
 
s^bÀ tIm¸n tPmen-IÄ GIo-I-cn-bv¡p-¶Xpw {Ia-s¸-Sp-¯p-¶Xpw 

kw_Ôn¨ \nÀt±i§Ä (IcSv) 
 
 
sk{I-t«-dn-bäv Hm^okv am\z-ense t^mwkv Hm^v Id-kvt]m-³U³knÂ            
DÄs¸-Sp¶Xcw IS-em-kp-IÄ¡v am{X-amWv Cu \nÀt±-i-§Ä _m[I-am-Ip-¶-Xv. 
 

• s^bÀtIm¸n-I-Ä sk{I-t«-dn-bäv Hm^okv am\z-enÂ sImSp-¯n-cn-¡p¶          
amXr-I-bnÂXs¶ X¿m-dm-t¡--−Xm-Wv.  CXn\p hncp-²-ambn ]MvtNz-j³ 
amÀ¡p-I-tfm, t_mÄUv sNbvX A£-c-§-tfm, A−Àsse³ sNbvX           
A£-c-§-tfm, Iym]n-äÂ A£-c-§tfm  aäp-hn-[-¯ntem D]-tbm-Kn-¡p-hm³ 
]mSn-Ã.   

 

• Hm^okv D¯-c-hp-IÄ ^bÂ \¼-dp-I-fnÂ ]pd-s¸-Sp-hn-¡p-hm³ ]mSn-Ã.   
\ne-hnÂ kÀ¡mÀ D¯-c-hp-IÄ \¼À sN¿p¶ amXr-I-bnÂ Hm^okv            
D¯-c-hp-IÄ \¼À sNt¿--−Xm-Wv.   

 
 

• \nb-a-k`m kanXn dnt¸mÀ«p-IÄ, \nb-a-k`m tNmZy-§Ä, tS_nÄ, sePntÉ-
j³ F¶n-h-bp-ambn _Ô-s¸« {][m-\-s¸« IS-em-kp-IÄ F¶n-h-sbm-gn-sI-
bpÅ s^bÀtIm¸n-IfpsS {]q^v Id-£³ _Ô-s¸« Hm^okv kq{]−-p-amÀ 
\nÀÆ-ln-¨v A{]-Imcw km£y-s¸-Sp- t¯− -Xm-Wv. 

 

• ]IÀ¸v DÄs¸-Sp¶ I¯p-I-fnÂ {]tXyIw \nÀt±-in-¡m¯ ]£w            
BZy tIm¸n-bnÂXs¶ ]IÀ¸v `mKw ]qÀ®-ambn  tcJ-s¸-Sp-t¯--−Xm-Wv. 

 

• s^bÀtIm¸n-I-fnÂ ^q«À tcJ-s¸-Sp-t¯--Xm-Wv. ^q«À Cw¥o-jnÂ t^m−v 
sskkv 9þÂ tcJ-s¸-Sp-t¯--−Xm-Wv. I¼yq-«-dnÂ tkhv 
sN¿p¶^bÂs\bnapw {]kvXpX IS-em-knse ^q«-dnse ^bÂs\-bnapw 
H¶pX-s¶-bm-bn-cn-t¡−-Xm-Wv.  

 

• ^q«-dnÂ s^bÀtIm-¸n- {_m©nsâ \¼À, ssS¸n-Ìnsâ t]cnsâ Npcp-s¡-
gp¯v, t^mÄU-dnsâ t]cv, \¼À, C\w, Xob-Xn F¶ coXn-bnÂ Bbn-cn-t¡--
−Xm-Wv. 
DZm : s^bÀtIm¸n 8 þÂ F³. Pb-Ip-amÀ F¶ ssS¸nÌv s{Sbn-\nwKv 
sk£sâ 1214 F¶ \¼cn-epÅ I¯v 2014 P\p-hcn 1þmw XobXn            
X¿mdm¡pt¼mÄ tcJs¸Spt¯− ^q«À: 

fcb8/njk/Training/1214(letter/note/report/others) /1.1.14 
 

• hn³tUmkv Hm¸tdänwKv knÌ¯nÂ aebmfwssS¸v sN¿pt¼mÄ Ign-hXpw            

‘ML-TTKarthika’, ‘ML-TTRevathi’, F¶o t^m−pIfnsem¶v  D]-tbm-Kn-t¡-
−-Xm-Wv. 

 

• ae-bm-f-¯nepÅ s^bÀtIm-¸-n-I-fnÂ ioÀj-Iw Hgn-sI-bpÅ `mKw Ign-hXpw 

t^m−v sskkv ‘14’  D]-tbm Kn-t¡-−-Xm-Wv.  
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• hn³tUmkv Hm¸tdänwKv knÌ¯nÂ Cw¥ojnÂ Ign-hXpw ‘Times New 
Roman’,  ‘Arial’  F¶o t^m−pIfnsem¶v D]-tbm-Kn-t¡-−-Xm-Wv. 

 

• D_p−p Hm¸-td-änwKv knÌ-¯-nÂ ae-bmfw ssS¸p-sN-¿p-t¼mÄ aoc, cN-\, 
F¶o t^m−p-I-fn-sem¶v D]-tbm-Kn-t¡-−-Xm-Wv. 

 

• Cw¥ojnÂ Ign-hXpw t^m−v sskkv ‘12’ AsÃ-¦nÂ ‘13’ D]-tbm-Kn-t¡-−-
Xm-Wv.  

 

• s^bÀtIm¸n-I-fnÂ CS-Xp-h-i¯v Gähpw Ipd-ª amÀPn³ 2 skâo-ao-ädpw 

Gähpw IqSnb amÀPn³ 4 skâo-ao-ädpw Bbn-cn-t¡--−Xm-Wv. 
 

• s^bÀtIm¸n-I-fnÂ he-Xp-h-i¯v Gähpw Ipd-ª amÀPn³ 1.5 skâo-            

ao-ädpw Gähpw IqSnb amÀPn³ 2.5 skâo-ao-ädpw Bbn-cn-t¡−--Xm-Wv. 
 

• hcn-IÄ¡n-S-bn-epÅ AIew Ign-hXpw Single Space AsÃ¦nÂ 1.5 Space          
D-]-tbm-Kn-t¡-−-Xm-Wv. 

 
 

• ioÀjI-`m-K¯v IS-em-knsâ \¼À tcJ-s¸-Sp-¯p-¶Xv ae-bm-f-¯nÂ \¼À : 

0000/þþ-þ-þþ/0000/\n.-sk. F¶- hn-[-¯nepw  Cw¥o-jnÂ No. 0000/------....../0000/Leg 
F¶ hn[-¯n-epam-bn-cn-t¡−--Xm-Wv.  

 

• amÀPn-\nÂ \n¶pÅ AIew {IaoIcn¡p¶Xv kvs]bvkv Iobv¡v ]Icw Ign-
hXpw Sm_v Io D]-tbm-Kn-¨m-bn-cn-t¡--−Xm-Wv. 

 
 

• I¯pIÄ, ]cn-]{Xw, A-\u-tZym-Kn-I-¡p-dn¸, sat½m F¶nh  
X¿mdm¡pt¼mÄ H¶mw hcn he¯v hi¯v Øew, c−mw hcn CSXv 
hi¯v \¼À, c−mw hcn heXp hi¯v XobXn F¶hn[w X¿m-dm-t¡−-

Xm-Wv. XobXn FgpXpt¼mÄ A¡§Ä¡nSbnÂ ‘.’ (^pÄ tÌm¸v ) F¶ 
NnÓw am{Xw tcJs¸Spt¯−XmWv. XobXn amkw F¶nh Cc«            
A¡-§-fnÂ tcJ-s¸-Sp-t¯-−-Xm-Wv. 

 

         DZm :   

 
01 . 01 . 2013.

• Forwarded/By order F¶Xv aebm-f-¯nÂ D¯chn³{]Imcw/ Abbv¡p¶Xv, 
AwKoImct¯msS/Abbv¡p¶Xv, F¶v hyXy-kvX-ambn tcJ-s¸-Sp-
¯p¶Xn\p]Icw D¯chn³{]Imcw/Abbv¡p¶Xv F¶v am{Xw 
tcJs¸Spt¯−XmWv. 

 

• I¯p-IÄ AwKo-I-cn¡p¶ DtZymKØcpsS t]cpw DtZymKt¸cpw 
tcJs¸Sp¯Ww.  

 

• hyàn-I-fpsS t]cpIÄ ssS¸v sN¿pt¼mÄ C\njyÂ Ignªv ^pÄtÌm¸v 
CtS−Xm-Wv. 
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• Cw¥o-jn-epÅ AÀ²-Hu-tZym-KnI I¯p-I-fnÂ Ah-km-\-`m-K¯v H¸n-Sp¶ 
DtZymKØsâ t]cv {_m¡-än-\p-ÅnÂ Iym]n-äÂ A£-c-¯nÂ ssS¸v 
sNt¿−-XmWv. ae-bm-f-¯nepw t]cv {_m¡-än-\p-ÅnÂ \ÂtI-−-Xm-Wv. 

 

• kÀ¡mÀ D¯chpI-fnÂ H¸n-Sp¶ DtZymKØsâ t]cv, DtZymKt¸cv F¶nh 
tcJs¸Sp¯Ww. 

 

• Pn.H. Manuscipt F¶Xv  GO(MS), GO(Ms) F¶n§s\ hyXy-kvX-ambn 

tcJs¸Sp¯p¶-Xn-\p  ]-Icw G.O. (Ms.) F¶v tcJs¸Sp¯Ww. 
 

• Pn.H. Routine F¶Xv GO(RT), GO(Rt), F¶n§s\ tcJs¸Sp¯p¶-Xn-\p]-Icw 

G.O.(Rt.) F¶v  tcJs¸Sp¯Ww. 
 

• s^bÀtIm¸n-I-fnÂ hcn-bnse Ah-km-\-hm¡v Nne- kµÀ`-§-fnÂ apdnªv 
c−m-as¯ hcn-bnÂ hcm-dp−v: 

   

DZm:þ I¯n-S-]m-Sp-IÄ (I¯n 
         S]m-Sp-IÄ); 
         ASn-¡p-dn¸v (ASn 
  ¡pdn-¸v); 
hm¡p-IÄ apdnªv hnI-e-am-Im-Xn-cn-¡m³ {i²nt¡-−-Xm-Wv. 

 

• Ipdn-¸p-Ifpw dnt¸mÀ«p-Ifpw {]Êv t_mIvknÂ CSp-¶-Xn\pw ^b-ep-I-fpsS 
t]cv \ÂIp-¶-Xn\pw Ct¸mÄ Hcp GIo-Ir-X-kz-`m-h-an-Ã.  NneÀ {]-Êv            
t_m-Ivkn-\-I¯v ]pXn-b- t^mÄU-dp-−m¡n Hmtcm-cp-¯À¡pw CjvS-apÅ 
t]cp-\ÂIn AXn-en-Sp-I-bpw, aäp-Nn-eÀ {]kvt_m-Ivkn-\-I¯v GsX-¦nepw 
t]cp-\ÂIn CSp-I-bpamWv sNbvXp- h-cp-¶-Xv. hnj-b-hp-ambn            
s]mcp-¯-s¸-Sm¯ t]cp-IÄ \ÂIp-¶-Xpaqew ^b-ep-IÄ thK-¯nÂ            
I−p-]n-Sn-¡p-¶-Xn\v {]bmkw t\cnSp-¶p. AXXp s^bÀtIm¸nI-fpambn 
_Ô-s¸« sk£-\p-I-fpsS/Hm^o-kp-I-fpsS t]cp-IfnÂ t^mÄUÀ D−m¡n 
{]kvXpX t^mÄU-dn-\p-ÅnÂ s^bÀtIm-¸n-bpsS ^q«-dnÂ tNÀ¯ 
^bÂs\-bn-anÂ¯s¶ tUmIp-saâp-IÄ {]Êvt_m-IvknÂ tkhv            
sN-t¿-−-Xm-Wv. 

 

• A\p-_Ôw H¶nÂ tNÀ¯n-cn-¡p¶ ]Zm-hen FÃm s^bÀtIm¸n hn`m-K-§-
fnepw d^-d³kn-\mbn kq£n-t¡-−Xpw A-Xn³{]-Imcw s^bÀtIm¸nIÄ 
X¿m-dm-t¡-−-Xp-am-Wv.  

 

• ssS¸n-Ìp-amÀ A\p-_Ôw 2 Â tNÀ¯n-cn-¡p¶ ^md¯nÂ s^bÀtIm¸n 
cPnÌÀ X¿m-dm¡n kq£n-t¡−-Xpw FÃm amkhpw _Ô-s¸« 
s^bÀtIm¸n kq{]-−n\v s^bÀtIm¸n cPnÌÀ ]cn-tim-[-\-bv¡mbn 
kaÀ¸n-t¡--−Xpam-Wv. 

 

• s^bÀ tIm¸n kq{]-−p-amÀ A\p-_Ôw 3 Â tNÀ¯n-cn-¡p¶ ^md¯nÂ 
s^bÀtIm¸n cPnÌÀ X¿m-dm¡n kq£n-t¡-−Xpw C{]-Imcw kq£n-¡p¶ 
cPn-ÌÀ aq¶p-am-k-¯n-sem-cn-¡Â taep-tZym-K-Ø\v ]cn-tim-[-\-bv¡mbn 
kaÀ¸n-t¡--−Xp-am-Wv. 

 

 
******** 
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A\p-_Ôw 1 

 
sXäv icn 

in]mÀi ip]mÀi 
A[y£³ A²y£³ 
kv{XoIfptSbpw kv{XoIfpsSbpw 
Ip«nIfptSbpw Ip«nIfpsSbpw 
e`y-amb e`n¨ 
ASn-b-´ncw ASn-b-´cw 
Ah-cp-tSbpw Ah-cp-sSbpw 
A]m-IX A]m-Iw 
]nt¶m¡w ]n¶m¡w 
A\m-]¯v sNehv A\m-a¯v sNehv 
A§ns\ A§s\ 
icn-]-IÀ¸v icn-¸IÀ¸v 
ASn-a¯zw ASn-a¯w 
D¯-c-hm-Zn¯w D¯-c-hm-ZnXzw 
Ccn-bv¡pI Ccn-¡pI 
ho«n-tebv¡v ho«n-te¡v 
AsX AtX 
AXmXv AXXv 
\ndp-¯pI \nÀ-¯pI 
A[y£w B[y£w 
B[y£X A[y£X 
lmÀ±-h-ambn lmÀ±-ambn 
A£-c-sXäv A£-c-s¯äv 
XÀPna XÀÖa 
IcSvI¯v I¯n-sâ IcSv 
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A\p-_Ôw 2 
 

ssS¸nÌvhn`mKw DtZym-K-Ø-À X¿m-dm¡n kq£n-t¡− s^bÀtIm¸n cPn-ÌÀ 
 

s^bÀtIm¸n cPn-ÌÀ. .........( hÀjw) 
 

ssS¸nÌnsâ t]cv  
s^bÀtIm¸n kq{]-−nsâ 
t]cv 

 

s^bÀtIm¸n hn`mK¯nsâ 
t]cv 

 

hÀjw  

 
 

1 2 3 4 5 
IS-emkv 
e`n¨ 

XobXnbpw  
ka-bhpw 

sk£³/ 
Hm^o-kv 

e`n¨ IS-emknsâ 
t]Pp-I-fpsS F®w 

IS-emknsâ 
s^bÀtIm¸n kq{]-

−n\v \ÂInb 
XobXnbpw  
ka-bhpw 

Cw¥otjm  
ae-bm-ftam 
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A\p-_Ôw 3 
 

s^bÀtIm¸n kq{]-−v X¿m-dm¡n kq£n-t¡− s^bÀtIm¸n cPn-ÌÀ 
 

s^bÀtIm¸n cPn-ÌÀ.........( hÀjw) 
 

s^bÀtIm¸n hn`mK¯nsâ 
t]cv 

 

s^bÀtIm¸n kq{]-−nsâ 
t]cv 

 

hÀjw  

 
1 2 3 4 5 6 

IS-emkv 
e`n¨ 

XobXnbpw 
ka-bhpw 

sk£³/ 
Hm^o-kv 

e`n¨  
IS-emknsâ  
t]Pp-I-fpsS 

F®w 

IS-emkv  ssS¸nÌn\v 
\ÂInb XobXnbpw 

ka-bhpw 

Cw¥otjm  
ae-bm-ftam 

ssS¸nÌv 
IS-emknsâ 
s^bÀtIm¸n 

\ÂInb 
XobXnbpw 
ka-bhpw 
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