Minutes of Meeting
	Meeting Title
	Discussion regarding SOP on SOP & Vendor SOP

	Date of Meeting 
	19/05/2021
	Time
	11:00 to 12:00

	Meeting Mode 
	video meeting on Google meet

	Meeting Called By
	Mrs. Radhika Patel
	Meeting Location
	Radhika Ma’am Cabin

	Meeting With (Consultant)
	Mr. Sachin Bhalekar,
Mrs. Supriya Pomai
	Meeting Attended By
	Mr. Mohammad Zafar Khan,

Mrs. Bhoomi Prajapati



	Meeting Objective :
	Purpose of this meeting was to discuss the queries about ‘SOP on SOP’ & ‘Vendor SOP’ submitted by Cyclone Pharmaceuticals to West-Coast Pharmaceuticals Works Ltd.

	Preamble:
	‘SOP on SOP’ & ‘Vendor SOP’ were reviewed (by West-Coast Vadaswami Team) thoroughly and comments, suggestions, queries communicated through email. They (Consultant) replied all the queries with their justifications which need to be discussed so this meeting was called. 

	Meeting Highlights:
	1. Query related to the site address whether it is to be mentioned or not in the SOP header discussed, and they suggested it can be included if there is CQA department or centralized system where different manufacturing site follow the same SOP of the firm.

2. As per consultant suggestion SOP shall contains prepared by, checked by and approved by only. We agreed with their opinion and will remove reviewed by column from our SOP format.
3. 
Blue color ball pen shall be used instead of black ball pen as black ball pen can leads to the chances of some forgery. So they suggested Blue color ball pen commonly and QA department persons can use Green color for the approval and Red color for the rejection.
4. Procedure of destruction of Control copies is amended that shall be done after stamping ‘obsolete’.
5. SOP numbering system was discussed. Numbering system of the SOP is under process as per their suggestion and as per the feasibility of our facility.
6. Supersedes number of SOP to be incorporate in SOP header. 

7. They agreed effective date and review date stamp can be used instead of hand written procedure. Only obligation of not to preprint the dates is that SOP shall be effective after completion of training.
8. As per the SOP Revision Procedure it shall be done through ‘SOP revision Memo’ our suggestion in that is; it shall be done through change control.

9. Type of SOP Category/Section is defined as General and Equipment in the SOP which were discussed and procedure accepted as it is.

10. Some editorial changes are there in the SOP which were discussed, for example Draft SOP stage is unclear in the process flow, Index Annexure format as per the SOP and QA SOP Index format is not matched, SOP format Annexure and SOP on SOP header is different (Version No. is mentioned in Annexure format while Revision No. is mentioned in SOP format). They assured that all the editorial changes will be done in the final version of the SOP.


