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Furer ZEnT aorsr warEe (FNCCI) J9relr st sersn gran mea 21 sae niasiier asaeeng agmEr 23 s
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F1 A | qEepEeerg s afvaea afearee "erafa gardw warEy vnEed @

TH GEYAATZ AU 7T, "Weraue RBSA Skills Programme ##dd #4712 T w8 Hsq (ILO) =t wiiafuas
EANTH] A% FHesH! FTAF= @d (Standard Operating Procedure -SOP) f@md T a&wa Huzsa
ufrares armAr ataaiz g
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Q. dRfFaTeTs fAfYr (sop) FIZIY

h?avm?r AT AT f‘q’fcr (Standard Operotmg Procedure SOP) F f?mrvr TH ET A FE I
?TﬁT?"‘FEch‘T"RTWW WWWWWWWWDUWJHWWSOP
femtor aifever @1 A1 SOP &1 favmasazs v fafad g

Q. AR (COMMUNICATION)

. 33 cUFATUTS (MEETING MANAGEMENT)

3. faeita c¥awenus (FINANCIAL MANAGEMENT)

8. BTG T fHA™ & (DOCUMENTATION AND RECORD KEEPING)

Y. B FIUIGSl Hodidol cAaTAUS ¥ folRedT YU (PERFORMANCE MANAGEMENT
AND CONTINUOUS IMPROVEMENT)

i FH=TE FTHE F29AATE 9T A AfUEr 3 WA HEIEAT SrgeE ¢ Afa TTdeE #ie ggzeard 9fq
Feaq wfuEr 3



3. SOP ar3gradt uf3par

F AITA 7 ATETAEATHT FZAT T2 AT | AT & 921 BFA THE gawd (FGDs) 7 7&7 gamrar @=vardr (Klls)
AT TATEUE faar |

qY AWE AR 7 HET AAEIAT AeAvaral 991 aedfg ’rd SOP @1 anfv et atwar e afeoar faar o afear
geAT afa afvuzr faar 7 afem weier gwfeeor G2 gfa dusfare qure s gqarg afy g afosr 4
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. 93% TUIFATITA (MEETING MANAGEMENT)

3. facir =aawenmust (FINANCIAL MANAGEMENT)

8. BTSN ¥ fHAE TES (DOCUMENTATION AND RECORD KEEPING)

Y. B TeUTGel Aedidhel cdaeAUA ¥ faede YU (PERFORMANCE MANAGEMENT
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Q. 90® TUTTATUTA (MEETING MANAGEMENT)
3. faefir caaw=nust (FINANCIAL MANAGEMENT)

8. BN T IfHeTE TEA (DOCUMENTATION AND RECORD KEEPING)
Y. SR TFUIGel HAedidhe! cdaTAUA ¥ faacay YU (PERFORMANCE MANAGEMENT
AND CONTINUOUS IMPROVEMENT)

F>aik (COMMUNICATION)

. Secretariat to identify focal person for all matters related to external communication

a. AlerarerTa aven Fe=w AvEedr @9 minasa i wea 2w afz= T

2. All Association Members to be informed about focal person and his/her communication details

(name, designation, contact number, official email, official social media account)

3. "4 WY WIPIEEATS WIEA 2k 7 IHF HAW A0 A7 AWE qgAdd (AR, 97, q8E T
afawivE ghe, afawivs arafas wssma @

Focal person to ensure use of official accounts (email, phone/ phone number, social media)

for official purposes

a. WIFA ofehd afgararEr & oa aifgwive amEreesr g afafvaa aded g Ee, wEOwe JeEe,
ariter fafzam

F;acol person analyzes incoming information and classifies /categorizes it for the next action or

step

a. WIFEA ZATEd ARTHA FAAEPIE! fGveraoy a7 =1aafs & a9 7 AF5 T F00E AT F19 qfz=r s aifiEeer a9

Focal person to manage, organize, store, archive, follow-up on all incoming information from

external stakeholders (Government, International Agencies, Vendors)

3. RTEA ZAfthel ATEd FIAFTATARS (HIE?, AeA2A UHARE, AR AwS) 912 4134 H AAENEE orqEq,
AT, AUEEW, AradE T

Focal person to share / disseminate information using appropriate modes of communication

{email; phone call, social media)

3. WIFA ATk ITAH FAE AIAHAEE -IHA, BIAFA, ATANAS F=aTel) TART T AT ATRA-G3H  FATT
T

Focal person to indicate the response expected by the association members together with the

required format and deadline

a. WIFd At Faferd qfafwm, aravas gt 7 AT, q9 AEEEedrs dad T |

5. Focalpersonshares fJupdatesleadership on the progress or flow of communication as necessary
a. WA PAhd ATAYAF FIAT ASALFH G AT FAEHT AqA ATEE . AATATIF TATA

9. Focal person to manage / build up necessary basic skills (digitize, type)
a. WA FAThd ATAAF ATAAA AvEe (a2, e FEeT ) e 1

10. Focalpersonto manage allnecessary documentation andrecord keeping, ensuring institutional
memory
a. WIEA PIthd WA ATACTE FOTAAEE AR A, Ao e 7 Feqrrd s\ qfafeas e

e

=

o

&,

=




9. §AR (COMMUNICATION)

3. facftr cuawanust (FINANCIAL MANAGEMENT)

8. BN T IfHeTE TEA (DOCUMENTATION AND RECORD KEEPING)

Y. SR TFUIGel HAedidhe! cdaTAUA ¥ faacay YU (PERFORMANCE MANAGEMENT
AND CONTINUOUS IMPROVEMENT)

0.9 () arftfes Jrereor Jer ANNUAL GENERAL MEETING (AGM)




9. HAR (COMMUNICATION)

3. faefir caaw=nust (FINANCIAL MANAGEMENT)

8. SIS T AfHAE TEA (DOCUMENTATION AND RECORD KEEPING)
Y. B TFUIGel HAedidhe! cdaTAUA ¥ faacay YU (PERFORMANCE MANAGEMENT
AND CONTINUOUS IMPROVEMENT)

aIftfes JMEMTUT JHT (ANNUAL GENERAL MEETINGS)

I. Secretariat head drafts AGM agenda, prepares documents (At least 15 days prior)
3. AfFarTdy GHEA AL FAF ST, WENRL FRATE 747 aq9d i gy fam wfn

2. Secretariat sends AGM agenda, all required documents to President, General Secretary,
associated members (Also 15 days prior)
a. HHATHAAA WA HATE U2l 7 H9 ATAYAEFE  FNTAAES A, WEIHTHE, gEied HeergEdarg

‘ (FwATHT QUfEE wtm

i. Members to ocknowledge receipt of documents sent by Secretariat Head
a. WUETA ATFATAT THEA TISUE FEIATT TUH ERT TAT3ATH

4. Secretariat Head sends confirmed AGM agenda, time and venue to all above stakeholders
using official email ID, official social media accounts (official SIM)
a. wtgarery yaaa wifaafea gier add, wifusifer annfas asara aaes nfaefa faw) gwdnn of aifger

Y FAFATAEFATE A0 FATF THAe], HHT ¥ ¥4 IS 3 |
5. Secretariat Head to call all above stakeholders 2 days after sending the first formal notice to
confirm participation and receipt of documents
a. wiEATE THEd ATEvE EA gzer 3 Ay w98 svEraEEeAd w1 gaairar e
AT 7 FATAAES G ATE 99
6. Secretariat Head/ Staff makes reminder calls to all concerned 1 day before and the morning
of AGM

a. Afgaread gw@  FHAe Araeer aarar | faa afa 7 e war faem avafea adarg fargeer e

7. Conduct meeting according fo agenda item and document meeting minutes (Hard and soft
copy)
a. FAGA AFAW T2F WoATAT 7 AZF WP F fafaaw 2T e 949 @rg 7 aw gfafaf

Meeting minutes to be approved and signed by President and representative/s of association
members

3. AZEEN WIZTHZ A 7 WEETE giAtafaesgen HiEd gy a9 |
g, Circulate signed and approved meeting minutes
a. ZEET 7 HAENEd q2F wrgegZ gEie A
10. Follow up on action points as approved
a. AWIEA F9RT FA fae=Eenn qrfevEr aggaataa
1. Include status of ochon/complehon of agenda items in next AGM or before if so required

USR] FHITAR TPATSA O FAE AW feafd (AT aEaEaT) aF A ST qHE e




9. §AR (COMMUNICATION)

3. facftr cuawanust (FINANCIAL MANAGEMENT)

8. BN T IfHeTE TEA (DOCUMENTATION AND RECORD KEEPING)
Y. SR TFUIGel HAedidhe! cdaTAUA ¥ faacay YU (PERFORMANCE MANAGEMENT
AND CONTINUOUS IMPROVEMENT)

0.9 (J) FfASH 38 MONTHLY MEETINGS




q. HAIRR (COMMUNICATION)

3. facftr cuawanust (FINANCIAL MANAGEMENT)

8. BN T IfHeTE TEA (DOCUMENTATION AND RECORD KEEPING)
Y. SR TFUIGel HAedidhe! cdaTAUA ¥ faacay YU (PERFORMANCE MANAGEMENT
AND CONTINUOUS IMPROVEMENT)

NS A5 (MONTHLY MEETINGS)

I. Assigned secretariat staff drafts monthly meeting agenda
a. dAfeusr Faarier wifaE TZEF THET AA A

2. Drafted monthly meeting agenda sent to President, General Secretary for approval and
signature
a. @AW Wl wifaF TzEar vseer HrEA 7 gEAvgvE @i gy, werEtaaars wIrgaeas,

3. Prepare official notice of meeting time and venue with agenda

a. Usteel Afed FzFEET WA 7 TAY ATIFNEF qHAT AW T
4. Send official notice with information of meeting time, venue, agenda to Executive Members

(at least 3 days before)
3. FZFE AWA, T, FAAAE AAFN Afeq FEs qrereears afg@iF gEA gareaug (@i 3
fam g

5. Use official email, official social media account (official SIM)
a. ANIHENTE THA, ANTFENF AT [HISAT GIAT (ATIHENE [G7) TAWT TH

6. Make reminder calls to Executive members a day before and on the morning of the meeting
a. TzEa us [z ufa 7 Gzwan fawre #riwrd qrereard fargeer Fa 04

7. Start and complete meeting on time and discuss as per meeting agenda items and sequence
3. zF WWAH F 7 HEAR AA W A 7 AZFF UAZ] AAFH AAAT ZARA T

%, Note meeting minutes and document (Hard copy and soff copy)
a. do% AIgaZ fAfEas TEas (@12 7 4w giatarn 7 g

9. Include status of action/completion of agenda items in next monthly meeting or before if so
required

a. AF HITHF AZHEAT AT ATAYAF 90 ATl THSTE FTTAAIAF (B Farder a9




9. ¥dR (COMMUNICATION)

3. facir srawenuat (FINANCIAL MANAGEMENT)

8. ST T fHAE &t (DOCUMENTATION AND RECORD KEEPING)
Y. B WeUTGel Aedidhel cdaeAUA ¥ faede YU (PERFORMANCE MANAGEMENT
AND CONTINUOUS IMPROVEMENT)

0.3 (37) 33T 356 VIRTUAL MEETINGS




Q. dcH yTFAUTH (MEETING MANAGEMENT)

#e3reT 35 (VIRTUAL MEETINGS)

|. Assigned secretariat staff to schedule virtual meeting agenda as approved
a. aﬁﬂmmﬂmmﬁwmwmﬂnmmm7aﬁaﬂwm
2. Meeting to be scheduled with at least 3 days prior notice provided to those attending/
participating in the meeting
a. z@Ewr weafn gazeeng i A9 fmdr 9 qEw 2 GE afasr aqre 1 7 HqEAr oEn @ g
YA A qEATIA . g T
1. Ensure meeting date and time is included in the google calendar
a. T GTAT (FAEUE) AT WA 29 A ASE AfAFT FATSHA |
Meehng to be scheduled using available meeting options (such as MS Teams, Google Meet,
Zoom, efc)
Keep in mind out of Kathmandu Valley internet connectivity situation while selecting from
among the available options
3. FIBHIE TUSAET ANEvaH] Zravae dawar fa=m i Ara Iu«ed quE [qFesas 1y e
6. If a video meeting is needed, select the appropriate option in view of bandwidth and
connectivity cost as applicable
a. da4: fafen FzF a4 gvwn, gezvae evefag v gravae goOrn i @ faaw afe seae fawey de
7. Decision about meeting time [(morning, afternocon, evening) in view of bandwidth and
connectivity situation at these fimes
a. A% FA For w4 (faww, B, wte) g faorg ofs snvefag @ sem gawar @ afe wmr oo
% Arrange for pre-meeting reminders, for example 24 hours before, é hours before, 2 hours before
and 0.30 hour before the meeting time, or more as needed
9, 3% T4 FzFaA @A T 29 Meeting Remainder =raar T W1 fF Y¢ 92T 94, & 92T 94, ¥ 9T
A, o e 9 |
10, Mee'nng host to be on alert at least 10 minutes before the meeting so as to provide necessary
technical support to meeting participants
a. ATF AATIAG ASF 9 & = G0 [ ud A wE, wpariesars aifeq a#fafe maEn i
11. Meeting to start on time, end on time, and to make this happen, paticipants to share their
comments within the provided time, content and scope
3. ATF WEAH] $1F N 7 GHAH LOTIA, 94 wparieEe ofF AT a9rg o e G v g farrae
12. Meeting to be recorded as needed, and participants informed about it being recorded
a. ATAYIFAT AAAT FzFE! (g3 w4, 7 qwar wzanfesars qfa a9
13. Meeting recording to be downloaded and shared and/or archived for institutional memory as
needed
A I |

=

L

n



9. §AR (COMMUNICATION)
Q. 9@ TUATATUTA (MEETING MANAGEMENT)

8. BN T IfHeTE TEA (DOCUMENTATION AND RECORD KEEPING)
Y. SR TFUIGel HAedidhe! cdaTAUA ¥ faacay YU (PERFORMANCE MANAGEMENT
AND CONTINUOUS IMPROVEMENT)

t.9 (&) it caawaTaeTen Adcd arefd! 3T (ROLE OF LEADERSHIP IN
FINANCIAL MANAGEMENT)




9. §AR (COMMUNICATION)
. 9@ cUdFATTA (MEETING MANAGEMENT)

8. BN T IfHeTE TEA (DOCUMENTATION AND RECORD KEEPING)
Y. SR TFUIGel HAedidhe! cdaTAUA ¥ faacay YU (PERFORMANCE MANAGEMENT
AND CONTINUOUS IMPROVEMENT)

facfier caawemaeten HferpT
(ROLE OF LEADERSHIP IN FINANCIAL MANAGEMENT)

I. Ensure there are a set of financial policies, and procedures that meet necessary compliances
a. fadrr Sfifqesat @z 7 dmavad FAaaaEs 71 T4 giwAEE g a9 A a1 2 )

Assign staff/focal person in Secretariat for financial compliances

a. fadfrr saraaar anfr afearermn Fd=rd s =1t e & @)

Prepare/oversee preparation of regular expenses plan, reporting plans (monthly, audit,
procurement etc)

a. Fafaa @@= arsren, @iz arsran, afqasa draan wifas, oifdsE aiie), sErfeaorer a0 o T\
Ensure monitoring, tracking, supervision of cash flows, budgets and other financials as needed*
3. AN A, a42 7 40 fadry drgvaEar @qar gqaea, ey, |fafvEa aded g

Oversee reporting on actual expenses vs budgeted expenses (variance)

a. Aredafas @€ v genfad awz @+ faavon @rg garee, fafao adeg )
6. Review monthly profit loss statements
a. WIfAF AMHT ATFAT FEEHEA AT THATA G |
To report/update board about Secretariat's financial status (including overall financial
performance)

a. wfgaegs fadrr feafa @y fadr svasaea afeq) a7 ardang ol suge T4qdg )

b

e

=

o

=




9. HAIR (COMMUNICATION)
Q. 9% TUATATUTA (MEETING MANAGEMENT)

8. ST T fHAE &t (DOCUMENTATION AND RECORD KEEPING)
Y. B WeUTGel Aedidhel cdaeAUA ¥ faede YU (PERFORMANCE MANAGEMENT
AND CONTINUOUS IMPROVEMENT)

€. (W) faefi sIawATUGTeN Widhel cafeh &I 3f3ThTROLE OF FOCAL PERSON IN
FINANCIAL MANAGEMENT




3. fadftar cgawemua (FINANCIAL MANAGEMENT)

facitr cuawenuGTa Bider cafeha! fddT (FOCAL PERSON'S ROLE IN FINANCIAL
MANAGEMENT)

I. Have clarity on roles and responsibilities, a plan of action (daily, weekly, monthly, quarierly,
annual)
b, FErEen 3w, arafs, aifas, Tafas, aifde
2. Be oriented about all statutory compliances, financial processes, procedures and policies
c. @A Faifad FAarees, fad giEaes, yodes 7 Afqeesr avar g g
i Monoge maintain, monitor oll accounts, bills, mv0|<:es for the Secretoruat
4. Prepore a budgef / expense forecost
c. TAZ TAHAE T AW THIA
5. Update dGIlY expenses, balances, in standard accounting format and software
[, % @9, 2, qE@rE U321 HHF FAETAT 9 99 7 TR T0FE FRAAT AFIFAT 49 4782 THIA |
6. Mclnfoln a folly of budget expenses as per budgefed amount (daily, weekly monthly)
7. Assess cnd manage risk
h. Sifeas wemse 7 Sifaw @ T gae T
8. Digitize relevant financial documents that are only in hard copy (compliance, institutional memory)
i.  FTAT GATATTHT BT qUF FrEiaF @9 FEAAaeEs [Za2ed T60 (A9 7 LA Wi A
9. Maintain back up (computer, hard copy. cloud storage options)
j.  FEAT AEATAS, (FFAZY, FAT GATA, FATIZ USRI fAFAETE)
10. As approved, ensure timely auditing by authorized auditor and note follow up actions needed
k. AFHIAT G0 AAE7 ATIEA TG TEFEFRT THTH A@TTIE AT T 7 ATATE AT FEEATE
TAIT 9T T TH
1. Report on all expenses, income using standard format (accounting software) and on post
audit actions needed
. HEE A (A AR YA 9 A@rasaer QYR A9 FUEE FHA " @9, A7E PO TEI |
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9. §AR (COMMUNICATION)
. 9@ cUdFATTA (MEETING MANAGEMENT)
3. facir saawenus (FINANCIAL MANAGEMENT)

Y. SR TFUIGel HAedidhe! cdaTAUA ¥ faacay YU (PERFORMANCE MANAGEMENT
AND CONTINUOUS IMPROVEMENT)




9. §AR (COMMUNICATION)
. 9@ cUdFATTA (MEETING MANAGEMENT)
3. facir saawenus (FINANCIAL MANAGEMENT)

Y. SR TFUIGel HAedidhe! cdaTAUA ¥ faacay YU (PERFORMANCE MANAGEMENT
AND CONTINUOUS IMPROVEMENT)

GEAAsiaur ¥ 3@ (DOCUMENTATION AND RECORD KEEPING)

I. Assigned secretariat staff to prepare a checklist of general and confidential documents
a. AfevEr Afaareay FHAES TIAHY 7 A FETAAEEE] TR TAT T
2. Alldocuments to be stored well and be easily accessible, all confidential documents to have
restricted access by authorized and/ senior staff only
a. A FEAAEE GUS AT 7 AT FEAAEE FAA AIES FHATRFATE WA 9@ qqwia
3. Allidentified general and confidential documents made available in scanned and readable
format in computer, official cloud storage
a. dfer=rA afruer WATET 7 AT FATARE FPAZY, ANIFFE FATIZ GUSWRT FRATH W 9 HiEwA a=TH
ERCES]
4. Incomputer backup drives confidential data to be managed / stored separately from general
documents
a. TMOT AT ETATAAE 7 AWTHIY FOTAUAATS FOAIH] PATFAT AT 9 THEEEA 21 8F WIZaTdr
I U AT |
5. All general documents in hard copy to be stored allowing easy access and retrieval by all
concerned

a. FETA FATATTRT GUFT FA AHI FOMATARE GEETAA HAZRT ATAGET W 7 B fae, v gt
fag augror T 3

6. ldentified general documents that are important for institutional memory to be made available
in scanned and readable format and stored in computer, official cloud storage
a. FENTT THAF AT FEAT0 FRIATAES FEAT, ANIFF FAT3E FAUSRIHT FFH 7 924 AlF =T

EREE]

7. Computeroposswords to be handled with care, and be handed over to incoming staff by
outgoing stoff
a. TIHAZAFF! TTIAAAT FAH 7 e 7 ATIE A0 FHATNAT AH FHATNA ZEATIIT AAIA |




9. HUR (COMMUNICATION)
. 933 TUIFATUTA (MEETING MANAGEMENT)
3. facfir =Ia¥enus (FINANCIAL MANAGEMENT)

8. SIS T JfHAW TES (DOCUMENTATION AND RECORD KEEPING)

90. (&) FRAFHAFG TIFAUS T fokede JUR - Afdared PERFORMANCE
MANAGEMENT - SECRETARIAT




Y. B TGSl Hodidhol cddTAUS ¥ folRede YU (PERFORMANCE MANAGEMENT
AND CONTINUOUS IMPROVEMENT)

& JFUIGS! I ATUGI-AfdareTT (PERFORMANCE MANAGEMENT SECRETARIAT)

. Establish key performance targets (financial, non-financial) and performance indicators
(annual, quarterly, monthly)
a. WHE FOEVES d9qes (fadm e-fasden 7 wreeaEe gesrs s, TataE, wifes) s a4

2. Outline processes, identify focal persons (staff) to achieve the targets

a. ANFTE TETEE GO T GEHATREET F90@T FATSH, ATEE GIAET AT BIFA SAThas (FEATET) Ga=rT T+
1. Maintain (tally) budget expenses for both target achievement (daily, weekly,monthly)

a. 79 (fadfr, e-fadrr) @ guafer Gfas, arafes, wifas) & afn =feq a9z a9 gearsq
4. Conduct SWOT analysis (six monthly) to assess progress against set financial and non-financial
targets
5. Taaifra favimr 7 fR-fasdig @sqeean wiifd gearsa 9 SWOT favawor (@ \ifae) F==reT =
6. Take steps to manage risk /prevent and address non-compliance
., T7-AAITEA FEISA TH 7 AFEH ST AEGTH F AN FEAH AT
7. Report on progress of the targets and indicators, revise and update as necessary
a. @4T 7 FAFEEHE TAH] FA954 292 7 ATVAFA AqAT 5T TIRNAT 7 AATAIF T |
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9. HAIR (COMMUNICATION)
Q. 9% TUATATUTA (MEETING MANAGEMENT)
3. facfir caa=enus (FINANCIAL MANAGEMENT)

8. SIS T AW TES (DOCUMENTATION AND RECORD KEEPING)

90. (W) HRIGFUG TIXATTa T foRecd? JUR - Hofarst PERFORMANCE
MANAGEMENT - STAFF




Y. R JIUIGS Hodidhel cAITAUS ¥ folRedT YU (PERFORMANCE MANAGEMENT
AND CONTINUOUS IMPROVEMENT)

HRIAFGS IITATUG-HoHars (PERFORMANCE MANAGEMENT STAFF)

To be clear about assigned roles and responsibilities — as per job description

a. mmmrhmrﬁ?mvwW’a7mmmham?m

Identify tasks “to ensure"- directly responsible and tasks to enable” - facilitation to make it

happen

a. e fearst 97 #9 F19 AT AT IO (G AT 7 B FTH AR SRR 1 99
e A T

Map out a performance plan with the supervisor, with key performance targets and timelines

Identify, record, share challenges, risks in the “tasks to ensure" and “tasks to enable"

documenting performance achievement, gaps, etc

Identify how challenges were addressed, risk minimized or averted and what was needed -
KSAA (knowledge, skills, abilities, attitudes)

. IAATAEFEATE FHI FETAA AT, Ff@w SATE w9 A ar 2t 7 & grEeasE [4u - KSAA (s, fa,
sHAl, WAt v fadre Fae o
Take steps to manage risks including setting up red flags
a. V@A FFEATIA T TEANET AeAq F3H A1 7 399 ANGHE FAEF 78 WAN AT FULSET” g

ZFa T

Review progress with supervisor, identify changes, updates orrevisions inroles and responsibilities,
and refine clarity on assigned roles and responsibilities

2



99. 3rTAA-9 ANNEX - 1
q. JRETEaT AT T HHAT

Y FEANA GUEEF U321 [Aanad Ay faum A srgear afvvgr g faifaa e gqia a0 afufa g $ifs
ST MUE T |

9.9 Fiffarary JATTAT

(B)

aF Hrferet At FftaEa

o  HEEpEs (fAaiE) o fafger qzen @@ gz o 3fa 3 FH=rfEEE e
o g fadwiE gy Huarz fAaifaa a1 wefae) (Frafa, s, i)

o ARG 94 o HITE HEA FE-HYF T o GUITHIAE Hfuwr-crar
o 3 3frg Furery 7 HUF WEATAAT AT o frpifas

o ¥ TN 3 o HHFT

o Y wWEIETEE

o & FMIIH

o GHEE

e HEFMTAH

FqEE HuEEar ga 7 qorg, fAgdwm gora, ey, weataa, afaa, #rmers aife afefas onfasrh ar

9.9 Tfarcia Sefaigs: ferdr ¥ SreRard
AfFATaTH ATFRATATETF Hed (AT FEAaHIias g | AFET FAF0] A, atgaraa Fee . gaeaE y6a,
AfeaeT FEAEES FRET B |



TRATATST HET HrAge eI TR Eol:

9.9 FraEil sfafaer g a4
o i Famtor

o T ATAAT 7 T

o FHHT EEATIA

9.} FiaTEg wEtEE /AT T
FrAFTE

o FHATT UF f4fad SAFETA,
o HEE] AT

o RS HIETATATEEET

Q. ARETAIER AU gal HET dRigE

] AT AT G G

TS T GHY THIHT JqATS

sraTata® T

o Ul WEF] ATAEA 7 AEI0
BT AP T |

o HEEEHEATZ HIFAAT AT 7
a1 Featead are AT B
7 A1 grEigd qA9rE g90
goarata® T4

AR T3, gEA T FrAVTeNES Afed

fafe=r nfafafies, T T F@EaT

™

o Wz, TAT 7 =AM ATHAT FHAET
s

3 e T FuR

*

fafa= wrorwes  =raaeEs
ATRA AIFET TZ9T 7 AATAIES
PRICRIT |

aurzz 7 Arre et gufeafs
FTAH TTE

3. IREEAAST HHAE! Tadatll yTdra:

afeararyzr Jifn FHarh warre fasraar geafaa oo g
afearery FHATNFEN 291 7 FAEFATarE 9fq Sfaws o #ag )
wfeaTerTE FHATEEd 4% a1 A afwwr v FT E WA | wEd ansr e geend @9 afgarager aifn

FauEr g 9u, UE HEATEF 7 UF FAAT GYRBILE A S e 9q qravasar sfavar g o gdeen v




afwares wer v garaga soa Aifua o afee | g afn, e aifn afafes Fawrares afea seram
QUHE FAHT FHAEEAE faes 09 |fEeg ) geE aifn are ar wsEed ferseaddr farsraeh quar duEr
FF) W 909 WMIF THIA FAAHS |

ey afroer afaaraman #r faomemes 2favsr fao By fadmemes awo aafooer ger afErares g wvE 2a
AFEA |

1.

A

FIAR IE] qEAT | 57 FATHN FTH AVE] EA, T FAA AAEN AT FAHA VA HF] HAEEAS 3 7 A
ZEE A1 gETA WvE qfq afer |

FeAard] feguar daareasEr FEaries Al qfwer @ Tawrarfarn o wea fav, daredr o

AfaraaE FHAT A1 FHATNZEF] areiiE AFHTT TATE VAT, T2 FEAT FerArH Arfn g e =i
afaver faan | Tt wfza wrewsar afavae gfae@es gaadifas wewar sy fefaargse 7 @ afoz
fawer faoit, v #TraAEE goradifae Hepevasar gifqus oidfaf faoa o @ #4 E54 afaaremmr sEEde
wAfeh Td gHe @rdl, ATHTaE A @aEsare o= qusr argar |

difaes Fraters quF afarresd dfqemes e (v sewsr #e gfous swe 7 vEd wrgeEE ar
el (fadrn vdes), #fe fefaea wrwar 8w, cauRus ofeg Frmeraes) v aq 3 amres gsae
(FEATIETY ), qTEE?, FEaEnt ufq fao

sifeasar vEa Ffawa | 321 wersa #igeg, 2967 A9 Afeeg | 9re gons afvadd o afees, afadaeeer
a1 39T 3

Fiaun afaarames fefaargs o4 drsaman fav 7 v sgan @ gravawar ofq 2faver fan, av ag@ aife
Grees fafaaray a4 =ife ardr faan

Ffz AfaaerTeEar W 7 9 FOHT Haw qor4 fqu A fAaiea woRr @ 3 Fow AfEareEn ar99 ar
AfAE A9rgq A7 AfFAEUE AALET 9 FHT FHA A4 99 fau
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FET HEEEE A FEEsaTa faf
(Standard Operating Procedure-SOP
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