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TSR WIS F$S A @R AL ARBETFT ST (AT AT STl ACATE )
fefers wfefie @b Sme g8 ATECET S #EC Ao FIBIF A ANIT A0S AR |

TRAT CFC@, I A = (AT IO ITRRCA T WG e, W B (AR LT T
2T FCATH IO WICAGNT FeP (QCabT GR TafEl ARBETPa SN (AToIens e Se
ACATE) oRfS O=ER (FI0SF) THTO! ACACEF SN (W6 ACEHF e WS e @ (@A
AP IR/ G &y o1 57 0o ARE |

TR CFC@, I WA T @RACR FPID IFGIRCE 2] 93] S o2 fefers @il sfvrse
3 o1 facaifere Ffea Sme ger - 2 Tl @ @ FIRTR @/ G @ FA0S AR
| @ ffgfore Taar e OF (q GR ARFEET FRESE T GWF ATATE TAE (R_[O0T
wsqame (Post Facto Approval) =fEr «fasree a1 oR wifere w5fes Fig (3t fFre =3 |

¢ SifeeTyd €99 (Mode of Payment):

TP GIPT Al CRIF Q=G #1491 Yo ,000/= (W &) FIFR ToIq =01 TOOER 2AfSBTAT AT A
TORARCET TGP0 GBS (oA (5T ML ©Cnd e AfRTerd Face =F | I 78T 1 =7, (12 (F G
(SO PR (A (0[S A AFCS J(A, @ (PR OF N FCT A LA (BCRA NG
FIRAT A ORI W Fh0e Wi | @] oE Wi 39 R 53 91 O} azws[ efSBi (i 6P

QTTHIAT AT ANG FF WS 29 |

S

ST T (TFR FIR (ATF GIPTAT AT O Q& 6, IM (ST 79w BT 5, (12 ¢Feq oy Ifefe
%S YR TR (T be1l Toe:

2ffs Brara vifzmr w0 "o vifewe e’ /o SAe Tret- ¥ SR G3R (STIET IR SNfE Wy ©f
(SGER 1T (ATF G AN (& e 2T |

T BIFRA@/ T St IS FaT 93¢ T IR (STIEF IR S Gamemar «’fe s
G2 35 R fofare @i SR 79 FF (IE IR (STRE O ANS 51T 2ARre F41 |

TR ARt oy @35 "Fyl sifzar oo (Cash Request Memo) tedt 363 1R f[eics
2V TS TJ |

S wifewr (e (Cash Request Memo) SR72 arra@aricad S45 (A0 SRR QR Sem $900 = |

@ @519 (Procurement Register):

AFSFI: T 050
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- T AFET S0 ,005/= BIl A TR IR WRAG, WA KT @ TR {741, TEA N0 G/
Y@ MYy @ 41 =, CIReFR &y «e @ @l (Form: L) Feicasd 31 Tfvw |

32 & T2 (Procurement File):

- B AP PTG T IREE T G WG/ A (@ TR o @I
vifEwria, waeia, meeia R 8 FIRE [REEr, TR W GR/JAT piea) e 9t @ wige
THACTT 4 S6S |

X1, 7w g (INVENTORY MANAGEMENT):

AFSFI: T 050
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TSR F>M IJGAR Afon= 5y g a4 a7 ooge =itr | @I Fa 9a qR G0,
RS, GoR I, “fere AT T afde ST, Afenr aw wiEEfeTR T |

S, g @ R g9l (Definition of Inventory & Inventory Management):

T oG T PR AR Gt /mRiE MR @ S - 1R/ GO, AR Yo
AR, (@RI G130 ¢ Tgeiifs, GRar, oS, oa e, IR-AUIA, (FAIE6d, TCOPORE,
AERE, e, SIP[R«g, 77, e T@=nfs, Tenfer |

S GG G TSN AfET 2 AT &I SR e/ gt T el ey @ @,

o 3 (&=, R, omfe e e feomer v, fmaw, IW6a 4 a3 Afwes fasw
T |

3. ™ @9 e (Classification of Inventory):

ey 3w (Consumable Inventory):

Ay 3fefe f&fomt/gaimefer compsrer srm o o=y Fa1 T9;

o TP - B/CHTINIRE TGS TOPAC; TP ABE GO, ICoT (HF, APE GEE, [EW,
TORERIET DI, TR (R, ge-R@™e g3, 51, g4, 7, Torim | smeme @2 I77e Gl
SO YT IS ST *T T 341 = | 92 Ty [&ep1/FaIM T I 217 CORRPATCIT WL TP
a7s @R 53 et (Stock Register) @ e w4 1 (Form: K)

o AR TGFoTeRE SmGge ToTeds; A S EOHAIR, ICHT (A, TR GEE, FORERIEE
Fifer, e, @, SO e, Toriv | I il odae st o @ T o It
M- B (ETNT G TS BTeT PACo 20T | 92 S Wik f&femr/Fai @& a7 719 = - 8 G @3 &=
(AR SR o 4T |

seerirey 3w (Non-Consumable Inventory):

ey 3 ooty 9 «xw f&fe1/gaifm 3 gt v 2] o1y 41 99

e  Furniture, Fixture & Equipments (FF&E) «3 Sge =fy; ORe, GAF, SERET, GIACD, FiRe
@R, @F, FEAFEBR, FoRTPT, @G, I, fofoe IR, @REA @, (F-§Re (S« E6d,
. 13T YIER, (oo, Sfafasfas ad, Sonfv |

o THIRC AGGS A°ly; B BIFI MG, (NG ML, AZ-3N20eT, G, 2fggvifers e, Topifin |
©. GBI g (Store Management):

AFSFI: T 050
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TH-ARDITS (2#PT) A O MIRGAIE HISTd TR CHIRT PN e Ay by IR g F<ee
I | AGTR(O AR 7T A G0 EOR FIGHN AGRTS (@ TG (Sr=ey fefeprefe S My=e
IOGT SCRCY T A T | RH- B A6 FwPo WL S_C 2 wnifen fafewi/gaime gitre o
IAFEIfen ¥76 fAIE biet Face A | GO 2o W2 Gife cepey fafemi/gaiv aife ¢ feas 5%
@&o (Stock Register, Form: K ) @ @3 3900 =3 | (SM7) 793 @9 FIIvomsar giéit 57w
@fEo (‘Fixed Assets Register’, Form: L) @ (3¢ e 2@ | G360+ & AR, TR ARG 3
M- B SRR COR TR I, O I = ToR-29-51e (Store-In-Charge) 31 ‘GoR 7563
(Store Custodian) | ‘G sifzmre@ (*Store Requisition’, Form: Q) @ M- 2 SfFer E7-516
G ST ACATE AAVSET H1S I (@RI ST SPIE Rl GO (e [oqd 367 | affs
SFOTR &-5% 7 MG o SR M- B GO/ i a1 |

8. sfatere s NG (Disposal Committee):

RO offore taRaR cafe frorel emitad & el «fs “offfere @rmer % (Disposal
Committee) =57 1 SI*1s | AfSfs 38 EFoR/erers SR & “frere caar #fifs” (Disposal
Committee) =1 s (feg M (ate) FRIE “fere ar o7 niftgaie e 7= fFRffve «dz
SIS TO A | T LO5F I LFUIS AROTe GIPTNAN ION 99yl IS A612 (A FATST
ARTSTE FIPWRIT T e Tome fMre AR | wfH- B G Hfes Faw @ W gy Amar
TS @) 7, Gl sifiore s Gayor (el g =R freg | k- 8 b smengeas (15
TMCTA W0 %4rd W) Tores fefers sfreres s a1 [ew s siq Todt e =d | W
TR G2 AT fo Moo AF ©f e SBICE AN ATF GR SR (@HC AR I | NFER
Y TS O™ I GIER (S (SrF=ey 77 GO9I« FIHOFR! ARKere 1 S+ G- &) G0
e eFeR Wt IeRy @ IpPiife IR FRRIRT #AfbieTe 91 o miftigele e ==l AR GRS
T AT FA | SOTP PP AL A MR e 7[DI A FaCS F |

¢. 3R gk wEEE (Books & Documents): s S efeft wifzest sitng e wioe
fecy ffe 3R G AFFTSTETR THIACTHY TS =0;

F. =z (Books):

o B3 @D (SR): W TS (SPIAY G AR WRFH AT IS S W A W, ©OFF FO
A, e v/ w9, R TR I R At SenE aFt BE @eroR (Stock
Register) e 93 | (Form: K)

e IR M @EEOR (FAR): W TG G35 AN (OIFy 74, (iR 76 7 N[ &4FS AR, 9%
ww/efsfa ma, @R R I T2 OR (TR ST G3fs FE 7m @ersR (‘Fixed Assets
Register’ Form: M), Fiawe $93 | Qi s effsfs f&fem «fiftfe 7w sam a9 q =MH- 3
SfFTefETe wmee e Afelt fafer Sor (rear e Wi fefers it switne faesfffoz @ (‘Fixed
Assets Reporting Form’, Form: N) S« S«ice 269 |

AFSFI: T 050
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Ffers M @RFEoR (1IR): T 756 G35 ARG (S 97 Graef af F37 g A ANE & AT,
SFER (1R A 53 M 43S AR, 9% 7w/2Afeba v, qiR JeRIPR 3964 7R o &ifefl szt
@b ‘Ffeere m @feesi (CIndividual Inventory Register’ Form: O), Ttaa Fa3 | Fwafe
(H-gIRe, NG ereg®, = 13% e[, 197w |

w2 (Formats):

teferert 5 (Delivery Challan): @3 st 2re oy ST (1 f&ifest a1 5y AT AT 2itEres
2T RF- B APOR FHACET SN ACACT TSR SES (Form: P) @€ SIKGTN (@9 F0S R |
M- B RO GO T B AT (CSTATTHTSIA ) S ST AR AN TSI Sl
Cof TR | G AN &F AR, 95 wi/eifolba v, G AR I TR O AFER /F0EE AT
Pl oA PE TE- ¥ AR AT | efelt SRS @8 (A AT & G 1T IR
TR SO T |

TG _oifemei@ (Store Requisition Form): skf¥- 2 SfFeR F$-0F SqIMA AACE TR
sifgwe@ (Form: Q) &9 S<iTy TBIA (AP By AN o 341 =07 | (@ (P19 e A1 B B @miew
% S[F/SIVA SIfIeS Tor siftw=@ (SRF) tof FF @R - B GOR T3 IIL ARTS TJ |
TR B ARPOR FEHCH AN o7 GO T OIid SIRANIRS Fadl GBIF (A [oq o | 92
AT TS ©Y W@ K- B SRPeR W AN | G2 40T AT G 93 24P TR THINTH FA0S
2J |

AP & e faeeifoe F=w (Monthly Fixed Assets Reporting Form): e @& sifize
s W g sima {eefG (‘Fixed Assets Reporting Form®, Form: N) Toft 93 ACS AR
Afefs g3t e &P 2w, 79, GR ARIPEE 6 T1- ¥ A0 GR ffolb e Afkibie T wam
3@ - B AREshTe Famee T dfel fEfem S renm s Wi fefere gl iR feefffir
FTIN G LT T2 FACT |

qifest oo = (Write Off Form): 3ft corisrer gammat 7 @5 & (Fixed Assets) =i,
e, I T I ARE 27 OF &) - T SEER GO % 9o et e T (“write-
off form’, Form: R) SR#E (of F(F @R O AGIR, TG IR “RECR &« “ffore @@ar I
(Disposal Committee) RSG5 “191TS 207 | @R FACT TR T TR SIHA TG '8 A1t 72 ffer
SARIBTETE AT SIF RGeS e 7T BRI SN & IS TJ |

wfeet e (Documentation): Fitha (S @I + (SrEreey 77) &Aife a3 Ko
ARG O IR Ufie @FemR RF- B SiFs e =3 |

wfeRin @I SAuRmer/Arieay (Restriction for the documentations writing): @ e
A COIER @ICC/AFFIMCS GORAIRDR 71 F40 AP A FA @ a1 | I @ 7T F9ce =7, T
ERE T T e @9 fs B ey bt =@ uk HAfies/sfie Fam A - B gfew wrwe
FPRSIREE 7 A (countersigned by the supervisor) 03 (Rl | TRRARS 2 @ SRt A
TAE (P @FTAE, G SIS T RS IR GO TR (I AL 1R |

AFSFI: T 050
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Y. M g (Management of Inventory):

F.  WFwed g9 (Accommodation):

TRMA- B SRFETR GG 7S GOT TCBIF TG TS J(A GIR OF I ea 7% A0S =9 |

. OO wiiFRemieR afessr (Store authorization process):

WRF- B SR EW-bE @ vy diedie RN iR sfore sge fifoe zq fofv G sifzmea’
(Form: Q) S I | FIPTNAT GOR (AT [o7q TR E TOR vifmr@ SiiReiedes adl
AV FACS T |

o,  wwet (Competent Personnel): wfeesr bz wrs! 50 et oI ARDET S99 wiftng (e |

¥, wikg (Responsibilities): wom «fwEam wiftg «fww w@ afsre Fare T@ | @ IR GOT IS
T IR P AIA(OF MDA o5 |

e, 2ife g3 @ srafesz (Receiving & recording procedures):

o TIFTEI Afed o7 GIPTRIE @Fe SN, AR 67 fofers, «fmi, @3s v 1R BT @fersH
(Stock Register) 4 18 @FE FaCe A | TN FIPTHAT FAPE AR 7 9= I T O
ERYfT RS FAMICT S*E ([FFE FAC© 2(J |

o fefb eife a1 fee FarTNaR RS bETw 17 41/ 2FerpT A WF |

o IRIARIR IR I+ GAPTNAT GHPION , #AR , TRRRIRBA TS ST 7 RKeT/Zerm «a
L (5F IA A 7 CORTHS GIPTNAT &2 FA |

5. fIeeew s&fessz (Issuance procedures):

o  ATOIF GUIR BV Nad fofers CoRPIRT - 8 (@RI SIS 91 NRIgae e dni F90e 203
|

o S CORPINRR f[To3w/IBC & BRI BIFRWIAG Il BRI P! AGN T/ H0F |

o TTIH (AP FOHANAN Q= A #f7 RO A GO HIfRAIta [ B Al A= |

. % SR 3R R el (Room-wise Fixed Assets List):

FOFF W PO W AT ©f 9F Fed IR &= 2fels sfwrr afefls waer '+ s gi¥t /e
wifer’ ("Room-wise Fixed Assets List’, Form: S) 3=1its =9 |

AFSFI: T 050
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%, g wwe Aifffe ww e =99 (Ensure the identification number of Fixed
Assets):

TR T WP ARDS TH T, FF ST G TR Il GR FAoPoi g 7w f[eeifs e
Ve IR0 AR T froarer emi wr elfsfl wifes EN-sites wifg |

¥, f9ME Wy oe o ind w9l (Periodic Physical Inventory):

o VORI FGF fWUE T *R7R IFTH NG A0S X(J (@, GBI AF© G (COMTAGT 8 (SPipely 7
AT GIPTRE) @ FH0eH fofers ope Sk aR (G O™, o, e, AN S A WHis
41T, SO W TR RN e T @ 32 5% Faeew 99 <

o T (R RAE AT A9 TN ASFeqw A G AANSNT (&F/550 A [Fwe JIx 9eia
fereael F99 |

o TR e 31 oF MR &1¥ TG AL ST TGN TR LA ACATTF Ao Afols Sfeem
g4 I SeIeR N o gfe a1 9 e Ife @ Gt i Syl [WME st
o/ W1/ (5TFa 59 AT Tho |

o TR WA oR[Y fAME N0 F#7/qd1E R/ &y @6 I “NGaid A618 TJ
(‘Physical Inventory Verification Form’, Form: T) o3t =1 =itz |

@, Jee fmEs swfe (Internal Control System):

FOF T M T Feco 9 | ey o afsrmefer zeem;

e 7T« (Handling)

o I/ At (Purchasing/Accounting)

o Iyrm (Approval)

AFSFI: T 050
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X1, 3= g (VEHICLE MANAGEMENT):

TSR A HIGEFE oA 55 67 gqe g I 6ge Sr | @ IS JIG, ATIRCAT
RIS, AR 5 R belbe1/ I afomr, @k [els ¢ wimivmnz ferifv | Sifs, i
G fPmreaael TN AL AL FATORF AL AT IAARCAT QAT AT ARKFOT, TRCHNGT GR TRFR
S AT |

>, TESRS FZMEl (Vehicle Management):

Feares g AT G AR AR, T TR AR T [T AR TRASCA AR G AN | T
AR WS =IO | 2rere aR &felb o AR IGATR oY @, @GhEH,
FREGCPT, A, (AR B+, ACAT AT 6+, sHfeiiced fefers Gfers v w67, T, gra
AT, frerer ¢ farem, a3z f[eefs ¢ wfemfonz Tonfi oot s @ kel e
TSI R ool oM a7 AFNT | IR IGATT GF =S 2ffq =0 Ao @FEFHER
Y, AR JOCG/AJA=, FoRfeemr, siafe weeffbe wernfna fromer ewe, fmes, wf oa v @ae
ST v ardr |

3. FFRRGTE 4 (Category of Vehicle):

e 8 (PN) BTN Qi
o TGF A3
o J-AZFA

9. IR @ fefers 359 (Allocation Category of Vehicle):

BIF SIFE TSt I P4
T R EUIS] RSGl
S =i Afmee | AT (P DI AT AR G2 G NP &S R AT Yors Wef- B

T TSl I FAR | AN GEIAT R, GRS GR THACITH <=,
TIROIF GORbIRY, RGN, R wierfa Fame <95, §o1, rar ak e e
AT (A0 IR AT 18T Ij9=[ FACo AR |

2. T ARBERIT | S (B BIBE (TS A FS IR G NLPR ATE GRS JSC5 IR~ 8
e AT6 O] 7N FAI | NS G A, (RIS qR FHACTHA {70,
GISSER SORGIRN, ARG, AR wlewenfvg E 245, bet, (war «e e &
Byt | AR “AfwrEsa G seeams fica Afwrm (Afpregmee) siers
TS (T R RTAC TS 7I=R Fa0© IR |

©. Tor-sifaorere MG (51X BIFIF TS ALFTS 2R & AKBF oS AR MG Y5 M- 2

AFSFI: T 050
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(FTT® (BRIF) | T &b ol I2F IAQ | N GEIA 46, GRS G THIIH <76,
YIRONTE SORGIEN, ARCAN, e wieria Tare 475, 5o, @ aR e o1
oy | faafar “fasreies a1 o) miftigee Wfea GRS Seme e o) s
LTS CT (AT R RCAT 18 F92F FACS ARE |
AIECFRPT IR FHpert 3w 32
BEd T Traly S
S NIRRT GG SFER FICE G2 T AFET AR AR G HIEF FAT | @ A 42
AR ARSI FAE, 92 ST & Ol AP oIl Wes/#ARTig Fce
I | FOACET Al VACGA FSfers G wAfe (/e =7 |
3. formerot GG SFER FICT AFORE TN GFFF 206 TG SN T G FAAR
SFFCT ST ST & IR AT | (T IR AT A AR ARSI F09, A2
TCHCAE G OIS SIS BI fee /ATy $08 0T | FEACHES Wl IA0gS
fofers B sifamm i/ fafa =ea |
TGS BT W A
e W Ty ST
S. PR IS | WPER PG 07 TECF IR &) AP &[S QR TN AP TS5
e TGF | M- B 7w 475 o] I29 FAC | (WA Gl 6, (TS IR THOCITH 2,
Tt wiewtfrg TR 29, B, (@ @ e T gepifer |
3. MIFAHT S | I IR TSR FHTF FoF AHAS T1-GGORIF B« Fg S 962 T
[WPS© (0T | 1A GF09 ped A @Po o M (@feT) Farwr el 20 ATS |
AT
12T AW A
T = Ty *SEAT
S. WOFAR T | I GR TS FSTF IS AFES T1-GGPRE 357 @ g *Se1 68 30
AwPO  JZ- | AN I GO peT T FAPO AR (@feT) T Tl 2 ACS |
AT

8. DT DIFIA T NS G2 27 OMR (Policy & Procedures for 4 Wheel Vehicle):

TA-AABIT (eHIPT) I Sv i niRigelie Jfe e TagreF Ao ¢ fFwEs saa | afslt wfwerm
BF-51% G WG IO SR IR#- B 5IF BIBIE NS IR T | TorF b AR JIRPIA
R {5 AR MRSTET 32/ ALE SR (e verrs 204, et fy s zeam:

.

TP B ST tefiree 3N-bE (HPT SRAI) @G e e yeews A’ (‘Weekly Vehicle

Movement Schedule’, Form: U) SiZeRPT GR Pesiess e« todt sfiea | To-=ifpriss a1 nikigaie
e TS SIS G MRS AMEH TST6 D’ 2THF b (Al TJ |

.

A THS |
AFSFI: T 050
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o o

ATOIF BIETRCT JIID TN /O] (T 5o HA*TF |

ATOTF NG BFTE (34 GIRfeR +NEEH ARCS A | AT P Oiend (GIRSInd) GIRFR =13emefT
fFamfba (BRTA) FRT (55 9K Fel ACH | (I4 GRS FARET BIGT (1 SERE NGFORIE ST SRtear
TS (e I A |

NG GIRSRCS G SECaa 7 Bi5caes (Seat Belt) T a1 qig=ia | =181 sweea Bs @ i g
O e B IR A ACOTTS | AW T IR R QR AW A FeorE @B @l A6 w4, o
(=T BRA BT WA Y] (S =T |

S O (TR G- PIFaTstn) BT 1 wifng et "= o066’ T 4l Bfo® | TGP
FEICHT GG TR 76 51, FRICS (I R IO 20 GIRSRCS T AITOIF 92 Pl g |

ATOTF MG GIRORCE e @it a1 3% (*Daily Journey Log Book’, Form: V) Tt F903 €3k
ATITS TRAFFS FAI | AR I Soorely * asia @ =17 Ifeee’ (*Daily Journey Log Book’)
FIFI TS A | (DN T O & G3/31 AW FAIFSNT @741 M 2T O G5 QRO A7 SO
FRRFSRP 7o) ARG | GiReR rRNwes areE A |

T A |

O TGS FHCR IR (AT FY>T IFGIRCH ATy e =3 |

- B rofeaieT B9-b1e Wit IWAReT afetawns’ (‘Monthly Vehicle Report’, Form: W) atersft
MO & GR "W AR Ghfasae efer@m (‘Monthly Vehicle Consolidated’, Form: X) csft
I |

s fofseeT sgmmt (First Aid Box) e@emiy 89 5=3ita fefs sreics A gy |
e ey «fs 3@ Sfafea= 7w (Fire Extinguisher) afsf «reice w5 |

Ifer (BT (RIS @ THFANITHAT LTS 27 O 20 2AfSB MEF &y GFfo ‘AT (NS AR THAITHCENT FIE
wifw@ (‘Request for Vehicle Repairs & Maintenance Works’, Form: Y) tost 1 Sfb® |

qo AT pfed FA AR A0 AMSPR IR THANTHCER F& AW (WO GRS BT
(Automation Shop) «=e/ar =ifoe @Gx R e (Motor Repairs Workshop) 41 s« |

Y531 TR SIRAMPRE GR TRPe OifeTw THATH T AP | PR @R ArG Gl sRie wieem
M- T FHCS ©f GO A |

MR AN TG 76e1 P wlerniv (@ERG=F, eoayet MibRess , Fa ARt , a3z I Tonfe) zemme=m
AACS TCF AR - B ABICS A AT | TR AT (34 et @F (6 FoIR - B ASI FIRCeT
AR S | TR R B QIR WG N R A SIS e S SRS |

AFSFI: T 050
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e, SR JRT R AR G ZIea/~AREfors (9 Nqrame Gfew) & (@ CFea WFER A7 A god W Ie

23

g4,

aq.

88,
38,

P,

MO Y | U8 RCAA CFCa I A7 Seame ‘(post facto approval may be considered) vt =i
JIRCS A |

TA-AfRplETE (MP) A1 miRigeie Ife Fea foiafifes =l wwdasd g Mfehr a7 7o =
SRHF | (@ IG GHCAR IS AN 46 T TG (1R 79 (@ (R AR 91 oF wiRg &fe fes
JZ TS +F FATANS T ATF |

M- B AR gEie Rfte ¥ @®m (Fuel Center) =t of$ @ Wi fofers ‘aaies toifa o
(Account Payee Cheque) @3 SII<Ges AT $5900 =03 |

SR FABE TN FieTS FE MO 927 Sewire 77 | Ay e fanz «rsfein fefares gfers
IEER & ST T (RS ZCS A

o fTRIE “RpEFa A1 oF MIRIgee J[Ie= 2 SArs ATTF eI FCE ST IR |

o o[yl HAfTHce (on payment) fefers giesrs site 929 |

o T FICE AT FOIFAA TG T AT TR PR FTETS A2 |

JIGore e AN AFHRE FICer e IJIZF 0o T N0 vifzwr=@ (‘Vehicle Requisition Form’,
(Form: Z) siesr foRfer «ifamrerees a1 o niitigel® Ifeq S (63 vl | 9% CFed IR sifawr=i@’
2 (M) o oS e SN G HRT RO SIS BE | TR QIS e (RRE o
M ‘(post facto approval may be considered) b=t =1 T1=0S #Ica |

FIGS FICE ST IIRICI TN (I GHOAT IO I FIAH(o =0 JILFIAA 77 ARGIAT @R 6 <7
TSR AT FIRITRIA IR (AP AW T |

PETS FE A FIZF FT 2 JITIIRACE AEIF 45 So0.00 (W) Tl &fS RF=fbza sy Sfm s
AN GR GIRORE MO (T AF© ARMCAN &6 (TFY+2E ARG IREHAP) @R AT 777
foTT GORBIRT | (Tl ¥, 57 Wk Jrew (3 Aw) Iamkies ARy Fare =3 |

(@R TR FHI & A o AT IR ARTSE JAEE AW A0S A 8 32 S @7,
1 A1 1 ST 0O A1 |

23T AR G SFET MG GIZTFRICE A APICAT NLITT FIH! (TP 7917 GBIl & fee =09 |
NI for g s/l ffea |

TTOIER N TSR T (FIF TN DA S5 20 T 7 FAN5I 3 |

¢. TNIGF AP AMSAE @R F&foZ (Policy & Procedures for Motor Cycle):

FTOE ACEOT NGO TIPS o AP RF- B (@I SR &) [Reges 929 269 |
TA-AADITP (eXIPT) I Sna— MIRQee e s TGP Ao ¢ frEs Tag | afelt wifwem
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B-5181 U7 WIfNg Sro NI TRMF- B (NI5F MECRER AR Fa1 | FAQ A0 TR A1 & R,
e NN IR &l o7 ANGOR T (LI FIR FACS 2 |

T, A GR AT FGHT TG AFTO F-GIOORET B & T2+ T GG piesa SN TIPS BT AR

5.

(fer) T Face =@ | (Annexure-AE)

T A Bie@ S BIe© FIR0T YR AP AT G5 72 FIZ0T A0S 2 |

TICPNEHER OFY OF Fod MAF & - B SfeeR I@dET S9-518 (eHPad SI&Ie) «fo
TG ST (o AT |

M- B 5 PNty R i OF IR AR PR w Sfbe | M- B bEe ©F
TAGAIRCT=ID A FCa A0 B |

ATSIP HIFRCE G WINPT /9F T 5oT ST |

ATETF TAGAAIRCT BT (34 GIRIR FREPT AFCS I | AP T Oend (IR0 GIfeR RemTef
e (BRTA) TRl (5 19 0l A0 | (I4 GIRMR FRET QI (FIN DTS AR TORAIRCPT
BT S (e TJ 1 |

TS YA GR FFER IICER STy beine SER 227 Farem « Wamrer [y Far | Aiface @i a3
R a1 FamPo w4 (alloted employee) <RI Aifrg@E |

goa e, wiface, &, dgfes qaafed, 3BT W gR WeT TR WHEPNHF TR I GR
TR e iR veq IUHM ©icd Wfiim 3 a1 T2/ @3] /3T SRIERee o A HI-E |
G2 GHCTH (T (I OACTO] RIS AP AZAC IR R SIS AS FHATS SN0 A |

SRR Sowe Gk Wofe SRR BN AR TR N WIownE SE TS Wmge wEa
(alloted employee) wifigidia ¥ far—ermifee a1 | I B T Gk IS =7, TA-AAfplETTa A1 O
fAezfers e TR (AT Tiod MaBIE =0T |

. T ARG (G fFFe ssifase =g 71 [4fas Fa1 S0y ©f Wi 71 1 Oo5 2’/~S NS AFE TToh

IR |
BT MR T TFed 4 @R @ 0o =03:

<=1 1 et Tt e o o R @l
I A6 @I @MY

e 3R fFoyPT <96 @R @t

T 25 @R @

TR ST TS

TAGHTZCRCER GRAT, (TS R TATTHOR WQIWWWW?FS‘WS (alloted employee)
T2 FACO A | 58 TGN IIRET @G SRR Goa R0, TR @, G <=5,
SFORIE TR G 21T R G e - (IM ACF) , MR MEOR 7T Siire I3
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g

3

g4,

SR SfLF GG R AT A[2Te8

=R AT THE | U q@eR HAfRifEfere, M- T FErE TS weNive Wi qars {eefs' (Monthly
Vehicle Report (Form: W) «= fefers pfete afie =it el e oi¢f sy Fac3 |

TGN T BT ©IF SRS SHI2 (5 J92F FA0o 4 | faory Prece AT &+ ¢ 2=
IR T JGOFTE | M TR T P GR AT F$F G2 GIF0S #A1CH, Of T 2ZF TAT NZAA
G @S I | (TG 7 IR IR @ 74671 =1, WwPe 3@ (alloted employee) i<t
viRrgIAT | I TR SO IER T {2 ARG GR TEA AN R ©f A ol Jjfecs WA A
e 7 |

TAGRARCH () GG =i e 5, TRICS W (@1 PR JToTw J( 5 o4 ARGl |

W IR AGPNEE SEICAR ARG (S T, ©F ST SPIRNGHT R S e Fited Ay wigs
ST SRR BICer BIF BIFR AFRAIRCA LT 2SI &A1y 77 |

LTOTF TAGIPNRCPT BT * (antve @i o7 9%’ (°Daily Journey Log Book”) Form: V e cq
@R IR AL AT | AR JARICH Sl * asae @ o1 Jfeee’ (’Daily Journey Log
Book’) FeNd TS TR | T @ S T GR/IAl A ABFONF @7 A = ©f «FF S Al
SO RS T ARG |

AHG FAQ | ef S INT T CHAvT IJNT ot e’ Cer- R 87 8 (¥ el Ao 1w
WfA- B P TATOIRET PGP AN AT Pl AP |

- B RS g9-vre Wi Fmdrg f{eefs’ (Monthly Vehicle Report (Form: W) ates(G
TGN G (O A |

i fofseat semmar (First Aid Box) 2@iemiz €34 JeSia Afsb TGece AT IR |

{5 SN pfes SR A4 TGN AMSOR GR THAIHCT I HfAWE (NHAST (RIS RIS
(Automation Shop) ¥=/a1 fffos be fiferrfar earen=r (Motor Repairs Workshop) 3 sers
G FCIPG (VP APCP [ACAT T A |

YAl TR DIRANIAT IR CRF© ST THACTHA T TH® | TP 9% T f&fept orfe wfpem
W B P ©f G TCF |

(5 ARHER AN oo 77 &FE wern (@&Eho=e, feomm wibfees, s MbReas, g I
Toriv) ZEEIHM A0S 20T G TR B THCNICHC AT NP | A3+ (NGIANLCPCER (4 Wiewimg @
@6 FCORPH RF- B TGNRCICER IR A WGP | 8% - B 5Ewd niilg TR g Sz
TS A ARG RS F4 |

TA-AfTDET (2P T AIRgee e o eaes tHEPIRIER THata®d R AfSPR @7 7
A STF |

AIZCST R T (P o G/ Ff© 20T @ 7= Ao @k (6 4 =wfosja e
TR PR (AP W T4 |
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SR SfLF GG R AT A[2Te8

RI&T RIS Feey A0 FAHES AGT P SFONS P [T A FF, ©IF [ae [ 7R 7 4%
FRIRCSITT FEFCP G AU | G2 4FC Tl ©F G P G [ I T AAGEre e Fee
foq o [ G ov=G FfG AT FAT IR OV [eAMBT AT AT TLA T T TP (T
NPT JAICHS [T [F&T P |

s Gge (GD Entry) 33T I3 | MM JIREF[T IR QP 70w R/ Foq [rufFe {7
AT G e [eAs (S ALNT | G2 40T oA ONG FAIF Gy ANOlF [AJ1 A{IETE I OIF
niftigare Jfe F6F foF 7oy [ GHo oG I M7 P07 GR o7~ FAbF [Heeficrs fofere A1
AT I OF WIRGRIS e erarer iz JIF (TIT |

ST TR (I §IF, FEoA IR/ TS T TGRS JIIFRIET A T [oree G=0= Q1T 7T
TR 9 Gge (GD Entry) S A€ | AR SRR 1205 AIRGA® 6T GR JIRTRAT PR (AE
R, T GR/JT FOR [RPUiRe [T FAeiew s RS [ealls ez Az | 9% §FA oA Og
T G TSN [A91Q) A1 I O MRGRIE Jfe PGP fo oy {48 GPfo oG P W7 PeF IR
G FAGT [Realfcs T fofere RIS afasere T oiF wiigee 3 aczremi I (e |

3= A T o |

afefs wferT JAART beI6eT IR AT [Aqrrer fAfve FHF G > JFAIRA SIS o R
(Vehicle Movement Log Book) iz a1 g3 | 4% 7ot 1R SR (1205 7Ifga® M6 Ihg
AT Bfe | elfSft TNEIPNRCFT WRFT (/TP IS GR ST T 8 [PeAAGIT GR JIRFPIANT AT 4R
TIRIEC® e Bfow (FOorm: ) | THIGEPIRCRT SRReT JIRIF 77 SR~ & (NGFIRCPeTa SIS SfeeoT wiigae
NCCF PR P To© |

eSS @GN IIRFRIANE G5 7 @EWeo (Rain Coat) afS 72 I9NT G917 WP 0T
TG T FCF RS |

RECT Y &7 I=T 17 (I RIGIAZCT IRIFFIANT AHIFG I FH7 I T (R AT FfefIe <77 of
G IR (NIRRT SIfRIAl SFOR IR TR 8 P (e OF g e e Gt wif
PHC AT |

TACS *IOETRT ( (T *1 © Fel T RIS ST QR /[ TSI GG FoS Gieria G A a1
QTS A |

Y. IR-AREET AfeT= @R &fowZ (Policy & Procedures for Bi-Cycle):

TS IMECH NGO TIPS JR-MELFGF - B (@R IR & [l I 3 | &
GG A @ TSGR AT AIFACAICS (TR @ 2T TOIL) 230 ST ST @R (I
TS AL | TA-ARIIT (HIPT) A ona i wifrgel® e sifaaze JRg=1=1 AfRoEm ¢ fawEs Fe |
Afsf SFER E9-516 @7 ARG o[ AT - T JE-MECHER AT T | FAR 0T UG 1
26T ARG, 2If97Ee MFSAFT AR w67 AT AFeT A2-TNCF IR AT AENT |
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SR SfLF GG R AT A[2Te8

. B GR A FEAF FES AR T -GOORET B @ 5i2sl w1 @3ba piesa sy Fapo qZ-AZwT
(@feT) <a™ Ao =3 1 (Annexure-AF)

. IR AR R R GISTS FIFET GR AP S-ICT G5 72 PIRCT A0S (A |

. ARIIFCER Y GF NGd AR G R T RO IERIET IN-51 (QHP SRI) G0 q1s-
TICFCE ST 0ol T |

. M- B BT OR Z-MECFED ARIF B3 A THS |
. 5T AR-IARCFE TCHT I & G FT ATOLTE | FATSS] (I NIFAHA & (72 |

. A T ST e IR FAE/GT g wo [EIRNOER @ =, CRITT oF© I &b TSl o
AR ST = |

. GO IR IR SR IICGE SCw*lf beihe SRER 2= A R fareier fqam sar | Aifacs fFRrerer a3
IR a1 FamPe w4 (alloted employee) sRI=f wifgd= |

. IO S (WG fFFe Aueifame o 71 fFufas w41 Seg o AW T 29 OO 2T S N AFE ATSR
IR |

RN T eied 4 @R @17 0o 3

o 6T 1 ITOC TeT- e AFe o W el
o PGl YR RFflR <=5 @R Gl
o I A AAHS T

. RFS JR-MEPCET T a0 T M [EAR #/7, 2 TNOF JCG AFIS! bl I27 T Bl AT
IR TN [ S Fe ARCAY q FA AT | I T AT (T I FAE/ARYH 7Y Yo
TRCTIRGIC (@ 2, G 2P TN b NS F$ A4 Tl To® |

. AR (NS @R THACTHCER AL Se® 76+ 57 [wPpo 313 (alloted employee) 727 Face
A |

. TG FAQ G AT© BB O JEF FRT S I 7 G JIR-IARCF [T O PICST
T[RE A |

. ARIAZF (o) wawa fTaifs #itd 5e1d, 3200e W (@ o[ o 2= s 771 wifrgae |

. 2IRCST T I (I GO R/ S 20T IR 7 ARG @R (W6 b wooge &
FARTFIAN PR (ACE AR F4T |

RI&T (WA Fosy A FARPO AR-AZPT QPSS P [I5T F I, O GRS [ 7R 7 7%
RSO FEF G FPYP | 4R 40T o ©7G P G [4<12) 1T I AAGere Jfe Fee
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fo7 s fRf*E 3o o7=G FMAG WT FICT IR OITAF [[ReAHT BT T TQT FCH 7 THCP JIR-IICPT

TR [R5 (6T 3507 |

w~Gge (GD Entry) =7 &7 | A JIFRRNT FIR (U TEoA 4R/ O (U R AT
G5 e Reaifs: creat T | 4% GFCAT oA ©nG FIF G VI (A1) A1 T OIF wikigee Jfe
FGe for oy RS o ov~G FAD M7 T4 Boe | ©vg FADT Reeficrs ffere 1R s I oF
TIRGEE e QTRIGIz I I |

©. R R @I B, G R/ WO 2o IR-NI IR A=A [OPIE G A LT
T27 96ge (GD Entry) F I8 | AP QR 1205 wfgee 6T Gk JIRTRNT PR (P
F, T GRR/A FoF Uo7 Moot i Fife [ e I8 | G2 43077 oA OnG FAIF
G TN A1) ARG J O HIGRIE e FF [ oy [AE o ©ne FAT 907 F41 &e | o s
PR Fesfco fofere A1 afaseEre J oIF wifigele e aearemiz I (TeaT |

9.

afefs wfeeT JART b5 IR AT [Aarrer Ao FF G Gf> JAIRA SIS ot AR
(Vehicle Movement Log Book) iics 1 B5© | «% &7 IR Seeora <1205 wifiigae aiees dieg
AT BE® | JR-NICFT SR ARNT 77 RA- 8 JR-NZICFT blered GRS O AW, Al
ST IR AT R JIR-TNICPCETA BI NPeT AIfGH© oMceq IR Al THo |

RFT Aed 72 I=T AT (PIT AIR-FNRPT JIRFPIANT AHIHG I FHAT I NI (R T FfeiE &7 o
G OIRCT JIZ-ANRCFCETR S S G - B P @IS O S ARenfIe e G i
PS AT |

TPIT RSP JIRITPIA ©IF T [RI7G AR P 47 VLA IR-NICPCETT Gy PG (45 AT
FF IR I [T AT (1R AIeTe TN FACS AT | I T 467 Ped e Ae
IR JIR-FNRCPCTT T |

TG ST (T (I *I6 ©5F a1 =1 RIS Ao GR/AT IO GIGH F9S ST 41 S il
@TS AT |

3f2 ¥R wiEEIWTSZ (Books & Documents):

FANelF FA afelt s ASiw ifee fy 3fdfe afzef uae wlmm wwatrss s

F. =z (Books):

<.

IR W @6 (Fixed Assets Register’, FAR): N/ (R ST 73T 4707 IARCTA
T @G FA M @ESE (Form: M) THaase I | @9 BIF 5IFIF A8, (W57 AT @R
AR |

w2 (Formats):
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o Mieifizd A% Yo% A (‘Weekly Vehicle Movement Schedule’): - 8 wfr
TSR EF-5E (LHPTAE SAIC) s @iz e o g ("Weekly Vehicle Movement
Schedule’, Form: U) &=t 3R | Bo-wifiplisa 91 niftgelie e s wqire qafs seifzs
AT TS5 I’ SATSIF BETHCP (A TR |

o ’fs @i &7 3R (*Daily Journey Log Book’): @teiss AI8ia (SIRbIeR AMSI-+NIGT F3CeT)
GIRORCS/bFace s @ifs 1 AR (Daily Journey Log Book’, Form: V) Teiitasa a3
R TS TAFS FAI | AFARA JIAEE Gy * (e @ 1 Ifece’ (*Daily Journey Log
Book’) FFSIF o400 T | T G LA Ty 3R/ A AT @11 91 T O IFF GIRo
SO RS AEA T ARGRE | GEeR ARRFeE wREw A |

o Wit IFARA e’ (Monthly Vehicle Report): - ¥ wmmzs 25-or% Wi Ie@es
=5’ (Monthly Vehicle Report (Form: W) atsia(G 8K (517 51l + (67 A1RCI+) & (ST
Q|

o e IR ufasas efstams’ (‘Monthly Vehicle Consolidated’): f#- % tefzme
&-pe W FeARe afotane (‘Monthly Vehicle Report’, Form: W) @ fefers s «iéim
T WP AR @@ afetame (‘Monthly Vehicle Consolidated’, Form: X) st
A |

e ‘%I viftw*@ (‘Vehicle Requisition Form’): wfeTs Fwe a1 siebre swe 18 Ga2d
FACS = M8 vifw=i@ (‘Vehicle Requisition Form’, (Form: Z) si«es =f& sifisenas af o
vifrgae Jfex Nquis @6 v | G2 CF@ MR vifemre@ 2 (92) e i arrean Seamead
Ty eI ST AR 20 | TR QTG ST IR #17 Sramw ‘(post facto approval
may be considered) v 1 AZCS I |

o IO (WIS @R THIAIHCF Ieed sifwe@ (‘Request for Vehicle Repairs &
Maintenance Works): I &F (=i ¢ FHIITHEa AReH =7 ©f =0 2fsfs H oy a3t
NS (RI® R THATHCR Feed vifzme@ (‘Request for Vehicle Repairs & Maintenance
Works’, Form: Y test %=1 €he |

o LT vt bfer@ (Deed of Allotment Contract for Motor Cycle): 3 @z
TS FEF PP AFEAO TN-GEOR B @ G 1 GPoa pied SR TP TG AP

(efer) 3@ Face =63 | (Annexure-AE)

o - emitd pfewi@ (Deed of Allotment Contract for Bi-Cycle): +3f asz smem
TEAT TOT AFEO F-GOPRIET B @ BiRs a1 G0 pies SR @po JR-MZCT (@feT) T
0o =9 | (Annexure-AF)

. wfE @ (Documentation):

AFSFI: T 050
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- B AR AR IR G AL GR Ui @ Tz Afelt aeRiReE w59
T S I | (@FeR ey 3o =6

SR/ fRET @de g AR STeoR (FCHIRrr)
TRfehg*« MHRECHe (FOI)

REBCT A RFRo (FCO)

7 NBRESE (FCE)

TF ARG ADRECH (T

1 BRACR (FCHRN)

e FarTd [{eefS (For)

TGS HIZCT IR Hie@ (FCETR)
JIR-INECP GWICA HieA@ (FCOTH)

¥, WM @E ANmel/agfeag (Restriction for the documentations writing):

I {01, AR YOG SIfeTHIR, (IG/AR-ATRT @AW pieotd IR (I AL STy (34
wierTce GoRRIZGR 7 a1 g A1 4 ACI AT |

v. AU 7 s SRrw/aEde gE 6 (Periodically audit/check the Fuel Consumption):

fRfE «forre a1 oF Ay &l Ffea AL SFH BT G ST FATATE Ao &fels SFe™
A I TSGR [NArH GER e A1 o [ROTR J1E 7RT ARG Gl 2R [We Fo3 7=
TR/ (bt3a 93T AT Bfb | R AR/ (53 STerely TNl IRASTAR ARG Gt R o
I e IR fFeaftoa e et =g |

>. M (Training):

T THTG QI TP QRO AR SEPIE A 7R SEaR oo o a7 G
GF 7Y AT I YW FACS AF | AR ABETON BT Ty R [fSq g9 IReE @ I
S eI T IR FREE WIReg S0E SIve &+ G5 TFRAIRCT S 4R G (Redr |
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X111, oreds e 53g#a (MANAGEMENT OF INTERNAL AUDIT):

TG TR G MATT AT @7 g T A TRAS, WTOPIRIF @R IR &lfsfire Fifsera
fSfere TG fREifEmeET e AT T2me, (TG, FFT G TFSIF el O frvarsT W 41 |
Tyae, affEee, ey asr F$7rwce @iF [Raw it o5 eme (feedback to authority) 1 ear
TP RS fRmrea JRfeHIE Trer F@w AFeg e & (o (professional) @R
TSN 7 G oG e ¢F (Internal Auidt Cell) efsfos stare | Sorwae & ¢t
(Internal Auidt Cell) S¥w &= Sitem 36 (Job Description) tedt a1 z@we (Annexure-
AH) |

TG fNRrwE Sy Te wifdE [RRaanefe e franefr fefers todt =g f¢ 91 | @Nw Sgifre
feoeT @3 frsifers ar Generally Accepted Accounting Principles (GAAP) SRt wreRgR
SIFRANITE | AP RIS SIS @3 TeR  SNfEF Jgremr a Fea=a= (FMOG) Sqaidt | «2
T el i T R e TorTe emi F |

G CFARNT T @ TG W™ (T @7 I q|l W sAfwgwr, Sarw s afer, wwer
R FSEER (BT Mea1d) FPifoef @ afemr “R1fFe 2@, feer FrRe af e, Trassesed
fEe & FEFIRST, ST8 I TPRIE AT &le AR (AT, AT e O @ TRy FEHIC
- = feelfs @R k- 8 Fhffoel AmR v fefere araemm JoAfeme o oo fFRiE
ARGEF 50 oM Fa1 | SFaead craef e I AT Rt aremimer fRdfaw w4,
Afasiif¥f sgE e Affoe T, @b @R st reaR arareeiTer Ny war Teopfn, @2 & 334
Y TS 3R O GRS ARSI AV AT 22 I |

AFSFI: T 050
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ioee]/ (T AR AfTES FRACATOR NLGT TSR TF Wew (RN qR GF/Re sibef
HRETOCT Bl WS &y - B e Jiema A @A @R ARG a1 | @ [fog
(R 24, AR, AT (), TA-AROETRIW, T SR -5, AGTR TG, @R I
o efege (wfw) |

Toim T e e fefere ud A Remifeme siies Adeeg vy, 6T, FHaT 9 e

5e1CR O S 26T« & el WIAGCTT RFOCT GG TN =l GaR WA N2 A
‘Audit Management & Operational Guideline (AMOG)’ 0ot a2 |

XIV. oG fazEe ezt (INTERNAL CONTROL QUESTIONAIRE):

G35 MG P o/l «F Tod MAR T oA fRET erer (Annexure-Al) 3
‘Internal Control Questionaire’ ¥ WIASICHA & G5 @ I8 (tool) | e e fozes
g (Annexure-Al) 5z f5g a4 oy voge g | @9 9, ¥, IEERA, W, IR AT
W R | e AfRvEE 9 oR niRigele e ST ACATF @ (@I T e o 3z
ORI A G @3 I A MIRGEAE (@ @FF HE U8 FG I | 92 R &S ATl G AGAR
TRAIVETT R ATET |

XV. 2% 772 (FORMATS):

e Form

TH(TH SICHE

TS0 SIep

e SICHE

TS e

GER SifEwreg

M @ ST (SR AT 8 (oS blfzwof@
VRe@ AR @ R fwar
FII 1ot A2 ARF IS
I fersae faeelfo

B @feEo™

TSRt SR

WO vifemog

Jifos B9 TN

PR ANTGLIT AGIS TI
AT MER TOCT >
EOTI: TN 050

Cldw»n|DO|To|IZZr|Rl«l—ZTO|mmgolO|m| >
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e et a1 At V
AFRe e efforana W
T AT GFfasaet afsrans X
T (VATS G TFACIHCAT FIEE BIfzAo@a Y
MEI Gifewog Z
Wiy e AA
Sy Sds vifzmeE AB
AN AW W Siferd AC
Sl Ay 2o AD
XVI. Speare (ANNEXURE):
fosia Annexure
TAGAIRCF MG BIe@ AE
IR IR pieoa AF
ey oo SR ey PICe I AG
TSTTCA [NAF G SRR & FICEd 9 AH
ST fTT@e 2RIt Al
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