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Trix identify 
changes that need 

to be made

CYPS contact 
recieves document 

and reviews

Changes made to 
MS Word version of 

document with 
track changes 
switched on

Email document to 
contact within CTT 

existing

Is it an update to an 
existing document or new 

document?

Create new 
document

new

Approval/
Review 
process

Approved 
document sent to 
CTT by deadline

New or altered 
document uploaded 

on to trix

Emailed to relevant 
contact for the area 

of business
Emailed to Trix

Also copy in Janice 
Barnby, Ruth Gray 

and Rachel 
Donnachie
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 identify changes 
that need to be 

made

Changes made to 
MS Word version of 

document with 
track changes 
switched on

existing

Is it an update to an 
existing document or new 

document?

Create new 
document

new

Document sent to 
Trix 

New or altered 
document uploaded 

on to trix
Yes

Are Trix happy 
to upload 

process out of 
schedule

Wait for scheduled 
update

No

Document Emailed 
to CTT support

Currently Chris 
Francis in CTT
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document with 
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existing

Is it an update to an 
existing document or new 

document?

Create new 
document

new

Document sent to 
‘Quality and 

Improvement 
Support Officer’

New or altered 
document uploaded 

on to trix
Yes

Approval 
Process
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