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OBJECTIVE:
To lay down a procedure for Assigning Analytical Report (A.R.) Number& Assigning Item Number.

SCOPE: 
This SOP shall be applicable for the procedure for Assigning Analytical Report (A.R.) numbering in Quality Control Department& Assigning Item Numbering for all other departments at Nootan pharmaceuticals, Barotiwala, Baddi.

RESPONSIBILITY:
Analyst/ Section Head or his designee shall be responsible for the implementation / compliance of this SOP.
Documentation personnel of QA shall be responsible for Assigning Item Number & control, issuance, retrieval, storage of documents.
Head-QA (or) his designee is responsible for the implementation / compliance of this SOP.

ACCOUNTABILITY:
Head QC & Head QA shall be accountable for compliance of the SOP.

SAFETY PRECAUTIONS:
0. Use necessary safety measure during Assigning of Analytical Report Number& Item Numbering.

PROCEDURE:
Analytical Report Number shall consist of 13 alphanumerical characters. 
For example– NXX/YY-YY/ZZZ.
Where First Character refers to the Abbreviation used to represent the Name of the manufacturing firm i.e Nootan Pharmaceuticals.
XX		: 	Sample Code
YY-YY	:	represents the financial year
/ 		:	used as separator
ZZZ		:	Serial number starting from 001,002 and so on.

For Bulk Sample:
A.R. No. for Bulk sample shall be given as follows:
NBU/YY-YY/ZZZ
where
N		:	Nootan Pharmaceuticals
BU		:	Bulk
YY-YY	:	Last two Digits of Financial Year (e.g.- 22-23 for year 2022-2023)
ZZZ:Serial number of Bulk sample (e.g. A.R. No. shall be started from 001,002 & so onfor current year)

IN-PROCESS SAMPLES:
A.R. No. for In-Process sample shall be given as follows:
NIP/YY-YY/XXX, where
N		:	Nootan Pharmaceuticals 
IP   		:	In-Process
YY-YY	:	Last two Digits of Financial Year (e.g.- 22-23 for year 2022-2023)
XXX		:	Serial number of In-process sample (e.g. A.R. No. shall be started from 001,002 & so on for current year)

FINISH PRODUCT SAMPLE:
A.R. No. for Finish product sample shall be given as follows:
NFP/YY-YY/XXX, where
N		:	Nootan Pharmaceuticals 
FP   		:	Finished Product
YY-YY	:	Last two Digits of Financial Year (e.g.- 22-23 for year 2022-2023)
ZZZ		:	Serial number of Finished Sample (e.g. A.R. No. shall be started from 001,002 & so on for current year)

RAW MATERIAL:
A.R. No. for Raw Material shall be given as follows:
NRM/YY-YY/ZZZ, where
N		- Nootan Pharmaceuticals
RM		- Raw Material
YY-YY	- Last two Digits of Financial Year (e.g.- 22-23 for year 2022-2023)
ZZZ		- Serial number of the Raw Materiale.g. A.R. No. shall be started from 001,002 & so on for current year)

PACKING MATERIAL:
A.R. No. for Packing Material shall be given as follows:
NPM/YY-YY/ZZZ, where
N		- Nootan Pharmaceuticals
PM		- Packing Material
YY-YY	- Last two Digits of Financial Year (e.g.-22-23 for year 2022-2023)
ZZZ		- Serial number of the Packing Materiale.g. A.R. No. shall be started from 001,002 & so on for current year)


WATER:
A.R. No. for Water testing shall be given as follows:
6.6.1 For Purified Water:
NPW/YY-YY/ZZZ
where
N		- Nootan Pharmaceuticals
PW		- Purified Water
YY-YY	- Last two Digits of Financial Year (e.g.- 22-23for year 2022-2023)
ZZZ		- Serial number of the Purified water e.g. A.R. No. shall be started from 001,002 & so on for current year)

6.6.2  For Raw water:
NRW/YY-YY/ZZZ, where
N		- Nootan Pharmaceuticals
RW		- Raw Water
YY-YY	- Last two Digits of Financial Year (e.g.- 22-23 for year 2022-2023)
ZZZ		- Serial number of the Raw water e.g. A.R. No. shall be started from 001,002 & so on for current year)

6.6.3 For Water for Injection:
NWF/YY-YY/ZZZ, where
N		- Nootan Pharmaceuticals
WFI		- Water for Injection
YY-YY	- Last two Digits of Financial Year (e.g.- 22-23 for year 2022-2023)
ZZZ		- Serial number of the Water for Injection e.g. A.R. No. shall be started from 001,002 & so on for current year)

RINSE SAMPLE:
A.R. No. for Rinse Sample shall be given as follows:
NRN/YY-YY/ZZZ, where
N		- Nootan Pharmaceuticals
RN		- Rinse
YY-YY	- Last two Digits of Financial Year (e.g.- 22-23 for year 2022-2023)
ZZZ		- Serial number of Rinse sample e.g. A.R. No. shall be started from 001,002 & so on for current year)

SWAB SAMPLE:
A.R. No. for Swab Sample shall be given as follows:
NSW/YY-YY/ZZZ, where
N		- Nootan Pharmaceuticals
SW		- Swab
YY-YY	- Last two Digits of Financial Year (e.g.- 22-23 for year 2022-2023)
ZZZ		- Serial number of Swab sample e.g. A.R. No. shall be started from 001,002 & so on for current year)

6.9MISCELLANEOUS:
A.R. No. for miscellaneous testing shall be given as follows:
NMS/YY-YY/ZZZ, where
N		- Nootan Pharmaceuticals
MS		- Miscellaneous
YY-YY	- Last two Digits of Financial Year (e.g.- 22-23 for year 2022-2023)
ZZZ		- Serial number e.g. A.R. No. shall be started from 001,002 & so on for current year)

Note:     First Character used in A.R No. shall be assigned only on the Name of Manufacturing firm even though RM or PM is purchased by Loan License parties.
6.10Item Number shall consist of 08Alphanumerical characters. For example– XXNNNNNN.
Where first two Characters shall be alphabets & rest six characters shall be numerical.
Where
XX                  : 	Item Code
                                 Where
RM: Raw Material
                                 PM: Packing Material
SP: Spare parts
CO: Consumables
LA: Laboratory accessories 
MS: Miscellaneous items.

NNNNNN	:	Represents the serial Number starting from 000001,000002 onwards.
E.g. Item code assigned to Raw Material for the first item shall be RM000001.

REFERENCE:
In-house

LIST OF ATTACHMENTS:
NIL

ABBREVIATIONS:
A.R. No.- Analytical Report Number
SOP	- Standard Operating Procedure
QA	- Quality Assurance
QC	- Quality Control
DISTRIBUTION LIST:
This SOP shall be distributed all below mentioned departments.
	S.No.
	Department
	Distribution Copy

	1
	Quality Assurance
	Master Copy/Control Copy

	2
	Quality Control
	Control Copy

	3
	Microbiology
	Control Copy

	4
	Production
	Control Copy

	5
	Warehouse
	Control Copy

	6
	Engineering
	[bookmark: _GoBack]Control Copy



REVISION HISTORY:
	Revision Number
	Change Control Number
	Reason for Revision

	00
	Nil
	New SOP

	01
	Nil
	Due to periodic review

	02
	CC/QA/22/003
	Revised A.R. No. format &  added Assigning Item Number.
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