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1. Introduction

In order to obtain a mutual understanding and further optimise working procedures and conditions, Missionpharma has prepared a set of guidelines, which covers the development of packing material layout for products ordered in Missionpharma layout.

It is of crucial importance that you receive all layouts in time in order for you to meet the requested shipment date stated on the Purchase Order (PO). Therefore, we urge you to closely follow the instructions below.

2. Layout procedure

Upon receipt of the PO from Missionpharma, immediately check which products require new layout. Collect all information requested in the ‘Appendix to Layout Instructions’ for each product that requires new layout. Please fill out all fields with correct information and send it to our Design Co-ordinator, Mr. R. A. Shah (shah@missionpharma.com) within 5 days.

In case a layout has been previously elaborated, a PDF file of the approved layout will be sent to you for your confirmation.

You will receive the layouts for your approval from our Design Co-ordinator as soon as possible after sending the correctly filled out Appendix to Layout Instructions. 

Upon receipt of the layout, kindly ensure approval of dimensions, text matter and overprinting area. We expect you to ensure approval from all relevant departments, as no changes can be incorporated after this stage.

2. Printing material

Once our Design Co-ordinator receives your layout approval, he immediately prepares the files in the file format requested by you. The final layout will be sent to you via e-mail together with a pdf file of the same duly signed and stamped by a Missionpharma authorised person.

We expect you to confirm receipt of the layout (by e-mail) immediately upon receipt. For actual printing colours, please refer to PANTONE® colour shade cards.
After final label/carton/blister printing, please send at least three samples to our our Ahmedabad Office for our records. The address is:

Missionpharma Liaison Office, India 

101, 1st floor, Commerce House - 1 

Judges Bungalow Road 

Ahmedabad - 380054 

India 

4. Guide on how to complete the Appendix to Layout Instructions

· Please fill out the Appendix separately for each relevant product on the PO. The layout process can not be initiated in the absence of complete information. Make sure to forward the Appendix in electronic format (soft copy) to our Design Coordinator, Mr. R. A. Shah (shah@missionpharma.com).
· The product name must be identical to the name specified in your license.

· If blister layout is required, please mention the foil size as well as the blister pack size.

· Under ‘Special instructions’ please mention detailed method of mixing for Powder for suspension, Powder for reconstitution and method of use for Liquid injection. 

· ‘Last date for receipt of the layout’ is the date after which receipt of the layout will affect the shipment date. 

· Please write N.A. (Not Applicable) if a field is not relevant to your product.
· Please forward your barcodes/packing codes along with this Appendix if you wish to include them in the layout.
· Where applicable, leaflet matter must be provided along with the completed Appendix.
· For all queries please call Mr. Shah at Phone: +91 79-26 74 76 89, Mobile: +91 98 25 88 52 36.
Appendix to Layout Instructions


	1
	Supplier name:
	     

	2
	PO No. / Reg. country:
	     

	3
	Missionpharma item code:
	      

	4
	Product name:
	     

	5
	Pharmacopoeia:
	 FORMCHECKBOX 
 BP      FORMCHECKBOX 
 USP    FORMCHECKBOX 
 IH     FORMCHECKBOX 
 INT. PH.

(Tick the one that is applicable using the mouse)

	6
	Language requirement:
	 FORMCHECKBOX 
 E/F*  FORMCHECKBOX 
 E/P*   FORMCHECKBOX 
 E/S*   FORMCHECKBOX 
 E/F+NK* text   FORMCHECKBOX 
E with logo

(Tick the one that is applicable using the mouse)

	7
	Packaging dimensions:

(Please specify all dimensions in mm)
	Jar/Bottle/Ampoule/Vial label (L x H)
	     

	
	
	Blister foil (W) Pack (L x H)
	     

	
	
	Sachet/Pouch (L x H)
	     

	
	
	Tube (L x H)
	     

	
	
	Printed unit carton (L x B x H)
	     

	
	
	Printed mother carton (L x B x H)
	     

	
	
	Plain carton label (L x H)
	     

	
	
	Product Leaflet – enclosed in word format
	 FORMCHECKBOX 
   

	8
	Quantity per unit pack:

(1000 tabs, 100ml etc.)
	     

	9
	Composition:

(Each tablet contains...etc.      All active ingredients must be specified. 

For Injectable: all preservatives, anti-oxidant, solvent must be specified)
	     

	10
	Storage instructions:
	     

	11
	Dosage:
	     

	12
	Special instructions:

(Cautions, warnings, For IM/IV use...etc)
	     

	13
	Mfg. Lic. No.:
	     

	14
	Mfg. address:

(Address of mfg. site or plant)
	     

	15
	Last date for receipt of layout:
	     

	16
	All information is entered by:
	     

	17
	Date:
	     


*E=English, F=French, P=Portuguese, S=Spanish, NK=North Korean
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