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1.  INTRODUCTION
Add a brief description of what this document relates to and which SOP it applies to (if applicable)
2.  INSTRUCTIONS and GUIDANCE
Specify the instructions in as much detail as possible and or/provide guidance and signposting as necessary
3.  RELEVANT DOCUMENTS AND REFERENCES 
Add a list of relevant SOPs, templates, documents or website links that relate to this SOP.
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	Template Revision History

	Version No.
	Effective Date
	Summary of Revisions

	1.0
	10 Aug 2016
	Initial creation

	2.0
	Unknown
	Not available

	3.0
	18 Nov 2021
	Include Footer, Include Issue Date (The date that QA has completed the approval process of the final document and it is ready for distribution through the ECTU). WPD Template Revision History has been included.

	4.0
	16 Feb 2025
	Template adopted to the QMS system and assigned to SOP_OP_01. 

	5.0
	10 Jun 2026
	The footer was edited from the incorrect identifier. Minor corrections made at the time of SOP review.
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