
Document 
review 
process

Request sent to 
owner of the 

document, by SPOC, 
to confirm it is still 
accurate, at least 1 

month before review 
date. 

Confirmation?

SPOC removes document from Tri.x, 
updates Tri.x log and notifies the owner.

NFA- Update Tri.x log with new 
review date. 

Follow up 
reminded email to 
be sent to owner by 

SPOC. 

Confirmation?
No

Yes

No

Yes

Policy/procedure update 
received from Tri.x.

Details sent by 
SPOC to identified 
CSM for review.

Feedback shared with Tri.x, to progress 
as part of planned update.

Information 
reviewed by CSM 
and any suggested 

changes 
highlighted as 

tracked changes in 
a word document.

Information 
returned to SPOC 
in set timescale.

Planned review of chapter.

Review of content


