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ftTq- ften wr+n d forr'ilZoprtrd t oIffidf + furfr (nnangement)

G olmqr (cusroay) d rfdq dt
TIETTTq,

BrrEffi fr;vq d ridPr il o-rqr t fr f{6r{ swn d frtrq fu{Flf t
orffi + frqrs \ii sIfi-rHI 6 {rnu d qPdqrfrq er$+sr d siqrq-a t
ffi rreun frqr rrqT t r gS u-on gwfud o.rqH t mdfd

rdqhv{6 sr€rr +g rd"f ffi dcII RecordManuali frrt tri tt
2. q{E srq: T6 +sI qI qEI t fu frrn'rtZo,rqfiffit { olfuNf d
kqrs lri cfitrrrl d qren sw srdqrd d srgisv c-fr tt {trfr $ri
rrdwf frBql. dEoHI, T oIrR d ofl?I{rrilttlt rti w s+d sqilq
di t o,16 oftrqr{d iET I$FFII o.HI v€dl B gft o,fdqq qrrfrt t srdn
of qrqqrfuor d sqr +gffirfio fuift or rfi qrril osr vgat B t

3. BrffiTorofuo) fr olffirdt d sFrd lsl-ltllq * o.rqhq 6l
ssrq srs-Uenr G \i{r *dr tl gst q-d 96 d1s orqtmq { t-{trt

m.r{-ffid ffi{rd EYfi t Tfi vsf, o.rd o,ri sre o'Ffut or r{t{d ''fi

e-6dr t dk qsr<oar d EE dfi tt rcfl, frrn'ilZarqlarit { 3lffitdt d
sfud lE-Tqrs d qmn ffifr fit'qt \ilrfl ffirq srs d qrr t I

4. qfucrdq ergtcl qQrer Record Manual { Srri 3lffi d vs-rsrq
d rtder t frrn .d srqqn qrs-trfrr v{ ffi{6, t r qrg qrq 01 qRfufr

d orffi t riiFd qFrd qrR + riq-6"r @ccording) tl o.qn or sq+q
Rrt qri t fr 6r{ if irei-d gffidr d s-o.-fr Br sra: qmf + frqrs Sf
srfuHr $ mq { 6q-r A ttqfi a} e.anr frqr qrqr qrctro EIrIrt
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frfr[q-t6t

L cr*fi' furnr { srfuM d tq-rsrs + frg vo frrnrftq efiterqrr
d qmn +1 qrq ftffif, qqf< ffi d Hrcr-rrrar irffiGif d Td qri tg
cqfq iiqr { to, d q+*n d r

2. ftqrq d r*fi ynqr/qtNq + frq f{r{Ftq orft*er.rn d enq
frfua o-r frqr qrqt
3. ffiq qft*cr.rn d faq vr qtw qqrffi 6) crk€d frqr qrq
fqsd rrr*q + ftc w+d srcT vo vaarfuT|ffiq ftf6 deII v.F'
orqtdq cffi o.) rir< fr;qr qriqt

4. slffisr'IR + 5r+'r $ fuq v6. 6,r{e{ fuw fr rfi q*En d qrq
fu#f erfrilqFrn { ffiil €fuorsilZsrffif d q.fi dre 6ifi d
sffid afr qrhfl t w 6T{ + frq oilsrrfidrgsr v.r sret rS mctcr
{ ff€ frro1 q1 worr t t

s. sttr&rqn d ffi( qwr{ frl aFmerr Etfi sIBg | t-{{ o,Tqttrq

cM ewr Frqfud \q sFdd Ec t rflffi{df d .r{ srs-c}E qrr

Hrw,-ger<r rsi aen rfi, qig oilR t r€ cqr o-t rsi + ftrq Hcrq
fu-qr qr+ EPqkdd ft-qr urq I

6. Ti{< vqflflq yffii ftR-o' Ertr qtq qa d sTIER w qr+ft qrq
oq qfr+qFnr d efttq sqcq owi qrlft cqn tS sTffi o) !lc,
qrqq srq or srFr+srrrn { mqfud od of frildffift fr v€ ot ftfrt

v



qftftTq-'ril'

1. r+o' vsrcoZuq+frq ftfioZAq-+m ftft-6 Enr smi srTR ot
rtFm'BitZqft-dd or flfi-orur ffif,/furfr fifuor/qfu+q +
* q fu+ iilrhrt
2. s-+6 q{ d crd fr Tr6rq6'i em qri cqn ol mEmdf ol crfrdrrq
or 116 ftqfRd fuqr qr&tt fu or.re s{ srd * ftr riFdorcit + o.r{ o,G
at sTrqwr4Dftt dfir fuc rifu6r0it { rrq-6 Erf fr o,r{ o.{i d srrqq.fiil
Ert vd ffid ttko.r A sv d qfirq fuqr qdqTt tfr rifo-Bit 6i
or.re s{ d orgm tffr (naex Resister) { n"nr or fuqr qrtm t tsr 6-{i d
m'q t T6 c-qrff frrql qrfu fu qR A'qnn-a mfd6.r ot{ qr.r6 rifufir d,
d vq qr qQm{Ts qO dfuo,r fiqr ffit Eil M s{ uffd Ht{fir riqr
efit qrqglfu sc * tsl ftqr qrqr drr{ Tfi Et cri d fufr { fi (rflqkrr o) ot$ .rO rffu6r rfqr ofldk d rn *rd'rfir tS frqpfrd
ffi cn A FtFrfii d srwtro rqn d ytrfir
3. fti-{ rihorcfi t €r.rA q{ qr fto,u qElq t o,rd 6-{i d qrqsof,r
qfr E), B-d erhqnfrd rifuor d sv d qms€ frqr qr+.nl tS qfuffift
sT T.ft6-rq sPfirdq ir5i"r { EFa .l.z €rffi' or sof{ qtt
rfFo-tur crqEnr + erguq foil qrirnt sffi qrqun d are orfrqrfid
$trorcff dr qfrq it sr61 riqrFfd wdFnrZrrq oi sqrn d rut Sqftq rc tt +Xqr fu'q qr}qF

(t) 'sI' olffi (a cat"sory)-{sd sfil.ld l+{ ron d ffi
rfrtrd d in rrdfr-

(il flfilqril fr,lq sre qrdwf ffir
0 fun qsd t nwrftd redpf riod * grffuc riffir
(n) feqn (srfrf{qqlqEn+{D t ffiFd €ffi I

(ir) rrcryi Mc (prccedcn| errfrd 6-ri srfr qffi 
r

(r) g6' fr orD-r frrTrril qr dr{ d roi qrd rropf vrr<
sr5til, ffienm, ontlr. cRce orft * rfifuo rfHsrr(r

(vi) furqlZfrftqt# d Trdcf"t frf*a 0"terpretation) t rfEfudffir
(2) 'qr ffi @ cuegoryl- {sd sfilrt( ftq s-dffi d ffi
rihRn d qr rrdrft-tv



(D tfr riEmr(, frrf,d Trs d rnar sler{r frRd ftfu qfr

GrrE{qfiil d enqrq ${ s. 12, zs, s5 Ed il6 qerqT enfi uq t
rffifr fuqr qnr tt
(ii) tS riffi, ftil-+ T6€Wf ftsoft q1 q-ffi qerqn *
d'lr fu{o,r cfrwq (Preservation) qqf< Tffi tser e}t

(s) "g' o,rffi (c category)-grd ff( ftq ron o1 rifrror(

rftrBd d qT w+rft-
(i) fiq-crq d srE g-{d qe di srd ur qftfidc e s{ T6 td

qr woi erfr fifrro.rEt

(ii) TEdWt dfuorsrlZsTftM 6 srqffiZqftR-n cfd t

(iii) fa{Fftq tfM mn ffil
+.- qRod aqr ffi frqFI q os s{ 6s vd qrfi t t os

s{ d sid { tffi, isur qfr HPr $r{cr 3rgffiq qfi d
f.so,-r ts qfi riffi qe fi A qrfi B r tf icq t'fr
6qn s,{fr rEm tffi tenfi sc * {d qrfi t 3tk rd ?'
qT'qr 6ld"fi d qrer erFrdsrm tqr qrct tt

4.dfufBtt+ssrqdElfiFruri'IrkIIiT6lf{r6w6r{I?D.artr€dEa
{Rot t ltqr qrqr i frrt qqo ffiwr< s$rql qflffi/erw qftrq

S wt t srJdtF{d fu'qr qr+ tt
u *in-fu d s.ftrqur wqFfl g-{61 ffr tqn 6€ Eq q q

",f 
t -i** tg qfi d or cfr (son copv ffiH) d srel .funfiq

srffisFnr + rqrfr 6i sq-mq 6qt',T qdtlTt glffiqFrn + Yt{rft

o*n.froZfr*utno ftrfuo Erir q.fr t €i{o.tefi o.r ftan ot ffiq

"Fd*t 
* g qnsTTotsir + frc Mftd relt't t5{ {sr qr}qT aqr {fr

erffierqn + o,qcr d fi q{en foqr qrtrnt

6. qmsFrn t *iqma qtdol dl o[FtcqiFil v'si w 6r{-cr6

u"t .rm*.t** d mrfr o,) qir qa f<qr qfur' ftrl-d 3rgi-{q + stTrft

sq+,nqZAq+'fqfrfie,emsiFdrifufirswmq6-rrfiqrt'fitrifuol
; .t*rioar sqr< eti * gt So' sffiorqn it {-rffid fr ftqI qrilnt

7.Errfrgqq,fiqzft'T{ft-ftfi-6y$5rsfuitwqtqqatsmqrt
cI fr 'rfi {F{ffiII a wnmr 6+'} 3frr sd aru-s o,ri tg frD-d o}

srRd ott t qr/
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firrrd frttrsr d rq tl fqsrRc srffiqZfifuor/wif 6t srffisFry
d ffi \d rrsq-srq w frcE frc qri d ft {frerr ftc vd d
3rriilr{Friil sre 6rfr T6-qEf d rr8 t t

3. ftER oTffiq Ekrir, 1s6o d v*, €fuor. srft&q EsrR d Tqc: d
qr.it (qqrq-r gi siwrq-z) { qQrr stffi qft]s qa fifgdx qffiq d
Ec if Erfrqil +1 ,rfr t r. vt5 q*, dfuor, elffie rsrR or cfiowr wqn
sq t srf-6", q" W T Cd.f-q sr{te qffirt d rflf W srdr ENfrrAq

6t #so,q Rwoao or ftqq-ros) d tp-c d sfi "ffi t t srcrs sTtkd t ft
orfuffi + riarur qd ffqrs{ tg sFfd cr€Fit + qrfr}o, { Rrrfrq

crFr{ririrT Hen d6 Ed { FdHc frffi{d fuoe or fr wrq fror qrcl
qfrc 

I

4. fudI o,rqH/or{Tsa olqld{if G erq d*q orffi { qrqrrc'

crq t}i srd qdf o) dldq w t sn *oft qalr Ef-a', s cE T qti T
d rc t frfud frtq qri \'{ vfr d erpv dEror slQrsr qReZcsrtq
irr Sqnur irr qrqsn gwo t sFtBe tt

qrf-u' + cir,fd vt o,rrq-qe} ol tr$ qqT t, fcr€ enfi sq t
cRrfud rqil t. srf-q d t or.rq-qa sTrq't fcrA rz sfr d erc GqE

or trn t srtr cd-tr tt t orrr,Gil-qd oTlfi, fti-+ st sd * erfto srq n-o

vqi d qsra r€t tt
w frc{ d fr6R slffis rwo $ cRRr€-e. d vc s'fi

<wrMZor.rqrc} dl qfi ftHur qfi irqfu stBtd o1'rfi t, ftrsd slrdirfi

{ frfuor//Tdrzorffie G si-q ffiraqf + gel{ n sSAa 6ffi d qrfi

t. ftnffd qRygsr \tt frqrg-c tn ften 3lFrnq 66od ftqq-tta d sFtd

cfrot d ergun qrcr5fu 1ni vuf< srqqrfi Ecrt crrERldr cra-i gv m-c

srrqY{rir' ffi d qrfi qtBq 
t

5. ft6n qffis rwo d sIEIrq-s g fafi orqtdq { EIfua +}ofr'q

(c.f-q sr{tc qro.rt + c-svt G qq EFrto) + sIFrM + frqrfr
A {e{ fr frqd ffin-ti{rr sftafsc t t en sc fr g{ q* qs

q/



o.r.rdrcil oi q.fr{€ 6,{i \q qffi crfufin/E,rqldq sqH d srjfqq d
swtd frfu{d c-otvrfrwfd Frqrffr ftqr qnr crdqrfrd fuqr rrql tt
6. ff6n qffiq ffirir, 1s6s { w rrqqrHil ft-qr qqr t ft rt 9o. s{
61 sflk d cv-qn qarpfrq vs s{ + W c-drfq at q} rm d rdrfr dl
6tfc t rfr ie rrt d, ss s{ d crq sik ff" Td} dt rffi dPII fi{rd
qtt mPqo.r€il +t qE-fiqoft qfr + vrcr, gsri qR+q d rc { orft}errm
an nidFd o-t ftq qrvtr

7. {s i{c{ { Erd + rdrF{ 6'r $ ft6rr orft-nq ewo d frqq-ss {
cftrrfrd ort Ev gwe lom rrn t fr Erd + cf,rR dt qftft t g6, s)
qr fiq qd A rdrR gFcqrff,R €rroPfd +t or wofi S1 rt5 r*rR,
oIF&s. dfuo,l EilrR d srft+qmR it oturrr d Xd es tg ridtrd
ftft57sqrn frffr ?FI rwn qti vsrrr frefud sqrfr qqrffiit ol
*ffi ur grg+fi gnqq{rfi t t

s. frrfi a,{ o1 rrtrfu d c{srE srfi fuIft rffuor { q?Frn {fr rfi gfr
srQr-fl €'fu6l dFrd t vE rnfr-rrroq d T61t +fr fufr d fr€R orft+s
5qilqr d ftqq-6s, zo, zr qti zz { Ed cfrvr il €rgcrf,{ uffi Eq W
d$iqfr aw ergmwfr {fr se sq * frEToft sdfud o,ri A c€q fr
qtrrrq fuqr qr r+fit qiE EH eiDT{ d qrre d r+s ffic vq srq
qRrd {srlt FrE Err t rrt qri qrftq, ilrffi rrfrq if qqwrirrrr d argtv
3r6FrFr f+t .rn Sfu+,r 6) erfunerrrn t crq 6r HErFr d 6ffi {fr
crqfrfdr d srer afi qr vdrfil
e. qffi d qrfi-6 irc t ftqrsr d mq { ff6n qffiq 5-so d
ftqc-rzo { gwe t f6 ffifi +s d Frtq A dr{fq t qeff6,Eil rfaFr

s{ q E} GTN ilr ri6' rT' q.f 6T ot{ 6rrrq cr ftrE q fuqr w\rflt
fo,-fi s{ d q{-{ft q e[erM of nqe E-d { wI Et{ fru Hqrfr€
=rfr vtfi, til n're frst s{ d sr ftsqq d erE ffic Ewr r} r qO
f{ffim q' irFttr rel A ff{rvlr d ftc tz sfr fr Tq-qr 6-G t
arl tm r

il



io. o,rqfdq d qrqrq frftrur d mq { orerqr tfro qfrAft * dtq w
orrrldq cqrr 6i srci qrrstfiq qk or frOrrq oc d.iFd cclrql
vrwr7fuwr76Mrr {srR il ftft-oZqqn fttr+, + orderd w qqnfuifr

"rftlg{rfi rffuo'nif d qqn d mE { ridfud frfto. cur< fdfrr \?
mrtt qqffqrfi t s-ssq gar orfi qrF6c ffi wr or{ rrftT rrt Td rFfr

srfr dEffirE o'fr ftqrr{ of cfrqr d B orerEr riqrftf, E} rrfr f;r orqlfrq
sqn 61 ftfto, cqn frfro, A srer qs feg w qffioZsrffio
+6r oa ordertr rN Bqtrer sFmrcifZsTffis {grR of {fr
ffiaZorffis A 4"ft { qfu{ ori or ftfu fEqr qm slfrs r

{s eirn d {fr + riqnur { vc rrfi mP{qrrcfi d fr qrfr T{rfi qrfr

ilEq ffi{+t sqqtr frrrd d qr fr{ sm { Tfr d qfi t f,rfu q6 orriuEFr

fuqr w F+ ft fuq sfuo,Fil o) sTffisr.rn d stdtrd ftqr qr vocr t r

q{g rtt {fr cfr-qr $ srcqrffi-o qd o:qFfiqd 6,ri Eg er€ qE frcd
dfff n ffid fu'q qrqr ilRg ntn v-+6 stil{E 6r €r-gdqq orqlcq sqn
olsrqr orqlarq cErH ERI cttrEd q<rkort t qrqorfr ssT qrfl *qs-t
#nr
1'r. ftrar wr w frslq sc t fufl rqrEmt0 o) qs o,rd o,) tfr
st<c{trddT d crq qqi q{tHur d orqr<r ilEq t trfi alfueq 6:so {
fr gs {q{ fr sqrraf o,} ffi}s sffi"r rrdi tg wrq{t riqffr fuqI mT

ir
6rg orffis 6'6o d S qa sFfd t fu ot{ fr ftqq wfi qrT619

sfr fti-d rR srilq w t ar.l rCl ii s6dr Br oregq srtrtsZ{fuol S
erffiur sTQrEr trqnn 6t fr{r ffi fffo, d rq},T S rfi fuqr qrqt dfttq
Ts€ + srffis 6t fr{E 6-{i A rorq qfrfio reiT frtfr fr furfr {
fuer fin (Rouoro o.r ft+r-gz)r

12. k6R qftris 66o d ftqc-zos ;l gwe tq t eFfd g 6 ffi
orqtfiq of E+<fura {qi of ftr+flt ss orqkq d Eqrt TflEmfr

ol t aeII srrr frrS 6.rqfdq ET y{l1 v6q 6-s} d qeind ff 6t{
q-<rtrq;rfr c[Ti o,rqtdq oT sTffis q{furd rfr oq crdr d qerer qr.t

U



qrt c-r gq-61q qi1ri d srqFd rror t a) (rg qqrffi 6t fr {s {i[,
+ ftg fu'+ffi qr'fl ETr sfiTr tt
13. fuer qr sgrsd qft&qr.nd q 

'{fu vrlrfirlrFr srerql q{sd d
orfrftfi qq fuqFrt d dffi \'d qffiq IEII Enfir t ersq-s rrE srrqnFr

t fd ftrdr q-<rffi qkAqFrR t qci frfufir€il, ffirHf d vq-vqrE

tg 16 frfu, sqq ffilfu ovi Ev der rq 6-r f<or qrq nft' Mfr
srq qq Hrfrq 6i rf'ffuil f+qFr S q-qtffi \'q qr{ orffilrm d
srq$q?F orft+s ysrR qm or rdt
14. srft&d sn qffiqFrR it ircr 6trt qri S oq fr frfu+c crqfr

@fro ura d q-fr vko) m< fr'qr qnr ot-qwtr ilr aen ortrf,r se
rffuor d orffis{q u,r+ yfud fuqr qnr 

"TRg 
drfu ql4q d

3rnrq6dr{f,R rf{fi-d q-FraO 6t q.fr S sflER w dqr qr rS qq

sflffis or scdq slemr sr{dEq, d eirqrqfi d, sq.4 e] lrdr
ts. eft&qr.rn d W Eto, srrfrcrfr €ftr to' fr vs qrcrq d qo {fr
Td qrfi flFn fr qrdqrfr qr t6 { ?nn cEtt tr c<ntqf 61 otrrr
frqrs{ ddt flfrg acn 1@ Es FFn ftr6 qrq fr srEkd ffiriq gcd
fte qrqt qft-&qrrrn or rrnfr sc sqrrf,f ftq-6 sryq w qfi i err, aq
or fran dtrfi oll-r 3Mn frflq qRunq d qrfi ftfrfiq Elqofr t
efifrfuo fl trrt
16. q-grird erfr+sFrR + o.rdfd + m-fli d E6R oTffiq erro d
qqrs-a d hqd frrtot s'{rFd dt rrfi t, frrsf, erffiq d ve-rsn
ffifuo{q or sdq gwe ctS t fusr .rqr t fr fri qffi 6}
frrcfi sr-sD + fag As !r61of {kd frrlt qrqr

't7. of{ rfi tgr orffic ftrsjt 6t{ rro,rfr qrRr r{f,frq Ct, dt
offisrrn rtr srq prcr rN stewq +t ffi qrq crfuon d qrtvr +
ff{r rfi fu'qr qnr qrBc G.q.r.-tso)r
'rB. srFr+qFrR fr up3*1 s6i ffi d ffi Et6 orqhq d uu6
em qrfuo,zfdqrfr d €rflra w f6qr qnr erGq t frrso, wqrt{rr
orifi {trrrur rfE4 Efit6 qfr t ff ffirE $rT * 6rfr rr-qr qrEsr rs

\^j



tr'e+ q fur* q-qrfu+rft d wr C vo sr-rrrf, Mfril o-rd gg .rci
qffir trd r.si Ere o,rqtdq wrc t {s sil{rq ifi'r crrM qa ff srq
fuqr qnr srfrq fo q$rff urs7ffi d erfi qfir+s erffisr.nr d qcr

ovr fur ,rar t @.er.e.-l+z) t

is. ft-6n qRs rwo d ftqq-gs vti rzz t vq sraEFit ET vds
ftilr 'rqr t fuFd GilErr'{ rN s+r os sfr Tr orffisr.rr it $d 'rt
srffirdf + cfuspr vq fuqrs{ d oltr dt qrfi tr
20. orstdq gi orfera q grwil + AffifiE il{rd * gq-cqer fr
o.r*erd 41 qfi fidd qqrfr tr ercqq ft-6n slffiq 5:16o d ftq rrq
crqqrq d ergwn v*trc ftft-o', cqn frfu6 \Ei q-rr oFftil d sffiF{.
ormqrfr Esrfr vS Specification t sqilq if<rql EIFII iltrg ffi fu
sqet ar.*-6dr B nqr ts sqg11{ dl cr;q" EgI ftfi ori Grerqr fiffi erq

a.{ dt Eqtrer oqr ti * fr go erar ordera o,Ftdt o.i crw d qo-or t
(R.o.r.-zoz)

21. Frqrf{fr vd, rffuoreil qd olFrdst EI srmrr 1"E ftqm-< Vo
vra gftrqr t, fuffir ErrrkrF{ ii-E trror ga erEmm firn qri €
o,r*erd ei q +{fr qFF-Esm qsr qr so-or t q ffi ffiqrfud
ewrM.Twfuord q,i Tdf+ilq ilo.f+' 6T sr+q or sqrfu o.Ti t
qftq { qrdw-orrgrR E+ gRwtf ilft'd S srdrr d arqr qI vFIT

varq t, gJ


