aUo.                                                                 143

9. ñdñV YmÝ` XþH$mZmMo àm{YH$manÌ dmagmMo Zmdo H$aUo~m~V.(_`V nadmZmYmaH$m§~m~V)              145

10. ñdñV YmÝ` XþH$mZmMo àm{YH$manÌ dmagmMo Zm§do H$aUo~m~V (h`mV nadmZmYmaH$m§~m~V)              147

11. ñdñV YmÝ¶ XþH$mZmMo àm{YH$manÌ ZwVZrH$aU H$aUo.                149

12. ñdñV YmÝ¶ XþH$mZmMo àm{YH$manÌ ZwVZrH$aU H$aUo.               150

13. ZdrZ H$m¡Qw>§{~H$ {eYmn{ÌH$m XoUo.                    152
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A.Z§. {df¶ n¥.H«$.

14. aÚ à‘mUnÌmÛmao ZdrZ H$m¡Qw>§{~H$ {eYmn{ÌH$m {‘iUo~m~V (ñWcm§Va Pmcog)            154

15. {d^³V {eYmn{ÌH$m XoUo.                        156

16. Xþ~ma {eYmn{ÌH$m XoUo.                        157

17. {eYmn{ÌHo$V Zmd g‘m{dï> H$aUo.                           158

18. H$m¡Qw>§{~H$ {eYmn{ÌHo$VyZ Zmd H$‘r H$aUo qH$dm aÔ H$aUo.                         159

6. nwZd©gZ emIm

1. àH$ënJ«ñVm§Zm ZmoH$ar{df¶H$ gdbVrMo à‘mUnÌ XoUo.                           161

2. ZmoH$ar{df¶H$ gdbVrMo àH$ënJ«ñV à‘mUnÌ hñVm§VaU H$ê$Z XoUo.                          163

3. àH$ën~m{YVm§Zm n¶m©¶r eoVO{‘ZrMo dmQ>n H$aUo.                           165

4. bm^joÌmV {_imboë`m O{_ZrMr H$ãOm hŠH$mMr aŠH$_ ̂ aUo.                          167

5. nwZd©gZ A{Y{Z`_m§VJ©V ̂ moJdQ>mXma dJ©-2 åhUyZ dmQ>n Pmboë`m O{_ZrMo                        169

 ^moJdQ>mXma dJ©-1 _Ü`o énm§VarV H$aUogmR>r _m. {d^mJr` Am`wŠV Zm{eH$ ̀ m§MoH$S>o àñVmd                      

 gmXa H$aUo.

6. nwZd©gZ bm^ joÌmV O‘rZ ¶oV Agë¶mg/Zgë¶mg ZmhaH$V XmIbm XoUo.                        172

7.  nwZd©gZ ZdrZ JmdR>mU ZmJar gw{dYm XoUo. A§XmOnÌHo$ ‘m. {d^mJr¶ Am¶w³V Zm{eH$ ¶m§Mo‘m’©$V               173

 emgZmg  ‘§OyargmR>r nmR>{dUo. VgoM gXa ZmJar gw{dYm§gmR>r àmßV Pmbobo AZwXmZ g§~§{YV 

 àH$ën¶§ÌUog nmR>{dUo. 

8. àH$ënJ«ñVm§Zm ̂ wI§S> dmQ>n H$aUo.                               175

7. H$a‘UyH$ H$a emIm 

1. ‘w§~B© H$a‘UyH$ ewëH$ A{Y{Z¶‘ 1923 Mo H$b‘ 4 (2) (~) pìh{S>AmoJo‘ nmb©a ZdrZ nadmZm XoUo.        177

2. ‘w§~B© H$a‘UyH$ ewëH$ A{Y{Z¶‘ 1923 Mo H$b‘ 4 (2) (~) pìh{S>Amo Jo‘ nmb©a nadmZm              178

 ZwVZrH$aU H$éZ XoUo.

3. ‘w§~B© H$a‘UyH$ ewëH$ A{Y{Z¶‘ 1923 Mo H$b‘ 4 (2) (~) AÝd¶o {MÌnQ>J¥hmg ZdrZ nadmZm XoUo.                   179

4. ‘w§~B© H$a‘UyH$ ewëH$ A{Y{Z¶‘ 1923 Mo H$b‘ 4 (2) (~) AÝd¶o {MÌnQ>J¥hmMo nadmZm ZwVZrH$aU             180

 H$éZ XoUo.
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10. ‘w§~B© H$a‘UyH$ ewëH$ A{Y{Z¶‘ 1923 Mo H$b‘ 4 (2) (~) AÝd¶o ZdrZ Ho$~b nadmZm XoUo.                       187

8. Jm¡U I{ZO emIm
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2. I{ZO {dH$mg {ZYrMo àñVmd ‘m. g§MmbH$, I{ZH$‘© ¶m§Zm gmXa H$aUo.                     192
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4. ‘mVr {‘lrV dmiy CËIZZmg nadmZm XoUo~m~VMm àñVmd emgZmg gmXa H$aUo.                      197
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9. g§O¶ Jm§Yr ¶moOZm emIm

1. g§O¶ Jm§Yr {ZamYma AZwXmZ ¶moOZm.                                  205

2. lmdU~mi godm amÁ¶ {Zd¥Îmr doVZ ¶moOZm.                               207

3. B§{Xam Jm§Yr amï´>r¶ d¥ÜXmnH$mi {Zd¥Îmr doVZ ¶moOZm.                          209
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7. Am_ AmX_r {d_m ̀ moOZm.                                217
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10. amoOJma h‘r ¶moOZm emIm

1. \$i~mJ cmJdS> H$m`©H«$_mg àemgH$s` _mÝ`Vm.                           220

2. _`V _Oyam§À`m H$m`Xoera dmagmg gmZwJ«h AZwXmZ.                                        222

11. J«m‘n§Mm¶V emIm

1. [aº$ Pmcoë`m gan§M d Cngan§M {ZdS>r~m~V.                             224

2. J«m_n§Mm`V {ZdS>UyH$ cT>{dUmè`m C_oXdmam§Zr {d{hV arVrZo IMm©Mm {hemo~ ‘wXVrV                       226

 gmXa Z Ho$ë`mg Ë`m§Zm {Zah© KmofrV H$aUo~m~V.

3. {Oëhm n[afX d n§Mm`V g{_Vr {ZdS>UyH$ cT>{dUmè`m C_oXdmam§Zr {d{hV                             227

 arVrZo IMm©Mm {hemo~ ‘wXVrV gmXa Z Ho$ë`mg Ë`m§Zm {Zah© KmofrV H$aUo~m~V.                     

4. J«m_n§Mm`V à^mJ aMZm d AmajU H$aUo.                             228

12. ZJanm{cH$m emIm

1. 13 dm {dÎm Am`moJ A§VJ©V àmá AZwXmZmÀ`m AZwf§JmZo X`md`mÀ`m àemgH$s` _mÝ`Vo ~m~V                          231

 H$amd`mMr H$m`©dmhr. 

2. H|$Ð emgZ nwañH¥$V _mJmg joÌ {dH$mg ̀ moOZo A§VJ©V àmá AZwXmZmÀ`m AZwf§JmZo H$m_m§g                         232

 àemgH$s` _mÝ`Vm XoUo~m~V H$m`©dmhr.

3. ZmJar X{cV dñVr gwYmaUm ̀ moOZm A§VJ©V àmá AZwXmZmÀ`m AZwf§JmZo X`md`mÀ`m àemgH$s`         234

 _mÝ`Vo~m~V H$amd`mMr H$m`©dmhr.

4. _hmamï´> gwdU© O`§Vr ZJamoËWmZ _hmA{^`mZ ({OëhmñVa) A§VJ©V àmá AZwXmZmÀ`m AZwf§JmZo          236
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5. d¡{eîQ>çnyU© ̀ moOZo A§VJ©V àmá AZwXmZmÀ`m AZwf§JmZo X`md`mÀ`m àemgH$s` _mÝ`Vo~m~V                        238
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‘hgyc emIm 

1. emgH$s` nS> d Jm`amZ O{_Zrdarc eoVr à`moOZmgmR>r A{VH«$_U {Z`{_V H$éZ XoUo.        1       

2. emgH$s` nS> d Jm`amZ O{_Zrdarc a{hdmg/dm{UÁ` H$maUmgmR>r A{VH«$_U {Z`{_V H$aUo.        4

3. _hmZJanm{cH$m/ZJanm{cH$m hÔrVrc eoV O{_Zrg a{hdmg, Am¡Úmo{JH$ d dm{UÁ`                 7

 dmnamgmR>r AH¥${fH$ nadmZJr XoUo. 

4. AH¥${fH$ dmnamg EH$m à`moOZmVwZ Xþgè`m à`moOZmV ~Xc H$aUog nadmZJr XoUo.                    9

5. gwYm[aV aoIm§H$Zmg nadmZJr XoUo.                                                                     11

6. _hmZJanm{cH$m/ZJanm{cH$m hÔrVrc eoV O{_ZrÀ`m {dH$mg nadmZJr g§X^m©V Zm-haH$V         12

 à_mUnÌ XoUo.   

7. Z{dZ eV© O‘rZ {dH«$s nadmZJr àñVmd ‘m.{d^mJr` Am`wº$ `m§Zm gmXa H$aUo.                      14

8. Z{dZ eV© O{_ZrMm eV©^§J {Z`{_V H$aUo.                                                           16

9. ^moJdQ>mXma dJ© -2 åhUyZ YmaU Ho$coë`m AH¥${fH$ ^yI§S>mMr AZ{YH¥$V {dH«$s {Z`_mYrZ H$aUo.      18

10. "~' gÎmm àH$ma åhUyZ YmaU Ho$coë`m AH¥${fH$ ^yI§S> {dH«$sg nadmZJr XoUo.                          20

11. gmd©O{ZH$ à`moOZmH$arVm emgH$s` O{_ZrMo {dVaU H$aUo.                                          22

12. dmS>çm§Mo _hgycr JmdmV énm§VaU H$aUo.                                                               25

13. A{^coIm§Vrc Zm|XrÀ`m à_m{UV àVr nwa{dUo.                                                         27

14. AZwgy{MV O_mVr d BVa nma§nm[aH$ dZ{Zdmgr (dZh¸$mMr _mÝ`Vm) A{Y{Z`_                             28
 2006, {Z`_ 2008 d gwYmaUm {Z`_ 2012.                     



STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

_hgwc - 1 
emgH$s` nS> d Jm`amZ O{_Zrdarc eoVr à`moOZmgmR>r A{VH«$_U {Z`{_V H$éZ XoUo.

ñnï>rH$aUA.Z§. Vnerc

1 {df`   emgH$s` nS> d Jm`amZ O{_Zrdarc eoVr à`moOZmgmR>r 
    A{VH«$_U {Z`{_V H$éZ XoUo.

2 Amdí`H$ H$mJXnÌo 1)  AO©Xma ̀ m§Mm A{VH«$_U {Z`{_V H$aUo ~m~V AO©. 
    2)  àíZm{YZ {_iH$VrMm 7/12 CVmam. 
    3)  A{VH«$_U AgconmgyZ {nH$nmhUr CVmao. 
    4)  A{VH«$_U Zm|Xdhr _Yrc  Jmd Z_wZm 1-B© 
         Mm CVmam.
    5)  _§S>i A{YH$mar ̀ m§Mm ñWi {ZarjU n§MZm_m 
    6) emgZ {ZU©` {X. 04/04/2002 AÝd`o A{VH«$_U 
        {Z`_rV H$aUoH$m_r ̀ oUmar X§S>mMr a¸$_ gaH$ma O_m 
        H$aUog V`ma Agco~m~V AO©Xma ̀ m§Mo à{VkmnÌ
    7) AO©Xma _mJmgdJu` Agë`mg OmVrMm XmIcm qH$dm 
     VËg_ nwamdm.
    8) AO©Xma ̀ m§Mm a{hdmg XmIcm. 
    9) A{VH«$_UXma `m§Zr A{VH«$_rV O{_Zrì`Vr[aº$ O_rZ 
     YmaU$ "Z' Ho$ë`m~m~V à{VkmnÌ d O‘rZ Agë¶mg 
     7/12 d 8 A CVmao  
    10)A{VH«$_rV O{_Zr~m~V A{VH«$_UXmamZo H$a ̂ aco~m~V 
     ^aUm nmdVr B. 
    11) A{VH«$_Um~m~V _hgycr nyamdo d BVa

3 g§~§{YV emgZ g§X^©,  1) _hmamï´> O{_Z _hgwc A{Y{Z`_ 1971 (gaH$mar  
 emgZ {ZU©`, BVa AmXoe,   O{_ZrMr {dëhodmQ> cmdUo) {Z`_ 43 d _hmamï´> O{_Z 
 n[anÌH$ B.    _hgyc A{Y{Z`_ 1966 Mo H$c_ 50 d 51 
 (H$moUË`m A{Y{Z`_mMo/  2) emgZ {ZU©`, _hgyc d dZ {d^mJ H«$.EcBEZ/1090 
 {Z`_mMo AmYmao gXa   /à.H«$. 172/O-1, {X. 28/11/1991 
 H$m_H$mO nyU© Ho$co  3) emgZ {ZU©`, _hgyc d dZ {d^mJ H«$. EcB©EZ 10
 OmUma Amho)    /2001/à.H§«$.225/O-1,{X04/04/2002
    4) emgZ n[anÌH$ _hgyc d dZ {d^mJ H«$_m§H$ : EcB©EZc 
     10/2004/à.H«$. 49/O-1 {X. 9 _mM© 2007
    5) emgZ {ZU©¶, ‘hgyc d dZ {d^mJ H«$. O‘rZ   
    03/2011/à.H«$.53/O‘rZ-1 {X. 12 Owc¡ 2011

4 {ZU©` à{H«$`oV VnmgUr  1) AO©XmamMm AO© 
 H$aUoV ̀ oV Agcoë`m  2) emgH$s` nS>/Jm`amZ O{_Zrdarc {X. 1/4/1978 Vo    
 ~m~r    14/4/1990 `m H$mcmdYrV eoVrgmR>r Pmcocr d 
     14/4/1990 amoOr AñVrËdmV Agcocr A{VH«$_Uo 
     {Z`_mZyHy$c H$aVm ̀ oVmV ̀ m~m~V nwamdo VnmgUr H$aUo.
    3) Vh{gcXma d Cn{d^mJr` A{YH$mar `m§MoH$S>rc {d{hV 
     Z_wÝ`mVrc Ahdmc.
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    4) Ë`mgmo~V Imcrc g§~§YrV {d^mJm§Mo A{^àm`/Ahdmc 
     VnmgUo.
    1. CndZg§ajH$ ̀ m§Mo dZ O{‘Zr~m~V A{^àm`. 
    2. ghmæ`H$ g§MmcH$, ZJa aMZm, ̀ m§Mm dmna AZwko` 
     Agco ~m~V A{^àm`. 
    3. emgZ {ZU©` {X. 04/04/2002 AÝd`o A{VH«$_U 
     {Z`_rV H$aUoH$m_r ̀ oUmar X§S>mMr a¸$_ gaH$ma O_m 
     H$aUog V`ma Agco~m~V AO©Xma ̀ m§Mo à{VkmnÌ. 
    4. A{VH«$_UXma ̀ m§Zr A{VH«$_rV O{_Zrì`Vr[aº$ YmaU 
     Ho$coë`m O{_ZrMm Vnerc 
    5. A{VH«$_rV O{_Zr~m~V A{VH«$_UXmamZo H$a ^aco~m~V 
     ^aUm nmdVr. 
    6. Cn A{YjH$ ̂ y_r A{^coI ̀ m§MoH$S>rc A{VH«$_U 
     Xe©{dUmam _moOUr ZH$mem. 
    5) Cnamoº$ H$mJXnÌm§À`m VnmgUr A§Vr {Q>nUr  
     {Oëhm{YH$mar/Ana {Oëhm{YH$mar `m§MoH$S>og _§Oyar 
     H$m_r gmXa H$aUo.
    6) àíZm{YZ àñVmdmg {Oëhm{YH$mar/Ana {Oëhm{YH$mar 
     `m§Mo _§OwarZwgma  _hmamï´> O‘rZ _hgwc A{Y{Z`_ 
     1 9 6 6  M o  H $ c _  5 1  Z w g m a  O m { h a    
     ZmoQ>rg Vhgrc H$m`m©c`, J«m_n§Mm`V, VcmR>r H$m`m©c`, 
     `oWo à{gÜX H$aÊ`mV ̀ oD$Z haH$Vr _mJ{dUo. 
    7) _hmamï´> O‘rZ _hgwc A{Y{Z`_ 1966 Mo H$c_ 51  
     Zwgma à{gÜX Ho$coë`m Omhra ZmoQ>rgrda haH$Vr àmá 
     Pmcog {Oëhm{YH$mar/Ana {Oëhm{YH$mar `m§MoñVamda 
     Mm¡H$erVrc A{^àm`mZwgma A§Vr_ H$m`©dmhr H$aUo. 
    8) _hmamï´> O‘rZ _hgwc A{Y{Z`_ 1966 Mo H$c_ 51  
    Zwgma à{gÜX Ho$coë`m Omhra ZmoQ>rgrda haH$Vr àmá Z  
    Pmcog A{VH«$_U {Z`{_V H$aUoMr H$m`©dmhr H$aUo d 
     {Z`_mZwgma H$ãOoh¸$mMr a¸$_ AmH$maUr H$aUo.
    9) A{VH«$_U {Z`{_V H$aUoH$m_r A{VH«$_rV dfm©À`m 
     H$mcmdYrZwgma _hmamï´> O‘rZ _hgwc A{Y{Z`_ 1966 
     Mo H$c_ 50 _Ü`o Z_wX VaVwXtZwgma X§S> AmH$maUr H$aUo. 
    10) _hmamï´> O‘rZ _hgwc A{Y{Z`_ 1971 (gaH$mar 
     O{_ZrMr {dëhodmQ> cmdUo) {Z`_ 43 Zwgma  
     {Oëhm{YH$mar `m§Zm O{_ZrMo ~mOma_wë` a¸$_ én`o 
     5000/- n`ªV d {d^mJr` Am`wº$ `m§Zm O{_ZrMo 
     ~mOma_wë` a¸$_ én`o 10,000/- BVŠ`m _`m©Xon`ªV
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    A{VH«$_U {Z`{_V H$aUo ~m~VÀ`m {dÎmr` _`m©XoZygma àñVmd 
    gmXa H$aUo.
    11) gj_ A{YH$mar ̀ m§MoH$Sy>Z àñVmd _§Oyar {_imcoZ§Va 
     AO©Xma ̀ m§Zm n¡go ̂ aUo ~m~V H$i{dUo.
    12) AO©Xma ̀ m§Zr n¡go ̂ acoZ§Va A{VH«$_U {Z`{_V H$aUo 
     ~m~V A§{V_ AmXoe nmarV H$aUo. 

5 Amdí`H$ ewëH$   cmJy Zmhr 

6 ewëH$ ̂ aÊ`mMr nÜXV  cmJy Zmhr 

7 {ZU©` KoUmao A{YH$mar  {Oëhm{YH$mar /Ana {Oëhm{YH$mar/{d^mJr` Am`wº$/emgZ

8 {ZU©` à{H«$`og   gd© H$mJXnÌm§Mo nwV©Vo Z§Va 45 {Xdg
 cmJUmam H$mcmdYr 
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_hgwc - 2
emgH$s` nS> d Jm`amZ O{_Zrdarc a{hdmg/dm{UÁ` H$maUmgmR>r A{VH«$_U {Z`{_V H$aUo.

ñnï>rH$aUA.Z§. Vnerc
1 {df`   emgH$s` nS> d Jm`amZ O{_Zrdarc a{hdmg à`moOZmgmR>r 
    A{VH«$_U {Z`{_V H$aUo. 

2 Amdí`H$ H$mJXnÌo 1) AO©Xma ̀ m§Mm A{VH«$_U ~m~VMm AO© 
    2) àíZm{YZ {_iH$VrMm 7/12 CVmam 
    3) A{VH«$_U Zm|Xdhr _Yrc Jmd Z_wZm 1-B© Mm 
     CVmam 
    4) _§S>i A{YH$mar ̀ m§Mm ñWi {ZarjU n§MZm_m
    5) emgZ {ZU©` {X. 04/04/2002 AÝd`o A{VH«$_U 
     {Z`_rV H$aUoH$m_r ̀ oUmar X§S>mMr a¸$_ gaH$ma O_m 
     H$aUog V`ma Agco~m~V AO©Xma ̀ m§Mo à{VkmnÌ 
    6) AO©Xma _mJmgdJu` Agë`mg OmVrMm XmIcm qH$dm 
     VËg_ nwamdm 
    7) AO©Xma ̀ m§Mm a{hdmg XmIcm 
    8) A{VH«$_UXma `m§Zr A{VH«$_rV O{_Zrì`Vr[aº$ O_rZ 
     YmaU "Z" Ho$ë`m~m~V à{VkmnÌ, O‘rZ Agë¶mg 
     7/12 d 8 A CVmao
    9) A{VH«$_rV O{_Zr~m~V A{VH«$‘UXmamZo H$a ̂ aco~m~V 
      ̂ aUm nmdVr B.
    10) A{VH«$_Um~m~V _hgycr nyamdo d BVa 

3 g§~§{YV emgZ g§X^©,  1) _hmamï´> O‘rZ _hgwc A{Y{Z`_ 1971 (gaH$mar  
 emgZ {ZU©`,BVa   O{_ZrMr {dëhodmQ> cmdUo) {Z`_ 43 d _hmamï´> O‘rZ
 AmXoe,n[anÌH$ B.  _hgyc A{Y{Z`_ 1966 Mo H$c_ 50 d 51 
 (H$moUË`m A{Y{Z`_mMo/ 2) emgZ {ZU©`, _hgyc d dZ {d^mJ H« . EcB©EZ 10 / 
 {Z`_mMo AmYmao gXa  2001/à.H«§$$.225 /O-1,{XZm§H$ 04/04/2002 
 H$m_H$mO nyU© Ho$co   3) emgZ {ZU©¶, ‘hgyc d dZ {d^mJ H«$. O‘rZ 03 / 
  OmUma Amho)   2011/ à.H«$. 53/O-1 {X. 12 Owc¡ 2011 
   
4 {ZU©` à{H«$`oV VnmgUr 1) AO©XmamMm AO©
  H$aUoV ̀ oV Agcoë`m  2) emgH$s` nS>/Jm`amZ O{_Zrdarc {X. 1/4/1978 Vo    
 ~m~r    14/4/1990 `m H$mcmdYrV eoVrgmR>r Pmcocr d 
     14/4/1990 amoOr AñVrËdmV Agcocr A{VH«$_Uo 
     {Z`_mZyHy$c H$aVm `oVmV, `m~m~V nwamdo VnmgUr 
     H$aUo. 
    3) Vh{gcXma d Cn{d^mJr` A{YH$mar `m§MoH$S>rc {d{hV 
     Z_wÝ`mVrc Ahdmc.
    4) Ë`mgmo~V Imcrc g§~§YrV {d^mJm§Mo A{^àm`/Ahdmc 
     VnmgUo.
    

4



STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

1.CndZg§ajH$ ̀ m§Mo dZ O{‘Zr~m~V A{^àm`
2.ghmæ`H$ g§MmcH$, ZJa aMZm,`m§Mm dmna AZwko` Agco 
   ~m~V A{^àm`
3. emgZ {ZU©` {X. 04/04/2002 AÝd`o A{VH«$_U 
{Z`_rV H$aUoH$m_r ̀ oUmar X§S>mMr a¸$_ gaH$ma O_m H$aUog 
V`ma Agco~m~V AO©Xma ̀ m§Mo à{VkmnÌ. 
4. A{VH«$_UXma `m§Zr A{VH«$_rV O{_Zrì`Vr[aº$ YmaU 
Ho$coë`m O{_ZrMm Vnerc. 
5. A{VH«$_rV O{_Zr~m~V A{VH«$‘UXmamZo H$a ̂ aco~m~V 
^aUm nmdVr. 
6. CnA{YjH$ ^y_r A{^coI `m§MoH$S>rc A{VH«$_U 
Xe©{dUmam _moOUr ZH$mem. 
5) Cnamoº$ H$mJXnÌm§À`m VnmgUr A§Vr {Q>nUr 
{Oëhm{YH$mar/Ana {Oëhm{YH$mar `m§MoH$S>og _§Oyar H$m_r 
gmXa H$aUo.
6) àíZm{YZ àñVmdmg {Oëhm{YH$mar/Ana {Oëhm{YH$mar 
`m§Mo _§OwarZwgma O_rZ _hgwc A{Y{Z`_ 1966 Moo H$c_ 
51 Zwgma Omhra ZmoQ>rg Vhgrc H$m`m©c`, J«m_n§Mm`V, 
VcmR>r H$m`m©c` `oWo à{gÜX H$aÊ`mV `oD$Z haH$Vr 
_mJ{dUo. 
7) _hmamï´> O‘rZ _hgwc A{Y{Z`_ 1966 Mo H$c_ 51 
Zwgma à{gÜX Ho$coë`m Omhra ZmoQ>rgrda haH$Vr àmá Pmcog 
{Oëhm{YH$mar/Ana {Oëhm{YH$mar `m§MoñVamda Mm¡H$er 
H$éZ Pmcoë`m {ZU©`mZwgma A§Vr_ H$m`©dmhr H$aUo. 
8) _hmamï´> O‘rZ _hgwc A{Y{Z`_ 1966 Mo H$c_ 51 
Zwgma à{gÜX Ho$coë`m Omhra ZmoQ>rgrda haH$Vr àmá Z 
Pmcog A{VH«$_U {Z`{_V H$aUoMr H$m`©dmhr H$aUo d 
{Z`_mZwgma H$ãOoh¸$mMr a¸$_ AmH$maUr H$aUo.
9) A{VH«$_U {Z`{_V H$aUoH$m_r A{VH«$_rV dfm©À`m 
H$mcmdYrZwgma _hmamï´> O‘rZ _hgyc A{Y{Z`_ 1966 Mo 
H$c_ 50 _Ü`o Z_wX VaVwXtZwgma X§S> AmH$maUr H$aUo. 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

    10) _hmamï´> O_rZ _hgwc A{Y{Z`_ 1971 (gaH$mar 
     O{_ZrMr {dëhodmQ> cmdUo) {Z`_ 43 Zwgma  
     {Oëhm{YH$mar `m§Zm O{_ZrMo ~mOma_wë` a¸$_ én`o 
     5000/- n`ªV d {d^mJr` Am`wº$ `m§Zm O{_ZrMo 
     ~mOma_wë` a¸$_ én`o10,000/- BVŠ`m _`m©Xon`ªV 
     A{VH«$_U {Z`{_V H$aUo ~m~VÀ`m {dÎmr` _`m©XoZwgma 
     àñVmd gmXa H$aUo. 
    11) gj_ A{YH$mar ̀ m§MoH$Sy>Z àñVmd _§Oyar {_imcoZ§Va 
     AO©Xma ̀ m§Zm n¡go ̂ aUo ~m~V H$i{dUo. 
    12) AO©Xma `m§Zr n¡go ^acoZ§Va A{VH«$_U {Z`{_V 
     H$aUo~m~V A§{V_ AmXoe nmarV H$aUo.

5 Amdí`H$ ewëH$  cmJy Zmhr  

6 ewëH$ ̂ aÊ`mMr nÜXV  cmJy Zmhr 

7 {ZU©` KoUmao A{YH$mar  {Oëhm{YH$mar/Ana {Oëhm{YH$mar/{d^mJr` Am`wº$/emgZ

8 {ZU©` à{H«$`og   gd© H$mJXnÌm§À`m nwV©VoZ§Va 45 {Xdg 
 cmJUmam H$mcmdYr 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

_hgyc - 3
_hmZJanm{cH$m/ZJanm{cH$m hÔrVrc eoV O{_Zrg a{hdmg, Am¡Úmo{JH$ d dm{UÁ` dmnamgmR>r 
AH¥${fH$ nadmZJr XoUo. 

ñnï>rH$aUA.Z§. Vnerc

_hmZJanm{cH$m/ZJanm{cH$m hÔrVrc eoV O{_Zrg a{hdmg, 
Am¡Úmo{JH$ d dm{UÁ` dmnamgmR>r AH¥${fH$ nadmZJr XoUo. 

1) AO©Xma ̀ m§Mm {dhrV Z_wÝ`mVrc AO© 
2) gZ 1950 nmgyZMo 7/12 CVmao d Ë`mdarc gd© \o$a\$ma 
3) ñWm{ZH$ àm{YH$aU qH$dm ghmæ`H$ g§MmcH$, ZJaaMZm 
 `m§Mo _§Oya aoIm§H$ZmMr _wi àV 
4) CnA{YjH$, ̂ y_r A{^coI ̀ m§MoH$S>rc _moOUr ZH$mem
5) gmd©O{ZH$ ~m§YH$m_ {d^mJ Zm haH$V XmIcm
6) _.am.{d.{d.H§$. Zm haH$V XmIcm 
7) ñWm{ZH$ àm{YH$aUmMm Amamo½` {d^mJmMm Zm haH$V 
 XmIcm 
8) ^yg§nmXZ Zm haH$V XmIcm 
9) ~rEgEZEc ̀ m§MoH$S>rc Zm haH$V XmIcm 
10) Ý`m`mc`mV dmX Mmcy ZgcoMo à{VkmnÌ 
11) 7/12 CVmè`m_Yrc ghH$ãOoXma ̀ m§Mo 100/- é. Mo 
 ñQ>°ånda g§_VrnÌ 
12) BVa h¸$mVrc ~moOm H$_r Ho$co~m~VMm XmIcm 

1) _hmamï´> O_rZ _hgyc g§{hVm 1966 _Yrc H$c_ 44 d   
 47. 
2) emgZ n[anÌH$, _hgyc d dZ{d^mJ H«$. g§H$sU©  
 02/2012/à.H«$.43/B©-1, {X. 4/10/2013
3) ‘hmamï´> O‘rZ ‘hgwc g§{hVm 1966 ¶mV AmUIr gwYmaUm 
 H$aUogmR>r A{Y{Z¶‘ H«$. 37,{X. 22/12/2014 
 
1) AO©Xma ̀ m§Mm AO© 
2) Vh{gcXma d Cn{d^mJr` A{YH$mar ̀ m§MoH$S>rc Imcrc 
 _wÚm§darc Ahdmc 
1. AH¥${fH$ H$amd`mMo joÌmMo _mc¸$s h¸$m~m~V ImÌr H$aUo
2. gÜ`m O_rZ dhrVr Agco ~m~V ImÌr H$aUo. 
3. O{_ZrMo BVa h¸$mV {~ZH$ãOm dmagXma Agë`mg 
 dmagm§Zr g§_Vr {Xco ~m~V ImÌr H$aUo.
4. O_rZ ZdrZ eV©, {Z`§{ÌV gÎmm àH$ma / Hw$iH$m`Xm / 
 {gctJ / dVZ / BZm_ ̀ mn¡H$s Agë`mg ZOamUm a¸$_ 
 ^éZ KoUo.

1 {df` 

2 Amdí`H$ H$mJXnÌo 

3 g§~§{YV emgZ g§X^©, 
 emgZ {ZU©`, BVa AmXoe, 
 n[anÌH$ B. 

4 {ZU©` à{H«$`oV VnmgUr 
 H$aUoV ̀ oV Agcoë`m ~m~r 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

5. O{_ZrVyZ {dÚwV/XþaÜdZrdmhrZr/aoëdo _mJ© OmV Zgco 
 ~m~V ImÌr H$aUo. 
6. O_rZ JmdR>mU hÔrV qH$dm hÔr~mhoa Agë`mMr ImÌr H$aUo 
7. aoIm§H$Zmg ñWm{ZH$ àm{YH$aU qH$dm ghm.g§MmcH$ 
 ZJaaMZm ̀ m§Mo _§Owar~m~V ImÌr H$aUo.
8. Vh{gcXma `m§Zr Ho$coë`m Mm¡H$erZwgma AH¥${fH$ dmna 
 nadmZJrnydu gwé Ho$cm Zgco ~m~V ImÌr H$aUo.
9. gXa Jmdmcm énm§VarV H$a cmJy Agë`mg énm§VarV 
 H$amMr AmH$maUr H$aUo. 
10. 7/12 CVmè`mdarc gd© \o$a\$ma VnmgyZ AO©Xma `m§Mo 
 Zmdo Amcoco joÌmMm _oi KoUo d ̂ moJdQ>m~m~V ImÌr H$aUo. 
3) darc gd© ~m~tMr nyV©Vm, Mm¡H$er AhdmcmVrc A{^àm` 
 n[anyU© Agë`mg {Oëhm{YH$mar/Ana {Oëhm{YH$mar 
 `m§MoH$S>og {Q>nUr gmXa H$aUo.
4) {Q>nUr _§Oya PmcoZ§Va AO©Xma ̀ m§MoH$Sy>Z énm§VarV H$amMr 
 a¸$_ d ßcm°Q>dmB©O _moOUr \$s gaH$mar I{OÝ`mV ̂ éZ 
 KoUo.
5) {~ZeoVr nadmZJrMm AmXoe V`ma H$éZ _mÝ`VoñVd 
 {Oëhm{YH$mar/Ana {Oëhm{YH$mar ̀ m§MoH$S>og gmXa H$aUo.
6) _mÝ`Vm {_imcoZ§Va gd© g§~§{YVm§Zm AmXoe {ZJ©V H$aUo. 

cmJy Zmhr 

cmJy Zmhr 

{Oëhm{YH$mar/Ana {Oëhm{YH$mar 

Mm¡H$er A§Vr 90 {Xdg 

5 Amdí`H$ ewëH$

6 ewëH$ ̂ aÊ`mMr nÜXV 

7 {ZU©` KoUmao A{YH$mar 

8 {ZU©` à{H«$`og cmJUmam 
 H$mcmdYr 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

_hgyc - 4
AH¥${fH$ dmnamg EH$m à`moOZmVwZ Xþgè`m à`moOZmV ~Xc H$aUog nadmZJr XoUo. 

ñnï>rH$aUA.Z§. Vnerc

AH¥${fH$ dmnamg EH$m à`moOZmVwZ Xþgè`m à`moOZmV ~Xc 
H$aUog nadmZJr XoUo. 

1) AO©Xma `m§Mm dmnamV ~Xcmg nadmZJr {_iUo~m~VMm 
 AO© 
2) Á`m à`moOZmV AH¥${fH$ dmna H$aUog nadmZJr {_imcr 
 Amho Vmo {~ZeoVr AmXoe
3) AH¥${fH$ AmXoe {_imconmgyZ AmOn`ªVMo 7/12 CVmao d 
 Ë`mdarc gd© \o$a\$ma Zm|Xr.
4) ñWm{ZH$ àm{YH$maUmZo dmnamV ~Xcmg _§Oyar {Xcoë`m 
 _§Oya aoIm§H$Z AmamIS>çmMr _yi àV. 
5) gmd©O{ZH$ ~m§YH$m_ {d^mJ ̀ m§Mo A{^àm` 
6) Amamo½` {d^mJmMm A{^àm`

1) _hmamï´> O_rZ _hgyc g§{hVm, 1966 _Yrc H$c_ 44.
2) emgZ n[anÌH$, _hgyc d dZ {d^mJ H«$.g§H$sU© 
 02/2012/à.H«$. 43/B©-1,{X.4/10/2013 

1) AO©Xma ̀ m§Mm dmnamV ~Xcmg nadmZJr _mJUr~m~V AO© 
2) Vh{gcXma ̀ m§Mm Imcrc _wÚm§darc Ahdmc 

 1. à`moOZmV ~Xc H$amd`mMo joÌmMo _mcH$s h¸$ VnmgUr 
 H$aUo.
2. Jmd Z_wZm Z§. 7/12 Mo BVa h¸$mV ~moOo Agë`mg 
 g§~§{YVm§Mo A{^àm` VnmgUr H$aUo.
3. à`moOZ ~XcmgmR>r AO©Xmam{edm` BVam§Zr AO© XmIc 
 Ho$cm Agë`mg OZac/ñnoec _wIË`manÌ OmoS>co 
 Agë`mMr ImÌr H$aUo.
4. à`moOZ ~Xc H$amd`mÀ`m joÌmg AH¥${fH$ nadmZJr~m~V 
 {~ZeoVr AmXoemMr VnmgUr H$aUo. 

1 {df` 

2 Amdí`H$ H$mJXnÌo 

3 g§~§{YV emgZ g§X^©, 
 emgZ {ZU©`, BVa AmXoe, 
 n[anÌH$ B. 

4 {ZU©` à{H«$`oV VnmgUr 
 H$aUoV ̀ oV Agcoë`m ~m~r 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

5. Vh{gcXma ̀ m§Zr Ho$coë`m Mm¡H$erZwgma AZ{YH¥$V dmnamV 
 ~Xc Mmcy Agë`mg Vh{gcXma ̀ m§Mo A{^àm` {dMmamV 
 KoUo. 
6. AZm{YH¥$V à`moOZ ~Xcm~m~V Vh{gcXma `m§Zr X§S>mMr 
 a¸$_ dgwc Ho$ë`mMr ImÌr H$aUo. 
7. dmnamV ~Xcmg _§Owar {Xcoë`m aoIm§H$Z AmamIS>m, 
 gmd©O{ZH$ ~m§YH$m_ {d^mJ, Amamo½` {d^mJ ̀ m§Mm A{^àm` 
 VnmgUr H$aUo.
3) darc gd© ~m~tMr nyV©Vm, Mm¡H$er AhdmcmVrc A{^àm` 
 n[anyU© Agë`mg {Oëhm{YH$mar/Ana {Oëhm{YH$mar 
 `m§MoH$S>og {Q>nUr gmXa H$aUo.
4) ~XcmZwgma AH¥${fH$ gmam AmH$maUr H$aUo.
5) {Q>nUr _§Oya PmcoZ§Va AH¥${fH$ dmnamV ~Xcm~m~V 
 nadmZJr AmXoemMm _gwXm V`ma H$aUo.
6) AmXoe _§Oya PmcoZ§Va gd© g§~§{YVm§Mo A§{V_ AmXoe {ZJ©V 
 H$aUo. 

cmJy Zmhr 

cmJy Zmhr 

{Oëhm{YH$mar/Ana {Oëhm{YH$mar 

Mm¡H$erA§Vr 90 {Xdg 

5 Amdí`H$ ewëH$

6 ewëH$ ̂ aÊ`mMr nÜXV 

7 {ZU©` KoUmao A{YH$mar 

8 {ZU©` à{H«$`og cmJUmam 
 H$mcmdYr 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

_hgyc - 5
gwYm[aV aoIm§H$Zmg nadmZJr XoUo 

ñnï>rH$aUA.Z§. Vnerc

gwYm[aV aoIm§H$Zmg nadmZJr XoUo. 

1) AO©Xma ̀ m§Mm gwYm[aV aoIm§H$Zmg nadmZJr {_iUo~m~VMm 
 AO©
2) AH¥${fH$ AmXoe {_imconmgyZ AmOn`ªVMo 7/12 CVmao d 
 Ë`mdarc gd© \o$a\$ma.
3) AH¥${fH$ nadmZJrMo AmXoemMr gm§jm§{H$V àV d aoIm§H$Z 
 AmamIS>çmMr àV
4) ñWm{ZH$ àm{YH$aUmMm gwYm[aV aoIm§H$Z _§Oya  
 AmamIS>çmMr _yi àV

1) _hmamï´> O_rZ _hgyc g§{hVm, 1966 _Yrc H$c_ 44
2) emgZ n[anÌH$, _hgyc d dZ{d^mJ, H«$. g§H$sU© 
 02/2012/à.H«$. 43/B©-1, {XZm§H$ 4/10/2013

1) AO©Xma ̀ m§Mm gwYm[aV aoIm§H$Zmg nadmZJr XoUo~m~V AO©.
2) Vh{gcXma ̀ m§MoH$S>rc Ahdmc
3) nyduÀ`m _yi _§Oya aoIm§H$ZmVrc joÌmMm Vnerc d gwYm[aV 
 aoIm§H$ZmVrc joÌmMm Vnerc `mMm _oi 7/12 à_mUo 
 ~gVmo qH$dm Zmhr ̀ mMr VnmgUr H$aUo.
4) darc gd© ~m~tMr nyV©Vm,Mm¡H$er AhdmcmVrc A{^àm` 
 n[anyU© Agë`mg {dhrV Z_wÝ`mV {Oëhm{YH$mar/Ana 
 {Oëhm{YH$mar ̀ m§MoH$S>og {Q>nUr gmXa H$aUo.
5) {Q>nUr _§Oya PmcoZ§Va gwYm[aV aoIm§H$Zmg nadmZJr ~m~V
 AmXoemMm _gwXm V`ma H$éZ {Oëhm{YH$mar/Ana 
 {Oëhm{YH$mar ̀ m§MoH$S>og _mÝ`VoñVd gmXa H$aUo.
6) AmXoe _§Oya PmcoZ§Va gd© g§~§{YVm§Mo A§{V_ AmXoe {ZJ©V 
 H$aUo. 
7) AH¥$fH$ AmXoemZ§Va ^wI§S> {dH«$s Pmcr Agë¶mg gd© 
 ^wI§S> YmaH$m§Mo g§‘VrnÌ 

cmJy Zmhr 

cmJy Zmhr 

{Oëhm{YH$mar/Ana {Oëhm{YH$mar 

Mm¡H$erA§Vr 90 {Xdg 

1 {df` 

2 Amdí`H$ H$mJXnÌo 

3 g§~§{YV emgZ g§X^©, 
 emgZ {ZU©`, BVa AmXoe, 
 n[anÌH$ B. 

4 {ZU©` à{H«$`oV VnmgUr 
 H$aUoV ̀ oV Agcoë`m
 ~m~r 

5 Amdí`H$ ewëH$ 

6 ewëH$ ̂ aÊ`mMr nÜXV 

7 {ZU©` KoUmao A{YH$mar 

8 {ZU©` à{H«$`og 
 cmJUmam H$mcmdYr 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

_hgyc - 6
_hmZJanm{cH$m/ZJanm{cH$m hÔrVrc eoV O{_ZrÀ`m {dH$mg nadmZJr g§X^m©V Zm-haH$V à_mUnÌ XoUo.

ñnï>rH$aUA.Z§. Vnerc

_hmZJanm{cH$m/ZJanm{cH$m hÔrVrc eoV O{_ZrÀ`m {dH$mg 
nadmZJr g§X^m©V Zm-haH$V à_mUnÌ XoUo. 

1) Am`wº$/_w»`m{YH$mar, _hmZJanm{cH$m/ZJanm{cH$m ̀ m§Mo 
 {dH$mg nadmZJr XoUo~m~VMo nÌ.
2) gZ 1950 nmgyZMo 7/12 CVmao d Ë¶mdarc gd© ’o$a’$ma 
3) Á`m \o$a\$maZo 7/12 da Zmd XmIc Pmco Vmo \o$a\$ma 
4) ñWm{ZH$ àm{YH$aUmMo _§Oya aoIm§H$ZmMr _yi àV 
5) {Oëhm{YH$mar H$m`m©c`mVrc AmYma gm_J«r g§{MH$m Zwgma
 A{^àm`
 A) gmd©O{ZH$ ~m§YH$m_ {d^mJ ̀ m§Mm A{^àm` 
 ~) _.am.{d.{d.H§$. ̀ m§Mm A{^àm` 
 H$) ñWm{ZH$ Amamo½` {d^mJ ̀ m§Mm A{^àm` 
 S>) O_rZrMo ̂ yg§nmXZm~m~V ̂ yg§nmXZ {d^mJmMm A{^àm` 
 B©) ̂ maV g§Mma {ZJ_ {c{_Q>oS> ̀ m§Mm A{^àm` 

1) _hmamï´> O_rZ _hgyc g§{hVm 1966 _Yrc H$c_, 42 A  
 d 47 A 
2) emgZ n[anÌH$, _hgyc d dZ {d^mJ H«$. g§H$sU© 
 02/2012/à.H«$.43/B© 1, {X. 4/10/2013
3) _hmamï´> O_rZ _hgyc g§{hVm, 1966 `mV AmUIr 
 gwYmaUm H$aUogmR>r A{Y{Z¶‘ H«$. 37 {X. 
 22/12/2014

1) Am`wº$/_w»`m{YH$mar,_hmZJanm{cH$m/ZJanm{cH$m 
 `m§MoH$Sw>Z àmá nÌ 
2) Zm-haH$V à_mUnÌ XoUo~m~V AmYma gm_wJ«r g§{MHo$Vrc 
 _m{hVrZwgma {d{dY {d^mJm§Mo _m{hVr_Ü`o gXa g.Z§.d 
 à`moOZ VnmgyZ KoUo.
3) O{_ZrMm ̂ moJdQ>m, {VMm dJ© d joÌm~m~V 7/12 CVmam 
 VnmgUo.

1 {df` 

2 Amdí`H$ H$mJXnÌo 

3 g§~§{YV emgZ g§X^©, 
 emgZ {ZU©`, BVa AmXoe, 
 n[anÌH$ B. 

4 {ZU©` à{H«$`oV VnmgUr 
 H$aUoV ̀ oV Agcoë`m
 ~m~r 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

4) O{_ZrMm {~ZeoVr gmam d énm§VarV H$a {ZíMrV H$aUo.
5) gd© ~m~tMr nwV©Vm Agë`mg {Oëhm{YH$mar/Ana 
 {Oëhm{YH$mar ̀ m§MoH$S>og {Q>nUr gmXa H$aUo d Zm-haH$V 
 à_mUnÌ ñdmjarg gmXa H$aUo.
6) ZmhaH$V à_mUnÌmda ñdmjar PmcoZ§Va à_mUnÌ {ZJ©V 
 H$aUo. 

cmJy Zmhr

cmJy Zmhr 

{Oëhm{YH$mar/Ana {Oëhm{YH$mar 

H$mJXnÌm§À`m nwV©VoZ§Va 45 {Xdg

5 Amdí`H$ ewëH$ 

6 ewëH$ ̂ aÊ`mMr nÜXV 

7 {ZU©` KoUmao A{YH$mar 

8 {ZU©` à{H«$`og cmJUmam 
 H$mcmdYr 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

_hgyc - 7
Z{dZ eV© O‘rZ {dH«$s nadmZJr àñVmd ‘m.{d^mJr` Am`wº$ `m§Zm gmXa H$aUo. 

ñnï>rH$aUA.Z§. Vnerc
1 {df`   Z{dZ eV© O‘rZ {dH«$s nadmZJr àñVmd ‘m.{d^mJr` Am`wº$ 
     ̀ m§Zm gmXa H$aUo. 

2 Amdí`H$ H$mJXnÌo 1) AO©Xma ̀ m§Mm AO© 
    2) AO©Xma ̀ m§Zm O_rZ {_imconmgyZMo OwZo 7/12 CVmao d 
      Ë`mdarc \o$a\$ma Zm|Xr.
    3) _§S>i A{YH$mar ̀ m§Mm ñWi{ZarjU n§MZm_m d XoUma 
     KoUma ̀ m§Mo VnmgUr gyMrZygma O~m~ B.
    4) CndZg§ajH$,^yg§nmXZ,nyZ©dgZ ̀ m§Mo A{^àm`, 
    5) gh {Oëhm {Z~§YH$ VWm _w§ÐmH$ {Oëhm{YH$mar qH$dm 
     Xþæ¶_ {Z~§YH$ ̀ m§Mo Mmcy ~mOma^mdmZwgma _wë`m§H$Z 
    6) 8 A darc ImVoXmam§Mo g§_VrnÌ 
    7) IaoXrXmamMm eoVH$ar/eoV_Oya AgcoMm nyamdm 
    8) {dH«$s H$aUmam§À`m dmagm§Mo g§_VrnÌ 
    9) AZm{O©V CËnÞmMr a¸$_ ̂ aUog V`ma Agco~m~V VgoM 
     ^y_r{hZ hmoV Zgco ~m~V, H$moQ>m©V Xmdm Mmcy Zgco 
      ~m~V,gXa O{_ZrMo ̂ yg§nmXZ Mmcy Zgco ~m~V AO©Xma 
      ̀ m§Mo à{VkmnÌ
    10) O_rZ XoUma/KoUma ̀ m§Mo OmVrMm/emioMm XmIcm
    11) O_rZ KoUma `m§Mo Amho Ë`m eVuda O_rZ KoUog V`ma  
     Agco ~m~V d H$_mc O‘rZ YmaUm H$m`Úm§VJ©V O_rZ 
      OmñV hmoV Zgco ~m~V à{VkmnÌ
   
3 g§~§{YV emgZ g§X^©,  1. emgZ _hgyc d dZ {d^mJmH$S>rc n[anÌH$ 
 emgZ {ZU©`, BVa AmXoe,   H«$.EcEZS>r/1083/27925/grAma/3671/O6
 n[anÌH$ B. (H$moUË`m   {XZm§H$. 08/09/1983
 A{Y{Z`_mMo/{Z`_mMo  2.  _hmamï´> O_rZ _hgwc {Z`_ nwpñVH$m I§S> 2 n[anÌH$ 
 AmYmao gXa H$m_H$mO nyU©   3 Mo n[aÀN>oX 78
 Ho$co OmUma Amho)   3.  emgZ {ZU©¶ ‘hgyc d dZ{d^mJ, H«$. O‘rZ-10/à.H«$.
     387/O-1 {X. 29 ‘o 2006

4 {ZU©` à{H«$`oV VnmgUr  1) AO©Xmam§Mm AO©
 H$aUoV ̀ oV Agcoë`m  2) Vh{gcXma d Cn{d^mJr` A{YH$mar ̀ m§Mm ZdrZ eVvÀ`m 
 ~m~r    O_rZ {dH«$s~m~V {d{hV gwMr_Ü`o Ahdmc. 
     3) gXa àñVmdmMr N>mZUr A§Vr Imcrc ~m~tMr ImÌr H$aUo
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

    1. AO©Xma `m§Zm O_rZ {_imconmgyZMo OwZo 7/12 d 
     \o$a\$ma
    2. _§S>i A{YH$mar `m§Mm ñWi{ZarjU n§MZm_m,  
     VnmgUrgyMrZygma O~m~, O_rZ KoUma d XoUma `m§Mo 
     OmVrMo XmIco/emioMo XmIco
    3. CndZg§ajH$ `m§Mm dZ O_rZ Zgco ~m~V d  
     {Zd©UrH$aU ~m~V A{^àm` 
    4. gh {Oëhm {Z~§YH$ VWm _w§ÐmH$ {Oëhm{YH$mar qH$dm 
     Xþæ¶_ ̀ m§Mo Mmcy ~mOma ̂ mdmZwgma _wë`m§H$Z 
    5. ^yg§nmXZ emIoMm ̂ yg§nmXZ ~m~V A{^àm` 
    6. nyZ©dgZ emIoMm cm^/~wS>rV joÌmV `oV Zgco~m~V 
     A{^àm` 
    7. AZm{O©V CËnÞmMr a¸$_ ^aUog V`ma Agco~m~V 
     AO©Xma ̀ m§Mo à{VkmnÌ 
    8. 8 A darc h¸$Xma ̀ m§Mo g§_VrnÌ 
    9. {dH«$s H$aUma ̀ m§Mo dmagm§Mo g§_VrnÌ 
    10. MVw:{g_odarc ImVoXmam§Mo g§_VrnÌ 
    4) darc ~m~tMr nwVVm© Pmë`mMr ImÌr H$éZ AO©Xma ̀ m§Mo 
     AOm©Mo AZwf§JmZo {Oëhm{YH$mar qH$dm Ana  
     {Oëhm{YH$mar `m§MoH$S>og {Q>nUr gmXa H$aUo. {Q>nUr 
      _§Owa PmcoZ§Va {d^mJr` Am`wº$,Zm{eH$ `m§Zm Ahdmc 
     gmXa H$aUo.
    5) {d^mJr` Am`wº$,Zm{eH$ ̀ m§MoH$S>rc _§OyarZ§Va AO©Xma 
     `m§Zm n¡go ̂ aUo ~m~V H$i{dUo.
    6) AO©Xma `m§Zr AZm{O©V CËnÞmMr a¸$_ McZmZo gaH$ma 
     O_m Ho$coZ§Va O‘rZ {dH«$s nadmZJr XoUo ~m~VMo A§{V_ 
      AmXoe nmarV H$aUo.

5 Amdí`H$ ewëH$   cmJy Zmhr 
    
6 ewëH$ ̂ aÊ`mMr nÜXV  cmJy Zmhr 
   
7 {ZU©` KoUmao A{YH$mar  {Oëhm{YH$mar/Ana {Oëhm{YH$mar/{d^mJr` Am`wº$ 
   
8 {ZU©` à{H«$`og cmJUmam  H$mJXnÌm§Mo nwV©VoZ§Va 45 {Xdg
 H$mcmdYr  

15



STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

_hgyc - 8
Z{dZ eV© O{_ZrMm eV©^§J {Z`{_V H$aUo.

ñnï>rH$aUA.Z§. Vnerc

ZdrZ eVuÀ`m O{_ZrMm eV©^§J {Z`{_V H$aUo. 

1) AO©Xma ̀ m§Mm AO© 
2) AO©Xma ̀ m§Zm O_rZ {_imconmgyZMo OwZo 7/12 d
 \o$a\$ma 
3) _§S>i A{YH$mar ̀ m§Mm ñWi{ZarjU n§MZm_m d 
 XoUma KoUma ̀ m§Mo VnmgUrgyMrZygma O~m~ B.
4) CndZg§ajH$,^yg§nmXZ,nyZ©dgZ ̀ m§Mo A{^àm`, 
5) gh {Oëhm {Z~§YH$ VWm _w§ÐmH$ {Oëhm{YH$mar qH$dm 
 Xþæ¶_ {Z~§YH$ ̀ m§Mo Mmcy ~mOma VŠË`mZwgma _wë`m§H$Z 
6) eV©^§JmMr a¸$_ ̂ aUog V`ma Agco~m~V AO©Xma 
 `m§Mo à{VkmnÌ d BVa Amdí`H$ H$mJXnÌo

1.  emgZ n[anÌH$, _hgyc d dZ {d^mJ H«$.  
 EcEZS>r/1083/27925/grAma/3671/O 6 {XZm§H$ 
 08/9/1983
2. _hmamï´> O‘rZ _hgwc {Z`_ nwpñVH$m I§S> 2 n[anÌH$ 
 3 Mo n[aÀN>oX 81 

1) AO©Xma ̀ m§Mm AO©
2) Vh{gcXma d Cn{d^mJr` A{YH$mar ̀ m§Mm {dhrV gyMrVrc 
 Ahdmc.
3) gXa àñVmdmMr N>mZUr A§Vr Imcrc ~m~tMr ImÌr H$aUo 
1. AO©Xma ̀ m§Zm O_rZ {_imconmgyZMo OwZo 7/12 d \o$a\$ma 
2. _§S>i A{YH$mar `m§Mm ñWi{ZarjU n§MZm_m,   
 VnmgUrgyMrZygma O~m~, O‘rZ KoUma d XoUma ̀ m§Mo 
 OmVrMo XmIco/emioMo XmIco.
3. CndZg§ajH$ ̀ m§Mm dZ O‘rZ Zgco ~m~V d {Zd©UrH$aUm

1 {df` 

2 Amdí`H$ H$mJXnÌo 

3 g§~§{YV emgZ g§X^©, 
 emgZ {ZU©`, BVa AmXoe, 
 n[anÌH$ B. 
 (H$moUË`m A{Y{Z`_mMo/
 {Z`_mMo AmYmao gXa 
 H$m_H$mO nyU© Ho$co OmUma
 Amho) 

4 {ZU©` à{H«$`oV VnmgUr 
 H$aUoV ̀ oV Agcoë`m 
 ~m~r 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

    ~m~V A{^àm`. 
4. gh {Oëhm {Z~§YH$ VWm _wÐm§H$ {Oëhm{YH$mar qH$dm Xþæ¶_ 
 {Z~§YH$ ̀ m§Mo Mmcy ~mOma^mdmZwgma _wë`m§H$Z 
5. ^yg§nmXZ emIoMm ̂ yg§nmXZm ~m~V A{^àm`.
6. nyZ©dgZ emIoMm cm^/~wS>rV joÌmV `oV Zgco ~m~V 
 A{^àm`. 
7. eV©^§JmMr a¸$_ ^aUog V`ma Agco~m~V AO©Xma `m§Mo 
 à{VkmnÌ 
4) darc ~m~tMr nwV©Vm Pmë`mMr ImÌr H$éZ AO©Xma `m§Mo 
 AOm©Mo AZwf§JmZo {Oëhm{YH$mar qH$dm Ana {Oëhm{YH$mar 
 `m§MoH$S>og {Q>nUr gmXa H$aUo. {Q>nUr _§Owa PmcoZ§Va 
 {d^mJr` Am`wº$, Zm{eH$ ̀ m§Zm Ahdmc gmXa H$aUo. 
5) {d^mJr` Am`wº$, Zm{eH$ `m§MoH$S>rc _§OyarZ§Va AO©Xma 
 `m§Zm n¡go ̂ aUo ~m~V H$i{dUo.
6) AO©Xma `m§Zr AZm{O©V CËnÞmMr a¸$_ McZmZo gaH$ma 
 O_m Ho$coZ§Va eV©^§J {Z`{_V H$aUo~m~V AmXoe nmarV 
 H$aUo. 

cmJy Zmhr 

cmJy Zmhr 

{Oëhm{YH$mar/Ana {Oëhm{YH$mar/{d^mJr` Am`wº$ 

H$mJXnÌm§Mo nwV©VoZ§Va 45 {Xdg

5 Amdí`H$ ewëH$ 

6 ewëH$ ̂ aÊ`mMr nÜXV 

7 {ZU©` KoUmao A{YH$mar 

8 {ZU©` à{H«$`og cmJUmam 
 H$mcmdYr 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

_hgyc - 9
^moJdQ>mXma dJ© -2 åhUyZ YmaU Ho$coë`m AH¥${fH$ ^yI§S>mMr AZ{YH¥$V {dH«$s {Z`_mYrZ H$aUo

ñnï>rH$aUA.Z§. Vnerc

^moJdQ>mXma dJ© - 2 åhUyZ YmaU Ho$coë`m AH¥${fH$ ^yI§S>mMr 
AZ{YH¥$V {dH«$s {Z`_mYrZ H$aUo 

1. AO©Xma ̀ m§Mm AO©
2. AO©Xma ̀ m§Mo _mc_Îmm nÌH$ 
3. _§S>i A{YH$mar `m§Mm ñWi{ZarjU n§MZm_m d VnmgUr 
 gwMrZwgma O~m~ 
4. CndZg§ajH$ ̀ m§Mo A{^àm` 
5. H$m`©H$mar A{^`§Vm,gmd©O{ZH$ ~m§YH$m_ {d^mJ ̀ m§Mo 
 ~m§YH$m_mMo _wë`m§H$Z 
6. gh {Oëhm {Z~§YH$ VWm _wÐm§H$ {Oëhm{YH$mar qH$dm Xþæ¶_ 
 {Z~§YH$ ̀ m§Mo _moH$ù`m OmJoMo _wë`m§H$Z 
7. AZm{O©V CËnÞmMr a¸$_ ̂ aUog V`ma Agco~m~V AO©Xma 
 `m§Mo à{VkmnÌ B. 

1. _hmamï´> O_rZ _hgyc {Z`_ nwpñVH$m I§S>-XmoZ, 
 n[aÀN>oX 86
2. emgZ {ZU©`,_hgyc d dZ {d^mJ H«$. O_rZ- 
 10/2002/à.H«$.207/O-1, {X. 29/05/2006 
3. emgZ {ZU©`,_hgyc d dZ {d^mJ H«$. O_rZ- 
 11/2007/à.H«$.98/O-1 {X. 31/12/2007

1) AO©Xma ̀ m§Mm AO© 
2) Vh{gcXma/Cn{d^mJr` A{YH$mar ̀ m§Mm Ahdmc 
3) àñVmdmMr N>mZUr A§Vr Imcrc ~m~tMr ImÌr H$aUo 
1. AO©Xma ̀ m§Mo _mc_Îmm nÌH$ 
2. _§S>i A{YH$mar ̀ m§Mm ñWi{ZarjU n§MZm_m, 
 VnmgUr gwMrZygma O~m~
3. CndZg§ajH$ Ah_XZJa ̀ m§Mo A{^àm` 
4. H$m`©H$mar A{^`§Vm, gmd©O{ZH$ ~m§YH$m_ {d^mJ ̀ m§MoH$S>rc 
 ~m§YH$m_mMo _wë`m§H$Z 
 

1 {df` 

2 Amdí`H$ H$mJXnÌo 

3 g§~§{YV emgZ g§X^©, 
 emgZ {ZU©`, BVa AmXoe, 
 n[anÌH$ B. 
 (H$moUË`m A{Y{Z`_mMo/
 {Z`_mMo AmYmao gXa 
 H$m_H$mO nyU© Ho$co OmUma
 Amho) 

4 {ZU©` à{H«$`oV VnmgUr 
 H$aUoV ̀ oV Agcoë`m ~m~r 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

5. gh {Oëhm {Z~§YH$ VWm _w§ÐmH$ {Oëhm{YH$mar qH$dm Xþæ¶_ 
 {Z~§YH$ `m§Mo _moH$ù`m OmJoMo Mmcw ~mOma^mdmZwgma 
 _wë`m§H$Z 
6. AZm{O©V CËnÞmMr a¸$_ ̂ aUog V`ma Agco~m~VAO©Xma 
 `m§Mo à{VkmnÌ 
4)darc ~m~tMr nwVVm© Pmë`mMr ImÌr H$éZ AO©Xma `m§Mo 
 AOm©Mo AZwf§JmZo {Oëhm{YH$mar / Ana {Oëhm{YH$mar 
 `m§MoH$S>og {Q>nUr gmXa H$aUo. {Q>nUr _§Owa PmcoZ§Va 
 AO©Xma `m§g AZm{O©V CËnÞmMr a¸$_ McZmZo gaH$ma 
 O_m H$aUo~m~V H$i{dUo. 
5) AO©Xma ̀ m§Zr AZm{O©V CËnÞmMr a¸$_ McZmZo gaH$ma O_m 
 Ho$coZ§Va ̂ moJdQ>mXma dJ©-2 åhUyZ YmaU Ho$coë`m AH¥${fH$ 
 ^yI§S>mMr AZ{YH¥$V {dH«$s {Z`_mYrZ H$aUo~m~V A§{V_ 
 AmXoe nmarV H$aUo. 

cmJy Zmhr 

cmJy Zmhr 

{Oëhm{YH$mar/Ana {Oëhm{YH$mar 

H$mJXnÌm§Mo nwV©VoZ§Va 45 {Xdg 

5 Amdí`H$ ewëH$

6 ewëH$ ̂ aÊ`mMr nÜXV 

7 {ZU©` KoUmao A{YH$mar 

8 {ZU©` à{H«$`og cmJUmam 
 H$mcmdYr 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

_hgyc - 10
"~' gÎmm àH$ma åhUyZ YmaU Ho$coë`m AH¥${fH$ ^yI§S> {dH«$sg nadmZJr XoUo. 

ñnï>rH$aUA.Z§. Vnerc

"~' gÎmm àH$ma åhUyZ YmaU Ho$coë`m AH¥${fH$ ̂ yI§S> 
{dH«$sg nadmZJr XoUo. 

1. AO©Xma ̀ m§Mm AO© 
2. AO©Xma ̀ m§Mo _mc_Îmm nÌH$ 
3. _§S>i A{YH$mar ̀ m§Mm ñWi{ZarjU n§MZm_m d VnmgUr 
 gwMrZwgma O~m~
4. CndZga§jH$ ̀ m§Mo A{^àm` 
5. H$m`©H$mar A{^`§Vm,gmd©O{ZH$ ~m§YH$m_ {d^mJ 
 `m§Mo ~m§YH$m_mMo _wë`m§H$Z, 
6. gh {Oëhm {Z~§YH$ VWm _w§ÐmH$ {Oëhm{YH$mar qH$dm 
 Xþæ¶_ {Z~§YH$ ̀ m§Mo _moH$ù`m OmJoMo _wë`m§H$Z
7. ghH$ãOoXma ̀ m§Mo g§_VrnÌ
8. AO©Xma ̀ m§Mo dmagm§Mo g§_VrnÌ 
9. AZm{O©V CËnÞmMr a¸$_ ̂ aUog V`ma Agco~m~V 
 AO©Xma ̀ m§Mo à{VkmnÌ B.

1. _hmamï´> O_rZ _hgyc {Z`_ nwpñVH$m I§S>-XmoZ, 
 n[aÀN>oX 84
2. emgZ {ZU©`,_hgyc d dZ {d^mJ H«$. O_rZ-10/2002
 /à.H«$.207/O-1, {X. 29/05/2006 
3. emgZ {ZU©`, _hgyc d dZ {d^mJ H«$.O_rZ-
 11/2007/à.H«$.98/O-1{X. 31/12/2007
 /à.H«$.98/O-1,{X. 31/12/2007 

1) AO©Xma ̀ m§Mm AO©
2) Vh{gcXma /Cn{d^mJr` A{YH$mar ̀ m§Mm Ahdmc
3) àñVmdmMr N>mZUr A§Vr Imcrc ~m~tMr ImÌr H$aUo. 
1. AO©Xma ̀ m§Mo _mc_Îmm nÌH$ 
2. _§S>i A{YH$mar ̀ m§Mm ñWi{ZarjU n§MZm_m, 
 VnmgUr gwMrZygma O~m~
3. CndZg§ajH$ Ah_XZJa ̀ m§Mo A{^àm` 

1 {df` 

2 Amdí`H$ H$mJXnÌo 

3 g§~§{YV emgZ g§X^©, 
 emgZ {ZU©`, BVa AmXoe, 
 n[anÌH$ B. 
 (H$moUË`m A{Y{Z`_mMo/
 {Z`_mMo AmYmao gXa 
 H$m_H$mO nyU© Ho$co OmUma
 Amho) 

4 {ZU©` à{H«$`oV VnmgUr 
 H$aUoV ̀ oV Agcoë`m ~m~r 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

4. H$m`©H$mar A{^`§Vm,gmd©O{ZH$ ~m§YH$m_ {d^mJ ̀ m§MoH$S>rc 
 ~m§YH$m_mMo _wë`m§H$Z, 
5. gh {Oëhm {Z~§YH$ VWm _w§ÐmH$ {Oëhm{YH$mar qH$dm Xþæ¶_ 
 {Z~§YH$ ̀ m§Mo _moH$ù`m OmJoMo _wë`m§H$Z
6. ghH$ãOoXma ̀ m§Mo g§_VrnÌ 
7. AO©Xma ̀ m§Mo dmagm§Mo g§_VrnÌ 
8. AZm{O©V CËnÞmMr a¸$_ ̂ aUog V`ma Agco~m~V AO©Xma 
 `m§Mo à{VkmnÌ 
4) darc ~m~tMr nwV©Vm Pmë`mMr ImÌr H$éZ AO©Xma `m§Mo 
 AOm©Mo AZwf§JmZo {Oëhm{YH$mar/Ana {Oëhm{YH$mar 
 `m§MoH$S>og {Q>nUr gmXa H$aUo. {Q>nUr _§Owa PmcoZ§Va 
 AO©Xma `m§g AZm{O©V CËnÞmMr a¸$_ McZmZo gaH$ma 
 O_m H$aUo~m~V H$i{dUo.
5) AO©Xma `m§Zr AZm{O©V CËnÞmMr a¸$_ McZmZo gaH$ma 
 O_m Ho$coZ§Va "~' gÎmm àH$ma åhUyZ YmaU Ho$coë`m 
 AH¥${fH$ ^yI§S>mMr {dH«$s nadmZJr XoUo~m~V A§{V_ AmXoe 
 nmarV H$aUo. 

cmJy Zmhr 

cmJy Zmhr 

{Oëhm{YH$mar/Ana {Oëhm{YH$mar 

H$mJXnÌm§Mo nwV©VoZ§Va 45 {Xdg

5 Amdí`H$ ewëH$

6 ewëH$ ̂ aÊ`mMr nÜXV 

7 {ZU©` KoUmao A{YH$mar 

8 {ZU©` à{H«$`og cmJUmam 
 H$mcmdYr 

21



STANDARD   OPERATING   PROCEDURE gwemgZ
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{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

_hgyc - 11
gmd©O{ZH$ à`moOZmH$arVm emgH$s` O{_ZrMo {dVaU H$aUo.

ñnï>rH$aUA.Z§. Vnerc

{d{dY à`moOZmgmR>r emgH$s` O{_ZrMo {dVaU H$aUo. 

à`moOZ :- 
emim _hm{dÚmc` `m§Zm B_maV d {H«$S>m§JUmgmR>r, XdmImZo 
Am{U BVa gmd©O{ZH$ CnH«$_ ̀ m§À`m ~m§YH$m_mgmR>r, emgH$s` 
H$m`m©c` ̀ m§Mo B_maV ~m§YH$m_mgmR>r, ghH$mar J¥h{Z_m©U g§ñWm 
{Zdmgr à`moOZ `m§Zm, _.am.{d.{d.H§$. _`m© `m§Zm {dÚwV CnH|$Ð 
C^maUrH$arVm 
 1) g§~§YrV {d^mJmMm OmJm _mJUr AO© 
 2) Cn A{YjH$ ^y_r A{^coI `m§MoH$S>rc _moOUr 
  ZH$mem 
 3) CndZg§ajH$ ̀ m§Mm dZ O_rZ Zgco ~m~V A{^àm` 
 4) gh {Oëhm {Z~§YH$ VWm _w§ÐmH$ {Oëhm{YH$mar qH$dm 
  Xþæ¶_ {Z~§YH$ ̀ m§Mo Mmcy ~mOma^mdmZwgma _wë`m§H$Z 
 5) ^yg§nmXZ emIoMm ̂ yg§nmXZm ~m~V A{^àm` 
 6) nyZd©gZ emIoMm cm^/~wS>rV joÌmV ̀ oV Zgco ~m~V 
  A{^àm` 
 7) AZm{O©V CËnÞmMr a¸$_ ̂ aUog V`ma Agco~m~V 
  g§~§YrV g§ñWm/AO©Xma ̀ m§Mo à{VkmnÌ 
 8) VrZ dfm©Mo coImn[ajU Ahdmc d Vmi_oi nÌH$ 
 9) ghm`H$ g§MmcH$,ZJa aMZm ̀ m§MoH$S>rc dmna AZwko` 
  ~m~V A{^àm` 
 10) gXa O{_Z BVa emgH$s` H$m`m©c`mg Amdí`H$ 
  Zgco ~m~V Cn {d^mJr` A{YH$mar `m§MoH$S>rc "S>' 
  Z_wZm à_mUnÌ 
 11) O_rZ J«m_n§Mm`VrH$S>o {Z{hV Agë`mg g§~§YrV 
  J « m_n §Mm`VrMm R>amd d Ec \$m °_ ©_Ü` o  
  amOrZm_m 
 12) Jm`amZ/J«m_n§Mm`VrMm O{_Zr ~m~V _w»` H$m`©H$mar 
  A{YH$mar,{Oëhm n[afX ̀ m§Mo A{^àm` 

1. _hmamï´> O{_Z _hgyc A{Y{Z`_ 1966 (gaH$mar 
 O{_ZrMr {dëhodmQ> cmdUo) {Z`_ 1971 Mo {Z`_ 
 6,7,27,28 d 29, 31 d 32
2. emgZ {ZU©`,_hgwc d dZ {d^mJ H«$_m§H$ EcAmaE\$-
 1083/71134/grAma-grAma-3478/J-6, {X. 
 08/02/1983
3. emgZ {ZU©`, _hgyc d dZ {d^mJ H«$_m§H$/O_rZ/1098
 

1 {df` 

2 Amdí`H$ H$mJXnÌo 

3 g§~§{YV emgZ g§X^©, 
 emgZ {ZU©`, BVa AmXoe, 
 n[anÌH$ B. 
 (H$moUË`m A{Y{Z`_mMo/
 {Z`_mMo AmYmao gXa 
 H$m_H$mO nyU© Ho$co OmUma
 Amho) 
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{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

    /151524/à.H«§$. 75/O-1, {X. 26/04/2001 
4. emgZ {ZU©`,_hgyc d dZ {d^mJ H«$_m§H$  
 E c A m a E \ $ = 1 0 9 2 / à . H « $ . 8 7 / O - 1 ,    
 {X.30/06/1992 
5. emgZ {ZU©`, _hgyc d dZ {d^mJ H«$_m§H$, O{_Z 
 05/2011/à.H§«$.90/O-1,{X. 27/7/2011

1) AO©XmamMm AO©
2) VhgrcXma qH$dm Cn{d^mJr` A{YH$mar `m§Mm {dhrV 
 gyMr_Ü`o (^mJ A,~,H$,S>) _Ü`o Ahdmc.
3) àíZm{YZ O{_ZrMo gZ 1930 nmgyZ AmOAIoa gd© 
 7/12 CVmao d Ë`mdarc \o$a\$ma Zm|Xr 
4) BVa {d^mJm§Mo Ahdmc/A{^àm` VnmgUo.
1. àíZm{YZ O_rZrg dZ g§dY©Z A{Y{Z`_ 1980 À`m 
 VaVwXr cmJy hmoVmV qH$dm H$go `m~m~V CndZg§ajH$ / 
 Cn{d^mJr` dZ A{YH$mar ̀ m§Mo A{^àm` 
2. àíZm{YZ O_rZr_Ü`o Cº$ à`moOZ AZwko` Amho qH$dm 
 H$go `m~m~V ghmæ`H$ g§MmcH$, ZJa aMZm `m§Mo  
 A{^àm`. 
3. àíZm{YZ O{_Zr {dVaU~m~V nW{H$ZmadVu {Z`‘m§Mm 
 ^§J hmoVmo qH$dm H$go `m~m~V gmd©O{ZH$ ~m§YH$m_ {d^mJ 
 `m§Mo A{^àm` 
4. àíZm{YZ O‘rZ cm^ AWdm ~wS>rV joÌmV `oVo qH$dm 
 H$go ̀ m~m~V nwZd©gZ {d^mJmMo A{^àm`. 
5. _mJUr Ho$coë`m OmJoMm gÚpñWVrgh g§~§YrV  
 CnA{YjH$,^y_r A{^coI ̀ m§Mm à_m{UV _moOUr ZH$mem. 
6. g§~§YrV Cn{d^mJr` A{YH$mar AWdm Cn{Oëhm{YH$mar 
 XOm©Mo A{YH$mar `m§Mo Cº$ O{_ZrMr ^{dî`mV emgH$s` 
 à`moOZmgmR>r Amdí`H$Vm Zgco~m~V "S>' Z_wZm à_mUnÌ 
7. g§~§YrV J«m_n§Mm`V d J«m_g^m `m§Mm O{_Z {dVaU~m~V 
 gwñnï> R>amd. 
8. gXa J«m_n§Mm`V R>amd ñdrH¥$V Ho$co ~m~V g§~§YrV 
 Vh{gcXma ̀ m§Mm "Ec' \$m°_© _Ü`o amOrZm_m 
9. gXa J«m_n§Mm`V R>amdmda _w»` H$m`©H$mar A{YH$mar, 
 {Oëhm n[afX ̀ m§Mo A{^àm`. 
 

4 {ZU©` à{H«$`oV VnmgUr 
 H$aUoV ̀ oV Agcoë`m 
 ~m~r 
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10. ImOJr g§ñWoH$Sy>Z OmJm _mJUr Agë`mg g§~§YrV 
 g§ñWoMm _mJrc VrZ dfm©Mm coImn[ajU Ahdmc/Vmi_oi 
 nÌH$ VgoM g§ñWoMr Zm|XUr XmIcm,Ü`o` d C{Xï> 
11. gh {Oëhm {Z~§YH$ VWm _wÐm§H$ {Oëhm{YH$mar qH$dm 
 g§~§{YV Xþæ`_ qZ~YH$ `m§Mo àíZm{YZ O{_ZrMo Mmcw 
 ~mOma^mdmZwgma ̀ oUmao _wë`m§H$Z 
5) emgZ {ZU©` {X. 27/07/2011 _Ü`o Z_yX Zygma 
 {Oëhm{YH$mar/Ana {Oëhm{YH$mar `m§Zm 1 ho joÌmn`ªV 
 AmJmD$ Vm~m XoUoM A{YH$ma AmhoV. 1 Vo 5 ho joÌmn`ªV  
 {d^mJr` Am`wº$$`m§Zm AmJmD$ Vm~m XoÊ`mMo  
 A{YH$ma AmhoV. Ë`m A{YH$maj_VoZygma àñVmd  
 [Oëhm{YH$mar/Ana  {Oëhm{YH$mar/{d^mJr` Am`wº$ 
 `m§Zm AmJmD$ Vm~m XoUo ~m~V àñVmd gmXa H$aUo. 
6) _hmamï´> O_rZ _hgyc (gaH$mar O{_ZrMr {dëhodmQ> 
 cmdUo) {Z`_ 1971 _Ü`o Z_wX Zygma àñVmdmMo 
 à`moOZmZygma d O{_ZrMo _wë`m§H$ZmZygma {dÎmr` 
 _`m©XoÀ`m AmYrZ amhÿZ gXa àñVmd _m.{d^mJr` 
 Am`wº$,Zm{eH$ ̀ m§Zm A§Vr_ _mÝ`VoH$m_r gmXa H$aUo 

cmJy Zmhr 

cmJy Zmhr 

{Oëhm{YH$mar/Ana {Oëhm{YH$mar/{d^mJr` Am`wº$/emgZ 

{Za§H$ 

5 Amdí`H$ ewëH$

6 ewëH$ ̂ aÊ`mMr nÜXV 

7 {ZU©` KoUmao A{YH$mar 

8 {ZU©` à{H«$`og cmJUmam 
 H$mcmdYr 
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_hgwc - 12
dmS>çm§Mo _hgycr JmdmV énm§VaU H$aUo.

ñnï>rH$aUA.Z§. Vnerc
1 {df`   dmS>çm§Mo _hgwcr JmdmV énm§VaU H$aUo 

2 Amdí`H$ H$mJXnÌo 1)  J«m_n§Mm`VrÀ`m _mJUr gmo~V g§~§{YV J«m_n§Mm`VrMm 
     gXaMr dmS>r/nmS>m _hgycr JmdmV énm§VarV  
     H$aUo ~m~VMm gwñnï> R>amd 
    2) JmdmVrc EHy$U joÌ (Z_wZm Z§. 1 déZ) d   
     cmoH$g§»`o~m~V Vnerc 
    3) gmd©O{ZH$ gmoB© gw{dYm B. ~m~V Vnercdma _m{hVr 

3 g§~§{YV emgZ g§X^©,  1. _hmamï´> O‘rZ _hgyc A{Y{Z`_ 1966 Mo H$c_ 4 
 emgZ {ZU©`,BVa AmXoe,  nmoQ>H$c_ (1) 
 n[anÌH$ B. (H$moUË`m  2. emgZ {ZU©`,_hgyc d dZ {d^mJ H«$_m§H$ Q>r.Ec.gr.
 A{Y{Z`_mMo/{Z`_mMo   1076/63923/`-6,{X.01/07/1976 
 AmYmao gXa H$m_H$mO  3. emgZ n[anÌH$, _hgwc d dZ {d^mJ H«$.Q>rEcgr 
 nyU© Ho$co OmUma Amho)     1085/5768/grAma 72/85-_-10, {X. 18 _o
     1985 

4 {ZU©` à{H«$`oV VnmgUr  1) J«m_n§Mm`VrMm AO© 
 H$aUoV ̀ oV Agcoë`m ~m~r 2) 300 qH$dm Ë`mnojm OmñV cmoH$g§»`m Agcoë`m dmS>rg 
     _hgycr JmdmMm XOm© XoUo~m~V Vh{gcXma/Cn{d^mJr` 
     A{YH$mar ̀ m§Mm Ahdmc.
    3) gXa àñVmdmMr N>mZUr A§Vr {XZm§H$ 01/07/1976 
     _Yrc emgZ{ZU©`mVrc n[a{eîQ> A _Yo {Xcoë`m 01 Vo  
     20 _wÚm§Mr nwV©Vm Pmcr Amho qH$dm H$go `m~m~V ImÌr  
     H$aUo. 
    4) darc ~m~tMr nwV©Vm hmoD$Z g§~§{YV Vh{gcXma, 
     Cn{d^mJr` A{YH$ ma r , CnA{YjH$ ^ y_ r  
        A{^coI ̀ m§Mo g§§`wº$ ñdmjar gh.Ahdmc àmá PmcoZ§Va  
       _hmamï´> O_rZ _hgyc A{Y{Z`_ 1966 Mo H$c_ 4 d  
    emgZ {ZU©`,_hgyc d dZ {d^mJ H«$_m§H$ Q>r.Ec.gr-
     1076/63923/`-6, {X.01/07/1976 Zwgma 
     àmén A{YgyMZm Cn {d^mJr` A{YH$mar H$m`m©c`, 
     Vhgrc H$m`m©c`,J«m_n§Mm`V,VcmR>r H$m`m©c` `oWo 
     à{gÜX H$éZ {dhrV _wXVrV haH$Vr d gwMZm _mJ{dUo.
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    5) àmén A{YgyMZm g§~§{YV Jmdm_Ü`o VcmR>r gOm qH$dm 
     Xe©Zr {R>H$mUr qH$dm Xd§S>rìXmao à{gÜX H$aUo. VgoM 
     VmcwŠ`mÀ`m {R>H$mUr H$m`m©c`mÀ`m Xe©Zr^mJmV d 
     Cn{d^mJr` A{YH$mar H$m`m©c`mÀ`m Xe©Zr ^mJmV 
     à{gÜX H$aUo, Ë`mMr EH$ àV _hmamï´> emgZmMo  
     amOnÌm_Ü`o à{gÜX H$aÊ`mV ̀ oVo. 
    6) àmén A{YgyMZm à{gÜX PmcoZ§Va {dhrV _wXVr_Ü`o 
     H$mhr haH$V AWdm gwMZm àmá PmcoZ§Va Ë`m~m~V Ana 
     {Oëhm{YH$mar Ah_XZJa ̀ m§MoH$S>og Mm¡H$er H$éZ {ZU©` 
     KoUo Oa haH$V AWdm gwMZm àmá Pmë`m ZmhrV Va 
     A§{V_ A{YgyMZm à{gÜX H$aÊ`mV `odyZ Vr _hmamï´> 
      emgZmMo amOnÌ d gd© g§~§{YV H$m`m©c`m_Ü`o à{gÜX 
      H$aUo. 
    7) A§{V_ A{YgyMZm à{gÜX PmcoZ§Va Jmd Xáar A§_c 
     KoUo~m~V gd© g§~§{YV A{YH$mar (Cn{d^mJr`  
     A{YH$mar, Vh{gcXma CnA{YjH$$ ^y_r A{^coI) 
     `m§Zm H$i{dUo. 

5 Amdí`H$ ewëH$   cmJy Zmhr 
    
6 ewëH$ ̂ aÊ`mMr nÜXV  cmJy Zmhr 

7 {ZU©` KoUmao A{YH$mar  Ana {Oëhm{YH$mar 
    
8 {ZU©` à{H«$`og cmJUmam  {Za§H$
 H$mcmdYr 
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{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

_hgyc - 13
A{^coIm§Vrc Zm|XrÀ`m à_m{UV àVr nwa{dUo

ñnï>rH$aUA.Z§. Vnerc

A{^coIm§Vrc Zm|XrÀ`m à_m{UV àVr nwa{dUo 

1) {dhrV Z_wÝ`m§Vrc AO© 
2) AOm©da é.10/- H$moQ>© \$s ñQ>°ån 
3) Á`m A{^coImMr Z¸$c hdr Amho Ë`mMm Vnerc 

1) _hmamï´> O_rZ _hgwc A{Y{Z`_ 1966 À`m H$c_ 329 
 nmoQ> H$c_ (EH$) 
2) _hmamï´> O_rZ _hgwc (^y{_ A{^coIm§À`m àVrMo {ZarjU, 
 emoY d nwadR>m) {Z`_ 1970
3) _hgwc d dZ {d^mJ ̀ m§MoH$S>rc A{YgyMZm {XZm§H$ 25 
 gßQ>|~a 2001

1) AO©Xma ̀ m§Mm Z¸$c _mJUr AO©
2) gXa AO© VnmgUr Z§Va Ë`mV Z_wX g§MrHo$Mm A{^coI 
 H$jmVrc g§JUH$mda CncãY Agcoë`m \o$arñV ̀ mXrV 
 g§MrHo$Mm emoY KoUo. 
3) gXa g§MrH$m g§JUH$mdarc ̀ mXrV AT>i Z Pmë`mg Ë`m 
 g§MrHo$Mr _mJUr g§~§YrV emIoH$S>o H$aUo.
4) gXa g§MrH$m àmá hmoVmM AO©Xma ̀ m§Zm Amdí`H$ AgUmè`m 
 d {Z`_mZwgma XoVm ̀ oUmè`m H$mJXnÌm§Mr N>m`m§H$sV àVrda 
 Amdí`H$ {e¸o$ _méZ Vr gmjm§H$sV H$éZ XoUo.
5) gXa gmjm§H$sV àV AO©Xma ̀ m§Zm XodwZ AO© {ZH$mcr H$mTw>Z 
 {ZH$mcr g§MrHo$V O_m H$aUo.

é. 10/- àVr n¥ð> 

é. 300/- nojm H$_r Z¸$c \$s Agë`mg amoIrZo a¸$_ O_m 
H$éZ KodwZ AO©Xmamg nmdVr XoUo d é. 300/- nojm OmñV 
Z¸$c \$s Agë`mg McZmìXmao H$mofmJmamV a¸$_ O_m H$aUoV 
`oVo.

A{^coImnmc 

7 {Xdg 

1 {df` 

2 Amdí`H$ H$mJXnÌo 

3 g§~§{YV emgZ g§X^©, 
 emgZ {ZU©`, BVa AmXoe, 
 n[anÌH$ (H$moUË`m 
 A{Y{Z`_mMo / {Z`_mÀ`m 
 AmYmao gXa H$m_H$mO 
 nyU© Ho$co OmUma Amho.)

4 {ZU©` à{H«$`oV VnmgUr 
 H$aUoV ̀ oV Agcoë`m
 ~m~r 

5 Amdí`H$ ewëH$ 

6 ewëH$ ̂ aÊ`mMr nÜXV 

7 {ZU©` KoUmao A{YH$mar 

8 {ZU©` à{H«$`oV cmJUmam 
 H$mcmdYr 
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{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

_hgyc - 14
AZwgy{MV O_mVr d BVa nma§nm[aH$ dZ{Zdmgr (dZh¸$mMr _mÝ`Vm) A{Y{Z`_ 
2006, {Z`_ 2008 d gwYmaUm {Z`_ 2012 

ñnï>rH$aUA.Z§. Vnerc

AZwgy{MV O_mVr d BVa nma§nm[aH$ dZ{Zdmgr 
"dZh¸$mMr _mÝ`Vm A{Y{Z`_ 2006, {Z`_ 2008 d gwYmaUm 
{Z`_ 2012 A§_c~OmdUr H$aUo~m~V. 

1) {d{hV Z_wÝ`mVrc AO© 
2) AO©XmamMm OmVrMm XmIcm 
3) Cn{d^mJr` ñVar` dZh¸$ g{_VrMm AmXoe 
4) J«m_g^oMm R>amd 
5) dZnmc ̀ m§Mm Z_wZm A _Yrc A{^àm` 
6) CndZg§ajH$/Cn{d^mJr` dZA{YH$mar ̀ m§Mm A{^àm` 
7) Ooð> ZmJarH$ ̀ m§Mm {d{hV Z_wÝ`mVrc O~m~
8) H$m_Jma VcmR>r ̀ m§Mm a{hdmgr XmIcm
9) aoeZH$mS>© Poam°Šg 
10) _VXmZ AmoiInÌ 
11) VcmR>r,J«m_godH$, dZnmc ̀ m§Mm g§¶wº$$ n§MZm_m 
12) d§emdi à{VkmnÌ 
13) g§~§YrV JQ>mMo 7/12 {nH$nmhUr CVmao, \o$a\$ma CVmao, 
 H$~wcm`V, dZ {d^mJmMm EH$gmcr H$amanÌ 
14) g§~§YrV JQ>mMm Or.nr Eg _moOUr ZH$mem 
15) AO©Xmam§Mr BVa {R>H$mUr Agcoë`m ImOJr O{_Zr~m~V 
 8 A CVmao 
16) A{Y{Z`_mVrc VaVwXr Zwgma BVa nwamdo 

AZwgy{MV O_mVr d BVa nma§nm[aH$ dZ{Zdmgmr "dZh¸$mMr 
_mÝ`Vm A{Y{Z`_ 2006, {Z`_ 2008 d gwYmaUm {Z`_ 
2012 Mo ̂ maV amOnÌ {XZm§H$ 2 OmZodmar 2007 

1) AO©Xma Am{Xdmgr Agë`mg {X. 13/12/2005 nwdu 
 dZO{_Zrda A{VH«$_U Agco~m~V nwamdm d {X.  
 31/12/2007 amoOr àË`jmV d{hVr Agco~m~V g~i 
 nwamdo VgoM g°Q>ocmB©Q> B_oOda nhmUr H$aUo. 
2) AO©Xma {~Ja Am{Xdmgr Agë`mg 13 {S>g|~a 

1 {df` 

2 Amdí`H$ H$mJXnÌo 

3 g§~§{YV emgZ g§X^©, 
 emgZ {ZU©`, BVa AmXoe, 
 n[anÌH$ B. 
 (H$moUË`m A{Y{Z`_mMo/
 {Z`_mMo AmYmao gXa 
 H$m_H$mO nyU© Ho$co OmUma
 Amho) 

4 {ZU©` à{H«$`oV VnmgUr 
 H$aUoV ̀ oV Agcoë`m 
 ~m~r 
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2005 nwdu {H$_mZ VrZ {nT>çm§nmgyZ _w»`Ëdo H$éZ dZmV 
amhUmam Am{U CnOrdrHo$À`m Iè`mIwè`m JaOm§gmR>r dZm§da 
qH$dm dZ O{_Zrda Adc§~wZ AgUmam H$moUVmhr gXñ` qH$dm 
g_mO, Agm Amho - 
ñnï>rH$aU - `m I§S>mÀ`m à`moOZmW© "{nT>r' `mMm AW© 
n§Mdrg dfm©Mm H$mcI§S> Agm Amho. 
3) AO©Xma ̀ m§Mm ̂ maV gaH$ma O_mVr H$m`© _§Ìmc` OmoS>nÌ 1 
 {Z`_ 6 (P) AÝd`o {d{hV Z_wÝ`mVrc n[anwU© AO©
4) AO©XmamMm Cn{d^mJr` A{YH$mar `m§Zr {Xcocm OmVrMm 
 XmIcm (Am{Xdmgr qH$dm {~Ja Am{Xdmgr nhmUo H$arVm) 
 VnmgUo
5) Cn{d^mJ ñVar` dZh¸$ g{_VrMm AmXoemMr VnmgUr 
 H$aUo
6) J«m_g^m R>amdmMr {d{hV Z_wÝ`mVrc {e\$mag Amho H$m` 
 `mMr ImÌr H$aUo. 
7) dZnmc `m§Mr Z_wZm 12 (1) A Zwgma jo{Ì` VnmgUr d  
 Mm¡H$er nwU© Pmë`mZ§Va Ë`m~m~VrV g§~§YrV A{YH$mè`m§Mo 
 åhUUo dZm{YH$ma g{_Vrcm H$i{dÊ`m~m~VMm Ahdmc 
 Z_wZm - (Z_wZm A _Yrc A{^àm`) n[anwU© ^acocm Amho  
 H$m` ? ̀ mMr ImÌr H$éZ KoUo. 
8) CndZg§ajH$/Cn{d^mJr` dZA{YH$mar `m§Mm {X.  
 13/12/2005 nwdu Vm~m Agco~m~V d {X.  
 31/12/2007 amoOr àË`jmV d{hVr Agco~m~V 
 A{^àm` AgUo Amdí`H$ Amho. 
9) AO©Xma ñWm{ZH$ a{hdmgr AgwZ Vmo nwdunmgwZ dZO{_Zrda 
 A{VH«$_U H$éZ amhV Agco~m~VMm Ooð> ZmJarH$ `m§Mm 
 {d{hV Z_wÝ`mVrc O~m~ VnmgUr H$aUo. 
10) AO©Xma ho ñWm{ZH$ a{hdmgr Agco~m~V H$m_Jma VcmR>r 
 `m§Mm a{hdmgr XmIcm 
11) dZ O{_Zrda Adc§~wZ Agcoë`m Hw$Qy>§~mVrc gXñ`m§~m~V 
  aoeZH$mS>© Poam°Šg àV 
12) AO©Xma ho ñWm{ZH$ a{hdmg Agco~m~V _VXmZ  
   AmoiInÌ 
13) H$m_Jma VcmR>r, J«m_godH$, dZnmc, gan§M `m§Mm 
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dZ O{_Zrda A{VH«$_U Agco~m~VMm g§`wº$ ñWi{ZarjU 
n§MZm_m 
14) VrZ {nT>çm§Mm ~m~V d§emdi à{VkmnÌ VnmgUr H$aUo 
15) g§~§YrV JQ>mMo 7/12 {nH$nhmUr CVmao, \o$a\$ma CVmao 
 H$~wcm`V, dZ {d^mJmMm EH$gmcr H$amanÌ,  
 VnmgUr H$aUo 
16) AO©Xma `m§Mo JmdmV/ BVa {R>H$mUr Agcoë`m ImOJr 
 O{_Zr~m~V 8 A CVmao VnmgUr H$aUo. 
17) g§~§YrV JQ>mMo dZnmc `m§Zr Or nr Eg `§ÌmUoZo _moOUr  
 Ho$coco _moOUr ZH$meo VnmgUr H$aUo. 
18) Or.nr.Eg. _moOUr Pmcoë`m joÌmMo CnJ«hr` ZH$meo 
  nS>VmiUr H$aUo. 
19) {OëhmñVar` dZh¸$ g{_VrMr ~¡R>H$ Am`mo{OV H$éZ àmá 
 AO© {OëhmñVar` dZh¸$ g{_Vr g_moa gmXa H$aUo. 
20) {OëhmñVar` dZh¸$ g{_VrZo AO©Xma `m§Zm _§Owa Ho$coco 
 joÌmMr Cn AYrjH$ ̂ y{_ A{^coI H$S>o _moOUr H$aUoH$m_r 
 nmR>{dUo d _moOUr ZH$meo àmá H$éZ KoUo. 
21) _moOUr Pmcoë`m joÌmMo g§~§YrV VmcwŠ`m_m\©$V VcmR>r 
 `m§Zm 7/12 da BVa A{YH$mamV A§_c KoUo~m~V H$i{dUo 
 d nÅ>o dmQ>n H$aUo. 

cmJy Zmhr. 

cmJy Zmhr. 

_m. {OëhmñVar` gmho~ 
({OëhmñVar` dZh¸$ g{_Vr AÜ`j) 
_m.Cn{Oëhm{YH$mar _hgyc 
({OëhmñVar` dZh¸$ g{_Vr gXñ` g{Md) 
_m. CndZg§ajH$ Ah_XZJa 
({OëhmñVar` dZh¸$ g{_Vr gXñ`) 

H$mJXnÌm§Mo nwV©VoZ§Va 45 {Xdg 

5 Amdí`H$ ewëH$ 

6 ewëH$ ̂ aUoMr nÜXV 

7 {ZU©` KoUmao A{YH$mar 

8 {ZU©` à{H«$`og cmJUmam 
 H$mcmdYr 
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S TA N D A R D   O P E R AT I N G   PR O C E D U R E gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

* AZwH«$‘m{UH$m *
A.Z§. {df¶ n¥.H«$.

J¥h emIm
1. _hmamï´> PmonS>nÅ>rJw§S>, hmV^Å>rdmco, Am¡fYrÐì`o {df`H$ JwÝhoJma d YmoH$mXm`H$ ì`º$s,                  1

 ÑH$lmì` H$cmH¥$VtMo {dZmnadmZm àXe©Z H$aUmè`m ì`º$s (pìhS>rAmo nm`aoQ>) ̀ m§Mo {dKmVH$    

 H¥$Ë`m§Zm Amim KmcUo~m~VMm H$m`Xm gZ 1981 (gwYm[aV 1996) AÝd`o ñWmZ~ÜX H$aUo~m~V. 

2. amOH$s` d gm_m{OH$ Am§XmocZmVrc IQ>co _mJo KoUo~m~V.                                             3

3. ^maVr` eó A{Y{Z¶‘ 1959 Mo H$c_ 39 AÝd`o _m.Ý`m`mc`mV A{^`moJ                           6 

 XmIc H$aÊ`mg nadmZJr XoUo.

4. nmobrg H$moR>S>r / Ý¶m¶mb¶rZ H$moR>S>rVrb AmamonrMm ‘¥Ë¶w Pmë¶mg ‘¥Ë¶wÀ¶m                            7

 H$maUm§Mr X§S>m{YH$mar Mm¡H$er H$aUo.

5. {X ~m°å~o JìhZ©_§oQ> {à_m`gog (BpìhŠeZ) A°³Q> 1955 Mr A§‘c~OmdUr H$aUo.                   8

6. {deof H$m`©H$mar A{YH$mar ̀ m§À`m Zo‘UwH$m H$aUo.                                                      10

7. Z{dZ eó nadmZm ‘§Owa H$aUo.                                                                       12

8. eó nadmZm ZwVZrH$aU.                                                                             14

9. ñ\$moQ>H$ _°J{PZ/A_mo{Z`_ Zm`Q´>oQ> nadmÝ`mgmR>r ZmhaH$V XmIcm XoUo~m~V.                        15

10. \$Q>mH$m d ñ\$moQ>H$ nadmZm ZwVZrH$aU H$aUo.                                                          17

11. noQ´>mo{c`_ nXmWm©Mm (noQ´>mocn§n) gmR>m H$aUoH$m_r ZmhaH$V à_mUnÌ.                                  18

12. Ho$amogrZ ñQ>moAaoO nadmZm (Oo nadmZm)                                                               20

13. cH$s S´>m° àñVmdmg _mÝ`Vm XoUo~m~V.                                                                  22

14. Z{dZ pìhS>rAmo nadmZm AXm H$aUo.                                                                    24

15. pìh.S>r.Amo.Jo_ nmc©a/gm`~a H°$\o$ nadmZm XoUo ~m~V.                                                 26

16. Z{dZ {MÌnQ>J¥h nadmZm XoUo.                                                                         28

17. {MÌnQ>J¥h nadmZm ZwVZrH$aU.                                                                        31

18. ImÚJ¥h (‘.Z.nm. hÔ) d bm°OtJ nadmZm.                                                             33
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SOP
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* AZwH«$‘m{UH$m *
A.Z§. {df¶ n¥.H«$.

19. ImÚJ¥h (‘.Z.nm. hÔ) d bm°OtJ nadmZm ZwVUrH$aU.                                 36

20. gm§ñH¥${VH$ H$cm H|$Ð nadmZm/H$mS>© é_ _Zmoa§OZmMm nadmZm XoUo.                                     38

21. {gZo_m ì`{V[aº$ _Zmoa§OZmÀ`m H$m`©H«$_mg nadmZJr XoUo~m~V.                                        41

22. amoIrH$aU d {dÎmr` _ÎmoMr nwZa©MZm Am{U à{V^yVr {hVg§~§YmMr A§_c~OmdUr                        43

 A{Y{Z`_, 2002 _Yrc H$c_ 14 à_mUo VmaU _mc_ÎmoMm Vm~m XoUo~m~V ....                        

23. EonV à_mUnÌ (Solvency Certificate) XoUo.                                                           45

24. Vma A{Y{Z`_ 1885 / drO A{Y{Z`_ 2003 AÝd`o drO dm{hZr _mJm©Vrb                          47

 AS>Wim Xÿa H$aUo.

25. j{VnwVu ̀ moOZo A§VJ©V ZwH$gmZ ̂ anmB© {_iUo~m~V.                                                  48

26. amï´>nwéf/Wmoa ì`º$s ̀ m§Mm nwVim C^maÊ`mg nadmZJr XoUo~m~V.                                      50



STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

J¥h - 1
{df` - _hmamï´> PmonS>nÅ>rJw§S>, hmV^Å>rdmco, Am¡fYrÐì`o {df`H$ JwÝhoJma d YmoH$mXm`H$ ì`º$s, ÑH$lmì` 
H$cmH¥$VtMo {dZmnadmZm àXe©Z H$aUmè`m ì`º$s (pìhS>rAmo nm`aoQ>) `m§Mo {dKmVH$ H¥$Ë`m§Zm Amim 
KmcUo~m~VMm H$m`Xm gZ 1981 (gwYm[aV 1996) AÝd`o ñWmZ~ÜX H$aUo~m~V.

ñnï>rH$aUA.Z§. Vnerc ñnï>rH$aUA.Z§. Vnerc

_hmamï´> PmonS>nÅ>rJw§S>, hmV^Å>rdmco, Am¡fYrÐì`o {df`H$ JwÝhoJma 
d YmoH$mXm`H$ ì`º$s, ÑH$lmì` H$cmH¥$VtMo {dZmnadmZm àXe©Z 
H$aUmè`m ì`º$s (pìhS>rAmo nm`aoQ>) ̀ m§Mo {dKmVH$ H¥$Ë`m§Zm Amim 
KmcUo~m~VMm H$m`Xm gZ 1981 (gwYm[aV 1996) AÝd`o 
ñWmZ~ÜX H$aUo~m~V. 

1. nmo{cg AYrjH$ ̀ m§MoH$Sy>Z {Z`mo{OV ñWmZ~ÜX Bg_mg 
 ñWmZ~ÜX H$aUo~m~VMm àñVmd
2. gXa àñVmd EHy$U 5 àVr_Ü`o KoUo. 
3. gXa àñVmdm gmo~V {Z`mo{OV ñWmZ~ÜX Bg_m {déÜX 
 O~m~ XoUmao JmonZr` gmjrXma ̀ m§Mo JmonZr` O~m~mÀ`m àVr
  Amdí`H$.
4. B§J«Or d _amR>r eoS>çyc Amdí`H$ 

1. _hmamï´> PmonS>nÅ>rJw§S>, hmV^Å>rdmco, Am¡fYrÐì`o {df`H$ 
 JwÝhoJma d YmoH$mXm`H$ ì`º$r, ÑH$lmì` H$cmH¥$VtMo {dZm 
 nadmZm àXe©Z H$aUmè`m ì`º$s (pìhS>rAmo nm`aoQ>) ̀ m§Mo 
 {dKmVH$ H¥$Ë`m§Zm Amim KmcUo~m~VMm H$m`Xm gZ 1981 
 (gwYm[aV 1966) AÝd`o ñWmZ~ÜX H$aUo~m~V A{Y{Z`_ 
2. emgZ, J¥h {d^mJ nÌ H«$_m§H$ 1399/9/{d.em. 3 ~, 
 {XZm§H$ 5 Am°ŠQ>mo~a 1999 
3. emgZ, J¥h {d^mJ, n[anÌH$ H«$.S>r.S>r.Eg- 
 1204/116/{dem-3(~) {XZm§H$ 24 Am°JñQ> 2005
4. emgZ J¥h {d^mJ n[anÌH$ H«$.E_.Am`.Eg.  
 2007/33/{dem-3 (~), {XZm§H$ 31 Owc¡  
 2007/5 _m. emgZ, J¥h {d^mJ, n[anÌH$ H«$_m§H$ {dgAm 
 0111/à.H«$. 28/{dem 3 (~) {X. 22 _mM©, 2011

1. nmocrg AYrjH$ ̀ m§MoH$Sy>Z àñVmd àmá PmcoZ§Va gXa 
 àñVmdmMr g§nyU© N>mZZr H$aUo.
2. gXa àñVmd EHy$U 5 àVr_Ü`o KoUo 

1 {df` g§{já Vn{ec

2 Amdí`H$ H$mJXnÌo 

3 g§~§{YV emgZ g§X^©, 
 emgZ {ZU©`, BVa 
 AmXoe, n[anÌH$ B. 
 (H$moUË`m A{Y{Z`_mMo
 /{Z`_mMo AmYmao gXa 
 H$m_H$mO nyU© Ho$co 
 OmUma Amho)

4 {ZU©` à{H«$`oV VnmgUr 
 H$aUoV ̀ oV Agcoë`m 
 ~m~r 

1
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ñnï>rH$aUA.Z§. Vnerc

4. gXa n«ñVmdmgmo~V {Z`mo{OV ñWmZ~ÜX Bg_m{déÜX 
 O~m~ XoUmao JmonZr` gmjrXma `m§Mo JmonZr`  
 O~m~mÀ`m àVr Agë`mMr ImÌr H$aUo.
5. {d{hV B§J«Or d _amR>r eoS>çyc OmoS>co Agë`mMr ImÌr 
 H$aUo. 
6. àñVm{dV ñWmZ~ÜX Bg_m{déÜXMo JwÝho gd©gmYmaUnUo 
 AmXoemnwduMo ghm _{hÝ`mVrc AmhoV qH$dm H$go VnmgUo. 
7. gmd©O{ZH$ gwì`dñWog ~mYm Pmë`mMo {ZînÞ hmoV  
 Agë`mMo ~KyZ VoM JwÝho ñWmZ~ÜXVoÀ`m H$maUmV Z_wX 
 H$aUo. 
8. àñVm{dV ñWmZ~ÜX Bg_mg ñWmZ~ÜX H$aUonwdu _§w~B© 
 nmocrg A{Y{Z`_, 1951 _Yrc VaVwXrZwgma `mnydu 
 H$m`©dmhr Ho$cr Amho qH$dm H$go `m~m~V nS>VmiUr H$aUo,  
 Ë`m§ZVa E_.nr.S>r.E. 1981 À`m VaVwXr cjmV KodyZ
  H$m`©dmhr H$aUo. 
9. Cnamoº$ ~m~tMr VnmgUr Ho$coZ§Va, àñVm{dV ñWmZ~ÜX 
 Bg_mg _m.{OëhmX§S>m{YH$mar ̀ m§Mo AmXoemÝd`o ñWmZ~ÜX
  H$aUo.
10. àñVm{dV ñWmZ~ÜX Bg_mg Ë`mg ñWmZ~ÜX H$aÊ`mV 
 Amcoë`m H$maUm§Mr dmMÊ`m`mo½` d ñnï> àV XoUo.
11. g„mJma _§S>imH$S>o nmR>{dÊ`mgmR>r àñVmdmMo 
 3 g§M emgZmH$S>o nmR>{dUo.

{Za§H$ 

{Za§H$ 

{Oëhm{YH$mar VWm {OëhmX§S>m{YH$mar 

Mm¡H$er A§Vr 15 {Xdg 

5 Amdí`H$ ewëH$ 

6 ewëH$ ̂ aÊ`mMr nÜXV 

7 {ZU©` KoUmao A{YH$mar 

8 {ZU©` à{H«$`og cmJUmam 
 H$mcmdYr 
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J¥h - 2
{df` - amOH$s` d gm_m{OH$ Am§XmocZmVrc IQ>co _mJo KoUo~m~V 

ñnï>rH$aUA.Z§. Vnerc ñnï>rH$aUA.Z§. Vnerc

 amOH$s` d gm_m{OH$ Am§XmocZmVrc XmIc IQ>co _mJo 
 KoUo~m~V 

1. amOH$s` d gm_m{OH$ Am§XmocZmVrc IQ>co H$mTy>Z 
 KoUo~m~V Amcoco AO© qH$dm 
2. emgZ J¥h, {d^mJ ̀ m§MoH$Sy>Z àmá Pmcocm àñVmd 

1. emgZ {ZU©` H«$.nr.Ama.Amo.-0812 / à.H«$.214 / 
 {dem-2,{X. 7 Owc¡ 2010
2. emgZ {ZU©` H«$.nrAmaAmo-0114/à.H«$.120/{dem-
 2, {X. 13 OmZodmar 2015

1. AO©Xmam§Mm AO©.
A) emgZmZo amOH$s` d gm_m{OH$ Am§XmocZm_Ü`o {X. 1 
 Zmoìh|~a 2014 nydu XmIc Pmcoco d àc§{~V Agcoco   
 IQ>co _mJo KoÊ`mMm {ZU©` KoVcm Amho. Ë`mZwgma àmá 
 àñVmdmMr N>mZZr H$aUogmR>r Imcrc g{‘Vr JR>rV Ho$cocr 
 Amho.
 g{‘Vr - 
1. {OëhmX§S>m{YH$mar - AÜ`j 
2. ghmæ`H$ g§MmcH$, A{^`moJ g§MmcZmc` - gXñ` 
3. A{V[aº$ nmo{cg AYrjH$ - gXñ` g{Md, g{‘Vr 
 Imcrc ‘wÚm§da VnmgUr H$aoc. 
1. Aem KQ>ZoV {OdrV hmZr Pmcocr Zgmdr. 
2. Aem KQ>ZoV ImOJr d gmd©O{ZH$ _mc_ÎmoMr én`o 
 5,00,000/- nojm OmñV hmZr Pmcocr Zgmdr.
~) Aem àH$aUr IQ>co H$mTy>Z KoÊ`mMr H$m`©dmhr H$aÊ`mgmR>r, 
 VgoM nmR>nwamdm H$aÊ`mgmR>r Imcrcà_mUo g{_Vr {Z`wº$ 
 H$aÊ`mV Amcocr Amho.
H$) àñVwV àH$aUr Imcrcà_mUo H$m`©dmhr H$amdr. 
1. XmIc IQ>ë`m_Ü`o a¸$_ ̂ aUm H$aÊ`m~m~V AO©XmamMr 
 àW_V: coIr g§_Vr KoÊ`mV ¿`mdr.
2. g{_VrZo _mÝ`Vm {Xë`mZ§Va gXa a¸$_ g§~§{YV 
 {Oëhm{YH$mè`mH$S>o ̂ aUm H$aUo~m~V AO©Xmamg H$i{dUo.
3. AO©Xmamg gXa a¸$_ ̂ aUm Ho$ë`mZ§Va 

1 {df` 

2 Amdí`H$ H$mJXnÌo 

3 g§~§{YV emgZ g§X^©, 
 emgZ {ZU©`, BVa 
 AmXoe, n[anÌH$ B. 
 (H$moUË`m A{Y{Z`_mMo
 /{Z`_mMo AmYmao gXa 
 H$m_H$mO nyU© Ho$co 
 OmUma Amho)

4 {ZU©` à{H«$`oV VnmgUr 
 H$aUoV ̀ oV Agcoë`m 
 ~m~r 
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ñnï>rH$aUA.Z§. Vnerc

nmoMnmdVrÀ`m àVrgh g{_VrMo {e\$magrgh àñVmd gaH$mar 
A{^`moº$m ̀ m§Zm AJ«o{fV H$aUo. 
4. IQ>co H$mTy>Z KoUo~m~V H$moUVmhr AO© àmá Z Pmë`mg  
 g{_VrZo ñdV:hÿZ Aer àH$aUo VnmgyZ IQ>co H$mTy>Z 
 KoUo~m~V H$m`©dmhr H$aUo. 
5. gXa àH$aUr H$m`©dmhr H$aÊ`mnydu H$moUË`mhr Ý`m`mc` 
 qH$dm  Ý`m`m{YH$aUmV AWdm Am`moJmnwT>o Xmdm àc§{~V 
 Zgë`mMr àW_V: nS>VmiUr H$aUo.
S>) {X. 1 Zmoìh|~a, 2014 Z§Va XmIc Pmcoë`m IQ>ë`m§~m~V 
 emgZmH$S>rc Imcrc à_mUo 1 Vo 8 _wÚm§Mr _m{hVr  
 nmocrg AYrjH$ ̀ m§MoH$Sy>Z àmá H$éZ KoUo.
1. IQ>ë`mMr dñVwpñWVr (nmocrg R>mUo, Jw.a.Z§., IQ>cm H«$_m§H$ 
 Ë`mMo gÚ pñWVrgh) 
2. Amamonr {déÜXMo nwamì`mMo ñdén d g§~§YrV H$mJXnÌm§À`m 
 àVr.
3. àW_ dXu AhdmcmMr àV, XmofmamonnÌmMr àV 
4. Amamonr {déÜX ̀ mnwdu JwÝho XmIc Pmco Agë`mg 
 Ë`mg§~§YrMr _m{hVr.
5. g§~§{YV emgH$s` A{^`moº$m ̀ m§Mo A{^àm` Ë`m§Mo ñdV§Ì 
 nÌmgh
6. `m JwÝømV {OdrV/{dÎmhmZr Pmcocr Amho H$m` ? Agë`mg 
 {OdrV hmZrMo ñdén (_¥V,OI_r BË`mXr) VgoM 
 {dÎmhmZrMr (gaH$mar/ImOJr) qH$_V
7. gXa JwÝømg§X^m©V IQ>ë`m ì`{V[aº$ _m.gdm©ƒ Ý`m`mc`, 
 Cƒ Ý`m`mc` AWdm BVa Ý`m`mc`mV àH$aU Ý`m`à{dð> 
 Agë`mg Ë`m~m~VMr gÚpñWVr.
8. gXa JwÝømVrc IQ>co _mJo KoUoàH$aUr _m{hVr `mnydu 
 emgZmg nmR>{dcocr Agë`mg emgZmMm g§X^© H«$_m§H$ 
 Z_yX H$éZ XmoÝhr JwÝøm§Mo doJdoJio Ahdmc nmR>dmdoV.
B) darc à_mUo 1 Vo 8 _wÚm§Mm Ahdmc emgZ, J¥h 
 {d^mJmH$S>o nmR>{dUo.
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{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

{Za§H$ 

{Za§H$ 

{Oëhm{YH$mar VWm {OëhmX§S>m{YH$mar 

{Za§H$ 

5 Amdí`H$ ewëH$ 

6 ewëH$ ̂ aUoMr nÜXV 

7 {ZU©` KoUmao A{YH$mar 

8 {ZU©` à{H«$`og cmJUmam 
 H$mcmdYr 

5



STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

J¥h - 3
{df` - ^maVr` eó A{Y{Z¶‘ 1959 Mo H$c_ 39 AÝd`o _m.Ý`m`mc`mV A{^`moJ XmIc H$aÊ`mg 
         nadmZJr XoUo.

ñnï>rH$aUA.Z§. Vnerc ñnï>rH$aUA.Z§. Vnerc

^maVr` eó A{Y{Z¶‘ 1959 Mo H$c_ 39 AÝd`o Ý`m`mc`mV 
A{^`moJ XmIc H$aÊ`mg nadmZJr XoUo. 

nmo{cg A{YjH$ ̀ m§Mm Ahdmc 

1) eó A{Y{Z`_, 1959
2) _hmamï´> eó A{Y{Z`_ {Z`_ nwpñVH$m 1962

A) nmo{cg A{YjH$ ̀ m§Mm Ahdmc àmá Pmco Z§Va gXa  
 AhdmcmV Vnmgmd`mÀ`m ~m~r.
1) nmo.ñQ>o. _Ü`o XmIc JwÝømMr JwÝhm a{OñQ>a Z¸$c Amho  
qH$dm H$go ̀ m~m~V nS>VmiUr H$aUo. 
2) \$m`a Am_© Oá H$aUoV Amco qH$dm H$go ̀ m~m~V nS>VmiUr 
 H$aUo.
3) AmamonrH$S>o hË`ma nadmZm Amho H$m nS>VmiUr H$aUo. 
4) gXa JwÝømV _m.Ý`m`mc`mV XmofmamonnÌ XmIc H$aUo 
 BVnV g~i nwamdm CncãY Amho H$m nS>VmiUr H$aUo. 
5) JwÝømV AmT>iyZ Amcoco hË`ma ~°copñQ>H$ EŠgnQ>©, ̀ m§Mo 
 H$m`m©c`mV n[ajUmgmR>r nmR>{dUoV Amcocm Amho qH$dm 
 H$go nS>VmiUr H$aUo.
~) Cnamoº$ gd© ~m~tMr nwV©Vm nmo{cg A{YjH$ ̀ m§Mo AhdmcmV 
 Agë`mg ^maVr` eó A{Y{Z¶‘ 1959 Mo H$c_ 39  
AÝd`o _m.Ý`m`mc`mV gXa JwÝømVrc Amamonr `m§Mo {déÜX 
 A{^`moJ XmIc H$aUo~m~VMm AmXoe nm[aV H$aUo.

cmJw Zmhr 

cmJw Zmhr 

{Oëhm{YH$mar VWm {OëhmX§S>m{YH$mar 

gd© H$mJXnÌm§Mr nwV©Vm Agcog 7 {Xdg 

1 {df` 

2 Amdí`H$ H$mJXnÌo 

3 g§~§{YV emgZ g§X^©, 
 emgZ {ZU©`, BVa 
 AmXoe, n[anÌH$ B. 
 (H$moUË`m A{Y{Z`_mMo
 /{Z`_mMo AmYmao gXa 
 H$m_H$mO nyU© Ho$co 
 OmUma Amho)

4 {ZU©` à{H«$`oV VnmgUr 
 H$aUoV ̀ oV Agcoë`m 
 ~m~r 

5 Amdí`H$ ewëH$ 

6 ewëH$ ̂ aÊ`mMr nÜXV 

7 {ZU©` KoUmao A{YH$mar

8 {ZU©` à{H«$`og cmJUmam 
 H$mcmdYr 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

J¥h - 4
{df¶ : nmobrg H$moR>S>r / Ý¶m¶mb¶rZ H$moR>S>rVrb AmamonrMm ‘¥Ë¶w Pmë¶mg ‘¥Ë¶wÀ¶m H$maUm§Mr
         X§S>m{YH$mar Mm¡H$er H$aUo.

ñnï>rH$aUA.Z§. Vnerc ñnï>rH$aUA.Z§. Vnerc
1 {df`   nmobrg H$moR>S>r / Ý¶m¶mb¶rZ H$moR>S>rVrb AmamonrMm ‘¥Ë¶w
    Pmë¶mg ‘¥Ë¶wÀ¶m H$maUm§Mr X§S>m{YH$mar Mm¡H$er H$aUo.

2 Amdí`H$ H$mJXnÌo g§~§YrV nmobrg ñQ>oeZMm Ahdmb 
 
3 g§~§{YV emgZ g§X^©,  ’$m¡OXmar à{H«$¶m g§{hVm 1973 
 emgZ {ZU©¶, BVa AmXoe,   
 n[anÌH$ B. (H$moUË¶m 
 A{Y{Z¶‘mMo /{Z¶‘mMo
 AmYmao gXa H$m‘H$mO nyU©
 Ho$bo OmUma Amho.

4 {ZU©¶ à{H«$¶oV   1. nmobrg H$moR>S>r / Ý¶m¶mb¶rZ H$moR>S>rVrb AmamonrÀ¶m 
 VnmgUr H$aUoV ¶oV   ‘¥Ë¶w ~m~V nmobrg A{YjH$ / H$mamJ¥h A{YjH$ ¶m§Mm
 Agboë¶m ~m~r   Ahdmb n«má PmboZ§Va KQ>Zo~m~V ‘m{hVr ‘mZdr h¸$  
    Am¶moJmg VmVS>rZo {~ZVmar g§XoemÛmao H$i{dUo.
    2. KQ>Zm KS>boë¶m {R>H$mUmMo g§~§YrV Cn{d^mJr¶  
     X§S>m{YH$mar ¶m§Zm gXa ‘¥Ë¶wÀ¶m H$maUm§Mr X§S>m{YH$mar 
     Mm¡H$er H$ê$Z Ahdmb gmXa H$aUo {df¶r AmXoe {ZJ©{‘V  
     H$aUo.
    3. Cn{d^mJr¶ X§S>m{YH$mar ¶m§MoH$S>rb àmá AhdmbmV nmoñQ> 
     ‘mQ>©‘ [anmoQ>©, ‘¥Ë¶wMm XmIbm, E’$.Am¶.Ama. Mr àV, 
     BÝ¹o$ñQ> n§MZm‘m Agbo~m~V ImÌr H$aUo.
    4. Cn{d^mJr¶ X§S>m{YH$mar ¶m§MoH$Sy>Z Mm¡H$er Ahdmb àmá 
     PmboZ§Va ¶m~m~V {Q>nUr gmXa H$aUo.
    5. {Q>nUr ‘§Owa PmboZ§Va ¶m ~m~VMm Ahdmb ‘mZdr h¸$  
    Am¶moJmg gmXa H$aUo.

5 Amdí¶H$ ewëH$  bmJw Zmhr.

6 ewëH$ ’$s ̂ aÊ¶mMr bmJw Zmhr 
 nÜXV 
 
7 {ZU©¶ KoUmao A{YH$mar {Oëhm{YH$mar VWm {OëhmX§S>m{YH$mar

8 {ZU©¶ à{H«$¶og   -
 bmJUmam H$mbmdYr
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

J¥h - 5
{df` - {X ~m°å~o JìhZ©_§oQ> {à_m`gog (BpìhŠeZ) A°³Q> 1955 Mr A§‘c~OmdUr H$aUo.

ñnï>rH$aUA.Z§. Vnerc ñnï>rH$aUA.Z§. Vnerc

{X ~m°å~o JìhZ©_|Q> {à_m`gog (BpìhŠeZ) A°ŠQ> 1955 

1. {Zdmgr Cn{Oëhm{YH$mar VWm gj_ àm{YH$mar, {X. ~m°å~o 
 JìhZ©_|Q> {à_m`gog (BpìhŠeZ) A°ŠQ>, 1955 ̀ m§MoH$S>og 
 g_j AO© XmIc H$aUo.
2. gXa AOm©g_doV Or emg{H$` OmJm [aº$ H$amd`mMr Amho  
 Ë`m~m~VMo H$mJXnÌ CXm. OmJoMm CVmam, OmJm gXa 
 emgH$s` ̀ §ÌUoÀ`m _mcH$sMr Agco~m~VMr BVa nwamdo.
3. g§~§{YV emgH$s` `§ÌUoìXmao à{gÜX H$aÊ`mV Amcoco 
 ZmoQ>rg Z_wZm "A'

1. {X. ~m°å~o JìhZ©_|Q> {à_m`gog (BpìhŠeZ) A°ŠQ> 1955 
2. emgZ, hmD$qgJ {S>nmQ>©_|Q> ̀ m§MoH$S>rc n[anÌH$ 
 H«$.Eìhrgr 1076/621/40780

1. AO©XmamMm AO©
2. g§~§{YV emg{H$` `§ÌUm d J¡aAO©Xma `m§Zm gwZmdUrMr 
 g§Yr XoUo. 
3. dmXr d à{VdmXr ̀ m§Mo coIr åhUUo àH$aUr KoUo. 
4. gwZmdUr Xaå`mZ {ddmXrV OmJm H$moÊ`mÀ`m _mcH$sMr Amho. 
 ho VnmgUo.
5. {ddmXrV OmJmMo Vm~m dmXr ̀ m§MoH$S>o H$Yr nmgyZ Agë`mMo 
 VnmgUo.
6. gXa {ddmXrV OmJm ^mS>oVËdmda XoÊ`mV Amcr hmoVr qH$dm  
 H$go VnmgUo. 
7. {ddmXrV OmJm [aº$ H$aUoH$m_r AO©Xma ̀ m§Zm ZmoQ>rg XoÊ`mV 
 Amcr Amho {H$dm H$go VnmgUo. 
8. darc à_mUo gd© nS>VmiUr Ho$coZ§Va d gwZmdUr

1 {df` 

2 Amdí`H$ H$mJXnÌo 

3 g§~§{YV emgZ g§X^©, 
 emgZ {ZU©`, BVa 
 AmXoe, n[anÌH$ B. 
 (H$moUË`m A{Y{Z`_mMo
 /{Z`_mMo AmYmao gXa 
 H$m_H$mO nyU© Ho$co 
 OmUma Amho)

4 {ZU©` à{H«$`oV VnmgUr 
 H$aUoV ̀ oV Agcoë`m 
 ~m~r 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

 A§Vr {X ~m°å~o JìhZ©_oQ> {à_m`gog (BpìhŠeZ) A°ŠQ>, 
 1955 
 À`m {Z`_ 3 Zwgma {ddmXrV OmJoMm Vm~m g§~§{YV emg{H$` 
 `§ÌUog XoUoH$m_r AmXoe {ZJ©{_V H$aUo. 
9. {ddmXrV OmJoMm Vm~m g§~§{YV ̀ §ÌUog {_idyZ XoUoH$m_r 
 Vh{gcXma ̀ m§Zm nÌ d AmXoemMr àV XoUo.

{Za§H$ 

{Za§H$ 

{Zdmgr Cn{Oëhm{YH$mar 

90 {Xdg 

5 Amdí`H$ ewëH$ 

6 ewëH$ ̂ aUoMr nÜXV 

7 {ZU©` KoUmao A{YH$mar 

8 {ZU©` à{H«$`og cmJUmam 
 H$mcmdYr 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

J¥h - 6
{df` - {deof H$m`©H$mar A{YH$mar `m§À`m Zo‘UwH$m H$aUo 

ñnï>rH$aUA.Z§. Vnerc ñnï>rH$aUA.Z§. Vnerc

{deof H$m`©H$mar A{YH$mar ̀ m§À`m Zo‘UwH$m H$aUo 

1. nmcH$_§Ìr qH$dm g§nH©$ _§Ìr ̀ m§Mo {e\$mag nÌ
2. nmocrg AYrjH$ ̀ m§MoH$S>rc Mm[aÍ¶ nS>VmiUr Ahdmc 
3. {H$_mZ ~mamdr qH$dm OwZr AH$amdr CÎmrU© AgocoMm nwamdm. 
4. d`mMm XmIcm - d` gd©gmYmaU 25 dfm©nojm H$_r Zgmdo
5. dmñVì`mMm XmIcm - _hmamï´>mVrc {H$_mZ dmñVì` 15 df©
 Agmdo.

1. emgZ, gm_mÝ` àemgZ {d^mJ, _§Ìmc` _§w~B© 
 `m§MoH$S>rc emgZ {ZU©` gm.à.{d.H«$_m§H$.{dH$mA-
 2007/440/à.H«$.174/07/5, {XZm§H$ 25 Owc¡ 2007
2. emgZ {ZU©` gm.à.{d.H«$$_m§H$.{dH$mA 2007/ à.H«$. 
 389 / 5  {XZm§H$  07/03/2008
3. emgZ {ZU©` gm.à.{d. H«$_m§H$, Ý`m`à 2012/ 
 à.H«$.254/5, {XZm§H$ 6/6/2013

1. Zo‘UyH$s~m~V nmcH$‘§Ìr/g§nH©$‘§Ìr ¶m§Mo {e’$mag nÌ.
2. {deof H$m`©H$mar A{YH$mar nXm§À`m g§»`oV 1000 
 _VXmam§_mJo 2 Aer dmT> H$aÊ`mV Amcr Amho. Ë`mZwgma 
 Zo_UwH$m H$aUo.
3. _m.nmcH$_§Ìr _hmoX` `m§MoH$Sy>Z àmá {e\$magr nmocrg 
 AYrjH$ ̀ m§MoH$S>og Mm[aÍ¶ nS>VmiUr àmá H$éZ KoUo H$m_r 
 nmR>{dUo. 
4. àñVmd emgZmg gmXa H$aVm§Zm e¡j{UH$ Ah©Vm {H$_mZ 
 ~mamdr qH$dm OwZr AH$amdr AgcoMr nS>VmiUr H$aUo.
5. Imcrcà_mUo àñVmdmgmo~V H$mJXnÌ Amdí`H$ 
 A) {Z`wº$s H$amd`mÀ`m ì`º$s¨Mr ̀ mXr 
 ~) Mm[aÍ¶ nS>VmiUr Ahdmc 
 H$) nmcH$_§Ìr ̀ mMo {e\$mag nÌ 
6. darcà_mUo H$mJXnÌmgh n[anwU© Ahdmc _hmamï´>,emgZ, 
 gm_mÝ` àemgZ {d^mJ,

1 {df` 

2 Amdí`H$ H$mJXnÌo 

3 g§~§{YV emgZ g§X^©, 
 emgZ {ZU©`, BVa 
 AmXoe, n[anÌH$ B. 
 (H$moUË`m A{Y{Z`_mMo
 /{Z`_mMo AmYmao gXa 
 H$m_H$mO nyU© Ho$co 
 OmUma Amho)

4 {ZU©` à{H«$`oV VnmgUr 
 H$aUoV ̀ oV Agcoë`m 
 ~m~r 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

_§Ìmc`,_§w~B© ̀ m§Zm gmXa H$aUo. 
7. gXa àñVmdmg _mÝ`Vm {_imë`mZ§Va, gXa àñVmd 
 emgH$s` _wÐUmc`mV amOnÌmV à{gÜXrH$m_r nmR>{dUo.
8. amOnÌm_Ü`o à{gÜXr PmcoZ§Va {Z`wº$ H$aÊ`mV Amcoë`m 
 ì`º$s¨Zm a~ar {e¸o$, AmoiInÌ, à_mUnÌ d _m{hVrnÌH$ 
 AXm H$aUo.

{Za§H$ 

{Za§H$ 

emgZ 

{Za§H$

5 Amdí`H$ ewëH$ 

6 ewëH$ ̂ aUoMr nÜXV 

7 {ZU©` KoUmao A{YH$mar 

8 {ZU©` à{H«$`og cmJUmam 
 H$mcmdYr 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

J¥h - 7
{df` - Z{dZ eó nadmZm ‘§Owa H$aUo.

ñnï>rH$aUA.Z§. Vnerc ñnï>rH$aUA.Z§. Vnerc

Z{dZ eó nadmZm _§Owa H$aUo. 

1) {dhrV Z_wÝ`mV AO©. (XmoZ à{VV) 
2) Jmd Z_wZm Z§. 7/12 d 8 A Mm CVmam 
3) CËnÞmMm XmIcm (Vh{gcXma ̀ m§Zr {Xcocm) 
4) {Oëhm eë¶ {M{H$ËgH$ ¶m§Mm d¡Ú{H$` XmIcm. 
5) a{hdmg nwamdm (VcmR>r ̀ m§Mm XmIcm, aoeZH$mS>©, _VXma 
 `mXrV Zmd Agco~m~V nwamdm.)
6) Am`H$a ̂ aV Agë`mg Am¶H$a {d{daUnÌ.
7) dñVrda amhV Agë`mg XmIcm 
8) Vh{gcXma ̀ m§Zr {Xcoco A{Ydmg à_mUnÌ (S>mo_ogmB©c) 
9) emim gmoS>ë`mMm qH$dm OÝ_mMm XmIcm 
10) _mÝ`Vmàmá g§ñWoH$S>o eó Mmc{dÊ`mMo qH$dm hmVmiÊ`mMo
 à{ejU KoVco~m~V à_mUnÌ

1) eó A{Y{Z`_, 1959
2) _hmamï´> eó A{Y{Z`_ {Z`_ nwpñVH$m 1962 

A) eó nadmZm _mJUr AO© XmoZ àVrV àmá Pmco Z§Va gXaMm 
 _mJUr àñVmd Imcrc Mm¡H$er A{YH$mar `m§MoH$S>og 
 Mm¡H$erH$m_r VgoM A{^àm`mH$m_r nmR>{dUo. 
 1) nmo{cg A{YjH$    2) Vh{gcXma 
~) Mm¡H$er A{YH$mar `m§MoH$Sy>Z Mm¡H$er Ahdmc àmá Pmco 
 Z§Va àH$aUr VnmgUr gwMr_Ü`o gd© _wÚm§~m~V _m{hVr 
 ^éZ VnmgUr gwMr V`ma H$aUo d Imcrc ~m~tMr  
 VnmgUr H$aUo.
1) AO©Xma `m§Mo AOm©V Z_wX {R>H$mUr VmËnwaVm a{hdmg Amho  
 qH$dm H$m`_ a{hdmg ̀ m~m~V VnmgUr H$aUo 
2) H$m`_ a{hdmg Agë`mg a{hdmg nwamdm VnmgUo CXm. 
 aoeZ H$mS>©,AmYma H$mS>© B.
3) AO©Xma {OëømV ZmoH$ar/ì`dgm` H$aVmV qH$dm H$go. 
4) {OëømV Ë`m§Mo _mcH$sMr eoVr Amho qH$dm H$go Agë¶mg  
 {H$Vr eoVr Amho ̀ m~m~V VnmgUr H$éZ, Ë`mnmgyZ {H$Vr 
 CËnÞ {_iVo ̀ m~m~r VnmgUo.

1 {df` 

2 Amdí`H$ H$mJXnÌo 

3 g§~§{YV emgZ g§X^©, 
 emgZ {ZU©`, BVa AmXoe, 
 n[anÌH$ B.(H$moUË`m 
 A{Y{Z`_mMo/{Z`_mMo 
 AmYmao gXa H$m_H$mO nyU© 
 Ho$co OmUma Amho) 

4 {ZU©` à{H«$`oV 
 VnmgUr H$aUoV ̀ oV 
 Agcoë`m ~m~r 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

5) AO©Xma ho {Z`{_V Am`H$a ̂ aVmV qH$dm H$go VnmgUo 
6) AO©Xma eó nadmZm _mJUrMo H$maU g§`wº$sH$ Amho qH$dm   
    H$go VnmgUo 
7) AO©Xma ̀ m§Mo {déÜX H$moUË`mhr H$m`ÚmImcr JwÝhm 
 XmIc/àc§{~V Amho H$m` ? 
8) AO©Xma `m§Mo {OdrVmg qH$dm g§nÎmrg H$moUË`mhr  
 H$maUmñVd  YmoH$m Amho H$m` ?
9) AO©Xma `m§À`m Hw$Qw>§~mV `m nwdu eó nadmZm _§Owa Amho  
 H$m` ?
10) AO©Xma ̀ m§Mo a{hdmg {R>H$mU H$moUË`m A^`maÊ`/amï´>r` 
 CÚmZ B. joÌmV Amho H$m` ? 
 Agë`mg dZ{d^mJmMm XmIcm VnmgUo. 
11) nmo{cg A{YjH$ ̀ m§Zr {e\$mag {Xcr qH$dm ZmH$macr, 
12) AO©Xma ̀ m§Zr nadmZm _mJUr Ho$coë`m eómMm àH$ma    
    H$moUVm Amho d Vr _mJUr ̀ mo½` Amho qH$dm H$go VnmgUo.
H$) AO©Xma ̀ m§Mr eó nadmZm _mJUr~m~VMr {dZ§Vr _§Owa Ho$cr 
 qH$dm Zm_§Owa Ho$cr ̀ m ~m~V AO©Xma ̀ m§Zm H$i{dUo.
S>) AO©Xma `m§Mr _mJUr _§Owa Ho$cr Agë`mg AO©Xma 
 `m§MoH$Sy>Z Z{dZ eó nadmÝ`m gmR>rMo ewëH$ O_m H$éZ  
 KodyZ AO©Xma ̀ m§Zm Z_wZm 3 _Ü`o nadmZm ‘§Owa H$aUo. 
B) AO©Xma ̀ m§Mr _mJUr Zm_§Owa Ho$co Agë`mg Zm_§Owa 
 Ho$co~m~VMo H$maUo Z_wX H$éZ AmXoe nmarV H$aUo.

100/- 

McZmìXmao 

{Oëhm{YH$mar VWm {OëhmX§S>m{YH$mar 

Mm¡H$er A§Vr 45 {Xdg 

5 Amdí`H$ ewëH$ 

6 ewëH$ ̂ aUoMr nÜXV 

7 {ZU©` KoUmao A{YH$mar 

8 {ZU©` à{H«$`og cmJUmam 
 H$mcmdYr 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

J¥h - 8
{df` - eó nadmZm ZwVZrH$aU. 

ñnï>rH$aUA.Z§. Vnerc ñnï>rH$aUA.Z§. Vnerc

eó nadmZm ZwVZrH$aU H$aUo 

1) {dhrV Z_wÝ`mV ZwVZrH$aUmgmR>r AO© 
2) _wi nadmZm 
3) eó nadmZm ZwVZrH$aUmH$m_r eómMr gj_ A{YH$mar 
 `m§MoH$Sy>Z nS>VmiUr (nS>VmiUr àË`oH$ ZwVZrH$aÊ`mÀ`m 
 doir H$aUo Amdí`H$)
4) nadmZm ZwVZrH$aUmg Amdí`H$ nadmZm ewëH$ 
 emg{H$` H$mofmJmamV O_m Ho$co ~m~VMr McZmMr àV 

1) eó A{Y{Z`_, 1959 
2) eó {Z`_nwpñVH$m 1962

1) {dhrV Z_wÝ`mV ZwVZrH$aUmgmR>r AO© 
2) eó nadmZm ZwVZrH$aUmH$m_r eómMr gj_ A{YH$mar 
 `m§MoH$Sy>Z nS>VmiUr 
 (nS>VmiUr àË`oH$ ZwVZrH$aÊ`mÀ`m doir H$aUo Amdí`H$) 
3) nadmZm ZwVZrH$aUmg Amdí`H$ nadmZm ewëH$ emg{H$` 
 H$mofmJmamV O_m Ho$co ~m~VMr McZmMr àV 
4) _wi nadmZm 
5) 31 {S>g|~a nwdu nadmZm ZwVZrH$aU ewëH$ ̂ aUm Ho$cm qH$dm 
 H$go ̀ m ~m~V VnmgUr H$éZ Oa gXa nadmZm ewëH$ 31 
 {S>g|~a Z§Va ̂ aUm Ho$co Agoc Va {dc§~ ewëH$ a¸$_ ̂ aUm 
 H$éZ Ho$cr qH$dm H$go ̀ m~m~V VnmgUr H$aUo

nadmZm ewëH$ 50/- én`o 
{dc§~ ewëH$ EH$m dfm©gmR>r nadmZm ewëH$mMo S>~c 100/- é. 

McZmìXmao 

{Zdmgr Cn{Oëhm{YH$mar VWm Aßna {OëhmX§S>m{YH$mar 

7 {Xdg 

1 {df` 

2 Amdí`H$ H$mJXnÌo 

3 g§~§{YV emgZ g§X^©, 
 emgZ {ZU©`, BVa 
 AmXoe, n[anÌH$ B. 
 (H$moUË`m A{Y{Z`_mMo
 /{Z`_mMo AmYmao gXa 
 H$m_H$mO nyU© Ho$co 
 OmUma Amho)

4 {ZU©` à{H«$`oV VnmgUr 
 H$aUoV ̀ oV Agcoë`m 
 ~m~r 

5 Amdí`H$ ewëH$ 

6 ewëH$ ̂ aÊ`mMr nÜXV 

7 {ZU©` KoUmao A{YH$mar

8 {ZU©` à{H«$`og cmJUmam 
 H$mcmdYr 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

J¥h - 9
{df` - ñ\$moQ>H$ _°J{PZ/A_mo{Z`_ Zm`Q´>oQ> nadmÝ`mgmR>r ZmhaH$V XmIcm XoUo~m~V.

ñnï>rH$aUA.Z§. Vnerc ñnï>rH$aUA.Z§. Vnerc

 ñ\$moQ>H$ _°J{PZ/A_mo{Z`_ Zm`Q´>oQ> nadmÝ`mgmR>r 
 ZmhaH$V XmIcm XoUo~m~V. 

1) _m._w»` {dñ\$moQ>H$ {Z`§ÌH$ ̀ m§Mo nÌ 
2) OmJoMm 7/12 CVmam 
3) dm{UÁ` à`moOZmW© {~ZeoVr AmXoemMr àV 
4) _§Owa ~m§YH$m_ ZH$mem (_m._w»` {dñ\$moQ>H$ 
 {Z`§ÌH$ ̀ m§Zr à_mUrV Ho$cocm.)
5) ñWm{ZH$ àm{YH$aUmMm ZmhaH$V XmIcm
6) Vh{gcXma qH$dm Cn{d^mJr` A{YH$mar ̀ m§Mm ~m§YH$m_ 
 nwU©ËdmMm XmIcm.
7) {dÚwV {ZarjH$ ̀ m§Mm ZmhaH$V XmIcm 
8) AmJ cmJy Z`o åhUwZ I~aXmar KoUoV Amco~m~V A{¾e‘Z  
 {d^mJmMo à_mUnÌ.

1) ñ\$moQ>H$ A{Y{Z`_, 1884 
2) {dñ\$moQ>H$ {Z`_, 2008
 (H$c_ 102 (1) d 103 (1)(2)(3) Zwgma) 
3) A_mo{Z`_ Zm`Q´>oQ> {Z`_, 2012  

A) ‘m.‘w»¶ {dñ’$moQ>H$ {Z¶§ÌH$ ¶m§MoH$S>rc nÌmgmo~VMm 
 àñVmd Mm¡H$er H$m_r Im{cc Z_wX Mm¡H$er A{YH$mar 
 `m§MoH$S>og Mm¡H$er H$m_r VgoM ñWi{ZarjU H$aUoH$m_r 
 nmR>{dUo. 
1) nmo{cg A{YjH$
2) Cn{d^mJr` X§S>m{YH$mar 
3) H$m`©H$mar A{^`§Vm, gmd©O{ZH$ ~m§YH$m_ {d^mJ 
~) Mm¡H$er A{YH$mar ̀ m§Mo H$Sy>Z Ahdmc d Amdí`H$ H$mJXnÌ 
 àmá Pmco Z§Va Imcrc ~m~tMr VnmgUr H$aUo. 
1) _m._w»` {dñ\$moQ>H$ {Z`§ÌH$ ̀ m§Mo nÌ VgoM _§Owa ~m§YH$m_ 
 ZH$mem 
2) àíZm{YZ OmJoMm 7/12 CVmam.
3) dm{UÁ` à`moOZmW© {~ZeoVr AmXoemMr àV .
4) ñWm{ZH$ àm{YH$aUmMm ZmhaH$V XmIcm.

1 {df` 

2 Amdí`H$ H$mJXnÌo 

3 g§~§{YV emgZ g§X^©, 
 emgZ {ZU©`, BVa AmXoe, 
 n[anÌH$ B.(H$moUË`m 
 A{Y{Z`_mMo/{Z`_mMo 
 AmYmao gXa H$m_H$mO nyU© 
 Ho$co OmUma Amho) 

4 {ZU©` à{H«$`oV 
 VnmgUr H$aUoV ̀ oV 
 Agcoë`m ~m~r 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

5) ñWm{ZH$ à[YH$aUmMm ~m§YH$m_ nwU©ËdmMm XmIcm.
6) {dÚwV {ZarjH$ ̀ m§Mm ZmhaH$V XmIcm 
7) AmJ cmJy Z`o åhUwZ I~aXmar KoUoV Amco~m~V Ap½‘e‘Z  
 {d^mJ à_mUnÌ
H$) Cnamoº$ VnmgUr Pmco Z§Va Cng§MmcH$, _m{hVr A{YH$mar 
 `m§Mo _m\©$V d¥ÎmnÌm_Ü`o Om{hamV à{gÜX H$aÊ`mV ̀ odyZ 
 cmoH$m§À`m H$mhr haH$Vr _mJ{dUo.
S>) Mm¡H$er A{YH$mar `m§Mo H$Sy>Z Ahdmc àmá Pmco VgoM  
 d¥ÎmnÌm_Ü`o Om{hamV à{gÜX Pmco Z§Va _§OwarñVd {Q>nUr 
 gmXa H$aUo d AO©Xmamg ñ\$moQ>H$ _°J{PZ/A_mo{Z`_ 
 Zm`Q´>oQ> nadmÝ`mgmR>r haH$V XmIcm XoUo AWdm ZmH$maUo d 
 AO©Xmamg {ZU©` H$i{dUo.

cmJw Zmhr 

cmJw Zmhr 

{Oëhm{YH$mar VWm {OëhmX§S>m{YH$mar 

n[anwU© H$mJXnÌo nwV©VoZ§Va 30 {Xdg 

5 Amdí`H$ ewëH$ 

6 ewëH$ ̂ aUoMr nÜXV 

7 {ZU©` KoUmao A{YH$mar 

8 {ZU©` à{H«$`og cmJUmam 
 H$mcmdYr 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

J¥h - 10
{df` - \$Q>mH$m d ñ\$moQ>H$ nadmZm ZwVZrH$aU H$aUo 

ñnï>rH$aUA.Z§. Vnerc ñnï>rH$aUA.Z§. Vnerc
\$Q>mH$m d ñ\$moQ>H$ nadmZm ZwVZrH$aU H$aUo 

1) {dhrV Z_wÝ`mV ZwVZrH$aUmgmR>r AO© 
2) _wi nadmZm 
3) nadmZm ZwVZrH$aUmg Amdí`H$ nadmZm ewëH$ emg{H$` 
 H$mofmJmamV O_m Ho$co ~m~VMr McZmMr àV 

1) ñ\$moQ>H$ A{Y{Z`_, 1884
2) {dñ\$moQ>H$ {Z`_, 2008
3) _w§~B© nmo{cg A{Y{Z`_ 1951

1) {dhrV Z_wÝ`mV ZwVZrH$aUmgmR>r AO© 
2) nadmZm ZwVZrH$aUmg Amdí`H$ nadmZm ewëH$ emg{H$` 
 H$mofmJmamV O_m Ho$co ~m~VMr McZmMr àV
3) _wi nadmZm 
4) \$Q>mH$m {dH«$s nadmZm VgoM \$Q>mHo$ V`ma H$aUoMm nadmZm 
 ZwVZrH$aU H$mcmdYr 31 _mM© Vo 31 {S>g|~a Agm AgwZ 
 ZwVZrH$aUmgmR>r AO©Xma `m§Mm AO© hm ZwVZrH$aU 
 g§nÊ`mMo EH$ _{hZm AJmoXa Amco Amho qH$dm H$go VnmgUo.
5) ñdV:Mo dmnamgmR>r ñ\$moQ>H$ gmR>m H$aUo~m~VMm nadmÝ`mMo 
 Xa VrZ _{hÝ`mgmR>r ZwVZrH$aU H$aUoV ̀ oVo. gXa nadmZm 
 ZwVZrH$aU g§nÊ`mMo AJmoXa ZwVZrH$aUmgmR>r AO© Ho$cm 
 Amho qH$dm H$go VnmgUo
6) darc gd© ~m~tMr nwV©Vm Pmcr Agë`mg Aßna 
 {OëhmX§S>m{YH$mar `m§Mo H$S>og ZwVZrH$aUmgmR>r gmXa 
 H$aUo.

\$Q>mH$m {dH«$s nadmZm ewëH$ 150/- én`o 
\$Q>mHo$ V`ma H$aUoMm nadmZm ewëH$ 20/- én`o 
ñdV:Mo dmnamgmR>r ñ\$moQ>H$ gmR>m nadmZm ewëH$ 20/- é. 

McZmìXmao 

{Zdmgr Cn{Oëhm{YH$mar VWm Aßna {OëhmX§S>m{YH$mar 

7 {Xdg 

1 {df` 

2 Amdí`H$ H$mJXnÌo 

3 g§~§{YV emgZ g§X^©, 
 emgZ {ZU©`, BVa 
 AmXoe, n[anÌH$ B. 
 (H$moUË`m A{Y{Z`_mMo
 /{Z`_mMo AmYmao gXa 
 H$m_H$mO nyU© Ho$co 
 OmUma Amho)

4 {ZU©` à{H«$`oV VnmgUr 
 H$aUoV ̀ oV Agcoë`m 
 ~m~r 

5 Amdí`H$ ewëH$ 

6 ewëH$ ̂ aÊ`mMr nÜXV 

7 {ZU©` KoUmao A{YH$mar

8 {ZU©` à{H«$`og cmJUmam 
 H$mcmdYr 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

J¥h - 11
{df` - noQ´>mo{c`_ nXmWm©Mm (noQ´>mocn§n) gmR>m H$aUoH$m_r ZmhaH$V à_mUnÌ 

ñnï>rH$aUA.Z§. Vnerc ñnï>rH$aUA.Z§. Vnerc
noQ´>mo{c`_ nXmWm©Mm (noQ´>mocn§n) gmR>m H$aUoH$m_r 
ZmhaH$V à_mUnÌ 

1. AO© 
2. {Z`mo{OV OmJoMm CVmam 
3. dm{UÁ` H$maUmñVd {~ZeoVr AmXoemMr àV 
4. ghmæ`H$ g§MmcH$, ZJaaMZm ̀ m§MoH$S>rc _§Owa aoIm§H$ZmMr 
 àV
5. ñWm{ZH$ àm{YH$aUmMm ZmhaH$V XmIcm 

1. noQ´>mo{c`_ A°ŠQ> 1934 
2. noQ´>mo{c`_ A°ŠQ> 1934 A§VJ©V {Z`_mdcr 2002 

1. AO©XmamMm AO©
A) Amdí`H$ H$mJXnÌm§gh AO© 4 àVrV KoUo. 
~) gXaMm àñVmd nmocrg AYrjH$, Cn{d^mJr` X§S>m{YH$mar, 
 H$m`©H$mar A{^`§Vm, gmd©O{ZH$ ~m§YH$m_ {d^mJ 
 `m§MoH$S>og àH$aU Mm¡H$ergmR>r nmR>{dUo.
H$) darc à_mUo g§~§{YV ̀ §ÌUmM§o Ahdmc àmá Pmë`mZ§Va 
 Imcrcà_mUo ~m~r VnmgyZ N>mZZr H$aUo. 
1. nmocrg AYrjH$ - 
A) AO©Xma ̀ m§Moda JwÝho XmIc AmhoV qH$dm H$go ̀ mMr 
 nS>VmiUr H$aUo.
~) ahXmarg AS>Wim {Z_m©U hmoB©c qH$dm H$go ̀ m~m~V 
 nS>VmiUr H$aUo.
H$) {Z`mo{OV OmJoÀ`m Odi emim, XdmImZo, Ym{_©H$ ñWio 
 AmhoV qH$dm H$go VnmgUo.
S>) {Z`mo{OV ñQ>moAaoO_wio H$m`Xm gwì`dñWoMm àíZ {Z_m©U 
 hmoB©c qH$dm H$go ̀ m~m~V VnmgUr H$aUo.
B) gwa{jVVogmR>r JmS>© R>odcm Amho H$m VnmgUo
B©) AmJ à{V~§YH$ Cnm``moOZm Ho$ë`m AmhoV H$m ?

1 {df` 

2 Amdí`H$ H$mJXnÌo 

3 g§~§{YV emgZ g§X^©, 
 emgZ {ZU©`, BVa 
 AmXoe, n[anÌH$ B. 
 (H$moUË`m A{Y{Z`_mMo
 /{Z`_mMo AmYmao gXa 
 H$m_H$mO nyU© Ho$co 
 OmUma Amho)

4 {ZU©` à{H«$`oV VnmgUr 
 H$aUoV ̀ oV Agcoë`m 
 ~m~r 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

VnmgUo.
2. H$m`©H$mar A{^`§Vm - 
 A) ZmhaH$V XmIcm ~KUo 
 ~) à_m{UV Ho$cocm ZH$mem VnmgUo 
 H$) [a~Z S>oìhcn_|Q> {Z_`m§Mm ̂ §J hmoVmo qH$dm H$go VnmgUo
3. Cn{d^mJr` A{YH$mar - 
 A) Ahdmcmgmo~V {~ZeoVr AmXoe.
 ~) ghmæ`H$ g§MmcH$ ̀ m§Zr _§Owa Ho$cocm ZH$mem VnmgUo
 H$) ñWm{ZH$ àm{YH$aU åhUyZ g§~§{YV `§ÌUoMm Ahdmc 
 CXm. Vh{gcXma qH$dm _w»`m{YH$mar (_hmZJanm{cH$m / 
 ZJanm{cH$m / ZJan[afX / ZJan§Mm`V) àmá H$aUo.
 S>) àË`j ñWi{Z[ajU Ahdmc VnmgUo. 
S>) darc à_mUo N>mZZr PmcoZ§Va àmá PmcoZ§Va {d{hV VnmgUr 
 gyMr_Ü`o {Q>nUr gmXa H$aUo.
B) {OëhmX§S>m{YH$mar ̀ m§Zr _§Owar {XcoZ§Va AO©Xma ̀ m§Zm 
 ZmhaH$V XmIcm AXm H$aUo. 
B©) {OëhmX§S>m{YH$mar ̀ m§Zr àñVmd Zm_§Owa Ho$ë`mg AO©Xma 
 `m§Zm Vgo H$i{dUo.

{Za§H$ 

{Za§H$ 

{Oëhm{YH$mar VWm {OëhmX§S>m{YH$mar 

Mm¡H$er A§Vr 45 {Xdg 

5 Amdí`H$ ewëH$ 

6 ewëH$ ̂ aUoMr nÜXV 

7 {ZU©` KoUmao A{YH$mar 

8 {ZU©` à{H«$`og cmJUmam 
 H$mcmdYr 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

J¥h - 12
{df` - Ho$amogrZ ñQ>moAaoO nadmZm (Oo nadmZm) 

ñnï>rH$aUA.Z§. Vnerc ñnï>rH$aUA.Z§. Vnerc
Ho$amogrZ ñQ>moAaoO nadmZm (Oo nadmZm) 

1. AO© 
2. {Z`mo{OV OmJoMm CVmam 
3. dm{UÁ` H$maUmñVd {~ZeoVr AmXoemMr àV 
4. ghmæ`H$ g§MmcH$, ZJaaMZm ̀ m§MoH$S>rc _§Owa aoIm§H$ZmMr 
 àV 
5. ñWm{ZH$ àm{YH$aUmMm ZmhaH$V XmIcm 

1. noQ´>mo{c`_ A°ŠQ> 1934 
2. noQ´>mo{c`_ A°ŠQ> 1934 A§VJ©V {Z`_mdcr 2002 

1. AO©XmamMm AO©
A) Amdí`H$ H$mJXnÌm§gh AO© 4 àVrV KoUo.
~) gXaMm àñVmd nmocrg AYrjH$, Cn{d^mJr` X§S>m{YH$mar, 
 H$m`©H$mar A{^`§Vm, gmd©O{ZH$ ~m§YH$m_ {d^mJ `m§MoH$S>og 
 Mm¡H$ergmR>r nmR>{dUo. 
H$) darc à_mUo g§~§{YV `§ÌUm§Mo Ahdmc àmá Pmë`mZ§Va 
 Imcrcà_mUo ~m~r VnmgyZ N>mZZr H$aUo.
1. nmocrg AYrjH$ - 
A) AO©Xma ̀ m§Moda JwÝho XmIc AmhoV qH$dm H$go ̀ mMr 
 nS>VmiUr H$aUo. 
~) ahXmarg AS>Wim {Z_m©U hmoB©c qH$dm H$go ̀ m~m~V 
 nS>VmiUr H$aUo.
H$) {Z`mo{OV OmJoÀ`m Odi emim, XdmImZo, Ym{_©H$ ñWio 
 AmhoV qH$dm H$go VnmgUo.
S>) {Z`mo{OV ñQ>moAaoO_wio H$m`Xm gwì`dñWoMm àíZ {Z_m©U 
 hmoB©c qH$dm H$go ̀ m~m~V VnmgUr H$aUo.
B) gwa{jVVogmR>r JmS>© R>odcm Amho H$m VnmgUo. 
B©) AmJ à{V~§YH$ Cnm``moOZm Ho$ë`m AmhoV H$m VnmgUo. 
2. H$m`©H$mar A{^`§Vm - 

1 {df` 

2 Amdí`H$ H$mJXnÌo 

3 g§~§{YV emgZ g§X^©, 
 emgZ {ZU©`, BVa 
 AmXoe, n[anÌH$ B. 
 (H$moUË`m A{Y{Z`_mMo
 /{Z`_mMo AmYmao gXa 
 H$m_H$mO nyU© Ho$co 
 OmUma Amho)

4 {ZU©` à{H«$`oV VnmgUr 
 H$aUoV ̀ oV Agcoë`m 
 ~m~r 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

A) ZmhaH$V XmIcm ~KUo. 
~) à_m{UV Ho$cocm ZH$mem VnmgUo. 
H$) [a~Z S>oìhcn_|Q> {Z`_mMm ̂ §J hmoVmo qH$dm H$go VnmgUo. 
3. Cn{d^mJr` A{YH$mar - 
 A) Ahdmcmgmo~V {~ZeoVr AmXoe VnmgUo.
 ~) ghmæ`H$ g§MmcH$ ̀ m§Zr _§Owa Ho$cocm ZH$mem VnmgUo. 
 H$) ñWm{ZH$ àm{YH$aU åhUyZ g§~§{YV ̀ §ÌUoMm Ahdmc 
     CXm. Vh{gcXma qH$dm _w»`m{YH$mar (_hmZJanm{cH$m 
    / ZJanm{cH$m / ZJan[afX / ZJan§Mm`V) àmá H$aUo.
 S>) àË`j ñWi{Z[ajU Ahdmc VnmgUo. 
S>) darc n«_mUo N>mZZr PmcoZ§Va {d{hV VnmgUr 
 gyMr_Ü`o {Q>nUr gmXa H$aUo.
B) {OëhmX§S>m{YH$mar ̀ m§Zr _§Owar {XcoZ§Va AO©Xma ̀ m§Zm 
 25 {H$cmo {cQ>a n`ªV j_VoMm nadmZm ‘§Owa H$aUo.
B©)  {OëhmX§S>m{YH$mar ̀ m§Zr àñVmd Zm_§Owa Ho$ë`mg AO©Xma 
 `m§Zm Vgo H$i{dUo.

à{V 1 {H$cmo {cQ>a gmR>r én`o 20/- à_mUo 

McZmZo emgH$s` I{OÝ`mV a¸$_ O_m H$aUo 

{Oëhm{YH$mar VWm {OëhmX§S>m{YH$mar 

Mm¡H$er A§Vr 45 {Xdg 

5 Amdí`H$ ewëH$ 

6 ewëH$ ̂ aUoMr nÜXV 

7 {ZU©` KoUmao A{YH$mar 

8 {ZU©` à{H«$`og cmJUmam 
 H$mcmdYr 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

J¥h - 13
{df` - cH$s S´>m° àñVmdmg _mÝ`Vm XoUo~m~V.

ñnï>rH$aUA.Z§. Vnerc ñnï>rH$aUA.Z§. Vnerc
cH$s S´>m° àñVmdmg _mÝ`Vm XoUo~m~V 

1. AO©Xma ̀ m§MoH$Sy>Z {d{hV Z_wZm ànÌ A _Yrc àmá AO© 
2. g§ñWoMr gd© _m{hVr 
3. cH$s S´>m° ̀ moOZoMr _m{hVr 

1. emgZ, J¥h {d^mJ, _§Ìmc`, _§w~B© `m§MoH$S>rc  
 H«$.EcAmoQ>r 012002/83/{dem-5, {XZm§H$ 29 _mM© 
 2003
2. emgZ, J¥h {d^mJ, _§Ìmc`, _w§~B© ̀ m§MoH$S>rc 
 H«$.EcAmoQ>r 0196/138/{dem-5, {XZm§H$ 30 Zmoìh|~a, 
 1996 

1. AO©Xma ̀ m§MoH$Sy>Z {d{hV Z_wZm ànÌ A _Ü`o AO© KoUo.
2. nmocrg AYrjH$ d Vh{gcXma ̀ m§MoH$S>rc Ahdmc.
3. XmoÝhr Mm¡H$er Ahdmc d n[anwU© H$mJXnÌ àmá Pmë`mZ§Va 
 gXaMm àñVmdmMr nwT>rc ~m~tH$[aVm N>mZZr H$aUo.
1) g§ñWoMr R>iH$ _m{hVr VnmgUo 
2) g§ñWoMo/ì`dgm`mMo _w»` C{Ôï> VnmgUo 
3) g§ñWoÀ`m ì`dgm`mMr gm_m{OH$ {hVmÀ`m Ñï>rZo H$mhr 
 d¡{eîQ>ço Agë`mg Ë`mMo {ddaU VnmgUo
4) g§ñWoMr _mJrc VrZ dfm©Mr CcmT>mc, coIo gZXr coImnmc 
 `m§Zr à_m{UV Ho$co Agë`mg Ë`mMr VnmgUr H$aUo. 
5) g§ñWoMm dm{f©H$ {Zìdi CËnÞ, Z\$m VnmgUo 
6) g§ñWoMr Y‘©Xm¶ Am`wº$ H$m`m©c`mV Zm|XUr Ho$ë`m~m~V 
 à_mUnÌ nmhUo.
7) g§ñWoMo {dH«$sH$a d Am`H$a H$m`Úm A§VJ©V Zm|XUr 
 à_mUnÌ VnmgUo.
8) àñVm{dV ̂ m½`dmZ gmoS>VrMo Am`moOZ H$moUË`m 
 C{Ôï>mH$[aVm Ho$co Amho Vo nmhUo.

1 {df` 

2 Amdí`H$ H$mJXnÌo 

3 g§~§{YV emgZ g§X^©, 
 emgZ {ZU©`, BVa 
 AmXoe, n[anÌH$ B. 
 (H$moUË`m A{Y{Z`_mMo
 /{Z`_mMo AmYmao gXa 
 H$m_H$mO nyU© Ho$co 
 OmUma Amho)

4 {ZU©` à{H«$`oV VnmgUr 
 H$aUoV ̀ oV Agcoë`m 
 ~m~r 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

9) àñVm{dV ̂ m½`dmZ gmoS>VrMo ñdén VnmgUo 
10) ~jrgm§Mo {ddaU nmhUo 
11) EHw$U AnojrV {dH«$s qH$_VrMo 25 Q>¸o$ AWdm emgZmZo 
   {ZpíMV H$aoc Vr Q>¸o$dmar  
12) 25 Q>¸o$ a¸$_ emgZ O_m Ho$ë`m~Ôc McZ   
 H«$_m§H$ / [XZm§H$ / a¸$_ VgoM ̂ m½`dmZ gmoS>V 
 H$mT>ë`mZ§Va gmXa H$amd`mMr _m{hVr B. ~m~tMr VnmgUr 
 H$aUo. 

{Za§H$ 

{Za§H$ 

_hmamï´> emgZ, J¥h {d^mJ 

{Za§H$

5 Amdí`H$ ewëH$ 

6 ewëH$ ̂ aUoMr nÜXV 

7 {ZU©` KoUmao A{YH$mar 

8 {ZU©` à{H«$`og cmJUmam 
 H$mcmdYr 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

J¥h - 14
{df` - Z{dZ pìhS>rAmo nadmZm AXm H$aUo.

ñnï>rH$aUA.Z§. Vnerc ñnï>rH$aUA.Z§. Vnerc
Z{dZ pìhS>rAmo nadmZm AXm H$aUo 

1. AO© 
2. {Z`mo{OV OmJoMm CVmam 
3. dm{UÁ` H$maUmñVd {~ZeoVr AmXoemMr àV 
4. ghmæ`H$ g§MmcH$, ZJaaMZm ̀ m§MoH$S>rc _§Owa aoIm§H$ZmMr 
 àV 
5. ñWm{ZH$ àm{YH$aUmMm ZmhaH$V XmIcm 
6. OmJoMr MV©w:{g_m 
7. {dÚwV {Z[ajH$, {dÚwV d COm© {d^mJ ̀ m§Mm ZmhaH$V 
 XmIcm 
8. H$m`©H$mar A{^`§Vm, gmd©O{ZH$ ~m§YH$m_ {d^mJ `m§Mm 
 ZmhH$aV XmIcm. 
9. Xÿag§Mma {d^mJmMm ZmhaH$V XmIcm 
10. Vh{gcXma ̀ m§Mm nm{H©$J g§X^m©Vrc ZmhH$aV XmIcm
11. cKw {MÌnQ> àX{e©V H$aV Agco~m~VMm {\$ë_ 
 {S>ìhrOZMm XmIcm.

1. {MÌnQ>J¥h {d{Z`_Z {Z`_ 1966  
2. emgZ, J¥h {d^mJ, A{YgyMZm H«$. ~rgrAma  
 5399/114/{dem-5, {XZm§H$ 22 Owc¡, 2004 
3. _hmamï´> emgZ, J¥h {d^mJ `m§MoH$S>rc nÌ H«$.~rgrAma 
 5397/66/^mJ-5/{dem-5, {X.10 OmZodmar, 2003

pìhS>rAmo nadmZm XoUoH$m_r Imcrcà_mUo Q>ßno {ZpíMV H$aÊ`mV 
Amco AmhoV. 
1. nm o {cg AYrjH$ d Vh{gcXma ¶m §M oH$S >rc 
Ahdmc 
2. Mm¡H$er Ahdmc d gd© H$mJXnÌm§Mr Imcrc ~m~tH$[aVm 
 VnmgUr H$aUo, N>mZZr H$aUo 
A. {Z`mo{OV OmJm ‘mcH$s / ̂ mS>onÅ>m
~. dm{UÁ` H$maUmñVd {~ZeoVr AmXoe àV. 
H$. aoIm§H$Zmg ghmæ`H$ g§MmcH$, ZJaaMZm ̀ m§Mr _§Owar.
S>. ñWm{ZH$ àm{YH$aUmMmZmhaH$V XmIcm.

1 {df` 

2 Amdí`H$ H$mJXnÌo 

3 g§~§{YV emgZ g§X^©, 
 emgZ {ZU©`, BVa 
 AmXoe, n[anÌH$ B. 
 (H$moUË`m A{Y{Z`_mMo
 /{Z`_mMo AmYmao gXa 
 H$m_H$mO nyU© Ho$co 
 OmUma Amho)

4 {ZU©` à{H«$`oV VnmgUr 
 H$aUoV ̀ oV Agcoë`m 
 ~m~r 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

 B.  {dÚwV {Z[ajH$ ̀ m§Mo ZmhaH$V à_mUnÌ. 
B©. H$m`©H$mar A{^`§Vm ̀ m§MoH${S>c {ìhS>rAmo J¥hmMm _§Owa ZH$mem 
 VgoM {d{dY añË`mH$[aVm Z_wX Ho$coco A§Va gmoS>co qH$dm  
Zmhr.
C. XþaÜdZr OmoS>Ur Ho$co~m~V Xþag§Mma {d^mJmMm ZmhaH$V 
 XmIcm
D$. nm{Hª$J gmR>r VhgrcXma d nmocrg {Z[ajH$ `m§Mm Ahdmc  
 Amho qH$dm H$go _m.{OëhmX§S>m{YH$mar `m§MoH$S>og _§OwarñVd 
 {Q>nUr gmXa H$aUo d _§Owar {_imë`mZ§Va àñVwV àH$aU  
A{Y{Z`_mÀ`m {Z`_ 3 AÝd`o Om{hamV à{gÜXrH$m_r  nmR>{dUo. 
d EH$ _{hÝ`mMr _wXV haH$Vr àmá H$éZ KoUoH$m_r 
 R>odUo.
3. Om{hamV à{gÜXr Z§Va EH$ _{hÝ`mV haH$Vr àmá Z    
  Pmë`mg {OëhmX§S>m{YH$mar `m§MoH$S>og {MÌnQ> àX{e©V  
  H$aUogmR>r {gZo_m nadmZm d {VH$sQ> {dH«$s nadmZm ‘§Owa 
 H$aUoH$m_r darc A{Y{Z`_mÀ`m {Z`_ 101 AÝd`o 
 g{dñVa {Q>nUr gmXa H$aUo.
4. gXa {Q>nUrg _§Owar {_imcoZ§Va AO©Xma ̀ m§Zm {gZo_m 
 nadmZm d {VH$sQ> {dH«$s nadmZm AXm H$aUo.
5. gXa àñVmd Zm_§Owa Ho$ë`mg Vgo AO©Xma ̀ m§Zm H$i{dUo. 

én`o 115/- 

McZmÛmao

{Oëhm{YH$mar VWm {OëhmX§S>m{YH$mar 

H$mJXnÌo nwV©VoZ§Va 45 {Xdg 

5 Amdí`H$ ewëH$ 

6 ewëH$ ̂ aÊ`mMr nÜXV 

7 {ZU©` KoUmao A{YH$mar 

8 {ZU©` à{H«$`oV cmJUmam 
 H$mcmdYr 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

J¥h - 15
{df` - pìh.S>r.Amo.Jo_ nmc©a/gm`~a H°$\o$ nadmZm XoUo ~m~V.

ñnï>rH$aUA.Z§. Vnerc ñnï>rH$aUA.Z§. Vnerc
pìh.S>r.Amo. Jo_ nmc©a/gm`~a H°$\o$ nadmZm XoUo ~m~V. 

1) AO© 
2) OmJoMm 7/12 CVmam 
3) dm{UÁ` à`moOZmW© {~ZeoVr AmXoemMr àV 
4) _§Owa ~m§YH$m_ ZH$mem (ãcw qàQ>/A_mo{Z`m qàQ>) 
5) ñWm{ZH$ àm{YH$aUmZo ~m§YH$m_ ZH$mem _§Owa Ho$ë`mMr àV 
6) ñWm{ZH$ àm{YH$aUmMm ZmhaH$V XmIcm 
7) ~m§YH$m_ nwd©nadmZJr à_mUnÌ 
8) ñWm{ZH$ àm{YH$aUmMm ~m§YH$m_ nwU©ËdmMm XmIcm 
9) {dÚwV {ZarjH$ ̀ m§Mm ZmhaH$V XmIcm 
10) AmJ cmJy Z`o åhUwZ A{¾em‘H$ {d^mJmMo à_mUnÌ 
11) _{eZ g§»`m~m~V à{VkmnÌ 
12) AO© d gd© gm§jmH$sV H$mJXnÌ 4 àVrV 

1) {gZo_m ì`{V[aº$ gmd©O{ZH$ _Zmoa§OZmÀ`m OmJm§gmR>r Am{U 
 H±$~«o Z¥Ë`mMo H$m`©H«$_,{S>ñH$moWoH$,Ioi,_oio d V_meo `m 
 g{hV gmd©O{ZH$ _Zm|aOZmÀ`m H$m`©H«$_mgmR>r nadmZm XoUo 
 d Ë`mda {Z`§ÌU R>odUo ̀ m~m~V {Z`_ 1960 
2) {gZo_m ì`{V[aº$ gmd©O{ZH$ _Zmoa§OZmÀ`m OmJm§gmR>r 
 {Z`_ 1960 gwYmaUm A{YgyMZm {XZm§H$ 21/08/2006 
3) _w§~B© nmo{cg A{Y{Z`_ 1951

A) pìh.S>r.Amo. Jo_ nmc©a/gm`~a H°$\o$ nadmZm {_iUo~m~V 
 AO© Mm¡H$er H$m_r Mm¡H$er A{YH$mar `m§MoH$S>og Mm¡H$er 
 VgoM ñWi{ZarjU H$aUo H$m_r nmR>{dUo. 
1) nmo{cg A{YjH$, 
2) Cn{d^mJr` X§S>m{YH$mar
3) H$m`©H$mar A{^`§Vm,gm.~m. ̀ m§MoH$S>og Mm¡H$ergmR>r nmR>{dUo 
~)  Cnamoº$ N>mZZr Ho$ë`mZ§Va Mm¡H$er Ahdmc d gd© H$mJXnÌo 
 `m§Mr Imcrc ~m~rH$arVm VnmgUr H$aUo. 
1. àíZm{YZ OmJoMr _mcH$s VnmgUo 
2. àíZm{YZ OmJoMm dm{UÁ` à`moOZmW© {~ZeoVr AmXoe nmhUo 
3. H$m`©H$mar A{^`§Vm ̀ m§Zr ~m§YH$m_ ZH$mem à_m{UV Ho$cm 
 qH$dm H$go VnmgUo.
4. ñWm{ZH$ àm{YH$aUmMm ~m§YH$m_ nadmZJr XmIcm. 

 

1 {df` 

2 Amdí`H$ H$mJXnÌo 

3 g§~§{YV emgZ g§X^©, 
 emgZ {ZU©`, BVa AmXoe, 
 n[anÌH$ B.(H$moUË`m 
 A{Y{Z`_mMo/{Z`_mMo 
 AmYmao gXa H$m_H$mO nyU© 
 Ho$co OmUma Amho) 

4 {ZU©` à{H«$`oV 
 VnmgUr H$aUoV ̀ oV 
 Agcoë`m ~m~r 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

5. ñWm{ZH$ àm{YH$aUmMo ZmhaH$V XmIco
6. ñWm{ZH$ àm{YH$aUmMo ~m§YH$m_ nwU© d _§Owa ZH$memà_mUo 
 Ho$co ~m~V à_mUnÌ Amho qH$dm H$go VnmgUo.
7. _{eZ g§»`o ~m~V à{VkmnÌ.
8. A{¾e‘Z$ {d^mJmMo AmJà{V~§YH$ Cnm``moOZm§Mr nwaoer 
 ì`dñWm Ho$co ~m~VMo à_mUnÌ.
H$) Mm¡H$er A{YH$mar `m§Mo H$Sy>Z Ahdmc àmá Pmco Z§Va  
 _§OwarñVd {Q>nUr gmXa H$aUo d AO©Xmamg pìh.S>r.Amo.Jo_ 
 nmc©a/gm`~a H°$\o$/Joq_J PmoZ nadmZm XoUo AWdm ZmH$maUo 
 d AO©Xmamg {ZU©` H$i{dUo.
S>) AO©Xma `m§Mr _mJUr _§Owa Pmcr Agë`mg AO©Xma `m§Mo  
 H$Sy>Z McZmZo \$s a¸$_ ̂ éZ KodyZ AO©Xma ̀ m§Zm gmd©O{ZH$ 
 _Zmoa§OZmÀ`m OmJm§gmR>r d H$m`©H«$_mgmR>r nadmZm XoUo d 
 Ë`mda {Z`§ÌU R>odUo A{Y{Z`_ 1960 AÝd`o nadmZm ‘§Owa 
 H$aUo.

{à_mB©gog \$s 800/- 
na\$m°a_Ýg 18,250/- 
{VH$sQ> {dH«$s 200/- 

McZmìXmao 

{Oëhm{YH$mar VWm {OëhmX§S>m{YH$mar 

Mm¡H$er A§Vr 30 {Xdg 

5 Amdí`H$ ewëH$ 

6 ewëH$ ̂ aUoMr nÜXV 

7 {ZU©` KoUmao A{YH$mar 

8 {ZU©` à{H«$`og cmJUmam 
 H$mcmdYr 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

J¥h - 16
{df` - Z{dZ {MÌnQ>J¥h nadmZm XoUo.

ñnï>rH$aUA.Z§. Vnerc ñnï>rH$aUA.Z§. Vnerc
Z{dZ {MÌnQ>J¥h nadmZm XoUo.

1. AO©
2. {Z`mo{OV OmJoMm CVmam 
3. dm{UÁ` H$maUmñVd {~ZeoVr AmXoemMr àV 
4. ghmæ`H$ g§MmcH$, ZJaaMZm ̀ m§MoH$S>rc _§Owa aoIm§H$ZmMr 
 àV 
5. ñWm{ZH$ àm{YH$aUmMm ZmhaH$V XmIcm 
6. OmJoMr MVw:{g_m 
7. {dÚwV {Z[ajH$, {dÚwV d COm© {d^mJ ̀ m§Mm ZmhaH$V XmIcm
8. H$m`©H$mar A{^`§Vm, gmd©O{ZH$ ~m§YH$m_ {d^mJ ̀ m§Mm 
 ZmhaH$V XmIcm
9. Xÿag§Mma {d^mJmMm ZmhaH$V XmIcm 
10. Vh{gcXma ̀ m§Mm nm{Hª$J g§X^m©Vrc ZmhaH$V XmIcm 

1. {MÌnQ>J¥h {d{Z`_Z {Z`_ 1966 
2. emgZ,J¥h {d^mJ, A{YgyMZm H«$. ~rgrAma 
 5399/114/{dem-5 {XZm§H$ 22 Owc¡ 2004

1. gd© Amdí¶H$ H$mJXnÌm§gh AO©XmamMm AO©
2.  nmocrg AYrjH$ d Vh{gcXma ̀ m§MoH$S>rc Mm¡H$er Ahdmc.
3. Mm¡H$er Ahdmc d gd© H$mJXnÌm§Mr Imcrc ~m~rH$[aVm 
 VnmgUr H$aUo, N>mZZr H$aUo.
 A. {Z`mo{OV OmJm H$moUmÀ`m _mcH$sMr Amho. 
 ~. dm{UÁ` H$maUmñVd {~ZeoVr AmXoe àV.
 H$. aoIm§H$Zmg ghmæ`H$ g§MmcH$, ZJaaMZm ̀ m§Mr _§Owar 
  S>. ñWm{ZH$ àm{YH$aUmZo ZmhaH$V XmIcm.

1 {df` 

2 Amdí`H$ H$mJXnÌo 

3 g§~§{YV emgZ g§X^©, 
 emgZ {ZU©`, BVa 
 AmXoe, n[anÌH$ B. 
 (H$moUË`m A{Y{Z`_mMo
 /{Z`_mMo AmYmao gXa 
 H$m_H$mO nyU© Ho$co 
 OmUma Amho)

4 {ZU©` à{H«$`oV VnmgUr 
 H$aUoV ̀ oV Agcoë`m 
 ~m~r 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

B. {dÚwV {Z[ajH$ ¶m§Mo ZmhaH$V à_mUnÌ.
B©. H$m`©H$mar A{^`§Vm `m§MoH${S>c {gZo_m J¥hmMm _§Owa ZH$mem 
 Amho qH$dm H$go, VgoM {d{dY añË`mH$[aVm Z_wX Ho$coco  
 A§Va gmoS>co qH$dm Zmhr. 
C. XþaÜdZr OmoS>Ur Ho$co~m~V Xþag§Mma {d^mJmMm ZmhaH$V 
 XmIcm.
D$. nm{Hª$J gmR>r OmJm Amho qH$dm H$go ¶m~m~V VhgrcXma d  
 nmocrg {Z[ajH$ `m§Mm Ahdmc. ¶m~m~tMr ImÌr H$éZ  
 _§OwarñVd {Q>nUr gmXa H$aUo d _§Owar {_imë`mZ§Va àñVwV 
 àH$aU A{Y{Z`_À`m {Z`_ 3 AÝd`o Om{hamV  
 à{gÜXrH$m_r nmR>{dUo d EH$ _{hÝ`mMr _wXV haH$Vr àmá  
H$éZ KoUoH$m_r R>odUo. 
3. Om{hamV à{gÜXr Z§Va EH$ _{hÝ`mV haH$Vr àmá Z   
 Pmë`mg Z{dZ {gZo_m nadmZm XoUoH$m_r _hmamï´> emgZ, J¥h  
 {d^mJ ̀ m§MoH$S>o gd© H$mJXnÌm§gh  àñVmd gmXa H$aUo. 
4. emgZ, J¥h {d^mJ ̀ m§MoH$Sy>Z àH$aU _§Owa PmcoZ§Va 
 Z{dZ {MÌnQ>J¥hmMo ~m§YH$m_mg "Z_wZm S>' darc 
 A{Y{Z`_mÀ`m {Z`_ 6 AÝd`o nadmZJr XoUo.
5. Z{dZ {MÌnQ>J¥hmMo ~m§YH$m_ nwU© Pmë`mZ§Va, {MÌnQ> 
 àX{e©V H$aUoH$m_r AO©Xma gd© H$mJX nÌm§Mr nwÝhm nwV©Vm 
 H$éZ KoUo.
6. darc à_mUo gd© H$mJXnÌm§Mr nwV©Vm Pmë`mZ§Va gd© 
 H$mJXnÌmgh A{Y{Z`_mÀ`m H$c_ 100 Zwgma g{dñVa 
 Ahdmc emgZmg gmXa H$aUo.
7. _m.emgZmH$Sy>Z _§Owar àmá Pmë`mZ§Va Z{dZ {MÌnQ>J¥h gwé 
 H$aUoH$m_r d[ac A{Y{Z`_mÀ`m {Z`_ 101 AÝd`o AO©Xma 
 `m§Zm "{gZo_m nadmZm' d {VH$sQ> {dH«$s nadmZm XoUo.

 AmgZ j_Vm   Amdí`H$ \$s 
 100-200   1000/-
 201-400   2000/-
 401-500   2500/-
 {V{H$Q> {dH«$s nadmZm ewëH$  500/-

5 Amdí`H$ ewëH$ 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

6 ewëH$ ̂ aÊ`mMr nÜXV  MbZmZo emgH$s¶ I{OÝ¶mV a¸$‘ O‘m H$aUo.

7 {ZU©` KoUmao A{YH$mar  emgZ, J¥h {d^mJ

8 {ZU©` à{H«$`og   Mm¡H$er A§Vr 45 {Xdg 

 cmJUmam H$mcmdYr 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

J¥h - 17
{df¶ : {MÌnQ>J¥h nadmZm ZwVZrH$aU

ñnï>rH$aUA.Z§. Vnerc ñnï>rH$aUA.Z§. Vnerc
1 {df`   {MÌnQ>J¥h nadmZm ZwVZrH$aU H$aUo~m~V

2 Amdí`H$ H$mJXnÌo 1) AO©Xma ̀ m§Mm AO©. 
    2) nadmZm ZwVZrH$aU ’$s d {VH$sQ> {dH«$s nadmZm
     ZwVZrH$aU ’$s O‘m Ho$bo~m~V MbZmMr àV.
    3) H$m¶©H$mar A{^¶§Vm, gmd©O{ZH$ ~m§YH$m‘ {d^mJ
     ¶m§Mm Zm haH$V XmIbm
    4) {dÚwV {Z[ajU {d^mJ ¶m§Mm ZmhaH$V XmIbm
    5) {Oëhm Amamo½¶ A{YH$mar, {O.n. Ah‘XZJa
     ¶m§Mm Zm haH$V XmIbm
    6) {MÌnQ>J¥hmV XþaÜdZr H$m¶©aV Agbo~m~V 
     à‘mUnÌ
    7) {MÌnQ>J¥hm‘Ü¶o VS>rV dmhH$ (Lightening Arresters)  
     Mr VaVwX Agbo~m~V à‘mUnÌ
    8) {MÌnQ>J¥hmV AmJ bmJw Z¶o åhUwZ I~aXmar
     KoÊ¶mV Ambo~m~V à‘mUnÌ
    9) {MÌnQ>J¥hmH$arVm nmH$sªJMr nwV©Vm Agbo~m~V
     XmIbm
    10) à‘m{UV bKwnQ> àX{e©V H$aUo~m~V XmIbm.
    11) ‘amR>r {MÌnQ> àX{e©V Ho$bo~m~VMr ¶mXr
    12) H$a‘UwH$ ewëH$, X§S> d H$a ~mH$s Zgbo~m~V 
     Vh{gbXma ¶m§Mm ZmhaH$V XmIbm.

3 g§~§{YV emgZ g§X^©,  1) ‘hmamï´> {MÌnQ>J¥h {d{Z¶‘Z {Z¶‘ 1966, ‘Yrb {Z¶‘ 
 emgZ {ZU©¶, BVa AmXoe,  101 Zwgma ZdrZ nadmZm AXm H$aUo d ZwVZrH$aU H$aUo.
 n[anÌH$ B. (H$moUË¶m 2) emgZ, J¥h {d^mJ, A{YgyMZm H«$. ~rgrAma
 A{Y{Z¶‘mMo / {Z¶‘mMo  5399/114/{dem-5, {XZm§H$ 22 Owb¡, 2004
 AmYmao gXa H$m‘H$mO nyU© 3) ‘hmamï´> emgZ, J¥h {d^mJ ¶m§MoH$S>rb nÌ H«$. 
 Ho$bo OmUma Amho.  ~r.gr.Ama 5397 / 66 / ̂ mJ - 5 / {dem - 5 {X.10
     OmZodmar 2003 ¶m emgZ nÌmÝd¶o pìhS>rAmo {gZo‘mJ¥hmMo
     ZwVZrH$aUmgmR>r Amdí¶H$ AgUmar {’$ À¶m aH$‘o~m~V
     Z‘wX Ho$bo Amho.

4 {ZU©¶ à{H«$¶oV VnmgUr   AO©Xma ¶m§Zr Amdí¶H$ H$mJXnÌm§Mr nwV©Vm Ho$boZ§Va 
 H$aUoV ¶oV Agboë¶m ~m~r   àmá Pmbobo gd© Ahdmb d H$mJXnÌm§Mr Imbrb ~m~rH$arVm 
    VnmgUr H$aUo
    1) nadmZm ZwVZrH$aU ’$s d {VH$sQ> {dH«$s nadmZm 
    ZwVZrH$aU ’$s O‘m Ho$bo~m~V MbZmMr àV.
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

    2) H$m¶©H$mar A{^¶§Vm, gmd©O{ZH$ ~m§YH$m‘ {d^mJ
     ¶m§MoH$Sy>Z nadmÝ¶mÀ¶m {R>H$mUmMr nmhUr~m~VMm 
     XmIbm OmoS>bm Amho qH$dm H$go.
    3) {dO OmoS>Ur ì¶dpñWV Agë¶m~m~V {dÚwV {Z[ajH$ 
     ¶m§Mm ZmhaH$V XmIbm Amho qH$dm H$go.
    4)  {Oëhm Amamo½¶ A{YH$ms, {O.n. Ah‘XZJa ¶m§Mm 
     ZmhaH$V XmIbm OmoS>bm Amho qH$dm H$go.
    5)  {MÌnQ>J¥hmV XþaÜdZr H$m¶©aV Agbo~m~V, Xþag§Mma 
     {ZJ‘ ¶m§Mm XmIbm Amho qH$dm H$go.
    6)  {MÌnQ>J¥hmV VS>rV dmhH$mMr VaVwX Agbo~m~V 
     à‘mUnÌ OmoS>bo Amho qH$dm H$go
    7) {MÌnQ>J¥hm‘Ü¶o A{¾e‘Z à{V~§YH$ Cnm¶ ¶moOZm 
     Agbo~m~V à‘mUnÌ Amho qH$dm H$go
    8)  {MÌnQ>J¥hm‘Ü¶o nmH$vJMr ì¶dñWm Agbo~m~V  
     VhgrbXma qH$dm H$a‘UwH$ H$a {Z[ajH$ ¶m§Mm XmIbm 
     OmoS>bm Amho qH$dm H$go.
    9)  à‘m{UV bKwnQ> àX{e©V Ho$bo~m~VMr ¶mXr OmoS>br Amho
      qH$dm H$go 
    10) ‘amR>r {MÌnQ> àX{e©V Ho$ë¶m~m~VMo à‘mUnÌ Amho qH$dm 
     H$go
    11) H$a‘UwH$ ewëH$, X§S> d H$a ~mH$s Zgbo~m~V   
    Vh{gbXma qH$dm H$a‘UwH$H$a {Z[ajH$ ¶m§Mm ZmhaH$V 
     XmIbm OmoS>bm Amho qH$dm H$go B. AZwf§JrH$ ~m~tMr  
    nwV©Vm Ho$ë¶mZ§Va Ana {OëhmX§S>m{YH$mar ¶m§MoH$S>og  
    {Q>nUr gmXa H$aUo. {Q>nUr ‘§Oya PmboZ§Va nadmZm  
    ZwVZrH$aU H$aUo.
5 Amdí¶H$ ewëH$   AmgZ j‘Vm  Amdí¶H$ ’$s
     100 - 200  1000/-
     201-400   2000/-
     401 - 500  2500/-
     {V{H$Q> {dH«$s nadmZm ewëH$ 500/-

6 ewëH$ ̂ aÊ¶mMr nÜXV MbZmZo emgH$s¶ I{OÝ¶mV a¸$‘ O‘m H$aUo.
7 {ZU©¶ KoUmao A{YH$mar {OëhmX§S>m{YH$mar
8 {ZU©¶ à{H«$¶oV bmJUmam Mm¡H$er A§Vr 15 {Xdg
 H$mbmdYr
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

J¥h - 18
{df¶ : ImÚJ¥h (‘.Z.nm. hÔ) d bm°OtJ nadmZm.

ñnï>rH$aUA.Z§. Vnerc ñnï>rH$aUA.Z§. Vnerc
1 {df`   ImÚJ¥h (‘.Z.nm. hÔ) d bm°OtJ nadmZm

2 Amdí`H$ H$mJXnÌo 1)  7/12 CVmam
    2)  dm{UÁ¶ {~ZeoVr AmXoemMr àV
    3)  ñWm{ZH$ àm{YH$aU ~m§YH$m‘ nadmZJr (‘.Z.nm., 
     Z.nm.,Z.n§. hÔrV AZwH«$‘o, Am¶wº$, ‘w»¶m{YH$mar d 
     BVa {R>H$mUr {Oëhm{YH$mar)
    4) ñWm{ZH$ àm{YH$aU ¶m§Mm ~m§YH$m‘ nwU©ËdmMm XmIbm
    5) ñWm{ZH$ àm{YH$aU ì¶dgm¶ Zm haH$V XmIbm
    6) ‘§Oya ZH$mem àV
    7) Amamo½¶{df¶H$ Zm haH$V
    8) nmUr nwadR>m ~m~V XmIbm.

3 g§~§{YV emgZ g§X^©,  1) ‘w§~B© nmobrg A{Y{Z¶‘ 1951
 emgZ {ZU©¶, BVa AmXoe, 2) gmd©O{ZH$ H$a‘UyH$sÀ¶m OmJm§~m~V {Z¶‘mdbr
 n[anÌH$ B. (H$moUË¶m  1961
 A{Y{Z¶‘mMo / {Z¶‘mMo 3) ‘hmamï´> emgZ amOnÌ 6 {S>g|~a 2001
 AmYmao gXa H$m‘H$mO nyU© 
 Ho$bo OmUma Amho.  

4 {ZU©¶ à{H«$¶oV VnmgUr 1) AO© Amdí¶H$ H$mJXnÌm§gh VrZ àVrV KoUo.
 H$aUoV ¶oV Agboë¶m ~m~r 2) gXa AO© Mm¡H$ergmR>r nmobrg A{YjH$ Ah‘XZJa.  
    g§~§YrV Vh{gbXma d gm.~m§. {d^mJ ¶m§Mo A{^àm¶  
    ‘mJ{dUo.
    3) gXa A{^àm¶ àmá PmboZ§Va Vo VnmgUo.
     A) nmobrg A{^àm¶m‘Ü¶o nm{Hª$J~m~VMo A{^àm¶, 
     emim, ‘§{Xa, Ym‘uH$ ñWi d XdmImZo ¶mnmgyZMo 
     A§Va, ahXmarg AS>Wim hmoVmo qH$dm H$go ¶m~m~V 
     A{^àm¶, JwÝho XmIb Amho qH$dm H$go ¶m~m~V 
     A{^àm¶ VnmgUo.
     ~) Vh{gbXma A{^àm¶m‘Ü¶o ê$‘À¶m g§»¶o~m~V d 
     {~ZeoVr~m~VMo A{^àm¶ VnmgUo
     H$) gm.~m§. A{^àm¶m‘Ü¶o añË¶mMo ‘Ü¶mnmgyZMo A§Va 
     d [a~Z S>oìhbn‘|Q> {Z¶‘mMm ^§J hmoVmo qH$dm H$go ho  
     VnmgUo.
    4) Vn mgU r  P mb o d a  { Q > nU r  ‘ §O y a rg m R > r    
     {OëhmX§S>m{YH$mar ¶m§MoH$S>og gmXa H$aUo. 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

    5) {Q>nUr ‘§Oya PmboZ§Va AO©Xma ¶m§Zm A{YgyMZoVrb 
     Xamà‘mUo ’$s ̂ aUo~m~V H$i{dUo.
    6) MbZmZo ’$s ̂ ê$Z KoVboZ§Va nadmZm V¶ma H$ê$Z Ë¶mda 
     Ana {OëhmX§S>m{YH$mas ¶m§Mr ñdmjar KodyZ  
     AO©Xmamg AXm H$aUo.
    7) nadmZm Zm‘§Oya Pmbog Ë¶m~m~V AO©Xmamg H$i{dUoo.

5 Amdí¶H$ ewëH$  A) ImÚJ¥h nadmZm (‘.Z.nm. hÔ)
    1) na{‘Q> ê$‘ qH$dm ~ma gh a¸$‘ én¶o 1925/-
    2) na{‘Q> ê$‘ qH$dm ~ma ì¶Vrarº$ 525/-
    ~)  bm°qOJ nadmZm (g§nyU© {Oëhm)
    1) na{‘Q> ê$n qH$dm ~ma gh
      ZJa ZJa ZJa  J«m‘n§Mm¶V
      nm{bH$m nm{bH$m nm{bH$m    
      ^mJ A dJ© ̂ mJ ~ dJ© ^mJ H$ dJ©  
    1.10 é‘ 1050 900 750 600
    H$[aVm
    2.11 Vo25  2100  1800  1500   1200
    é‘H$[aVm
    3. 26 Vo  3500  3000   2500   2000
    100 é‘ 
    H$[aVm
    4.100 é‘ 5250 4500 3750 3000
    À¶m nwT>o 

    2) na{‘Q> ê$‘ qH$dm ~ma ì¶Vrarº$
      ZJa ZJa ZJa  J«m‘n§Mm¶V  
      nm{bH$m nm{bH$m nm{bH$m    
      ^mJ A dJ©  ̂ mJ ~ dJ© ̂ mJ H$ dJ©  
    1.10 é‘ 700 600 500 400
    H$[aVm
    2.11 Vo 25 1050   900   750   600
    é‘H$[aVm
    3. 26 Vo  2450   2100   1750   1400
    100 é‘ 
    H$[aVm
    4.100 é‘ 3500 3000 2500 2000
    À¶m nwT>o 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

6 ewëH$ ’$s ̂ aÊ`mMr nÜXV  MbZmZo emgH$s¶ I{OÝ¶mV a¸$‘ O‘m H$aUo.

7 {ZU©` KoUmao A{YH$mar  {OëhmX§S>m{YH$mar

8 {ZU©` à{H«$`og   Mm¡H$er A§Vr 30 {Xdg 
 cmJUmam H$mcmdYr 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

J¥h - 19
{df¶ : ImÚJ¥h (‘.Z.nm. hÔ) d bm°OtJ nadmZm ZwVUrH$aU.

ñnï>rH$aUA.Z§. Vnerc ñnï>rH$aUA.Z§. Vnerc
1 {df`   ImÚJ¥h (‘.Z.nm. hÔ) d bm°OtJ nadmZm ZwVZrH$aU

2 Amdí`H$ H$mJXnÌo 1)  AO©
    2)  à{VkmnÌ
    3) _wi nadmZm
    4) MbZ àV
3 g§~§{YV emgZ g§X^©,  1) ‘w§~B© nmobrg A{Y{Z¶‘ 1951
 emgZ {ZU©¶, BVa AmXoe, 2) gmd©O{ZH$ H$a‘UyH$sÀ¶m OmJm§~m~V {Z¶‘mdbr
 n[anÌH$ B. (H$moUË¶m  1961
 A{Y{Z¶‘mMo / {Z¶‘mMo 3) ‘hmamï´> emgZ amOnÌ 6 {S>g|~a 2001
 AmYmao gXa H$m‘H$mO nyU© 
 Ho$bo OmUma Amho.  

4 {ZU©¶ à{H«$¶oV VnmgUr  1) AO© Amdí¶H$ à{VkmnÌmgh VnmgyZ KoUo.
 H$aUoV ¶oV Agboë¶m ~m~r  2) AO© VnmgboZ§Va AO©Xma ̀ m§Zm MbZ nmg H$ê$Z XoUo.
    3) AO©Xma `m§Zr MbZmMm ^aUm Ho$boZ§Va n[anyU© AO© 
     ZwVZrH$aUmgmR>r emIm à_wImH$Sy>Z VnmgyZ Ana 
     {OëhmX§S>m{YH$mar ̀ m§MoH$S>og gmXa H$aUo.

5 Amdí¶H$ ewëH$  A) ImÚJ¥h nadmZm (‘.Z.nm. hÔ)
    1) na{‘Q> ê$‘ qH$dm ~ma gh a¸$‘ én¶o 1925/-
    2) na{‘Q> ê$‘ qH$dm ~ma ì¶Vrarº$ 525/-
    ~)  bm°qOJ nadmZm (g§nyU© {Oëhm)
    1) na{‘Q> ê$‘ qH$dm ~ma gh
      ZJa ZJa ZJa  J«m‘n§Mm¶V
      nm{bH$m nm{bH$m nm{bH$m    
      ^mJ A dJ© ̂ mJ ~ dJ© ^mJ H$ dJ©  
    1.10 é‘  1050   900    750    600
    H$[aVm
    2.11 Vo25   2100   1800   1500    1200
    é‘ H$[aVm
    3. 26 Vo   3500   3000   2500    2000
    100 é‘ 
    H$[aVm
    4.100 é‘   5250    4500    3750    3000
    À¶m nwT>o 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

    2) na{‘Q> ê$‘ qH$dm ~ma ì¶Vrarº$

      ZJa ZJa ZJa  J«m‘n§Mm¶V
      nm{bH$m nm{bH$m nm{bH$m    
      ^mJ A dJ© ̂ mJ ~ dJ© ^mJ H$ dJ©  
    1.10 é‘ 700   600    500     400
    H$[aVm
    2.11 Vo 25  1050    900    750     600
    é‘H$[aVm
    3. 26 Vo   2450    2100    1750    1400
    100 é‘ 
    H$[aVm
    4.100 é‘   3500   3000   2500    2000
    À¶m nwT>o 

6 ewëH$ \$r ̂ aÊ`mMr nÜXV   MbZmZo emgH$s` I{OÝ¶mV O_m H$aUo

7 {ZU©` KoUmao A{YH$mar  {Oëôm{YH$mar VWm {OëhmX§S>m{YH$mar 

8 {ZU©` à{H«$`og   15 {Xdg

 cmJUmam H$mcmdYr 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

J¥h - 20
{df` - gm§ñH¥${VH$ H$cm H|$Ð nadmZm/H$mS>© é_ _Zmoa§OZmMm nadmZm XoUo. 

ñnï>rH$aUA.Z§. Vnerc ñnï>rH$aUA.Z§. Vnerc

gm§ñH¥$VrH$ H$cm H|$Ð nadmZm/H$mS>© é_ _Zmoa§OZmMm 
nadmZm XoUo. 

1) AO© (gd© gm§jm{H$V H$mJXnÌ 4 àVrV) 

2) OmJoMm 7/12 CVmam 
3) dm{UÁ` à`moOZmW© {~ZeoVr AmXoemMr àV 
4) _§Owa ~m§YH$m_ ZH$mem (ãcw qàQ>) 
5) ~m§YH$m_ nadmZJr àV 
6) ñWm{ZH$ àm{YH$aUmMm ZmhaH$V XmIcm
7) ñWm{ZH$ àm{YH$aUmMm ~m§YH$m_ nwU©ËdmMm XmIcm 
8) Amamo½` A{YH$mar ̀ m§Mm ZmhaH$V XmIcm 

9) {dÚwV {ZarjH$ ̀ m§Mm ZmhaH$V XmIcm 
10)AmJ cmJy Z`o åhUwZ I~aXmar KoUoV Amco~m~V A{¾e‘Z 
 A{YH$mar ¶m§Mo à_mUnÌ
11) Y_m©Xm` Am`wº$m§H$S>rc Zm|XUr H«$_m§H$  
12) g§ñWoMo Zm|XUr à_mUnÌmMr àV 
13) g§ñWoMr {Z`_mdcr d g^mgX ̀ mXr  
14) _§w~B© XþH$mZo d g§ñWm H$m`Xm 1948 AÝd`o Zm|XUr H«$_m§H$ 

1) {gZo_m ì`{V[aº$ gmd©O{ZH$ _Zmoa§OZmÀ`m OmJm§gmR>r Am{U  
 H±$~«o Z¥Ë`mMo H$m`©H«$_, {S>ñH$moWoH$, Ioi, _oio d V_meo `m  
 g{hV gmd©O{ZH$ _Zmoa§OZmÀ`m H$m`©H«$_mgmR>r nadmZm XoUo 
 d Ë`mda {Z`§ÌU R>odUo ̀ m~m~V {Z`_, 1960 
2) {gZo_m ì`{V[aº$ gmd©O{ZH$ _Zmoa§OZmÀ`m OmJm§gmR>r 
 {Z`_, 1960 gwYmaUm A{YgyMZm {X. 21/8/2006 
3) emgZ n[anÌH$ H«$.nrnrB©-09/2008/279/{dem-5, 
 {X. 15 Zmoìh|~a 2008
4) _§w~B© nmo{cg A{Y{Z`_ 1951 

1 {df` 

2 Amdí`H$ H$mJXnÌo 

3 g§~§{YV emgZ g§X^©, 
 emgZ {ZU©`, BVa AmXoe, 
 n[anÌH$ B.(H$moUË`m 
 A{Y{Z`_mMo/{Z`_mMo 
 AmYmao gXa H$m_H$mO nyU© 

 Ho$co OmUma Amho) 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

A) gm§ñH¥$VrH$ H$cm H|$Ðmg/H$mS>© é_ _Zmoa§OZmMm nadmZJr 
 {_iUo~m~V àmá hmoUmè`m AOm©V Amdí`H$ gd©  
 H$mJXnÌm§Mr nwV©Vm Ho$cr Amho qH$dm H$go `m ~m~V N>mZZr  
 H$éZ gXa àñVmd Mm¡H$er H$m_r Imcrc Z_wX Mm¡H$er  
 A{YH$mar `m§Mo H$S>og Mm¡H$erH$m_r VgoM ñWi{ZarjU 
 H$aUoH$m_r nmR>{dUo. 
 1) nmo{cg A{YjH$, 2) Cn{d^mJr` X§S>m{YH$mar, 
 3) H$m`©H$mar A{^`§Vm, gm.~m§.
~$) Cnamoº$ N>mZZr Ho$ë`mZ§Va Mm¡H$er Ahdmc d gd© 
 H$mJXnÌo ̀ m§Mr Imcrc ~m~rH$arVm VnmgUr H$aUo. 
1. àíZm{YZ OmJoMr _mcH$s VnmgUo 
2. àíZm{YZ OmJoMm dm{UÁ` à`moOZmW© {~ZeoVr AmXoe nmhUo 
3. H$m`©H$mar A{^`§Vm `m§Zr ~m§YH$m_ ZH$mem à_m{UV Ho$cm 
 qH$dm H$go VnmgUo 
4. ñWm{ZH$ àm{YH$aUmMm ~m§YH$m_ nadmZJr XmIcm 
5. ñWm{ZH$ àm{YH$aUmMo ZmhaH$V XmIco
6. ñWm{ZH$ àm{YH$aUmMo ~m§YH$m_ nwU© d _§Owa ZH$memà_mUo 
 Ho$co ~m~Và_mUnÌ Amho qH$dm H$go VnmgUo.
7. Amamo½` A{YH$mar ̀ m§Mm ZmhaH$V XmIcm 
8. A{¾e_Z {d^mJmMo AmJà{V~§YH$ Cnm``moOZm§Mr nwaoer 
 ì`dñWm Ho$co ~m~VMo à_mUnÌ
9. g§ñWoMo Zm|XUr,Y_m©Xm` Am`wº$ ̀ m§Mo H$S>rc Zm|XUr H«$_m§H$ 
 Amho qH$dm H$go VnmgUo.
H$) {gZo_m ì`{V[aº$ gmd©O{ZH$ _Zmoa§OZmÀ`m OmJm§gmR>r 
 Am{U H±$~«o Z¥Ë`mMo H$m`©H«$_,{S>ñH$moWoH$,Ioi,_oio d V_meo 
 `m g{hV gmd©O{ZH$ _Zmoa§OZmÀ`m H$m`©H«$_mgmR>r nadmZm 
 XoUo d Ë`mda {Z`§ÌU R>odUo ̀ m~m~V {Z`_ 1960 _Yrc 
 {Z`_ 
4. AÝd`o Cng§MmcH$, _m{hVr A{YH$mar `m§Mo _m\©$V 
 d¥ÎmnÌm_Ü`o Om{hamV à{gÜX H$aÊ`mV `odyZ cmoH$m§À`m 
 H$mhr haH$Vr _mJ{dUo.
S>) Mm¡H$er Ahdmc,ñWm{ZH$ cmoH$m§À`m haH$Vr B.gh n[anwU© 
 àñVmd _§OwargmR>r gmXa H$aUo d {ZU©` Pmë`mda 
 gm§ñH¥$VrH$ H$cm H|$Ðmg/H$mS>© é_ _Zmoa§OZmMm nadmZm 
 XoUo AWdm ZmH$maUo ¶m ~m~VMm {ZU©` AO©Xmamg H$i{dUo.

4 {ZU©` à{H«$`oV VnmgUr 
 H$aUoV ̀ oV Agcoë`m 
 ~m~r 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

K) AO©Xma `m§Mr _mJUr _§Owa Pmcr Agë`mg AO©Xma 
 `m§MoH$Sy>Z McZmZo \$s a¸$_ ^éZ KodyZ AO©Xma `m§Zm  
 gm§ñH¥$VrH$ H$cm H|$Ðmg {à_mB©gog, na\$m°a_Ýg d {VH$sQ 
 {dH«$s nadmZm ‘§Owa H$aUo VgoM H$mS>©é_ _Zmoa§OZmMm 
 nadmZm \$m°_© EM _Ü`o ‘§Owa H$aUo. 

{à_mB©gog \$s 800/- 
na\$m°a_Ýg 1000/- 
{VH$sQ> {dH«$s 1000/- 

McZmìXmao 

{Oëhm{YH$mar VWm {OëhmX§S>m{YH$mar 

Mm¡H$er A§Vr 90 {Xdg 

5 Amdí`H$ ewëH$ 

6 ewëH$ ̂ aUoMr nÜXV 

7 {ZU©` KoUmao A{YH$mar 

8 {ZU©` à{H«$`og cmJUmam 
 H$mcmdYr 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

J¥h - 21
{df` - {gZo_m ì`{V[aº$ _Zmoa§OZmÀ`m H$m`©H«$_mg nadmZJr XoUo~m~V.

ñnï>rH$aUA.Z§. Vnerc ñnï>rH$aUA.Z§. Vnerc

 ZmQ>H$/V_mem/_Zmoa§OZmMo H$m`©H«$_  / gH©$g / 
 _oio / \$Z\o$Aa / gm§ñH¥${VH$ H$m`©H«$_ / go_rZma B. 
 H$m`©H«$_mg VmËnwaË`m ñdénmV nadmZm XoUo~m~V.

1) AO©XmamMm AO© 
2) OmJm _mcH$mMo g§_VrnÌ 
3) nmocrg A{YjH$ ̀ m§Mo ZmhaH$V XmIcm 
4) gmd©O{ZH$ ~m§YH$m_ {d^mJmMm ZmhaH$V XmIcm 
5) {dÚwV {Z[ajH$ ̀ m§Mo ZmhaH$V à_mUnÌ 
6) A{¾em_H$ {d^mJmMo ZmhaH$V à_mUnÌ 
7) Amamo½` {d^mJmMo ZmhaH$V à_mUnÌ CXm. {Oëhm Amamo½` 
 A{YH$mar, _hmZJanm{cH$m / ZJanm{cH$m / ZJan[afX 
 ZJan§Mm`V 

1. _w§~B© nmocrg A{Y{Z`_ 1951 
2. {gZo_m ì`Vr[aº$ gmd©O{ZH$ _Zmoa§OZmÀ`m OmJm§gmR>r 
 Am{U H±$~«o Z¥Ë`mMo H$m`©H«$_, {S>ñH$moñWio, Ioi, _oio d 
 V_meo `mg{hV gmd©O{ZH$ _Zmoa§OZmÀ`m H$m`©H«$_mgmR>r 
 nadmZm XoUo d Ë`mda {Z`§ÌU R>odUo, 
 {Z`_mdcr 1960 

1. Amdí`H$ H$mJXnÌm§Mr AO©Xma `m§Zr nwV©Vm Ho$coZ§Va 
 nmocrg A{YjH$, H$m`©H$mar A{^`§Vm, gmd©O{ZH$  
 ~m§YH$m_ ̀ m§MoH$S>og àñVmd Mm¡H$erH$m_r nmR>{dUo.
2. àmá Pmcoco gd© Ahdmc d H$mJXnÌm§Mr Imcrc  
 ~m~rH$arVm VnmgUr H$aUo.
A) OmJm _mcH$m§Mo g§_VrnÌ.
~) nmocrg A{YjH$ `m§Mo AhdmcmZwgma AO©Xmamda JwÝho 
 XmIc Amho qH$dm H$go JXu hmoD$Z H$m`Xm d gwì`dñWog  
 AS>MUr {Z_m©U hmoB©c H$m, nm{H©$JMr ì`dñWm Amho qH$dm 
 H$go B. ~m~r VnmgUo.
H$) H$m`©H$mar A{^`§Vm `m§MoH$Sy>Z nadmÝ`mÀ`m {R>H$mUmMr 
 nmhUr añË`mnmgyZMo A§Va VnmgUr H$aUo.
S>) drO OmoS>Ur ì`dpñWV Agë`m~m~V {dÚwV 

1 {df` 

2 Amdí`H$ H$mJXnÌo 

3 g§~§{YV emgZ g§X^©, 
 emgZ {ZU©`, BVa 
 AmXoe, n[anÌH$ B. 
 (H$moUË`m A{Y{Z`_mMo
 /{Z`_mMo AmYmao gXa 
 H$m_H$mO nyU© Ho$co 
 OmUma Amho)

4 {ZU©` à{H«$`oV VnmgUr 
 H$aUoV ̀ oV Agcoë`m 
 ~m~r 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

 {Z[ajH$m§Mm XmIcm 
B) A{¾e‘Z$ XcmMo AmJ à{V~§Y Cnm` `moOZm Agco~m~V 
 à_mUnÌ g_m{dð> Agco~m~V VnmgUo. 
B©) Amamo½` {d^mJmMm ZmhaH$V XmIcm B. AZwf§JrH$ ~m~tMr 
 nwV©Vm Ho$ë`mZ§Va 
 {OëhmX§S>m{YH$mar ̀ m§MoH$S>og {Q>nUr gmXa H$aUo. 
3. {Q>nUr _§Owa PmcoZ§Va {d{hV ewëH$mMm ̂ aUm emg{H$` 
 I{OÝ`mV H$aUo.
4. {d{hV Z_wZm "EM' _Ü`o nadmZm V`ma H$éZ Aßna 
 {OëhmX§S>m{YH$mar ̀ m§Mr ñdmjar KoUo d g§~§{YVmg nadmZm 
 AXm H$aUo.

1. ZmQ>H$, V_mem B. H$[aVm 300/- àË`oH$s H$m`©H«$_mg 
2. gH©$g d \$Z\o$Aa H$[aVm Cº$ {Z`_mVrc {Z`_ 197,199 
 _Yrc VaVwXrZwgma àr_Egog 200/-, {V{H$Q> {dH«$s 
 200/- na\$m°a_Ýg² àË`oH$ {Xdgm§H$[aVm 100 é. nadmZm 
 \$s KoUo.

McZmZo emgH$s` I{OÝ`mV a¸$_ O_m H$aUo 

{Oëhm{YH$mar VWm {OëhmX§S>m{YH$mar 

Mm¡H$er A§Vr 1 {Xdg 

5 Amdí`H$ ewëH$ 

6 ewëH$ ̂ aUoMr nÜXV 

7 {ZU©` KoUmao A{YH$mar 

8 {ZU©` à{H«$`og cmJUmam 
 H$mcmdYr 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

J¥h - 22
{df` - amoIrH$aU d {dÎmr` _ÎmoMr nwZa©MZm Am{U à{V^yVr {hVg§~§YmMr A§_c~OmdUr A{Y{Z`_, 
         2002 _Yrc H$c_ 14 à_mUo VmaU _mc_ÎmoMm Vm~m XoUo~m~V .... 

ñnï>rH$aUA.Z§. Vnerc ñnï>rH$aUA.Z§. Vnerc

amoIrH$aU d {dÎmr` _ÎmoMr nwZa©MZm Am{U à{V^yVr 
{hVg§~§YmMr A§_c~OmdUr A{Y{Z`_, 2002 _Yrc H$c_ 
14 à_mUo VmaU _mc_ÎmoMm Vm~m XoUo~m~V .... 

1) AO©Xma ~±H$ `m§Mm amoIrH$aU ({gŠ`w[aQ>m`PoeZ) d 
 {dÎmr` _ÎmoMr nwZa©MZm Am{U à{V^yVr {hVg§~§YmMr 
 A§_c~OmdUr A{Y., 2002 _Yrc H$c_ 14 à_mUo 
 H$O©Xma ̀ m§Mo VmaU {_iH$VrMm Vm~m {_iUo~m~V AO©. 
2) AO©Xma ~±H$ hr amï´>r`H¥$V Agco~m~V à_mUnÌ 
3) AO©Xma ~±H$ `m§Mo H$S>og H$O©Xma `m§Zr VmaU R>odcoë`m 
 _mc_ÎmoÀ`m H$mJXnÌm§À`m gm§jm§{H$V àVr 
4) VmaU R>odcoë`m _mc_ÎmoMm 7/12 CVmè`mda (BVa h¸$mV 
 ~±Ho$Mm ~moOm MT>{dcoë`m 7/12 Mr àV 
5) H$O©Xma ̀ m§Mo H$O©ImË`mMo ñQ>oQ>_|ÝQ> 
6) {gŠ`w[aQ>m`PoeZ A°ŠQ>, 2002 _Yrc H$c_ 13 (2) 
 Imcr H$O©Xma ̀ m§Zm ZmoQ>rg {Xco~m~VMr nmohM.
7) àH$aUr gd© H$mJXnÌ gmjm§H$sV Ho$coco AgmdoV. 

1) amoIrH$aU ({gŠ`w[aQ>m`PoeZ) d {dÎmr` _ÎmoMr nwZa©MZm 
 Am{U à{V^yVr {hVg§~§YmMr A§_c~OmdUr A{Y{Z`_, 
 2002
2) \$m¡OXmar OZ{hV ̀ m{MH$m H«$.24/2011 

A) amoIrH$aU ({gŠ`w[aQ>m`PoeZ) d {dÎmr` _ÎmoMr nwZa©MZm 
 Am{U à{V^yVr {hVg§~§YmMr A§_c~OmdUr A{Y, 2002 
 _Yrc H$c_ 14 à_mUo {_iH$VrMm Vm~m {_iUo~m~V àmá 
 hmoUmè`m AOm©V Vnmgdm`mÀ`m ~m~r. 
1) H$c_ 13(2) AÝd`o ZmoQ>rg {Xco~m~VMm nwamdm 
2) VmaU _mc_Îmm {OëhmX§S>m{YH$mar `m§Mo Ý`m`H$joV ¶oV 
 Agë¶m~m~V nwamdm
3) AO©Xma ~±H$ ̀ m§Zr àH$aUr gd© H$mJXnÌm§Mr nyV©Vm Ho$coZ§Va 
 AO©Xma ~±Ho$g gwZmdUr gmR>rMr VmarI H$i{dUo. 
~) àH$aUr Amdí`H$ gd© H$mJXnÌm§Mr nwV©Vm PmcoMr ImÌr 
 Pmcoda àH$aUr emImà_wI ̀ m§Mo g_moa {Q>nUr gmXa 

1 {df` 

2 Amdí`H$ H$mJXnÌo 

3 g§~§{YV emgZ g§X^©, 
 emgZ {ZU©`, BVa AmXoe, 
 n[anÌH$ B.(H$moUË`m 
 A{Y{Z`_mMo/{Z`_mMo 
 AmYmao gXa H$m_H$mO nyU© 
 Ho$co OmUma Amho) 
 
4 {ZU©` à{H«$`oV VnmgUr 
 H$aUoV ̀ oV Agcoë`m ~m~r.
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

H$amdr.n[anwU© àñVmd {OëhmX§S>m{YH$mar ̀ m§MoH$S>og _mÝ`VogmR>r 
gmXa H$aUo. 
H$) AmXoemMr àV g§~§{YV AO©Xma, H$O©Xma, nmo{cg 
 A{YjH$ d Cn{d^mJr` A{YH$mar, ̀ m§Zm XoUoV ̀ mdr.

cmJw Zmhr. 

cmJw Zmhr. 

{Oëhm{YH$mar VWm {OëhmX§S>m{YH$mar 

n[anyU© àñVmd àmá PmcoZ§Va 60 {Xdg 

5 Amdí`H$ ewëH$ 

6 ewëH$ ̂ aUoMr nÜXV 

7 {ZU©` KoUmao A{YH$mar 

8 {ZU©` à{H«$`og cmJUmam 
 H$mcmdYr 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

J¥h - 23
{df` - EonV à_mUnÌ (Solvency Certificate) XoUo.

ñnï>rH$aUA.Z§. Vnerc ñnï>rH$aUA.Z§. Vnerc

EonV à_mUnÌ (Solvency Certificate) XoUo.

1) EonV à_mUnÌ _mJUr AO© 
2) 7/12 CVmao 
3) _mJrc 5 dfm©À`m IaoXr-{dH«$sMo ì`dhma 
4) Xþæ¶‘ {Z~§YH$ ¶m§MoH$S>rc _mc_ÎmoÀ`m qH$_VrMo {ddaUnÌ 
 (ìh°ë`wEeZ [anmoQ>©) 
5) Vh{gcXma ¶m§Mm Ahdmc 

1) emgZ n[anÌH$, JìhZ©h_|Q> Am°\$ ~m°å~o [aìhoÝ`w {S>nmQ>©_|Q> 
 H«$.6715/49, {XZm§H$ 28 E{àc 1953
2) emgZ n[anÌH$, JìhZ©h_|Q> Am°\$ ~m°å~o [aìhoÝ`w {S>nmQ>©_|Q> 
 g{Mdmc` H « $ . E_Eggr/AmS> r-2456-E\$,  
 {X.12/11/1957
3) emgZ {ZU©` _hgwc d dZ {d^mJ JìhZ©h_|Q> Am°\$ ~m°å~o 
 g{Mdmc`, H«$.2457/136788-S>ãcw§ {X. 07  
 E{àc 1960
4) emgZ  n[anÌH$ _hgwc d dZ {d^mJ g{Mdmc`  
 H«$.E_.Eg.gr-1070/260575-Or,{X . 03 \o$~«wdmar 
 1971 
5) _hgwc d dZ {d^mJ, emgZ {ZU©` 
 H«$_m§H$/_Eggr/1072/108865/OrAm`Am`,{XZm§H$ 
 26 Zmoìh|~a, 1974
6) _hgwc d dZ {d^mJ, emgZ {ZU©` H«$_m§H$/Eg-
 30/05/2009/à.H«$$17/B©-5 {XZ§mH$ 22 OwZ 2009

A) EonV à_mUnÌ (Solvency Certificate) {ZJ©{_V  
 H$aUoH$m_r  g§~§{YV _hgwc A{YH$mar ¶m§Zm g_moa 
 Xe©{dcë¶m {dÎmr` _`m©XoV EonV à_mUnÌ {ZJ©{_V 
  H$aUoMo A{YH$ma AgVrc. 
1) Zm`~ Vh{gcXma -   é. 2 cj n`ªV 
2) Vh{gcXma -   é. 2 cj Vo 8 cj n`©V 
3) Cn{d^mJr` A{YH$mar - é. 8 cj Vo 40 cj n`ªV
4) {Oëhm{YH$mar -    é. 40 cj nmgwZ nwT>o 
~) Vh{gcXma ¶m§Mm Ahdmc 
H$) Mm¡H$er Ahdmc d àmá AO© `m§Mr Imcrc ~m~tÀ`m 
 AZwf§JmZo VnmgUr H$aUo.

1 {df` 

2 Amdí`H$ H$mJXnÌo 

3 g§~§{YV emgZ g§X^©, 
 emgZ {ZU©`, BVa AmXoe, 
 n[anÌH$ B.(H$moUË`m 
 A{Y{Z`_mMo/{Z`_mMo 
 AmYmao gXa H$m_H$mO nyU© 
 Ho$co OmUma Amho) 

 

4 {ZU©` à{H«$`oV VnmgUr 
 H$aUoV ̀ oV Agcoë`m ~m~r.
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

1.  AO©XmamZo {H$Vr aH$_oÀ¶m EonV à_mUnÌmMr _mJUr Ho$cr 
  Amho. ̀ m~m~V VnmgUr H$aUo.
2.  g_m{dï> 7/12 AWdm _mc_ÎmoMo nwamdo ̀ mMr _mcH$s
3.  _mJrc nmM dfm©V _mc_ÎmoMo H$mhr IaoXr {dH«$s ì`dhma
  Pmco AmhoV qH$dm H$go
4. Xþæ`_ {Z~§YH$ `m§MoH$S>rc _mc_ÎmoMo qH$_VrMo  
  {ddaUnÌ (ìh°ë`wEeZ [anmoQ>©>)
5.  _mc_ÎmoÀ`m qH$_VrÀ`m (ìh°ë`wEeZ) À`m 1/3 aH$_oMo 
   EonV à_mUnÌ XoVm ̀ oV Agë`mZo, ìh°ë`wEeZ [anmoQ>© À`m 
 AmYmao EonV à_mUnÌ _mJUr ̀ mo½` Amho dm H$go. 
6. g§~§{YV Vh{gcXma ¶m§Mm Mm¡H$er Ahdmc. 
S>) gd© Ahdmc d H$mJXnÌo VnmgUr Z§Va AO©Xmamg EonV  
 à_mUnÌ XoUo AWdm ZmH$maUo d {ZU©` H$i{dUo.

cmJw Zmhr 

cmJw Zmhr 

{Oëhm{YH$mar VWm {OëhmX§S>m{YH$mar 

gd© H$mJXnÌm§Mr nwV©Vm PmcoZ§Va 15 {Xdg 

5 Amdí`H$ ewëH$ 

6 ewëH$ ̂ aUoMr nÜXV 

7 {ZU©` KoUmao A{YH$mar 

8 {ZU©` à{H«$`og cmJUmam 
 H$mcmdYr 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

J¥h - 24
{df¶ :  Vma A{Y{Z`_ 1885 / drO A{Y{Z`_ 2003 AÝd`o drO dm{hZr _mJm©Vrb AS>Wim
         Xÿa H$aUo.

ñnï>rH$aUA.Z§. Vnerc ñnï>rH$aUA.Z§. Vnerc
1 {df`   Vma A{Y{Z`_ 1885 / drO A{Y{Z`_ 2003 AÝd`o
    drO dm{hZr _mJm©Vrb AS>Wim Xÿa H$aUo.

2 Amdí`H$ H$mJXnÌo 1)  AO©
    2)  7/12 CVmam
    3) drO dm{hZr OmUoMm ZH$mem
    4) eoVH$è`m§Zm ZmoQ>rg {Xbr Agë`mg Ë`mÀ`m àVr
    5) AZwkár YmaH$ åhUwZ {Z`wº$ Ho$ë`mMo _hmamï´> emgZ
     amOnÌ

3 g§~§{YV emgZ g§X^©,  1) Q>obrJ«m\$ àm{YH$aU ̂ maVr` Q>obrJ«m\$ H$m`Xm, 1885
 emgZ {ZU©¶, BVa AmXoe,  ^mJ 3 1961
 n[anÌH$ B. (H$moUË¶m 2) {dÚwV A{Y{Z`_, 2003 Mo H$b_ 164  
 A{Y{Z¶‘mMo / {Z¶‘mMo 3) Cng{Md, CÚmoJ, COm© d H$m_Jma {d^mJ, _hmamï´>
 AmYmao gXa H$m‘H$mO nyU©  emgZ ̀ m§MoH$S>rb emgZ {ZU©` H«$. g§H$sU© / 0210
 Ho$bo OmUma Amho.  / à.H«$.29 / COm©-4, {X.01 Zmoìh|~a 2010. 
     

4 {ZU©¶ à{H«$¶oV VnmgUr 1) AO©XmamMm ¶m§Mm Amdí¶H$ H$mJXnÌm§gh AO© àmá   
 H$aUoV ¶oV Agboë¶m ~m~r   PmcoZ§Va VnmgUr H$aUo.
    2) {OëhmX§S>m{YH$mar ¶m§Mog‘moa g§~§{YV AO©Xma d 
     J¡aAO©Xma ¶m§Zm CnpñWV amhÿZ åhUUo _m§S>Uo H$m_r 
     ZmoQ>rg XoUo.
    3) gwZmdUrMr à{H«$`m nma nS>ë¶mZ§Va ^maVr` Vma 
     H$m`Xm  1885, {dÚwV A{Y{Z`_ 2003 d dH©$g 
     Am°\$ bm`gÝgrg éëg 2006 AÝd`o JwUdÎmoZwgma 
     O_rZ_mbH$m§Zr Ho$bobm AS>Wim Xÿa H$aUoH$m_r AmXoe 
     nmarV H$aUo. 
   
5 Amdí`H$ ewëH$  bmJw Zmhr.

6 ewëH$ \$r ̂ aÊ`mMr nÜXV   bmJw Zmhr.

7 {ZU©` KoUmao A{YH$mar  {Oëhm{YH$mar VWm {OëhmX§S>m{YH$mar 

8 {ZU©` à{H«$`og   -
 cmJUmam H$mcmdYr 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

J¥h - 25
{df` - j{VnwVu `moOZo A§VJ©V ZwH$gmZ ^anmB© {_iUo~m~V.

ñnï>rH$aUA.Z§. Vnerc ñnï>rH$aUA.Z§. Vnerc

j{VnwVu ̀ moOZo A§VJ©V ZwH$gmZ ̂ anmB© {_iUo~m~V.. 

1) {dhrV Z_wÝ`mV AO© (Z_wZm-H$,I,J,K d S> _Ü`o) 
2) BÝ³doîQ> n§MZm_m 
3) E\$.Am`.Ama.Mr.àV 
4) nmoñQ> ‘m°Q>©‘ [anmoQ>© 
5) _¥Ë`wMm XmIcm 
6) A-g_ar AmXoe 
7) dmag à_mUnÌ 
8) Mm¡H$er A{YH$mar VWm Vh{gcXma ̀ m§Mm {dhrV 
 Z_wÝ`mV Mm¡H$er Ahdmc 

1) j{VnwVu {ZYr ̀ moOZm 1982 {Z`_ nwpñVH$m 
2) ^maV gaH$ma, n[adhZ {d^mJ ̀ m§MoH$S>rc A{YgwMZm 
 {X. 12 OwZ 1989 
3) n[adhZ Cn Am`wº$ (àemgZ), _hmamï´> amÁ`, _§w~B© 
 `m§MoH$S>rc nÌ {XZm§H$ 14/12/1995
4) Cn Am`wº$ (coIm) `m§Mo H$m`m©c`mH$S>rc nÌ {X. 01 
 _mM© 1999.

A) j{VnwVu ̀ moOZo A§VJ©V ZwH$gmZ ̂ anmB© {_iUo~m~V _mJUr 
 Mm¡H$er A{YH$mar (Vh{gcXma/Cn{d^mJr` A{YH$mar) 
 `m§MoH$Sy>Z àmá AOm©V gd© H$mJXnÌm§Mr VnmgUr H$aUo.
~) _mJUr n[a{ZYm©aU Am`wº$, ({Oëhm{YH$mar) N>mZZr H$éZ 
 àH$aUr H$moUVmhr Ahdmc AmUIr Mm¡H$er H$aÊ`mgmR>r 
 nwÝhm _mJUr Mm¡H$er A{YH$mar (Vh{gcXma/Cn{d^mJr` 
 A{YH$mar) ̀ m§Mo H$S>og nmR>{dUo.
H$) _mJUr Mm¡H$er A{YH$mar `m§Mo H$Sy>Z Ahdmc àmá Pmcoda 
 _moQ>ma dmhZ AnKmVm_Ü`o _¥V nmdcoë`m ì`º$s¨À`m 
 dmagm§Zm 25,000/- d O~a OI‘r Pmcoë`m ì`º$sg 
 12,500/- EdT>r a¸$_ Xo` Agco~m~V _§OwarñVd {Q>nUr 
 gmXa H$aUo
S>) AO©Xmamg ̀ m§Mr j{VnwVu ̀ moOZo A§VJ©V _mJUr n[a{ZYm©aU 
 Am`wº$,({Oëhm{YH$mar) ̀ m§Zr ZwH$gmZ ̂ anmB© a¸$_ _§Owa 
 Pmë`mg _mJUr Mm¡H$er A{YH$mar ̀ m§Zr _¥V ì`º$sÀ`m d¡Y 
 à{V{ZYtZm qH$dmXþImnV Pmcoë`m ì`º$sg qH$dm Ë`mZo 
 àm{YH¥$V Ho$coë`m A{^H$Ë`m©g Aer a¸$_ XoUonwdu 
 Ë`mÀ`mH$Sy>Z Z_wZm K. _Ü`o h‘rnÌ ^éZ KoUo~m~V 
 H$i{dUo.

1 {df` 

2 Amdí`H$ H$mJXnÌo 

3 g§~§{YV emgZ g§X^©, 
 emgZ {ZU©`, BVa AmXoe, 
 n[anÌH$ B.(H$moUË`m 
 A{Y{Z`_mMo/{Z`_mMo 
 AmYmao gXa H$m_H$mO nyU© 
 Ho$co OmUma Amho) 

 
4 {ZU©` à{H«$`oV VnmgUr 
 H$aUoV ̀ oV Agcoë`m ~m~r.

48



STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

B) Z_wZm K, _Ü`o h‘rnÌ ̂ éZ KoVcoZ§Va _¥V nmdcoë`m 
 ì`º$s¨À`m dmagm§Zm 25,000/- d O~a OI_r Pmcoë`m 
 ì`º$sg 12,500/- EdT>r a¸$_ Xo` aH$_oMm AmXoe nmarV 
 H$éZ {d^mJr` ì`dñWmnH$, {d_m H§$nZr ̀ m§Mo _m\©$V a¸$_ 
 AXm Ho$cr OmVo.

cmJw Zmhr.

cmJw Zmhr. 

{Oëhm{YH$mar VWm {OëhmX§S>m{YH$mar 

H$mJXnÌm§Mr nwV©Vm Pmco Z§Va 07 {Xdg 

5 Amdí`H$ ewëH$ 

6 ewëH$ ̂ aUoMr nÜXV 

7 {ZU©` KoUmao A{YH$mar 

8 {ZU©` à{H«$`og cmJUmam 
 H$mcmdYr 
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{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

J¥h - 26
{df` - amï´>nwéf/Wmoa ì`º$s `m§Mm nwVim C^maÊ`mg nadmZJr XoUo~m~V.

ñnï>rH$aUA.Z§. Vnerc ñnï>rH$aUA.Z§. Vnerc
amï´>nwéf/Wmoa ì`º$s ̀ m§Mm nwVim C^maÊ`mg nadmZJr 
XoUo~m~V

1) amï´>nwéf/Wmoa ì`º$s ̀ m§Mm nwVim C^maÊ`mg nadmZJr 
 {_iUo~m~V AO©.
2) nwVim Á`m {R>H$mUr ~g{dÊ`mV `oUma Ë`m OmJo~m~V 
 g§~§{YVm§Mr nadmZJr. 
3) _w»` dmñVy emók _hmamï´> amÁ` ̀ m§Mr _mÝ`Vm. 
4) nwVù`mÀ`m Šco _m°S>occm H$cm g§MmcZmc¶ ̀ m§Mr _mÝ`Vm
5) nmo{cg A{YjH$ ̀ m§Mm ZmhaH$V XmIcm 
6) ñWm{ZH$ ñdamÁ` g§ñWm/{Z_ emg{H$` g§ñWm/emg{H$` 
 H$m`m©c`o `m_Ü`o nwVim C^mamd`mMm Pmë`mg  
 g§~§{YV _§Ìmc`rZ àemg{H$` {d^mJmMo ZmhaH$V 
 à_mUnÌ.
7) ñWm{ZH$ ñdamÁ`,g§ñWm `m§Zr nwVim C^maÊ`m~m~V 
 Ho$coë`m R>amdmMr àV 
8) nwVim C^maë`m_wio dmhVwH$sg d ahXmarg AS>Wim hmoUma 
 Zmhr ̀ m~m~VMo à_mUnÌ.
9) ̂ {dî`mV añVo é§XrH$aU dm AÝ` {dH$mg H$m_m_wio nwVim 
 hc{dÊ`mMm àg§J Amë`mg Ë`mg nwVim C^maUmè`m 
 g§ñWoMm {damoY amhUma Zmhr VgoM nwVim hc{dVmZm 
 hmoUmam IM© d H$m`©dmhr H$aoc Ago enWnÌ. 
10)nwVù`mMr XoI^mc,_m§Jë`/nm{dÍ` amIÊ`mMr   
  O~m~Xmar nwVim C^maUmè`m g§ñWoda amhrc Ago 
  H$amanÌ.
11) nwVù`mg§~§YrV gd© IM© nwVim C^maUmar g§ñWm H$arc 
  d emgZmH$S>o {ZYrMr _mJUr H$aUma Zmhr Ago dMZnÌ. 
12) nwVim C^maë`mg nãcrH$ amoS²>g,gmB©Q> doO,noìh_|ÝQ²>g 
 (\w$Q>nmW) Am{U nãcrH$ ̀ wQ>rcrQ>r ßcogog Mm ̂ §J hmoVmo 
 qH$dm H$go ̀ m~m~V Mm¡H$er A{YH$mar ̀ m§Mm ñWi{ZarjU 
 Ahdmc. 

1) emgZ n[anÌH$ H«$.E_Am`Eg-1099/à.H«$.80/{dem-
 1(~),{X.12.10.99 
2) emgZ {ZU©` H«$.AmaAmoS>r-3101/(143/2001) añVo 
 -4,{X. 16 E{àc 2002 
3) gm_mÝ` àemgZ {d^mJ, emgZ {ZU©` H«$.ñ_maH$-
 3102/884/à.H«$.122/2002/29, {XZm§H$ 02 
 \o$~«wdmar 2005
4) _m.gw{à_ H$moQ>©, Zdr {X„r `m§Mo Eg.Ec.nr.Z§~a 8519 / 
 2006 _{Yc {XZm§H$ 18/01/2013 amoOrMm AmXoe 

1 {df` 

2 Amdí`H$ H$mJXnÌo 

3 g§~§{YV emgZ g§X^©, 
 emgZ {ZU©`, BVa AmXoe, 
 n[anÌH$ B.(H$moUË`m 
 A{Y{Z`_mMo/{Z`_mMo 
 AmYmao gXa H$m_H$mO nyU© 
 Ho$co OmUma Amho) 
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ñnï>rH$aUA.Z§. Vnerc

A)  AO©XmamMm AO© (gd© Amdí¶H$ H$mJXnÌm§gh) 
~) gXa àñVmd Imcrc Mm¡H$er A{YH$mar `m§Mo H$S>og 
 Mm¡H$er VgoM ñWi{ZarjU H$aUoH$m_r d Amdí`H$ 
 H$mJXnÌm§Mr nwV©Vm H$éZ KodyZ Ahdmc gmXa H$aUoH$m_r 
 nmR>{dUo. 
 1)  nmo{cg A{YjH$
 2)  Cn{d^mJr` A{YH$mar 
 3)  H$m`©H$mar A{^`§Vm, gmd©O{ZH$ ~m§YH$m‘ {d^mJ
H$) Mm¡H$er A{YH$mar `m§Mo H$Sy>Z Mm¡H$er Ahdmc àmá Pmco 
 Z§Va {Oëhm{YH$mar `m§Mo AÜ`jVoImcr J{R>V g{_Vr 
 ìXmao gXa àñVmdmMr N>mZZr H$aÊ`mV ̀ odyZ nwT>rc ~m~tMr 
 VnmgUr H$aUo.
1) nwVim Á`m {R>H$mUr ~g{dÊ`mV `oUma Ë`m OmJo~m~V 
 ñWm{ZH$ àm{YH$aUmMr nadmZJr.
2) _w»` dmñVy emók _hmamï´> amÁ` ¶m§Mr _mÝ`Vm.
3) nwVù`mÀ`m Šco _m°S>occm H$cm g§MmcZmc`mMr _mÝ`Vm 
4) ñWm{ZH$ ñdamÁ` g§ñWm/{Z_ emg{H$` g§ñWm/emg{H$` 
 H$m`m©c`o `m_Ü`o nwVim C^mamd`mMm Pmë`mg g§~§{YV 
 _§Ìmc`rZ àemg{H$` {d^mJmMo ZmhaH$V à_mUnÌ.
5) ñWm{ZH$ ñdamÁ`,g§ñWm ̀ m§Zr nwVim C^maÊ`m~m~V 
 Ho$coë`m R>amdmMr àV ¶mMr VnmgUr H$aUo.
6) nwVim C^maë`m_wio dmhVwH$sg d ahXmarg AS>Wim 
 hmoUma Zmhr ̀ m~m~VMo à_mUnÌ ¶mMr VnmgUr H$aUo.
7) ^{dî`mV añVo é§XrH$aU dm AÝ` {dH$mg H$m_m_wio nwVim 
 hc{dÊ`mMm àg§J Amë`mg Ë`mg nwVim C^maUmè`m 
 g§ñWoMm {damoY amhUma Zmhr VgoM nwVim hc{dVmZm 
 hmoUmam IM© d H$m`©dmhr H$aoc Ago enWnÌ.
10) nwVù`mMr XoI^mc, _m§Jë`/nm{dÍ` amIÊ`mMr  
 O~m~Xmar nwVim C^maUmè`m g§ñWoda amhrc Ago 
 H$amanÌ ̀ mMr VnmgUr H$aUo. 

4 {ZU©` à{H«$`oV VnmgUr 
 H$aUoV ̀ oV Agcoë`m 
 ~m~r 
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ñnï>rH$aUA.Z§. Vnerc

11) nwVù`mg§~§{YMm gd© IM© nwVim C^maUr g§ñWm H$arc d   
 emgZmH$S>o H$moUË`mhr {ZYrMr _mJUr H$aUma Zmhr Ago 
  dMZnÌ ¶mMr VnmgUr H$aUo. 
12) nwVim C^maë`mg nãcrH$ amoS>g,gmB©Q> doO, noìh_|ÝQ²>g 
 (\w$Q>nmW) d nãcrH$ `wQ>rcrQ>r ßcogog Mm ^§J hmoVmo qH$dm  
 H$go `m~m~V Mm¡H$er A{YH$mar `m§Mm ñWi{ZarjU 
 Ahdmc ¶mMr VnmgUr H$aUo. 
S>) darc ~m~tMr nwV©Vm nwU© Pmcr Agë`mg J{R>V g{_VrMo   
 A{^àm`mgh gXa àñVmd _m. Cng{Md, gm_mÝ` àemgZ  
 {d^mJ, _hmamï´> emgZ, _§Ìmc` _§w~B© `m§Mo H$S>og _§Owar 
 H$m_r gmXa H$aUoV ̀ mdm. 
 gXa g{_VrV Imcrc à_mUo gXñ` AgVrc :- 
1) {Oëhm{YH$mar : AÜ`j 
2) Am`wº$ _hmZJanm{cH$m/_w»` H$m`©H$mar A{Y.  
 {O.n./_w»`m{YH$mar ZJanm{cH$m/ZJan[afX -  
 gXñ` 
3) {Oëhm nmo{cg A{YjH$ - gXñ` 
4) A{YjH$ A{^`§Vm gm.~m.{d^mJ - gXñ` 
5) {Zdmgr Cn{Oëhm{YH$mar - gXñ` g{Md 
 (nwVim Á`m joÌmV ~gdmd`mMm Amho Ë`m joÌmZwgma 
 g§~§{YV A{YH$mar ̀ m§Zm Am_§{ÌV H$amdo.)
B) emgZmH$Sw>Z gXa àñVmd _mÝ`Vm {Xë`mg /  
 ZmH$maë`mg Ë`m~m~V AO©Xma ̀ m§Zm H$i{dÊ`mV ̀ mdo.

cmJw Zmhr. 

cmJw Zmhr. 

emgZ. 

-

5 Amdí`H$ ewëH$ 

6 ewëH$ ̂ aUoMr nÜXV 

7 {ZU©` KoUmao A{YH$mar 

8 {ZU©` à{H«$`og cmJUmam 
 H$mcmdYr 
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emIm3



S TA N D A R D   O P E R AT I N G   PR O C E D U R E gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

* AZwH«$‘m{UH$m *
A.Z§. {df¶ n¥.H«$.

Hw$iH$m¶Xm emIm
1. _hma BZm_ - dJ© 6 ~ O{_Z {dH«$sg nadmZJr XoUo.                                                    1

2. _hmamï´> eoVO_rZ (O.Ym.H$._.) A{Y{Z`_ 1961 _Yrb VaVyXrZwgma {gbtJ dmQ>nm_Ü`o             4

 {_imboë`m O_rZtMo {dH«$sg nadmZJr XoUo.

3. Am{XdmgrZo YmaU Ho$bobr O‘rZ Xþgè¶m Am{Xdmgrbm H¥${fH$ à¶moOZmgmR>r {dH«$sg nadmZJr XoUo.      7

4. Am{XdmgrZo YmaU Ho$bobr O‘rZ {~Ja Am{Xdmgrbm AH¥${fH$ H$maUmgmR>r {dH«$sg nadmZJr           10

 XoUo~m~VMm àñVmd ‘m.{d^mJr¶ Am¶wº$ ¶m§Mo H$S>og gmXa H$aUo.

5. Am¡Úmo{JH$ à¶moOZmgmR>r IaoXr Ho$boë¶m "^moJdQ>m dJ© 2' O{‘ZrMo ‘wë¶m§H$ZmMo 2% ZOamUm           13

 a¸$‘ dgwb H$aUo.

6. _w§~B©Mm O{_ZrMo VwH$S>o nmS>Ê`mg à{V~§Y H$aUo d Ë`m§Mo EH$ÌrH$aU H$aÊ`m~m~V                       15

 A{Y{Z`_ 1947 AÝd`o {d{hV Ho$boë`m à_mU^yV joÌmnojm H$_r joÌ Agboë`m O{_ZrMr 

 IaoXr {dH«$s H$aUog nadmZJr XoUo.

7. {_iH$V n{ÌHo$da MwHy$Z bmJbobm "gÎmm àH$ma ~' eoam H$_r H$aUo.                                     17

8. _w§~B© Hw$i d{hdmQ> d eoVO_rZ A{Y{Z`_ 1948 Mo H$b_ 63 d _w§~B© Hw$i d{hdmQ> d eoVO_rZ         18

 {Z`_ 1956 Mm {Z`_ 36 A§VJ©V eoVH$ar Zgboë`m ì`º$s/H§$nZr/Y_©Xm` /

 e¡j{UH$ g§ñWm/ghH$mar g§ñWm ̀ m§Zm O_rZ IaoXr~m~V nwd© AWdm H$m`m}Îma nadmZJr XoUo.



STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

Hw$iH$m`Xm emIm  1. _hma BZm_ - dJ© 6 ~ O{_Z {dH«$sg nadmZJr XoUo

1 {df`   _hma BZm_ - dJ© 6 ~ O{_Z {dH«$sg nadmZJr XoUo
2 Amdí`H$ H$mJXnÌo 1)  AO©XmamMm AO©
    2)  O_rZrMo gZ 1940 nmgyZMo JQ> / gìh©o Z§~aMo 7/12  
     d Ë`mdarb \o$a\$ma (à‘m{UV àV)
    3)  EH${ÌH$aUmMm CVmam (CnAYrjH$ ̂ w_r A{^boI
     H$m`m©b`mH$S>rb).
    4) AO©Xma ̀ m§Mo gd© dmagm§Mo O_rZ {dH«$sg g§_VrnÌ.
    5) ImVo CVmam (8A) à_mUo ghYmaH$m§Mo g§_VrnÌ.
    6) O_rZ {dH«$s H$aUma ̀ m§Mo n«{VkmnÌ (Imbrb ~m~r Z_wX  
    Agbobo)
    - {dH«$s H$amd`mMo O{_Zr~m~V Xmdm Ý`m`à{dð> Zmhr.
    - O_rZ {dH«$s Ho$ë`mZ§Va ̂ y_rhrZ hmoV Zmhr.
    - ^w_rhrZ hmoV Agbog nwÝhm emgZmH$S>o O_rZ _mJUr 
     H$aUma Zmhr.
    -  _mbH$s h¸$ AO©XmamMm Amho d Ë`m~m~V ̂ {dî`mV H$mhr  
    dmX CX^dë`mg gd©ñdr O~m~Xmar AO©Xma ̀ m§Mr amhrb.
    -  emgZmZo {dhrV Ho$bobr ZOamUm a¸$_ ̂ aUog V`ma Amho.
    -  ^yg§nmXZ, nwZd©gZ àñVmd gwé Zmhr.
    7) O_rZ IaoXr H$aUma `m§Mo à{VkmnÌ (Imbrb ~m~r 
     Z_wX Agbobo)
    -  O_rZ IaoXr Z§Va H$_mb _`m©Xonojm A{YH$ O_rZ YmaU  
     H$aUma Zmhr.
    -  O_rZ Amho Ë`m eVuda KoUog V`ma Amho.
    -  O_rZ {dH«$s H$aUma `m§Mo _mbH$s h¸$mMr ImÌr Ho$bobr  
    AgyZ Ë`m~m~V ^{dî`mV dmX CX²^dë`mg O~m~Xmar 
     IaoXr H$aUma ̀ m§Mr amhrb.
    8) O_rZ IaoXr H$aUma ho eoVH$ar Agbo~m~V 7/12 
     CVmam qH$dm eoV_Oya Agbo~m~V g§~§{YV VhgrbXma
     `m§Mm XmIbm.
    9) O{_ZrMo g§~§{YV Xþæ`_ {Z~§YH$ `m§Mo H$S>rb Mmby 
     ~mOma_yë`Xa VŠË`mZwgma _wë`m§H$Z.
    10) N>mZZr A§Vr Amdí`H$ AÝ¶ H$mJXnÌo.
3 g§~§{YV emgZ g§X^©,  1) _w§~B© JmdMr H${Zð> dVZo Zmhrer H$aUo~m~V A{Y{Z`_  
 emgZ {ZU©¶, BVa AmXoe,  1958 H$b_ 3 d 5  
 n[anÌH$ B. (H$moUË¶m 2) _hmamï´> emgZ _hgyb d dZ{d^mJ n[anÌH$ H«$.

1
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ñnï>rH$aUA.Z§. Vnerc

 A{Y{Z¶‘mMo / {Z¶‘mMo      S>ãë`yQ>rEZ/1083/grAma/886/b-5 {X.16/5/1983
 AmYmao gXa H$m‘H$mO nyU©   3) _hmamï´> emgZ _hgyb d dZ{d^mJ n[anÌH$ H«$.
 Ho$bo OmUma Amho.   ~rAm¶S>ãë`y/1083/grAma/593/b-5 {X.4/2/1983
    4) _hmamï´> emgZ _hgyb d dZ{d^mJ n[anÌH$ H«$.
        EbEZS>r/27975/grAma/1083/3671 {X.8/9/1983
    5) _hmamï´> emgZ _hgyb d dZ{d^mJ n[anÌH$ H«$. 

     dVZ/1099/à.H«$.229/b-4 {XZm§H$ 10/3/2000
    6) _hmamï´> emgZ _hgyb d dZ{d^mJ n[anÌH$ H«$.
     dVZ/1099/à.H«$.233/b-4 {X. 9/7/2002
    7) _hmamï´> emgZ _hgyb d dZ{d^mJ A{Y{Z`_ 21/2002
     {X.6/5/2002
    8) _m.{d^mJr` Am`wº$,Zm{eH$ {d^mJ,Zm{eH$ `m§MoH$S>rb nÌ H«$.  
     ^ygwYma/1/H$m{d/42296/53118/10{X.16/9/2010

4 {ZU©¶ à{H«$¶oV VnmgUr 1)  Vh{gbXma ¶m§Mm Imbrb ~m~tMr VnmgUr H$ê$Z VgoM
 H$aUoV ̀ oV Agboë`m  O{‘Z {dH«$s H$aUma d IaoXr H$aUma ¶m§Mo O~m~mgh {dH«$s
 ~m~r    nadmZJrH$m‘r {e’$mag Agbo~m~V Ahdmb.
    2) 7/12 darb gd© ghYmaH$ AWdm Ë`m§Mo OZab _wIË`ma 
     `m§Mm {dH«$s nadmZJrH$m_r AO© Amdí`H$ (OZab _wIË`manÌmgh)
     3) AO©Xma ̀ m§Mo Zmdo Agobbr O_rZ _wiMr _hma B©Zm_ dJ© 6  
     ~ Mr AgUo Amdí`H$ Amho.
    4) _w§~B© JmdMr H${Zð> dVZo Zmhrer H$aUo~m~V A{Y{Z`_  
     1958 _Yrb VaVyXrZwgma O_rZ Imbgm Pmbobr AgUo 
     Amdí`H$ Amho.
    5)  O_rZ Imbgm PmboZ§Va H$ãOm h¸$ a¸$_ gaH$ma O_m  
     H$ê$Z [aJ«±Q> Pmbobr/H$ê$Z KoUo Amdí`H$ Amho.
    6) O_rZ [aJ°«§Q>Mo doir Agbobo _wi YmaH$ d 7/12 darb  
     AmOMo YmaH$ `m§Mo AZwf§JmZo O_rZ gd© dmagm§Mo Zmdo  
     Ambobr AgUo AWdm {dhrV _mJm©Zo dmagm§Mr Zmdo H$_r  
     Pmbobr AgUo Amdí`H$ Amho.
    7) O_rZrMr `mnwduMr hñVm§VaUo gj_ A{YH$mar `m§Mo 
     nadmZJr{edm` Pmbobr ZgmdrV.
    8) {dH«$s H$amd`mMo joÌ _w§~B©Mm O_rZrMo VwH$S>o nmS>Uog 
     à{V~§Y H$aUo Am{U Ë`m§Mo EH${ÌH$aU H$aUo `m~m~V 
      A{Y{Z`_ 1947 AÝd`o {H$_mZ à_mU^wV joÌmnojm H$_r  
         Zgmdo.
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{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

      {H$_mZ à_mU^wV joÌ (Ah‘XZJa {Oëhm) 
     A) ~mJm`V joÌ - 0.20 ho. Ama.
     ~) {Oam`V joÌ - 0.40 ho. Ama.
    9) O_rZ {dH«$s H$aUmao ì`º$sMo gm_wXm{`H$/g§`wº$ ImVo 
     Agbog ghYmaH$m§Mr (Jm§d Z_yZm 8A darb)g§_Vr 
     AgUo Amdí`H$ Amho.
    10) O_rZ {dH«$s H$aUma ì`º$s¨Mo dmagm§Mo g§_VrnÌ Amdí`H$ 
      Amho.
    11) EH$ÌrH$aU ̀ moOZoMm CVmam VnmgUo.
    12) O_rZ {dH«$s H$aUma ̀ m§Mo "Amdí`H$ H$mJXnÌ' ̀ m_Ü`o {d{hV 
     Ho$boà_mUo à{VkmnÌ gmXa H$aUo Amdí`H$ Amho.
    13) O_rZ IaoXr H$aUma ̀ m§Mo "Amdí`H$ H$mJXnÌ' ̀ m_Ü`o {dhrV
     Ho$boà_mUo à{VkmnÌ  gmXa H$aUo Amdí`H$ Amho.
    14) Mmby ~mOma_yë`Xa VŠË`mZwgma g§~§{YV Xþæ`_ {Z~§YH$ 
     `m§Mo H$S>rb _wë`m§H$Z Am{U VhgrbXma `m§MoH$S>rb {dhrV 
     gw{MVrb _wë`m§H$Z `mn¡H$s OmñV Agboë`m _wë`m§H$ZmMo 
     AmYmao ZOamUm a¸$_ AmH$maUo Amdí`H$ Amho. 

    15) O_rZ IaoXr H$aUma ì`º$s eoVH$ar/eoV _Oya AgUo 

     Amdí`H$ Amho.

    16) IaoXrXma ‘mJmgdJu¶ Zgbog {dH«$s H$amd`mMo O_rZrMo 5 

     {H$._r. n[agamV _mJmgdJu` ì`º$s O_rZ IaoXr H$aUog 

     V`maAmho H$m`? `m~m~V à{gÕ ZmoQ>rg Zwgma VhgrbXma 

     `m§Mm AhdmbAmdí`H$ Amho.

5 Amdí`H$ ewëH$  bmJw Zmhr.

6 ewëH$ \$r ̂ aÊ`mMr nÜXV   bmJw Zmhr.

7 {ZU©` KoUmao A{YH$mar  Ana {Oëhm{YH$mar

8 {ZU©` à{H«$`og   n[anyU© àñVmd àmá PmboZ§Va 90 {Xdg

 cmJUmam H$mcmdYr 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

Hw$iH$m`Xm emIm  2. _hmamï´> eoVO_rZ (O.Ym.H$._.) A{Y{Z`_ 1961 _Yrb VaVyXrZwgma 
                        {gbtJ dmQ>nm_Ü`o {_imboë`m O_rZtMo {dH«$sg nadmZJr XoUo.

1 {df`   {gqbJ dmQ>n O_rZrMo {dH«$sg nadmZJr XoUo.

2 Amdí`H$ H$mJXnÌo 1)  AO©XmamMm AO©
    2)  O_rZ A{V[aº$ Kmo{fV Pmbo nmgwZMo gd© 7/12 d
     Ë`mdarb \o$a\$ma (à‘m{UV àV)
    3)  EH${ÌH$aUmMm CVmam (CnAYrjH$ ̂ w_r A{^boI
     H$m`m©b`mH$S>rb).
    4) AO©Xma `m§Mo d` 65 dfmªnojm OmñV Agbo~m~V nwamdm  
    qH$dm {Oëhm eë` {M{H$ËgH$ `m§Mm AO©Xma eoVr  
    ì`dgm`  H$aUog Ag_W© Agbo~m~VMm XmIbm.
    5) AO©Xma ̀ m§Mo gd© dmagm§Mo O_rZ {dH«$sg g§_VrnÌ.
    6) O_rZ {dH«$s H$aUma ̀ m§Mo n«{VkmnÌ (Imbrb ~m~r Z_wX  
    Agbobo)
    - {dH«$s H$amd`mMo O{_Zr~m~V Xmdm Ý`m` à{dð> Zmhr.
    -  O_rZ {dH«$s Ho$ë`mZ§Va ̂ y_rhrZ hmoV Zmhr.
    - ^w_rhrZ hmoV Agbog nwÝhm emgZmH$S>og O_rZ _mJUr 
     H$aUma Zmhr.
    -  _mbH$s h¸$ AO©XmamMm Amho d Ë`m~m~V ̂ {dî`mV H$mhr  
    dmX CX²^dë`mg gd©ñdr O~m~Xmar AO©Xma ̀ m§Mr amhrb.
    -  emgZmZo {dhrV Ho$bobr ZOamUm a¸$_ ̂ aUog V`ma Amho.
    -  ^yg§nmXZ, nwZd©gZ àñVmd gwé Zmhr.
    7) O_rZ IaoXr H$aUma `m§Mo à{VkmnÌ (Imbrb ~m~r 
     Z_wX Agbobo)
    -  O_rZ IaoXr Z§Va H$_mb _`m©Xonojm A{YH$ O_rZ YmaU  
     H$aUma Zmhr. 
    -  O_rZ Amho Ë`m eVuda KoUog V`ma Amho.
    -  O_rZ {dH«$s H$aUma `m§Mo _mbH$s h¸$mMr ImÌr Ho$bobr  
    AgyZ Ë`m~m~V ^{dî`mV dmX CX²^dë`mg O~m~Xmar 
     IaoXr H$aUma ̀ m§Mr amhrb.
    8) AO©Xma `m§Mm OmVrMm XmIbm/ emim gmoS>ë`mMm 
     XmIbm.
    9) O_rZ IaoXr H$aUma ho eoVH$ar Agbo~m~V 7/12 qH$dm 
     eoV _Oya Agbo~m~V g§~§{YV VhgrbXma ̀ m§Mm XmIbm.
    10) O{_ZrMo g§~§{YV Xþæ`_ {Z~§YH$ ̀ m§Mo H$S>rb Mmby 
     ~mOma_yë`Xa VŠË`mZwgma _wë`m§H$Z
    11) N>mZZr A§Vr Amdí`H$ AÝ¶ H$mJXnÌo.
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

3 g§~§{YV emgZ g§X^©,  1) _hmamï´> eoVO_rZ (O.Ym.H$._.) A{Y{Z`_1961 MoH$b_
 emgZ{ZU©¶,BVa AmXoe  29 d _hmamï´> eoVO_rZ (O_rZ YmaUoMr H$_mb _`m©Xm
 n[anÌH$ B. (H$moUË¶m         H$_r H$aUo (A{V[aº$ O_rZrMo dmQ>n) {Z`_ 1975_Yrb
 A{Y{Z¶‘mMo / {Z¶‘mMo  {Z`_ 12 d gwYmarV {Z`_ 2001 {Z`_ 12 S> 1
 AmYmao gXa H$m‘H$mO nyU©  2) emgZ n[anÌH$ H«$. Am` gr EM 1172/247858/b-8
 Ho$bo OmUma Amho.   {XZm§H$ 19/11/1975.  
         
4 {ZU©¶ à{H«$¶oV VnmgUr 1)  Vh{gbXma ¶m§Mm Imbrb ~m~tMr VnmgUr H$ê$Z VgoM
 H$aUoV ̀ oV Agboë`m  O{‘Z {dH«$s H$aUma d IaoXr H$aUma ¶m§Mo O~m~mgh {dH«$s
 ~m~r    nadmZJrH$m‘r {e’$mag Agbo~m~V Ahdmb.
    2) 7/12 darb gd© ghYmaH$ AWdm Ë`m§Mo OZab _wIË`ma 
     `m§Mm {dH«$s nadmZJrH$m_r AO© Amdí`H$ (OZab _wIË`manÌmgh)
    3) O_rZ dmQ>n H$aVodoir Agbobo _wi YmaH$ d 7/12 darb 
     AmOMo YmaH$ `m§Mo AZwf§JmZo O_rZ gd© dmagm§Mo Zmdo  
     Ambobr AgUo AWdm {dhrV _mJm©Zo dmagm§Mr Zm§do H$_r  
     Pmbobr AgUo Amdí`H$ Amho.
    4) O_rZrMr `mnwduMr hñVm§VaUo gj_ A{YH$mar `m§Mo  
    nadmZJr{edm` Pmbobr ZgmdrV.
    5) {dH«$s H$amd`mMo joÌ _w§~B©Mm O_rZrMo VwH$S>o nmS>Uog à{V~§Y  
     H$aUo Am{U Ë`m§Mo EH${ÌH$aU H$aUo `m~m~V A{Y{Z`_  
    1947 AÝd`o {H$_mZ à_mU^wV joÌmnojm H$_r Zgmdo.
     {H$_mZ à_mU^wV joÌ (Ah‘XZJa {Oëhm)
     A) ~mJm`V joÌ - 0.20 ho. Ama.
     ~) {Oam`V joÌ - 0.40 ho. Ama.
    6) O_rZ {dH«$s H$aUma ì`º$sMo dmagm§Mo g§_VrnÌ Amdí`H$ 
     Amho.
    7)  EH$ÌrH$aU ̀ moOZoMm CVmam VnmgUo. 
    8)  O_rZ {dH«$s H$aUma ̀ m§Mo "Amdí`H$ H$mJXnÌ' ̀ m_Ü`o
     {d{hV Ho$boà_mUo à{VkmnÌ gmXa H$aUo Amdí`H$ Amho.
    9)  O_rZ IaoXr H$aUma ̀ m§Mo "Amdí`H$ H$mJXnÌ' ̀ m_Ü`o  
     {dhrV Ho$boà_mUo à{VkmnÌ  gmXa H$aUo Amdí`H$ Amho.
    10) Mmby ~mOma_yë`Xa VŠË`mZwgma g§~§{YV Xþæ`_ {Z~§YH$
      `m§Mo H$S>rb _wë`m§H$Z Am{U VhgrbXma ̀ m§MoH$S>rb {dhrV 
     gw{MVrb _wë`m§H$Z `mn¡H$s OmñV Agboë`m   
    _wë`m§H$ZmZwgma ZOamUm a¸$_ AmH$maUo Amdí`H$ Amho. 
    11) O_rZ {dH«$s H$aUma ì`º$s Am{Xdmgr Zgmdr.
    12) O_rZ IaoXr H$aUma ì`º$s eoVH$ar / eoV _Oya AgUo
     Amdí`H$ Amho.
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

5 Amdí`H$ ewëH$  bmJw Zmhr.

6 ewëH$ \$r ̂ aÊ`mMr nÜXV   bmJw Zmhr.

7 {ZU©` KoUmao A{YH$mar  Ana {Oëhm{YH$mar

8 {ZU©` à{H«$`og   90 {Xdg

 cmJUmam H$mcmdYr 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

Hw$iH$m`Xm emIm  3. Am{XdmgrZo YmaU Ho$bobr O‘rZ Xþgè¶m Am{Xdmgrbm H¥${fH$ à¶moOZmgmR>r
                       {dH«$sg nadmZJr XoUo.

1 {df`   Am{XdmgrZo YmaU Ho$bobr O‘rZ Xþgè¶m Am{Xdmgrbm H¥${fH$
    à¶moOZmgmR>r {dH«$sg nadmZJr XoUo.

2 Amdí`H$ H$mJXnÌo 1)  AO©XmamMm AO©.
    2)  Am{Xdmgr ì¶º$sH$S>og O‘rZ hñVm§VarV Pmbo nmgwZMo gd© 
     7/12 d Ë¶mdarb ’o$a’$ma. (à‘m{UV àV)
    3)  EH${ÌH$aUmMm CVmam (CnAYrjH$ ̂ w_r A{^boI
     H$m`m©b`mH$S>rb).
    4) AO©Xma ̀ m§Mo gd© dmagm§Mo O_rZ {dH«$sg g§_VrnÌ.
    5) ImVo CVmam (8 A) à‘mUo ghYmaH$m§Mo g§‘VrnÌ.
    6) O_rZ {dH«$s H$aUma ̀ m§Mo n«{VkmnÌ (Imbrb ~m~r Z_wX 
     Agbobo)
    - {dH«$s H$amd`mMo O{_Zr~m~V Xmdm Ý`m`à{dð> Zmhr.
    -  O_rZ {dH«$s Ho$ë`mZ§Va ̂ y_rhrZ hmoV Zmhr.
    - ^w_rhrZ hmoV Agbog nwÝhm emgZmH$S>og O_rZ _mJUr 
     H$aUma Zmhr.
    -  _mbH$s h¸$ AO©XmamMm Amho d Ë`m~m~V ̂ {dî`mV H$mhr dmX  
     CX^dë`mg gd©ñdr O~m~Xmar AO©Xma ̀ m§Mr amhrb.
    -  emgZmZo {dhrV Ho$bobr ZOamUm a¸$_ ̂ aUog V`ma Amho.
    -  ^yg§nmXZ, nwZd©gZ àñVmd gwé Zmhr.
    7) O_rZ IaoXr H$aUma `m§Mo à{VkmnÌ (Imbrb ~m~r 
     Z_wX Agbobo)
    -  O_rZ IaoXr Z§Va H$_mb _`m©Xonojm A{YH$ O_rZ YmaU  
    H$aUma Zmhr.
    -  O_rZ Amho Ë`m eVuda KoUog V`ma Amho.
    -  O_rZ {dH«$s H$aUma `m§Mo _mbH$s h¸$mMr ImÌr Ho$bobr  
    AgyZ Ë`m~m~V ^{dî`mV dmX CX²^dë`mg O~m~Xmar IaoXr 
     H$aUma ̀ m§Mr amhrb.
    -  AZwgy{MV O‘mVrMm Agbo~m~V C„oI H$aUo.
    8) O_rZ IaoXr H$aUma ho eoVH$ar Agbo~m~V 7/12 qH$dm  
    eoV _Oya Agbo~m~V g§~§{YV VhgrbXma ̀ m§Mm XmIbm.
    9) O‘rZ {dH«$s H$aUma d IaoXr KoUma ¶m§Mm OmVrMm XmIbm/
     emim gmoS>ë¶mMm XmIbm. 
    10) {dH«$s H$amd¶mMr O‘rZ ZdrZ eV© ̂ moJdQ>m dJ© - 2 ({gqbJ,
     dVZ d Hw$iH$m¶Xm) Agbog O{‘ZrMo g§~{YV Xþæ¶‘ {Z~§YH$
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

     ¶m§MoH$S>rb Mmby ~mOma‘wë¶Xa V³Ë¶mZwgma ‘wë¶m§H$Z.
    11) N>mZZr A§Vr Amdí¶H$ AÝ¶ H$mJXnÌo.

3 g§~§{YV emgZ g§X^©,  1) _hmamï´> O_rZ ‘hgyb A{Y{Z`_1966 H$b_ 36 (2)
 emgZ {ZU©¶, BVa AmXoe, 2) _hmamï´> O_rZ ‘hgyb A{Y{Z`_1966 I§S> 2 n[anÌH$ H«$.3
 n[anÌH$ B. (H$moUË¶m     n[aÀN>oX 78 (S>)
 A{Y{Z¶‘mMo / {Z¶‘mMo 3) emgZ n[anÌH$, ‘hgwb d dZ {d^mJ H«$. Am{Xdmgr/
 AmYmao gXa H$m‘H$mO nyU©  1079/33856/H«$.9 {X. 4/3/1982
 Ho$bo OmUma Amho. 4) emgZ {ZU©¶ H«$. EbEZS>r-1083/27925/grAma/
     3671/J-6 {X. 8/9/1983.

4 {ZU©¶ à{H«$¶oV VnmgUr 1)  Vh{gbXma ¶m§Mm Imbrb ~m~tMr VnmgUr H$ê$Z VgoM
 H$aUoV ̀ oV Agboë`m  O{‘Z {dH«$s H$aUma d IaoXr H$aUma ¶m§Mo O~m~mgh {dH«$s
 ~m~r    nadmZJrH$m‘r {e’$mag Agbo~m~V Ahdmb.
    2) 7/12 darb gd© ghYmaH$ AWdm Ë`m§Mo OZab _wIË`ma 
     `m§Mm {dH«$s nadmZJrH$m_r AO© (OZab _wIË`manÌmgh)
    3) AO©Xma ho {dH«$s H$amd¶mMojoÌ Am{Xdmgr åhUyZ YmaU  
     H$arV AgUo Amdí¶H$ Amho.
    4) AmXrdmgr ì¶º$sZo ‘mbH$s YmaU H$aVo doir Agbobo ‘wi 
     YmaH$ d 7/12 darb AmOMo YmaH$ ¶m§Mo AZwf§JmZo O‘rZ 
     gd© dmagm§Mo Zm§do Ambobr AgUo AWdm {dhrV ‘mJm©Zo  
     dmagm§Mr Zm§do H$‘r Pmbobr AgUo Amdí¶H$ Amho.
    5) O_rZrMr `mnwduMr hñVm§VaUo gj_ A{YH$mar `m§Mo  
    nadmZJr{edm` Pmbobr ZgmdrV.
    6) {dH«$s H$amd`mMo joÌ _w§~B©Mm O_rZrMo VwH$S>o nmS>Uog à{V~§Y  
     H$aUo Am{U Ë`m§Mo EH${ÌH$aU H$aUo `m~m~V A{Y{Z`_  
    1947 AÝd`o {H$_mZ à_mU^wV joÌmnojm H$_r Zgmdo.
      {H$_mZ à_mU^wV joÌ (Ah‘XZJa {Oëhm)
     A) ~mJm`V joÌ - 0.20 ho. Ama.
     ~) {Oam`V joÌ - 0.40 ho. Ama.
    7) O‘rZ {dH«$s H$aUma ì¶º$sMo gm‘wXm¶rH$ / g§¶wº$ ImVoAgbog  
     ghYmaH$m§Mr (Jm§d Z‘yZm 8A darb) g§‘Vr AgUo Amdí¶H$ 
     Amho.
    8) O‘rZ {dH«$s H$aUma ì¶º$s¨Mo dmagm§Mo g§‘VrnÌ Amdí¶H$ Amho.
    9)  EH$ÌrH$aU ¶moOZoMm CVmam VnmgUo.
    10) O_rZ {dH«$s H$aUma ̀ m§Mo "Amdí`H$ H$mJXnÌ' ̀ m_Ü`o {dhrV
     Ho$boà_mUo à{VkmnÌ  gmXa H$aUo Amdí`H$ Amho.
    11) O‘rZ IaoXr H$aUma ¶m§Mo "Amdí¶H$ H$mJXnÌ' ¶m‘Ü¶o {dhrV  
     Ho$bo à‘mUo à{VkmnÌ gmXa H$aUo Amdí¶H$ Amho.
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

    12) {dH«$s H$amd¶mMr O‘rZ ZdrZ eV© /^moJdQ>mXma dJ©-2 
     ({gbtJ, dVZ d Hw$iH$m¶Xm) Agbog Mmbw ~mOma 
     ‘yë¶Xa V³Ë¶mZwgma g§~§{YV Xþæ¶‘ {Z~§YH$ ¶m§Mo H$S>rb 
     ‘wë¶m§H$Z Am{U VhgrbXma ¶m§MoH$S>rb {dhrV gw{MVrb 
     ‘wë¶m§H$Z ¶mn¡H$s OmñV Agboë¶m ‘wë¶m§H$ZmZwgma 
      ZOamUm a¸$‘ AmH$maUo Amdí¶H$ Amho.
    13) {dH«$s H$amd¶mMr O‘rZ ZdrZ eV©/^moJdQ>m dJ© -2 
     ({gbtJ, dVZ d Hw$iH$m¶Xm dJiyZ) Agbog àñVmd 
     ‘m. {d^mJr¶ Am¶wº$ ¶m§Mo H$S>og ‘§OyargmR>r nmR>{dUo 
     Amdí¶H$ Amho.
    14) O‘rZ IaoXr H$aUma ì¶º$s eoVH$ar / eoV ‘Oya AgUo  
     Amdí¶H$ Amho.

5 Amdí`H$ ewëH$  bmJw Zmhr.

6 ewëH$ \$r ̂ aÊ`mMr nÜXV   bmJw Zmhr.

7 {ZU©` KoUmao A{YH$mar  Ana {Oëhm{YH$mar

8 {ZU©` à{H«$`og   90 {Xdg
 cmJUmam H$mcmdYr 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

Hw$iH$m`Xm emIm  4. Am{XdmgrZo YmaU Ho$bobr O‘rZ {~Ja Am{Xdmgrbm AH¥${fH$ H$maUmgmR>r
                    {dH«$sg nadmZJr XoUo~m~VMm àñVmd ‘m.{d^mJr¶ Am¶wº$ ¶m§Mo H$S>og gmXa H$aUo.

1 {df`   Am{XdmgrZo YmaU Ho$bobr O‘rZ Xþgè¶m {~Ja Am{Xdmgrbm 
    AH¥${fH$ H$maUmgmR>r {dH«$sg nadmZJr XoUo~m~VMm àñVmd ‘m.
    {d^mJr¶ Am¶wº$ ¶m§Mo H$S>o gmXa H$aUo.

2 Amdí`H$ H$mJXnÌo 1)  O‘rZ IaoXr~m~VMo AH¥$fH$ à¶moOZ Z‘yX Agbobm, O‘rZ  
    IaoXrH$m‘r Am{Xdmgr YmaH$mg XoUoV ¶oUmar ‘mo~Xë¶mMr  
    a¸$‘ Z‘yX AgUmam IaoXrXmamMm AO©.
    2)  Am{Xdmgr ì¶º$sH$S>og O‘rZ hñVm§VarV Pmbo nmgwZMo gd© 
     7/12 d Ë¶mdarb ’o$a’$ma. (à‘m{UV àV)
    3)  EH${ÌH$aUmMm CVmam (CnAYrjH$ ̂ w_r A{^boI
     H$m`m©b`mH$S>rb).
    4) AmXrdmgr YmaH$mMo gd© dmagm§Mo O‘rZ {dH«$sg g§‘VrnÌ.
    5) ImVo CVmam (8 A) à‘mUo ghYmaH$m§Mo g§‘VrnÌ.
    6) O_rZ {dH«$s H$aUma ̀ m§Mo n«{VkmnÌ (Imbrb ~m~r Z_wX Agbobo)
    - {dH«$s H$amd`mMo O{_Zr~m~V Xmdm Ý`m` à{dð> Zmhr.
    -  O_rZ {dH«$s Ho$ë`mZ§Va ̂ y_rhrZ hmoV Zmhr.
    - ^w_rhrZ hmoV Agbog nwÝhm emgZmH$S>og O_rZ _mJUr H$aUma Zmhr.

    -  _mbH$s h¸$ AO©XmamMm Amho d Ë`m~m~V ̂ {dî`mV H$mhr dmX  
     CX²^dë`mg gd©ñdr O~m~Xmar AO©Xma ̀ m§Mr amhrb.
    -  emgZmZo {dhrV Ho$bobr ZOamUm a¸$_ ̂ aUog V`ma Amho.
    -  ^yg§nmXZ, nwZd©gZ àñVmd gwé Zmhr.
    -  AZwgy{MV O‘mVrMm Agbo~m~V C„oI H$aUo.
    -  O‘rZ {dH«$s H$m‘r {‘iUmar a¸$‘ d Vr ¶mo½¶ Agbo~m~V  
    C„oI H$aUo.
    7) O_rZ IaoXr H$aUma `m§Mo à{VkmnÌ (Imbrb ~m~r 
     Z_wX Agbobo)
    - O_rZ [dH«$s H$aUma ¶m§Mo ‘mbH$s h¸$mMr ImÌr Ho$bobr AgyZ  
        Ë¶m~m~V ̂ {dî¶mV dmX CX^dë¶mg O~m~Xmar IaoXr H$aUma 
        ¶m§Mr amhrb.  
    -  O‘rZrMo dmnamMo AH¥$fH$ à¶moOZ Z‘yX Ho$bobo Agmdo.
    8) O_rZ Á¶m AH¥$fH$ à¶moOZmgmR>r IaoXr H$aUma Amho. Vmo  
    AH¥$fH$ dmna g§~§{YV O‘rZrV AZwko¶ Agbo~m~V ghm¶H$ 
     g§MmbH$, ZJa aMZm ¶m§Mo A{^àm¶.
    9) O‘rZ {dH«$s H$aUma ¶m§Mm OmVrMm XmIbm / emim
     gmoS>ë¶mMm XmIbm.
    10) {dH«$s H$amd¶mMr O‘rZrMo g§~§{YV Xþæ¶‘ {Z~§YH$ ¶m§Mo H$S>rb
     Mmby ~mOma‘yë¶Xa V³Ë¶mZwgma AH¥$fH$ ‘wë¶m§H$Z.
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc
    11)O{‘Z "dZO{‘Z' Zgbo~m~V /dZO{‘Z Agbog  
      [Zd©UrH$aU Pmbobo Agbo~m~V CndZg§ajH$ ¶m§Mo A{^àm¶.
    12) N>mZZr A§Vr Amdí¶H$ AÝ¶ H$mJXnÌo.

3. g§~§{YV emgZ g§X^©, 1) ‘hmamï´> O‘rZ ‘hgwb A{Y{Z¶‘ 1966 H$b‘ 36 (1)
 emgZ {ZU©¶ , BVa AmXoe,  2)  ‘hmamï´> O‘rZ ‘hgwb A{Y{Z¶‘ 1966 I§S> 2 n[anÌH$ H«$.3
 n[anÌH$ B. (H$moUË¶m   n[aÀN>oX 78 (S>)
 A{Y{Z¶‘mMo / {Z¶‘mMo  3)  ‘hmamï´> O‘rZ ‘hgwb (OZOmVrÀ¶m ì¶º$s¨Zr OZOmVrVa
 AmYmao gXa H$m‘H$mO nyU©  ì¶º$s¨H$S>o ̂ moJm{YH$ma hñVm§VaU H$aUo) {Z¶‘ 1975 Mo 
 Ho$bo OmUma Amho.)   "Z‘wZm A' Mr ZmoQ>rg à{gÕ H$aUo.
    4) emgZ n[anÌH$, ‘hgwb d dZ {d^mJ H«$. Am{Xdmgr /1079/
     33856/ H«$.9 {X.4/3/1982
    5) emgZ {ZU©¶ H«$.EbEZS>r-1083/27925/grAma/3671
     /J-6, {X. 8/9/1983.

4 {ZU©¶ à{H«$¶oV VnmgUr 1)  Vh{gbXma ¶m§Mm Imbrb ~m~tMr VnmgUr H$ê$Z VgoM
 H$aUoV ̀ oV Agboë`m  O{‘Z {dH«$s H$aUma d IaoXr H$aUma ¶m§Mo O~m~mgh {dH«$s
 ~m~r    nadmZJrH$m‘r {e’$mag Agbo~m~V Ahdmb.
    2) O‘rZ IaoXr H$aUma ({~Ja Am{Xdmgr ¶m§Mm) AO© .   
     Amdí¶H$ Amho
    3) 7/12 darb gd© ghYmaH$ ¶m§Mo AWdm OZab ‘wIË¶ma
     ¶m§Mr {dH«$s nadmZJrH$m‘r g§‘Vr Amdí¶H$ (OZab 
     ‘wIË¶manÌmgh)
    4) {dH«$s H$amd¶mMo joÌ Am{Xdmgr åhUyZ YmaU H$arV AgUo
     Amdí¶H$ Amho.
    5) AmXrdmgr ì¶º$sZo ‘mbH$s YmaU H$aVo doir Agbobo ‘wi 
     YmaH$ d 7/12 darb AmOMo YmaH$ ¶m§Mo AZwf§JmZo O‘rZ 
     gd© dmagm§Mo Zm§do Ambobr AgUo AWdm {dhrV ‘mJm©Zo  
     dmagm§Mr Zm§do H$‘r Pmbobr AgUo Amdí¶H$ Amho.
    6) O_rZrMr `mnwduMr hñVm§VaUo gj_ A{YH$mar `m§Mo  
    nadmZJr{edm` Pmbobr ZgmdrV.
    7) {dH«$s H$amd`mMo joÌ _w§~B©Mm O_rZrMo VwH$S>o nmS>Uog à{V~§Y  
     H$aUo Am{U Ë`m§Mo EH${ÌH$aU H$aUo `m~m~V A{Y{Z`_  
    1947 AÝd`o {H$_mZ à_mU^wV joÌmnojm H$_r Zgmdo.
      {H$_mZ à_mU^wV joÌ (Ah‘XZJa {Oëhm)
     A) ~mJm`V joÌ - 0.20 ho. Ama.
     ~) {Oam`V joÌ - 0.40 ho. Ama.
    8) O‘rZ {dH«$s H$aUma ì¶º$sMo gm‘wXm¶rH$ / g§¶wº$ ImVoAgbog  
     ghYmaH$m§Mr (Jm§d Z‘yZm 8A darb) g§‘Vr AgUo Amdí¶H$ 
     Amho.    
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

    9)  O‘rZ {dH«$s H$aUma ì¶º$s¨Mo dmagm§Mo g§‘VrnÌ Amdí¶H$ Amho.
    10) EH$ÌrH$aU ¶moOZoMm CVmam VnmgUr H$aUo.
    11) O_rZ [dH«$r H$aUma ̀ m§Mo "Amdí`H$ H$mJXnÌ' ̀ m_Ü`o {dhrV
     Ho$boà_mUo à{VkmnÌ  gmXa H$aUo Amdí`H$ Amho.
    12) O‘rZ IaoXr H$aUma ¶m§Mo "Amdí¶H$ H$mJXnÌ' ¶m‘Ü¶o {dhrV
      Ho$bo à‘mUo à{VkmnÌ gmXa H$aUo Amdí¶H$ Amho.
    13) {dH«$s H$amd¶mMr O‘rZrMo Mmbw ~mOma‘yë¶Xa V³Ë¶mZwgma 
     g§~§{YV Xþæ¶‘ {Z~§YH$ ¶m§Mo H$S>rb AH¥$fH$  
     ‘wë¶m§H$ZmZwgma ZOamUm a¸$‘ AmH$maUo Amdí¶H$ Amh§o.
    14) O‘rZ Á¶m AH¥$fH$ à¶moOZmgmR>r IaoXr H$aUma Amho, Vmo 
     AH¥$fH$ dmna g§~§{YV O‘rZrV AZwko¶ Agbo~m~V 
     ghm¶H$ g§MmbH$, ZJa aMZm ¶m§Mo A{^àm¶ Amdí¶H$ 
     Amho.
    15) Mmby ~mOma ‘wë¶XamZwgma AmXrdmgr ì¶º$sg {‘iUmam
     O‘rZrMm ‘mo~Xbm ¶mo½¶ Agmdm.
    16) {dH«$s H$amd¶mMo joÌmMo nmM {H$.‘r. n[aKmVrb AmXrdmgr 
     ì¶º$s IaoXr H$aUog V¶ma Amho qH$dm ¶m~m~V Z‘yZm A  
     ‘Yrb ZmoQ>rg AmXrdmgr àH$ën A{YH$mar  
     H$m¶m©b¶/g§~§{YV JmdmV/ {Oëhm{YH$mar H$m¶m©b¶mMo 
     g§Ho$VñWimda à{gÕ H$ê$Z AmXrdmgr ì¶º$sg AJ«H«$‘ 
     XoUo Amdí¶H$ Amh§o.
    17) O{‘Z "dZO{‘Z ' Zgmdr./ "dZO{‘Z' Agbog 
     {dYrdV {Zd©UrH$aU Pmbobo AgUo Amdí¶H$ Amho.

5 Amdí`H$ ewëH$  bmJw Zmhr.

6 ewëH$ \$r ̂ aÊ`mMr nÜXV   bmJw Zmhr.

7 {ZU©` KoUmao A{YH$mar  Ana {Oëhm{YH$mar

8 {ZU©` à{H«$`og   àñVmd ‘m. {d^mJr¶ Am¶wº$ ¶m§Zm gmXa H$amdm¶mMm 
 cmJUmam H$mcmdYr  H$mbmdYr- 90 {Xdg
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

Hw$iH$m`Xm emIm  5. Am¡Úmo{JH$ à¶moOZmgmR>r IaoXr Ho$boë¶m "^moJdQ>m dJ© 2' 
                        O{‘ZrMo ‘wë¶m§H$ZmMo 2% ZOamUm a¸$‘ dgwb H$aUo.

1 {df`   Am¡Úmo{JH$ à¶moOZmgmR>r IaoXr Ho$boë¶m ̂ moJdQ>m dJ© 2 
    O{‘ZrMo ‘wë¶m§H$ZmMo 2% ZOamUm a¸$‘ dgwb H$aUo ~m~V.

2 Amdí`H$ H$mJXnÌo  1)  Am¡Úmo{JH$ à¶moOZmgmR>r O‘rZ IaoXr Ho$boë¶m ì¶º$sMm/ 
     H§$nZrMm AO©.
    2) O‘rZrMo IaoXrIV (Á¶m Am¡Úmo{JH$ à¶moOZmgmR>r O‘rZ 
     IaoXr Ho$bobr Amho Vo à¶moOZ Z‘yX AgUo Amdí¶H$.
    3) IaoXr Ho$boë¶m O‘rZrMo gZ 1940 nmgyZMo JQ>/gd} Z§~aMo  
    7/12 d Ë¶mdarb ’o$a’$ma. (à‘m{UV àV)
    4) EH${ÌH$aUmMm CVmam (CnAYrjH$ ^w‘r A{^boI  
     H$m¶m©b¶mH$S>rb)
    5) Á¶m Am¡Úmo{JH$ H$maUmgmR>r O{‘Z IaoXr KoVbr Amho 
     Ë¶m~m~V àH$ën Ahdmb.
    6)  O‘rZ IaoXr H$aUma ¶m§Mo à{VkmnÌ (Imbrb ~m~r Z‘yX Agbobo)
    -  O‘rZ {dH«$s H$aUma ¶m§Mo ‘mbH$s h¸$mMr ImÌr Ho$bobr AgyZ 
     Ë¶m~m~V ̂ {dî¶mV dmX CX^dë¶mg O~m~Xmar IaoXr H$aUma 
     ¶m§Mr amhrb.
    -  IaoXr Ho$bobo joÌ IaoXrMo {XZm§H$mnmgyZ 15 dfm©Mo AmV  
    {ZpíMV Ho$boë¶m AH¥$fH$ H$maUmgmR>r dmnamImbr AmUbo 
     OmB©b.
    -  IaoXr Ho$bobo EHw$U joÌ (¶mnwdu YmaU Ho$boë¶m joÌmgh) Vnerb.
    7) O{‘Zr‘Ü¶o {Z¶mo{OV Am¡Úmo{JH$ dmna AZwko¶ Agbo~m~V 
     ghmæ¶H$ g§MmbH$, ZJa aMZm ¶m§Mo A{^àm¶.
    8) IaoXr Ho$bobr O{‘Z 10 ho³Q>anojm OmñV Agbog {dH$mg  
    Am¶wº$ (CX¶moJ) ¶m§Mm nadmZJr AmXoe.
    9) O{‘ZrMo g§~§{YV Xþæ¶‘ {Z~§YH$ ¶m§MoH$S>rb Mmby  
     ~mOma‘yë¶Xa V³Ë¶mZwgma AH¥$fH$ (Am¡Úmo{JH$) ‘wë¶m§H$Z.
    10) O{‘Z Á¶m ì¶º$sH$Sy>Z IaoXr Ho$bobr Amho Ë¶m ì¶º$sMm  
    emioMm/OmVrMm XmIbm.
    11) N>mZZr A§Vr Amdí¶H$ AÝ¶ H$mJXnÌo.

3. g§~§{YV emgZ g§X^©, 1) ‘w§~B© Hw$i d{hdmQ> Am{U eoVO‘rZ A{Y{Z¶‘, 1948 Mo H$b‘
 n[anÌH$ B. (H$moUË¶m     emgZ {ZU©¶, BVa AmXoe,63-1A ‘Yrb nmoQ>H$b‘ 1 AÝd¶o.
 A{Y{Z¶‘mMo /{Z¶‘mMo 2) ‘hmamï´> emgZ ‘hgyb d dZ{d^mJ n[anÌH$ H«$.EZEnr- 
 AmYmao gXa H$m‘H$mO nyU©  1002/àH«$.216/b-9 {X.5 {S>g|~a 2005.
 Ho$bo OmUma Amho.)  3) gZ 2005 Mm ‘hmamï´> A{Y{Z¶‘ H«$‘m§H$ 25 {X.19 ‘o 2005.

4 {ZU©¶ à{H«$¶oV VnmgUr 1) Amdí`H$ H$mJXnÌm§gh 2% ZOamUm a¸$_ dgwb  
 H$aUoV ¶oV Agboë¶m   H$aUo~m~V ñd`§ñnï> A{^àm`mgh g§~§{YV VhgrbXma 
 ~m~r    `m§Mm Mm¡H$er Ahdmb Amdí`H$ Amho.
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

    2)  IaoXr Ho$boë¶m O‘rZrMr ¶mnwduMr hñVm§VaUo gj‘ A{YH$mar
     ¶m§Mo nadmZJr{edm¶ Pmbobr ZgmdrV.
    3) O‘rZ IaoXr H$aUma ¶m§Mo "Amdí¶H$ H$mJXnÌ' ¶m‘Ü¶o {dhrV
     Ho$bo à_mUo à{VkmnÌ gmXa H$aUo Amdí`H$ Amho.
    4) O_rZrMo Mmbw ~mOma_yë`Xa VŠË`mZwgma g§~§{YV Xþæ`_ 
     {Z~§YH$ ̀ m§Mo H$S>rb AH¥$fH$(Am¡Úmo{JH$)
     _wë`m§H$ZmZwgma 2% ZOamUm a¸$_ AmH$maUo Amdí`H  
     Amho. 
    5) O_rZ Á`m Am¡Úmo{JH$ à`moOZmgmR>r IaoXr H$aUma / 
     Ho$bobr Amho Vmo Am¡Úmo{JH$ dmna g§~§{YV O_rZrV AZwko` 
     Agbo~m~V ghm`H$ g§MmbH$, ZJa aMZm ̀ m§Mo A{^àm` 
     Amdí`H$ Amho. 
    6) O{_Z Á`m ì`º$sH$Sy>Z IaoXr Ho$bobr Amho Vr Am{Xdmgr
     Agë`mg gj_ A{YH$mè`mMr {dH«$s nadmZJr KoVbobr 
     Agmdr.

5 Amdí`H$ ewëH$  bmJw Zmhr.

6 ewëH$ ̂ aÊ`mMr nÜXV   bmJw Zmhr.

7 {ZU©` KoUmao A{YH$mar  Ana {Oëhm{YH$mar

8 {ZU©` à{H«$`og   60 {Xdg
 cmJUmam H$mcmdYr 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

Hw$iH$m`Xm emIm  6. _w§~B©Mm O{_ZrMo VwH$S>o nmS>Ê`mg à{V~§Y H$aUo d Ë`m§Mo EH$ÌrH$aU H$aÊ`m~m~V A{Y{Z`_ 
1947 AÝd`o {d{hV Ho$boë`m à_mU^yV joÌmnojm H$_r joÌ Agboë`m O{_ZrMr IaoXr {dH«$s H$aUog nadmZJr XoUo.

1 {df`    _w§~B©Mm O{_ZrMo VwH$S>o nmS>Ê`mg à{V~§Y H$aUo d Ë`m§Mo EH$ÌrH$aU
     H$aÊ`m~m~V A{Y{Z`_ 1947 AÝd`o {d{hV Ho$boë`m à_mU^yV 
     joÌmnojm H$_r joÌ Agboë`m O{_ZrMr IaoXr {dH«$s H$aUog nadmZJr 
     XoUo.

2 Amdí`H$ H$mJXnÌo  A)  g§~§YrV g§ñWm / ñWm{ZH$ ñdamÁ` g§ñWm/àm{YH$aU `m§Mm  
     Imbrb à`moOZmW© O_rZ IaoXr H$aUog nadmZJr 
      {_iUo~m~VMm AO©
     1)  Y_©emim ~m§YÊ`mgmR>r, _wbo d àm¡T> ̀ m§MogmR>r IoimMr _¡XmZo,  
     emim, _hm{dÚmb`o, IoS>çmVrb àojmJ¥ho, {dÚmÏ`mªMr 
      dgVrJ¥ho,gmd©O{ZH$ XdmImZo, gmd©O{ZH$ dmMZmb`o, 
      àemgH$s` B_maV AWdm H$_©Mmar d¥§XmÀ`m amhÊ`mMr OmJm, 
      JmoXm_o, àdmgr ~§Jbo AWdm {dlm_J¥ho (H|$Ð AWdm amÁ` 
      emgZ AWdm H$moUË`mhr ñWm{ZH$ A{YH$mè`mZo ~m§Ybobr.)
     2) amÁ` emgZ AWdm H$moUË`mhr ñWm{ZH$ àm{YH$mè`mZo 
      gmd©O{ZH$ H$m_mgmR>r ~m§Yboë`m {dhrar, Vir, H$mbdo, nmQ> d
      BVa nmÊ`mMo _mJ©.
     3) amIrd dZ, OiUmgmR>§r, JmdR>mU d dmT>rd JmdR>mU, nmPa  
     Vbmd,emgZmMo ObqgMZ àH$ënd¥ÜXrgmR>r bmJUmar O_rZ.
     4) _mgo, _mg d ̂ mOr ~mOma, KmUr, KmUrMo hm¡X d nmQ> OH$mV  
      ZmHo$,emgZ AWdm ñWm{ZH$ àm{YH$mè`m§gmR>r d Mm_S>r 
      H$_mdÊ`mgmR>r  bmJUmar OmJm.
     5)  amÁ` n[adhZ àm{YH$mar ~gS>onmo, nrH$An eoS>, ñQ>°S>g² d  
     `§Ìemim ̀ mgmR>r bmJUmar O_rZ.
     6) H$moUË`mhr ApñVËdmV Agboë`m {dYr{Z`_m§Zwgma ñWmnZ 
      Ho$boë`m H¥$fr {dÚm{nR>mgmR>r bmJUmar O_rZ.
     7) gmd©O{ZH$ añVo,gmd©O{ZH$ g§S>mg, XhZ AJa X\$Z ^y{_, 
      gmd©O{ZH$ ì`m`m_emim.
     8) MamD$ O{_Zr, XmdUrMr OmJm, gmd©O{ZH$ Iù`m§À`m OmJm, 
      gmd©O{ZH$ Cn`moJmgmR>r IVm§Mo IS²>S>o.
     9) ghH$mar J¥h aMZm g§ñWm ̀ m§Mo Kam§Mo ~m§YH$m_mgmR>r bmJUmar  
     O_rZ
     10) Á`m à`moOZmW© O{_Z IaoXr H$amd`mMr Amho Vo à`moOZ  
     Xe©{dUmao AZwf§JrH$ H$mJXnÌo.
     11)  N>mZZr A§Vr Amdí¶H$ AÝ¶ H$mJXnÌo.

3 g§~§{YV emgZ g§X^©,  1) _w§~B©Mm O{_ZrMo VwH$S>o nmS>Ê`mg à{V~§Y H$aUo d Ë`m§Mo 
 BVa AmXoe, n[anÌH$ B.  EH$ÌrH$aU H$aÊ`m~m~V A{Y{Z`_ 1947 _Yrb H$b_ 8 A  
     2) emgZ _hgwb d dZ {d^mJ A{YgyMZm H«$. 1969/56242
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

 (H$moUË`m A{Y{Z`_mMo {XZm§H$ 31/5/1971
 / {Z`_mMo AmYmao gXa 
 H$m_H$mO nyU© Ho$bo OmUma
 Amho.)

4 {ZU©` à{H«$`oV VnmgUr 1)  _w§~B©Mm O{_ZrMo VwH$S>o nmS>Ê`mg à{V~§Y H$aUo d Ë`m§Mo
 H$aUoV ̀ oV Agboë`m   EH$ÌrH$aU H$aÊ`m~m~V A{Y{Z`_ 1947 _Yrb H$b_ 
 ~m~r    8 A _Yrb VaVyXrZwgma O_rZ IaoXrMo à`moOZ 
     "Amdí`H$ H$mJXnÌmV' Z_yX Ho$bobo à`moOZ H«$_m§H$  1 
     Vo 9 ̀ mn¡H$s AgUo Amdí`H$ Amho.
    2) Amdí`H$ H$mJXnÌm§gh O_rZ {dH«$s H$aUoH$m_r ñd`§ñnï>
     A{^àm`mgh g§§~§{YV VhgrbXma ̀ m§Mm Mm¡H$er Ahdmb
     Amdí`H$ Amho.

5 Amdí`H$ ewëH$  bmJw Zmhr.

6 ewëH$ ̂ aÊ`mMr nÜXV   bmJw Zmhr.

7 {ZU©` KoUmao A{YH$mar  Ana {Oëhm{YH$mar

8 {ZU©` à{H«$`og   n[anyU© àñVmd àmá PmboZ§Va 45 {Xdg.
 cmJUmam H$mcmdYr 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

Hw$iH$m`Xm emIm  7 {_iH$V n{ÌHo$da MwHy$Z bmJbobm "gÎmm àH$ma ~' eoam H$_r H$aUo.

1 {df`   {_iH$V n{ÌHo$da MwHy$Z bmJbobm gÎmm àH$ma ~ eoam H$_r H$aUo.

2 Amdí`H$ H$mJXnÌo  1)   AO©XmamMm AO©,
    2)   AO©Xma / _wi nwéf ̀ m§Zm _mb_Îmm àXmZ Ho$bo~m~VMo AmXoe
    3)  _mb_Îmm àXmZ Ho$bonmgyZ AmO nmdoVmo _mb_Îmm nÌH$ d 
          Ë`mdarb \o$a\$ma (à‘m{UV àV)
    4)  Mm¡H$er a{Oï>aMm CVmam. (CnA{YjH$ ̂ y‘r A{^boI 
      ¶m§MoH$S>rb)
    5) {_iH$VrMo \o$a\$mamV Z_wX AmXoemÀ`m àVr
    6) g§~§{YV CnA{YjH$ ^w_r A{^boI `m§Mm A{^àm`mgh 
      Mm¡H$er Ahdmb.

3 g§~§{YV emgZ g§X^©,  1) _hmamï´> O{_Z _hgwb A{Y{Z`_ 1966 Mo H$b_ 20 (2)
 emgZ {ZU©`, BVa   2)  _hmamï´> emgZ _hgyb d dZ{d^mJ emgZ {ZU©` H«$_m§H$ 
 AmXoe, n[anÌH$ B.    O_rZ- 10/2008/à.H«$.146/O-1 {X. 20 OmZodmar 
 (H$moUË`m A{Y{Z`_mMo   2009.
 /{Z`_mMo AmYmao gXa  3) _hmamï´> emgZ _hgyb d dZ{d^mJ emgZ {ZU©` H«$_m§H$ 
 H$m_H$mO nyU© Ho$bo    O_rZ- 06/2009/à.H«$.76/O-1 {X. 1 Am°JñQ> 2009.
 OmUma Amho.)   4) _hmamï´> emgZ _hgyb d dZ{d^mJ emgZ {ZU©` H«$_m§H$ 
      O_rZ- 03/2010/à.H«$.48/O-1 {X. 9 Owb¡ 2010
    5) {Oëhm{YH$mar Ah_XZJa ̀ m§MoH$S>rb AmXoe H«$_m§H$
      _h/H$m`m©/O_rZ/1~/859/2010 {X. 19/10/2010.

4 {ZU©` à{H«$`oV VnmgUr 1) {_iH$V n{ÌHo$darb KoUoV Ambobm gÎmm àH$ma "~' hr Zm|X  
 H$aUoV ̀ oV Agboë`m    MwH$sZo bmJbobr Amho. ̀ m~m~V ImÌr H$aUo Amdí`H$  
 ~m~r     Amho.
    2) _hmamï´> O{_Z _hgwb A{Y{Z`_ 1966 Mo H$b_ 20 (2) 
      AZwgma g§~§{YVm§Zm gwZmdUr XoUo Amdí`H$ Amho.
    3) gÎmm àH$ma ~ Mr Zm|X MwH$sZo KoUoV Ambobr AgyZ gXa Zm|X 
      H$_r H$aUo~m~V g§~§{YV CnA{YjH$ ̂ w_r A{^boI ̀ m§Zr 
      ñd`§ñnï> A{^àm`mgh Ahdmb gmXa H$aUo Amdí`H$ Amho.

5 Amdí`H$ ewëH$    bmJw Zmhr
6 ewëH$ \$s ̂ aÊ`mMr    bmJw Zmhr
 nÜXV
7 {ZU©` KoUmao A{YH$mar   Ana {Oëhm{YH$mar
8 {ZU©` à{H«$`og bmJUmam   n[anyU© àñVmd àmá PmboZ§Va 90 {Xdg
 H$mbmdYr
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

Hw$iH$m`Xm emIm    8   _w§~B© Hw$i d{hdmQ> d eoVO_rZ A{Y{Z`_ 1948 Mo H$b_ 63 d _w§~B© Hw$i d{hdmQ> d eoVO_rZ {Z`_ 1956 Mm 
                           {Z`_ 36 A§VJ©V eoVH$ar Zgboë`m ì`º$s/H§$nZr/Y_©Xm` /e¡j{UH$ g§ñWm/ghH$mar g§ñWm `m§Zm O_rZ 
                           IaoXr~m~V nwd© AWdm H$m`m}Îma nadmZJr XoUo.

1 {df`     _w§~B© Hw$i d{hdmQ> d eoVO_rZ A{Y{Z`_ 1948 Mo H$b_ 63 d _w§~B© 
     Hw$i  d{hdmQ> d eoVO_rZ {Z`_ 1956 Mm {Z`_ 36 A§VJ©V eoVH$ar 
     Zgboë`m ì`º$s/H§$nZr/Y_©Xm` /e¡j{UH$ g§ñWm/ghH$mar g§ñWm 
     `m§Zm O_rZ IaoXr~m~V nwd© AWdm H$m`m}Îma nadmZJr XoUo.

2 Amdí`H$ H$mJXnÌo   1) AO©Xma g§ñWoMm / ì`{º$Mm AO©,
     2) O_rZrMm dmna Iè`mIwè`m Am¡Úmo{JH$/ dm{UÁ`rH$ 
      /e¡j{UH$/Y_m©Xm` H$maUmgmR>r H$aUma/ hmoV Agë`m~m~V 
      à{VkmnÌ.
     3) O_rZrMo gZ 1940 nmgwZ gd© 7/12 CVmao d Ë`mdarb gd© 
      \o$a\$ma (à‘m{UV à{V)
     4) AO©Xma ì`º$s/H§$nZr/Y_©Xm`/e¡j{UH$ g§ñWm/ghH$mar 
      g§ñWm Agbo~m~V Zm|XUr à_mUnÌ 
     5) gXaMr g§ñWm hr Zm|XUr A{Y{Z`_ 1860 AJa _w§~B© 
      {dídñV ì`dñWm A{Y{Z`_ 1950 _Yrb VaVyXrà_mUo 
      Zm|XUrH¥$V Agbo~m~V à_mUnÌ/ AO©Xma H§$nZr Agë`mg 
      H§$nZr A{Y{Z`_ 1956 _Yrb VaVwXrà_mUo n§OrH$aU 
      à_mUnÌ) {dídñV g§ñWoMr KQ>Zm d CÔoe nÌH$ / àmoOoŠQ> 
      [anmoQ>©/ ghH$mar g§ñWoMr KQ>Zm d nmoQ>{Z`_mMr àV/àmoOoŠQ> 
      [anmoQ>©/H§$nZr Agë`mg H§$nZrMo _o_moa§S>_ Am°\$ Agmo{gEeZ 
      d n«moOoŠQ> [anmoQ>©Mr àV.
     6) gXa {dídñV g§ñWm/H§$nZr/ghH$mar g§ñWm ̀ m§Zr Aer 
      nadmZJr {_iUoH$m_r nmarV Ho$bobm R>amd.
     7) gXa {dídñV g§ñWm/ghH$mar g§ñWm/ H§$nZrZo _w§~B© O_rZ 
      YmaUoMr H$_mb _`m©Xm A{Y{Z`_ 1961 d 1971 _Yrb 
      VaVyXrà_mUo H$_mb joÌmnojm OmñV O_rZ YmaU Ho$bobr 
      Zgbo~m~V d gXa O_rZrMm IamIwam {~ZeoVr dmna H$aUma 
      Agë`m~m~V à{VkmnÌ 

3 g§~§{YV emgZ g§X^©,  1) _w§~B© Hw$i d{hdmQ> d eoVO_rZ A{Y{Z`_ 1948 Mo H$b_ 63
 emgZ {ZU©`, BVa   2) _w§~B© Hw$i d{hdmQ> d eoVO_rZ {Z`_ 1956 Mm {Z`_ 36.
 AmXoe, n[anÌH$ B.  
 (H$moUË`m A{Y{Z`_mMo 
 /{Z`_mMo AmYmao gXa 
 H$m_H$mO nyU© Ho$bo  
 OmUma Amho.)
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

4 {ZU©` à{H«$`oV VnmgUr  1) O{_ZrMm dmna Imbrbn¡H$s (Iè`mIwè`m Am¡Úmo{JH$/ 
 H$aUoV ̀ oV Agboë`m   dm{UÁ`rH$/e¡j{UH$ /Y_m©Xm`) H$maUmgmR>r H$aUma/hmoV 
 ~m~r     Agë`m~m~V ImÌr H$aUo Amdí`H$ Amho.
     A)  O{_Z Iè`m AWm©Zo {~Ja eoVr à¶moOZmgmR>r Amdí`H$ Amho.
     ~) Am¡Úmo{JH$ qH$dm ì`mnma {df`H$ CnH«$_mÀ`m qH$dm e¡j{UH$  
      qH$dm Y_m©Xm` g§ñWoÀ`m \$m`ÚmgmR>r O{_ZrMr Amdí`H$Vm  
     Amho.
     H$) Aer O_rZ JhmU {Xbobr Agë`mg , JhmU KoUmè`mZo  
     eoVrMm ì`dgm` H$aÊ`mMr Ë`mMr BÀN>m Amho Am{U Vmo ñdV:  
      O_rZ H$gÊ`mg H$~wb Amho Ago à_mUnÌ  
          {Oëhm{YH$mè`mH$Sy>Z {_idbobo  AgUo.
     S>) ghH$mar g§ñWog Ë`m O{_ZrMr Amdí`H$Vm AgUo.
     B©) Or ì`º$s eoVH$ar ZgyZ {OMr eoVrMm ì`dgm` H$aÊ`mMr  
      BÀN>m Amho d {Oëhm{YH$mè`mZo ‘w§~B© Hw$i d{hdmQ> d eoVO‘rZ 
      A{YqZ§¶‘ 1948 Mo H$b_ 32n, nmoQ>H$b_ (2),I§S (H$)  
     `mV {Z{X©ï> Ho$bobm AJ«VoMm H«$_ bjmV KoD$Z,   
      eoVrMm ì`dgm` H$aÊ`mMr {VMr BÀN>m Amho d Vr ñdV: O_rZ  
     H$aÊ`mg g_W© Amho Ago à_mUnÌ {Xbo Amho Aem ì`º$sg  
     ñdV: H$gÊ`mgmR>r Ë`m O{_ZrMr Amdí`H$Vm Amho.
     \$) O{_ZrÀ`m _mbH$mZo _w§~B© Hw$id{hdmQ> d eoVO_rZ A{Y{Z`_
      1948 Mo H$b_ 64 _Yrb VaVwXtMo nmbZ Ho$bo Amho.
     3) O_rZrMo gZ 1940 nmgwZ gd© 7/12 CVmao d Ë`mdarb gd© 
      \o$a\$ma VnmgUr H$ê$Z eV©^§J Pmbobm Zmhr ̀ m~m~V ImÌr 
      H$aUo Amdí`H$ Amho.
     4) AO©Xma ì`º$s/H§$nZr/Y_©Xm`/e¡j{UH$ g§ñWm/ghH$mar 
      g§ñWm Agbo~m~V Zm|XUr à_mUnÌ gmXa H$aUo Amdí`H$ 
      Amho.
     5) gXaMr g§ñWm hr Zm|XUr A{Y{Z`_ 1860 AJa _w§~B© {dídñV 
      ì`dñWm A{Y{Z`_ 1950 _Yrb VaVyXrà_mUo Zm|XUrH¥$V  
     Agbo~m~V à_mUnÌ/AO©Xma H§$nZr Agë`mg H§$nZr 
      A{Y{Z`_ 1956 _Yrb VaVwXrà_mUo n§OrH$aU à_mUnÌ) 
      {dídñV g§ñWoMr KQ>Zm d CÔoe nÌH$/àmoOoŠQ>   
       [anmoQ>© /ghH$mar g§ñWoMr KQ>Zm d nmoQ>{Z`_mMr àV, àmoOoŠQ> 
      [anmoQ>©/H§$nZr Agë`mg H§$nZrMo _o_moa§ÝS>_ Am°\$ Agmo{gEeZ 
      d n«moOoŠQ> [anmoQ>©Mr àV gmXa H$aUo Amdí`H$ Amho.
     6) gXa {dídñV g§ñWm/H§$nZr/ghH$mar g§ñWm ̀ m§Zr Aer 
      nadmZJr {_iUoH$m_r nmarV Ho$bobm R>amd gmXa H$aUo 
      Amdí`H$ Amho.
     7) gXa {dídñV g§ñWm/ghH$mar g§ñWm/ H§$nZrZo _w§~B© O_rZ 
      YmaUoMr H$_mb _`m©Xm A{Y{Z`_ 1961 d 1971 _Yrb 
      VaVyXrà_mUo "H$_mb joÌmnojm' OmñV O_rZ YmaU Ho$bobr 
      Zgbo~m~V d gXa O_rZrMm dmna Iè`mIwè`m AH¥$fH$ 
      à¶moOZmgmR>r Mmby AgUo /hmoUma AgboMr ImÌr H$aUo 
      Amdí¶H$ Amho. 
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SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc
5 Amdí`H$ ewëH$  bmJw Zmhr.

6 ewëH$ \$r ̂ aÊ`mMr nÜXV   bmJw Zmhr.

7 {ZU©` KoUmao A{YH$mar  Ana {Oëhm{YH$mar

8 {ZU©` à{H«$`og   90 {Xdg

 cmJUmam H$mcmdYr 
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STANDARD   OPERATING   PROCEDURE
gwemgZ
SOP

{Oëhm{YH$ mar H$ m`m©c`, Ah_XZJa

* AZwH«$ ‘m{UH$ m *

A.Z§. {df¶ n¥.H«$ .

gm‘mÝ¶ àemgZ emIm 

1. Z°eZb Adm°S> © (~«oìhar) ~mbem¡¶© nwañH$ mam H$ [aVm Zm_{ZX©oeZ nmR> {dUo.                               1

2. OrdZ Jm¡ad nwañH$ mamH$ [aVm Zm_{ZX}eZ nmR> {dUo.                                                     2 

3.  H|$ ÐemgZmÀ¶m AZwgy{MV O‘mVrÀ¶m H$ ë¶mUH$ mar ¶moOZm am~{dÊ¶mgmR> r gwé                         3

Agcoë¶m d Z{dZ ¶moOZm§À¶m  AW© ghmæ¶m gmR> rMo àñVmd Am{Xdmgr Am¶wº$  ¶m§Zm gmXa H$ aUo.

4.  ñdmV§Í` g¡{ZH$  ̀ m§Mo {Zd¥ÎmrdoVZ àH$ aUo _§OwargmR> r emgZmg nmR>dUo.                                4

5.  ñdmV§Í` g¡{ZH$  / {dYdm nËZr ̀ m§Zm EgQ> r nmg gdbV XoUo.                                          6

6.  ñdmV§Í` g¡{ZH$  / ñdm. g¡. {dYdm nËZr A§Ë`{dYrgmR> r Am{W©H$  _XV (é. 5,000/-) XoUo.           7

7.  ñdmV§Í` g¡{ZH$  / ñdm. g¡. {dYdm nËZr ̀ m§Zm d¡ÚH$ s` gdbV XoUo.                                    9

8.  ñdmV§Í` g¡{ZH$  {dYdm nËZr ̀ m§Mo {Zd¥ÎmrdoVZ àH$ aUo _§Owa H$ aUo.                                     11

9.  ñdmV§Í` g¡{ZH$  /{dYdm nËZr ̀ m§Zr Ë`m§À`m dmagmgmR> r ZmoH$ argmR> r Zm_{ZX}eZ H$ aUo.               13

10.  Aëng§»`m§H$ mgmR> r nmo{bg ̂ aVr nyd© à{ejU am~{dUo, _amR> r ̂ mfm \$ m¡S> oeZ                          15

dJ© H$ m`©H«$ _ ̀ moOZm am~{dUo. 



STANDARD   OPERATING   PROCEDURE
gwemgZ
SOP

{Oëhm{YH$ mar H$ m`m©c`, Ah_XZJa

ñnï> rH$ aUA.Z§. Vnerc

gm_mÝ` àemgZ emIm 
1. Z°eZb Adm°S> © (~«oìhar) ~mbem¡¶© nwañH$ mam H$ [aVm Zm_{ZX©oeZ nmR> {dUo

1 {df` Z°eZb Adm°S> © (~«oìhar) H$ [aVm Zm_{ZX}eZ nmR> {dUo.
2 nmÌVm 1) EImÚm ì¶{º$ À¶m earamcm XþImnV hmoB©c qH$ dm 

 Ordmcm YmoH$ m {Z‘m©U Pmcocm Agoc Aem àg§Jr Ë¶m 
ì¶{º$ Mo àmU dmM{dÊ¶mgmR> r Y¡¶m©Zo à¶ËZ Ho$ co 
Agë¶mg. 
2)qH$ dm EImXo g‘mO {dKmVH$  H¥$ Ë¶ KS>V AgVm§Zm 
Aem àg§Jr XmI{dcoco Y¡¶©.
3)AO©XmamMo d¶ 6 dfm©Imcrc d 18 dfm©darc Zgmdo.

3 Amdí`H$  H$ mJXnÌo 1)INDIAN COUNCIL FOR CHILD WELFARE 

 (ICCW) `m§Zr {Xboë`m {dhrV Z_wÝ`mVrc Zm‘{ZX}e 
   AO©   
2)KQ> Z oMr _m{hVr, \ $ m oQ > m o , OÝ_VmarI à_mUnÌ, 
3)dV©_mZnÌ/_m{gH$  _Ü`o à{gÕ Pmbobr _m{hVr,  
4)nmo{bg ñQ> oeZ_Ü`o Zm|X Pmbobr E\$ .Am`.Ama. Mr   
    àV
5)AO©XmamMr _m{hVr d VgoM BVa Amdí`H$  H$ mJXnÌo 
6) darc gd© H$ mJXnÌo ICCW  ̀ m§Zr {Xboë`m 
  ̀ mXr_Yrb àm{YH¥$ V A{YH$ mè`mZo gmjm§{H$ V H$ aUo 
    Amdí`H$  Amho.

4 g§{já emgZ g§X^©,  Indian Council for Child welfare, 4 Deen 

emgZ {ZU©`, BVa Dayal Upadhaya Marg,New Delhi-110002.

AmXoe n[anÌH$  B. (H$ moUË`m  ̀ m§MoH$ S> rb nÌ
A{Y{Z`_mMo / {Z`_mMo 
AmYmao gXa H$ m_H$ mO nwU© 
Ho$ bo OmUma Amho)

5 {ZU©` à{H«$ `oV 1) darc ‘wÔm H«§$ . 2 ‘Ü¶o Z‘wX Amdí¶H$  H$ mJXnÌm§Mr
VnmgUr H$ aUoV ̀ oV N> mZZr H$ éZ àñVmd ICCW Zdr {X„r ¶m§MoH$ S> o 

Agboë`m ~m~r nmR> {dÊ¶mV ¶oVmo. 
    

6 Amdí`H$  ewëH$ bmJw Zmhr

7 ewëH$   ̂ aÊ`mMr nÜXV bmJw Zmhr

8 {ZU©` KoUmao A{YH$ mar {Oëhm{YH$ mar

9 {ZU©` à{H«$ `og bmJUmam  emgZmZo {d{hV Ho$ ë`mà_mUo
H$ mbmdYr

1



STANDARD   OPERATING   PROCEDURE
gwemgZ
SOP

{Oëhm{YH$ mar H$ m`m©c`, Ah_XZJa

ñnï> rH$ aUA.Z§. Vnerc

2. OrdZ Jm¡ad nwañH$ mamH$ [aVm Zm_{ZX}eZ nmR> {dUo

1 {df` OrdZ Jm¡ad nwañH$ mamgmR> r {e\$ mag nmR> {dUo.

2 nmÌVm Z¡g{J©H$  AmnÎmr, AnKmV, AmJ, nmÊ¶mV ~wSw> Z ‘¥Ë¶w, 
XheVdmXr KQ>Zm, Mmoar d XamoS> m, BË¶mXr KQ>Zm§À¶m 
  doir XmI{dcoë¶m em¡¶m©~m~V

3 Amdí`H$  H$ mJXnÌo 1)gm‘mÝ¶ àemgZ {d^mJ ¶m§Mo {XZm§H$  29/9/2005 
     À¶m nÌmgmo~V Agcoë¶m Z_wÝ`mVrb AO© 
2)nm ocrg {d^mJmH $ S > rc AO©XmamMo Mm[aÌ VnmgUr 
    AhdmbmMr n«V,
3)  KQ>ZoMr {dñV¥V _m{hVr
4) gm`Q> oeZÀ`m B§J«Or_Yrb XmoZ àVr
5) dV©_mZnÌ/_m{gH$  _Ü`o à{gÕ Pmbobr _m{hVr
6)nmo{bg ñQ> oeZ_Ü`o Zm|X Pmbobr E\$ .Am`.Ama. Mr   
     àV, qH$ dm Ahdmb
7)  {Oëhm{YH$ mar ̀ m§Zr gmjm§{H$ V Ho$ bobo à‘mUnÌ. 
8)  N> mZZr A§Vr Amdí¶H$  Agë¶mg BVa H$ mJXnÌ.

4 g§{já emgZ g§X^©, 1) _m. Ada g{Md gm_mÝ` àemgZ {d^mJ ̀ m§MoH$ S> rb
emgZ {ZU©` BVa AmXoe    nÌ H«$ . A{H$ em¡- 1005/1404/n« H«$ . 94/31

n[anÌH$  B. (H$ moUË`m   {XZm§H$  29/9/2005

A{Y{Z`_mMo /  2) Deputy Secretary Ministry of Home Affairs/

{Z`_mMo AmYmao gXa    Grih Mantralaya letter Date 18 August 2005,

H$ m_H$ mO nwU© Ho$ bo                22 August 2005

OmUma Amho) 

5 {ZU©` à{H«$ `oV VnmgUr darc à‘mUo Amdí¶H$  H$ mJXnÌmMr N> mZZr H$ éZ 
H$ aUoV ̀ oV {d^mJr¶ Am¶wº$ , Zm{eH$  {d^mJ Zm{eH$  ¶m§MoH$ S> o nmR> {dUo.
Agboë`m ~m~r

6 Amdí`H$  ewëH$ bmJw Zmhr

7 ewëH$  ̂ aÊ`mMr nÜXV bmJw Zmhr

8 {ZU©` KoUmao A{YH$ mar {Oëhm{YH$ mar

9 {ZU©` à{H«$ `og  emgZmZo {d{hV Ho$ ë`mà_mUo
bmJUmam H$ mbmdYr

2



STANDARD   OPERATING   PROCEDURE
gwemgZ
SOP

{Oëhm{YH$ mar H$ m`m©c`, Ah_XZJa

ñnï> rH$ aUA.Z§. Vnerc

3. H|$ ÐemgZmÀ¶m AZwgy{MV O‘mVrÀ¶m H$ ë¶mUH$ mar ¶moOZm am~{dÊ¶mgmR> r gwé Agcoë¶m d Z{dZ ¶moOZm§À¶m 
   AW© ghmæ¶m gmR> rMo àñVmd Am{Xdmgr Am¶wº$  ¶m§Zm gmXa H$ aUo.

1 {df`
am~{dÊ¶mgmR> r gwé Agcoë¶m d Z{dZ ¶moOZm§À¶m 

   AW© ghmæ¶m gmR> rMo àñVmd Am{Xdmgr Am¶wº$  ¶m§Zm gmXa 
H$ aUo.  

2 Amdí`H$  H$ mJXnÌo _m. Am`wº$ , Am{Xdmgr {dH$ mg, _hmamï´>  amÁ` Zm{eH$  ̀ m§Mo 
nÌ, VnmgUr gyMr à_mUo.
1) H|$ Ð emgZmMo {d{hV Z_wÝ`mVrb AO©
2) IMm©Mo A§XmOnÌH$
3) VrZ dfm©Mm boImn[ajm Ahdmb
4) VrZ dfm©Mm dm{f©H$  Ahdmb
5) H$ _©Mmè`m§Mr ̀ mXr
6) bm^mWvMr ̀ mXr
7) Zm|XUr à_mUnÌ
8) ì`dñWmnZ g{_VrMr ̀ mXr
9) ̂ mS> o g§~§YmVrb H$ amaZm_m
10) ~§YnÌ, àm{YH¥$ V nÌ
11) AQ> r d eVu _mÝ` Agë`m~m~V pñdH¥$ Vr
12) dm{f©H$  VnmgUr Ahdmb (N> m`m{MÌmgh)
13) Cn{d^mJr¶ A{YH$ mar ¶m§Mm VnmgUr Ahdmc 
14) N> mZZr A§Vr Amdí¶H$  Agë¶mg BVa H$ mJXnÌo

3 g§~§{YV emgZ g§X^©, emgZ {ZU©`,   VnmgUr gyMr, H|$ Ð emgZmÀ`m _mJ©Xe©H$  gyMZm,
BVa AmXoe, n[anÌH$  B.(H$ moUË`m   {ZarjU AhdmbmMm / AOm©Mm Z_wZm
A{Y{Z`_mMo/{Z`_mMo AmYmao gXa
H$ m_H$ mO nwU© Ho$ bo OmUma Amho)

4 {ZU©` à{H«$ `oV VnmgUr H$ aUoV ̀ oV  1) darc à‘mUo gd© Amdí¶H$  H$ mJXnÌo 
Agboë`m ~m~r 2) g§~§YrV Cn{d^mJr¶ A{YH$ mar/Vh{gcXma ¶m§Mm 

  Mm¡H$ er Ahdmc VnmgUr gwMrà‘mUo KoD$ Z àH$ aU 
  ‘§OwarñVd Am{Xdmgr Am¶wº$ ,Zm{eH$  {d^mJ, Zm{eH$  
   ¶m§Mo‘m’©$ V H|$ Ð emgZmH$ S> o nmR> {dUo.

5 Amdí`H$  ewëH$ bmJw Zmhr

6 ewëH$  ̂ aÊ`mMr nX²YV bmJw Zmhr

7 {ZU©` KoUmao A{YH$ mar {Oëhm{YH$ mar

8 {ZU©` à{H«$ `og bmJUmam H$ mbmdYr emgZmZo {d{hV Ho$ ë`mà_mUo

H|$ ÐemgZmÀ¶m AZwgy{MV O‘mVrÀ¶m H$ ë¶mUH$ mar ¶moOZm 
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STANDARD   OPERATING   PROCEDURE
gwemgZ
SOP

{Oëhm{YH$ mar H$ m`m©c`, Ah_XZJa

ñnï> rH$ aUA.Z§. Vnerc

4. ñdmV§Í` g¡{ZH$  `m§Mo {Zd¥ÎmrdoVZ àH$ aUo _§OwargmR> r emgZmg nmR>dUo

1 {df`

emgZmg nmR> dUo.

2 Amdí`H$  H$ mJXnÌo 1) ñdm. g¡{ZH$  ̀ m§Mo ZmdmZo _yi AO©
2) ñdm. g¡[ZH$  Agë`mMm nwamdm
3) Vwé§Jdmg ̂ moJbo~m~V Vwé§J A{YH$ mar ̀ m§Mo à_mUnÌ
4) {eYmn{ÌH$ m gË`àV
5) ñdm.g¡{ZH$  Agbo~m~V XmoZ ñdm.g¡{ZH$  ̀ m§Mo h_rnÌ
6) ahrdmgr XmIbm
7) emim gmoS> ë`mMm XmIbm
8) KaXma gmoS> mdo bmJbo Agbo~m~VMm nwamdm
9) dV©_mZ nÌmV \$ amar Agbo~m~V ~mV_rMm nwamdm
10) N> mZZr A§Vr Amdí¶H$  Agcoco BVa H$ mJXnÌo 

3 g§{jßV emgZ g§X^©, emgZ {ZU©`,  1) em. {Z. H«$ . gmà{d/nrAmoEg-1083/577/{dH$ -1
BVa AmXoe, n[anÌH$  B.(H$ moUË`m  {X. 3/8/1983
A{Y{Z`_mMo/{Z`_mMo AmYmao gXa 2) em. {Z. H«$ . gmà{d/nrAmoEg-1082/{dH$ -1
H$ m_H$ mO nwU© Ho$ bo OmUma Amho)   {X. 24/12/1982

3) emgZ n[anÌH$  H«$ .nrAmoEg-2000/215/
à.H«$ .35/ñdmg¡H$ -1 {X. 23_o 2000
4) emgZ ewX²YrnÌH$  H«$ .nrAmoEg-1292/à.H«$ .102/
92/ñdmg¡ H$ j {X.22 Am°ŠQ> mo~a 1993
5) emgZmH$ S> r nÌ H«$ . nrAmoEg-1094/1854/
ñdmg¡H$ j {X.23/12/1994
6) emgZ {ZU©` H«$ . nrAmoEg-1093 / à.H«$ .127/
ñdm.g¡.H$ j {X. 4 Owb¡ 1995
7) emgZmH$ S> rb nÌ H«$ . g§H$ sU©-
2008/OrAmoAm`-17/à.H«$ .77/8 ñdmg¡H$ -3
{X. 25 E{àb 2008
8) emgZ n[anÌH$  H«$ .-ñdm{Zdo 2011/à.H«$ .20/
2011/ñdmg¡H$ -1 {X.10 Owb¡ 2012
9) emgZ {ZU©` H«$ . {Zd¥do 2012/à.H«$ . 119
/2012/ñdmg¡H$ -1 {X. 3 gßQ> |~a 2014

ñdmV§Í` g¡{ZH$  `m§Mo {Zd¥ÎmrdoVZ àH$ aUo _§OwargmR> r 
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STANDARD   OPERATING   PROCEDURE
gwemgZ
SOP

{Oëhm{YH$ mar H$ m`m©c`, Ah_XZJa

ñnï> rH$ aUA.Z§. Vnerc

4 {ZU©` à{H«$ `oV VnmgUr H$ aUoV ̀ oV  1)  ‘wÔm H«§$ . 2 ‘Yrc gd© Amdí¶H$  H$ mJXnÌo 

Agboë`m ~m~r 2) g§~§YrV Vh{gcXma/Cn{d^mJr¶ A{YH$ mar ¶m§Mm 

    Mm¡H$ er Ahdmc KodyZ AO© ‘§OwarñVd emgZmH$ S> o 

    nmR> {dUo.

5 Amdí`H$  ewëH$ bmJw Zmhr

6 ewëH$  ̂ aÊ`mMr nX²YV bmJw Zmhr

7 {ZU©` KoUmao A{YH$ mar emgZ

8 {ZU©` à{H«$ `og bmJUmam H$ mbmdYr emgZmZo {d{hV Ho$ ë¶m à‘mUo 
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STANDARD   OPERATING   PROCEDURE
gwemgZ
SOP

{Oëhm{YH$ mar H$ m`m©c`, Ah_XZJa

ñnï> rH$ aUA.Z§. Vnerc

5. ñdmV§Í` g¡{ZH$  / {dYdm nËZr `m§Zm EgQ> r nmg gdbV XoUo

1 {df` ñdmV§Í` g¡{ZH$ /{dYdm nËZr `m§Zm Eg Q> r nmg gdbV 
XoUo. 

2 Amdí`H$  H$ mJXnÌo 1) ñdm. g¡{ZH$  / {dYdm nËZr ̀ m§Mo ZmdmZo AO© 

2) ñdm. g¡. noÝeZ _§Owa AmXoemMr gË`àV/AWdm nr.nr.

   Amo H«$ .

3) gÝ_mZnÌ gË`àV

4)ñdm. g¡{ZH$ mMo AmoiInÌ gË`àV

5) {eYmn{ÌH$ m gË`àV

6) n[a{eï>  A Z_wÝ`mVrb \$ m°_©

7) ~±H$  nmg~wH$ Mr N> m¶m§{H$ V àV 

8) AO©Xma {dYdm nËZr Agë¶mg ñdmV§Ì g¡{ZH$  {dYdm 
    nËZr AmoiInÌ 

9) N> mZZr A§Vr Amdí¶H$  Agcoco BVa H$ mJXnÌ 

3 g§{jßV emgZ g§X^©, emgZ {ZU©`, 1)emgZ {ZU©` H«$ . gmà{d/nrAmoEg-1090/n«.H«$ .77/90 

BVa AmXoe, n[anÌH$  B.(H$ moUË`m ñdm.g¡{ZH$  {XZm§H$  26 {S>g|~a 1990

A{Y{Z`_mMo/{Z`_mMo AmYmao gXa 2) emgZ {ZU©` H«$ ./nrAmoEg-1292/à.H«$ .

H$ m_H$ mO nwU© Ho$ bo OmUma Amho) 102/92/ñdmg¡H$ j {XZm§H$  7 Am°JñQ>  1992

4 {ZU©` à{H«$ `oV VnmgUr H$ aUoV ̀ oV 1) ‘wÔm H«§$ . 2 ‘Yrc gd© Amdí¶H$  H$ mJXnÌo 

Agboë`m ~m~r 2) Vh{gcXma/Cn{d^mJr¶ A{YH$ mar ¶m§Mm Mm¡H$ er 
   Ahdmc KodyZ AO© nwT> rc ¶mo½¶ Ë¶m H$ m¶©dmhrñVd ‘m. 
  {d^mJ {Z¶§ÌH$ , ‘hmamï´>  amÁ¶, ‘mJ© n[adhZ ‘hm‘§S>i 
   (Eg.Q> r.) ¶m§MoH$ S> o nmR> {dUo.

5 Amdí`H$  ewëH$ bmJw Zmhr

6 ewëH$  ̂ aÊ`mMr nX²YV bmJw Zmhr

7 {ZU©` KoUmao A{YH$ mar Ana  {Oëhm{YH$ mar

8 {ZU©` à{H«$ `og bmJUmam H$ mbmdYr gd© H$ mJXnÌm§À¶m nwV©VoZ§Va 7 {Xdg  
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STANDARD   OPERATING   PROCEDURE
gwemgZ
SOP

{Oëhm{YH$ mar H$ m`m©c`, Ah_XZJa

ñnï> rH$ aUA.Z§. Vnerc

6. ñdmV§Í` g¡{ZH$  / ñdm. g¡. {dYdm nËZr A§Ë`{dYrgmR> r Am{W©H$  _XV ( 5,000/-) XoUoé. 

1 {df`

Am{W©H$  _XV (é. 5,000/-) XoUo

2 Amdí`H$  H$ mJXnÌo 1) ñdm. g¡. / {dYdm nËZr `m§Mo n¡H$ s Oo h¶mV AgVrc 

  Ë¶m§Mm qH$ dm Ë¶m§À¶m H$ m¶Xoera dmagXmamMm AO© 

2) ñdm.g¡. noÝeZ _§Owa AmXoemMr gË`àV/ AWdm nr.nr.

    Amo H«$ .

3) gÝ_mZnÌ gË`àV

4) ñdmV§Í` g¡{ZH$ mMo AmoiInÌ gË`àV

5) {eYmn{ÌH$ m gË`àV

6) H|$ Ð gaH$ ma AWdm amÁ¶ gaH$ maMr ñdmV§Ì g¡{ZH$  

    noÝeZ ~m~V emIm ì¶dñWmnH$  ¶m§Mm ~±H$  ImVo CVmam 

7) ñdm.g¡/ñdm.g¡ {dYdm nËZr `m§Mo ZmVog§~§Ym~m~VMo 

     nwamdo Agbobo à{VkmnÌ

8) ñdm.g¡./ñdm. g¡ {dYdm nËZr {Xd§JV Agbog _¥Ë`wMm 

    XmIbm.

9) ñdm.go ̀ m§Mo A§Ë`{dYrMm gd© IM© AO©Xma ̀ m§Zr Ho$ bobm 

    Amho Ago à{VkmnÌ

10) d§emdirZwgma BVa gd© dmagm§Mo g§_{VnÌ Agbobo 

     à{VkmnÌ

11) Vh{gcXma ¶m§Mm Mm¡H$ er Ahdmc 

3 g§{jßV emgZ g§X^©, emgZ {ZU©`, 1) emgZ {ZU`© H«$ . gmà{d/nrAmoEg-1082/{dH$ -1

BVa AmXoe, n[anÌH$  B.(H$ moUË`m     ñdm.g¡. {XZm§H$  24 {S>g|~a 1982

A{Y{Z`_mMo/{Z`_mMo AmYmao gXa 2) gm_mÝ` àemgZ _§Ìmb` _w§~B© ̀ m§MoH$ S> rb nÌ H«$ . 

H$ m_H$ mO nwU© Ho$ bo OmUma Amho)    nrAmoEg 1287/ñdmg¡H$ j {XZm§H$  13 E{n«b 1987

3) emgZ {ZU©` H«$ .nrAmoEg- 1292/à.H«$ .102/92/

    ñdmg¡H$ j {XZm§H$  7 Am°JñQ>  1992

4) emgZ ewX²YrnÌH$  H«$ .nrAmoEg-1292/à.H«$ .102/

    92/ñdmg¡ H$ j {X.22 Am°ŠQ> mo~a 1993

5) emgZ n[anÌH$  H«$ . g§H$ sU© 1002/716/à.H«$ .102/

    ñdmg¡H$ j 1 {XZm§H$  30 Am°JñQ>  2002

ñdmV§Í` g¡{ZH$  / ñdm. g¡. {dYdm nËZr A§Ë`{dYrgmR> r 
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STANDARD   OPERATING   PROCEDURE
gwemgZ
SOP

{Oëhm{YH$ mar H$ m`m©c`, Ah_XZJa

ñnï> rH$ aUA.Z§. Vnerc

6) emgZ {ZU©` H«$ . ñdmg¡H$ 2012/ à.H«$ .58/ 
ñdmg¡H$ -1 {XZm§H$  24 Owb¡ 2013.

4 {ZU©` à{H«$ `oV VnmgUr H$ aUoV ̀ oV 1) darc ‘wÔm H«§$ . 2 ‘Yrc gd© Amdí¶H$  H$ mJXnÌ.

Agboë`m ~m~r

5 Amdí`H$  ewëH$ bmJw Zmhr

6 ewëH$  ̂ aÊ`mMr nX²YV bmJw Zmhr

7 {ZU©` KoUmao A{YH$ mar Ana  {Oëhm{YH$ mar

8 {ZU©` à{H«$ `og bmJUmam H$ mbmdYr gd© H$ mJXnÌm§Mr nwV©Vm Ho$ ë¶mZ§Va 10 {Xdg 
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STANDARD   OPERATING   PROCEDURE
gwemgZ
SOP

{Oëhm{YH$ mar H$ m`m©c`, Ah_XZJa

ñnï> rH$ aUA.Z§. Vnerc

7. ñdmV§Í` g¡{ZH$  / ñdm. g¡. {dYdm nËZr `m§Zm d¡ÚH$ s` gdbV XoUo

1 {df` ñdmV§Í` g¡{ZH$  /ñdm. g¡ {dYdm nËZr `m§Zm d¡ÚH$ s` 

gdbV XoUo.

2 Amdí`H$  H$ mJXnÌo 1) ñdm. g¡. /ñdm.g¡. {dYdm nËZr ̀ m§Mo ZmdmZo AO©

2) ñdm.g¡. noÝeZ _§Owa AmXoemMr gË`àV/ AWdm nr.nr.

    Amo. H«$ .

3) gÝ_mZnÌ gË`àV

4) ñdmV§Í` g¡{ZH$ mMo AmoiInÌ gË`àV

5) {eYmn{ÌH$ m gË`àV

6) H|$ Ð gaH$ ma AWdm amÁ¶ gaH$ maMr ñdmV§Í¶ g¡{ZH$  

    noÝeZ ~m~V emIm ì¶dñWmnH$  ¶m§Mm ~±H$  ImVo CVmam 

7) EH$ m Am{W©H$  dfm©V Aem àH$ maMr _XV KoVbr 

          Zgbo~m~V à{VkmnÌ 

8) amoJmÀ`m {ZXmZm~m~V d ñdê$ nm~m~V emgH$ s` 

      é½Umb`mMo A{YjH$ , {Oëhm eë` {M{H$ ËgH$  d 

      emgH$ s` d¡ÚH$ s` _hm{dÚmb`mMo A{YjH$  `m§Mo 

       à_mUnÌ qH$ dm Ë`m§Zr à{Vñdmjar Ho$ bobo ImOJr 

         é½Umb`mMo à_mUnÌ

9) IMm©Mr _yi Xo`Ho

10) Vh{gcXma ¶m§Mm Ahdmc 

3 g§{jßV emgZ g§X^©, emgZ {ZU©`, 1) emgZ {ZU ©` H « $ .  gmà{d/nrAm oEg-

BVa AmXoe, n[anÌH$  B.(H$ moUË`m  1291/à.H« $ .184/91/ñdmg¡H$ j {XZm§H $  : 

A{Y{Z`_mMo/{Z`_mMo AmYmao gXa    22/11/1991

H$ m_H$ mO nwU© Ho$ bo OmUma Amho) 2) emgZ {ZU©` H«$ . g§H$ sU© / 2008/à.H«$ .122/2008

   ñdmg¡H$ 1 {XZm§H$  24 gßQ> |~a 2014

3) emgZ {ZU©` H«$ .AOAm`mo 2008/à.H«$ .241/Amamo½`

   -6 {XZm§H$  10 {S>g|~a 2009

4) emgZ {ZU©` H«$ . g§H$ sU© 2008
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STANDARD   OPERATING   PROCEDURE
gwemgZ
SOP

{Oëhm{YH$ mar H$ m`m©c`, Ah_XZJa

ñnï> rH$ aUA.Z§. Vnerc

/à.H«$ .122/ñdmg¡H$ -1 {XZm§H$  21 OmZodmar

2011

4 {ZU©` à{H«$ `oV VnmgUr H$ aUoV ̀ oV  1) darc ‘wÔm H«§$ . 2 ‘Yrc gd© H$ mJXnÌ 

Agboë`m ~m~r à{VkmnÌ 2) EH$ m Am{W©H$  dfm©V é. 10,000/- ‘¶m©Xon¶ªV ‘XV 
    XoVm ¶oVo.

    3) g§~§{YV Vh{gcXma/Cn{d^mJr¶ A{YH$ mar ¶m§Mr 
         Mm¡H$ er Ahdmc KodyZ àñVmd ‘§Owa H$ aUo.

5 Amdí`H$  ewëH$ bmJw Zmhr

6 ewëH$  ̂ aÊ`mMr nX²YV bmJw Zmhr

7 {ZU©` KoUmao A{YH$ mar Ana  {Oëhm{YH$ mar

8 {ZU©` à{H«$ `og bmJUmam H$ mbmdYr gd© H$ mJXnÌm§Mr nwV©Vm Ho$ ë¶mZ§Va 7 {Xdg 
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STANDARD   OPERATING   PROCEDURE
gwemgZ
SOP

{Oëhm{YH$ mar H$ m`m©c`, Ah_XZJa

ñnï> rH$ aUA.Z§. Vnerc

8. ñdmV§Í` g¡{ZH$  {dYdm nËZr `m§Mo {Zd¥ÎmrdoVZ àH$ aUo _§Owa H$ aUo

1 {df` ñdmV§Í` g¡{ZH$  {dYdm nËZr ̀ m§Mo 
{Zd¥ÎmrdoVZ  àH$ aUo _§Oya H$ aUo.

2 Amdí`H$  H$ mJXnÌo 1) ñdm. g¡. {dYdm nËZr / ñdm.g¡. {dXþa
   nVr ̀ m§Mo ZmdmZo _yi AO©
2) emgZmH$ S> rb ñdm g¡ noÝeZ _§Owa AmXoemMr gË`àV 
3) gÝ_mZnÌ gË`àV/ ñdmV§Í` g¡{ZH$ mMo AmoiInÌ 
    gË`àV
4) {eYmn{ÌH$ m gË`àV
5) ñdmV§Í` g¡{ZH$  _`V Pmbo~m~V _¥Ë`wMm XmIbm 
    /à_mUnÌ
6) H|$ Ð gaH$ ma AWdm amÁ¶ gaH$ maMr ñdmV§Ì g¡{ZH$  
   noÝeZ ~m~V emIm ì¶dñWmnH$  ¶m§Mm ~±H$  ImVo CVmam   
7) AO©Xma ̀ m§Zr ~±Ho$ V ImVo CKS>bo Agboë`m 
    nmg~wH$ mMr gË`àV
8) AO©Xma d ñdm.g¡./ñdm.g¡. {dYdm nËZr ̀ m§Mo 
   ZmVog§~§Ym~m~VMo nwamdo Agbobo  _wi à{VkmnÌ
9) Vh{gcXma ¶m§Mm Ahdmc

 
3 g§{jßV emgZ g§X^©, 1)  em. {Z. H«$ . gmà{d/nrAmoEg-1083/

emgZ {ZU©`, BVa AmXoe     577/{dH$ -1 {X. 03/08/1983
n[anÌH$  B. 2)  em.{Z. H«$ . gmà{d/ nrAmoEg-1082/
(H$ moUË`m A{Y{Z`_mMo/{Z`_mMo      {dH$ -1 {X.24/12/1982
AmYmao gXa H$ m_H$ mO nwU© Ho$ bo  3) emgZ n[anÌH$  H«$ .nrAmoEg- 
OmUmaAmho) 2 0 0 0 / 2 1 5 / à . H « $ . 3 5 / ñ d m g ¡ H $ - 1  

      {X. 23 _o 2000 
4) emgZ ewX²YrnÌH$  H«$ . nrAmoEg-1292 / 

à.H«$ .102/92/ ñdmg¡ H$ j {X. 22 Am°ŠQ> mo~a 1993
5) emgZmH$ S> rb nÌ H«$ .nrAmoEg-1094/1854/ 

 ñdmg¡H$ j {X.23/0121994
6) emgZ {ZU©` H«$ . nrAmoEg-1093/à.H«$ .127/ 
    ñdmg¡H$ j {X. 4 Owb¡ 1995
7) emgZmH$ S> rb nÌ H«$ . g§H$ sU©-2008/OrAmoAm`-

17/à.H«$ .77/8 ñdm.g¡H$ -3 {X. 25 E{àb 2008
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STANDARD   OPERATING   PROCEDURE
gwemgZ
SOP

{Oëhm{YH$ mar H$ m`m©c`, Ah_XZJa

ñnï> rH$ aUA.Z§. Vnerc
8) emgZ n[anÌH$  H«$ .
 ñdm{Zdo2011 /à.H« $ .20 /2011/ñdmg¡H $  
   - 1 {X. 10 Owb¡ 2012
9) emgZ {ZU©` H«$ . {Zd¥do 2012/à.H«$ .119/2012/ 
    ñdm g¡H$ -1 {X.3 gßQ> |~a 2014

4 {ZU©` à{H«$ `oV VnmgUr H$ aUoV ̀ oV  1)  darc ‘wÔm H«§$ . 2 ‘Yrc gd© Amdí¶H$  H$ mJXnÌ
 Agboë`m ~m~r  2)AmX oe n m [ aV H $ éZ AO ©X m a m § M o  ImV o  

        Agcoë¶m ~±Ho$ cm nwT> rc H$ m¶©dmhr gmR> r nmR> {dUo.

5 Amdí`H$  ewëH$ bmJw Zmhr

6 ewëH$  ̂ aÊ`mMr nÜXV bmJw Zmhr

7 {ZU©` KoUmao A{YH$ mar Ana  {Oëhm{YH$ mar

8 {ZU©` à{H«$ `og bmJUmam H$ mbmdYr gd© H$ mJXnÌm§Mr nwV©Vm Ho$ ë¶mZ§Va 7 {Xdg 
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STANDARD   OPERATING   PROCEDURE
gwemgZ
SOP

{Oëhm{YH$ mar H$ m`m©c`, Ah_XZJa

ñnï> rH$ aUA.Z§. Vnerc

9. ñdmV§Í` g¡{ZH$  /{dYdm nËZr `m§Zr Ë`m§À`m dmagmgmR> r ZmoH$ argmR> r Zm_{ZX}eZ H$ aUo

1 {df` ñdmV§Í` g¡{ZH$  / {dYdm nËZr ̀ m§Zr
Ë`m§À`m dmagmgmR> r ZmoH$ argmR> r 
Zm_{ZX}eZ H$ aUo

2 Amdí`H$  H$ mJXnÌo 1) ñdm. g¡. /{dYdm nËZr ¶m§Mm AO©
2) ñdm.g¡ noÝeZ  _§Owa  AmXoemMr 
    gË`àV 
3) gÝ_mZnÌ gË`àV
4)  ñdmV§Í` g¡{ZH$ mMo AmoiInÌ gË`àV
5) {eYmn{ÌH$ m gË`àV
6)H|$ Ð gaH$ ma AWdm amÁ¶ gaH$ maMr ñdmV§Ìg¡{ZH$  
   noÝeZ ~m~V emIm ì¶dñWmnH$  ¶m§Mm ~±H$  ImVo CVmam   
7) Zm_{ZX}{eV ì`º$ s d ñdm.g¡. ̀ m§Mo ZmVog§~§Ym~m~VMo 
    nwamdo Agbobo à{VkmnÌ
8) Zm_{ZX}{eV ì`º$ s ñdmV§Í` g¡{ZH$ mMm gm§^mi H$ arV 
    Agbo~m~VMo à{VkmnÌ
9) Zm_{ZX© o {eV ì`º$ sM o e¡j{UH$  nmÌVoM o 
      XmIbo d OmVrMm XmIbm.
10) d§emdirZwgma BVa gd© dmagm§Mo g§_VrnÌ.
11) H w $ Q w > §~mVrc ì¶º$ s emgH$ s` Zm oH $ arV 
     Agë¶mg H$ m`, Agë`mg Vo H$ moUË`m gdbVrZwgma 
     ZmoH$ arg bmJbo AmhoV, Ë`m ~m~VMo à{VkmnÌ.
12) Vh{gcXma ¶m§Mm Ahdmc 
13) N> mZZr A§Vr Amdí¶H$  Agcocr BVa H$ mJXnÌo

3  g§{jßV emgZ g§X^©, 1) emgZ {ZU©` H«$ . grEZEg- 1084/grAma
 emgZ {ZU©`, BVa AmXoe              103/16A {XZm§H$  10 OmZodmar 1985
n[anÌH$  B.(H$ moUË`m A{Y{Z`_mMo 2) emgZ n[anÌH$  H«$ . grEZEg-
/{Z`_mMo AmYmao gXa H$ m_H$ mO         1087/3462/grAma-55/88/16A
nwU© Ho$ bo OmUma Amho)                   {XZm§H$  30 Zmoìh|~a 1988

3) gm_mÝ` àemgZ {d^mJ ̀ m§MoH$ S> rb nÌ 
H«$ . grEZEg-
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STANDARD   OPERATING   PROCEDURE
gwemgZ
SOP

{Oëhm{YH$ mar H$ m`m©c`, Ah_XZJa

ñnï> rH$ aUA.Z§. Vnerc

1089/3186/3969/grAma-17/90
/16 {XZm§H$  17 _mM© 1990
4) emgZ n[anÌH$  H«$ . grEZEg-
1087/499/Ho$ .Z§.12/16A
{XZm§H$  4 _mM© 1991
5) emgZ {ZU©` H«$ . grEZEg-
1097/567/àH«$ 40/97/
16A {XZm§H$  24 OwZ 1997
6) emgZ {ZU©` H«$ . grEZEg-
1004/802/àH«$  42/04/
16A {XZm§H$  6 Am°JñQ>  2004
7) emgZ {ZU©` H«$ . grEZEg-
1010/150/à.H«$ .68/102/
16A {XZm§H$  29 _o 2010
8) gm_mÝ` àemgZ {d^mJ ̀ m§MoH$ S> rb nÌ
H«$ . 2011/à.H«$ .
155/11/ñdmg¡H$ -1 {XZm§H$  23 gßQ> |~a
2011
9) emgZ {ZU©` H«$ .ñdmg¡H$ /1413
/à.H«$ . 228/16A
{XZm§H$  28 \o$ ~«wdmar 2014

4 {ZU©` à{H«$ `oV VnmgUr H$ aUoV ̀ oV 1) darc ‘wÔm H«§$ . 2 ‘Yrc gd© Amdí¶H$
Agboë`m ~m~r  H$ mJXnÌ KodyZ Zm‘{ZX}eZ nÌ XoUo

5 Amdí`H$  ewëH$             bmJw Zmhr

6 ewëH$  ̂ aÊ`mMr nX²YV bmJw Zmhr

7 {ZU©` KoUmao A{YH$ mar Ana  {Oëhm{YH$ mar

8 {ZU©` à{H«$ `og bmJUmam H$ mbmdYr gd© H$ mJXnÌm§Mr nwV©Vm Ho$ ë¶mZ§Va 15 {Xdg 
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STANDARD   OPERATING   PROCEDURE
gwemgZ
SOP

{Oëhm{YH$ mar H$ m`m©c`, Ah_XZJa

ñnï> rH$ aUA.Z§. Vnerc

1 {df` A ë n g § » ` m § H $ m g m R > r  n m o { b g  
^aVr nwd© à{ejU am~{dUo, _amR> r ^mfm 
\$ m¢S> oeZ dJ© H$ m`©H«$ _ ̀ moOZm am~{dUo.

2 Amdí`H$  H$ mJXnÌo -

3 g§{jßV emgZ g§X^©,emgZ {ZU©`, BVa AmXoe 1) 5. emgZ {ZU©` H«$ . A{d{d-
n[anÌH$  B.(H$ moUË`m A{Y{Z`_mMo/{Z`_mMo 2010/à.H«$ .3/10/H$ m-9
AmYmao gXa H$ m_H$ mO nwU© Ho$ bo OmUma Amho)   {X. 29/4/2011

2) emgZ {ZU©` H«$ . {Og§g-2012
/à.H«$ .72/12/H$ m-9 {X.21/8/2012
3) emgZ {ZU©` H«$ . A{d{d-
2009/à.H«$ .188/09/H$ m-1{X.27 Owb¡
2009
4) emgZ {ZU©` H«$ . A{d{d-2009
/à.H«$ .188/09/H$ m-1 {X. 29 Am°JñQ>
2009
5) emgZ {ZU©` H«$ . A{d{d-2009
/à.H«$ .234 /09/H$ m-9 
{X.20 _mM© 2010
6) emgZ kmnZ H«$ . AmaE_gZ 2006/
811/à.H«$ .24/06/35 {X. 11 gßQ> |~a
2006 (_amR> r ̂ mfm \$ m¢S> oeZ dJ©)

4 {ZU©` à{H«$ `oV VnmgUr H$ aUoV ̀ oV 1) Aëng§»`m§H$  nmo{bg ^aVr à{H«$ `m nwd© 
Agboë`m ~m~r à{ejU hr Xa dfu Aëng§»¶mH$  Am¶moJ

¶m§Zr à{gÜX Ho$ coë¶m Om{hamVr Zwgma 
am~{dUogmR> r g§ñWmH$ Sy> Z àmá Pmcoco AO© 
2) AOm©Mr Mm¡H$ er H$ ê$ Z gd© àmá AOm©Mr
`mXr Aëng§»`m§H$  Am`moJmH$ S> o nmR> {dUo
Am`moJmH$ S> yZ _mÝ`Vm àmá Pmboë`m g§ñWog
nÌì`dhma H$ aUo VgoM Ë`m§À`mH$ Sw> Z 
H$ amaZm_m H$ ê$ Z KoUo
3) nmo{bg ̂ aVr nwd© à{ejUmV ̂ mJ
KoUonwdu 100 {dÚmÏ`mªMr emar[aH$  VnmgUr
H$ aUo.

10. Aëng§»`m§H$ mgmR> r nmo{bg ^aVr nyd© à{ejU am~{dUo, _amR> r ^mfm \$ m¡S> oeZ dJ© H$ m`©H«$ _ 
     `moOZm am~{dUo.
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STANDARD   OPERATING   PROCEDURE
gwemgZ
SOP

{Oëhm{YH$ mar H$ m`m©c`, Ah_XZJa

ñnï> rH$ aUA.Z§. Vnerc

4) Ë`mZ§Va XmoZ _{hZo ̀ m H$ mbmdYrV
Aëng§»`m§H$  g_mOmVrb {dÚmÏ`mªMo
à{ejU g§ñWo_m\©$ V KoUo
4) Ë`mZ§Va à{ejU KoVboë`m {dÚmÏ`mªMr 
`mXr g§ñWoH$ Sw> Z àmá H$ ê$ Z KoD$ Z Am`moJmg 
gmXa H$ aUo Ë`mZ§Va IMm©Mr ~rb KodwZ 
AZwXmZ _mJUr H$ aUo AZwXmZ dmQ> n 
Ho$ ë`mZ§Va  Cn`mo{JVm à_mUnÌ nmR> {dUo, 
emgZ {ZU©` `m§Mm AmYma KodwZM hr à{H«$ `m 
am~{dUo.
5) _amR> r ̂ mfm \$ m¡S> oeZ ̀ moOZoA§VJ©V {ejU 
A{YH$ mar _mÜ`{_H$  `m§À`mH$ Sy> Z {ejH$ m§Mr 
`mXr _mJ{dUo d {Q> nUr gmXa H$ ê$ Z 1 
dfm©gmR> r Zo_UwH$ sMo AmXoe H$ mT>Uo Ë`mZ§Va 
Ë`m§Zm _mZYZ XoUoH$ m_r {ejUm{YH$ mar ̀ m§À`m 
nÌmà_mUo AZwXmZ _mJ{dUo.
6) Am`moJmg Cn`mo{JVm à_mUnÌ gmXa 

H$ aUo.

5 Amdí`H$  ewëH$ bmJw Zmhr

6 ewëH$  ̂ aÊ`mMr nÜXV  bmJw Zmhr

7 {ZU©` KoUmao A{YH$ mar  {Oëhm{YH$ mar

8 {ZU©` à{H«$ `og bmJUmam H$ mbmdYr emgZmZo {d{hV Ho$ ë¶mà‘mUo 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

nwadR>m emIm5



S TA N D A R D   O P E R AT I N G   PR O C E D U R E gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

* AZwH«$‘m{UH$m *
A.Z§. {df¶ n¥.H«$.

nwadR>m emIm
1. Z{dZ {H$aH$moi Ho$amogrZ nadmZm _§Oya H$aUo.                                                          1

2. {H$aH$moi Ho$amogrZ XþH$mZmMm nadmZm dmagmMo Zm§do H$aUo~m~V (_`V nadmZmYmaH$m§~m~V)             3

3. {H$aH$moi Ho$amogrZ XþH$mZmMm nadmZm dmagmMo Zm§do H$aUo~m~V (h`mV nadmZmYmaH$m§~m~V)            5

4. {H$aH$moi Ho$amogrZ XþH$mZmMm nadmZm ZwVZrH$aU H$aUo.                                                7

5. {H$aH$moi Ho$amogrZ {dH«$s H|$ÐmMm nadmZm Xþ~ma XoUo (Jhmi nadmÝ`m~m~V)                             8

6. AY©KmD$H$ am°Ho$b {dVaH$mMm nadmZm ZwVZrH$aU H$aUo~m~V.                                        10

7. KmD$H$ am°Ho$b {dVaH$mMm nadmZm ZwVZrH$aU H$aUo~m~V.                                            11

8. Z{dZ ñdñV YmÝ` XþH$mZ _§Oya H$aUo.                                                                 12

9. ñdñV YmÝ` XþH$mZmMo àm{YH$manÌ dmagmMo Zmdo H$aUo~m~V.(_`V nadmZmYmaH$m§~m~V)              14

10. ñdñV YmÝ` XþH$mZmMo àm{YH$manÌ dmagmMo Zm§do H$aUo~m~V (h`mV nadmZmYmaH$m§~m~V)              16

11. ñdñV YmÝ¶ XþH$mZmMo àm{YH$manÌ ZwVZrH$aU H$aUo.                18

12. ñdñV YmÝ¶ XþH$mZmMo àm{YH$manÌ ZwVZrH$aU H$aUo.               19

13. ZdrZ H$m¡Qw>§{~H$ {eYmn{ÌH$m XoUo.                    21

14. aÚ à‘mUnÌmÛmao ZdrZ H$m¡Qw>§{~H$ {eYmn{ÌH$m {‘iUo~m~V (ñWcm§Va Pmcog)             23

15. {d^³V {eYmn{ÌH$m XoUo.                         25

16. Xþ~ma {eYmn{ÌH$m XoUo.                         26

17. {eYmn{ÌHo$V Zmd g‘m{dï> H$aUo.                            27

18. H$m¡Qw>§{~H$ {eYmn{ÌHo$VyZ Zmd H$‘r H$aUo qH$dm aÔ H$aUo.                          28

 



STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

nwadR>m {df` H«$. 1 - 
Z{dZ {H$aH$moi Ho$amogrZ nadmZm _§Oya H$aUo.

ñnï>rH$aUA.Z§. Vnerc

1 {df`     Z{dZ {H$aH$moi Ho$amogrZ nadmZm _§Oya H$aUo.

2 Amdí`H$ H$mJXnÌo   1) VmbwŠ`mMo Z{dZ {H$aH$moi Ho$amogrZ nadmZm 
       _§Oya H$aUo~m~VMo àñVmd.
      2) n«{gÜXr Om{haZm_m Ahdmb.
      3) Om{haZmå`mZwgma Vh{gbXma `m §M oH$S> o {d{hV  
       _wXVrV àmá AO©.
       AOm©gmo~V Amdí`H$ H$mJXnÌo
      A) ñd`§ghmæ`Vm ~MV JQ> ñWmnZ Ho$ë`mMm Zm|XUr  
       nwamdm.
      ~)  ñd`§ghmæ`Vm JQ>mÀ`m OmJoMm nwamdm.
      H$)  ̂ m§S>dbr nwamdm.
      S>)  g§~§{YV emgH$s` JQ>m§Mo dJuH$aUm~m~VMo à_mUnÌ
       (J«oS>oeZ \$m°_©)
      B) ñd`§ghmæ`Vm ~MV JQ>m§Mm Mm[aÍ` nS>VmiUr  
       Ahdmb. 
      B©)  J«m_g^oMm R>amd.
      ’$) H$O©’o$S>r~m~VMm nwamdm

3 g§{jßV emgZ g§X^©,    emgZ {ZU©` H«$. gm{dì`-1005/à.H«$.2075/ Zmnw. 
 emgZ {ZU©`, BVa AmXoe,   -28, {XZm§H$ 3 Zmoìh|~a 2007.
 n[anÌH$ B.(H$moUË`m 
 A{Y{Z`_mMo/{Z`_mMo 
 AmYmao gXa H$m_H$mO nwU© 
 Ho$bo OmUma Amho)

4 {ZU©` à{H«$`oV VnmgUr   A) nmÌVoMo {ZH$f d JwU - 
 H$aUoV ̀ oV Agboë`m ~m~r  1) OmJm ñdV:Mr Agë`mg 5 J wU ^mS >çmMr   
      Agë`mg 2.5 JwU.
      2) Ooð>Voà‘mUo ~MVJQ> ñWmnZoZwgma Oa Xhm dfm©gmR>r 
       Agbo Va 5 JwU d Xa 2 dfm©gmR>r 1 JwU.
      3) Ooð>Voà‘mUo ~MVJQ> n{hë`m H«$_m§H$mda Agë`mg  
      10 JwU.
      4) IoiVo ̂ m§S>db é. 25000 Agë`mg 1 JwU VgoM
       25000 À`m nQ>rV nwT>rb JwU {Xbo OmVrb.
      5) J«m_g^oMr _mÝ`Vm Agë`mg 5 JwU.

1



STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

    6) J«oS>oeZ \$m°_© Agë`mg Ë`m_Ü`o Z_wX AË`wH¥$ï> gmR>r 10 
     JwU, CËH¥$ï> gmR>r 7.5 JwU, Mm§Jbm gmR>r 5 JwU d  
     gmYmaU gmR>r 2.5 JwU {Xbo OmVmV.
    7) BVa ì`dgm`m~m~V AZw^d Agë`mg 5 JwU.
    8) H$O© naV\o$S> 75 Q>¸o$ nojm OmñV gmR>r 5 JwU, 50 Vo 75 
     Q>¸o$ gmR>r 3 JwU, 50 Q>¸o$ nojm H$_r Agë`mg 2 JwU.
    darbà_mUo emgZmZo R>adwZ {Xboë`m JwUmZwH«$_mZwgma JwU 
    XoD$Z gdm©V OmñV JwU {_iUmè`m ~MV JQ>mMr {ZdS> {Oëhm  
    [ZdS> g{_Vr H$aVo. Ë`mZ§Va gXa ~MV JQ>mgmR>r {deof 
    J«m_g^m Am`moOrV H$aUo ~m~V g§~§YrV JQ> {dH$mg A{YH$mar
    `m§Zm H$idwZ Ver J«m_g^oMr _mÝ`Vm d _§OwarMm R>amd àmá 
    Pmë¶m Z§Va {Oëhm nwadR>m AmXoe g§~§YrV ~MV JQ>mg d 
    g§~§YrV Vh{gbXma `m§Zm nmarV H$ê$Z AmXoemV Z_wX 
    AZm_V a¸$_ d nadmZm \$s MbZmZo gaH$ma O_m H$ê$Z 
    KoD$Z Á`mdoiog gXa ~MV JQ>mZo AZm_V a¸$_ d nadmZm \$s 
    ^aboMo MbZ gmXa Ho$bo Ë`mZ§Va nadmZm Ooð>Voà‘mUo 
    ~MVJQ> AXm H$aUoMr H$m`©dmhr Ho$br OmVo.

5 Amdí`H$ ewëH$  ZdrZ {H$aH$moi Ho$amogrZ nadmZm \$s a¸$_ é. 500/- d
    AZm_V a¸$‘ é. 3000/-

6 ewëH$ ̂ aÊ`mMr nÜXV   MbZmZo

7 {ZU©` KoUmao A{YH$mar  {Oëhm nwadR>m A{YH$mar

8 {ZU©` à{H«$`og   1)  Z{dZ {H$aH$moi Ho$amogrZ nadmZm _§Oya H$aUoH$[aVm 
 cmJUmam H$mcmdYr   Om{haZm_m H$mT>Uo d à{gÕ H$aUo-2 AmR>dS>o.
    2) Z{dZ {H$aH$moi Ho$amogrZ nadmZm AO© _mJ{dUo-2
     AmR>dS>o
    3) Z{dZ {H$aH$moi Ho$amogrZ nadmZm àmá Pmboë`m AOm©Mr
     N>mZZr H$aUo d Mm¡H$er H$aUo - 2 AmR>dS>o
    4) Z{dZ {H$aH$moi Ho$amogrZ nadmZm _§Oya H$aUo - 1 
     AmR>dS>m.
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

nwadR>m {df` H«$. 2 - 
{H$aH$moi Ho$amogrZ XþH$mZmMm nadmZm dmagmMo Zm§do H$aUo~m~V (_`V nadmZmYmaH$m§~m~V)

ñnï>rH$aUA.Z§. Vnerc
1 {df`     {H$aH$moi Ho$amogrZ XþH$mZmMm nadmZm dmagmMo Zmdo  
      H$aUo~m~V (_`V nadmZmYmaH$m§~m~V)

2 Amdí`H$ H$mJXnÌo   1)  {d{hV _wXVrV nadmZmYmaH$mMo dmagmZo gmXa Ho$bobm
       {XZm§{H$V {dZ§Vr AO©.
      2) nadmZm YmaH$ _`V PmboZ§Va 90 {Xdgm§À`m AmV 
       dmagmZo AO© XoUo Amdí`H$ Amho.
      3)  _¥Ë`wMm XmIbm
      4) é. 100/- Mo ñQ>°ån nonadarb à{VkmnÌ VgoM BVa  
      dmagm§Mo g§_VrnÌ (g~ a{OñQ´>maH$S>o Zm|X{dbobo)
      5) dmag XmIbm
      6) h¸$gmoS> nÌH$ (g~ a{OñQ>maH$S>o Zm|X{dbobo)
      7) nwadR>m {ZarjH$ `m§Zr dmag AO©Xma VgoM BVa  
       dmagm§Mo g_j Zm|X{dbobo O~m~.
      8) nwadR>m {ZarjH$ ̀ m§Mo AhdmbmZwgma Vh{gbXma ̀ m§Mm
       ñd`§ñnï> A{^àm`mgh Ahdmb.
      9) _yi {H$aH$moi Ho$amogrZ {dH«$s XþH$mZmMm nadmZm.

3 g§~§{YV emgZ g§X^©,    emgZ {ZU©` H«$. gm{dì`-2424/à.H«$.6178/ Zmnw. 
 emgZ {ZU©`, BVa AmXoe,   -28, {XZm§H$ 22 {S>g|~a 1997.
 n[anÌH$ B.(H$moUË`m 
 A{Y{Z`_mMo/{Z`_mMo 
 AmYmao gXa H$m_H$mO nwU© 
 Ho$bo OmUma Amho)

4 {ZU©` à{H«$`oV VnmgUr   nadmZmYmaH$ _`V Pmë`mg nadmZmYmaH$mMo dmagmZo 
 H$aUoV ̀ oV Agboë`m ~m~r  gmXa Ho$bobm àñVmdmV Imbrbà_mUo Amdí`H$ AgUmè`m 
      H$mJXnÌm§Mr VnmgUr H$aUoV ̀ oVo.
      1) {d{hV _wXVrV nadmZmYmaH$mMo dmagmZo gmXa Ho$bobm
      {XZm§{H$V {dZ§Vr AO©.
      2) _¥Ë`wMm XmIbm
      3) é. 100/- Mo ñQ>°ån nonadarb à{VkmnÌ VgoM BVa
      dmagm§Mo g§_VrnÌ.
      4) dmag XmIbm.
      5) h¸$gmoh nÌH$ 100 é. ñQ>°ån nonada
      6) nwadR>m {ZarjH$ `m§Zr dmag AO©Xma VgoM BVa   
      dmagm§Mo g_j Zm|X{dbobo O~m~.
      7) nwadR>m {ZarjH$ ̀ m§Mo AhdmbmZwgma Vh{gbXma ̀ m§Mm 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

     ñd`§ñnï> A{^àm`mgh Ahdmb.
    8)  _yi {H$aH$moi Ho$amogrZ {dH«$s XþH$mZmMm nadmZm.darb 
     à_mUo  gd© Amdí`H$ H$mJXnÌo VnmgyZ _`V  
     nadmZmYmaH$mÀ`m  dmagmMo Zm§do nadmZm dJ© H$aUoMr 
     H$m`©dmhr H$aVmV.
    9) dmagm§Mo Zm§do nadmZm H$aUo~m~VMm AO© {dhrV ‘wXVrV 
     Zgë¶mg àñVmd amÁ¶ emgZmH$S>o ‘mÝ¶VogmR>r gmXa 
     Ho$cm OmVmo.

5 Amdí`H$ ewëH$  --

3 ewëH$ ̂ aÊ`mMr nÜXV   --

7 {ZU©` KoUmao A{YH$mar  {Oëhm{YH$mar/amÁ¶ emgZ

8 {ZU©` à{H«$`og   VrZ _{hZo
 cmJUmam H$mcmdYr   
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

nwadR>m {df` H«$. 3 - 
{H$aH$moi Ho$amogrZ XþH$mZmMm nadmZm dmagmMo Zm§do H$aUo~m~V (h`mV nadmZmYmaH$m§~m~V)

ñnï>rH$aUA.Z§. Vnerc
1 {df`    {H$aH$m oi Ho$am ogrZ XþH$mZmMm nadmZm dmagmMo Zmdo  
     H$aUo~m~V (h`mV nadmZmYmaH$m§~m~V)

2 Amdí`H$ H$mJXnÌo   1) nadmZmYmaH$mZo ñdÀN>oZo gmXa Ho$bobm
       {XZm§{H$V {dZ§Vr AO©.
      2) d`m~m~V {Z`_mZwgma nwamdm gmXa H$aUo. 
       (emim gmoS>ë`mMm XmIbm) d¡ÚH$s` à_mUnÌ (d¶ 65 
       dfm©nojm OmñV)
      3) XrK©H$mbrZ AmOmanUm_wio qH$dm d¡ÚH$s` H$maUmñVd ì`dgm` 
       H$aÊ`mg H$m`_ñdê$nr Ag_W© R>aV Agob Ë`mgmR>r {Oëhm 
       eë` {M{H$ËgH$mMo d¡ÚH$s` à_mUnÌ.
      4) Á`m nadmZmYmaH$mg 60 Q>ŠŠ`mnojm OmñV An§JËd  
       Ambobo Amho d Ë`m An§JËdm_wio Vmo ñdV: ì`dgm`  
        H$aÊ`mg gj_ R>ê$ eH$V Zmhr Ë`mgmR>r {Oëhm eë` 
        {M{H$ËgH$mMo d¡ÚH$s` à_mUnÌ.
      5) Xþæ`_ {Z~§YH$ ̀ m§MoH$S>rb h¸$gmoS> nÌH$.
      6) nwadR>m {ZarjH$ `m§Zr dmag AO©Xma VgoM BVa  
       dmagm§Mo g_j Zm|X{dbobo O~m~.
      7) nwadR>m {ZarjH$ ̀ m§Mo AhdmbmZwgma Vh{gbXma ̀ m§Mm
       ñd`§ñnï> A{^àm`.
      8) _yi {H$aH$moi Ho$amogrZ {dH«$s XþH$mZmMm nadmZm.

3 g§~§{jV emgZ g§X^©,     emgZ {ZU©` H«$. gm{dì`-2424/à.H«$.6178/ Zmnw. 
 emgZ {ZU©`, BVa AmXoe,    -28, {XZm§H$ 22 {S>g|~a 1997.
 n[anÌH$ B.(H$moUË`m 
 A{Y{Z`_mMo/{Z`_mMo 
 AmYmao gXa 
 H$m_H$mO nwU© Ho$bo 
 OmUma Amho)

4 {ZU©` à{H«$`oV VnmgUr   nadmZmYmaH$ _`V Pmë`mg nadmZmYmaH$mMo dmagmZo gmXa 
 H$aUoV ̀ oV Agboë`m    Ho$bobm àñVmdmV Imbrbà_mUo Amdí`H  AgUmè`m H$mJXnÌm§Mr  
 ~m~r     VnmgUr H$aUoV ̀ oVo.
     1)  nadmZmYmaH$mZo ñdoÀN>oZo gmXa Ho$bobm {XZm§{H$V {dZ§Vr AO©.
      2) d`m~m~V {Z`_mZwgma nwamdm gmXa H$aUo. (emim gmoS>ë`mMm 
       XmIbm) d¡ÚH$s` à_mUnÌ (d¶ 65 dfm©nojm OmñV)

5



STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

      3) XrK©H$mbrZ AmOmanUm_wio qH$dm d¡ÚH$s` H$maUmñVd 
       ì`dgm` H$aÊ`mg H$m`_ñdê$nr Ag_W© R>aV Agob Ë`mgmR>r 
       {Oëhm eë` {M{H$ËgH$mMo d¡ÚH$s` à_mUnÌ.
      4) Á`m nadmZmYmaH$mg 60 Q>ŠŠ`mnojm OmñV An§JËd  
       Ambobo Amho d Ë`m An§JËdm_wio Vmo ñdV: ì`dgm`   
      H$aÊ`mg gj_ R>ê$ eH$V Zmhr Ë`mgmR>r {Oëhm eë`   
      {M{H$ËgH$mMo d¡ÚH$s` à_mUnÌ.
      5) nwadR>m {ZarjH$ `m§Zr dmag AO©Xma VgoM BVa  
       dmagm§Mo g_j Zm|X{dbobo O~m~.
      6) nwadR>m {ZarjH$ ̀ m§Mo AhdmbmZwgma Vh{gbXma ̀ m§Mm
       ñd`§ñnï> A{^àm`.
      7) _yi {H$aH$moi Ho$amogrZ {dH«$s XþH$mZmMm nadmZm.
       {Oëhm nwadR>m A{YH$mar ho  darb à_mUo gd©  
       Amdí`H$ H$mJXnÌo àmá Pmë`mMr ImÌr H$ê$Z KoD$Z 
       n[anyU àñVmdmZwgma nadmZmYmaH$mÀ`m ñdoÀN>oZwgma
        dmagmMo Zm§do nadmZm dJ© H$aUoMr H$m`©dmhr H$aVmV.

5 Amdí`H$ ewëH$      --

6 ewëH$ ̂ aÊ`mMr nÜXV     --

7 {ZU©` KoUmao A{YH$mar    {Oëhm{YH$mar

8 {ZU©` à{H«$`og      30 {Xdg

 cmJUmam H$mcmdYr   
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

nwadR>m {df` H«$. 4 - 
{H$aH$moi Ho$amogrZ XþH$mZmMm nadmZm ZwVZrH$aU H$aUo

ñnï>rH$aUA.Z§. Vnerc

1 {df`     {H$aH$moi Ho$amogrZ XþH$mZmMm nadmÝ`mMo ZwVZrH$aU H$aUo.

2 Amdí`H$ H$mJXnÌo   1)  {H$aH$moi Ho$amogrZ {dH«$s XþH$mZXmamMm ‘wXVrV AO©
      2) ZwVZrH$aU \$s Mr a¸$_ MbZmZo O_m Ho$bo~m~VMro
       MbZmMr àV
      3) {H$aH$moi Ho$amogrZ {dH«$s XþH$mZmMo _yi àm{YH$manÌ
      4) Vh{gbXmam§Mm Ahdmc 

3 g§~§{YV emgZ g§X^©,    emgZ {ZU©` H«$.am°Ho$b - 1902/4296/
 emgZ {ZU©`, BVa AmXoe,   à.H«$.2610/Zm.nw.27 {XZm§H$ 10 Am°JñQ> 2004
 n[anÌH$ B. (H$moUË`m 
 A{Y{Z`_mMo/{Z`_mMo 
 AmYmao gXa H$m_H$mO nwU© 
 Ho$bo OmUma Amho)

4 {ZU©` à{H«$`oV VnmgUr   1) {H$aH$moi Ho$amogrZ {dH«$s XþH$mZXmamMm AO©
 H$aUoV ̀ oV Agboë`m ~m~r  2)  ZwVZrH$aU \$s Mr a¸$_ MbZmZo O_m Ho$bo~m~VMo MbZmMr àV
       3) {H$aH$moi Ho$amogrZ {dH«$s XþH$mZmMo _yi àm{YH$manÌ 
      4) Vh{gbXmam§Mo nÌ
       {Oëhm nwadR>m A{YH$mar ho darb à_mUo gd© Amdí`H$ 
       H$mJXnÌo àmá Pmë`mMr ImÌr H$ê$Z nadmZmMo  
       ZwVZrH$aUmg ‘mÝ¶Vm XoVmV.
      1) 31 OmZodmarZ§Va Ho$di 60 {Xdgm§n`ªV AZwkár
       àm{YH$mar {Oëhm nwadR>m A{YH$mar
      2)  60 {Xdgmnojm A{YH$ Pmë`mg emgZmg àñVmd  
       gmXa H$aUo d emgZmH$Sy>Z _mÝ`Vm KoUo. 

5 Amdí`H$ ewëH$     ZwVZrH$aU Xa nmM dfm©H$[aVm a¸$‘ é. 250/-
      {db§~ Pmë`mg à{V{XZ é.5/- à_mUo d AZm_V
      a¸$_ é. 3000/-

6 ewëH$ ̂ aÊ`mMr nÜXV      MbZmZo

7 {ZU©` KoUmao A{YH$mar     {Oëhm nwadR>m A{YH$mar

8 {ZU©` à{H«$`og       nadmZm gamgar 31 {S>g|~a AIoa ZwVZrH$aU
 cmJUmam H$mcmdYr      
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

nwadR>m {df` H«$. 5 - 
{H$aH$moi Ho$amogrZ {dH«$s H|$ÐmMm nadmZm Xþ~ma XoUo (Jhmi nadmÝ`m~m~V)

ñnï>rH$aUA.Z§. Vnerc

1 {df`     {H$aH$moi Ho$amogrZ {dH«$s H|$ÐmMm nadmZm Xþ~ma XoUo
      (Jhmi nadmÝ`m~m~V)

2 Amdí`H$ H$mJXnÌo   1)  {H$aH$moi Ho$amogrZ {dH«$s H|$Ð nadmZmYmaH$mMm AO©.
      2) {H$aH$moi Ho$amogrZ {dH«$s H|$ÐmMm nadmZm Jhmi 
       Pmbo~m~V nmo{bgm§Mm [anmooQ>©.
      3) _yi {H$aH$moi Ho$amogrZ {dH«$s H|$ÐmMm nadmZm AmT>i
       Pmbog Ë`mMm Xþén`moJ H$aUma Zmhr ̀ m~m~V nadmZm
       YmaH$mMo é. 100/- ñQ>°ånnonada à{VkmnÌ.
      4) g§~§{YV Vh{gbXma ̀ m§Mm Xþ~ma {H$aH$moi Ho$amogrZ
       {dH«$s H|$ÐmMm nadmZm XoUo~m~V ñd`§ñnï>
        A{^àm`mgh Ahdmb.
      5) Xþ~ma nadmZm \$s Mr a¸$_ MbZmZo O_m Ho$bo~m~VMo
       MbZmMr àV.

3 g§~§{YV emgZ g§X^©,     emgZ {ZU©` H«$.gm{dì`-1097/8/àH«$. 8038/Zmnw-
 emgZ {ZU©`, BVa AmXoe,    28 {XZm§H$ 20 {S>g|~a 1997.
 n[anÌH$ B.(H$moUË`m  
 A{Y{Z`_mMo/{Z`_mMo 
 AmYmao gXa H$m_H$mO 
 nwU© Ho$bo OmUma Amho)

4 {ZU©` à{H«$`oV VnmgUr    1)  {H$aH$moi Ho$amogrZ {dH«$s H|$Ð nadmZmYmaH$mMm AO©.
 H$aUoV`oV Agboë`m ~m~r   2)  {H$aH$moi Ho$amogrZ {dH«$s H|$ÐmMm nadmZm Jhmi   
      Pmbo~m~V nmo{bgm§Mm [anmooQ>©.
      3) _yi {H$aH$moi Ho$amogrZ {dH«$s H|$ÐmMm nadmZm AmT>i
       Pmbog Ë`mMm Xþén`moJ H$aUma Zmhr ̀ m~m~V nadmZm
       YmaH$mMo é. 100/- ñQ>°ånnonada à{VkmnÌ.
      4) g§~§{YV Vh{gbXma ̀ m§Mm Xþ~ma {H$aH$moi Ho$amogrZ
       {dH«$s H|$ÐmMm nadmZm XoUo~m~V ñd`§ñnï> A{^àm`mgh 
       Ahdmb.
      5) Xþ~ma nadmZm \$s Mr a¸$_ MbZmZo O_m Ho$bo~m~VMo
       MbZmMr àV.     
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

       {Oëhm nwadR>m A{YH$mar ho darb à_mUo gd© Amdí`H$  
        H$mJXnÌo VnmgyZ nadmÝ`mMr Xþ~ma XoÊ`mMr à{H«$`m Ho$br  
       OmVo.

5 Amdí`H$ ewëH$    Xþ~ma nadmZm \$s. a. é. 500/-

6 ewëH$ ̂ aÊ`mMr nÜXV   MbZmZo

7) {ZU©` KoUmao A{YH$mar   {Oëhm nwadR>m A{YH$mar

8) {ZU©` à{H«$`og bmJUmam  30 {Xdg
 H$mbmdYr
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

nwadR>m {df` H«$. 6 - 
AY©KmD$H$ am°Ho$b {dVaH$mMm nadmZm ZwVZrH$aU H$aUo~m~V

ñnï>rH$aUA.Z§. Vnerc

1 {df`     AY©KmD$H$ am °H o $b {dVaH$mMm nadmZm ZwVZrH$aU  
      H$aUo~m~V.

2 Amdí`H$ H$mJXnÌo   1)  AY©KmD$H$ nadmZmYmaH$mMm {XZm§{H$V {dZ§Vr AO©
      2) ZwVZrH$aU \$s. 1000/- Mr a¸$_ MbZmZo O_m
       Ho$bo~m~VMo MbZmMr àV.
      3) _yi AY©KmD$H$ nadmZmYmaH$mMm nadmZm.

3 g§~§{YV emgZ g§X^©,    emgZ n[anÌH$  H«$.am°Ho$b - 1902/4296/
 emgZ {ZU©`, BVa AmXoe,  à.H«$.2610/Zm.nw.27 {XZm§H$ 10 Am°JñQ> 2004
  n[anÌH$ B.(H$moUË`m/
 A{Y{Z`_mMo/{Z`_mMo 
 AmYmao gXa H$m_H$mO nwU© 
 Ho$bo OmUma Amho)

4 {ZU©` à{H«$`oV VnmgUr   1)  AY©KmD$H$ nadmZmYmaH$mMm {XZm§{H$V {dZ§Vr AO©.
 H$aUoV ̀ oV Agboë`m ~m~r   2)  ZwVZrH$aU \$s. 1000/- Mr a¸$_ MbZmZo O_m
       Ho$bo~m~VMo MbZmMr àV.
      3) _yi AY©KmD$H$ nadmZmYmaH$mMm nadmZm.
      4) nadmZm ZwVZrH$aU H$mcmdYr Xa VrZ dfm©Z§Va 
     

5 Amdí`H$ ewëH$     1000/- MbZmZo

6 ewëH$ ̂ aÊ`mMr nÜXV     MbZmZo

7 {ZU©` KoUmao A{YH$mar    {Oëhm{YH$mar

8 {ZU©` à{H«$`og       30 {Xdg

 cmJUmam H$mcmdYr      
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

nwadR>m {df` H«$. 7 -  
KmD$H$ am°Ho$b {dVaH$mMm nadmZm ZwVZrH$aU H$aUo~m~V

ñnï>rH$aUA.Z§. Vnerc

1 {df`     KmD$H$ am°Ho$b {dVaH$mMm nadmZm ZwVZrH$aU H$aUo~m~V.

2 Amdí`H$ H$mJXnÌo   1)  KmD$H$ nadmZmYmaH$mMm {XZm§{H$V {dZ§Vr AO©
      2) ZwVZrH$aU \$s. 1000/- Mr a¸$_ MbZmZo O_m
       Ho$bo~m~VMo MbZmMr àV.
      3) _yi KmD$H$ nadmZmYmaH$mMm nadmZm.

3 g§~§{YV emgZ g§X^©,    emgZ n[anÌH$  H«$.am°Ho$b - 1902/4296/
 emgZ {ZU©`,     à.H«$.2610/Zm.nw.27 {XZm§H$ 10 Am°JñQ> 2004
 BVa AmXoe, n[anÌH$ B. 
 (H$moUË`m/A{Y{Z`_mMo/
 {Z`_mMo AmYmao gXa 
 H$m_H$mO nwU© Ho$bo 
 OmUma Amho)

4 {ZU©` à{H«$`oV VnmgUr   1) KmD$H$ nadmZmYmaH$mMm {XZm§{H$V {dZ§Vr AO©.
 H$aUoV ̀ oV Agboë`m ~m~r  2) ZwVZrH$aU \$s. 1000/- Mr a¸$_ MbZmZo O_m
       Ho$bo~m~VMo MbZmMr àV.
      3) _yi KmD$H$ nadmZmYmaH$mMm nadmZm.
      4) ZwVZrH$aU Xa VrZ dfm©Z§Va Amdí¶H$

5 Amdí`H$ ewëH$      1000/- MbZmZo

6 ewëH$ ̂ aÊ`mMr nÜXV     MbZmZo

7 {ZU©` KoUmao A{YH$mar    {Oëhm{YH$mar

8 {ZU©` à{H«$`og       30 {Xdg

 cmJUmam H$mcmdYr      
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

nwadR>m {df` H«$. 8 -  
Z{dZ ñdñV YmÝ` XþH$mZ _§Oya H$aUo

ñnï>rH$aUA.Z§. Vnerc

1 {df`     Z{dZ ñdñV YmÝ` XþH$mZ _§Oya H$aUo.

2 Amdí`H$ H$mJXnÌo   1)  VmbwŠ`mMo Z{dZ ñdñV YmÝ` XþH$mZ _§Oya H$aUo~m~VMm 
           àñVmd.
      2)  Om{haZm_m à{gÕ H$aUo.
      3) Om{haZmå`mZwgma Vh{gbXma `m§MoH$S>o {d{hV _wXVrV 
       àmá AO© d Imbrb H$mJXnÌo
      3/1. ñd`§ghmæ`Vm ~MV JQ> ñWmnZ Ho$ë`mMm Zm|XUr  
          nwamdm.
      3/2.  ñd`§ghm`Vm JQ>mÀ`m OmJoMm nwamdm.
      3/3.  ̂ m§S>dbr nwamdm.
      3/4. g§~§{YV emgH$s` JQ>m§Mo dJuH$aUm~m~VMo à_mUnÌ (J«oS>oeZ 
         \$m°_©)
      3/5. ñd`§ghmæ`Vm ~MV JQ>m§Mm Mm[aÍ` nS>VmiUr
         Ahdmb.
      3/6. J«m_g^oMm R>adm.

3 g§~§{YV emgZ g§X^©,     emgZ {ZU©` H«$.gm{dì`-1005/àH«$.2075/Zmnw-28
 emgZ {ZU©`,BVa AmXoe,   {XZm§H$ 3 Zmoìh|~a 2007
 n[anÌH$ B. (H$moUË`m 
 A{Y{Z`_mMo/{Z`_mMo 
 AmYmao gXa H$m_H$mO nwU© 
 Ho$bo OmUma Amho)

4 {ZU©` à{H«$`oV VnmgUr   Á`m JmdmV ñdñV YmÝ` XþH$mZ Zmhr Aem JmdmMm
 H$aUoV`oV Agboë`m ~m~r  Om{haZm_m à{gÜX Ho$ë`mZ§Va àmá Pmboco àñVmd/AO©
      {Oëhm {ZdS> g{_Vr nwT>o gmXa H$ê$Z Imbrb ~m~rZwgma  
     AOm©Mr N>mZZr Ho$br OmVo.
      1)  OmJm ñdV:Mr Agë`mg 5 JwU ^mS>çmMr Agë`mg 
       2.5 JwU.
      2) ñWmnZoZwgma Oa Xhm dfm©gmR>r Agbo Va 5 JwU d Xa
       2 dfm©gmR>r 1 JwU
      3) n{hë`m H«$_m§H$mda Agë`mg 10 JwU
      4) IoiVo ̂ m§S>db é. 25000 Agë`mg 1 JwU VgoM
       25000 À`m nQ>rV nwT>rb JwU {Xbo OmVmV.
      5) J«m_g^oMr _mÝ`Vm Agë`mg 5 JwU.
      6) J«oS>oeZ \$m°_© Agë`mg Ë`m_Ü`o Z_wX AË`wH¥$ï> gmR>r
       10 JwU, CËH¥$ï> gmR>r 7.5 JwU, Mm§Jbm gmR>r 5 JwU d 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

    gmYmaU gmR>r 2.5 JwU {Xbo OmVmV.
    7) BVa ì`dgm`m~m~V AZw^d Agë`mg 5 JwU.
    8) H$O© naV\o$S> 75 Q>¸o$ nojm OmñV gmR>r 5 JwU, 50 Vo 75 
     Q>¸o$ gmR>r 3 JwU, 50 Q>¸o$ nojm H$_r Agë`mg 2 JwU.
    9) darbà_mUo emgZmZo R>adwZ {Xboë`m JwUmZwH«$_mZwgma JwU 
     XoD$Z gdm©V OmñV JwU {_iUmè`m ~MV JQ>mMr {ZdS> 
      {Oëhm [ZdS> g{_Vr H$aVo.
    10) Ë`mZ §Va gXa ~MV JQ > mgmR > r  {de of   
     J«m_g^m Am`moOrV H$aUo ~m~V g§~§YrV JQ> {dH$mg 
     A{YH$mar `m§Zm H$idwZ Vgm J«m_g^oMr _mÝ`Vm d 
     _§OwarMm R>amd àmá H$ê$Z KoD$Z gXa ~MV JQ>mg 
     _§Owar~m~VMm {Oëhm nwadR>m A{YH$mar ho gd© Amdí`H$ 
     H$mJXnÌo àmá Pmë`mMr ImÌr H$ê$Z KoD$Z gmXa 
     Ho$boë`m AmXoemda ñdmjar H$aVmV Vmo ñdmjarMm AmXoe 
     g§~§YrV ~MV JQ>mg d g§~§YrV Vh{gbXma `m§Zm nmarV 
      H$ê$Z AmXoemV Z_wX AZm_V a¸$_ d nadmZm \$s 
      MbZmZo gaH$ma O_m H$ê$Z KoD$Z Á`mdoiog gXa ~MV 
     JQ>mZo AZm_V a¸$_d nadmZm \$s ^aboMo MbZ gmXa 
     Ho$bo Ë`mZ§Va nadmZm AXm H$aUoMr  H$m`©dmhr Ho$br OmVo.

5 Amdí`H$ ewëH$  ZdrZ àm{YH$manÌ \$s a¸$_ é. 100/- d AZm_V J«m{_U ̂ mJ
    Agë`mg é. 1000/- Z.nm. joÌmgmR>r 2000/- d _.Z.nm.
    joÌmgmR>r é. 3000/-

3 ewëH$ ̂ aÊ`mMr nÜXV   MbZmZo

7 {ZU©` KoUmao A{YH$mar  {Oëhm nwadR>m A{YH$mar

8 {ZU©` à{H«$`og   emgZ {ZU©` H«$. gm{dì` 1091/2424/à.6178/Zm.nw.28
 cmJUmam H$mcmdYr  {X.12 Zmoìh|~a 1991
    1) Z{dZ XþH$mZ _§Oya H$aUoH$[aVm Om{haZm_m H$mT>Uo d 
     à{gÕ H$aUo - 2 AmR>dS>o
    2)  Z{dZ XþH$mZmH$[aVm AO© _mJ{dUo - 2 AmR>dS>o
    3) Z{dZ XþH$mZmH$[aVm àmá Pmboë`m AOm©Mr N>mZZr H$aUo
     d Mm¡H$er H$aUo - 2 AmR>dS>o
    4) Z{dZ XþH$mZ _§Oya H$aUo - 1 AmR>dS>m 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

nwadR>m {df` H«$. 9 - 
ñdñV YmÝ` XþH$mZmMo àm{YH$manÌ dmagmMo Zmdo H$aUo~m~V.(_`V nadmZmYmaH$m§~m~V)

ñnï>rH$aUA.Z§. Vnerc

1 {df`     ñdñV YmÝ` XþH$mZmMo àm{YH$manÌ dmagmMo Zmdo
      H$aUo~m~V (_`V nadmZmYmaH$m§~m~V)

2 Amdí`H$ H$mJXnÌo   1) {d{hV _wXVrV nadmZmYmaH$mMo dmagmZo gmXa Ho$bobm
         {XZm§{H$V {dZ§Vr AO©.
      2) nadmZm YmaH$ _`V PmboZ§Va 90 {Xdgm§À`m AmV 
       dmagmZo AO© XoUo Amdí`H$ Amho.
      3)  _¥Ë`wMm XmIbm
      4) é. 100/- Mo ñQ>°ån nonadarb à{VkmnÌ VgoM BVa 
        dmagm§Mo g§_VrnÌ (g~ a{OñQ>maH$S>o Zm|X{dbobo)
      5) dmag XmIbm
      6) h¸$gmoS> nÌH$ (g~ a{OñQ>maH$S>o Zm|X{dbobo)
      7) nwadR>m {ZarjH$ `m§Zr dmag AO©Xma VgoM BVa  
       dmagm§Mo g_j Zm|X{dbobo O~m~.
      8) nwadR>m {ZarjH$ ̀ m§Mo AhdmbmZwgma Vh{gbXma ̀ m§Mm
       ñd`§ñnï> A{^àm`mgh Ahdmb.
      9) _yi ñdñV YmÝ` XþH$mZmMm nadmZm.

3 g§~§{YV emgZ g§X^©,     emgZ {ZU©` H«$. gm{dì`-2424/à.H«$.6178/ Zmnw. 
 emgZ {ZU©`, BVa AmXoe,   -28, {XZm§H$ 22 {S>g|~a 1997.
 n[anÌH$ B.(H$moUË`m 
 A{Y{Z`_mMo/{Z`_mMo 
 AmYmao gXa 
 H$m_H$mO nwU© Ho$bo 
 OmUma Amho)

4 {ZU©` à{H«$`oV VnmgUr   {ZU©` à{H«$`oV Imbrb ~m~tMr VnmgUr Ho$br OmVo.
 H$aUoV ̀ oV Agboë`m ~m~r  1) {d{hV _wXVrV àm{YH$manÌYmaH$mMo dmagmZo gmXa   
      Ho$bobm {XZm§{H$V {dZ§Vr AO©.
      2) _¥Ë`wMm XmIbm
      3) é. 100/- Mo ñQ>°ån nonadarb à{VkmnÌ VgoM BVa
       dmagm§Mo g§_VrnÌ.(g~ a{OñQ>maH$S>o Zm|X{dbobo)
      4) dmag XmIbm.
      5) h¸$gmoS> nÌH$(g~ a{OñQ´>maH$S>o Zm|X{dbobo) 
      6) nwadR>m {ZarjH$ `m§Zr dmag AO©Xma VgoM BVa  
       dmagm§Mo g_j Zm|X{dbobo O~m~.
      7) nwadR>m {ZarjH$ ̀ m§Mo AhdmbmZwgma Vh{gbXma ̀ m§Mm 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

    ñd`§ñnï> A{^àm`mgh Ahdmb.

    8) _yi ñdñV YmÝ` XþH$mZmMm nadmZm.

5 Amdí`H$ ewëH$  --

6 ewëH$ ̂ aÊ`mMr nÜXV   --

7 {ZU©` KoUmao A{YH$mar  {Oëhm{YH$mar

8 {ZU©` à{H«$`og   VrZ _{hZo

 cmJUmam H$mcmdYr   
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

nwadR>m {df` H«$. 10 - 
ñdñV YmÝ` XþH$mZmMo àm{YH$manÌ dmagmMo Zm§do H$aUo~m~V (h`mV nadmZmYmaH$m§~m~V)

ñnï>rH$aUA.Z§. Vnerc

1 {df`     ñdñV YmÝ` XþH$mZmMo n«m{YH$manÌ dmagmMo Zm§do  
      H$aUo~m~V (h`mV nadmZmYmaH$m§~m~V)

2 Amdí`H$ H$mJXnÌo   1)  àm{YH$manÌYmaH$mZo  ñdoÀN>oZo gmXa Ho$bobm
       {XZm§{H$V {dZ§Vr AO©.
      2) d`m~m~V {Z`_mZwgma nwamdm gmXa H$aUo. (emim 
       gmoS>ë`mMm XmIbm) d¡ÚH$s` à_mUnÌ.
      3) XrK©H$mbrZ AmOmanUm_wio qH$dm d¡ÚH$s` H$maUmñVd  
       ì`dgm` H$aÊ`mg H$m`_ñdê$nr Ag_W© R>aV Agob  
       Ë`mgmR>r {Oëhm eë` {M{H$ËgH$mMo d¡ÚH$s` à_mUnÌ.
      4) Á`m nadmZmYmaH$mg 60 Q>ŠŠ`mnojm OmñV An§JËd 
       Ambobo Amho d Ë`m An§JËdm_wio Vmo ñdV: ì`dgm` 
        H$aÊ`mg gj_ R>ê$ eH$V Zmhr Ë`mgmR>r {Oëhm eë`  
       {M{H$ËgH$mMo d¡ÚH$s` à_mUnÌ.
      5) Xþæ`_ {Z~§YH$ ̀ m§MoH$S>rb h¸$gmoS> nÌH$.
      6) nwadR>m {ZarjH$ `m§Zr dmag AO©Xma VgoM BVa  
       dmagm§Mo g_j Zm|X{dbobo O~m~.
      7) nwadR>m {ZarjH$ ̀ m§Mo AhdmbmZwgma Vh{gbXma ̀ m§Mm
       ñd`§ñnï> A{^àm`.
      8) _yi ñdñV YmÝ` XþH$mZmMm nadmZm.

3 g§~§{YV emgZ g§X^©,     emgZ {ZU©` H«$. gm{dì`-2424/à.H«$.6178/ Zmnw. 
 emgZ {ZU©`,BVa AmXoe,   -28, {XZm§H$ 22 {S>g|~a 1997.
 n[anÌH$ B. (H$moUË`m  
 A{Y{Z`_mMo/{Z`_mMo 
 AmYmao gXa 
 H$m_H$mO nwU© Ho$bo 
 OmUma Amho)

4 {ZU©` à{H«$`oV VnmgUr   {ZU©` à{H«$`oV Imbrb ~m~tMr VnmgUr H$aUoV ̀ oVo.
 H$aUoV ̀ oV Agboë`m ~m~r  1)   àm{YH$manÌ YmaH$mZo ñdoÀN>oZo gmXa Ho$bobm
       {XZm§{H$V {dZ§Vr AO©.
      2) d`m~m~V {Z`_mZwgma nwamdm gmXa H$aUo. (emim 
       gmoS>ë`mMm
       XmIbm / d¡ÚH$s` à_mUnÌ)
      3) XrK©H$mbrZ AmOmanUm_wio qH$dm d¡ÚH$s` H$maUmñVd
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

    ì¶dgm¶ H$aÊ¶mg H$m¶‘ñdénr Ag‘W© R>aV Agoc Ë¶mgmR>r 

    {Oëhm eë¶ {M{H$ËgH$mMo d¡ÚH$s¶ à‘mUnÌ.

    4) Á¶m nadmZmYmaH$mg 60 Q>³³¶mnojm OmñV An§JËd 

     Amcoco Amho d Ë¶m An§JËdm‘wio Vmo ñdV: ì¶dgm¶ 

      H$aÊ¶mg gj‘ R>é eH$V Zmhr Ë¶mgmR>r {Oëhm eë¶  

         {M{H$ËgH$mMo d¡ÚH$s¶ à‘mUnÌ.

    5) Xþæ¶‘ {Z~§YH$ ¶m§MoH$S>rc h¸$gmoS> nÌH$.

    6) nwadR>m {Z[ajH$ ¶m§Zr dmag AO©Xma VgoM BVa dmagm§Mo 

      g‘j Zm|X{dcoco O~m~.

    7) nwadR>m {Z[ajH$ ¶m§Mo AhdmcmZwgma Vh{gcXma ¶m§Mm 

     ñd¶§ñnï> A{^àm¶.

    8) ‘yi ñdñV YmÝ¶ XþH$mZmMm nadmZm.

5 Amdí`H$ ewëH$  --

6 ewëH$ ̂ aÊ`mMr nÜXV   --

7 {ZU©` KoUmao A{YH$mar  {Oëhm{YH$mar

8 {ZU©` à{H«$`og   30 {Xdg

 cmJUmam H$mcmdYr   
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

nwadR>m {df` H«$. 11 - 
ñdñV YmÝ¶ XþH$mZmMo àm{YH$manÌ ZwVZrH$aU H$aUo.

ñnï>rH$aUA.Z§. Vnerc

1 {df`   ñdñV YmÝ¶ XþH$mZmMo àm{YH$manÌ ZwVZrH$aU H$aUo.

2 Amdí`H$ H$mJXnÌo 1)  ñdñV YmÝ¶ XþH$mZXmamMm AO©
    2)  ZwVZrH$aU ’$s Mr a³H$‘ MbZmZo O‘m Ho$bo~m~VMo
         MbZmMr àV.
    3)  ñdñV YmÝ¶ XþH$mZmMo ‘yi àm{YH$manÌ.
    4)  Vh{gbXmam§Mo nÌ

3 g§~§{YV emgZ g§X^©,  1) emgZ {ZU©¶ H«$.
 emgZ {ZU©`, BVa AmXoe,   gm{dì¶-1097/àH«$ 8038/Zmnw-28
 n[anÌH$ B.    {XZm§H$ 20 {S>g|~a 1997
 (H$moUË`m A{Y{Z`_mMo/  
 {Z`_mMo AmYmao gXa  
 H$m_H$mO nyU© Ho$co  
 OmUma Amho)   

4 {ZU©` à{H«$`oV VnmgUr   1) ñdñV YmÝ¶ XþH$mZXmamMm AO©. 
  H$aUoV ̀ oV Agcoë`m   2) ñdñV YmÝ¶ XþH$mZmMo ‘yi àm{YH$manÌ.
 ~m~r   3) ZwVZrH$aU ’$s Mr a³H$‘ MbZmZo O‘m Ho$bo~m~VMo
     MbZmMr àV
    4) Vh{gbXmam§Mo nÌ.

5 Amdí¶H$ ewëH$  ZwVZrH$aU Xa VrZ dfm©H$[aVm a. é. 60/-
    {db§~ Pmë¶mg à{V{XZ é. 1/- à‘mUo d AZm‘V a³H$‘
    J«m‘rU ̂ mJmgmR>r é. 1000/-, Z. nm. joÌmgmR>r 
    a. é. 2000/-, ‘.Z.nm. joÌmgmR>r a. é. 3000/-

6 ewëH$ ̂ aÊ¶mMr nÜXVr MbZmZo

7 {ZU©¶ KoUmao A{YH$mar {Oëhm nwadR>m A{YH$mar,

8 {ZU©¶ à{H«$¶og bmJUmam 15 {Xdg
 H$mbmdYr
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

nwadR>m {df` H«$. 12 - 
ñdñV YmÝ¶ XþH$mZmMo àm{YH$manÌ ZwVZrH$aU H$aUo.

ñnï>rH$aUA.Z§. Vnerc

1 {df`   ñdñV YmÝ¶ XþH$mZmMo àm{YH$ma nÌ Xþ~ma XoUo.
    (Jhmi nadmÝ¶m~m~V) 

2 Amdí`H$ H$mJXnÌo 1) ñdñV YmÝ¶ XþH$mZ àm{YH$manÌYmaH$mMm AO©.
    2) ñdñV YmÝ¶ XþH$mZmMo àm{YH$manÌ Jhmi Pmbo~m~V
        nmo{bgm§Mm XmIbm.
    3) ‘yi ñdñV YmÝ¶ XþH$mZmMo àm{YH$manÌ Jhmi Pmbo 
     ~m~V d AmT>i Pmë¶mg Ë¶mMm Xþén¶moJ H$aUma Zmhr
     ¶m~m~V àm{YH$manÌ YmaH$mMo é. 100/- ñQ>°ånnonada
     à{VkmnÌ.
    4) g§~§{YV Vh{gbXma ¶m§Mm Xþ~ma ñdñV YmÝ¶ XþH$mZmMo
     àm{YH$manÌ XoUo~m~V ñd¶§ñnï> A{^àm¶mgh Ahdmb.
    5) Xþ~ma àm{YH$manÌmMr ’$s Mr a³H$‘ MbZmZo O‘m
     Ho$bo~m~VMo MbZmMr àV.

3 g§~§{YV emgZ g§X^©,  1)  emgZ {ZU©¶ H«$.     
 emgZ {ZU©`,BVa   gm{dì¶-1097/8/àH«$ 8038/Zmnw-28
 AmXoe,n[anÌH$ B.  {XZm§H$ 20 {S>g|~a 1997  
 (H$moUË`m A{Y{Z`_mMo/ 
 {Z`_mMo AmYmao gXa   
 H$m‘H$mO nyU© Ho$bo
 OmUma Amho)
 
4 {ZU©` à{H«$`oV VnmgUr 1) ñdñV YmÝ¶ XþH$mZ àm{YH$manÌYmaH$mMm AO©.
  H$aUoV ̀ oV Agcoë`m  2) ñdñV YmÝ¶ XþH$mZmMo àm{YH$manÌ Jhmi Pmbo~m~V
 ~m~r        nmo{bgm§Mm XmIbm.
    3) ‘yi ñdñV YmÝ¶ XþH$mZmMo àm{YH$manÌ Jhmi Pmbo 
     ~m~V d AmT>i Pmë¶mg Ë¶mMm Xþén¶moJ H$aUma Zmhr
     ¶m~m~V àm{YH$manÌ YmaH$mMo é. 100/- ñQ>°ånnonada
     à{VkmnÌ.
    4) g§~§{YV Vh{gbXma ¶m§Mm Xþ~ma ñdñV YmÝ¶ XþH$mZmMo 
     àm{YH$manÌ XoUo~m~V ñd¶§ñnï> A{^àm¶mgh Ahdmb.
    5) Xþ~ma àm{YH$manÌmMr ’$s Mr a³H$‘ MbZmZo O‘m
     Ho$bo~m~VMo MbZmMr àV.
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

5 Amdí`H$ ewëH$   Xþ~ma àm{YH$manÌ ’$r é. 100/-

6 ewëH$ ̂ aÊ`mMr nÜXV  MbZmZo

7 {ZU©` KoUmao A{YH$mar  {Oëhm nwadR>m A{YH$mar.

8 {ZU©` à{H«$`og   30 {Xdg
 cmJUmam H$mcmdYr 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

nwadR>m {df` H«$. 13 - 
ZdrZ H$m¡Qw>§{~H$ {eYmn{ÌH$m XoUo.

ñnï>rH$aUA.Z§. Vnerc

1 {df`   Z{dZ H$m¡Qw>§{~H$ {eYmn{ÌH$m XoUo.

2 Amdí`H$ H$mJXnÌo 1) goVw‘m’©$V {dhrV Z‘wÝ¶mV gmjm§{H$V H$mJXnÌm§gh
     AO©. Ë¶mda é. 5 H$moQ>© ’$s ñQ>°ån {MQ>H$dbobm VgoM
     AO©XmamMo nmgnmoQ>© gmB©O VrZ ’$moQ>mo

    2) A{Ydmgm~m~VMm nwamdm.
    A.  ‘VXmZ AmoiInÌ / ‘VXma ¶mXrVrb Zm|X
    ~. H$m¶m©b¶mMo AmoiInÌ
    H$.  dmhZ nadmZm
    S>. eñÌnadmZm
    B. nmanÌ
     darb n¡H$s {H$_mZ XmoZ nwamdo Amdí¶H$

    3) Hw$Qw>§~mMm nÎmm/a{hdmg nwamdm
    A. AmYmaH$mS>©,
    ~. amï´>r¶H¥$V ~±Ho$Mo ImVoH«$‘m§H$mgh ~±H$ nmg~wH$
    H$. amhmV Agboë¶m KamMo bmB©Q> {~b 
     Z{OH$À¶m ghm ‘{hÝ¶mMo AmVrb
    S>. XÿaÜdZr Xo¶H$
    B. {‘iH$V n{ÌH$m
    ’$. ^mS>o H$ama / nmdVr
    J. bmoH$ à{V{ZYrMo {e’$mag nÌ 
     ({dYmZg^m),

    4) Hw$Qw>§~mMo CËnÞ
    A. Am¶H$a {ddaUnÌ
    ~. H$m¶m©b¶mMo doVZnÌ
    H$. CËnÞm ~m~V KmofUmnÌ

    5) J°g EOÝgrMo H$mS>©

    6) ZdrZ {eYmn{ÌH$m {‘iUogmR>r Amdí¶H$ ewëH$
     ^abo~m~V nmdVr
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

    7) KmofUmnÌ
    A. ‘hmamï´>mV / ̂ maVmV BVaÌ H$moR>ohr {eYmn{ÌH$m
     Zgbo~m~V - {eYmn{ÌHo$V Zmd Zgbo~m~V KmofUmnÌ.
    ~. Ka‘mbH$mMo KmofUmnÌ.
    H$. CËnÞm ~m~V Hw$Qw>§~ à‘wImMo KmofUmnÌ.

3 g§~§{YV emgZ g§X^©,  1) emgZ {ZU©¶ H«$‘m§H$ gm{dì¶ 1099 à.H«$. 8886
  emgZ {ZU©`,BVa   Zmnw-28, {X. 5/11/99
 AmXoe,n[anÌH$ B. 2) emgZ n[anÌH$ H«$‘m§H$ gm{dì¶
 (H$moUË`m A{Y{Z`_mMo/  1099/3019/à. H«$. 8849   
 {Z`_mMo AmYmao gXa   Zmnw-28, {XZm§H$ 25/2/2000
 H$m‘H$mO nyU© Ho$bo  3) emgZ {ZU©¶ H«$‘m§H$ {edmn-2013 
 OmUma Amho)    à.H«$. 105/Zmny-28 {X. 29/6/2013
     
4 {ZU©` à{H«$`oV VnmgUr _wÔm H«$. 2 _Ü`o Z_wX Ho$coë`m gd© ~m~r 
  H$aUoV ̀ oV Agcoë`m  
 ~m~r  
  
5 Amdí¶H$ ewëH$  1) ew^« é. 50/-
    2) Ho$ear é. 20/-

6 ewëH$ ̂ aÊ¶mMr nÜXV amoIrZo emgH$s¶ nmdVr
 
7 {ZU©¶ KoUmao A{YH$mar AÞYmÝ¶ {dVaU A{YH$mar/Vh{gcXma

8 {ZU©¶ à{H«$¶og bmJUmam 30 {Xdg
 H$mbmdYr
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

nwadR>m {df` H«$. 14 - 
aÚ à‘mUnÌmÛmao ZdrZ H$m¡Qw>§{~H$ {eYmn{ÌH$m {‘iUo~m~V (ñWcm§Va Pmcog)

ñnï>rH$aUA.Z§. Vnerc

1 {df`   aÚ à‘mUnÌmÛmao ZdrZ H$m ¡Q w > § {~H$ {eYmn{ÌH$m  
    {‘iUo~m~V (ñWcm§Va Pmcog)

2 Amdí`H$ H$mJXnÌo 1) goVw‘m’©$V {dhrV Z‘wÝ¶mV gmjm§{H$V H$mJXnÌ
     d nmgnmoQ>© gmB©O VrZ ’$moQ>m|gh AO©.
    2) A. {eYmn{ÌHo$VyZ Zmd H$‘r Ho$bobm XmIbm.
    3) Hw$Qw>§~mMm nÎmm / a{hdmg nwamdm
    A. AmYmaH$mS>©,
    ~. amï´>r¶H¥$V ~±Ho$Mo ImVoH«$‘m§H$mgh ~±H$ nmg~wH$
    H$. amhmV Agboë¶m KamMo bmB©Q> {~b 
     Z{OH$À¶m ghm ‘{hÝ¶mMo AmVrb
    S>. XÿaÜdZr Xo¶H$
    B. {‘iH$V n{ÌH$m
    ’$. ^mS>o H$ama / nmdVr
    J. bmoH$ à{V{ZYrMo {e’$mag nÌ 
     ({dYmZg^m),
    4) Hw$Qw>§~mMo CËnÞ
    A. Am¶H$a {ddaUnÌ
    ~. H$m¶m©b¶mMo doVZnÌ
    H$. CËnÞm ~m~V KmofUmnÌ
    5) J°g EOÝgrMo H$mS>©
    6) ZdrZ {eYmn{ÌH$m {‘iUogmR>r Amdí¶H$ ewëH$
     ^abo~m~V nmdVr
    7) KmofUmnÌ
    A.  ‘hmamï´>mV / ̂ maVmV BVaÌ H$moR>ohr {eYmn{ÌH$m
     Zgbo~m~V - {eYmn{ÌHo$V Zmd Zgbo~m~V
     KmofUmnÌ,
    ~. Ka‘mbH$mMo KmofUmnÌ,
    H$. CËnÞm ~m~V Hw$Qw>§~ à‘wImMo KmofUmnÌ

3 g§~§{YV emgZ g§X^©,  1)  emgZ {ZU©¶ H«$‘m§H$ gm{dì¶ 1099 à.H«$. 8886
  emgZ {ZU©`,BVa   Zmnw-28, {X. 5/11/99
 AmXoe,n[anÌH$ B. 2) emgZ n[anÌH$ H«$‘m§H$ gm{dì¶
 (H$moUË`m A{Y{Z`_mMo/  1099/3019/à. H«$. 8849 Zmnw- 
 {Z`_mMo AmYmao gXa   
 H$m‘H$O nyU© Ho$bo
 OmUma Amho)  
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

     28,  {X. 25/2/2000
    3) emgZ {ZU©¶ H«$‘m§H$ {edmn-2013
     à. H«$. 105/Zmny-28   {X. 29/6/2013

4 {ZU©` à{H«$`oV VnmgUr _wÔm H«$. 2 _Ü`o Z_wX Agcoë`m gd© ~m~r VnmgyZ {eYmn{ÌH$m
  H$aUoV ̀ oV Agcoë`m  XoÊ`mV ̀ oVo.
 ~m~r    

5 Amdí¶H$ ewëH$  1) ew^« é. 50/-
    2) Ho$ear é. 20/-

6 ewëH$ ̂ aÊ¶mMr nÜXV amoIrZo emgH$s¶ nmdVr
 
7 {ZU©¶ KoUmao A{YH$mar AÞYmÝ¶ {dVaU A{YH$mar/Vh{gcXma

8 {ZU©¶ à{H«$¶og bmJUmam 30 {Xdg
 H$mbmdYr
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

nwadR>m {df` H«$. 15 - 
{d^³V {eYmn{ÌH$m XoUo

ñnï>rH$aUA.Z§. Vnerc

1 {df`   {d^³V {eYmn{ÌH$m XoUo.

2 Amdí`H$ H$mJXnÌo 1) goVw‘m’©$V {dhrV Z‘wÝ¶mV gmjm§{H$V H$mJXnÌ
     d nmgnmoQ>© gmB©O VrZ ’$moQ>m|gh {d^³V {eYmn{ÌH$m
     {‘iUo~m~V AO©.
    2) {eYmn{ÌHo$VyZ Zmd H$‘r Ho$boMm XmIbm
     AWdm ‘wi {eYmn{ÌH$m
    3) AmYmaH$mS>©, ~±H$ nmg~wH$,
    4) a{hdmg nwamdm
    A. KamMo bmB©Q>~rb,
    ~. ’$moZ~rb,
    H$. {‘iH$V nÌrH$m,
    S>.  ^mS>oH$ama nmdVr
    4) ZdrZ {eYmn{ÌH$m {‘iUogmR>r Amdí¶H$
     ewëH$ ̂ abo~m~V nmdVr
    5) Hw$Qw>§~à‘wImMo {d^³V ahmV Agbo~m~VMo KmofUmnÌ.
    6) nwadR>m {ZarjH$ ̀ m§Mm Ahdmc.

3 g§~§{YV emgZ g§X^©,  1)  emgZ {ZU©¶ H«$‘m§H$ gm{dì¶ 1099 
  emgZ {ZU©`, BVa AmXoe,  à.H«$. 8886 Zmnw-28, {X. 5/11/99
 n[anÌH$ B. (H$moUË¶m 2) emgZ {ZU©¶ H«$‘m§H$ {edmn-2013 à. H«$.
 A{Y{Z`_mMo/{Z¶‘mMo  105/Zmny-28   {X. 29/6/2013
 AmYmao gXa H$m‘H$mO 
 nyU© Ho$bo OmUma Amho)     

4 {ZU©` à{H«$`oV VnmgUr _wÔm H«$. 2 _Yrc Z_wX gd© ~m~r
  H$aUoV ̀ oV Agcoë`m  
 ~m~r    
    
5 Amdí¶H$ ewëH$  1) ew^« é. 50/-
    2) Ho$ear é. 20/-

6 ewëH$ ̂ aÊ¶mMr nÜXV amoIrZo emgH$s¶ nmdVr
 
7 {ZU©¶ KoUmao A{YH$mar AÞYmÝ¶ {dVaU A{YH$mar/Vh{gcXma

8 {ZU©¶ à{H«$¶og bmJUmam 30 {Xdg
 H$mbmdYr 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

nwadR>m {df` H«$. 16 - 
Xþ~ma {eYmn{ÌH$m XoUo.

ñnï>rH$aUA.Z§. Vnerc

1 {df`   Xþ~ma {eYmn{ÌH$m XoUo.

2 Amdí`H$ H$mJXnÌo 1) goVw‘m’©$V {dhrV Z‘wÝ¶mV gmjm§{H$V H$mJXnÌm§gh
     Xþ~ma {eYmn{ÌH$m {‘iUo~m~V AO©.
    2) {eYmn{ÌH$m Jhmi Pmbo~m~V nmo{bg ñQ>oeZMm XmIbm
     AWdm ‘wi Iam~ {eYmn{ÌH$m
    3) Xþ~ma {eYmn{ÌH$m {‘iUogmR>r Amdí¶H$ ewëH$
     ^abo~m~V nmdVr

3 g§~§{YV emgZ g§X^©,  1)  emgZ {ZU©¶ H«$‘m§H$ gm{dì¶ 1099 
  emgZ {ZU©`,BVa   à.H«$. 8886 Zmnw-28, {X. 5/11/99
 AmXoe,n[anÌH$ B. 2) emgZ {ZU©¶ H«$‘m§H$ {edmn-2013 à. H«$.
 (H$moUË`m A{Y{Z`_mMo/  105/Zmny-28   {X. 29/6/2013
 {Z`_mMo AmYmao gXa   
 H$m‘H$mO ny©U Ho$bo
 OmUma Amho)     

4 {ZU©` à{H«$`oV VnmgUr _wÔm H«$. 2 _Yrc Z_wX gd© H$mJXnÌ
  H$aUoV ̀ oV Agcoë`m  
 ~m~r    

5 Amdí¶H$ ewëH$  1) ew^« é. 100/-
    2) Ho$ear é. 40/-
    3) {ndio é. 20/-

6 ewëH$ ̂ aÊ¶mMr nÜXV emgH$s¶ nmdVr
 
7 {ZU©¶ KoUmao A{YH$mar AÞYmÝ¶ {dVaU A{YH$mar/Vh{gcXma

8 {ZU©¶ à{H«$¶og bmJUmam 3 {Xdg
 H$mbmdYr 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

nwadR>m {df` H«$. 17 - 
{eYmn{ÌHo$V Zmd g‘m{dï> H$aUo.

ñnï>rH$aUA.Z§. Vnerc

1 {df`   {eYmn{ÌHo$‘Ü¶o Zmd g‘m{dï> H$aUo.

2 Amdí`H$ H$mJXnÌo 1) goVw‘m’©$V {dhrV Z‘wÝ¶mV gmjm§{H$V H$mJXnÌm§gh
     Zmd g‘m{dï> H$éZ {‘iUo~m~V AO©.
    2) ‘wi {eYmn{ÌH$m
    3) gkmZ ì¶³VrgmR>r Zmd H$‘rMm XmIbm AWdm 
     nwT>rbn¡H$s àË¶oH$s XmoZ nwamdo -
    A.  ‘VXmZ AmoiInÌ / ‘VXma ¶mXrVrb Zm|X
    ~.    H$m¶m©b¶mMo AmoiInÌ
    H$.   dmhZ nadmZm
    S>.   eñÌnadmZm
    B.   nmanÌ
    ’$.   AmYmaH$mS>©
    4) AkmZ ì¶³VrgmR>r OÝ‘Zm|X AWdm 
     OÝ‘à‘mUnÌ / emimgmoS>ë¶mMm XmIbm
    5) Amdí¶H$ KmofUmnÌ

3 g§~§{YV emgZ g§X^©,  1)  emgZ {ZU©¶ H«$‘m§H$ gm{dì¶ 1099 
  emgZ {ZU©`,BVa AmXoe,  à.H«$. 8886 Zmnw-28, {X. 5/11/99
 n[anÌH$ B. (H$moUË`m  
 A{Y{Z`_mMo/{Z`_mMo 
 AmYmao gXa H$m‘H$mO
 nyU© Ho$bo OmUma Amho)     

4 {ZU©` à{H«$`oV VnmgUr _wÔm H«$. 2 _Yrc Z_wX gd© H$mJXnÌ.
  H$aUoV ̀ oV Agcoë`m  
 ~m~r   

5 Amdí¶H$ ewëH$  ewëH$ bmJy Zmhr.

6 ewëH$ ̂ aÊ¶mMr nÜXV ewëH$ bmJy Zmhr.
 
7 {ZU©¶ KoUmao A{YH$mar AÞYmÝ¶ {dVaU A{YH$mar/Vh{gcXma

8 {ZU©¶ à{H«$¶og bmJUmam 7 {Xdg
 H$mbmdYr 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

nwadR>m {df` H«$. 18 - 
H$m¡Qw>§{~H$ {eYmn{ÌHo$VyZ Zmd H$‘r H$aUo qH$dm aÔ H$aUo.

ñnï>rH$aUA.Z§. Vnerc

1 {df`   {eYmn{ÌHo$VyZ Zmd H$‘r H$aUo qH$dm aÔ H$aUo.

2 Amdí`H$ H$mJXnÌo 1) goVw‘m’©$V {dhrV Z‘wÝ¶mV gmjm§{H$V H$mJXnÌm§gh
     Zmd H$‘r H$ê$Z {‘iUo~m~V AWdm H$mS>© aÔ
     H$ê$Z {‘iUo~m~V AO©.
    2) ‘wi {eYmn{ÌH$m
    3) Hw$Qw>§~ à‘wImMo KmofUmnÌ

3 g§~§{YV emgZ g§X^©,  1)  emgZ {ZU©¶ H«$‘m§H$ gm{dì¶ 1099 
  emgZ {ZU©`,BVa   à.H«$. 8886 Zmnw-28, {X. 5/11/99
 AmXoe,n[anÌH$ B. 
 (H$moUË`m A{Y{Z`_mMo/ 
 {Z`_mMo AmYmao gXa   
 H$m‘H$mO nyU© Ho$bo
 OmUma Amho)     

4 {ZU©` à{H«$`oV VnmgUr _wÔm H«$. 2 _Yrc Z_wX gd© H$mJXnÌ.
  H$aUoV ̀ oV Agcoë`m  

5 Amdí¶H$ ewëH$  ewëH$ bmJy Zmhr.

6 ewëH$ ̂ aÊ¶mMr nÜXV ewëH$ bmJy Zmhr.
 
7 {ZU©¶ KoUmao A{YH$mar AÞYmÝ¶ {dVaU A{YH$mar/Vh{gcXma

8 {ZU©¶ à{H«$¶og bmJUmam 3 {Xdg
 H$mbmdYr 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

nwZd©gZ emIm6



S TA N D A R D   O P E R AT I N G   PR O C E D U R E gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

* AZwH«$‘m{UH$m *
A.Z§. {df¶ n¥.H«$.

nwZd©gZ emIm
1. àH$ënJ«ñVm§Zm ZmoH$ar{df¶H$ gdbVrMo à‘mUnÌ XoUo.                             1

2. ZmoH$ar{df¶H$ gdbVrMo àH$ënJ«ñV à‘mUnÌ hñVm§VaU H$ê$Z XoUo.                            3

3. àH$ën~m{YVm§Zm n¶m©¶r eoVO{‘ZrMo dmQ>n H$aUo.                             5

4. bm^joÌmV {_imboë`m O{_ZrMr H$ãOm hŠH$mMr aŠH$_ ̂ aUo.                            7

5. nwZd©gZ A{Y{Z`_m§VJ©V ̂ moJdQ>mXma dJ©-2 åhUyZ dmQ>n Pmboë`m O{_ZrMo                          9

 ^moJdQ>mXma dJ©-1 _Ü`o énm§VarV H$aUogmR>r _m. {d^mJr` Am`wŠV Zm{eH$ ̀ m§MoH$S>o àñVmd                      

 gmXa H$aUo.

6. nwZd©gZ bm^ joÌmV O‘rZ ¶oV Agë¶mg/Zgë¶mg ZmhaH$V XmIbm XoUo.                          12

7.  nwZd©gZ ZdrZ JmdR>mU ZmJar gw{dYm XoUo. A§XmOnÌHo$ ‘m. {d^mJr¶ Am¶w³V Zm{eH$ ¶m§Mo‘m’©$V                 13

 emgZmg  ‘§OyargmR>r nmR>{dUo. VgoM gXa ZmJar gw{dYm§gmR>r àmßV Pmbobo AZwXmZ g§~§{YV 

 àH$ën¶§ÌUog nmR>{dUo. 

8. àH$ënJ«ñVm§Zm ̂ wI§S> dmQ>n H$aUo.                                 15

 



STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

nwZd©gZ emIm  
1. àH$ënJ«ñVm§Zm ZmoH$ar{df¶H$ gdbVrMo à‘mUnÌ XoUo.

ñnï>rH$aUA.Z§. Vnerc

1 {df`   àH$ënJ«ñVm§Zm ZmoH$ar{df¶H$ gdbVrMo à‘mUnÌ XoUo.

2 Amdí`H$ H$mJXnÌo 1) AO©Xma ¶m§Mm ZmoH$ar{df¶H$ gdcVrMo à‘mUnÌ 
     {‘iUo~m~V 5 é. À¶m {VH$sQ>mgh {dhrV Z‘wÝ¶mVrc 
     AO©.
    2) ^yg§nmXZmMm XmIbm.
    3) ‘wi àH$ënJ«ñVmMo à{VkmnÌ, Oa ‘wi àH$ënJ«ñV
     ‘¶V Agë¶mg dmag ’o$a’$ma CVmam d Ë¶mZwgma gd© 
      dmagm§Mo g§‘VrnÌ.
    4) g§nmXZmnyduMo d Z§VaMo Jm.Z.Z. 7/12 d 8A CVmao 
      Am{U Ë¶mdarc gd© ’o$a’$ma Zm|XrÀ¶m àVr
    5) VcmR>r ¶m§Mo XmIco-a{hdmg, d§emdi, Hw$Qw>§~mV  
     emgH$s¶ godoV Zgë¶mMm XmIcm, Oa Hw$Qw>§~mV ZmoH$arg 
     Agoc Va Ë¶m g§~§{YV ì¶º$sÀ¶m {Z¶wº$s AmXoemMr àV,
    6) ‘wi àH$ënJ«ñVm§À¶m aoeZH$mS>©Mr àV.
    7) ‘wi àH$ënJ«ñVmMo AmoiInÌ àV,
    8) C‘oXdmamÀ¶m emioÀ¶m XmIë¶mMr àV.
    9) àH$ënJ«ñV à‘mUnÌ ZmVrgmR>r nm{hOo Agë¶mg 
     J«m‘godH$ ¶m§À¶mH$S>rc A{ddm{hV XmIbm.
    10) àH$ënJ«ñV à‘mUnÌ ‘wi àH$ënJ«ñVm§À¶m ‘wctÀ¶m 
     ‘wcm§gmR>r nm{hOo Agë¶mg J«m‘godH$ ¶m§MoH$S>rc 
     àH$ënJ«ñVm§À¶m ‘wctMm {ddmh Zm|XUr XmIcm.
    11) XÎmH$ Agë¶mg XÎmH$nÌ àV.

3 g§~§{YV emgZ g§X^©,  1)  ‘hmamï´> àH$ën~m{YV ì¶³VtMo nwZd©gZ A{Y{Z¶‘,.
  emgZ {ZU©`,BVa   1999 Mo H$b‘ 2 (A) (~) (H$) (S>) (B©)
 AmXoe,n[anÌH$ B. 2) emgZ {ZU©¶ H«$‘m§H$ … EB©E‘-1080/35/16-A
     {X. 21 OmZodmar, 1980.
     3) emgZ {ZU©¶ H«$‘m§H$ … Ama nr E 2006 
     à. H«$. 1 (3)/a-1  {XZm§H$ 22 ‘o, 1996.
    4) emgZ n[anÌH$ … H«$‘m§H$ AmanrE-097/3314/
     à.H«$. 388/a-1 {XZm§H$ 12 gßQ>|~a, 2002 
    5) emgZ {ZU©¶ H«$‘m§H$ … Ama nr E 2006 
     à. H«$. 1(3) a-1  {XZm§H$ 17 E{àb, 2006

1



STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

4 {ZU©` à{H«$`oV VnmgUr AO©Xma ¶m§À¶m AOm©gmo~V Amdí¶H$ H$mJXnÌ ¶m gXar
 H$aUoV ̀ oV Agcoë`m Cnamoº$ Z‘wX Ho$coë¶m 1 Vo 11 H$mJXnÌm§Mr VnmgUr H$aUo. 
 ~m~r    
    AZwko¶Vm - 
    1) Á¶m àH$ënmbm nwZd©gZ H$m¶Xm bmJy Pmbm Amho Aem
     àH$ënmVrb àH$ën~m{YV Á¶mMo ~wS>rV joÌmV Ka/
     O‘rZ g§nmXrV Pmbr Amho Aem àH$ënJ«ñVmg
     ZmoH$ar{df¶H$ gdbVrMo à‘mUnÌ Xo¶ Amho.
    2) ‘hmamï´> àH$ën~m{YV ì¶³VtMo nwZd©gZ A{Y{Z¶‘,
     1976/1986/1999 bmJw Agboë¶m nmQ>~§Ymao
     àH$ënmÀ¶m H$mbì¶mgmR>r O‘rZ g§nmXrV Pmbr
     Agoc Voìhm g§nmXZmZ§Va Á¶m ImVoXmamMo Cd©arV
     bmJdS> ¶mo½¶ YmaU O‘rZ 1 ho³Q>a nojm H$‘r Pmbr
     Agë¶mg àH$ënJ«ñVmg ZmoH$ar{df¶H$ 
     gdbVrMo à‘mUnÌ Xo¶ Amho.
      3) {XZm§H$ 12 gßQ>|~a, 2002 AÝd¶o nmPa VbmdmgmR>r 
     VgoM qgMZ VbmdmgmR>r O{‘Zr g§nmXrV Pmë¶mg 
     ZmoH$ar {df¶H$ gdbVrMo à‘mUnÌ AZwko¶ Amho.
    4) emgZ {ZU©¶ {XZm§H$ 17/4/2006 Zwgma {XZm§H$ 
     17/4/2006 Z§VaÀ¶m àH$ënm§gmR>r nwZd©gZ H$m¶Xm 
     bmJy Agob Va àH$ën ~m{YVm§Mr g§nyU© O‘rZ g§nmXrV 
     hmoV AgwZ ‘hmamï´>mV H$moR>ohr O‘rZ {eëbH$ amhV 
     Zgë¶mg àH$ënJ«ñVmg ZmoH$ar{df¶H$ gdbVrMo 
     à‘mUnÌ Xo¶ Amho.
    5) àH$ën~m{YV ñdV… qH$dm àH$ën~m{YV ì¶³VrZo
     Zm‘{ZX}{eV Ho$ë¶mg Hw$Qw>§~ KQ>H$mVrb nËZr, ‘wbo,
     ‘wcr, ^mD$, ~{hUr, gyZ, ZmVy, A{ddmhrV  
     ZmV, XÎmH$ nwÌ ¶m n¡H$s EH$mg ZmoH$ar{df¶H$ gdbVrMo
     à‘mUnÌ AZwko¶ Amho.

5 Amdí¶H$ ewëH$  bmJw Zmhr.

6 ewëH$ ̂ aUoMr nÜXV bmJw Zmhr.
 
7 {ZU©¶ KoUmao A{YH$mar Cn{Oëhm{YH$mar (nwZd©gZ) VWm {Oëhm nwZd©gZ A{YH$mar,
             Ah‘XZJa

8 {ZU©¶ à{H«$¶oV bmJUmam gd© H$mJXnÌm§À¶m nwV©VoZ§Va 15 {Xdg 
 H$mbmdYr
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

nwZd©gZ emIm  
2. ZmoH$ar{df¶H$ gdbVrMo àH$ënJ«ñV à‘mUnÌ hñVm§VaU H$ê$Z XoUo.

ñnï>rH$aUA.Z§. Vnerc

1 {df`   ZmoH$ar{df¶H$ gdbVrMo àH$ënJ«ñV à‘mUnÌ hñVm§VaU 
    H$ê$Z XoUo.

2 Amdí`H$ H$mJXnÌo 1) AO©Xma ¶m§Mm ZmoH$ar{df¶H$ gdbVrMo àH$ënJ«ñV 
     à‘mUnÌ hñVm§VaU  {‘iUo~m~V 5 é. À¶m {VH$sQ>mgh 
     {dhrV Z‘wÝ¶mVrc AO©, 
    2) ZmoH$ar{df¶H$ gdbVrMo àH$ënJ«ñV à‘mUnÌ.
    3) ‘wi àH$ënJ«ñV d à‘mUnÌYmaH$ ¶m§Mo à{VkmnÌ 
     Oa ‘wi àH$ënJ«ñV ‘¶V Agë¶mg dmag {df¶H$ 
     ’o$a’$ma CVmam d gd© dmagm§Mo g§‘VrnÌ.
    4) nwZd©gZ emIoH$S>o ZmoH$argmR>r Zmd Zm|XUr Ho$cr 
     Agë¶mg Ë¶m~m~VMo à‘mUnÌ.
    5) VbmR>r ¶m§Mo XmIbo, a{hdmg, d§emdi, Hw$Qw>§~mV
     emgH$s¶ godoV Zgë¶mMm XmIbm Oa Hw$Qw>§~mV ZmoH$arg 
     Agë¶mg Va Ë¶m g§~§{YV ì¶º$sÀ¶m {Z¶wº$s AmXoemMr 
     àV,
    6) ‘wi àH$ënJ«ñVmÀ¶m aoeZH$mS>©Mr àV.
    7) ‘wi àH$ënJ«ñVmMo AmoiInÌ àV,
    8) C‘oXdmamMm emioMm XmIcm àV.
    9) àH$ënJ«ñV à‘mUnÌ ZmVrgmR>r nm{hOo Agë¶mg 
     J«m‘godH$ ¶m§MoH$S>rc A{ddm{hV XmIbm.
    10) àH$ënJ«ñV à‘mUnÌ ‘wi àH$ënJ«ñVm§À¶m ‘wctÀ¶m 
     ‘wcm§gmR>r nm{hOo Agë¶mg J«m‘godH$ ¶m§MoH$S>rc 
     àH$ënJ«ñVm§À¶m ‘wctMm {ddmh Zm|XUr XmIcm.
    11) XÎmH$ Agë¶mg XÎmH$nÌ àV.

3 g§~§{YV emgZ g§X^©,  1)  ‘hmamï´> àH$ën~m{YV ì¶³VtMo nwZd©gZ A{Y{Z¶‘,.
  emgZ {ZU©`,BVa   1999 Mo H$b‘ 2 (A) (~) (H$) (S>) (B©)
 AmXoe,n[anÌH$ B. 2) emgZ {ZU©¶ H«$‘m§H$ … H$mo¶Zm/1091/à.H«$./388/
     a-4, {X. 12 ‘o 1993.
    3) emgZ {ZU©¶ H«$‘m§H$ … AmanrE/2007/3/à.H«$./
     130/a-1,{X. 26 ‘mM© 2007.
    4) emgZ nÌ H«$‘m§H$ … AmanrE-0310/à.H«$. 107/
     a-1, {X. 17 gßQ>|~a, 2010.
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

4 {ZU©` à{H«$`oV VnmgUr AO©Xma ¶m§À¶m AOm©gmo~V Amdí¶H$ H$mJXnÌ gXar Cnamoº$  
 H$aUoV ̀ oV Agcoë`m Z‘wX Ho$cocr  1 Vo 11 H$mJXnÌm§Mr VnmgUr H$aUo.
 ~m~r 
    AZwko¶Vm -    
    1) emgZ {ZU©¶ {XZm§H$ 26/3/2007 AÝd¶o àH$ënJ«ñV
     à‘mUnÌ EH$XmM hñVm§VaU H$aVm ¶oB©b. ¶mnwdu
     à‘mUnÌ hñVm§VaU Ho$bo Agë¶mg, nwÝhm hñVm§VaU
     hmoUma Zmhr.
    2) emgZ nÌ {XZm§H$ 17/9/2010 AÝd¶o 31 ‘mM©,
     2002 nwdu Á¶m§Zm nmPaVbmd àH$ënmgmR>r 
     àH$ënJ«ñV à‘mUnÌ {Xbo Amho. Ho$di AemM
      ZmoH$ar{df¶H$ à‘mUnÌm§Mo EH$XmM hñVm§VaU
     Ho$bo OmB©b.
    3) àH$ën{df¶H$ à‘mUnÌ ho àH$ën~m{YV ñdV… qH$dm
     àH$ën~m{YV ì¶³VrZo Zm‘{ZX}{eV Ho$ë¶mg Hw$Qw>§~
     KQ>H$mVrb nËZr, ‘wbo, ‘wbr, ̂ mD$, ~{hUr,
     gyZ, ZmVy, A{ddmhrV ZmV, XÎmH$ nwÌ ¶mn¡H$s EH$mg 
      hñVm§VaUmMo à‘mUnÌ AZwko¶ Amho.

5 Amdí`H$ ewëH$   bmJw Zmhr.

6 ewëH$ ̂ aÊ`mMr nÜXV  bmJw Zmhr.

7 {ZU©` KoUmao A{YH$mar  Cn{Oëhm{YH$mar (nwZd©gZ) VWm {Oëhm nwZd©gZ A{YH$mar,
             Ah‘XZJa

8 {ZU©¶ à{H«$¶oV bmJUmam gd© H$mJXnÌm§À¶m nwV©VoZ§Va 15 {Xdg 
 H$mbmdYr
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

nwZd©gZ emIm  
3. àH$ën~m{YVm§Zm n¶m©¶r eoVO{‘ZrMo dmQ>n H$aUo.

ñnï>rH$aUA.Z§. Vnerc

1 {df`   àH$ën~m{YVm§Zm n¶m©¶r eoVO{‘ZrMo dmQ>n H$aUo.

2 Amdí`H$ H$mJXnÌo 1) {d{hV Z‘wÝ¶mVrb AO©.
    2) {deof ̂ wg§nmXZ A{YH$mar ¶m§MoH$S>rb ̂ yg§nmXZmMm
     ‘wi XmIbm.
    3) bm^joÌmV n¶m©¶r O‘rZ ~XbwZ ‘mJUma Zmhr.
     g‘mB©H$mV O‘rZ KoUma Agbo~m~V VgoM ‘hmamï´>mV
     AÚmn n¶ªV nwZd©gZ A§VJ©V n¶m©¶r O‘rZ KoVbr
     Zgbo~m~V EH$Ì à{VkmnÌ.
    4) ~wS>rV O‘rZ ZwH$gmZ ̂ anmB©À¶m 65./. a³H$‘m O‘m
     Ho$bo ~m~V ̂ wg§nmXZ A{YH$mar ¶§mMoH$S>rc ‘wi XmIbm.
    5) ~wS>rV O{‘ZrMo ̂ moJdQ>mXma dJ© {df¶H$ VhgrbXma
     ¶m§Mo à‘mUnÌ.
    6) àH$ënJ«ñV ‘¶V Agë¶mg ‘¥Ë¶w XmIbm 
     d dmag Zm|XrMm XmIbm.
    7) AO©Xma ¶m§Mm ’$moQ>mogh AgUmam H$moUVmhr EH$ nwamdm.
    8) g§nmXZmZ§Va {eëbH$ am{hboë¶m O{‘ZrMo
     YmaUjoÌm~m~V Jmd Z‘wZm Z§. 7/12, 8 A, Oa
     O‘rZ {eëbH$ amhV Zgob Va VbmR>r ¶m§Mm ^w{‘hrZ 
      XmIbm.
    9) àH$ënJ«ñVmMm O‘rZ ng§Vr ~m~VMm AO© d gmo~V ng§V 
     Ho$coë¶m O‘rZrMo g§nmXZmnmgyZMo 7/12 d gd© ’o$a’$ma 
     Zm|Xr. 
    10) àH$ënJ«ñV ¶m§Mm nwZd©gZ A{YH$mar 
     ¶m§Zr KoVbobm O~m~.
    11) Vh{gcXma ¶m§MoH$S>rc Ahdmc 

3 g§~§{YV emgZ g§X^©,  1)  ‘hmamï´> àH$ën~m{YV ì¶³VtMo nwZd©gZ A{Y{Z¶‘,.
  emgZ {ZU©`,BVa   1999 Mo H$b‘ 10.
 AmXoe,n[anÌH$ B. 2) ‘hmamï´> O‘rZ ‘hgyb A{Y{Z¶‘, 1966.
     3) ‘hmamï´> O‘rZ ‘hgyb (gaH$mar O{‘ZrMr {dëhodmQ>
     bmdUo.) {Z¶‘, 1971.
    4) emgZ {ZU©¶ H«$‘m§H$ … gm‘mÝ¶ àemgZ
     {d^mJ/H«$‘m§H$/AmanrE/1071/41583/a-1
     {XZm§H$ 9 ‘o, 1973.
    5) emgZ {ZU©¶ H«$‘m§H$ … gm‘mÝ¶ àemgZ
     ^mJ/H«$‘m§H$/AmanrE/1071/a-1
     {XZm§H$ 20 OyZ, 1973.
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

    6) emgZ {ZU©¶ H«$‘m§H$ … ‘hgyb d dZ {d^mJ
     /H«$‘m§H$/AmanrE/1086/grAma-3940/a-1
     {XZm§H$ 24 Zmoìh|~a, 1986
    7) emgZ {ZU©¶ … ‘hgyb d dZ{d^mJ/H«$‘m§H$/
     AmanrE/1086/grAma-4141/a-1
     {XZm§H$ 9 {S>g|~a, 1986.

4 {ZU©` à{H«$`oV VnmgUr AO©Xma ¶m§À¶m AOm©gmo~V Amdí¶H$ H$mJXnÌ gXar Cnamoº$  
 H$aUoV ̀ oV Agcoë`m Z‘wX Ho$cocr  1 Vo 11 H$mJXnÌm§Mr VnmgUr H$aUo.
 ~m~r            AZwko¶Vm -   
    1) AO©Xma / àH$ënJ«ñV Cnamo³V emgZ {Z¶‘mZwgma
      n¶m©¶r O‘rZ XoUog nmÌ Amho.
    2) ‘hmamï´> àH$ën~m{YV ì¶³VtMo nwZd©gZ 
     A{Y{Z¶‘, 1999 ‘Yrb AZwgyMr ̂ mJ 3 Zwgma
     {Xboë¶m ‘¶m©XoV bm^YmaH$ n[a‘§S>imVrb joÌ
     ‘§Owarg nmÌ amhrb.
    3) AO©Xmambm O‘rZ ‘§Oya Pmë¶mda O{‘ZrMo ̂ moJm{YH$ma
     ‘wë¶ åhUyZ H$ãOm h³H$mMr a³H$‘ ̂ amdr bmJob.

5 Amdí¶H$ ewëH$  bmJw Zmhr.

6 ewëH$ ̂ aUoMr nÜXV bmJw Zmhr.
 
7 {ZU©¶ KoUmao A{YH$mar Ana {Oëhm{YH$mar VWm nwZd©gZ àemgH$.
    Ah‘XZJa

8 {ZU©¶ à{H«$¶oV bmJUmam gd© H$mJXnÌm§À¶m nwV©VoZ§Va 45 {Xdg 
 H$mbmdYr   
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

nwZd©gZ emIm  
4. bm^joÌmV {_imboë`m O{_ZrMr H$ãOm hŠH$mMr aŠH$_ ^aUo.

ñnï>rH$aUA.Z§. Vnerc

1 {df`   bm^joÌmV {_imboë`m O{_ZrMr H$ãOm hŠH$mMr
    aŠH$_ ̂ aUo.

2 Amdí`H$ H$mJXnÌo 1) AO©XmamMm AO©
    2) àH$ënJ«ñVmg n`m©`r O_rZ _§Owa Pmboë`m AmXoemMr 
     àV d ‘§Owa O‘rZrMr H$~wcm¶VrMr gmjm§{H$V àV.
    3) àH$ënJ«ñVmg O_rZ _§Owa PmbonmgyZ O{‘ZrMo Jm.Z.Z. 
     7/12 CVmao d Ë`mdarb gd© \o$a\$mamÀ`m ZH$bm.
    4) H$ãOm hŠH$mMr aŠH$_ ̂ abr Agë`mg MbZmMr
     gmjm§{H$V àV.
    5) {df`m§{H$V O_rZrEodOr AÝ` H$moR>ohr n`m©`r O_rZ
     {_imbr Zgbo~m~VMr VmbwH$m X§S>m{YH$mar
     `m§Mog_moa Ho$bobo à{VkmnÌ.
    6) Jmd Z_wZm Z§~a 8 A Mm ImVo CVmam.
    7) _yi àH$ënJ«ñV _`V Agë`mg _¥Ë`wÀ`m XmIë`mMr
     _yi àV / VhgrbXma ̀ m§Mm dmag XmIbm AJa
     dmag Zm|XrMm \o$a\$mamMm CVmam.
    8) gìh} Z§~aMm JQ> Z§~a Pmbo~m~V CnA{YjH$
     ^y_r A{^boI ̀ m§Mm O_rZ EH${ÌH$aUmMm CVmam.
    9)  \$moQ>mogh Agbobo AmoiInÌ/{ZdS>UyH$ AmoiInÌ/
     AmYmaH$mS>©
    10) Vh{gcXma ¶m§MoH$S>rc Ahdmc. 

3 g§~§{YV emgZ g§X^©,  1)  _hgyb d dZ {d^mJ, emgZ n[anÌH$
  emgZ {ZU©`,BVa   H«$_m§H$ … AmanrE-0711/à.H«$. 354/a-1
 AmXoe,n[anÌH$ B.  _§Ìmb`, _w§~B© - {XZm§H$ 5/5/2012

4 {ZU©` à{H«$`oV VnmgUr AO©Xma ¶m§À¶m AOm©gmo~V Amdí¶H$ H$mJXnÌ gXar Cnamoº$  
 H$aUoV ̀ oV Agcoë`m Z‘wX Ho$cocr  1 Vo 10  H$mJXnÌm§Mr VnmgUr H$aUo.
 ~m~r   AZwko¶Vm -
    1) àH$ënJ«ñVmbm n`m©`r O_rZ _§Owa Ho$ë`mZ§Va Ë`m 
     O{_ZrÀ`m H$ãOm hŠH$ aŠH$_ ghm hßË`m§V
     ^amd`mMr gdbV Amho.
    2) emgZ n[anÌH$ {XZm§H$ 5/5/2012 Zwgma H$ãOo 
     hŠH$mMr Cd©[aV aŠH$_ {~Zì`mOr dgwb H$aÊ`m~m~V 
     {ZX}e AmhoV.    
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

    3) n`m©`r O_rZ Á`m àH$ën~m{YV ì`ŠVtZm dmQ>n Ho$br 
     Amho Ë`m§Mo g§_VrnÌ Amdí`H$ Amho.
    4) n`m©`r O_rZ _§OwarÀ`m doir {ZpíMV Ho$bobr H$ãOm
     hŠH$ aŠH$_ {dMmamV KoD$Z ̀ mnydu ̂ aUm Ho$bobr
     aŠH$_ dOm H$ê$Z ̀ oUmao _wë` emgZ O_m H$amdo bmJob.

5 Amdí`H$ ewëH$  bmJw Zmhr.

6 ewëH$ ̂ aÊ`mMr nÜXV  bmJw Zmhr.

7 {ZU©` KoUmao A{YH$mar  Ana {Oëhm{YH$mar VWm nwZd©gZ àemgH$,
    Ah‘XZJa

8 {ZU©¶ à{H«$¶oV bmJUmam gd© H$mJXnÌm§À¶m nwV©VoZ§Va 30 {Xdg 
 H$mbmdYr   
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

nwZd©gZ emIm  
5.   nwZd©gZ A{Y{Z`_m§VJ©V ^moJdQ>mXma dJ©-2 åhUyZ dmQ>n Pmboë`m O{_ZrMo ^moJdQ>mXma dJ©-1 
    _Ü`o énm§VarV H$aUogmR>r _m. {d^mJr` Am`wŠV Zm{eH$ `m§MoH$S>o àñVmd gmXa H$aUo.

ñnï>rH$aUA.Z§. Vnerc

1 {df` nwZd©gZ A{Y{Z`_m§VJ©V ^moJdQ>mXma dJ©-2 åhUyZ dmQ>n 
Pmboë`m O{_ZrMo ̂ moJdQ>mXma dJ©-1 _Ü`o énm§VarV H$aUogmR>r 
_m. {d^mJr` Am`wŠV Zm{eH$ ̀ m§MoH$S>o àñVmd gmXa H$aUo.

2 Amdí`H$ H$mJXnÌo 1. AO©Xma ¶m§Mm AO© 
2. àH$ënJ«ñVmg n`m©`r O_rZ àË`j Vmã`mV {_iwZ Xhm 

dfm©Mm H$mbmdYr nyU© Pmbobm nm{hOo `mgmR>r O_rZ 
_§Owa AmXoemMr gmjm§{H$V àV d ‘§Owa O{‘ZrMr 
H$~wcm¶VrMr gmjm§{H$V àV,

3. O_rZ _§Oya PmbonmgyZ Vo AmOAIoa Jm. Z§. Z§. 7/12 Mo 
CVmao d Ë`mdarb gd© \o$a\$ma CVmao (_wiàVr/à_m{UV 
àVr)

4. Jm. Z§. Z§. 8 A Mm ImVoCVmam.
5. n`m©`r O_rZ _§Owa AmXoemZwgma O{_ZrMr H$ãOm 

hŠH$mMr aŠH$_ g§nwU©nUo ̂ abo~m~V MbZmÀ`m àVr.
6. gXa n`m©`r O{_Zr~m~V H$moUË`mhr Ý`m`mb`mV Xmdm 

àñVm{dV AWdm àb§{~V Zmhr VgoM H$moUË`mM àH$maMm 
dmX Mmbw Zmhr. Ë`mà_mUo gXa O{_ZrMo hñVm§VaUmgmR>r 
`mnwdu IaoXrIV/{dH«$sIV JhmUIV/gmR>oIV dJ¡ao 
H$moUË`mhr àH$maMm Zm|XUrH¥$V XñV Ho$bobm Zmhr AJa 
O{_ZrÀ`m ^moJdQ>m dmnamV ~Xb Ho$bobm Zmhr. Aem 
Ame`mMo àH$ënJ«ñV `WmpñWVr Ë`m§Mo dmag `m§Mo 
VmbwH$m X§S>m{YH$mar `m§Mog_moa Ho$bobo à{VkmnÌ 
(\$moQ>mogh _wi àVrV)

7. àH$ënJ«ñVmH$S>o Ka~m§YUr H$O©/gaH$mar ~mH$s 
Zgbo~m~V H$m. VbmR>r ̀ m§Mm XmIbm.

8. àH$ënJ«ñVmH$S>o {d{dY H$m`©H$mar godm ghH$mar 
gmogm`Q>rMm Zm haH$V XmIbm.

9. _hmamï´> amÁ` ^w{dH$mg ~±H$ `m§Mo H$O©~mH$s Agë`mg 
Ë`m§Mm Zm haH$V XmIbm d Ë`mZwgma XþéñV Jm. Z§. Z§. 
7/12 Mm CVmam d  g§~§{YV \o$a\$ma CVmam.

10. g. Z§. Mo JQ>Z§~a Pmbo Agë`mg CnA{YjH$ ̂ w{_
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

 A{^boI ̀ m§Mm O_rZ EH${ÌH$aUmMm CVmam.
11. ~m{YV/~wS>rV JmdmVrb g§nm{XV O{_ZrMo g§nmXZ dfm©Mo 

Jm. Z§. Z§. 7/12 Mo CVmao d Ë`mdarb gd© \o$a\$ma CVmao 
(à_m{UV àVr)

12. àH$ënmgmR>r g§nm{XV Pmboë`m O{_ZrMm CnA{YjH$ 
^w{_ A{^boI `m§MoH$S>rb AmH$ma~§X, O_rZ 
EH$ÌrH$aUmMm (JQ>pñH$_) H$_r OmñV nÌH$, Jm. Z§. Z§. 
1 H$ Mo H$, S>, B© nÌH$.

13. àH$ënJ«ñV AZwgw{MV O_mVr/Am{Xdmgr g_mOmMo 
Zgbo~m~V é. 100/- Mo ñQ>°ån nonada à{VkmnÌ.

14. àH$ënJ«ñV ̀ m§Mo {ZdS>UyH$ AmoiInÌ/AmYmaH$mS>© qH$dm 
\$moQ>mo Agbobo AmoiInÌ.

15. Vh{gcXma ¶m§MoH$S>rc Ahdmc.

3 g§~§{YV emgZ g§X^©, 
 emgZ {ZU©`, BVa
 AmXoe, n[anÌH$ B.

1. _hmamï´> àH$ën~m{YV ì`ŠVrMo nwZd©gZ A{Y{Z`_, 
1976/1986/1999

2. _hmamï´> O_rZ _hgyb A{Y{Z`_, 1966
3. emgZ {ZU©` H«$_m§H$ … Am`nrE/2004/à. H«$. 91 / 

a-1 {XZm§H$ 11 OyZ, 2004
4. emgZ n[anÌH$ H«$_m§H$ … AmanrE/2004/à. H«$. 91 / 

a-1 {XZm§H$ 24 {S>g|~a, 2004

4 {ZU©¶ à{H«$¶oV
 VnmgUr H$aUoV ¶oV 
 Agcoë¶m ~m~r

AO©Xma ¶m§À¶m AOm©gmo~V Amdí¶H$ H$mJXnÌ gXar Cnamoº$ 
Z‘wX Ho$cocr  1 Vo 15  H$mJXnÌm§Mr VnmgUr H$aUo.
AZwko¶Vm -
1. emgZ {ZU©` {XZm§H$ 11/6/2004 Zwgma, Á`m  
 nmQ>~§Ymao àH$ënmg nwZd©gZ A{Y{Z`_ 1976, 1986 
 bmJy Pmbobm Amho. Ë`m àH$ënmÀ`m àH$ënJ«ñVm§n¡H$s Oo 
 àH$ënJ«ñV nwduMo ^moJdQ>mXma dJ©-1 _Ü`o _moS>Umao 
 AgVrb Ë`m§Zm dmQ>n Ho$bobr n`m©`r O_rZ ^moJdQ>mXma 
 dJ©-2 _Ü`o _moS>Umar Agob d hr O_rZ dmQ>n Pmboë`m 
 {XZm§H$mnmgyZ 10 dfmªZ§Va {VMo énm§VaU dJ©-1 _Ü`o 
 hmoUog nmÌ amhrb. àH$ënJ«ñVmMr nwduMr O_rZ  
 ^moJdQ>mXma dJ©-2 Agob Va _§OwarÀ`m / O_rZ dmQ>n 
 PmboÀ¶m {XZm§H$mnmgyZ 10 dfm©Z§Va {d{hV A{Y_wë` 
 ^éZ Vr O_rZ ^moJdQ>mXma dJ©-1 _Ü`o ~XbyZ KoUog 
 nmÌ Agob. ho {d{hV A{Y_wë` Mmby ~mOma^mdmÀ`m 50 
 Q>ŠHo$ aŠH$_o BVHo$ Agob.
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

2. Á`m nmQ>~§Ymao àH$ënmMo ~m~VrV nwZd©gZ H$m`Xm bmJw 
H$aUoV Ambobm Zmhr, Aem àH$ënmÀ`m àH$ënJ«ñVmg 
^moJdQ>mXma dJ©-2 åhUyZ n`m©`r O{_ZrMo dmQ>n Pmbo 
Agë`mg Ë`m§Mo ~m~VrV {XZm§H$ 11/6/2004 Mm 
emgZ {ZU©` bmJw  amhrb.

3. _hmamï´> àH$ën~m{YV ì`ŠVtMo nwZd©gZ A{Y{Z`_, 
1999 Zwgma ~m{YV ì`ŠVrZo nwduM YmaU Ho$boë`m 
g§nmXrV O{_ZrÀ`m ^moJdQ>m pñWVrgh Agob Am{U 
àH$ënJ«ñV ì`ŠVrMr g§nmXrV O_rZ ̂ moJdQ>mXma dJ©-2 
_Ü`o _moS>Umar Agob Va, 10 dfm©Z§Va {d{hV A{Y_wë` 
^éZ Vr O_rZ ̂ moJdQ>mXma dJ©-1 _Ü`o ~Xb H$aÊ`mg 
nmÌ Agob.

4. Á`m àH$ënJ«ñVmZm nwZd©gZm§VJ©V dmQ>n H$aUoV 
Amboë`m ^moJdQ>mXma dJ©-2 Mo énm§VaU ^moJdQ>mXma 
dJ©-1 _Ü`o H$amd`mMm Agob Ë`m§Zr {Oëhm{YH$mar 
`m§MoH$S>o AO© XmIb H$amdm. {Oëhm{YH$mar H$mJXnÌmMr 
VnmgUr H$éZ {d^mJr` Am`wŠV `m§Mo _mÝ`VoZo A§{V_ 
{ZU©` KoVrb.

5 Amdí`H$ ewëH$

bmJw Zmhr.6 ewëH$ ^aUoMr nÜXV

7 {ZU©` KoUmao A{YH$mar ‘m. {d^mJr¶ Am¶wº$, Zm{eH$ {d^mJ, Zm{eH$ 

8 {ZU©¶ à{H«$¶oV cmJUmam 
 H$mcmdYr 

bmJw Zmhr.

gd© H$mJXnÌm§À¶m nwV©VoZ§Va 45 {Xdg 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

nwZd©gZ emIm  
6. nwZd©gZ bm^ joÌmV O‘rZ ¶oV Agë¶mg/Zgë¶mg ZmhaH$V XmIbm XoUo.

ñnï>rH$aUA.Z§. Vnerc

1 {df`   nwZd©gZ bm^ joÌmV O‘rZ ¶oV Agë¶mg / Zgë¶mg
     ZmhaH$V XmIbm XoUo.

2 Amdí`H$ H$mJXnÌo 1)  AO©XmamMm AO©.
    2)  Á¶m {‘iH$Vr~m~V Zm-haH$V XmIbm ‘mJUr
     Ho$bobr Amho. Ë¶m {‘iH$VrMo 7/12 CVmam d
     {‘iH$Vrdarb gd© ’o$a’$ma CVmao.
    3)  gXa {‘iH$VrMo gìh} Z§~aMm JQ> Z§~a Pmbo~m~V
     CnA{YjH$ ̂ w{‘A{^boI ¶m§Mm EH${ÌH$aU CVmam.

3 g§~§{YV emgZ g§X^©,  ‘hmamï´> àH$ën~m{YV ì¶³VtMo nwZd©gZ A{Y{Z¶‘,
 emgZ {ZU©`,   1999 Mo H$b‘ 11 d 12
 BVa AmXoe, n[anÌH$
     
4 {ZU©` à{H«$`oV   AO©Xma ¶m§À¶m AOm©gmo~V Amdí¶H$ H$mJXnÌ ¶mgXar 
 VnmgUr H$aUoV ¶oV Cnamoº$ Z‘wX Ho$cocr 1 Vo 3 H$mJXnÌm§Mr VnmgUr H$aUo.
 Agcoë¶m ~m~r  AZwko¶Vm -
    1) AO©XmamZo Á¶m {‘iH$Vr~m~V ZmhaH$V nÌ ‘mJUr
     Ho$bobr Amho. Vo Jmd bm^ n[a‘§S>imV Amho. AJa 
     H$go hr ~m~ H$m¶m©b¶mVrb ñb°~ a{OñQ>a/Zm|XdhrV
     VnmgyZ ¶mo½¶ Vmo XmIbm {Xbm OmVmo.

5 Amdí¶H$ ewëH$  bmJw Zmhr.

6 ewëH$ ̂ aÊ¶mMr nÜXV bmJw Zmhr.

7 {ZU©¶ KoUmao A{YH$mar Cn{Oëhm{YH$mar (nwZd©gZ) VWm {Oëhm nwZd©gZ A{YH$mar,
    Ah‘XZJa

8 {ZU©¶ à{H«$¶oV bmJUmam gd© H$mJXnÌm§À¶m nwV©VoZ§Va 15 {Xdg 
 H$mbmdYr
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

nwZd©gZ emIm  
7.   nwZd©gZ ZdrZ JmdR>mU ZmJar gw{dYm XoUo. A§XmOnÌHo$ ‘m. {d^mJr¶ Am¶w³V Zm{eH$ ¶m§Mo‘m’©$V emgZmg  
    ‘§OyargmR>r nmR>{dUo. VgoM gXa ZmJar gw{dYm§gmR>r àmßV Pmbobo AZwXmZ g§~§{YV àH$ën¶§ÌUog nmR>{dUo. 

1 {df` nwZd©gZ ZdrZ JmdR>mU ZmJar gw{dYm XoUo. A§XmOnÌHo$ ‘m. 
{d^mJr¶ Am¶w³V Zm{eH$ ¶m§Mo‘m’©$V emgZmg ‘§OwargmR>r 
nmR>{dUo. VgoM gXa ZmJar gw{dYm§gmR>r àmßV Pmbobo AZwXmZ 
g§~§{YV àH$ën¶§ÌUog nmR>{dUo.

2 Amdí`H$ H$mJXnÌo àH$ën¶§ÌUoH$S>rb àñVmd d A§XmOnÌH$ BË¶mXr.

3 g§~§{YV emgZ g§X^©, 
 emgZ {ZU©`, BVa
 AmXoe, n[anÌH$ B.

1. ‘hmamï´> àH$ën~m{YV ì¶³VtMo nwZd©gZ A{Y{Z¶‘, 
1999 ‘Yrb H$b‘ 10

2. emgZ {ZU©¶ H«$‘m§H$ … AmanrE-2008 H«$. 550/a-1, 
{XZm§H$ 1 Am°JñQ>, 2009

3. emgZ {ZU©¶ H«$‘m§H$ … g§{H$U©-2011 H«$. 80/a-8, 
{XZm§H$ 24 ‘o, 2012

4. emgZ {ZU©¶ H«$‘m§H$ … g§{H$U©-2011 à. H«$. 92/a-8, 
{XZm§H$ 21 Am°JñQ>, 2012

4 {ZU©¶ à{H«$¶oV
 VnmgUr H$aUoV ¶oV 
 Agcoë¶m ~m~r 

àH$ën¶§ÌUoH$S>rb nÌmZwgma àmá àñVmd d A§XmOnÌH$ 
BË¶mXr.
AZwko¶Vm -
1. ‘hmamï´> àH$ën~m{YV ì¶³VtMo nwZd©gZ A{Y{Z¶‘, 
 1999 ‘Yrb H$b‘ 10 Zwgma nwZd©grV JmdR>mUmgmR>r 
 EHy$U 18 gw{dYm Xo¶ Amho. gXa ZmJar gw{dYm§Mo  
 A§XmOnÌHo$ àH$ën¶§ÌUoZo {Z¶‘mZwgma gmXa Ho$bo Z§Va 
 {Oëhm{YH$mar H$m¶m©b¶m‘m’©$V ‘m. {d^mJr¶ Am¶w³V 
 ¶m§MoH$S>og nmR>{dbo OmVmV.
2. {Oëhm{YH$mar ¶m§Zm EH$ H$moQ>r én¶m§n¶ªVMo ZmJar 

gw{dYm§À¶m H$m‘mgmR>rÀ¶m A§XmOnÌH$mg {dÎmr¶ 
‘§Oyargh àemgH$s¶ ‘mÝ¶Vm XoÊ¶mMo A{YH$ma AmhoV. 
EH$ H$moQ>rnojm OmñV d nmM H$moQ>r n¶ªVÀ¶m 
A§XmOnÌH$mg {dÎmr¶ ‘§Oyargh àemgH$s¶ ‘mÝ¶Vm 
XoÊ¶mMo A{YH$ma ‘m. {d^mJr¶ Am¶w³V ¶m§Zm AmhoV. nmM 
H$moQ>rnojm A{YH$ a³H$‘oÀ¶m A§XmOnÌH$mg {dÎmr¶ 
‘§Oyargh àemgH$s¶ ‘mÝ¶Vm XoÊ¶mMo A{YH$ma emgZmg 
AmhoV.
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

5 Amdí`H$ ewëH$ bmJw Zmhr.

3. ZmJar gw{dYm§À¶m H$m‘mgmR>r {ZYr ‘mJUr àñVmd emgZ 
ñVamda nmR>{dVmZm àñVmdmVrb H$m‘m§Mo A§XmOnÌH$, 
g§~§{YV A{YjH$ A{^¶§Vm ¶m§Mm Vm§{ÌH$ ‘mÝ¶Vm AmXoe 
d {dÎmr¶ ‘¶m©XoZwgma {Oëhm{YH$mar/{d^mJr¶ 
Am¶w³V/emgZmMo àemgH$s¶ ‘§OyarMo AmXoe gmXa 
H$aUo Amdí¶H$ Amho.

6 ewëH$ ^aUoMr nÜXV bmJw Zmhr.

7 {ZU©` KoUmao A{YH$mar Ana {Oëhm{YH$mar VWm nwZd©gZ àemgH$,
Ah_XZJa

8 {ZU©¶ à{H«$¶oV 
 bmJUmam H$mbmdYr

gd© H$mJXnÌm§À¶m nwV©VoZ§Va 30 {Xdg 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

nwZd©gZ emIm  
8. àH$ënJ«ñVm§Zm ^wI§S> dmQ>n H$aUo.

1 {df`   àH$ënJ«ñVm§Zm ̂ wI§S> dmQ>n H$aUo.

2 Amdí`H$ H$mJXnÌo 1)  AO©Xma ¶m§Mm AO©.
    2)  g§nmXrV KamMm ̂ yg§nmXZ A{YH$mar ¶m§MoH$S>rb XmIbm.
    3)  nydu ̂ wI§S> {‘imbm Zmhr Ë¶m~m~V à{VkmnÌ,
     ‘wi àH$ënJ«ñV ‘¶V Agob Va dmag XmIbm, 
     Ë¶mdarb gd© dmagm§Mo AO©Xma ¶m§Zm ̂ yI§S> XoUo~m~V
     g§‘VrnÌ.
    4) ‘mJUr ^yI§S>mMm J«m‘n§Mm¶V H$S>rb {‘iH$VrMm CVmam 
     Z‘wZm 8.
    5) Vh{gcXma ¶m§Mm Ahdmc 

3 g§~§{YV emgZ g§X^©,  ‘hmamï´> àH$ën~m{YV ì¶³VtMo nwZd©gZ A{Y{Z¶‘, 1999
 emgZ {ZU©`,       
 BVa AmXoe, n[anÌH$     

4 {ZU©` à{H«$`oV   AO©Xma ¶m§À¶m AOm©gmo~V  Amdí¶H$ H$mJXnÌ ¶mgXar 
 VnmgUr H$aUoV ¶oV Cnamoº$ Z‘wX Ho$cocr 1 Vo 5 H$mJXnÌm§Mr VnmgUr H$aUo.
 Agcoë¶m ~m~r  AZwko¶Vm -  
    1) JmdR>mU ~m{YV ì¶³Vrbm ZdrZ nwZd©gZ JmdR>mUmV
      ‘hmamï´> àH$ën~m{YV ì¶³VrMo nwZd©gZ A{Y{Z¶‘
     1999 Mr AZygw{M ̂ mJ 4 ‘Ü¶o Z‘wX Ho$boë¶m joÌmMo 
     ^wI§S> AZwko¶ Amho.
    2) àmßV AOm©Mr ̂ yI§S> ‘mJUrÀ¶m AZwf§JmZo g§~§{YV
     Vh{gbXma ¶m§Mm ñWm{ZH$ Mm¡H$er Ahdmb
     Amdí¶H$ Amho.

5 Amdí¶H$ ewëH$  bmJw Zmhr.

6 ewëH$ ̂ aÊ¶mMr nÜXV bmJw Zmhr.

7 {ZU©¶ KoUmao A{YH$mar Ana {Oëhm{YH$mar VWm nwZd©gZ àemgH$, Ah‘XZJa

8 {ZU©¶ à{H«$¶oV bmJUmam gd© H$mJXnÌm§À¶m nwV©VoZ§Va 45 {Xdg 
 H$mbmdYr  
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

H$a‘UyH$ H$a 
emIm7



S TA N D A R D   O P E R AT I N G   PR O C E D U R E gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

* AZwH«$‘m{UH$m *
A.Z§. {df¶ n¥.H«$.

H$a‘UyH$ H$a emIm 
1. ‘w§~B© H$a‘UyH$ ewëH$ A{Y{Z¶‘ 1923 Mo H$b‘ 4 (2) (~) pìh{S>AmoJo‘ nmb©a ZdrZ nadmZm XoUo.          1

2. ‘w§~B© H$a‘UyH$ ewëH$ A{Y{Z¶‘ 1923 Mo H$b‘ 4 (2) (~) pìh{S>Amo Jo‘ nmb©a nadmZm                2

 ZwVZrH$aU H$éZ XoUo.

3. ‘w§~B© H$a‘UyH$ ewëH$ A{Y{Z¶‘ 1923 Mo H$b‘ 4 (2) (~) AÝd¶o {MÌnQ>J¥hmg ZdrZ nadmZm XoUo.                     3

4. ‘w§~B© H$a‘UyH$ ewëH$ A{Y{Z¶‘ 1923 Mo H$b‘ 4 (2) (~) AÝd¶o {MÌnQ>J¥hmMo nadmZm ZwVZrH$aU               4

 H$éZ XoUo.

5. A{Ib ̂ maVr¶ ‘amR>r {MÌnQ> ‘hm‘§S>imZo n¶©Q>Z d gm§ñH¥${VH$ H$m¶© {d^mJmMm emgZ {ZU©¶                    5

 {XZm§H$ 30 Am°³Q>mo~a, 2013 ‘amR>r {MÌnQ> àX{e©V Ho$boMo à‘mUnÌ {‘iUo~m~V.

6. ZwVZ dfm©{Z{‘ËV Am¶mo{OV H$aÊ¶mV ¶oUmè¶m H$a‘UwH$sÀ¶m hmoUmè¶m H$m¶©H«$‘m§da                         6

 H$a‘UyH$ ewëH$mMr AmH$maUr H$aUo~m~V.

7. ‘w§~B© H$a‘UyH$ ewëH$ A{Y{Z¶‘ 1923 ‘Yrb 3 nmoQ> H$b‘ (3) À¶m I§S> (A) À¶m VaVwXrà‘mUo                          7

 {MÌnQ>J¥hmg {dH$ën (Compounding)  nadmZJr XoUo.

8. godm ewëH$ aH$‘oMm {d{Z¶moJ {d{Z{X©ï> à¶moOZmda IM© H$aUo~m~V.                             8

9. ‘w§~B© H$a‘UyH$ ewëH$ A{Y{Z¶‘ 1923 Mo H$b‘ 4 (2) (~) AÝd¶o ZdrZ Ho$~b Zm|XUr à‘mUnÌ                   9

 XoUo~m~V. 

10. ‘w§~B© H$a‘UyH$ ewëH$ A{Y{Z¶‘ 1923 Mo H$b‘ 4 (2) (~) AÝd¶o ZdrZ Ho$~b nadmZm XoUo.                       11

                         



STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

H$a‘UyH$ H$a emIm 1) ‘w§~B© H$a‘UyH$ ewëH$ A{Y{Z¶‘ 1923 Mo H$b‘ 4 (2) (~)
pìh{S>AmoJo‘ nmb©a ZdrZ nadmZm XoUo.

1 {df`   ‘w§~B© H$a‘UyH$ ewëH$ A{Y{Z¶‘ 1923 Mo H$b‘ 4 (2) (~)
    pìh{S>AmoJo‘ nmb©a ZdrZ nadmZm XoUo.

2 Amdí`H$ H$mJXnÌo 1)  AO©XmamMm ‘w§~B© H$a‘UyH$ ewëH$ A{Y{Z¶‘ 1923 Mo
      H$b‘ 4 (2) (~) AÝd¶o nadmZm {‘iUo~m~VMm AO©.
    2)  {OëhmX§S>m{YH$mar Ah‘XZJa ¶m§MoH$S>rb 
     {à‘m¶gog A°ÝS> na’$m°‘©Ýg cm¶goÝg².
    3)  ì¶dñWmnH$ åhUyZ Zo‘UyH$ H$amd¶mMr Agë¶mg Ë¶m§Mo
     Zmd d nÎmm, gXa ì¶³VrMo g§‘VrnÌ.
    4) H$a‘UyH$ H$a doioda ̂ aÊ¶m~m~VMo à{VkmnÌ.
    5) ‘erZMo Zmdo d g§»¶m ~m~V à{VkmnÌ.
    6) KamMm {‘iH$V CVmam d eoVO‘rZ Agë¶mg 7/12
     Mm CVmam (OmJm ñdV…Mo Zmdo Zgë¶mg g§~§{YVmMo 
     100/- én¶mMo ñQ>°ån nonada g§‘VrnÌ)

3 g§~§{YV emgZ g§X^©,  1) ‘w§~B© H$a‘UyH$ ewëH$ A{Y{Z¶‘ 1923
 emgZ {ZU©`, BVa AmXoe,  ({X. 30 OmZodmar 2006 n¶ªV gwYmarV)
 n[anÌH$ B. (H$moUË¶m  2) ‘w§~B© H$a‘UyH$ ewëH$ {Z¶‘ 1958
 A{Y{Z¶‘mMo/{Z¶‘mMo 
 AmYmao gXa H$m‘H$mO
 nyU© Ho$bo OmUma Amho)

4 {ZU©` à{H«$`oV   1) AO©XmamMm ‘§w~B© H$a‘UyH$ ewëH$ A{Y{Z¶‘ 1923 Mo
  VnmgUr H$aUoV      H$c‘ 4 (2) (~) AÝd¶o nadmZm {‘iUo~m~VMm AO©.
 ¶oV Agboë¶m ~m~r 2)  {OëhmX§S>m{YH$mar Ah‘XZJa ¶m§MoH$S>rb 
     {à‘m¶gog A°ÝS> na’$m°‘©Ýg cm¶goÝg².
    3)  ì¶dñWmnH$ åhUyZ Zo‘UyH$ H$amd¶mMr Agë¶mg Ë¶m§Mo
     Zmd d nÎmm, gXa ì¶³VrMo g§‘VrnÌ.
    4) H$a‘UyH$ H$a doioda ̂ aÊ¶m~m~VMo à{VkmnÌ.
    5) ‘erZMo Zmdo d g§»¶m ~m~V à{VkmnÌ.
    6) KamMm {‘iH$V CVmam d eoVO‘rZ Agë¶mg 7/12
     Mm CVmam (OmJm ñdV…Mo Zmdo Zgë¶mg g§~§{YVmMo 
     100/- én¶mMo ñQ>°ån nonada g§‘VrnÌ)
    7)  Vh{gcXma ¶m§Mm Ahdmc 
     darc H$mJXnÌo VnmgyZ nadmZm {Xcm OmVmo.

5 Amdí¶H$ ewëH$  -

6 ewëH$ ̂ aÊ¶mMr nÜXV -

7 {ZU©¶ KoUmao A{YH$mar Ana {Oëhm{YH$mar
    
8 {ZU©¶ à{H«$¶og bmJUmam 15 {Xdg
 H$mbmdYr 

1



STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

H$a‘UyH$ H$a emIm 2) ‘w§~B© H$a‘UyH$ ewëH$ A{Y{Z¶‘ 1923 Mo H$b‘ 4 (2) (~)
pìh{S>Amo Jo‘ nmb©a nadmZm ZwVZrH$aU H$éZ XoUo.

1 {df`   ‘w§~B© H$a‘UyH$ ewëH$ A{Y{Z¶‘ 1923 Mo H$b‘ 4 (2) (~)
    pìh{S>Amo Jo‘ nmb©a nadmZm ZwVZrH$aU H$aUo~m~V.

2 Amdí`H$ H$mJXnÌo 1)  AO©XmamMm ZwVZrH$aU H$éZ {‘iUo~m~VMm AO©.
    2) pìh{S>Amo Jo‘ nmb©aMm ‘wi nadmZm
    3)  {OëhmX§S>m{YH$mar Ah‘XZJa ¶m§Mm
     {à‘m¶gog A°ÝS> na’$m°‘©ag bm¶goÝg ZwVZrH$aU.
    4) pìh{S>Amo Jo‘ nmb©a ¶m§MoH$S>og WH$~mH$s Zgbo~m~VMm
     Vh{gbXma ¶m§Mm XmIbm.

3 g§~§{YV emgZ g§X^©,  1) ‘w§~B© H$a‘UyH$ ewëH$ A{Y{Z¶‘ 1923
 emgZ {ZU©`, BVa AmXoe,  ({X. 30 OmZodmar 2006 n¶ªV gwYmarV)
 n[anÌH$ B. (H$moUË¶m  2) ‘w§~B© H$a‘UyH$ ewëH$ {Z¶‘ 1958
 A{Y{Z¶‘mMo/{Z¶‘mMo 
 AmYmao gXa H$m‘H$mO
 nyU© Ho$bo OmUma Amho)

4 {ZU©` à{H«$`oV   1)  AO©XmamMm ZwVZrH$aU H$éZ {‘iUo~m~VMm AO©.
 VnmgUr H$aUoV  ¶oV 2) pìh{S>Amo Jo‘ nmb©aMm ‘wi nadmZm
 Agboë¶m ~m~r  3)  {OëhmX§S>m{YH$mar Ah‘XZJa ¶m§Mm
     {à‘m¶gog A°ÝS> na’$m°‘©ag bm¶goÝg ZwVZrH$aU.
    4) pìh{S>Amo Jo‘ nmb©a ¶m§MoH$S>og WH$~mH$s Zgbo~m~VMm
     Vh{gbXma ¶m§Mm XmIbm.
     darc H$mJXnÌo VnmgUr H$éZ ZwVZrH$aU H$éZ XoÊ¶mV 
     ¶oVo.

5 Amdí¶H$ ewëH$  -

6 ewëH$ ̂ aÊ¶mMr nÜXV -

7 {ZU©¶ KoUmao A{YH$mar Ana {Oëhm{YH$mar

8 {ZU©¶ à{H«$¶og bmJUmam 15 {Xdg
 H$mbmdYr 

2



STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

H$a‘UyH$ H$a emIm 3) ‘w§~B© H$a‘UyH$ ewëH$ A{Y{Z¶‘ 1923 Mo H$b‘ 4 (2) (~)
AÝd¶o {MÌnQ>J¥hmg ZdrZ nadmZm XoUo.

ñnï>rH$aUA.Z§. Vnerc

1 {df`   ‘w§~B© H$a‘UyH$ ewëH$ A{Y{Z¶‘ 1923 Mo H$b‘ 4 (2) (~)
    AÝd¶o {MÌnQ>J¥hmg ZdrZ nadmZm XoUo~m~V.

2 Amdí`H$ H$mJXnÌo 1)  AO©XmamMm ‘w§~B© H$a‘UyH$ ewëH$ A{Y{Z¶‘ 1923 Mo
      H$b‘ 4 (2) (~) AÝd¶o ZdrZ nadmZm 
     {‘iUo~m~VMm AO©.
    2)  {OëhmX§S>m{YH$mar Ah‘XZJa ¶m§MoH$S>rb 
     {à‘m¶gog A°ÝS> na’$m°‘©Ýg bm¶goÝg.
    3) Vh{gcXma ¶m§Mm Ahdmc 

3 g§~§{YV emgZ g§X^©,  1) ‘w§~B© H$a‘UyH$ ewëH$ A{Y{Z¶‘ 1923
 emgZ {ZU©`, BVa AmXoe,  ({X. 30 OmZodmar 2006 n¶ªV gwYmarV)
 n[anÌH$ (H$moUË¶m  2) ‘w§~B© H$a‘UyH$ ewëH$ {Z¶‘ 1958
 A{Y{Z¶‘mMo/{Z¶‘mMo 
 AmYmao gXa H$m‘H$mO
 nyU© Ho$bo OmUma Amho)

4 {ZU©` à{H«$`oV   1)  AO©XmamMm ‘w§~B© H$a‘UyH$ ewëH$ A{Y{Z¶‘ 1923 Mo
 VnmgUr H$aUoV ¶oV  H$b‘ 4 (2) (~) AÝd¶o ZdrZ nadmZm 
 Agboë¶m ~m~r   {‘iUo~m~VMm AO©.
    2)  {OëhmX§S>m{YH$mar Ah‘XZJa ¶m§MoH$S>rb 
     {à‘m¶gog A°ÝS> na’$m°‘©Ýg bm¶goÝg.
    3) Vh{gcXma ¶m§Mm Ahdmc 
     darc H$mJXnÌo VnmgyZ nadmZm {Xcm OmVmo.
  
 
5 Amdí¶H$ ewëH$  -

6 ewëH$ ̂ aUoMr nÜXV -

7 {ZU©¶ KoUmao A{YH$mar Ana {Oëhm{YH$mar

8 {ZU©¶ à{H«$¶og bmJUmam 25 {Xdg
 H$mbmdYr 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

H$a‘UyH$ H$a emIm 4) ‘w§~B© H$a‘UyH$ ewëH$ A{Y{Z¶‘ 1923 Mo H$b‘ 4 (2) (~)
AÝd¶o {MÌnQ>J¥hmMo nadmZm ZwVZrH$aU H$éZ XoUo.

1 {df`   ‘w§~B© H$a‘UyH$ ewëH$ A{Y{Z¶‘ 1923 Mo H$b‘ 4 (2) (~)
    AÝd¶o {MÌnQ>J¥hmMo nadmZm ZwVZrH$aU H$éZ XoUo.

2 Amdí`H$ H$mJXnÌo 1)  AO©XmamMm ZwVZrH$aU H$éZ {‘iUo~m~VMm AO©.
    2) {MÌnQ>J¥hmMm ‘wi nadmZm
    3)  {OëhmX§S>m{YH$mar Ah‘XZJa ¶m§Mm
     {à‘m¶gog A°ÝS> na’$m°‘©Ýg bm¶goÝg ZwVZrH$aU
    4) {MÌnQ>J¥hMmbH$mH$S>o WH$~mH$s Zgbo~m~VMm
     Vh{gbXma ¶m§Mm XmIbm.

3 g§~§{YV emgZ g§X^©,  1) ‘w§~B© H$a‘UyH$ ewëH$ A{Y{Z¶‘ 1923
 emgZ {ZU©`, BVa AmXoe,  ({X. 30 OmZodmar 2006 n¶ªV gwYmarV)
 n[anÌH$ (H$moUË¶m  2) ‘w§~B© H$a‘UyH$ ewëH$ {Z¶‘ 1958
 A{Y{Z¶‘mMo/{Z¶‘mMo 
 AmYmao gXa H$m‘H$mO
 nyU© Ho$bo OmUma Amho)

4 {ZU©` à{H«$`oV   1)  AO©XmamMm nadmZm ZwVZrH$aU H$éZ {‘iUo~m~VMm 
 VnmgUr H$aUoV ¶oV  AO©.
 Agboë¶m ~m~r  2) {MÌnQ>J¥hmMm ‘wi nadmZm
    3)  {OëhmX§S>m{YH$mar Ah‘XZJa ¶m§Mm
     {à‘m¶gog A°ÝS> na’$m°‘©Ýg bm¶goÝg ZwVZrH$aU
    4) {MÌnQ>J¥hMmbH$mH$S>o WH$~mH$s Zgbo~m~VMm
     Vh{gbXma ¶m§Mm XmIbm.
     darc H$mJXnÌo VnmgyZ nadmZm ZwVZrH$aU H$éZ {Xcm 
     OmVmo.
  
5 Amdí¶H$ ewëH$  -

6 ewëH$ ̂ aÊ¶mMr nÜXV -

7 {ZU©¶ KoUmao A{YH$mar Ana {Oëhm{YH$mar

8 {ZU©¶ à{H«$¶og bmJUmam 15 {Xdg
 H$mbmdYr 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

H$a‘UyH$ H$a emIm 5) A{Ib ^maVr¶ ‘amR>r {MÌnQ> ‘hm‘§S>imZo n¶©Q>Z d gm§ñH¥${VH$ H$m¶© 
{d^mJmMm emgZ {ZU©¶ {XZm§H$ 30 Am°³Q>mo~a, 2013 ‘amR>r {MÌnQ> 
àX{e©V Ho$boMo à‘mUnÌ {‘iUo~m~V.

1 {df`   A{Ib ̂ maVr¶ ‘amR>r {MÌnQ> ‘hm‘§S>imZo n¶©Q>Z d
    gm§ñH¥${VH$ H$m¶© {d^mJmMm emgZ {ZU©¶ 
    {X. 30 Am°³Q>mo~a, 2013
     ‘amR>r {MÌnQ> àX{e©V Ho$boMo à‘mUnÌ {‘iUo~m~V.

2 Amdí`H$ H$mJXnÌo 1)  AO©XmamMm ‘amR>r {MÌnQ> àX{e©V Ho$ë¶mMo 
     à‘mUnÌ {‘iUo~m~VMm AO©.
    2) Á¶m {MÌnQ>J¥hmV {MÌnQ> àX{e©V Ho$bm Amho. Ë¶m
     H$mbmdYrVrb X¡Z§{XZ {VH$sQ> {dH«$s Ahdmb (S>rgrAma)
    3) Vh{gcXma ¶m§Mm Ahdmc 

3 g§~§{YV emgZ g§X^©,  A{Ib ̂ maVr¶ ‘amR>r {MÌnQ> ‘hm‘§S>imZo n¶©Q>Z d 
 emgZ {ZU©`, BVa AmXoe, gm§ñH¥${VH$ H$m¶© {d^mJmMm emgZ {ZU©¶ H«$. ‘{MA
 n[anÌH$ (H$moUË¶m  2012/à. H«$. 141/gm§. H$m. 1, {X. 30 Am°³Q>mo~a 2013
 A{Y{Z¶‘mMo/{Z¶‘mMo 
 AmYmao gXa H$m‘H$mO
 nyU© Ho$bo OmUma Amho)

4 {ZU©` à{H«$`oV   1)  AO©XmamMm ‘amR>r {MÌnQ> àX{e©V Ho$ë¶mMo 
 VnmgUr H$aUoV ¶oV  à‘mUnÌ {‘iUo~m~VMm AO©.
 Agboë¶m ~m~r  2) Á¶m {MÌnQ>J¥hmV {MÌnQ> àX{e©V Ho$bm Amho. Ë¶m
     H$mbmdYrVrb X¡Z§{XZ {VH$sQ> {dH«$s Ahdmb (S>rgrAma)
    3) Vh{gcXma ¶m§Mm Ahdmc 
     darc H$mJXnÌo VnmgyZ à‘mUnÌ {Xco OmVo.
  
5 Amdí¶H$ ewëH$  -

6 ewëH$ ̂ aÊ¶mMr nÜXVr -

7 {ZU©¶ KoUmao A{YH$mar ghmæ¶H$ H$a‘UyH$ ewëH$ A{YH$mar

8 {ZU©¶ à{H«$¶og bmJUmam -
 H$mbmdYr 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

H$a‘UyH$ H$a emIm 6) ZwVZ dfm©{Z{‘ËV Am¶mo{OV H$aÊ¶mV ¶oUmè¶m H$a‘UwH$sÀ¶m hmoUmè¶m 
H$m¶©H«$‘m§da H$a‘UyH$ ewëH$mMr AmH$maUr H$aUo~m~V.

1 {df`   ZwVZ dfm©{Z{‘ËV Am¶mo{OV H$aÊ¶mV ¶oUmè¶m H$a‘UwH$sÀ¶m
    H$m¶©H«$‘m§da H$a‘UyH$ ewëH$mMr AmH$maUr H$aUo~m~V.

2 Amdí`H$ H$mJXnÌo 1) AO©XmamMm {dhrV Z‘wÝ¶mVrc AO© 
    2)  {OëhmX§S>m{YH$mar ¶m§MoH$S>rb {VH$sQ> {dH«$s nadmZm.
    3) {OëhmX§S>m{YH$mar ¶m§MoH$S>rb H$m¶©H«$‘
     Am¶mo{OV H$aÊ¶mMr nadmZJr.

3 g§~§{YV emgZ g§X^©,  1) emgZ n[anÌH$ H«$‘m§H$ B©EZQ>r -
 emgZ {ZU©`, BVa AmXoe,  1006/à. H«$. 37/Q>r-1 {XZm§H$ 7 Am°JñQ> 2006
 n[anÌH$ B. (H$moUË¶m  2) ‘w§~B© H$a‘UyH$ ewëH$ A{Y{Z¶‘ 1923 
 A{Y{Z¶‘mMo/{Z¶‘mMo   ({X. 30 OmZodmar 2006 n¶ªV gwYmarV)
 AmYmao gXa H$m‘H$mO
 nyU© Ho$bo OmUma Amho)

4 {ZU©` à{H«$`oV   1) AO©XmamMm {dhrV Z‘wÝ¶mVrc AO© 
 VnmgUr H$aUoV ¶oV 2)  {OëhmX§S>m{YH$mar ¶m§MoH$S>rb {VH$sQ> {dH«$s nadmZm.
 Agboë¶m ~m~r  3) {OëhmX§S>m{YH$mar ¶m§MoH$S>rb H$m¶©H«$‘
     Am¶mo{OV H$aÊ¶mMr nadmZJr.
     darc H$mJXnÌo VnmgyZ H$a‘UwH$sÀ¶m H$m¶©H«$‘mg 
     KoÊ¶mV ¶oUmè¶m àdoe Xamda 20 Q>¸o$ a¸$‘  
     ‘hmZJanm{cH$m joÌmV d 15 Q>¸o$ a¸$‘ ZJanm{cH$m 
     joÌmV H$a‘UyH$ H$amMr AmH$maUr Ho$cr OmVo

5 Amdí¶H$ ewëH$  -

6 ewëH$ ̂ aÊ¶mMr nÜXV -

7 {ZU©¶ KoUmao A{YH$mar Ana {Oëhm{YH$mar

8 {ZU©¶ à{H«$¶og bmJUmam -
 H$mbmdYr 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

H$a‘UyH$ H$a emIm 7) ‘w§~B© H$a‘UyH$ ewëH$ A{Y{Z¶‘ 1923 ‘Yrb 3 nmoQ> H$b‘ (3) À¶m 
I§S> (A) À¶m VaVwXrà‘mUo {MÌnQ>J¥hmg {dH$ën (Compounding) 
nadmZJr XoUo.

1 {df`   ‘w§~B© H$a‘UyH$ ewëH$ A{Y{Z¶‘ 1923 ‘Yrb H$c‘ 3 nmoQ>  
    H$b‘ (3) À¶m I§S> (A) À¶m VaVwXrà‘mUo {MÌnQ>J¥hmg 
    {dH$ën (Compounding)  nadmZJr XoUo~m~V.

2 Amdí`H$ H$mJXnÌo 1)  ‘w§~B© H$a‘UyH$ ewëH$ A{Y{Z¶‘ 1923 AÝd¶o
     {MÌnQ>J¥h MmbH$mMm {dH$ën nadmZm 
     {‘iUo~m~VMm AO©
    2) {MÌnQ>J¥h nadmZm.
    3) H$a‘UwH$ H$a {ZarjH$ ¶m§Zr gmXa Ho$cocm X¡Z§{XZ {VH$sQ> 
     {dH«$s ~m~VMm Ahdmc

3 g§~§{YV emgZ g§X^©,  ‘w§~B© H$a‘UyH$ ewëH$ A{Y{Z¶‘ 1923
 emgZ {ZU©`, BVa AmXoe, ({X. 30 OmZodmar 2006 n¶ªV gwYmarV)
 n[anÌH$ B. (H$moUË¶m  
 A{Y{Z¶‘mMo/{Z¶‘mMo   
 AmYmao gXa H$m‘H$mO
 nyU© Ho$bo OmUma Amho)

4 {ZU©` à{H«$`oV   1)  ‘w§~B© H$a‘UyH$ ewëH$ A{Y{Z¶‘ 1923 AÝd¶o
 VnmgUr H$aUoV ¶oV  {MÌnQ>J¥h MmbH$mMm {dH$ën nadmZm 
 Agboë¶m ~m~r   {‘iUo~m~VMm AO©
    2) {MÌnQ>J¥h nadmZm.
    3) H$a‘UwH$ H$a {ZarjH$ ¶m§Zr gmXa Ho$cocm X¡Z§{XZ {VH$sQ> 
     {dH«$s ~m~VMm Ahdmc
     darc H$mJXnÌo VnmgyZ {dH$ën nadmZJr {Xcr OmVo.
  
5 Amdí¶H$ ewëH$  -

6 ewëH$ ̂ aÊ¶mMr nÜXV -

7 {ZU©¶ KoUmao A{YH$mar Ana {Oëhm{YH$mar

8 {ZU©¶ à{H«$¶og bmJUmam -
 H$mbmdYr 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

H$a‘UyH$ H$a emIm 8) godm ewëH$ aH$‘oMm {d{Z¶moJ {d{Z{X©ï> à¶moOZmda IM© H$aUo~m~V.

1 {df`   godm ewëH$ aH$‘oMm {d{Z¶moJ {d{Z{X©ï> à¶moOZmda 
    IM© H$aUo~m~V.

2 Amdí`H$ H$mJXnÌo 1)  AO©XmamMm gXa dfm©Vrb godm ewëH$
     d IMm©~m~VMm AO©
    2) emgZ {ZU©¶ {XZm§H$ 2 ‘o 1998 ‘Ü¶o Z‘wX 21 
     ‘wÚmà‘mUo IM© Ho$ë¶m~m~V gZXr coImnmc ¶m§Mo 
     à‘mUnÌ.
    3) Á¶m ~m~tda IM© Ho$bobm Amho Ë¶m~m~VMr gZXr 
     coImnmc ¶m§Zr à‘m{UV Ho$cocr Xo¶Ho$.
    4) Vh{gcXma d Cn{d^mJr¶ A{YH$mar ¶m§Mm Ahdmc. 

3 g§~§{YV emgZ g§X^©,  1) emgZ {ZU©¶ {XZm§H$ B©EZQ>r
 emgZ {ZU©`, BVa AmXoe,  1095/à. H«$. 28/Q>r-1 {XZm§H$ 2 ‘o 1998
 n[anÌH$ B. (H$moUË¶m  2) emgZ {ZU©¶ {XZm§H$ B©EZQ>r
 A{Y{Z¶‘mMo/{Z¶‘mMo   1006/à.H«$. 243/Q>r-1 {XZm§H$ 31 ‘o 2010
 AmYmao gXa H$m‘H$mO 3) emgZ {ZU©¶ {XZm§H$ 28/2/2013
 nyU© Ho$bo OmUma Amho)

4 {ZU©` à{H«$`oV   1)  AO©XmamMm godm ewëH$ gXa dfm©Vrb godm ewëH$
 VnmgUr H$aUoV ¶oV  d IMm©~m~VMm AO©
 Agboë¶m ~m~r  2) emgZ {ZU©¶ {XZm§H$ 2 ‘o 1998 ‘Ü¶o Z‘wX 21 
     ‘wÚmà‘mUo IM© Ho$ë¶m~m~V gZXr coImnmc ¶m§Mo 
     à‘mUnÌ.
    3) Á¶m ~m~tda IM© Ho$bobm Amho Ë¶m~m~VMr gZXr 
     coImnmc ¶m§Zr à‘m{UV Ho$cocr Xo¶Ho$.
    4) Vh{gcXma d Cn{d^mJr¶ A{YH$mar ¶m§Mm Ahdmc. 
  
5 Amdí¶H$ ewëH$  -

6 ewëH$ ̂ aÊ¶mMr nÜXV -

7 {ZU©¶ KoUmao A{YH$mar Ana {Oëhm{YH$mar

8 {ZU©¶ à{H«$¶og bmJUmam 45 {Xdg
 H$mbmdYr 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

H$a‘UyH$ H$a emIm 9) ‘w§~B© H$a‘UyH$ ewëH$ A{Y{Z¶‘ 1923 Mo H$b‘ 4 (2) (~) AÝd¶o 
ZdrZ Ho$~b Zm|XUr à‘mUnÌ XoUo~m~V. 

1 {df` 

1. {d{hV Z‘wÝ¶mVrb AO©.
2. Ho$~c YmaH$mH$S>o Agcoë¶m Ho$~c OmoS>Ê¶m~m~VMo 

à{VkmnÌ 
3. OmoS>Ur YmaH$m§Mr ànÌ A ‘Yrc ¶mXr 
4. amï´>r¶ ~MV à‘mUnÌ
5. Ho$~c YmaH$mMm nÎmm Xe©{dUmao H|$Ð emgZmÀ¶m Ho$~c 

Q>o{cpìhOZ ZoQ>d³g© (ao½¶wcoeZ) A°³Q> 1995 AZwgma 
AO©Xma ¶mZo nmoñQ> Am°’$sg H$Sy>Z àmá H$éZ KoVcoco 
Zm|XUr à‘mUnÌ 

6. ì¶dñWmnH$ åhUyZ Zo‘UyH$ H$amd¶mMr Agë¶mg Ë¶mMo 
Zmd d nÎmm d gXa ì¶³VrMo g§‘VrnÌ.

7. KamMm {‘iH$V CVmam qH$dm eoVO‘rZ Agë¶mg eoVrMm 
7/12 CVmam (KamMr OmJm ñdV…À¶m Zmdo Agë¶mg 
100/- én¶mMo ñQ>°ånda g§~§{YVmMo g§‘VrnÌ)

8. Vh{gbXma ¶m§Mo WH$~mH$s Zgbo~m~VMo à‘mUnÌ.
9. Vh{gcXma ¶m§Mm Ahdmc 

2 Amdí`H$ H$mJXnÌo

3 g§~§{YV emgZ g§X^©, 
 emgZ {ZU©`, BVa
 AmXoe, n[anÌH$ B.
 (H$moUË¶m A{Y{Z¶‘mMo
 /{Z¶‘mMo OmUmao gXa
 H$m‘H$mO nyU© Ho$bo
 OmUma Amho.)

‘w§~B© H$a‘UyH$ ewëH$ A{Y{Z¶‘, 1923 ‘hgyb d dZ{d^mJ 
¶m§MoH$S>rb emgZ {ZU©¶ {XZm§H$ 1 {S>g|~a 1998, ‘w§~B© 
H$a‘UyH$ ewëH$ {Z¶‘ - gZ 1958
Ho$~b Zm|XUr A°³Q> - gZ 1995

‘w§~B© H$a‘UyH$ ewëH$ A{Y{Z¶‘ 1923 Mo H$b‘ 4 (2) (~) 
AÝd¶o ZdrZ Ho$~b Zm|XUr à‘mUnÌ XoUo~m~V. 

1. (‘hmZJanm{bH$m joÌmgmR>r Ho$~b MmbH$ KoV Agboë¶m 
‘m{gH$ n¡emÀ¶m 10 Q>³Ho$ AWdm é. 2000/- ¶mn¡H$s 
Or OmñV Agob Vr a³H$‘, A, ~ ZJanm{bH$m hÔrgmR>r 
Ho$~b MmbH$ KoV Agboë¶m ‘m{gH$ n¡emÀ¶m 10 Q>³Ho$ 
AWdm é. 500/- ¶mn¡H$s Or OmñV Agob Vr a³H$‘) 
VmaU åhUyZ ‘wi amï´>r¶ ~MV à‘mUnÌ KoÊ¶mV 
¶oVo. 

2. Vh{gcXma ¶m§Mm Ahdmc 
3. darc ‘wÔm H«$. 2 ‘Yrc AO©XmamZo gmXa Ho$cocr gd© 

H$mJXnÌo VnmgyZ nadmZm {Xcm OmVmo. 

 

4 {ZU©¶ à{H«$¶oV VnmgUr
 H$aUoV ¶oV Agboë¶m
 ~m~r
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc
5 Amdí`H$ ewëH$ -

6 ewëH$ ^aUoMr nÜXV -

7 {ZU©` KoUmao A{YH$mar Ana {Oëhm{YH$mar

8 {ZU©¶ à{H«$¶og 
 bmJUmam H$mbmdYr

15 {Xdg
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

H$a‘UyH$ H$a emIm 10) ‘w§~B© H$a‘UyH$ ewëH$ A{Y{Z¶‘ 1923 Mo H$b‘ 4 (2) (~) AÝd¶o 
ZdrZ Ho$~b nadmZm XoUo.

1 {df` 

1. {d{hV Z‘wÝ¶mVrb AO©.
2. Ho$~c YmaH$mH$S>o Agcoë¶m Ho$~c OmoS>Ê¶m~m~VMo 

à{VkmnÌ 
3. OmoS>Ur YmaH$m§Mr ànÌ A ‘Yrc ¶mXr 
4. amï´>r¶ ~MV à‘mUnÌ
5. Ho$~c YmaH$mMm nÎmm Xe©{dUmao H|$Ð emgZmÀ¶m Ho$~c 

Q>o{cpìhOZ ZoQ>d³g© (ao½¶wca) A°³Q> 1995 AZwgma 
AO©Xma ¶mZo nmoñQ> Am°’$sg H$Sy>Z àmá H$éZ KoVcoco 
Zm|XUr à‘mUnÌ 

6. ì¶dñWmnH$ åhUyZ Zo‘UyH$ H$amd¶mMr Agë¶mg Ë¶mMo 
Zmd d nÎmm d gXa ì¶³VrMo g§‘VrnÌ.

7. KamMm {‘iH$V CVmam qH$dm eoVO‘rZ Agë¶mg eoVrMm 
7/12 CVmam (KamMr OmJm ñdV…À¶m Zmdo Agë¶mg 
100/- én¶mMo à{VkmnÌmda g§~§{YVmMo g§‘VrnÌ)

8. Vh{gbXma ¶m§Mo WH$~mH$s Zgbo~m~VMo à‘mUnÌ.
9. Vh{gcXma ¶m§Mm Ahdmc 

2 Amdí`H$ H$mJXnÌo

3 g§~§{YV emgZ g§X^©, 
 emgZ {ZU©`, BVa
 AmXoe, n[anÌH$ B.
 (H$moUË¶m A{Y{Z¶‘mMo
 /{Z¶‘mMo OmUmao gXa
 H$m‘H$mO nyU© Ho$bo
 OmUma Amho.)

‘w§~B© H$a‘UyH$ ewëH$ A{Y{Z¶‘, 1923 ‘hgyb d dZ{d^mJ 
¶m§MoH$S>rb emgZ {ZU©¶ {XZm§H$ 1 {S>g|~a 1998, ‘w§~B© 
H$a‘UyH$ ewëH$ 
{Z¶‘ - gZ 1958
Ho$~b Zm|XUr A°³Q> - 1995

‘w§~B© H$a‘UyH$ ewëH$ A{Y{Z¶‘ 1923 Mo H$b‘ 4 (2) (~) 
AÝd¶o ZdrZ Ho$~b nadmZm {‘iUo~m~V.

4 {ZU©¶ à{H«$¶oV
 VnmgUr H$aUoV ¶oV 
 Agboë¶m ~m~r

1. (‘hmZJanm{bH$m joÌmgmR>r Ho$~b MmbH$ KoV Agboë¶m 
‘m{gH$ n¡emÀ¶m 10 Q>³Ho$ AWdm é. 2000/- ¶mn¡H$s 
Or OmñV Agob Vr a³H$‘, A, ~ ZJanm{bH$m hÔrgmR>r 
Ho$~b MmbH$ KoV Agboë¶m ‘m{gH$ n¡emÀ¶m 10 Q>³Ho$ 
AWdm é. 500/- ¶mn¡H$s Or OmñV Agob Vr a³H$‘) 
VmaU åhUyZ ‘wi amï´>r¶ ~MV à‘mUnÌ KoÊ¶mV 
¶oVo. 

2. Vh{gcXma ¶m§Mm Ahdmc 
3. darc ‘wÔm H«$. 2 ‘Yrc AO©XmamZo gmXa Ho$cocr gd© 

H$mJXnÌo VnmgyZ nadmZm {Xcm OmVmo.  

11



STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

15 {Xdg8 {ZU©¶ à{H«$¶og
 bmJUmam H$mbmdYr

5 Amdí`H$ ewëH$ -

6 ewëH$ ^aUoMr nÜXV -

7 {ZU©` KoUmao A{YH$mar Ana {Oëhm{YH$mar
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

Jm¡U I{ZO
emIm8



S TA N D A R D   O P E R AT I N G   PR O C E D U R E gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

* AZwH«$‘m{UH$m *
A.Z§. {df¶ n¥.H«$.

Jm¡U I{ZO emIm

1. VmËnwaVm Jm¡UI{ZO ImU nadmZm (na‘rQ>) ‘§Oya H$aUo.                                   1

2. I{ZO {dH$mg {ZYrMo àñVmd ‘m. g§MmbH$, I{ZH$‘© ¶m§Zm gmXa H$aUo.                           3

3. ImUnÅ>m ‘§Oya H$aUo.                                   5

4. ‘mVr {‘lrV dmiy CËIZZmg nadmZm XoUo~m~VMm àñVmd emgZmg gmXa H$aUo.                           8

5. dmiw {bbmd H$m¶©dmhr.                                10



STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

Jm¡U I{ZO 
{df¶ 1 - VmËnwaVm Jm¡UI{ZO ImU nadmZm (na‘rQ>) ‘§Oya H$aUo.

ñnï>rH$aUA.Z§. Vnerc

1 {df` 

1. Amdí¶H$ H$mJXnÌmgh {dhrV Z‘wZm "V' ‘Yrb AO© àmßV 
PmboZ§Va H$mJXnÌm§Mr N>mZZr H$aUo.

2. O‘rZ YmaUm àH$ma (^mo. dJ© 1/2) VnmgUr H$aUo. O‘rZ 
dJ© 2 Mr Agë¶mg gj‘ àm{YH$mar ¶m§Mm Zm haH$V 
XmIbm.

3. àñVm{dV nadmZm joÌ ZdrZ OmJm AWdm ApñVËdmV 
AgUmar ImU Amho, ho ~KUo.

4. àñVm{dV joÌmV ImU ApñVËdmV Agë¶mg Ë¶mMr Imobr 6 
‘r. AWdm 6 ‘r. nojm H$‘r Agë¶mg nadmZm XoVm ¶oVmo 
Am{U 6 ‘r. A{YH$ Imobr Agë¶mg nadmZm ZmH$maÊ¶mV 
¶oVmo.

5. àñVm{dV nadmZm joÌmV d¥jm§Mr g§»¶m ‘moOUo d OmJoÀ¶m 
‘Ü¶mnmgyZ A§XmOo A§Va Z‘wX H$aUo.

6. àñVm{dV nadmZm joÌmMo àmXo{eH$ {dH$mg AmamIS>çmVrb 
AmajU VnmgUo.

7. àñVm{dV nadmZm joÌmV H$moU H$moUË¶m Jm¡UI{ZOmMo 
ApñVËd Amho, ¶mMr VnmgUr H$aUo d A§Xm{OV n[a‘mU 
Z‘wX H$aUo.

8. àñVm{dV nadmZm joÌ gmd©O{ZH$ añVo, B‘maVr, ‘§{Xao, 
ZÚm, Zmbo, Obme¶o, X’$Z^w‘r, aoëdo ‘mJ© B. nmgyZ {H$Vr 
A§Vamda Amho, ¶mMr VnmgUr H$aUo.

9. àñVm{dV OmJm añË¶mdarb/aoëdo‘mJm©darb nwb/~§Ymam 
¶m§Mo joÌmV Amho qH$dm H$go? ¶m~m~V VnmgUr H$aUo.

10. àñVm{dV nadmZm joÌ ho nwamVËd emñÌr¶ ÑîQ>çm ‘hËd 
Agcoë¶m

3 g§~§{YV emgZ g§X^©, 
 emgZ {ZU©`, BVa
 AmXoe, n[anÌH$ B.

VmËnwaVm Jm¡UI{ZO ImU nadmZm (na‘rQ>) ‘§Oya H$aUo.

2 Amdí`H$ H$mJXnÌo 1) {d{hV "V' Z‘wÝ¶mVrb AO©
    2) gmV~mam CVmam
    3) ghH$ãOoXma Agë¶mg Ë¶m§Mo g§‘VrnÌ.
    4) ETS ‘moOUr ZH$mem.
    5) VhgrbXma ¶m§Mm 21 ‘wÚmdarb Ahdmb.

4 {ZU©¶ à{H«$¶oV VnmgUr
 H$aUoV ¶oV Agboë¶m
 ~m~r

1) ‘hmamï´> Jm¡UI{ZO A{Y{Z¶‘, 1957
2) ‘hmamï´> Jm¡UI{ZO CËIZZ
 ({dH$mg d {d{Z¶‘Z) {Z¶‘ 2013

1



STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

5 Amdí¶H$ ewëH$  1) ñdm{‘ËdYZ - é. 200 à{V ~«mg
    2) ^yn¥ð> ̂ mS>o - EHy$U ñdm{‘ËdYZmMo 10% a³H$‘
    3) nadmZm ewëH$ - é. 5000/- 
     (2001-25000 ~«mg H$arVm)
    4)  {Oëhm n[afX gog - EHy$U ñdm{‘ËdYZmMo 5% a³H$‘
    5) {dH«$sH$a - EHy$U ñdm{‘ËdYZmMo 10% a³H$‘
    6) Am¶H$a - EHy$U ñdm{‘ËdYZmMo 2% a³H$‘ 
     (gd© ewëH$ nadmZm ‘§Oya H$aÊ¶mnydu ̂ aUo Amdí¶H$)

6 ewëH$ ̂ aÊ¶mMr nÜXV MbZmÛmao ̂ aUo.

7 {ZU©¶ KoUmao A{YH$mar 500 ~«mg n¶ªV - VhgrbXma
    2000 ~«mg n¶ªV - Cn{d^mJr¶ A{YH$mar
    25000 ~«mg n¶ªV - Aßna {Oëhm{YH$mar

 {R>H$mUÀ¶m g§ajrV joÌmV Amho qH$dm H$go? ¶mMr VnmgUr 
H$aUo.

11. àñVm{dV àH$ënmgmR>r Amdí¶H$ AgUmao nmUr 
CnbãYVoMo gmYZ Amho qH$dm H$go? VnmgUr H$aUo.

12. gXa OmJoV gm§S>nmUr {dëhodmQ> / à{H«$¶m H$aUo B. ~m~tMr 
ì¶dñWm VnmgUr H$aUo.

13. àñVm{dV nadmZm joÌmMo {Oëhm ‘mJ© / à. {O. ‘. / am. ‘m. 
/ amï´>r¶ ‘hm‘mJm©nmgyZMo A§Va VnmgUo.

14. àñVm{dV nadmZm joÌ gnmQ> O{‘Zrda / S>m|Jamda / 
Q>oH$S>rda Amho qH$dm H$go? ¶mMr VnmgUr H$aUo.

15. àñVm{dV nadmZm joÌ A^¶maÊ¶ / n¶m©daU ÑîQ>çm 
g§doXZerb joÌ / amï´>r¶ CÚmZo / nogm B. joÌmV g‘m{dï> 
Amho qH$dm H$go? ¶mMr VnmgUr H$aUo.

16. àñVm{dV nadmZm joÌmnmgyZ JmdmMo / bmoH$dñVr nmgyZ 
500 ‘r. nojm A{YH$ AgUo Amdí¶H$ Amho.

17. gXa joÌ emim / ‘hm{dÚmb¶o / é½Umb¶o / Ym[‘©H$ 
ñWio B. nmgyZ A§Va 500 ‘r. nojm A{YH$ AgUo 
Amdí¶H$ Amho.

18. Oa gwé§J ñ’$moQ>mMm A§V^m©d Zgob Va 50 ‘r. A§VamÀ¶m 
AmV Am{U gwé§J ñ’$moQ>mMm A§Va^m©d Agob Va 200 ‘r. 
A§VamMr VnmgUr H$aUo.

45 {Xdg8 {ZU©¶ à{H«$¶og
 bmJUmam H$mbmdYr
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

Jm¡U I{ZO 
{df¶ 2 - I{ZO {dH$mg {ZYrMo àñVmd ‘m. g§MmbH$, I{ZH$‘© ¶m§Zm gmXa H$aUo.

ñnï>rH$aUA.Z§. Vnerc

1 {df` I{ZO {dH$mg {ZYrMo àñVmd ‘m. g§MmbH$, I{ZH$‘© ¶m§Zm 
gmXa H$aUo..

2 Amdí`H$ H$mJXnÌo 1) ‘m. ‘hmì¶dñWmnH$ ({dÎm d H$. g.) ‘hmamï´> amÁ¶ 
I{ZH$‘© ‘hm‘§S>i, ZmJnya ¶m§MoH$S>rb {ZYr~m~VMo nÌ.

2) H$m¶©H$mar ¶§ÌUm ¶m§MoH$S>rb àmßV àñVmd.
3) VhgrbXma ¶m§Mm Jmd{Zhm¶ Jm¡UI{ZO dgwbr Ahdmb.

3 g§~§{YV emgZ g§X^©, 
 emgZ {ZU©`, BVa
 AmXoe, n[anÌH$ B.

1) ‘hmamï´> I{ZO {dH$mg ({Z{‘©Vr d Cn¶moOZ) {ZYr 
A{Y{Z¶‘, 2001

2) emgZ {ZU©¶ H«$. E‘S>rE’$-
 1010/à.H«$..1037/CÚmoJ 9. {X. 1 Am°JñQ>, 2012.

4 {ZU©¶ à{H«$¶oV
 VnmgUr H$aUoV ¶oV
 Agboë¶m ~m~r

1. {OëømgmR>r I{ZO {dH$mg {ZYr àmßV PmboZ§Va gd© 
Vh{gbXma ¶m§MoH$Sy>Z Jmd{Zhm¶ Jm¡UI{ZO dgwbrMr 
‘m{hVr àmá H$aUo.

2. Vh{gbXma ¶m§MoH$S>rb dgwbrZwgma I{ZO {dH$mg 
{ZYrMo dmQ>n H$aUo.

i) 2~- {OëømÀ¶m {dH$mgmgmR>r {dH$mg H$m‘mgmR>r Xo¶ 
R>aUmè¶m I{ZO {dH$mg {ZYr n¡H$s g§~§{YV J«m‘n§Mm¶V 
joÌmVyZ JV dfm©V àmßV Pmboë¶m ‘hgybmÀ¶m à‘mUmV 
àmßV hmoUmè¶m I{ZO {dH$mg {ZYr 50% {ZYr g§~§{YV 
J«m‘n§Mm¶VtZm J«m‘n§Mm¶VrMo ‘mÝ¶VoZo Ë¶m§À¶m joÌmVrb 
~m{YV añVo, Amamo½¶, n¶m©daU d ̂ wOb ~iH$Q>rH$aU ¶m 
H$m‘mgmR>r dmnaUo.

ii) 2H$- 50% {ZYr ImUjoÌmÀ¶m ~mø n[aKmnmgyZ 20 
{H$.‘r. {ÌÁ¶oÀ¶m n[agamVrb añË¶m~m~V dmnaUo.

iii) 3H$- {OëømÀ¶m {dH$mg H$m‘mgmR>r Xo¶ AZwXmZmÀ¶m 
{H$‘mZ 20% {ZYr hm n¶m©daU g§VwbZ H$m¶‘ 
amIUogmR>r (EIA) amIyZ R>odUo.

a) I{ZH$‘© A{YH$mè¶m§H$arVm ZdrZ dmhZ IaoXr, Ë¶mMo 
n[aajU XþéñVr d AZwf§{JH$ ~m~r.

b) ‘hmamï´> gwXÿa g§doXZ H|$ÐmÀ¶m ghmæ¶mZo ImU joÌmMo 
{S>OrQ>b ‘°n V¶ma H$aUo d CnJ«hmÛmao
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

5 Amdí`H$ ewëH$ -

 CËI{ZV joÌmMm dm{f©H$ AmT>mdm d Ë¶mAZwf§{JH$ ~m~r.
c) g§MmbZmb¶mMo g§JUH$sH$aU.
d) AË¶mYw{ZH$ V§ÌkmZmMm dmna, Am°ZbmB©Z am°¶ëQ>r no‘|Q>, 

I{ZO ì¶dgm{¶H$m§Mr Zm|XUr, S>mQ>m ~±H$ V¶ma H$aUo B. 
{d{dY g§JUH$ àUmbr V¶ma H$aUo.

e) I{ZO gdbVr g§X^m©V Ý¶m¶mb¶rZ àH$aUr A{Yd³Vm 
d d[að> {dYr ì¶dgm¶ ¶m§Zm ì¶mdgm{¶H$ àXmZo, ’$s B. 
AXm H$aUo.

f) Jm¡U I{ZO Ad¡Y CËIZZ amoIUogmR>r ‘hgyb 
{d^mJm‘m’©$V ‘§Ìmb¶ ñVamda JR>rV H$aÊ¶mV Amboë¶m 
XjVm g{‘VrgmR>r EH$ dmhZ CnbãY H$ê$Z XoUo.

3) dmQ>n {ZYrMo a³H$‘o BVHo$M {d{dY H$m¶©H$mar ¶§ÌUoH$Sy>Z 
da Z‘wX n¡H$s H$m‘m§Moo àñVmd XmoZ à{VV ‘mJ{dUo.

4) H$m¶©H$mar ¶§ÌUoH$Sy>Z àmßV àñVmdm§Mo AZwf§JmZo gXaMo 
àñVmd ‘m. I{ZH$‘© ‘hm‘§S>i, ZmJnya ¶m§MoH$S>og 
‘mÝ¶VogmR>r gmXa H$aUo.

6 ewëH$ ^aUoMr nÜXV -

7 {ZU©` KoUmao A{YH$mar Ana {Oëhm{YH$mar / g§MmbH$, I{ZH$‘©

8 {ZU©¶ à{H«$¶og
 bmJUmam H$mbmdYr

-
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

Jm¡U I{ZO 
{df¶ 3 - ImUnÅ>m ‘§Oya H$aUo.

ñnï>rH$aUA.Z§. Vnerc
1 {df` ImUnÅ>m ‘§Oya H$aUo.

2 Amdí`H$ H$mJXnÌo 1) Z‘wZm "I' ({Z¶‘ 11 (1)) Zwgma ImUnÅ>m 
‘§OwargmR>rMm AO©

a) AO© ’$s åhUyZ é. 500/- Mo MbZ
b) ImUH$m‘ {df¶H$ Xo¶ a³H$‘m§Mr {dëhodmQ> à‘mUnÌ.
c) AO© Ho$boë¶m joÌmMo h³H$mMo A{^boI (7/12)
d) joÌmMo ñWmZ XmI{dUmam ZH$mem.
e) Vh{gbXma nojm H$‘r XOm©Mm Zmhr, Aem ‘hgyb 

A{YH$mè¶mZo {Xbobo AO©XmamMo EonV à‘mUnÌ.
f) g§~§{YV O{‘ZrMm {g‘m d joÌ AMwH$nUo Xe©{dUmam ̂ y‘r 

A{^boI ¶m§Mm ZH$mem.
g) ‘hgwbr WH$~mH$s Zgbo~m~V, amÁ¶mV H$moR>ohr ^mS>onÅ>m 

YmaU Z Ho$bo~m~V enWnÌ
h) ‘. Z. nm. / Z. nm. / Zm haH$V XmIbm
i) n°Z H$mS>© d TAN No.
j) ‘mJrb 3 dfmªMo àmßVrH$a {ddaUnÌ
k) n¶m©daU AZw‘Vr à‘mUnÌ
l) g§MmbH$, I{ZH$‘© ZmJnya ¶m§À¶mH$S>rb Recognised 

and qualified person (RQP) ¶m§Zr V¶ma Ho$bobm 
ImUH$m‘ AmamIS>m (Mining Plan)

3 g§~§{YV emgZ g§X^©, 
 emgZ {ZU©`, BVa
 AmXoe, n[anÌH$ B.

1) ‘hmamï´> Jm¡UI{ZO CËIZZ ({dH$mg d {d{Z¶‘Z) 
 {Z¶‘ 2013
2) ‘hgyb d dZ {d^mJ ¶m§MoH$S>rb A{YgyMZm, 
 {X. 18 Owb¡, 2013.
3) Cn g{Md, ‘hgyb d dZ {d^mJ ¶m§MoH$S>rb nÌ,
 H«$ Jm¡I{Z-10/0812/à.H«$. 613/I. 
 {X. 12/12/2013

4 {ZU©¶ à{H«$¶oV
 VnmgUr H$aUoV 
 ¶oV Agboë¶m ~m~r

1) {d{hV Z‘wÝ¶mV àmßV Pmboë¶m AOm©Mr N>mZZr H$aUo.
2) emgZ ‘mÝ¶Vm d Ah©Vm àmßV ì¶³Vr (RQP) ¶m§Mo ‘m’©$V 

V¶ma Ho$bobm ImUH$m‘ AmamIS>m  (Mining Plan) 
VnmgUo.

3) g§~§{YV Vh{gbXma ¶m§MoH$Sy>Z ñWi{ZarjU 
A{^àm¶mgh Mm¡H$er Ahdmb VnmgUo.

4) CnàmXo{eH$ A{YH$mar, ‘hmamï´> amÁ¶ àXþfU {Z¶§ÌU 
‘§S>i

5



STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

 ¶m§MooH$Sy>Z n¶m©daU d àXÿfU {df¶H$ ~m~tMm Ahdmb 
‘mJ{dUo.

5) d[að> ^wd¡km{ZH$ ^wOb gd}jU ¶§ÌUm ¶m§MoH$Sy>Z 
^wObmda n[aUm‘ d {H$Vr à‘mUmV CËIZZ H$aUo ¶mo½¶ 
¶m~m~V Ahdmb ‘mJ{dUo.

6) {Oëhm Amamo½¶ A{YH$mar ¶m§MoH$Sy>Z Amamo½¶ {df¶H$ 
~m~tMm Zm haH$V XmIbm ‘mJ{dUo.

7) gmd©O{ZH$ ~m§YH$m‘ {d^mJ ¶m§MoH$Sy>Z añË¶mÀ¶m 
‘Ü¶mnmgyZ {H$Vr A§Vamda ImUrMo joÌ Amho d Ë¶mnmgyZ 
AS>Wim {Z‘m©U hmoUma Zmhr, ¶m~m~V Ahdmb ‘mJ{dUo, 
nW {H$ZmamdaVr {Z¶‘m§Mm ^§J hmoVmo qH$dm H$go? ¶m 
g§X^m©V VnmgUr Ahdmb ‘mJ{dUo.

8) ghmæ¶H$ g§MmbH$, ZJa aMZm ¶m§MoH$Sy>Z gìh}jU 
Ahdmb ‘mJ{dUo.

9) CndZg§ajH$ ¶m§MoH$Sy>Z H$moUË¶mhr àMbrV dÝ¶Ord 
H$m¶Xo A§V^y©V VaVwXtMr VnmgUr H$éZ Ahdmb 
‘mJ{dUo.

10) amÁ¶ñVar¶ Vk ‘wë¶m§H$Z n¶m©daU g{‘Vr  (SEAC) d 
amÁ¶ñVar¶ n¶m©daU AmKmV ‘wë¶m§H$Z  (SEIAA) 
g{‘Vr ¶m§Mog‘moa gmXarH$aU H$aUo d Ë¶mg g{‘VrMr 
‘mÝ¶Vm àmßV H$éZ KoVbr qH$dm H$go? ¶mMr ImÌr 
H$aUo.

11) ImUnÅ>m ‘§Oya H$aUo.
 - Cnamo³V gd© g§~§{YV ¶§ÌUoH$Sy>Z Mm¡H$er Ahdmb/Zm 

haH$V XmIbo àmßV PmboZ§Va ImU nÅ>m {d{hV Z‘wX 
H$mbmdYr H$[aVm ‘§Owa H$aUo.

12) AO©Xmamg ñdm{‘ËdYZ / BVa ewëH$ aH$‘m ^aUog 
H$i{dUo.

13) ñdmp‘ËdYZ d gd© ewëH$ ^aboZ§Va AO©XmamZo {d{hV 
Z‘wZm S> ({Z¶‘ 14 (3)) ‘Ü¶o ImUnQ²>Q>çmMm 
H$amaZm‘m H$aUo.

14) ImUnÅ>m ‘§Oyar AmXoe XoUo, Ë¶mV ImUH$m‘ gwê$ 
H$aÊ¶mMr gwMZm, Zm|Xdhr R>odUo, ‘m{gH$ {ddaUnÌ 
gmXa H$aUo, Ì¡‘m{gH$ {ddaUnÌ B. d gd© AQ>r eVu 
Z‘wX H$aUo.
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

5 Amdí`H$ ewëH$ a) ñdm{‘ËdYZ - é. 200/- ~«mg
 (1 df© H$mbmdYrH$arVm)
b) ^yn¥ð> ̂ mS>o - ñdm{‘ËdYZmÀ¶m 10% a³H$‘
c) AH¥${fH$ gmam - àM{bV XamZwgma
d) nadmZm ewëH$ - é. 5000/- BVa àM{bV 

H$m¶ÚmZwgma Amdí¶H$ H$a

15) ImUnÅ>mYmaH$mg ‘§Owar AmXoe {XboZ§Va {d{hV Z‘wZm  
({Z¶‘ 46 (26)) d 66 (14) ‘Ü¶o nmaJ‘Z nmg Z‘wX 
H$arVm à‘m{UV H$ê$Z XoUo.

16) ImUnÅ>m YmaH$mZo H$amaZmå¶mVrb AQ>r/eVu d BVa 
H$moUË¶mhr àM{bV H$m¶ÚmVrb VaVwXtMo Cëb§KZ 
Ho$ë¶mg nadmZm aÔ H$aUo Am{U CËIZZ d gmR>m Ho$bobo 
I{ZO emgZ O‘m H$aUo.

17) àñVm{dV nadmZm joÌmnmgyZ JmdmMo / bmoH$dñVrMo 
nmgyZ 500 ‘r. nojm A{YH$ Amho qH$dm H$go? ho 
VnmgUo.

18) gXa joÌmMo emim / ‘hm{dÚmb¶o / é½Umb¶o / Ym{‘©H$ 
ñWio B. A§Va 500 ‘r. AgboMo VnmgUo.

19) Oa gwé§J ñ’$moQ>mMm A§V^m©d Zgob Va 50 ‘r. A§VamÀ¶m 
AmV Am{U gwé§J ñ’$moQ>mMm A§V^m©d Agob Va 200 ‘r. 
A§VamMr VnmgUr H$aUo.

6 ewëH$ ^aUoMr nÜXV MbZmÛmao

7 {ZU©` KoUmao A{YH$mar 5 dfmªn¶ªV - Ana {Oëhm{YH$mar
5 dfmªn¶ªV OmñV - amÁ¶emgZ

8 {ZU©¶ à{H«$¶og 
 bmJUmam H$mbmdYr

gd© H$mJXnÌo d Mm¡H$er A§Vr 90 {Xdg
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

Jm¡U I{ZO 
{df¶ 4 - ‘mVr {‘lrV dmiy CËIZZmg nadmZm XoUo~m~VMm àñVmd emgZmg gmXa H$aUo.

ñnï>rH$aUA.Z§. Vnerc
1 {df` ‘mVr {‘lrV dmiy CËIZZmg nadmZm XoUo~m~VMm àñVmd 

emgZmg gmXa H$aUo.

2 Amdí`H$ H$mJXnÌo 1) AO©Xma ¶m§Mm AO©
2) gmV~mam CVmam
3) VhgrbXma ¶m§Mm Mm¡H$er Ahdmb
4) d[að> ^wd¡km{ZH$ ^yOb gìh}jU ¶§ÌUm ¶m§MoH$S>rb 

A{^àm¶

3 g§~§{YV emgZ g§X^©, 
 emgZ {ZU©`, BVa
 AmXoe, n[anÌH$ B.

1) {d^mJr¶ Am¶w³V, nwUo ¶m§MoH$S>rb nÌ H«$.
 gmà/AmaQ>rE/AmaAma/327/02, {X. 28/2/02
2) emgZ nÌ H«$‘m§H$ Jm¡I. {Z. 10/208/à.H«$. 32
 ^mJ-2 I, {XZm§H$ 14/1/2011
3) ‘hmamï´> Jm¡UI{ZO CËIZZ ({dH$mg d {d{Z¶‘Z)
 {Z¶‘, 2013

4 {ZU©¶ à{H«$¶oV
 VnmgUr H$aUoV
 Agboë¶m ~m~r

1) gd© Amdí¶H$ H$mJXnÌmgh àmßV AOm©Mr N>mZZr H$aUo.
2) g§~§{YV VhgrbXma ¶m§Mm Mm¡H$er Ahdmb.
3) d[að> ^yd¡km{ZH$ ^wOb gìh}jU d {dH$mg ¶§ÌUm 

¶m§MoH$Sy>Z ñWi {ZarjU Ahdmb.
4) VhgrbXma d d[að> ^wd¡km{ZH$ ^wOb gìh}jU ¶§ÌUm 

¶m§Mo A{^àm¶ àmßV PmboZ§Va àñVmd emgZmg gmXa 
H$aUo.

5) emgZmMr ‘mÝ¶Vm {‘imboZ§Va AO©Xma ¶m§Zm ‘mJUr 
Ho$boë¶m ~«mgZwgma ñdm{‘ËdYZmMr d BVa ewëH$mMr 
a³H$‘ ̂ aUoH$m‘r nÌ XoUo.

6) nadmZm ‘§Owa H$aUo.
i) AQ>r d eVu Z‘wX H$ê$Z {dhrV H$mbmdYr H$arVm nadmZm 

XoUo.
ii) nadmZm‘Ü¶o H$mbmdYr Z‘wX H$aUo.
iii) nadmZm‘Ü¶o dmhVwH$sgmR>r dmnaÊ¶mV ¶oUmè¶m dmhZm§Mo 

H«$‘m§H$ Z‘wX H$aUo.
7) AQ>r d eVuMo Cëb§KZ Ho$ë¶mg n¶m©daUmg hmZr d 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

5 Amdí`H$ ewëH$ A) à{V ~«mg é. 200/- à‘mUo EHy$U a³H$‘
~) EHy$U a³H$‘oÀ¶m 10% ̂ wn¥ð> ̂ mS>o
H$) ‘mJUr OmJoVrb / joÌmdarb AH¥$frH$ eoVgmam
S>) nadmZm ’$s é. 2,000/- 

 BVa AQ>r d eVuMo Cëb§KZ Ho$ë¶mg VgoM ‘§Owa gmR>m, 
joÌm~mhoa CËIZZ Ho$ë¶mg gXa CËIZZ Ad¡Y g‘OyZ 
Ë¶mÀ¶m{déÜX àM{bV {Z¶‘mZwgma H$madmB© H$aUo. 
nadmZm aÔ H$ê$Z X§S>mË‘H$ d   ’$m¡OXmar ñdénmMr 
H$madmB© H$aUo.

6 ewëH$ ^aUoMr nÜXV MbZmÛmao

7 {ZU©` KoUmao A{YH$mar amÁ¶emgZ

8 {ZU©¶ à{H«$¶og
 bmJUmam H$mbmdYr

45 {Xdg
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

Jm¡U I{ZO 
{df¶ 5 - dmiw {bbmd H$m¶©dmhr

ñnï>rH$aUA.Z§. Vnerc

1 {df` dmiw {bbmd H$m¶©dmhr

2 Amdí`H$ H$mJXnÌo 1) dmiyJQ>m§Mo ^m¡Jmo{bH$ ñWmZ, A§Xm{OV gmR>m, CnbãY 
nmoM ‘mJ© ZH$memgh B. ~m~tgh Vh{gbXma ¶m§Mm àñVmd

2) ^yOb gd}jU d {dH$mg ¶§ÌUm ¶m§Mo A{^àm¶.
3) {d^mJr¶ Am¶w³V, ¶m§Mr hmVMo qH$‘Vrg (Offset Price) 

‘mÝ¶Vm.
4) n¶m©daU {d^mJmMr AZw‘Vr.
5) AO©Xma/{bbmdYmaH$ ¶m§Mm {Z¶{‘V Am¶H$a ^aV 

Agë¶mMm nwamdm, n°Z H«$‘m§H$, {dH«$sH$a {d^mJmMm TIN 
H«$‘m§H$ AgUo Amdí¶H$.

6) {Z{dXm ̂ aUogmR>r Amdí¶H$ ewëH$ 
 é. 2000/- Á¶m dmiyJQ>mMr hmVMr qH$‘V é. 10 bmI 

qH$dm Ë¶mnojm H$‘r Amho Ë¶mH$[aVm. 
 é. 5000/- Á¶m dmiyJQ>mMr hmVMr qH$‘V é. 10 

bmIm§nojm A{YH$ Amho Ë¶mH$[aVm. 
7) AZm‘V a³H$‘ - hmVÀ¶m qH$‘VrÀ¶m 20% qH$dm é. 3 

bmI ¶mnojm Or a³H$‘ A{YH$ Agob Vr a³H$‘.

3 g§~§{YV emgZ g§X^©, 
 emgZ {ZU©`, BVa
 AmXoe, n[anÌH$ B.

1) ‘hmamï´> Jm¡UI{ZO A{Y{Z¶‘ 1957
2) emgZ {ZU©¶ H«$. Jm¡I{Z 10/0512/à. H«$. 300/I
 {X. 12/3/2013
3) emgZ {ZU©¶ H«$. Jm¡I{Z 10/1014/à.H«$. 498/I
 {X. 26/12/2014

4 {ZU©¶ à{H«$¶oV
 VnmgUr H$aUoV ¶oV 
 Agboë¶m ~m~r.

Q>ßnm H«$. 1 JQ>mMo gd}jU -
1) ^yOb gd}jU d {dH$mg ¶§ÌUm, {Oëhm I{ZH$‘© 

A{YH$mar d g§~§{YV Vh{gbXma ¶m§Zr g§¶w³VnUo 
gd}jU H$ê$Z dmiy CËIZZmgmR>r JQ> {ZpíMV H$aUo.

2) ^yOb gd}jU {dH$mg ¶§ÌUm ¶m§Zr dmiy CËIZZm‘wio 
ObñÌmoVmda hmoUmè¶m n[aUm‘mgmR>r
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

 E{àb d ‘o ‘{hÝ¶mV gd}jU H$aUo.
3) ^yOb gd}jU {dH$mg ¶§ÌUm, {Oëhm I{ZH$‘© A{YH$mar 

d g§~§{YV Vh{gbXma ¶m§Zr g§¶w³VnUo A§{V‘ gd}jU 
H$amd¶mMm H$mbmdYr 1 gßQ>|~a Vo 30 gßQ>|~a Agm 
amhrb. ¶§ÌUoZo gd}jU Ahdmb 15 Am°³Q>mo~a n¶ªV 
gmXa H$amdm.

4) dmiyJQ>mV CnbãY hmoD$ eH$Umam dmiygmR>m, CËIZmMr 
Imobr, dmiygmR>çmMo narjoÌ, nyagÑí¶ n[apñWVr 
{Z‘m©U hmoD$ Z¶o, åhUyZ nmÊ¶mImbrb dmiygmR>çmMo 
CËIZZ H$amdo qH$dm H$go? Aem joÌmV CËIZZ 
H$amd¶mMo Pmë¶mg ¶m§{ÌH$ gmYZmMm dmna H$amdm qH$dm 
H$go? ^yOb gd}jU {dH$mg ¶§ÌUm ¶m§Mo A{^àm¶ 
¿¶mdoV.

Q>ßnm H«$. 2 J«m‘g^oMr {e’$mag / Cn{d^mJr¶ A{YH$mar 
¶m§Mo A{^àm¶ -
1) J«m‘g^oMr {e’$mag àmßV Pmë¶mZ§Va {bbmd H$aUo.
2) J«m‘g^oZo {e’$mag ZmH$maë¶mg Ë¶mMr g~i H$maUo 

Zm|X{dUo Amdí¶H$.
3) Cn{d^mJr¶ A{YH$mar ¶m§Zr ̂ yOb gd}jU {dH$mg ¶§ÌUm 

¶m§Mo g‘doV J«m‘g^m KoD$Z bmoH$m§Mo {bbmd Z 
H$aÊ¶m~m~V Agbobo Amjon / haH$Vr / H$maUo 
{dMmamV KoD$Z {bbmd H$amdm qH$dm H$ê$ Z¶o, ¶m~m~V 
JwUdÎmoda {ZU©¶ KoUo.

Q>ßnm H«$. 3  {d^mJr¶ Am¶w³V, ¶m§Mr ‘mÝ¶Vm
1) JVdfu ¶mM dmiygmR>çmMm {bbmd Pmbm Agë¶mg 

{bbmdm‘Ü¶o àmßV Pmbobr à{V ~«mg ~mobr ‘Ü¶o 15 
Q>³Ho$ dmT> H$aUo.

2) JVdfu dmiygmR>çmMm {bbmd Pmbm Zgë¶mg Ë¶mM 
ZXrnmÌmVrb bJVÀ¶m JVdfu {bbmd Pmboë¶m JQ>mMm 
Vn{eb J«mø YaUo. Ë¶m ZXrnmÌmVrb BVa JQ>m§Mmhr 
JVdfu {bbmd hmoD$ eH$bm Zgë¶mg {Oëhm{YH$mar 
¶m§Zr gw¶mo½¶ Aer H$maU{‘‘m§gm XoD$Z hmVMr qH$‘V 
àñVm{dV H$aUo.

3) darbà‘mUo àñVm{dV hmVÀ¶m qH$‘Vrg {d^mJr¶ 
Am¶w³V ¶m§Mr ‘mÝ¶Vm àmßV H$ê$Z KoUo.

Q>ßnm H«$. 4 n¶m©daU {d^mJmMr ‘mÝ¶Vm KoUo.
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

1) 5 ho³Q>aImbrb joÌ Agboë¶m dmiy JQ>m§gmR>r n¶m©daU 
{df¶H$ AZw‘VrgmR>r gd}jUmZwgma ’$m°‘© 1 ̂ aUo.

2) amÁ¶ñVar¶ Vk ‘wë¶m§H$Z n¶m©daU g{‘Vr (SEAC)  d 
amÁ¶ñVar¶ n¶m©daU AmKmV ‘wë¶m§H$Z g{‘Vr 
(SEIAA) ¶m§Mog‘moa gmXarH$aU H$aUo d Ë¶mg g{‘VrMr 
‘mÝ¶Vm àmßV H$ê$Z KoUo. 

Q>ßnm H«$. 5 dmiy {bbmd à{H«$¶m …-
1)  dmiy {bbmdm~m~VMr Om{hamV {OëømVrb XmoZ à‘wI 

dV©‘mZnÌmV {bbmdmnwdu {H$‘mZ 15 {Xdg AJmoXa 
à{gÜX H$aUo.

2) gd© joÌr¶ ‘hgwb A{YH$mè¶m§À¶m H$m¶m©b¶mV gwMZm 
’$bH$mda Om{hamV à{gÜX H$aUo.

3) Om{hamV emgZmÀ¶m do~gmB©Q>da à{gÜX H$aUo.
4) dmiy JQ>mgmR>r {ZpíMV Ho$boë¶m hmVMo qH$‘Vrnojm 

A{YH$ ~mobrZo B© Am°³eZÛmao {bbmdmbm gwédmV H$aUo.
5) ~mobrÀ¶m aH$‘m hmVMo qH$‘Vrnojm OmñV Zgë¶mg  

{d^mJr¶ Am¶w³Vm§Mo {ZX}emZwgma Ë¶m dmiyJQ>mMm 10 
{Xdgm§À¶m AmV ’o$a{bbmd H$aUo.

6) XmoZXm ’o$a{bbmd bmdwZhr gXa JQ>mgmR>r ~mobr àmßV Z 
Pmë¶mg Ë¶mMr g{dñVa H$maUo Zm|XdwZ Ë¶m dmiy JQ>mMr 
hmVMr qH$‘V OmñVrV OmñV 25 Q>³Ho$ n¶ªV H$‘r H$éZ 
Ë¶m JQ>mMm ’o$a{bbmd H$aÊ¶mMr AZw‘Vr {d^mJr¶ 
Am¶w³V ¶m§MoH$Sy>Z àmßV H$ê$Z KoUo.

7) dmiy JQ>mMm XmoZXm ’o$a{bbmd d 25 Q>³Ho$ n¶ªV hmVMr 
qH$‘V H$‘r H$éZhr ’o$a{bbmd Z Joë¶mg {d^mJr¶ 
Am¶w³V ho gj‘ àm{YH$mar åhUyZ Ah©Vm àmßV 
H§$ÌmQ>Xmam§Zm EH$Ì ~mobmdyZ {bbmdmMr H$m¶©dmhr 
H$aVmV.

8) Varhr Aem JQ>mMm {bbmd Z Pmë¶mg emgH$s¶ d 
{Z‘emgH$s¶ H$m‘mgmR>r nadmZm Úmd¶mMm Pmë¶mg 
emgZmH$S>o àñVmd nmR>{dUo.

Q>ßnm H«$. 6 {bbmdYmaH$ / nadmZmYmaH$ ¶m§À¶mgmR>r 
Amdí¶H$ nmÌVm
1) {Z¶{‘V Am¶H$a ^aV Agë¶mMm nwamdm, n°Z H«$‘m§H$, 

{dH«$sH$a {d^mJmMm TIN H«$‘m§H$ AgUo
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

 Amdí¶H$.
2) {Z{dXm ̂ aUogmR>r {Z{dXm AO© ewëH$ é. 5000/-, Á¶m 

dmiy JQ>m§Mr hmVMr qH$‘V é. 10 bmI qH$dm Ë¶mnojm 
H$‘r Agob Ë¶mgmR>r {Z{dXm AO© ewëH$ é. 2000/- 
AZm‘V a³H$‘ - hmVMo qH$‘VrMo 20 Q>³Ho$ qH$dm é. 3 
bmI ¶mnojm Or OmñV Agob Vr AZm‘V a³H$‘ ̂ amdr 
bmJob. Á¶m dmiyJQ>mMr hmVMr qH$‘V é. 10 bmI nojm 
H$‘r Agob Va hmVÀ¶m qH$‘VrÀ¶m 20 Q>³Ho$ AZm‘V 
a³H$‘.

Q>ßnm H«$. 7 {bbmdmg ‘§Owar XoUo
1) {bbmdmV ^mJ KoUmè¶m ì¶³VtMm XoH$ma / {Z{dXm 

ñdrH$maÊ¶mV Ambr Zgob Va Ë¶m§Mr AZm‘V a³H$‘ 
{bbmdmMr H$m¶©dmhr g§nVmM naV H$aUo.

2) gdm©oÀM XoH$ma XoUmè¶m ì¶³VtH$Sy>Z XoH$mamÀ¶m aH$‘oÀ¶m 
1/4 a³H$‘ {bbmdmÀ¶mM {Xder ̂ aUm H$ê$Z KoUo.

3) 1/4 a³H$‘ ^éZ KoVë¶mZ§Va bJoM Cd©arV 3/4 
a³H$‘ {bbmdmÀ¶m VmaIonmgyZ 15 {Xdgm§V ^aÊ¶mMo 
Xm{¶Ëd pñdH$maUmè¶m XmoZ ì¶³Vtgh é. 100/- Mo 
ñQ>°ån nonada H$amaZm‘m H$ê$Z KoUo.

4) Agm H$amaZm‘m H$ê$Z Z {Xë¶mg VgoM XoH$mamMr Cd©arV 
3/4 a³H$‘ {d{hV H$mbmdYrV Z ̂ aë¶mg Ë¶mbm dmiy 
JQ>mMm Vm~m XoÊ¶mV ¶oD$ Z¶o. Ë¶m dmiyJQ>mMm ’o$a{bbmd 
bmdÊ¶mV ¶mdm d ^aUm Ho$bobr 1/4 a³H$‘ OßV 
H$aÊ¶mV ¶oD$Z g§nyU© amÁ¶mgmR>r H$mù¶m ¶mXrV Q>mH$Uo. 
{dhrV ‘wXVrZ§Va 1/4 d 3/4 a³H$‘ H$moUË¶mhr 
n[apñWVrV ñdrH$maÊ¶mV ¶oD$ Z¶o.

5) {bbmdYmaH$mH$Sy>Z gdm}ÀM ~mobrMo 10 Q>³Ho$ {dH«$sH$a, 
2 Q>³Ho$ Am¶H$a, 2 Q>³Ho$ n¶m©daU {d^mJmMr ~±H$ J°a§Q>r, 
Cng§MmbH$, ‘hmamï´> amÁ¶ ^wOb gd}jU d {dH$mg 
¶§ÌUm ¶m§Mo Zmdo H$mT>bobm é. 5000/- Mm YZmXoe, 
AZm‘V a³H$‘, ‘wÐm§H$ ewëH$ emgZ O‘m H$ê$Z 
KoVboZ§Va H$amaZm‘m H$ê$Z KoD$Z {bbmd ‘§Owar AmXoe 
nmarV H$ê$Z Vh{gbXma ¶m§Mo‘m’©$V dmiygmR>çmMm Vm~m 
XoUo.

Q>ßnm H«$. 8 CËIZZmgmR>r dmnamd¶mMr gmYZo
1) dmiy CËIZZmgmR>r nma§nmarH$ gmYZm§Mm dmna 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

5 Amdí`H$ ewëH$ -

 H$aUo.
2) nwagÑí¶ n[apñWVr {Z‘m©U hmoD$Z Jmdm§Zm nwamMm YmoH$m 

hmoD$ Z¶o qH$dm ZXrMo nmÌ ~XbwZ eoVrMo ZwH$gmZ d 
Jmdmbm YmoH$m hmoD$ Z¶o, Aem JQ>mV g³eZ n§n 
dmnaÊ¶mg ̂ yOb gd}jU ¶§ÌUm d n¶m©daU {d^mJ ¶m§Mo 
A{^àm¶ KoD$Z Ë¶mg emgZmMr ‘mÝ¶Vm KoUo.

Q>ßnm H«$. 9 VH«$marg§X^m©V {OëhmñVar¶ g{‘Vr
1) {bbmd ñWim~m~V H$mbm§VamZo AQ>r/eVvMo Cëb§KZ, 

Ad¡Y Cngm, eoVr / {nÊ¶mÀ¶m nmÊ¶mda n[aUm‘, eoVr 
/ añË¶m§Mr hmZr Aem VH«$mar àmßV hmoVmV.

2) àmßV VH«$mar~m~V Ana {Oëhm{YH$mar / {Oëhm{YH$mar 
¶m§Mo AÜ¶jVoImbr g{‘VrMr ~¡R>H$ KoD$Z {ZU©¶ 
emgZmg gmXa H$aUo.

Q>ßnm H«$. 10 {bbmdYmaH$mZo AQ>r eVuMo Cëb§KZ Ho$ë¶mg 
H$amd¶mMr H$madmB©
1) {bbmdYmaH$mZo ‘§Owa gmR>m, joÌm~mhoa CËIZZ Ho$ë¶mg, 

{ZpíMV Imobrnojm OmñV CËIZZ Ho$ë¶mg gXa 
CËIZZ Ad¡Y g‘OyZ Ë¶mÀ¶m{déÜX àM{bV 
{Z¶‘mZwgma H$madmB© H$aUo. R>oH$m / nadmZm aÔ H$ê$Z 
’$m¡OXmar ñdénmMr H$madmB© H$aUo.

Q>ßnm H«$. 11 dmiy dmhVwH$sgmR>r SMATS àUmbr
1) emgZ {ZU©¶ H«$. Jm¡I{Z 10/1014/à. H«$. 498/I 

{X. 26/12/2014 Zwgma ‘mo~mB©b AmYmarV gwb^ 
SMATS (Sand Mining Approval and Tracking 
System) àUmbr dmiy dmhVwH$sgmR>r dmnaUo.

6 ewëH$ ^aUoMr nÜXV MbZmÛmao

7 {ZU©` KoUmao A{YH$mar Ana {Oëhm{YH$mar 

8 {ZU©¶ à{H«$¶og
 bmJUmam H$mbmdYr

-
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

g§O¶ Jm§Yr 
¶moOZm emIm9



S TA N D A R D   O P E R AT I N G   PR O C E D U R E gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

* AZwH«$‘m{UH$m *
A.Z§. {df¶ n¥.H«$.

g§O¶ Jm§Yr ¶moOZm emIm

1. g§O¶ Jm§Yr {ZamYma AZwXmZ ¶moOZm.                                    1

2. lmdU~mi godm amÁ¶ {Zd¥Îmr doVZ ¶moOZm.                                 3

3. B§{Xam Jm§Yr amï´>r¶ d¥ÜXmnH$mi {Zd¥Îmr doVZ ¶moOZm.                            5

4. B§{Xam Jm§Yr amï´>r¶ {dYdm {Zd¥Îmr doVZ ¶moOZm.                                   7

5. B§{Xam Jm§Yr amï´>r` An§J {Zd¥ÎmrdoVZ ̀ moOZm.                                 9

6. amï´>r` Hw$Qw>§~cm^ ̀ moOZm.                                      11

7. Am_ AmX_r {d_m ̀ moOZm.                                  13



S TA N D A R D   O P E R AT I N G   PR O C E D U R E gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

emIoMo Zmd - g§O¶ Jm§Yr ¶moOZm 
1. g§O¶ Jm§Yr {ZamYma AZwXmZ ¶moOZm

ñnï>rH$aUA.Z§. Vnerc

1 {df` g§O¶ Jm§Yr {ZamYma AZwXmZ ¶moOZm

2      nmÌVm …- 1. 65 dfmªnojm H$‘r d¶mMo ñÌr / nwéf
2. 15 dfmªnmgyZ ‘hmamï´> amÁ¶mMm a{hdmgr
3. Hw$Qw>§~mMo CËnÞ é. 21,000/-
4. An§J, XþY©a AmOmamZo J«ñV, {ZamYma, {dYdm, 

KQ>ñ’$moQ>rV, n[aË¶³Ë¶m, XodXmgr, AË¶mMm[aV ‘{hbm, 
V¥Vr¶n§Wr, AmË‘hË¶m Ho$boë¶m eoVH$è¶mMo Hw$Qw>§~, AZmW 
‘wbo (18 dfmªImbrb)

5. B§Jm¶mo {dYdm d B§Jm¶mo An§J Mo bm^mWu Am{W©H$ 
 ghm¶ …-
 é. 600/- d é. 400/- à‘mUo 

4 g§~§{YV emgZ g§X^©, 
 emgZ {ZU©`, BVa
 AmXoe, n[anÌH$ B.

1. g§O¶ Jm§Yr ¶moOZm A§VJ©V ¶oUmè¶m ¶moOZm§Mm emgZ 
g§X^© gm‘m{OH$ Ý¶m¶ d {deof ghm¶ {d^mJ emgZ {ZU©¶ 
H«$‘m§H$ - {dg¶mo 2011 / à. H«$. 175 / {dg¶mo - 2, 
‘§Ìmb¶, ‘w§~B© - 400032 {X. 26 Am°³Q>mo~a 2010 d 
emgZmZo doimodoir R>adyZ {Xbobo BVa ‘mJ©Xe©H$ VËdo.

3      Amdí`H$ H$mJXnÌo 1. {dhrV Z_wÝ`mVrc AO©,
2. d`mMm XmIcm, - emim gmoS>ë`mMm qH$dm {Oëhm eë` 

{M{H$ËgH$ ̀ m§MoH$S>rc d`mMm XmIcm
3. a{hdmgr XmIcm, - VcmR>r ̀ m§Mm a{hdmgr XmIcm 
4. CËnÞmMo à_mUnÌ - VhgrcXma ̀ m§Mm XmIcm
5. An§J, XþY©a AmOmamZo J«ñV V¥Vr`n§Wr `m§Mo ~m~VrV 

{Oëhm eë` {M{H$ËgH$ ̀ m§Mm XmIcm 
6. {dYdm, - nVrÀ`m _¥Ë`wMm XmIcm - J«m_godH$ / 

ZJanm{cH$m 
7. KQ>ñ\$moQ>rV, - H$moQ>m©Mm AmXoe / H$mPr `m§Zr 

VhgrcXma g_moa KQ>ñ\$moQ>rV Agco ~m~V Ho$coco 
à{VkmnÌ 

8. n[aË`ŠË`m, XodXmgr - ZJanm{cH$m H$a {Z[ajH$ d 
VcmR>r ̀ m§Mm XmIcm 

9. ñd§` KmofUmnÌ, {eYmn{ÌH$m, _wcm§gh \$moQ>mo 
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S TA N D A R D   O P E R AT I N G   PR O C E D U R E gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

6 Amdí`H$ ewëH$ ewëH$ bmJy Zmhr.

7 ewëH$ ^aUoMr nÜXV bmJy Zmhr.

8 {ZU©` KoUmao A{YH$mar emgZ_mÝ` JR>rV emgH$s` H${_Q>r AÜ`j d gXñ`, Oa 
g{_Vr Zgoc Va Cn{d^mJr` A{YH$mar 

9 {ZU©¶ à{H«$¶oV EHy$U
 bmJUmam H$mbmdYr

VrZ ‘{hZo

5 {ZU©¶ à{H«$¶oV
 VnmgUr H$aUoV ¶oV 
 Agboë¶m ~m~r

AO© XmIb Pmboda XmoZ ‘{hÝ¶mÀ¶m AmV VbmR>r (Mm¡H$er 
A{YH$mar) bm^mÏ¶mªÀ¶m Amboë¶m AOm©da gImob Mm¡H$er 
H$éZ, H$mJXnÌmMr N>mZZr H$éZ g{dñVa Ahdmb gmXa 
H$aVmV d {‘Q>tJ‘Ü¶o ‘§Owarg nmR>{dbo OmVmV. {‘Q>tJ‘Ü¶o 
àH$aUo ‘§Owa/Zm‘§Owa Pmë¶mZ§Va ‘§Owa/Zm‘§Owa AOm©Mr 
‘m{hVr bm^mÏ¶mªZm nmoï>mÛmao H$i{dbr OmVo. Ë¶mZ§Va bm^mWm©Mr 
AmoiI nQ>dwZ KoD$Z, a{OñQ>a‘Ü¶o Zm|X KoD$Z, gd© nmÌ 
bm^mÏ¶mªMo {~b Xa‘hm H$mofmJmamV gmXa Ho$bo OmVo. Ë¶mdéZ 
¶moOZm{Zhm¶ ~±H$ ¶mÚm V¶ma H$ê$Z, bm^mÏ¶mªZm ~±H$ ImË¶mda 
n¡go {dVarV Ho$bo OmVmV.
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S TA N D A R D   O P E R AT I N G   PR O C E D U R E gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

emIoMo Zmd - g§O¶ Jm§Yr ¶moOZm 
2. lmdU~mi godm amÁ¶ {Zd¥Îmr doVZ ¶moOZm

ñnï>rH$aUA.Z§. Vnerc

1 {df` lmdU~mi godm amÁ¶ {Zd¥ÎmrdoVZ ¶moOZm 

JQ> A …-
 B§{Xam Jm§Yr amï´>r¶ d¥ÜXmnH$mi ¶moOZoMo gd© bm^mWu ho 

lmdU~mi godm amÁ¶ ¶moOZoÀ¶m JQ> A ‘Ü¶o ‘moS>VmV.
JQ> ~ …-
1. 65 dfmªnojm OmñV d¶mMo ñÌr / nwéf
2. Xm[aÐç aofoImbrb Hw$Qw>§~mÀ¶m ¶mXrV Zmd qH$dm Hw$Qw>§~mMo 

dm{f©H$ CËnÞ é. 21,000/- n¶ªV Agbobr ì¶³Vr
 Am{W©H$ ghm¶ …-
 ¶m ¶moOZo A§VJ©V JQ> A À¶m bm^mÏ¶mªZm Xa‘hm é. 

400/- AZwXmZ {Xbo OmVo.
JQ> ~ À¶m bm^mÏ¶mªZm é. 600/- AZwXmZ {Xbo OmVo.

2      nmÌVm …-

3 Amdí`H$ H$mJXnÌo Amdí¶H$ H$mJXnÌo …-
1. {dhrV Z_wÝ`mVrc AO©
2. d¶mMm XmIbm - emim gmoS>ë`mMm qH$dm {Oëhm eë` 

{M{H$ËgH$ ̀ m§MoH$S>rc d`mMm XmIcm
3. CËnÞmMm XmIbm - Vh{gcXma ̀ m§MoH$S>rc XmIcm 
4. ñd`§ KmofUm nÌ d {eYmn{ÌH$m

4 g§~§{YV emgZ g§X^©, 
 emgZ {ZU©`, BVa
 AmXoe, n[anÌH$ B.

1. lmdU~mi godm amÁ¶ {Zd¥Îmr doVZ ¶moOZm emgZ g§X^© 
- gm‘m{OH$ Ý¶m¶ d {deof ghm¶ {d^mJ emgZ {ZU©¶ H«$‘m§H$ 
- {dg¶mo 2011 / à. H«$. 175 / {dg¶mo - 2, ‘§Ìmb¶, ‘w§~B© 
400032 {X. 26 Am°³Q>mo~a 2010 d emgZmZo doimodoir 
R>adyZ {Xbobo BVa ‘mJ©Xe©H$ VËdo.

5 {ZU©¶ à{H«$¶oV
 VnmgUr H$aUoV ¶oV 
 Agboë¶m ~m~r

AO© XmIb Pmboda XmoZ ‘{hÝ¶mÀ¶m AmV VbmR>r (Mm¡H$er 
A{YH$mar) bm^mÏ¶mªÀ¶m Amboë¶m AOm©da gImob Mm¡H$er 
H$éZ, H$mJXnÌmMr N>mZZr H$éZ g{dñVa Ahdmb gmXa 
H$aVmV d {‘Q>tJ‘Ü¶o ‘§Owarg nmR>{dbo OmVmV. {‘Q>tJ‘Ü¶o 
àH$aUo ‘§Owa/Zm‘§Owa Pmë¶mZ§Va ‘§Owa/Zm‘§Owa AOm©Mr 
‘m{hVr bm^mÏ¶mªZm nmoï>mÛmao H$i{dbr OmVo. Ë¶mZ§Va bm^mWm©Mr 
AmoiI nQ>dwZ KoD$Z, a{OñQ>a‘Ü¶o Zm|X KoD$Z, gd© nmÌ 
bm^mÏ¶mªMo {~b Xa‘hm H$mofmJmamV gmXa Ho$bo OmVo. Ë¶mdéZ 
¶moOZm{Zhm¶ ~±H$ ¶mÚm V¶ma H$ê$Z, bm^mÏ¶mªZm n¡go {dVarV 
Ho$bo OmVmV.
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S TA N D A R D   O P E R AT I N G   PR O C E D U R E gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

6 Amdí`H$ ewëH$ bmJw Zmhr.

7 ewëH$ ^aUoMr nÜXV bmJw Zmhr.

8 {ZU©` KoUmao A{YH$mar emgZ_mÝ` JR>rV emgH$s` g{‘Vr AÜ`j d gXñ`, Oa 
g{_Vr Zgoc Va Cn{d^mJr` A{YH$mar 

9 {ZU©¶ à{H«$¶oV 
 bmJUmam H$mbmdYr

VrZ ‘{hZo

4



S TA N D A R D   O P E R AT I N G   PR O C E D U R E gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

emIoMo Zmd - g§O¶ Jm§Yr ¶moOZm 
3. B§{Xam Jm§Yr amï´>r¶ d¥ÜXmnH$mi {Zd¥Îmr doVZ ¶moOZm

ñnï>rH$aUA.Z§. Vnerc

1 {df` B§{Xam Jm§Yr amï´>r¶ d¥ÜXmnH$mi {Zd¥ÎmrdoVZ ¶moOZm

3 Amdí`H$ H$mJXnÌo

1. 65 d 65 dfmªnojm OmñV d¶mMo ñÌr / nwéf
2. Xm[aÐç aofoImbrb Hw$Qw>§~mÀ¶m ¶mXrV Zmd 
 Am{W©H$ ghm¶ …-
 é. 200/- (H|$ÐemgZ) B§Jm¶mo d¥ÜXnH$mi A§VJ©V d é. 

400/- (amÁ¶emgZ) lm~m¶mo JQ> A A§VJ©V {Xbo 
OmVmV. Ago EHy$U … é. 600/- AZwXmZ {Xbo OmVo.

2      nmÌVm …-

1. {dhrV Z_wÝ`mVrc AO©
2. d¶mMm XmIbm - emim gmoS>ë`mMm XmIcm qH$dm {Oëhm 

eë` {M{H$ËgH$ ̀ m§MoH$S>rc d`mMm XmIcm 
3. Xm[aÐç aofoImbrb Hw$Qw>§~mÀ¶m ¶mXrMm gmjm§{H$V 

à‘mUnÌ - J«m_godH$ qH$dm ZJanm{cH$m ̀ m§Mm XmIcm
4. ñd`§ KmofUm nÌ d {eYmn{ÌH$m

4 g§~§{YV emgZ g§X^©, 
 emgZ {ZU©`, BVa
 AmXoe, n[anÌH$ B.

1. B§{Xam Jm§Yr amï´>r¶ d¥ÜXmnH$mi {Zd¥Îmr doVZ ¶moOZm 
emgZ g§X^© …-
 gm‘m{OH$ Ý¶m¶ d {deof ghm¶ {d^mJ emgZ {ZU©¶ 
H«$‘m§H$ - {dg¶mo 2011 / à. H«$. 175 / {dg¶mo - 2, 
‘§Ìmb¶, ‘w§~B© - 400032 {X. 26 Am°³Q>mo~a 2010 d 
emgZmZo doimodoir R>adyZ {Xbobo BVa ‘mJ©Xe©H$ VËdo.

5 {ZU©¶ à{H«$¶oV
 VnmgUr H$aUoV ¶oV 
 Agboë¶m ~m~r

AO© XmIb Pmboda VrZ ‘{hÝ¶mÀ¶m AmV VbmR>r (Mm¡H$er 
A{YH$mar) bm^mÏ¶mªÀ¶m Amboë¶m AOm©da gImob Mm¡H$er 
H$éZ, H$mJXnÌmMr N>mZZr H$éZ g{dñVa Ahdmb gmXa 
H$aVmV d {‘Q>tJ‘Ü¶o ‘§Owarg nmR>{dbo OmVmV. {‘Q>tJ‘Ü¶o 
àH$aUo ‘§Owa/Zm‘§Owa Pmë¶mZ§Va ‘§Owa/Zm‘§Owa AOm©Mr 
‘m{hVr bm^mÏ¶mªZm nmoï>mÛmao H$i{dbr OmVo. Ë¶mZ§Va 
bm^mWm©Mr AmoiI nQ>dwZ KoD$Z, a{OñQ>a‘Ü¶o Zm|X KoD$Z, 
gd© nmÌ bm^mÏ¶mªMo {~b Xa‘hm H$mofmJmamV gmXa Ho$bo OmVo. 
Ë¶mdéZ ¶moOZm{Zhm¶ ~±H$ ¶mÚm V¶ma H$ê$Z, bm^mÏ¶mªZm n¡go 
{dVarV Ho$bo OmVmV.

6 Amdí`H$ ewëH$ ewëH$ bmJw Zmhr.

7 ewëH$ ^aUoMr nÜXV bmJw Zmhr.
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S TA N D A R D   O P E R AT I N G   PR O C E D U R E gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

8 {ZU©` KoUmao A{YH$mar emgZ_mÝ` JR>rV emgH$s` g{‘Vr AÜ`j d gXñ`, Oa 
g{_Vr Zgoc Va Cn{d^mJr` A{YH$mar 

9 {ZU©¶ à{H«$¶oV 
 bmJUmam H$mbmdYr

VrZ ‘{hZo

6



S TA N D A R D   O P E R AT I N G   PR O C E D U R E gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

emIoMo Zmd - g§O¶ Jm§Yr ¶moOZm 
4. B§{Xam Jm§Yr amï´>r¶ {dYdm {Zd¥Îmr doVZ ¶moOZm

ñnï>rH$aUA.Z§. Vnerc
1 {df` B§{Xam Jm§Yr amï´>r¶ {dYdm {Zd¥ÎmrdoVZ ¶moOZm nmÌVm …-

1. 40 Vo 65 d¶mnojm H$_r d`moJQ>mVrc {dYdm 
2. Xm[aÐç aofoImbrb Hw$Qw>§~mÀ¶m ¶mXrV Zmd 
 Am{W©H$ ghm¶ …-
 é. 200/- (H|$ÐemgZ) B§Jm¶mo d¥ÜXmnH$mi A§VJ©V d 

é. 400/- (amÁ¶emgZ) g§Jm¶mo A§VJ©V {Xbo OmVmV. 
Ago EHy$U … é. 600/- AZwXmZ {Xbo OmVo.

2      nmÌVm …-

3 Amdí`H$ H$mJXnÌo 1. {dhrV Z_wÝ`mVrc AO©
2. nVrÀ¶m ‘¥Ë¶wMm XmIbm - J«m_godH$ qH$dm ZJanm{cH$m 

`m§MoH$S>rc _¥Ë`wMm XmIcm 
3. Xm[aÐç aofoImbrb Hw$Qw>§~mÀ¶m ¶mXrMm gmjm§{H$V 

à‘mUnÌ - J«m_godH$ qH$dm ZJanm{cH$m `m§MoH$S>rc 
XmIcm 

4. ñd`§ KmofUm nÌ d {eYmn{ÌH$m

4 g§~§{YV emgZ g§X^©, 
 emgZ {ZU©`, BVa
 AmXoe, n[anÌH$ B.

1. B§{Xam Jm§Yr amï´>r¶ {dYdm {Zd¥Îmr doVZ ¶moOZm emgZ 
g§X^© …-
 gm‘m{OH$ Ý¶m¶ d {deof ghm¶ {d^mJ emgZ {ZU©¶ 
H«$‘m§H$ - {dg¶mo 2011 / à. H«$. 175 / {dg¶mo - 2, 
‘§Ìmb¶, ‘w§~B© - 400032 {X. 26 Am°³Q>mo~a 2010 d 
emgZmZo doimodoir R>adyZ {Xbobo BVa ‘mJ©Xe©H$ VËdo.

5 {ZU©¶ à{H«$¶oV
 VnmgUr H$aUoV ¶oV 
 Agboë¶m ~m~r

AO© XmIb Pmboda VrZ ‘{hÝ¶mÀ¶m AmV VbmR>r (Mm¡H$er 
A{YH$mar) bm^mÏ¶mªÀ¶m Amboë¶m AOm©da gImob Mm¡H$er 
H$éZ, H$mJXnÌmMr N>mZZr H$éZ g{dñVa Ahdmb gmXa 
H$aVmV d {‘Q>tJ‘Ü¶o ‘§Owarg nmR>{dbo OmVmV. {‘Q>tJ‘Ü¶o 
àH$aUo ‘§Owa/Zm‘§Owa Pmë¶mZ§Va ‘§Owa/Zm‘§Owa AOm©Mr 
‘m{hVr bm^mÏ¶mªZm nmoï>mÛmao H$i{dbr OmVo. Ë¶mZ§Va 
bm^mWm©Mr AmoiI nQ>dwZ KoD$Z, a{OñQ>a‘Ü¶o Zm|X KoD$Z, 
gd© nmÌ bm^mÏ¶mªMo {~b Xa‘hm H$mofmJmamV gmXa Ho$bo OmVo. 
Ë¶mdéZ ¶moOZm{Zhm¶ ~±H$ ¶mÚm V¶ma H$ê$Z, bm^mÏ¶mªZm n¡go 
{dVarV Ho$bo OmVmV.

6 Amdí`H$ ewëH$ ewëH$ bmJw Zmhr.

7 ewëH$ ^aUoMr nÜXV bmJw Zmhr.
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S TA N D A R D   O P E R AT I N G   PR O C E D U R E gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

8 {ZU©` KoUmao A{YH$mar emgZ_mÝ` JR>rV emgH$s` g{‘Vr AÜ`j d gXñ`, Oa 
g{_Vr Zgoc Va Cn{d^mJr` A{YH$mar 

9 {ZU©¶ à{H«$¶oV 
 bmJUmam H$mbmdYr

VrZ ‘{hZo

8



S TA N D A R D   O P E R AT I N G   PR O C E D U R E gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

emIoMo Zmd - g§O¶ Jm§Yr ¶moOZm  
5. B§{Xam Jm§Yr amï´>r` An§J {Zd¥ÎmrdoVZ `moOZm 

ñnï>rH$aUA.Z§. Vnerc

B§{Xam Jm§Yr amï´>r` An§J {Zd¥ÎmrdoVZ ̀ moOZm . 

1. 18 Vo 59 d`moJQ>mVrc 80% nojm OmñV An§JËd  
 Agcocr ì`º$s 
2. Xm[aÐ` aofoImcrc Hw$Qw>§~mÀ`m ̀ mXrV Zmd Am{W©H$ ghm` é. 
 200/- (H|$ÐemgZ) g§Jm`mo {dYdm {Zd¥Îmr doVZ ¶moOZo 
 A§VJ©V d é. 400/- (amÁ`emgZ) g§Jm`mo A§VJ©V {Xco 
 OmVmV Ago EHy$U - é. 600/- AZwXmZ {Xco OmVo. 

1. {dhrV Z_wÝ`mVrc AO©
2. nVrÀ¶m ‘¥Ë¶wMm XmIbm - J«m_godH$ qH$dm ZJanm{cH$m 

`m§MoH$S>rc _¥Ë`wMm XmIcm 
3. Xm[aÐç aofoImbrb Hw$Qw>§~mÀ¶m ¶mXrMm gmjm§{H$V à‘mUnÌ 

- J«m_godH$ qH$dm ZJanm{cH$m ̀ m§MoH$S>rc XmIcm 
4. ñd`§ KmofUm nÌ d {eYmn{ÌH$m
5. An§JËd à‘mUnÌ ({Oëhm eë¶ {M{H$ËgH$ ¶m§MoH$S>rc)

1. B§{Xam Jm§Yr amï´>r` {dYdm {Zd¥Îmr doVZ ̀ moOZm emgZ g§X^©  
 gm_m{OH$ Ý`m` d {deof ghm` {d^mJ emgZ {ZU©` H«$_m§H$ 
- {dg`mo 2011/à.H«$.175/{dg`mo-2 _§Ìmc`,_ww§~B©-
 400032 {X. 26 Am°ŠQ>m|~a 2010 d emgZmZo doimodoir  
 R>adyZ {Xcoco BVa _mJ©Xe©H$ VËdo 

AO© XmIc Pmcoda XmoZ _{hÝ`mÀ`m AmV VcmR>r (Mm¡H$er 
A{YH$mar) cm^mÏ`mªÀ`m Amcoë`m AOm©da gImoc Mm¡H$er 
H$éZ, H$mJXnÌmMr N>mZZr H$éZ g{dñVa Ahdmc gmXa 
H$aVmV. d {_Q>tJ _Ü`o _§Owarg nmR>{dco OmVmV. {_Q>tJ_Ü`o 
àH$aUo _§Owa/Zm_§Owa Pmë`mZ§Va, _§Oya/Zm_§Oya AOm©Mr 
_mhrVr cm^mÏ`mªZm nmoï>mX²dmao H$i{dë`m OmVo. Ë`mZ§Va 
cm^mÏ`mªMr AmoiI nQ>dyZ KodyZ a{OñQ>a_Ü`o Zm|X KodyZ, gd© 
nmÌ cm^mÏ`mªMo {~c Xa_hm H$mofmJmamV gmXa Ho$co OmVo. 
Ë`mdéZ `moOZm{Zhm` ~±H$ `mÚm V`ma H$éZ, cm^mÏ`mªZm n¡go 
{dVarV Ho$co OmVmV. 

1 {df` 

2 nmÌVm

3 Amdí`H$ H$mJXnÌo 

4 g§~§{YV emgZ g§X^©, 
 emgZ {ZU©`, BVa 
 AmXoe, n[anÌH$ B. 
 

5 {ZU©` à{H«$`oV VnmgUr 
 H$aUoV ̀ oV Agcoë`m 
 ~m~r 
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S TA N D A R D   O P E R AT I N G   PR O C E D U R E gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

ewëH$ cmJy Zmhr 

cmJy Zmhr 

emgZ_mÝ` JR>rV emgH$s` g{‘Vr AÜ`j d gXñ`, Oa 
g{_Vr Zgoc Va Cn{d^mJr` A{YH$mar  

VrZ _hrZo 

6 Amdí`H$ ewëH$ 

7 ewëH$ ̂ aÊ`mMr nÜXV 

8 {ZU©` KoUmao A{YH$mar 

9 {ZU©` à{H«$`og cmJUmam 
 H$mcmdYr 
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S TA N D A R D   O P E R AT I N G   PR O C E D U R E gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

emIoMo Zmd - g§O¶ Jm§Yr ¶moOZm 
6. amï´>r` Hw$Qw>§~cm^ `moOZm 

ñnï>rH$aUA.Z§. Vnerc

amï´>r` Hw$Qw>§~ cm^ ̀ moOZm 

1.18 Vo 59 d`moJQ>mVrc Xm[aX«` aofoImcrc Zm|X Agcoë`m 
 Hw$Qw>§~mVrc H$Vm© nwéf/ór _¥Ë`w nmdë`mg 
2. Xm[aÐ` aofoImcrc Hw$Qw>§~mÀ`m ̀ mXrV Zmd Am{W©H$ ghmæ` - 
 dmagmg EH$ aH$_r én`o 20,000/- 

1.   {dhrV Z_wÝ`mVrc AO©
2. à‘wI H$‘mdË¶m ì¶º$sMm _¥Ë`wMm XmIcm - 
 J«m_godH$ qH$dm ZJanm{cH$m ̀ m§MoH$S>rc XmIcm 
3. Xm[aÐç aofoImbrb Hw$Qw>§~mÀ¶m ¶mXrMm gmjm§{H$V à‘mUnÌ 

- J«m_godH$ qH$dm ZJanm{cH$m ̀ m§MoH$S>rc XmIcm 
4. ñd`§ KmofUm nÌ d {eYmn{ÌH$m
5. _¥V ì`º$sMm d AO©XmamMm d`mMm XmIcm - emim 

gmoS>ë`mMm XmIcm qH$dm {Oëhm eë` {M{H$ËgH$ 
`m§MoH$S>rc d`mMm XmIcm  

1. Hw$Qw>§~cm^ ̀ moOZm 
gm_m{OH$ Ý`m` d {deof ghm` {d^mJ emgZ {ZU©` H«$_m§H$ 
amHw$cm-2012/à.H«$.277/{dg`mo-2 _mXm_ H$m_m _mJ©, 
hþVmË_m amOJwé Mm¡H$, _§Ìmc`, _w§~B© - 400032 {X. 21 
Zmoìh|~a 2013 d emgZmZo doimodoir R>adyZ {Xcoco BVa 
_mJ©Xe©H$ VËdo. 

cm^mÏ`mªZo KamVrc H$Vm© ì`º$r _`V Pmë`mZ§Va EH$m dfm©Mom 
AmV AO© XmIc Ho$ë`m Z§Va Mm¡H$er A{YH$mar (VcmR>r) gXa 
AOm©Mr N>mZZr H$éZ gImoc Mm¡H$er H$aVmV. d n§Yam 
{XdgmÀ`m AmV _§Oya/Zm_§Oya eoam Zm|XdyZ Vh{gcXma `m§Mo 
H$S>og _§Oyar gmR>r gmXa H$aVmV. Vh{gcXma _§Oya/Zm_§Owa 
eoam Zm|XdVmV. Ë`mZ§Va nmÌ cm^mÏ`mªMo H$mofmJmamV {~c gmXa 
Ho$co OmVo. Ë`mZ§Va YZmXoemìXmao EH$ aH$_r 20000/- Ago 
AZwXmZ {dVarV Ho$co OmVo. 

1 {df` 

2 nmÌVm

3 Amdí`H$ H$mJXnÌo 

4 g§~§{YV emgZ g§X^©, 
 emgZ {ZU©`, BVa 
 AmXoe, n[anÌH$ B. 
 

5 {ZU©` à{H«$`oV VnmgUr 
 H$aUoV ̀ oV Agcoë`m 
 ~m~r 
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S TA N D A R D   O P E R AT I N G   PR O C E D U R E gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

ewëH$ cmJy Zmhr 

cmJy Zmhr 

Vh{gcXma 

EH$ _{hZm 

6 Amdí`H$ ewëH$ 

7 ewëH$ ̂ aUoMr nÜXV 

8 {ZU©` KoUmao A{YH$mar 

9 {ZU©` à{H«$`oV cmJUmam 
 H$mcmdYr 

12



S TA N D A R D   O P E R AT I N G   PR O C E D U R E gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

emIoMo Zmd - g§O¶ Jm§Yr ¶moOZm 
7. Am_ AmX_r {d_m `moOZm

ñnï>rH$aUA.Z§. Vnerc

Am_ AmX_r {d_m ̀ moOZm 

^w{_{hZ eoV_Owa, 2.5 EH$a ~mJm`V joÌ YmaH$, 5 EH$a 
{Oam`V joÌ YmaH$ ̀ m ̀ moOZoMm g^mgX hmoD$ eH$Vmo. (d` 18 
Vo 59 d`moJQ>mVrc amoOJma H$aUmam Hw$Q>§w~ à_wI dm Hw§$Qw>§~m Vrc 
EH$ H$_mdVr ì`º$s `m§Mm àm_w»`mZo g_mdoe hmoVmo VgoM darc 
gXñ`mMo _wco 9 Vo 12 _Ü`o {eH$V Agë`mg Ë`m§Zm à{V_{hZm 
à{V {dÚmWu 100/- _{hZm {eî`d¥Îmr _§Owa Ho$cr OmVo. 
(gXñ`m§Mo XmoZM _wco J«mø YaÊ`mV ̀ oVmV.) VgoM gXñ` _`V 
Pmë`mg _`VmMo dmagmg é. 30,000/- hOma gXñ`Mm 
AnKmVmZo _`V Pmë`mg dmagmg é. 75,000/- hOma 
gXñ`Mm XmoZ hmV/nm` d EH$ S>moim {ZH$m_r Pmë`mg dmagmg 
é. 35,500/- hOma én`o {_iVmV. 
gXñ` _`V Pmë`mZ§Va Ë`mÀ`m nmë`mMr {eî`d¥Îmr ~§X hmoVo 
{dÚmÏ`mªZo {eî`d¥Îmr gmR>r àË`oH$ dfu Z{dZ \$m°_© ^aZo 
Amdí`H$ Amho. 

1) gXñ` Zm|XUr {dhrV Z_wÝ`mVrc AO© d Ë`mda   
 VcmR>r ̀ m§Mr ñdmjar 
2) VcmR>r ̀ m§Mo H$S>rc 7/12
3) amï´>r`H¥$V ~±Ho$Mo ImVo nwñVH$mMr Poam°Šg 
4) {eî`d¥Îmr {d{hV Z_wÝ`mVrc \$m°_© d Ë`mda _w»`mÜ`mnH$ 
 `m§Mr ñdmjar

_hmamï´> emgZ gm_m{OH$ Ý`m` d {deof ghm` {d^mJ emgZ 
{ZU©` AmAm{d 2007/à.H«$. 356, {dg`mo - 2 {XZm§H$ 16 
Am°ŠQ>mo~a 2007 
gXa `moOZm hr 1 gßQ>|~a 2013 nmgwZ Am°Z cmB©Z H$aÊ`mV 
Amcocr Amho. d emgZmZo doimodoir R>adwZ {Xcocr _mJ©Xe©H$ VËdo

1 {df` 

2 nmÌVm

3 Amdí`H$ H$mJXnÌo 

4 g§~§{YV emgZ g§X^©, 
 emgZ {ZU©`, BVa 
 AmXoe, n[anÌH$ B. 
 (H$moUË`m A{Y{Z`_mMo/ 
 AmYmao H$m_H$mO nwU© 
 Ho$co OmUma AmhoV)
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S TA N D A R D   O P E R AT I N G   PR O C E D U R E gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

cm^mÏ`m©Zo {d{hV Z_wÝ`mV AO© ^éZ Ë`mda VcmR>r `m§Mr 
ñdmjar KodwZ gXa AO© hm _hm B© godm H|$ÐmV OmD$Z Am°Z cmB©Z 
H$éZ Ë`mMr nmohmoM ¿`md`mMr Amho. {dÚmÏ`m©Zo {eî`d¥ÎmrMm 
AO© ̂ éZ Ë`mda _w»`mÜ`mnH$ ̀ m§Mr ñdmjar KoD$Z gXa AO© 
hm _hm B© godm H|$ÐmV OmD$Z Am°Z cmB©Z H$éZ Ë`mMr nmohmoM 
¿`md`mMr Amho. 

gXñ` Zm|XUr \$s d {eî`d¥Îmr Zm|XUr \$s àË`oH$s én`o 
22.50 n¡go

_hm B© godm H|$Ð 

Ec Am` gr Am°\$ B§{S>`m 

gXñ`Mm Am`S>r {_iUogmR>r XmoZ _{hZo, {eî`d¥Îmr _§OwargmR>r 
XmoZ _{hZo

5 {ZU©` à{H«$`oV VnmgUr 
 H$aUoV ̀ oV Agcoë`m 
 ~m~r 

6 Amdí`H$ ewëH$ 

7 ewëH$ ̂ aUoMr nÜXV 

8 {ZU©` KoUmao A{YH$mar 

9 {ZU©` à{H«$`oV cmJUmam 
 H$mcmdYr 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

amoOJma h‘r 
¶moOZm emIm10



S TA N D A R D   O P E R AT I N G   PR O C E D U R E gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

* AZwH«$‘m{UH$m *
A.Z§. {df¶ n¥.H«$.

amoOJma h‘r ¶moOZm emIm

1. \$i~mJ cmJdS> H$m`©H«$_mg àemgH$s` _mÝ`Vm.                             1

2. _`V _Oyam§À`m H$m`Xoera dmagmg gmZwJ«h AZwXmZ.                                          3



STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

amoOJma h_r `moOZm emIm 1 - 
\$i~mJ cmJdS> H$m`©H«$_mg àemgH$s` _mÝ`Vm

ñnï>rH$aUA.Z§. Vnerc

\$i~mJ cmJdS> H$m`©H«$_mg àemgH$s` _mÝ`Vm 

1) `moOZoV cm^ KoÊ`m{df`r cm^mWvMo {dZ§VrnÌ 
2) {Oëhm A{YjH$ H¥$fr A{YH$mar ̀ m§Zr Vm§{ÌH$ _§Oyar {Xco 
 ~m~VMm àñVmd
3) Cn{d^mJr` H¥$fr A{YH$mar ̀ m§Mm Vm§{ÌH$ _§Oyar AmXoe 
4) àH$ën A§XmOnÌH$ Jmofdmam 
5) d¡`º$sH$ cm^mÏ`mªMr ̀ mXr 
6) 8 A Mm ImVo CVmam 
7) Jm.Z§.H«$. 7, 7 A d 12
8) H$amanÌ 
9) aoeZH$mS>© Poam°Šg àV 
10) AmocrVmMo à_mUnÌ 
11) à{VkmnÌ (`mnydu cm^ Z KoVë`m ~m~V) 
12) g§‘VrnÌ (\$i~mJ cmJdS> H$aUma AgyZ gXa \$i~mJ 
 cmJdS> ̀ moOZo A§VJ©V {_iUmao AZwXmZ {R>~H$ H§$nZrg 
 dJ© H$aÊ`mgmR>r g§_Vr) 
13) AnË` XmIcm 
14) H¥$fr ghmæ`H$mMo à_mUnÌ 
15) H¥$fr ghmæ`H$, H¥$fr n`©dojH$, _§S>i H¥$fr A{YH$mar ̀ m§Mo 
 ñdmjarMo IMm©Mo A§XmOnÌH$
16) CnA{^`§Vm (amoh`mo) XjVm d JwU {Z`§ÌU ̀ m§Mm 
 àñVmdmMr VnmgUr Ho$co~m~VMm Ahdmc

1) emgZ {ZU©` H«$.amoh`mo-2011/à.H«§$.58/amoh`mo10 A 
 {X. 29 OyZ 2011
2) emgZ {ZU©` H«$.amoh`mo-2013/à.H«$.21/9A {XZm§H$ 2 
 OyZ 2014 
3) g§MmcH$, H¥$fr Am`wº$mc`, _m.amÁ` nyUo-5 `m§MoH$S>rc 
 _mJ©Xe©H$ gwMZm Om.H«$.Am.\$cmo1/amoh`mo/_m.gy.14
 15/1484/2014 {X. 17 OyZ 2014

1 {df` 

2 Amdí`H$ H$mJXnÌo 

3 g§~§{YV emgZ g§X^©, 
 emgZ {ZU©`, BVa 
 AmXoe, n[anÌH$ B. 
 (H$moUË`m A{Y{Z`_mMo / 
 {Z`_mMo AmYmao gXa 
 H$m_H$mO nyU© Ho$co 
 OmUma Amho.) 

1



STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

1) {Oëhm A{YjH$ H¥$fr A{YH$mar `m§Zr Vm§{ÌH$ _§Oyar {Xco 
 ~m~VMm àñVmd 
2) CnA{^`§Vm (amoh`mo) XjVm d JwU {Z`§ÌU `m§Mm  
 àñVmdmMr VnmgUr Ho$co~m~VMm Ahdmc.

-

-

{Oëhm{YH$mar Ah_XZJa 

7 {Xdg 

4 {ZU©` à{H«$`oV VnmgUr 
 H$aUoV ̀ oV Agcoë`m 
 ~m~r 

5 Amdí`H$ ewëH$ 

6 ewëH$ ̂ aUoMr nÜXV 

7 {ZU©` KoUmao A{YH$mar 

8 {ZU©` à{H«$`og cmJUmam 
 H$mcmdYr 

2



STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

amoOJma h_r `moOZm emIm 2 - 
_`V _Oyam§À`m H$m`Xoera dmagmg gmZwJ«h AZwXmZ

ñnï>rH$aUA.Z§. Vnerc
_`V _Oyam§À`m H$m`Xoera dmagmg gmZwJ«h AZwXmZ 

1) Vh{gcXma, JQ>{dH$mg A{YH$mar VgoM J«m_godH$, gan§M, 
 VcmR>r ̀ m§Mm n§MZm_m 
2) J«m_amoOJma godH$m§Mo O~m~
3) Om°~H$mS>©Mr àV 
4) Z_wZm H«§$. 4 Mr àV 
5) hOoarnÌH$mMr àV 
6) gan§M/J«m_godH$mMo à_mUnÌ 
7) gan§M/J«m_godH$mMm n§MZm_m 
8) ~±H$/nmoñQ> nmg~wH$mMr àV 
9) _¥Ë`yMm XmIcm (Amamo½` godm {d^mJ) 

1) H|$Ð emgZmMo {dYr d Ý`m` {d^mJmMo {XZm§H$    
    07/09/2005 Mo 
 amOnÌ _Yrc ̂ mJ 2 n[aÀN>oX 26 
2) _hmamï´> J«m_rU amoOJma h_r ̀ moOZm _mJ©Xe©H$ nwpñVH$m 
 2006 n[aÀN>oX 17.6
3) _hmamï´> emgZ amOnÌ 26 OwZ 2014 _Yrc AZwgyMr VrZ 
 _Yrc n[aÀN>oX 27 (EH$) 

1) Vh{gcXma, JQ>{dH$mg A{YH$mar VgoM J«m_godH$, gan§M, 
 VcmR>r ̀ m§Mm n§MZm_m 
2) J«m_amoOJma godH$m§Mo O~m~
3) Om°~H$mS>©Mr àV 
4) Z_wZm H§«$. 4 Mr àV 
5) hOoarnÌH$mMr àV 
6) gan§M/J«m_godH$mMo à_mUnÌ 
7) gan§M/J«m_godH$mMo à_mUnÌ 
8) ~±H$/nmoñQ> nmg~wH$mMr àV 
9) _¥Ë`yMm XmIcm (Amamo½` godm {d^mJ) 

-

-

{Oëhm{YH$mar Ah_XZJa 

7 {Xdg 

1 {df` 

2 Amdí`H$ H$mJXnÌo 

3 g§~§{YV emgZ g§X^©, 
 emgZ {ZU©`, BVa 
 AmXoe, n[anÌH$ B. 
 (H$moUË`m A{Y{Z`_mMo/ 
 {Z`_mMo AmYmao gXa 
 H$m_H$mO nyU© Ho$co OmUma 
 Amho)  

4 {ZU©` à{H«$`oV VnmgUr 
 H$aUoV ̀ oV Agcoë`m 
 ~m~r 

5 Amdí`H$ ewëH$ 

6 ewëH$ ̂ aÊ`mMr nÜXV 

7 {ZU©` KoUmao A{YH$mar 

8 {ZU©` à{H«$`og cmJUmam
 H$mcmdYr  

3



STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

J«m‘n§Mm¶V
emIm11



S TA N D A R D   O P E R AT I N G   PR O C E D U R E gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

* AZwH«$‘m{UH$m *
A.Z§. {df¶ n¥.H«$.

J«m‘n§Mm¶V emIm

1. [aº$ Pmcoë`m gan§M d Cngan§M {ZdS>r~m~V.                               1

2. J«m_n§Mm`V {ZdS>UyH$ cT>{dUmè`m C_oXdmam§Zr {d{hV arVrZo IMm©Mm {hemo~ ‘wXVrV                         3

 gmXa Z Ho$ë`mg Ë`m§Zm {Zah© KmofrV H$aUo~m~V.

3. {Oëhm n[afX d n§Mm`V g{_Vr {ZdS>UyH$ cT>{dUmè`m C_oXdmam§Zr {d{hV                               4

 arVrZo IMm©Mm {hemo~ ‘wXVrV gmXa Z Ho$ë`mg Ë`m§Zm {Zah© KmofrV H$aUo~m~V.                     

4. J«m_n§Mm`V à^mJ aMZm d AmajU H$aUo.                               5



S TA N D A R D   O P E R AT I N G   PR O C E D U R E gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

J«m_n§Mm`V emIm - 
1. [aº$ Pmcoë`m gan§M d Cngan§M {ZdS>r~m~V 

ñnï>rH$aUA.Z§. Vnerc

[aº$ Pmcoë`m gan§M d Cngan§M {ZdS>r~m~V 

A)gan§M {ZdS>rgmR>r Amdí`H$ H$mJXnÌ - 
1) gan§M amOrZm_m ZmoQ>rg àV
2) g^mnVrZo amOrZm_m _§Owa Ho$ë`mMo nÌ 
3) g^mnVrZo amOrZm_m nS>VmiUrgmR>r J«m_godH$mH$S>o 
 nmR>{dcoë`m nÌmMr àV
4) amOrZm_m nS>VmiUr~m~V Pmcoë`m J«m_n§Mm`V 
 R>amdmMr àV 
5) [aº$ OmJoMr Z_wÝ`mVrc ZmoQ>rg 
6) JQ> {dH$mg A{YH$mar n§Mm`V g{_Vr ̀ m§MoH$S>rc gan§M nX 
 [aº$ Pmco~m~VMm Ahdmc 
7) gan§M AmajUm~m~VMr Zm|Xdhr 
~) Cngan§M {ZdS>rgmR>r Amdí`H$ H$mJXnÌ - 
1) J«m_godH$ ̀ m§Mm nX [aº$ Agco~m~V Ahdmc 

A) gan§M {ZdS>r~m~VMo emgZ {ZU©` 
1) _w§~B© J«m_n§Mm`V A{Y{Z`_ 1958 Mo H$c_ 43
2) emgZ J«m‘{dH$mg {d^mJ `m§MoH$S>rc nÌ H«$. Eg   
14/3613/à.H«$.208(2) B© 3, {X. 30/04/1992 
3) emgZ n[anÌH$ H«$. g§{H$U© 02/2011/à.H«$.13/B© 1, 
 {X. 29/3/2012
~) Cngan§M {ZdS>r~m~VrMo emgZ {ZU©` 
1) _w§~B© J«m_n§Mm`V A{Y{Z`_ 1958 Mo H$c_ 38 (2) d 
 J«m_{dH$mg d Ocg§YmaU {d^mJ ̀ m§MoH$S>rc {X. 30 OwZ 
 1980 

A)
1) darc _wÔm H«$. 2 _Yrc gd© Amdí`H$ H$mJXnÌo - 
2) gan§M AmajUm~m~V {Oëhm Zm|Xdhr_YwZ ImÌr H$aUo. 
3) Ý`m`mc`rZ ~m~tMr ImÌr H$aUo.
4) Ana {Oëhm{YH$mar `m§Mo AmXoemÝd`o gan§M {ZdS>r~m~V  
g§~§{YV Vh{gcXma ̀ m§Zm H$i{dUo.
~)
1) Cngan§M {ZdS>rgmR>r n§Mm`V g{Mdmg nÌ XoUo. 

1 {df` 

2 Amdí`H$ H$mJXnÌo 

3 g§~§{YV emgZ g§X^©, 
 emgZ {ZU©`, BVa 
 AmXoe, n[anÌH$ B. 
 (H$moUË`m A{Y{Z`_mMo/ 
 {Z`_mMo AmYmao gXa 
 H$m_H$mO nyU© Ho$co   
 OmUma Amho)  

4 {ZU©` à{H«$`oV VnmgUr 
 H$aUoV ̀ oV Agcoë`m 
 ~m~r 

1



S TA N D A R D   O P E R AT I N G   PR O C E D U R E gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

- 

-

Ana {Oëhm{YH$mar 

-

5 Amdí`H$ ewëH$ 

6 ewëH$ ̂ aUoMr nÜXV 

7 {ZU©` KoUmao A{YH$mar 

8 {ZU©` à{H«$`og cmJUmam 
 H$mcmdYr 

2



S TA N D A R D   O P E R AT I N G   PR O C E D U R E gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

J«m_n§Mm`V emIm - 
2. J«m_n§Mm`V {ZdS>UyH$ cT>{dUmè`m C_oXdmam§Zr {d{hV arVrZo IMm©Mm {hemo~ ‘wXVrV gmXa Z Ho$ë`mg 
   Ë`m§Zm {Zah© KmofrV H$aUo~m~V

ñnï>rH$aUA.Z§. Vnerc

J«m_n§Mm`V {ZdS>UyH$ cT>{dUmè`m C_oXdmam§Zr {d{hV arVrZo 
IMm©Mm {hemo~ ‘wXVrV gmXa Z Ho$ë`mg Ë`m§Zm {Zah© KmofrV 
H$aUo~m~V. 

1) {ddmX AO© qH$dm C_oXdmamZo {ZdS>UwH$ IM© gmXa Z   
   Ho$co~m~VMm àñVmd
2) g§~§{YV {ZdS>UyH$ {ZU©` A{YH$mar ̀ m§Mm 30 {XdgmV {hemo~    
    XmIc Ho$co/Zmhr Ho$co ~m~VMo à_mUnÌ 
3) {ZdS>UyH$ {ZU©` A{YH$mar d Vh{gcXma ̀ m§Mm Ahdmc 

_§w~B© J«m_n§Mm`V A{Y{Z`_ 1958 Mo H$c_ 14 ~ 

darc _wÔm H«$. 2 _Yrc Amdí`H$ H$mJXnÌm§Mr nwV©Vm PmcoZ§Va 
XmoÝhr njH$mam§Mr gwZmdUr KodyZ A§{V_ {ZU©` KoUo. 

-

-

{Oëhm{YH$mar 

emgZmZo {d{hV Ho$cocm H$mcmdYr 

1 {df` 

2 Amdí`H$ H$mJXnÌo 

3 g§~§{YV emgZ g§X^©, 
 emgZ {ZU©`, BVa 
 AmXoe, n[anÌH$ B. 
 (H$moUË`m A{Y{Z`_mMo 
 /{Z`_mMo AmYmao gXa 
 H$m_H$mO nyU© Ho$co 
 OmUma Amho)  

4 {ZU©` à{H«$`oV 
 VnmgUr H$aUoV ̀ oV  
 Agcoë`m ~m~r 

5 Amdí`H$ ewëH$ 

6 ewëH$ ̂ aUoMr nÜXV 

7 {ZU©` KoUmao A{YH$mar 

8 {ZU©` à{H«$`og
 cmJUmam H$mcmdYr 

3



S TA N D A R D   O P E R AT I N G   PR O C E D U R E gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

J«m_n§Mm`V emIm - 
3.  {Oëhm n[afX d n§Mm`V g{_Vr {ZdS>UyH$ cT>{dUmè`m C_oXdmam§Zr {d{hV arVrZo IMm©Mm 
    {hemo~ ‘wXVrV gmXa Z Ho$ë`mg Ë`m§Zm {Zah© KmofrV H$aUo~m~V.

ñnï>rH$aUA.Z§. Vnerc

{Oëhm n[afX d n§Mm`V g{_Vr {ZdS>UyH$ cT>{dUmè`m 
C_oXdmam§Zr {d{hV arVrZo IMm©Mm {hemo~ ‘wXVrV gmXa Z 
Ho$ë`mg Ë`m§Zm {Zah© KmofrV H$aUo~m~V. 

1) C_oXdmamZo {ZdS>UyH$ IM© gmXa Z Ho$co~m~VMm àñVmd   
    qH$dm {ddmX AO©
2) g§~§{YV {ZdS>UyH$ {ZU©` A{YH$mar ̀ m§Mm 30 {XdgmV {hemo~    
    XmIc Ho$co/Zmhr Ho$co ~m~VMo à_mUnÌ 
3) {ZdS>UyH$ {ZU©` A{YH$mar d Vh{gcXma ̀ m§Mm Ahdmc 

{Oëhm n[afX d n§Mm`V g{_Vr H$m`Xm 1961 Mo H$c_ 15 
(~) d 62 (A)

darc _wÔm H«$. 2 _Yrc Amdí`H$ H$mJXnÌm§Mr nwV©Vm PmcoZ§Va 
XmoÝhr njH$mam§Mr gwZmdUr KodyZ A§{V_ {ZU©` KoUo. 

-

-

_m. {Oëhm{YH$mar 

emgZmZo {d{hV Ho$cocm H$mcmdYr 

1 {df` 

2 Amdí`H$ H$mJXnÌo 

3 g§~§{YV emgZ g§X^©, 
 emgZ {ZU©`, BVa 
 AmXoe, n[anÌH$ B. 
 (H$moUË`m A{Y{Z`_mMo  
 /{Z`_mMo AmYmao gXa 
 H$m_H$mO nyU© Ho$co  
 OmUma Amho)  

4 {ZU©` à{H«$`oV VnmgUr 
 H$aUoV ̀ oV Agcoë`m 
 ~m~r 

5 Amdí`H$ ewëH$ 

6 ewëH$ ̂ aUoMr nÜXV 

7 {ZU©` KoUmao A{YH$mar 

8 {ZU©` à{H«$`og 
 cmJUmam H$mcmdYr 

4



S TA N D A R D   O P E R AT I N G   PR O C E D U R E gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

J«m_n§Mm`V emIm - 
4. J«m_n§Mm`V à^mJ aMZm d AmajU H$aUo.

ñnï>rH$aUA.Z§. Vnerc

J«m_n§Mm`V à^mJ aMZm d AmajU H$aUo.

1)  J«m_n§Mm`VrMm _mJrc à^mJ àñVmd 
2)  OmV {Zhm` cmoH$g§»`oMr AmH$S>odmar 

1) _§w~B© J«m_n§Mm`V A{Y{Z`_ 1958 Mo H$c_ 10 À`m 
 nmoQ>H$c_ 1 _Yrc I§S> (A) Zwgma 
2) _§w~B© J«m_n§Mm`V {Z`_ 1966 _Yrc 2 (A) VaVwXrZwgma 
3) _m. amÁ` {ZdS>UwH$ Am`moJ AmXoe H«$. am{ZAm/J«mn{Z  
2005 àH$.«.23/H$m-8, {X.30/08/2005
4) amÁ` {ZdS>UwH$ Am`moJ `m§MoH$S>rc H«$.am{ZAm/J«mn{Z  
2007/à.H«$.12, {X. 19/06/2007
5) amÁ` {ZdS>UwH$ Am`moJ `m§MoH$S>rc H«$.am{ZAm/J«mn{Z  
2009/g§.H«$.1184 H$m-8, {X.25/11/2009 
6) amÁ` {ZdS>UwH$ Am`moJ `m§MoH$S>rc H«$.am{ZAm/J«mn{Z  
2009/à.H«§$. 23/H$m-8, {X. 04/10/2005
7) amÁ` {ZdS>UwH$ Am`moJ `m §MoH$S>rc AmXoe H«$.   
am{ZAm/J«mn{Z 2005/à.H$.29/H$m-8, 
 {X. 04/10/2005
8) a mÁ` {ZdS >U w H $  Am` m o J  ` m §M o H $ S > rc AmX oe   
H«$.am{ZAm/J«mn{Z 20029/à.H«$.23/H$m-8,  
 {X. 22/12/2009
9) amÁ` {ZdS>UwH$ Am`omJ `m§MoH$S>rc AmXoe H«$.   
am{ZAm/J«mn{Z 2011/à.H«$.02/H$m-8, 
 {X. 13/05/2011
10) amÁ` {ZdS>UwH$ Am`moJ `m§MoH$S>rc n[anÌH$ H«$.am{ZAm  
1097/à.H«$. 137/97 {X. 08/08/1997
11) amÁ` {ZdS>UwH$ Am`moJ `m§MoH$S>rc n[anÌH$ H«$.am{ZAm  
1098/à.H«$. 230/98 {X. 21/04/1998

1 {df` 

2 Amdí`H$ H$mJXnÌo 

3 g§~§{YV emgZ g§X^©, 
 emgZ {ZU©`, BVa 
 AmXoe, n[anÌH$ B. 
 (H$moUË`m  
 A{Y{Z`_mMo/ {Z`_mMo  
 AmYmao gXa H$m_H$mO 
 nyU© Ho$co OmUma Amho)  

5



S TA N D A R D   O P E R AT I N G   PR O C E D U R E gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

1) cmoH$g§»`m VnmgUo
2) cmoH$g§»`oZwgma à^mJ g§»`m {Z{üV H$aUo.
3) àdJ© {Zhm` AmajUmZwgma nXm§Mr g§»`m {Z{üV H$aUo.
4) MH«$mZwH«$_o à^mJ{Zhm` gXñ` g§»`m {Z{üV H$aUo.
5) MH«$mZwH«$_o AmajU XoUo.
6) à^mJm§Mm C{MV ZH$mem V`ma H$aUo.
7) {dhrV H$mcmdYrV àmén "~' Z_wZm à{gÜX H$aUo 
8) Z_wZm "~' darc àmá haH$Vtda gwZmdUr KoD$Z {ZnQ>mam   
H$aUo.
9) {dhrV H$mcmdYrV àmén "A' Z_wZm à{gÜX H$aUo.

-

-

{Oëhm{YH$mar 

amÁ` {ZdS>UwH$ Am`moJmZo {dhrV Ho$cocm H$mcmdYr 

4 {ZU©` à{H«$`oV VnmgUr 
 H$aUoV ̀ oV Agcoë`m 
 ~m~r 

5 Amdí`H$ ewëH$ 

6 ewëH$ ̂ aUoMr nÜXV 

7 {ZU©` KoUmao A{YH$mar 

8 {ZU©` à{H«$`og cmJUmam 
 H$mcmdYr 

6
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{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ZJanm{cH$m
emIm12



S TA N D A R D   O P E R AT I N G   PR O C E D U R E gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

* AZwH«$‘m{UH$m *
A.Z§. {df¶ n¥.H«$.

ZJanm{cH$m emIm

1. 13 dm {dÎm Am`moJ A§VJ©V àmá AZwXmZmÀ`m AZwf§JmZo X`md`mÀ`m àemgH$s` _mÝ`Vo ~m~V                            1

 H$amd`mMr H$m`©dmhr. 

2. H|$Ð emgZ nwañH¥$V _mJmg joÌ {dH$mg ̀ moOZo A§VJ©V àmá AZwXmZmÀ`m AZwf§JmZo H$m_m§g                           2

 àemgH$s` _mÝ`Vm XoUo~m~V H$m`©dmhr.

3. ZmJar X{cV dñVr gwYmaUm ̀ moOZm A§VJ©V àmá AZwXmZmÀ`m AZwf§JmZo X`md`mÀ`m àemgH$s`           4

 _mÝ`Vo~m~V H$amd`mMr H$m`©dmhr.

4. _hmamï´> gwdU© O`§Vr ZJamoËWmZ _hmA{^`mZ ({OëhmñVa) A§VJ©V àmá AZwXmZmÀ`m AZwf§JmZo           6

 X`md`mÀ`m àemgH$s` _mÝ`Vo~m~V H$amd`mMr H$m`©dmhr.

5. d¡{eîQ>çnyU© ̀ moOZo A§VJ©V àmá AZwXmZmÀ`m AZwf§JmZo X`md`mÀ`m àemgH$s` _mÝ`Vo~m~V                          8

 H$amd`mMr H$m`©dmhr.



S TA N D A R D   O P E R AT I N G   PR O C E D U R E gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

{df` H«$. - 1
13 dm {dÎm Am`moJ A§VJ©V àmá AZwXmZmÀ`m AZwf§JmZo X`md`mÀ`m àemgH$s` _mÝ`Vo ~m~V 
H$amd`mMr H$m`©dmhr. 

ñnï>rH$aUA.Z§. Vnerc

13 dm {dÎm Am`moJ A§VJ©V àmá AZwXmZmÀ`m AZwf§JmZo 
X`md`mÀ`m àemgH$s` _mÝ`Vo ~m~V H$amd`mMr H$m`©dmhr 

1) ZJan[afXoH$Sy>Z gXa {df`m~m~VMm àñVmd 
2) àñVmdrV H$m_o hr 13 ì`m {dÎm Am`moJm§VJ©V AZwko` 
 Agcoë`m H$m_m§n¡H$sM AgmdrV.
3) ZmJar ñWm{ZH$ ñdamÁ` g§ñWoZo gd©gmYmaU g^oÀ`m    
 R>amdmÝd`o g§~§YrV H$m_mMr Ho$cocr {e\$mag. 
4) gXa H$m_m§Zm gj_ àm{YH$mè`mMr Vm§{ÌH$ _§Owar 
5) Á`m àñVmdmV ~m§YH$m_o A§V^w©V AmhoV Aem H$m_m§À`m  
 ~m~VrV àñVmdrV ~m§YH$m_mImcrc O{_ZrMr _mcH$s  
 g§~§YrV ñWm{ZH$ ñdamÁ` g§ñWoMr Agë`m~m~VMo 
 A{YH$ma A{^coI gmXa H$aUo A{Zdm`©.
6) gXa àñVmdmVrc ~m§YH$m_o hr ehamÀ`m {dH$mg 
 AmamIS>çmer gwg§JV AmhoV qH$dm H$go ̀ m ~m~VMo   
 ZJaaMZm H$m`m©c`mMo à_mUnÌ 
7) A{¾e_Z dmhZo/CnH$aUo d BVa A{¾e_Z ̀ §Ìgm_wJ«r  
 IaoXr H$aVm§Zm g§MmcH$ A{¾e_Z godm ̀ m§Mr Vm§{ÌH$  
 _mÝ`Vm

_hmamï´> emgZ, ZJa {dH$mg {d^mJ `m§MoH$S>rc emgZ {ZU©` 
H«$.Vo{dAm-2010/à.H«$.131/2010/Z{d-4 {X. 25 
Am°ŠQ>mo~a 2010

_wÔm H«$.2 _Yrc Z_wX Amdí`H$ H$mJXnÌm§Mr N>mZZr H$éZ 13 
dm {dÎm Am`moJ A§VJ©V àmá AZwXmZmÀ`m AZwf§JmZo àemgH$s` 
_mÝ`Vo ~m~V H$m`©dmhr H$aUoV ̀ oVo. 

- 

-

{Oëhm{YH$mar 

15 {Xdg 

1 {df` 

2 Amdí`H$ H$mJXnÌo 

3 g§~§{YV emgZ g§X^©, 
 emgZ {ZU©`, BVa 
 AmXoe, n[anÌH$ B. 
 (H$moUË`m A{Y{Z`_mMo/ 
 {Z`_mMo AmYmao gXa 
 H$m_H$mO nyU© Ho$co OmUma 
 Amho)  

4 {ZU©` à{H«$`oV VnmgUr 
 H$aUoV ̀ oV Agcoë`m 
 ~m~r 

5 Amdí`H$ ewëH$ 

6 ewëH$ ̂ aUoMr nÜXV 

7 {ZU©` KoUmao A{YH$mar 

8 {ZU©` à{H«$`og cmJUmam 
 H$mcmdYr 

1



S TA N D A R D   O P E R AT I N G   PR O C E D U R E gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

{df` H«$. 2 
H|$Ð emgZ nwañH¥$V _mJmg joÌ {dH$mg `moOZo A§VJ©V àmá AZwXmZmÀ`m AZwf§JmZo H$m_m§g 
àemgH$s` _mÝ`Vm XoUo~m~V H$m`©dmhr.

ñnï>rH$aUA.Z§. Vnerc

H|$Ð emgZ nwañH¥$V _mJmg joÌ {dH$mg `moOZo A§VJ©V àmá 
AZwXmZmÀ`m AZwf§JmZo H$m_m§g àemgH$s` _mÝ`Vm XoUo~m~V 
H$m`©dmhr 

1) ZJa n[afX, ZJa n§Mm`V d _hmZJa nm{cH$m  
 `m§MoH$Sw>Z Amcocm àñVmd.
2) {Oëhm {Z`moOZ g{_Vr_Ü`o _§Owa  Pmcoë`m H$m_mÀ`m
 AmamIS>çmMr àV.
A) _mJmgjoÌ AZwXmZm~m~V emgZ {ZU©`mMr àV 
~) {Oëhm J«m{_U {dH$mg ̀ moOZm, Ah_XZJa ̀ m§Zr _§Owa   
 Ho$coë`m AZwXmZ AmXoemMr àV 
H$) ZJa n[afX/ZJa n§Mm`V/_hmZJanm{cH$m ̀ m§À`m    
 gd©gmYmaU g^oÀ`m R>amdmMr àV. 
S>) àñVmdmVrc H$m_m§Mr Vm§{ÌH$ _mÝ`VoMr àV.
B) gXa H$m_o BVa ̀ moOZo_YyZ KoVcocr ZmhrV ̀ m ~m~VMo  
 à_mUnÌ 
B) AZwXmZ àmá Pmcoë`m aH$_o BVŠ`mM aH$_oMm àñVmd Amho   
 H$m` ̀ mMr ImÌr H$éZ, àñVmdm_Ü`o AZwXmZmnojm 
 OmñVrMr a¸$_ Agë`mg gXaMr a¸$_ hr Znm \§$S>mVwZ  
 IM© H$aÊ`mV ̀ oB©c ̀ m~m~VMo à_mUnÌ qH$dm BVa {ZYrVwZ  
 IM© H$amd`mMr Agë`mg Vgo à_mUnÌ àñVmdmgmo~V KoUo.
6) àñVmdmVrc H$m_ Á`m O{_Zrda ¿`md`mMo Amho Vr O{_Z 
 ZJan[afX/_hmZJanm{cHo$À`m Vmã`mV Agë`mMo  
 à_mUnÌ 
7) ~m§YH$m_ {df`H$ H$m_ Agë`mg, ZJaaMZm emIoH$Sy>Z  
 àñVm{dV H$m_mÀ`m aoIm§H$Z ZH$mem§Zm _§Oyar àmá   
 Pmë`mÀ`m AmXoemMr àV
8) _mJrc Am{W©H$ dfm©_Ü`o àmá Pmcoë`m {ZYrMm nyU©nUo 
 {d{Z`moJ Ho$ë`mMo à_mUnÌ.
9) gXa AZwXmZmVyZ ̀ mnydu KoVcocr àemgH$s` _mÝ`Vm 
 {XZm§H$ d a¸$_, Pmcocm IM© ̀ m ~m~VMr _m{hVr Xe©{dUmao 
 {ddaUnÌ.

1 {df` 

2 Amdí`H$ H$mJXnÌo 

2



S TA N D A R D   O P E R AT I N G   PR O C E D U R E gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

_hmamï´> emgZ, J«m_{dH$mg d Ocg§YmaU {d^mJ `m§MoH$S>rc 
emgZ {ZU©` ~rAmaOrE\$ 2010/à.H«§$.114/n§am-6 {X. 
28/07/2010

_wÔm H«$. 2 _Yrc Z_wX Amdí`H$ H$mJXnÌm§Mr N>mZZr H$éZ H|$Ð 
emgZ nwañH¥$V _mJmg joÌ {dH$mg `moOZo A§VJ©V àmá 
AZwXmZmÀ`m AZwf§JmZo H$m_m§g àemgH$s` _mÝ`Vo ~m~V 
H$m`©dmhr H$aUoV ̀ oVo. 

-

-

{Oëhm{YH$mar 

15 {Xdg 

3 g§~§{YV emgZ g§X^©, 
 emgZ {ZU©`, BVa 
 AmXoe,n[anÌH$ B. 
 (H$moUË`m A{Y{Z`_mMo /  
 {Z`_mÀ`m AmYmao gXa 
 H$m_H$mO nyU© Ho$co OmUma 
 Amho. 

4 {ZU©` à{H«$`oV VnmgUr 
 H$aUoV ̀ oV Agcoë`m  
 ~m~r

5 Amdí`H$ ewëH$ 

6 ewëH$ ̂ aUoMr nÜXV 

7 {ZU©` KoUmao A{YH$mar 

8 {ZU©` à{H«$`og cmJUmam 
 H$mcmdYr 

3



S TA N D A R D   O P E R AT I N G   PR O C E D U R E gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

{df` H«$. - 3 
ZmJar X{cV dñVr gwYmaUm `moOZm A§VJ©V àmá AZwXmZmÀ`m AZwf§JmZo X`md`mÀ`m 
àemgH$s` _mÝ`Vo~m~V H$amd`mMr H$m`©dmhr.

ñnï>rH$aUA.Z§. Vnerc

ZmJar X{cV dñVr gwYmaUm `moOZm A§VJ©V àmá AZwXmZmÀ`m 
AZwf§JmZo X`md`mÀ`m àemgH$s` _mÝ`Vo~m~V H$amd`mMr 
H$m`©dmhr 

1) ZJan[afXm§H$Sy>Z gXa {df`m~m~VMm àñVmd 
2) àñVm{dV H$m_mgmR>r emgZmÀ`m BVa H$moUË`mhr ̀ moOZo   
 A§VJ©V AW© ghm` KoVco Zgë`m~m~VMo à_mUnÌ 
3) àñVmdmVrc H$m_ Á`m O{_Zrda ¿`md`mMo Amho Vr O{_Z 
 ZJan[afX/_hmZJanm{cHo$À`m Vmã`mV Agë`mMo  
 à_mUnÌ 
4) àñVm{dV H$m_mMr {ZdS> d {ZpíMVr H$aUmam ZmJar  
 ñWm{ZH$ ñdamÁ` g§ñWoÀ`m gd©gmYmaU g^oMm R>amd. 
5) àñVm{dV H$m_ ho Á`m dñVrVrc AZwgy{MV OmVr d   
 Zd~m¡ÜX ({deof KQ>H$) ̀ m§Mr cmoH$g§»`m 50% qH$dm  
 Ë`mnojm A{YH$ Amho AWdm AZwgy{MV OmVrgmR>r amIrd  
 Agcoë`m à^mJmVrcM Agë`m~m~VMo _w»`m{YH$mar ̀ m§Mo  
 à_mUnÌ 
6) gj_ àm{YH$mè`mH$Sy>Z àmá Pmcoë`m Vm§{ÌH$ _mÝ`VoÀ`m 
 AmXoemMr àV
7) ~m§YH$m_ {df`H$ H$m_ Agë`mg ZJaaMZm emIoH$Sy>Z 
 àñVm{dV H$m_mÀ`m aoIm§H$Z ZH$mem§Zm _§Oyar àmá 
 Pmë`mÀ`m AmXoemMr àV
8) _mJrc Am{W©H$ dfm©_Ü`o àmá Pmcoë`m {ZYrMm nyU©nUo 
 {d{Z`moJ H$éZ Ë`mMo {d{Z`moJ à_mUnÌ
9) àmá AZwXmZmÀ`m AmXoemMr àV 
10) gXa AZwXmZmVyZ ̀ mnydu KoVcocr àemgH$s` 
 _mÝ`Vm {XZm§H$ d a¸$_ Pmcocm IM© ̀ m ~m~VMr _m{hVr 
 Xe©{dUmao {ddaUnÌ.

_hmamï´> emgZ ZJa {dH$mg {d^mJ `m§MoH$S>rc emgZ {ZU©` 
H«$.{dK`mo-102000/1592à.H«$. 189/Z{d-4 {X. 
05/03/2002 

1 {df` 

2 Amdí`H$ H$mJXnÌo 

3 g§~§{YV emgZ g§X^©, 
 emgZ {ZU©`, BVa 
 AmXoe, n[anÌH$ B. 
 (H$moUË`m A{Y{Z`_mMo/ 
 {Z`_mMo AmYmao gXa 
 H$m_H$mO nyU© Ho$co OmUma 
 Amho)  

4



S TA N D A R D   O P E R AT I N G   PR O C E D U R E gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

_wÔm H«$. 2 _Yrc Z_wX Amdí`H$ H$mJXnÌm§Mr N>mZZr H$éZ 
ZmJar X{cV dñVr gwYmaUm `moOZm A§VJ©V àmá AZwXmZmÀ`m 
AZwf§JmZo àemgH$s` _mÝ`Vo~m~V H$m`©dmhr H$aUoV ̀ oVo. 

-

-

 {Oëhm{YH$mar 

15 {Xdg 

4 {ZU©` à{H«$`oV VnmgUr 
 H$aUoV ̀ oV Agcoë`m 
 ~m~r

5 Amdí`H$ ewëH$ 

6 ewëH$ ̂ aUoMr nÜXV 

7 {ZU©` KoUmao A{YH$mar 

8 {ZU©` à{H«$`og cmJUmam 
 H$mcmdYr 

5



S TA N D A R D   O P E R AT I N G   PR O C E D U R E gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

{df` H«$. - 4 
_hmamï´> gwdU© O`§Vr ZJamoËWmZ _hmA{^`mZ ({OëhmñVa) A§VJ©V àmá AZwXmZmÀ`m 
AZwf§JmZo X`md`mÀ`m àemgH$s` _mÝ`Vo~m~V H$amd`mMr H$m`©dmhr 

ñnï>rH$aUA.Z§. Vnerc

_hmamï´> gwdU© O`§Vr ZJamoËWmZ _hmA{^`mZ ({OëhmñVa) 
A§VJ©V àmá AZwXmZmÀ`m AZwf§JmZo X`md`mÀ`m àemgH$s` 
_mÝ`Vo~m~V H$amd`mMr H$m`©dmhr 

1) ZJan[afXm§H$Sy>Z gXa {df`m~m~VMm àñVmd 
2) àñVm{dV H$m_mgmR>r emgZmÀ`m BVa H$moUË`mhr `moOZo 
A§VJ©V AW© ghm` KoVco Zgë`m~m~VMo à_mUnÌ 
3) àñVmdmVrc H$m_ Á`m O{_Zrda ¿`md`mMo Amho Vr O{_Z 
ZJan[afX/_hmZJanm{cHo$À`m Vmã`mV Agë`mMo à_mUnÌ 
4) àñVm{dV H$m_mMr {ZdS> d {Z{üVr H$aUmam ZmJar ñWm{ZH$ 
ñdamÁ` g§ñWoÀ`m gd©gmYmaU g^oMm R>amd
5) gj_ àm{YH$mè`mH$Sy>Z àmá Pmcoë`m Vm§{ÌH$ _mÝ`VoÀ`m 
AmXoemMr àV 
6) ~m§YH$m_ {df`H$ H$m_ Agë`mg ZJaaMZm emIoH$Sy>Z 
àñVm{dV H$m_mÀ`m aoIm§H$Z ZH$mem§Zm _§Oyar àmá Pmë`mÀ`m 
AmXoemMr àV 
7) _mJrc Am{W©H$ dfm©_Ü`o àmá Pmcoë`m {ZYrMm nyU©nUo 
{d{Z`moJ H$éZ Ë`mMo {d{Z`moJ à_mUnÌ
8) gXa AZwXmZmVyZ `mnydu KoVcocr àemgH$s` _mÝ`Vm 
{XZm§H$ d a¸$_ Pmcocm IM© `m ~m~VMr _m{hVr Xe©{dUmao 
{ddaUnÌ 
9) gXa H$m_mÀ`m {Z{dXm H$mT>Ê`mV Amë`m ZmhrV VgoM 
Pmcoë`m H$m_mMo àñVmd gmXa H$aÊ`mV Amcoco ZmhrV 
`m~m~VMo à_mUnÌ 

_hmamï´> emgZ, ZJa {dH$mg {d^mJ `m§MoH$S>rc emgZ {ZU©` 
H«$.EZ`wAma-2010/à.H«$.317/10/Z{d-33 {X. 8 Zmoìh|~a 
2010

1 {df` 

2 Amdí`H$ H$mJXnÌo 

3 g§~§{YV emgZ g§X^©, 
 emgZ {ZU©`, BVa 
 AmXoe, n[anÌH$ B. 
 (H$moUË`m A{Y{Z`_mMo/ 
 {Z`_mMo AmYmao gXa 
 H$m_H$mO nyU© Ho$co OmUma 
 Amho)  

6



S TA N D A R D   O P E R AT I N G   PR O C E D U R E gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

_wÔm H«$. 2 _Yrc Z_wX Amdí`H$ H$mJXnÌm§Mr N>mZZr H$éZ 
_hmamï´> gwdU© O`§Vr ZJamoËWmZ _hmA{^`mZ ({OëhmñVa) 
A§VJ©V àmá AZwXmZmÀ`m AZwf§JmZo àemgH$s` _mÝ`Vo~m~V 
H$m`©dmhr H$aUoV ̀ oVo. 

-

-

{Oëhm{YH$mar 

15 {Xdg 

4 {ZU©` à{H«$`oV VnmgUr 
 H$aUoV ̀ oV Agcoë`m  
 ~m~r

5 Amdí`H$ ewëH$ 

6 ewëH$ ̂ aUoMr nÜXV 

7 {ZU©` KoUmao A{YH$mar 

8 {ZU©` à{H«$`og cmJUmam 
 H$mcmdYr 
 

7



S TA N D A R D   O P E R AT I N G   PR O C E D U R E gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

{df` H«$. - 5 
d¡{eîQ>çnyU© `moOZo A§VJ©V àmá AZwXmZmÀ`m AZwf§JmZo X`md`mÀ`m àemgH$s` 
_mÝ`Vo~m~V H$amd`mMr H$m`©dmhr

ñnï>rH$aUA.Z§. Vnerc

d¡{eï>nyU© ̀ moOZoA§VJ©V àmá AZwXmZmÀ`m AZwf§JmZo X`md`mÀ`m 
àemgH$s` _mÝ`Vo~m~V H$amd`mMr H$m`©dmhr 

1) ZJan[afXm§H$Sy>Z gXa {df`m~m~VMm àñVmd 
2) àñVm{dV H$m_mgmR>r emgZmÀ`m BVa H$moUË`mhr ̀ moOZo 
 A§VJ©V AW© ghm` KoVco Zgë`m~m~VMo à_mUnÌ 
3) àñVmdmVrc H$m_ Á`m O{_Zrda ¿`md`mMo Amho Vr O{_Z 
 ZJan[afX/_hmZJanm{cHo$À`m Vmã`mV Agë`mMo 
 à_mUnÌ
4) àñVm{dV H$m_mMr {ZdS> d {Z{üVr H$aUmam ZmJar ñWm{ZH$ 
 ñdamÁ` g§ñWoÀ`m gd©gmYmaU g^oMm R>amd.
5) gj_ àm{YH$mè`mH$Sy>Z àmá Pmcoë`m Vm§{ÌH$ _mÝ`VoÀ`m 
 AmXoemMr àV
6) ~m§YH$m_ {df`H$ H$m_ Agë`mg ZJaaMZm emIoH$Sy>Z 
 àñVm{dV H$m_mÀ`m aoIm§H$Z ZH$mem§Zm _§Oyar àmá 
 Pmë`mÀ`m AmXoemMr àV
7) _mJrc Am{W©H$ dfm©_Ü`o àmá Pmcoë`m {ZYrMm nyU©nUo 
 {d{Z`moJ H$éZ Ë`mMo {d{Z`moJ à_mUnÌ. 
8) gXa AZwXmZmVyZ ̀ mnydu KoVcocr àemgH$s`  _mÝ`Vm 
 {XZm§H$ d a¸$_, Pmcocm IM© ̀ m ~m~VMr Xe©{dUmao 
 {ddaUnÌ
9) gXa H$m_mÀ`m {Z{dXm H$mT>Ê`mV Amë`m ZmhrV VgoM 
 Pmcoë`m H$m_mMo àñVmd gmXa H$aÊ`mV Amcoco ZmhrV 
 `m~m~VMo à_mUnÌ

_hmamï´> emgZ,ZJa {dH$mg {d^mJ ̀ m§MoH$S>rc emgZ {ZU©` H«$. 
g§H$sU© - 102000/à.H«$.40/2000/Z{d-4 {X. 
25/02/2002 d emgZ {ZU©` g_H«$_m§H$ {XZm§H$ 
16/2/2007 

1 {df` 

2 Amdí`H$ H$mJXnÌo 

3 g§~§{YV emgZ g§X^©, 
 emgZ {ZU©`, BVa 
 AmXoe, n[anÌH$ B. 
 (H$moUË`m A{Y{Z`_mMo/ 
 {Z`_mMo AmYmao gXa 
 H$m_H$mO nyU© Ho$co OmUma 
 Amho)  

8



S TA N D A R D   O P E R AT I N G   PR O C E D U R E gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

_wÔm H«$. 2 _Yrc Z_wX Amdí`H$ H$mJXnÌm§Mr N>mZZr H$éZ 
d¡{eîQ>çnyU© `moOZo A§VJ©V àmá AZwXmZmÀ`m AZwf§JmZo 
àemgH$s` _mÝ`Vo~m~V H$m`©dmhr H$aUoV ̀ oVo. 

-

-

{Oëhm{YH$mar 

15 {Xdg 

4 {ZU©` à{H«$`oV VnmgUr 
 H$aUoV ̀ oV Agcoë`m  
 ~m~r

5 Amdí`H$ ewëH$ 

6 ewëH$ ̂ aUoMr nÜXV 

7 {ZU©` KoUmao A{YH$mar 

8 {ZU©` à{H«$`og cmJUmam 
 H$mcmdYr 
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STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

{ZdS>UyH$ 
emIm13



S TA N D A R D   O P E R AT I N G   PR O C E D U R E gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

* AZwH«$‘m{UH$m *
A.Z§. {df¶ n¥.H«$.

{ZdS>UyH$ emIm

1. {dYmZg^m _VXma ̀ mXrV Zmd g_m{dï> H$aÊ`mgmR>rMm AO© H$aUo d _VXma N>m`m{MÌ AmoiInÌ                 1

 àmá H$éZ KoUo.

2. _VXma ̀ mXrVrc Zmdmg Amjon KoUo qH$dm dJiUr H$aUo.                               4

3. _VXma ̀ mXrVrc Zm|XUrÀ`m Vn{ecm _Ü`o XþéñVr H$aUo d _VXmam§Zm XþéñV _VXma N>m`m{MÌ             6

 AmoiInÌ CncãY H$éZ XoUo.

4. _VXma ̀ mXrVrc Zmd Zm|XUrMo Ë`mM {dYmZg^m _VXma g§Km_Ü`o ñWcm§Va H$aÊ`mgmR>r                         9

 AO© H$aUo d _VXmam§Zm XþéñV _VXma N>m`m{MÌ AmoiInÌ CncãY H$éZ XoUo.



STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

{ZdS>UyH$ emIm 
{df` H«$. 1 - {dYmZg^m _VXma `mXrV Zmd g_m{dï> H$aÊ`mgmR>rMm AO© H$aUo d _VXma N>m`m{MÌ 
AmoiInÌ àmá H$éZ KoUo.

ñnï>rH$aUA.Z§. Vnerc

{dYmZg^m _VXma `mXrV Zmd g_m{dï> H$aUo d _VXma 
N>m`m{MÌ AmoiInÌ àmá H$éZ KoUo. 

{ZewëH$ 

cmJy Zmhr 

ZdrZ _VXmam§gmR>r ZdrZ _VXma Zmd Zm|XUrgmR>r {d{hV 
Z_wÝ`mVrc AO© Z_wZm 6 Amdí`H$ nwamì`mgh 
  nwZ[ajU H$m`©H«$_ Mmcy Zgoc Aemdoir AO© AO©XmamZo 

XmoZ  àVrVM XmIc Ho$cm nm{hOo.
* d`mMm nwamì¶mgmR>r Amdí`H$ H$mJXnÌ 
 (Imcrc n¡H$s EH$) 
 _hmZJanm{cHo$À`m àm{YH$mè`mZo {Xcoco OÝ_{XZmMo  

à_mUnÌ
 AO©Xma gdm©V eodQ>r Á`m emioV Jocm Agoc Ë`m emioZo 

{Xcoco OÝ_ {XZ à_mUnÌ
 AO©Xma B`Îmm Xhmdr CÎmrU© Agoc Va OÝ_ VmarI Z_wX 

Ho$coco XhmdrMo _yi à_mUnÌ
 OÝ_ VmarI Z_wX Ho$coë`m B`Îmm AmR>drMr JwUn{ÌH$m
 OÝ_ VmarI Z_wX Ho$coë`m B`Îmm nmMdrMr JwUn{ÌH$m 
 AO©Xma Xhmdr n`ªV {ejrV Zgoc Va n[a{eï> 1 _Ü`o 

{dhrV Z_wÝ`mV nmcH$mZo {Xcoco KmofUmnÌ 
 AO©Xma Xhmdr n`ªV {ejrV Zgoc d Ë`mMo XmoÝhr nmcH$ 

{OdrV Zgë`mg g§~§{YV J«m_n§Mm`VrÀ`m gan§MmZo qH$dm 
g§~§{YV ZJan[afX/_hmZJanm{cH$m `m§À`m gXñ`mZo 
{Xcoco d`mMo à_mUnÌ

 nmanÌ 
 n°ZH$mS>© 
 dmhZ nadmZm 
 AmYma H$mS>© 
* a{hdmg nwamdm (Imcrc n¡H$s EH$)

1 {df` 

2 Amdí`H$ ewëH$ 

3 ewëH$ \$s ̂ aÊ`mMr nÜXV 

4 Amdí`H$ H$mJXnÌo

1



STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

 ~±H$ qH$dm {H$gmZ qH$dm S>mH$ H$m`m©c`mMo Mmcy nmg~yH$ 
 AO©XmamMr {eYm n{ÌH$m / nmanÌ / dmhZ Mmc{dÊ`mMm  

nadmZm, Am`H$a {d^mJmMm AmXoe
 AO©XmamMo Zmdmda Agcco qH$dm AO©XmamMo nmcH$ BË`mXr 

`m§À`m {ZH$Q>V_ ZmVodmB©H$m§À`m Zmdmda Agcoco AcrH$S>Mo 
nmUr/XÿaÜdZr/drO/J°g OmoS>UrMo {~c.

 {Xcoë`m nË`mda AO©XmamÀ`m ZmdmZo Amcoco nmR>{dcoco 
S>mH$ {d^mJmMo Q>nmc.

1) nwZ[ajU H$m`©H«$_mÀ`m AV§J©V _VXmZ H|$Ð ñVar`  
 A{YH$mar (BLO) ̀ m§MoH$S>o
2) _VXma Zm|XUrÀ`m {Za§Va à{H«$`o A§VJ©V ghm`H$ _VXma 
 Zm|XUr A{YH$mar VWm VhgrcXma qH$dm _VXma Zm|XUr 
 A{YH$mar VWm Cn {d^mJr` A{YH$mar

1. _VXma Zm|XUr {Z`_ 1960 Mo {Z`_ 13 (1) d 26 Zwgma 
2. ^maV {ZdS>UyH$ Am`moJ d _m. _w»` {ZdS>UyH$ A{YH$mar 
 `m§Zr doimodoir {Xcoco {ZX}e d gwMZmZwgma H$m`©dmhr H$aUo.

 AO© Á`m dfm©_Ü`o {Xcm Amho Ë`m dfm©À`m 1 OmZodmar amoOr  
 18 df} d` nyU© AgcoMm nwamdm Amdí`H$ Amho. d ñWm{ZH$ 
 a{hdmgmMm nwamdm AgUo Amdí`H$ Amho. 

 ZOrH$À`m H$mimVrc g_moaÀ`m ~mOyZo g§nyU© Moham {Xgoc 
 Agm nmgnmoQ>© gmB©O a§JrV N>m`m{MÌ (3.5 go_r. � 3.5  
go_r.) AgUo Amdí`H$ Amho. 

 AOm©Vrc à{VkmnÌmVrc Vn{ec AO©XmamZo ^éZ ñdmjar 
 H$aUo Amdí`H$ Amho.

 Oa `m AJmoXa BVa _VXma g§KmÀ`m _VXma `mXrV Zmd  
Zm|Xdcoco Agoc Va Ë`m~m~VMr _m{hVr Vn{ec Z_wZm 6 
 À`m ̂ mJ 4 _Ü`o XoUo ~§YZH$maH$ Amho. 

5 AO© Hw$R>o H$amdm/¿`mdm

6 g§~§{YV emgZ  g§X^© / 
 emgZ {ZU©` BVa 
 AmXoe n[anÌH$ BË`mXr 
 (H$moUË`m {Z`_mÀ`m / 
 A{Y{Z`_mÀ`m  AmYma o 
 gXa H$m_H$mO nyU© 
 Ho$co OmUma Amho.) BVa 
 AmXoe n[anÌH$ BË`mXr

7 {ZU©` à{H«$`oV VnmgUr 
 H$aUoV ̀ oV Agcoë`m 
 ~m~r

2



STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

_VXma Zm|XUr A{YH$mar VWm Cn {d^mJr` A{YH$mar 

_VXmZ H|$ÐñVar` A{YH$mar `m§MoH$S>og _VXma N>m`m{MÌ 
AmoiInÌ àmá hmoB©c. 

_m. {ZdS>UwH$ Am`moJmMo {ZX}emZwgma {dhrV Ho$cocm H$mcmdYr 

8 {ZU©` KoUmao A{YH$mar 

9 AO©Xmamg _VXma 
 N>m`m{MÌ AmoiInÌ 
 Hw$R>o {_ioc 

10 {ZU©` à{H«$`og cmJUmam 
 H$mcmdYr 

3



STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

{ZdS>UyH$ emIm 
{df` H«$. 2 - _VXma `mXrVrc Zmdmg Amjon KoUo qH$dm dJiUr H$aUo.

ñnï>rH$aUA.Z§. Vnerc

_VXma ̀ mXrVrc Zmdmg Amjon KoUo qH$dm dJiUr H$aUo. 

{ZewëH$ 

cmJy Zmhr 

 _VXma `mXrVrc Zmdmg Amjon KoÊ`mgmR>r qH$dm  
 dJiÊ`mgmR>r AO© {dhrV Z_wZm  7 

 nwZ[ajU H$m`©H«$_ Mmcy Zgoc Aem doir AO© AO©XmamZo 
XmoZ àVrV XmIc Ho$cocm AgUo Amdí`H$ Amho.

  Amjon KoUogmR>r qH$dm dJiÊ`mMm àË`oH$ Zm|XrH$[aVm ñdV§Ì 
 AO© XmIc H$aUo Amdí`H$ Amho.

 AmjonH$ AO©XmamZo Ë`mÀ`m _Vo Á`m H$maUmgmR>r Ogo _¥V 
 Pmë`m_wio, ñWcm§Va Pmë`m_wio Zm|X{dcoë`m nË`mda 
 gd©gmYmaUnUo {Zdmg H$aV Zmhr BË`mXr gmR>r Vo Zmd 
  _VXma ̀ mXrV g_m{dï> H$aÊ`mgmR>r Ah©Vm Zmhr Ago dmQ>Vo 
 Vo H$maU Z_wX H$amdo d Zmd H$mTy>Z Q>mH$UogmR>r {Xcoco H$maU 
 gmYma Agë`mMo em~rV H$aÊ`mMr O~m~Xmar AmjonH$mMr 
 Agoc

1)  nwZ[ajU H$m`©H«$_mÀ`m A§VJ©V _VXmZ H|$Ð ñVar`   
     A{YH$mar (BLO) ̀ m§MoH$S>o
2) _VXma Zm|XUrÀ`m {Za§Va à{H«$`o A§VJ©V ghm`H$ _VXma 
 Zm|XUr A{YH$mar VWm VhgrcXma qH$dm _VXma Zm|XUr 
 A{YH$mar VWm Cn {d^mJr` A{YH$mar

1. _VXmZ Zm|XUr {Z`_ 1960 Mo {Z`_ 13 (2) d 26 Zwgma 
2. _m. ̂ maV {ZdS>UyH$ Am`moJ d _m. _w»` {ZdS>UyH$ A{YH$mar 
 `m§Zr doimodoir {Xcoë`m {ZX}e d gyMZmZwgma H$m`©dmhr
  H$aUo.

1 {df` 

2 Amdí`H$ ewëH$ 

3 ewëH$ \$s ̂ aÊ`mMr nÜXV 

4 Amdí`H$ H$mJXnÌo

5 AO© Hw$R>o H$amdm / ¿`mdm 

6 g§~§{YV emgZ g§X^© / 
 emgZ {ZU©` BVa AmXoe 
 n[anÌH$ BË`mXr (H$moUË`m 
 {Z`_mÀ`m/A{Y{Z`_mÀ`m 
 AmYmao gXa H$m_H$mO nyU© 
 Ho$co OmUma Amho) BVa 
 AmXoe n[anÌH$ BË`mXr 

4



STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

 Á`m ZmdmMm Amjon KoVcm Agoc Ë`m ì`º$sMm g{dñVa   
   Vn{ec Á`m ì`º$sMr Zm|X dJimd`mMr Amho Ë`m ì`º$sMm 
 g{dñVa Vn{ec AOm©V Z_wX H$aUo Amdí`H$ Amho.
 Zmd dJimd`mMo Amho Aer ì`º$sMo Amjon KoÊ`mV Amcoë`m 

Zm|Xr~m~V _VXma `mXrÀ`m ^mJ H«$_m§H$, _VXma `mXrVrc 
AZwH«$_m§H$ d Ë`m ì`º$scm {Xcoë`m _VXma N>m`m{MÌ 
AmoiInÌmMm H«$_m§H$ (Agoc Va) Vn{ec Zm|X{dUo 
Amdí`H$ Amho.

 Amjon KoUmam AO©Xma Ë`m _VXma g§KmMm _VXma AgUo 
Amdí`H$ Amho.

 AOm©Vrc à{VkmnÌmV {Xcocm Vn{ec AO©XmamZo ^éZ 
ñdmjar Ho$cocr AgUo Amdí`H$ Amho. 

 AmjonH$ _VXmamMo Zmd Á`m ̀ mXr^mJmV g_m{dï> Amho Ë`mM 
`mXr^mJmVrc _VXmam~m~V Amjon KoUo Amdí`H$ Amho.

_VXma Zm|XUr A{YH$mar VWm Cn{d^mJr` A{YH$mar 

_m. {ZdS>UyH$ Am`moJmMo {ZX}emZwgma {dhrV Ho$cocm H$mcmdYr 

7 {ZU©` à{H«$`oV VnmgUr 
 H$aUoV ̀ oV Agcoë`m 
 ~m~r 

8 {ZU©` KoUmao A{YH$mar 

9 {ZU©` à{H«$`og cmJUmam 
 H$mcmdYr

5



STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

{ZdS>UyH$ emIm 
{df` H«$. 3 - _VXma `mXrVrc Zm|XUrÀ`m Vn{ecm _Ü`o XþéñVr H$aUo d _VXmam§Zm XþéñV 
               _VXma N>m`m{MÌ AmoiInÌ CncãY H$éZ XoUo.

ñnï>rH$aUA.Z§. Vnerc

_VXma `mXrVrc Zm|XUrÀ`m Vn{ecm_Ü`o XþéñVr H$aUo d 
_VXmam§Zm XþéñV _VXma N>m`m{MÌ AmoiInÌ CncãY H$éZ 
XoUo. 

{ZewëH$ 

cmJy Zmhr 

_VXma `mXrVrc Zm|XrÀ`m Vn{ecm_Ü`o H$amd`mÀ`m 
XþéñVrgmR>r {dhrV Z_wÝ`mVrc AO© Z_wZm 8
 nwZ[ajU H$m`©H«$_ Mmcy Zgoc Aemdoir AO© AO©XmamZo XmoZ    
     àVrV H$aUo Amdí`H$ Amho.
* d`mMm nwamdm (d`mV XþéñVr Amdí`H$ Agë`mg) Imcrc 
 n¡H$s EH$ 
 _hmZJanmcrHo$Mm àm{YH$mè`mZo {Xcoco OÝ_{XZmMo à_mUnÌ 
 AO©Xma gdm©V eodQ>r Á`m emioV Jocm Agoc Ë`m emioZo   
    {Xcoco OÝ_ {XZ à_mUnÌ
 AO©Xma B`Îmm Xhmdr CÎmrU© Agoc Va OÝ_ VmarI Z_wX  
    Ho$cco XhmdrMo _yi à_mUnÌ
 OÝ_ VmarI Z_wX Ho$coë`m B`Îmm AmR>drMo JwUn{ÌH$m 
 OÝ_ VmarI Z_wX Ho$coë`m B`Îmm nmMdr JwUn{ÌH$m 
 AO©Xma Xhmdr n`ªV {ejrV Zgoc Va Ë`mÀ`m nmcH$mZo 

 n[a{eï> 1 _Ü`o {dhrV Z_wÝ`mV Úmd`mMo KmofUmnÌ
 AO©Xma Xhmdr n`ªV {ejrV Zgoc d Ë`mMo XmoÝhr nmcH$   
  {OdrV Zgë`mg g§~§{YV J«m_n§Mm`VrMo gan§MmZo qH$dm 
 g§~§{YV ZJan[afX / _hmZJanm{cH$m `m§À`m gXñ`mZo 
 {Xcoco d`mMo à_mUnÌ
 nmanÌ 
 n°ZH$mS>© 
 dmhZ nadmZm 
 AmYma H$mS>©  
* ahrdmg nwamdm 
 (ahrdmg nÎ`mV XþéñVr Amdí`H$

1 {df` 

2 Amdí`H$ ewëH$ 

3 ewëH$ \$s ̂ aÊ`mMr nÜXV 

4 Amdí`H$ H$mJXnÌo

6



STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

Agë`mg) Imcrc n¡H$s EH$
 ~±H$ qH$dm {H$gmZ qH$dm S>mH$ H$m`m©c`mMo Mmcy nmg~yH$ 
 AO©XmamMr {eYm n{ÌH$m /nmanÌ / dmhZ Mmc{dÊ`mMm 

 nadmZm, Am`H$a {d^mJmMm AmXoe
 Ë`m nË`mgmR>r AO©XmamMo Zmdmda Agcoco qH$dm AO©XmamMo 

 nmcH$ BË`mXr `m§À`m {ZH$Q>V_ ZmVodmB©H$m§À`m Zmdmda 
 Agcoco AcrH$S>Mo nmUr/XÿaÜdZr/drO/J°g OmoS>UrMo 
 {~c

 {Xcoë`m nË`mda AO©XmamÀ`m ZmdmZo Amcoco/nmR>{dcoco 
S>mH$ {d^mJmMo Q>nmc

* \$moQ>moV XþéñVr Amdí`H$ Agoc Va ZOrH$À`m H$mimVrc 
 a§JrV N>m`m{MÌ Amdí`H$ Amho.

1) nwZ[ajU H$m`©H«$_mÀ`m A§VJ©V _VXmZ H|$Ð ñVar`  
     A{YH$mar (BLO) ̀ m§MoH$S>o
2) _VXma Zm|XUrÀ`m {Za§Va à{H«$`o A§VJ©V ghm`H$ _VXma 
 Zm|XUr A{YH$mar VWm VhgrcXma qH$dm _VXma Zm|XUr 
 A{YH$mar VWm Cn {d^mJr` A{YH$mar 

1. _VXmZ Zm|XUr {Z`_ 1960 Mo {Z`_ 13(3) d 26 Zwgma 
2. _m.^maV {ZdS>UyH$ Am`moJ d _m._w»` {ZdS>UyH$ A{YH$mar 
 `m§Zr doimodoir {Xcoë`m {ZX}e d gwMZmZygma H$m`©dmhr 
 H$aUo.

 AOm©Vrc à{VkmnÌ {Xcoë`m Vn{ecmV AO©XmamZo ^éZ 
¿`mdo d ñdmjar H$aUo Amdí`H$ Amho.

 d` qH$dm ahrdmgr nwamdm `mn¡H$s Á`m Vn{ecmV XþéñVr 
H$amd¶mMr Amho Ë¶m~m~V nwamdm Amdí`H$ Amho.

5 AO© Hw$R>o H$amdm/¿`mdm

6 g§~§{YV emgZ g§X^© / 
 emgZ {ZU©` BVa AmXoe 
 n [ a n Ì H $  B Ë ` m X r   
 (H$moUË`m {Z`_mÀ`m / 
 A{Y{Z`_mÀ`m AmYmao 
 gXa H$m_H$mO nyU© Ho$co 
 OmUma Amho.) BVa AmXoe 
 n[anÌH$ BË`mXr

7 {ZU©` à{H«$`oV VnmgUr 
 H$aUoV `oV Agcoë`m 
 ~m~r

7



STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

 EH$ ì`º$s BVa H$moUË`mhr AÝ` ì`º$sÀ`m Vn{ecmV 
XþéñVr H$aUogmR>r AO© XmIc H$é eH$Uma Zmhr.

_VXma Zm|XUr A{YH$mar VWm Cn {d^mJr` A{YH$mar 

_VXmZ H|$ÐñVar` A{YH$mar `m§MoH$S>og _VXma N>m`m{MÌ 
AmoiInÌ àmá hmoB©c

_m. {ZdS>UyH$ Am`moJmMo {ZX}emZwgma {dhrV Ho$cocm H$mcmdYr

8 {ZU©` KoUmao A{YH$mar 

9 AO©Xmamg _VXma 
 N>m`m{MÌ AmoiInÌ 
 Hw$R>o {_ioc 

10 {ZU©` à{H«$`og cmJUmam 
 H$mcmdYr

8



STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

{ZdS>UyH$ emIm 
{df` H«$.4 - _VXma `mXrVrc Zmd Zm|XUrMo Ë`mM {dYmZg^m _VXma g§Km_Ü`o ñWcm§Va H$aÊ`mgmR>r 
              AO© H$aUo d _VXmam§Zm XþéñV _VXma N>m`m{MÌ AmoiInÌ CncãY H$éZ XoUo.

ñnï>rH$aUA.Z§. Vnerc

_VXma `mXrVrc Zmd Zm|XUrMo Ë`mM {dYmZg^m _VXma 
g§Km_Ü`o ñWcm§Va H$aÊ`mgmR>r AO© H$aUo d _VXmam§Zm XþéñV 
_VXma N>m`m{MÌ AmoiInÌ H$éZ XoUo. 

{ZewëH$ 

cmJy Zmhr 

 _VXma `mXrVrc Zm|XrMo ñWcm§Va H$aÊ`mgmR>r AO© {dhrV 
Z_wZm 8 A

 nwZ[ajU H$m`©H«$_ Mmcy Zgoc Aem doir AO©XmamZo XmoZ 
àVrV AO© XmIc H$aUo Amdí`H$ Amho. 

 AO©XmamZo Ë`m§À`m _VXma g§KmVrc gd©gmYmaU  
{ZdmgñWmZmMm nÎmm ñWmZm§VarV hmoUma Agoc Ë`m ZdrZ 
OmJoMm g§nyU© nÎmm Z_wX AgcoMm nwamdm.

 ~°§H$ qH$dm {H$gmZ qH$dm S>mH$ H$m`m©c`mMo Mmcy nmg~wH$ 
 AO©XmamMr {eYm n{ÌH$m / nmanÌ / dmhZ Mmc{dÊ`mMm 

nadmZm, Am`H$a {d^mJmMm AmXoe
 AO©XmamMo Zmdmda Agcoco qH$dm AO©XmamMo nmcH$ BË`mXr 

`m§À`m {ZH$Q>V_ ZmVodmB©H$m§À`m Zmdmda Agcoco  
AcrH$S>Mo nmUr / XÿaÜdZr / drO / J°g OmoS>UrMo {~c 

 {Xcoë`m nÎ`mda AO©XmamÀ`m ZmdmZo Amcoco/nmR>{dcoco 
S>mH$ {d^mJmMo Q>nmc

1) nwZ[ajU H$m`©H«$_mÀ`m A§VJ©V _VXmZ H|$ÐñVar`  
 A{YH$mar  (BLO) ̀ m§MoH$S>o
2)  _VXma Zm|XUrÀ`m {Za§Va à{H«$`o A§VJ©V 
1. ghmæ`H$ _VXma Zm|XUr A{YH$mar VWm VhgrcXma 
2. _VXma Zm|XUr A{YH$mar VWm Cn {d^mJr` A{YH$mar 

1. _VXmZ Zm|XUr {Z`_ 1960 Mo {Z`_ 13(4) d 26 Zwgma 
2. _m. ̂ maV {ZdS>UyH$ Am`moJ d _m. _w»` {ZdS>UyH$ A{YH$mar 
 `m§Zr doimodoir {Xcoë`m {ZX}e d gyMZmZwgma H$m`©dmhr 
 H$aUo.

1 {df` 

2 Amdí`H$ ewëH$ 

3 ewëH$ \$s ̂ aÊ`mMr nÜXV 

4 Amdí`H$ H$mJXnÌo

5 AO© Hw$R>o H$amdm/¿`mdm

6 g§~§{YV emgZ g§X^© / 
 emgZ {ZU©` BVa AmXoe 
 n [ a n Ì H $  B Ë ` m X r   
 (H$moUË`m {Z`_mÀ`m
 /A{Y  {Z`_mÀ`mAmYmao 
 gXa H$m_H$mO nyU© Ho$co 
 OmUma Amho.) BVa AmXoe 
 n[anÌH$ BË`mXr

9



STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc

 AO©XmamZo Ë`mÀ`m ZmdmMr Zm|X ñWcm§VarV H$amd`mMr Amho 
Ë`m _VXma ̀ mXrVrc Zm|X nyduM Zm|Xcocr Amho Ë`m _VXma 
`mXr^mJ H«$_m§H$ d AZwH«$_m§H$ Am{U _VXma N>m`m{MÌ 
AmoiInÌ H«$_m§H$ g§nyU© Vn{ec ̂ aUo d ZmVodmB©H$m§M Zmd 
Z_yX H$aUo Amdí`H$ Amho. 

 AO©Xma ñWcm§VarV hmoD$Z Zmd Zm|X{dUma AmhoV Ë`m ZdrZ 
_VXma `mXr ^mJmVrc ahrdmgmÀ`m _VXma `mXrMm ^mJ 
H«$_m§H$ Z_yX H$aUo Amdí`H$ Amho. 

 AO©Xmamcm ñdV:MrM Zm|X ñWmZm§VarV H$amd`mMr Agoc 
Va AOm©Vrc à{VkmnÌ ^éZ XoÊ`mMr Amdí`H$Vm Zmhr 
_mÌ Xþgè`m ì`º$sgmR>rMr Zm|X ñWmZm§VarV H$aÊ`mgmR>r 
AO© Ho$cm Agoc Va à{VkmnÌ ̂ éZ XoUo Amdí`H$ Amho. 

_VXma Zm|XUr A{YH$mar VWm Cn {d^mJr` A{YH$mar 

_VXmZ H|$ÐñVar` A{YH$mar `m§MoH$S>og _VXma N>m`m{MÌ 
AmoiInÌ àmá hmoB©c.

_m. {ZdS>UyH$ Am`moJmMo {ZX}emZwgma {dhrV Ho$cocm H$mcmdYr

7 {ZU©` à{H«$`oV VnmgUr 
 H$aUoV `oV Agcoë`m 
 ~m~r

8 {ZU©` KoUmao A{YH$mar 

9 AO©Xmamg _VXma 
 N>m`m{MÌ AmoiInÌ 
 Hw$R>o {_ioc 

10 {ZU©` à{H«$`og cmJUmam 
 H$mcmdYr

10



S TA N D A R D   O P E R AT I N G   PR O C E D U R E gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

^wg§nmXZ 
emIm14



S TA N D A R D   O P E R AT I N G   PR O C E D U R E gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

* AZwH«$‘m{UH$m *
A.Z§. {df¶ n¥.H«$.

^wg§nmXZ emIm
1. H$c_ 18 Imcrc Xmdo g§~§{YV H$amd`mMr H$m`©dmhr.                   1

2. ^yg§nmXZ XmIcm XoUo.                                  2

3. ^yg§nmXZ Zm haH$V XmIcm XoUo.                                  3



STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

^wg§nmXZ emIm - 
1 - H$c_ 18 Imcrc Xmdo g§~§{YV H$amd`mMr H$m`©dmhr

ñnï>rH$aUA.Z§. Vnerc ñnï>rH$aUA.Z§. Vnerc

H$c_ 18 Imcrc Xmdo g§~§{YV H$amd`mMr H$m`©dmhr 

{dhrV Z_wÝ`mVrc Xmdm, Xmì`mg ̀ mo½` Vo _wÐm§H$ {MH$Q>{dUo 

^yg§nmXZ A{Y{Z`_ 1894 d Ë`mA§VJ©V {Z`_ nwpñVH$m, 
Imcrc {d{dY emgZ {ZU©` 

1. H$c_ 18 Imcrc Xmdo ̂ yg§nmXZ A{Y{Z`_ H$c_ 12 (2) 
 Mr ZmoQ>rg g§~§{YV ImVoXmamg ~OmdcoMo {XZm§H$mnmgyZ 
 H$c_ 18 Imcrc AO© 42 {XdgmMo AmV XmIc Pmco~m~V 
 ImÌr H$aUo.
2. H$c_ 18 Imcrc XmIc Ho$coë`m Xmì`mg `mo½` Vo _wÐm§H$  
 {MQ>H${dUoV Amco Amho ̀ m~m~V ImÌr H$aUo.

Xmì`mZwgma _m Ý`m`mc`mZo R>adyZ {Xcoë`m qH$_VrMo _wÐm§H$ 

Xmdo XmIc H$aVm§Zm gXa Xmì`mg `mo½` Ë`m a¸$_oMo _wÐm§H$ 
{MQ>H${dUo

g§~§{YV H$m`m©c`mMo Cn{Oëhm{YH$mar (^yg§nmXZ) 

AO©XmamH$Sy>Z n[anyU© Xmdo àmá PmcoZ§Va 15 {Xdg 

1 {df` 

2 Amdí`H$ H$mJXnÌo

3 g§~§{YV emgZ g§X^© / 
 emgZ {ZU©` BVa AmXoe 
 n[anÌH$ BË`mXr(H$moUË`m 
 {Z`_mÀ`m / A{Y 
 {Z`_mÀ`m AmYmao gXa 
 H$m_H$mO  nyU©  Ho$co 
 OmUma  Amho.) 

4 {ZU©` à{H«$`oV VnmgUr 
 H$aUoV ̀ oV Agcoë`m 
 ~m~r 

5 Amdí`H$ ewëH$

6 ewëH$ \$s ̂ aÊ`mMr 
 nÜXV 

7 {ZU©` KoUmao A{YH$mar 

8 {ZU©` à{H«$`og cmJUmam 
 H$mcmdYr

1



STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

^wg§nmXZ emIm - 
2 - ^yg§nmXZ XmIcm XoUo.

ñnï>rH$aUA.Z§. Vnerc ñnï>rH$aUA.Z§. Vnerc
^yg§nmXZ XmIcm XoUo. 

1. goVy H$m`m©c`mVyZ AOm©Mm Z_wZm KoUo (5 é. Mo H$moQ>© \$s  
ñQ>°ångh) 
2. ^yg§nmXZ H$m`Xm H$c_ 4(1)/9(3)(4)/12(2) `mn¡H$s 
Or CncãY Agoc Ë`m ZmoQ>rgrMr àV 

H$m`m©c`m_Yrc CncãY ̂ yg§nmXZ {ZdmS>çmMo AmYmao 

{dhrV Z_wÝ`mVrc AOm©~amo~aM àmá Pmcoë`m H$c_ 4(1), 
9(3), 12(2) Mr ZmoQ>rgrZwgma A§{V_ {ZdS>çmVrc AO©XmamMo 
Zmd d g§nmXrV Pmcoco joÌ, J.Z§. ̀ mMr nS>VmiUr H$aUo 

22 é. 47 n¡ 

B©-godm H|$Ðm_Ü`o amoI ñdénmV 

g§~§{YV Cn{Oëhm{YH$mar (^yg§nmXZ) 

15 {Xdg 

1 {df` 

2 Amdí`H$ H$mJXnÌo

3 g§~§{YV emgZ g§X^© / 
 emgZ {ZU©` BVa AmXoe 
 n[anÌHo$ BË`mXr 
 (H$moUË`m {Z`_mÀ`m / 
 A{Y{Z`_mÀ`m AmYmao 
 gXa H$m_H$mO nyU©
 Ho$co OmUma  Amho.) 

4 {ZU©` à{H«$`oV VnmgUr 
 H$aUoV ̀ oV Agcoë`m 
 ~m~r 

5 Amdí`H$ ewëH$

6 ewëH$ \$s ̂ aÊ`mMr 
 nÜXV 

7 {ZU©` KoUmao A{YH$mar 

8 {ZU©` à{H«$`og cmJUmam 
 H$mcmdYr

2



STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

^wg§nmXZ emIm - 
3 - ^yg§nmXZ Zm haH$V XmIcm XoUo.

ñnï>rH$aUA.Z§. Vnerc ñnï>rH$aUA.Z§. Vnerc

^yg§nmXZ Zm haH$V XmIcm XoUo. 

1. goVy H$m`m©c`mVyZ AOm©Mm Z_wZm KoUo (5 é. Mo H$moQ>© \$s 
 ñQ>°ångh) 
3. AOm©g_doV Mmcy 7/12 CVmam, Amdí`H$ Agë`mg 
 g§~§{YVm§Mo OZac _wIË`ma nÌ, 8 A CVmam B.

Cn{Oëhm{YH$mar (^yg§nmXZ) ̀ m§Mo H$m`m©c`mVrc A{^coI 

1. {dhrV Z_wÝ`mVrc AOm©~amo~aM àmá Pmcoë`m Mmcy 7/12 
 CVmam nmhÿZ gXa CVmè`mda ^yg§nmXZm~m~VMr Zm|X Amho 
 qH$dm H$go ̀ m~m~V ImÌr H$aUo 
2. Cn{Oëhm{YH$mar (^yg§nmXZ) gd© d g§~§{YV VmcwŠ`mMo 
 Cn{d^mJr` A{YH$mar ̀ m§Zm nÌ XoD$Z AO©Xma ̀ m§Zr AOm©V 
 Z_wX Ho$coë`m JmdmVrc JQ> Z§~a d joÌ `m~m~V   
 ^yg§nmXZmMr H$m`©dmhr Mmcy AWdm àñVm{dV Amho qH$dm 
 H$go ̀ m~m~VMm Ahdmc nÌ {XconmgyZ 8 {XdgmMo AmV àmá 
 H$éZ KoUo.
3. da Z_wX H$m`m©c`m§H$Sy>Z àmá Pmcoë`m Zm haH$V  
 XmIë`m§Mr nS>VmiUr H$aUo.

22 é. 47 n¡. 

B©-godm H|$Ðm_Ü`o amoI ñdénmV 

g_Ýd` A{YH$mar (^yg§nmXZ) 

30 {Xdg 

1 {df` 

2 Amdí`H$ H$mJXnÌo

3 g§~§{YV emgZ g§X^© / 
 emgZ {ZU©` BVa AmXoe 
 n[anÌHo$BË`mXr 
 (H$m oUË`m {Z`_mÀ`m/ 
 A{Y{Z`_mÀ`m AmYma o 
 gXa H$m_H$mO  nyU© 
 Ho$co OmUma  Amho.) 

4 {ZU©` à{H«$`oV VnmgUr 
 H$aUoV ̀ oV Agcoë`m 
 ~m~r 

5 Amdí`H$ ewëH$

6 ewëH$ \$s ̂ aÊ`mMr 
 nÜXV 

7 {ZU©` KoUmao A{YH$mar 

8 {ZU©` à{H«$`og cmJUmam 
 H$mcmdYr

3



STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

Cn {d^mJr¶ 
A{YH$mar 
H$m¶m©c¶15



STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

* AZwH«$‘m{UH$m *
A.Z§. {df¶ n¥.H«$.

Cn {d^mJr¶ A{YH$mar H$m¶m©c¶ emIm 

1. AZwgy{MV OmVr, AZwgy{MV O_mVr, {d_wº$ OmVr, ̂ Q>Š`m O_mVr, BVa _mJmg dJ© d {deof           1                         

 _mJmg àdJ© ̀ m àdJm©Vrc ì`º$sg OmVrMm XmIcm XoUo.

2. AZwgy{MV O_mVrMo à_mUnÌ XoUo.                    3         

3. {d_wº$ OmVr, ̂ Q>Š`m O_mVr, BVa _mJmg dJ© d {deof _mJmg àdJm©Vrc CÞV d àJV                    5                                

 ì`º$s/JQ> dJiyZ BVa ì`º$s¨Zm CÞV d àJV ì`º$s/JQ>m§_Ü`o _moS>V Zgë`m~m~VMo à_mUnÌ 

 (Zm°Z {H«${_coAa à_mUnÌ) XoUo.                    



STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

Cn{d^mJr` A{YH$mar H$m`m©c` -    
1. AZwgy{MV OmVr, AZwgy{MV O_mVr, {d_wº$ OmVr, ^Q>Š`m O_mVr, 
BVa _mJmg dJ© d {deof _mJmg àdJ© `m àdJm©Vrc ì`º$sg OmVrMm XmIcm XoUo.

ñnï>rH$aUA.Z§. Vnerc ñnï>rH$aUA.Z§. Vnerc
AZwgy{MV OmVr, AZwgy{MV O_mVr, {d_wº$ OmVr, ^Q>Š`m 
O_mVr, BVa _mJmg dJ© d {deof _mJmg àdJ© `m àdJm©Vrc 
ì`º$sg OmVrMm XmIcm XoUo. 

1) {dhrV Z_wÝ`mVrc AO©XmamMm AO© (Z_yZm 1) 
2) {dhrV Z_wÝ`mVrc enWnÌ (Z_yZm - 2) d Z_yZm - 3 
3) AO©Xma, AO©XmamMo dS>rc, dS>rcmH$S>Mo d`ñH$ ZmVodmB©H$ 
 `m§Mm 
 - OÝ_Zm|XdhrVrc CVmam 
 - àmW{_H$ emim àdoe Zm|XdhrVrc CVmam 
 - emim gmoS>ë`mMm XmIcm 
4) g§~§{YV joÌmVrc _mZrd {XZm§H$mnwduMm ahrdmgm~m~V coIr 
 nwamdm
 
 àdJ©  _mZrd {XZm§H$ 
 AZwgy{MV OmVr  10 Am°JñQ> 1950 
 {d_wº$ OmVr/  21 Zmoìh|~a 1961
 ^Q>Š`m O_mVr 
 BVa _mJmg dJ©/ 13 Am°ŠQ>mo~a 1967
 {deof _mJmg àdJ©

5) AO©XmamMo dS>rc qH$dm ZmVodmB©H$ emg{H$` AWdm AÝ` 
 godoV Agcog godm A{^coI (godm nwñVH$mMm CVmam) 
6) AO©XmamMo dS>rc/g»Io MwcVo qH$dm dS>rcmH$S>rc aº$mMo 
 ZmVodmB©H$ ̀ m§Zm nS>VmiUr g_rVrZo {Xcoco d¡YVm à_mUnÌ
7) _hgycr/J«m_n§Mm`V A{^coI CncãY Agë`mg 
8) N>mZZrA§Vr Amdí`H$ BVa H$mJXnÌo 

1) _hmamï´> AZwgy{MV OmVr, AZwgy{MV O_mVr, {d_wº$ OmVr, 
 ^Q>Š`m O_mVr, BVa _mJmgdJ© d {deof _mJmg àdJ©  
(OmVrMo à_mUnÌ XoÊ`mMo d Ë`m§À`m nS>VmiUrMo  
 {d{Z`_V) A{Y{Z`_ 2000
2) _hmamï´> AZwgw{MV OmVr, AZwgy{MV O_mVr, {d_wº$ OmVr, 
 ^Q>Š`m O_mVr, BVa _mJmgdJ© d {deof _mJmg àdJ©  
(OmVrMo à_mUnÌ XoÊ`mMo d Ë`m§À`m nS>VmiUrMo  
 {d{Z`_Z) {Z`_ 2012
 

1 {df` 

2 Amdí`H$ H$mJXnÌo

3 g§~§{YV emgZ g§X^© / 
 emgZ {ZU©` BVa AmXoe 
 n[anÌH$ BË`mXr(H$moUË`m 
 {Z`_mÀ`m / A{Y 
 {Z`_mÀ`m AmYmao gXa 
 H$m_H$mO  nyU©  Ho$co 
 OmUma  Amho.) 

1



STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc ñnï>rH$aUA.Z§. Vnerc

1) AO©Xma qH$dm Ë`m§Mo dS>rc qH$dm AmOmo~m qH$dm nUOmo~m  
`m§Mm _mZrd {XZm§H$mg g§~§YrV joÌmV ahrdmg AgUo  
Amdí`H$ Amho.
2) AO©XmamMo VmËnwaVm amhÊ`m_wio Aem AO©Xmamg OmV 
 à_mUnÌ XoVm ̀ oV Zmhr. 
3) AO©XmamMo OmVrÀ`m Xmì`mMr gj_ A{YH$mar `m§Mr 
 nS>VmiUr A§Vr ImÌr hmoUo Amdí`H$ Amho.
4) _mZrd {XZm§H$mZ§Va AÝ` amÁ`mVyZ _hmamï´>mV ñWcm§VarV 
 ì`º$sg _hmamï´> amÁ`mH$Sw>Z H$moUVohr cm^ {_iV ZmhrV 
 Aem ñWcm§VarVm§Zm _wi amÁ`mVyZ cm^ KoUogmR>r Z_yZm 10 
 _Yrc OmV à_mUnÌ XoUoV ̀ oVo.
5) àñVmdmVrc H$mJXnÌm§~m~V e§H$m Agë`mg _wi  
 H$mJXnÌm§Mr N>mZZr Amdí`H$ Amho.
6) OmVrMo Xmì`m~m~V Mm¡H$er H$aUo Amdí`H$ Agë`mg 
 AO©Xmamg Zmo{Q>g XoD$Z Mm¡H$er H$aUo Amdí`H$ Amho.

é. 32.47/- 

g§~§{YV B©-godm H|$ÐmV amoI ñdénmV 

g§~§{YV Cn{d^mJr` A{YH$mar 

45 {Xdg 

4 {ZU©` à{H«$`oV VnmgUr 
 H$aUoV `oV Agcoë`m 
 ~m~r

5 Amdí`H$ ewëH$ 

6 ewëH$ ̂ aUoMr nÜXV 

7 {ZU©` KoUmao A{YH$mar 

8 {ZU©` à{H«$`og 
 cmJUmam H$mcmdYr

2



STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

Cn{d^mJr` A{YH$mar H$m`m©c`  - 
2. AZwgy{MV O_mVrMo à_mUnÌ XoUo.

ñnï>rH$aUA.Z§. Vnerc ñnï>rH$aUA.Z§. Vnerc
AZwgy{MV O_mVrMo à_mUnÌ XoUo. 

1) {dhrV Z_wÝ`mVrc AO©XmamMm AO© (Z_yZm A) 
2) {dhrV Z_yÝ`mVrc enWnÌ (Z_yZm - A-1) 
3) AO©XmamMm, Ë`mMo dS>rc qH$dm dS>rcm§Mo ~mOyH$S>rc aº$mMo 
 ZmVodmB©H$ ̀ m§Mm OÝ_Zm|XrMm CVmam
4) AO©XmamMm CncãY Agë`mg, Ë`mÀ`m d{S>cmMm qH$dm 
 AmOmo~mMm àmW{_H$ emim àdoe Zm|XdhrVrc CVmam
5) AO©XmamMm d Ë`mÀ`m d{S>cmMm àmW{_H$ emim gmoS>ë`mMm 
 XmIcm
6) AZwgy{MV O_mVrÀ`m A{YgyMZoÀ`m åhUOo {XZm§H$ 
 6/9/1950 nwduMm g§~§{YV joÌmVrc ahrdmgm~m~V coIr 
 nwamdm.
7) AO©XmamMo dS>rc qH$dm ZmVodmB©H$ emg{H$` AWdm AÝ` 
 godoV Agcog godm A{^coI (godm nwñVH$mMm CVmam)
8) AO©XmamMo dS>rc/g»Io MwcVo qH$dm dS>rcmH$S>rc aº$mMo 
 ZmVodmB©H$ ̀ m§Zm nS>VmiUr g_rVrZo {Xcoco d¡YVm à_mUnÌ
9) _hgycr/J«m_n§Mm`V A{^coI CncãY Agë`mg 
10) N>mZZrA§Vr Amdí`H$ BVa H$mJXnÌo

1) _hmamï´> AZwgw{MV OmVr, AZwgy{MV O_mVr, {d_wº$ OmVr, 
 ^Q>Š`m O_mVr, BVa _mJmgdJ© d {deof _mJmg àdJ©  
(OmVrMo à_mUnÌ XoÊ`mMo d Ë`m§À`m nS>VmiUrMo  
 {d{Z`_V) A{Y{Z`_ 2000
2) _hmamï´> AZwgw{MV O_mVrMo à_mUnÌ (XoÊ`mMo d Ë`m§À`m 
 nS>VmiUrMo {d{Z`_Z) {Z`_ 2003 

1) AO©Xma qH$dm Ë`m§Mo dS>rc qH$dm AmOmo~m qH$dm nUOmo~m  
`m§Mm AZwgy{MV O_mVrÀ`m A{YgyMZoÀ`m åhUOo {XZm§H$ 
 6/9/1950 nwduMm g§~§{YV joÌmVrc ahrdmgm~m~V coIr 
 nwamdm Amdí`H$ Amho.
2) AO©XmamMo VmËnwaVm amhÊ`m_wio Aem AO©Xmamg O_mVrMo 
 à_mUnÌ XoVm ̀ oV Zmhr.
3) AO©XmamMo O_mVrMo Xmì`mMr gj_ A{YH$mar `m§Mr 
 nS>VmiUr A§Vr ImÌr hmoUo Amdí`H$ Amho.

1 {df` 

2 Amdí`H$ H$mJXnÌo

3 g§~§{YV emgZ g§X^© / 
 emgZ {ZU©` BVa AmXoe 
 n[anÌH$ BË`mXr(H$moUË`m 
 {Z`_mÀ`m / A{Y 
 {Z`_mÀ`m AmYmao gXa 
 H$m_H$mO  nyU©  Ho$co 
 OmUma  Amho.) 

4 {ZU©` à{H«$`oV VnmgUr 
 H$aUoV ̀ oV Agcoë`m 
 ~m~r

3



STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc ñnï>rH$aUA.Z§. Vnerc
4) AZwgy{MV O_mVrÀ`m A{YgyMZoÀ`m {XZm§H$mZ§Va AÝ` 
 amÁ`mVyZ _hmamï´>mV ñWcm§VarV ì`º$sg _hmamï´>  
 amÁ`mH$Sw>Z H$moUVohr cm^ {_iV ZmhrV Aem  
 ñWcm§VarVm§Zm _wi amÁ`mVyZ cm^ KoUogmR>r Z_yZm H$-1 
 _Yrc OmV à_mUnÌ XoUoV ̀ oVo.
5) àñVmdmVrc H$mJXnÌm§~m~V e§H$m Agë`mg _wi  
 H$mJXnÌm§Mr N>mZZr H$aUo Amdí`H$ Amho. 
6) AZwgy{MV O_mVrÀ`m Xmì`m~m~V Mm¡H$er H$aUo Amdí`H$ 
 Agë`mg AO©Xmamg Zmo{Q>g XoD$Z Mm¡H$er H$aUo Amdí`H$ 
 Amho.

é. 32.47/- 

g§~§{YV B©-godm H|$ÐmV amoI ñdénmV 

g§~§{YV Cn{d^mJr` A{YH$mar 

1) n[anyU© àñVmd Agë`mg 15 {Xdg 
2) ÌwQ>r Agcog/Mm¡H$er Amdí`H$ Agë`mg - 30 {Xdg 

5 Amdí`H$ ewëH$ 

6 ewëH$ ̂ aUoMr nÜXV 

7 {ZU©` KoUmao A{YH$mar 

8 {ZU©` à{H«$`og 
 cmJUmam H$mcmdYr

4



STANDARD   OPERATING   PROCEDURE gwemgZ
SOP

{Oëhm{YH$mar H$m`m©c`, Ah_XZJa

ñnï>rH$aUA.Z§. Vnerc ñnï>rH$aUA.Z§. Vnerc

Cn{d^mJr` A{YH$mar H$m`m©c`     3. {d_wº$ OmVr, ^Q>Š`m O_mVr, BVa _mJmg dJ© d 
                                      {deof _mJmg àdJm©Vrc CÞV d àJV ì`º$s/JQ> dJiyZ 
                                      BVa ì`º$s¨Zm CÞV d àJV ì`º$s/JQ>m§_Ü`o _moS>V Zgë`m
                                      ~m~VMo à_mUnÌ (Zm°Z {H«${_coAa à_mUnÌ) XoUo.                    

{d_wº$ OmVr, ^Q>Š`m O_mVr, BVa _mJmg dJ© d {deof _mJmg 
àdJm©Vrc CÞV d àJV ì`º$s/JQ> dJiyZ BVa ì`º$s¨Zm CÞV d 
àJV ì`º$s/JQ>m§_Ü`o _moS>V Zgë`m~m~VMo à_mUnÌ (Zm°Z 
{H«${_coAa à_mUnÌ) XoUo. 

1) {dhrV Z_yÝ`mVrc AO©XmamMm AO© 
2) gj_ A{YH$mè`mZo {Xcoco OmVrMo à_mUnÌmMr gmjm§{H$V 
 àV
3) AO©Xma `m§Mo d{S>cm§Mo _mJrc 3 {dÎmr` dfm©Mo  
 g§~§{YV Vh{gcXma `m§Zr {Xcocm (df© {Zhm`) CËnÞmMm 
 XmIcm
4) N>mZZrA§Vr Amdí`H$ BVa H$mJXnÌo 

emgZ n[anÌH$ H«$. gr~rgr-2012/à.H«$.182/{dOm^O-1 
{XZm§H$ 25/3/2013

1) AO©Xma `m§Zm gj_ A{YH$mè`mZo OmVrMm XmIcm {Xcocm 
 Agmdm. 
2) AO©Xma ̀ m§Mo d{S>cm§Mo _mJrc 3 {dÎmr` dfm©Vrc àË`oH$ dfu 
 dm{f©H$ CËnÞ é. 6 cj nojm OmñV Zgmdo. 
3) emgZ n[anÌH$ H«$.gr~rgr 2012/à.H«$.182/{dOm^O-
 1 {XZm§H$ 25/3/2013 g_doVÀ`m n[a{eï> A _Ü`o Z_yX  
"Á`m§Zm AmajUmVyZ dJiUoMo {Z`_ cmJy AmhoV Aem  ì ` º $ s '  
Mr ̀ mXr {Xcocr Amho. AO©Xma Aem ì`º$sMm nmë`  Zgmdm.

é. 32.47/- 

g§~§{YV B©-godm H|$ÐmV amoI ñdénmV 

g§~§{YV Cn{d^mJr` A{YH$mar 

45 {Xdg 

1 {df` 

2 Amdí`H$ H$mJXnÌo

3 g§~§{YV emgZ g§X^© / 
 emgZ {ZU©` BVa AmXoe 
 n[anÌH$ BË`mXr(H$moUË`m 
 {Z`_mÀ`m / A{Y 
 {Z`_mÀ`m AmYmao gXa 
 H$m_H$mO  nyU©  Ho$co 
 OmUma  Amho.) 

4 {ZU©` à{H«$`oV VnmgUr 
 H$aUoV ̀ oV Agcoë`m 
 ~m~r 

5 Amdí`H$ ewëH$ 

6 ewëH$ ̂ aUoMr nÜXV 

7 {ZU©` KoUmao A{YH$mar 

8 {ZU©` à{H«$`og 
 cmJUmam H$mcmdYr 

5
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