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fl;lha jkpo; jFjpj; Njh;T 
 

fbjk; tiujy; - fUj;jpy; nfhs;s Ntz;ba Fwpg;Gfs ; 
 

1. fbjj;jpd; nghJthd mikg;G 
 
nghJthf vy;yhf; fbjq;fspYk; 
 
1. jiyg;G  
2. tpsp 
3. cly;  
4. %bg;G 
5. ifnaOj;J 
 
Mfpa Ie;J gFjpfs; cs;sd. 
 
 Nkw;fz;l Ie;Jk; fbjq;fspy; fhzg;gLk; nghJthd $Wfs;> #oYf;Fk;> 
Njitf;Fk; Vw;g ,tw;wpy; rpy khw;wq;fs; ,Uf;Fk;. 
 
       
      
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 xU mYtyff; fbjk; vOJk;NghJ gpd;tUk; Fwpg;Gfis kdjpy; nfhs;s 
Ntz;Lk;.  
 
 
 
 

mYty; fbjq;fs; 

(Official Letters ) 

1. fbjq;fs; 
2. NknyOJjy; 
3. nray; Fwpg;Gfs; 
4. mwptpg;Gfs; 
5. Rw;wwpf;iffs; 
6. mYtyf Mizfs; 
7. mwpf;iffs; 
8. jPh;khdq;fs; 
9. $l;lf; Fwpg;Gfs; 
10. Ma;Tiu  
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1. Jiwapd; ngah;; 
 
 mYtyff; fbjj;jpd; Kfg;gpy; fbjj;ij mDg;Gk; Jiwapd; ngah; 
vOjg;gl Ntz;Lk;. 
 
cjhuzk; : 
 
 jkpo;ehL muR 
 rpWNrkpg;Gj; Jiw 
 jiyik mYtyfk; 
 
Fwpg;G : Jiwapd; ngah; vg;nghOJk; Nky; kj;jpapy; vOjg;gl Ntz;Lk;. 
 

2. vOJgthpd; gjtp 
 

▪ mDg;Geh; vDk; gFjpapy;> mDg;GeuJ ngah; vOjhky;> mYtyfj; 
jiytuJ gjtp gw;wpa tptuk; kl;LNk Fwpg;gpLjy; Ntz;Lk;. 

 
▪ mDg;Geh; vd;w thh;j;ijf;Fg; gpwF epWj;jf;Fwp (.) ,lf;$lhJ. 

 
mDg;Geh; : 
 ,af;Feh;> 
 rpWNrkpg;Gj; Jiw>  
 jkpo;ehL muR. 
 

3. fbjk; vOjg;gLNthhpd; (ngWeh;) gjtpAk; KfthpAk; 
 

▪ fbjk; vOjg;gLNthhpd; gjtpAk;> KfthpAk; mLj;J nfhLf;fg;gl Ntz;Lk;. 
 
▪ ngWeh; vd;W vOjp epWj;jf;Fwp (.) ,y;yhky; mjw;F fPo; mtUila 

gjtpAk;> KfthpAld; vOjg;gl Ntz;Lk;. 
 

cjhuzk;: 
 
ngWeh;: 
 JizNte;jh;>  
 Nty; gy;fiyf;fofk;>  
 jpUr;rp. 
 

4. fbj vz; kw;Wk; Njjp 
 

▪ Kjypy; elg;Gf; fbjk; (e.f) vz; Fwpg;gpl Ntz;Lk;. 
▪ ,uz;lhtJ ,Uf;if tptuk; Fwpg;gpl Ntz;Lk;. 
▪ %d;whtJ Nfhg;G vz; kw;Wk; Nfhg;G ve;j Mz;ilr; Nrh;e;jJ vd;gijf; 

Fwpg;gpl Ntz;Lk;. 
▪ ehd;fhtJ Njjpapidf; Fwpg;gpl Ntz;Lk;. 
▪ cjhuzk; : e.f (2.12) / 12345 / 2022> ehs; 26.3.2022 
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5. tzf;fTiu 
 

▪ nghJthf tzf;fTiu Iah my;yJ mk;kh vd;W ,Uf;Fk;. 
 
6. fbjj;jpd; Kf;fpag; nghUs; 
 

▪ fbjj;jpd; Kf;fpag; nghUs; my;yJ mjd; nra;jp my;yJ gpd;tUk; 
fbjj;jpd; rhuk; ePskhf ,Ue;jhy; gy gj;jpfshfg; gphpf;fg;gLfpwJ. 

 
7. tzf;f KbT 
 
 xU mYtyff; fbjj;jpd; tzf;f KbT gpd;tUkhW ,Uf;f Ntz;Lk;. 
 
 (i) “jq;fs; cz;ikAs;s” 
   my;yJ 
 (ii) “jq;fs; ek;gpf;iff;Fhpa” 
 
8. ifnaOj;J 
 
 tzf;f KbTf;Fg; gpwF mYtyh; jd;Dila ifnaOj;ij ,Lfpwhh;. 
fbjj;jpy; kw;nwhUtUf;fhf ifnaOj;jplg;gl;lhy; “fhR” vd;w nrhy; mtUila 
mYtyfg; gjtpf;Fg; gpd; Fwpg;gpl Ntz;Lk;. 
 
cjhuzk; : 1 
    jq;fs; cz;ikAs;s>  
 
     rpW Nrkpg;Gj; Jiw> ,af;Feh; 
 
cjhuzk;  : 2 
    jq;fs; cz;ikAs;s>  
 
      rpW Nrkpg;Gj; Jiw> ,af;FeUf;fhf 
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khjphp fbjk; 
 

rpW Nrkpg;Gj; Jiw 
jkpo;ehL muR 

mDg;Geh; : 
    ,af;Feh;>  
    rpWNrkpg;Gj; Jiw> 
    jiyik mYtyfk;> 
    nrd;id. 
 
ngWeh; : 
    JizNte;jh;> 
    jpahfuh[h gy;fiyf;fofk;> 
    kJiu 
 
       e.f. vz;: m1/413/2023> ehs; 17.03.2023 
ma;ah> 
     
    nghUs;: khzth;fs; tpopg;Gzh;Tf;fhd fUj;juq;fk; Fwpj;J. 
 
    gy;fiyf; fof khzth;fSf;F rpWNrkpg;Gj; Jiwapd; rhh;ghf tpopg;Gzh;T 
Vw;gLj;Jtjw;F xU fUj;juq;F> 10.04.2023 md;W rpWNrkpg;G Jiw> kJiu 
mYtyfj;jpy; Vw;ghL nra;ag;gl;Ls;sJ. mf; fUj;juq;fpw;F khzth;fis mDg;gp 
itf;FkhW Nfl;Lf; nfhs;fpNwd;.  
                                         jq;fs; cz;ikAs;s> 
                                             ifnahg;gk; 
                                    (rpWNrkpg;G Jiw ,af;FeUf;fhf)      
 

m. mYty; rhh;e;j fbjq;fs; 
 

1. Neh;Kff; fbjq;fs; 
(Demi official letters) 

 
▪ mYtyff; fbjq;fspy; jdpg;gl;l my;yJ jdpr; nra;jp tbtj;jpy; 

,Ue;jhy; mit Neh;Kf mYtyff; fbjq;fs; vdg;gLfpd;wd. 
▪ mYtyfj; jiyth;fs;> ,uz;lhk; epiy mYtyh;fs; MfpNahiu Neubahf 

tpspj;J vOjg;gLk; fbjkhFk;. 
▪ rkepiyapy; cs;s xNu Jiwiar; rhh;e;j mYtyh;fs; Neubahf tpspj;J 

vOJth;. 
▪ ‘Iah> md;GilaPh;’ vd;git Nghd;w tpspAld; njhlq;fp Neh;Kfkhf 

ciuahLtJ Nghy ,f;fbjk; mikAk;.  
▪ fbjj;jpd; Nky; ,lJGwj;jpy; fbjk; vOJk; mYtyuJ ngah;> tfpf;Fk; 

gjtpiaf; Fwpg;gpl Ntz;Lk;. 
▪ fbjj;jpd; Nky; tyJGwj;jpy; mYtyf tptuk;> njhiyNgrp vz;> kpd; 

mQ;ry; tptuq;fisf; Fwpg;gpLjy; Ntz;Lk;. 
▪ fbjj;jpd; fPo; ,lJGwj;jpy; ngWeh; tptuk; ngaUld; Fwpg;gplg;gl 

Ntz;Lk;. 
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khjphp fbjk; : 1 
 
jpU. ghyFkhud;> ,.M.g                      khtl;l Ml;rpah; mYtyfk;>  
khtl;l Ml;rpj; jiyth;                            J}j;Jf;Fb khtl;lk;> 

                                          njhiyNgrp vz;: ………… 

                                                                                             kpd;dQ;ry; Kfthp: ………... 

 
Ne.K.f.vz; m1/112/2023                                ehs;: 13.03.2023 
  
md;ghh;e;j jpU. NfhFyfpU~;zd; 
 
       nghUs;: ,ytrg; gl;lh toq;fy; Fwpj;J Nfhtpy;gl;b 
              Nfhl;lk; faj;jhW tl;lk; nrhf;fey;Y}h; fpuhkk; 
              -eltbf;if tptuk; 
 
       ghh;it: ,t;tYtyff; fbj vz; 114/m23/2023 ehs;: 14.01.2023 
 
       ghh;itapy; fhZk; fbjk; kPJ jq;fsJ cldbf; ftdk; <h;f;fg;gLfpwJ. 
  
      faj;jhW tl;lj;jpd; nrhf;fey;Y}h; fpuhkj;jpy; 15.02.2023  md;W 
eilngw;w ,ytrg; gl;lh NfhUk; $l;lj;jpy; tpz;zg;gq;fs; ngwg;gl;ld. me;j 
kDf;fspd; kPJ eltbf;if tptuk;Fwpj;j gl;baypid cldbahf tUtha; 
tl;lhl;rpahplkpUe;J ngw;W jq;fspd; Fwpg;giuAld; ,e;j mYtyfj;jpw;F jdp 
egh; %yk; Nrh;g;gpf;f mwpTWj;JfpNwd;.  ,e;Neh;tpy; jhq;fs; Neubf; ftdk; 
nrYj;JtJld;> NkYk; fhyjhkjk; $lhJ vd;gijAk; fz;bg;Gld; njhptpj;Jf; 
nfhs;fpNwd;.  
                                               ,g;gbf;F 
                                              ifnahg;gk;  
                                         (khtl;l Ml;rpj; jiyth;) 
ngWeh;: 
   jpU. NfhFyfpU~;zd;>  
   tUtha;f; Nfhl;lhl;rpah;> 
   Nfhtpy;gl;b Nfhl;lk;> 
 
efy; : 
   tUtha; tl;lhl;rpah; 
   faj;jhW tl;lk; 
                 (chpa eltbf;if mDg;gg;gLfpwJ) 
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khjphp fbjk; : 2 
 
jpU. tUzd;                            ghrdf; fz;fhzpg;G mYtyfk;>  
jiyikg; nghwpahsh;                                   jpUney;Ntyp 

                                          njhiyNgrp vz;: ………… 

                                                                                             kpd;dQ;ry; Kfthp: ………... 

 
Ne.K.f.vz; m1/413/2022 ehs; 05.06.2023 

 
vdjd;ghh;e;j jpU. jpUKUfd;>   
 

       nghUs;: miz jpwf;Fk; Njjp Fwpj;J – mwptpg;G njhlh;ghf 
 
       ghh;it: fbj vz; 143 / 13.04.2023 
 
       ghh;itapy; fhZk; fbjk; kPJ jq;fsJ cldbf; ftdk; <h;f;fg;gLfpwJ. 
  
       ghrd tptrhapfsplkpUe;J 10.04.2023 md;W ngwg;gl;l kDf;fs; Fwpj;J 
mwpf;if mspf;Fk;gb Nfl;Lf; nfhs;sg;gl;lJ. jw;NghJ FWit rhFgb 
eilngWtjhy; miz jpwg;G Njjp gw;wp tptrha rq;fq;fSld; fye;J Ngrp 
cldbahfj; Njjpapid KbT nra;J ,t;tYtyfj;jpw;F mDg;GkhW 
mwpTWj;jg;gLfpwJ. 
                                               ,g;gbf;F 
                                              ifnahg;gk;  
                                          (jiyik nghwpahsh;) 
ngWeh;: 
   jpU. jpUKUfd; 
   nghwpahsh;>  
   kzpKj;jhW.                                                                                                   
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2. NkNyOJjy; (m) Nkw;Fwpg;G (m) Nknyhg;gk; 
(Endorcement)  

 
▪ Xh; fbjk; my;yJ Mtzk; xU mYtyfj;jpypUe;J kw;nwhU 

mYtyfj;jpw;F mDg;gg;gl;lhy; my;yJ xU mwpf;if chpa 
eltbf;iff;fhf te;jhy; me;j mry; fbjk; my;yJ Mtzj;Jld; ve;jf; 
fbjKk; mDg;ghky; me;jf; fbjj;jpd; ,Wjpapy; NknyOJjy; nra;jhy; 
kl;Lk; NghJkhdJ. fbjj;jpd; mry; gpujp my;yJ mjd; efiy 
mDg;gyhk;. NknyOJjiy Xh; %d;whk; egUf;fhff; nra;ayhk;. Mdhy; 
mjpy; Njjpapl;L vz; mspf;fg;gl Ntz;Lk;. 

▪ Nkw;Fwpg;G vd;gJ xU fbjj;jpd; Nky; vOjg;gLtJ MFk;. xU 
fbjj;jpw;Fj; Njitahd jfty;fs; kw;Nwhh; mYtyfj;jpy; ,Uf;Fk; 
NghJk;> mf;fbjj;jpw;F eltbf;if vLf;f Ntz;ba nghWg;G kw;nwhU 
mYtyfj;jpw;F chpajhf ,Uf;Fk; NghJk;> mbf;fbjj;jpy; Nkw;Fwpg;G 
vOJth;.  

▪ Xh; mYtyfj;jpy; gzpGhpAk; mYtyh;fSf;F kw;w mYtyfq;fspypUe;J 
tUk; Rw;wwpf;if> Fwpg;ghiz> nray;Kiwfs; Mfpatw;iw mjw;Fhpa 
mYtyh;fSf;F mspf;f me;j Mtzj;jpd; kPJ nra;ag;gLk; gjpT 
Nknyhg;gkhFk;.  
 
(,it midj;Jk; Mtzq;fs; my;yJ fbjq;fspd; jd;ik nghWj;J 
khWgLk;) 

 
khjphp fbjk; : 1 

 
                                               tzpf thpj; Jiw  
                                            jpUney;Ntyp mYtyfk;> 
  

Nkw;Fwpg;G vz; : 422/631-4> ehs; 17.03.2022 
 
       jf;f eltbf;if vLg;gjw;fhf> jpUr;rp ,iz tzpfthp mYtyUf;F 
khw;wg;gLfpwJ. 
                         (mYtyfj; jiyth; /mYtyfj; jiytUf;fhf) 
 
ngWeh;: 
   ,iz tzpf thp mYtyh;>  
       jpUr;rp. 
                                                                                                   
 

khjphp fbjk; : 2 
 

Nkw;Fwpg;G vz; : 24/114/2022 
                                                gj;jpug;gjpTj; Jiw  
                                                        kJiu 
                                                   ehs; : 17.03.2022 
           //mDg;gg;gLfpwJ// 
                            
                         (mYtyfj; jiyth;/mYtyfj; jiytUf;fhf)                                              
ngWeh;: 
   jpU. uhftd; 
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   jiyik vOj;jh;.                                                                             
3. epfo;r;rpg; gjpTf; Fwpg;Gfs; (m) nray; Fwpg;Gfs;  

(Proceedings)  
 

▪ epfo;r;rpg; gjpTf; Fwpg;G> jfty; Kf;fpakpy;yhky; ,Uf;Fk; nghOJ> fbjk; 
mDg;Ggth; ,sepiy mYtyuhf ,Uf;Fk; nghOJ> jdpahh; kw;Wk; 
filepiy mYtyh; juk; cilauhf ,Uf;Fk; nghOJk; vOjg;gLfpwJ. 
 

▪ tpz;zg;gf; fbjq;fSf;F vOjg;gLk; epidT+l;Lfs; my;yJ gjpy;fs; 
epfo;r;rp gjpTf; Fwpg;G tbtj;jpNyNa ,Uf;Fk;. 

 
khjphp fbjk; : 1 

 
epfo;r;rpg; gjpTf; Fwpg;G (m) nray; Fwpg;G 
 
epfo;r;rpg; gjpTf; Fwpg;G vz; : 11/2022 
                                         Cuhl;rp xd;wpa mYtyfk;>  
                                                  jpUg;guq;Fd;wk;>                                           
                                                    ehs;: 17.03.2022  
 
       gpg;uthp 1> 2022 Njjpapl;l fbjj;jpy; jpU. Kfpyd; vd;gth; ,j;Jiwapy; 
Ntiytha;g;G Ntz;b mDg;gg;gl;l tpz;zg;gf; fbjj;jpw;F mDg;gg;gLk; gjpy; 
vd;dntd;why; ,j;Jiwf;F jkpo;ehL muRg; gzpahsh; Njh;thizaj;jhy; kl;LNk 
Ml;fs; Njh;T nra;ag;gLfpwhh;fs; vd;W njhptpf;fg;gLfpwJ. 
 
ngWeh;: 
      uh[pt;fhe;jp> 
    jpUg;guq;Fd;wk;.                               ifnahg;gk;                                                                            
                                         (mYtyfj; jiytUf;fhf) 
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4. mwptpg;G & mwptpf;if 
(Notice and Notification) 

 
 xUtUf;Nfh my;yJ mYtyfj;jpy; gzpGhpAk; egh;fSf;Nfh xU 
nra;jpiaj; njhptpg;gJ mwptpg;G (Notice) MFk;. ,e;j mwptpg;gpid mYtyfg; 
gyifapy; gpuRhpj;jhy; NghJkhdjhFk;. xU nra;jpia gyUk; mwpe;Jnfhs;SkhW 
ntspapLtJ mwptpf;if (Notification) MFk;. 
 

khjphp fbjk; : 1 
 
  m1/ 163/2022 
                                         khtl;l Ml;rpah; mYtyfk;>  
                                                     fd;dpahFkhp>                                           
                                                    ehs:; 24.11.2022 

mwptpf;if (Notification) 
 

       nghUs; : kio fhuzkhf gs;sp tpLKiw. 
 
       New;W Kjy; fdkio nga;J nfhz;L ,Ug;gjhy; ,d;W (24.11.2022) 
midj;Jg; gs;sp> fy;Y}hpfSf;Fk; tpLKiw mspf;fg;gLfpwJ. ,e;j  Ntiy 
ehis <L nra;Ak; nghUl;L tUk; rdpf;fpoik (27.11.2022) md;W KO Ntiy 
ehshf mwptpf;fg;gLfpwJ. 
                                            ifnahg;gk; 
                               (khtl;l Ml;rpah;/khtl;l Ml;rpaUf;fhf) 
ngWeh;: 
     Kjd;ikf; fy;tp mYtyh;> 
     midj;Jg; gs;sp> fy;Y}hp Kjy;th;fs;      
 

 

 
khjphp fbjk; : 2 

 
m1/ A-41/2022 
                                                  khepyf; fy;Y}hp>  
                                                        nrd;id>                                           
                                                    ehs;: 24.11.2022 

mwptpg;G  (Notice) 
 
       nghUs; : Rje;jpu jpdf; fiy epfo;r;rpfs;. 
 
     ekJ fy;Y}hpapy; Rje;jpujpdf; fiyepfo;r;rpfs; xj;jpif 12.08.2022 md;W 
eilngwTs;sJ. mjdhy; md;W midj;Jg; ghl NtisfSk; 
uj;Jnra;ag;gLfpwJ.  
 
                                                ifnahg;gk; 
                                          (Kjy;th;/ Kjy;tUf;fhf) 
ngWeh;: 
     midj;J Mrphpah;fs;> khzth;fs;. 
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     ghh;;itf;fhf – jfty; gyiff;F     
5. Rw;wwpf;if 
(Circular) 

 
▪ xU nra;jpia my;yJ Fwpg;gpl;l jfty;fis gy;NtW mYtyfq;fSf;F 

my;yJ mYtyfj;jpy; gzpGhpAk; mYtyh;fSf;F njhptpg;gJ Rw;wwpf;if 
MFk;.  

▪ Rw;wwpf;iffs; fbjq;fs;> my;yJ NknyOJjy; Nghd;W ve;j tifia 
rhh;e;jjhf Ntz;LkhdhYk; ,Uf;fyhk;. mJ me;jr; nra;jpapd; jd;ikiag; 
nghWj;J mikfpwJ. 

▪ Rw;wwpf;ifapid midj;J mYtyh;fSf;Fk; Rw;Wf;F tpl;L mth;fsJ 
xg;Gifapid ngw Ntz;Lk;. 
 
khjphp fbjk ; 
 

m1/ 422/2022 
                                              gs;spf; fy;tpj; Jiw>  
                                                        nrd;id>                                           
                                                    ehs;: 17.03.2022 

Rw;wwpf;if 
 

       nghUs; : fy;tpj; njhiyf;fhl;rp (KALVI  TV) fhnzhyp tPbNah –    
               gpd;D}l;lf; fUj;J Fwpj;J 
 
      2021-2022 Mk; fy;tpahz;bw;fhd ghlj;jpl;lq;fis midj;J muR> 
cjtpngWk; kw;Wk; jdpahh; gs;sp khzth;fs; tPl;bypUe;J fw;Fk; nghUl;L> 
jkpof murpd; fy;tpj; njhiyf;fhl;rp (KALVI TV) topahfTk; fhnzhyp (Video 

Lessons) %yKk; gapw;Wtpf;fg;gl;L tUfpwJ.  
 
      Nkw;gb epfo;r;rpfs; Fwpj;j> gpd;D}l;lf; fUj;ij (Feedback) khzth;fs;> 
ngw;Nwhh;fs; kw;Wk; Mrphpah;fs; %yk; njhFj;J Kjd;ikf; fy;tp 
mYtyfj;jpw;F clNd mDg;gp itf;FkhW midj;J khtl;lf; fy;tp 
mYtyh;fSk; Nfl;Lf; nfhs;sg;gLfpwhh;fs;.  
       
                                         ifnahg;gk; 
                          (mYtyfj; jiyth;/mYtyfj; jiytUf;fhf) 
  
ngWeh;: 
     midj;J khtl;lf; fy;tp mYtyfq;fs;. 
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6. miog;ghiz 
(Summon) 

 
▪ Xh; mYtyfj;jpypUe;J mYtyfj; jiyth; %ykhf xU mYtyiuNah 

my;yJ jdp egiuNah tprhuizf;fhfNth my;yJ jfty; njhptpf;Fk; 
nghUl;Nlh my;yJ jfty; ngWk; nghUl;Nlh Nehpy; M[uhf ,lk;> Njjp> 
Neuk; Mfpatw;iwf; Fwpg;gpl;L mDg;gg;gLk; fbjk;. 

 
khjphp fbjk; : 1 
 
m1/24/2022 
                                               ,af;Feh; mYtyfk;>  
                                                 rpWNrkpg;Gj; Jiw> 
                                                        nrd;id.                                           
                                                    ehs;:17.03.2022 
 

       nghUs; : gzpaikg;G -jkpo;ehL nghJrhh; epiyg;gzp – mYtyf  
               cjtpahsh; epakdk; njhlh;ghf. 
 
       ,j;Jiwapy; fhypahf cs;s mYtyf cjtpahsh; gzpf;Fj; jFjpapd; 
mbg;gilapy; gzp toq;f 18.04.2022 md;W Kw;gfy; 10.00 kzpf;F 
,t;tYtyfj;jpy; Neh;fhzy; eilngwTs;sJ. Nkw;gb Neh;fhzypy; jtwhJ 
fye;J nfhs;SkhW mwpTWj;jg;gLfpwJ. NkYk; fPo;f;fz;l rhd;wpjo;fis 
Neubahfr; rkh;g;gpf;FkhW Nfl;Lf; nfhs;sg;gLfpwJ. 
 
      1. fy;tpr; rhd;wpjo;fs; 
      2. Kd; mDgtr; rhd;wpjo;fs; 
      3. cly; jFjpr; rhd;wpjo;fs; 
 
  ngWeh;: 
     jpU. fpU~;zd;> 
     uh[pt;Fkhh;> 
     tpUJefh;. 
                                               ifnahg;gk; 
                                         (,af;Feh;/,af;FeUf;fhf)    
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khjphp fbjk; : 2 
 
m1/ 367 /2022 
                                               ,af;Feh; mYtyfk;>  
                                                 rpWNrkpg;Gj; Jiw> 
                                                        nrd;id.                                           
                                                    ehs;: 17.03.2022 
 
       nghUs; : mYtyff; Nfhg;Gfs; fhzhky; NghdJ gw;wp tprhuiz                          
               njhlh;ghf 

       ghh;it : Fwpg;ghiz vz; C – 187/ ehs; 16.02.2002 
 
       ghh;itapy; fhZk; Fwpg;ghiziaj; njhlh;e;J> ,g;nghUs; Fwpj;J 
jq;fsplk; tprhuiz Nkw;nfhs;sg;gl Ntz;bAs;sjhy;> jhq;fs; ,t;tYfj;jpy; 
,af;Feh; Kd;ghf 14.4.2022 md;W Kw;gfy; 11.00 kzpastpy; Nehpy; M[uhff; 
Nfl;Lf; nfhs;sg;gLfpwJ. 
 
ngWeh; : 
     rk;ge;jg;gl;l egh;/mYtyh; 
     (gjptQ;ry; %yk;)/(mYtyh; %yk; ifnahg;gk;) 
       
                                               ifnahg;gk; 
                                         (,af;Feh;/,af;FeUf;fhf)    
  
 

7. mYtyfr; nray;Kiw 
(Office Procedure) 

 
• mYtyfj;jpy; nray;Kiwf;F ,f;fbjq;fs; JizGhpfpd;wd. 

 
• mYtyfj; jiyth; MizapLtjhfNth> Vw;fdNt vLj;j eltbf;ifia 

cWjp nra;tjhfNth mikAk;. 
 

• Fwpg;ghf tpLg;G xg;gspg;G> Cjpa eph;zak;> Kd; gzk; toq;fy;> tpLg;Gf; 
fhy gazr; rYif> <l;ba tpLg;G xg;Gtpg;G Nghd;wit nray;Kiwfshf 
ntspaplg;gLk;. 

 
• “tpsp” mikg;Gj; njhlf;fj;jpy; ,lk;ngwhJ. 

 
• ngWehpd; Kfthp fbjj;jpy; ,Wjpapy; jug;gLfpwJ. 
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khjphp fbjk; 
 
m1/663/2022 ehs; 24.02.2022 
                                        Kjd;ikf; fy;tp mYtyh;> 
                                khtl;l Kjd;ikf; fy;tp mYtyfk;> 
                                                      njd;fhrp.  
 
     njd;fhrp khtl;l Kjd;ikf; fy;tp mYtyhpd; nray;Kiwfs; 
 
gpwg;gpg;gth;  : jpU. thRNjt; 

nghUs;     : jLg;G+rp – Njh;jy; gzpfs; njd;fhrp khtl;lj;jpy; Njh;jy; 
             gzpapy; <LgLk; Mrphpah;f;s midtUk; Nfhtpl; 19 jLg;g+rp    
             NghLjy; - rhh;G. 
 
ghh;it     :  1. muR Kjd;ikr; nrayh;> FLk;g eyj;Jiw mth;fspd; fbj  
               vz; 317/2022 ehs; 21.01.2022 
             2. khtl;l Ml;rpj; jiytuJ fbjk; e.f. vz; 013/ 

               ehs; 24.01.2022 
 
     ghh;it 1 ,y; fhZk; muR Kjd;ikr; nrayh; mth;fspd; fbjj;jpy; 
Njh;jy; gzpapy; <LgLk; muR mYtyh;fs; midtUk; ghJfhg;G 
Kd;ndr;rhpf;if eltbf;ifahf Nfhtpl; 19 jLg;G+rp nrYj;jpf; nfhs;sj; 
njhptpf;fg;gl;Ls;sjhy; midj;Jg; gzpahsh;fSk; 31.03.2022 f;Fs; jLg;G+rp 

nrYj;jpl ghh;it – 2 fbjj;jpy; njhptpf;fg;gl;Ls;sJ. 
 
     mjd;gb gs;spf;F mUfpy; cs;s muR kUj;Jtkid my;yJ muR 
Muk;g Rfhjhu epiyaj;jpw;F nrd;W fy;tpj; Jiwapy; gzpahw;Wk; 
mYtyh;fs; / gzpahsh;fs; midtUk; Nfhtpl; 19 jLg;G+rp nrYj;jpf; 
nfhz;L mjw;fhd mwpf;ifapid fPo;f;fz;l gbtj;jpd;gb jahhpj;J jpdrhp 
mwpf;ifahf> rhh;e;j khtl;l fy;tp mYtyfj;jpw;F mDg;gp itf;f midj;J 
mYtyh;fs; / jiyikahrphpah;fs; Nfl;Lf; nfhs;sg;gLfpwhh;fs;. 
 
t. 
vz; 

mYtyfk;/ 
gs;spapd; 
ngah; 

fy;tp/ 
khtl;lk; 

nkhj;j Mrphpah;fs;/ 
gzpahsh;fspd; 
vz;zpf;if 

Nfhtpl; jLg;G+rp 
nrYj;jpath;fspd; 

vz;zpf;if 

Fwpg;G 

      

                                           
                                             ifnahg;gk; 
                                       (Kjd;ikf; fy;tp mYtyh;) 
 ngWeh; : 

1. midj;J muR / muR cjtp ngWk; cah; / Nky;epiyg;gs;sp 
jiyikahrphpah;fs; 

2. midj;J tl;lhuf; fy;tp mYtyh;fs;. 
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8. mYtyf Miz 
(Office order) 

 
• Xh; mYtyfj;jpw;Fs;NsNa gzpahsh;fis mkh;j;Jjy;> khw;Wjy;> 

tpLg;gspj;jy;> mYtyf mikg;G> miwfs;kw;Wk; miwfyd;fs; xJf;fPL> 
gzpahsh;fSf;F gzpfs; xJf;fPL Nghd;wtw;wpw;F mYtyf Miz 
gpwg;gpf;fg;gLfpwJ. 

 
• ,it Fwpg;G tbtpy; vOJk; gof;fKk; eilKiwapy; cs;sJ. 

 
khjphp fbjk; : 1 
 
mYtyf Miz vz; 05/ 2023 
                                                tPl;L trjp thhpak;> 
                                                        nrd;id> 
                                                  (epUthfg; gphpT) 
                                                   ehs; : 17.03.2022  
     

nghUs;     :  epUthfk; - tPl;L trjp thhpak; - mYtyf eilKiw – gr;ir      
             epw ik (Green Ink) gad;ghL Fwpj;j tptuk; toq;fp Miz. 
 
ghh;it     :  muR Miz (epiy) vz; 155 gzpahsh; kw;Wk; epUthfr;    
             rPh;jpUj;jj;Jiw ehs; 11.10.2010 
 
     ghh;itapy; fhZk; murhizapy; njhptpf;fg;gl;Ls;sgb mYtyfj;jpy; 
gr;ir epw ik (Green Ink) gad;ghL Fwpj;J fPo;f;fhZk; mwpTiufs; 
toq;fg;gLfpd;wd. 
 
   m. muR mYtyfq;fspy; ik Cw;W vOJNfhy; (Fountain Pen) ge;J Kid  
      (Ball Point) $o;ik (Gel) Mfpa Ngdhf;fisg; gad;gLj;jyhk;. NkYk;   
      epiyj;j ePyk; (Permanent Blue) fU ePyk; (Blue Black) my;yJ fUg;G  
      (Black) ikapid kl;LNk muR Mtzq;fspy; vOjpg; gad;gLj;j Ntz;Lk;. 
 

   M. “njhFjp – m” mYtyh;fs; (Group -A: and above officers) kl;LNk muRf;  
       Nfhg;Gfspy; Fwpg;Gfs; vOj gr;ir epw ikapidg; gad;gLj;j Ntz;Lk;. 
       Nkw;gb mwpTiufis Nfhg;Gfs; vOJk;NghJ fz;bg;ghf gzpahsh;fs;  
       filg;gpbf;Fk;gb Nfl;Lf; nfhs;sg;gLfpwhh;fs;. 
 
                                       ifnahg;gk; 
                         (mYtyfj; jiyth;/mYtyfj; jiytUf;fhf) 
ngWeh; : 
      midj;Jg; gphpT kw;Wk; Jiwj; jiyth;fs; 
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khjphp fbjk; : 2 
 

Fwpg;G tbtpy; vOjg;gl;l mYtyf Miz 
 

mYtyf Miz vz; 05/2023 
                                                 r%f eyj;Jiw>  
                                                  ehs; : 21.05.2023 
       nghUs;: gzpahsh; khWjy; Fwpj;J. 
 
     fz;fhzpg;ghsh; jpU. tz;zjhrd;  tpLg;gpypUe;J gzpf;Fj; jpUk;gpajhy; 
khw;Wf; fz;fhzpg;ghsh; jpU. fPh;j;jpthrd; 21.05.2023 Kjy; cjtpah; gzpf;F 
jpUg;gg;gLfpwhh;. 
 
 
                                                ifnahg;gk; 
                                           (jiyikg; nghwpahsh;) 
   
 
 

9. Fwpg;G 
(Note)  

 
• xU mYtyfj;jpw;Fs; xU mYtyhplkpUe;J kw;nwhUtUf;F mDg;gg;gLtJ 

Fwpg;G vdg;gLk;. 
 

• ,U tifg;gLk; 1. mYty; Kiwf; Fwpg;G 2. Kiwrhuhf; Fwpg;G (m) 
mYty; rhuhf; Fwpg;G 

 
• xU mYtyfj;jpy; my;yJ xNu Jiwapy; cs;s ,sepiy cjtpahsh;> 

fz;fhzpg;ghsh;> gphpT mYtyh; Nghd;w gy;NtW mYtyh;fspilNa 
ghpkhwpf; nfhs;sg;gLk; mYty; Kiwf; Fwpg;ghFk;. 

 
• jiyikr; nrayfj;jpy; (Secretariat) cs;Jiw> rl;lj;Jiw> epjpj;Jiw> 

czTj; Jiw Mfpa gy;NtW Jiwfs; cs;sd. xt;nthU JiwAk; Xh; 
mYtyfNk. xU Jiw mYtyfj;jpypUe;J ,d;ndhU Jiw 
mYtyfj;jpw;F vOJk;nghJ fbjkhf vOJtJjhd; kuG. Mdhy; 
nra;jpapidf; Fwpg;ghf vOJk; tof;fKk; cs;sJ. ,jid Kiwrhuhf; 
Fwpg;G my;yJ mYty; rhuhf; Fwpg;G vd;W $Wth;. 

 
• rhh;epiy mYtyh;fSf;fpilNaAk; ,e;j Kiw gpd;gw;wg;gLfpwJ. 
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khjphp fbjk; : 1 
 
m1/432 /2022 
                                           njhopyhsh; eyj;Jiw> 
                                            jiyikr; nrayfk;> 
                                                     nrd;id. 
                                                ehs; : 17.03.2022 
 

fz;fhzpg;ghsUf;fhd Fwpg;G 
 

       nghUs;:  njhopyhsh; ey thhpak; - cjtpj; njhif – tptuk;  
               Nrfhpj;jy; njhlh;ghf 
 
      njhopyhsh; eythhpaj;jpy; gjpT nra;jth;fspd; tptuq;fis 
cldbahf mDg;gp itf;Fk;gb Nfl;Lf; nfhs;sg;gLfpwhh;fs;. 
 
                                              ifnahg;gk; 
                                         (mYtyfj; jiyth;) 
 
 
khjphp fbjk; : 2 
 
mYty; Kiwrhuhf; Fwpg;G vz; m 1/ 213 / 2022 
                                             nghJg; gzpj;Jiw>                                             
                                                     nrd;id. 
                                                ehs; : 17.03.2022 
 

       nghUs;:  nghJg;gzpj;Jiw – jfty; mwpAk; chpik rl;lg; gphpT –          
               jkpo;ehL jfty; Mizaf; fbj vz; 213> ehs; 17.03.2022.  
               chpa gjpy; tpiutpy; toq;f NfhUtJ njhlh;ghf 
 
       ghh;it:   khepyj; jiyikj; jfty; Mizah;> jkpo;ehL jfty;  
               Mizak; mth;fspd; Miz vz;. 011> ehs; 18.01.2021 
 
       ghh;itapy; fhZk; jkpo;ehL jfty; Mizah; Mizapd; kPJ 
jiyik nraw;nghwpahsh;> ghrdg; gphpT mth;fspd; ftdk; <h;f;fg;gLfpwJ. 
 
       jkpo;ehL jfty; Mizaj;jpypUe;J ngwg;gl;Ls;s Mizapd; efy; 
,j;Jld; jf;f eltbf;iff;fhf ,izj;J mDg;gp itf;fg;gl;Ls;sJ. 
 
                                              ifnahg;gk; 
                                       (nghJg;gzpj;Jiw mYtyh;) 
ngWeh;: 
    jiyik nraw;nghwpahsh; /ghrdg;gphpT 
    nghJg; gzpj;Jiw 
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    nrd;id. 
 

10. $l;lf; Fwpg;G kw;Wk; jPh;khdq;fs; 
(Meeting Note &Resolutions)  

 
• mYtyfj;jpy; mYtyfj; jiyth; my;yJ mtUf;F mLj;j epiyapy; 

cs;s mYtyh;fs; elj;Jk; $l;lk; njhlh;ghf> kw;Wk; $l;lj;jpy; 
Nkw;nfhs;sg;gl;l KbTfs; Fwpj;J gjpT nra;ag;gLtJ $l;lf; Fwpg;ghFk;. 

• fye;Jiuahly; my;yJ tprhuizapd; nghUs;> jPh;khdq;fs; 
ntspaplg;gLfpd;wd. 

• jPh;khdk; %d;W ghfq;fisf; nfhz;lJ. 
 
khjphp fbjk; :1 
 
F 1 / 121 /2022 
                                         khtl;l Ml;rpah; mYtyfk;> 
                                                      jpUts;@h;> 
                                                    ehs;: 22.03.2022 
 
         nghUs;: jpUj;jzp ijg;G+rj; jpUtpoh Kd;Ndw;ghL Fwpj;J Ma;Tf;  
                $l;lk; 
 

     jpUts;@h; khtl;lk;> khtl;l Ml;rpj; jiyth; mth;fshy; jpUts;@h; 
khtl;l Ml;rpahsh; mYtyfj;jpy; ,d;W (22.03.2022) elj;jg;gl;l MNyhridf; 
$l;lj;jpy; ijg;G+rj;jpw;F tUk; gf;jh;fs; midtUf;Fk; nra;ag;gl Ntz;ba 
trjpfs; Fwpj;J MNyhrpf;fg;gl;lJ. 
 

     ,f;$l;lj;jpy; fye;J nfhz;lth;fis khtl;l tUtha; mYtyh; 
tuNtw;whh;.  
     ,f;$l;lj;jpy; vLf;fg;gl;l KbTfs; gpd;tUkhW: 

1. rhiyia xU topg;ghijahf khw;WtJ. 
2. jw;fhypfg; NgUe;J epiyak; mikg;gJ. 
3. gf;jh;fSf;F Ntz;ba FbePh; trjp> jq;Fkpl trjp nra;tJ. 

 
$l;lj;jpd; ,Wjpahf> khtl;l Ml;rpj; jiyth; kw;Wk; jpUf;Nfhapy;  

eph;thf mjpfhhpapd; MNyhridg;gb midj;J gzpahsh;fSk; gzpGhpa 
Nfl;Lf;nfhz;L Ma;Tf; $l;lk; KbTw;wJ. 
 
                                              ifnahg;gk; 
                                      (khtl;l Ml;rpj; jiytUf;fhf) 
ngWeh;: 
    midj;J tUtha; mYtyh;fs;> 
    eph;thf Nkyhsh; Nghf;Ftuj;Jj; Jiw> 
    nraw;nghwpahsh; FbePh; toq;fy;>  
    Mizah;> jpUj;jzp efuhl;rp. 
 
efy;: 
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    khtl;l Ml;rpj; jiyth; mth;fs;  
    Neh;Kf vOj;jh; 

11. Fwpg;ghiz 
(Memo) 

 
• mYtyfj;jpy; gzpGhpAk; mYtyh;fSf;F my;yJ NtW mYtyfj;jpy; 

gzpGhpAk; mYtyh;fSf;F Fwpg;ghiz tptuj;jpidj; njhptpj;J> 
eltbf;if Nkw;nfhs;s mwpTWj;jp mspf;fg;gLtJ. 
 

• mYtyfj;jpy; gzpGhpAk; mYtyh;fs;/gzpGhpe;j mYtyh;fs;> jtwhff; 
ifahz;l Nfhg;Gfs;/gzpfs; Fwpj;J Nkw;nfhs;sg;gl Ntz;ba eltbf;if 
Fwpj;j tptuq;fisj; njhptpg;gJ. 
 
khjphp fbjk; : 1 
 
 
m 21/03/2023                
                                       khepyj; jpl;l mYtyfk;> 
                                   midtUf;Fk; fy;tp ,af;fk;> 
                                                    nrd;id. 
                                               ehs; : 25.3.2023 
 
        nghUs; : gFjpNeug; gapw;Weh; - kjpg;G+jpa cah;T 
 
      gFjpNeu gapw;Weh;fSf;F kjpg;G+jpak; &. 7000-I rk;ge;jg;gl;l gs;sp 
Nkyhz;ikf; FOf;fs; mspj;J tUfpd;wd. ,j;njhif tUk; Vg;uy; 
khjj;jpypUe;J jkpo;ehL khepy midtUf;Fk; fy;tp ,af;fj;jpd; 

nraw;FOj; jPh;khd mbg;gilapy; &.8000 – Mf cah;j;jg; gLfpwJ. 
 
      tUk; Vg;uy; khjk; Kjy; cah;j;jg;gl;l Cjpak; toq;f eltbf;if 
vLf;f mwpTWj;jg;gLfpwJ. 
 
 
                                 ifnahg;gk;  
                   (mYtyfj; jiyth;/mYtyfj; jiytUf;fhf) 
 
ngWeh;: 
     Kjd;ikf; fy;tp mYtyh;> 
     khtl;lj; jpl;l mYtyfk;> 
     midj;J khtl;lq;fs;. 
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khjphpf; fbjk; : 2 
 
 
m 1/123/2023 
                                                           muR fy;Y}hp> 
                                                        kJiu>  
                                                  ehs; : 28.03.2022 
 

fhuzk; /tpsf;fk; Nfl;Fk; Fwpg;ghiz 
 
       nghUs;: Njh;T miwapy; ifg;Ngrp gad;gLj;jpaJ njhlh;ghf tpsf;fk;  
              Nfl;Fk; Fwpg;ghiz. 
 
       ghh;it: m.M.vz; 91-A> ehs; 03.08.2022 
 

1. fy;Y}hpapd; nghJj; Njh;tpd; NghJ Njh;T miwf;Fs; ifg;Ngrp    
gad;gLj;jf; $lhJ vd;w jil cs;sJ. mijf; filg;gpbf;fhky; 
14.03.2022 md;W eilngw;w nghJj; Njh;tpd; NghJ ifg;Ngrp    
gad;gLj;jp Njh;T miw fz;fhzpg;Gg; gzpapidr; nrt;tNd 
nra;ahky; myl;rpakhf ,Ue;Js;sPh;. 

 
2. Nkw;Rl;ba fhl;ba FiwghL Fwpj;J vOj;Jg; G+h;tkhd tptuj;jpid 

,f;Fwpg;ghiz fpilj;j gjpide;J ehl;fSf;Fs; mspf;f 
mwpTWj;jg;gLfpwhh;. 

 
3. Nkw;Fwpg;gpl;l fhyj;jpw;Fs;> MrphpahplkpUe;J vOj;Jg; G+h;t tpsf;fk;        

ngwg;gltpy;iynadpy; Mrphpah; $Wtjw;F VJkpy;iy vdf; fUjp>   
,Ug;gpy; cs;s Mtzq;fs; mbg;gilapy; jq;fs; kPJ chpa   
eltbf;if Nkw;nfhs;sg;gLk;. 

 
4. ,e;jf; Fwpg;ghiz ngw;wikf;F Vw;gspg;G nra;aTk;. 
 
 
                                  ifnahg;gk; 
                       (fy;Y}hp Kjy;th;/fy;Y}hp Kjy;tUf;fhf) 
  

        ngWeh; :  
            rk;ge;jg;gl;l mYtyh; : gzpGhpAk; fy;Y}hp thapyhf> 
 
 
 
 
 
 



 

20 | P a g e  APPOLO STUDY CENTRE PH: 044-24339436, 42867555, 9840226187     http://www.appolosupport.com/ 

 

 
 

12. jfty; mwpAk; chpikr; rl;lk; 2005d; fPo; 
tpz;zg;gk; 

 
(RTI act> 2005) 

 
mDg;Geh; : 
     K. Ffd;> 
     j/ng. fhh;j;jpNfad; 
     fhe;jp njU> 
     njd;fhrp 
 
ngWeh; : 
     cah;jpU nghJ jfty; mYtyh; mth;fs;>  
     gs;sp fy;tp ,af;ffk;>  
     b.gp.I tshfk;> 
     nrd;id. 
 
kjpg;gpw;Fhpa Iah> 
 

     nghUs;: jfty; mwpAk; chpikr; rl;lk; 2005 gphpT (6) –(1) d; fPo;   
            jfty;fs; NfhUjy; Fwpj;J. 
 

1. B.Lit kw;Wk; D.TED fy;tpj; jFjpapid mbg;gilahf nfhz;L Mrphpah; 
jFjpj; Njh;T (Paper-2) vOjp jkpo; gl;ljhhp Mrphpah; Mtjw;F 
jFjpAz;lh vd;gijAk;> mjw;Fhpa murhiz vz;iz mwptpf;FkhWk; 
gzpTld; Nfl;Lf; nfhs;fpNwd;. 
 

2. nghwpapay; gl;lk; Kbj;J Mrphpah; gapw;rp Kbj;jth;fs; Mrphpah; 
jFjpj; Njh;T vOj KbAkh  vd;gijAk;> mt;thW vOj KbAk; 
vd;why; mjw;fhd muR Miz vz;izAk; njhptpf;Fk;gb Nfl;Lf; 
nfhs;fpNwd;. 

 
     ehd; Nfl;Fk; jfty;fs; jfty; mwpAk; chpikr; rl;lk; tpjp tpyf;F gphpT 
8(1) d; fPo; tutpy;iy vd;gjidAk; njhptpj;Jf; nfhs;fpNwd;. 
 
Njjp  : 06.06.2023                                jq;fs; cz;ikAs;s> 
 
,lk;  : njd;fhrp                                        ifnahg;gk; 
 
 
 
 
 


