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RO @3/ GRS = 73 A0 ARG |

3 oF Mrfere Ifex Seame ger - T Rl @ @F GIRTNRr OR/J1 CRT T I AR
| (P “ARTEfore Tal T OF 94 AR SRFAM PR GG QW ACATF THAB (AT
wsqcame (Post Facto Approval) =fEr «fasres a1 oR wifere w5fes Tk (3t fre =3 |

¢ 2Afeiced €99 (Mode of Payment):

T GEIPINRT A CRIF A= AN do ,000/= (W TER) FIFR TAE =01 (o0 AfSBag e ar
TORAIRCE FC GBIST (o (5 ML OIend ANe ARTHg F0e 7A@ | I 78I 91 =, (18 @
(TTIFR IR (AT G0 FRe SGRKaa e 2(q, @ (T ©F VFwa AT I=CP G N
GO A CRT W FIc0 AR | @] A NS F9F R 57 I OF7 azmw{ efosd (i P
SRR AFH TS I 0o T |

QD

TS T (SHIEF FZ (ACE FIARAT AT G &2 F0, IW (TR 79 51l 51, (72 ¢wew ooy 3fefs
&S IR H*[R (¢ beTl Tfbe:

& st Brarw vifgwr AR T @ SifTwEe’ /@ Ae TE- € SR W3R (SOIEd B RS g ©of
(SEER I (ATF G TN (& e 269 |

T BIRAM@/T it IS FLHT ¢ 7 IR (STIEF IR SIMHIHF FIPTar ~’fe =g
g 713 e fofere @ S o1 T8 (TAtT U (BT O ANewT BTl ARy 41 |

TRCE ARt &y @36 Fyl sifzwr oo (Cash Request Memo) tedt 363 1R ferics
AV TS A |

w1 bifEwr (e (Cash Request Memo) SRR aeasaricad S45 (A0 SRR &R S F00 = |

@ @B (Procurement Register):

- B SFET S0 ,005/= BRI TAW AR 7F9@, WI@ AL I @ TR RAA, TRE A G/
YR G & 1 2, CIREFR & @6 @7 @fersa (Form: L) a1 8fve |

AFCFA: TR 200¢ - oY -
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33 @ TR (Procurement File):

M- B SRFOR QP OQRUIT @ IRGE™G A B[ FR#@/vlewme (@ SO =€ @
vifEe@, weia, wEeE R 8 FIRE R, TREE S GR/AT pieEd) T G @ wiee
THACH F47 Tfbw |

X1, 7w g (INVENTORY MANAGEMENT):

TSR F>M JRAGPAR Afoe g g a4 [Fw ooge =ity | @I a9 qR G0,
TRIRer, GBR AGAT, Afere TaRaR T oifve I, IRy wiEfeTE Tonfr |

S, md @ Uk g (Definition of Inventory & Inventory Management):

AFSFA: TR 006 - 09 -
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T oG T PR AR Gt /mRiE MR @ S - 1R/ GO, AR Yo
AR, @RI GJW ¢ @Aifs, GRiar, oS, (o AP, 2RI, (GAIE7, TCOPORE,
AERE, o, IPRREE, FEE, «de T@-iifs, Topm |

TV G GF *TSRAR AR =G T &R A (&fep1/G3a Ao FFeFiR 98 @9 2,

o 3 (&, R, srfe et et frorer awe, faw, I 6T a1 u3e Afdses farsw
Al |

3. A @9 et (Classification of Inventory):

torrey 3w (Consumable Inventory):

oy e e/ maime comysiey 3w e = a1 T1w;

o IR M- 12E/CHNIRG STGYE TOPAC; W AP ORI, FEoR (1, b GE, [/,
TCORPPRIEE JleT, TP (AR, Rye-TRG™e 7div, 51, 74, B, Tonfm | sAraRTe «3 7T fEfeprefer
SFER AET FICEE SCweeT & 41 = | G2 Tifed [&feP1/7M @ T4 27 CORRPAER TG T
a7 R 753 v (Stock Register) @ &Fe w1 | (Form: K)

o fFFRaT GfpTelem SmGge TomToEy; I AFR COHAIR, FFE0T (R, PR GEE, TORPRIEE
Fifer, e, @, SEt e, o | I el gaae af e o @ S 9k e o
MR- B TTE G ATS BIet FACS 20T | @2 SifeT G et/ @ s o9 kfH - B G @3 o
(=TT T o /41 |

seeraay 32w (Non-Consumable Inventory):

ey 3 ooty 93 «xw f&fe1/gaifm 3 gt v 2] o1y 41 9w

. Furniture, Fixture & Equipments (FF&E) 43 S&ge ff; BReT, G, ST, GG, F8
@REG, @, FERPEDE, T, @, FewE, e R, @RIET @[, (F-GEe (@ enT,
. 13T AqERNE, (oo, Sff-fs o, T |

o IR AGYE AUY; I BT ST, (NGF T3, J12-730FT, 51, fewifers =T, Tonfr |
©. @b I (Store Management):

TA-ABIT (eHIPT) I OIF niRigae e Y[ COIEE SNl Rier e v ¥ wEs sacs
A | AOIHIG AP AT FC G0 GBI FIGAT AT (AT (Srap=iely fepfemrefer s sAeee
IOGT TCRCY T A 2 | R B QoA FwPpe Wl @i @2 wifen fefepr/gaire gtre wid
IAFEen 276 A viet Fa0e =TI | GO 2o ¥ wifen oy /g gife ¢ fewq o
@&o (Stock Register, Form: K ) @ @3 390o =3 | (SM77 93 @39 FIIvomsar gt 37w

AFSFA: TR 006 - 08 -
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@&o (‘Fixed Assets Register’, Form: L) @ (3¢ e 2@ | G336+ & AR, TR ARG =3
M- B SRR COR TR I, Ot Il = ToR-29-61e (Store-In-Charge) 31 ‘GoR 7563
(Store Custodian) | ‘GBS sifzmre@ (*Store Requisition’, Form: Q) @ M- 2 SfFew E7-516
G AW ACATF AAVSET GG A @RTT Sl P GIesal GO (0 [osm 3@ | dfs
SR &5 7 ARG FAOR SR - T GO/ e a1 |

8. sftore e NG (Disposal Committee):

RO offore taRaE cafe frorel emitas &y el «fs “offfere e % (Disposal
Committee) 70w 4T SIR=F | &fSs 38 EHR/ATes NFER o “Afere @rear s (Disposal
Committee) =1 v (Jfeg M (ate) FRIE “fere ar o7 niftgaie e 7= fFRfve «r
SIS 20O (T | T LOF AW A URS ARTSTe GRPITNAR IO S9g] IS ABI2 FCF TS
Afore FIPWRIE S Ifee Teme re Akt | RfH- B T B s @ Ive pa Amar
TS Q@) 7, Gl sifiore s Gyor &l G A fucg | kF- 8 b smengeas (15
TMCTE W0 %4rd CR) Tores fefere Afrees s A1 f[iaw S A9 Tedt Face =E | I
TR R A o Moo AT ©f Ffie P AB HTAF GR SR (@HE AFCO I | WFER
Y GTS FEA™T A EIE (SN (ST T G FIPNTHA ARSTS AT S CIER & G5
IS e IR T eRy 8 I 1R =i Afiees 31 o miftigaie Jfes 7@ 618 qR Sqamed
T S1OTC R | OTP TS AI#TR I AT e BT I T 2J |

e. 3R gk wEFEE (Books & Documents): srer SIre efefs Sz s™itng 3t efdw
focy ffe 3R G AFFTSTETR THACTFY TS =0;

F. =z (Books):

o B3 @D (SR): W ATTS (SPIAY B AR WIRFR MU FOGH S G A 2, O PO
AR, 93 wE/Afeta wa, @R JRTIR I IR AToiF e G oF @envd (Stock
Register) saica®d Facd | (Form: K)

o IR M @EEOR (FAR): W TS G35 ANAN (SPFA 77, (R T8 §¥ AE[ oFe ARw, 9
w/2fefba wa, GR ARG I T2 Ao @R S @t R M @f&oR (‘Fixed Assets
Register’ Form: M), It $403 | (FR1A S effsfb fafarm «ffofe Twa wam sat3 aqe siefé- &
wRFsfTe e T afelt G em T9w (ream wy NFRs fefere gl st fReefor e (‘Fixed
Assets Reporting Form’, Form: N) SI<e &«1te 263 |

o s W GREEE (1IR): T AT By AN (Soiely w7 (iaefer afv Fa Fi0g A N &= AT,
SFER 1R A 5 MR AF© AT, 9% ww/2Afelba v, qiR FeIee 39! 717 o affefl wifz
@3 fesrs m @ferrR (CIndividual Inventory Register’ Form: O), it = | Fvwafer
(-gIZe, MFBREN aragE, = 130 arek|, Ty |

<. =Nz (Formats):

AFCFA: TR 200¢ - o¢ -



o] WEF GG GR AT 12w (FMOG)

teferet 5 (Delivery Challan): @3 st 2re oy ST (1 f&ifest a1 5y AT AT 2itEres
T - B SO FEACH SN ACATE TeRTer bR (Form: P) @7 STHity (@F e 0o TA |
M- B SRFOR GO T By AT (CSTATTHTSIAy 7)) S ST AR NG TS SEe
o FAT | G N P AR, 95 wm/efoflba w9, GR AR I TR w7 SAFER /ZT AN
@ TEFeR TEE BT 4 AR SRS | effolh SRee «B <R WRTeR & G RS FI
FHATH IS TJ |

B _oifemrei@ (Store Requisition Form): sf¥- 2 SfFem F$0F SqUama ACACE TR
sifewea (Form: Q) «a KT WO (S By Al [oa) o 2T | (@ (I e a1 RF- B (e
% S[F/SIVA SIfIeS Tor siftwe@ (SRF) tof FF @R - B GOR T3 IIL ARTS TJ |
TR B ARPER FEHCT SLAMC 1 GO T Ol SIRANIRS Fadl GBIF (A [oq o6 | 92
AR S B W@ RF- T SREOR W NS | @ GH0T AT G GG L FIRT TR PO
T |

P g srema feeffor = (Monthly Fixed Assets Reporting Form): sweR @& st
s W gl s {eof (‘Fixed Assets Reporting Form®, Form: N) Toft 9@ qCS @
el g Titna @po AR, v, GR BT 361 Tet- < AR R efoll et #fkibfs T wm
I M- ¥ AFelTe WP T Afel fGfem S (eam s Wi fefers gft swvitaa Rk
TN OF G T FAA |

qifeet =9 T (Write Off Form): 3fw cetestey et s a1 fafeer (Fixed Assets) Zr@icT,
wrHe, I R S AREE 27 OF &) M- B IEER GO THae @fo qifest s T (“write-
off form’, Form: R) SR#E (of I(F @R O AGR, TG IR AR & “offore raar I
(Disposal Committee) &5 #01Te TR | U FACT FVPHHR IMF TR SIMF TGy @ At 7= Fafar
A A SIF RGeS e 7T ABTR IR SIS S IS TJ |

wfer M (Documentation): ™iwa (B @ser + (Srpsiey =) &ife @ e
ARG 2 G ofie @FeTE M- 8 s qere =J |

. wieEv eI ANmel/arifscay (Restriction for the documentations writing): @@=
ARG COIRA @RS/ Mierivce GoaRb a1 T AL I T4 AE a1 | IN (@A AR Fa00 =7, T
ERIT ol o e @ B e FI6re =@ aR ARRS/AT Faw o - B e wrww «R
IO =il A (countersigned by the supervisor) 3 (= | TRIARPIE &if& @I et
M @ @@, IR IS T AT I GO TR (I AGFE T2 |

Tewd g (Management of Inventory):

R g9 (Accommodation):

TRE- B RO GG 2L FOT CHIF TG FACO T GR OF bIf e 9% A0S =9 |

AFSFA: TR 006 -0y -
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GO wfsFRamie afe (Store authorization process):

- T weeR EW-sE A vty dlewie RN fid sfore sge fifoe 2 fofv G siftmma’
(Form: Q) ST F9C3 | FAPTNAT GO (A0F [oqa 91 8 TolR vifv+ia sfvsreiesies o
AT FACS A |

wwsa (Competent Personnel): sif$eest «az wmst 71y GTet GOIR “IRBERT S Wifkg (e |

wifrg (Responsibilities): wom sAfisrmm wiftg «fwwm a5 afsfe wawe 2@ | @@= IR GBI I
T QR T AT TFPR TofN |

2ife ¥ @ srafesz (Receiving & recording procedures):

o TIPTA AR 9 G eFe M, YR IR fefers, +ARme, o3 7w 77 %3 @frsR
(Stock Register) @ SR=12 GFE FACS I | I FIPTAT FHPE AR AT 22 41 = SR
FTRfT *RTS! FAMACT SR ([FHC FACS T |

o Al e 31 ojfee mapidE ReiRics SR A1 e/ 3o A ST |

o IRIARTIEN FAIARFS o] RPN GITON , AT, FARRARBIAN A S 1 7/t «@a
AL (5F FE (AR 2 CORTHS GO A2 I |

eara »mafeaz (Issuance procedures):

o ETTIFT GO BIRWNER fofers CoRmE WfH- B (it FS A1 viigae Fiews eme F90e 2
|

o S CORPINAR f[Tow/IB & BRI BIfRWIAIG Il BRI P! AGN T/ H=TF |

o TR (A0S FIPT 22 AR 4 RS AF G5 HIfRAACE T BT AT S5 |

% P g ead oIl (Room-wise Fixed Assets List):

FOH W PO W AT ©f IF Fed IR &= 2fsls sfwrr afelt waemr wF sl gi¥t srwa
st ("Room-wise Fixed Assets List’, Form: S) 3#ts =3 |

3= we AAfafcfe e fSfew w9 (Ensure the identification number of Fixed
Assets):

TR To WP ARDS T P, FF ST AT T el G FAoPoi g Fews [eeifs e
Ve IR0 AT T ool emi el elfsfl wift E-sites wifg |

AFSFA: TR 006 -9 -
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¥, e g 9w s ind w9l (Periodic Physical Inventory):

o ISR FGAF MM M 4777 IFTR Y TS I (@, GHICH AF© FIPTAT (COMIT7e @ (oIF=ely 77
T FIPT) @ RICTH fofers eFe KPR GR (GEFF OG, W[, &, A Fa A Wi~
@7, TOER W (FNAI N e T G 32 5 FA0eT 7 G

o T WFR RO AT A9 TN ASFedw arw G TSN (&F/550w A [Wwe JINg A9eia
erae a3 |

o TR ~favle A1 SR Wiy &g ISR AT ST HATABA IR FGCAW ACATE FroF sl e
24 A ToreR fharw o afe a1 9 e Ife w@ oo weithe oky e
AR /AT NI/ (5T Y AT TfoS |

o T AT oyl W2 N oi7oR/AAE WArFl/(0taa & GG I AV A5 TN
(‘Physical Inventory Verification Form’, Form: T) te& &1 =itz |

@, oA fmEe @ (Internal Control System):

ST fTREe oTwod SRR PRl GMICR ACATE Aifgre RFuiaael Fare 7 I ACF foren e
TGS TOIC M THOCIH Faco =3 | oy 3o afmmefer =

e 37T (Handling)

o @I/ fTRf= 7rar (Purchasing/Accounting)

o Iqrm« (Approval)

XII. s 9= (VEHICLE MANAGEMENT):

TSR AR IR AoAET Fg 55 &4 g Toge SR | @« I GG, TR0
RIS, TR 5 GR HeI6e/FRGN afomiz, q F[eafs 8 wiemionz geriv | Sifs, s
@3 RfprreFae ANER AL AN ATOR IS ATS IR0 G079 OF AR, AL R ACHA
(S AT |

AFSFA: TR 006 - oY -
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>. RS G (Vehicle Management):

AR S T 2 wAfqEe AR, TN TTSR SR T T R RIS JIREE T LA | T
AR NPT 2T el | Arod @R At T IRREE I T 6 @F, @GhG,
TFGCPT, T, G2ATT F5, ITATG ST I07, AR« fofere Ffere Fiter 5, TFATH, G
AT, el ¢ fmrm, g feefs ¢ wimfenr T TRogt T @ Febefm IR
THOACTT CRAR fP5e] QW 1 AFNT | TR JIGA GF S 2w =G 0 @R
T[T, AR YOG /IR, TR, ie Aoy wieena frowel eme, e, I-oe w1 @3z

oo farsw arr |

. FFRRE S (Category of Vehicle):

o 8 (bR BIFIA e
o TG AT
o JIB-AEEA

©. TR A fofars 359 (Allocation Category of Vehicle):

bIF BIFIF TS Ja% 4

TP M SR

S =i e | A% (PR 51 ATel) ARHae UIER & PR ATE @R ST JorTs wef*- 2
T FE MOl T2 IAE | WA GEIA! Wq6, (WS GR THATH <476,
GBS OGN, ARG, O wlewivg e &5, 5, Far @ e e
STATSTCT (AT =R CATT 9iTT j32F A0 AR |

3 =T ARBERIA | S (P17 BIFE (TS TS JIRE G NP &[S GRS JSCN5 M- 8
T FE MOl I7H IAE | W@ GEIA! 4F6, (RS qR THAIH 475,
GIROIRE SORGIRN, AR, SR e T <95, b, rar «e e e
oy | fof& sifsprEes GRS Seeams e sAfivlEe (Afiregwee) sfers
LTS T R RTS8t a2 FACS ARG |

. TA-AfvETS MG (51X BIFIF ST A IS I & KD A IR ST YOS5 - T

(FT® (PR(F) | T T TSl IZF IAQ | @I GEA @, GRS G THICIH <0,

GIESR OGN, ARIGAN, M Afeeivg 9 &6, b1, ral @ Jer oot
goriv | R ~fiveias 91 oF niRigeie Jfe Giie Srame e iR fere
TS T (AT G RCAT 18t F92F FA0© AREH |

NIECFRPT GR FHAmeiet 3w F2:

TS T Ty S

S. NCERPT GFG FER FIE G FACAT AFET AR ST & HI2E FA | (T T @3
AR ARSI FAE, 92 STHHTE & Ol AP oIl Wee /ARty Fce
@ | FYUCH WAl YOG fofare B S qi/fdfam =3 |

2. formerot GG SFER FICT AFORE VAN GFFF 20O TG A T G FRNCI

AFSFI: TR 200

-y -
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SFFCT ST ISR G IR I | (T IR AFET AR AR ARSI FAK, 93
ST & OIS SIFCP BTpl feo/#Afiteiiy $a0 =T | F$oCHA 7R AOGA
fofars Brem sAftmm arf/fufam =1 |

TG AT QW I

whe St RS

IO PG | APOR DS (NGF AP A G SN LPE ATE G TAGF AP JO6
s TGF | - B e 45 O] I87 FACE | (T G 6, (TS AR THACITH 2,
MICFASE wiewtifrg 1 29, BT, (w3 e et Tepifer |

MIFAHT W | IR IR FATOR FHTF F9d AHAS T7-GGORIF 3B @ g SR 969 30T
[WF©  (NOF | 1A GF09 pea A GPo o MR (feT) Farwr el 20 AT |
ARCFTGMT

JB-ARF Iq™ A

whe = St =T

d.

WOFA T | FIA GR TS FSTF IS AFES T7-GGPRE 357 @ g S T8 30
R@PS AR | NI GHBF pew ST FaFe RN (%fT) T a1 20 A |
ARG

8.

BIF IS TG NFSNE W3R 2afesz (Policy & Procedures for 4 Wheel Vehicle):

TA-ARDRTS (2P1) 1 ona i nikigalid Jfe ARes g1 “foEm ¢ famgs s | dfsft sfrem
E-5% 7 WG TSR FACH I-F*- B 5 5P O T F1 | ToTS SRPce TR HIREIA
T g YR NS @2/IT AR =S (e 5oTee 261, Grefer feey i zea:

-.

W B ST TR B35 (AHPTAR WRICT) IR eifes omew Yoo g’ (‘Weekly Vehicle
Movement Schedule’, Form: U) SRR @R Presieas g todt afed | Sol-sifipriss 91 nifgare
e TS SIS G MRS MG TST6 D’ 2THIF bR (A TA |

TRMH- B SRR RewEwe 1 td ©F AICR R e T The | - B b o) Sl AfRkER S
GINIECISH

ATOTF BT QI (TSI /9T Gl bell SRS |

ATOP G BETE (74 GIRSR +NEEH ARCS A | AT P One (GRond) Giafer wReFSf
fJemfba (BRTA) TRl (55 A ol ACH | (I4 GRS FTREM QU1 (I SRS S(GORIE AT SRTCa
SRS (e 7F AT |

NG GIRSRCS G ST 9w Bi5caes (Seat Belt) a2 1 A€ | A8 Aeea BiF @ e w1
O TS T G T ACOETE | AW T IR T A GR I W FeE @ K’ e e, o
(e 3T B2 WIBAFI 9] (SN A |

AFCFA: TR 200¢ - 80 -
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ﬁW(W&?\Wﬂ)WQWW sﬂ@aa—mﬂ?qﬁs T FT BHS | ANSPTR
FEACH GG RIS 776 51, FATO (BT LR JTOGFN 20T QRSP I WRIeI 92 el AP |

ATOIF A GRS e wifs &1 3% (*Daily Journey Log Book’, Form: V) Teita=e $03 R
MITS TIPS FAF | IR JIRCEE SCorly * et @x &1t dfzce’ (*Daily Journey Log Book”)
BTSN TPIRCS A | TN T S & /A1 AW FIFONE @11 7 = O % GIZSR T SfFPRIeT
R 7oy wifrgrEe |Wﬁrﬁlﬁ¢—mm AT |

T A |

MO TG FHT T (2T Fyvefr g arrey fcs = |

- B TofRFE &9-516 Wik IMarRes dfstans (‘Monthly Vehicle Report’, Form: W) etsit
MoK &) R "W TR GHfasas efscams (‘Monthly Vehicle Consolidated’, Form: X) cost
FAE |

arfs ol s@emmar (First Aid Box) aaresiz 83 1eaica effsfs ieice Al g |
iR oy i Fea AR+ T (Fire Extinguisher) afefs «méite sR=r< |

W (FF (RIS 8 THATTHCT ARG &7 ©f 20 S O &y IS0 Ml (TS @ TFANITHCOT FIS
vifzme@ (‘Request for Vehicle Repairs & Maintenance Works’, Form: Y) tedt 41 b |

a5 ST pfeq SR FqRT M8F AfEPR IR THATHCR Frer e @ OIS GRMTST AT
(Automation Shop) «=e/ar F=ifos @iGx kiR aFen (Motor Repairs Workshop) 41 s« |

A1 TR SIFRAMPRE GR @RPe it THATH T AP | PR @R TG Gl srfe wieem
M- T FOHCS ©f GO I |

MO AL TIG® I B el (@G, ot TGt , Fa MR, e = Tepifv) =@ ™
TS (F G - T AEITS AT TRHF | TR AN (Y T @F (16 Fo1 Tf*- B S HIaceT
A AT | ZR IR T QIR WIRNG T AT W] o0 A A RS S |

e, ISR [IRT R TR G ZIea/~AfREfors (2 Sqrame Giew) & @ ¢Fa SeER 77 A1 gfoa W Jie

22,

ECd

PACO T | YR R (@ Pleerd o Seqeame ‘(post facto approval may be considered) fcaer w4
JIRCS A |

TA-AROETE (2MP) A MiRigee e Fes feafifes Aok s qR AfePR «a afbF 1
T | @RI @ LR FTE T ¥ B R (18 7 (e =2 “Ifepreie a1 o wikng @i gies
F2 TS ofF HTANS AT AT |

M- B R gEie fRfte ¥ @\ (Fuel Center) @t of$ @ Wi fofers ‘waies toifa o
(Account Payee Cheque) @3 SII<Gea AfRTTY $900 =03 |

AFSFA: TR 006 -8y -
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AT & I A (AT FRCS A =

o fRIE ~fbFIHe A1 OF MRIgee JHFER =7 SAre AATTF FIeoIe I Ml AR |

o o[yl HAftHce (on payment) fefers wiesrs sie =9 |

o T P A1 FOfFAT TR T AT TP FRC FIEos 92 |

TC. Jfenrs e 1 ORI Beer e JI2F Face 2= e vifw=i@’ (‘Vehicle Requisition Form’,
(Form: Z) srqew f=fe) sifiveias a1 oF wiftigele I5fes Sufe (e waa| | @3 CFE “Meid sifew=ia’
3 (R) i +Td e MR & eI fRoMe A1Iee = | TR WIS ! IR =
weme ‘(post facto approval may be considered) ficavr 41 212ce Aa |

P4, JETS JG AT FIRCH T @I FLOF GG I FATS =T FIRAPAR 770 ARG @R MG 476
Fo7A T IIRFFRA IR (A A F41 |

Q9. TS FE MEF IR FAT T JRIRFIRACE MBI 26 So0.00 (7)) Tl &S Feenfoizs sy sfmmws
AV IR GIRORE Mo (T &dF© ARTCAN =6 (AU ARG AR+ GR ARG 7T
NIT CORGIRY | (T4 436, {7 4R {oem fF (IW At Ieaieics «fReeig F9re =3 |

Aq.  @RCR TR T T A 5 T I AZCSs FIREE LAV FACSH AF 8 32 T 7w,
e 41 91 AMfoeT =00 A |

88,  RSE P T AFCR MOl JIRLTFIANCE A(GF ABCAT NLICT FI GIFHTT 7o 51T T e 209 |
38, IEIH foex g sy e |

TF. TS N FANOIF NG (FI I SN S5 20 1 T S0l 7 |

¢. TNIGF ARCHEE Ao @32 Aoz (Policy & Procedures for Motor Cycle):

IS MECES AGO FAFS TG MBS M- B (@I FHECR &y [Reeig <= =9 |
TH-ARDEE (¥P) A1 Ora— IRIgele S *Ift= FIg=1 AfR0rE ¢ frzgs Fat7 | &feft sfwer
E9-5181 T WIfNg Sro S M- B (NI56F MECRER AR Fa1 | IR A0 TR A1 & 2R,
AfE NOTAR G Ml ox AGOR T TWHIARFT HIZF FACS T |

T, A GR ATOR FEFF TP AHAS TH-GGPRIE B @ 51+ Fa1 G357 pfest W Fpe Wiva AR
(fer) Tam e =63 | (Annexure-AE)

4, I RO peAd S BT PIRCET G HPICT SRIC G55 72 FIRET IS 20 |

3. TACPNRAIEE OY @F Tod AR & .- T SfFrR AR 39-51% (4¥Pd SI8iee) @36
TG SIfeTpl (ot T |
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. RF- B SR RPTENty ¥R . O TNDPIASER TR P w9 THO | M- B OES OF
TAGAIRCT=IT “HfeIa e 0 Svo |

. ATOIF BETRCT QI TPl /O (I 5o1 A*TF |

. STSIF TNGIFRCH SR (A4 GRS FREP AFTS A | ST FEF SIend (FNv) GIReR Rl
fqerzia (BRTA) R0 (53 17 ol AMCY | (4 GIEFR FEEP QO] (I BT SFORET TR
BT S (el 7q =1 |

. IO SRYR IR APER BCEE AT belho SR 229 Tarem @3 farerer [ a1 | Aiface Sarrer a3z
R a1 FamPe w14 (alloted employee) < AifrgEE |

. giow e, wfacs, smecd, digfes waafel, 3BT Wy @R AT T TWETNE IR FA R
OISR M AMfed 2w FeRG ond [ivm W 91 329 w3=g qaR/Ar SAeRISRE TR s 929 |
G2 G (T (I AT RIS WP AZACALN FII R OICHfE TS SI00 A |

. R Srwe ok el SRR TR ARG TR T WO SR T [ I
(alloted employee) wiftrgras ¥ fr=wnfee Far | I T2 AT 4R TS =, ToA-2AEFF 9 ©F
frfers Ffes a7 (A Sgafer vaaR 203 |

. Toe 2T1G (WG [FFwr A=A o< 31 Fufa Far Feg ©f I T 29 OO H7TC NETFA AFE ATO
IR |

TIBR MR P TFeed g @R @ Fa0o =03

2T A1 ot Tt e oo o g @l
I A5 G2 Q@Y

e @3 REGFPT 4q6 R QT

N 26 @ @

TP S SIS

TABPNEICET G, (RIS GIR FHACTTRCER A Giee 35+ 57 Jawpe F1ce (alloted employee)
T IO A | 58 THDNRE TR @G SRR 5o FANGR, THICTHET 479, GRAAr 245,
PRI FIRICEE G 7P R @R Ffesrs ga=m (W As), WWWWW@_W
=R AR TS | 9 q@eR HARifEfere, WF- T FeE TS weNive Wi qars {eefs' (Monthly
Vehicle Report (Form: W) «3 fefers pfecs 3ffe =iea smrer e =il sifaceiy 343 |

TGN T BFIE ©IF PERS S2 (5 9=F F00 21 | oo Piegad ;e & ¢ 3%
T I AGOLTE | AW IR T A GR W FOAT G2 GO A, OF 2T I oA AZAN
G (A I | (TG A IR IR @ 7461 =61, I[qwPpe 3@ (alloted employee) i<t
virgIAT | I TR SO IER G {2 ARG GR GEA AN R ©f A o Jfecs WA 4
e 7 |

TAGFARCH () GG =i M I3, 2RITO W (I 2FR JFoars T b 775 AfRgiaa |
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o] WEF GG GR AT 12w (FMOG)

@ I TAGPNECE SR ARG (S &, ©OF S0 SIPIRINSHT @R O fafire Fiees e wies
SR SEORIE B0 RGP AARCAR AT 2GR &roly 7 |

ATOTF TAGIPTNECH BT * (etve @i o7 9%’ (*Daily Journey Log Book”) Form: V saicae s<cq
GFR FFIRCAT AL A | AR (ARG Sy * oaatae & =17 J=ee’ (*Daily Journey Log
Book’) f%FNd e = | I G SR G @R/ A APFONT @RI A1 = S «FF 5 A
PRI IRFS A T ARG |

oifsfs TN (*Ita T We I o7 IRre’ Trel- e w1 8 (¢ feeenNeE Mo 2@ Siehre gRsaee
AHG FAQ | ST INT T CHAT INT o e Coer- Re 8F= 8 (7 fFeenfAng [ve 1T
M- 8 P PATOIRGNT PP (A AT P AP |

M- B IR &F-ve Wi AR [eAfs’ (Monthly Vehicle Report (Form: W) ate<(s
TGN T (O A |

i fofseat semmar (First Aid Box) 2iiemiz €34 JeSIa AfsB TG AT I |

GG ST piea TRTT AT TAGITNICHET AIMSPR G2 FTHAITCNR BT A8 @GNS ERINCST A
(Automation Shop) «zz/ar f=ffoe iba fiferifer waEmt (Motor Repairs Workshop) 3 swers
G PCAPG (NPIABCP [CA T TS |

LT IR BIRANIFG GR TIPS SIfP THACTHS a1 TH© | (FR @R TG f&fept 7 sfwem
WA ¥ IS ©f TS =T |

(G MR A To© I PR nerv (@Grg=m, eomm AbRees, 39 Ao, qar =
Torlf) ZEIEAT AACS 20T @R TR B TGNICHCE A AREIF | HHeT CNGPNCRCER (Y Woeig @
G5 FCOIPH TRM- B TNCLNRAICE FIRET A AT | 2 TRF- 8 SFPa ARG o T Sz
YA VM TG S 4l |

TS (A=) A MRigee e F9d oaies NENRHeER TR g AR @7 7w
AR |

AIRTSG JIRICH TN (I Lo G/ 6 =0T JIRFFR 7770 MRGJRT G (WG 476 Fomme
TR IR (AT AT T |

R CHRICHT e A REO (G AP EPONS P [99T ZCH I, O [FEAS {787 7R {7 4%
FIRCSICT FGHTCP G AU | G2 4T Sl ©F G P G <1 I T HAGAE e Fes
for s RfFE G oG FAT T AT IR OAF [eMbT T ATAT T FF T A FoF
NZCPT JRICHS [T ST FT |

gGge (GD Entry) 3 &7 | =i JIRFFH[T IR RF 70T IR/ Wox fFufze {77
AT G5 e [ealls (e AT | G 47T oA o7 G AT G O 1 AfEbEe I OF
niftigeEe e F6e foF Ty [fAE Gfs ove FRG W Feq R ©7G PO [ReafoT fefere e
ARIBITE I OIF NGNS JfE QTN I TIT |
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@8, ST R (I KR, Ao TR/ T T GNP JIIFPIA I T [Foree SR Q1T 7T
T2 w6z (GD Entry) =1 I8V | AP SRR 1205 AIfgae 6T GR JIRFTFHAT PR (AP
BF, T GR/JT FOR [RPUiRe [RIET AT o RS [eolls e e | 9% §FCAT oA OG
IR G SN (A1) A1 I O TGRS Jfe PGP o oy {48 GPfo oG I W7 PeF IR
O G FAGF [ReAlfcs T fofere A3 wfasere T oiF wifigele 3 aczreri I (e |

=R 41 e fofm |

(Vehicle Movement Log Book) F=aica=r 31 &3 | 4% o IR SRFCR (1305 WIIGRS MCT IR
Qe Bfee | afSfs TRTFIRCFT WP R AGA GR WA HNF 8 [FEAAGIT R JIFRIAT WAH 4R
RS Q1P Bf6® (Form: ) 1 TIGTPIIRCPT S0t JIRIT 217 T3~ 8 (NGRS BIf ST mifigae
NCGT IR AT Bfow |

V. eSS G JIFAPANE G5 T @ENde (Rain Coat) afS 72 I9MT GFIT WA 0T
TG T P RS |

7Y, GfRR Aed [N I=7 97 (I (NIRRT JIFIRANT A I AT NI (P AT TR 27 of
T P GNP RIS FARIOT AT Bow | e I ©F e [POG G BifeH k0o AP
TR SIRCT (NIGAPAIRCRCETH Fferprar SRR GR RfH- B S e ©rF s “ARenfe e es Gt vy
FRCS ARI A |

66, TG *SufeT (T (I *[S O T Z0eT RGN AT G/l TSR IAGA T3 Gl 41 S w0
QTS A |

Y. AR-NICIE NONET G ez (Policy & Procedures for Bi-Cycle):

TS GO NGO TAF© JZ-ARCFAGN - B (R SRR &y [ReaFei 989 203 | &
GG HEHE @ TSI G T MIFN AT (T @ 27T TSAR) AR-7IET ST ST @R KR
A AL | TA-ATIOIETS (HIPT) T ona = WIfgele e A JG=1 ARGER ¢ fEs s |
2fsfb SfFe™ T9-51% @7 Mg TSR AT RMH- T JE-MECHER Afveda T | SR 0T T 1
26T ARG, AR NOTAF I AF(SF ANSOR HF J[2-AT(F JILF FA[ AT |

T, FA GR TOR FEF TP AHAO ~-GOPRT B & F13A 1 G607 pied W TPo IR-MRCF
(o) Fam Face =3 | (Annexure-AF)

4. I AR pEAT T GO PIFET QR SHPICT SIRICY G5 52 FIRCT A0S A |

. JRARIEE ORY OF ToF MR G - T O™ AR 25 (PR Q) @6 13-
HRCHER SIfeTFT 0o FACE |

9. M- B 5T O IR #AfHR e A0 T |
6. AT AR VI FIEH G FIRE T4 ATOMFTS | TATSTS] (I NIFICR & (72 |
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. A T w2t IR /ST Ry wo [FEINGIER @ =, GG eF© I R[b TS| o
AfCey S T |

. IO SRYR IR APER BCEE SCrTT beiho SR 22K M @3 farerer [ 321 | Aiface Sarrer a3z
iR a1 FamPe w314 (alloted employee) “RrfF wifrgd |

. IO e (WG fFFe FAueifame o 71 Fufas a1 Seg o AW T 29 oo TS NEAHE AFE ATSR
ML |

JE-MERCER T [THOId 4 GR @7 FC T3:

o 6T 1 IO TrT- S Ape Py R @l
o =ICAT @R frfbe 2 @R @l
o I S IS A5

. RFS JR-MEPCET T W0 T M e #/7, 2 TNOF JCG AFIS! bl I27 TR Bl I
GR T 4T O] IS ARCAY A FA g | I o W@ e I FAE/ARGT 1y 0o
RICIOIER @ =7, G &F© X <6 o] F6d A4 F1 Tow |

. FEIZCFCET (RIS R FHOCIHCR A Gios 76+ 7 JmPpo daic (alloted employee) 3= Fwce
A |

. TG FAQ G IT© JE-MECEE O JEF FRT S I 7 G 2R [{TTOIF A0 PICST
FRETA |

. ARIAZF (o) @ fT&ils #td 5e1d, 3200o W (@ &R o &= Sl 771 wifrgae |

. 2IRCS6 [ TR (PIF Lo GR/AT Ffo =T IR 720 wigdiey ok (6 Wb Fosaw 2
TR IR (AT AW FAT |

RIT VAT Foxy A PO JR-TICPT EPONS FIAC 9997 A H, ©IF G {99 IR 7 AF
RS PP G AP | R 4T S S P G A1) AT 3T AAgere Je s
for7 71y {48 2o ©7 G D T FAT IR ©OICVH [[eAGT G AT QT P 7 THCF IR0
SE( BEEEINCCER ]

oGge (GD Entry) 31 g7 | Ao JRFFAT PR R 7G5 G/ WoF [rafFe {7 sl
G5 RIS oo (S JFNT | 9% 4FCAT o SVC PAIF G FNOIF (A1) AT I OIF HIAGEE e
PG o7 s A2 25 o7 I 297 F91 Eoe | o e FAbT Reafse ffére 1R =fvrre 3 orF
nIfgare Jfe auareia I (TIT |

. ORPT TC (I BIF, GG IR/ O T RN JIRITPIA I AR [P whR A ST
T WTGgE (GD Entry) 7 Ig97 | AP SRR (1205 WA MET R JIRFPRANT FIZ (A
5fF, B G/ FOF [PUfFe (7 AT Gfo FiRe [eafs (63t Ay | @ 4707 oA O G 39
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T eI A1) AR5 AT OIF FRGRIE e TG o T (S G O G PG 297 FH BHhe | oG
PRI Fesfco fofere A1 afaseEre I orF wifigee e aearemiz I (TeaT |

Yy, afefs WRFeT JAIRT beve R AR fARrer fAfve FEE W GG AR beISee e IR
(Vehicle Movement Log Book) e 1 B6® | @& o IR SReeora ¢1305 wifiigae s dhg
T Bfo® | JR-NICT SPT AT A7 - § IR bIeraes G 1t IRee OIF 71N, A,
TN R AFH (R JIR-IMZCPCTH SIS SPT AAGH© 9M1T6q PR APl THe |

23, SRR aed 4% I=7 AT (I AR-NRT JIRFPIANT AHARS I FHAT I T (R AT T 7 o
TR OIRCT JIR-FNIRPCTH MR AR R - B I PIenT ©F A Afeanfae e st i
FAS AT |

R, TP AN YIRFPIA O T (PG AR T A7 TG RPN G PGACHA [0 Wcqey
FE GR SI9AD [[EIo1 HACATF (1 AFETe FqeqmT 0o ANAT | I T 467 P W A
GGIRIG© JIR-AICPCTH T |

TT. TS =GRl ( (P17 =[S ©Ff el 201 RS Aot G /AT A0 FAGHA Fo S 4 v <0
@S AT |

q. 3R IR WEFIWITRIR (Books & Documents):

Ao A 2feft wfmT A8 T iee fay 3ffe el yar vl wwes sfke:

F. =™z (Books):

o T W @B (Fixed Assets Register’, FAR): o/ (FRRI SIFT 76T 404 IARIRC
T @G FEA M @ESR (Form: M) THAase S | @S9 519 5B 8T, (W57 A2 @R
JIR-MR |

<. =Nz (Formats):

e WfeF %R Yerwb A’ (‘Weekly Vehicle Movement Schedule’): scf#- & wfm
TOfRF BF-5E (LPItaa SaAie) 9o HAeifs e i A ("Weekly Vehicle Movement
Schedule’, Form: U) st 3t | So-wifiplisa 91 niftgele e 3¢s wqire qafs sneifzs
AT JSCAT >’ SATOIP HIFTHCP (A RCJ |

o WS wife & I (*Daily Journey Log Book’): &tsis e (SO SOIH-IGT 2ceT)
GRORF/oFaE e aife @ 3R (*Daily Journey Log Book’, Form: V) Ta= Fad
3R EITS MAFS FAE | AR JIRCEH SOy ' e @ 17 Jfzee’ (*Daily Journey Log
Book’) TSI TS A | (I 1 OLUF & /3T M ASFONI 74T 7 & Of «FF GIROF T
PRI TGRSR I ARGRT | GEoR 2R Py mks A |
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o Wi FWARA faeAfG” (Monthly Vehicle Report): skfé- 2 aearzs &4-51% “wifs ez
=5’ (Monthly Vehicle Report (Form: W) &tsia(G 8l (517 516l + (67 A1RC3+) &= (ot
FAE |

o R IR uIfames afstav (‘Monthly Vehicle Consolidated’): s ® tefeme
&9-5% WibE ARG efst@me (‘Monthly Vehicle Report’, Form: W) @3 fefers s s
G WP ARG @hass dfetame (‘Monthly Vehicle Consolidated’, Form: X) ot
AL |

e B viftw*@ (‘Vehicle Requisition Form’): wfeTs e a1 Sfebre swe 18t gaee
FACS =0 I vifTa@ (‘Vehicle Requisition Form’, (Form: Z) si<es =f& “fiweias ar o=
viftrgee Ifeq Sqafs @ea W | 9B GRE WI@?IW%WM@ 3 (TR) e =td erarem SeemeTR
Ty eI RS AT 20 | TR QTSI NSt IR #1 SerAme ‘(post facto approval
may be considered) v 1 ARCS I |

o M GRS «R FTHFIITHER Fed sifzm=@  (‘Request for Vehicle Repairs &
Maintenance Works): I @@ =1 ¢ TR 20Aew =7 ©f =0 2l A oy «a(o
IS GRS IR TFITTHCER e sifzw@ (‘Request for Vehicle Repairs & Maintenance
Works’, Form: Y) tedt =1 Tfe |

o TR vt pfer@ (Deed of Allotment Contract for Motor Cycle): 3 @z
TS FEF T AFAO T -GOORE B @ & a1 Gfoa pfea SRy Gapo o AR

(efer) <@ Face =63 | (Annexure-AE)

e J2-MeEe evitww prew@ (Deed of Allotment Contract for Bi-Cycle): 5 «wz swem
TENT PO AFAO A1-GCPRIET B G F18A T G0 pies WA @po q1Z-ARCH (o) T4
0o =9 | (Annexure-AF)

1. mEE ke (Documentation):

TRA- B RS AT IR & A IR [FU® (@ TR &fSfB marees &= J2aF
A ACS I | (@FOR ey 3o =ee:

o TEW/fE @I Oid AR SIEBIF (FCHIRI)
o CRfGRG= MGREHG (FCHR)

o TGt AMBREES (FO)

o TGRS (FHM)

o T ARG MBRECFs (FO)

o I MERECET (FH)

o S FFARGR [CATG (T

o  TNGF AP QM pieq (FCHIR)
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o RIIF I RS~ (FCHTH)

T, WM @R ANmel/ardfeag (Restriction for the documentations writing):

I R, AR TOCT0 IR, (NG /AIZ-ARE WG Heotd G (FIF AR S (4
VieRTMTS SORRIZ0R 7 41 A A1 T4 ICI AT |

v. N T sigei MR/ gl 6% (Periodically audit/check the Fuel Consumption):

il fRoFe 1 SF Wiilg ei¢ J[ie= AL W A G HqCAWa ACATE TroF 2ffsls ™
A I TSGR [N G e A1 o R e @[l AReTa g 9 g T o7
3T/ (5Ta gl AT BfoS | @R R/ (5T BTy T TRASCR AR Gt G2 [ 5e v
1 WP FAIRCT fesifess e fiet weg |

>. &AM (Training):

eI WHTe QR TP GRORNT G HIEPATP AR e e oo aey B G
GF 5G] A I YW A0S (F | AR TREOIF SR &+ G (o g9 SkeE @ e
FIA eHPT T AR TRECTR ARG SR OCnd G G5 AFIRCTR S AR Gfele (ST |
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X111, wroredis e 53g#a (MANAGEMENT OF INTERNAL AUDIT):

ORI R GG RN 4T @Fg R A IR, WOPRIR R TRHCHA Afsfos Ffoxrer
fSfere TG fREifEmET SR AT Tm, (5T, FFT 1R TFOF Bag OF FPoael W FaT |
TSR TSGR T G JAPAR g g e R woge =g | @9 Sy, F0ed (Fd,
T, effree, el e sgerwee i [Raw swie w2y eme (feedback to authority) 1 3eaR
T fRfE ofmrtes oo Tror FRET FAFed 517 &= s (professional) «de
TEFAE Rl @6 e N R (Internal Auidt Cell) afsre stz | Sor g W& orr
(Internal Auidt Cell) S¥w &= witem 36 (Job Description) tedt a1 z@ee (Annexure-
AH) |

SO frwIE Srrey 20 e Rqgerel see faefem fofere todt zrne & @ 1| @@= Sewifrs
fereTE «w fmifsts ar Generally Accepted Accounting Principles (GAAP) ST, AroPRgR
FfRAIes, SRR T SIS @ el NfE g qR T @ (FMOG) SeRist | @2
TG fraefa [ e s et Toivs awie F4r |

G CFARTT TN @ TG Wrw G @3 I @[l Warw sifsger, 6= sa7 afewn, Twom
R FSEER (ST Moo7) FPifoef @ e *Rifre 21, /el TR efer, WITeeesd
fEe orafeq FRFITS!, TG I APTRE 27 &S SR [oAT, *RETHeR ol O @R TGy A2FE
oo qa Reef aR f- B Fhfoel amR 3 fefere ammeam Jefme o eruee =i
Afzonfe sgR A <iffoe Faer, @i a7 (qeaR erareee! fufaw s Tonifvr, @3 & 331
Ty QTS 3R S IFGIRCAR LTSI AWCHA AT A2 I |

wfowel/4Rel 4R AP MRAMTOR NG FITSR 7% Sew (el q @F/Rerm Fhivef
TEETOE I ST &y M- B A Ffema ML @A @R AN [ | @9 [fey
(ARITR &, ARG, *RE (), SoA-ARBEeg™, 751 SAFOR 516, ABR TR, @3 I
fdrr efewm (Ff%) |

T Trr- e fqaeaw fefere uae wrms e s Aweng v, N, I a3 wFed

50RO S 26T™ & T WIAGCTT PO G5 el FIG=T R WA NZCTRA 1
‘Audit Management & Operational Guideline (AMOG)’ 0ot I |

XIV. Soredis fozEe e=e (INTERNAL CONTROL QUESTIONAIRE):

GG TRAGET AP foa/oRE @F TEd R T O fmE epgre’ (Annexure-Al) 3
‘Internal Control Questionaire’ T WIASCCHA & 36 @ T@ (tool) | e eiw fozae
g (Annexure-Al) g 5g a4 a7 voge g | @9 9, T, IEERA, W, IR AT
v g | R AR 3 O Mg e oM ACTE @ (@ Y e o @
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TSGR R GFT @ T [ ARGAIS @ @ I I8 & FAI | U] G ARG IO GR A
AT CFCD AT |

XV. 2 772 (FORMATS):

Aol Form

TG ©resd

TS5 SIer

G SISHE

T fabre

GER bifewreg

W 8 I (ST THAACITHe 8 (RN SIfewrd
VRO R @ TR <

FI I A2 ARF IS

RS oo fauafs

5% @FoE

TTfeTS Bt

TR bifewo@

Jifos 9 T

IR ANTHL A1 AT

eI o JorTs o

e wif a1 At

N eI effsrawe

TR ME GFfasas efstam=

ST (TS e TIPS Bl

NS SifzmroE

wif fafre

S Sds vifemE AB
A SN S il AC
gl AIg U AD

ZIN|<|x|Z|<|c||0|plo|v|0|Z|Z || %| || T|0|n|m|o|0|®|>

XVI. Speses (ANNEXURE):

BiPRT] Annexure
TGP 2GR piea AE
BT LI pieo@ AF
ey et S &= Iced 94T AG
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