
 

 

 
NP/19/11/Dept/cir 

12.08.2016 
Rw;wwpf;if ,y: 05/2016 fpuhk mgptpUj;jp jpizf;fsk; tlf;F khfhzk;. 

rfy fpuhk mgptpUj;jp cj;jpNahfj;jh;fs; / mgptpUj;jp  cj;jpNahfj;jh;fs; 

fpuhk mgptpUj;jp jpizf;fsk;> tlf;F khfhzk;. 

fpuhk  / khjh; fpuhk mgptpUj;jp rq;fq;fshy; eilKiwg;;gLj;jg;gLk; 

Row;rpf;fld; nraw;ghL njhlh;ghf gpd;gw;w Ntz;ba eilKiwfs;. 

 

fpuhk> khjh; fpuhk mgptpUj;jp rq;fq;fspdhy; eilKiwg;gLj;jg;gLk; Row;rpf;fld; 

nraw;ghLfs; ntspg;gilj; jd;ikahfTk; xOq;fhd  gbKiwf;fikaTk;  

nraw;gLj;jg;gLk; Nehf;fpy; Fwpj;j rq;fq;fspy; nghUshsupdhy; gpd;tUk; mbg;gilapy; 

nraw;ghLfs; Kd;ndLf;fg;glNtz;Lk; vd jpizf;fsj;jhy; jPh;khdpf;fg;gl;Ls;sJ.  

1. fld; toq;fy;. 

I) fld; toq;fypd; NghJ Fwpj;j gadhspfsplk; ,Ue;J tpz;zg;gq;fs; 

ngw;Wf;nfhs;Sk; eilKiw gpd;gw;wg;gl Ntz;Lk; (khjphp tpz;zg;ggbtk; 

,izf;fg;gl;Ls;sJ) – fld; tpz;zg;gg;gbtk; ,izg;G I 

II) fld; tpz;zg;gk; toq;Fk; NghJ Fwpj;j tUlj;Jf;fhd re;jh 

nrYj;jg;gl;Ls;sjh? vd rq;fj;jpd; nghUshshpdhy; ghprPypf;fg;gl;l 

gpd;dh; tpz;zg;ggbtk; toq;fg;gly; Ntz;Lk;. 

III) fld; tpz;zg;gq;fs; midj;Jk; rq;fj;jpd; nghJr;rig / eph;thfrigf; 

$l;lj;jpy; ghprPypf;fg;gl;L fld; toq;fg;glTs;s gadhspfs; njhpT 

nra;ag;gl Ntz;Lk;. 

IV) fld; toq;fYf;fhd gztpLtpg;G mDkjpia ngw;Wf;nfhs;tjw;F fpuhk 

mgptpUj;jp cj;jpNahfj;jhplk; nghUshsh;  nry;Yk; NghJ fld; 

toq;fg;glTs;s gadhspfspd; tpguq;fs; mlq;fpa njhFg;G gbtk; 

(Summary Sheet) G+uzg;gLj;jg;gl;L vLj;Jr; nry;yg;gly; Ntz;Lk;. fld; 

ngw;Wf; nfhs;Sk; gadhspfspd; tpguj;jpid fzdpapy; juNtw;wk; 

nra;tjw;F fpuhk mgptpUj;jp cj;jpNahfj;jUf;F Njitg;gLk; 

jfty;fis cs;slf;fpAs;sikahy; Fwpj;j gbtk; mtrpakhdjhFk;. 

(khjphpgbtk; ,izf;fg;gl;Ls;sJ) - .Ranjhopy; fld; ngWNthh; tpguk; 

,izg;G II. 

V) gadhspfSf;F fld; gzk; toq;fg;gLk; NghJ nghUshshpdhy; nfhLg;gdT 
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rpl;il (Voucher) jahhpf;fg;gl;L gzk; ngw;Wf; nfhz;likf;fhd xg;gk; 

ngwg;gl;l gpd;dh; fld; toq;fg;gly; Ntz;Lk;. (nfhLg;gdTr;rpl;il Kiwikia 

,Jtiu gad;gLj;jhj rq;fq;fs; ,dptUk; fhyq;fspy; gad;gLj;j eltbf;if 

vLf;fg;gly; Ntz;Lk;. ,J njhlh;ghd mwpTWj;jy; fpuhk mgptpUj;jp 

cj;jpNahfj;jhpdhy; toq;fg;gly; Ntz;Lk;.) 

 

2. fld; mwtPL. 

I) fld; mwtPL Nkw;nfhs;sg;gLk; NghJ gzk; ngw;Wf; nfhz;likf;fhd 

gw;Wr;rpl;il (Receipt) nghUshshpdhy; toq;fg;gLjy; Ntz;Lk;. - 

(gw;Wr;rPl;L Kiwik ,y;yhj rq;fq;fs; ,jid mKy;gLj;j eltbf;if 

vLf;fg;gly; Ntz;Lk;). 

II) gw;Wr;rpl;ilapy; fld; jtizg; gzk;> tl;bg;gzk; kw;Wk; jhkjtl;b/ 

jz;lg;gzk; ngwg;gl;bUg;gpd; midj;Jk; njspthf Fwpg;gplg;gLjy; 

Ntz;Lk;. 

III) fld; mwtPLfs; midj;Jk; nghUshshpdhy; Ngzg;gl Ntz;ba 

mq;fj;jth; fld; mwtPl;L gjpNtl;by; (xt;nthU gadhspf;Fk; jdpahf 

xJf;fg;gl;Ls;s gf;fj;jpy;) khjhe;jk; nghUshshpdhy; gjpT nra;ag;gLjy; 

Ntz;Lk;. (gjpNtl;bd; khjphp ,izf;fg;gl;Ls;sJ) – mq;fj;jth; fld; 

gjpNtL - ,izg;G III 

IV) fld; mwtPLfs; midj;Jk; khj ,Wjpapy; chpa tq;fp fzf;fpy; 

nghUshshpdhy; itg;Gr; nra;ag;gly; Ntz;Lk;. 

V) Fwpj;j khjj;jpy; mwtPL nra;ag;gl;l fld; mwtPl;L mwpf;if mLj;J 

tUk; khjj;jpd; 05k;jpfjpf;F Kd;dh; nghUshshpdhy; fpuhk mgptpUj;jp 

cj;jpNahfj;jhplk; rkh;g;gpf;fg;gly; Ntz;Lk;. - ,izg;G IV 

VI) fld; mwtPl;L mwpf;ifapid rkh;g;gpf;f tUk;NghJ nghUshsh;> fld; 

mwtPL itg;G nra;ag;gl;l tq;fpg;Gj;jfk;> fld; mwtPl;Lf;F 

gadhspfSf;F toq;fg;gl;l gw;Wr;rpl;ilapd; fhgd;gpujp mlq;fpa 

gw;Wr;rpl;il Gj;jfk; kw;Wk; mq;fj;jth; fld; gjpNtL vd;gtw;iw 

nfhz;LtUjy; Ntz;Lk;. 

 
VII) gpuNjr nrayfq;fspy; fpuhk mgptpUj;jp cj;jpNahfj;jUld; ,ize;J 
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gzpahw;Wk; jpizf;fs mgptpUj;jp cj;jpNahfj;jh;fs; (mgptpUj;jp 

cj;jpNahfj;jh; ,y;yhj re;jh;g;gj;jpy; fpuhk mgptpUj;jp cj;jpNahfj;jh;) 

nghUshsupdhy;; rkh;g;gpf;fg;gLk; Nkw;Fwpg;gpl;l mwpf;if kw;Wk; 

Gj;jfq;fis ghprPypj;J chpaKiwapy; gjpTfs; 

Nkw;nfhs;sg;gl;Ls;sjid cWjpg;gLj;jp fld; gjpNtl;by; rpw;nwhg;gk; 

,LtJld;> nghUshsupdhy; chpaKiwapy; gjpTfs; Nkw;nfhs;tjw;F 

cjtp nra;thh;fs;. 

 
Nkw;Fwpg;gpl;l eilKiwfis gpd;gw;Wk; NghJ nghUshsUf;F Vw;gLk; Ntiyg; gOit 

fUj;jpy; nfhz;L nghUshsupdhy; khjhe;jk; mwtPL nra;ag;gLk; tl;bg;gzj;jpy; 

rq;fq;fshy; jPh;khdpf;fg;gLk; tPj (%) njhifapid (20% ,w;F Nkw;glhjtifapy;) 

fld; mwtPl;L eltbf;ifapy; <LgLk; nghUshsh; / tq;fpahsh; Nghd;w Fwpj;j 

flikia Nkw;nfhs;gtUf;F Cf;Ftpg;G nfhLg;gdthf toq;Ftjw;fhd mDkjpapid 

jpizf;fsk; toq;Fk;. 

mLj;JtUk; khjj;jpd; 05k; jpfjpf;F Kd;dh; fld; mwtPl;L mwpf;ifia fpuhk 

mgptpUj;jp cj;jpNahfj;jhplk; rkh;g;gpj;J Fwpj;j khjfld; mwtPl;Lf;fhf nghUshsh; / 

tq;fpahsh; ngw;Wf; nfhs;sf;$ba Cf;Ftpg;G njhiff;fhd vOj;J %ykhd 

mDkjpia fpuhk mgptpUj;jp cj;jpNahfj;jhplk; ngw;Wf;nfhz;l gpd;dNu Fwpj;j 

nfhLg;gdit nghUshsh; / tq;fpahsh; ngw;Wf;nfhs;sKbAk;. ,jw;fhf nghUshsh; / 

tq;fpahsh; rpwpa Fwpg;NgL (03 fl;L nfhg;gp) xd;iw NgZtJ nghUj;jkhdjhFk;. 

vdNt> Nkw;Fwpg;gpl;l tplaq;fis fUj;jpy; nfhz;L rq;fq;fshy; 

eilKiwg;gLj;jg;gLk; Row;rpf;fld; jpl;lq;fis tpidj; jpwdhf;Ftjw;F 

jpizf;fsj;jhy; Kd;ndLf;fg;gLk; eltbf;iff;F xj;Jiog;G toq;FkhW 

Nfl;Lf;nfhs;fpd;Nwd;. 

Nkw; Fwpj;j tplak; njhlh;ghd  tpsf;fj;jpid fpuhk mgptpUj;jp cj;jpNahfj;jh; / 

mgptpUj;jp cj;jpNahfj;jh; jq;fs; gpuNjr nrayh; gpuptpy; Row;rp Kiwf;fld; 

nraw;ghl;by; <LgLk; rq;f eph;thfj;jpw;F  njspTgLj;Jk;gb Nfl;Lf; 

nfhs;sg;gLfpd;wPh;fs;. 

 

 

N[.N[.rp. ngyprpad; 
khfhzg; gzpg;ghsh; 
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fpuhk mgptpUj;jp jpizf;fsk; 

tlf;F khfhzk;. 

 

gpujp:  

1. nrayhsh; -kPd;gpb> Nghf;Ftuj;J mikr;R> tlf;F khfhzk; - jaTld; jq;fspd; 

jftYf;fhf.  

2. murhq;fmjpgh;  …………………………..  - jaTld; jq;fspd; jftYf;fhf. 

3. gpuNjr nrayhsh; -……………………..jaTld; jq;fs; newpg;gLj;jYf;fhfTk; 

xj;Jiog;Gf;fhfTk ; 

4. khtl;l fpuhk mgptpUj;jp cj;jpNahfj;jh;……………… -jftYf;fhfTk; 

newpg;gLj;jYf;fhfTk; 
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16.02.2017 

Rw;WepUgk; 02/2017 
 
rfy khtl;l fpuhk mgptpUj;jp cj;jpNahfj;ju;fs;> fpuhk mgptpUj;jp 
cj;jpNahfj;ju;fs;> mgptpUj;jp cj;jpNahfj;ju;fs;> ijay; Nghjdhrpupau;fs; kw;Wk; 
rfy cj;jpNahfj;ju;fs; fpuhk mgptpUj;jp jpizf;fsk; tlf;F khfhzk;. 

 
,yj;jpudpay; Kiwapd; Clhf jfty;fis gupkhw;wk; nra;jy; 
 
1. fhfpjj;jpyhd jfty; gupkhw;wj;jpd; fPo; cs;s rpy jlq;fisAk;> tpiuaq;fisAk; 

fUj;jpy; nfhz;L ,yj;jpudpay; uPjpahf jfty;fis gupkhw;wk; nra;tjw;F Vw;fdNt 
rfy khtl;l fpuhk mgptpUj;jp mYtyfq;fs;> gpuNjr fpuhk mgptpUj;jp 

mYtyfq;fs; vd;gdtw;wpw;F ,yj;jpudpay; jghy; Kftupfs; (Email Address – User 
Name) toq;fg;gl;Ls;sJ. 

 ,jidg; gad;gLj;jp jfty;fis gupkhw;wk; nra;AkhW rfy rk;ge;jg;gl;l 
cj;jpNahfj;ju;fSk; mwpTWj;jg;gLfpd;wJ. 

 fpuhk mgptpUj;jp cj;jpNahfj;ju;fs; gpuNjr nrayfq;fspypUe;J 
jfty;fis fpuhk mgptpUj;jp jpizf;fsk; tlf;F khfhzj;jpw;F 
mDg;Gk; NghJ jq;fs; khtl;l mgptpUj;jp cj;jpNahfj;jUf;F mjd; 
gpujp mDg;gly;Ntz;Lk;. 

 Email  Clhf jfty;fis gupkhw;Wk; nghOJ fpilf;fg; ngw;wJ vd;gij 

mDg;gpatUf;F njupag;gLj;jg;gly;Ntz;Lk; (Acknowledgement) 

 rfy mYtyu;fSk; fhiy 8.30 kzpf;Fk; khiy 3.30 kzpf;Fk; jpdKk; 

Email ,id ghu;itapl mwpTWj;jg;gLfpd;wdu;. mj;Jld; tpNrlkhf 

Email mDg;g Ntz;ba epiyik Vw;gbd; njhiyNgrpA+lhf jftypid 

chpatu;fSf;F mwptpf;f Ntz;Lk;. 
 

2. fpuhk mgptpUj;jpj; jpizf;fsj;jpy; ,Ue;J Email  Clhf fpuhk mgptpUj;jp 

cj;jpNahfj;ju;fSf;F mDg;gg;gLk; fbjq;fspd; gpujp mt; khtl;l fpuhk 
mgptpUj;jp cj;jpNahfj;jUf;F ,lg;gl Ntz;Lk;. ,f; fbjq;fs; jq;fSf;F 
fpilf;fg; ngw;wik njhlh;gpy; rfy cj;jpNahfj;ju;fSk; cWjpg;gLj;JtJ 
fl;lhakhdjhFk; vd;gJld; khtl;l fpuhk mgptpUj;jp cj;jpNahfj;ju;fs; mf;fbjk; 
njhlh;ghf njhlu; eltbf;ifapid gpd;gw;Wjy; Ntz;Lk;. khtl;l 
cj;jpNahfj;jh;fSf;F mDg;gg;gLk; fbjq;fSk; ,e; eilKiwfSf;Nfw;gNt 
gpd;gw;wg;gly; Ntz;Lk;. 
 

3. khtl;l fpuhk mgptpUj;jp cj;jpNahfj;jupd; rpghu;Rld; tlf;F khfhz fpuhk 
mgptpUj;jpizf;fsj;jpw;F fpuhk mgptpUj;jp cj;jpNahfj;ju;fspdhy; 

mDg;glNtz;ba rfy fbjq;fSk; Email  Clhf khtl;l cj;jpNahfj;jUf;F 

mDg;gg;gl;L mth; ClhfNt mDg;gpitf;fg;gLjy; Ntz;Lk;. 
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4. ifnaOj;J ,lg;gl Ntz;ba rfy fbjq;fs; kw;Wk; jfty;fs; cupa 

cj;jpNahfj;jupd; ifnahg;gj;Jld; Scanner %yk; gpujp nra;ag;gl;L mDg;gg;gly; 

Ntz;Lk;. mj;Jld; rfy jfty; gupkhw;wq;fSk; jq;fs; cj;jpNahfG+u;t Email 
ClhfNt Nkw;nfhs;sg;gl Ntz;baJ fl;lhakhdJ MFk;.  

 

5. jq;fSf;F toq;fg;gl;Ls;s Computer> Scanner, Printer, Dongle Nghd;w ,yj;jpudpay; 
rhjdq;fspid tpidj;jpwdhfTk;> gf;FtkhfTk; gad;gLj;jp tpiuthfTk;> 
,yFthfTk; ,yj;jpudpay; jfty; gupkhw;wk; %yk; fhfpjhjpfs; tPzhtjpid> 
jtpu;g;gjw;Fk;> epjpapid tpidj;jpwdhf gad;gLj;Jtjw;Fk; G+uzkhd 
Xj;Jiog;gpid toq;FkhW Nfl;Lf;nfhs;sg;gLfpd;wPu;fs;. 

 
6. Email Clhf Nkw;nfhs;sg;gl Ntz;ba jfty; gupkhw;wq;fs; kl;LNk mDg;gl 

Ntz;Lk;. NkYk; %yg;gpujpahfNt mDg;g Ntz;ba Mtzq;fspid Email Clhf 

mDg;Gtjid jaTnra;J jtph;f;fTk;. (cjhuzkhf nfhLg;gdT cWjpr;rPl;Lf;fs; 
kw;Wk; cWjpr;rPl;Lf;fSf;Fupa Mjhu Mtzq;fs;> kjpg;gPLfs;> nrayhw;Wif 

juq;fzpg;G Nghd;wit…) 
 

7. rfy khtl;l fpuhk mgptpUj;jp mYtyu;fspdJk;> gpuNjr nrayf fpuhk mgptpUj;jp 
cj;jpNahfj;ju;fspdJk;> tlf;F khfhz fpuhk mgptpUj;jp jpizf;fsj;jpdJk; 

,yj;jpudpay; jghy; Kftup (User ID) ,j;Jld; ,izf;fg;gl;Ls;sJ. 
 

8. ,t; Rw;wwpf;if 02/2017 MdJ 01/03/2017 ,y; ,Ue;J ,j;jhy; eilKiwf;F 
tUfpd;wJ. ,jid eilKiwg;gLj;Jtjw;F rfy cj;jpNahfj;ju;fspdJk; 
xj;Jiog;Gk; Ntz;lg;gLfpd;wJ. 

 

 

 

 

 

N[.N[.rp. ngyprpad; 

gzpg;ghsh;                      

fpuhk mgptpUj;jpj; jpizf;fsk; 

tlf;F khfhzk;. 

gpujp 1. gpujk nrayhsu;> tlf;F khfhzk;. - jaTld; jq;fspd; jftYf;fhf. 
 
      2. nrayhsh;>  kPd;gpb> Nghf;Ftuj;J> th;j;jf thzpg> fpuhk 

mgptpUj;jp>tPjp  mgptpUj;jp kw;Wk; Nkhl;lhu; Nghf;Ftuj;J mikr;R>tlf;F 
khfhzk;. 
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                                      - jaTld; jq;fspd; jftYf;fhf.  
3. murhq;f mjpgh; ………………………………… 

 - jaTld; jq;fspd; jftYf;fhfTk; > topg;gLj;Jtjw;fhfTk; 

     4. gpuNjr nrayhsH……………………………….  

        - jaTld; jq;fspd; jftYf;fhfTk;> nraw;gLj;j 

cjTtjw;fhfTk; 

 

 

 

 

 

 

 

 


