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SOP : Standard Operating Procedure

A5ALHIUAITHIASIY
(uasgrud11suIsn19il fiiGieu)

SOP : is a set of written instructions that document a
routine or repetitive activity followed by an
organization.
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(Job Description)
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(Job Analysis)
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Speed Control
Régulation de vitesse
Pengontrol kecepatan
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nann1sLaau SOP
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gU Asz2iu : concise
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fludiumnau : step-by-step
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siluuuiianudne : easy-to-read format

\Z

sduuu font auadnsnAvuaianataaradnns Tutudaunu




SOP wsn

SOP & nsunistesgutansns
SOP



LUINIINITARYIN SOP &11i5uavnng

{ 1.Amuasduuu SOP

_ nualseAY
Aot WLl ug
ANUUR

{Z.ﬁmumﬁaummaﬁ SOP

{3.ﬁmum’iﬁmmmuuaz%’nsao SOP

4.MuuaIgn1suannaiazaiIuan SOP

—

{5.fimum%msmumuuawn“’lm SOP




Amuasduuy SOP

Step-by-step Hierarchical
written list list Flowchart
Simple : Interactive
checklist Video course




sduuu SOP

Step-by-step written list

PROCEDIURE STEPS

PRE-MEETING PREPARATION ACTIVITIES

Meeting Requestor clarifies HITSF members' roles (Scribe, Facilitatar(s), etc.) for the
meaeting.

Meeting Reguestar validates meeting invitee list.

Meeting Requestar sends meeting invite from HHS EA Qutlook calendar. Meeting
natices should be sent at least 1 business day prior to the meeting date.

When meeting invitation goes aut |, notification will he posted on the HITSP Members
Sharepoint site.

Meeating Requestor will send out GoToMeeting information, which must be included when
initial maeting notice is sent aut.

If new peaple are addad o the invite list and an update iz needed, the updated mecting
invitation is only sent to the new attendees.

Meeting Requestor amanges for mesting logistics.

At least 30 minutes prior to meating start tima, the Meeting Requastar ensures
confergnce phong is setup, checks connectivity, and processes any requests far non-
attendance.

PRE-MEETING ACTIVITIES WEB-EX INFORMATION AND INSTRUCTIONS

The GoTotesting information and details needs to be included when the initial Meeting
Reauest was sent aut

Hierarchical list

Flowchart

General Enquiry

Log the [ssue
details in brief
& opsn a
Rigket

Resohallz
atopurater

Ticket open for
¥ stipulated
e for 11

Escalate to Helpdesk
Operationt Manager

Providis
resolution &
revord the same

Thekat opa For Ng Provide
> stigulated - resolution 3.
+ime For 12 record the same:

Ensure

Escalate to
Helpdesh  piodal |[———= f  resolution. &

recard  reason
for escalation

Dffiger

Chose the Hoket, Archive the some for i I

255 DURING MEETING ACTMITIES
A Meeting Requestor requests a roll call.

Simple checklist

3. Housekeeping SOP

O Guest Room Cleaning. Follow the established cleaning procedures for guest rooms,
including:

[0  Making Beds
Strip the bed of all linens
Remake the bed with clean linens

Fluff pillows

O o0 o0oo

Smooth out bedspread
O Dusting (Use a dry or slightly damp cloth)
[0  Dust furniture
O  Dustfixtures
O  Vacuuming
O Vacuum all carpets, including under the bed

O Empty the vacuum bag or canister as needed

B. Meeting Requestor gives meeting etiquette instruction to attendees (mute phone, proper

attire for video meeting, etc ).

C. Meeting Scribe captures aftendee list, notes, action items, and next steps.
D. Meeting Requestor tracks time, and ensures that agenda items are covered in a timely

manner and meeting objectives are met.

E. Prior to meeting close. Meeting Requestor reviews, highlights, and clarifies agreements

and understandings.
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KCMC Clinical Trials
Unit

STANDARD
OFPERATING
FROCEDURE

Effective Date

S0P-Number
CTU ADAON 01-1

Page 1 of 6

JOMAR2007

Title: PROCUREMENT

SOF References:

Supersedes: NA

Author/Trate:

Ahaz Kulanga, MEBA and Francis Earia, MBA

ApprovalsThate:

John Crump, MEB, ChE, DTMS&H
ECMC-Dule Collaboration Site Manager

John A. Bartlett, MD

ECMC-Dule Collaboration, Site Principal Investigator

Effective Date | S0P-Number
KCMC Clinical Trials STANDARD CIU ADMIN 01
Unit OPERATING Page I of &

FROCEDURE JOMAR2007
Title: PROCUREMENT
SOF Feferences: Supersedes: N/A

Name Location #of MameTocatnon # of Copies
Coples

Distributed to:

Review Date Eevision Date Signature
Annual Feview:
Dipcument History:
Version Number Reazon for Changes Drate
01- nitial release 20MARZODT
Page 1of §

PURPOSE:

Tao ensure that the processes of procuring items in the site are plainly operatedistated
and reached to the respective destination safely.

POLICY:

Ta make clear line of responsibiities across the organization.

RESPOMSIBILITY:

Principal Investigator: This is site executive officer responsible to approve every Grant
transaction.

Administrative Officer: This is an officer responsible fo disburse respective funds for
the said item after being approved by the Grant Principal
Investigator.

Study Coordinator: This is Ressarch Medical Officer responsible for direct patient
cars.

Laboratory Supervisor: This is Medical Laboratory Scientist responsible to ensure that
appropriate item procured for laboratory use purpose..

Page 2 of §

http://globalhealth.duke.edu/standard-operating-procedures-clinical-trials-sops
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