
fuen wrow
qFlrq cclrs{ ffi{r.r

n qrt{r tl
enicr lrcqr-s / wo- 1 3 / 2o25.1.?.h2 b. / gitoqo, qe;il- I 5 ft+rtn-.2. g:.!l: z-4

fuan w-on S Am- fuTrrn ot sg+il vE EFrqfdq or dqr
sfusrdrq q-dt{r d srqrq-r.+ vti r.e fi frtrd tr qrq fr sffcrml
figtw d etqs-1.3 ys r.s if fuTr.n d HFds gi erw qfue deTr

"qf-frfu6, 
ffidr, srFrM, efiT', cErFr eo-o, wa efiq s6r+o., synsr

wr+, ergfufto, old-dr6 {16r+6 ftiEro ys erw qfoq d o.-+q W Erfu€
or fiETlrq fo-qr rrqr t t

2- q{g srFr-sqq c{ {rq ssET{ Enr qfuoaq d frft-q
e-qrcifZTiqril of r+rs-{r vE rr+TH d qsir{ d u-+ssc qrsFro orfuorcr
q-d or q<-{H qRqftfd d .rqr t fuffd o-nur rdqn d frEqn qEi d
o.-+q G Erfud A ri-q$ d gledT irr srqrq t I Hrer fr ftft-q fuTrii 01

stTqrttp st-d{l Si frqrfu BTw-t of X"ro-tr {,fi A.ro wqq t rJuI1-66

etr g{ tt
3. ere: qfuqrtrq d Aqrrit (rtd.{ orqidq qtrd) al o.rd E-qffi{ ch.qr
qd foftq q<qn-6i d o.-+q \q Erfo€ d qc,f d et*qrcq or-{fu t fotrd
crqqr+ o) we o-{i tg vo qr"rr tiqrc{ qfuqr (stanaard operating
procedure- sor) ft;tfu 6-{i +1 orrdr+DdT T6qfl 61 .rfr t t

4- srcr: srFT €{t{ t wqo ffiq-rr< fqqFn i 6.rd fiqril{ tg g6
q5a6 e-ar+{ cfr-qr (ShnAarO Operating Procedure- SOP) frq{d furfRd
fuq qrer t -

(1) 6-fiq qfuqrcq s6r{r.D d qrfud-
(t) HS qrw q{t7€fu6rcif oi rrfu o1 frfu 6} fr eFr6t q-fr

(DiaryRegister) d ffid sc t <-d (oiery) fu-qr qrq 
t

(ii) q* vs tifoor o.) d (oiary) o-r1 d frc qeFr--qEFT

tffi q-S (DiaryRegister) or su-fr.r frrqr qrq 
t

(iii) tF-fr ffi (oiary Register) t v*Zfrfuor +1 €cqr, ssor
frvo. 65 t srq gur t w ftfu or we sdq fu-fi qrq 

r

(iv) d qi orsrqr €fusrcrt ol cEfu <d (oiary) o-G d m-q t
wscn cqri vqi tg srd fiq
qFI 

I ry 
*r< vwtr gBtra-o tu-+r
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(v) vrr+o e$r€T w{rfusffi +t o.dgkol il srq qe cs .{ho.I
qff qfrE fu en-orr-a-arr o.ffirr or sqfrrr fu-+r qrq 

t

(ri) e-do' s6r{r.D cvrrqr q{rffi +t o4gRf,oT it q-a slerat

Hfuol o1 sr+fr €wr vq frfu o1 qBE d fd m-q scqr or se
B-ds frrqr qrr r tr6 risrr q{ d cerq fcc, ol.riq or qc-dfi, o) mq

€qr or t fitnr frq-t sr f6sET *; 6fi65q q+fr 
I

(vii) utko 6rd frqrfi d sq-qr< qut f{'Trrlt ot frfuor qrrs

frri qFi d mq fr clrql of if{+1 qfr (Diary Registed qq *.rqtrd

s6r{r6'qqnsT q{rffi dr o-dgkol t srr$ o1 frfu fi qEE

fu-qr qrqt
(viiil ndo rs Rif q{ ererfl orw gEq qfuq/qqn vfua7

sfusZfuTr.nqeT Er*r yrrtrr a1 qrfA-6/qrwrtro' sfre{r d ftqtR-d
ftfu of Td ripqr oi crqr + sft s6r+fi q$rsr qErffi o1 T,
vq r{fuor t rfEfud o.{gRilo.r tt ftq sfti({ ara srfr t offu-d

znq ffiRa c$rgt qflffi d qrtqq t 6-ftq/qQq $Trt 61

orq-d)fu-d tntrqr qnr-
. [4 t aB-a qalfrfuor o1fiEqr-
. oTrdq sr-qE t crq ri qrlqfuoT qrl ssr-
o go dfrc rd,/*ffuol ol sqr-
o o[rdal ot-dfu it ffid Tilqfu6r ol vgqr-
. tq r{fua qrlfrfusr of Hqr-

(ix) uvnur o1 srqft qq uria rrftFrfr rrr w-vqrq o-qqr,

e(E-.r o.r+. ftfl-q 6-*+r, o.q* q-{ srfl n$ or+, ccnqr d
flcc-qfrk{ A o.rd t s{q}q or+ (fit sH 6Tfr o-rcr, 3TftA-{it

6I Ts{tlFt, {-ta or+, frffi +isfl 3TIR). sfu qfuqroq HEr{6'
of sr-gcfuTft t sst s.ikd o,rql sT ftqrfi 6r=rT deil Hrrq-qqq
q-q sarffi aM tili .ri orq o.rd or ftq-6r o-fiT I

(z) cftq sfusrdq wtr+6 d <rfod-
(') o-+q HFdqrdq H6r+6 616q furfRd sfr ErErtoT or F-fq{

G sq-+t ot-5ufufr { vqd Hdtrd trfr o.rd ffi or+l
(iil rifuor or r{qnur Ve {q{qnt
(iii) ycnqr o1 srq0 \q $rg-d rrfrq-fr iDr {Er{qq I

T
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(iv) clqlffn qe ol SdD-o Hfuol t dq-rcFr s=r6r Hnfour
o.r* vs 3rrdrq-6dr5sr r$ r{F+or d+crr

(v) c$rqr ETsI i[R-qR frrn qri qrd s-e{ 6.rd or ftqrerr r

(vt) srJdfud srsrif w sarfuolfr 6T E{f,Tert crq or HE
o-r* G €Fd+l it qpqrsur trr=il t

(vii) srq-srq w vqrffi gM frq Td o.rql 6T ftqrft
O't;IT I

(3) T6r+6 erlr€r q<rErorfr d qrfu€-
(i) cfdRq orwrfl ti slci 6{gkol t <d q-* € sFdnr qtt

AEo{ BTd ftqrfi o1 srerfuo-ilr ftqfR'd o1 qrq 
r

(iD ftqre+ +1 spTft-s-frr d srnm w ofuk+t i <d u-l vq
Hfusr oT ssrq frqrfi fu-qr qrq t {s ih-q il ilffird-{ Teq sfuq
d rwrw * trtr Hrqrar csrsq fuilT d cRcr ssqr-sasz
frqio-1s.o6.2ooo I uqfiqfRd o.r qlcrm{ gfrfr'-dd fuqr
uTl-q I

te:- srftT qRq-d (Erqrrfe q-d'q) t trE futvr ftq-aq
t-

'frrfr fi Kr rN iifuor ff{ ftlq} t orfuo sqq a-o dF+a
q-€t Tqr ffc I fus rfr rm w frdq +dr t sfi o.-+dit o1

3ffitil{r qmd gd ffi fuifu o-r f++rqwn org{nsFf,o

or{-sr$ d ffic r'

(iii) o-qgm* t <d qa o1 sr+fr ricqI d swi fus rfE+.r if

{S sc{eflft-d fu-qr qr ya d, sqr+1 Tifuor ii€qr d HTsT-HTsr

Bq-serrFr a1 ftfq wE Err t sTfu-d ol wql gfr non o.{gkol lt
(d qFdol +1sr{rft sqr d ql{i rnd6.r d sq-*qnc{ of ftrfu we
rc t effu-d d qrq | o.r{ frqrr{7ertv d sqqr< sfuor qrq-s

srq di q{ eTdFro sr{fr €Eqr d srrt frfuor qrqfl crw +t +1

ftfu fr wE Eq t oifu-d ol qrq 
r

(iv) efuor t ft:uuft d srcr< EfiTTEtrr A {rA wq uu d
qrq sffu-d fu-qr qrq 

t

(v) su-enfur ftqofr vq qr6c t fiqrqodrgsR ff{{f6wr
(Referencing) o.r+ gfrtr+c fu -t, 

,

^-/
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(yi) Eq"fr qrrq 6-G d Xd qrq qe qtT firtr.DuT (Docketing)

o-<-+ gftR-+o fo-qr qrq I gS e-fiTq 6d frqrfi d sq-qr< Fr.fa qa

ol fr qnroq (Docketing) or+ gftR-+a fo-qr qrq 
t

('ii) en-+ ftqufr sq eFi5-d fu-qr qrq 
r

("fii) qR efu-d ft'qoft rqa ol .rfr d, ilc rrd6 efo-a ge
qR qr€rTs{ (rnioal) srfuo fo-qr qrq 

t

(ix) tfoor sqprrFr d mq t qR 6t{ fr-fiu qfr, qrC,

cfuifi qrR sq-{eTrR-d fr-qr qr rsr d, ae v++1 ssar vs Tf,dr
EF{Rqd o.-{i tg s=r rrr fr we Efirrtr( qFib.-d fuqr ur-q I q<5

or-gm-flpf sc{errR-d frrt qri erd Hsc rn srr€rTex oifu-d r€t frul
qr+ tr

(-) qrn-fiq .{rqrilq t t'{hd ,Trq-dl' q- frq-o-q 6ffi
gF{Fad-d of qrq-

(6) qmfiq BEkrrr qrqrdq/sq qrqrmq/qrqrfuo-iur t
rrqBd stfr q:q?it 61 qgrqir-qx vq ccrsrEn q.+e-d fuqr
tTrq t

(9 qc o,t qrret t eftqTT{T rlz Er{rq fu-qrrqr t erarqr r€t
ctr-q d qfr Tfr fuqr rTqT d e) ro eqre d efct cfrcrcsT c-c

Er{R iD{ frtTrrfrq gi scrqr a1 crft-6 d-d-6 it sq{erTfud fuqr
qrg 

I

(q) w qrrd t qdfud {rro.rft efi+tn-rcif q qffi *eTrfud 6.r
orrq{q-6 Twrtq \d Hrrrfr s+ s[trq o-n t Ts sn$ vrv
trss-dq t Aq6 6{ s{irn d qer ol 3i-d 6rr t u-qa ovi
fg or-Jtq fu-qr qTq 

I

(u) yfd{rv.rT qa q dfr,-d ilr4} d sfrsr 6-{ d qrc vq 116

EF{Rqd d d fu effu-o aea sfr t G vrox d cH ol
wgfua sv d wr qrc 

r

(s) qR frffi qr< d ortcr crR-d Eon d d crRd entcr o.r

$up;1 qn s{I iItE il qft 3Tfid, Revision rlT Modification (IrI{
tn-{i qn Gnq{*DdT d dt ee{q crE+.R o.T oi-g+({ qrw fu-qr
qrc r qfr firr+ T€f d d srfudq entcr 6r oi-gqm{ EftRqd
ftqr qx 

r

v
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(a) qrfuo qlrdt t tiEtrf, $fr rifuorcil or qeTnfts ota-u-r
qr{ €fu6r Etq q-<rffi d sqm ere-*6-flet swQTrfud ftqr
qrc r qR Bq Hfu6I t 6ff of enqrqo-dr d d mrn sfuq
d wqer v6 rrqTre d orfl stneflfud or+ gfrR-+a ott
(E) qrfuo. qp6f1 uil sqta cprF-6-dr fr qrc gq {s-d ftc
\4GiDE s6r+6, swql q<rffi vq aft+ q-<tffi qfolrfr
sc t ffi* d'tt

(*) wrn tt gr< compactor slstttT <trq { sm-ET{i5' Tq {fr
{Err slFrT t oilt {ff-+1 EF{trqH d orft t't

(xii) qq| cqR d rrfi sf+orsi of vo o.rd frs{r d
qf,sc qqqq o-r gBFa-o d d fo q-dfrn €fuol ffia €
orerEr er|Mla I sqrdaurssq ffi d qqrq t qR d rimf t,
ilq qFlrdr ryfr qn olf6 Tfkfircit iDT orrryq qtrl Hrrq fr fr-q w
q-o-ar i oft qEd qfuorcif S ertlr+c t oTtr+. srrq drT soar tt
ero: grd fac c6 o-rd *ffir tqR fl c6 Tfii d or-fi stfr
rfErorcil 6T srtsfi or+ gfrR-+o fu-qr qrq 

t

ilgwr< Er+n of eftqrctrd qfoorcit 6), rrTrfr qErffi t
qft {ifuorcit t onfu erw ort gq, FqqrTfln fu'fl"nq sffiorqx
t sifFd 6-{rrrT crFr r cqn of falqr{fl-d sfuorq} of qfr{< o{
gs+1 vo qft cfltri srur defl vo sft $Trfr csnsr qErfuorfr d qrs

{gT qFI t qrq fi q'fi of \-CE, cft c.{R i'STRI compactor oleril <tltl
q gfuoni d siBd e-sd t rfr vqr qrq I {fi q-fr 6f qrqrFo rc
t erere-c fu-qr qrfl gfrR-qd fu-qr vrq t

(xiii) sq-effi (Forward Register) {qIR-d fo-qr qr+ gRRqf,
fo-qr qrq r errtft+1q;r sq+q trlqq ol ftlqqt d fuq FqfR-d frffil
ord, qqr- qQrqlfrffiq srqrd d Eq-qrS 01 fttr, ww qa sq-*sTrfud

o-G of ftfu, qmftq qrqrds q g-r-{r{ +1 er{-ff ftfq, frffi A-o-6 d
oTrdtr{ o1 frfu snR, t ridfuo qa-+ 3tfu-d 6-{i d fuq fu-qr qrdr

t ffi fu $qfud o..fi d srfiDRT erR w r-6i +1 furfr { fi s-c

ord or ftqrfi wsrq gfrk*o d sd t

(xiv) qermRrd ER-+s-{ gf{kdd ft-ur qrq t'q qrft-6

sfreTr A-d-tn d sqrrq {ifu6l t 3Tq{ gq rrfue/qqn efue//qfuq
d erq-do=ilpf vq*erTft-d fu-qr qrq t n /x,/
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(xv) frd eirur o1 qacm 30 srq qft fr{e 6t qarfiErfftd
rrft srq o1 qrq eN W T*flrs {€II clrqt

(xvi) wnur 6 6q frFJtR-d o.rd t €dgd qRq-d/ftqqTcrqqn
errR t s{i d era-o-c {d dsil slrqr d fuc frErfRd tR-to-+t
Goq srr"r6) oi qrssro otr

(xvii) frfrq crq t ot{ qFd+.r r€f ffi qrqt e-d6 qfuol t
frqq 6r wE sdq fuqr qrq ffs crd.r-Gi-drr frsd d frc
sra-.HrcFr €fr?rr( ffi qrq 

t

4 c{rqr q-<rErorfr d flfu€-
(i) sq-"n86r-(r) 1-q (2) d ffiq ftfto.7sa arffq ftft-6

vq sq-qiBfir-(e) fr s6r+6 oqn€T TErffi 6 6q FqfRd Ermt
d orgqr6q or qfitrur ft-cr iilrtrt

(iil sft str+o ccnqr rErffi iFT rretr tffrH"r fu-fl qnrr
frfreT"r t orqidq i ssrq scfufr, -d Bqrqq t ffic{dr vq ord
era d s6dr tn frqtq {a frqr qFilt cear ftfrerq o.r frFo sq,
voqtr

(iiil vrrer +t crko' sfiaT +o-6 d sq-rr< d-d-6 o1 orffi,
scfuft qfutfi, rifuo u-*7vfuoreif o1 q-fr gf cyrur o1 sc-dRr
t ffid yfrnfi offi-rr--3rarr rffuor it arfldo-{rpt sqerrR-d 6rr{r
gfrtrdd fo-qr qrqrr

(r") olrfi-+*q o.Fffi t etq-dr{-{ZsfEF-dr{c qTq ffrirwr
€rrffi' of fi$rff d srer Uqrdq wrTq-cr snqr d Brrcr-cr

or+ gfrft+a fu-qr qnr 
t

(r) fu-S slen-{er o,ff d q?r6'RT, cRETrr orerqr frffi 3rar trr{,r
t or-gcfurd qsi w vsd qea A o-rd or frqrcq scfurd frffi
3rq o-fi t oqrql urrr gfrR-+a fu-qr qrqrtv+q*ieefr terrfr errivr
snqt d w{ vr ftrfc fuqr qrqt

(vi) qft{er oFfq} a o.rd {grd-{ cFdt{r d qffisc d ffi-q

t g+d objective Assessment d crqn qr B=tiDr l'qqlffrt fu-qr
qr+, s-&c aftd t'r€f r

(vii) erq-tfu+t (Forward Register) stTrR-d fu-qr qmr ghRqd
fu-qr qrq I srtffi or sqfrq qBq at frfDrqT d ftq ftqffud ffi
ord, qqr- qerqlBfi-q orftd qrl g-r{r{ o1ftH, wn q* sceTrfrfr

tJ
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(ix) ww-wru w slci q<rffi yq erq varffi gm
dE rn o-rd ol ftq6q o*nI
(6) o-fiq/Tftq q-<rErorfr d qrfuf,-

(i) oTci sqn o1 c$rureit 6T ffid ot<nrtT qr frtHUr fuqr
qrqrl ftfreTur d olqtdq d vsrq Bcfurfr, -16 Bq6+ it rsrar
vq o.rU tera d H6dT w Hq aa ftqr qrqr 

I

(iil sq-oBor-(1) V4 (2) if 6-ftq qfqrcrq ssr+o/Efiq
qfu+r+q s6r{rir, w-oBot-(e) t ssrqo qslrsT qflfu+rfr vs
gq-68+r-(a) t rvnur rflftor0 A fuc ftEftrd EIffif d
orgqrilq or qfieur fo-qr qrfl1

(iiil fuc qtdorct tt 5u< wfue7qpafiq *ifiZqr++q gw {*
d ergfqilpf q-trra BweTrftd fu-qr qr 16r d, sqd o-fiq oIQr+I

uqq- frri+ c6 y.Trt qsrfu6r0 gnr oirflqrkd ftffi ftq1ur+t
(iv) wnur crrr sq{eTlfrd rffufircif if "frq{ ot/we otrz

c-wrq t/e-HrE aqr t? oTrR" ftrqoft ti t qqR{ErE ffitt qFI 
I

orns*Fdr di w qkqr: garstr dffirq fr ffi o-t fuqr qrq 
t

FrnrfrZrffiq7utra ,,',-.') d q{r*qr d kt{ c{ v5fuo u-wro
.rBd 6-{i t o.fuTr{ q,t fuft d srci wr t eE-c rffirq Bq-{anfud

o.tr
(v) qrTn ol cnsrorl d Erfu€ d c-+{ t Wto, vrrcr$ 9il1

(z) figrrr,/orqff,q d sfr c-flErorfr v{ o.FfqT d qrqrq
qrfuf,-

(i) o.rqfdq 3l-{E d fac fcqfkd srtl iDT cfl-Ecm{ gF{frsd
o.rcr oi'qfq frqfRd Hrrq rN orqidq oTrtr, orqldq s-qfu q orci
qad rrt o.rd or ftqre{ 6FrT defl f+rifud rrrq rt orqfdq d.s+ t

q)e'- eTdt&tn scfuft ot f4-{iufr d enrm w ft-oq t
orqfdq oni srd, o.rqldq q-qD t $ orqfilq t c-{effi o.-{i erd
gd ffir orgqfr d orjcfuTd r6i sre vcrffiifToFHr t
wtro-ioT Tu 6{ sr-JcrgF-o. 6ff o1qri,fit

(ii) uvM cRfufr d fftr< t orqidq ent orerqr s+q t
q6-e orqldq d.si tg qerq qfu crfuox t fd sr{FFd IIT<T iDFITT

ers< enofuo cRfufut tt A*+rv olsrtrl whatsapp w ,fi tS
3i-gqfr erot +t qr woft t't

9-l
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(iii) qrqrq cRfufr il fufl ottrtrlvT frf-d o.-{d fu6R tqr
€trdr tt qsTrfurfRd frffi $ otqtrTcr d steTn r-€f fu-qr qrqtfrsls
qroRro cRfurfuf t sarq srfuoR 61 efuw:, {nTrs orsrqr

whatsapp w erokoor t ot{rrd o-qrot fr orq-6RI w q-{eTH fu-rlr
qrq I orqorsr @ i-g wqq qr orrifi ftqr qrq | 3rFD'Rr trr

u-*eTH d $ er+aw ol ffi/orfiffd 01 s{q-{r errr< rri qr

ftfud orrt{q fr {s$ er+.ra ocrd Eq sffiorvr cq [effi fu-qr qrq 
t

(iv) fuitk o.a ffi d qd ac ys sq ftga sv-owr c<
or-n Eftfuo o-r* t

(') ft,fl,T Ertr sq-treT otrn .rn fiq}' fr1 sgfqr tqqrd
iFFIII

("i) stci o.rd-erd ol qrm. ga ge-efuro wI EIFIT EF{trqd
iDFII I

(vii) qfr c-flffi Vq o.ffi sr6'R ErtI qrrq-wlrrr w Fr.fa
qRq-dJ d er5sx fs ots 6T crgcrf,{ gi{trqiT fuqr qrq r frxfi fr
cRfurft t casuat is q*n fus, a-yrJ etrft qsq ov orql+q q-€l

3rFrT qrq I srorft o.ffit or cfurc ots d ergw, sq-geNr T{
q-qRrf, 6hr ilRct

(viii) orufao oIsE t erfi qqrffi7offi eru-{r-Grrlir
qErII;I qz rEfir Eftk{d 6.ttl

5. tsffi gf{6 €qrf,{ gfu-+t 15,*Ourd Operating Procedure- SOP) tF'r

orgqrd-{ EHRqf, fr-qr qrqt gs frc,{ { frrfr yr6r 6T t+qr6-rur HHrq
c{nsi fuTr.I gM
d fuqr 

"IT 
wdrnl

efusrf,q fidicr rs rfq trqtr'n d srq fttYil S sn+6

(do fro
effi gcq Hfuq

gs6- e,z yro - t t / zozs...L}..b..il* 7 utoto, qe=rT- 
1 5 ffio-. z. R. r..y p-6

cfrftTfr-(r) Hrfi silr* g€q qfuq/sqrr rtrraTqftqrqdt
fuTrrmqeT/tdt s,isftq urgm,,z5w qFdq d frcls o.rd q<rffi o)
qs-cl sf 3rFrnFF 6.I{Er{ tg irR-d I

e) fidtEr B fo s-m sFtd crqqnT or ergqre-q oTqi
EITFT/sTqfaq d o-rrqr ur+ gftR-+a fu-qr qrq 

t

(do fro
sTq{ gq HfuE
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