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Font and space settings for documents: 
Laboratory documents: Time New Roman, Font Size 12, Line spacing: 1.5  
Management documents: Time New Roman, Font Size 12, or Arial, Font size 12, Line spacing 1 or 1.5. 
Each section name should be bold.

Header and Footer format for all documents of Policy/SOP will be in the same format as the template
1.
Purpose:

State the objective of this procedure.
2.
Scope:


Identify scope and area of this procedure.
3.
Responsibility:

Identify the position of the individual(s) responsible for the operation of this procedure.
4. Definition:

Any abbreviation or terms related to this procedure
5. Procedure:

	Section
	Description
	Person(s)                          Responsible

	
	
	


6.
Related Documents:

	Document name
	Document code
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Document History:
	Revision no
	Effective date
	Details of Amendment

	
	
	

	
	
	





