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srd fuEr6 toi tg "qr+ir Tfqrfr{ cfrE'qf' ("standard operating

Procedure" (SOP))

sr{d stiErr of 3rEq.q-{r 6qi6 CS 1o-48-07-q=ns-z ft=;Ilp 26 qqRr{
'2007- sra fd-qr6 qfrEET 3rftftqq zooo (zooz ol €-qr6 o) o) rtantu t 3TE6
qqrfr sq t orqffud frrn "ilB d B-{irq t era f{sr6 ffi tg ,,qrl-6 

rr.Tmq

lfo-or"1 "standard Operating Procedure" (SOp) dr[ qr1 qrft t I

"rlFrfi Ssrdi;T lfuqf' ( "Standard Operating procedure" (Sop))

1. qrd-ftqre sfrM qBfrqq zD6 ir'r u{tvq-

o qrd m d ei-gvrr d qftEET 3ilr sse ffia qr v€-d 3TrJqFr6 frqq)
6T sq-qq 6-{i d fuq rr+ftqre qfriv qDfiqc 2006 dr{ft-qr.rqr t r

. "ilrEtir" t trsr qfu 3Tfti-d B fusi, qR giss t d, zr q{ d .ng X0
TS o1t, Brti rrfr t d, ra q{ o1 .ng [fr c-S p1 t' r (*TRr z(o)

o "qrd-ftqrd't tflr fq-{r6 3{ftfd t fusd dT{ t sni srA fi qerorqt i t
ot$ eril6 t r (qm z(u)

o q-d6 erd-fu{r6, fd-qr6 i{Erc n oTri srA tt qefiDn d, d fd-qr6 d qrq
qTFrfi ert, ftro-s w yf,q-oTufrq d.n (qm s(1)

o qra-frErg o1 erqo-or o1 M 6m erfua 6-{i d ftc, ff4r6 tiE-c fr oTri

qrd qrox drqr fr, q) fd-{r6 d qqq srd6 er. fuar qrqrcq i sl.tr wrra
o1wwdfi r

o erd-ftqre dt aqo-or qff M ilr qrfud fut qri d Td tt fa+ra t qqr
q rrffio c-do' Ere-6 wrfi cffisr d ftq qtrq qrd6 sqgr rrr$.n t

(*rr{r o)

z. qrs-frqra sfriq qDfiqc zooe d siilrf-d s-sfiq qqrilq -
(o dl 6t$ re q{ t 3lfu6 rflg 6r g6s c+w *i gc, qrd-f{qr6 otr oe

d q{ ro + o-a}i irnlirrcr rrt \16 drsr sci il6 d gqii t 3re]-qr +il
t Etrsd fu-qr wtrn I (Er<r e)

(s) d o'r{ frr$ qrd-f+or6 o1 qr-a 6trn, $qrffid otn, qr frf{E 6trn,

gqRd o.tr qR o,r{ fi qfu fr"ft erd l4-qr6 ol sqq otn, q-+rfud



otn qr frtre 6trn, qr gEfud otn ce d q{ a-o d o-o}r onrqm t
*r vo are scd il6 d gfi t Etr$il fuqr qr}rn r (um ro)

(o wr oH er.ro' Erd-fu{r6 otq-r, q6i tsr 6iE qfu ftrfl-d qrrsruc q rtrd

qror-fuor orerfl iwer6, qr frffi erq qfu d sq t orsmr orq frffi lqB

Wt qr ftE frs-d tfuq-d t. erilo. t, fuffd ffd ffi d.ra< qr qfu
fi-orq or {rEFr fi i, dr fd-{r6 or r+fc 6-{i fu( 6t$ o.rd orar t qr

ssor ergsrft-a fuqr qril 3rgard oror i qr vsd €rgErc fuc qri d
ftqnq o-e fi sfuTr['f 3nrrtt rrdr t frrs{ erd ft{rg tt uqp* 6*
qr ,Tr.r t{r HtrTfud t A s{ d s-dr irnrirs elh w un* sqi ilo. d
gcfi t Etrs-d fu-qr vrlm | ( um rr)

o {s erEftqq d ffd qu-sffq.uq-rnr fr*q ertr ercryffiq *i (qM rs )

s. <rd frqrt d qrfl-

r. ot{ fr qfu fta-S erd f{flE dq rti. eqer+ di orerfl erc{ fuqr6 qqq
di fiqs-{r 7vr+orfr7frvam t, d am,

z. qr+o/srfuor d crdr-ft-dr oflersr 3rftirm6 d am,
s. sq Erdo/srfusr fusor erd fd-{r6 dr ra # rm,
a. frrcro. 3i-g{, 3rirrr-qr$ 6rd6-df, c.y{.\rq., silcn "nrffi,

s(Fr,qlq rm0-q qfrfuq) d wes,qds d gm,
s{rEr{rf,r wXs d

s 3r{t-rfl+tq fr{en3ti Enr,

sdlfd &i{ d erd ft-qr6 qftqq oTfhqrffi, gfus ur<r qr qrq q.rr+f, d s{rrs

o) dfufi qr fufud sq d qr sFD gm qr c@f{6 qnqq i fi qr

{rf,fr d I (ftw ss ;



4. iilET ftsr6trq fu yi *, v*ror ergq-q fucr qri srf,r E), tfr
fuft d sfr qri srfr o.rffi_

. oH fr qfu qrd fuqr6 sfr fdfud qr qifufi {a;rr eTFr ldqra
qfrEEr oTfu-rfr, gtrds, qrq riarqo d i*qs .r.* o* qrf qrE_fi
qmz qr rffrrn cfrrez o) t q-6-dr t r

. {l} erd fosr6 €fq el- Grqq-fiq s'**,Er t, gfuw era ft-a* qfi
qfir crw di qr etq frfu 3rJqri o-rffi sifi |

. 
ry. fuqr6 sfr q-d{r crw di w ridFo (qrr 16 qg+ era fuorr
qfrEET GTffi o) qsTr sftq fi qrvfi r (ftw s(z)

. sTet fd-{-6 qFdtEr orfuorft erd fusr6 ofi qr+r clq eti qr EnrT 13
d ffd qrt{r d fuq qrqffiq n oTrn({ r-qo 6}rn r (um rs(r)

. qTd fuqr6 sfriEr GrfuErft srf, f{qr6 ol qu-+ crw Eti c{ ind
ffi1 6 q-jgrq-{ or tS o-rffi o--{d + Bf{d qrd ftqrq
otn r (qrr ro(z)@

o qTsr fu{r6 qfritr oTfuqffi Ss erfuftqq 6 gwnu} * u*qqq 6d
srd qffi d clTrfr ermrq-c d ffiq HrFr \4eE otrn r (unr
ro(zXQ

o sTdr ft-{r6 qfriu 3Tffi erd f{qr6 d ergerq-{ or ridw o-ri,
rrgrirdl ti, qr dri ti t ffito c di S ftq q-dr6 tn, erd
fu{r6 d qRunqwsq E}i sr0 grr$ d qft urJfr q-fl o-tn I

(qm to(zxrrxs)

o ETEr fuqr6 Tq frri qri qr srr6-r ol-Jsn ffi qri srd +1
qa-+7ur+orfi qrw +i w (ftfuo, q$Trs qy orerqr 3rq frffi
qFTq qqTiT) srd fuqr6 qfrEEr orffi(era fucrs sFdiEr orffi
qr^ ssd E+m ftg-rr erfuurfrZo{-qft srerqr ssd Eom Fg<r
etffi,zeo d srar sTFfdq srd6,/Erfuq'.r d Fu*/fr*a fu
qr q{ti 

I



. serr qrf qrfufi q@" qr qEFrrR qffi*i o) srd fuqr6 qfrEq
3rEo.Fft d ena-qc qr, qr ffi qfu t cfucrc + ** t'*
erqqr +ftrdr crw *i qr q6 wrrrEn=r d qror t fu gs 

"qfr* A
v@Eq t qro fuqrg a-q fu-qr rr{n qr v{rDr 3rS*rrr firrd qri qrar
B, oi tsr ffie i-d ffi qfu d, fus-d ol-d_.fd fuS Equn _,s(w qr o-I$ qfu i{rrq fi B, d fus-q t_S fuqtg oi cftft_q o-ri
srd qr+qT ffirn r ( um rs(r)

' sa*r t'f qrqrfuo qfu*c qT Tfl;rrn qffii d oqei vR-+rq erd
ftrqTE qT srd frqr6 or er5grq{ +i qft rilTrqdr t s{fud qfuid
qn-orfr qr frrqrs 6-1 6rqur rqi srd frffi qfu u*, .n_gfftgff qmorff {qi srd ffi .}q s{6.rfr s-,TEq Em-fuqT
sd-rrT t(umrs(z)

. saFI T,f qrfufi qfu*i qr qEr=FR q@z ffi frr+*r+q ffiCin qinr d entrn q{ Efrun t fi riali or vdrn r (qrtr re(3j
o qrtfl?rq ilT qr+cr qrft oe qq q) ot$ vs qrtn qft q_{flr

o-III B-S d E{ ilo. d orrrqrs t qr yo drs ETi il6. d gq|i
orQrqr q)il d Etrsd fu-qr qriln r (um rs(ro)

o qrivr d B*iE{ t fu-fi rrrn qrd fuqr6
(rTrtr r+ )

crrrT t fr q+ d.n I

ry frsE +t q+tr crw +i w wtifuo (qnr 16 U++ erf, f{qr6
sfuEEr 3lffi o) qen yfts A qr\'{ft I (ftqq g(z)

snd d oilEnr qr qR qra fuqr6 dq fu-qr qrqr ur ergvrq fuqTqri srdr t, qa s-cq qrfl cndT B d srf, ft-qrE cfil# sr0"-tt
(srd fuqr6 qfrqq orffi qr vs-d q-qm frgff erBq;rfrZo+qrt
erilfrZqrfuor d ere,Trqdt q rrqrEl d qqn s{ sqr_vs s qi iffid tqri oti r (cRfrre-r )
qrd fu{r6 o) cftfi-q o-r} q6 qr+vr oi Tq/sd t frT-fi oyr$qr',ft fust ad d wrw rprfuf o) w 3n+{r oi *im a i



o t-d rrg qrd fuqr6 6r qH 3rc eqr qa vq q6 
EBR_q_d fuqrqri fu ere-o7erfuor o.r T{, fuqra d c-& fu_qr * *Zm*.rqr t t

o qt?r fr{r6 d frBo ertrfi firfunr, fr;cfr qrq 3rfufuqq 1tw,+r_oe wev) d sr$-{ y-* s E-reTr d qffi d r ord, *d ,r.i"tg \-trc arisR ffi of qri r e66/*fu' a cr*_#r +
fiseTor t Eernt o y+etfuo o-ri or trq 3ifrq sqrq +cT qTtrd
oil-r d-{d rd d HdRq trd d fus fi tuqr qrcrcn_O i f+i
erfu. zors o1 um ss)

qrf, frqr6 sqq d qri vt of w+ sfiil srrffi
o qro-o/flfufl 6-r ind fu+n t+qq Ei qri o1 q++r7*isn w

srf, f{qre qfuitr orffi vsd q-qnr frgffi orfu'rfr,/.-un (srd
fuqrE qfriq orEqrrft or vsd a+m ftgw-.rtrortZoq_qr_er :
or (qreqt ol qrs- 3ng qqTUfr-6{E, d-rrFr,s er+ r{afuo f+qy
ctrr-y6 q d fr fuild tqR 01 qrilfi | -

o qTdr ft-qr6 rqrFrd d qri qr qrd fu{r6 sftiET erfunrfi(erd fuqr6
qFdEEr orEorfi qr vs-d qflvr frg-fi ffirroarrqro* 

"+qrfu6 rfurfeTqsaq-q qfu*ilezqrd o-dnq qfrfr qn qftfrqq
of qm ro d sc eTnr (s) d eqwn 3rDftqq +1 qm 3, 4, 5 q 13
d orf{ ereroTerfuor ol treo fudri tg. erd-6Zqrfu6l d wrer
qrirT.rrr o) mc ( ru-a-\r6 s qt ) d sreT 3nnfi ott r (erm ro
uwrm s)



riIR -SHN
. qFr wi, ft-sl-€ de wr vq fum Rn q{ qra foqr6 q-q_fl d_,(Yn€-+tq, 3rvns+tq Ts f+or6 d e-o reror;, Eru, fu{r6 *-1"tU _*6T rrc;r vs 6-+d rq o1 wnqil of qrir
. dild .q, q.** gtr, q* fu drS-r. u{.r t-fl dr$r, gfus

eTHr, 6-+€r. vs.ft..vs.O.vq, e-r$-o_qn, crqs il6$Tff{. fumr
tD.rd-6c aTfuorfr, qffiq-{r 3rM 6rqfdq Vq erq sdfid qEEEf
orqf-dtti d qwrv rcrr o-r s=rr crrR fu_+r qrilnr

. tsq qrq), ft-orsed q ffi dI fskd frrn qin qd erd ft_{r6
3Ttro d G dt Sa frts d foC Erd ft-{r6 d 6n"if 6r,";
srfd-r{r tqn +1qrrq ErEr fu+r5 q6 rrtr,

o riqr+il wr trr ra q{ t o-q Girg sfi Erfuorcil vq zr q{ t _, .rrgd smoi (fd+q 6q 
1n-er 

ur,fr) of {fr tqR os fr.nrfi 16 qrcr
fu BTiDr Erd fu{r6 d Tfi fu.qr * 

"o 
tr

o qkan cs srd fu6rs ffiTr.r, frreTr f+Trrr, gfufl, qqrqd cs qrfirr
fuo.rs fflTrr Fntt qrd fuqr6 d fr$q q,rs-61r crftq5 qarqr qdt

. qtl d ftreffiI +1 garcor t uaZunreil, qror,zft_or,zelfur+rq_6t d
fuc Erd fuErE qr wilfi-oqq 6rdyn-dr or ends=r fo-w q6l

. qrd fu{r6 qPditT srfuftqq 2006, gTFr fd-qrE d gErR rFd, erd 3rmi
irr q?n_c{TR fia;q 6 frft-q fltaq} q_qm fu_fl qrir

. Hr{t6 m d w/H d errg €qfi (rrHi o-r cffielq frqrqrir

' vr{kfi fuqr6 s 3nM t srqq s? crq fuqr qrn fu i 3nq}s{ t
erd fuqr6 s,q-q rSI ott I

o ftrd fr qo .fi * fuo^T at w gftR={d o-ti ortrq trfi_fl, i_svafr .qmfl q t$ erq fu+s fur€) + foc qFor rs .* fr"*
fuflT, rBr frreTr ff,Tr.r, gfufl ffirT.T (snr ilrd fuo6 ffi tg
3il?tr{rfi ftts qrfr fus qrd 

I

' rr-FT fd-{-6 cFdi*r 3Thmr0 (snr Erd fu{r6 t ffifud frq-d 6rfu6ffi *r oTio.-g rd qrnt (srd ft-qr6 qfriE oTff ol erm 16 (q))



srd ft-qr6 efr qr+orfi_ cq? _1

r' qril*liTfu-r fus6r ffi ft-er6 ilq fu-qr rrqrzft{r. ft* il T6r //ft-{r6ftsr rrqr. d qrei.lftm/ 
a sfi qmorfi

o etdo/Erfuml d fudr 6r crq, qor q qtc q _
o et-dfiltfifumj d qror or qFr, qor q qtq. _
. qrirT /fr-dr d cr +i w 3rfu,{re6 6-r lFr, qor q d_{ q. _
. qqruft.Dwr (trrnq ftrc-q ur{.S., srnrx or€lvrvn 6.rd,z+* enf,gZerq

m+ rwrilu) -
. qrd+, / EIfuf,r d rror7ftor736qq- 6r q{ffru _

2. S,-*6/*fu' fusor srd frsr6 ilq fuqr.rqrzft-qr. ftqr qr 16r /ff{r6
ftqT rrqr 6l fu{rur -

o erd6lqrfu6l o-r ilq -
o qroo/qrfuor o1 erg -
. q?rT - r) rerr{ -

2) Tfur+ -
. qqTufo-{q trtrrnq Fs rrqrft qqrur (wq qflur c.{, 55^11 o1 Gtq'-qd} 3nR),

qrqq 3nfg. unm ordTvrvr< ord,z+cs enf,SZerq ,.* e*rt") _
o alc[flTq-

. ftrefl -
3. qro-olqrfufir ffi qrrr srd f{Er6 irq ftsr rrqrlfu{rE fuqr qr 16r

7fran foqr rrfl. d qrarZftarZqfuflTo d qmorfr

o qrdo/Erfuor d fudr 6-r ilq, q61 q qir q _
o erm6lotft6r d qror 6-r crt, qor q q-H _
. rnflr ,/ft-dr d cr *i c{ 3Tftqrc-6 6r crq, qil q qlir q _
. qflufto-{q qrflliq (rrqq or{.S, ernm ordlqrqt{ or€Z+et enfsZerq

qrq <wriq) -
. ER;t6 / qrfuot d q-617ft6r731fopaq 6l drrrfl{r _



4. qrilqlqrfufiT ffi srer qrd ft-{r6 ilq fr_qr rqr//frqrg ft_ql qr 16r /ftflE fuqT rrqr 6l ftfluT _

o qrmolqrfumt 6T qrq _

o erd-6lqrfu6r ol or-g _

. srE Tqrofto-{q oT (Rrilq (u-+rrrur qrlqd of 316 *fff2fufu_ero o.r
rcrur qi) _

. qifl_r)wrg_
z) s-f,qn -

. qdl qqroto-rq (wrnq @rrr en{.Sr, emm ordTrrvr+ or€,2+e-q
enf,gZ3rq qrq ew-ilq) _

. ftren -

. altNllq

s. rrd ft-qr6 d qRftrfoit 6.r frhq qni{r _

6. erq qrro,O -

fr{io-ilq cs Ewrerq

RIFI -iIrel ft-{IE cFdtq sTffi

frd



srd frErE sfriq sTffi o1 Rde _ Tw _z

o qTd ft-flE qfr HlSw qn-olt _
. vqd srar.lo qr*o Erfuor oi fi qii qrff vreo_

t. er&fuqq of qrtr s d 3rEftr _
z. erfuF-qq of qm 4 d GrEflr _
s. orEft{q +1 ernr s d erftq _
+. erfufuqq o1 qrr rs d orff{ _ 

,,,

R-+6-Trq gs Ewrert

\EIT;I _

€-f,

erg frsr6 cfttET ore-firfi

Tid.{-

1. qq7 -1
2. 3ng qlnq q-r

3 qdl qqrq q,
+. erd fu{r6 ol Rro-r+d (qR fufua n qfi.r{ dD
5. orar (trriq

9


