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TEXT SOURCE IN ENGLISH
SOP for 12-Point Census Survey
WHAT IS A SOP?
Standard operating procedure is often referred to as SOP. SOP is a compiled set of step-by-step
instructions that help employees carry out complex routine operations. SOP aims to achieve efficiency,
quality output and performance uniformity, while reducing miscommunication and failure to comply with
regulations.
With respect to the DRFM-B project’s 12-point census survey, the standard operating procedure or
SOP can be divided into two parts, namely:
1.
Accessing the factory
2.
Data collection from the respondent

STARTING THE DAY
Before you start the day, you are advised to follow the checklist given below:
Make sure that all the survey instruments are with you. Survey instruments includes - ID Card, pen,
pencil, eraser, sharpener, clip board, label album, leaflet, DIFE letter, BGMEA letter, BKMEA letter,
visiting card, umbrella, mobile phone, power bank, etc.
Ensure that your mobile phone has enough charge to support the interview. You must also ensure that
your phone (the one you will be using for data collection) has adequate cellular/internet data to upload
the data collected using the digital survey instrument.
Before going out to the field every day, ensure that all the instruments are with you. Also ensure that
the phone is working properly.
If your phone is not functioning properly, immediately contact your Team Supervisor.
Please check that the digital survey instrument functions properly. If it is not functioning properly,
immediately report the matter to your Team Supervisor.
Before heading out for data collection, make sure that you hang your ID card.

PROCESS TO ACCESS TO FACTORY
The first step for collecting data for the 12-point census survey is to access the factory. Field Officers
are strongly advised to follow the following steps for accessing and getting access to the factories (that
do not belong to any group of companies):
1.
Each of the team supervisors will be given a list of factories that they have to visit and collect
data. The supervisors will distribute the factories among his team members.
2.
There might be different scenarios when a FO approaches a factory.
(i) The FO visits the factory and the respondent agrees to give interview/data.
(ii) The FO visits the factory but the respondent asks him/her to visit at a later time. In this
case, the FO will fix an appointment date and time and immediately/end of the day inform
the supervisor. The supervisor will maintain a meeting scheduler and input the name of the
factory, name of the respondent, date and time of the appointment.
(iii) The FO visits the factory but is unable to enter the factory and meet the desired respondent.
In this case, the FO will inform the supervisor. The supervisor will try to visit the factory the
same day. In case he cannot visit the same day, he will visit the next day and try to convince
the factory/respondent and fix an appointment for a later time. Once the appointment is fixed
he will input name of the factory, name of the respondent, date and time of the appointment
in his meeting scheduler.

3.
4.

The supervisor will assign his team to collect data from factories with whom meeting has been
fixed as appropriate and necessary.
All the supervisors will share the meeting scheduler with Field Coordinator.
The following protocol must be followed if the factory is part of a group of companies. A Research
Assistant (RA) will be given list of factories that are part of a group of companies. The RA will
at first try to fix an appointment with a factory official over phone and/or e-mail. If the RA is
successful in setting a meeting, s/he will note down the details and share all the meeting details
with the Survey Coordinator who will then advice the respective Field Supervisors to update
the meeting details in their meeting scheduler. If the RA fails to reach a factory official over
phone and/or e-mail, she will inform the Survey Coordinator. Then the Survey Coordinator or the
Project Manager will try to reach the factory and set an appointment. If both the RA and Survey
Coordinator/Project Manager fails to reach the factory over phone and/or e-mail, the RA along
with a DRFM-B official will physically visit the head office of the group and fix an appointment.
Once an appointment is fixed, they will immediately inform the Survey Coordinator, who will then
advice the respective Field Supervisors to update the meeting details in their meeting scheduler.
When the RA and DRFM-B official are physically visiting the group’s head office, they should
follow the following protocol:
They will reach the reception and explain where they are from and the reason of their visit. They
will also hand out a project leaflet along with business cards to be sent to some higher officials
of the group. Once they are called in for meeting the official, they will greet the official and explain
in brief the reason of their visit and explain objective of the project in short. After this, they will
seek an appointment date and time and share the details with the Survey Coordinator.
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12-c‡q›U Rwi‡ci SOP
SOP wK?
mv¶vrKvi MÖn‡Yi mvaviY cÖwµqv‡K Gm I wc ejv n‡q _v‡K| SOP GKwU ch©vqµwgK wb‡`©kvejxi msKjb hv Kg©x‡`i
RwUj cÖvZ¨wnK Kvh©vejx m¤úv`‡b mnvqZv Ki‡e| SOP Gi jÿ¨ n‡”Q Kg©x‡`i `ÿZv AR©b, Kv‡Ri ¸YMZgvb Ges
Kv‡Ri AwfbœZv AR©b, ‡hvMv‡hv‡Mi e¨eavb I cÖweavb Abymi‡b e¨_©Zv n«vm Kiv|
wWAviGdGg-we c«K‡íi 12-c‡q›U Rwic Abyhvqx, SOP ‡K `yB fv‡M fvM Kiv hvq 1| KviLvbvq c«‡ek
2| DËi`vZvi KvQ ‡_‡K Z_¨ msM«n Kiv

w`‡bi ïiæ
w`b ïiæ Kivi Av‡M wbgœwjwLZ ‡PKwj÷ ‡`‡L ‡b‡eb:
o Rwic cwiPvjbvi mKj DcKiY (cwiPqcÎ, Kjg/‡cwÝj, B‡iRvi, kvc©bvi, wK¬c‡evW©, eª¨v‡Ûi ZvwjKv, wjd‡jU,
wWAvBGdB Gi wPwV, wewRGgBGi wPwV, we‡KGgBGi wPwV, wfwRwUs KvW©, QvZv, ‡gvevBj ‡dvb, cvIqvi e¨vsK
BZ¨vw`) Avcbvi mv‡_ Av‡Q wKbv wbwðZ ‡nvb|
o wbwðZ Kiæb ‡h Avcbvi ‡gvevBj ‡dv‡b mv¶vrKvi cwiPvjbvi Rb¨ h‡_ó PvR© Av‡Q| msM…nxZ Z_¨ wWwRUvj
cÖwµqvq Avc‡jvW Kivi Rb¨ ch©vß B›Uvi‡bU ‡WUv Av‡Q wKbv Zv wbwðZ Kiæb|
o cÖwZw`b Rwic ïiæ Kivi Av‡M ‡`‡L wbb mKj Rwic DcKiY Avcbvi m‡½ Av‡Q wK bv| ‡dvb mPj wK bv ‡`‡L
wbb|
o ‡dvb wVKgZ KvR bv Ki‡j mv‡_ mv‡_ Avcbvi `‡ji mycvifvBRv‡ii mv‡_ ‡hvMv‡hvM Kiæb|
o wWwRUvj mgxÿv hš¿ wVKgZ KvR Ki‡Q wKbv ‡`‡L wbb| bv K‡i _vK‡j Awej‡¤^ mycvifvBRvi‡K AewnZ Kiæb|
o Z_¨ msM«‡n ‡ei nevi Av‡M AvBwW KvW© Mjvq Sywj‡q wb‡Z fyj‡eb bv|
d¨v±wi‡Z c«‡e‡ki c«wµqv
12-c‡q›U ïgvwi Rwi‡ci Z_¨ msM«‡ni Rb¨ c«_g avc n‡”Q d¨v±wi‡Z c«‡ek Kiv| ‡hme d¨v±wi ‡Kvb Mªyc Ad ‡Kv¤úvwbi
AšÍf©y³ bq, ‡m¸‡jv‡Z c«‡e‡ki Rb¨ gvVKg©x‡`i wbgœwjwLZ avcmg~n AbymiY Ki‡Z ejv n‡”Q 1| cÖ‡Z¨K mycvifvBRvi‡K ‡h mKj d¨v±wi‡Z wM‡q Z_¨ msMÖn Ki‡Z n‡e Zvi GKwU ZvwjKv ‡`qv n‡e| mycvifvBRvi
Zvi `‡ji m`m¨‡`i gv‡S d¨v±wii bvg fvM K‡i wb‡eb|
2| GKRb gvVKg©x hLb GKwU d¨v±wi‡Z hv‡eb ZLb wZwb wewfbœ wcwiw¯’Zi m¤§yLxb n‡Z cv‡ib| ‡hgb o gvV Kg©KZ©v d¨v±wi‡Z ‡M‡jb Ges DËi`vZv Z_¨ w`‡Z ivwR n‡jb|
o gvV Kg©KZ©v d¨v±wi‡Z ‡M‡jb wKšÔ DËi`vZv Zv‡K cieZ©x ‡Kv‡bv GKmgq ‡h‡Z ej‡jb| G‡¶‡Î gvVKg©x

mv¶vrKv‡ii Rb¨ GKwU w`b I mgq wVK Ki‡eb Ges mv‡_ mv‡_ wKsev w`‡bi ‡k‡l mycvifvBRvi‡K Rvbv‡eb|
mycvifvBRvi mgqm~Pxi wnmve ivL‡eb Ges d¨v±wii bvg, mv¶vZKvixi bvg Ges mv¶vrKv‡ii w`b I mgq wVK
Ki‡eb|
o gvV Kg©KZ©v d¨v±wi‡Z ‡M‡jb wKš‘ cÖ‡ek Ki‡Z cvi‡jb bv wKsev Kvw•LZ mv¶vrKvi cÖ`vbKvixi ‡`Lv ‡c‡jb bv|
G‡¶‡Î wZwb mycvifvBRvi‡K Rvbv‡eb| mycvifvBRvi ‡mw`bB d¨v±wiwU‡Z hvIqvi ‡Póv Ki‡eb| hw` ‡mw`bB
‡h‡Z bv cv‡ib, Zvn‡j ciw`b wM‡q d¨v±wi/mv¶vZKvi cÖ`vbKvix‡K cieZ©x ‡Kvb GKw`b mgq w`‡Z DØy×
Kivi ‡Póv Ki‡eb| mgqm~wP wVK n‡q ‡M‡j mycvifvBRvi mgqm~Pxi wnmve ivL‡eb Ges d¨v±wii bvg, mv¶vrKvi
cÖ`vbKvixi bvg Ges mv¶vrKv‡ii w`b I mgq Uz‡K ivL‡eb|
3| ‡hme d¨v±wii mv‡_ mv¶vrKvi h_v_© Ges cÖ‡qvRbxq ‡m¸‡jv ‡_‡K Z_¨ msM«‡ni Rb¨ mycvifvBRvi Zvui `j‡K wb‡qvM
Ki‡eb|
4| c«‡Z¨K mycvifvBRvi gvV mgš^qKvixi‡`i gv‡S mv¶vrKvi mgqm~Px weZiY Ki‡eb|
d¨v±wiwU ‡Kvb Mªyc Ad ‡Kv¤úvwbi AšÍf©y³ n‡j wbwgœwjwLZ wbqg¸‡jv ‡g‡b Pj‡Z n‡e| GKRb A Research
Assistant (RA) ev M‡elYv mnKvix‡K GKwU d¨v±wii ZvwjKv ‡`qv n‡e ‡h¸‡jv ‡Kvb Mªyc Ad ‡Kv¤úvwbi Aš—
f©y³| M‡elYv mnKvix c«_‡g ‡dvb ev B-‡gB‡ji gva¨‡g mv¶vrKv‡ii mgq wVK Kivi ‡Póv Ki‡eb| hw` wZwb mdj nb,
Zvn‡j wZwb we¯ÍvwiZ wj‡L ivL‡eb Ges Survey Coordinator ev Rwic mgš^Kvixi mv‡_ Zv ‡kqvi Ki‡eb| Rwic
mgš^qKvix Zvici gvV ch©v‡qi mycvifvBRvi‡`i mgqm~Px nvjbvMv` K‡i wb‡Z ej‡eb| M‡elYv mnKvix mv¶vrKv‡ii
e‡›`ve¯Í Ki‡Z e¨_© n‡j wZwb Rwic mgš^qKvix‡K Rvbv‡eb| AZtci Rwic mgš^qKvix A_ev c«Kí e¨e¯’vcK mv¶vrKvi
wVK Kivi ‡Póv Ki‡eb| ZvI hw` bv nq Zvn‡j M‡elYv mnKvix wWAviGdGg-we Kg©KZ©v‡K mv‡_ wb‡q Mªy‡ci c«avb Awd‡m
wM‡q mv¶vrKv‡ii e‡›`ve¯Í Ki‡eb| mv¶vrKv‡ii mgq wVK n‡q ‡M‡j Zvuiv mv‡_ mv‡_ Rwic mgš^qKvix‡K Rvbv‡eb Ges
wZwb gvV mycvifvBRvi‡K mgqm~Px nvjbvMv` K‡i wb‡Z ej‡eb|

